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Bookkeeping - Petty Cash Voucher

» Petty Cash voucher can be created in any one of the 'opened’ accounting months.

 Petty Cash voucher can be created either from scratch or by copying from an
existing petty cash voucher.

« User may choose to use system auto-generate voucher number or enter your own
voucher number manually.

» Vouchers may have 3 possible status: Draft, Unposted and Posted.

 Users can print out petty cash voucher for verification and approval.

Petty Cash Voucher : Slide 2



Input Structure of Petty Cash Voucher

+Voucher Details

-User has to specify voucher detail information - accounting month, voucher type,
voucher number, voucher date , voucher particulars and quotation/tender number.

-Gross credit amount and voucher status are displayed for reference.

-User is required to fill in Accounting Line Information (Debit) and Cash Ledger
Information (Credit).

Input Structure : Slide 3



Input Structure of Petty Cash Voucher

+Debit Side
-User should fill in accounting line information in Accounting Line Information (Debit)
section.

-A voucher should have one or more accounting lines as the Debit entry. Negative
amount is not allowed.

-Each accounting line is attached to school level and session, programme, account code,
particular and amount.

-User can create accounting lines with asset / liability ledger code, income or
expenditure account code.

-Programme code is required for accounting lines with expenditure accounts.

-Petty Cash voucher is normally for recording expense item. Abnormal line message will
be displayed if debit Income/Asset Account Code is entered. The voucher is still saved

anyway.

Input Structure : Slide 4



Input Structure of Petty Cash Voucher

+Credit Side
-User should fill in Cash Ledger Information in Cash Ledger Information (Credit)’ section.

-User is required to select cash ledger code.
-User is not required to select payment method.

-There is no need to fill in the credit side amount because, by default, it is equal to
the sum of debit side.

Input Structure : Slide 5



Create Petty Cash Voucher

-Allows user to create new petty cash voucher in any one of the opened accounting
months.

-User can choose to create petty cash voucher of any voucher types under Petty Cash
Voucher.

Create Voucher : Slide 6




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | A
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

' Bookkeeping

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM/YYYY) 0172002 «

Voucher Type (GC) Petty cash (Government Fﬁnd) v
Voucher No. futo

[N Copy From Voucher

Accounting Month (MM/YYYY)
Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <Voucher Type Prefix=YY/MM -<system sequence no.>

[ Create Youcher ]

Search Voucher Details
Voucher Date (DDMMM YY)

S Step 1. Click [Bookkeeping] - [Petty Cash
TR Voucher] from the left menu

Voucher No.

Step 2. Fill in the new voucher essential

[ search Voucher(s) with QGuotation/Tende ., )
Quotation/Tender Number ]nformatlon

Advanced Search

(Voucher Particulars,QuotationTender Referd (SeleCt the Accounting Month’ VOUCher Type and

Account Code,Accounting Line Particulars,Al
Cash Ledger Code,Cash Particulars) VOUCher NO . )

@ Search ] [ @ Reset ]




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM YYYY) 0172003
Voucher Type (GCj Petty cash (Govefnmént Fﬁnd) v
Voucher No. GC0001-01

W Copy From Voucher

Accounting Month (MM YYYY)

Voucher Type

Voucher No.

enerated voucher number: <Voucher Type Prefix>YY/MM -<system sequence no.>

[ create Youcher )

Search Voucher Details
Voucher Date (DDMMM YY)

S Step 3. Click [Create Voucher] button
Voucher Type Note: Voucher no. will be brought over to the
Voucher No. neXt Step.

[ search Voucher(s) with QGuotation/Tende
Quotation/Tender Number

Advanced Search

(Voucher Particulars,QuotationTender Reference,Programme Code,
Account Code,Accounting Line Particulars,Amount,

Cash Ledger Code,Cash Particulars)

@ Search ] [ @ Reset ]




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

AdA Vanrcrhar Nataile

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)

Voucher No. GC0001-01 By defaUlt,

Voucher Date (DD/MI/YYYY) 31/01 /20034 [Voucher Date]

Voucher Particulars iS the laSt day Of

Quotation/Tender Number o

Gross Credit Amount $ 0.00 the Accounting
—rouceswms i Month

Accounting Line Information (Debit) Cash L

Sch Level/Session v

Foo0s rem—" ¥ Step 4. Fill in the voucher details

Account Code @

Particulars

(Default same as Cash Particulars)

Amount $

Note: Programme is required for expenditure account only

[ Chart of Account ][-@ Add ][ [ Reset ][ <JBack ]

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting
w Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)
Voucher No. GC0001-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars

Quotation/Tender Number

Gross Credit Amount $ 0.00

Voucher Status Draft

/Bottom

Accounting Line Information (Debit) Cash Ledger Informatic n (Credit)
Sch Level/Session v

Programme v
Account Code @

Particulars
(Default same as Cash Particulars)

Amount $

T s
[ Chart of Account ][_@ Add ][ [ Reset ][ <JBack ]

Note: Voucher number must be unique throughout the system. If auto generat: Step 5 F.Iu .in the f.lelds Of ACCOUﬂtlng L.Ine

will not be duplicated in future.

Information (Debit)

Please add accounting line information




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

Create Petty Cash Voucher

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003
« EMP Voucher Type Petty cash (Government Fund) (GC)

» Common Setup Voucher No. GC0001-01

> Budgeting Voucher Date (DDMIYYYY) 3170172003 Step 5a) Add Accounting Line

' Bookkeeping Voucher Particulars Voucher Particulars
g Towior e i) Select School Level/ Session
Gross Credit Amount $ 0.00 ..
Voucher Status Draft ") SeleCt Programme

-

ACCOUNUNg Lme monmauon {ueoit)

cas: h Ledger Information (Credit)

Sch Level/Session Primaryf.ﬁM v

Programme CHIN - Chinese v
=FeTomTCoTe B GI000001001  Grant Expenses

Particulars

(Default same as Cash Particulars)

Amount $ 2500

Note: Programme is required for expenditure account only

[ Chart of Account ][—@ Add ][ [ Reset ][ <JBack ]

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

v FMP Voucher Type Petty cash (Government Fund) (GC)
» Common Setup Voucher No. GC0001-01

Step 5a) Add Accounting Line

» Budgeting Voucher Date (DD/MIW/YYYY) 31/01/2003

= Bookkeeping Voucher Particulars Youcher Particulars
Ouotation/Tender Nutber iii) Enter account code

Gross Credit A
Voucher Statusll I gYAo} ] account code

- Petty Cash Ve Method 2
Click the search icon »Bottom
:

Sch Level/Session Primary /M

Programme 4 - Chinese

Account Code - . Entry of account code:
Particulars Method 1

(Default same as Cash Particulars)

L ; S Enter the account code

directly

Note: Programme is required for expenditure account only

[ Chart of Account ][—@ Add ][ [ Reset ][ <JBack ]

