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Staff Master

e Maintain the necessary staff information for payroll, provident fund
register and tax return purpose

Staff Master

Personal details

Employment details

Brought forward balances of provident fund contributions
Provident fund setting for provident fund contributions

Payroll item setting (account code, amount and payment
information) for payroll

Reimbursement item setting for payroll

Cost allocation setting for payroll
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Staff Master

« Upon clicking [Search] button in “Search Staff Master” page, the system
will capture all the newly created, amended or deleted staff
information from Staff / Staff Deployment Module and update
corresponding staff masters in Staff Cost automatically:

Add a new staff master in Staff / Staff Deployment Module
Add a new appointment record in Staff Module

Add a new departure record in Staff Module

Perform range change in Staff Module

Add a new employment record in Staff Deployment Module
Delete a staff master in Staff / Staff Deployment Module

e In case the staff record in Staff / Staff Deployment Module has not yet
been created in time by Staff / Staff Deployment user, FMP user can still
create the staff record in Staff Cost Module temporarily for payroll
purpose first.

o After this staff record has been created in Staff / Staff Deployment
Module and has been transmitted to Staff Cost Module, the system is
able to detect the pair of identical staff records and then prompt user
to convert this pair of records into one.



Staff Master Workflow

Maintain Staff Master in
Staff / Staff Deployment Module

Create Staff Add Staff
Master in
STF/STD

Employment
in STD

A 4

Add Staff
— % Appointment

Perform Add Staff
Rank Departure in

in STF Change STF
- T————————————————= q——————————————————————— ==
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
- Maintain Staff | Maintain staff g individual
> Personal > - staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A\ 4

Maintain Payment Setting and
Payroll Item Amount

Staff Synchronization

A 4

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




er: jermifer Last Login: 09/07/2003 09:25 Logout | Help | th ¥ Re#

Search Staff Master

.;5-_:.1:.:'_;.1“;-::-:15{115:\15 el aoat y sl ook yal sk phal st g o
A L

%
Al

.................................... — Current School Year: 2001 10 July 2003 10:07

Assessment
[S-FSCO5-01] FMP > Staff Cost > Staff Master
Special Assessme
Staff Deplmanent
A Staff Code I,[-.'|_|_ j
Starf
E Sch Level/Session |g|_|_ j Status | A v vI
HKAT Staff Hame (Eng) I Staff Hame (Chi) I
HKEAA @ Search ][T@ Add ][ @ Resat ]
* FMP
Common Setup |Search Recnrd{sﬂ

Budaeting
Bookkeeping
W Staff Cost
Setup

Step 1. Click [FMP]
—>[Staff Cost > [Staff
Master] from left menu.

Tax Return
Encuiry
Report

CAR
Sales & Stock
Daily Coll. Sumr

Hon-Recurrent {
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Assessiment

[S-FSCO05-01] FMP > Staff Cost = Staff Master
Special Assessme

Staft Deployment
Staff
CcDs
HKAT
HKEAR
* FMP

Commaon Setup |SEarch Recnrd{sﬂ

Staff Code I AL j

Sch Level'Session | ALL j Status I A tive - |

Staff Name (Eng) I Staff Name (Chi) |

Budgeting
Bookkeeping
¢ Staff Cost
Setup

Step 2. Search for staff
record by entering the
criteria.

Tax Return
Enquiny
Report

CAR

Sales & Stock

Daiby Coll. Sumr

Mon-Recurrent {

-




Search Staff Master
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Assessment
Special Assessme
Staft Deployment
Staff
CcDs
HKAT
HKEAR
* FMP
Commuon Setup
Budgeting
Bookkeeping
¢ Staff Cost
Setup

Tax Return
Enquiny
Report

CAR

Sales & Stock

Daiby Coll. Sumr

Mon-Recurrent {

-

[5-F5C05-01] FMP > Staff Cost = Staff Master

Staff Code I AL j

Sch Level'Session | ALL j Status I A tive 'rl
I Staff Hame {Chi) I

[E Search ][ﬁm[ @ Reset ]

|Search Recnrd{5}|

Step 3. Click [Search]
button.
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Home

- - El ast > Master
= FMP

Common Setup

Feceiving Information from Staff Module § =taff Deployment Module

Budgeting
Bookkeeping
W Staff Cost
Setup

Payroll
P Fund Register
Tax Return
Enguiry
Report

CAR

Sales & Stock

_ Before the system retrieves all the staff
Daily Coll. Summa

records based on the input searching criteria,
the system will capture all the newly created,
amended or deleted staff information from

Hon-Recurrent Gra

Report Management

Data Management

Staff / Staff Deployment Module automatically.

Customization




L 2ra=Ee | @1 - 5 x|
All the transactions transmitted from Staff / Staff

S — Deployment Module will be validated and updated to
o Staff Name {Eng) Staff Cost Module accordingly.

Budgeting [BR search | [ [F Reset | : : :
Bookkeeping p—— Step 1. All action will be logged and users can print the

' Staff Cost LRI SR Les “Interface Transaction Log (R-FSCO015-E)” report on the
Al L0s crested in FMP (Right column of the ts : 5
Setup takble). The record created in FMP (Rig data Captured . Click [Pnnt Log] button to generate

transfer data. the report
Created in Staff Module or 5tz

EME] PAE CHUN PUN (HE%3)

Primary D Type: Fasspont A5 aport
Tax Return Priraary D Mo FEMCEL oy FFMCEL
Primary [D Flace of Tisue; Anstralia ID Flace of Tssue; Anstealia

Enguiry

[

Staff M i
Report apping ]
CAR Staff Name (Eni) Staff Name {Chi) Sch Staff Record | Capture For
Sales & Stock Level'Session Created in Payroll
| |
r |EMEBL PAE CHUNFUN ShaEs Primary/AM Staff Module r
r MCs] |[PAE CHUN FUN Rk Primarw/ah FMF Module ¥
r M2 |WOD DEMIY BHAEH Primarw/ah FMF Module ¥
Data Management E MNCSa [TAN TASON o8 Fri M FME Module M

Timetahling

Code Management Mote 1 © Staff Mapping - Map staff master created in FMP Madule to staff master crested in Staff Module § Staff Deployment

Security Mocdule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding

E-Mail aynchronization actiof n ociLle
Cus‘tn"‘lizaﬁu“ [ Staf'f Mapping Print Lﬂg ] Add ]@ Eﬂp'ﬂ 1] ][ ;f"’_nEIE‘h! ]L Save ] | |
-




Staff Mapping . User: jennifer Last Login: 09007/2003 05:25 Logout | Help | @ik

Current School Year: 2001 10 Juby 2003 10:19
T rwiE L = L =
Staff Name {En Staff Name (Chi -
Commonh Setup (Eng) I (Chiy I
Budgeting [BR search | [ [F Reset |
Bookkeeping The followwing pair of staff are with identical staff name in English or idertical Primary 1D infarmation. Staff record may be

duplicated. If # iz duplicated, please click the button “Staff Mapping™  and confirm transterring the data from staff record

¢ Sl created in FMWP (Right column of the table) to staff record created in Staff Module or Staff Deployment Module (Left column of the

Setup takle]. The record created in FMP (Right column of the table] will be erazed after transter. If it iz not duplicated, please do not
- B0 Ll
EMEL FAE CHUN FUN (B8$35) NS PAK CHUN FUN (HEEsR)
Primary D Type: Fasspont Frimnary ID Type: Fasspont
Tax Return Priroary ID e FEFMCEL Priroary ID Me: FFrCEL
Enau Primary [D Flace of Tisue; Anstralia Primnary ID Flace of Tssue; Anstalia
nouiry -

[ Starr TSPy
For each of the staff records transmitted from Staff / Staff I
Deployment Module, the system will check whether it matches with yroll
any temporary staff created in Staff Cost Module u

Report
CAR
Sales & Stock

The system will base on the described matching rules and show all
the potential pairs of staff which match with the same identity.

Data Management

Timetahling

Code Management Mote 1 © Staff Mapping - Map staff master created in FMP Madule to staff master crested in Staff Module § Staff Deployment

Security Mocdule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding
E-Mail synchronization action in FMP kodule.

Customization [ Staff Mapping ][ Print Log ][T@ Add ]@ Copy to ][ ° Delete ]L Save ] | |
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Setup
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Enguiry
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Timetahling

Code Management
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Staff Mapping
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Jser: jermifer Last Login: 09/07/2003 09:25 Logout | Help | thirREa

................. Current School Year: 2001 10 Juby 2003 10:19

e

Staff Mame (Eng) I Staff Name (Chi) I -

@ Search ][ @ Reset ]

The followwing pair of staff are with identical staff name in English or idertical Primary 1D infarmation. Staff record may be
duplicated. If # iz duplicated, please click the button “Staff Mapping™  and confirm transterring the data from staff record
created in FMWP (Right column of the table) to staff record created in Staff Module or Staff Deployment Module (Left column of the
takle). The record created in FMP (Right column of the table) will be erazed atter tranatfer. If it iz not duplicated, please do not
tranzfer data.

EMEL FAE CHUN FUN (5% MiE] FAE CHUN FUN (BEESR

Primary D Type: Fasspont Frimnary ID Type: Fasspont

Prirozry [0 M FPMCEL Prirnary [0 Me: FPMCEL

Wﬂuﬁ: Lstralia Primnary ID Flace of Tssue; Anstalia
r[ Staff Mapping ] I

Staff Name {(Eni) Staff Name (Chi) Sch Staff Record | Capture For
Level’Session Created in Payroll

 |EMBEL [PAK CHUNFPUN 258 User should perform Staff Mapping so
— [NCSL [PAE CHUMPUN Stz as to ensure no duplicated staff exists.
r [NCS2 [WOO DENNY B

— [HCS3 [VANIASON v otep 1. Click [Staff Mapping] button.

Maote 1 ; Staff Mapping - Map staff master created in FMWP hig The SyStem W]ll I'ed'ireCt to the Staff
hodule.

Maote 2 Print Log - & log report showing staff changes in Mapp]ng page‘

i i) FRAP hociule.
| [ staff Mapping |(JPrint Log |( {7 add | & copy o | | |
] -
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Assessment
. [S-FSC09-01] FMP > Staff Cost > Staff Master
Special Asspssme
Staff Deployment
Staff Staff Mapping
cDSs

HKAT
HKEAA

Staff Mapping Result
The fallowing pair of staff are with identical staff name in Englizh or idertical Primary ID infarmation. Staff recard may be
duplicated. If it is duplicated, please click the button “Staff Mapping™  and confirm transferring the data from staff record created

in FMP (Right column of the table) to statf record created in Staff Module or Statt Deployment Module (Left column of the table).
The record created in FMP (Right column of the table) will be erased after transfer. If it is not duplicated, please do not tranzsfer

v FMP

Common Setup | -regted in Staif Module or Staff Deployiment Module Created in FMP module

Bl Chan Siv Ming (&]-85) NS5 CHAN SIU MING (#-8H)

D Tvpe: Passpont Prirnary [0 Type: Passport
I Ma: FFMCE] Primary [0 Mo, FFMCEL
ID Flare of Esve: Avstralia Primoary ID Flace of Tssue: Austealia

Budgeting

Bookkeeping
' Staff Cost
Setup

Mate: Staff Mapping Result iz bazed on staff with idertical name in English, and (or) swvith idertical Primary 1D Type, Mumber and
Place of Izsue,

Mate: Transfer - Qverwrite and transter the selected settings from staff master created in
from Staff Madule f Staff Deployment Modle. This action wil not ffect the recard ket in TRAAE LA Select the

o Rt Wodule. checkbox next to the
ax Return 5
_ [ Transfer || <JBack | matched pair. (It can be
Enguiny
| Transfer Staff Master | selected one or more
Report . .
pairs at the same time.)

CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {




]emufer LastI..ng;m 11/07/2003 09:17 Logout | Help | ¥Rk

................................
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Assessiment

Staff Mapping

o 1—.-*-\?1. s e

. [S-FSC09-01] FMP > Staff Cost = Staff Master
Special Asspssme

Staff Deployment

Staff Staff Mapping

DS Staff Mapping Result

The fallowing pair of staff are with identical staff name in Englizh or idertical Primary ID infarmation. Staff recard may be

HKAT duplicated. If it is duplicated, please click the button “Staff Mapping™  and confirm transferring the data from staff record created

HKEAR in FMP (Right column of the table) to statf record created in Staff Module or Statt Deployment Module (Left column of the table).

The record created in FMP (Right column of the table) will be erased after transfer. If it is not duplicated, please do not tranzsfer
= FMP data.

Created in Staff Module or Staff Deploymment Module Created in FMP module

Commaon Setup

Eudge‘ting EI\'IB]. I::]'.I.E.'I'.I. Sl'l.'l. M]II,E ﬁd\'ﬁ_ﬂ‘j Nc55 CH.:":"JN S].-[.I M]I"IG ﬁdxﬂ.ﬁj

. Prirnacy [0 Type: Passpont Prirnary [0 Type: Passport
Bookkeeping o Prirary [D Mo PPNCS1 Prirary D Mo FPNCS1

w Staff Cost Primary [0 Flace of Tssue: Austalia Primoary ID Flace of Tssue: Austealia

Setup

Mate: Staff Mapping Result iz bazed on staff with idertical name in English, and (or) swvith idertical Primary 1D Type, Mumber and
Place of Izsue,

Mate: Transfer - Qverwrite and transter the selected settings from staff master created in
from Staff Module § Staff Deplovment Module. This action will not affect the record kegt in

Step 3. Click the
[Transfer] button.

