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Setup Overview
» Staff Cost Setup is the fundamental step before users to prepare:

 staff master

e payroll

e provident fund contributions
o tax return.

e Users have to define:

» the calculation method and rate of provident fund schemes

« payroll items and reimbursement items to be available for
payroll of different staff types

» payroll items for provident fund contribution and taxation

e account codes for contribution of different provident fund
schemes.

o employer’s tax return information

e autopay setting of staff payroll payment.
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Provident Fund Setup

e Three provident fund schemes supported by the system:

e Grant / Subsidized Schools Provident Fund Scheme for
Teaching Staff

e ORSO Scheme for Non-teaching Staff
e Mandatory Provident Fund Scheme for Non-teaching Staff

« User need to define the following two settings under every scheme:
« General Setting

e Fund Rate Setting
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Grant / Subsidized Schools Provident Fund Scheme - General Setting

» User need to define General Setting to calculate Grant / Subsidized
Schools Provident Fund contribution for teaching staff in Payroll:

e Employee’s Contribution Contra Account Code
e Rounding Method
e Decimal Place

» To update Grant / Subsidized Schools Provident Fund Scheme
General Setting, no payroll should be under preparation.
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Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

General Setting
.................................... Current School Year: 2001 h July 2003 12:37

Home | |
- [S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Common Setup Mﬁ A Erar s Sn

Budgeting Grant/Subsidized Schools PF Scheme
Bookkeeping

W Staff Cost

Tax Informiation Setup
ORSO Scheme

Payroll Setup

Autopay Setup
MPF Scheme

GrantSubsidized Schools PF Scheme General Setting
Employee’s Contribution Contra Account Code %l l SOl 701 5038

Teaching Staft P.F, Con deducted at sonree iy

EDH
Staff Mast
AIEAStEr Rounding Method |H|:,|_m,j Up j
Payroll
. Decimal Place |g
P Fund Register .
— . _ Step 1. Click [Staff Cost] > [Setup]
Tax Return Mote: The above settings will be uzed for the calculation for Provident Fu

_ from the left menu.
Enguiny

Report
CAR
Sales & Stock

Daity Coll. Summa

Granpmysygmran 10015 PF Scheme Fund Rate Setting q q
=) R d
Step 2. Click [Provident Fund
) _ Setup] tab.
Edit Effective Date (DD Y ™)
e i i Step 3. Click [Grant/Subsidized

Schools PF Scheme] hyperlink.

Mon-Recurrent Gra

Report Management

Customization




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

General Setting
.................................... Current School Year: 2001 5 July 2003 12:37

Home ||
- [S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup
(LB e Erosirlzne funel szl Payroll 5etup | Tax Information Setup  Autopay Setup
Budgeting rant/Subsidized Schools PF Scheme ORS0 Scheme MPF Scheme
Bookkeeping
L cu GrantSubsidized Schools PF Scheme General Setting
_ StaltCost Empl Contribution Contra Account Cod
Im e's Contribution Contra Accou ode )
. loye E%g [GIOTA0I308 | Teaching Staff P.F. Con deducted at source by
Staff Master
Rounding Method | Round Up j
Payroll
Decimal Place |
P Fund Register 2
Tax Return Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Enguiny

Report Granf[:hunls PF Scheme Fund Rate Setting Pre-loaded data has been input by

CAR Effecte Date D0 I Education Bureau to suit users’
Sales & Stock Edit Effective Date (DOMM YY) i general need.
Daity Coll. Summa

Last Updated Date (DOmbr™ ™™

- |
1 500

5.0

Mon-Recurrent Gra

Report Management

Customization

5.0 10,00

1dld

| |
| |
3 500 [ 1500 ||
| |




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

General Setting

.................................... O o Current School Year: 2001 5 July 2003 12:37
Home -

v FMP

Common Setup

[S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlzne funel szl Payroll 5etup | Tax Information Setup  Autopay Setup

Budgeting

rant/Subsidized Schools PF Scheme ORS00 Scheme MPF Scheme
Bookkeeping

Grant/Subsidized Schools PF Scheme General Setting

W Staff Cost
Employee’s Contribution Contra Account Code .
. ploye E%g [GIOT7001508 | Teacking Staff PF. Con deducted at source b
Staff Master
Rounding Method | Round Up j
Payroll
Decimal Place |
P Fund Register 2
Tax Return Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Enguiny

Report Granyssarsmmaranchools PF Scheme Fund Rate Setting
CAR Effective Date (Domm ) |o1/m111996 »|
Sales & Stock Edit Effective Date (DOMMM YY) |r;;.1 e
AR | ast Updated Date (COMMA YY) FORE003 Step 4. Fill in
Non-Recurrent Grall cio.e pe General Setting.
Report Management
Custormization
I [ 500 I
2 [ 500 [ 1000 ||
3 [ 20 [ 1500 ||
¢ I | | _




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

General Setting
.................................... Current School Year: 2001 h July 2003 12:37

Home -
¥ FMP

Common Setup

[S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlzne funel szl Payroll 5etup | Tax Information Setup  Autopay Setup
rant/Subsidized Schools PF Scheme ORS00 Scheme MPF Scheme

Budgeting
Bookkeeping
W Staff Cost

GrantSubsidized Schools PF Scheme General Setting
Employee’s Contribution Contra Account Code %l

. 1017001 508 Teaching Staff P.F. Con deducted at source by
b
Staff Master
Rounding Method | Round Up j
Payroll
Decimal Place |
P Fund Register 2
Tax Return Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Enguiny

Report Granyssarsmmaranchools PF Scheme Fund Rate Setting
Save Record(s)
CAR i

Sales & Stock
Daity Coll. Summa

BRIkl Step 4a. For updating the

Edit Effective Date (DDMM YY) account code, User can enter an
Last Updated Date (DM ) % account code directly or click
the (Select Account Code icon)
next to Account Code textbox to

Mon-Recurrent Gra

Report Management

Customization

search for account code from
the pop-up screen.




jout |1 Help

Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme
General Setting

17 10 Ma

O e Ao D Step 4b. Fill in / select
“t coce l—‘ Common Account Cod apprOpriate Income Account
Sort By Code and then click [Copy] or
: [Select] button to copy the
| [m] code back to the original page.

Search Account Code

Fund Source & Ledger Code |11?Dl - Grants outslde QEBY BEOERG Vl
Sub-Ledger Code | v|
Aecount Codae

| |
Select F Close




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme [*' ™’
General Setting B

= Retrieve Account Details - In ided by [0

Input Account Code

Account Code Common Account Code W

Sort By

® User Defined Order
O arconnt Code
IB Copy Il‘.luu /

Search Acoqunt Code
Fund Sourch & Ledger Code

[11701 - Grants out#1de OEBG/ ECEBG v
Sub-Ledger Coqe | / v|
Account Code /
[ select | tlou\

Step 4c. Select account code from
the Common Account Code drop-

down list box and click [Copy] button




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

General Setting
.................................... O o Current School Year: 2001 5 July 2003 12:37

FY

Home | — |
- [S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Common Setup :
J Erosirlzne funel szl Payroll 5etup | Tax Information Setup  Autopay Setup

Budgeting rant/Subsidized Schools PF Scheme ORS0 Scheme MPF Scheme
Bookkeeping
L cu Grant/subsidized Schools PF Scheme General Setting
_ StaltCost Empl Contribution Contra Account Cod
Im e's Contribution Contra Accou ode )
. loye E%g [GIOTA0I308 | Teaching Staff P.F. Con deducted at source by
Staff Master
Rounding Method | Round Up j
Payroll
Decimal Place |
P Fund Register 2
Tax Return Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Enguiny

Report Granyssarsmmaranchools PF Scheme Fund Rate Setting
Save Record(s)
CAR Effective Date (Domh vy ) |o1/m111996 »|

Sales & Stock Edit Effective Date (DDMM ) 01001596

AR | ast Updated Date (COMMA YY) FORE003 Step 5. Click [Save]
Hon-Recurrent Gra Stage button.
Report Management
Customization
! [ 500 |
z [ 500 [ 1000 ||
3 [ 20 [ 1500 ||
4 I— | | _




Grant / Subsidized Schools Provident Fund Scheme - General Setting

« Calculation of employee and employer provident fund contributions
will follow the change made in the updated general setting
thereafter.

« The change will take effect in the next payroll entry captured.

 All the previous captured staff payroll entries will not be affected.
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Grant / Subsidized Schools Provident Fund Scheme - Fund Rate Setting

» To create a new set of Fund Rate Setting / update or delete existing
fund rate setting for teaching staff who participate in Grant /
Subsidized Schools Provident Fund Scheme.

e Fund rate setting:
» Effective Date of the fund rate setting
» Stages of contribution percentage of employee and employer
e Fund rate setting is used when calculating the contribution amount in
the payroll of staff who participate in Grant / Subsidized Schools
Provident Fund Scheme.
« If the contribution stage and rate need to be revised while the current
fund rate setting is used in Payroll, users may consider to add one or

more fund rate settings.

e In updating / deleting of fund rate setting, staff payroll entries of the
payroll month on or after the effective date have not yet been created.



Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Fund Rate Setting

.......................... — ) 11 July 2003 11:36
Assessment Mote: The above seftings will be used for the calculstion for Provident Fund cortribution in Payroall "

Special Assessme

Staff Deployment Grant/Subsidized Schools PF Scheme Funi Rate Setting
Staff Effective Date (DO ) I 014011 995 j

CDS Edit Effective Date (DDMMM ) 01011 9%

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

4200
Budgeting
Bookkeeping 10,00

Staff Master

&
Tax Return 7
Encuiny 7

Pre-loaded data has been input by
Education Bureau to suit users’
general need.

