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Capital Asset Register - Maintenance

» Asset Voucher is used for creating new asset voucher and maintaining
existing asset voucher in any one of the opened accounting years in Capital
Asset Module. If users want to register an asset, they should have created a
voucher in CAR module or Bookkeeping module.

 Asset registration is used for recording all the capital asset, non-
consumable and durable goods.

e Write-off Asset function allows authorized user to maintain write-off assets.
User can choose Partial Write-off or Batch Write-off.

» Transfer Asset function allows user to transfer assets either from one
physical location or from one responsible officer (or both) to another. The
system supports the full and partial transfer.

» Refrain from Modification function allows authorized user to input a date to
stop asset movement after an audit checking is completed by EDB. This date
is referred as “Freeze Date”.



2 Ways to prepare asset vouchers:

a) Create in CAR module
- If Bookkeeping module is not used, user should create all asset vouchers
in CAR module.

b) Create in Booking module
- Voucher must be posted and this voucher information will then be
transmitted to CAR module.
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Add Asset Voucher

« [Voucher Date] by default, it is the last day of the [Accounting Year] and
[Accounting Month], l.e. if [Accounting Year] is 2002/2003 and [Accounting Month]
is [02]. [Voucher Date] is automatically displayed as 28/02/2003.

e [Voucher Date] should be later than the [Freeze Date].

» The newly added voucher will be treated as a pending asset voucher under

“Unclassified” voucher.
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(a) Asset Voucher - Create in CAR Module

- Asset voucher created under Capital Asset Register Module contains Accounting
Month, Voucher Type, Voucher No., Voucher Date, Voucher Particulars ,
Quotation/Tender Number and Voucher Amount.

- Voucher created in Capital Asset Register Module cannot be retrieved in
Bookkeeping Module.

- Voucher posting is not required for vouchers generated under CAR module since
no account detail is captured in the voucher.

- Depending on the setup of the selected voucher type, user can either manually
input voucher number or adopt the system auto-generate number.
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_ User: panleung Last Login: 13/03/2003 14:46 Louout | Help | BXREF
(a) Asset Voucher — Create in CAR Module Current School Year: 2002 13 March 2003 15:20

v FMP
Common Setup
Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

[S-FCA03-01] FMP > CAR > Maintenance > Asset Youcher

oz doienzd | Adset Registration Write-Off Asset Transfer Asset Refrain from Modification

Searuvi: rurchase Voucher

Voucher Date (DD/MMAYYYY) To

Voucher No. To

["] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To
Category a11 v
Asset Code All ¥

ER search | [ {7 Add | [ I Reset |

Step 1. Click [CAR] - [Maintenance] from the
left menu

By default, it displays the page of [Asset

Voucher]

Step 2. Click [Add] button




; User: panleung Last Login: 13/03/2003 14:46 Logout | Help | REA
(a) Asset Voucher — Create in CAR Module Current School Year: 2002 13 March 2003 15:20

v FMP
Common Setup
Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

[S-FCA03-03] FMP > CAR > Maintenance > Asset Voucher

Accounting Year and Mont
Voucher Type
Voucher No.

Voucher Particulars
Quotation/Tender Number
Voucher Amount

i55zedui=nas | Asset Registration

Voucher Date (DD/MM/YYYY)

Write-Off Asset Transfer Asset Refrain from Modification

h 2002/2003 v 09 ~

{Ch) Capital asset purchase voucher v

AT By default,

00/ <+ [Voucher Date]
is the last day of
the Accounting

nguplicated in future.

Note 1: Format of auto generated voucher numb c PIETix A - i Sequelce Month
Note 2: Voucher number must be unique throughout the s,stem If auto generated roucher number option has not been selc™

at the same voucher number

Step 3. Fill in the fields
Step 4. Click [Save] button

Notes:
Accounting Year is created from [Common Setup] ->

[Accounting Year Maintenance]
After the opening of the accounting year, all accounting
months are opened for selection.



. ; br Login Time: 17/10/2003 11:01 Logout | Help | S3CREA
(b) Asset VOUCher = Create In BOOkkeeplng MOdUIe urrent School Year: 2002 17 October 2003 12:25

1 Record(s) posted successully.
Pleaze goto FMP = CAR module to proceed CAR voucher.

AL ) L
Voucher No. | ALN To
Voucher Date (DDA ) To
@ Search ] [ ) Reset ]

* FMP
= Common Setup

» Budgeting

= Bookkeeping

After voucher is posted, the
voucher will be transmitted to
CAR Module. User have to enter

asset details in CAR.

Month End
Pre-Year End
Year End

Bank Reconc
Report




AuTHUGnLE
Student Activities
Award & Punishme
Assessment
Special Assessme
Staft Deployment
Staff

CDS

HKAT

HKEAA

v FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

© CAR

Setup

Depreciation

Enquiry
Report
» Sales & Stock
» Daily Coll. Sum
> Non-Recurrent
SPA
Report Manageme
Data Management
Timetabling
Code Management
Security
E-Mail

User: fmpuser Login Time: 17/10/2003 1608 Logout | Help | "P3TREF
Current School Year: 2002

17 October 2003 16:08

Aecetyoucher

Asset Registration Write-Off Asset Transfer Asset Refrain from Modification

Search Purchase Voucher
Voucher Date (DO/MM/AYYYY)  01/10/2002 To 1/04/2003
Voucher No. ] To

[T] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number F ‘ To
Category A1l v
Asset Code All v

@ Searth] @ Reset]

Bottom

Total Entered
Amount
$

Voucher
Voucher Date Restousat

(DD/MM/YYYY) $

Original
Voucher No.

Complete
Status

Voucher No. .«

Voucher Particulars Generated From

icnouus ‘cmom ilmtlal Setup ’ 01/10/2002 ‘ 150,000.00’ 211,000.01{@2
icnonm ’cnoum lFor Office use ‘ 31/03/2003 ‘ 3,000.00’ 211,000.01%‘Bookkeeping .
'caoznu 00002 ’ iInitial Setup | 02/10/2002 ‘ 50,000.00’ 50,0000 ‘CAR
icmz/w-onuos ’cmom * 07200 ’{cnk
CAD2/10-00006 |caoooz 0.00 7 40,000.00 ‘CAR

i .
(CAD2/10-00007 - Both vouchers created in CAR and Eg 0.0 car
- Bookkeeping can be captured. . o.of cir

|
CAU3/DI 00011 l
|
|

CAU3/UI -00003

1,100.00 “CAR

£0,000.00 iBookkeeping

[¢AD3/03-00004 ’ 31/03/2003 ‘ 69,000.50’

TTﬁTEEﬁT_TW

KKO00S - iFor office use ‘ 31/03/2003 ‘ 56,000.00’ 2,000. o {Bookkeeping
KKD3/03-00001 - iFor office use { 31/03/2003 ‘ 123,000.45‘ 0.00 IBookkeeping
~Top
l |Ej Add l * Delete




Update Asset Voucher

- Allows user to amend the Voucher Date, Voucher Particulars and Voucher Amount
of an incomplete unclassified purchase voucher created in CAR Module.

- Update of asset voucher transmitted from Bookkeeping Module is not allowed.
- User can update asset voucher only if the voucher is in “Incomplete” status.

- For vouchers with voucher date earlier than freeze date, the voucher records will
be in display mode. No modification is allowed.
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User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF
Update Asset VOU Cher Current School Year: 2002 17 October 2003 16:08
I

: [S-FCA03-01] FMP > CAR > Maintenance > Asset Voucher

ogneduieapl _ghset Registration  Write-Off Asset

Search Purchase Voucher
Voucher Date (DD/MMAYYYY) | 0171072002

Transfer Asset Refrain from Modification

To 01 /042003
To

Voucher No.

