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Common Setup - Chart of Account Maintenance

» User can maintain Chart of Account by means of sources of fund, ledger codes,
sub-ledger codes, account codes and programme codes.

« User can maintain bank information including cheque format and bank autopay
format.

COA Maintenance . Slide 2



Chart of Account Maintenance - EDB-Defined Code

 This function allows user to check the code range of Ledger / Sub-Ledger /
Account Code defined by EDB and the school. This range is maintained by EDB.

» The range of Ledger Code / Sub-Ledger Code / Account Code can be updated by
EDB and transmitted to the school via Communication and Delivery System (CDS).

« Any change to the code range “Reserved by EDB” will be sent to school via CDS.

» Ledger Code / Sub-Ledger Code / Account Code can be updated by EDB and
transmitted to the school via CDS.



Chart of Maintenance - EDB-Defined Code

» Asset / Liability Ledger Code consists of 5 bytes, which is formed by Source of
Fund Code (1 byte) + Ledger Code (4 bytes).

e Income / Expenditure Account Code consists of 11 bytes, which is formed by
Source of Fund Code (1 byte) + Ledger Code (4 bytes) + Sub-Ledger Code (3 bytes)

+ Account Code (3 bytes).
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View EDB-Defined Code

User: fannyl Last Login: 23/06/2003 19:.03 Logout | Help

Current School Year: 2002

23 June

| ¥ EE
2003 11:28

[S-FCS502-01] FMP > Common Setup > Chart of Account Maintenance > EMB Defined Code

EDB'DE‘Hﬂﬂd Cofdp Y Source of Fund  Programme Ledger Sub-Ledger

Account

Bank Information

F

EDB Defined Code
| Fom | o |  Fom | (o

/ GCommon Setup

Sch Accounting
A/C Year Mainte

Voucher Type Mz
Location Mainte!

Common Accoun

Report

| Step 1. Click [Common Setup] - [COA Maintenance] from the left menu

| By default, display the page of [EDB-Defined Code]

IRange of Asset Ledger Code | 5000 | 6999 | |
Cash at Bank 5000 5009
Cash in Hand 5100 5199
Bank Fixed Deposits 5200 52099
Fizxed Assets 5300 5499
Investment 5500 5500
Stock 5600 5609
Recensahble 5700 5799
Deposits H800 H8099
Other Assets 5000 5000

[ T,y oy

o LT3 15

o LT3 15



User: fannyl LastLogin: 23/06/2003 1903 Logout | Help | SPRCRE

View EDB-Defined Code Current School Year: 2002 25 June 2003 11:28

F

[S-FCS502-01] FMP > Common Setup > Chart of Account Maintenance > EMB Defined Code

HniroFflus] Loy Source of Fund Programme Ledger

Sub-Ledger Account Bank Information
EDB Defined Code

School Defined Code

(From) | Gom) | o) |
IRange of Asset Ledger Code 5000 | 6999 | |
Cash at Bank 5000 5099
Cash in Hand 5100 519090
Bank Fixed Deposits .J\ 5200 52099
Fixed Assets \53!]!] 5400
Investment 55h\ 5509
' Common Setup b
Sch Accounting SES E D B Def_i ned
A/C Year Mainte
Recemable C
ode
Voucher Type Mz -
Location Mainte Deposits
Common Accoun
Other Assets
Report
Reserved by EMB
|Range of Liahility Ledger Code |
Capitalized Expenditure F000 F099
Reserves and Funds F100 7100
Long Term Liahilities 200 299

[ [ T,y oy [ o LT3 15 [ o LT3 15




User: fannyl LastLogin: 23/06/2003 1903 Logout | Help | SPRCRE

View EDB-Defined Code Current School Year: 2002 25 June 2003 11:28

F

[S-FCS502-01] FMP > Common Setup > Chart of Account Maintenance > EMB Defined Code

HniroFflus] Loy Source of Fund Programme Ledger Sub-Ledger Account Bank Information

EDB Defined Code
m

School Defined Code

(Fromj)
IRange of Asset Ledger Code 5000 | 6999 | |
Cash at Bank | 5000 5099
Cash in Hand 5100 5199
Bank Fixed Deposits / 5200 5200
Fizxed Assets 5300 5499
Investment 5500 5509

S e—— School Defined

Sch Accounting Stock Cod e 5600 5600
A/C Year Mainte

Recemable 5700 5709
Voucher Type Mz -
T Deposits H800 H8099
Common Accoun
Other Assets H000 H000
Report
Reserved by EMB 6000 6999
IRange of Liability Ledger Code | 7000 | 9999
Capitalized Expenditure F000 F099
Reserves and Funds F100 7100
Long Term Liahilities 200 299
[ e [ [ e ——




Asset Ledger Code
5 (bytes)

Source of Fund Code
1 (byte)

Ledger Code
(4 bytes)

Structure of Chart of Account

Liability Ledger Code
5 (bytes)

Source of Fund Code
1 (byte)

Ledger Code
(4 bytes)

Income / Expenditure
Account Code
11 (bytes)

Source of Fund Code
1 (byte)

Ledger Code
(4 bytes)

Sub Ledger Code
(3 bytes)

Account Code
(3 bytes)




Code Range - Asset

Asset Ledger Code

EDB Defined

School Defined

5000 - 5999

6000 - 6999




Code Range - Liability

Liability Ledger Code

School Defined

EDB Defined
7000 - 7499

7500 - 9999




Code Range - Surplus / (Deficit)

Grants Outside OEBG

EDB Defined School Defined
Source of Fund A-Z A-7
1000-1699 1700-1999

Sub-Ledger 001-999 500-999




Code Range - Surplus / (Deficit)

OEBG General Domain

EDB Defined School Defined

Source of Fund A-Z A-7

2000-2699 2777 2000-2699 2700-2999

Sub-Ledger 001-499 001-999 500-999 500-999




Code Range - Surplus / (Deficit)

OEBG Special Domain

EDB Defined School Defined
Source of Fund A-Z A-7
3000-3999 3000-3999

Sub-Ledger 001-499 500-999




Chart of Account Maintenance - Source of Fund

» Source of Fund Code ‘A’ to ‘G’ is reserved by EDB.

» Separate books of accounts can be maintained under individual source of fund
code. User can print out one book of accounts by selecting the source of fund
under Bookkeeping Module.

e Most of the Annual Accounts Reports (Bookkeeping Module) are hardcoded based
on Source of Fund Code ‘G’. That is, accounts balance for Source of Fund Code
other than ‘G’, such as ‘Q’ (if created by user) for Quality Education Fund, will not
be included in the Annual Accounts Reports under Bookkeeping Module.

‘A’ - IMC General Fund and ‘G’ - General Operating Fund are codes pre-loaded by
EDB. User can record all government grants and school fund activities under source
of fund ‘A’ or ‘G’.

e Pre-set account codes prepared by EDB are all under Source of Fund Code ‘G’.

e User is not allowed to delete source of fund once it has been created.



Add Source of Fund

- This function allows user to create a new source of fund.

- When user wants to allocate fund to different fund source, source of fund code
can be created. Consequently, ledger, sub-ledger and account codes can be
created under the newly created source of fund code for fund allocation.

- Source of Fund Code should be alphanumeric only.

- Duplicated Source of Fund Code is not allowed.
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User: fannyl LastLogin: 26/07/2003 10:20 Logout | Help | SPRCRE

Add Source of Fund

Current School Year: 2002 28 July 2003 10:46

[S-FCS503-01] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

EDE-Defined E‘n ramme Ledger Sub-Ledger Account Bank Information
—————
Source of Fund Code

|G - izeneral Operating Fund j

English Description eneral Operating Fond
Chinese Description — R
Effective Date (DO ™™™ ||31 FEan]

Effective Status I.":".Cti"."e YI

N of Fund Code 'A'to "G iz rezerved by EMB.

“ Common Setup
Sch Accounting |
A/C Year Mainte|

Voucher Type Mz
Location Mainte
Common Accoun

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Source of Fund] tab

Step 3. Click [Add] button




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

Add Source of Fund Current School Year: 2002 1 August 2003 12:45

1 [S-FCS03-02] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

EDEB-Defined Code: | Soirc=ofFind | Programme Ledger Sub-Ledger Account Bank Information

Source of Fund Code |

English Description

|
Chinese Description |
|

Effective Date (DOMMA )

Effective Status I Active T I

' Common Setup Mate: Source of Fund Code 'A' to 'G iz reserved by |_Sr
Sch Accounting [ [] save ] [ < Back ]
A/C Year Mainte

Voucher Type Mz

Location Mainte!

Common Accoun

Report

Step 4. Fill in the fields




User: finpuser Login Time: 27/10/2003 15:30 Logout | Help | PRCREE

Add Source of Fund

[S-FCS503-02] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

Current School Year: 2002 27 October 2003 16:24 |

/ Common Setup

L, LEDB- Defined Code | Julre= offined | Programyme Ledger Sub-lLedger Account  Bank Information

AIC Year Mainten:l2dd Source of Fund Details

Source of Fund Code |Q
A\ TN EY  English Description |Quality Eduncation Fund
bt Chinese Description [FE#HEE:
Common Account )
Report Effective Date (DMWY j27 002003

Effective Status IACti"."E vI
et 0f Fund Code 'A' 1o 'G is rezerved by EMB.
GED
S

Step 5. Click [Save] button




Update Source of Fund

- This function allows user to update an existing source of fund.

- User may set the effective status to “Inactive” if the source of fund is no longer
in use.

- Changes to the Source of Fund’s effectiveness will be propagated down to the
related Ledger Code, Sub-Ledger Code and Account Code.

- English Description and Chinese Description can only be amended if the selected
source of fund code is defined by school (i.e. English Description and Chinese
Description for Source of Fund Code ‘A’ to ‘G’ cannot be amended).
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User: fannyl LastLogin: 26/07/2003 10:20 Logout | Help | SPRCRE

Update Source of Fund

Current School Year: 2002 28 July 2003 10:46

[S-FCS503-01] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

EDB-Defined ‘! SourCe o R ’ ogramwme Ledger Sub-ledger Account Bank Information

Source of Fund Code |G- General Operating Fund |
English Description eneral Operating Fond

Chinese Description — R

Effective Date (DO ™™™ ||31 FEan]

Effective Status I.":".Cti"."e YI

Mote: Source of Fund Code 'A' to 'E' is reserved by EMB.
‘ Common Setup [T@ aid ] LE Save ][ [ Reset ]

Sch Accounting
A/C Year Mainte

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Source of Fund] tab




User: finpSAs Last Login: 27/10/2003 16:45 Logout | Help | PR

Update Source of Fund

Current School Year: 2002 27 Octoher 2003 17:02

[S-FCS03-01] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

“ GCommon Setup
Sch Accounting | EDB-Defined (:gd' Programme Ledger Sub-Ledger Account Bank Information
Source of Fund Code

A/C Year Maintend

- English Description
) o & - Curriculum Fund
Chinese Description G- General Operating Fund
H- Schoal Fund

Voucher Type Mai

Location Maintens :
Effective Date (DDA YY)
Common Account

Effective Status

Report

G- Cluality Education Fund

Mate: Source of Fund Cade 'A't0 'G iz reserved by E
[@ add | [ [ save | [ [ Reset | Y - Source of Fund ¥ hy Jason (English)

Step 3. Select the [Source of Fund Code]




Update Source of Fund

Current School Year: 2002

User: finpSAs Last Login: 27/10/2003 16:45 Logout | Help | PR

27 October 2003 17:07

“ GCommon Setup

Sch Accounting |

A/C Year Mainteng

Common Account

Report

[S-FCS03-01] FMP > Common Setup > Chart of Account Maintenance > Source of Fund

EDE-Defined (:gd' Programme Ledger Sub-ledger Account Bank Information

Source of Fund Code

English Description

\ATTH YR BTN BT Chinese Description

Location Maintenagy o N e o 0 N &

Effective Status

[a_quality Education Fund |

{New Cuality Education Fund

FrEEg#EEs
[Z70/2003

I Artive VI

Mate: Sourcegs

ode 'A't0 "G is reserved by ki

Step 4. Update the fields

Step 5. Click [Save] button




Chart of Account Maintenance - Ledger

» Add ledger information
» Update ledger information
e Delete ledger information

» Please refer to [EDB-Defined Code] page for school defined range & EDB defined
range.

» Please note that a set of preload ledger code has been loaded into the system.
Preload Code is for report generation purpose, especially reports involving annual
accounts.

e If there is any new code created by EDB after the system is running in the school,
it will be updated to School end via CDS.



