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Bookkeeping - Journal Voucher

 Journal voucher can be created in any one of the 'opened’ accounting months.

« Journal voucher can be created either from scratch or by copying from an
existing journal voucher.

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

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

« Users can print out journal voucher for verification and approval.

Journal Voucher : Slide 2



Input Structure of Journal Voucher

+Voucher Details

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

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

- User is required to fill in both debit and credit side in Accounting Line Information.
No default bank/ cash ledger information for journal voucher. Debit and Credit entries
are all defined in Accounting Line Information.

Slide 3

Input Structure



Input Structure of Journal Voucher

¢Accounting Line Information

- A draft voucher should have one or more accounting lines. An unposted voucher
should have two or more accounting lines with total debit amount equal to total credit

amount.
-Negative amount is not allowed.

- Each accounting line is attached to school level and session, programme, account
code, Debit/Credit entry, particular and amount. Duplicated accounting line entry with
identical school level / session, programme and account code is not allowed.

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

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

- Journal voucher is normally for recording expense item as debit entry and income
item as credit entry. Abnormal line message will be displayed if debit Income Account
Code or credit Expenditure Account Code is entered. The voucher is still saved anyway.
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Create Journal Voucher

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

- Other than creating Bookkeeping journal voucher, user can also create Staff Cost
provident fund (GSS) journal voucher. User can choose to create journal voucher of any
voucher types under Journal Voucher.

- Staff Cost provident fund (GSS) journal voucher created in Bookkeeping Module will
not update provident fund register upon posting the voucher.

Create Voucher : Slide 5




Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 16:13

=+ Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Craate New Yauchar
Accounting Month (s I 092004 vl

Voucher Type |{JV}| Bookkeeping Journal Youcher j

WYoucher No. | At

B Copy From Youcher

Accounting Momnth (kb ey I vl

Voucher Type

Youcher No. | - I

Mote: Format of auto generated voucher number: =%oucher Type Prefix=""% MM -=zystem sequence no=

[ Create Youcher ]

Search Voucher Details

Voucher Date (DD/MMNY YY) B 7. e

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

Voucher Status

Voucher Type

Voucher Ho.

Advanced Search
(Voucher Particulars,Programme Code,

Account Code Accounting Line Particulars, Al Step 2‘ F]ll in the neW VOUCher essential
(BR search ) [EJ Reset | information

(Select the Accounting Month, Voucher Type and
Voucher No.)



User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

¢ Bookkeeping

Payment You
Receipt Youc

Create Journal Voucher Current School Year: 2002 24 July 2003 16:13
[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher
Create New Voucher
Accounting Month (s I 092004 vl
Voucher Type | %) Bookkeeping Joumal Youcher =l

Youcher No.

g
=

| | Copy From Youcher
Accounting Momnth (ks

Voucher Type

Youcher No.

Mote: Format of auto generated voucher number: =%oucher Type Prefix=%"% M -=zystem sequence no.=
e — .
| Create Youcher
——

Search Voucher Details
Voucher Date (DD/MMA™YYY)

EEI;|

Voucher Status

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

Voucher Type

Voucher Ho.

Advanced Search neXt Step-

(Voucher Particulars,Programme Code,
Account Code Accounting Line Particulars, Al

@ Search ] [ @ Reset ]




Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 16:13

¢ Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Vauchear Datails

Accounting Month (s CRA001

Voucher Type Bookkesping Joumal Woncher (T4

Voucher No. [oe01-01 By default .

Voucher Date (DOMMAY YY) 0050010 [Voucher Date]
Voucher Particulars | is the last day of
Gross Debit Amount 5000 the Accounti ng
Gross Credit Amount § 000 Month

Vioucher Status Diaft

-~ Bottom

Accounting Line Information
Sch Level’Session SerondaryWhole Day

Programime | j

Account Code %l I—
DriCr I - I

Particular |
(Default zame as Youcher Particulars)

Amount % |

Step 4. Fill in the voucher details

Miate: Programime is required for expenditure account only

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will not be duplicated in future.

Pleaze add accounting line infarmation




Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 16:13

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (s o0l
Voucher Type Beokkeeping Jonmal Woucher (T4
Voucher No. [0s01-01
 BookKkeeping Yioucher Date (DDMRMN ) 04001
Payment You Voucher Particulars |Bo-ok3
Receipt Vouc Gross Debit Amount 5000
. Gross Credit Amount $ 0,00

Voucher Status Draft

Accounting Line Information
Sch LevelSession

-~ Bottom

Programime |

DriCr I_Ll

Account Code %l I—

Particular |
(Default zame as Youcher Particulars)

Amount % |

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

will not be duplicated in future.