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information




Create Petty Cash Voucher Step 3a) Add Accounting Line

[S-TOTO TS T T DOURRTT I Ty TTeTT T OaTTIED

(78 Remere Ao e TR AR N iii) Enter account code (Method 2)

Input Account Code

Account Code

<

Option B) Enter v
account COde ® ser Defined Order

B d] reCtly and O account Code
e o) click [Cop

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

Account Code

Option A) Select account code from
the drop-down list box and click
[Select] button




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

Create Petty Cash Voucher Current School Year: 201710 May

[oT OO T-UJ] T T - DUURRCCEITG = T Oy TG v oGt el

.
' Retrieve Account Details - Internet Explore .
Input Account Code
Account Code Common Account Code W

®ser Defined Order
Oﬂccuunt Code

Sort By
IB Copy I [ close /
Search Acoqunt Code

Fund Sourch & Ledger Code |11?Dl - Orints -:ruy’lde OERG BCERG W
Sub-Ledger Coqe | /

v

/ |

Account Code

[ select | [Etlou\

Option C) Select account code from
the Common Account Code drop-

down list box and click [Copy] button




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Petty cash (Government Fund) (GC)

Voucher No. GCO001-01

Voucher Date (DD/MM/YYYY) 3170172003
Voucher Particulars Youcher Particulars
Quotation/Tender Number

Gross Credit Amount $ 0.00
Voucher Status Draft

+Bottom
Accounting Line Information (Debit)
Sch Level/Session Primary /M v
Programme CHIN - Chinese v
FRSICRA Saiue B* Giooso01001  Grant Expenses
Particulars
(Default same as Cash Particulars)
Amount $ 2500
Note: Programme is required for expenditure account only Step 5a) Add ACCOU nt] ng L] ne

T Chart of Account J] [ add ) ([ Reset ) ( JBack]

If the desired account code/ programme B
:.l’c:ltlen;{zic::;;llr;lggt:je;r?gtsljtrze unique throvghgut the system. If auto gener: Code CannOt be found, Cl.lck [Chal‘t of
Account] button to add the code or set
Please add accounting line information the effective StatUS



Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PRCRGE
Current School Year: 2002 T June 2003 10:40 |

[S-FBKO05-03] FMP > Bookkeeping > Petty Cash

a http:/ /pan/jsp/fcs/coa/maintainAccount.do?caller =COA - Microsoft Internet Explorer

[S-FCSO07-01] FMP > Common Setup = Chart of Account Maintenance=
= FMP

=10l I

=

> Common Sett EMEB-Defined Code Source of Fun Programime | Ledger 'Suh-LedgEI B*k Informiaton
+ Budgeting Source of Fund Code ALL - | |
= Bookkeeping

Ledger Code -
Payment Y g I ALL \ J
Sub-Ledger Code | ALL j
Account Type | ALL vI
. Account Range From | AL \

To faL \

Ll

@Seanh ]@Md ][@Rﬂset]

Mote: “oucher number must be unigue throughout the system. If auto genersted vo
will not be duplicated in future.

Pleaze add accounting line information

Step 5a) Add Accounting Line

A new pop up window is displayed.

User can create new account or

programme code, or to set the
effective status of the code

M



Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)
Voucher No. GC0001-01
Voucher Date (DDMMM/YYYY) 31/01/2003

Voucher Particulars VYoucher Particulars

Quotation/Tender Number

s T ¢ 0o Step 5a) Add Accounting Line
Voucher Status Draft

iv) Enter Particulars (optional)
Accounting Line Information (Debit) _‘ V) Enter Amount

Sch Level/Session Primary /M
Programme CHIN - Chinese

Account Code bt
Particulars

(Default same as Cash Particulars)

Amount $ 2500

Note: Programme is require; enditure account only

[ Chart of Account [-E Add ) [ Reset ][ <JBack ]

~Top
Note: Voucher number must be unique throughoutthes) ep Ja) Add A 0 e c

¢ ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information ANe[e ) 0



Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)
Voucher No. 60001-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars
Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Step 5a) Add Accounting Line

Accounting line is added

Cash ' B N N s

Step 5a) Add Accounting Line

Programme
Account Code @

e User can add more accounting
(Default same as Cash Pafticulars) llneS by repeat]ng Step 5a)

Amount $

Note: Programme is requirgd for expenditure account only

[ Chart of Account ] Reset |
No.
‘ [=2E1 anary/.ﬁ.M »CHIN - Chinese ¢1009001001 - Grant Expenses | 2,500.00 00 — ’
; = ' |‘I
‘r /’Deletel ’
~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)
Voucher No. ¢C0001-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars
Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Voucher Status Draft

+Bottom

mm Step 5b) Update Accounting Line

Accounting Line Information (Debit)
Sch Level/Session

Programme v

o B i) Click the [Line No.] of the
Particul 2 3

(Daefa'ﬁt?saarrﬁe as Cash Particulars) aCCOUﬂtlng l]ne

Amount $

Note: Programme is required for expenditure account only

[ Chart of Account | 5] add | @&Sﬂ’]/
Budget

e £cu LeveliSession Account Code l
S o Check
i i tCHIN - Chinese (61009001001 - Grant Expenses 2,500. UU’ ’

I
(Zodew)

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM YYYY) 01/2003
Voucher Type Petty cash (Government Fund) (GC) ) }
v FMP - —
AR T Step 5b) Update Accounting Line
» Common Setup . -
- Voucher Date (DD/MM/YYYY) 31/01/2003 &
» Budgeting ) .. g g
: Voucher Particulars Voucher Particulars ii) Update the accounting line
/ Bookkeeping
Quotation/Tender Number informatiOn
Gross Credit Amount $ 2,500.00
Voucher Status Draft

Arl-nunﬁnn I ina Infarmatinn lr\nhﬁ\

Sch Level/Session Primary/aM v

Programme CHIN - Chinese v
Account Code B 61000001001 Grant Expenses
Particulars

(Default same as Cash Particulars)

Amount 4 2500.00

Note: Programme is requirge Tor expengiture account only
' 4 A Y
[ chart of Account

Line i Account Code Budget
N Check

‘ | (61009001001 - Grant Expenses ’
Budget Check Fa Suffcnent fund; | - Insufficient fund; N/A - Not apphcabN Step 5b) Update Account]ng L-lne l
(o) |

iii) Click [Save] button
Note: Voucher number must be unique throughout the system. If auto generated voucher nu
will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Petty cash (Government Fund) (GC)
v FMP = S

Voucher No. i

> Common Setup F‘CUUQI 01_

: Voucher Date (DD/IMN/YYYY) 31/01/2003
» Budgeting )
; Voucher Particulars Voucher Particulars

/ Bookkeeping

Payment Vou Quotation/Tender Number

$ 2,500.00
Draft

Step 5¢) Delete Accountmg Line

i) Select the checkbox(es) next to _ _ #Bottom
. Cash Ledger Information (Credit)
the line no.