Each Ledger Code belongs to one Ledger Type:

Ledger Type Asset Liability Surplus/Deficit

Cash at Bank

Cash in Hand

Bank Fixed Deposits

Fixed Assets

Investment

Stock

Receivable

Deposits

N IR AY AR

Other Assets

Capitalized Expenditure

Reserves and Funds

Payable

SESN NS

Other Liabilities

Grants Outside OEBG/ EOEBG

OEBG General Domain/ EOEBG

OEBG General Domain Control A/C

IR N RN

OEBG Special Domain




Ledger Type

« Each Ledger Code belongs to one ledger type.

e Only Surplus / Deficit Ledger Code will have Sub-Ledger and Account Code
attached to it.
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Chart of Account - Code Structure

Ledger Code (5 digits)

= Source of Fund (1 digit)
+ Ledger Code (4 digits)

For example: G 1003



Add Ledger

- This function allows user to create a new ledger code.
- Before creating new ledger code, source of fund code has to be created.

- No duplicated ledger code is allowed.
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User: fivp_whmin Last Legin: 0303/2003 09:41 Logout | Help | HER#F
Add Ledger | Current School Year: 2001 3 March 2003 15:34

I
[ —— [S-FCS505-01] FMP > Common Setup > Chart of Account Maintenance > Ledger

Sch Accounting In

A/C Year Maintenz ERB-Defined Code Source of Fund  Programme ‘ ledger ' sub-Ledger  Account  Bank Information
——
n -

Source of Fund Code | ALL

Voucher Type Mai = b [ALL =
Location Maintenz

Ledger Range Fram | ALL j
Common Account

Report g I ALL j

[BR searc{| [ #dd ] [JTReset |

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Ledger] tab

Step 3. Click [Add] button




User: superl Login Time: 17052016 10:02 Logout | Help | Hisrhgd

(RESTRICTED) Current School Year: 2007 17 May 2016 10:44

Add Ledger
I

[S-FC50503] FMP = Common Setup > Chart of Account Maintenance =

EDE-Defined Code Source of Fund Programme | Lu:lijus  Sub-ledger Account
Add Ledger Details

Source of Fund Code

Bank Information

G - Deneial Uperating rema
Ledger Type Fixed Assets r

Ledger Code Created 5301 - Building To 3402 - Fomiture & Equipment (Special Class)

Ledger Code 401 Range 5300 - 5499

English Description Furniture & Equipment (Special Class)

Chinese Description FREEMN

Effective Date (DD/MMYYYY) 03 /03/200] @

Effective Status Active ¥

el LD R Y ey Features for clawback of surplus (English

Key Features for clawback of surplus (C h'lﬂl.‘vi

Step 4. Fill in the fields

Step 5. Click [Save and Back] button

For the Ledger Type other than “Surplus/Deficit” and
“Cash at Bank” Type




User: super]l Login Time: 17/05/2016 10:02 Logout | Help | HsSehma
Add Ledger

(RESTRICTED) Current School Year: 2007 17 May 2016 10:49

[S-FC S05-03] FMP > Common Setup = Chart of Account Maintenance > Ledger

EDE-Defined Code Source of Fund Programme | : Eth Sub-leager Account Bank Information
Add Ledger Details

Source of Fund Code

f - Gensral Operating Fund v
Ledger Type Grants ontside OEBG/ EOEBR v
Ledger Code Created 1001 - Block Grant A/C To 1999 - Test R-FBEO1E (1999
Ledger Code 1803 Range 1700 - 1999
English Description Ledger Code 1803
Chinese Description SRR 1803
Effective Date (DD/MM/YYYY) 1371042003
Effective Status hotive v

Key Features for clawback of surplus (English) The surplus balance of the grant in excess of 12 months provision

Key Features for clawback of surplus (Chinese) 12818128 B F I RRISTHEIEN TR -

[ Save and Bacq Save and Link to Sub-Ledger

If Surplus/Deficit ledger type is selected,
[Save and Link to Sub-Ledger] button is
provided for Sub-Ledger maintenance

For Ledger Type under “Surplus/Deficit” Type



UILD-07112002) - Microsoft Internet Explorer == x|

Add Ledger |w | = |

e larch  [EFavarites  (fMedia £ | EAN M| ¥ Morton Antivirus L) ~
User: finpSAs Last Login: 13/10/2003 12:11 Logout | Help | ®RREE
Current School Year: 2002 13 October 2003 18:11

[S-FCS06-02] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger
Record saved successiully.
" GCommon Setup

Sch Accounting | EDB-Defined Code  Source of Fund  Programme  Ledger Sl-lh'LEdgEI‘ Account Bank Information
N o Eeh e Source of Fund Code I G- General Operating Fund vI

Ledger Code |G1EEIS— Ledger Code 1803 j

Voucher Type Mai
e eny  Sub-Ledger Range From IALL

Common Account Ta

[
|ALL =l

Report

@ Search ] [ @ Reset ]

H Sub-lL edger Code English Description Chinese Description Effective Date | Effective Status ﬂ
(DDMMNYYY)

|Lﬁ:{gﬁa’€0d&1303 1310/003 P |1fE

Sub-Ledger Linkage

Auto create sub-ledger ‘501’ (same for English

& Chinese description as ledger code), the
pre-defined Income/Expenditure account code
by EDB will be auto-generated.

l_ l_ l_ [=F Local intranet



Add Ledger

User: super] Login Time: 17/052016 10:02 Logout | Help | @A
 (RESTRICTED) Current School Year: 2007 17 May 2016 10:¢

' Common Setup

Voucher Type
Location Main
Common Acco

_Report

[S-FCS05-03] FMP > Common Setup > Chart of Account Maintenance > Ledger
EDB-Defined Code Source of Fund Programme | L.+ Sub-Ledger Account Bank Information

Source of Fund Code G - General Operating Fund v

Ledger Type Cash at Bank v I

Ledger Code Created 5001 - Bank - Government Fund To 5099 - R bank created by shirley
Ledger Code 5093 Range 5000 - 5099

English Description Ledger Code 5093

Chinese Description SOHEEIE 5003

Effective Date (DD/MM/YYYY) 1371012003

Effective Status Active v

Key Features for clawback of surplus (English)

E1 WU L Key Features for clawback of surplus (Chinese)

A/C Year Maint [Save and Back(f] Save and Link to Bank Info 1Q8ackJ
o \

If “Cash at Bank” ledger type is selected,
[Save and Link to Bank Info] button is
provided for Bank Information maintenance.

For “Cash at Bank” Ledger Type




UILD-07112002) - Microsoft Internet Explorer - |5’ |5|

Add Ledger |w | = |
e larch  [EFavarites  (fMedia £ | EAN M| ¥ Morton Antivirus L) ~

User: fmpSAs Last Login: 13/10/2003 12:11 Logout | Help | PRREE
............... Current School Year: 2002 13 October 2003 18:15

[S-FCS08-01]1 FMP > Common Setup > Chart of Account Maintenance > Bank Information
Record saved successiully.

' Common Setup

Sch Accounting | EDB-Defined Code Source of Fund  Programme  Ledger Sub-ledger Account |zl Difonriciiio
LVl T8 BTN E Faple Eaelejo o i furniziing | Bank Details  Cheque Format — Autopay Format

Bank Ledger Information
Voucher Type Maigg-S ey g =]
Location Maintend

|G - General Operating Fund j
Ledger Code | 5000 - Cash at Bank by Jason (English) ¥

Common Account

Repont @ Search ] [T@ Add ] [ @ Reset ]

Link to Bank Ledger Information

It goes to [Bank Information] page

l_ l_ l_ [=F Local intranet



Update Ledger

- This function allows user to update an existing ledger.

- User can amend English Description, Chinese Description, Effective Date,
Effective Status, Key Features for clawback of surplus (English) and Key Features
for clawback of surplus (Chinese) of the Ledger Code defined by the school.

- For report generation purpose, English Description and Chinese Description of
Ledger Codes defined by EDB are not allowed to be amended. User can only amend
the Effective Date and Effective Status of the Ledger Codes defined by EDB.

-Changes to the Surplus / Deficit type of Ledger’s effectiveness will be propagated
down to the related Sub-Ledger Code and Account Code. That is, if user changes
the Effective Date and Effective Status of Ledger, then the Effective Date and
Effective Status of all of its related Sub-Ledger and Account will have the same
change automatically.
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User: firp_shmin Last Login: 03032002 12.05 Logout | Help | HUXERA

Update Ledger

Current School Year: 2001 3 March 2003 16:10 |

I
[S-FCS505-01] FMP > Common Setup > Chart of Account Maintenance > Ledger

“ Common Setup
EDB-Defined Code Source of Fund Programme =rfry: ub-Ledger Account Bank Information

Source of Fund Code % - Government Fund =

Ledger Type [Fixed Assets =l
Voucher Type Maijgy e nreg 20 From |653|:|1 - Building =l

Location Mainten?
To |GE4EIE Furniture & Equipment {Special Class) j

Common Account
Report @@ add | [ Rezat]

Sch Accounting In
A/C Year Maintenz

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Ledger] tab

Step 3. Select [Source of Fund Code],
[Ledger Type] and [Ledger Range]

Step 4. Click [Search] button




User: finp_shmin Last Login: 03032002 12.05 Logout | Help | HXERA

Update Ledger

Current School Year: 2001 3 March 2003 16:20 |

I
[S-FCS505-02] FMP > Common Setup > Chart of Account Maintenance > Ledger

Record saved successiully.

w ”éommon Setup

Sch Accounting In
A/C Year Maintenz

EDB-Defined Code Source of Fund  Programme Sub-Ledger Account Bank Information

Source of Fund Code | - Government Fund = |
Voucher Type Mai Ledger Type I Fixed Assets j
Location Maintenzg W:7; [; (- gl s i [-] Frorm I 35301 - Building j
Common Account
To |GE4EIE Furniture & Equipment {Special Class) j

Report

@ Search ] @ Reset

Ledger Code - English Description Chinese Description Effective Date Effective Bank Infof
Status Sub-ledger
Iink

| 5301 EILIIIdIng [ ot1/mgrzo00 =
r G5401  [Furniture & Equipment [E,Em 0140972000 ~
r 35402 Furniture & Equipment (Special Class) rﬁE&Eﬁfﬁﬁ - $5RIHE 0140942000 7
r G5403 Furniture & Equipment (Floating Class) rﬁﬁﬁéﬁfﬁi CFENHL) 03032001 7

() add |[ 7 Delete |

Step 5. Click [Ledger Code] hyperlink




Update Ledger

(RESTRICTED)

User: super]l Login Time: 17/05/2016 10:02 Logout | Help | H=ziE

Current School Year: 2007

17 May 2016 10:5!

' Common Setup

A/C Year Maint]

Voucher Type
Location Maint

Common Acco

Report

[S-FC505-04] FMP > Common Setup > Chart of Account Maintenance > Ledger

EDB-Defined Code Source of Fund Programme | Lo:lsj=r

Edit Ledger Details
Source of Fund Code
Ledger Type

Ledger Code

English Description

Chinese Description

Effective Date (DD/MMMYYYY)

Effective Status

Key Features for clawback of surplus (English

Key Features for clawback of surplus (Chines

Sub-Ledger Account Bank Information

f - General Operating Fund

Fixed hssets
2301

:

Building
Frer
0140971998

botive W

Step 6. Update the fields

Step 7. Click [Save] button




Delete Ledger

- This function allows user to delete an existing ledger code.

- Ledger Code can be deleted only if Budgeting, Bookkeeping and Staff Cost
Modules are not effective as at the system date. If any one of these 3 modules is in
use, [Delete] button will be in dimmed mode.

- Alternatively, user may choose to deactivate existing ledger code by updating its
Effective Status to “Inactive”.