[”] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To
Category a1l v
Asssg ode a1l v

+ FMP 2 Search ) ) add ][-@RJ & ]

Common Setup
Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

Step 1. Click [CAR] = [Maintenance] from the left menu

By default, it displays the page of [Asset Voucher]

Step 2. Enter the search criteria

Step 3. Click [Search] button




User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | 3CREF
Current School Year: 2002 17 October 2003 16:08

Update Asset Voucher

Viaintenance > Asset Voucher

iguefuiieiise | Asset Registration Write-Off Asset Transfer Asset Refrain from Modification

Search Purchase Voucher
Voucher Date (DO/MM/AYYYY)  01/10/2002 To 1/04/2003

Voucher No. I To

[T] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number | To
Category a1l v
Asset Code Al1 v
© FMP (B search | [ Reset |
Common Setup +Bottom
Budgeti
i “19_ Original Voucher Date Ve s Eyien Complete
Bookkeeping Voucher No. - ng Voucher Particulars S Amount Generated From P
e o Voucher No. (DD/MMIYYYY) $ Status

Staff Cost

« CAR ;cmom ilnitial Setup 01/10/2002 ’ 150,000.00’ 211,000.00 mk

Setup FJEUDUI iFor Office use 31/03/2003 ‘ 3,000.00 ’ 211,000.00 | “Bookkeepmg ’
Waint ' ilnitial Setup 02/10/2002 ‘ 50,000.00’ 50,000.00 icmz ’
icnoom ilnitial Setup 31/10/2002 ‘ 3,500.00’ 211,000.00 {cme {
[cibooz JESRRERNTH 31/10/2002 ‘ 0.00 | 40,000.00 icmz ‘
21313123 31/10/2002 ‘ 0.00{ 0.00 *‘CAR ’

|
30!0112003""‘ ‘

itest Tender 1,000.001 0.00 [CAR

|dfsdfsd sdfsd

%For office use

- Step 4. Click [Voucher No.] hyperlink

iFor office use

|
|
k
}
|
3
{
|
I

|For office use
|




User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | o

Update ASSEt VOUCher Current Schoel Year: 2002 17 October 2003 16:08

I
[5-FCAD3-04] FMP > CAR > Maintenance > Asset Voucher

#mgzeduieiinp | Asset Registration  Write-Off Asset  Transfer Asset  Refrain from Modification

Update Purchase Voucher

Accounting Year and Month 01/2003
Voucher Type Capital asset purchase woucher (043
Voucher No. miati0201200000
Voucher Date (DD/MMM YY) 20,01 /2003
Voucher Particulars tezt Tender
QuotationTender Number 200301 -2a7-001
Voucher Amount 3 1000 .00
v FMP

Comaleted

Common Setup —
) SO

Budgeting
Bookkeeping
Staff Cost

+ CAR

Setup

Step 5. Update the fields

Step 6. Click [Save] button




Delete Asset Voucher

- Allows user to delete unclassified purchase vouchers created in Capital Asset
Register Module.

- The selection box in front of the voucher no. will be disabled under the
following conditions and no deletion is allowed:

a. This voucher is created in Bookkeeping Module.

b. The voucher grouping of this voucher is “Original” or “Adjustment”.
c. The voucher date of this voucher is before the freeze date.

d. The voucher is generated from data conversion.
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User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF
Del ete Asset VO uc h er Current School Year: 2002 17 October 2003 16:08
I

[S-FCA03-01] FMP > CAR > Maintenance > Asset Voucher

ﬁsset Youcher .:‘ bset Registration Write-Off Asset Transfer Asset Refrain from Modification

Searv:: : wichase Voucher

Depreciation Step 1. Click [CAR] = [Maintenance] from the left menu

Enquiry

il By default, it displays the page of [Asset Voucher]

» Sales & Stock

Step 2. Enter the search criteria

Step 3. Click [Search] button




User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF

Del ete Asset VO uc h er Current School Year: 2002 17 October 2003 16:08

I
[S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher

iggzmeduisiiss | Asset Registration  Write-Off Asset  Transfer Asset  Refrain from Modification

Search Purchase Voucher
Voucher Date (DO/MMYYYY)  01/10/2002 To 01/04/2002
Voucher No. To

("] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To
Category A1l v
Asset Code All *

@ Search ] [-@ Reset ]

sBottom
Voucher Total Entered
Voucher No. Original Voucher Particulars Voucher Date Amount Amount Generated From Complete| ‘
Voucher No. (DD/MMIYYYY) Status

CAUDUB CAUUDI Imtlal Setup 01/10/2002 150, UUEI UU 211 ,000.00 CAR

5 CAD004 C}".UEIDI

Depreciation Step 4. Check box(es) beside [Voucher No.]

[¢a02/10-00003  [¢A0001

Enquiry » ‘ _
Report CAD2/10-00006  [CADD0Z

1 Step 5. Click [Delete] button

| [ [¢A02/10-00007

fka03/o1-00008 [-

bigsoioooir - Notes:
0 § The Voucher No. cannot be reused.

7:}@0’0@5 = § user can print the list of deleted voucher from the List of
- [Eos ot |- Deleted Vouchers Report (R-FCAO018-E).

)




Asset Registration (Input on Screen)

- The asset registration is used for recording all the capital asset, non-consumable
and durable goods.

- The registration includes 2 parts - basic and detail information. The basic
information includes category code, asset code, analysis code 1, analysis code 2,
registered date, quantity, entered amount, government fund and remarks. The
detail information includes location, responsible officer, quantity, location remarks,
serial no., maintenance renewal date and other remarks/accessories.

- All asset registration is started from a voucher. Therefore, if user want to register
an asset, they should have created a voucher in CAR Module or Bookkeeping
Module. Otherwise, user cannot perform asset registration in the CAR Module.
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User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Asset Registration (Input on Screen) . Current School Year: 2002 13 March 2003 15:28

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

I [S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration

Asset Youche ASE e i s e Yrite-Off Asset Transfer Asset  Refrain from Modification
—

Unclassified Youcher

Youcher
. Youcher Particulars :g][;ll:;ﬁr palE Generated From

CANZ03-01 Radio 28022003 1,000.00 CAR
[ CATESTOOO0001 Test 30042048 500.00 Bookkeeping
[ CATESTOOO1 testFCA 31032018 700.00 Bookkeeping

Original Youcher

Youcher Ho. Youcher Particulars ROLCHER I l;.?rl:gll:str irr]rtlﬁ:ﬁ:: GEIICIte
(DDIMAY) From

[~ | CACARODOOOD1  testUZA-EL-FT-FBKD4-04 = ioonon 000 Pooibeoninn
[ CATESTOO0000Z Test Voucher Groupmg of Asset Voucher

Adjustment Youcher

Three groupings of voucher
Voucher No. [ Orinavoucher voucher 1) Unclassified Voucher
2) Original Voucher
3) Adjustment Voucher

[ cAlMoB CA1010

[ complete ]L@lmpott ]

Testing Adjustme

The vouchers can be generated from either
Bookkeeping Module or CAR Module



Asset Registration - Flow Diagram

The workflow of the Asset Registration is summarized as follows:

Unclassified Voucher Classify as Original or
Adjustment Voucher

Return to Basic Information
Enter Basic Enter Detail Information (Press Add button and then
Information (Press Save button) press Save button)




Asset Reglstratlon (Input on Screen) — User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Un CIaSS|f| ed / Orlg | n al VOU Cher Current School Year: 2002 13 March 2003 15:28

I [S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration

Asset Youche ASE e i s e Yrite-Off Asset Transfer Asset  Refrain from Modification
—

Unclassified Youcher

Youcher
e Voucher Date .
Youcher Ho. Youcher Particulars (DDMMAYYYY) Amgunt Generated From
[~ | CA0203-01 Fadio 281022003 1,000.00 CAR
[ CATESTOOO0001 Test 00452048 a00.00 Bookkeeping
e [ CATESTOOO1 test FCA ez g T00.00 Bookkeeping
Common Setup Original YVoucher
Budgeting
i Youcher Ho Youcher Particulars ROLCHER I l;.?rl:gll:str E.rr]rtlﬁ:ﬁ:: GEIICIte
Bookkeeping . (DDMMYYYT) ; s From
Staff Cost : :
w CAR [T CACAROOOO0O01 test LI2A-EL-FT-FBKO4-04 0092008 1,000.00 0.00 Bookkeeping
Setup [T CATESTOOO0OOZ Test 300452048 16,000.00 000 CAR

Adjustment Youcher
- Step 1. Click [CAR] -> [Maintenance] from
Voucher No. Orlglrlar!l‘;{nllcller Voucher | left menu

[ cAlMoB CA1010

[ complete ]L@lmpott ]