Report
CAR
Sales & Stock 10
Daihy Coll. Sumn

UUUHMI

111

hote: Please click “Add™ Button to create a nesw Set of Fund Rate Setting.
Non-Recurrent ¢
[T@ Add ] [ 2 Delete ] LE Save ]




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Update Fund Rate Setting

.......................... ——— - _ Current School Year: 2001 11 July 2003 11:36
Assessment Mote: The above seftings will be used for the calculstion for Provident Fund cortribution in Payroall "

Special Assessme

GrantSubsidized Schools PF Scheme Fund Rate Setting
Effective Date (DDA ) I 010111 9495 j

Staff Deployment

Staff
CcDs Edit Effective Date (DD )

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

1
Budgeting I 2.0 |
Bookkeeping | 1000 ||
= Staff Cost 3 | 1500 |

To update existing fund rate
setting:

Staff Master

&
Tax Return 7
Effective Date.

Encuiny 7

Report
CAR
Sales & Stock 10
Daihy Coll. Sumn

Hon-Recurrent {

The corresponding fund rate
setting details will be displayed.

UUUHMI

—
—
—
I Step 1. Select an appropriate
—
—
—

hote: Pleaze click “Add™ Button to create a nesw: Set of Fund Raf

[T@ Add ] [ 7 Delete ] LE Save ]




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Update Fund Rate Setting

Assessment

Special Assessme

Staff Deployment

Staff

CcDs

HKAT

HKEAR

= FMP

Common Setup
Budgeting
Bookkeeping

W Staff Cost

Staff Master

Tax Return

Encuiny

Report
CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

................. Current School Year: 2001 11 July 2003 11:36

Mote: The above zettings will be uzed for the calculstion for Providert Fund contrbution in Payroall -

GrantiSubsidized Schools PF Scheme Fund Rate Setting

Effective Date (DMWY ) |o1/0111996 > |

IEdit Effective Date (DDA ) |—Dl L0506 I
ast Update € (DDA ) LT

! [ 500 [ 500 ||
2 [ 20 [ 1000 ||
3 [ 500 [ 1500 ||
1 —
; — Step 2. If user want to change the effective date,
- they should fill in the new effective date in Edit
| Effective Date.
7 |—
8 Il Step 3. If user want to change the contribution rate,
a |— they should fill in the Employee’s Contribution Rate,
= Employer’s Contribution Rate and Remarks for the
| appropriate stages of the fund rate setting.

hote: Pleaze click “Add™ Button to cr

[T@ Add ] [ 7 Delete ] LE Save ]




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Update Fund Rate Settin

.......................... s __Current School Year: 2001 11 July 2003 11:36
Assessment Mote: The above seftings will be used for the calculstion for Provident Fund cortribution in Payroall "

Special Assessme

Staff Deployment Grant/Subsidized Schools PF Scheme Fund Rate Setting
Staff Effective Date (DO ) I 014011 995 j

CDS Edit Effective Date (DDMMM ) 01011 9%

HKAT Last Updated Date (DDMM ) IOEA003
HKEAA

+ FMP

Common Setup

Stage

1
Budgeting 5
Bookkeeping - 10,00
W Staff Cost 3 T

Staff Master

&
Tax Return 7
Encuiny 7

Step 4. Click
[Save] button.

Report
CAR
Sales & Stock 10

LTI el

Daihy Coll. Sumn

kote: Please click  *Add™ e a new Set of Fund Rate Setting.
Non-Recurrent ¢
[T@ Add ] [ 7 Delete I LE Save ]
-




Grant / Subsidized Schools Provident Fund Scheme - Update Fund Rate
Setting

 The employee’s and employer’s provident fund contributions in
Payroll will adopt the updated fund rate setting and effective date
for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.



Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Add Fund Rate Setting

.................................... Current School Year: 2001 11 July 2003 11:36

Assessment Mote: The above zettings will be uzed for the calculstion for Providert Fund contrbution in Payrall

Special Assessme

Staff Deployment Grant/Subsidized Schools PF Scheme Fund Rate Setting
Staff Effective Date (DO ) I 014011 995 j

CDS Edit Effective Date (DDMMM ) 01011 9%

HKAT Last Updated Date (DDMM ) IOEA003

-
Bookkeeping

* FMP
Common Setup
W Staff Cost 3

Budgeting

Staff Master

To create a new fund rate setting:

Step 1. Click [Add] button.

Tax Return

Encuiny

The system will redirect to the Add
Provident Fund Rate Setting page.

Report
CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

UUUHMI

FY



Home
Staft Deployment
Staff
= FMP

Common Setup

Budgeting

Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Encuiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurrent Gra

Report Management
Data Management

Customization

Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Add Fund Rate Setting
............... Current School Year: 2002 6 August 2003 17:12

Decimal Place |g -

Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall

GrantSubsidized Schools PF Scheme Fund Rate Setting
Effective Date (DD ™)

Remarks

|service year = 20 years]

Step 2. Fill in the Effective Date.

Step 3. Fill in the Employee’s
Contribution Rate, Employer’s
Contribution Rate and Remarks
for the appropriate stages of the

TR L

fund rate setting.

Maote: Please click “Add™ Button to create a nesw Set of Fund Rate 3

Save Record(s)
E Save ] Bac




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme
Add Fund Rate Setting

.................................... Current School Year: 2002 6 August 2003 17:12
Home Decimal Place IQ_ | |

Staft Deployment
Staff Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall
d

+ FMP

Grant/Subsidized Schools PF Scheme Fund Rate Setting

Common Setup

Budgeting Effective Date (DD ) IDI.-'E@.-QJII3
Bookkeeping Stage
W Staff Cost
5|l
Staff Master
Payroll 10 ||
P Fund Register 15 |

Tax Return 0 |3.3m'.:g year = 20 yeas|

Encuiny
Report

CAR

Sales & Stock

Daihly Coll. Summa

Step 4. Click

Hon-Recurrent Gra

l.\'!:::I'm:.-h\:]'j\lIﬁ-h-ll-‘-.I‘-‘\-..'}h\:.'_l.

ﬂﬂﬂﬂﬂl

[Save] button.

Report Management

10

Data Management

Customization rb—ick “0dd™ Button to create a new Set of Fund Rate Setting.
E Save ] Bac
B



Grant / Subsidized Schools Provident Fund Scheme - Add Fund Rate
Setting

« The employee’s employer’s provident fund contributions in Payroll
will adopt the new fund rate setting for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.
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Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Delete Fund Rate Setting

.......................... ——— - _ Current School Year: 2001 11 July 2003 11:36
Assessment Mote: The above seftings will be used for the calculstion for Provident Fund cortribution in Payroall "

Special Assessme

GrantSubsidized Schools PF Scheme Fund Rate Setting
Effective Date (DDA ) I 010111 9495 j

Staff Deployment

Staff
CcDs Edit Effective Date (DD )

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

1
Budgeting I 2.0 |
Bookkeeping | 1000 ||
= Staff Cost 3 | 1500 |

Staff Master

To delete existing fund rate setting:

Step 1. Select an appropriate

—
—
—
Il Effective Date.
—
—
—

&
Tax Return 7

Encuiny 7

Report
CAR
Sales & Stock 10
Daihy Coll. Sumn

Hon-Recurrent {

The corresponding fund rate
setting details will be displayed.

UUUHMI

hote: Pleaze click “Add™ Button to create a nesw: Set of Fund Raf

[T@ Add ] [ 7 Delete ] LE Save ]




Provident Fund Setup — Grant / Subsidized Schools Provident Fund Scheme

Delete Fund Rate Setting

.................................... — Current School Year: 2001 5 July 2003 13:18
Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall i

Home | |
S

Grant/Subsidized Schools PF Scheme Fund Rate Setting
Effective Date (DDMIb M ) I 01i04/1 996 j

Common Setup

Budgeting
Bookkeeping Edit Effective Date (DDA ™) ||:|1 1159

= Staff Cost Last Updated Date (DOMMA YY) 0003

Staff Master
Payroll

o 1 500
P Fund Register
Tax Return 10,00
Encuiry 3 1500

Report d
CAR
Sales & Stock

Daity Coll. Summa

Step 2. Click
[Delete] button.

2
Non-Recurrent Gra 7

Report Management Q

Customization

UUUHMI

Mate: Pleaze click “e-ddLD‘-ﬁnn-h-ﬂleate a newy Set of Fund Rate Setting.
P—

[T@ Add I [ 7 Delete J Save

3]
a
[n1]
[m]
o
=
[
—
LN
—

 —




Grant / Subsidized Schools Provident Fund Scheme - Delete Fund Rate
Setting

» After deletion of fund rate setting, the fund rate setting cannot be
retrieved again.

Slide 25




ORSO Scheme - General Setting

» Users need to define General Setting to calculate ORSO Scheme
Provident Fund contribution for non-teaching staff in Payroll:

e Rounding Method
e Decimal Place

» To update ORSO Scheme General Setting, no payroll should be
under preparation.
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ser: jennifer Last Login: 10/07/2003 02:55 Logout | Help | ¥R

Provident Fund Setup — ORSO Scheme

General Setting

.................................... Current School Year: 2001 11 July 2003 11:10

Assessment -
[S-FSCD2-03] FMP = Staff Cost > Setup = Provident Fund Setup

I Prowdert-Hand Se i

Special Assessme

Staff Deployment
Staff

Payroll Setup Tax Information Setup  Autopay Setup

rant/Subsidized Schools PF Scheme ORS00 Scheme MPF Scheme
CcDs
HKAT ORS0O Scheme General Setting
HKEARL Rounding Method | Round Up j
+ FMP Decimal Place [

Common Setup Mote: The above zettings will be used for the calculation for Provident Fund contribuwtion in Payroll

Step 1. Click [Staff Cost] > [Setup]
ORS0 Scheme Fund Rate Setting from the left menu.
Effective Date (DM Y YY)

EtlLIBHEELE LD (Bt Ut Step 2. Click [Provident Fund
Last Updated Date (D0 ) ; Setup] tab.