- Deletion of EDB preloaded ledger code is not recommended, since preload code
is for annual report generation purpose and all the deleted ledger codes will be
subsequently transferred back from EDB-end to School-end via CDS and loaded into
the system.
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'112002) - Microsoft Internet Explorer

=181 x]
Delete Ledger &=

“ Common Setup
Sch Accounting |
AIC Year Mainteng

Location Maintend

Common Account

Report

I _k] Favorites @Media @ | %v = =
. User: tmpSAs Last Login: 15/08/2003 16:21 Logout | Help | PXE#F
Current School Year: 2002 16 August 2003 15:17

[S-FCS05-01] FMP > Common Setup > Chart of Account Maintenance > Ledger

Account Bank Information

EDB-Defined Code Source of Fund  Programme Sub-Ledger

Source of Fund Code
Ledger Type

Voucher Type Maij K [T 5101

G - General Operating Fund
|Cash at Bank j
From | 35001 - Bank- Government Fund |

[

To IGEDDB Bank - Texthook Grant

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Ledger] tab

Step 3. Select [Source of Fund Code],
[Ledger Type] and [Ledger Range]

Step 4. Click [Search] button

I_ I_ I_ Local inkranet



1112002} - Microsoft Internet Explorer

=12] %]
Delete Ledger | = |
— ;bFavu:urites Eivedia 4 | EAN We| R

: User: fmpSAs Last Login: 08/07/2003 20:07 Logout 1 Help | $XRE
............... Current School Year: 2002 9 July 2003 18:09

[S-FCS05-02] FMP > Common Setup > Chart of Account Maintenance > Ledger

+* Common Setup
Sch Accounting I EDB-Defined Code Source of Fund  Programme Sub-Ledger Account Bank Information

e Source of Fund Code | G - General Operating Fund j
. Ledger Type [cash at Bank |

Voucher Type Maigg T2 g =TT From  [G5001 - Bank- Government Fund v
Location Maintens Ta

| 55003 Bank- Texbook Grant v |
Common Account

Report @ Search ] [ @ Reset ]

Ledger English Description Chinese Description Effective Effective Bank Info/
Eude - Date Status Sub-ledger
link
Banlk - Govemnmment Fund TITRED - BFEE 014032002 Ea.u.k
[+ e Bank - School Fund TR - BHuEs (014032002 F Ea.uk
Informnation
[+ 0] Bank - Texthook Grant HiTTERy - SEERY 014032002 F Eank
Information

L

Step 5. Select the checkbox(es) next to the
[Ledger Code].

Step 6. Click [Delete] button.

&) I_ I_ I_ [=F Local intranet



Chart of Account Maintenance - Sub-Ledger

» Add sub-ledger information
» Update sub-ledger information
e Delete sub-ledger information

 Please refer to [EDB-Defined Code] page for school defined range & EDB
defined range.

» Please note that a set of preload sub-ledger code has been loaded into the
system. Preload Code is for report generation purpose, especially reports
involving annual accounts.

«Only Surplus / Deficit ledger type will have sub-ledger code attached to it.



Chart of Account - Code Structure

Sub-Ledger Code (8 digits)

= Source of Fund (1 digit) +
Ledger Code (4 digits) +
Sub-Ledger Code (3 digits)

For Example: G 1003 001



Add Sub-Ledger

- This function allows user to create a new sub-ledger code.

- Before creating a new sub-ledger code, source of fund and surplus / deficit
ledger code have to be created.

- No duplicated sub-ledger code is allowed.

- Upon the creation of Sub-Ledger, the system will auto-generate a set of EDB pre-
defined income / expenditure account codes simultaneously.
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User: firp_shmin Last Login: 18032002 17:20 Logout | Help | HXERA

Add Sub-Ledger
I

Current School Year: 2001 18 March 2003 17:47 |

[S-FCS06-01] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

* Gommon Setup EDB-Defined Code  Source of Fund Programme  Ledge ‘ Sip=tzelij=o ) Account  Bank Information
S CELL LAY Source of Fund Code

ALL i
A/C Year Maintenz Ledger Code I.ﬂ-.LL j

N SR Sub-Ledger Range Fram  [aLL =l
Location Mainten: To I ALL j

Common Account -
E— 22 search 1@]) [} Reset ]

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Sub-Ledger] tab

Step 3. Click [Add] button




S

User: super] Login Time: 17/05/2016 10:02 Logout | Help | HI3ZifA

Add Sub-Ledger (RESTRICTED)

Current School Year: 2007 17 May 2016 10:58

[S-FCS06-03] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

EDB-Defined Code Source of Fund Programme Ledger | Juu-lzrh=r  Account Bank Information
Add Sub-Ledger Details

Source of Fund Code v
Ledger Code
Sub-Ledger Code
English Description
Chinese Description
Effective Date (DD/MM/YYYY) 17/05/2016

Effective Status botive ¥

e D BTNV Key Features for clawback of surplus (English)
L W Y= 31411  Key Features for clawback of surplus (Chinese
A/C Year Maint

[ Save and Back ] [ Save and Link to Account ] [ <] Back ]

Voucher Type

Step 4. Fill in the fields

Location Maint

Common Acco

Report




User: super]l Login Time: 17/05/2016 10:02 Logout | Help | H3zhEdg

Add Sub-Ledger

[S-FCS506-03] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

(RESTRICTED) Current School Year: 2007 17 May 2016 11:01

EDB-Defined Code Source of Fund Programme Ledger | Suu-laudy=pr Account Bank Information
Add Sub-Ledger Details

Source of Fund Code

[ - General Operating Fund v
Ledger Code 2010 - Visual Art d
Sub-Ledger Code Created 001 - Visnal Art To 301 - Plastics
Sub-Ledger Code 501 Range 500 - 990
English Description Wood pad
Chinese Description A-ENsE R
Effective Date (DD/MM/YYYY) 01/08/2003
/ Common Setup Effective Status fctive W

LW W 1] Key Features for clawback of surplus (English) ' The surplus balance of the grant in excess of 12 manths provision will be clawe

PV CETR TR Key Features for clawback of surplyg (Chinese) 1% 71218 12{ HAVIREME T HIERHES -

Save and Link to Account ]

N—

[ Save and Back

Voucher Type

Location Mainte

Step 5. Click [Save and Link to Account]
button to maintain [Account]
information, or click [Save and

Back] button to save the entered
information and go back to Sub-
Ledger main page.




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

Add Sub-Ledger | - Current School Year: 2002 1 August 2003 13:09

3

[S-FCS0T-02] FMP > Common Setup > Chart of Account Maintenance> Account

Record saved successiully.

EDB-Defined Code Source of Fund Programme Ledger Sub-LedéE aank Information

Source of Fund Code IG- General Operating Fund vI

Ledger Code [ 32010 - Art and Design -]
Sub-Ledger Code R -
- ————— g |52010501 -Wood pad 7|
Sch Accounting | Account Type ALL i
e S| Account Range From I.ﬂ.LL j
To [aLL =]

Voucher Type Mai @ search ] [ [ Reset ]
Location Mainteng

Common Account +Bottom
I e N W
Status
|Grant Expenses |?$E£¢E eEd |mmmm3
| r | Ga010501 501 | Grant Incorne ERE A, 1014082003 | 7
= 2010501 502 [Prior Year Adjustroents LRy jor08n00s [z
- G2010501503 Clawhack/ Amonnt Refunded (Refundable) to EME i/ AEE (CER) BRR 0102003 |
T
| r | G2010501 504 |TRF from Genesal Fund/ Subscriptions/ Tong Fai AXC |mgﬁﬂﬁ~ EERAE |01mm:u3 ||7
r G201 0501 505 TRF hetween General Domain Controlf Grants 447 —f S A7 | e B — e R 2 B | 01,08,2003 P
M2 B R AR
| r | G2010501 506 |TRFtospaciammemmm |mmmm3 ||7

~Top




Update Sub-Ledger

- This function allows user to update an existing sub-ledger.

- User can amend English Description, Chinese Description, Effective Date,
Effective Status, Key Features for clawback of surplus (English) and Key Features
for clawback of surplus (Chinese) of the Sub-Ledger Code under school defined
ledger code range.

- For report generation purpose, English Description and Chinese Description of
Sub-Ledger Codes under EDB defined ledger code range are not allowed to be
amended. User can only amend the Effective Date and Effective Status of the Sub-
Ledger Codes under EDB defined ledger code range.

- Changes to the Sub-Ledger’s effectiveness will be propagated down to the
related Account Code. That is, if user changes the Effective Date and Effective
Status of Sub-Ledger, then the Effective Date and Effective Status of all of its
related Account will have the same change automatically.
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Update Sub-Ledger

User: firp_shmin Last Login: 18032002 17:20 Logout | Help | HXERA
Current School Year: 2001 18 March 2003 17:56 |

[S-FCS06-01] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

" GCommon Setup )
EDB-Defined Code Source of Fund Programme Ledge Siy=laele=d Y Account  Bank Information
Sch Accounting 1 ~—
Source of Fund Code

A/C Year Mainteng ALL

Ledger Code | ALL

[

VCU e Ll Sub-Ledger Range Fram | ALL

Location Mainten:
ocation Mainten Ta IALL

=
[

:::::::n Account @ Search ] [_ﬁ Add ] [_@ Reset ]

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Sub-Ledger] tab




User: firp_shmin Last Login: 18032002 1720 Logout | Help | HXERA

Upd ate Su b-Ledg er Current School Year: 2001 18 March 2003 17:57

[S-FCS06-01] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

“ GCommon Setup

Sch Accounting In EDB-Defined Code Suumw Information
VLA TEINEYE,  Source of Fund Code I G- Government Fund v

| Ledger Code | 31705 test [

Sub-Ledger Range Frarm | ALL j

Voucher Type Mai

Common Account To I ALL j

I!epo-rt o ) add ][_@ Flew ]

Step 3. Select the search criteria

Step 4. Click [Search] button




Update Sub-Ledger

User: firp_shmin Last Login: 18032002 1720 Logout | Help | HXERA

Current School Year: 2001

18 March 2003 18:00

' Common Setup

Sch Accounting In

A/C Year Maintenz

Voucher Type Mai
Location Mainten:

Common Account

Report

[S-FCS06-02] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

EDB-Defined Code Source of Fund Programme Ledger Sl-lh'l-EdgEI‘ Account  Bank Information

Source of Fund Code
Ledger Code

Sub-Ledger Range

IG - Government Fund vI

(31705 - test
Fram I,u.'|_|_
To  falL

[

@ Search ] [_@ Reset ]

Sub-Ledger Code .

G1705501

English Description

Chinese Description Effective Date Effective
Stalu:

te st

Mg/mao0:

test

18032003

|7

I'E

Step 5. Click [Sub-Ledger Code] hyperlink




g User: superl Login Time: 17/052016 10-02 Logout | Help | HI3fhEA

Update Sub-Ledger

(RESTRICTED) Current School Year: 2007 17 May 2016 11:04

[S-FCS06-04] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger
EDB-Defined Code Source of Fund Programme Ledger | Zuu-loily=p  Account Bank Information

Edit Sub-Ledger Details
Source of Fund Code [ - General Operating Fund
Ledger Code 1705 - Anto-gen Sub-Ledger Testing
Sub-Ledger Code a0l
English Description Auto-gen Sub-Ledger Testing
Chinese Description Auto-gen Sub-Ledger Testing (437)
Effective Date (DD/MM/YYYY) 01/09/1998
Effective Status betive ¥

+ Common Setup Key Features for clawback of surplus (English)

Ke ures for clawback of surplus [Chinese]l

Common Account

Report

Step 6. Update the fields

Step 7. Click [Save] button




Delete Sub-Ledger

- This function allows user to delete an existing sub-ledger code.

- Sub-Ledger Code can be deleted only if Budgeting, Bookkeeping and Staff Cost
Modules are not effective as at the system date. If any one of these 3 modules is in
use, [Delete] button will be in dimmed mode.

- Alternatively, user may choose to deactivate existing sub-ledger code by updating
its Effective Status to “Inactive”.

- Deletion of EDB preloaded sub-ledger code is not recommended, since preload
code is for annual report generation purpose and all the deleted sub-ledger codes
will be subsequently transferred back from EDB-end to School-end via CDS and
loaded into the system.

- Default sub-ledger codes created by the system (when creating a new ledger
code) cannot be deleted. The checkbox will be disabled.

Slide 53




Delete Sub-Ledger

=8 %]

= Morton Antivirus [) =

_k| Favorites @Media @ | %* =h

User: tmpSAs Last Login: 25/09/2003 12:57 Logout 1| Help | PXE#F
Current School Year: 2002 25 September 2003 19:53

[S-FCS06-01] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

EDB-Defined Code

Source of Fund Code

' Ledger Code

-1 Sub-Ledger Range

N\
Source of Fund Programme Ledger Qob-Loelr:g Account Bank Information
G - General Operating Fund -

[G1708- 1708 Testing 1
From  [aLL [
To [aL [

[V Reset

=24 Search Add

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Sub-Ledger] tab

Step 3. Select [Source of Fund Code],
[Ledger Code] and [Sub-Ledger
Range]

Step 4. Click [Search] button

|@ Dane

I_ I_ I_ Local inkranet



Delete Sub-Ledger E

00 osoft Internet Explore =8 %]

_k] Favorites @Media @ | %v = = Morkan Antivirus Q -
User: tmpSAs Last Login: 25/09/2003 12:57 Logout 1| Help | PXE#F

............... Current School Year: 2002 25 September 2003 19:54

[S-FCS06-02] FMP > Common Setup > Chart of Account Maintenance > Sub-Ledger

EDEBE-Defined Code Source of Fund Programme Ledger Sl-lh'LEdgEI‘ Account Bank Information

Source of Fund Code | G- General Operating Fund vI

Ledger Code |G1TEIQ- 1708 Testing j
a Sub-Ledger Range From I ALL j
To JaLL =]
@ Search ] [ ) Reset ]
Hm
(DDMMANYYY)
|Sub—1_ﬁ:lger Code G170501 |Sub—1.ﬁigﬁ:f Code GL709501 (BP27) | 15008/2003 | & |1 /E
r G1 708502 |Sub—I_ﬁ:lgEnr Code G1 706502 |Sub—1.ﬁigar Code GLPO9502 (P 32) | 2500502003 | 7 |1 /E
W GI700503 |Sub—1_ﬁ:lgﬁn' Code GL 706503 |Sub—1.ﬁ:lgﬁa’ Code GLOR503 (FP3r) | 25000003 | 7 |1 /E
I~ GI 700504 |Sul}Lﬁ:1gE:r Code G1705504 |Sub—Lﬂ:1gE:r Code GLT09504 (TP 3r) | 250002003 | P |1 /E
v G1 70505 |Sub—1_ﬁ:lgfn' Code G1709505 |Sub—1.ﬁ:lgﬁ:r Code GL709505 (P 3r) | 25092003 | P |1 /E

o

L

Step 5. Select the checkbox(es) next to the [Sub-
Ledger Codel].