Pleaze add accounting line infarmation

Mote: Woucher number must be unigue throughout the system. If auto generstg

Step 5. Fill in the fields of Accounting Line

Information



Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 16:13

¢ Bookkeeping
Payment You
Receipt Youc

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Beokkeeping Jonmal Woucher (T4

Voucher No. [0s01-01

Voucher Date (DO :

N pamiu,a,s j I;iMI Step 5a) Add Accounting Line
Gross Debit Amourt 5000

Gross Credit Amount $ 0,00 ]) Select School Level/ Session
Voucher Status Diraft ") Select Programme

-~ Bottom

Sch Level’Session SerondaryWhole Day
Programme [ D001 - MATHS |
—
Account Code %l |—Glomm5m1 Cirant Bitpenses
Dricr Or -
Particular |
(Default zame as Youcher Particulars)
Amount $ | 500

Miate: Programime is required for expenditure account only

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will not be duplicated in future.

Pleaze add accounting line infarmation




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher Current School Year: 2002 24 July 2003 16:15

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (b ey CRf2001

Voucher Type Beokkeeping Jonmal Woucher (T4
Voucher No. [0s01-01

Payment You Voucher Particulars [Bocks Step 5a) Add Accounti ng Line
Receipt Vouc Gross Debit Amount 5 000
Gross Credit Amount 5oy iii) Enter account code
hisssihes  Entry of account code:

Method 2

Click the search icon
Sch Level’Session SerondaryWhole Day

Programme

Account Code

s Entry of account code:

Dric

- Method 1

Particular

(Default zame as Voucher Particulars) Enter the aCCOU nt COde
Amount

$ |

Miate: Programime is required for expenditure account only

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

directly

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will not be duplicated in future.

Pleaze add accounting line infarmation




Create Journal Voucher

-
{2 Retrieve Account Details - Intemnet Explorer provided by NCS Pte Lt

er

Input Account Code

Option B) Enter

Step 5a) Add Accounting Line

iii) Enter account code (Method 2)

Sub-Ledger Code

Account Code

Account Code J D |
) a;count COde ® User Defined Order
d]reCtly and O arconnt Code
(8 ctoy T [T ctose | click [Cop
Search Account Code
Fund Source & Ledger Code |11?Dl - Grants outside OEBY ECEBG W

| v

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




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

Create Journal Voucher

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Current School Year: 2017 10 May

i 1
) Retrieve Account Details - Internet Explorer provided by NCS Pte L ]
Input Account Code
Account Code Common Account Code W

®ser Defined Order
Oﬂccuunt Code

Sort By
IB Copy I [ close /
Search Acoqunt Code

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

v

/ |

Account Code

[ select | [Etlou\

Option C) Select account code from
the Common Account Code drop-
down list box and click [Copy] button




Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 16:15

= Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Bookkesping Joumal Woncher (T4
Voucher No. [oe01-01

Voucher Date (DOMRN YY) SOAE001

Voucher Particulars |Bo-ok3

Gross Debit Amount 5 000

Gross Credit Amount B 000

Voucher Status Draft

-~ Bottom

Accounting Line Information

Sch Level’Session SerondaryWhole Day

Programme [ D001 - MATHS |
Account Code %l OCAO0E001 vrint Expenses
Dricr I - I

Particular |

(Default zame as Youcher Particulars)

Amount § El Step 5a) Add Accounting Line

Miate: Programime is required for expenditure account only

Md][@R&set][(ﬂBack]

T Chart of Account ]|

If the desired account code/ programme
code cannot be found, click [Chart of
Account] button to add the code or set
the effective status.

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

Pleaze add accounting line infarmation



Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 16:15

= Bookkeeping
Payment Yo

Receipt Yol

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

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

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

EMEBE-Defined Code

Source of Fun

Source of Fund Code
Ledger Code
Sub-Ledger Code
Account Type
Account Range

Programnie

-

=10l I

Ledger 'Suh-LedgEI B*k Informiaton
| |

[ALL \ ~|

[ALL =l
ALL - \\\\\

From |aLL \

To faL

@Seanh ]@Md ][@Rﬂset]

MOTE. FTOGramme 15 FequUIred 10r Expenciur e acoourT onry

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

Pleaze add accounting line infarmation

Mate: Woucher number must be unigue throughout the system. If auto generated wa
will not be duplicated in future.