Account Code

Particulars
(Default same as Cash Particulars)

mount $

Note: Programme is required for expenditure account only

ﬂ;hart of Account | ) add | [ [ Reset |

Line Sch LevellSession Account Code Budget
No. Check

|
\
Primary/s »CHIN - Chinese ¢1009001001 - Grant Expenses | 2,500.00 00 - ’

‘Budget CheckA S- Suffcnent fund.l Insufficient fund, N/A - Not applicable

Step 5c) Delete Accounting Line

| 7 Delete

~Top

) Click [Delete] button

Note: Voucher number must be unique throughout the system. If auto geners
will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |

P same voucher number




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher Step 6 Cl]Ck [CaSh Ledger Information

R RGiE (Credit)] hyperlink to fill in cash ledger
Accounting Month (MMAYYY) 01/2003 information

Voucher Type Petty cash (Governmg
v FMP ) - .

LT Xﬁﬂi:ﬁigle I 60001 -01 Note: When user shifts to [Cash Ledger

> Budgeting A R | Information (Credit)] link, the previously

w Bookkeeping Voucher Particulars Voucher Particulars|s tt dA t L I f t D bt

- e e mpu ed Accounting Line Information (Debit)
Gross Credit Amount $ 2,500.00 will be auto-saved and added.
Voucher Status Draft

: / +Bottom

Accounting Line Information (Debit) Cash Ledager Information (Credit)
Sch Level/Session v
Programme v
Account Code @
Particulars
(Default same as Cash Particulars)
Amount $

Note: Programme is required for expenditure account only

[ Chart of Account |[ ] Add | [ [ Reset |

Line Sch LevellSession Account Code Budget
No Check

l anary:’.ﬁ.M CHIN Chinese G1009001001 - Grant Expenses I ,500. UU

Budget Check S- Suffcnent fund I- Insuft’cnent fund N/A - Not applicable l
(Fpeies) |

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | PRRE

Create Petty Cash Voucher

Step 7. Fill in Cash Ledger Information (Credit

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details
Accounting Month (MMAYYYY) 01/2003

i) Select Cash Ledger Code

Voucher Type Petty cash (Govey]
v FMP

» Common Setup

Default cash ledger code of the selected

VSN e voucher type will be selected by default.

Voucher Date (DD/MM/YYYY) 31/01/2003

» Budgeting

. Voucher Particulars Voucher Particuld
w Bookkeeping
Quotation/Tender Number
Gross Credit Amount $ 2,500.00
Voucher Status Draft
" 1y h VI
Bottom
Accounting Line Information {Debit) Cash L «dger Information (Credit)

Cash Ledger Code (65101 - Petty Cash - Government Fund

Cash Particulars
(Default same as Voucher Particulars)

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Save Youcher As Draft ][ Save Youcher ][ <Bad

Step 7. Fill in Cash Ledger Information (Credit)

Note: Total credit amount is not required to be

entered since gross credit amount is equal to the
total sum of debit amount. (i.e. total amount of
all accounting lines)




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting
w Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)

Voucher No. ¢C0001-01

Voucher Date (DDAM/YYYY) gynpeme: Step 7. Fill in Cash Ledger Information (Credit)
Voucher Particulars Youcher Particu

Quotation/Tender Number 00 9 9 g 5

e e i1) Fill in Cash Particulars (Optional)

Voucher Status Draft

Accounting Line Information {Debit) Cash Ledger Information (Credit)

Cash Ledger Code (65101 - Petty Cash - Government Fupd «

Cash Particulars
(Default same as Voucher Particulars)

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Save Youcher As Draft ][ Save Youcher ][ <Back ]




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PERE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details Step 8. Save Voucher
Accounting Month (MM/YYYY) 01/2003

Pett h (G t Fund
Yompetaw AR Step 8a) Save voucher as draft
Voucher No. GCO001-01
Voucher Date (DD/IMW/YYYY) 31/01/2003 B : .
Man T i) Click [Save Voucher As Draft] button
Quotation/Tender Number
Gipias Eradi Smoust $ 20 - No budget check will be performed.
Voucher Status Draft

- Draft voucher can be retrieved for
updating and saved as draft or
unposted subsequently.

Accounting Line Information {Debit)
Cash Ledger Code (65101 - Petty Cash - Gover

Cash Particulars
(Default same as Voucher Particulars)

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number

( Save Youcher As Dr)aftDSave Youcher ][ <Back ]




Create Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PERE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM YYYY) 01/2003

Voucher Type Petty cash (Government Fund) {GC)
Voucher No. GC0001-01

Voucher Date (DD/IMW/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars
Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Voucher Status Draft

Accounting Line Information {Debit)
Cash Ledger Code 65101 - Petty Ca

Cash Particulars
(Default same as Voucher Particulars)

Step 8. Save Voucher

Step 8b) Save voucher as unposted

Note: Voucher number must be unique throughout the system. If auto gen -I) Cl-lck [Save voucher] button

will not be duplicated in future.

[ Save Youcher As Draf‘(!! Save Youcher ;iBack

- Budget check will be performed if the budget

has been approved.

- Unposted voucher can be retrieved for
updating and only can be saved as unposted
subsequently.




User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PRCRGE

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:43

+ FMP

el LR S L R o o s e e

Youcher not saved a2 the following errar found:-

o E-G3027: Line 1 : Inzsufficient fund at sub-ledger G1004015
& E-G3023: Line 1 : Inzufficient fund st ledger G1004

= Common Setup

» Budgeting
LAty Accounting Month (s el CRA001

Voucher Type Petty cash (Govemment Fund) (G20

= Bookkeeping

Payment You

After saving the voucher as unposted...

Budget check messages will be displayed upon saving the voucher.
These messages will point out the area, i.e. programme, sub-ledger,
ledger, or OEBG General Domain, where accounting line amounts
exceed the budget amount.

“Budget Check Report (R-FBK045-E)” shows by how much
accounting line amounts exceed the budget amount at programme,
sub-ledger, ledger, or OEBG General Domain level.



User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PRCRGE

Create Petty Cash Voucher Current School Year: 2002 7 June 2003 10:43

[S-FBKD5-01] FMP = Bookkeeping > Petty Cash Youcher
GC0109-00002 Record updated successtully. ‘

o E-E3097 : Abnormal debit accounting line entries

* FHE Create New Voucher

»  Common Setup Accounting Month (kb )
I Q92001 *I
» Budgeting ‘

Youcher Type -
 Bookkeeping wp | (GC) Petty cash (Governrment Fund) J

Voucher Ho. | At

Payment You

After saving the voucher as draft or unposted...

Abnormal accounting line message will be
displayed if Income / Asset Account Codes are

selected in the accounting lines. The voucher is
still saved.




Create Petty Cash Voucher by Copying from Existing Voucher

-User can create a new petty cash voucher by copying from an existing voucher.

-If the voucher content is the same or quite close to an existing voucher, user may
consider to copy from an existing voucher so that no need to enter all the voucher
details from scratch.