Testing Adjustment

Step 2. Click [Asset Registration] tab

Step 3. Click [Voucher No.] hyperlink




Asset Registration (|nput on Screen) - User: trainer] LastLogin: 01/12/2003 1104 Lodout | Help | $zxfgA
Unclassified / Original Voucher Current School Year: 2002 1 August 2003 11:07 _

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification
Asset Registration

Voucher No. Cﬁli_IEDB-Ol Voucher Date (DO YY) 2R3

Particulars Radic

Voucher Amount Entered Amount Foum

Voucher Grouping I Criginal Voucher vl Original Voucher No. | ZA search
Asset Type [Furchase =]

Basic Information Details

Category Code ALL - Registered Date
* FMP (DDA
» Common Setup LEEE Y Quantity
» Budgeting Asset Code | vI Entered Amount
» Bookkeeping Description Government Fund $| 0
» Staff Cost ) Other Fund F0.00
' CAR Analysis Code 1 [ M- Mot Applicable ]
Analysis Code 2

Setup

- Remarks
Step 4. Select [Voucher Grouping] as Original
B nsa ] (Beeser) Voucher and [Asset Type]
] e o
r— [Voucher Grouping] includes “Original Voucher” or
(Elsave ) (- nelete ) [ <Jack | “Adjustment Voucher”

[Asset Type] includes “Purchase” or “Donation”




Asset Reglstratlon (Input on Screen) - User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd
UnCIaSSified / Ol’iginal VOUCheI‘ Current School Year: 2002 1 August 2003 11:11

I [S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification
Asset Registration

Voucher No. A0 Voucher Date (DOmdby vy 2842003
Particulars Fadio

Voucher Amount 51,0000 Entered Amount $00m
Voucher Grouping Ciriginal Vemcher

Asset Type IF'uru:hase -]

Basic Information

Details

Category Code Registered Date
DoDumAbd ™
= FMP A i ( i :
Description andic Quantity | 2
Common Setup Asset Code | RADID vI Entered Amount $| 0000
Budgeting o ;
Description Eadic Government Fund $| 0,00
Bookkeepi
(eleL izt Tl Other Fund $0.00
Staff Cost Analysis Code 1 [P1 - Primary One =l
= CAR :
Analysis Code 2 |m1u5|c- Music j
Setup Remarks I i‘
Ij Add @ Reset
. . Entered
I Asset Code |Registered Date Asset D-—---* - Category - =
Mo record.

(Clseee ) (inaee) (eit) Step 5. Enter the fields of Basic Information

Step 6. Click [Details] hyperlink




Asset Registration (Input on Screen) —

* FMP
Comimon Setup
Budgeting
Bookkeeping
Staff Cost

+ CAR

Setup

Unclassified / Original Voucher

[S-FCAD4-04] FMP > CAR > Maintenance = Asset Registration

Asset Youcher | siozze forizeczirng . Wreite-OFff Asset  Transfer Asset  Refrain from Modification

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | tharhEa
Current School Year: 2002 13 March 2003 15:39

Basic Information petats

Asset Code RADIC Registered Date (DDA 280202003
Description Fadia

Category Code ALDID

Analysis Code 1 F1 Entered Amount F800.00
Analysis Code 2 MLISIC Government Fund F 600.00
Quantity 2 Other Fund § 20000

Location/R esponsible Offic er/ Serial N o.Maintenanc e Renewal Date/Other Remarks/Accessories

Responsible Officer (Quantity| Location Remarks SerialNo.

| Location

Maintenance
Renewal Date

Other Remarks [
Accessories

][ 101 - Staff Reom | [000L - ¥wan Karina M 2[T Floox | [mwroneE 1237 |[28/0272003

||0ther

Ol ~|[WA - Mot Applicable ~ Il I |[28/02/2003

ml | [Wa - Hot dpplicable v I il |[28/02i2003

al w|[Wa - Bot dpplicable v I il |[28/0z2i2003

all w|[Wa - Mot dpplicable v I il |[28/02/2003
B

—
M ]

Step 7. Enter the fields of Details Information

Step 8. Click [Save] button and return to the
Basic Information screen




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Unclassified / Original Voucher Current School Year: 2002 1 August 2003 11:12_

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification

Asset Registration

Voucher No. CA0E-01 Voucher Date (DO YY Y ) 28003
Particulars Fadic

Voucher Amount 51,0000 Entered Amount F00m0
Voucher Grouping Ciriginal Woncher

Asset Type IF'uru:hase *I

Basic Information Details

Category Code | ALIDIO - I Registered Date
. (Db )

+ FMP Description amdicy Quantity
Common Setup Asset Code RADIO Entered Amount
Budgeting o 3

Description Fadio Government Fund
Bookkeeping Other Fund
S Analysis Code 1 [P1 - Primary One =l
w CAR i
Analysis Code 2 [ MUSIC - Music |

Setup

Remarks I i‘

_1le

Entered
Lme Category Analysis Analysis

Mo record.

LE Save ][ 7 Delete ][ < Back ]

Step 9. Click [Add] button




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Unclassified / Original Voucher Current School Year: 2002 1 August 2003 11:13_

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification

Asset Registration

Voucher No. CA0E-01 Voucher Date (DO YY Y ) 28003
Particulars Fadic

Voucher Amount 51,0000 Entered Amount $B00M0
Voucher Grouping Ciriginal Woncher

Asset Type IF'uru:hase *I

Basic Information Details

Category Code ALL - Registered Date
(DDMRA )
Description Cuantity
Asset Code | vI Entered Amount
Description Government Fund
Other Fund F000
Analysis Code 1 |NIA- Mot Applicable j
Analysis Code 2 |NIA- Mot Applicable j
Remarks I i‘
Ij Add @ Reset
LIHE Registered Category Analysis Analysis By 2z
Asset Code Date Asset Description Code Code 1 Code 2 Amuunt
O 1 RaADID 284003 AN MIUSTZ

1) 7 Delete ][ <]Bac|| ]

Step 10. Click [Save] button




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd
UnCIaSSIfled / Ol’lglnal Voucher Current School Year: 2002 1 August 2003 11:13

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification

Asset Registration

Voucher No. CA0E-01 Voucher Date (DO YY Y ) 28003
Particulars Fadic

Voucher Amount 51,0000 Entered Amount $B00M0
Voucher Grouping Ciriginal Woncher

Asset Type IF'uru:hase *I

Basic Information Details

Category Code ALL - Registered Date
! (DDMRA )
Sl Description Quantity
Common Setup Asset Code | vI Entered Amount
Budgetin
geting Description Government Fund
Bookkeeping Other Fund
Staff Cost Analysis Code 1 [ Mis - rot Applicable

w CAR Analysis Code 2

Setup
. To add another asset in this voucher, click [Add] button

Remarks

| | Line|  psset Code To UDdate, click [ASSet COde] hyperlink, the user can
i change the basic information and the details

To delete, check box(es) beside [Asset Code] and click
[Delete] button

Note: User has to click Save button after finished




Asset Registration (Import by Template)

- This feature only allows import of asset registration details of asset vouchers of
voucher grouping “Unclassified Voucher” or “Original Voucher”.

- Not applicable to import of asset registration details for “Adjustment Voucher”.

- “Unclassified Voucher” will be updated to “Original Voucher” after import of
asset registration details of the asset vouchers.

- The imported file format must conform to the format provided by the system.