Step 5a) Add Accounting Line

A new pop up window is displayed.
User can create new account or
programme code, or to set the
effective status of the code

=

~Top

& same voucher number



Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 16:13

¢ Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Bookkesping Joumal Woncher (T4
Voucher No. [oe01-01

Voucher Date (DOMRN YY) SOAE001

Voucher Particulars |Bo-ok3

Gross Debit Amount 5 000

Gross Credit Amount B 000

Voucher Status Draft

Accounting Line Information
Sch Level’Session SerondaryWhole Day

Step 5a) Add Accounting Line

Programme [ D001 - MATHS

iv) Select either Debit or
Credit entry

Account Code

DriCr

Particular
(Default zame as Youcher Particulars)

Amount

Miate: Programime is required for expenditure account only

[ Chart of Account ]@ Add ] [ [) Reset ][ <] Back ]

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will not be duplicated in future.

Pleaze add accounting line infarmation



User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher Current School Year: 2002 24 July 2003 16:15

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (s o0l
Voucher Type Beokkeeping Jonmal Woucher (T4
Voucher No. [0s01-01
 BookKkeeping Yioucher Date (DDMRMN ) 04001
Payment You Voucher Particulars |Bo-ok3
Receipt Vouc Gross Debit Amount 5000
. Gross Credit Amount $ 0,00

Voucher Status Draft

Step 5a) Add Accounting Line

Accounting Line Information

v) Enter Particulars (optional)

Sch Level/Session SerondaryWheole Day .
vi) Enter Amount
Programme [ D001 - MATHS |
Account Code %l OCAO0E001
Dricr oF =
Particular |
(Default zame as Youcher Particulars)
Amount $ | 0

DL AR =100 | 1) L= o 1w | L ) 8 =1 1 L == Lt |

[Ehart of Account @ [) Reset || <JBack

~Top

E enzure that the zame voucher number

Mate: Woucher number must be unigue througholtyke =y Step 5a) Add ACCOU nt] ng L]ne

will not be duplicated in future.

Pleaze add accounting line infarmatian V'l 'i ) C l-lc k [Add ] b u tton




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher . Current School Year: 2002 24 July 2003 16:16

=
Accounting Month (s o001
Youcher Type Bookkeeping Joumal Woucher (T%)
Youcher No. f0e01-01
Voucher Date (DDMMA ) 04001
Voucher Particulars [Books
/ Bookkeeping Gross Debit Amount F 00,00
Payment You Gross Credit Amount F 00
Receipt Youc Voucher Status Diraft

Step 5a) Add Accounting Line

Accounting line is added
Step 5a) Add Accounting Line

DriCr I_;[

Particular | User can add more accounting
(Default zame as Youcher Barticulars) l b t o t 5
Armount ;| ines by repeating step 5a).

Mote: Programme is required for expenditure account anly

[ chart of Account | ([ add | [ [ Reset

Sch Level/Session Programime Account Code Dr/Cr Amount Budget

No. $ Check
r 1 |Secondary Whole Day ol - MATHS GLOM00500] - Greant Expenses D S00.00

|Eludget Check: = - Sufficient fund; | - Insufficient fund; Mo - Mot applicakle

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will ot be duplicated in future.

i - p— T - AW — 1




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

¢ Bookkeeping

Payment You
Receipt Youc

#Botbom
Accounting Line Information
Sch LeveliSession Secondary W hole Day
Programme | Step 5b) Update Accounting Line

Account Code @I—
DriCr =l i) Click the [Line No.] of the

Particular | | accounting line

(Default zame as Youcher Particulars)
Amount % |

Mote: Programme is reguired for expenditure account only

Programime

Account Code Amuunt Budget
ChE[:k
EDCII MATHS G100A005001 - Grant Bxpenses

~Top

Mate: Woucher number must be unigue throughout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will ot be duplicated in future.

i - p— T - AW — 1

F

Create Journal VOUCher Current School Year: 2002 24 July 2003 16:16
Accounting Month (s o001
Voucher Type Bookkesping Joumal Woucher (T4
Voucher No. |gg:.1_01
Voucher Date (DOMMN YY) S0AS001
Voucher Particulars [Bocks
Gross Debit Amount B 00,00
Gross Credit Amount 5 000
Vioucher Status Diraft