Tax Return [ Transfer |[(J<Back |
Enguiny

Report Transfer Staff Master

CAR
Sales & Stock

Daihy Coll. Sumn

Hon-Recurrent {



Staff Mapping

e All records will be transferred from the staff record created in Staff Cost
Module to the staff record transmitted from Staff / Staff Deployment
Module.

Staff Personal Information

Staff Employment setting

Staff Provident Fund setting
Staff Payroll Item Account Codes
Staff Payroll Item Amounts

Staff Payment setting

Staff Reimbursement setting
Staff Cost Allocation setting
Staff Payroll Entries

Staff Provident Fund Register records
Staff Tax Return Records

o Staff records from Staff / Staff Deployment Module will be overwritten.
Lastly, the identical staff created in Staff Cost Module will be deleted
automatically.
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Staff Mapping

e |f payroll is under preparation for the selected staff created in Staff /
Staff Deployment Module, the system will abort the transfer action.

« The transfer action in the Staff Mapping function will not affect the
original personal and employment information of the staff in Staff /

Staff Deployment Module.
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Search Staff Result

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

.................................... ol Current School Year: 2001 10 Juky 2003 10:19

F CIWIE L —

Common Setup Staff Name {Eng) I DEWLETTEEL, TPetS):’]itsm dc;Splagﬁ a list
Budgeting [[BR search | ([ Reset | ors ah' ased on the
Bookkeeping The following pair of staff are with identical staff name in Englizh or identical Primary I0inf searching criteria.

 Staff Cost duplicated. If it is duplicated, please click the button * Staff Mapping™  and confirm transt

created in FMWP (Right column of the table) to staff record created in Staff Module or Staff [ g o1 the

Setup table). The recard created in FMP (Right calumn of the table) will be erased after transter. If it is not duplcated, please do not
transfer data.

Created in Staff Module or Staff Deploviment Module Created in FMP module

EMEL FAE CHUN FUN (5% MiE] FAE CHUN FUN (BEESR
Primary D Type: Fasspont Frimnary ID Type: Fasspont
Tax Return Priroary ID e FEFMCEL Priroary ID Me: FFrCEL
Primary [D Flace of Tisue; Anstralia Primnary ID Flace of Tssue; Anstalia

Enguiry

Staff Mapping

Report

CAR Staff Name (Eni) Staff Name {Chi) Sch Staff Record | Capture For
Sales & Stock Level'Session Created in Payroll

r~ |EMBEL |FAE CHUNFUN Sz Frimary/ah Staff Module r
| HCEL |PAE CHUNFUN Slas Frimary/ah FMF Module ¥
| HCE2 |WOO DENINY EHA e Frimary/ahd FMF Module v
Data Management E MNCSa [TAN TASON o8 Prirary/iM FME Module M

Timetahling

Code Management Mote 1 © Staff Mapping - Map staff master created in FMP Madule to staff master crested in Staff Module § Staff Deployment

Security Mocdule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding
E-Mail synchronization action in FMP kodule.

Customization [ Staff Mapping ][ Print Log ][T@ Add ]@ Copy to ][ 7 Delete ]LE Save ]




S H& Likiild

Jser: jermifer Last Login: 09/07/2003 09:25 Logout | Help | thirREa

Search Staff Result

Current School Year: 2001 10 Juby 2003 10:19
T riviE E

Staff Name (Eng) | Seagrncer On the screen, user can
identify whether the staff

Commonh Setup

Budgeting [BR search | [ [F Reset |

Bookkeeping The follovwing pair of statff are with identical staff name in Englizh or identical Prima master 1s transm]tted from
 Staff Cost duplicated. If it iz duplicated, please click the button “Staff Mapping™  and confir Staff / Staff Deployment

created in FMWP (Right column of the table) to staff recaord created in Staff Module o
Setup takle). The record created in FMP (Right column of the table] will be erazed after try MOdUle or Created under Staff

transfer data, Cost Module.
Created in Staff Module or Staff Deploviment Module

EMEL FAE CHUN FUN (5% NCe1 PAE CHUN FUN THE
Primary D Type: Fasspont Frimnary ID Type: Fasspont
Tax Return Priroary ID e FEFMCEL Priroary ID Me: FFrCEL
Enau Primary [D Flace of Tisue; Anstralia Primnary ID Flace of Tssue; Anstalia
nouiry
Staff Mappin
Report [ PpIng ]
CAR Staff Name (Eni) Staff Name {Chi) Sch Staff Record | Capture For
Sales & Stock Level'Session Created in Payroll
||
r |EMEL PAK CHUNPUN B Primary/AM ‘ Staff Module -
r |MCSL [PAKCHUNPUN B Primary/AM ‘ FMP Module v
r |MCS2 [WOO DENNY BB Primary/AM ‘ FMP Module v
Data Management E MNCSa [TAN TASON o8 Fri M ‘ FME Module M
Timetahling i
Code Management Mote 1 : Staff Mapping - Map staff master created in FMP Module to statf master created in Staff Module § Staff Deployment
Security hodule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding
E-Mail synchronization action in FMP kodule.

Customization [ Staff Mapping ][ Print Log ][T@ Add ]@ Copy to ][ ° Delete ]L Save ] | |




s P In case the staff record in Staff / Staff Deployment Module has not yet
commonSetb® heen created in time by Staff / Staff Deployment user, FMP user can still
Budgeting create the staff record in Staff Cost Module temporarily for payroll

Bookkeeping - @ 1\ )rpose first.
o Staff Cost

Setup Step 1. Click [Add] button.

The system will redirect to Create Staff for Temporary Payroll page.

PENCS]

Tax Return ]
Anstralia

- [T
D Flare of Tssue;

Enguiry

[ Staff Mapping ]

Report
CAR Staff Name (Eni) Staff Name {Chi) Sch Staff Record | Capture For
Sales & Stock Level'Session Created in Payroll
| |
r |EMEBL PAE CHUNFUN ShaEs Primary/AM Staff Module r
r MCs] |[PAE CHUN FUN Rk Primarw/ah FMF Module ¥
r M2 |WOD DEMIY BHAEH Primarw/ah FMF Module ¥
Data Management E MNCSa [TAN TASON o8 Fri M FME Module M

Timetahling

Code Management Mote 1 © Staff Mapping - Map staff master created in FMP Madule to staff master crested in Staff Module § Staff Deployment

Security Mocdule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding
E-Mail synchronization action in FhP hodule.

Customization [ Staff Mapping ][ Print Log l[@ Add ]! F Copy to ][ 27 Delete ]L Save ] | |



Step 2. Fill in the

[5-F5C05-06] FMP > Staff Cost = Staff Master personal information .

Noyment

Add Staff Master

non Setup Staff Code NERg Staff Name (Chi) m

eting Surnamei{Eng) |CH A Other name {Eng) |SIU MING

keeping Title Mg - Sex Im

Cost Date of Birth (COMMI YY) [DIOIAG80 | [0 Marital Status m

up Primary ID Type Passport jPrimaryr ID Ho. |1::-ch35
Primary ID Place of Issue Australia j

yroll Residential Address |3,5.IF 1063 Eing's Eoad, Quary Bay

und Register |
2 Return
Juiny

aort |
Area |H|:|ng Kong |

5 & Stock Surname{Eng) I—WDNG Other name (Eng) |Tg1 MG

Coll. Summary Surname (Chi) = Other name (Chi) [-BH

Recurrent Grant Primary ID Type Passport v |PrimaryID No.  [FPSNCES
anagement Primary ID Place of Issue Australia j

1agement

Residential Address (Chi)  |S@E=mEE ] (6 35E2 G148

= Tave e fac ]

zation

Save Record(s)




lsex: jennifer Login Time: 05/05/2003 17:15 Logout | Help | RREE

............................... 1o : 397 17:44
Step 3. Click [Save] button.

Noyment
The system will check whether the temporary staff to be
created in Staff Cost Module match with any staff record
T S transmitted from Staff / Staff Deployment Module.
eting
keeping - The system will base on the matching rules and show all the
NI potential pairs of staff which match with the same identity.

Primary ID nany ID Mo.

[PPIICEE

Primary ID PlacET

Residential Address |2|5-'F 1063 Eing's Road, Quarey Bay
und Register |

% Return

Residential Address (Chi)  |S@E=mEE ] (6 35E2 G148

Area |H|:|ng Kong j
~pouse Particulars
5 & Stock Surname{Eng) I—WDNG Other name (Eng) |Tg1 MG

Coll. Summary Surname (Chi) = Other name (Chi) [-BH

Recurrent Grant Primary ID Type Passport v |PrimaryID No.  [FPSNCES
Primary ID Place of Issue Australia j

LE Save ] [I(:] Back ]

Save Record(s)



Import / Export
Enguiny
Virtual Staff
User-Defined Fie
Docurment
Report
Data Communic
CcDs
HKAT
HKEAR
* FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost
Setup

Tax Return

Enquiny
Report
CAR

User: jermifer Last Login: 090772002 09:25 Logout | Help | hr @

................ Current School Year: 2001 10 Juby 2003 12:06

[5-FSC09-01] FMP > Staff Cost » Staff Master
Recard zaved succezstully.

Staff Mapping

Staff Mapping Result

The fallowing pair of staff are with identical staff name in Englizh or idertical Primary 1D infarmation. Staff recard may be
duplicated. If it is duplicated, please click the button “Staff Mapping™  and confirm transferring the data from staff record created
in FMP (Right column of the table) to staff record crested in Staff Module or Statt Deployment Module (Left column of the table).
The record created in FMP (Right column of the table) will be erazed after transfer. If it is not duplicated, please do not tranzfer

H

| zreated in Staff Module or S5taff Deployment Module

Created in FMP module J

CL D [1d 0 NN 1PF HH I-Elu'.'!h‘lllﬂifﬂﬂlﬂll'llﬂllm.

7 [Primary ID Type Passport Erimary [ Type Passport
' D Mo, PEMCE] gy
' D Flace of sve Australia

D Me, PPIICEL _
D Flace of Issve Avstralia

Mate: Staff Mapping Result iz bazed on staff with idertical name in English, and (or) swvith idertical Primary 1D Type, Mumber and

Place of Izsue,

U ER PR R PESEENR EROEE: |f the staff shown in the matched pair is
from Staft Module § Staff Deployment Mocdule q
considered as the same staff:

[ Transfer ][I{:] Back ]

Step 4. Select the pair.

Step 5. Click [Transfer] button.




Create Staff for Temporary Payroll

e The system will then overwrite and transfer the settings from staff
master created in Staff Cost Module to staff master transmitted from
Staff / Staff Deployment Module.

e The system will subsequently abort the “Create Staff for Temporary
Payroll” action.
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Import / Export

Enguiny

Yirtual Staff

User-Defined Fis

Docurment
Report
Data Communic
CcDs
HKAT
HKEAR
* FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost
Setup

Tax Return

Enquiny
Report
CAR

1 & & - &

Tser: jermifer Last Login: 09/07/2003 09:25 Logout | Help | s

................ Current School Year: 2001 10 Juby 2003 12:06

[5-FSC09-01] FMP > Staff Cost » Staff Master
Recard zaved succezstully.

Staff Mapping

Staff Mapping Result

The fallowing pair of staff are with identical staff name in Englizh or idertical Primary 1D infarmation. Staff recard may be
duplicated. If it is duplicated, please click the button “Staff Mapping™  and confirm transferring the data from staff record created
in FMP (Right column of the table) to staff record crested in Staff Module or Statt Deployment Module (Left column of the table).

The record created in FMP (Right column of the table) will be erazed after transfer. If it is not duplicated, please do not tranzfer
data.

i | Crote i tff Hodie o StafDepioyment Hockie] —__Createain P mookle |
FME! Chan Siv Ming (&8} mgsu:%@.%ﬁn%m
Primary [0 Type Fassport Frimnary yu s spet
™ Primary [0 Mo, FEMNCS] Frimary I0 Mo, FFNCE] _
Priraary [D Place of Issve Avstalia Primary ID Flace of Lsve Avstralia

Mate: Staff Mapping Result iz bazed on staff with idertical name in English, and (or) swvith idertical Primary 1D Type, Mumber and
Place of Izsue,

Mote: Transfer - Cverwrite and transfer the selected seftings from staff m |f the matched pa] r 'iS Considered
from Staft Module § Staff Deplovment Module. This action will not affect ths o
Madlle. as different staff (e.g. two staff

[Transfer||[ <JBack | with identical name):

Step 6. Click [Back] button.



Create Staff for Temporary Payroll

e The system will then continue the “Create Staff for Temporary Payroll”
action.

e A new staff master record will be created.

« Users can further proceed to the following actions for payroll, provident
fund register and tax return purpose.

Maintain employment information
Maintain staff payroll item account code
Maintain staff reimbursement item setting
Maintain staff payroll item amount
Maintain staff payment setting

Maintain staff cost allocation



Maintain Staff Master

:.er: jennifer Last Login: 0%007/2003 0925 Logout | Help | P RE

Current School Year: 2I]I]1_ 10 Juby 2003 10:19

FY

4 CINIE .
Staff M E Staff N Chi | |
Common Setup ame (Eng) I ame (Chi) I
Budgeting @ Search |[ [ Reset |

W Staff Cost

The followwing pair of staff are with idertical staff name in Englizh or identical Primary ID infarmation. Staff record may be
duplicated. If it is duplicated, please click the button “Staff Mapping™  and confirm transferring the data from staff record
created in FIMP (Right column of the table) to staff record created in Staff Module or Staff Deployment Module (Left column of the
takle). The recaord created in FMP (Right column of the takle) will be erazed after transfer. If it iz not duplicated, plesse do not

BookKkeeping

Setup

tranzter data.