Step 6. Click [Delete] button.

I_ I_ I_ Local inkranet



Chart of Account Maintenance - Account

e Add Account information
« Update Account information

e Delete Account information

» Please note that a set of pre-load account code has been loaded into the system.
Preload Code is for report generation purpose, especially reports involving annual
accounts.

» Multiple accounts would be defined automatically by system under each income and

expenditure account type.

Account : Slide 56



Account

Chart of Account - Code Structure
Account Code (11 digits)

= Source of Fund (1 digit) +
Ledger Code (4 digits) +
Sub-Ledger Code (3 digits) +
Account Code (3 digits)

For Example: G 1003 001 001
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Income Account Code

EDB Defined School Defined

500-550 551-999



Expenditure Account Code

EDB Defined School Defined

001-050 051-499



Add Account

- This function allows user to create a new account code.

- Before creating a new account code, source of fund, ledger code and sub-ledger
code have to be created.

- No duplicated account code is allowed.

- EDB Pre-defined Code and Account Type: Expenditure / Income Account type
have to be set up.

Slide 60




User: firp_shmin Last Login: 18032002 17:20 Logout | Help | HXERA

Add Account
|

Current School Year: 2001 18 March 2003 18:07 |

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

“ GCommon Setup
W ST ;| EDB-Defined Code  Source of Fund  Programme  Ledger Suh-Ledg .:}nk Information
—_ ——

PN ey Source of Fund Code ALL v
Ledger Code |ALL ﬂ

Sub-Ledger Code | ALL j

Common Account Account Type ALL -

Report Account Range Fram | ALL

L e

To ALl

R search | IEEEI'M

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Account] tab

Step 3. Click [Add] button




Add Account

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

Current School Year: 2002 1 August 2003 13:11

# Common Setup

Sch Accounting |

A/C Year Maintenz

Voucher Type Mai

Location Maintens

Common Account

Report

1 [S-FCS0T-03] FMP > Common Setup > Chart of Account Maintenance > Account

EDB-Defined Code

Add Account Details
Source of Fund Code

Ledger Code

Sub-Ledger Code

Account Type

Account Code

English Description
Chinese Description
Effective Date (DDA )
Effective Status

Source of Fund Programme Ledger Sub-Ledger

rieEnine | Bank Information

01082003

| Active  * !

[ESaue][‘f\]Back]

Step 4. Fill in the fields




Add Account

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

/ Common Setup

Sch Accounting
A/C Year Mainte

Voucher Type M

Location Mainte|

Common Accoul

Report

Current School Year: 2002 1 August 2003 13:13
| .
[S-FCS0T-03] FMP > Common Setup > Chart of Account Maintenance > Account
EDB-Defined Code Source of Fund Programme Ledger Sub-ledger | ficnun: | Bank Information
Add Account Details
Source of Fund Code | G- General Operating Fund ¥ |
Ledger Code [ 1003 - Approved Coll. for Specific Purposes A/C =]

Sub-Ledger Code dollection j

Account Type

Account Code

English Description

Chinese Description

Effective Date (DDMMMN ) ||:|1 L8003

Effective Status IActive 'I
[ Eﬁaue ] [ <:|Bacll ]

Select the Account Type
Expenditure Account or Income Account




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

Add Account Current School Year: 2002 1 August 2003 13:14

I
1 [S-FCS0T-03] FMP > Common Setup > Chart of Account Maintenance > Account

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger | ficnun: | Bank Information
Add Account Details

Source of Fund Code |G- General Operating Fund =
Ledger Code |1E|E|3-Apprcwed Coll. for Specific Purposes AC j
. Gommon Setup Sub-Ledger Code |EIEI1 - Approved Collection > |
Sch Accounting Account Type IW
dhhaadbaiiis | Account Code Created B TR v = T
Account Code 051 Eange 051 - 499
English Description |Cornrmon Bxpense
Chinese Description |—~$ E:E"g‘_‘

Effective Date (DDA YY) |01,1:)3,Q;;03

Effective Status IActive vI
<:| Back ]

Step 5. Click [Save] button




Update Account

- This function allows user to update an existing account code.

- User can amend English Description, Chinese Description, Effective Date and
Effective Status of the Account Code under school defined ledger code range.

- For report generation purpose, English Description and Chinese Description of
Account Codes under EDB defined ledger code range are not allowed to be
amended. User can only amend the Effective Date and Effective Status of the
Account Codes under EDB defined ledger code range.
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User: firp_shmin Last Login: 18032002 17:53 Logout | Help | HXERA

Update Account

Current School Year: 2001 19 March 2003 9:52 |

I
[S-FCS07-01] FMP > Common Setup = Chart of Account Maintenance> Account

' Common Setup
EDB-Defined Cod - .
Sch Accounting | efined Code  Source of Fund Programme Ledger Sub-ledg ank Information
Source of Fund Code

A/C Year Mainten3 ALL -
Ledger Code [ALL =
Voucher Type Mail 1 WE:N [ gui: [ [ALL =

i Account Type ALL -
Common Account

Account Range From | ALL

Report

L e

Too fALL

@Searﬁh][@ﬂdd][@m&set]

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Account] tab




User: firp_shmin Last Login: 18032002 17:53 Logout | Help | HXERA

Update Account

Current School Year: 2001 19 March 2003 9:53 |

I
[S-FCS07-01] FMP > Common Setup = Chart of Account Maintenance> Account

/ Common Setup

EDB-Defined Code SDUWW
Sch Accounting In ————————

Source of Fund Code ALL -

A/C Year Mainten;
Ledger Code | ALL j

VOUE SR LB Sub-Ledger Code | ALL |

Location Maintens I—_l
ocation ainten ﬂ.[:[:l:lunt T]mE E}{penditure -

Common Account
Account Range From  [aLL ~|

To [al =]

< oz -

Report

Step 3. Select the search criteria

Step 4. Click [Search] button




Update Account

Current School Year: 2001

User: firp_wdmin Last Login: 13432003 17:53 Logout 1 Help

| HoERE
19 March 2003 9:55

' Common Setup
Sch Accounting |
AI/C Year Mainten

EDB-Defined Code

[S-FCS507-02] FMP > Common Setup = Chart of Account Maintenance> Account

Source of Fund Programme Ledger Sub-Ledger m Bank Information

Source of Fund

Ledger Code

Account Type
Account Range

Code

Voucher Type Mgy uE it g s

ALL -
|ALL =l

|ALL =]

Frorm I ALL j
To ALl =l

@ Search ] [ @ Reset ]

M Page|1 'quﬁ M Bottom

n Combined Account Code . English Description Chinese Description Effective Date
Status

r 51003001001 Grant Expenses 2BLMRRA 01092000 | &
r 51004005001 Grant Expenses 2BLMRRA 01092000 | &
il 31004015001 Grant Expenses RRETERA & 00z000 | &
r 51004016001 Grant Expenses T2 BEMRRA 3 01092000 | &
O ﬂ 51004016051 Expenses 1 Expenses 1 1800372003 =
r 51004017001 Grant Expenses £ 01092000 |7
r 51004018001 Grant Expenses FEBEMRRA 01/08/2000 7
r 1006001001 Grant Expenses

r —— SLELSIEEE Step 5. Click [Combined Account Code]
] G1006003001 Grant Expenses hyperl]nk

r 1007005001 Grant Expenses

r 1007006001 Grant Expenses

r 1008001001 Grant Expenses 01/mar2000

r 51009001001 Grant Expenses 2BLMRRA 01092000 | &
— 34014004004 rant Evnancoc SEEEMERS £ A g nn —

F



Update Account

User: firp_shmin Last Login: 18032002 17:53 Logout | Help | HUXERA

Current School Year: 2001

19 March 2003 9:55

/ Common Setup

Sch Accounting In,
A/C Year Maintenz

Voucher Type Mai

Location Mainten:

Common Account

Report

[S-FCS07-04] FMP > Common Setup > Chart of Account Maintenance > Account

EDB-Defined Code Source of Fund Programme Ledger 5Sub-Ledger m Bank Information

Edit Account Detail

Source of Fund Code
Ledger Code
Sub-Ledger Code
Account Type
Account Code
English Description

Chinese Description
Effective Date (DOmn )
Effective Status

G- Government Fund

1004 - Curriculurm Development Grant ASC
016 - Putonghua Special Programime

Expenditure

fut=k |

|E}{penaes1

|E}{penses1

|18i03/2003

| Active = I

CE T

Step 6. Update the fields

Step 7. Click [Save] button




Delete Account

- This function allows user to delete an existing account.

- Account Code can be deleted only if Budgeting, Bookkeeping and Staff Cost
Modules are not effective as at the system date. If any one of these 3 modules is in
use, [Delete] button will be in dimmed mode.

- Alternatively, user may choose to deactivate existing account code by updating
its Effective Status to “Inactive”.

- Deletion of EDB preloaded account code is not recommended, since preload code
is for annual report generation purpose and all the deleted account codes will be
subsequently transferred back from EDB-end to School-end via CDS and loaded into
the system.

- Default account codes created by the system (when creating a new ledger or sub-
ledger code) cannot be deleted. The checkbox will be disabled.
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Delete Account

'112002) - Microsoft Internet Explorer

Favarites @Media @ | %v = =

User: fmpSAs Last Login: 15/08/2003 16:21 Logout | Help | PRREE
Current School Year: 2002

** Common Setup
Sch Accounting 1
A/C Year Maintens

Location Maintens
Common Account

Report

Source of Fund Code

Ledger Code

VO R RS BT Sub-Ledger Code
Account Type

Account Range

To [l

EDB-Defined Code  Source of Fund

[S-FCSO0T-01] FMP > Common Setup > Chart of Account Maintenance> Account

16 August 2003 15:33

Programme Ledger Sub-Ledger Bank Information
k- Kk Lam Fund 7

[K1700- IT Enhancement Grant x|

| k1700501 - IT Enhancement Grant x|

ALL =

From  [al

v Md][@Rﬂset]

Step 1. Click [Common Setup] > [COA
Maintenance] from the left
menu

Step 2. Click [Account] tab

Step 3. Select the search criteria

Step 4. Click [Search] button

|£b| Dione

l_ l_ l_ Local inkranet



Delete Account

=8| x|
[ & ]

_k| Favorites @Medla @ | % = M= . ¥

Current School Year: 2002

User: tmpSAs Last Login: 04/08/2003 10:40 Logout 1| Help | PXE#F

4 August 2003 15:21

[S-FCS0T-02] FMP > Common Setup > Chart of Account Maintenance> Account

EDEB-Defined Code Source of Fund Programime Ledger  Sub-Ledger m Bank Informiation

Source of Fund Code | k- kI Lam Fund vl

' Ledger Code [K1700- IT Enhancement Grant |
Y Sub-Ledger Code [K1700501 - IT Enhancement Grant x|
2L Account Type ALL -
Account Range From I AL j
To JalL =
[[BR search | [ [ Reset |
I O W G
Us
™ Bupenses k3 1214022003
"l E1700501052 | Grant Expense | Grant Expense (5 9) 1214023003 ||—
"l E1700501501 | uoore A 21020003 [z
| r | E1700501 502 |PriozYeamdmmm |J:$EE’~J§E¥ |21mam3 ||7
| W | E1700501 552 |GramRaoewed |GrantRﬁ:fi\ra:HEﬁH) |21mao:u3

Step 5. Select the checkbox(es) next to the

[Combined Account Code].

Step 6. Click [Delete] button.

I_ I_ I_ Local inkranet



Chart of Account Maintenance - Bank Information

« The Bank Information allows user to specify which cheque format and / or autopay
format will be used if user would like to make use of “Cheque Printing” function in
Bookkeeping Module, “Cheque Printing” and / or “Autopay” function in Staff Cost Module.