- The item details which already exist in the system will be overwritten by the
item details under the same voucher number of a newly imported file.
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. . User: super! Login Time: 09/05/2018 13:40 Logout | Help | B3J
Asset Registration (Import by Template) K7 Ter:spel. Lo I
Current School Year: 2017 9 May 2018 17

N [S-FCA04-01] FMP > CAR > Maintenance > Azzet Registration
nsset Vouche((] /iszatitylvulun . Wite-Off Asset  Transfer Asset  Refrain from Modification
N

Unclassified Voucher

O
IJIEDIJE 0.00|c&R
Original Voucher

- Voucher Date | Voucher Amount | Entered Amount
O N e e

] CA/ 03-00004 For office nse 3L/0342003 69, 000,50 60,000, 00| Bockkeep ing
] CAQ9/09-00001 rtrir 30/00/2009 0.00 0.00)CER
[] |- 0000 For office use

Adjustment Voucher Step 1. Click [CAR] -> [Maintenance] from left menu

Original Voucher
u- Step 2. Click [Asset Registration] tab

CA000
[ |CA0210-00006 CADON2 1L

Step 3. Click [Import] button




Asset Registration (Import by Template)

Unclassified Voucher

] e =
| ] CAN210-00007 21313123 2171042002 0,00 || Car

Original Voucher

n Voucher No. -

CAMS10- 00002 @ Import All Items - Internet Explorer provided by NCS Pte Ltd

Refrain from Modification

Voucher Particulars Voucher Date Unuchers Amount Enleredsﬂmwnt

[S-FCADQ4-05] FMP > CAR > Maintenance > Asszet Registration fa)

50,000, 00fC4R

40,000, 00( Bookk eep Ix

0.00]| AR

the location of file to be upload

KO3/ 02- 00001 File Name and Path(".xls) 0. 00| Bookk eep ix

DIZIIZID‘

* Import File should be aligned with the template format
*Allnﬂlmpcr of item detsils for Unclassified or Original Vouchers cnly

Adjustment Voucher

e = to import item details for Ad ust?%__ﬂ
u![ QBMI: Download Asset Registration Details template > Total Entered .
Voucher No. - Amgunt Generate
[] [|ca000t 108, 000, 00| Backkeeping
gﬁﬂz..f_lmmlﬁ - ~ . . AL D0 ] i
- Step 4. Click [Download Asset Registration Details template] to

ERIE 0 the template.
Setup

Step 5. Click [Browse] button selected file to be imported.

Step 6. Click [Confirm] button. Wait for the system to respond.
| If the import succeeds, import success message will be shown.

| Otherwise, modify the file for import according to the

| error message shown.




Complete an Asset Voucher

- User can complete asset vouchers under the voucher grouping of “Unclassified”,

“Original” and “Adjustment”.

- For Original and Adjustment vouchers, user can complete the voucher after all
the asset registration have been done.

- After completing the voucher, the voucher will no longer be shown in the asset
registration application. Instead, it will be shown in the write-off application and
transfer application.
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User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Complete an Asset Voucher Current School Year: 2002 13 March 2003 15:40

* FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost

+ CAR

Setup

I [S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration
Record updated successfully

Asset Youcher Qiicsi=ie ierimies i ' rite-Off Asset Transfer Asset  Refrain from Modification

N
Unclassified Youcher

Youcher
. Youcher Date
Voucher Ho. Youcher Particulars (DDMMAYYYY) Amgunt Generated From
[ CATESTOOO0001 Test 00452048 a00.00 Bookkeeping
[ CATESTOOO1 test FCA ez g T00.00 Bookkeeping

Original Youcher

Voucher Ho. Voucher Particulars f&:ﬂﬁm 1;.?::535: im%:ﬁ:: GE::IF Dr:?:ed
CADZO03-01 Radio 2800242003 1,000.00 g00.00 CAR
[T CACARDOOOOOY test U2A-EL-FT-FEKD4-04 30/09/2008 1,000.00 0.00 Bookkeeping
[T CATESTOOQOO0Z Test

Adjustment Youcher

Step 1. Click [CAR] -> [Maintenance] from left menu

Original Youcher

Youcher Ho.
Ho.

Step 2. Click [Asset Registration] tab

[ cAlMoB cAIOM0
(Complote) () mport | Step 3. Check box(es) beside [Voucher No.]

Step 4. Click [Complete] button




Complete an Asset Voucher G Current School Year: 2002 13 March 2003 15:40

* FMP
Comimon Setup

Budgeting

Bookkeeping
Staff Cost
+ CAR
Setup

I [S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration

YVoucher(s) completed successfully.

Asset Youcher | fiEsze Morimiesiidun | Weite-OFfF Asset  Transfer Asset  Refrain from Modification

Unclassified Youcher
Youcher
. Youcher Date
Voucher Ho. Youcher Particulars (DDMMAYYYY) Amgunt Generated From
[ CATESTOOO0001 Test 00452048 a00.00 Bookkeeping
[ CATESTOOO1 test FCA ez g T00.00 Bookkeeping

Original Youcher

Youcher Entered
. Youcher Date Generated
Youcher No. Youcher Particulars (DDMMYYYY) nmgunt nmgunt e
[ CACAROOOOOD1 test LI2A-EL-FT-FBKO4-04 0092008 1,000.00 0.00 Bookkeeping
[T CATESTOOO0OOZ Test 30/0452048 16,000.00 000 CAR
Adjustment YVoucher

Total
Original YVoucher e Voucher Date Youcher
No. Youcher Particulars (DDMMYYYY) Amount

%

[ cAl0M0B CA1010 Testing Adjustment 2 3100352003 304,000.00 204,000.00 CAR

Total Entered
Amount Generated From

%

Youcher Ho.

After the process of Complete, the voucher is not
shown on this page




Reverse a Completed Asset Voucher

This function allows user to set a “Completed” voucher to “Incomplete” for
revising the Asset Registration.

- To incomplete a voucher, the voucher must be either
(i) a completed unclassified voucher,

(i1) a completed original voucher without adjustment voucher being attached to
and no asset write off, or

(iii) the last completed adjustment voucher of an original voucher must satisfy the
following condition:

a) The asset registered under the voucher has not been written off yet, and
b) The voucher date of this voucher is before the freeze date.
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: User: panleung Last Login: 13/03/2003 14:46 Louout | Help | BXREF
Reverse Completed Asset Voucher CilrrentSchool Year 2002 13 March 2003 15:20

[S-FCA03-01] FMP > CAR > Maintenance > Asset Youcher

v FMP
Common Setup
Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

FAEEEEVOUEHERS ght Registration Write-Off Asset Transfer Asset Refrain from Modification

Searcn r urcnase Voucher

oucher Date (DD/MM/YYYY)

oucher No.

To

To

Step 1. Click [CAR] -> [Maintenance] from left menu

By default, it displays the page of Asset Voucher

Step 2. Enter the search criteria




User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF

Reverse CO m p I eted Asset VO uc h er | Current School Year: 2002 17 October 2003 16:08

[S-FCA03-01] FMP > CAR > Maintenance > Asset Voucher

sggzefoisnzs | Asset Registration Write-Off Asset Transfer Asset Refrain from Modification

Search Purchase Voucher
Voucher Date (DD/MMAYYYY)  01/10/2002 To 5170472002

Voucher No. To

[] search Voucher(s) with Quotation/Tender Number Only
Quotation/Tender Number To

A1l v
A11 v

v FMP : & [ Reset

Common Setup

Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

Step 3. Click [Search] button




User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | 3CREF

Reverse Completed Asset Voucher | Current School Year: 2002 17 October 2003 16:08

" [S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher
sigg=edulieiise | Asset Registration

Search Purchase Voucher
Voucher Date (COMMYYYY)  01/10/2002

Write-Off Asset Transfer Asset Refrain from Modification

To p1/0a/2003
Voucher No. To

[] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To
Category A1l
Asset Code All
+ FMP @ Search ] @ Reset ]
Common Setup +Bottom
Budgeti
A '"9_ Original Voucher Date Vs el O ER b Complete
Bookkeeping [l | Voucher No.. VOurc'ger No Voucher Particulars (DDIMMIYYYY) Amount Amount Generated From Stait)us
e 5 ( IYYYY)
Staff Cost [ | $ $ |
. CAR |CA0003 I ’cmnm Initial Setup ’ 01/10/2002 ’ 150,000.00’ 211,000.00 }cmz ’
| |
Setup @0001 For Office use ‘ 31/03/2003 ‘ 3,000.00’ 211,000.00 Y‘rBookkeeping ‘
| |cao2/10-00002 l Initial Setup | 02/10/2002 ‘ 50,000.00‘ 50,000.00 |CAR ‘
| | | |
;cmzno-oooos "cnoom ilnitial Setup ’ 31/10/2002 ‘ 8,500.00‘ 211,000.00%0% ‘
CAD2/10-00006 (c’h’oooz JESRRERNTH "71)*10!2002 ‘ 0.00 | 40,000.00 icnk ‘
|7 |cAD2/10-00007 | 31/10/2002 0.00 0.00 |CAR

21313123
|

[
a=cms/01 -00009

itest Tender

(CAD3/01-00011
|

\dfsdfsd sdfsd

[ E’caosm-ooom

|For office use
|

|
} ;CAUUM

|For office use

Bookkeeping

Step 4. Click [Voucher No.] hyperlink

|
|
|
|
|
|
|
|
|

§m3m3-00001

|For office use
|

31/03/2003 ‘ 122,000.45

0.00 “Bookkeeping

~Top



Reverse Completed Asset Voucher

User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF
Current School Year: 2002 17 October 2003 16:08

[S-FCA03-04] FMP > CAR > Maintenance > Asset Voucher

sogzefuienss | Asset Registration  Write-Off Asset Transfer Asset Refrain from Modification

Update Purchase Voucher

Accounting Year and Month 10/2002

Voucher Type Capital asset purchase voucher (CA)
Voucher No. CADDD3

Voucher Date (DD/MM/YY YY) 30/09/2002

Voucher Particulars Initial Setup

Quotation/Tender Number

Voucher Amount 00.00
Completed @]

v FMP .