Created in Staff Module or Staff Deploymment Module Created in FMP module

EME] PAE CHUN PUN [ HERZE

Frirnacy ID Type: Passport
Prirnary ID Me: FFMCE]
Friroary ID Flace of Isue: Avstralia

Tax Return

NCE] PAK CHUN PN (HERZE)

Prirnary 10 Type: Passport
Primary [0 Mo FFMCE]
Primary [0 Flare of ssue; Avstralia

Enquiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr

Mon-Recurrent {

[ staff Mapping ]

Staff Hame (End)

P'.ﬂ|K CHUN PUN
el CHUM FUN
WO DEMNY
AN TASON

Report Managemer

-
-

Data Management

Timetahling

Code Management
Security
E-Mail

Customization

hdaciule,
Mate 2 Print Log - A log report showing
synchronization action in FMP odule.

[ Staff Mapping ][ Print Log ]

Staff Record
Created in

Sch
LevelSession

Capture For
Payroll
| |

View or amend the detailed information of the staff:

Staff Hame (Chi)

Step 1. Click the [Staff Code] hyperlink of the
corresponding staff.



Maintain Staff Information of Staff

Maintain Staff Master in
Create S'Faff Add Staff Staff / Staff Deployment Module
Master in » Employment
STF/STD in STD

Add Staff
— % Appointment
in STF

Perform Add Staff
Rank Departure in

Change STF

T T T T T T T T T T T T T 1T - - - - - - - - - -0 - - -
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
. MEUREN ST .| Maintain Staff J individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

A 4

Staff Synchronization

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Maintain Personal Information of Staff

To view or amend personal information of the staff

 Staff information in Staff / Staff Deployment Module will be updated
from time to time, user can manually synchronize staff information in
Staff Cost Module with Staff / Staff Deployment Module if the staff
record is transmitted from Staff / Staff Deployment Module.
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cDs

HKAT

HKEAA
+ FMP

Common Setup
Budgeting

Bookkeeping

' Staff Cost

Setup

Tax Return

Enguiny
Report

CAR

Sales & Stock

Data Management

Timetahling

Maintain Personal Information of Staff

ser: jennifer Login Time: 24/1(piRmi

Current Schq

[S-FSC05-03] FMP > Staff Cost = Staff Master > Personal

Step 2. Update the ”
Personal Information.

Lorzonz] | Employment  Provident Fund — Payroll Account Code  Payroll Amot Allocation
RS CHAMN ST M I E@fl‘hﬁﬂj Created in Staff Module
Staff Name (Chi) EAE
Surname{Eng) |CH AN Other name (Eng) |SIU MING
Title Mr Sex IMEIE 'rl
Date of Birth (DOMN ™) |[:]1 K1 A15E0 Marital Status | Married -I
Primary ID Type Passport Primary ID No. FPMICES
Primary ID Place of Issue Anstralia

Residential Address

Residential Address (Chi)

Area

[Flat 2601, Floor 26, Block &, 1063, King's Road, Cuarry Bay

PREHEE 06 3RAEZ2GB2601E

|H|:|ng Kong

[

Spouse Particulars

Surname{Eng) IWDNG Other name (Eng) |Tg1 MING
Surname {Chi) |ﬁ;k:ag Other name (Chi) |
Primary ID Type jPrimaw ID Ho. |
Primary ID Place of Issue j
Synchronize from Statt Module ol Save || < |Back |




Maintain Personal Information of Staff

cDs
HKAT
HKEAA

v FMP

Common Setup
Budgeting
Bookkeeping
w Staft Cost
Setup

Tax Return

Enguiny
Report

CAR

Sales & Stock

Data Management

Timetahling

ser: jennifer Login Time: 24/1(piRmi

Step 3. Click [Save]

Current Schq

button.
[S-FSC05-03] FMP > Staff Cost = Staff Master > Personal
Employment Provident Fund Payroll Account Code  Payroll Amot Allocation
RS CHAMN ST M I E@fl‘hﬁﬂj Created in Staff Module

Staff Name (Chi) [

Surname(Eng) [CHAN Other name (Eng) |21 MING

Title Mr Sex IMEIE 'rl

Date of Birth (0OMMA VYY) [OTLA1080 Marital Status  [vamied 7]
Primary ID Type Passport Primary ID No. FEMCES

Primary ID Place of Issue Lmztralia
Residential Address |Flat 2601, Floor 26, Block &, 1063, King’s Road, Carry Bay

Residential Address (Ch)  [Eli@im 83 1 0 G 2RAE 2RB2A01E
|
Area |H|:|ng Kong j
Surname(Eng) IWDNG Other name {Eng) ITﬁIMHJG

Surname {Chi) |ﬁ;k:ag Other name (Chi) |
Primary ID Type jPrimaw ID Ho. |
Primary ID Place of Issue -

[ Synchronize from Staff MudulellLE Save ][I“::] Back ]
g



Maintain Personal Information of Staff

» Updated staff master information will be kept in Staff Cost Module only.
It will not be copied back to the original staff record under Staff / Staff
Deployment Module if it is transmitted from Staff / Staff Deployment
Module.
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Maintain Staff Master in
Staff / Staff Deployment Module

Create Staff Add Staff
Master in
STF/STD

Employment
in STD

A 4

Add Staff
— % Appointment

Perform Add Staff
Rank Departure in

in STF Change STF
- T————————————————= q——————————————————————— ==
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
- Maintain Staff | Maintain staff g individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

Staff Synchronization

A 4

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Staff Synchronization

Batch Add IT Trogs
Import | Export

Encuiry

Yirtual Starff

User-Defined Fis

Document
Report

Data Communic
= FMP

Common Setup

Budgeting

Bookkeeping

: jennifer Login Time: 12/02/2003 12:27 Logout | Help | SPCRE

[S-FSC05-03] FMP > Staff Cost = Staff Master > Personal

Fecord updated successfully.

Provident Fund
CHAN ST MM (5

Employment Payroll Account

Staff Name (Chi)
Surname{Eng)

R

Date of Birth (DOumbdn ™ ™)
Primary ID Type

{01011 980

[ Synchronize from Staff Module ] [IE Save ][ <] Back ]

From time to time, staff
information in Staff / Staff
deployment will be updated. If
the staff record is transmitted
from Staff / Staff Deployment
Module, users can perform staff
synchronization.

Step 1. Click the [Synchronize
from Staff Module] button

The system will redirect to the

gy Staff Synchronization page




Staff Synchronization [

On the screen, the system will list out the differences of
staff personal information, spouse particulars and the
current employment between the staff records in Staff /

» Document
Report
Data Communic
CDS
HKAT
HKEAA
* FMP

Common Setup

Budgeting

Bookkeeping
W Staff Cost
Setup

Tax Return

Enguiry
Report

CAR
Sales & Stock
Daiby Coll. Sumir

Mon-Recurrent {

User-Defined FidRap=gtzj!

Data Synchronization

Staff Deployment Module and those in Staff Cost Module.

Staff Module

FMP Module

I Employment Information

Employment Start Date
Employment End Date
Current Rank

%Cch LevelSession

IF Personal Information
Surnamei{Eng)
Other name {Eng)
Staff Hame (Chi)
Title
Date of Birth DOk )
Sex
Marital Status

Residential Address

Residential Address (Chi)

Area

r Spousze Particulars
Hame {(Eng)
Mame {Chi)

01018003
Mo recard.

Assistant Cledcal Officer
Friroaryiahd

FAE
CHUR FUN
HEEE

M
01014980
Male

Mo record.

Flat 1004, Floor 10, Block &, Eal Eing Lan,
Cho ¥ Chevn, Fing Cho Eoad, Faral Chong

Z5iF WriE RS THEEST BiraE AE 1iE
100d=

Mew Tertones

Mo recard.
Mo recard.

Mote: Confivm - Data in FMP Module will be overweritten

[ Confirm ][ <] Back ]

01400 #2003
Mo recard.

Lssistant Clerdcs] Officer
Prirnarw/ishd

Chan

o Ming
e[~ B
Mr

O] A1 A 980
Male

Single

Flat 1004, Floor 10, Block &, Eal Eing Lan,
Che Y Chevn, Fing Che Eoad, Eval Chung

SR SRR TREEST BiraE ANE 1048
0=

Mew Tenitones

Mo recard.
Mo recard.




Staff Synchronization

_-F l‘

Step 2. User can choose to

User-Defined FidRap=gtzj!

» Document
Report
Data Communic
CDS
HKAT
HKEAA
* FMP

Common Setup

Budgeting
Bookkeeping
W Staff Cost
Setup

Tax Return
Enguiry
Report

CAR

Sales & Stock

Daiby Coll. Sumir

Mon-Recurrent {

Data Synchronization

T han el Ming (] +BH )

Staff Module

v Emnployment Information

ent Start Date
Employment End Date
Current Rank
I'Session

IF PEr=sonal Information
mei{Eng)

Other name {Eng)

Staff Hame (Chi)

Title

Date of Birth DOk )
Sex

Marital Status

Residential Address

Residential Address (Chi)

ou=ze Particulars

amd (Eng)
Mame {Chi)

01012003

Mo recard.

Assistant Clerical Officer

Frimary/Aah

synchronize (i) the current
employment information; (ii)
personal information; and / or (iii)
spouse particulars from Staff /
Staff Deployment Module of the
selected staff by clicking the
checkboxes.

Step 3. Click the [Confirm] button.

FAE

CHUR FIIM

HEE=

My

Q101980

Male

ho record. single

Flat 1004, Floar 10, Block £, Eal Eing Lan, Flat 1004, Flocr 10, Block & Eal Eing Lan,
Che i Chevn, Eing Che Boad, Evwal Chong Che i Chevr, Eing Che Foad, Evral Chung
i@ WiARE fREEST B EME AN |RE iR WreARE fREEST BiEM{E AME 10AE
1004 = 10 =E

Hew Teritonles Mewr Temitonles

Mo recard. Mo recard.

Mo recard. Mo recard.




Staff Synchronization

Staff information in Staff Cost Module is updated accordingly.

If any payroll entry is under preparation under the employment period,
the system will abort the synchronization action.

If user have created payroll entry with payroll period falling outside the
employment period, the system will also abort the synchronization
action.

During synchronization, the field Marital Status which is an optional field
in Staff / Staff Deployment Module will set automatically as "Single” in
Staff Cost Module (it is a mandatory field in Staff Cost Module) if the
user do not specify the marital status in Staff / Staff Deployment Module.

During synchronization, the field Current Rank will be set automatically
to “Not Applicable” for supply teachers transmitted from Staff
Deployment Module.



Maintain Staff Master in
Create S'Faff Add Staff Staff / Staff Deployment Module
Master in » Employment
STF/STD in STD

Add Staff
— % Appointment
in STF

Perform Add Staff
Rank Departure in

Change STF

T T T T T T T T T T T T T 1T - - - - - - - - - -0 - - -
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
. Maintain Staff .| Maintain Staff J individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

A 4

Staff Synchronization

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Maintain Staff Employment

« To create a new employment for staff whose staff record is created in
Staff Cost Module or whose corresponding employment has not yet been
created in Staff / Staff Deployment Module.

« To update or delete any existing employment of the staff in Staff Cost
Module.

» To create a new employment, the same employment must have not
been created in Staff Cost Module or must have not been created in
Staff / Staff Deployment Module and transmitted to Staff Cost Module.

e To update an existing employment, relevant payroll for the employment
must not be under preparation.

» To delete an existing employment, no payroll can be further prepared
for the deleted employment period.



Home

Student Info Eng
School Managemer
Student
Attendance
Student Activities
Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff
CcDs
HKAT
HKEAR

% FMP

Commaon Setup
Budgeting
Bookkeeping
w Staft Cost
Setup

Step 1. Click the

Current School Year:

[Employment] tab.

[S-FSC05-03] FMP > Staff Cost = Staff Master > Personal

Employment (*h:vident Fund Payroll Account Code  Payroll A The SyStem W]ll
NCS3 AN S0 MING (B8] redirect to Maintain
Employment page.

Staff Mame (Chi) EEE

Surname{Eng) |CI-I AN Other nd

Title Mr - Sex m
Date of Birth (DOMM YY) [OLOTA9R0 Marital Status Im
Primary ID Type Passport jPrimanr ID No. |1::-ch55
Primary ID Place of Issue Australia j

Residential Address |25,.'F 1063 Eing's Road, Quarey Bay, Hong Eong

[MEFE=EELI06 %2 618
|

Area |H|:|ng Kong |

~pouse Particulars

Residential Address (Chi)

Surname{Eng) IW[:]NG Other name {Eng) |Tf-‘aI MING
Surnarme {Chi) [& Other name (Chi) |28
Primary ID Type Passport _»|Primary ID No. [FEEHNCES
Primary ID Place of Issue Australia j

L Save ][ R'::]Baclr. ]

Save Record(s)




.................................... e == Step 2. Cth the [Add]
Assessment button.

Special Assessme
The system will

Staff Deployment

Personal Provident Fund Payroll Account Code Payroll A .
Staff MG CHAM SIU MING [ ) redirect to Add Staff
cDS Employment period
HKAT Mo record. . . page .
Mote for =taft ane: * - grouping from Staff Module ** - grouping from Staff Deployment todul
MRS ([ dd ][ Jack |
= FMP 1

|.ﬁ.-:||:| a Record

Common Setup

Budgeting

Bookkeeping
W Staff Cost

Setup

Tax Return
Encuiny
Report

CAR

Sales & Stock

Daihy Coll. Sumn

Hon-Recurrent {




jennifer Login Time: 06/08/2003 17:53 Logout | Help | PIEA

.................................... — Current School Year: 2001 6 August 2003 18:11

Home
[5-FSC05-05] FMP > Staff Cost > Staff Master > Empl IR c :
Student Info Eng Step 3. Fill in the employment information.