 This setup function is optional.

» By default, the system preloads 10 Cheque Formats for the following bank
-Hang Seng Bank (2)

-Hong Kong and Shanghai Bank (1)

-Bank of East of Asia (1)

-Fortis Bank (1)

-Belgian Bank (1)

-Standard Chartered (1)

-Citibank (1)

-Bank of China (1)

-DBS Bank (1)

» By default, the system preloads 3 Autopay Formats for the following bank
-Hang Seng Bank

-Hong Kong and Shanghai Bank

-East of Asia



Workflow of Bank Information

Ledger
(Setup ledger code
under “Cash at bank”
ledger type)

Bank Details
(5 banks preloaded,

add bank code
if necessary)

Cheque Format
(6 formats provided,
add new cheque
format if necessary)

Autopay Format
(3 formats provided)

Bank ledger
Information
(Setup details)

Print Cheque
(Bookkeeping/
Staff Cost Module)

Autopay
(Staff Cost Module)




Add Bank Ledger Information

- This function allows user to create a new Bank Ledger Information.

- Adding a new Bank Ledger Information is only necessary when user would like to
use “Cheque Printing” function in Bookkeeping Module or “Cheque Printing” and /
or “Autopay” functions in Staff Cost Module

- Before adding bank ledger information, Source of Fund Code and Ledger Code
under Ledger Type "Cash at Bank" have to be set up.

Slide 75



User: firp_shmin Last Login: 03032002 12.05 Logout | Help | HUXERA

Add Bank Ledger Information | Current School Year: 2001 3 March 2003 17:08

[S-FCS508-01] FMP > Common Setup > Chart of Account Maintenance > Bank Information

/ CGommon Setup DB-B ad Code gurce of Fund  Programme  Ledger Sub-lLedger Account] Hzpils ijecsiiziHer ’
Sch Accounting | ‘ Bamic edger: Information Bank Details Cheque Format

Autopay Format
AJ/C Year Maintendg

Bank Ledger Information

. Source of Fund I—Ll
Voucher Type Mai G- Government Fund

Location Mainten i GlE il | 5001 - Bank - Government Fund x|

Common Account

Report M‘ 'm

Step 1. Click [Common Setup] - [COA Maintenance]
from the left menu

Step 2. Click [Bank Information] tab

By default, display the page of [Bank Ledger Information]

Step 3. Click [Add] button




Add Bank Ledger Information

User: firp_shmin Last Login: 03032002 12.05 Logout | Help | HUXERA

Current School Year: 2001

3 March 2003 17:30

* FMP
“ GCommon Setup

Sch Accounting In

[S-FCS08-03] FMP > Common Setup > Chart of Account Maintenance > Bank Information

EDB-Defined Code Source of Fund Programime Ledger Sub-ledger Account

Hzple Leelrapi i inrnziiug | Bank Details  Cheque Format  Autopay Format

A/C Year Maintenz
Bank Ledger Information

Source of Fund

Voucher Type Mai

TETLON BTG Ledger Code

Common Account
Bank Code

Bank Account Humber

Report

Bank Account Holder Hame {Eng)
Bank Account Holder Name (Chi)
Cheque Format ID

Autopay Format ID

IG - Government Fund vI

|5IZIIZI1 - Bank- Government Fund j

| BEA- Bank of East Asia

[

|126-3-047339

|AEN Secondary Schaool

|
I jv

Set this bank to use chegue printing ?

7~ N\
E Sauve (:] Back

Mote: Only 5 formats are provided for chegue printing function.

I ©oves  po I

Step 4. Fill in the fields

cheque printing

Step 6. Click [Save] button

Step 5. Select Yes or No to set the bank to use




Update Bank Ledger Information

- This function allows user to update an existing Bank Ledger Information.
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User: firp_shmin Last Login: 03032002 12.05 Logout | Help | HUXERA

Update Bank Ledger Information Current School Year: 2001 3 March 2003 17:08

[S-FCS508-01] FMP > Common Setup > Chart of Account Maintenance > Bank Information
' GCommon Setup "
DB.R se-Gudie gurce of Fund Programime  Ledger Sub-Ledger  Accountl| il Tierrcier
Sch Accounting | (*_,
tzipte Ltz b o p gz g B ank Details Cheque Format Autopay Format
IG- Government Fund vI

Bank Ledger Information
|5IZIIZI1 - Bank- Government Fund j

1 Source of Fund

Location Maintendila:tl =R

Common Account

Report ' [ 2dd ) ([ Reset )

Step 1. Click [Common Setup] - [COA Maintenance]
from the left menu

Step 2. Click [Bank Information] tab

By default, display the page of [Bank Ledger Information]
Step 3. Select the search criteria

Step 4. Click [Search] button




Update Bank Ledger Information

Current School Year: 2001

User: firp_shmin Last Login: 03032002 12.05 Logout | Help | HUXERA

3 March 2003 17:45

oI T Record found.

Sch Accounting In

LR CETR L CINLELE | EpB-Defined Code  Source of Fund | Programme

Voucher Type Mai

Source of Fund IG - Government Fund *I

ank Ledger Information

Location Maintené

Common Account

[S-FCS08-02] FMP > Common Setup = Chart of Account Maintenance > Bank Information

Ledger Sub-Ledger Account | Sinls i
- Hzpds Leelejm o iz | Bank Details  Cheque Format  Autopay Format

Report

Ledger Code | 5001 - Bank- Government Fund ¥ |

@Searﬁh][@ﬁdd]

Bank's Information
Bank Code

Bank Account Humber

Bank Account Holder Hame {Eng)
Bank Account Holder Name (Chi)
Cheque Format ID

Autopay Format ID

IEIEA- Bank of East Asia vl

|126-3-047339
|#BY Secondary School

|
I jv
| [

Miate: Cnly 5 formats are provided for chegue printing funct

Set this bank to use chegue printing ?

)

n.

©oves 8 Mg

Step 5. Update the fields

Step 6. Click [Save] button




Add Bank Details

- This function allows user to create a new Bank Details.

- For example, if user plans to use Cheque Printing function for a particular bank,
which is not in the EDB pre-defined bank list (i.e. Hong Kong and Shanghai Bank
Corporation, Bank of East Asia, Hang Seng Bank, Fortis Bank, Belgian Bank,
Standard Chartered, Citibank, Bank of China and DBS Bank), user can add a new

Bank Details of that bank, and upload the corresponding Cheque Format for that
bank subsequently.

- Creating a new Bank Details does not have any interaction with Autopay Format,
since there is no function provided for the creation of Autopay Format of any bank.

- No duplicated bank code is allowed.
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User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | PaCfEd
Add Bank Details Current School Year: 2002 1 August 2003 13:16
I

3
[S-FCS08-04] FMP > Common Setup > Chart of Account Maintenance > Bank Information

“ Common Setup
Sch Accounting |
A/C Year Mainteng

Voucher Type Mai
Location Maintens

Common Account

Report

EDB-Defined Code  Sourcegs Drogramme  Ledger  Sub-ledger A\:cﬁunt ’

Bank Ledger Informatio fzylle Lz ls  Yeheque Format | Autopay Format
Bank Details

Bank Code BEA - Bank of East Asia

[BR seard] ([ 2dd ) JET Reset |

Step 1. Click [Common Setup] > [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Bank Details] tab

Step 4. Click [Add] button




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

Add Bank Details
|

3
[S-FCS08-06] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Current School Year: 2002 1 August 2003 13:20

EDB-Defined Code  Source of Fund Programme Ledger Sub-lLedger Account
Bank Ledger Information | Hunlt Liztiils | Cheque Format

dd Bank Particular
Bank Code BEA - Bank of East Asia

@Seanh]@ﬁdd][@hset]

Autopay Format

# Common Setup

Sch Accounting |

B

ank Particular

PYoA CETR ETNEYWE Bank Code IW

Bank Name{English) |Ba_nk of China
Voucher Type Mai Bank (Chi ) — =
Location Maintens: = U inese IEP iﬁﬁ

Common Account

Report

Step 5. Fill in the fields

Step 6. Click [Save] button




Update Bank Details

- This function allows user to update an existing bank details.
- Only Bank Name (English) and Bank Name (Chinese) could be updated.

- Bank details of both EDB preloaded and school defined bank can be amended.
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User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | PaCfEd

Update Bank Details

Current School Year: 2002 1 August 2003 13:21

3
[S-FCS08-04] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Drogramme  Ledger  Sub-Ledger A\:cﬁunt Eaminfor oy >

fzylle Lz ls  Yeheque Format | Autopay Format

EDBE-Defined Code  Source gf
Bank Ledger Informatio

Bank Details
Bank Code BEA - Bank of East Asia

_ Ffuwn@nmt]
+ Common Setup

Sch Accounting |

A/C Year Mainten

Common Accoun

Report

Step 1. Click [Common Setup] > [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Bank Details] tab
Step 4. Select [Bank Code]

Step 5. Click [Search] button




Update Bank Details

'} - Microsoft Internet Explorer

Sl

es5 @Media @“%vé@'ﬂ

Morkon Antivirus Q -

User: fmpSAs Last Login: 13/10/2003 12:11 Logout | Help | PRREE
Current School Year: 2002 13 October 2003 18:23

[S-FCS08-05]1 FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setup
Sch Accounting |
AIC Year Mainteng

Bank Details
Bank Code

Voucher Type Mai

EDB-Defined Code Source of Fund Programme Ledger Sub-lLedger Account
Bank Ledger Information

Huplelkizizils | Cheque Format |~ Autopay Format

BiOC - Bank of China

Location Maintend

@Seauh]@ﬂdd][@hset]

Common Account

Report Bank Particulars
Bank Code

Bank Name{English)

Bank Name{Chinese)

BOC
|Ea.nk of China (HonzFong)
[PERRT EE)

Step 6. Update the fields

Step 7. Click [Save] button

l_ l_ l_ [=F Local intranet



Add Cheque Format

- This function allows user to upload a newly tailor-made Cheque Format and
attach to a specific bank code.

- User can then print out the cheque using the new format in Cheque Printing.
- Cheque Format must be prepared under Crystal Reports.

- The following 10 commonly used cheque formats are preloaded by EDB and are
available in the system:
- BEAOOO1 (Bank of East Asia) (16.5cm X 7.5cm)
BELGIANOOO1 (Belgian Bank) (18.7cm X 8.7cm)
FORTIS0001 (Fortis Bank) (18.7cm X 8.7cm)
HS0001 (Hang Seng Bank) (15.8cm X 8.2cm)
HS0002 (Hang Seng Bank) (20.2cm X 8.7cm)
HSBCO0001 (The Hongkong and Shanghai Banking Corporation Limited)
(15 9cm X 8.2cm)
SCO001 (Standard Chartered) (17.1cm X 8.0cm)
CITI0001 (Citibank) (19.4cm X 7.5cm)
BOCO0001 (Bank of China) (17.1cm X 8.8cm)
DBS0001 (DBS Bank) (20.3cm X 9.0cm)
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licrosoft Internet Explorer

Add Cheque Format

@Media @“%* 5@ E
: User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:45

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

EDB-Defined Code Source of Fund  Progg; ot Sub-Ledger Accoun ‘ Esnitntoraton P,
i ( = T
Sch Accounting | Bank Ledger Information Bank DetailsQ Enz:juz Forizie ) Autopay Format
AIC Year Mainteng Cheque Format
Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Maintend

' Common Setup

BOC - Bank of China

Common Account

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Cheque Format] tab

Step 4. Select [Bank Code]

l_ l_ l_ Local inkranet



licrosoft Internet Explorer

Add Cheque Format

@Media @“%*5@%

“ Gommon Setup

User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:45

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account
Bank Ledger Information

A/C Year Mainteng Cheque Format

Sch Accounting I Bank Details [Eiz:i= Forrizie | Autopay Format

BOC - Bank of China

Voucher Type Mai

Location Maintend

Common Account

Report

Step 5. Click [Search] button

l_ l_ l_ Local inkranet



licrosoft Internet Explorer

Add Cheque Format

@Media @“%* 5@ E
User: fimpSAs Last Login: 28/10/2003 10:29 Logout | Help | ¥Rt
............... Current School Year: 2002 28 October 2003 17:48

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setu
i EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account

Bank Ledger Information Bank Details | Eizirju= Forzis | Autopay Format

A/C Year Mainteng Cheque Format
. Bank Code

Voucher Type Mai @ Search ] [ [ Reset ]
Location Maintend

Sch Accounting |

BOC - Bank of China

Common Account Cheque Format Repository

W [ cheeromam

|N|:| record.