Budgeting

Bookkeeping
¢ Staif Cost

Staff Master

Stage

Step 3. Click [ORSO Scheme]
hyperlink.

Tax Return

Enguiry

Report
CAR
Sales & Stock
Daiby Coll. Sumir

Mon-Recurrent { 3

1 el




Provident Fund Setup — ORSO Scheme
General Setting

er: jermifer Last Login: 10/07/2003 02:55 Logout | Help | th ¥ Re

— Current School Year: 2001 11 July 2003 11:10

Assessment

Special Assessme

Staff Deployment
Staff
CDS
HKAT
HKEAA
* FMP
Common Setup
Budgeting
Bookkeeping
¢ Staff Cost

Staff Master

Tax Return

Enguiry

Report
CAR
Sales & Stock
Daiby Coll. Sumir

Mon-Recurrent {

[S-FSCD2-03] FMP = Staff Cost > Setup = Provident Fund Setup

Ernddelsne Bipe] fmin | Payeoll Setup Tax Information Setup Autopay Sethup

rant/Subsidized Schools PF Scheme QRS0 Scheme MPF Scheme

ORS0 Scheme General Setting
Rounding Method | Round Up j

Decimal Place |g

Mote: The above zettings will be used for the calculation for Provident Fund contribuwtion in Payroll

ORS0 Scheme Fund Rate Setting

Effective Date (DDA YY) | NOE -
Edit Effective Date (DDMMA YY) Pre-loaded data has been input by
: ) ,

Stage general need.

5.0

1 el

FY



Provident Fund Setup — ORSO Scheme

General Setting ik

____________________________________ I Current School Year: 2001 11 July 2003 11:10

Assessment ||
[S-FSCD2-03] FMP = Staff Cost > Setup = Provident Fund Setup

Special Assessme
Staff Deployment
Staff

CDS

HKAT

Ernddelsne Bipe] fmin | Payeoll Setup Tax Information Setup Autopay Sethup

rant/Subsidized Schools PF Scheme QRS0 Scheme MPF Scheme

ORS0 Scheme General Setting

HKEAR Rounding Method | Round Up |
« EMP Decimal Place |2
Common Setup Mote: The shove settings will be used for the calculstion for Provident Fund contribution in Payrall
Budgeting
Bookkeeping ORSO0 Scheme Fund Rate Setting
¢ Staff Cost Effective Date (DDMM A ) |01/111996 > |
- Edit Effective Date (DDMMA YY) [orota99e

Staff Master
Last Updated Date (DOMMMA YY) SOAEA2003

Stage Step 4. Fill in General Setting.

Tax Return

Enquiry Step 5. Click [Save] button.

Report
CAR
Sales & Stock
Daiby Coll. Sumir

Mon-Recurrent {




ORSO Scheme - General Setting

« Calculation of employee and employer provident fund contributions
will follow the change made in the updated general setting
thereafter.

« The change will take effect in the next payroll entry captured.

 All the previous captured staff payroll entries will not be affected.
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ORSO Scheme - Fund Rate Setting

» To create a new set of Fund Rate Setting / update or delete existing
fund rate setting for non-teaching staff who participate in ORSO
Scheme.

e Fund rate setting:

» Effective Date of the fund rate setting

» Stages of contribution percentage of employee and employer

e Fund rate setting is used when calculating the contribution amount in
the payroll of staff who participate in ORSO Scheme.

« If the contribution stage and rate need to be revised while the current
fund rate setting is used in Payroll, users may consider to add one or
more fund rate settings.

e In updating / deleting of fund rate setting, staff payroll entries of the
payroll month on or after the effective date have not yet been created.



Provident Fund Setup — ORSO Scheme |_
Fund Rate Setting [iser: j Last Login: 100072003 02:55 Lodout | Help | PRRE

11 Juby 2003 11:56
Assessment -

Special Assessme

Staff Deployment ORS00 Scheme Fund Rate Setting
Staff Effective Date (DDMM ) |o1/0111996 > |
CDS Edit Effective Date (DDMMM ) 01011 9%
HKAT Last Updated Date (DOMA YY) 300642003
HKEAA Stage
v FMP
Common Setup
1 |
Budgeting >0 I >0
Bookkeeping - [ 20 | 1000
' Staff Cost 3 [ 500 | 1500
. 4 |
Staff Master : I
[ |
2 [ |
Tax F_’LE“"" 7 [ | Pre-loaded data has been input by
ERIT 3 — ) Education Bureau to suit users’
RENAEE 5 |— — general need.
CAR
Sales & Stock 10 [ [

Daihy Coll. Sumn

hote: Please click “Add™ Button to create a nesw Set of Fund Rate Setting.

: Non-Recurrent ¢ (T add ) (77 pelete | 5 SHW




ser: jermifer Last Login: 10/07/2003 02:55 Logout | Help | Shirgra

Provident Fund Setup — ORSO Scheme
Update Fund Rate Setting

.......................... ——— - _ Current School Year: 2001 11 July 2003 11:56
Assessment Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall -
Special Assessme
Staff Deployment ORS00 Scheme Fund Rate Setting
Staff Effective Date (DDA ) ||:|1;|:|1;1 995 j

CcDs Edit Effective Date (DDMMM YY)

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

1
Budgeting I 2.0 |
Bookkeeping | 1000 ||
= Staff Cost 3 | 1500 |

To update existing fund rate
setting:

Staff Master

&
Tax Return 7
Effective Date.

Encuiny 7

Report
CAR
Sales & Stock 10
Daihy Coll. Sumn

The corresponding fund rate
setting details will be displayed.

UUUHMI

—
—
—
I Step 1. Select an appropriate
—
—
—

hote: Pleaze click “Add™ Button to create a nesw: Set of Fund Raf

: Non-Recurrent ¢ (T add ) (77 pelete | 5 SHW




Provident Fund Setup — ORSO Scheme|_ |_

- - _ Current School Year: 2001 11 Juby 2003 11:56
Assessment Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall -

Special Assessme
Staff Deployment OR%0 Scheme Fund Rate Setting

Staff Effective Date (DDA ) Im;mmggaj
CDS IEdit Effective Date (DOMMY YY) [DI01A%%6 I
HKAT ast Update e (DDMMN Y UL
HKEAA Stage Remarks
v FMP
Common Setup
1 [ s
Budgeting 500 ! 500 |
Bookkeeping 2 I 500 | 10.00 |
= Staff Cost 3 I £ 10 I 15.00 I
| 4 I—
=taff faster ; | SteP 2. If user want to change the effective date,
- — they should fill in the new effective date in Edit
Effective Date.
Tax Return 7 I—
E"“"i: : il Step 3. If user want to change the contribution rate,
= 5 il theY should fill in the Employee’s Contribution Rate,
CAR ) . .
Calos & Stock = Employer’s Contribution Rate and Remarks for the
dles 1] s I . o
appropriate stages of the fund rate setting.

Daihy Coll. Sumn

Mote: Please click “Add™  Button to cr
Hon-Recurrent {
[T@ Add ] [ 7 Delete ] LE 5 al Sav




er jenifer Last Login: 1000772003 05:55 Logiout | Help | iRk

Provident Fund Setup — ORSO Scheme
Update Fund Rate Setting

.................................... R — Current School Year: 2001 11 Juky 2003 11:56
Assessment Mote: The above seﬁlngs will be uzed for the calculstion for Providert Fund contrbution in Payroall -
Special Assessme
Staff Deployment OR%0 Scheme Fund Rate Setting
Staff Effective Date (DDMM ) |o1/0111996 > |
CcDS Edit Effective Date (DDMMRN YY) ||:|1 11558
HKAT Last Updated Date (DDMM ) IOEA003
HHKEAA Stage

= FMP

Common Setup
1 [ 500 .00
Budgeting ' I ' |
Bookkeeping - [ 20 | 1000 ||
= Staff Cost 3 I £ 10 I 15.00 I
- 4 |
Staff Master : I I
| | |
g | | |
Tax Return .
! | | | Step 4. Click
Enuui
i : — | | [Save] button.
Report
CAR g I | |
Sales & Stock 10 | | |
ety Ll S Mote: Please olick * Add” & a new Set of Fund Rate Setting,

—

Hon-Recurrent ¢ [f@ add | [ 2 nelete | (] Sa!Sa'-.-'e I}ecurd{sﬂ



ORSO Scheme - Update Fund Rate Setting

 The employee’s and employer’s provident fund contributions in
Payroll will adopt the updated fund rate setting and effective date
for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.



ser: jennifer LastLogin: 10/07/200302:55 Logout | Help | g

Provident Fund Setup — ORSO Scheme
Add Fund Rate Setting

.......................... ——— - _ Current School Year: 2001 11 July 2003 12:02
Assessment Mote: The above seftings will be used for the calculstion for Provident Fund cortribution in Payroall "
Special Assessme
Staff Deployment OR%0 Scheme Fund Rate Setting
Staff Effective Date (DDMN YY) ||:|1;|:|1;1 qaF j
cDs Edit Effective Date (DDMMM YY) ||:|1 £ %%

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

1
Budgeting I 2.0 |
Bookkeeping | 1000 ||
= Staff Cost 3 | 1500 |

Staff Master

To create a new fund rate setting:

Step 1. Click [Add] button.

Tax Return

Encuiny

The system will redirect to the Add
Provident Fund Rate Setting page.