Personal Provident Fund P4
School Managemer B EE Test Test (A1 )

Student
Attendance
Student Activities
Award & Punishime

Add Staff Employment Period

Sch Level/Session - e
Staff Type Boarding Staff * v |
Employment Start Date (DDA YY)

Step 4. Click [Save] button.

Employment End Date (DO ™)
Assessment

Current Rank bzzistant Clerical Officer V|
&taff Rank (for Tax Return) |

Remarks |

Special Assessme

Staff Deployment
Staff
CcDS
HKAT
HKEAR
* FMP

ote 1or S1a1 Ype- T - grouping from a1t Module - Qrouging mrom 1arm Leployvme vingube

(o

= Common Setup |
= Budgeting
» Bookkeeping
W Staff Cost
Setup




Add Staff Employment

Payroll can be prepared based on the new employment record if the
current payroll month is falling within the new employment period.

Previous employment period must not be an open-end employment.
That is, if users want to add the next employment period, the
employment end date of the previous employment must be filled in.

If the new employment period overlaps with any existing employment
period of the same staff in Staff Cost, the system will abort saving the
relevant employment information of the staff.

If the staff information is transmitted from Staff / Staff Deployment
Module, the system will not transmit the corresponding employment
information updated in Staff Cost back to the staff record in Staff /
Staff Deployment Module.



er: jennifer Last Login: 10M07/2003 02:55 Logout | Help | ¥R

Update Staff Employment

.................................... Current School Year: 2001 11 Juby 2003 15:01
Assessment

[5-FSC05-04] FMP > Staff Cost = Staff Master = Employment

Special Assessme

Pers_cmalmn'nﬁdent Fund Payroll Account Code Payroll Amount  Cost Allocation

Staff Deployment — Tost Test (ﬂ%ﬂf} Created in Staff Module
Staff
chs Employment Period (DDMBMAYYY - DDMMAYYY) 01/09/2016 - Current
AL Sch Level/Session PrimaryMhole Day v|
HKEAA Staff Type Teaching Staff * v|
* FMP Employment Start Date (DDMMMY YY) 01/09/2016 |

Common Setup Employment End Date (DDMMNY YY) |

Budgeting Current Rank Senior Oraduate Master/Mistress W
Bookkeeping Staff Rank (for Tax Return) BN T F
Remarks

W Staff Cost
Setup

Mote for Staff Type: * - grouping from Staff Module * - grouping from Staﬁeplu;rment Module

. @ Add ] [ /* Delete ] LE Save ] [ (:] Back ]

To update staff employment

Step 5. Select an employment period if
there is more than one employment for
the staff.

Tax Return
Enquiry
Report

CAR

Sales & Stock

Daily Coll. Sumr

Employment Information of the selected

period will be displayed on the screen.
Non-Recurrent ¢




Step 6. Update the employment
& information.

Assessment [S-FSCO05-04] FMP > Staff Cost > Staff Master > Employment

Special Assessme Perﬁ_cmalmmwﬁdent Fund Payroll Account Code  Payroll Amount  Cost Allocation

Staff Deployment EDE2 Test Test (I, Created in Staff Module
Staff
DS Employment Period (DDMAMAYYY - DDMMAY YY) 01/09/2016 - Current
HKAT ch Level/Session Primary/Whole Day |
HKEAA taff Type Teaching Staff * v|
e mployment Start Date (DDMAMA YY) |II|1 /0972016
ployment End Date (DDMMAY YY)
Common Setup
P urrent Rank senior Oraduate Master/Mistress W
utgeting taff Rank (for Tax Return) GiET
Bookkeeping emarks

w Staff Cost
Setup Mote for Staff Type: * - grouping from Staff Module ** - grouping from Staff Deployment Module

[ﬁ Add ] [ 7 Delete ] LE Save ] [ <] Back ]

Tax Return

Enquiny
Report
CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {



Assessment
Special Assessme
Staff Deployiment
Staff

CcDs

HKAT

HKEAR

v FMP

Common Setup
Budgeting
Bookkeeping
w Staff Cost
Setup
Staff Master

Tax Return

Enquiny
Report
CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {

Update Staff Employment

| Step 7. Click [Save]
nnifer Last Login: WAl button.

Current School Year

[S-FSC05-04] FMP > Staff Cost > Staff Master > Employment

Pers_cmalmn'nﬁdent Fund Payroll Account Code Payroll Amount  Cost Allocation

EDEZ Test lest (I, ) Created in Staff Module
Employment Period (DDMBMAYYY - DDMMAYYY) 01/09/2016 - Current

Sch Level/Session Primary/Whole Jay  w|

Staff Type Teaching Staff * v|

Employment Start Date (DDMMY ) 01,/09/2016

Employment End Date (DDMMAY YY)

Current Rank Senior Graduate MasterMistress W

Staff Rank (for Tax Return) BN LT

Remarks

Note for Staff Type. * - ' Siaff Module * - grouping from Staff Deployment Module
[ﬁ Add ][ /* Delete ]l E Save ]! ‘Batk

V1.0 Slide 44



Update Staff Employment

Payroll can be prepared based on the updated employment record if the
current payroll month is falling within the updated employment period.

If payroll entry of the staff is under preparation, the system will abort
updating the employment information of the staff in Staff Cost Module
no matter the payroll month is falling within or outside the employment
period to be updated.

If the updated employment period overlaps with any existing
employment information of the staff in Staff Cost Module, the system
will abort saving the relevant employment information of the staff.

If the staff information is transmitted from Staff / Staff Deployment
Module, the system will not transmit the corresponding employment
information updated in Staff Cost back to the staff record in Staff /
Staff Deployment Module.



Delete Staff Employment

Assessment
Special Assessme
Staff Deployiment
Staff
CcDs
HKAT
HKEAR

= FMP

Common Setup
Budgeting

Bookkeeping

W Staff Cost

Setup

Tax Return
Enquiny
Report

CAR

Sales & Stock

Daity Coll. Sumr

Mon-Recurrent {

er: jennifer Last Login: 10007/2003 0255 Logout | Help | ¥ RE

................. Current School Year: 2001 11 Juhy 2003 15:01

[5-FSC05-04] FMP > Staff Cost > Staff Master = Employment

Pers_cmalmn'ovident Fund Payroll Account Code Payroll Amount  Cost Allocation

EDE: Test lest (53 ) Created in Staff Module
IEmpIu'_lrment Period (DDMMAYYY - DDMMAY YY) 01/09/2016 - Corrent I
Sch Level/Session Primary/Whole Day v|

Staff Type Teaching Staff * v|

Employment Start Date (DOMMYYYY) 017092016 |

Employment End Date (DDMMM YY) |

Current Rank Senior Graduate Master/Mistress W

Staff Rank (for Tax Return) CIEETE

Remarks

Mote for Staff Type: * - grouping from Staff Module * - grouping from Staﬁepln].rment Module

[@ Add ][ /* Delete ]LE Save ][ <]Bacl| ]

To delete staff employment

Step 8. Select an employment period if
there is more than one employment for
the staff.

Employment Information of the selected
period will be displayed on the screen.




Assessment
Special Assessme
Staff Deployiment
Staff
CcDs
HKAT
HKEAR
= FMP
Common Setup
Budgeting
Bookkeeping
w Staff Cost

Setup

Tax Return

Enquiny
Report

CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {

Delete Staff Employment

]emufer LastI..ng;m 10/07/2003 0%:55 Logout | Help | ¥ EE

= ‘ 1—.-*-...;..1..!? e

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

il Current School Year: 2001 11 July 2003 15:01
[5-FSC05-04] FMP > Staff Cost > Staff Master > Employment

Personal Provident Fund Payroll Account Code
IE Test Test (M)

Payroll Amount Cost Allocation

Created in Staff Module

Employment Period (DDMAMAYYY - DDMMAY YY) 01/09/2016 - Current

Sch Level/Session Primarv/Whale Day v|

Staff Type Teaching Staff * v|

Employment Start Date [DDMMY YY) |II|1 /0972016

Employment End Date (DOMMMA YY)

Current Rank Senior Graduate Master/Mistress W
Staff Rank (for Tax Return) EEESE

Remarks

Note for Stag gzuping from Staff Module * - grouping from Staff Deployment Module

Eﬁaue ][ <:]Bacll]

(] add

Step 9. Click

[Delete] button.




Delete Staff Employment

e No payroll can be further prepared based on the deleted employment
record.

o |f payroll entry of the staff is under preparation, the system will abort
deleting the employment information of the staff in Staff Cost Module if
the payroll month is falling within the employment period to be deleted.

 If the staff information is transmitted from Staff / Staff Deployment
Module, the system will not transmit the corresponding employment
information deleted in Staff Cost back to the staff record in Staff / Staff
Deployment Module.



Maintain Staff Master in
Create S'Faff Add Staff Staff / Staff Deployment Module
Master in » Employment
STF/STD in STD

Add Staff
— % Appointment
in STF

Perform Add Staff
Rank Departure in

Change STF

T T T T T T T T T T T T T 1T - - - - - - - - - -0 - - -
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
. Maintain Staff .| Maintain Staff 2 individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

A 4

Staff Synchronization

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Maintain Staff Provident Fund Setting

» To select a provident fund scheme to staff.
« Not Participate in Provident Fund Scheme
e Grant / Subsidized Schools Provident Fund Scheme
e ORSO Scheme
e Mandatory Provident Fund Scheme.
e User may fill in brought forward balance of contribution, dividend/Interest
received and miscellaeous amount received/charged from the previous
employment of other schools/companies and all necessary setting for preparing

payroll entry.

« Relevant provident fund rate setting and provident fund contribution account
codes have been defined in Setup.

e Relevant payroll must not be under preparation.



Maintain Staff Provident Fund Setting

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

Current School Year: 2001 11 July 2003 15:01

Assessment
Special Assessme
Staff Deployiment
Staff
CcDs
HKAT
HKEAR

= FMP

Common Setup
Budgeting

Bookkeeping

W Staff Cost

Setup

Tax Return
Enquiny
Report

CAR

Sales & Stock

Daity Coll. Sumr

Mon-Recurrent {

[S-FSC05-04] FMP > Staff Cost > Staff Master > Employment

Fecord zaved successtully.

Emnmployrment Payroll Amount Cost Allocation

) Created in FMP module

NGS5

Employment Period 01/09/2003 - Current ~ ~|

Sch Level/Session Frimanyiihd j

Staff Type Teaching Staff* |
Employment Start Date (DDMMN‘H‘WJW A3
Employmment End Date (DO ™) |

Current Rank | Cedificated MasterMistress j
Remarks -]

Step 1. Click [Provident Fund] tab.

hate for Staff Type: * - grouping from Staff Module * - grouping from St B e¥s) SyStem will redirect to
([ add ][ petete ([ save ][ <JBack ] Maintain Staff Provident Fund

Save Record(s) page'




]emufer LastI..ng;m 10/07/2003 0%:55 Logout | Help | ¥ EE

Maintain Staff Provident Fund Settlng

.................................... I Current School Year: 2001 11 Juby 2003 9:20

rlF

HKAT
HKEAA

© FMP Personal Employment
Common Setup EME]

Buidgeting

Pa!_.rrull Account Code Payroll Amount Cost Allocation

] Created in Stafi Module

||{Chnsenj Mot Padicipate in Provident Fund Scheme j
BookKkeeping

W Staff Cost ot Participate in Provident Fund Scheme

Setup

F!Easuns|

LE Sawve ][ <:] Back ]

Tax Return
Encuiny
Report

CAR

Sales & Stock

Step 2. Select an
appropriate provident fund

scheme to the staff.

Data Management
Timetahling

Code Management [



| User: jermifer LastLogin: 10/07/2003 02:55 Logout | Help | 3R

Current School Year: 2001 11 July 2003 9:20

rlF

HKAT [S-FSC10-01] FMP > Staff Cost > Staff Master > Provident Fund
HKEAA

Payroll Amount Cost Allocation

Created in Staft Module

* FMP Personal
Common Setup EME]

Budgeting
- . ||{Chnsenj Mot Padicipate in Provident Fund Schemej

BookKkeeping

W Staff Cost ot Participate in Provident Fund Scheme

(Cseve) ([Beck)

Setup

Tax Return

Encuiny

Report
CAR
Sales & Stock

If the staff is not required to join any provident fund scheme,
then select “Not Participate in Provident Fund Scheme”.

Step 3. Fill in the reason why the staff is not required to join

any provident fund scheme if necessary.

Data Management

Step 4. Click [Save] button.

Timetahling

Code Management [




Home

Student Info Eng
School Managemer
Student
Attendance
Student Activities
Award & Punishme
Assessment

Special Assessme

Staff Deployment

Staff

CcDs

HKAT

HKEAR

* FMP
Commaon Setup
Budgeting
Bookkeeping

w Staft Cost

Setup

Maintain Staff Provident Fund Setting
Grant / Subsidized Schools Provident Fund Scheme

- D&/02/2003 17:53 Logout | Help | PRE
6 August 2003 18:16

Current School Year: 2001

[S-FSC10-02] FMP = Staff Cost = Staff Master = Provident Fund

Personal Employment | frosidzgie Fond | Payeoll Account Code  Payroll Amount Cost Allocation
MCES CHAN ST W ING | ] Created in FMP module
|Grantf5ubsidized =chools FF Scheme j

rant/Subsidized Schools PF Scheme

s at Date (DO YY) Immama

alance B/F - Contribution from Previous Employment Emplovee  § | 0.00
Employer 3 | 0.0
alance BT - Dividend Received from Previous Employinent + | 0,00

GloT7oa0s (DL PROLT] Teachbg DBt PP Uon oo atsouce

Contribution Percentage

Emplpyee Employer

. If the staff participates in the Grant / Subsidized Schools
Provident Fund Scheme, users should select the
corresponding option.