Mote Chegue Format 1D is auto generated by the system in this format: =Bank Code==system sequence no=
e
6{)

Template File

Report

Step 6. Click [Add] button to upload the

new cheque format

l_ l_ l_ Local inkranet



Add Cheque Format

licrosoft Internet Explorer

@Media @“%*5@%

User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:49

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

“ Gommon Setup

LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
. Bank Code

Bank Details | Ehzri=|Forzie | Autopay Format

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account

BOC - Bank of China

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

Common Account

Report

Cheque Format Repository

[ Ne | Cheque Format ID Template File

|N|:| record.

Mote: Chegue Format 1D is auto generated by

“} upload Cheque Format - Microsoft Internet Expl o ] S

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Lipload Cheque Format
Bank Code BOC

Template File | Browse... |

Last Created Cheque Format ID Mo meoond,

Step 7. Click [Browse] button and
select a template file from
local file system

l_ l_ l_ Local inkranet



licrosoft Internet Explorer

Add Cheque Format
: @Media @“%*5@%

User: fimpSAs Last Login: 28/10/2003 10:29 Logout | Help | BB
............... Current School Year: 2002 28 October 2003 17:50

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

B EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account | Gzl MiforrosiEion
Sch Accounting | Banl: Ledger Information Bank Details | Dhzri= Forrie | Autopay Format

A/C Year MaintenfiCheque Format
. Bank Code

Voucher Type Mai [E Search | [ [ Reset |
Location Mainten3

BOC - Bank of China

Cheque Format Repository

[ Ne | Cheque Format ID Template File

|N|:| record.

Common Account

Report

Mote: Ch Farmat D 1= andt pr—— 3 Upload Cheque Format - Microsoft Internet Explorer - =] =]
& Checjue Form i ELD e e ] o e

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Lipload Cheque Format
Bank Code BOC

Template File [C Documents and Setings'dd | Browse.. |
eated Cheque Format 1D Mo reoond,

Step 8. Click [Add] button

l_ l_ l_ Local inkranet



licrosoft Internet Explorer

Add Cheque Format
. [Hreda (B BN S S 2 H

User: fimpSAs Last Login: 28/10/2003 10:29 Logout | Help | ¥Rt

............... Current School Year: 2002 28 October 2003 17:51

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setup EDB-Defined Code Source of Fund Programme Lledger Sub-ledger Account
LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
. Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

Cheque Format Repository

[ Ne | Cheque Format ID Template File

|N|:| record.

Common Account

Report

r—— r————— pr—— a Upload Cheque Format - Microsoft Internet Expl — |EI|5|
e Chegue Form iz auto generated by e

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Lipload Cheque Format
Bank Code BOC

Template File [CDocoments and Setings'éd _ Browse... |
Last Created Cheque Format ID Mo meoond, 5I

@ Are you sure to save record?

Ok I Zancel |

Step 9. Confirm the action

l_ l_ l_ Local inkranet



licrosoft Internet Explorer

Add Cheque Format

@Media @“%* 5@ E
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:53

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

*/ Gommon Setup Mote: Chegue Farmst ID is awto generated by the system inthis format: BOCO0O1

Sub-Ledger Account | |Hzinls fiuroicdor

Sch Accounting |

PV CETR BTN E  EDB-Defined Code  Source of Fund | Programme
Bank Ledger Information Bank Details | Ei=rii=|Forrize | Autopay Format

Ledger

Cheque Format
Bank Code BOC - Bank of China

Voucher Type Mai

Location Maintens
T RIS [ BR search | [ [ Reset |
Report

Cheque Format Repository
Template File

| 1 I [BOCO00L | ! Dovwnload Chemque Fomnat | Uplead Cheque Fornat
Mote: Chegue Format ID7E a00 generated by the Syslem Inthis Tormat. =0ank Code=<system seqguence no=

Fhamaa Carmot 1IN

Cheque Format ID is auto generated by the system

in this format: <Bank Code><system sequence no.>

l_ l_ l_ Local inkranet



Amend Cheque Format

- If there is any change to the existing cheque format (e.g.cheque size, font size),
user can amend the existing cheque format template in the system:

- Workflow:

Download Cheque Amend the template in Upload and Replace

Format Crystal Reports Cheque Format




Download Cheque Format

- This function allows user to download an existing Cheque Format.

- User can amend this downloaded format and upload the revised format as a hew
cheque format or overwrite any of the existing one.
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soft Internet Explorer

Download Cheque Format

eda (H | EN- S H W
: User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:04

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

7 Common setup [ T Tp—
Cheque Format ) Ji

Sch Accounting | Bank Ledger Information Bank Details utopay Format
A/C Year MaintenfiCheque Format
Bank Code

Voucher Type Mai @ Search ] [ [ Reset ]
Location Maintens

BOC - Bank of China

Common Account

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Cheque Format] tab

Step 4. Select [Bank Code]

l_ l_ l_ Local inkranet



soft Internet Explorer

Download Cheque Format

edia @“%*5@%
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:04

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setup EDB-Defined Code Source of Fund Programme  Ledger Sub-ledger Account
LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
Bank Code

Voucher Type Mai
Location Mainteng

Common Account

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

Report

Step 5. Click [Search] button

l_ l_ l_ Local inkranet



soft Internet Explorer

Download Cheque Format

edia (B |EN- S EIEH ¥
User: fimpSAs Last Login: 28/10/2003 10:29 Logout | Help | ¥Rt
............... Current School Year: 2002 28 October 2003 18:06

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setup EDB-Defined Code Source of Fund Programme  Ledger Sub-ledger Account
LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
. Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

P Cheque Format Repository

[ No | Cheque Format ID Template File
| 1 [BOC0001 | | Download Cheque Fommat | | Upload Cherque Format
Mote: Chegue Format ID iz suto gensrated by the system inthis format: =Bank O e s—

Report

Step 6. Click [Download Cheque Format]

hyperlink

l_ l_ l_ Local inkranet



=18 x|

woft Internet Ex

Download Cheque Format _
_ —eda B B-SEEHY Norton Antivirus bl ~
' User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | ICEE
Current School Year: 2002 28 October 2003 18:06

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

“ Gommon Setup

EDB-Defined Code Source of Fund Programme Ledger Sub-Ledger Account | Gzils fferc o
Sch Accounting IngiF s Ledger Information Bank Details | Hiz:ju= Forinzie | Autopay Format

= Bank Code

BOC - Bank of China
Voucher Type Mai @ search | ([ Reset | File Download ;Igllll

Location Mainteng
E— = =
emplate File
You are downloading the file: & |
Upload Cheque Format

R-BOCO001 E.rpt fram localhost

Common Account

Mote: Chegue Format 1D is auto ge

Wiould pou like to open the file or zave it ko pour computer?

Open I Save | Cancel | kare Info |

v fways azk before opening this type of file

[Mpemn | [pemn Falder | | Cancel I

Step 7. Click [Save] button to download the
template file and store into local file

system.

=1 I || 2B Localintranet



woft Internet Ex

Download Cheque Format

eda (H | EN- S H W
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:07

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

B EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account | Gzl MiforrosiEion
Sch Accounting | Banl: Ledger Information Bank Details | Dhzri= Forrie | Autopay Format

A/C Year MaintenfiCheque Format

. Bank Code BOC - Bank of China
Voucher Type Mai @ search | [ [ Reset | File Download - |EI|5||
Location Mainten3 el
Common Account Save in: I =3 My Documerts j = I-:jg v
R-HSECOO01-E.rpt [ Status Report L #HCEveE s Comnat
Maote: Chegue Format 1D is auto gene R-H30001-E.rpk @ GUI Issue 2 Hiskory
_ |'weekly Plan [ Anki-wirus @Mv Pictures
- _|chi FMP CAR 151003 [ Release Log Status 1My eBooks
[ Function Chart
2 Frip
_ 154 tofill in details ca Training Material
ﬁ Training Docurent I:I P
D Lz2a-EL-FT-GUI-E04Z
| Cracle Exam [ JEME_EMND
| | Chegue Template [ skatus progress
Step 8. Specify the destination directory |F-80C0001 .10t L sae |
and click [Save] button + [Cstal Fepors F| [ e |

Step 9. Amend the template under Crystal
Reports

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

- This function allows user to upload Cheque Format and overwrite an existing one.

Slide 102




Upload and Replace Cheque Format

¥
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:57

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

~ common setup [ e
GGG L | Bank Ledger Information | Bank Details@C Lz o= Furiizie ) Autopay Format

A/C Year MaintenfiCheque Format
Bank Code

BOC - Bank of China hi

Voucher Type Mai @ Search ] [ [ Reset ]
Location Maintens

Common Account

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Cheque Format] tab

Step 4. Select [Bank Code]

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

¥
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:57

[S-FCS08-0T] FMP > Common Setup > Chart of Account Maintenance > Bank Information

' Common Setup EDB-Defined Code Source of Fund Programme  Ledger Sub-ledger Account
LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
Bank Code

Voucher Type Mai
Location Mainteng

Common Account

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

Report

Step 5. Click [Search] button

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

¥
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 17:59

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

o e EDB-Defined Code Source of Fund Programme  Ledger Sub-ledger Account
LU DD R | Bank Ledger Information

A/C Year MaintenfiCheque Format
. Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

P Cheque Format Repository

W | Cremsroman Tompiate i
| 1 [BOCOO0L | Download Chere Fomat | | Unlcad Cheque Fomuat

Mote: Chegue Format 1D is auto genersted by the system in this format: =Bank Code==system seguence no.=

Report

Step 6. Click [Upload Cheque Format] hyperlink

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

¥
User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:01

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

“ Gommon Setup

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account | Szl Mforrizidun
Sch Accounting | Bank Ledger Information Bank Details | Eizirju= Forzis | Autopay Format

A/C Year MaintenfiCheque Format
. Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

BOC - Bank of China

Common Account Cheque Format Repository

Report | N0 Cheque Format ID Template File
| 1 |[BOCO001 | Dovwnlcad Cheque Fomoat | Unload Chenue Format
Mote: Chegue Format ID s auta genersied ot sostom i dlis domr ot cDionl oo o st o —ononos oo

3 Upload Cheque Format - Microsoft Internet Explorer o ] |

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Upload Cheque Format

Bank Code B
Teraplate File Existed
Template File | ( Erowse, D
Last Created Cheque Format 1D BOC001
LH Save ] Close ]

Step 7. Click [Browse] button to specify the
cheque template file path

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

“ Gommon Setup

: : ¥
: User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:01

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account
Sch Accounting | Bank Ledger Information

A/C Year MaintenfiCheque Format
Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

Bank Details | Ehzri=|Forzie | Autopay Format

BOC - Bank of China

Common Account Cheque Format Repository

e | No | Chequeformatn Template File
| 1 [BOCO00L | Deownload Cherue Format | Uplcad Cherque Format
Miote: Chedue Farmat D is auto genershed badbbo s sbowm in s fovm ot oDlon o ool oo mdoum, oo oo o
<3 Upload Cheque Format - Microsoft Internet Explorer o ] |

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Upload Cheque Format
Bank Code BOC
Teraplate File Bxisted
Template File IC:"-DOCum.Enﬂ and Settingshdd  Browse.., |

LastLreated Cheque Format 1D BOCO001
l:luse ]

Step 8. Click [Save] button

l_ l_ l_ Local inkranet



Upload and Replace Cheque Format

“ Gommon Setup

: : ¥
: User: tmpSAs Last Login: 28/10/2003 10:29 Logout 1| Help | 3R
Current School Year: 2002 28 October 2003 18:02

[S-FCS08-08] FMP > Common Setup > Chart of Account Maintenance > Bank Information

EDB-Defined Code Source of Fund Programme Ledger Sub-ledger Account | Szl Mforrizidun
Sch Accounting | Bank Ledger Information Bank Details | Eizirju= Forzis | Autopay Format

A/C Year MaintenfiCheque Format
Bank Code

Voucher Type Mai @ Search | [ [ Reset |
Location Mainten3

BOC - Bank of China

Common Account Cheque Format Repository

Report | N0 | cChequeFormatp | Template File
| 1 [BOCO00L | Deownload Cherue Format | Uplcad Cherque Format
Mote: Chegue Format 1D is auto generstocl bt cicbowr i tloic fowmcd Dlocle Soclo oot oun oo
<} Upload Cheque Format - Microsoft Internet Exple o ]

[S-FCS08-09] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Upload Cheque Format

Bank Code BOC
Teroplate File Existed
Template File [CDocuments and Setings'dd | Browse.. |
Last Created Cheque Format 1D BOC001
LE Save ] cloce ] Microsoft Internet Explorer x|

@ Are you sure to save record?

Step 9. Confirm the action ok | cance

l_ l_ l_ Local inkranet



View Autopay Format

- This function allows user to search for the Autopay Format available to the
selected bank.