-There are two ways to copy petty cash vouchers: (i) Copy from ‘create petty cash
voucher’ and (ii) Copy from ‘search petty cash voucher’.

-All voucher details (including voucher particulars, quotation/tender number ,
accounting lines and cash ledger information) will be copied. However, voucher details
copied will not include voucher number, voucher type and voucher date.

-User can choose to amend the voucher details before saving the new voucher.

Copy Voucher : Slide 29



Create Petty Cash Voucher by Copying from Existing Voucher [/2003 1549 toueut | tei» 1 28

Option 1: Copy from ‘create petty cash voucher’ pr200s  Tdunes009 10

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Craata Naw Vnlchar

Accounting Month (MM YYYY) 0172003
© EMP Voucher Type (GC) Petty cash (Government Fund) v
> Common Setup Voucher No. GCO001-01

> Budgeting
% Bookkeeping — Copy From Voucher |

Accounting Month (MM/YYYY)
Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <Voucher Type Prefix>YY/MM -<system sequence no.>

[ Create Youcher ]

Search Voucher Details
Voucher Date (DDMMA YY) |

Voucher Status a11 e
Voucher Type (411 v
Voucher No.

Step 1. Click [Bookkeeping] - [Petty Cash
Voucher] from the left menu

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

Advanced Search
(Voucher Particulars,Quotation/Tender Reference,Proegramme Cod
Account Code,Accounting Line Particulars,Amount,

o e Step 2. Fill in the new voucher essential
(B search ) [ Reset ) information




Create Petty Cash Voucher by Copying from Existing Voucher [/2003 1549 Loueut | tei 1 28

Option 1: Copy from ‘create petty cash voucher’ prefite Tdune200310.0

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM/YYYY) 0172003
© EMP Voucher Type (GC) Petty cash (Government Fund) +
> Common Setup Voucher No. (C0001-01
» Budgeting E
v
/ Hookkesping V| CopyFrom Voucher
Recounting Month (MMAYY YY)
Voucher Type
Voucher No.
@ Note: Format of auto generated voucher number: <Voucher Type Prefix>YY/MM -<system sequence no.>

[ Create Youcher ]

Search Voucher Details
Voucher Date (DDMMA YY) |

Voucher Status a1l e
Voucher Type (411 v
Voucher No. | | Ta |

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

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Prog
Account Code,Accounting Line Particulars,Amount,
Cash Ledger Code,Cash Particulars)

@ Search ] [ IE_?J Reset ]

Step 3. Click the checkbox next to [Copy From

Voucher]




5/2003 15:49 Logout | Help | PRERE
ar: 2002 7 June 2003 10:29

Create Petty Cash Voucher by Copying from Existing Voucher

Option 1: Copy from ‘create petty cash voucher’

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM Y YY) 0172003
© EMP Voucher Type (GC) Petty cash (Government Fund) +
> Common Setup Voucher No. (C0001-01
> Budgeting
v
@ Baokkesping V| CopyF rom Voucher
Accounting Month (MM YYYY) 0172003 «
Voucher Type (GC) Petty cash (Government Fund) ~
Voucher No. (GC03/01-00008 «

Search Voucher Details
Voucher Date (DDMMA YY) |

Voucher Status a11 e
Voucher Type (411 v
Voucher No.

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

N Step 4. Select the voucher to be copied under
vanced Search
(Voucher Particulars,Quotation/Tender Refe [Copy From Voucher] Sect-ion

Account Code,Accounting Line Particulars, 4
Cash Ledger Code,Cash Particulars)

@ Search ] [ IE_?J Reset ]

Step 5. Click [Create Voucher] button




5/2003 1549 Logout 1 Help | PXREX
ar: 2002 7 June 2003 10:29

Create Petty Cash Voucher by Copying from Existing Voucher

Option 1: Copy from ‘create petty cash voucher’

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM Y YY) 01/2003
= M e liedallbas Step 6. Click [Save Voucher As Draft] or
] oucherNo. 3c0001-01 [Save Voucher] button to save the voucher
: Voucher Date (DD/MM/YYYY) 31/01/2003
» Budgeting
& Bookkeeing Voucher Particulars tes test : : .
Gross Credit Amount 3 000 default. User can update the voucher
Voucher § t 9 .
oucher Status - details before saving the voucher.
Accounting Line Information (Debit) Cash Leager Information (Credit)
Sch Level/Session v
Programme v
Account Code Br
Particulars
(Default same as Cash Particulars)
Amount $

Note: Programme is required for expenditure account only
[ Chart of Account |[ ) Add | [ [ Reset |

Line Sch Level/Session Programme Account Code Budget
No. Check

1 |Primary/8M CHIN - Chinese ‘61004005001 Grant Expenses |  1,000. 00‘

‘Budget Check: S - Sufficient fund; | - Insufficient fund, N/A - Not applicable

|

~Top

Note: Voucher numt:er must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number

will » e
: LSave Youcher As Draft || Save Voucher?[ <JBack |




Create Petty Cash Voucher by Copying from Existing Voucher [/200% 1349 Loseut | tieh | 2282
Option 2: Copy from ‘search petty cash voucher’ P e  lduneddie 108

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM/YYYY) 01/2002 «

« FMP Voucher Type (GC) Petty cash (Government Fund) «

» Common Setup Voucher No. Auto
> Budgeting

/ Bookkeeping M Copy From Voucher

Accounting Month (MM/YYYY)
Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <Voucher Type Prefix=YY/MM -<system sequence no.>

[ Create VoucherJ

Step 1. Click [Bookkeeping] - [Petty Cash Voucher] from
rz;;ull:j};?:r{m;mﬁw the left menu

Step 2. Enter the search criteria
(i) Either voucher date or voucher no. must be entered.
(i) Enter other searching criteria. The searching phrase

under [Advanced Search] section should consist of at least
oucher Particulars,Quotation/Tender 2 CharaCterS-

Lcocount Code,Accounting Line Particu
edger Code,Cash Particulars)

Ldvanced Search

Step 3. Click [Search] button




5/2003 15:49 Logout | Help | PRERE
ar: 2002 7 June 2003 10:29

Create Petty Cash Voucher by Copying from Existing Voucher

Option 2: Copy from ‘search petty cash voucher’

[S-FBK05-01] FMP = Bookkeeping > Petty Cash Voucher

Search Voucher Detailz
Voucher Date (DDMMMY YY) |

Voucher Status a1l L

Voucher Type [A11 v |
v FMP

Voucher No. [103/01 - 00007 | o]

» Common Setup

L] search Voucher{s) with Quotation/Tender Number Only
/ Bookkeeping Quotation/Tender Number To

» Budgeting

Advanced Search

{(Voucher Particulars,Quotation/Tender Reference,Programme Code,
Account Code,Accounting Line Particulars,Amount,

Cash Ledger Code,Cash Particulars)

Mote: Format of auto generated voucher number: <Voucher Type Prefoc=Y"Y /MM -<system sequence no.=