Effective Date (DD/MMYYYY)

Remarks| the staff’s previous employment in other schools /

companies.

Mote: Effdcave Record(s) | le

LE Save J [ 'C.:] Back J

Step 5. Fill in the balance brought forward information from



Maintain Staff Provident Fund Setting
Grant / Subsidized Schools ProwdetFund Scheme : o60s/2003 17:53 Losout | Help | 38K

.................................... e Current School Year: 2001 6 August 2003 18:16

Home [5-FSCAD0-02] FMP > Staff Cost » Staff Master > Provident Fund
Student Info Eng

School Managemer Personal Employment Payroll Account Code  Payroll Amount Cost Allocation
Student NCES CHAM ST MING () Created in FMP module

Attendance
Student Acthities
Award & Punishme

|Grantf5ubsidized =chools FF Scheme j

rant/Subsidized Schools PF Scheme

Assessment

As at Date ([DOMMeY ) [ILOK003
Balance B/F - Contribution from Previous Employment Emplovee  § | 0.00

Staff Deployment Employer  § | 000
Staff Balance B/F - Dividend Received from Previous Employment ) 0,00
CD5 (DEFAULT) Teaching Staff P.FMFPF Con deducted at source

Special Assessme

mployee Contribution Account %1

HKAT ST TIE
HKEAR Contribution Percentage
= FMP

Common Setup T Step 6. Fill in the Employee's
Budgeting 7 = Contribution Account Code
Bookkeeping of the staff.

W Staff Cost . 240

Setup

F!Emarks|

Mate: Effqﬁave Record(s) | least one stage must be inputted.

LE Save J [ 'C.:] Back J




Maintain Staff Provident Fund Setting
Grant / Subsidized Schools Provident Fund Scheme }: os/0s/2003 17:53 Logout | Help | IR

Current School Year: 2001 6 August 2003 18:16

Home

Student Info Eng
School Managemer
Student
Attendance
Student Activities
Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff
CcDs
HKAT
HKEAR

* FMP
Commaon Setup
Budgeting
Bookkeeping
w Staft Cost

Setup

FY

[S-FSC10-02] FMP = Staff Cost = Staff Master = Provident Fund —

Personal Employment

NCas

GrantSubsidized Schools PF Schi

rant/Subsidized Schools PF Sche

As at Date (DoAY (0109200
Balance B/F - Contribntion from Pr

Balance BT - Dividend Received fr
Employee Contribution Account E

Contributiol

Employee
I

Promd et B

Payroll Account Code Payroll Amount Cost Allocation

CHADM ST WM ING (B« AH) Created in FRP maodule

Step 7. Fill in the effective date for at least one
stage defined in Maintain Grant / Subsidized
Schools Provident Fund Scheme Fund Rate Setting
function.

Step 8. Fill in the Remarks if that is necessary.

Step 9. Click [Save] button.

cifective Date (DD/MMYYYY)

Chnaprancy, —

0

5.00 [o1,052003

1000 o1 072004

15.IZITI||




Maintain Staff Provident Fund Setting
ORSO Scheme

.................................... Current School Year: 2001 6 August 2003 18:18
QRS0 Scheme | = |

jennifer Login Time: 06/02/2003 17:53 Lonout | Help | LR

Home

Student Info Eng

DRS00 Scheme

School Managemer

Student s at Date (DoMMAyyy) [OLOLA003
Attendance alance B/F - Contribntion from Previous Emple].nnent Emplovee  § | 0,000

Student Activities Employer — § | 0,00
Award & Punishme alance BIF - Dividend | Interest Recenved from Previous Employment Employee  § | 0,00

Assessment Employer 3 | 0.00
Special Assessme alance BF - Miscellaneous Amount from Previous Employmment Employee  § | 0,00

Staff Deployment Employer 4§ 0,00
Staff Employee Contribution Account (DEFAULT) Grant Expenses

B* [Gantsootont

cDs
HKAT
HKEAA

Contribution Percentage Effecti
o ective
Stage ET“P:D'_'I-I’EE E"“:I.]Iwer Employer Contribution Account Date (DDMMAYYY)
o o
+ FMP

Common Setup If the staff participates in the ORSO Scheme users should
Budgeting 7 mi sclect the corresponding option.

Bookkeeping
' Staff Cost ; . Step 10. Fill in the balance brought forward information

Setup from the staff’s previous employment in other schools /
. companies.

Remarks

Plote: Effective date for at least one stace must be inbutted. l



Home

Student Info Eng
School Managemer
Student
Attendance
Student Activities
Award & Punishme
Assessment

Special Assessme

Staff Deployment
Staff

CcDs

HKAT

HKEAR

v FMP

Commaon Setup
Budgeting
Bookkeeping
w Staft Cost
Setup

DRS00 Scheme

uurre*ﬂ ‘Erhuul Year: 2001

b August 2003 18:18

IDHSD Scheme ‘j

As at Date (DOMM vy (010122003

Contribution Percentage

Employer Contribution Account

Employee Employer
I 0%
500 5

Balance BF - Contribution from Previous Emplwment Employee  § | 0,000
Employer 3§ | 0.00
Balance B - Dividend | Interest Received from Previous Employment Emplovee  § | 0.00
Employer 3§ | 0.
Balance BF - Miscellaneous Amount from Previous Employment Employee 4 | 0,00
Froployer 3 ] WTe s

mployee Contribution Account %l | CAEOOTO0L (DEFATULT) Grant Expenses

Date (DDMMMNYYY)

B* Giotecoionz | pERaU]
Broplover's contdbntions - entitled to Step 11. F]ll in the

7 500 1000 g Employee’'s Contribution
Empl!gsl Eﬁfﬂm Anske Account Code of the staff.

3 50 15.00
B? [Glonsooiod  (EFAULT)
Eroployer's contibutions - entitled 40 15%

Remarks

Plote: Effective date for at least one stace must be inbutted.

FY




Home

- [oRsOScherne <

Maintain Staff Provident Fund Setting
ORSO Scheme

= jennifer Login Time: 06/0%/2003 17:53 Logout | Help | PXEE

Current School Year: 2001 6 August 2003 18:18

FY

Step 12. Fill in the Effective Date and Employer’s Contribution Account Code for at least
s one stage defined in Maintain ORSO Scheme Fund Rate Setting function

S

& Step 13. Fill in the Remarks if that is necessary.

S

A Step 14. Click [Save] button.

A

Special BssEssns

Staff Deployment

Staff

CcDs

HKAT

HKEAR

* FMP

Commaon Setup
Budgeting
Bookkeeping

w Staft Cost

Setup

Employee Contribution Account

Contribution Percentage

nous Employiment

B* [Gantsootont

Employer Contribution Account

Employee  § |
Eraployer 3§ | 0.00

(DEFATILT) Grant Expenses

Effective
Date (DD/MMAYYYY)

Employee Employer
I 0%
500 500

1 |
B* [Glonemioz | (pEFAULT) Jo101/2003
Ernpleser's contribntions - entitled o 5%

7 500 10,00 |
B* [Glotecoions | (EFAULT) 010172004
Ernplemer's contribotions - entifled o 10%

3 500 15,00

B* [Glotecoiond  (EFAULT)
Ernplover's contribotions - entifled to 15%

Ilemarks |

Plote: Effective date for at least one stace must be inbutted.



Maintain Staff Provident Fund Setting

Mandatory Provident Fund Scheme [ser: jennifer Login Time: 06/02/2003 17:53 Logout | Help | PREEE
- . R __ Current School Year: 2001 6 August 2003 18:20
A NCSS CHAN MG R Created in FMP module —
Student Info Eng
School Managemer I MPF Scheme |

S L S —

Attendance
Student Activities As at Date (DOMM Sy [O1O1A2003
e | Balance BF - Contribution from Previous Employment Employee Mandatory Contribution 0.0
Assessment Eraployer Mandatory Contribution 4 0,00
Special Assessme Employee Voluntary cmtf_lbuﬁm r”l (.00
Staff Deployment Eiroe 537 R il o :11 0.0
Staff Balance BIF - Miscellaneous Amount from Previous Employment H 000 |
cps | | Employee |  Employer |
e IMandatory Contribution Rate % | 00| 500
HKEAR Voluntary Contribntion % | 000 | 0
< FMP Voluntary Contribution Amount % | 0,000 | 0,000

Commaon Setup Mandatory Contribution g

If the staff participates in Mandatory Provident Fund
Scheme, users should select the corresponding option.

Budgeting

Bookkeeping oluntary Contribution Acg
w Staff Cost

Setup

Step 15. Fill in the balance brought forward information
from the staff’s previous employment in other schools /
companies.

Hﬁmarks|

Save Record(s)
: TEHaCH




-~

m Step 16. Fill in employee's and employer's mandatory and voluntary contribution account
codes

- 5

, ¢ Step 17. Fill in the rate and amount of employer's and employee’s voluntary contributions if

, a hecessary.

- 5
. a Step 18. Fill in the Remarks if necessary.

- B

. ¢ Step 19. Click the [Save] button.
- 5

. & 0y : 0,00
> CDS
» HKAT
= HHEAA

= FMP (11) (11)

»  Common Setup

=  Budgeting
» Bookkeeping
= Staff Cost
Setup

Payroll
P Fund Regist .

4



Maintain Staff Provident Fund Setting

e The system will adopt the updated setting in new payroll to be prepared
subsequently.

« |f any payroll entry of the staff is under preparation, the system will
abort the updating the staff provident fund rate setting.

e Provident fund register records will remain in the system even though
the staff subsequently changes his/her provident fund scheme from one
scheme to another.



Maintain Staff Payroll Iitem Account Codes and Maintain Staff Reimbursement
__ltem Setting

Maintain Staff Master in
Staff / Staff Deployment Module

Create Staff Add Staff
Master in Employment
in STD

A 4

STF/STD

Add Staff
> Appointment

Perform Add Staff
Rank Departure in

in STF Change STF
- T————————————————= q——————————————————————— ==
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin TR
- Maintain Staff | Maintain Staff g individual
P Personal P - staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

\ 4

Maintain Payment Setting and
Payroll ltem Amount

Staff Synchronization

A 4

Maintain Cost Allocation

Copy Staff Setting
A.Payroll Iltem Account Code Capture for

Payroll

B.Payroll tem Amount
C.Cost Allocation Selection

A 4




Maintain Staff Payroll ltem Account Codes and
Maintain Staff Reimbursement Item Setting

To select appropriate payroll items and then pre-set the account codes
to the selected payroll items for each employment of the individual
staff.

These settings will be used in capturing staff for payroll and the
subsequent voucher preparation.

Default amount of the selected payroll items are needed to be specified
subsequently Maintain Staff Payroll ltem Amount.

To maintain reimbursement item setting of the staff for each accounting
year.

The payroll items and reimbursements items must have been created
and defined as “Active” status in Payroll Setup.

To update payroll item account codes, relevant payroll for the
employment must not be under preparation.

To update reimbursement item setting, relevant reimbursement item for
the accounting year must not have been used in Payroll.



Maintain Staff Payroll Item Account Codes and L
Maintain Staff Reimbursement ltem Setting : 1007/2003 02:55 Logout | Help | B3R

.................................... Current School Year: 2001 11 Juhy 2003 15:01
Assessment

[S-FSC05-04] FMP > Staff Cost > Staff Master > Employment

Special Assessme

Fecord zaved successtully.

Staff Deployiment

Staff _Personal ([EizlSyiiziz) Provident Fund

CDS NCas CHAMN

HKAT
HKEAA

* FMP Sch Level/Session Primanyist |
Common Setup EESTYE P Teaching Staff * j
Budgeting Employment Start Date (DDMMN‘H‘W,‘qmmﬂDﬁB
Bookkeeping Employment End Date (DDMMA YY) |

W Staff Cost Current Rank |Cer1iﬂcated MasteriMistress |
Setup Remarks ﬂ

Payroll Account Code Laymll Amount Cost Allocation
AR AR (e A Crested in FMP madule

Employment Period 01/09/2003 - Current ~ ~|

Step 1. Click [Payroll Account Code]
tab.

Tax Return
Enquiry Mote for Staff Type: * - grouping from Staff Module ** - grouping from St

Report (10 add ][ < pelete ] [ save ) <IBack ] The system will redirect to
CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {

Maintain Staff Payroll ltem Amount
and Maintain Staff Payment
Setting page.