User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher

Current School Year: 2002 24 July 2003 16:16
=
Accounting Month (s o001
Voucher Type Bookkesping Joumal Woucher (T4
Youcher No. |gg:|1_01
Voucher Date (DDMM/ ') EVTA Step 5b) Update Accounting Line
Voucher Particulars |Books
* Bookkeeping Gross Debit Amount § 500.00 ii) Update the accounting line
Payiment Vou Gross Credit Amount F 000 '| n f orm atl on
Receipt Youc Youcher Status Divaft

Arcnuntinn | ine Informatinn

Sch Level’Session serondaryWhele Day
|Programime |EIEIEI1 - MATHS j
Account Code

BA [GIOMO0500I  Ciramt Eiepemses

Dehbit / Credit | Or = I

Particulars |Bo-oks
(Detfault s=ame as Voucher Paticulars)
Armount % | 00,00

Mate: Programime iz requirgﬂ-iem@p&ﬂditure account anly
Ehart of Accuunt

Line | Schlevel’Session Programime Account Code Dr/Cr Amuunt Budget
Ho. Check
ercndary Whole Day 0001 - MATHS 1004005008

Budget Check: = - Sufficient fund; | - Insufficient fund; N - Mot applicablz ' Step 5 b) U pdate ACCOU nt] ng L1 ne

iii) Click [Save] button

Mote: Woucher number must be unigue throughout the system. If auto genersted woucher nume
will ot be duplicated in future.

i

Ehsure that the same woucher number

p— T - AW — 1




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

¢ Bookkeeping
Payment You

Receipt Youc

Create Journal VOUCher Current School Year: 2002 24 July 2003 16:16
B
Accounting Month (s o001
Voucher Type Bookkesping Joumal Woucher (T4
Voucher No. |gg:.1_01
Voucher Date (DOMMN YY) S0AS001
Voucher Particulars [Bocks
Gross Debit Amount B 00,00
Gross Credit Amount 5 000
Vioucher Status Diraft

Step 5c¢) Delete Accounting Line

i) Select the
the line no.

checkbox(es) next to Secondary/Whole Day
| =
B

DriCr I vI
Particular |
(Default zame as Youcher Particulars)

Amount % |

ote: Programime iz required for expenditure account only

[\l:hart of Account | [ 5] add | [ [ Reset |

Line | Sch levelSession Programime Account Code Dr/Cr Amuunt Budget
Ho. ChE[:k
ercndary Whole Day 0001 - MATHS G100A005001 - Grant Bxpenses
=
¥

eu:k S - Sufficient fund; | - Insufficient fund; Mo - Mot applicakle Step 5C) Delete ACCOU nt.l ng L.I ne

ii) Click [Delete] button Top

Mate: Woucher number must be unigue throughout the system. If auto geners B zame voucher number
will ot be duplicated in future.

i - p— T - AW — 1




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher

TONTTO TN LT T T T

Voucher Type Booklesping Joumal Voucher (7))

Current School Year: 2002 24 July 2003 16:17
DRfa001 -

Vioucher No. fre0-01
Voucher Date (DOMMA ) 0800

Step 6. Save Voucher

Voucher Particulars [Books

Gross Debit Amount § 000

Step 6a) Save voucher as draft
“ Bookkeeping Gross Credit Amount B 00,00

Payment You Voucher Status Diraft

i) Click [Save Voucher As Draft] button

Receipt Youc

Accounting Line Information . NO bUdget CheCk W]ll be performed.
Sch LeveliSession Secondary/Whle Day - Total gross debit and credit amount
Programme | need not to be balanced.

Account Code B - Draft voucher can be retrieved for
> [ updating and saved as draft or
E:I.Z)?:;Erlt"saarme az Youcher Particulars) I unpOSted SUbsequently.

Amount $ |

Mote: Programime is reguired for expenditure account only

[ chart of Account || ] add | [ [ Reset |

n Sch Level/Session Programme Account Code Budget
No. $ Check

ol - MATHS Gll-GrantE}{pemes D A00,00
[ Gave '|||'DUE|'IE:I‘ As Draﬂ: Gt Inoome Cr 500,00

r 2

~Top

i - p— T - AW — 1




Create Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 16:17

= Bookkeeping

Payment You
Receipt Youc

o _____ D200
Voucher Type Bookkesping Jonmal Wegcke
Voucher No. 050101 Step 6. Save Voucher
Youcher Date (DDMRMN ) 00001
Voucher Particulars [Books Step 6b) Save voucher as unposted
Gross Debit Amount F 500,00

Bl @l i e D AR i) Click [Save Voucher] button
Voucher Status Diraft

-Budget check will be performed if the budget
has been approved.