Report
CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

UUUHMI

3 fel—tio ™ By ton to create & nese Set of Fund Rate Setting.
AT & Record

| (- pelete | ([ save |




Home
Staft Deployment
Staff
= FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Encuiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurrent Gra

Report Management

Data Management

Customization

Provident Fund Setup — ORSO Scheme
Add Fund Rate Setting

nifer Login Time: 06/03/2003 17:13 Logout | Help | PIRCREE

Current 5chuu| Year: 2002 6 August 2003 17:20

Decimal Place

Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall

ORS0 Scheme Fund Rate Settinag
Effective Date (DD ™)

Remarks

Step 3. Fill in the Employee’s

Contribution Rate, Employer’s

Contribution Rate and Remarks

for the appropriate stages of the

fund rate setting.

Step 2. Fill in the Effective Date.

FY




Provident Fund Setup — ORSO Scheme
Add Fund Rate Setting

jennifer Login Time: 06/05/2003 17:15 Logout | Help | B3R

Current School Year: 2002 6 August 2003 17:20

Home Decimal Place Ij_ | |
Staft Deployment
Staft

Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall

+ FMP

ORS0 Scheme Fund Rate Setting

Common Setup

Budgeting Effective Date (DD ) |[j] a3
Bookkeeping Stage
W Staff Cost
Staff Master 1 : I 2 I
Payroll 2 I 5 I 10 I
P Fund Register 3 [ = | 15 ||
Tax Return q |—5 | 0 |sem'|::3 wear = 20 Years
Encuiny I—
Report ’ I I
CAR g I | |
Sales & Stock 7 | |
Daily Coll. Summa ) I— | | Step 4. Click
Hon-Recurrent Gra Savel button.
Report Management ’ I I I [ ]
Data Management 10 I | |
Customization e el 6 0pe ™ Bifton to creste a news Set of Fund Rate Setting.

'
E Save < Back




ORSO Scheme - Add Fund Rate Setting

« The employee’s and employer’s provident fund contributions in
Payroll will adopt the new fund rate setting for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.

Slide 40



Provident Fund Setup — ORSO Scheme |_

Delete Fund Rate Setting ser: jennifer LastLogin: 10/07/200302:55 Logout | Help | g
.......................... ——— - _ Current School Year: 2001 11 July 2003 11:57

Assessment Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall -

Special Assessme

Staff Deployment ORS00 Scheme Fund Rate Setting

Staff Effective Date (DDA ) ||:|1;|:|1;1 995 j

CcDs Edit Effective Date (DDMMM YY)

HKAT Last Updated Date (DDMM ) IOEA003

o

+ FMP

Common Setup

1
Budgeting I 2.0 |
Bookkeeping | 1000 ||
= Staff Cost 3 | 1500 |

Staff Master

To delete existing fund rate setting:

—
—

| Step 1. Select an appropriate
[ Effective Date.
—
—
—

&
Tax Return 7
Encuiny 7

Report
CAR
Sales & Stock 10
Daihy Coll. Sumn

The corresponding fund rate
setting details will be displayed.

UUUHMI

hote; Pleaze click “Add™ Button to create a nesw: Set of Fund Raf

Hon-Recurrent { Delete Recardis
| Ij Add | | 4 IZ :Ie

@L




Provident Fund Setup — ORSO Scheme | |_

Delete Fund Rate Setting B LastLozin: 100720030555 Lodout | Help | i
— curr 11 July 2003 11:57
Assessment -

Special Assessme

Staff Deployment OR%0 Scheme Fund Rate Setting
Staff Effective Date (DO ™™ I 010111 9495 j
cDs Edit Effective Date (DDMMY YY) ||:|1 e
HKAT Last Updated Date (DOMbr ) I0R0E003
HKEAA Stage
= FMP
»  Common Setup
» Budgeting 1 I 500 I 5.00 I
» Bookkeeping 2 [ a0 | 1000 |
W Staff Cost 3 Iﬁ [ 1500 ||
Staff Master 4 I I
5 I— |
: _—— | .
Tax Return 7 I— | | Step 2. Click
Enguiny ; . | | [Delete] button.
Report
CAR g I I I
Sales & Stock 10 | |

Daihy Coll. Sumn

Hon-Recurrent { cord(s)
B

hote: Please click “Add™ Button to create a nesws Set of Fund Rate Setting.

Add || 7




ORSO Scheme - Delete Fund Rate Setting

» After deletion of fund rate setting, the fund rate setting cannot be
retrieved again.

Slide 43




Mandatory Provident Fund Scheme - General Setting

» User need to define General Setting to calculate Mandatory
Provident Fund Provident Fund contribution for non-teaching staff

in Payroll:
e Rounding Method
e Decimal Place

» To update Mandatory Provident Fund Provident Fund Scheme
General Setting, no payroll should be under preparation.



r: jennifer Last Login: 10/07/2003 02:55 Logout | Help | B RaE

Provident Fund Setup — MPF Scheme
General Setting

.................................... Current School Year: 2001 11 July 2003 11:14
Assessment |- |
[S-FSC02-05] FMP > Staff Cost » Setup > Provident Fund Setup

I Prosrdent B Se i 1

rant/Subsidized Schools PF Scheme

Special Assessme

Staff Deployment

Payroll Setup Tax Information Setup

ORS0 Scheme

Autopay Setup
MPF Scheme

Staff
cDs

HKAT MPF Scheme General Setting

HKEAA Rounding Method | Round Up j
+ FMP Decimal Place |2 |

»  Common Setup

Mate: The above zettings will be used for the calculation for Provident Fund contribution in Payrall

Step 1. Click [Staff Cost] > [Setup]

MPF Scheme Fund Rate Setting from the left menu
Effective Date (DOMMY YY) ’

*» Budgeting

» Bookkeeping
W Staff Cost

Edit Effective Date (DOMMA YY)

Step 2. Click [Provident Fund
Setup] tab.

Staff Master
Last Updated Date (DO ™)

Employee’s Mandatory Contribution Rate

T Return Employer's Mandatory Contribution Rate St ep 3. Click [ MPF Scheme]

Mini Requi nt of Relevant | for Daily P nt i
ET inimum Requireme evant Income for Daily Payime hyperlmk.

Report Maximum Requirement of Relevant Income for Daily Payinent

CAR Minimum Reguirement of Relevant Income for Monthly Payme
Sales & Stock Maximum Requirement of Relevant Income for Monthhy Payine
Daily Coll. Sumr Ho. of Employment Days for Employee's MPF Contribution |—3[;| days
Non-Recurrent ¢ Ho. of Employment Days for MPF Scheme's Enrolment |—5|:| days

Fmnlmmea's Mandatnne Condribngdinn Minimom Aos I 10 l




Assessment

Special Assessme

Staff Deployment

Staff

CcDs

HKAT

HKEAR
= FMP

»  Common Setup
*» Budgeting

» Bookkeeping
W Staff Cost

Staff Master

Tax Return

Encuiny

Report
CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

Provident Fund Setup — MPF Scheme
General Setting
................. Current School Year: 2001 11 July 2003 11:14

ser: jennifer LastLogin: 10/07/200302:55 Logout | Help | g

FY

[S-FSC02-05] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlanie fupel Szl Payroll Setup | Tax Information Setup  Autopay Setup

rant/Subsidized Schools PF Scheme ORS0 Scheme MPF Scheme

MPF Scheme General Setting
Rounding Method | Round Up

Decimal Place |g

[

TIOTE. TTIE S0 E SETUNGE Wil e LEen T0F e CHCUIEToN 107 PFOWIGert T unG CormrpLTC in ey o

MPF Scheme Fund Rate Setting

Effective Date (DDA YY)

Edit Effective Date (DOMMA YY) Pre-loaded data has been input by

Last Updated Date (DM ) Education Bureau to suit users’
Employee's Mandatory Contribution Rate general need.

Employer's Mandatorny Contribution Rate

Minimum Requirement of Relevant Income for Daily Paymi T
Maximum Requirement of Relevant Income for Daily Payment $|m rer day
Minimum Requirement of Relevant Income for Monthly Payment $|m rer menth

Maximum Requirement of Relevant Income for Monthly Payment $| 2000000 per month

Ho. of Employmment Days for Employvee’s MPF Contribution | 30 days
Ho. of Employment Days for MPF Scheme's Enrolment | &0 days

Fmnlmmea's Mandatnne Condribngdinn Minimom Aos I 10 l



Assessment

Special Assessme

Staff Deployment

Staff

CcDs

HKAT

HKEAR
= FMP

»  Common Setup
*» Budgeting

» Bookkeeping
W Staff Cost

Staff Master

Tax Return

Encuiny

Report
CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

Provident Fund Setup — MPF Scheme

General Setting
................ Current School Year: 2001 11 Juby 2003 11:14

ser: jennifer LastLogin: 10/07/200302:55 Logout | Help | g

FY

[S-FSC02-05] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlanie fupel Szl Payroll Setup | Tax Information Setup  Autopay Setup

rant/Subsidized Schools PF Scheme ORS0 Scheme MPF Scheme

MPF Scheme General Setting

Rounding Method | Round Up j

Decimal Place |g

TIOTE. TTIE S0 E SETUNGE Wil e LEen T0F e CHCUIEToN 107 PFOWIGert T unG CormrpLTC in ey o

MPF Scheme Fund Rate Setting
Effective Date (DDMIb M ) ||:|1;|:|g;g|:||:|3 j

Edit Effective Date (DDMM ") joL2 2003

Last Updated Date (DD ) S0M0E2003
Employee’s Mandatory Contribution Rate

Step 4. Fill in General Setting.
Employer's Mandatorny Contribution Rate

Minimum Requirement of Relevant Income for Daily Payime Step 5. CliCk [Save] button .
Maximum Requirement of Relevant Income for Daily Paying

Minimum Reguirement of Relevant Income for Monthly P3

Maximum Requirement of Relevant Income for Monthly Payment $| 2000000 per month

Ho. of Employmment Days for Employvee’s MPF Contribution | 30 days
Ho. of Employment Days for MPF Scheme's Enrolment | &0 days

Fmnlmmea's Mandatnne Condribngdinn Minimom Aos I 10 l



Mandatory Provident Fund Scheme - General Setting

e Calculation of employee and employer provident fund contributions
will follow the change made in the updated general setting
thereafter.