Sawve Record(s)




Maintain Staff Payroll ltem Account Codes and L
Maintain Staff Re|mbursementltem Setting | 190720030925 Lovout | Help | #RBE

.................................... ;--:'-..-:-.'-:'.E-..J.;' — . c“rrem Schnul ""Eﬂr: 2["]1 1'] July- 2[“]3 16:56
User-Defined Figes -
[S-FSC11-01] FMP > Staff Cost = Staff Master > Payroll Account Code

Document
Report

Personal Employment Provident Fund | Mogroll siesnine Bocl= ) Payroll Amount  Cost Allocation

Data Communic

EMEL . Ming i Created in Staft Module
cD5s
HKAT Employment Period  OLO1LA005 - Copent
HKEAA : B ottom
+ FMP Earning Payroll kems
Budgeting - e
Salary - Teaching Staff eaching
BookKkeeping 4 %l |G101?m1rm Smalgféﬁglj PTF. Ct}nt'igbﬁl{}ns
W Staff Cost - .
v Sllowanee - Teaching Staff (DEFAULT) Teaching Staff
Setup BR [GIOTROIO  Safases micl PE, Comabations
= v Back Fay - Teaching Staff (DEFALILT) Teaching Staff
BR [GIOTA0I002 | fhries sl B.E, Coribations
- |Salary - Supply Stff # Step 2. Select an appropriate
Tax Return Employment Period
. r 2llovwrance - Supply Staff
Enquiny

CAR
Sales & Stock
Daity Coll. Sumr

Deduction Payroll kems

“ Paytoll kems Account Code

Non-Recurrent { W gja;{u.:tjﬂa.:k Pay - Teaching Staff

(DEFATILT) Grant Expenses

‘ B* [Glormotonl




Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement ltem Setting : D9M07/2003 09:25 Logout | Help | B3R

User-Defined Figs

All payroll items with “Active” status as defined in

Document I T e Payroll Item Setup will be displayed on the screen by

- default.
e [t opersonal  Employment & Provid
EME1
cDs
HKAT Employment Period 014012003 - (N
HKEAA ;
+ FMP Earning Payroll kems
Budgeting - e
sSalary - Teaching Staff eaching
BookKkeeping %l |G101?m1rm Smalgféﬁglj PTF. Ct}nt'igbﬁl{}ns
W Staff Cost ; :
v Sllowanee - Teaching Staff (DEFAULT) Teaching Staff
Setup BR [GIOT0I02  Sjaviee el PE, Coacbtions
Back Pay - Teaching Staff '
7 ’ BR [GIOTA0T002 i e BF, Conpbations
- - o ettt '
r alary - Supply %1 |G101?::E::E gﬁﬁ&%gﬁﬁyﬁﬁﬂm
Tax Return Al e
CNFATICR - '
Enquiry I~ e B Grotrooaoz | EEALT) Supriy Teaching

CAR
Sales & Stock
Daity Coll. Sumr

Deduction Payroll kems

“ Paytoll kems Account Code

Non-Recurrent ¢ W [Da;{ur:tanck Fay - Teaching Staff (DEFAULT) Grant Expenses

‘ B* [Glormotonl




Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement ltem Setting : D9M07/2003 09:25 Logout | Help | B3R

User-Defined Figs

Step 3. Select appropriate earning and deduction

Socument T Ty payroll items for individual staff.

Report
Data Communic
CcDs
HKAT
HKEAR
= FMP

Common Setup

mmearapenemmm—mgemer - Oy selected items will be listed in Staff Payroll
EMB ltem Amount setting for this staff

Employment Period 0101005 -

Earning P wroll kems

Select
n Payroll kems Account Code

Budgeting - e
Salary - Teaching Staff eaching
BookKkeeping Z %l |G1 017001002 Smalgféﬁglj PTF. Ct}nt'igbﬁl{}ns
W Staff Cost 2 g
v Lllovwance - Teaching Staff {DEFAIULT) Teaching Staff
i BR [GIOT0I002 S end PE, o tions
. Back Pay - Teaching Staff '
2 ! B [GIOT0I00Z e sncl P, Coniations
S -5 Staft '
[ |[Peke - vl BR [GIOTAOTI0T S Gt prabine
Tax Return Al ———
CAATICE: - ]
Endquiry = e B [Grormooaoee | DERAMLT) SuprlyiTeaching

CAR Deductior Payroll kems

Sales & Stock
Daily Coll. Sumt | Payroll tems Account Code

Non-Recurrent ( ‘ v ”ﬂ]ﬁ:{uﬂﬂlﬂ&ﬂk Fay - Teaching Staff ‘ Ex GTer0T00] (DEFAULT) Grant Expenses




Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement Item Setting : D9M07/2003 09:25 Logout | Help | B3R

User-Defined Figs

Step 4. Choose to adopt the default payroll item
L ey occount code defined payroll item setup or select
another account code for the selected staff.

Document

Report

. Pe I Empl t  Provid
Data Communici e poymen ha

EME1 PERIEC I Stafi Mocule
cDs
HKAT Employment Period 01012003 - Current
HKEAA - B ottom
+ FMP Earning Payroll kems
Budgeting - e
sSalary - Teaching Staff eaching
Bookkeeping M B+ [Giormoiom ?ﬁ%&j PT.F. Cc}nt’igb?ig}ns
W Staff Cost ; :
v Sllowanee - Teaching Staff (DEFAULT) Teaching Staff
Setup BR [GIOT0I02  Sjaviee el PE, Coacbtions
m Back Pay - Teaching Staff '
7 ’ BR [GIOTA0T002 i e BF, Conpbations
- - o ettt '
r alary - Supply %1 |G101?::E::E gﬁﬁ&%gﬁﬁyﬁﬁﬂm
Tax Return Al e
CNFATICR - '
Enquiry I~ e B Grotrooaoz | EEALT) Supriy Teaching

CAR

Deduction Payroll kems
Sales & Stock

Daity Coll. Sumr
Mon-Recurrent { ‘ v ‘mﬂmjgack Fay - Teacking Staff

“ Paytoll kems Account Code

(DEFATILT) Grant Expenses

| ‘ B* [Glormotonl




Maintain Staff Payroll Item Account Codes and L
Maintain Staff Reimbursement ltem Setting : D9M07/2003 09:25 Logout | Help | B3R

.................................... Current School Year: 2001 10 Juby 2003 16:56
User-Defined Figes -
[S-FSC11-01] FMP > Staff Cost = Staff Master > Payroll Account Code

»  Document
Report

R p——— Personal Payroll Amount Cost Allocation
EME] Created in Statf Module
cDhS
HKAT Employment Period  OLO1LA005 - Copent

#Bottom

Earning Payroll kems

HKEAA
v FMP

Common Setup

“ Payroll kems Account Code

Budgeting

¥ sSalary - Teaching Staff

Bookkeeping

(DEFAULT) Teaching Staff
%ll'i}lﬂl?mlmi Salavies exel PF, Contilbutions

w  Staff Cost Allowance - Teacking Staff ([DEFAULT) Teaching Staff
Setup BR [GIOTA0I0 Svies exci PE. Consibations
Step 4a. For filling the account B [Giormoion (DEFAULT) Teaching Staff

ealanies excl BLE, Contidbutions

Pay code, user can enter an account
PF code directly or click the BR [GIOTAOTI0T S Gt prabine
Ta: (Select Account Code icon) next :
Ent to Account Code textbox to BR [orormonzooz - R Sl Teaching
search for account code from
CAR' the pop-up screen.

Sales
Daiby .. Paytoll kems Accoumt Code

Hon-Recurrent ( ‘ v ‘gja;{uctjﬂack Fay - Teaching Staff ‘ Ex GTer0T00] (DEFAULT) Grant Bxpenses




2] User: superl Login Time: 10/05/2018 14:38 Logout | Help

Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement Item Setting Step 4b. Fill in / select

[oT OO T-UJ] T T - DUURRCCETITG = T Oy TG ¥ OO G IeT

(B ccombeet T appropriate Expenditure
Account Code and then click
T gmmryrmmer [Copy] or [Select] button to
Sort By copy the code back to the
original page.

Input Account Code
Account Code

Search Account Code
Fund Source & Ledger Code |11?Dl - Grants outside OEBY ECEBG W
Sub-Ledger Code | v|

Select




Maintain Staff Payroll Item Account Codes and

2] User: superl Login Time: 10/05/2018 14:38 Logout | Help

Mai ntglu[l§t§lfl:ul3mel mpyr§Qm ent ltem Settin g Current School Year: 2017 10 May
[ 75 Retrieve Account Details - INTETER EXpIOIeT provided by NCS PIaT | (B e S

Account Code

L]

Sort By

Input Account Code

Common Account Code

I

®ser Defined Order

O arconnt Code

e

Search Acoqunt Code

Fund Sourch& Ledger Code [11701 - Grants mui#ide CEBGY BUEB3

Sub-Ledger Coqe | /

Account Code /

v

[ select | tlou\

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

down list box and click [Copy]
button




Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement ltem Setting
J Back ~ = - i) it | ‘Dhsearch [ Favorites

J Address @ htkp: f flocalbost 5080/ jsp)index. jsp

=10| x|
[ &

If users want to maintain staff reimbursement item
setting:

Step 5. Select an appropriate accounting year.

User-Defined Figks |

»  Document
Report eimbursement kems

i 200302004 -
Data Communic Accounting Year

CDS el [ tit A t Cod <IEL Progr
EIMBUrsSemenm nems CCOLUE o LeveliSession rograrmme
HKAT

HKEAA %l |G1D1?C01C05 FrirnaryAhl j WEMP - Admin Programrme j
[ LA Misrellaneons

» Common Setup v |Meal Expenses %HGIDI?COIEUE Primaryia = | |[WFMP - Admin Programme = |
» Budgeting

» Bookkeeping ~Top

' Staff Cost - @ Copy tn ]L Save ][ < Back ]
]

|@ Skaff Masker | | | [5E Local inkranet

S




Maintain Staff Payroll Item Account Codes and g =10 x|

Maintain Staff Reimbursement Item Setting ﬁ

J Back ~ = - i) it | ‘Dhsearch (Gl Favorites  (EMedia @| 2 S = =13 |JLink5 & ] Customize Links »
| agdress [&) htpjfiocahost sosoispindescjss. 0+ pa

r: jermifer Last Login: 0900772003 09:25 Logout 1 Help 1 B3 geeE

Current School Year: 2001 10 July 2003 17:28
User-Defined Figls | B[S TOT ] B

»  Document
Report
Data Communic
= CDS

Reimbursement kems
20030200 d

prem— |

. %ch
i
| teimbursement kern:: Account Code evel’Session Programme

» HKAT
Tl Bipenses
» HKEAA v |G1[31?C01C05 FrirmarglAhd J WEMP - Admin PrngrammeJ
= FMP Miscellaneous
= Common Setup - - - - -
] Ex [GLOT7001005 FrimaryfAhd J WEMP - Admin Programme J
» Budgeting

L TR [ IS R

By default, the system shows all active reimbursement items defined in Reimbursement Item
j Setup for user to select.

- Step 6. Select appropriate reimbursement items.

Step 7. Fill in account code, School Level/Session and Programme for each selected
reimbursement item.



Maintain Staff Payroll Item Account Codes and
Maintain Staff Reimbursement ltem Setting |
J A Back - = - @ . it | @Snaarl:h (3] Favorites @Medm @| % 2l

J.ﬁ.gdress @http:I,l'lu:u:alhu:ust:EII:IEII:I,I']spﬂnu:Ie:-:.]sp Step 8. Click [Save] bUtton tO e

both Staff Payroll ltem Account Codes
ALElE gnd Staff Reimbursement Item
Setting.

User-Defined Figs

» Document Note: Reimbursement items have to
Report EEIRINIEHITE s be set annually under each
e Accounting Year 2003/2004 = accounting year.

Select .
CDS v Reimbursement tems Account Code anIE
HKAT

Travel Bxpenses - i -
HKEAA I Bl B [GToT700100:8 WFMP - Admin Programme |
[ LA Misrellaneons

» Common Setup @ |Meal Eipenses %HGIDI?COIEUE Primargiam = | ||WFMP - Admin Programme |
» Budgeting

| =

Primargah |«

» Bookkeeping ~Top

 p—
' Staff Cost - @ Copy tn ILE save |[|<]Back |
1 —

|@ Skaff Masker | | | [5E Local inkranet

S




Maintain Staff Payroll ltem Account Codes and
Maintain Staff Reimbursement Item Setting

o The system will adopt the updated setting in new payroll prepared
subsequently.

 If payroll entry of the selected employment is under preparation, the
system will abort updating payroll item account codes of the selected
employment.

 If the reimbursement item is used in any payroll entry in the selected
accounting year, the system will abort updating the reimbursement item
setting of the staff in the selected accounting year.

e In the preload data of payroll items and their account codes set by EDB
in Payroll Setup, each staff type has its own set of payroll items and
account codes. User can change the accounts code of the payroll item
for individual staff.



Maintain Staff Payroll Item Account Codes and =10] x|
Maintain Staff Reimbursement Item Setting |
J A Back - = - @ . it | @Snaarl:h (3] Favorites @Medm @| % 2l —

J-':'-ddeSS @ hktp: j flocalbost: 8030/ isplindex. jsp Step 9. User can COpy Staff payrou
item account code setting to other

: jormifer LSO T by clicking the [Copy To] button.

User-Defined Figks

| =

»  Document
Report eimbursement kems

i 200302004 -
Data Communic Accounting Year

Selec
CDS . Reimbursement tems Account Code
HKAT

Travel Expenses
HKEAA pens |G1D1?C01C05 F'rlmarfIAMJ WEMP - Adimin PrngrammeJ

= FMP Miscellaneons

» Common Setup v |Meal Expenses %HGIDI?COIEUE Primaryia = | |[WFMP - Admin Programme = |
» Budgeting

» Bookkeeping ~Top
|

W Staff Cost = ‘ @ Copy i [_F Saue (:] Back ]
o

@ Skaff Masker | | | [5E Local inkranet

S




Maintain Staff Payroll ltem Amount and Maintain Staff Payment Setting

Create Staff Add Staff
Master in
STF/STD

A 4

in STD

Add Staff

in STF

Employment

— % Appointment

Maintain Staff Master in
Staff / Staff Deployment Module

Perform
Rank

Change

Search Staff

Print Log

Add Staff
Departure in
STF

Create Staff for
Temporary
Payroll

Staff
Mapping

Maintain Staff

> Personal
Information

A 4

Maintain Staff
Employment

Staff Synchroni

A 4

zation

Maintain Provident Fund Setting

Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

Maintain Cost Allocation

For each
individual
staff

Copy Staff Setting

A.Payroll Item Account Code

B.Payroll ltem Amount

C.Cost Allocation

A 4

Capture for
Payroll
Selection




Maintain Staff Payroll ltem Amount and Maintain
Staff Payment Setting

» To view / update the amount of payroll items for each employment of
the staff.

» To specify the payment setting of the staff.