[E Save ] [ <JBack ]

Common Setup
Budgeting
Bookkeeping
Staff Cost

w CAR

Setup

Step 5. Uncheck the box of [Complete] button




Reverse Completed Asset Voucher |

User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF

Current School Year: 2002 17 October 2003 16:08

[S-FCA03-04] FMP > CAR > Maintenance > Asset Voucher

Fgzzefoisn=d | Asset Registration Write-Off Asset Transfer Asset Refrain from Modification

Update Purchase Voucher

Accounting Year and Month 10/2002

Voucher Type Capital asset purchase voucher (CA)
Voucher No. CADDD3

Voucher Date (DD/MM/YY YY) 30/09/2002

Voucher Particulars Initial Setup

Quotation/Tender Number

Voucher Amount $ 150,000.00
Camalote F

v FMP

Common Setup

Budgeting
Bookkeeping
Staff Cost

w CAR

Setup

Step 6. Click [Save] button




Reverse Completed Asset Voucher

User: fmpuser Login Time: 17/10/2003 16:08 Logout | Help | P3CREF
Current School Year: 2002 17 October 2003 16:08

v FMP
Common Setup
Budgeting
Bookkeeping

Staff Cost

e ch CADDDL [Tnitial Setup 01/10/2002 150,000.00 211,000.00 [CAR
/ caR | [caoos | | | | | A \
Setu [cADOD4 ¢ADOO1 [For Office use 31/03/2003 3,000.00 211,000.00 [Bookkeeping
P —— | |
Vainte fi ¢402/10-00002 ' ilnitial Setup ’ 02/10/2002 ‘ 50,000.00] so,oon.uoicnk y
i |CAD2/10-00003 ;cnoom ilnitial Setup ‘ 31/10/2002 ‘ 8,500.00{ 211,000.00}03]& ‘
l
[ CAUZHD 00006 |cnoooz 11111 ‘ 31/10/2002 ‘ 0.00" 40,000.00 icmz ‘
; (402/10-00007 , 21313123 ‘ 31/10/2002 0.00 0.00 |CAR
|
{CAU3/UI-DUUOQ 2 itest Tender { 5

[S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher

Aooet '{_qucher_

Asset Registration Write-Off Asset Transfer Asset

Search Purchase Voucher

Voucher Date (DO/MMAYYYY)  01710/2002 To q1/04/2003

Voucher No. | To

[T] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To
Category a1l v
Asset Code Al -

Refrain from Modification

@ Search ] [_@ Reset ]

u Voucher No. .

Original

Voucher No.

Voucher Particulars

Bottom

Total Entered

Amount Generated From Complete
$ Status

Voucher
Voucher Date et

(DD/MNM/YYYY) $

CAU3!’01 00011

{dfsdfsd sdfsd

ICA03IU3 00004

|For office use

'KKUDU5

iFor office use

,000.00 {Bookkeeping

lKKUBfOZ? 00001

Wﬂﬁjﬁﬁ*

iFor office use

0.00 iBookkeeping ‘

~Top



Asset Registration (Input on Screen) - Adjustment Voucher

- Adjustment voucher is a voucher which is attached to a completed original
voucher. If Direct updating of a completed original voucher is not allowed, this can
be made through an adjustment voucher.

- Adjustment voucher is created when the voucher amount in the Original voucher
is not enough for the asset registration.

- Multiple adjustment vouchers can be attached to an original voucher. However,
the adjustment voucher date should be later than the original voucher.
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Asset Registration (Input on Screen) — . User: Fanny] LastLogin: Mil Loout | Help | PR

Adjustment Voucher

Current School Year: 2002 28 March 2003 13:27

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
= CAR
Setup

[S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration

Asset Youcher Wiissizie iorimiesiinr ’ rite-Off Asset Transfer Asset  Refrain from Modification

UInclassified Voucher
Voucher
Voucher Particulars Lo L Amoumnt Generated From
(DDMMAYYY) $

Computers 01032003 5,000.00 CAR

Voucher No. -

CA010303
[ CATESTOO0001 Test 0042048 500.00 Bookkeeping

[T CATESTOO01 testFCA Jtingrzone 700.00 Bookkeeping

Criginal Voucher

Voucher Entered
Youcher Date Generated
I M Voucher Particulars (DDMMAYYYY) nrnuunt nmuunt i

[T CACAROOOOO01 test L2A-EL-FT-FBKD4-04 30mer2008 1,000.00 0.00 Bookkeeping
[T CATESTOOOOO0Z Test 3nim4rz204a 16,000.00 0.00 CAR
Adjustment Voucher

Voo vauch Step 1. Click [CAR] -> [Maintenance] from
left menu

[T CA1D10B CATO010 Testing Adjustment
(Compiete | [ tmport] Step 2. Click [Asset Registration] tab

Step 3. Click the hyperlink of [Voucher No.]



Asset Registration (Input on Screen) —
Adjustment Voucher

User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Current School Year: 2002 1 August 2003 11:16

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | figs=ieMorimiecidun | Wete-Off Asset  Transfer Asset
Asset Registration

Refrain from Modification

Voucher No. CADIOE03
Particulars oo

Voucher Amount
IAdjustment Waucher "l

Voucher Grouping

Asset Type |Purchase [}

Basic Information Details

Category Code ALL -
* FMP

Description

Common Setup

Budgeting Asset Code I—;[

Voucher Date (Do) 0152003

Entered Amount F0.00

Original Voucher No. | % Search
Registered Date O AE003
(DR )
Quantity | 0

Entered Amount $| 0,00
Government Fund $| 0.0

Other Fund Fou

Bookkeeping Description
Staff Cost )
' CAR Analysis Code 1 [ M- Mot Applicable ]
Setup LA I [Mis- Mot Applicakle =
Remarks I
Ij Add @ Reset
Line . o
No. Asset Code |Registered Date Asset Description
Mo recard.

LE Save ][ /7 Delete ][ <] Back ]

Category
Code Amount

2

Entered

it

Step 4. Select [Voucher Grouping] as “Adjustment
Voucher”

Notes: [Asset Type] cannot be selected




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd
Adjustment Voucher Current School Year: 2002 1 August 2003 11:28

+ FMP
Common Setup
Budgeting

Bookkeeping
Staff Cost
w CAR
Setup

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification
Asset Registration

Voucher No. CANT0303 Voucher Date (Do) 0152003

Particulars Corpuies

Voucher Amount F 500000 Entered Amount e

Voucher Grouping IAdeStment voucher j Original Voucher No. [Cazscas ZA search
Asset Type [Furchase 7]

Basic Information Details

Category Code AL - Registered Date 0132005
(DDA )
Description Quantity | 0

Asset Code I vI Entered Amount $| 000
Description Government Fund $| 0

Other Fund Fou
Analysis Code 1 |NIA- Mot Applicable j
Analysis Code 2 |NIA- Mot Applicable j
Remarks I i‘
Ij Add @ Reset
_ . . Entered
Line . . o Category Analysis Analysis o
Mo recard.

LE Save ][ /7 Delete ][ <] Back ]

Step 5. Click [Search] button to select [Original
Voucher no.] or enter the [Original
Voucher no.]