« The change will take effect in the next payroll entry captured.

 All the previous captured staff payroll entries will not be affected.



Mandatory Provident Fund Scheme - Fund Rate Setting

» To create a new set of Fund Rate Setting / update or delete existing
fund rate setting for non-teaching staff who participate in Mandatory
Provident Fund Scheme.

e Fund rate setting:
» Effective Date of the fund rate setting

« contribution setting according to the Mandatory Provident Fund
Scheme Ordinance

e Fund rate setting is used when calculating the contribution amount in
the payroll of staff who participate in Mandatory Provident Fund
Scheme.

« |f there is any updating in the MPF Scheme Ordinance, user need to
add a new fund rate setting according to the latest requirement of the
ordinance.

e In updating / deleting of fund rate setting, staff payroll entries of the
payroll month on or after the effective date have not yet been created.



Provident Fund Setup — MPF Scheme

Fund Rate Setting

.................................... Current School Year: 2002 11 August 2003 19:30
Home MPF Scheme General Setting -

Staff Deployment Rounding Method | Round Up =]

Staff Decimal Place |g
+ FMP

Common Setup

. jennifer Login Time: 11/08/2003 19:35 Logout | Help | PRCREE

Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Budgeting
. MPF Scheme Fund Rate Setting
Bookkeeping Effective Date (DM )
0110252003 =
= Staff Cost I J
, Edit Effective Date (DDA YY) ||31 K3
Staff Master Last Updated Date (DD ) 1101 2003
Empl ‘s Mandatory Contribution Rat |
Payroll mployee’s Mandatory Contribution Rate 500 &
P Fund Register Employer's Mandatory Contribution Rate | 500 &
Tax Return Minimum Requirement of Relevant Income for Daily Payiment $| LEOO0 per day
Encuiry Maximum Requirement of Relevant Income for Daity Payment $| G000 per day
Report Minimum Requirement of Relevant Income for Monthly Pz

Two sets of Pre-loaded fund rate

setting have been input by
Ho. of Employment Days for Employee’s MPF Contribution Education Bureau based on the

MNo. of Empl nt D for MPF Sch 's Enrolment i
Non-Recurrent Gra ? MpoVImEIt DaysTor chemes Erme Man.datory PrOV].d ent Fl{nd
Sp—— |Employee's Mandatory Contribution Minimum Age Ordinance to suit users’ general
Data Management Employee's Mandatory Contribution Mazimum Age need.

Maote: Please click “Add™ Button to of Fund Raf
Save Record(s)
[T@ Add ] [ +° Delete ] L Sawve J

CAR
Sales & Stock

Maximum Requirement of Relevant Income for Monthhy P4

Daihly Coll. Summa

Customization




Home
Staft Deployment
Staff
= FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Encuiny
Report

CAR

Sales & Stock

Daihly Coll. Summa

Hon-Recurrent Gra

Report Management

Data Management

Customization

Provident Fund Setup — MPF Scheme

Update Fund Rate Setting
............... Current School Year: 2002 11 August 2003 19:30

. jennifer Login Time: 11/08/2003 19:35 Logout | Help | PRCREE

MPF Scheme General Setting -
Rounding Method | Round Up j

Decimal Place |g

Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

MPF Scheme Fund Rate Setting
Effective Date (DDA YY) I 010212003 j

Edit Effective Date (DDA YY) Ol AT 003
Last Updated Date (DD 11408003
Employee’s Mandatory Contribution Rate | 500 %
Employer's Mandatory Contribution Rate | 500 &

Minimum Reguirement of Relevant Income for Daily Paymgey
To update existing fund rate

setting:

Maximum Requirement of Relevant Income for Daily Pa
Minimum Requirement of Relevant Income for Monthhy Pa

Max=imum Regquirement of Relevant Income for Monthhy P4 .
! Y Step 1. Select an appropriate

Ho. of Employment Days for Employee’s MPF Contribution Effective Date
Ho. of Employinment Days for MPF Scheme's Enrolment

Employee's Mandatory Contribution Minimum Age The Corresponding fund rate
Employee's Mandatory Contribution Maximum Age setting details will be displayed.

Maote: Please click “Add™ Button to of Fund Raf
Save Record(s)
[T@ Add ] [ +° Delete ] L Sawve J




Provident Fund Setup — MPF Scheme NV ARIRNEAYERIR R ET RN (=l 7-Ne FI=H

Update Fund Rate Setting they should fill in the new effective date in Edit
Effective Date.

Home MPF Scheme General Setting

Staft Deployment Rounding Method

Staff Decimal Place

UL Step 3. If user want to change the contribution
[2 setting, they should fill in the fund rate setting
Maote: The above settings will be used for the calou accordmg to the Mandatory PrOV]dent Fund

»  Common Setup Scheme Ordinance.
Save

*» Budgeting

+ FMP

MPF Scheme Fund Rate Setting

» Bookkeeping

Effective Date (DM ) ik
= Staff Cost
, IEdit Effective Date (DDA Y™ ||31 K3 I
Staff Master Last Updated Date (DD ) 1101 2003
Empl ‘s Mandatory Contribution Rat |
Payroll mployee’s Mandatory Contribution Rate 500 &
P Fund Register Employer's Mandatory Contribution Rate | 500 &
Tax Return Minimum Requirement of Relevant Income for Daily Payiment $| LEOO0 per day
Encuiry Maximum Requirement of Relevant Income for Daity Payment $| G000 per day
Report Minimum Reguirement of Relevant Income for Monthly Payiment $| 500000 per month
L5 Maximum Requirement of Relevant Income for Monthly Payment $| 20,00000 per month
Sales & Stock
Ho. of Employment Days for Employee’s MPF Contribution | 30 days
Daihly Coll. Summa
No. of Employment Days for MPF Scheme's Enrolment |
Non-Recurrent Gra . ws &0 days
Report Management Employee’s Mandatory Contribution Minimum Age | 18
Data Management Employee's Mandatory Contribution Maximum Age | 5
Customization Mote: Please click *Add™ Button to of Fund Rate Setting.
|Save Record(s)

[T@ Add ] [ 27 Delete ] LE Save J




Provident Fund Setup — MPF Scheme

Update Fund Rate Setting
.................................... e Current Schuul Year: 2002 11 August 2003 19:30

emnfer Login Time: 11/03/2003 1935 Logout | Help | PIRCREE

Home MPF Scheme General Setting
Staff Deployment Rounding Method | Round Up j
Staff Decimal Place I_E

v FMP
Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

C Set
OIMmon >etup

Budgeting
. MPF Scheme Fund Rate Setting
iR Effective Date (DDMMM YY)
01/022003 -
= Staff Cost I J
, Edit Effective Date (DDA YY) ||31 K3
Staff Master Last Updated Date (DD ) 1101 2003
Empl 's Mandatory Contribution Rat |
Payroll mployee’s Mandatory Contribution Rate 500 &
P Fund Register Employer's Mandatory Contribution Rate | 500 &
Tax Return Minimum Requirement of Relevant Income for Daily Payiment $| LEOO0 per day
Encuiry Maximum Requirement of Relevant Income for Daity Payment $| G000 per day
Report Minimum Reguirement of Relevant Income for Monthly Payiment $| 500000 per month

CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurrent Gra

Maximum Requirement of Relevant Income for Monthhy Payment 3

No. of Employment Days for Employee’s MPF Contribution Step 4 Cl]Ck
Ho. of Employinment Days for MPF Scheme's Enrolment [Save] bUtton y
Employee’s Mandatory Contribution Minimum Age

Report Management
Data Management Employee's Mandatory Contribution Maximum Age | 5

Customization Mote: Please click *Add™  Button to of Fund Rate Setting.
e Record(s)
[T@Md] [ ;.r‘-"_IJeletEI] L Saue] I




Mandatory Provident Fund Scheme - Update Fund
Rate Setting

 The employee’s and employer’s provident fund contributions in
Payroll will adopt the updated fund rate setting and effective date
for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.



Provident Fund Setup — MPF Scheme
Add Fund Rate Setting

................ Current School Year: 2001 11 Juhy 2003 14:11

r: jennifer LastLogin: 10/07/2003 02:55 Logout | Help | @& R

Assessment

Special Assessme

Staff Deployiment

Staff

CcDs

HKAT

HKEAR

= FMP

Common Setup
Budgeting
Bookkeeping

w Staff Cost

Staff Master

Tax Return
Enquiny
Report

CAR

Sales & Stock

Daity Coll. Sumr

Mon-Recurrent {

MPF Scheme General Setting ||

Rounding Method | Round Up j

Decimal Place |g_

Mate: The above settings will be used for the calculstion for Provident Fund contribution in Payrall
Effective Date (DDMIb M ) ||:|1;|:|g;g|:||:|3 j
Edit Effective Date (DDA YY) ||;31 K03

Last Updated Date (DDA 006003
Employee's Mandatory Contribution Rate I—EFIJ %
Employer's Mandatory Contribution Rate I—EFIJ %

Minimum Requirement of Relevant Income for Daily Payimgi
Maximum Requirement of Relevant Income for Daily Paynile el =t 1 (=R- W= A0 [ [e B -1 1= setting:
Minimum Requirement of Relevant Income for Monthhy Pa
Maximum Requirement of Relevant Income for Monthiy P41 S I @11 [e ;@ Y« [« | M s]V]d o]

Ho. of Employment Days for Employee’s MPF Contribution - :
The system will redirect to the Add

Ho. of Employment Days for MPF Scheme's Enrolment ) )
Provident Fund Rate Setting page.