« Staff must have subscribed autopay service to a bank if they would like
to directly receive their salary through bank autopay.

« To update Staff Payroll ltem Amount, payroll item must have been
selected in Maintain Staff Payroll Account Code.

« To update Staff Payroll [tem Amount, relevant payroll for the
employment must not be under preparation.

e To update “Capture for Payroll” indicator and “Payment Method” in
Staff Payment Setting, relevant payroll must not be under preparation.



Maintain Staff Payroll ltem Amount % L
and Maintain Staff Payment Setting Tser: jennifer Last Login: 09/07/200% 0925 Logout | Help | iR

.................................... Current School Year: 2001 10 Juby 2003 16:56
User-Defined Figes -
[S-FSC11-01] FMP > Staff Cost = Staff Master > Payroll Account Code

Document

Report
R p——— Ersunal Payroll Amount Cost Allocation
EME] reated in Staff Module
cD5s
HKAT Employment Period  OLO1LA005 - Copent
HKEAA : B ottom
+ FMP Earning Payroll kems
Budgeting - e
Salary - Teaching Staff eaching
Bookkeeping 4 %l |G101?m1rm Smalgféﬁglj PTF. Ct}nt'igbﬁl{}ns
W Staff Cost - .
v Sllowanee - Teaching Staff (DEFAULT) Teaching Staff
Setup BR [GIOTROIO  Safases micl PE, Comabations
= v Back Fay - Teaching Staff (DEFALILT) Teaching Staff
BR [GIOTA0I002 | fhries sl B.E, Coribations
- |Salary - Supply Stff # Step 1. Click [Payroll Amount] tab.
Tax Return AT 5 ol
Enguiry o OWEnce - Supgly ® The system will redirect to

Maintain Staff Payroll ltem Amount
Deduction Payroll items and Maintain Staff Payment

Paytoll kems

‘ v ‘[Da:lur:tjﬂack Pay - Teaching Staff ‘ Ex om0 (DEFAULT) Grant Frpenses

CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {




Maintain Staff Payroll Item Amount jennifer Login Time: 26/09/2003 16:55 Lonout | Help | BHHAE

:::-::_‘:{::Eﬁ.‘-' W P ey ke e e

and Maintain Staff Payment Setting Current School Year: 2002 26 September 2003 16:59

Home

5-FSC13-M] FMP = Staff Cost > Staff Master > Payroll Amount
Staff Deployiment L ] wr

Staff

. EMP Personal Employment Provident Fund Payroll Account Code | [Meiyrull Sniniine | Cost Allocation

HCaE CHAN ST MING (G288 Crested in Staft Module

Commaon Setup

Budgeting ™ Capture For Payroll
Bookkeeping

w Staff Cost Payment Method | chegue - without Printing = |
Setup Bank Account Humber | . | ] |

=Bank Code=-=Branch Codes=-
=Account Code=
Bank Account Holder Hame ! Payee's Name {Eng}'CHp,N ST WM ING

Payroll
P Fund Register

Employment Period (DDMS Y - DOMMS Y ) I 01092003 - 31/ 212003 j

step 2. il in the

: information of staff
|Earnlng Payroll kems t tt]n .
Salary - Teaching Staff payment se gt-
Allergrance - Teaching Staff | 0.0
Back Pay - Teaching Staff I .00

Tax Return

Enquiny
Report
CAR
Sales & Stock
Daily Coll. Summa
Hon-Recurrent Gra
Report Management Deduction Payroll tems

Data Management astast | 0.00

Customization dedurtion] | 0.0

@Eupyh ] LE Sawve ][ “'.:]Bacll ]




¢ jenmifer Login Time: 26/09/2003 16:56 Logout | Help | PRCRIAE

Maintain Staff Payroll ltem Amount
and Maintain Staff Payment Setting

Home

Current School

Step 3. To update the payroll
[5-FSC13-01] FMP > Staff Cost > Staff Master > Payroll Amount item amount setting, select
an appropriate Employment

Staff Deployiment

Staft
Personal Employment Provident Fund Payroll Account Code PeriOd.

* FHiE NCEs CHAN SI0 MING (& /T8
Commaon Setup

Budgeting ™ Capture For Payroll
Bookkeeping

' Staff Cost Payment Method | Chegue - without Printing =

Setup Bank Account Humber I - | - I =Bank Code=-=Branch Code:=-
=Account Code=
Bank Account Holder Hame ! Payee's Name {Eng}'CHp,N ST WM ING

Payroll
P Fund Register

Employment Period (DDMS Y - DOMMS Y ) I 01092003 - 31/ 212003 j

Tax Return
Amount

Paytoll kems §

Enquiny

Report |Earning Payroll kems

CAR Salary - Teaching Staff | .00
Sales & Stock Allewance - Teaching Sttt [ 0
Daily Coll. Summa
Hon-Recurrent Gra Back Pay - Teaching Staff | 0.0
Report Management Deduction Payroll tems
Data Management astast | 0.00
Customization dedurtionl | 0.0

@Enpytﬂ]L Save ][ <:]Bac|l]




Maintain Staff Payroll ltem Amount | User: jennifer Login Time: 26/09/2003 16:56 Loout | Help | IR
and Maintain Staff Payment Setting Current School

Home

Step 4. Update the “Amount”

Staff Deployment [S-FSC13-01] FMP > Staff Cost > Staff Master > Payroll Amount of each payroll item.

» Staff

Personal Employment Provident Fund Payroll Account Code grauon

FMP e CHAN 10 MING (OB/1NER) Created in Staff Module
Common Setup

Budgeting I Capture For Payroll
Bookkeeping

Staff Cost Payment Method | Cheque - Without Printing v |
Bank Account Number | g | z |

<Account Code=
Bank Account Holder Name / Payee’s Name (Eng)|CHAN STUMING

«Bank Code=-=Branch Code=-

P Fund Register Employment Period (DOMMMYYYY - DDMMAY YY) I 01/09/2003 - 31/12/2002 ~
Tax Return
Enquiry Payroll kems
Report [Eaming Payroll kems
CAR Salary - Teaching Staff | 10,000.00
Sales & Stock £llowance - Teaching Stif | 500
Daily Coll. Summa
Non-Recurrent Gra Bty ing St I 000
Report Management lMUcﬂm Payroll items
Data Management asfasf | 0.00
Customization deduction! I 0.00

@Cowb]LQSave][QBatk]
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Maintain Staff Payroll Item Amount @ = 2 | 1 - 5 x|
and Maintain Staff Payment Setting ser: jenmifer Login Time: 14/10/200321:43 Logout | Help | 3@k

Current School Year: 2002 14 October 2003 21:45

Assessment
[5-FSC13-01] FMP > Staff Cost > Staff Master > Payroll Amount -

Special Assessme

Staff Deplmanent
ployT Personal Employment Provident Fund  Payroll Account Code | Poirull SAriidiing | Cost Allocation

Staff Teas CHAM ST MM (2788 Created in Staff Module
CDS

HKAT ¥ Capture For Payroll

HKEAR
Bank Account Humber |123 - |455 - I?Emlﬂﬁ =Bank Code=-=Branch Codes=-

Common Setup
=Account Codes=

Budgeting Bank Account Holder Name / Payee's Name (Eng)[CHAN 51U MING
Bookkeeping

W Staff Cost Employrnent Period (DDMS Y - DOMMS ) I 01082003 - 31/ 2120073 j

|Earning Payroll kems
Salary - Teaching Staff | 20,000,00
Tax Return Allergrance - Teaching Staff

Setup

| 1,000.00
Enguiny .
Report Step 5. Click [Save] button to save both Staff | 000
CAR Payroll Item Amount and Staff Payment Setting.
Sales & Stock | 0.00
Daity Coll. Sumt e ‘ | 0,00

- Nun-HE[:urrent [ @ Euw1 ]LE — ] — ] L




Maintain Staff Payroll ltem Amount and Maintain
Staff Payment Setting

The system will adopt the updated payroll item amount setting and
payment method in new payroll prepared subsequently. Payroll
previously prepared will not be affected.

Updated Payee’s Name (Eng) will be captured as payee name in new
payroll voucher to be created subsequently if the payment method
“Cheque - With Printing” or “Cheque - Without Printing” is selected.

Updated Bank Account Number and Bank Account Holder Name (Eng) will
be captured in the new autopay file to be generated subsequently if the
payment method “Autopay” is selected.

Payroll amount defined in this function will be used as the default
amount when preparing payroll.

If payroll entry in the selected employment is under preparation, the
system will abort updating payroll items of the selected employment.

If payroll entry is under preparation, only the Bank Account Number and
Bank Account Holder Name / Payee’s Name (Eng) can be updated. The
Payment Method is not allowed to be updated.



Maintain Staff Payroll ltem Amount
and Maintain Staff Payment Setting

Home

in Time: 26/05/2003 16:56 Loout | Help | PEEE
Current School Year: 2002 26 September 2003 16:59

S-FSCA3-04 ) il = 5ol Cost = Stadd Wlaster = Popioll Anvount
Staff Deployment L i b = 5ia ' i DU

Staff

Step 6. User can copy staff payroll
item amount setting to other staff by

Personal Employment Provident Fund Payroll Account

* FHiE NCEs CHAN SI0 MING (& /T8
Commaon Setup

clicking the [Copy To] button.

Budgeting ™ Capture For Payroll
Bookkeeping

w Staff Cost Payment Method | chegue - without Printing = |
Setup Bank Account Humber | . | ] |

=Bank Code=-=Branch Code:=-

= =& cocount Codes=
Bank Account Holder Hame / Payee's Name {Eng}'CH AN ST MING

Payroll

BRLEU R Employment Period (DDAMMA Y - DDMMEY YY) [01/08/2003 - 311 212003 7]

Tax Return A t

, moun

Report |Earning Payroll kems
CAR salary - Teaching Staff | =
Sales & Stock Al “Tearhing St | —
Daity Coll. Sumima : :
Non-Recurrent Gra ERE 357 Ut e TSl | 0.00

Report Management Deduction Payroll tems

Data Management astast | 0.00

Customization deductionl |

@cmm]@m | (Feack )

0.00




Maintain Staff Cost Allocation

Maintain Staff Master in
Create S'Faff Add Staff Staff / Staff Deployment Module
Master in » Employment
STF/STD in STD

Add Staff
— % Appointment
in STF

Perform Add Staff
Rank Departure in

Change STF

T T T T T T T T T T T T T 1T - - - - - - - - - -0 - - -
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
. Maintain Staff .| Maintain Staff J individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

A 4

Staff Synchronization

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Maintain Staff Cost Allocation

e In order to get a more accurate picture of the total resources being
committed to each programme, it is necessary to apportion the salary
paid to a staff with reference to the total time spent by this staff on
that programme.

« To view / update how the school allocates staff payroll expenditure in a
particular accounting year to different programmes.

» Relevant payroll for the accounting year must not be under preparation

Slide 88




. . . enuriifer Lnngl.me 26/09/2003 16:55 Logout | Help | PRERE
Maintain Staff Cost Allocation 5

Current School ‘f’ear 2002 26 September 2003 16:59

Home

5-FSC13-M] FMP = Staff Cost > Staff Master > Payroll Amount

Staff Deployiment L ] wr
Staff

= FMP

Commaon Setup

Personal Employment Provident Fund Payroll Account Code | [Meirull Sninilie | Cost Allocation

NCES CHAN ST MING (G288 ted i Sttt Moddle

Budgeting ™ Capture For Payroll
Bookkeeping

w Staff Cost Payment Method | chegue - without Printing = |
Setup Bank Account Humber | . | ] |

=Bank Code=-=Branch Code:=-

= =Account Codes
Bank Account Holder Hame ! Payee's Name {Eng}'CHp,N ST WM ING

Payroll

P Fund Register Employment Period (DDMS Y - DOMMS Y ) I 01092003 - 31/ 212003 j

Tax Return A t

, moun

Report |Earning Payroll kems
CAR walary - Teaching Staff Son
Sales & Stock owes - Terhis Sl Step 1. Click [Cost Allocation] tab.

Daily Coll. Summa

Non-Recurremnt Gra

Back Fay - Teaching Stff The system will redirect to

Report Management - okt e b Maintain Staff Cost Allocation page.
Data Management asfast

Customization dedustion]
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Maintain Staff Cost Allocationg
er: jetg_;_ij:l_: 09072003 09:25 Logout | Help 1| D EE

Current School Year: 2001

User-Defined Figg

10 Juby 2003 15:36

[5-FSC12-01] FMP = Staff Cost = 5taff Master = Cost Allocation

Personal Employment Provident Fund Payroll Account Code  Payroll Amount | Euse lloes g

EME] Chan o Ming (2" Crested in Statf Module

Accounting Year I 20032004 *I

Document
Report
Data Communic
CDS
HKAT
HKEAA
* FMP

sBottom

Commaon Setup

Budgeting

Bookkeeping
w Staff Cost
Setup

Tax Return

Encuiny

Report
CAR
Sales & Stock
Daily Coll. Sumn
Hon-Recurrent (

2y Level’Session

Primaniahl =

Programme

WERMP - Admin Programiin e i

sch Allocation

Percentage
Iy

| 100,00
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3
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I

@Eupuh ]@Md]LESaue ][ <]Bat|l]

Step 2. Select an appropriate
Accounting Year.