@ Search ] [ <] Bach ]

VoucherDate Gross Credit Amount Voucher |
e T S e e 0

‘GCDB!DI 00007 29;‘01/2003 ‘tes test 1,000.00 | Unposted

Note 1: Pust&d vaucher is not allowed to del&te
MNote 2: All vouchers of search result are exported

CEDr == Step 4. Click the checkbox next to [Voucher No.] -

Step 5. Click [Copy to] button




Option 2: Copy from ‘search petty cash voucher’

Create Petty Cash Voucher by Copying from Existing Voucher [/2003 1549 toueut | tei» 1 28

ar: 2002 7 June 2003 10:29

v FMP
» Common Setup

» Budgeting

w/ Bookkeeping

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Craata Naw Vnlchar

Accounting Month (MY YY) 01/2003 ~

Voucher Type (GCj Petty cash (Government Fund) v
Voucher No. Auto

Copy From Voucher

Accounting Month (MM/YYYY) 01/2003 ~

Voucher Type (GC) Petty cash (Government Fund)
Voucher No. (C03/01-00007 ~

Note: Format of auto generated voucher number: <Voucher Type Prefix=YY/MM -<system sequence no.>
(| create Youcher ’
—

Search Voucher Details
Voucher Date (DDMAMMY YY) |

Voucher Status 11 e
Voucher Type [A11 v|
Voucher Mo. | | Ta | |

[] search Voucher(s) with Quotation/Tender Nu

Quotation/Tender Number Step 6. Fill in the new voucher essential
Advanced Search 'info rm ation

(Voucher Particulars,Quotation/Tender Referencs
Account Code,Accounting Line Particulars,Amo
Cash Ledger Code,Cash Particulars)

(BR search ) ([P Reset ) Step 7. Click [Create Voucher] button




5/20032 15:49 Logout | Help | PREEE
ar: 2002 7 June 2003 10:29

Create Petty Cash Voucher by Copying from Existing Voucher

Option 2: Copy from ‘search petty cash voucher’

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Add Voucher Details

Accounting Month (MM YYYY) 01/2003
o Wmeer Ty il Step 8. Click [Save Voucher As Draft] or
i ——.  Voucher No. LT [Save Voucher] button to save the voucher
: Voucher Date (DD/MM/YYYY) 31/01/2003
» Budgeting
@ Bookkconin Voucher Particulars Voucher Particuld ) ) .
" il QioiriomlFmdor Nembion Note: Voucher details will be copied by
Gross Credit Amount § 20 default. User can update the voucher
Voucher Stat ra q 9
oHener S details before saving the voucher.
#Bottom
Accounting Line Information (Debit) Casn Leager Information (Credit)
Sch Level/Session v
Programme v
Account Code Br
Particulars
(Default same as Cash Particulars)
Amount $

Note: Programme is required for expenditure account only

[ Chart of Account |[ ] Add | [ [ Reset |

Line Sch LevellSession Account Code Budget
No Check

1 |Primary/id CHIN Chinese 1009001001 - Grant Expenses - 2,500. 00'* ——

Budget Check S Suffcnent fund |- Insuffcnent fund NiA - Not apphcable |

|

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number

will ; T
: Save Youcher As Draft || Save Youcher )[ <JBack |




Update Petty Cash Voucher

-Allows user to retrieve an existing petty cash voucher and update the voucher details.
-Only draft or unposted vouchers can be updated.

-Posted voucher will appear as read-only mode.

-A voucher can be saved as either ‘Draft’ or ‘Unposted’.

-If the voucher is saved as ‘Draft’, the system will not go through budget check and the
voucher is not ready to be posted.

-If the voucher is saved as ‘Unposted’, the system will go through budget check and
voucher is ready to be posted.

-If the voucher to be updated was set to ‘Unposted’ status already, it cannot be saved
as ‘Draft’ status.

Update Voucher : Slide 38



Update Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PRRE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

% Bookkeeping

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM/YYYY) 01/2002 «

Voucher Type (GC) Petty cash (Government Fﬁnd) v

Voucher No. futo
M Copy From Voucher

Accounting Month (MM/YYYY)

Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <Voucher Type Prefix=YY/MM -<system sequence no.>

[ Create Youcher ]

Search Voucher Details
Voucher Date (DDMPMMY YY) e B

Step 1. Click [Bookkeeping] - [Petty Cash Voucher] from
the left menu

Voucher Status

Voucher Type

Voucher Mo.

e Step 2. Enter the search criteria
Quotation/Tender Number ) )
(i) Either the voucher date or the voucher no. must be

Advanced Search

(Voucher Particulars,Quotatiol
Account Code,Accounting Lin entered O

‘[:__“‘é:“““:afg’c*““]"““‘ (ii) Enter other searching criteria. The searching phrase
aaadll Under [Advanced Search] section should consist of at least
2 characters.




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Update Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-01] FMP > Bookkeeping > Petty Cash Voucher

Create New Voucher

Accounting Month (MM YYYY) 0172003
© EMP Voucher Type (GCj Petty cash (Govefnment Fﬁnd) v
» Common Setup Voucher No. huto

» Budgeting
o Honkkeeriog — Copy From Voucher '

Accounting Month (MM YYYY)
Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <Voucher Type Prefix>YY/MM -<system sequence no.>

[ Create Youcher ]

Search Voucher Details
Voucher Date (DDMAMMY YY) |

Voucher Status 11 e
Voucher Type [A11 v|
Voucher Mo. | | Ta |

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

Quotation/Tender Number Step 3. Cl]Ck [Search] buttOn

Advanced Search
(Voucher Particulars,Quotation/Tender Referencs
Account Code,Accounting Line Particulars,Amo

gdger Code,Cash Particulars) Users can search for vouchers of any voucher

status.




Update Petty Cash Voucher

Current School Year: 2002

User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FEBKO05-01] FMP > Bookkeeping > Petty Cash Voucher

Search Voucher Details
Voucher Date (DDA YY) |

Voucher Status 811 L
Voucher Type [A11 v |
Voucher No. [6C03/01-00008 | o]

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

Advanced Search |
(Voucher Particulars,Quotation/Tender Reference,Programme Code,

Account Code,Accounting Line Particulars,Amount,

Cash Ledger Code,Cash Particulars)

Mote: Format of aute generated voucher number: <\Voucher Type Prefoc™ /MM -=sysfem sequence no.=

Voucher status is
shown here

@ Search ] [ “(:] Bach ]

I B %GCU\?IDI-UUDUS [7”’3’170’175063"7%33 test ‘

Voucher Date Voucher Particulars Gross Cre(sﬂt Amount V;)tI:tZ:ll:r

1,000.0 Draft

Note 1: Posted wvoucher is not allowed to delete
Note 2: All vouchers of search result are exported

Step 4. Click [Voucher No.] hyperlink

[ @Enpy to ][ 7 Delete ][ E Export ]

Note: Posted voucher cannot be updated.