Asset Registration (Input on Screen) —

User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Current School Year: 2002 17 Octobher 2003 16:33 |

Adjustment Voucher

Stait
CDS
HHKAT
HHKEAA

* FMP

= Common Setup

» Budgeting

» Bookkeeping

[S-FCAD04-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesiidun | Weite-OFfF Asset  Transfer Asset  Refrain from Modification

set Registration

Voucher No. CANZO06E Voucher Date (DDMbircyyy 18025334
Particulars Wenrher Part - CADS2-0063
Voucher Amount FeEnnm Entered Amount nway

Voucher Grouping Criginal Voucher No.

| adiustrment Youcher = |

L

Asset Type +Z} Retrieve Youcher - Microsoft Internet Explorer
it | [S-FCA04-02] FMP > CAR > Maintenance > Asset Registration e
Category Code SPEEE]
Description Search Voucher Ho. 0
Voucher Date |
Asset Code 00
Voucher No. Range |a
Description A —— 0
oucher No. CADODT A
F0.00
Analysis Code 1 CAOOOTA =
Analysis Code z| [ 5etect | ([BR search | [BIWERES0ZT0Y
R K CAD303-2
emarks CANTOSA
_ CAD09-00001
(0 ad ) ([ r CAID

CAFLURM
e et
o record. =2l Step 6. Enter the search criteria.
[ [ save |[ /% Delete | [ <]Back |

Step 7. Select the Original Voucher No. from the
selection box.

Step 8. Click [Select] button



Asset Registration (Input on Screen) —

User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Current School Year: 2002 1 August 2003 11:27

Adjustment Voucher

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | HisgzEforisrezi]

Write-Off Asset Transfer Asset Refrain from Modification

Asset Registration

Voucher No. CADLOE03 Voucher Date (DDMMS YY) OLAGA00
Particulars Comnputers Total Voucher Amount FE000.m
This Voucher Amount F 500000 Total Entered Amount 51,000,000
» FMP Voucher Grouping Adpustment Voncher Original Voucher CAZBR03
\ G St Purchaze
common sctu [ A
Budgeting Basic Informatior Details
. cateny ie ALL - Registered Date 011 40352003
Bookkeeping (DDA )
Staff Cost Description Quantity | 0
w CAR Asset Code I vI Entered Amount $| 000
Setup Description Government Fund $| 000

Analysis Code 1
Analysis Code 2

Remarks

Date

1 LE20CZRI 2RL003

-

Registered

Other Fund

[MiA - Mot Applicable ]
| MiA - Mot Applicable x|

| 2

Entered

Category
Code

[TOoo0]

Asset Description Amournt

[BM Compuier M/ N/A

LE Save ][ 7 Delete ][ < Back ]

The data from original voucher is retrieved




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Ad] UStm ent VOU Chel’ Current School Year: 2002 1 August 2003 11:29

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification
Asset Registration

Voucher No. A0 0E03 Voucher Date (DDA YY) ENELNE]

Particulars Computess Total Voucher Amount 0.0

This Voucher Amount 5500000 Total Entered Amount 5 1,000,00
= FMP Voucher Grouping Adstroent Vourher Original Voucher CA280203

Asset Type Purchaze

S llulLE ) e

Budgeting Basic Information Netails
HOORREE e Category Code [Tooan - ﬁﬁtﬁﬁ E;lte 2R3
Staff Cost Description IT Equipment Quantity [ 3
W CAR Asset Code IW Entered Amount s 10000
Setup Description [EM Compmter Government Fund $|w
. Other Fund 000
Analysis Code 1 |NIA- Mot Applicable j
Analysis Code 2 |NIA- Mot Applicable j
Remarks I i‘
-
Date Code Code 1 Code 2
1 LE2002R0] 22003 B Cormpuier 1 L0000

LE Save ][ 7 Delete ][ < Back ]

Step 6. Fill in the basic information

Step 7. Click [Details] hyperlink




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Ad] UStm ent VOU Chel’ Current School Year: 2002 1 August 2003 11:30

[S-FCAD4-04] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | siosze f=rimeczirung . Wreite-Off Asset  Transfer Asset  Refrain from Modification
Basic Information petaits |

Asset Code LE200ZR00L Registered Date (DD vy 28020003
Description [BM Computer
* FMP Category Code [T
Common Setup Analysis Code 1 MN/A Entered Amount F1000.00
Budgeting Analysis Code2 N/ Government Fund $ 1000.00
Bookkeeping Quantity 3 Other Fund $0.00

Loc ation/R esponsible Offic er' Serial N o.Maintenanc e Renewal Date/Other Remarks/Acce ssories

Staff Cost

Maintenance
o e — e i | e

f CAR []([FM 101 - #taff Room w0001 - Fwan ¥arina 2|[1 Floor | [mwroIcE 1237 |[28/02/2003  |[othex
Setup ]| | [WA - Fet gplimatle ~| I Il | iz ||
- ] | [Wa - Hot dpplicable v I Il ||_.402e’2m3 Il
Ol | [Wia - Mot dpplicable | I Il |[za/0zizo0s ||
Ol we| [ - Mot dpplicable v I Il |[zai0zizons ||

(2 0eteQ[ L save | [gllBack |

Step 8. Enter the fields

Step 9. Click [Save] button




Asset Registration (Input on Screen) —

User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEd

Current School Year: 2002 1 August 2003 11:31

Adjustment Voucher

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | figs=ieMorimiecidun | Wete-Off Asset  Transfer Asset
Asset Registration

Refrain from Modification

Voucher No. CAQLOE03 Voucher Date (DO YYY ) 014052003
Particulars Comnpters Total Voucher Amount 0.0
This Voucher Amount 5500000 Total Entered Amount 5 1,000,00
» FMP Voucher Grouping Adpustment Voncher Original Voucher CAZBR03

Asset Type Purchaze

Common Setup

Budgeting Basic Information Details

BaRE Category Code | Toooot v I ﬁ%ﬁﬂﬁﬂ Ejﬂte 010342003

Staff Cost Description IT Equiproent Quantity | 3

= CAR Asset Code I Lk2002R001 vI Entered Amount $|
Setup Description [BM Compter Government Fund $|

. Other Fund $ CI.DCI
Analysis Code 1 |NIA- Mot Applicable j
Analysis Code 2 |NIA- Mot Applicable j
Remarks I i‘
(B reset |

. Entered
1 LE2002R001 28020003 IBM Comopater 1 00
LE Save ][ 7 Delete ][ < Back ]
Step 10. Click [Add] button




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEds

Ad] UStm ent VOU Cher Current School Year: 2002 1 August 2003 11:31

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification

Asset Registration

Voucher No. CADLOE03 Voucher Date (DDMM5 Yy QLA
Particulars Cornputers Total Voucher Amount 0.0
This Voucher Amount 5500000 Total Entered Amount F 200000
» FMP Voucher Grouping Adpustment Voncher Original Voucher CAZBR03
Asset Type Purchaze
Common Setup
Budgeting Basic Information Details
. Category Code AL - Registered Date 01032003
Bookkeeping (DDA )
Staff Cost Description Quantity | 0
w CAR Asset Code I vI Entered Amount $| 000
Setup Description Government Fund $| 000
. Other Fund F0.00
Analysis Code 1 |NIA- Mot Applicable j
Analysis Code 2 |NIA- Mot Applicakle j
Remarks I i‘
Ij Add @ Reset
LIHE Asset Code DA Asset Description Ly Ul LD Quantity iﬁi::::
Date P Code Code 1 Code 2
r 1 LE2002R00L 2822003 IBM Compuier 1 S0

o023 IBM Computer ITO0001 M M/A 3 000,00

Step 11. Click [Save] button




Asset Reglstratlon (Input on Screen) — User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | ParfEds
Adjustment Voucher Current School Year: 2002 1 August 2003 11:31

[S-FCAD4-03] FMP > CAR > Maintenance > Asset Registration

Asset Youcher | fiEsze Morimiesidun | Weite-OFf Asset  Transfer Asset  Refrain from Modification
Asset Registration

