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Bookkeeping - Report 

• User can generate English or Chinese Bookkeeping reports through this 

report function. 

 

• User can view the reports for the following categories: 

  

• All Categories 

• Vouchers & Others 
• e.g. Posted Payment Transaction List, Voucher Payment. 

• Monthly Report 

• e.g. Balance Sheet, Trial Balance, Bank/ Petty Cash Account 

• Yearly Report 
• e.g. Government Funds Reconciliation Statement, Listing of Grants Balance. 

• Annual Accounts (IMC School / Aided School under SMC) 
• e.g. Annual Accounts, Balance Sheet, OEBG Financial Statement, Salaries 

Grant Account. 

• Pre-Year End (IMC School / Aided School under SMC) 
• e.g. Annual Accounts, Balance Sheet, OEBG Financial Statement, Approved 

Collection for Specific Purposes Account. 

• Year End (IMC School / Aided School under SMC) 
• e.g. Annual Accounts, Trial Balance, Balance Sheet, OEBG Financial 

Statement. 
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Reports under Vouchers & Others 

Category 
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Reports under Monthly Report 

Category 
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Reports under Yearly Report 

Category 
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Annual Accounts Report 

 

Annual Accounts Report 

Reports under Annual Accounts 

Report Category 
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Pre-Year End Report 

 

Pre-Year End Report 

Reports under Pre-Year End 

Report Category 



V 03.02.01 Slide 8 V 1.5 Slide 8 Year End Report 

Reports under Year End Report 

Category 
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Generate Report 

• Reports under Pre-Year End Category will be generated in Report 

Management – Repository automatically after performing Pre-Year End Closing in 

Bookkeeping Module successfully. 

 

• Reports under Final Year End Category will be generated in Report 

Management – Repository automatically after performing Final Year End Closing 

in Bookkeeping Module successfully. 

 

• For Annual Accounts Reports to be submitted to Education Bureau, user should 

select ‘Accounting Year’ print option from ‘Annual Accounts’ category when 

generating the reports. Annual Accounts Reports generated with ‘Accounting 

Year’ print option will not have “Printed By, Date and Time” marked on top 

right corner of the reports. However, if the reports are generated with 

‘Accounting Month’ print option, these fields will be appeared. 
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Generate Report 

Print By, Print Date and 

Time are not marked 

on the report 

Annual Accounts Report with ‘Accounting Year’ print option for submission to 

Education Bureau. 
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Generate Report 

Print By, Date and 

Time are marked on 

the report 

Annual Accounts Report with ‘Accounting Month’ print option for user’s own 

records. 
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Generate Report 

• Report can be generated in a preview pop-up window or stored in Report 

Management – Repository. 

 

• 4 different formats can be selected for report generation – PDF, WORD, 

RICHTEXT and EXCEL. 

 

• User may edit the generated report in WORD, RICHTEXT and EXCEL format. 

 

• The following report can be generated in PDF and EXCEL format: 

• Trial Balance (R-FBK009-E) 

• Ledger Account (R-FBK010-E) 

• Bank/Petty Cash Account (R-FBK011-E) 

• Income / Expenditure Account (R-FBK012-E)  

 

• The following reports can be generated in PDF format only and they are not 

allowed for amendment: 

• Balance Sheet (R-FBK014-E) 

•Budget Check Report (R-FBK045-E) 

• Income/Expenditure Account (R-FBK034-E) 

• List of Deleted Vouchers (R-FBK040-E) 

• List of Vouchers Entered During Re-opening of Accounting Month (R-FBK041-E) 

• Posted Journal Transaction List (R-FBK008-E) 

• Posted Payment Transaction List (R-FBK006-E) 

• Posted Petty Cash Transaction List (R-FBK005-E) 

• Posted Receipt Transaction List (R-FBK007-E) 

• Statement of Account (R-FBK013-E) 

• Summary of Cheques Used (R-FBK044-E) 
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Step 1. Click [Bookkeeping]  [Report] 

from the left menu 

 

Step 2. Select one of the categories and 

languages. 

 

Step 3. Click [Search] button 

Generate Report 

../Non-Recurrent Grant/nrg2.pdf
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Step 4. Click the report name 

hyperlink 

 

Generate Report 
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Step 5. Click the report template 

hyperlink 

 

Generate Report 
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Step 6. Enter the print criteria 

Generate Report 
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Option 1: Generate report in a preview 

pop-up window 

 
Step 7a. Click [Preview & Print] button 

Generate Report 
Two ways to generate reports: 

 

Option 1: Generate report in a preview 

pop-up window 

 

Option 2: Generate and store the report 

in Report Management – Repository. 
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Generate Report 

Option 1: Generate report in a preview 

pop-up window 

 
Step 7b. Print the report to local print 

queue or save to local hard disk from the 

pop-up window  
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Option 2: Generate and store the report in 

Report Management – Repository. 

 
Step 7a. Click [To File] button 

Generate Report 
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Option 2: Generate and store the report in 

Report Management – Repository. 

 
Step 7b. Fill in the report description in the 

pop-up dialog box 

 

Step 7c. Click [OK] button 

Generate Report 
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Generate Report 

Option 2: Generate and store the report in 

Report Management – Repository. 

 
Step 7d. User can click the hyperlink to go 

to Report Repository to download the report 

or click [Report Management]  

[Repository] from the left menu to 

download the report later  
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Generate Report 

 

Press  

ESCAPE 

to return 

Option 2: Generate and store the report in 

Report Management – Repository. 

 
Step 7e. Download the report from Report 

Management – Repository 