~Top



Update Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Accounting Month (MM/YYYY) 01/2003

v FMP Voucher Type Petty cash (Government Fund) {GC)
» Common Setup Voucher No. (¢03/01-00008
» Budgeting Voucher Date (DD/MM/YYYY) 30/01/2003
' Bookkeeping Voucher Particulars tes test
Quotation/Tender Number ABP2003-4B320
Gross Credit Amount $ 1,000.00
Voucher Status Draf't

Update Voucher Details

Step 5. Update Voucher
Details, if necessary

Accounting Line Information {Debit)
Sch Level/Session v

Programme -

Er

Account Code

Particulars
(Default same as Cash Particulars)

Amount $

Note: Programme is required for expenditure account cnly

sBottom

Cash Ledager Information (Credit)

[ Chart of Account | 5] add | [ [ Reset |

‘ 1 ‘Prlmary."P.M CHIN - Chinese

%Budget Check: S - Sufficient fund; | - Insufficient fund, N/A - Not applicable

(Zoeew)

[ Save Youcher As Draft ][ Save Youcher ] Preview & Print ][ e

No. |

GlDUdUUSUUl - Grant Expenses

Budget Check:

S - Sufficient Fund

| - Insufficient Fund
N/A - Not Applicable

' 1,000.00




Update Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP

» Common Setup

» Budgeting

/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) {GC)
Voucher No. (C03/01-00008

Voucher Date (DD/MM/YYYY) 30/01/2003

Voucher Particulars tes test

Quotation/Tender Number ABP2003-AB30

Gross Credit Amount $ 1,000.00

Voucher Status Draft

sBottom

Accounting Line Information {Debit) Cash Ledger Information (Credit)
Sch Level/Session - .
Step 6. Add/ Edit / Delete

Programme

Account Code Ee aCCOUHting line(S)

Particulars
(Default same as Cash Particulars)

Amount $

Note: Programme is required for expenditure account cnly

[ Chart of Account | 5] add | [ [ Reset |

No

‘PrlmaryMM vCHIN - Chinese 161004005001 - Grant Expenses

Budget ‘
Check
oo 1
|
EBudget Check. - Sufficient fund; | - Insufficient fund, N/A - Not applicable |

(oetew) |

~Top

[ save Youcher As Draft |[ Save Youcher |[ [E Preview & print | [ <JBack |




Update Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PERE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Petty cash (Government Fund) (GC)

Voucher No. (C03/01-00008
Voucher Date (DD/MMYYYY) 30/01/2003

Voucher Particulars tes test
Quotation/Tender Number ABP2003-8B30

Gross Credit Amount $ 1,000.00
Voucher Status Draft

Bottom

Accounting Line Information (Debit) Cash Ledger Information (Credi!
Cash Ledger Code ;

Cash Particulars
(Default same as Voucher Particulars)

tes test

~Top

EXREEEEIRAE. Step 7. Click [Cash Ledger Information (Credit)] hyperlink

Note: When user shifts to [Cash Ledger Information
(Credit)] link, the previously inputted Accounting Line
Information (Debit) will be auto-saved and added.

Step 8. Update cash ledger information if necessary



User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Update Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003
v FMP Voucher Type Petty cash (Government Fund) {GC)
» Common Setup Voucher No. (¢03/01-00008
» Budgeting Voucher Date (CD/MM/YYYY) 30/01/2003
' Bookkeeping Voucher Particulars tes test
Quotation/Tender Number

Gross Credit Amount
Voucher Status

#Bottom
Accounting Line Information (Debit)
Cash Ledger Code 65101 - Petty Cash - Government Fund v
Cash Particulars tes test
(Default same as Voucher Particulars)
~Top

& Save Youcher As Draft |[ save Youcher |> 5 preview & print || <JBack |

Step 9a. For draft voucher, user is allowed
to save voucher as draft or unposted. Click
[Save Voucher As Draft] or [Save Voucher]

to save the voucher.




User: fannyl Last Login: 06/06/2003 15:49 Logout | Help | XA

Update Petty Cash Voucher Current School Year: 2002 7 June 2003 10:29

[S-FBK05-04] FMP > Bookkeeping > Petty Cash Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003
v FMP Voucher Type Petty cash {Government Fund) (GC)
» Common Setup Voucher No. (GC03/01-00007
> Budgeting Voucher Date (DD/MMYYYY) 28/01/2003
w/ Bookkeeping Voucher Particulars tes test
Quotation/Tender Number ABP2003-4B30

Gross Credit Amount 3 000 00

Voucher Status

sBottom
Accounting Line Information (Debit)
Cash Ledger Code G5101 - Petty Cash - Government Fund ~
Cash Particulars tes test
(Default same as Voucher Particulars)
~Top

([ save Youcher ]y [ preview &print | <JBack |

Step 9b. For unposted voucher, user is
allowed to save voucher as unposted only.
Click [Save Voucher] to save the voucher.




Print Petty Cash Voucher

-Allows user to print petty cash voucher detailed information under ‘Draft’, ‘Unposted’
and ‘Posted’ status.

-User should print out a petty cash voucher under ‘Unposted’ status and submit it to
supervisor together with supporting documents such as invoice for checking first. After

that, Principal can approve this voucher by signing on the designed position of the
voucher.

Print Voucher : Slide 47



Print Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | pRAE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w/ Bookkeeping

[S-FBK05-03] FMP > Bookkeeping > Petty Cash Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Petty cash (Government Fund) (GC)
Voucher No. (C03/01-00008

Voucher Date (DD/MMYYYY) 30/01/2003

Voucher Particulars tes test

Quotation/Tender Number ABP2003-AB30

Gross Credit Amount $ 1,000.00

Voucher Status Draf't

#Bottom
Accounting Line information (Debit)
Cash Ledger Code G5101 - Petty Cash - Government Fund ~
Cash Particulars tes test
(Default same as Voucher Particulars)
~Top

[ save Youcher As Draft || Save Youcher(] Preview & Print [}) <|

E To print petty cash voucher, follow the
steps for ‘Update Petty Cash Voucher’ to
view details of a particular voucher.

Step 1. Click [Preview & Print] button

A report page (PDF format) will pop up.



