
V 03.02.01 Slide 1V 1.0 Slide 1
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Bookkeeping – Voucher Posting

• Before posting the voucher, approval should be obtained from principal.

a) The financial staff member needs to print out the vouchers and cheques (for 

payment vouchers) and send the hardcopy for Principal to approve before voucher 

posting.

b) After Principal has signed on the vouchers, the School Account Staff can then post 

the vouchers.

c) This approval process can be brought into the system by assigning the right of 

posting to the Principal. For better control, it is recommended that different staff 

would work on voucher posting, preferably by the supervisor. By default, the access 

right for voucher posting is not granted to FMP_PETTYCASH_CLERK user group.
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Voucher Posting

• User can search for draft and unposted payment vouchers / receipt vouchers / 

journal vouchers / petty cash vouchers and prepare for posting of vouchers.

• Payment vouchers may have three status – “D – Draft”, “P – Cheque to Print” and 

“R – Ready for Posting”. Receipt, journal and petty cash vouchers may have two 

status – “D – Draft” and “R – Ready for Posting”.

• Vouchers in “D – Draft” status are not allowed to perform posting.

• Payment vouchers with payment method “Cheque – With Printing” but cheque is 

not printed and confirmed will have status “P – Cheque to Print”. The status will be 

“R – Ready for Posting” if cheque has been printed and confirmed.

• Only vouchers with status “R – Ready for Posting” can be selected for voucher 

posting.
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• After a voucher is posted, the amount of the voucher will be updated to General 

Ledger of the voucher accounting month. User can generate monthly, yearly or 

annual accounts reports to verify the amount. 

• Posted Voucher is not allowed to be edited or deleted. Users should create a new 

Journal Voucher for making any amendment to a posted voucher.

Voucher Posting
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Step 1. Click [Bookkeeping]  [Voucher Posting] 

from the left menu

Step 2. Select the search criteria

Voucher Posting



V 03.02.01 Slide 6V 1.0 Slide 6Voucher Posting

Voucher Posting

Step 2a. User must select 

any one of the voucher 

type -- Payment Voucher, 

Receipt Voucher, Journal 

Voucher or Petty Cash 

Voucher
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Step 2b. User may select 

Voucher No. and/or 

enter voucher date range 

to minimize the 

searching range

Voucher Posting
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Step 3. Click [Search] button

Voucher Posting
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Voucher Status is 

indicated under this 

column

R – Ready for Posting

P – Cheque to Print

D - Draft

Voucher Posting

User may click [Voucher No.]

hyperlink to view/edit the 

voucher details if necessary
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Step 4. Select the checkbox(es) next to 

[Voucher No.]

Only status ‘R – Ready for Posting” can be 

selected for posting.

Step 5. Click [Posting] button

Voucher Posting
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Voucher Posting

• If the voucher type is a payment voucher 

under Capital Asset Register Module which is 

effective as at the voucher date, the system 

will display a message to remind users to 

update asset purchase information in Capital 

Asset Register Module. 

• If the voucher type is a payment or 

receipt voucher under Sales and Stock 

Module which is effective as at the voucher 

date, the system will display a message to 

remind users to update stock purchase or 

sales information in Sales and Stock Module.
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• This function redirect user to “Trial Balance (R-FBK009-E)” report page to 

generate and preview ledger balances with Ready for posting vouchers included 

before posting of voucher.

Preview Ledger Balance
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Step 1. Click [Bookkeeping]  [Voucher Posting] 

from the left menu

Step 2. Select the search criteria

Preview Ledger Balance
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Step 3. Click [Search] button

Preview Ledger Balance
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Step 4. Click [Preview Ledger Balance] button
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Preview Ledger Balance

Step 5. Select the report criteria. Select the 

checkbox next to Ready for Posting Vouchers 

Included to generate the report with ledger balances 

including vouchers with ready for posting status.

Step 6. View the reports online by Clicking the 

[Preview & Print] button or generate and store the 

report in Report Management - Repository by clicking 

the [To File] button.

Press 

ESCAPE

to return