Accounting Line Information

Sch LeveliSession - Total gross debit and credit amount must be
Programme balanced.

Account Code - Unposted voucher can be retrieved for

DriCr updating and only can be saved as unposted
Particular _ subsequently.

(Default zame as Youcher Particulars)

Amount

Mote: Programime is reguired for expenditure account only

[ chart of Account || ] add | [ [ Reset |

n Sch Level/Session Programme Account Code Budget
No. $ Check

\Secondary Whole Day ATHS 31 00400 .‘ - Grant Bxpenses D S00.00
- | 2 |Secondary WholeDay | Save "I’DUEhEI'}Gramhoome Cr 500,00
Budget Check: S - Sufficient fund; | - Insufficient fW

~Top

Mate: Woucher number must be unigue thrlighout the system. If auto generated woucher number option has not been selected, pleaze ensure that the zame voucher number
will ot be duplicated in future.

i - p— T - AW — 1

F




User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher . Current School Year: 2002 24 July 2003 16:17

|5-FBHI]B-I]3| FMP =~ Buukkeeeing > Journal Youcher

Youcher not zaved as the following errar found: -

o E-G3027 : Line 1 : Inzufficient fund at sub-ledger G1004005
& E-63023: Line 1 : Insufficient fund at ledger 1004

» Budgeting Update Youcher Details
Accounting Month (W™

= Bookkeeping

Youcher Twvne

After saving the voucher as unposted...

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

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



User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Create Journal Voucher | Current School Year: 2002 24 July 2003 16:17

[S-FBKDE-01] FMP = Bookkeeping > Journal Woucher

JYW0901 -01 Recard updated successfully. ‘

e E-G3097 ; Abnormal debit accourting line entries

Create New Youcher

» Budgeting Accounting Month (hbarey) IEIEIIEEIEH *I

w Bookkeeping Youcher Type I':“Im Journal '-.-'IZILIChEFj
Payment You

Youcher No. | Auto

Receipt Youc

After saving the voucher as draft or unposted...

Abnormal accounting line message will be
displayed if debit Income Account Codes or credit
Expenditure Account Codes are selected in the
accounting lines. The voucher is still saved.




Carry Forward Account Balance for Existing SAMS Users from SAMS
to WebSAMS

User should perform the following steps to carry forward account balances from SAMS
to WebSAMS:

1. Create Journal Voucher in the last accounting month (i.e. August or March
depending on the accounting period) of the last accounting year and post the
voucher to record the closing account balances.

2. Perform Month End Closing for the last accounting month.

3. Perform Provisional Year End Closing for the last accounting year.

C/F from SAMS : Slide 26




- o] x

Carry Forward Account Balances From SAMS _Iﬁ

User: jennifer Login Time: 06/10/2003 03:43 Logout | Help | hYRE
- Current School Year: 2002 6 Octobher 2003 14:28

[5-FBKOS-01] FMP > Bookke

Create New Youcher

Accounting Month (rird Y‘r‘jlnggmg vI

Voucher Type raodrnal voucher j
Voucher Ho. fdsnto

| | Copy From Youcher
A hting Month (b ) =
Feomna e | o Step 1. Create a Journal Voucher

:“““:“":"’E [ in the last accounting month (i.e.
' M= August or March depending on the

= FMP Gl ey o st e voLicher number: <Walucher Type Prefiosy™ Mk -3 ) .

R T] ( [Cronte voucher ) account! ng period) of the last
» Budgeting accounti ng year
* Bookkeeping Search Voucher Details

Paymhent You Voucher Date (DDIMKMY YY)

Receipt Youc Voucher Status

Voucher Type
Petty Cash Va Voucher No. | | Ta| |

Cheque Printi Advanced Search [ |
(Voucher Particulars,Programme Code,
Account Code,Accounting Line Particulars, Amount)

Month End @ search | [ [ Reset |
Pre-Year End

Youcher Post

Year End

Rank Rarnhnr-




=10l x|
Carry Forward Account Balances From SAMS E

User: jennifer Login Time: 06/10/2003 0%:43 Logout 1 Help | PR

Current School Year: 2002 6 October 2003 14:32

F

[S-FBKDE-03] FMP > Bookkeeping > Journal Voucher

Add Youcher Details

Accourting Morth (Masy Y 052002
Voucher Type Jomrmal vomcher (TW)