Print Petty Cash Voucher

— — = B3 SEEHO

= e T i
Address |g“| http: ) pan)jsp/rpt/viewPreviewFile, jsprtype=RafieMame=Fmp/17005_1059035435215, pdf j E-’f"Gu Links **
B me-Ag02E|K 4 Mes|eh= -a|0O0@E|m-|A
[vaNg-8||E-7 -2 ||®-
4
ﬁﬁ Y
H]] E—-FBEOOS-E IOT KERE SECONDARY SCHOOL
BETTY CASH VOUCHER (UNPOSTED)
Sch Lewvel/Session : ALL Frint By fannyl
Iz Accounting Month : 09/2001 Date 24 /07/2003
Voucher MWo. Range : GCO0801-01 to CO0901-01 (Sort byl Timea 16230
LI FPage 1 of 1
e
BEMOUNMT
LINE ACCOUMT FROGRAMME
E CODE ACCOUNMT NAME DEBIT CREDIT EARTICULARS CODE EROGRAMME MNAME
§ 5
30/09/2001 Voucher No.: ©C0801-01 (Unposted) Voucher Particulars: Books
1 51004015001  Grant Expenses 2,500.00 Books a0a1 MATHS
2 65101 Petty Cash - Government 2,500.00 Books
Fund
Total : 2,500.00 2,500.00 Step 2. Select Print Function from
the pop-up window and print the
voucher through local printer
Other Remarks (If any)} =
Frepared By : Checked By : Approved By 1
Date La Date
Remarks field is for user
to fill in manually
@) 4171 » W 2o067x200.0 o8 O = o 4] -
|ﬂj Done l_l_l_ (2 Local intranst



Delete Petty Cash Voucher

- Allows user to delete a draft or unposted voucher.
- Posted voucher cannot be deleted.

- All deleted vouchers will be captured in “List of Deleted Vouchers (R-FBK040-E)”
report.

- Deleted vouchers cannot be retrieved in all other online functions.
- Deleted voucher number cannot be re-used.

- When deleting an unposted voucher, actual income / expenditure captured in the
approved budget will be rolled back.

Delete Voucher : Slide 50



Delete Petty Cash Voucher

User: fannyl Last Login: 06/06/2003 15:4% Logout | Help | PRRE
Current School Year: 2002 7 June 2003 10:29

v FMP
» Common Setup
» Budgeting

w Bookkeeping

[S-FBK05-01] FMP = Bookkeeping > Petty Cash Voucher

Search Voucher Detailz
Voucher Date (DDMMMY YY) |

Voucher Status a1l L
Voucher Type [A11 v |
Voucher No. [103/01 - 00007 | o]

L] search Voucher{s) with Quotation/Tender Number Only
Quotation/Tender Number Ta

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Programme Code,
Account Code,Accounting Line Particulars,Amount,

Cash Ledger Code,Cash Particulars)

Mote: Format of auto generated voucher number: <Voucher Type Prefoc=Y"Y /MM -<system sequence no.=

@ Search ] [ <] Bach ]

VoucherDate Gross CredltAmount Voucher l

‘GCD3IDI 00007 *’ 29;01!2003 \tes test 1,000.00 | Unposted

el ust&d vaucher is not allowed to del&te
Note 2: All vouchers of search result are exported

(G copy ) (7 nelete ) (T Export | To delete petty cash voucher, follow the
steps for ‘Update Petty Cash Voucher’ to
search for voucher(s) to be deleted.

Step 1. Select the checkbox(es) next to
[Voucher No.]




Delete Petty Cash Voucher |

User: fannyl Last Login: 06/06/2003 15:49 Logout 1 Help | pRAE
Current School Year: 2002 7 June 2003 10:29

[S-FBK05-01] FMP = Bookkeeping > Petty Cash Voucher

Search Voucher Detailz
Voucher Date (DDMMMY YY)

Voucher Status

Voucher Type
v FMP

» Common Setup

Voucher No.

» Budgeting

/ Bookkeeping Quotation/Tender Number

Advanced Search

Account Code,Accounting Line Particulars,Amount,
Cash Ledger Code,Cash Particulars)

[ search Vouch er(s) with Guotation/Tender Number Only

{Voucher Particulars,Quotation/Tender Reference,Programme Code,

811 v
[411 v
|Gc03m1-nnnn? | Ta |

To

Mote: Format of auto generated voucher number: <Voucher Type Prefoc=Y"Y /MM -<system sequence no.=

@ Search ] [ <] Bach ]

[ccozfcu 00007 29;01!2003

VoucherDate Gross Credit Amount Voucher
0 O i B~

tes test 1 000.00 | Unposted

Note 1: Pust&d vaucher is not allowed to delete
Note 2: All vouchers of search result are exported

(S cors ([ i oot

~Top

Step 2. Click [Delete] button



Export Petty Cash Voucher

- Allows user to export the detailed information of petty cash vouchers with status of
‘Draft’, ‘Unposted’ and ‘Posted’.

Export Petty Cash Voucher : Slide 53



User: superl Login Time: 20/01/2017 09:26 Logout | Help I %

Export Petty Cash Voucher icrep)

[S-FEKD05-01] FMP > Bookkeeping > Petty Cash Voucher
Search Voucher Details

Current School Year: 2007 20 January 20~

Voucher Date (DOMMY YY) |31 fo7se01a

Voucher Status 411 L

Voucher Type [A11 v |
Voucher No. | | Ta |

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

Quotation/Tender Number Ta

Advanced Search

{(Voucher Particulars,QuotationTender Reference,Programme Code,
Account Code,Accounting Line Particulars, Amount,

Cash Ledger Code,Cash Particulars)

Mote: Format of auto generated voucher number: <Voucher Type Prefic=YY /MM -=system sequence no.=

= EMP @ Search ][ <] Back ]

» Common Setup
Vou{:her Date Gross Credit Amount Vouche|
OE=TuT o —
CP.IE.-‘D'? 00ons 31.-’0'?.-’2016 [bir-conditioner in EM2OZ 25,000_00 Pu:usted

] £416/07-00006 a1/07/2016 A1 1 - Covidit e B QL O

» Budgeting

* Bookkeeping

] FRODZA 3140772018 iTesti

To export petty cash voucher, follow the
ot 2. Al vouchers of sterch 1SSl re oporet steps for ‘Update Petty Cash Voucher’ to
Month End I search for voucher(s) to be exported.

Pre-Year End
Year End

Step 1. Click [Export] button




Export Petty Cash Voucher

fok_exportxls [Read-Cnly] [Compatibility Mode] - Excel

Add-Ins

Q@ Tell me what you want to do...

Sign in

BH - 8 X

,Q,_ Share

LRl ) - - v | = — = - = = =P 2 AutoSum v A p

D B - Arial 10 - A A == = Wrap Text General ’;h L_E?') =] ;}( Ill Epi”. ZY
Paste i B I U- Py - A . aﬁ Ll=E== Merge & Center ~ e, op » L M ConditiPnal Format as  Cell Insert Delete Format Slort& Find &

- Formatting~ Table~ Styles~ - - - € Clear~ Filter - Select ~
Clipbo Font [F} Alignment [F] Mumber [F] Styles Cells Editing -~
Al e School Level [ Session v