Voucher No. CADLOE03 Voucher Date (DDMM5 Yy QLA
Particulars Cornputers Total Voucher Amount 0.0
This Voucher Amount 5500000 Total Entered Amount F 200000
< EMP Voucher Grouping Adfustroent Voucher Original Voucher CA2801203
Asset Type Purchaze
Common Setup
Budgeting Basic Information Details
. Category Code AL - Registered Date 01032003
Bookkeeping (DDA )
Staff Cost Description Quantity | 0
w CAR Asset Code I vI Entered Amount $| 000
Setup Description Government Fund $| 000
. Other Fund F0.00
Analysis Code 1 [MiA - Mot Applicable ]
Analysis Code 2 | Pl - b
Remarks

M To add another asset in this voucher, click [Add] button

No. To update, click [Asset Code] hyperlink, the user can

1 LE200ZRODI sl change the basic information and the details

M 2 LEZQGZRO0 0103003 B
To delete, check box(es) beside [Asset Code] and click

[Delete] button

Note: User has to click Save button after finished




: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhia

Update Original Voucher / Adjustment Voucher

I [S-FCAD4-01] FMP > CAR > Maintenance > Asset Registration

Record updated successfully

Current School Year: 2002 13 March 2003 15:40

Asset Youcher | fiEsze Morimiesiidun | Weite-OFfF Asset  Transfer Asset  Refrain from Modification

Unclassified Youcher

Youcher
. Youcher Date
Voucher Ho. Youcher Particulars (DDMMAYYYY) Amgunt Generated From
[ CATESTOOO0001 Test 00452048 a00.00 Bookkeeping
[ CATESTOOO1 test FCA ez g T00.00 Bookkeeping

* FMP

Common Setup

Original Youcher

Youcher Entered

Budgeting Voucher Ho. Voucher Particulars f&;‘ﬂﬁm Amount Amount GE::IF Dr:?:ed
Bookkeeping S $ §
Staff Cost M | cA0203-01 Radio 2800242003 1,000.00 g00.00 CAR
' CAR [T CACARDOOOOOY test U2A-EL-FT-FEKD4-04 30/09/2008 1,000.00 0.00 Bookkeeping
. Setup [T CATESTOOQOO0Z Test 300472043 16,000.00 000 CAR
Adjustment Youcher

Total
Original Youcher s Youcher Date Youcher
No. Voucher Particulars (DDMMAYYY) Amount

%

Total Entered

Youcher Ho.

[ jcAlmoB

[ Complete ][_ﬁlmpott ]

Amount Generated From

%

CA1010 Testing Adj

Click [Voucher No.] hyperlink, the data entry is
similar to the process of register an Asset

Voucher




Write-off Asset

e Allows authorized user to maintain write-off assets. User can choose Partial
Write-off or Batch Write-off.

« User should write-off the asset if the asset is broken, loss or no longer
functioning.

e Only completed voucher will be appeared in write-off function.

 For partial write-off, the write-off quantity should not be greater than the on-

hand quantity.

e For both batch and partial write-off, the write-off date must be later than the

Freeze Date.
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User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Write-off Asset Current School Year: 2002 13 March 2003 15:40

* FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
= CAR

Setup

I [S-FCADG-01] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher Asset Registratio ‘ WateclhiAsset. ’ ransfer Asset  Refrain from Modification
Registered Date; DDty vy G| Tq |

[ALL =
[ALL =l

Category
Asset Code
Resnonsible Officer

Location

Step 1. Click [CAR] -> [Maintenance] from left menu

Step 2. Click [Write-Off Asset] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




Write-off Asset

User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok
Current School Year: 2002 17 October 2003 16:36

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

I [S-FCAD06-02] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher Asset Registration | Wriis-UFF A552k | Transfer Asset  Refrain from Modification

Registered Date DOmbrm ™y |

Category

Asset Code
Analysis Code 1
Analysis Code 2
Location

Responsible Officer

Te |
|IT- Infarmation Technalogy
[ALL =l
[ALL =
[ALL =l
[ALL =l
[ALL =l

@ Search ] [_@ Reset ]

Analysis Analysis

Registered

I

317N | TR0 | CAN03-2

Step 5. Click [Asset Code] hyperlink




User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Current School Year: 2002 17 Octoher 2003 16:37 |

Write-off Asset - Partial
|

* FMP

T
[S-FCA06-03] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher Asset Registration | Winiis-CfF fggsc | Transfer Asset

Refrain from Modification

Asset Code COME
Description Cornpter
Category Code IT

Asset Type Purchaze

Criginal Guantity 3
Write-off Quantity 2
On Hand Guanitity 1

Location

Common Setup

Registered Date 2R3
(DDA 55 )

Voucher No. CANIN3-2

Bnalysis Code 1 A - Mot Applicable
Bnalysis Code 2 MiA - Mot Applicakle
Original Entered Amount 5500000
Wirite-off Amount $3.33333
On Hand Amount 3 1LEE6E7

Responsible Officer

 owmy
ongnar | Wite-or | onana |

Budgeting

Bookkeeping
Staff Cost

|LY01 - STAFF LYO01 | 1 | 1 | 0
|r:ml - STAFF OME | 1 | 1 | 0

* CAR

Setup

Mote 2 Partial werite-off - pleaze click the hyperlink for that particular location.
[ Batch Write-off | [ <JBack |

|PUNI - STAFF PUN1 |

Step 1.

1| 0| 1

Mote 1: Batch write-off - pleaze select the checkbox of that particular location and click the Batch Wiite-Off button.

Click [Location] hyperlink




Write-off Asset - Partial

User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Current School Year: 2002

17 Octoher 2003 16:39 |

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

I [S-FCAD6-05] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher Asset Registration | Wriis-UFF A552k | Transfer Asset  Refrain from Modification

Asset Code

Description
Category

Asset Type
Location

Criginal Cuantity
On Hand Quantity
Whrite-off Chuantity

COMF

Cornpmter

IT

Purchase

EM105 - Roomn 105

Registered Date
[DDMAR ™)

Voucher No.

Analysis Code 1
Analysis Code 2
Responsible Officer
Criginal Entered Amount
On Hand Amount
Write-off Amount

Write-off Reason

ZROB005

CAQE03-2
M/ - Mot Applicable
M4 - Mot Applicable
LY01 - STAFF LY01
B 1,66667
b leees?
F0.00

Step 2. Fill in the fields

Step 3. Click [Save] button




Write-off Asset

- Batch

[S-FCAD06-03] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher

Asset Registration

W etec b Aecet

Asset Code

Descripticn
Category Code
Asset Type
Original Guantity
Wirite-off Guantity
On Hand Quantity

Transfer Asset

Refrain from Modification

Current School Year: 2002

User: Fannyl LastLogin: Nil Logout | Help | B3R

28 March 2003 13:01

COME

Computer

IT

Purchase
3
0
3

Feqgistered Date
(ORI YY)
Voucher No.
Analysis Code 1
Analysis Code 2

Crriginal Entered Amount

Write-off Amount
O Hand Amount

21032002

CAQZ03-2
ML - Mot Applicable
ML - Mot Applicable
$ 5,000.00
$0.00
$ 5,000.00

Respnnslhle Original Write-off On Hand

||
I~ EmM105 Roorm 105 Lv01 STAFF
LYO1
¥ EM304 Foom 309 (end) 0001 STAFF 1 1] 1
0o
* FMB O BEOOM105 sda PUM1 STAFF 1 1] 1
Common Setup PUN1

Budgeting

Mate 1: Batch write-off - pleaze select the checkbox of that particular location and click the Batch Write-Off button.
- Partial w - pleaze click the hyperlink for that paricular location.

Batch Write-off ) [ <Back |

Bookkeeping
Staff Cost (
* CAR

Setup

Step 1. Check box(es) beside [Location]

Step 2. Click [Batch Write-off] button




User: Fannyl LastLogin: Nil Logout | Help | B3R

Write-off Asset - Batch Current School Year: 2002 28 March 2003 13:01

[S-FCAD6-06] FMP > CAR > Maintenance = Write-off Asset

Asset Youcher Asset Registration | Wriis-UFF A55ok | Transfer Asset  Refrain from Modification

Asset Code COME Registered Date ATNEE002
CODUM Y )
Description Coanputer Voucher No. CANZ03-2
Category Code IT Analysis Code 1 NVA - Mot Applicable
Asset Type Prrchase Analysis Code 2 NVA - Mot Applicable
Original Guantity 2 Original Entered Amount b 333333
On Hand Quantity 2 On Hand Amount § 333333
Wiite-off Quantity 0 Wiite-off Amount $0.00

Wirite-off Date(DDMMm )
Write-off Reason

|28."EI3.EEIEIE

IBmkﬂn

=

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
* CAR
Setup

Step 3. Fill in the fields

Step 4. Click [Save] button




User: Fannyl LastLogin: Nil Logout | Help | B3R

Write-off Asset - Batch Current School Year: 2002 28 March 2003 13:01

[S-FCAD06-03] FMP > CAR > Maintenance = Write-off Asset

Record saved successiully.