Step 2. Add accounting lines
for opening balance

Youcher No. | ALTTO
Youcher Date (DOm0 N AOsa0

Voucher Particulars jopening balance

Gross Debit Amount $ 45,010.00 Step 3. Save the voucher

Gross Credit Amount F 000

Step 4. Post the journal
voucher

= FMP Voucher Status Dicaft
»  Common Setup

» Budgeting

" BookkKeeping

A

ccounting Line Information

Payment You Sch Level’Session I Primangah 'I

Receipt Youc
; Programime |WFru1F' - Programme code for corverting GL balance in SAMS j

Petty Cash Va e B [G1001001051 Erstige and Starnp Dty

iy Debit/Credi I Dr :I'

Youcher Post Particulars |

Month End [Default zame az Youcher Particulars) |-
onth Enc T $| T5000

Mote: Programme is reguired for expenditure accourt only

Pre-Year End

Year End

Ehartqucl:uunt @Md @Reset

Line | Sch Level’Session Programime Account Code Debit ! Amuunt Budget
Ho. Credit Check
Priroarwiahd iﬂgﬁ“m% u::gdg i‘cﬁ . 1002001001 - Gremt Bipenses 45,010.02!




=10l x|
Carry Forward Account Balances From SAMS E

User: jennifer Login Time: 06/10/2003 0243 Logout | Help | PRCREEE
[S-FBKA2-01] FMP » Buuk

Accounting Year vy YY) | 200152002 - I

Accounting Month To Be Closed (ranm™) IIIIEi 2002 vI

Current School Year: 2002 6 October 2003 14:35

[BR search |

Step 5. Perform Month End
Closing for the last accounting

= FMP
month

»  Common Setup

» Budgeting

" Bookkeeping

Petty Cash Vo
Cheque Printi

Youcher Post

Pre-Year End

Year End

[ o TR P o e




Carry Forward Account Balances From SAMS

- User: fnpuser Login Time: 18/10/2003 16:07 Logout | Help | PIRRAE

B
Iﬁ.

................. Current School Year: 2002 18 Octoher 2003 17:11
|
[S-FBEK14-01] FMP = Bookkeeping = Year End guisional Year End Closin

Ernigingzilif=zie S Elngineg | Final Year End Closing

Accounting Year To Be Closed Provisionally | 20071720072 vI
[ YY)
To rallover closing balance to next accounting year as opening balances.

%  BookKeeping

Step 6. Perform Provisional
Year End Closing to close the
last accounting year

Month End

Pre-Year End

Account balances will be rolled
over to the next accounting year
. as opening balances




Create Journal Voucher by Copying from Existing Voucher

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

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

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

- Vouchers created in Bookkeeping or Staff Cost Module can be copied.

-All voucher details (including voucher particulars and accounting lines) will be copied.
However, voucher details copied will not include voucher number, voucher type and
voucher date.

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

Copy Voucher : Slide 31



Create Journal Voucher by Copying from Existing Voucher

ar: 2002

b/2003 15:25 Logout | Help | PR

6 June 2003 19:37 |

Option 1: Copy from ‘create journal voucher’

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Craate New Yauchar
Accounting Momnth (b

IEIQ.I'QEIEIE "l

|{JV}| Bookkeeping Journal Youcher j

Voucher Type

Voucher No. |0903_01

B Copy From Youcher

Accounting Month (bt I - l
FMP g 6 !

Voucher Type

Youcher No. | - I

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

»  Common Setup

» Budgeting

' Bookkeeping

Payment Youct [ Create Youcher ]

Receipt Youchd

. Search Voucher Details
Voucher Date (DDVMI YY)
Voucher Status 411 e
Voucher Type [a11

Voucher No. |

Advanced Search
(Voucher Particulars,Programme Code,
Account Code Accounting Line Particulars, Amount)

@ Search ] [ @ Reset ]

Voucher] from the left menu

Step 1. Click [Bookkeeping] - [Journal

Step 2. Fill in the new voucher essential
information




Create Journal Voucher by Copying from Existing Voucher /2003 1325 Loedt 1 telp | 2X&E

Option 1: Copy from ‘create journal voucher’ ri2002  S-une 0051957

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Create New Voucher

Accounting Momnth (b IEIQIQEIEIE vl
Voucher Type |{JV}| Bookkeeping Journal Youcher j
Youcher No.

E sopy From Youcher
RErounting Month (hbry ™y

EEI;| g

FMP

» Common Setup Voucher Type

» Budgeting Voucher Ho.