A B c D E F G H -
1 |School Level / Sessi l\foucher No. Woucher Date (DD/MM/YYYY) Voucher Particulars Quotation / Tender No. Gross Credit Amount §  Cash Ledger Code (with description) Cash Particula
2 |Primary/PM (GC17/05-000131/05/2017 Postage "36.0 AB101(Petty Cash - Government Fund) Postage
3 |Primary/AM GC17/05-000131/05/2017 Postage "36.0 AB101(Petty Cash - Government Fund) Postage
4 |Secondary/Whole Day GCA7/05-000131/05/2017 Postage "36.0 AB101(Petty Cash - Government Fund) Postage
5 |Primary/PM GC17/09-000130/09/2017 Newspaper 251.0 AB101(Petty Cash - Government Fund) Newspaper
6 |Primary/AM GC17/09-000130/09/2017 Newspaper 251.0 AB101(Petty Cash - Government Fund) Newspaper
7 |SecondaryWhole Day GC17/09-000130/09/2017 Newspaper 251.0 AB101(Petty Cash - Government Fund) Newspaper
8 |Primary/PM GC17/09-000130/09/2017 Postage "38.0 AB101(Petty Cash - Government Fund) Postage
9 |Primary/AM GC17/09-000130/09/2017 Postage 238.0 AB101(Petty Cash - Government Fund) Postage
10 |Secondary/\Whole Day GC17/09-000130/09/2017 Postage 238.0 AB101(Petty Cash - Government Fund) Postage
11 |Primary/PM GC17/11-000130/11/2017 Newspaper 240.0 AB101(Petty Cash - Government Fund) Newspaper
12 |Primary/AM GC17/11-000130/11/2017 Newspaper 240.0 AB101(Petty Cash - Government Fund) Newspaper
13 |Secondary/\Whole Day GC17/11-000130/11/2017 Newspaper 2400 AB101(Petty Cash - Government Fund) Newspaper
14 |Primary/PM GC17/11-000130/11/2017 Postage "216.0 AB101(Petty Cash - Government Fund) Postage
15 |Primary/AM GC17/11-000130/11/2017 Postage 216.0 AB101(Petty Cash - Government Fund) Postage
16 |SecondaryWhole Day GC17/11-000130/11/2017 Postage 216.0 AB101(Petty Cash - Government Fund) Postage
17 |Primary/PM GC18/01-000131/01/2018 Newspaper 261.0 AB101(Petty Cash - Government Fund) Newspaper
18 |Primary/AM GC18/01-000131/01/2018 Newspaper 261.0 AB101(Petty Cash - Government Fund) Newspaper
19 |SecondaryWhole Day GC18/01-000131/01/2018 Newspaper 261.0 AB101(Petty Cash - Government Fund) Newspaper
20 |Primary/PM GC18/03-000131/03/2018 Postage 210.0 AB101(Petty Cash - Government Fund) Postage
21 |Primary/AM GC18/03-000131/03/2018 Postage 210.0 AB101(Petty Cash - Government Fund) Postage
22 |Secondary/Whole Day GC18/03-000131/03/2018 Postage
23 |Primary/PM GC18/03-000131/03/2018 Newspaper
24 |Primary/AM GC18/03-000131/03/2018 Newspaper Step 2' Open the exported
25 |Secondary/Whole Day GC18/03-000131/03/2018 Newspaper .
26 |Primary/PM GC18/04-000130/04/2018 Newspaper document ('I n EXCEL form at) 5
27 |Primary/AM GC18/04-000130/04/2018 Newspaper . . .
28 |Secondary/MWhole Day  GC18/04-000130/04/2018 Newspaper check the detailed information of
29 |Primary/PM GC18/08-000131/08/2018 Postage
30 | Primary/AM GC18/08-000131/08/2018 Postage
31 |Secondary/Whole Day GC18/08-000131/08/2018 Postage v UCherS SeleCted'
32 | Primary/PM GC18/09-000130/09/2018 Postage
33 |Primary/AM GC18/09-000130/09/2018 Postage ST T U]
34 |Secondary/Whole Day GC18/09-000130/09/2018 Postage . ash - Government Fund) Postage
35 |Primary/PM GC18/09-000130/09/2018 Newspaper AB101(Petty Cash - Government Fund) MNewspaper
36 |Primary/AM GC18/09-000130/09/2018 Newspaper 51.0 AB101(Petty Cash - Government Fund) Newspaper
37 |Secondary/\Whole Day GC18/09-000130/09/2018 Newspaper 510 AB101(Petty Cash - Government Fund) Newspaper
38 |Primary/PM GC18M12-000131/12/2018 Postage 238.0 A5101(Petty Cash - Government Fund) Postage
39 |Primary/AM GC18/M12-000131/12/2018 Postage 238.0 AB101(Petty Cash - Government Fund) Postage
40 |SecondaryWhole Day GC18M12-000131/12/2018 Postage 38.0 AB101(Petty Cash - Government Fund) Postage
41 |Primary/PM GC18/M12-000131/12/2018 Newspaper 2400 AB101(Petty Cash - Government Fund) Newspaper
42 |Primary/AM GC18M12-000131/12/2018 Newspaper 240.0 A5101(Petty Cash - Government Fund) Newspaper
43 |SecondaryWhole Day GC18/M12-000131/12/2018 Newspaper 240.0 AB101(Petty Cash - Government Fund) MNewspaper
44 |Primary/PM GC19/02-000128/02/2019 Postage 216.0 AB101(Petty Cash - Government Fund) Postage
45 |Primarv/AM GC19/02-000128/02/2019 Postage "216.0 A5101(Pettv Cash - Government Fund) Postage hd
Sheet 1 @ 1 »
Ready o= mMmo- 1 + 100%




Note:

» Structure of Autogen & Manual voucher no.:

a) Autogen- <Voucher Type Prefix>YY/MM>-<System Sequence no.> (Total 13 characters)

b) Manual- Maximum 12 characters (10 digits for users to manually input the voucher
number and 2 for the voucher prefix)

> Update Voucher
a) Draft or unposted voucher is allowed for updating

» Voucher not allowed to be deleted
a) Posted voucher

> Implication on voucher deletion

) Voucher no. cannot be re-used

b) Deleted voucher can be viewed in List of Deleted Vouchers report (R-FBK040-E)
)

Receipts and committed amount of the approved budget will be rolled back when
deleting unposted voucher

Petty Cash Voucher : Slide 56



¢Voucher Default Date Value: last date of the selected accounting month.

¢Information in voucher details/accounting line/ cash particulars:
a)Voucher particulars: Mandatory

b)Cash particulars: follow (a) if leaving it blank

c)A/C line particulars: follow (b) if leaving it blank

Press

ESCAPE
to return

¢ Default Cash Ledger Code is defined in Voucher Type Maintenance under Common Setup.

+When filling in voucher information, if the desired programme or account code has not
been created or the code is not active, user is allowed to link to COA - Account Code
Maintenance to create a new programme or a hew account code or to set the status of

the code as active.

+0nce a voucher is saved as ‘Unposted’, it is not allowed to be re-saved as ‘Draft’. Upon
saving a voucher as ‘Unposted’, budget check will be performed (based on the budget
check option defined in Common Setup - School Accounting Information) if the budget of
the selected accounting year has been approved.

Slide 57

Petty Cash Voucher