Employee’s Mandatory Contribution Minimum Age
Employee's Mandatory Contribution Maximum Age

LefE HlEss s

lick “add™ Buttonto create a nesy Set of Fund Rate Setting.




Provident Fund Setup — MPF Scheme |
Add Fund Rate Setting ; Step 2. Fill in the Effective Date.

BN LN L N U L P X

A rant/Subsidized Schools PF Scheme

Step 3. Fill in the fund rate setting according to

Staff Deployment i the Mandatory Provident Fund Scheme
Staff MPF Scheme General Setting Ordinance.
+ FMP Rounding Method Round Up

» Common Setup Decimal Place IE_

*» Budgeting

Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

» Bookkeeping
W Staff Cost

MPF Scheme Fund Rate Settinn
Effective Date (DOMN ™) ||:|1 KE3

Staff Master
Bayrol Ty S AT ato Ty T TTO T Tt 1%
P Fund Register Employer's Mandatory Contribution Rate |—1[;| %
Tax Return Minimum Requirement of Relevant Income for Daily Payment $|—13|:| rer day
Enquiny Maximum Reqguirement of Relevant Income for Daily Payment $|—55[j rer day
Report Minimum Requirement of Relevant Income for Monthly Payment $|—5r;m rer menth
CAR Maximum Requirement of Relevant Income for Monthhy Payment $|—gmm rer menth
SafES & Stock No. of Employment Days for Employee's MPF Contribution 30 daws
Daihly Coll. Summa
Mon.Recurrent Gra Mo. of Employment Days for MPF Scheme's Enrolment |—5|:| days

Report Management Employee’s Mandatory Contribution Minimum Age | 18
Data Management Employee’s Mandatory Contribution Maximum Age | &5

Customization

Maote: Pleaze click “Add™ Button to create a newy Set of Fund Rate Setting.




Provident Fund Setup — MPF Scheme

Add Fund Rate Setting el

.................................... o 6 August 2003 17:23
Home . :

emnfer Login Time: 06/03/2003 17:15 Logout | Help | PIRCREE

FY

MPF Scheme
Staft Deployment

Staff MPF Scheme General Setting

+ FMP Rounding Method | Round Up j
Common Setup Decimal Place |1

Budgeting

Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Bookkeeping

= Staff Cost

: , MPF Scheme Fund Rate Setting

Effective Date (DOMmahd S 5 )
Staff Master Immﬂmj
Payroll Employee's Mandatory Contribution Rate | 5o
P Fund Register Employer's Mandatory Contribution Rate | 10 %
Tax Return Minimum Requirement of Relevant Income for Daily Payiment $| 130 per day
Encuiny Maximum Requirement of Relevant Income for Daily Payment $| &80 per day
Report Minimum Reguirement of Relevant Income for Monthly Payiment $| 5000 per momth
L5 Maximum Requirement of Relevant Income for Monthly Payment $| 20000 per month
Sales & Stock
Ho. of Employment Days for Employee’s MPF Contribution | 30 days
Daily Coll. Summa Step 4. Click
Ho. of Employinment Days for MPF Scheme's Enrolment | 60
Hon-Recurrent Gra ¥s [Save] button.
Report Management Employee’s Mandatory Contribution Minimum Age | 18
Data Management Employee's Mandatory Contribution Maximum Age | 5

Customization

o G lick “Add™ Button to create a nesy Set of Fund Rate Setting.

[52ve Hecordis)
dw e -‘I-




Mandatory Provident Fund Scheme - Add Fund Rate
Setting

 The employee’s and employer’s provident fund contributions in
Payroll will adopt the new fund rate setting for calculation.

e Only those new payroll entries which are prepared after users have
changed the fund rate setting will be affected. All the previous
staff payroll entries will not be affected.



Home
Staft Deployment
Staff
= FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Encuiny
Report

CAR

Sales & Stock

Daihly Coll. Summa

Hon-Recurrent Gra

Report Management

Data Management

Customization

Provident Fund Setup — MPF Scheme

Delete Fund Rate Setting
............... Current School Year: 2002 11 August 2003 19:31

. jennifer Login Time: 11/08/2003 19:35 Logout | Help | PRCREE

MPF Scheme General Setting -
Rounding Method | Round Up j

Decimal Place |g

Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

MPF Scheme Fund Rate Setting
Effective Date (DDA YY) I 010212003 j

Edit Effective Date (DDA YY) Ol AT 003
Last Updated Date (DD 11408003
Employee’s Mandatory Contribution Rate | 500 %
Employer's Mandatory Contribution Rate | 500 &

Minimum Reguirement of Relevant Income for Daily Paymgey
Maximum Requirement of Relevant Income for Daily Pa To delete existing fund rate setting:
Minimum Requirement of Relevant Income for Monthhy Pa
Maximum Requirement of Relevant Income for Monthiy PZRU oI NI (le ar-1a[¥-Ts] o] (o] o] g F-1(<
No. of Employment Days for Employee's MPF Contribution LU LR

Ho. of Employinment Days for MPF Scheme's Enrolment :
The corresponding fund rate

Employee's Mandatory Contribution Minimum A
mployee's Mandatory Contribution Minimum Age setting details will be displayed.

Employee's Mandatory Contribution Maximum Age

Maote: Please click “Add™ Bulton to create a new Set of Fund Ral

(Badd) | .;r“'_IJe|EEILIDE|E'IE Record(s)




Provident Fund Setup — MPF Scheme

Delete Fund Rate Settlng |
.................................... S— ) Eurrent School Year: 2002 11 August 2003 19:31

emnfer Login Time: 11/03/2003 1935 Logout | Help | PIRCREE

Home MPF Scheme General Setting
Staff Deployment Rounding Method | Round Up j
Staff Decimal Place I_E

v FMP
Maote: The above settings will be used for the calculation for Provident Fund contribution in Payrall

C Set
OIMmon >etup

Budgeting
. MPF Scheme Fund Rate Setting
iR Effective Date (DDMMM YY)
01/022003 -
= Staff Cost I J
, Edit Effective Date (DDA YY) ||31 K3
Staff Master Last Updated Date (DD ) 1101 2003
Payroll Employee’s Mandatory Contribution Rate | 500 %
P Fund Register Employer's Mandatory Contribution Rate | 500 &
Tax Return Minimum Requirement of Relevant Income for Daily Payiment $| LEOO0 per day
Encuiry Maximum Requirement of Relevant Income for Daity Payment $| G000 per day
Report Minimum Reguirement of Relevant Income for Monthly Payiment $| 500000 per month
L5 Maximum Requirement of Relevant Income for Monthly Payment $| A0000,00

Sales & Stock sty Step 2. Click

Mo. of Employment Days for Employee's MPF Contribution |—3|j
Daily Coll. Summa & [Delete] button.
No. of Employment Days for MPF Scheme's Enrolment |—
Non-Recurrent Gra - s 60 da
Report Management Employee’s Mandatory Contribution Minimum Age | 12

Data Management Employee’s Mandatory Contribution Maximum Age | &5

Customization hote: Please click “Add™ Button to creste s nes Set of Fund Rate Setting.
lete Record(s)

Add +° Delete




Mandatory Provident Fund Scheme - Delete Fund
Rate Setting

o After deletion of fund rate setting, the fund rate setting cannot be
retrieved again.



Payroll Item Setup

e To create a new payroll item (e.g. basic salary, allowance, back pay,
no pay leave, etc). The setting of earning and deduction payroll
item will be used for payroll purpose.

» To update / delete existing earning and deduction payroll items for
payroll purpose.

e There are twenty pre-loaded payroll items which are classified by
staff type.

« The account code of each of the payroll items has been set by the
Education Bureau to suit users’ general need.

» Payroll items with “Active” status will all appear in “Staff Master -
Payroll Account Code”.

o User can select suitable payroll items for individual staff in Staff
Master.

e Account code for each of the payroll items can be changed for
different staff in Staff Master.



Home
= FMP

Common Setup

Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
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Payroll Item Setup

e A payroll Iltem is composed of the following elements:

« Payroll Items Type - Earning or deduction item

« Payroll Items Code
Description (Eng)

e Description (Chi)

e Account Code

« Taxation Item (IR56B) - Item 11. (a) - (1) in IR56B or Non
Taxable

e Subject to Grant/ Subsidized Schools Provident Fund
Calculation Indicaotor

« Subject to MPF Calculation Indicator

« Subject to ORSO Calculation Indicator

» Status - Active or Inactive
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Update Payroll Item Setup

ltem Code cannot be updated.

No relevant payroll should be under preparation if users want to
update the taxation item (IR56B) mapping, provident fund
calculation indicators and active status of the payroll item.

The changes will be saved and will be effective at once.

Change in payroll item account code, taxation item mapping,
provident fund calculation indicators and active status will affect
calculation in payroll, provident fund contribution, provident fund
register and tax return.

Only those new payroll entries which are prepared after users have
updated the payroll item will be affected. All the previous staff
payroll entries will not be affected.

The system will only show payroll item with “Active” status in
“Staff Master - Payroll Account Code” . Users can select suitable
payroll items for individual staff in Staff Master for payroll
arrangement.
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Add Payroll Item Setup

e New payroll item is added to the system.

« The system will show all payroll items with “Active” status in “Staff
Master - Payroll Account Code”. Users can select suitable payroll
items for individual staff in Staff Master (by default, it is selected
for all staff). Selected payroll item will be used in preparing the
staff payroll.

 If “Subject to Grant / Subsidized Schools Provident Fund
Calculation”, “Subject to Mandatory Provident Fund Calculation”
and “Subject to ORSO Calculation” of the payroll item are checked,
this payroll item will be subject to calculation of Grant /
Subsidized Schools Provident Fund Contribution, Mandatory
Provident Fund Contribution and ORSO Scheme Contribution in
Payroll.
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Delete Payroll Item Setup

e The item will be removed at once.