" Bookkeeping Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

Payment Youct [ Create Youcher ]
Receipt Youchs

. Search Voucher Details
Voucher Date (DD ™)

Voucher Status 411 e
Voucher Type [a11
Voucher No. | | 1o |

Advanced Search | |
(Voucher Particulars,Programme Code,
Account Code Accounting Line Particulars, Amount)

@ Search ] [ @ Reset ]

Step 3. Click the checkbox next to [Copy From

Voucher]




Create Journal Voucher by Copying from Existing Voucher /2003 1325 Loedt 1 telp | 2X&E
Option 1: Copy from ‘create journal voucher’ ar:2002 6 June 2003 19:37

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Create New Voucher

Accounting Momnth (b I 09s2002 - l

Voucher Type |{JV}| Bookkeeping Journal Youcher j

Voucher No. |0903_01

[v| Copy From Youcher
— Accounting Month (b ) m
» Common Setup Voucher Type | w1 Bookkeeping Journal Youcher j
» Budgeting Voucher No. |voant-n1 =]
" Bookkeeping M R e nerated voucher number: <Woucher Type Prefice" Ml -=syatem sequence no.=
Payment Youck
——

Receipt Youchd

Search Voucher Details
Voucher Date (DOD/MKY YY)

Voucher Status

Voucher Type [a11

Voucher No. | | 1o

Advanced Search
(Voucher Particulars,Programme Code,
Account Code Accounting Line Particulars, Amount)

(B seorch ) ([ resnt Step 4. Select the voucher to be copied under
[Copy From Voucher] section

Step 5. Click [Create Voucher] button




O

Create Journal Voucher by Copying from Existing Voucher /2003 1325 Loedt 1 telp | 2X&E

tion 1: Copy from ‘create journal voucher’ LS Pt SRR

FMP

»  Common Setup

» Budgeting

"  Bookkeeping
Payment Youck

Receipt Yiouchd

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (b 002
Voucher Tyne oveseeeel Step 6. Click [Save Voucher As Draft] or
Voucher No. szl [Save Voucher] button to save the voucher
Yioucher Date (DDMRMN YY) 0000
LR [P E T [Books Note: Voucher details will be copied by
TS T b 20000 default. User can update the voucher
details before saving the voucher.

Gross Credit Amount § 2
Voucher Status Drraft

Bottom
Accounting Line Information
School Level & Session Secondary Whele Day
Programme | j
Account Code %l I—
DricCr | vI
Particular |
(Default zame as Youcher Particulars)
Amount GL

pToE: Programme is reguired for expenditure accourt only

<Eaue Youcher As Draft ]-[ Save Youcher J

-l Line School Level & Programme |  Arece, wode DriCr Amount Budget
. Caoccinn 'i' Check
D 200,00

serondary Whele Day (0 G005 - Grant Expenses

O 2 |Secondary Whole Day GLOOB0C1 501 - Grant Inoome r 200,00 —
Budget Check: S - Sufficient fund, | - InsuiCient fund, NAA& - Mot applicablz

¥




A07/2003 1124 Logout 1 Help | h3rgEd

Create Journal Voucher by Copying from Existing Voucher

bol Year: 2002 24 July 2003 16:18

Option 2: Copy from ‘search journal voucher’

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Create New Voucher

Accounting Momnth (b I oarzon vl
Voucher Type |{JV}| Bookkeeping Journal Youcher j
Voucher No. fdnto

= Bookkeeping | | Copy From Youcher

Payment You Accounting Month (Mrr©y)

Receipt Youc Voucher Type

EEI;|

Youcher No.

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create Youcher ]

sSearchMoucher Details
Voucher Date (DD )

Voucher Status

Voucher Type

(811 ]
Step 1. Click [Bookkeeping] - [Journal Voucher]
from the left menu

Voucher No.

Advanced Search
(Voucher Particulars,Programme Code,

Account Code,Accounting Line Particulars,Amou Step 2 Enter the SearCh Cr.iter.ia

L K Rese . .
(i) Either voucher date or voucher no. must be
entered.

(i) Enter the searching phrase of at least 2 characters
under [Advanced Search] section.