Asset Youcher Asset Registration | Wriis-UFF A55ok | Transfer Asset  Refrain from Modification

Asset Code COME Registered Date ATN3E002
(DDA YY)
Description Computer Youcher No. CAO303-2
Category Code IT Analysis Code 1 Ni4 - Not Applicable
Asset Type Panrchiase Analysis Code 2 NYA - Mot Applicable
ariginal Guantity 3 Original Entered Amount $ 5,000.00
Wirite-off Quantity 2 Write-off Amount § 333333
On Hand Quantity 1 On Hand Amount ¥ 1,666 67
. Responsible Original On Hand
[ Location Officer Quantity Quantity
] Em105 Room 105 Y01 MA LE 1 1 0
I YUN
r REMa049 Roor 309 fena) 0001 STAFF 1 1 I}
+ FMP | 0001
Common Setup O EOOmM105 sdg PUMNT PAK 1 0 1
_ CHUM PLIM
Budgeting AME
Bookkeeping Mote 1: Batch write-off - please select the checkbox of that particular location and click the Batch Wite-Off button.
Staft Cost Mote 20 Partial write-off - please click the hyperlink for that particular locstion.

. CAR [ Batch Write-off | [ <JBack |

Setup

On hand quantity is zero




Transfer Asset

» Allows user to transfer assets either from one physical location or from one
responsible officer (or both) to another.

 User can transfer asset to more than one location or responsible officer by
entering more than one transfer details entries.

e Only completed voucher will be appeared in transfer function.

» Transfer date must be on or after registered date.

» For partial transfer, user can enter Transfer Quantity less than the On Hand

Quantity. The remaining assets will be kept at their original location.

Slide 60



User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Transfer Asset Current School Year: 2002 13 March 2003 15:47

I [S-FCADT-0M1] FMP > CAR > Maintenance = Transfer Asset
‘ drEnsierAccet

# To
ALIDIO - Audio Equiprment |

ALL =]

ALL j Location ALL j

Asset Youcher Asset Registration Write-Off Asse frain from Modification

Registered DateDOmbdr ™™y

Category
Asset Code
ponsible Officer

* FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
= CAR

Step 1. Click [CAR] -> [Maintenance] from left
- menu

Setup

Step 2. Click [Transfer Asset] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Transfer Asset Current School Year: 2002 17 October 2003 16:42

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

I [S-FCAOT-02] FMP > CAR > Maintenance = Transfer Asset

Asset Youcher Asset Registration  Write-OFf Asset | Jranzize fssze | Refrain from Modification

Registered Date(DDMMNVYY” Ta |

Category |IT- Information Technology |
Asset Code |ALL j

Analysis Code 1 | ALL j

Analysis Code 2 |ALL j

Location |ALL j

Responsible Officer | ALL j

@ Search ] [_@ Reset ]

Asset Description Eaé:d: ﬁ':% ﬁﬂ:? Date
ooy B

Asset A i A is Registered
Code - Lode £ T,
|Q1ME | Computer MiA A | 2TOBO003 | CAOH03-2

Step 5. Click [Asset Code] hyperlink




Transfer Asset

User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Current School Year: 2002 17 Octobher 2003 16:43 |

* FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost

= CAR

Setup

I [S-FCAOT-03] FMP > CAR > Maintenance > Transfer Asset

Asset Youcher Asset Registration  Write-OFf Asset | Jranzize fssze | Refrain from Modification

Asset Code COMF Registered Date 2TN3A003
[(RIRX LT ERd '

Description Comnputer Voucher No. CANO3-2

Category Code IT

Analysis Code 1 A - Mot Applicable

Analysis Code 2 M - Mot Applicakle

Asset Type Purchase

On Hand Quanitity 2

On Hand

|RM105 - Room 105 L0l - STAFF LY01
[ROOMI0S - sdg |PUNL - STAFF PUN1 |

1 Lmk

Step 6. Click [Transfer Details] hyperlink




User: finpuser Login Time: 17/10/2003 16:08 Logout | Help | ok

Transfer Asset Current School Year: 2002 17 October 2003 16:44

I
I [S-FCAOT-04] FMP > CAR > Maintenance = Transfer Asset

Asset Youcher Asset Registration  Write-OFf Asset | Jranzize fssze | Refrain from Modification

Asset Code COMP Registered Date 22032003
[(RIRX LT ERd '
Description Comnputer Voucher No. CANO3-2
Category Code IT
Analysis Code 1 Mis
Analysis Code 2 M
Asset Type Purchase
Location EM105 - Boom 105 Responsible Officer L¥01 - STAFF LYO1
On Hand Guanitity 1

* FMP

Common Setup

ransfer Details

Budgeting

Date of Transfer Tran:fer
(DDMMYYYY) Target Location Target Responsible Officer .

Bookkeeping PUNL1 - STAFF PUN1

Staff Cost
w CAR

Setup

Step 7. Fill in the fields

Step 8. Click [Save] button




Refrain from Modification

» Allows authorized user to input a date to stop asset movement after an audit
checking is completed by EDB. This date is referred as freeze date in this module.

» Create voucher, asset registration, reverse status of a completed voucher, asset
transfer and asset write off records on or before the entered freeze date are not
allowed

« Users are not allowed to Save the Freeze Date if there is incomplete voucher on
or before the entered freeze date.

e The freeze date must be after the Last Freeze Date and on or before today’s
date, therefore, future date is not allowed to set as freeze date.
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Refrain from Modification

* FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
= CAR
Setup

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Current School Year: 2002 13 March 2003 15:48

I [S-FCADE-01] FMP > CAR > Maintenance > Refrain from Modification

Asset Youcher Asset Registration  Write-Off Asset  Transfer Asse® | D=iesiln frn elo Tz,
—————————

Last Freeze Date
Remarks

Last input Date
Last input By

Freeze Date
(on or before today I DO ™)
Remarks

110272003
Testing
2022003
denmpwan

E

Mote: Az=zet records and write-off records with dates on or before the freeze date cannot be modified or deleted.

Step 1. Click [CAR] -> [Maintenance] from left
menu

Step 2. Click [Refrain from Modification] tab




User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Refrain from Modification Current School Year: 2002 13 March 2003 15:49

I [S-FCADE-01] FMP > CAR > Maintenance > Refrain from Modification

Asset Youcher Asset Regisbration  Write-Off Asset  Transfer Asset | Difesiln frn eloliilesiiey,

Last Freeze Date 110272003
Remarks Testing
Last input Date 2150212003
Last input By denmpwan
sl Lals |22/02/2003

(on or before today I DO ™)
Remarks

* FMP

Mitse records and write-off records w e modified or deleted.
Common Setup [l save >
Budgeting

Bookkeeping
Staff Cost
* CAR

Setup

Step 3. Fill in the fields

Step 4. Click [Save] button




Refrain from Modification

Current School Year: 2002 13 March 2003 15:49

[S-FCADE-01] FMP > CAR > Maintenance > Refrain from Modification

Record updated successfully

Asset Youcher Asset Regisbration  Write-Off Asset  Transfer Asset | Difesiln frn eloliilesiiey,

Last Freeze Date 2210212003
Remarks

Last input Date 130312003
Last input By panleung

Freeze Date I
(on or before today I DO ™)
Remarks

-

-

Common Setup Mote: Aszet recards and write-off records with dates on or befolg the freeze date cannaot be modified or deleted.
Budgeting

Bookkeeping

Staff Cost
+ CAR

v FMP

Setup

Indicate the information of last
updating

Press

ESCAPE
to return