« No relevant payroll using this payroll item has been created if user
want to delete the payroll item.
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Provident Fund Account Code Setup

To update the Provident Fund contribution (Grant / Subsidized
Schools Provident Fund, ORSO and Mandatory Provident Fund
Schemes) Account Code.

The account codes are used to allocate provident fund contribution
amount to different expenditure.

This will be used as a default setting for all the staff participated in
the relevant provident fund scheme in the system.

All staff captured in Staff Cost Module will follow this pre-defined
setting.

Users are allowed to change the account code for individual staff in
Staff Master

Account codes for Grant / Subsidized Schools Provident Fund
Scheme, ORSO Scheme and Mandatory Provident Fund Scheme Fund
Rate Setting have already been set up.
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Provident Fund Account Code Setup

« The change in account code will take effect after saving the
records.

 All the previous staff payroll entries and provident fund
contribution already prepared will not be affected.

e Only those new payroll entries and provident fund contribution
which are prepared after users have changed the account code will
be affected.

 Employee’s Contribution may have to be changed according to the
salary payment account code of individual staff in Staff Master
because the payment account code may vary for different staff.
User should change it individually in Staff Master.



Reimbursement Item Setup

To create a new reimbursement item (e.g. Traveling Expenses).
To update or delete existing reimbursement items.

Reimbursement item is not subject to any provident fund
contribution and will not be considered as relevant income in tax
return.

The system can process reimbursement for individual staff together
with other payroll items during the course of preparing payroll.

Reimbursement items with “Active” status will all appear in “Staff
Master - Maintain Staff Reimbursement Item Setting”.

User can select appropriate reimbursement item to individual staff
in each accounting year together with payroll payment to staff.

This is an optional setting. If user does not handle reimbursement
of school expenses to staff through payroll process, there is no
need to setup reimbursement item.



Home
= FMP

Common Setup

Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa

Mon-Recurrent Gra

Report Management

Customization

................................

............... e Current School Year: 2001 5 July 2003 12:37

FY

[S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlzne fonel szl Payroll 5etup | Tax Information Setup  Autopay Setup
rant/Subsidized Schools PF Scheme ORS00 Scheme MPF Scheme

GrantSubsidized Schools PF Scheme General Setting

Employee’s Contribution Contra Account Code %l l SOl 701 5038
EDE
Rounding Method | Round Up j

Decimal Place |g

Mate: The above settings will be used for the calculation for Provident Fund contribution in Payrall

Step 1. Click [Staff Cost]

Rl e Rorordis) - [Setup] from the left
A ) IGEEERdE menu.
Edit Effective Date (DOMMY YY) 01011 9% ]

30062003 Step 2. Click [Payroll

Teaching Staft P.F, Con deducted at sonree iy

chools PF Scheme Fund Rate Setting

Last Updated Date (DOmbr™ ™™

! [ 500 [ 500 ||
Z [ 500 [ 1000 ||
3 [ E0 [1500 |
\ | | | .




Reimbursement Item Setup
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T
e

9 Juty 2003 12:08

Assessment

Special Assessme

Staft Deployment

Staff
cDs
HKAT
HKEAA

v FMP

Common Setup

Budgeting

Bookkeeping
w* Staff Cost

Staff Master

Enguiny
Report
CAR

Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

5_FSC03-01] FMP > Staff Cost > Setup > Payroll Setup

Provident Fund Setup | Moyroll fd=iin | Tax Information Setup

Provident Fund

Autopay Sedug
Reimbursement ltems

Pavroll kems

E1001 ([Salary - Teaching Stadf BR [GIOT7001002  Teaching Staff Salauiss excl P.

Step 3. Click
[Reimbursement
Items] hyperlink.

El00g ||Allowance - Teaching Staff B* [Glormoioa

F1003 |/Back Pay - Teaching Staff B* [Giotrooionz

‘|‘|‘|‘|u

E1004 ||Salary - Supply Staff B* [Glormoaoa

The system will
redirect to
Reimbursement
Item Setup page.

| — |1:1 s ||ﬂ]lr:w;f3nu:3— snpply Staff | BRA Frminmonm

Deduction Paytoll kems

[ ]
e

‘ - ‘DDIJI ‘|IfDa:1uﬂ]lEack Pay - Teaching Swil

‘ BA [GIOTA00I00] | Cirant Epenses

[ Add Payroll Item ][ 7 Delete ]L Save ] —

n | v o4l



Add Reimbursement Item Setup | A enuifex Login Time: 051072003 1527 Logout | Help | th¥rm

Ik?'ﬁéﬁ-' = T o P o T P PO o T e

.................................... o TR Current School Year: 2001 5 October 2003 15:29

Home
= FMP

Common Setup
Tax Information Setup Autopay Setup

Provident Fund Reimbursement kems

Reimbursement kems
o veweme Desaencw
Staff Master [ record,

Payroll ‘ [ Add Reimbursement Item ][i,"l]elet: ]L Cave ]
P Fund Register ]

Budaeting

Bookkeeping
¢+ Staff Cost

Tax Return

Enguiry By default, no reimbursement item has been defined.
Report

CAR

Sales & Stock

Daily Coll. Summa

HNon-Recurrent Gra

Step 4. Click [Add Reimbursement Item] button.

The system will redirect to Add Reimbursement Item
page.

Report Management

Data Management

Customization




......

.................................... 7 -~ Current School Year: 2001 9 July 2003 10:05

Assessment

[S-FSC03-03] FMP » Staff Cost » Setup > Payroll Setup

Special Assessme

Staft Deployment

Staff Add Reimbursement ltems
CDS Reimbursement items Code R1001

HKAT Description (Eng) |Trave| Expenses
HKEAA Description (Chi) =i 2
+ FMP U @ Active ¢ Inactive

Common Setup

Budgeting

Sawve Record(s)

Bookkeeping
W Staff Cost

Step 5. Fill in the
reimbursement item

Staff Master .
details

Step 6. Click [Save]
button.

Tax Return

Enguiny

Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

-




Current School Year: 2001

jermifer Last Login: 0207/2003 11:03 Logout | Help | PR EE

9 Juty 2003 10:20

Assessment
Special Assessme
Staft Deployment
Staff
cDs
HKAT
HKEAR

* FMP

Common Setup
Budgeting

Bookkeeping

W Staff Cost

Staff Master

Tax Return

Enguiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

[S-FSC03-04] FMP » Staff Cost » Setup > Payroll Setup

Fecord updated successtully.

Provident Fund Setup | Mol doiin
Provident Fund

Reimbursement kems

o oowesw oeweew
r RICOL ITraveI Expenses

Tax Information Setup

|EJE§',EH

Autopay Setup

Reimbursement kems

il

r R

EFTLENTMENEN ST Reimbursement item is created.

|Mea| Expenses

EaER

Reimbursement item with “Active”
status will be shown in “Staff Master -

Maintain Staff Reimbursement Item
Setting”




jermifer Last Login: 0207/2003 11:03 Logout | Help | PR EE

................ i Current School Year: 2001 9 July 2003 10:20

Assessment

Special Assessme

Staft Deployment

Staff

cDs

HKAT

HKEAR

* FMP

Common Setup
Budgeting
Bookkeeping

w* Staff Cost

Staff Master

Tax Return

Enguiny

Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

-

[S-FSC03-04] FMP » Staff Cost » Setup > Payroll Setup

Fecord updated successtully.

Provident Fund Setup | Miyrdlldziin | Tax Information Setup  Autopay Setup

Provident Fund Reimbursement kems

Travel Expenses

| r ‘leﬂ | teal Expenses

Add Reimbursement Item || 7 Delete Save ; .
! 1tems:

Save Record(s)
Step 1. update the details of
reimbursement items. More
than one items can be
update at the same time.

Step 2. Click [Save] button.



Update Reimbursement Item Setup

» the changes will be saved and will be effective at once.

« No relevant payroll should be under preparation if users want to
update the active status of the reimbursement item.

 When Active Indicator is checked, the reimbursement item will be
shown in “Staff Master - Maintain Staff Reimbursement Item Setting”
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jermifer Last Login: 0207/2003 11:03 Logout | Help | PR EE

.................................... i Current School Year: 2001 9 July 2003 10:21

Assessment

[S-FSC03-04] FMP » Staff Cost » Setup > Payroll Setup

Special Assessme
Fecord updated successtully.

Staff Deployiment
Staff ; ; .
Provident Fund Setup | Miyrdlldziin | Tax Information Setup  Autopay Setup
CDS Provident Fund Heimbursement tems
HKAT
HKEARA
- RI0O0I
Common Setup r Travel Expenses FIREH
Budgeting - ROz Meal Expenses |ﬂ§'ﬁ.‘§fﬁ rd
Bookkeeping
w Staff Cost [ Add Reimbursement Item [ 7 Delete ]i‘g Save ]
- |Delete Recnrd{5}|

Staff Master

To delete reimbursement items,
Tax Ret
e Step 1. Select one or more
checkboxes next to the
Reimbursement Item Code.

Enguiny

Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

Step 2. Click [Delete] button.

-




Delete Reimbursement Item Setup

e The item will be removed at once.

e No relevant payroll has been created if users want to delete
reimbursement item.
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Tax Information Setup

« To maintain the school employer’s information for tax return
purpose.

e This is an optional setting. If the school does not opt to prepare
employer’s tax return (IR56B) via WebSAMS, there is no need to fill
in the information in this setup.

 Valid tax information must be provided. User should ensure the
relevant tax information has been updated before generating
employer’s tax return (IR56B).