- Please note that only searching function is provided. There is no download or
upload function, since amendment of Autopay Format is not allowed.

- By default, the system preloads 3 Autopay Formats for the following banks
- Hang Seng Bank
- Hong Kong and Shanghai Bank
- East of Asia
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User: trainer]l LastLogin: 01/02/2003 11:04 Logout | Help | PaCfEd

View Autopay Format Current School Year: 2002 1 August 2003 13:31

3
[S-FCS08-10] FMP > Common Setup > Chart of Account Maintenance > Bank Information

——
EDE-Defined Code Source of Fund Programme Ledger B COoLn ‘ Eaniainformrataon
. . S
Bank Ledger Information Bank Details Cheque Forma Aatopay EorTnat)

Autopay Format
Bank Code

@Reset
« Common Setup

BEA - Bank of East Asia

Notes: Autopay Format is maintained solely by EDB

Step 1. Click [Common Setup] > [COA
Maintenance] from the left menu

Step 2. Click [Bank Information] tab

Step 3. Click [Autopay Format] tab

Step 4. Select [Bank Code]

Step 5. Click [Search] button




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

View Autopay Format Current School Year: 2002 1 August 2003 13:33

3
[S-FCS08-11] FMP > Common Setup > Chart of Account Maintenance > Bank Information

Recard found.
EDE-Defined Code  Source of Fund  Programme  Ledger Sub-ledger  Account | Bzinls faforiiziss
Bank Ledger Informiation Bank Details Cheque Format | siliorziy Foriizir

Autopay Format
Bank Code BEA - Bank of East Asia

' Common Setup @ Search ] [ [) Reset ]
Sch Accounting 1

A/C Year Maintend Autopay Format Repository
R S

Voucher Type Mai | 1 |0I'1 - Banlk of Bast Asia Autopay

Location Maintens

Common Account

Report

View the autopay format description of the bank




Chart of Account Maintenance - Programme

e Programme is used to classify expenditure into programme level.
e Programme will be used in Bookkeeping, Budgeting and Staff Cost Modules.

e Maintenance of Programme will perform staff synchronization automatically if
Staff Cost Module is not effective. If Staff Cost Module is effective, staff
synchronization will be performed automatically in Staff Cost Module.

» Each of the school levels / sessions and accounting years will have its own set of
programmes.

» For bi-sessional and through-train schools, user has to prepare budget for each of
the school levels / sessions of an accounting year under Budgeting Module and may
require to create programme under each individual school level / session.



Add Programme

- This function allows user to create a new programme.

- Default programme “WFMP - Administration Programme” will be created for each
of the school levels / sessions of the accounting year when creating a new
accounting year.
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1092003d}) - Microsoft Internet Explorer

Add Programme

Favorites  GifMedia % | EaN N ¥
User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:03

[S-FCS04-01] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fu :' Progrannine . edger Sub-lLedger Account Bank Information
Sch Level/Session —— SecondaryWheole Day

Accounting Year EYVY\HNY‘W) Izunmzutm vl
@ Searc(] [T@ Add ] [ﬁ Reset ]
\-/

" GCommon Setup

Sch Accounting |
A/C Year Maintena

Voucher Type Mai

Location Maintend
Common Account

Report

Step 1. Click [Common Setup] - [COA Maintenance]
from the left menu

Step 2. Click [Programme] tab

Step 3: Click [Add] button

l_ l_ l_ Local inkranet




1092003d}) - Microsoft Internet Explorer

Add Programme

Favarites @Media @ | %v = = ¥
User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
............... Current School Year: 2002 24 November 2003 18:04

[S-FCS04-06] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Add Programme Details
Sch Level’Session aenondary W hole Diasr

Accounting Year (v iy I 0002001 - I

' Common Setup Programme Code |

R LTk English Description

V-V CETA BT ELE Chinese Description

. Effective Date (DDMMA ) j24/11.2003

VLT @ R ET Effective Status IMWE :Iv
Location Maintenzgy-FRssyrm I

Common Account

Report E Save <] Back

Step 4. Fill in the fields

l_ l_ l_ Local inkranet




1092003d}) - Microsoft Internet Explorer

Add Programme

Favorites  GifMedia % | EaN N ¥
User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
............... Current School Year: 2002 24 November 2003 18:05

[S-FCS04-06] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information
Add Programme Details

Sch Level’Session aenondary W hole Diasr
Accounting Year (o) I 200002001 - I

' Common Setup Programme Code |CHEM
LW LG L, English Description |Chernistry Meeting
PN CETR TGN E Chinese Description |{h§%§

Effective Date (DDuir ) j24/11.2003
Voucher Type Maig 2 f¥a i8S £ 1T IActive -]

Location Maintend Remarks I

Common Account

Report ‘ <] Back

Step 5. Click [Save] button

l_ l_ l_ Local inkranet




Add Programme — Add Programme Member

User: tester01 Login Time: 24/11/2003 17:56 Logout I Help | BB
Current School Year: 2002 24 November 2003 18:05

Add Programme Member
Accounting Year
Sch Level’Session

* Common Setup

Sch Accounting |

A/C Year Mainteng

Voucher Type Mai
Location Maintend
Common Account

Report

Programme Code

English Description
Chinese Description

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

200042001
Secondary W hole Diasr
CHEM

Chermistry Mesting
ThEEE

| r
| r
| r
| r
| r

[l save | | <]Back

l_ l_ l_ Local inkranet



Add Programme — Add Programme Member

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:05

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Add Programme Member
Accounting Year 20002001

Sch Level’Session Secondary W hole Diasr
Programme Coile CHEM

English Description Chemistey Mesting
Chinese Description {h2%s

Mo.

* Common Setup
Sch Accounting |
A/C Year Mainteng

Voucher Type Mai

Location Maintend

Common Account

0015 STAFF AfA F=Ar
0061 STAFF AaB $iEr s |
9400 STAFF AaH Br—sw

9401 STAFF AAl B A |

Report

0402 STAFF An) 805 A

9403 STAFF Ank ZEERR

9404 STAFF AAL SHE A

Q406 STAFF AAMN 8241

9407 STAFF AA0 B2tk

9408 STAFF AAP SHY -

o e

Step 6. Click to select Programme Member

l_ l_ l_ Local inkranet




Add Programme — Add Programme Member

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:06

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Add Programme Member
Accounting Year 20002001

Sch Level’Session Secondary W hole Diasr
Programme Coile CHEM

English Description Chemistey Mesting
Chinese Description {h2%s

Hl:l

0015 STAFF AMEJEI

“ Common Setup
Sch Accounting |
A/C Year Mainteng

Voucher Type Mai

Location Maintend

4

Common Account

Report | | 3400 STAFF AsH B2

2
| 3 ||941DSTAFFMRE;\§
g

5
(-'W
U

| v
| r
| r
| r
| r

|L|L|L|L

Step 7. Select the checkbox(es) to appoint the
Programme Leader

Step 8. Click [Save] button

Note: At least one leader is selected

l_ l_ l_ Local inkranet




Update Programme

- This function allows user to create a new programme.

- User may set the effective status to “Inactive” if the programme is no longer in
use.

- For administration programme “WFMP” user is not allowed to amend English
Description, Chinese Description, Effective Date and Effective Status.
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Update Programme

2003d) - Microsoft Internet Explorer

vorites  ElfMedia O | EaN N ¥
' User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:08

“ Common Setup

Sch Accounting |

A/C Year Mainteng

Voucher Type Mai
Location Maintend
Common Account

Report

[S-FCS04-01] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund ‘ Br OO ’ Ledgatinbeladase decouat  Bank Information
Sch Level/Session “—’ | SecondaryWheole Day

Accounting Year OOy YY) I 200002001 - I

Search Add ] [ @ Reset ] i |

Step 1. Click [Common Setup] - [COA Maintenance] from the
left menu

Step 2. Click [Programme] tab

Step 3. Select the search criteria

Step 4: Click [Search] button

l_ l_ l_ Local inkranet



Update Programme

2003d) - Microsoft Internet Explorer

vorites  ElfMedia O | EaN N ¥

“ Common Setup

Sch Accounting |

A/C Year Mainteng

Report

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
............... Current School Year: 2002 24 November 2003 18:08

[S-FCS04-02] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund Ledger Sub-lLedger Account Bank Information

Sch LeveliSession Senondary W hole Day
Accounting Year vy vy IEEIEIEIIQEIEH vl
@ Search ] [ @ Reset ]
~Bottom
| Il [0 IMaﬂmaﬁcs |2tzm | 01mm |
sl IED"“O“W*" i | owoenon | -
ACOL IEmm:unic'Jlum Activity | 017200 | 7
0] Icmnese |EPK | 01 AR/2000 | -
sty Mest L 24172003
CHEM |Chmusr eeting |{E+E§' | | =
T L IEEt 2 | OLOR2000 | ™
~Top

@Md ] [ ‘g[ﬁnpyh ] [ ‘}"_Deleiz]

Step 5. Click [Programme Code] hyperlink

l_ l_ l_ Local inkranet



2003d) - Microsoft Internet Explorer

Update Programme

Ervorites @Medla @ | % = = . ¥
: User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
............... Current School Year: 2002 24 November 2003 18:09

[S-FCS04-03] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Programme Details
Accounting Year (v ey 200042001

Sch Level’Session SerondaryWhole Diasr
Programme Coile _HEM

T e T English Description Ic]ﬁnjsw Cluh Mesting

Sch Accounting | . i
Chinese Description | =]

A/C Year Mainteng : 1'}:._—;._—_.:.@%@
Effective Date (DDuMM ™) 1003

Effective Status :
Voucher Type Mai : IACTWE 'I
Remarks |

Location Maintend

CL U Sl programme Member
e ﬂ“
’_|m15 STAFF AAATFA ST |

’_|94r:0 STAFF AAH B 58 | .

’F|@410 STAFF AAR 355 | &

Mote: At lesst one leader i

([ ndd ) (CZneterd(] ([ save )

)<oet)

Step 6. Update the fields

Step 7. Click [Save] button

l_ l_ l_ Local inkranet




Update Programme — Add Programme Member

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:10

[S-FCS04-03] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Programme Details
Accounting Year (v ey 200042001

Sch Level’Session SerondaryWhole Diasr
Programme Coile CHEM

English Description |C]1Emj3tf3r Club Mesting

Chinese Description |1‘ B8 e
Effective Date (DDMBM ™) 241102003

Effective Status ;
Voucher Type Mai : IACTWE 'I

Location Maintend =L I

“ Common Setup

Sch Accounting |
A/C Year Maintend

LUl programme Member

S — ==
’_|m15 STAFF AAA TR |

’_|94COSTﬁFFéﬁH B_oH | -

’F|@410 STAFF AAR B85 | -

Report

ane leader to select

[ﬁ Add ] +° Delete ] [ E Save ] [ f\':]BacI: ]

Step 1. Click [Add] button to add

programme members

l_ l_ l_ Local inkranet




Update Programme — Add Programme Member

User: tester01 Login Time: 24/11/2003 17:56 Logout I Help | BB
............... Current School Year: 2002 24 November 2003 18:11

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance > Programime

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Add Programme Member
Accounting Year 20002001

Sch Level’Session Secondary W hole Diasr
Programme Coile CHEM

English Description Chemaistey Club Mesting
Chinese Description {28t

* Common Setup
Sch Accounting |
A/C Year Mainteng

Voucher Type Mai Staff Code

Location Maintend

Common Account

Report

l_ l_ l_ Local inkranet




Update Programme — Add Programme Member

User: tester01l Login Time: 24/11/2003 17:56 Logout | Help | PR
Current School Year: 2002 24 November 2003 18:11

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance = Programme

EDB-Defined Code Source of Fund | Eroicrzining=

Add Programme Member
Accounting Year 200042001

Sch Level’'Session Secondary W hole Diasr
Programme Code CHEM

English Description Chemisty Club Mesting
S LWL DLV ERD  Chinese Description LR ERE

A/C Year Mainteng

Ledger Sub-Ledger Account Bank Information

* Common Setup

Voucher Type Mai

Location Maintend

Common Account

Report 0015 STAFF Add Zm3r
[ 0061 STAFF AR Sl

2

’ 9400 STAFF AsH R
7y

il

|
9401 STAFF An) Bk |
|

9402 STAFF Al BRE A
9403 STAFF Ank ZEFERR

i i i

9404 STAFF AaL R{EA

L sav| g0 STAFF AsN 4,

0407 STAFF AAQ $Eh

0408 STAFF AAP 8% -

Step 2. Click to select Programme Member

l_ l_ l_ = Local intranet




_ =17 %]
Update Programme — Add Programme Member |

Morkon AntiYirus E -

User: testert0l Login Time: 24/11/2003 17:56 Loaout | Help | PIRE
Current School Year: 2002 24 November 2003 18:12