The cost allocation records of the

selected accounting year will be
displayed.
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Maintain Staff Cost Allocation

Assessment Step 3. Select an appropriate
Special Assessme [S-FSC12-01] FMP > Staff Cost > Staff Master > Cost Allocation el aVele] ll =32 = VAY=333 e 12 I=121¢

in Time: 1410/2005 21435 Logout |1 Help | P¥EE

Staff Deployment Programme and assign Allocation
Staff %f;""a' E“‘P'“?“‘Eﬂ%ﬁﬁgd Ha?"’" LEZE Percentage to each individual line
e [ HE .
CDS ' :' of cost allocation.
il Accounting Year (i) | 20032004 v |
HKEAA #Bottom
7L Sch Allocation
Commaon Setup Level'Session Programme Permualnt-age
Budgeting 1 Y
Bookkeeping |F'rirnar'g.fmru1j |WFMF‘—Admin Frogramime j | mjﬁl
 Staff Cost 2] ==l | '
Setup 3 | | | =] l—
A =\ = |
: = = | |
Tax Return & | - | | |
Enquiny 7 I j I j I—
Report
CAR f I j I j I
Sales & Stock ~Top

Daity Coll. Sumt (@ copy o |[ [T add |[ [ save | [ <JBack |

Hon-Recurrent ¢




Maintain Staff Cost Allocation

er: jennifer Last Lagin: 090072003 09:25 Louout | Help | - Bid

......

Document
Report
Data Communic
CcDs
HKAT
HKEAA
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost

Setup

Tax Return

Encuiny
Report

CAR

Sales & Stock
Daily Coll. Sumn
Hon-Recurrent (

User-Defined Figg

Step 4. Click the [Add] button to
add a new row if the existing rows

are not enough to define the cost

Provident Fund Payroll Account allocat]on
Chan S Ming (&~ BH

[5-FSC12-01] FMP = Staff Cost = 5taff Master = Cost Allocation

Personal Employment

EME]

Accounting Year I 20032004 *I

Sch
Programme

sBottom

Allocation
Percentage

| 100,00
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= H @z J

l_]emufer Login Time: 14/10/2003 21:43 Logout | Help | P EE

Maintain Staff Cost Allocation

AR T o iy e ) Py
= (e

.................................... e e Current School
Assessment

Step 5. Click the [Save]

[S-FSC12-01] FMP = Staff Cost = Staff Master = Cost Allocation button )

Special Assessme

Staff Deployment

Staff Personal Employment Provident Fund Payroll Account Code  Payroll Amount | Eose flleiesiiug)

DS BCES CHAMN I MG E@fl‘hﬂﬂj Created in Staff Module

HRAT Accounting Year (i) | 20032004 v |
HKEAA sBottom

% FMP

Commaon Setup

Allocation
Programme Percentage
I

Sch
Level’Session

Budgeting

|F'rirnar'g.fmru1j |WFMF‘—Admin Frogramrme j

Bookkeeping

« Staff Cost 2 =i =]

Setup 3 | j | j

A =\ =

>l =l =l

Tax Return & | | | |

Enquiny 7 I j I j
Report

a =l =l

CAR
Sales & Stock | | ~Top

aihy Coll. Sumt ‘&) Copy to [] save Bac
Daily Coll. S E= (B | |l eack |

Hon-Recurrent ¢




Maintain Staff Cost Allocation

e Cost allocation records are saved accordingly.

e The system will adopt the updated setting in new payroll to be prepared
subsequently.

« If payroll entry in the selected accounting year is under preparation, the
system will abort updating the cost allocation setting of the staff in the
selected accounting year.

« The allocation percentage must be added up to a total of 100%.

« Duplicated entry with the same school level/session and programme
code is not allowed.

e This setting must be carried out annually for individual accounting year.
Otherwise, 100% will be alllocated to “WFMP - Admin Programme” by
default.



er: jennifer Last Lagin: 090072003 09:25 Louout | Help | - Bid

......

Maintain Staff Cost Allocation

User-Defined Figg

Step 6. User can copy staff cost
[S-FSC12-01] FMP > Staff Cost > Staff Master > Cost Allocation allocation setting to other staff by
clicking the [Copy To] button.

Document

Report

Data Communic
CDS

HIAT Accounting Year I 200272004 - I

HKEARA sBottom

sch Allocation
Programme Percentage
evel’Session . " .

F'rlmarg.ffﬂhn - | 100,000

Personal Employment Provident Fund Payroll Account Co|
EMEI Chan S Ming (B<MEH)

= FMP
Commaon Setup

Budgeting

Bookkeeping
w Staff Cost
Setup

4|¢|¢|¢
L

Kl
[ KN | [ KN

Tax Return - j |

Encuiny — = I L |

Report & Top
CAR | [P add | [ I] save |[ <Jpack |
Sales & Stock I
Daily Coll. Sumn

Mon-Recurrent



er: jennifer Last Login: 09/07/2003 09:25 Logout | Help | i ga

Maintain Staff Master

""""""""" — ' Step 7. Click [Back] button to go back

User-Defined Figs
N [S-FSC12-01] FMP > Staff Cost > Staff Master > Cost Allocation to the Staff Search Result page.

Report
Data Communic
cDs

HIAT Accounting Year I 200272004 - I

HKEARA sBottom

sch Allocation
Programme Percentage
evel’Session . " .

F'rlmarg.ffﬂhn @ |VF WP - Adrmin Prodramime g | 100,000

Personal Employment Provident Fund Payroll Account Col
EMEI Chan S Ming (B<MEH)

Crested in Staff Module

v FMP

Commaon Setup

Budgeting

Bookkeeping a - -
+ Staff Cost 3 j j :
Setup ] j j |
g == |
5 == |
Tax Return —E 9 j j I
Enguiry ’ =L I : |
Report | | —=
CAR (@ cory w |[ [ add | [ spe | <Jpack |
Sales & Stock I

Daily Coll. Sumn
Mon-Recurrent




= IV
= Comimon Setup
*» Budgeting
» Bookkeeping
W Staff Cost

Setup

Tax Return
Enguiry
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management
Security
E-Mail

Customization

Maintain Staff Master

................ Current Schoaol Year: 2001 10 Juby 2003 10:19

 User: jennifer Last Login: 09/07/2003 09:25 Logout | Help | thRCRReE

Staff Name (Eng) Staff will be available for selection in Prepare Payroll if
g™ Capture for Payroll” indicator is checked in Staff
The followving pair of staf MaSteI’

duplicated. If it iz duplicats
et User can select staff for payroll.
takle). The record creates

tranzfer data.

createdin stattmor OLEP 8. Update “Capture for Payroll” status of the
listed staff by clicking the checkboxes of Capture for

Etaff Mapping ]

Step 9. click [Save] button.

Statft Staff Name {(Eni) Star Name (Chi) Sch Staff Record | Capture For
Code Level’Session Created in Payroll
| |
EMEB] FAE CHUMFUN Rk Primarw/a i ataft Module r
r MCs] |[PAE CHUN FUN Rk Primarw/ah FMF Module I
r M2 |WOD DEMIY BHAEH Primarw/ah FMF Module v
r MCR3 | YAN TASON Frk-IBH Primarw/Ah FMEF Module v

Mate 1 Staff Mapping - Map staff master created in FMP Module to statt master created in Staff Module ¥ Staff Deployment

Mocdule.
Mote 2 : Print Log - & log report showing staff changes in Staff Module [ Staff Deplovment Module and corresponding

synchronization action in FMP Mocdule.
[ staff Mapping |[ Print Log |( {7 add |[ & copy o |[ " Delete | [ [] save | | |




Copy Staff Payroll Setting

Maintain Staff Master in
Create S'Faff Add Staff Staff / Staff Deployment Module
Master in » Employment
STF/STD in STD

Add Staff
— % Appointment
in STF

Perform Add Staff
Rank Departure in

Change STF

T T T T T T T T T T T T T 1T - - - - - - - - - -0 - - -
| |
| |
Staff Create Staff for
Search Staff Print Log Manbin Temporary
PRINg Payroll
Maintain Provident Fund Setti For each
intai aintain Provident Fund Settin iy
. Maintain Staff .| Maintain Staff J individual
> Personal > . staff
Information Employment Maintain Payroll Item Account Code
and Reimbursement Item Setting

A 4

Maintain Payment Setting and
Payroll Item Amount

A 4

Staff Synchronization

Maintain Cost Allocation

Copy Staff Setting

A.Payroll Item Account Code

Capture for
Payroll
Selection

A 4

B.Payroll ltem Amount

C.Cost Allocation




Copy Staff Payroll Setting

» To copy payroll item account code, payroll item amount and cost
allocation setting from a selected staff to one or more staff.

« For cost allocation, users can copy the setting of a staff from any
previous or current accounting year to other staff (including the staff
himself) in any current or future accounting year.

« Staff payroll account code setting, payroll amount setting and cost
allocation setting of the staff to be copied from have been set up
beforehand.

Payroll entry in any one of the staff to be copied to must not be under
preparation.

To carry forward cost allocation setting to the next accounting year,
users may make use of the Copy Staff Payroll Setting.



Copy Staff Payroll Setting

Assessment (BR seareh ) DI raset ) Step 1. Select a staff to be copied from

Special Assessme

The fallowwing pair of staff are with identical stajs
Staft Deployiment duplicated. If it is duplicated, please click the b .

Staff mtp————,e Step 2. click the [Copy To] button.
takle). The record created in FMP (Right column
CcDs transfer data.

HKAT Created in Staff Module or Staff Deplsy | NE system will redirect to the COpy Staff
I EMB1 Chan Stu Ming E i) Payroll Setting page.
+ FMP Prircary [0 Type: Passport
-' Primary ID No. PPNCS
Common Setup Frirnary [0 Flace of [ssue: Anstralia
Budgeting [ staff Mapping |

Bookkeeping
_ staff Staff Hame {(Eng) Staff Name (Chi) Staff Record | Capture For
* Staff Cost “ode LevelSession Created in Payroll
Setup H
r Chan =in Ming r
r | pcil |PAECHUNFUN Sk Primaryishd FMF Module ™
W0 DENMY H Priroacyfa i FME Maodule
Tax Return P | et AR v
Enquiry Pl | YANJASON Fif|+BH Primary/ /A FMF Module "
Report [ BCES |CHAN STUMING B[~ BH Frirnary/ahd FMP Module r

CAR
Sales & Stock EE;JE: Statt Mapping - Map statf master created in FMP Module to statt master created in Staff Module F Staff Deployment

Daily Coll. Sumr Bote 2 Print Log - & log report showing staff changes in Staff Module £ Staff Deployment Module and corresponding

YT - Pp— synchronization action in FMP Mocule. Skaff Masker Payroll Settirn;||
[ Staff Mapping | Print Log |[ [5J add]|[ <&@ copy o |[ | Delete || [] save | | |
1 [ |




Assessment
Special Assessme
Staff Deployment
Staff
CcDs
HKAT
HKEAR
= FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost

Setup

Tax Return
Encuiny
Report

CAR

Sales & Stock

Daihy Coll. Sumn

Hon-Recurrent {

Copy Staff Payroll Setting

[

= H& | ¥ - °

LA AL e Step 3' SeleCt U (62 be Copied:
Payroll Account Code Setting,

[S-FSCO8.01] FMP > Staff Cost » Staff Master Payroll Amount Setting and/or Cost
Allocation Setting.

| PAE CHUN PUN ( HEEZE)
Copy Staff Setting

v tayToll Account Code Setting (Payroll kem Account Code)
¥ Payroll Amount Setting (Payrall tem Amount)
¥ Payroll Cost Allocation Setting (Programme cost sllocation percentagedCcounting Year| 2ngarz2004 j

opy To
Accounting Year 200372004 j
Staff Type Teaching Staff* j

| r |NCSE |WDD DENIMY |P‘rjm3:r},rfﬁ.1\f.[

n Staff Code - Staff Hame {(Eni) Sch Level/Session ‘

Mote for Staff Type: * - grouping from Staff Module ** - grouping from Staff Deployment ocule
[ Confirm ][ <] Back ]




Copy Staff Payroll Setting ' —
. @ Step 4. If Cost Allocation Setting is

------------------------------------ selected to be copied, select an
Assessment (5. FSCO8.01] FMP > Staff Cost » Staff Master appropriate Accounting Year (top) to
be copied from and the Accounting
PAF COUN DU (BEE Year(bottom) to be copied to.

Special Assessme
Staff Deployment
Staff

CcDs

HKAT v Payroll Account Code Setting (Payroll tem Account Code)
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Assessment
Special Assessme
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HKAT
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= FMP
Common Setup
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Copy Staff Payroll Setting

Jenzafey

Step 5. Select the Staff Type.

[S-FSCO8-01] FMP > Staff Cost » Staff Master All the corresponding staff will be
displayed.

HCal PAE CHUM PUM (s reated in PP module

Copy Staff Setting

v Payroll Account Code Setting (Payroll tem Account Code)
¥ Payroll Amount Setting (Payrall tem Amount)
¥ Payroll Cost Allocation Setting (Programme cost allacation percentage)®CCOUNting Year| 2003r2004 » |
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Copy Staff Payroll Setting ' .
_ L sl Step 6. Select staff to be copied to.

.................................... one or more staff can be selected at
Assessment the same time.

. [S-FSCO8-01] FMP > Staff Cost = Staff Master
Special Assessme

Staff Deployment
Staff
cDS

HKAT v Payroll Account Code Setting (Payroll tem Account Code)
HKEAA ¥ Payroll Amount Setting (Payrall tem Amount)
= FMP ¥ Payroll Cost Allocation Setting (Programme cost allocation percentage)dCCOUNting ‘.‘Earl 200312004 j

Common Setup

Budgeting

TAE CHUN PUN (BEEE Step 7. Click [Confirm] button.
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Copy Staff Payroll Setting

The selected setting(s) will be copied to the selected staff and; the
previous setting(s) of the selected staff will be overwritten.

« |f payroll entry of any one of the staff to be copied to is under
preparation, the system will abort copying setting to all the selected
staff.

e Only payroll items of the current employment can be copied to other
staff.
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