« Employer’s File Number is assigned by Inland and Revenue
Department (IRD). Schools who have not received an employer’s file
number should contact IRD for assistance.
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Tax Information Setup r: fropadmin Last Login: 2410112003 14:13 Logout | Help | $ ¥R

.................................... Current School Year: 2001 h July 2003 12:37

Home -

[S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

+ FMP

Common Setup

Erosirlzne funel sz Payroll 5etupl Tax Information Setup | Autopay Setup
rant/Subsidized Schools PF Scheme NI SLTEIE MPF Scheme

Budgeting
Bookkeeping

w Staff Cost Grant/Subsidized Schools PF Scheme General Setting

Employee’s Contribution Contra Account Code E-';-l |G1E11’?[Ill I8

Teaching Staft P.F, Con deducted at sonree iy

EDB
S 1o nding Method [Round Up ~]
FEI Decimal Pl I
eClima dace o
P Fund Register 2 Step 1. Click [Staff Cost]
Ta= Return Maote: The above settings will be used for the calculstion for Provident Fund contributio 9 [Setup] from the left

Enguiny
Report

CAR

Sales & Stock

menu.

Granf[:hunls PF Scheme Fund Rate Setting
NI ) EIEREEGRI M Step 2. Click [Tax

Edit Effective Date (DDMMA YY) L0155 i Information Setup] tab.
LELARLIRSUUUED | 45t Updated Date (DDMMA ) 30M06A003

Hon-Recurrent Gra Stage The system will redirect to
Tax Information Setup
1 =00

o0 page.

Report Management

Customization

3 500 15.00

1dld

|

500 [ 1000
|
|




_______________ i ____ Current School Year: 2001 9 July 2003 10:33

Assessment

Special Assessme

Staff Deployinent

Staff

CDSs

HKAT

HKEAA

= FMP

Common Setup
Budgeting
Bookkeeping

W Staff Cost

Staff Master

Tax Return

Enguiny

Report
CAR
Sales & Stock
Daily Coll. Sumr
Hon-Recurrent §

-

AT VAN IENERTAEmEEL-RTEAAN

[S-FSC26-01] FMP > 5taff Cost > Setup > Tax Information Setup

Provident Fund Setup  Payroll Setup | Fzis Unioerzeen S=ein | Autopay Setup

Employer's Name in English Lui Kee Zchool

Employer's Name in Chinese |E.?~E$-‘f§ |
Employer's File No. anl - (12345673

Signer's name |Chan Tai Man |
Designation (e.g.5chool Head / Supervisor) |Headmas ter

Mote: Format of Employer's File Mo.: <Section=—=Employer's Return Mo.=.

Step 3. Fill in Taxation
Information.

Step 4. Click [Save] button.




Tax Information Setup

» Updated setting will be used to generate both data file and
printout of Employer’s Tax Return IR56B .
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Autopay Setup

To maintain autopay basic setting of following three pre-defined
banks’ autopay service:

« Hong Kong and Shanghai Bank (MRI)

e Hang Seng Bank (MRI)

« Bank of East Asia (MAS (Payroll))
Autopay is a build-in function in the system. The function is tailor-
made for the three selected banks: Hong Kong and Shanghai Bank,
Hang Seng Bank and Bank of East Asia. Other banks are not
supported by the system.
This is an optional setting. If the school chooses not to prepare
payroll autopay file via WebSAMS, there is no need to fill in the
information for this setup.
Appropriate autopay information must provide for autopay file
generation.
The school must first of all subscribe an autopay service with one
of the three banks supported by the system.



Home
= FMP

Common Setup

Budgeting
Bookkeeping
W Staff Cost

Staff Master
Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa

Mon-Recurrent Gra

Report Management

Customization

Autopay Setup

BN S = 2 &

......

Current School Year: 2001 & Juby 2003 12:37

FY

[S-FSC02-01] FMP > Staff Cost » Setup > Provident Fund Setup

Erosirlane Fonel sz Payroll Setup
rant/Subsidized Schools PF Scheme

Tax Information Setup | Autopay Setup
ORSO Scheme wirr scheme

GrantSubsidized Schools PF Scheme General Setting

Employee’s Contribution Contra Account Code E-';-l |G1E11’?[Ill I8

Rounding Method

Decimal Place

EDB

Teaching Staft P.F, Con deducted at sonree iy

|H|:|und LIp j

E

Maote: The above settings will be used for the calculstion for Provident Fund contributio

v Record(s)
Il
Edit Effective Date (DDMM5 )

Last Updated Date (DOmbr™ ™™

chools PF Scheme Fund Rate Setting

Step 1. Click [Staff Cost]
- [Setup] from the left
menu.

| 0110171855 =} ' Step 2. Click [Autopay
JOLOL 1956 Setup] tab.
30062003
The system will redirect to
Autopay Setup page.

-
1 500

5.0

5.0

10,00

3 500

15,00

1dld




BN S = 2 &

]emufer LastI..ng;m 02072003 11:03 Logout | Help | ¥ EE

................................

.................................... Current School Year: 2001 9 July 2003 10:42

Autopay Setup

Assessment

[S-FSCAT-01] FMP = Staff Cost > Setup > Autopay Setup

Special Assessme

Staft Deployment
Provident Fund Setup  Payroll Setl.|= Tax Informiation Setul Autupa'g,r SN

S Auto Pay Plan ~]
CDS .

HKAT Hong Kong & Shanghai Bank Autopay (MR

Hang Seng Bank Autopay (MED
HKEAA
Bank of East Asia Autopay

v FMP

Common Setup

Budgeting
Bookkeeping
W Staff Cost

Staff Master Step 3. Select a

Autopay Plan.

Tax Return

Enguiny

Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

-




B S | &1 - ° x|

Tser: jennifer Last Login: 02/07/2003 1103 Logout | Help | g

Autopay Setup

.................................... Current School Year: 2001 O July 2003 10:50

Assessment

[S-FSCAT-02] FMP > Staff Cost > Setup > Autopay Setup

Special Assessme

Staft Deployment
Provident Fund Setup Payroll Setup Tax Information Setup
Staff :
e Auto Pay Plan Hong Kong & Shanghai Bank Autapay (MRI) |
HKAT Auto Pay Plan Code (Plan Code) IF'_ M=t fill "F" unless obtain special instruction from Hong Kong & Shanghai
Bank.
e Payment Code (Payment Cod oL
ayment Code (Payment Code) MOL  Fill in the Payment Code provided by Hong Kong & Shanghai Bank.

v FMP

Common Setup

Payer Reference (First Party Reference) |3 AT ARY A AGE

Payee Reference {(5econd Party Reference i
Budgeting " { rty } |SALARY/WAGE

Bookkeeping Mote: Pleaze follows the instruction agiven by Hong Kong & Shanghai Bank to fill ingesstesses

S Silisanbidany Hony & Shanghal Bank. For Hoﬁg; Kong a_n-d ShangHai
¢ Staff Cost
i Ban Autopay (MRI):

Staff Master

Step 4. Update the autopay

Tax Return basic setting if necessary.

Enguiny

Report Step 5. Click [Save] button.

CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

-
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Tser: jennifer Last Login: 02/07/2003 1103 Logout | Help | g

Autopay Setup

.................................... Current School Year: 2001 O July 2003 11:08

Assessment

[S-FSCAT-03] FMP = Staff Cost > Setup > Autopay Setup

Special Assessme

staff Deployment Provident Fund Setup Payroll Setup  Tax Information Setup
i:: Auto Pay Plan Hang Seng Bank Autopay (MR 2
HKAT Auto Pay Plan Code (Plan Code) IF'_ k=t fill "F" unless obtain special instruction from Hang Seng Bank.
HKEAR Payment Code (Payment Code) W Fill in the Payment Code provided by Hang Send Bank.
+ FMP Payer Reference (First Party Reference) | oAl ARY
Common Setup Payee Reference (Second Party Reference) |[SAl ARY

Budgeting Mote: Pleaze fallowe the instruction given by Hang Seng Bank to fill in each tem above. Waordings in bracketz are the terms of

Bookkeeping Heng Seng Bank
e I[ ] save | I For Hang Seng Ban Autopay
(MRI):

Save Record(s)
Staff Master

Step 4. Update the autopay

Tax Return basic setting if necessary.

Enguiny

Report Step 5. Click [Save] button.

CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent
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Autopay Setup

.................................... Current School Year: 2001 O July 2003 11:08
Assessment

. [S-FSCAT-04] FMP = Staff Cost > Setup > Autopay Setup
Special Assessme

Staft Deployment
Provident Fund Setup Payroll Setup Tax Information Setup
Staff
Auto Pay Plan |F'an|s of Easticia sutonay ,.l

CcDs i !

e School's Bank Sub-Account Type (Sub AC Type) |m Default value is "00"

HKEAA Transaction Reference (Transaction Reference) | aal ARY JWASES
+ FMP Employee’s Bank Account Type (Destination Account Type) |m Default value iz "00".

Common Setup

Maote: Pleaze fallowe the instruction given by Bank of East &zia to fill in each tem above . Wordings in bracketz are the terms of
Budgeting Bank o East Asia.

Bookkeeping I I

= Staff Cost Save Record(s)

For Bank of East Asia:
Staff Master

Step 4. Update the autopay

basic setting if necessary.

Tax Return

Enguiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr

MNon-Recurrent

Step 5. Click [Save] button.




Autopay Setup

o Autopay setting will be used in generating autopay file in Payroll.

 When generating autopay file of a payroll voucher, the

corresponding autopay setting of the bank mapped to the selected
bank ledger will be loaded.

« User need to follow the instruction given by their banks to fill in
autopay data in this function. If user do not set autopay data
properly in this function, they can still generate the autopay file
but the generated file may not be able to be imported or read by
the program provided by the banks.
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