[S-FCS04-04] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | Erugraunssiz | Ledger Sub-lLedger Account Bank Information
Add Programme Member

Accounting Year 200042001
Sch Level’Session SecondaryWhaole Day
Co ot Programme Code CHEM
mmon aetu . .
[_) English Description Chermistey Club Mesting
Sl UL AL Chinese Description LS

A/C Year Mainteng

Voucher Type Mai

Location Maintend

Nu

9423 STAFF ABE ﬁﬁ'

L

Common Account

Report |

5
([l ere ) JToect)

|L|L|L|L

| EEEEE

Step 3. Select the checkbox(es) to appoint
programme leader if necessary

Step 4. Click [Save] button

l_ l_ l_ Local inkranet




Update Programme — Delete Programme Member

Current School Year: 2002

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE

24 November 2003 18:12

[S-FCS04-03] FMP > Common Setup > Chart of Account Maintenance > Programme

Programme Details
Accounting Year (v ey 200042001

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Sch Level’Session SerondaryWhole Diasr
— Programme Coile CHEM
o e ST English Description [Chemistry Meeting
Sch Accounting | Chinese Description |{h$%-§
A/C Year Mainteng :
Effective Date (DDuMM ™) 1003

Effective Status
Voucher Type Mai

I Active = I
Remarks

Location Maintend I

Common Account

Programme Member
Report

P san
F|"’3‘15 STAFF AAA TR | v

400 STAFF AAH B8 | -

(110 STAFF AAR BERF | -

123 STAFF ABE B8 | -

—
Mote: At least one leader to select

[T@ Add ] [ 7 Delete ] [ E Save ] [ <]Batk ]

next to the [Staff]

Step 1. Select the checkbox(es)

l_ l_ l_ Local inkranet



Update Programme — Delete Programme Member

User: tester0l Login Time: 24/11/2003 17:56 Logout | Help | PRREE
Current School Year: 2002 24 November 2003 18:13

* Common Setup
Sch Accounting |
A/C Year Mainteng

Voucher Type Mai
Location Maintend
Common Account

Report

[S-FCS04-03] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code  Source of Fund | frosrzuninz | Ledger Sub-ledger Account  Bank Information

Programme Details
Accounting Year (v ey 200042001

Sch Level’Session SerondaryWhole Diasr
Programme Coile CHEM

English Description |C]1Emj3tf3r Merting

Chinese Description @%@
Effective Date (DOMMA ) AL L0035

Effective Status I Active T I

Remarks |

Programime Member
W e e
| [0015 STAFF AAA X3 | 7
’_|94r:0 STAFF AAH B8 | -
’F|@410 STAFF AAR B85 I -

=

’F|9423 STAFF sBEE &

Miate: At leg 2 1o zelect
[T@ Add‘ [ 7 Delete 1 E Save ] [ <]Batk ]

Step 2. Click [Delete] button

l_ l_ l_ Local inkranet



Delete Programme

- This function allows user to delete an existing programme.
- User is not allowed to delete default Programme Code “WFMP”.

- Programme can be deleted if there is no member selected and the programme is
not used by any other modules of the selected school level / session and accounting

year.

- Alternatively, if the programme is no longer in use, user may update the programme
to set the effective status to “Inactive”.
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2002} - Microsoft Internet Explorer : == x|

Delete Programme E
SN __lavorites  (fiMedia 04 | EAN M| ¥ Morton Antivirus L) ~

: User: fmpSAs Last Login: 13/10/2003 17:05 Logout | Help | PRRE
............... Current School Year: 2002 14 October 2003 10:48

[S-FCS04-01] FMP > Common Setup > Chart of Account Maintenance > Programme

“ Common Setup
EDB-Defined Code Source of F Programine edger Sub-ledger Account Bank Information
Sch Accounting 1 - .
Sch LevelSession I Prirma Al 'I

A/C Year Mainteng
Accounting Year (O ) |2|:||:|2:2|:||:|3 vl

Voucher Type Mai @ Search ] [T@ Add ] [ [ Reset ]
Location Maintend

Common Account

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Programme] tab

l_ l_ l_ [=F Local intranet



2002} - Microsoft Internet Explorer =12 x|
Delete Programme E

vorites  (lfMedia 4 | EAN M| ¥ Morton Antivirus L) ~

: User: fmpSAs Last Login: 13/10/2003 17:05 Logout | Help | PRRE
............... Current School Year: 2002 14 October 2003 10:49

v © set
ommon Setup EDB-Defined Code Source of Fund [ Erocrzinini= | Ledger  Sub-ledos hccount  Bank Information

Sch Level'Session

Sch Accounting |

A/C Year Maintens :
Accounting Year (Y )

Voucher Type Mai @} F] add | [ 5] Reset

Location Maintend

20072008 =

Common Account

Report

Step 3. Select the search criteria

Step 4: Click [Search] button

l_ l_ l_ [=F Local intranet



Delete Programme

2002} - Microsoft Internet Explorer

Sl

wiorites @Media @ | %* = = ¥

Morkon Antivirus Q -

User:

fmpSAs Last Login: 13/10/2003 17:05
Current School Year: 2002

Logowut | Help | P4
14 October 2003 10:50

' Gommon Setup

Sch Accounting |1

A/C Year Mainten3

Common Account

Report

Location Mainteng

Sch Level'Session

Accounting Year (O )

[S-FCS04-02] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code Source of Fund Prugramme Ledger Sub-lLedger Account Bank Information

IF'rimarg.fIAM 'I

IEEIEITIEEIEIB Vl

Voucher Type Mail- eyl j vy

Effectnre Date Effective

|c1me |¢ﬁ | 13mam3 |
|7|INGL Englsh ES3 o oBoas [ p
.|.|T_|.I13Iﬂ |Maﬂ13 |¥t{$ | 18022003 | =
[ [EEME [oin Prograrmos TBLEstEl T
[T@ Audd ] @ Copy to ] [ 7 Delete ]

Step 5. Select the checkbox(es) next to the

[Programme Code]

l_ l_ l_ [=F Local intranet



Delete Programme

2002} - Microsoft Internet Explorer

Sl

' Gommon Setup

Sch Accounting |1

A/C Year Mainten3

Common Account

Report

wiorites @Media @ | %* = = ¥

Morkon Antivirus Q -

~ User: finpSAs Last Login: 13/10/2003 17:05
~Current School Year: 2002

Logowut | Help | P4
14 October 2003 10:50

[S-FCS04-02] FMP > Common Setup > Chart of Account Maintenance > Programme

EDB-Defined Code Source of Fund Prugramme Ledger Sub-lLedger Account Bank Information

Sch LevelSession I Prirma Al 'I
I 200752008 vl

Accounting Year (O )

Location Mainteng

Voucher Type Mail- eyl j vy

Effective Date Effective
n Programme Code . English Description Chinese Description (DDMMAYYYY)

- [CHN (Chinese [ [ moaas |

|7|EMGL Englsh ES3 o oBoas [ p
F|Ma]:ﬂ [Maths Bz B [
[ [EEME [oin Prograrmos TBLEstEl T

[T@ Add ] @ Copy tn( 7 Delete D

Step 6: Click [Delete] button

l_ l_ l_ [=F Local intranet



Copy Programme

- This function allows user to copy existing programme(s) from one school level /
session and accounting year to another (e.g. 1. copy from Accounting Year
2002/2003 Primary AM to Accounting Year 2002/2003 Primary PM; 2. copy from
Accounting Year 2001/2002 Primary AM to Accounting Year 2002/2003 Primary AM).

- When the programmes for the year concerned are similar to any programme of the
previous year, this function facilitates user to copy the programmes over so that user
does not have to create all programmes again.

- Default programme “WFMP” cannot be copied.
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: =181 %]
Copy Programme E
vorites  (lfMedia 4 | EAN M| ¥ Morton Antivirus L) ~

2002} - Microsoft Internet Explorer

: User: fmpSAs Last Login: 13/10/2003 17:05 Logout | Help | PRRE
............... Current School Year: 2002 14 October 2003 10:51

[S-FCS04-01] FMP > Common Setup > Chart of Account Maintenance > Programme

' Gommon Setup
. EDEB-Defined Code Source of Funfl [Eroirrzini= dger Sub-lLedger Account Bank Information
Sch Accounting |
: ™ :
Sch LevelSession I Prirma Al 'I

A/C Year Maintens
Accounting Year (O ) |2|:||:|2:2|:||:|3 vl

Voucher Type Mai @ Search | [@ Add | [ [ Reset |
Location Maintenz

Common Account

Report

Step 1. Click [Common Setup] - [COA
Maintenance] from the left
menu

Step 2. Click [Programme] tab

l_ l_ l_ [=F Local intranet



2002} - Microsoft Internet Explorer : =12 x|
Copy Programme E

vorites  (lfMedia 4 | EAN M| ¥ Morton Antivirus L) ~

: User: fmpSAs Last Login: 13/10/2003 17:05 Logout | Help | PRRE
............... Current School Year: 2002 14 October 2003 10:51

[S-FCS04-01] FMP > Common Setup > Chart of Account Maintenance > Programme

' Gommon Setup

_ EDB-Defined Code Source of Fund Pl‘ﬂgl‘al'l'll'l'le Ledger Sub-Ledger Account Bank Information
Sch Accounting |1

Sch Level'Session

A/C Year Mainten3

Accoupting Year (e ) 2007572008 -
Voucher Type Mai m ] add ] [ [ Reset ]
Location Mainteng S—

Common Account

Report

Step 3. Select the search criteria

Step 4: Click [Search] button

l_ l_ l_ [=F Local intranet



Copy Programme

User: fmpSas Last Login: 27/10/2003 16:46 Logout | Help | P3CREE

Current School Year: 2002

27 October 2003 17:35

Programime 1021 deleted successtully.
“ GCommon Setup

bt S Soh Level/Session

Accounting Year [y e )
Voucher Type Mai

[5-FCS04-02] FMP > Common Setup > Chart of Account Maintenance > Programme

=2l EERT L L EDEB-Defined Code Source of Fund Pﬁ:lgramme Ledger Sub-ledger Account Bank Information

IPrimarg.fIAM -|
|znumnu3 -]

Location Mainteng @ Search ] [ [ Reset ]

Common Account

+Bottom
- s
|Pm.grammﬁ 0008 |Iﬂ5="|'£J 0008 | 01092002 |
|Pm.grammﬁ 0008 |Iﬂ5=+*‘J 0008 | 01092002 | 7
|C]1mnistr3' Mesting |1‘|:%$-§ | 13102003 | v
|Chjnfse |¢i | 180242003 | m
|Eng]j3h |§ﬁ | 180242003 | m
|Maﬂ1s |Etz$ | 01092002 | ™
|Maﬂ1s |¥t$ | 1822003 | ™
|Sp0rt’3 Day |3§in'§ | 161072003 | 7
Adkin Progiamuoe (S TR G
() add | [ @B copy o | [ 7 Delete |

Step 5. Select the checkbox(es) next to the

[Programme Code]




User: fmpSas Last Login: 27/10/2003 16:46 Logout | Help | P3CREE
Current School Year: 2002 2f Octobher 2003 17:35

Copy Programme

[5-FCS04-02] FMP > Common Setup > Chart of Account Maintenance > Programme

Programime 1021 deleted successtully.
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Step 6. Click [Copy to] button




User: finpSAs Last Login: 27/10/2003 16:45 Logout | Help | PR

Co py Programme Current School Year: 2002 27 October 2003 17:40

[S-FCS04-05] FMP > Common Setup > Chart of Account Maintenance > Programme

 Gommon Setup
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Step 7. Click to select Copy To [Accounting Year]




User: finpSAs Last Login: 27/10/2003 16:45 Logout | Help | PR

Co py Programme Current School Year: 2002 27 October 2003 17:42

[S-FCS04-05] FMP > Common Setup > Chart of Account Maintenance > Programme

 Gommon Setup
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Uncheck the box if necessary

Step 8. Change to a new programme code e.g.
“AAAA” if necessary or unchecked ‘Include
Member’ checkbox if necessary

Step 9. Click [Confirm] button




Note: A brief Summary
- EDB Defined Code: A summary on the code range of Chart of Account structure.

- Source of Fund, Ledger, Sub-Ledger, Account
- Part of Chart of Account structure.
- Add / Update anytime during the year as and when necessary.

- Bank Information

- An optional setup.

- Required only if user want to adopt print cheque function and / or bank autopay
function.

- Relate to “Cash at Bank” Ledger Type.

- Programme

- On school/level basis.

- A function to be set up yearly for each accounting year.
- Relate to Budgeting, Bookkeeping, Staff Cost Modules.