Step 3. Click [Search] button




AM07/2003 1124 Logout 1 Help | h3rREd

Create Journal Voucher by Copying from Existing Voucher

bol Year: 2002 24 July 2003 16:23

Option 2: Copy from ‘search journal voucher’

[S-FBKO0&-02] FMP > Bookkeeping > Journal Youcher

Search Voucher Details
Voucher Date (DDVMMN ™) |

Voucher 5tatus A1l N

Voucher Type |11

Voucher No. |]lﬂ:|g|j_|:|1 | Ta | |
" Bookkeeping Advanced Search | |

Account Code, Accounting Line Particulars, Amount)
Mote: Format of auto generated voucher number: <\Voucher Type Prefic=%"v/MM -<3ystem seguence no.=

. @ Search ] [ <:]Bat|: ]

Gross Dehit Gross Credit
Youcher Date S Youcher
n Youcher No. - DD.II'I.I'IM.I YY) Voucher Particulars nmgum nmgunt St'atu =
¥ D0 -01 002001 Books S00.00 S00,00 Unpoated

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

Receipt Youc

~Top

e —
() S

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

Step 5. Click [Copy to] button




52003 15:25 Logout 1 Help | PX¥EE
ar: 2002 6 June 2003 19:37 |

Create Journal Voucher by Copying from Existing Voucher
Option 2: Copy from ‘search journal voucher’

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Craate New Yauchar
Accounting Momnth (b

IEIQ.I'QEIEIE "l

Voucher Type |{JV}| Bookkeeping Journal Youcher j

WYoucher No. |0903_01

I Copy From Youcher

Accounting Month (MrsY -
— g ( ) [0aiz001 =]
Voucher Type | %) Bookkeeping Joumal Youcher =l

»  Common Setup
» Budgeting Voucher No. [svoa0t-01 =)

" Bookkeeping Mote: Format of auto generated voucher number: =%oucher Type Prefix=%"% M -=zystem sequence no.=
Payment Youct | Create Youcher ’
—

Receipt Youchd

. Search Voucher Details
Voucher Date (DDVMI YY)

Voucher Status

Voucher Type

Voucher No.

Advanced Search
(Voucher Particulars,Programme Code,

Account Code Accounting Line Particulars, Amount) . . o
. Fillin the n her nti
(B sent) (st §tep 6 ’ll the new voucher essential
information

Step 7. Click [Create Voucher] button




Create Journal Voucher by Copying from Existing Voucher /2003 1325 Loedt 1 telp | 2X&E
Option 2: Copy from ‘search journal voucher’

ar: 2002 6 June 2003 19:39 |

FMP

»  Common Setup

» Budgeting

"  Bookkeeping
Payment Youck
Receipt Youche

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

Add Youcher Details

Accounting Month (i 002

Voucher Tyne oveseemel Step 8. Click [Save Voucher As Draft] or
Voucher No. szl [Save Voucher] button to save the voucher
Voucher Date (DDA ) 0002002

LD PR [Books Note: Voucher details will be copied by

T B 5 20000 default. User can update the voucher
Clos=leliA s b 20000 details before saving the voucher.

Voucher Status Drraft

Bottom
Accounting Line Information
School Level & Session Secondary Whele Day
Programme | j
Account Code %l I—
DricCr | vI
Particular |
(Default zame as Youcher Particulars)
Amount GL

pToE: Programme is reguired for expenditure accourt only

<Eaue Youcher As Draft ]-[ Save Youcher J

-l Line School Level & Programme |  Arece, wode DriCr Amount Budget
. Caoccinn 'i' Check
D 200,00

serondary Whele Day (0 G005 - Grant Expenses

O 2 |Secondary Whole Day GLOOB0C1 501 - Grant Inoome r 200,00 —
Budget Check: S - Sufficient fund, | - InsuiCient fund, NAA& - Mot applicablz

¥




Update Journal Voucher

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

- Posted vouchers and vouchers created in Staff Cost Module will appear as read-only
mode.

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

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

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

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

Update Voucher : Slide 40



User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Update Journal Voucher

Current School Year: 2002 24 July 2003 16:18

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Create New Voucher

Accounting Momnth (b I oarzon vl
Voucher Type |{JV}| Bookkeeping Journal Youcher j

Youcher No.

= Bookkeeping | | Copy From Youcher

Payment You Accounting Month (Mrr©y)

=
g

Receipt Youc Voucher Type

Youcher No.

EEI;|

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create Youcher ]

Search Voucher Details
ocucher Date (DDMR YY)

oucher Status 411 e
oucher Type [a11
oucher No.

dvanced Search
Voucher Particulars,Programme Code,
ccount Code Accounting Line Particulars,/j

% Search Ea Reset J

Step 1. Click [Bobkkeeping] - [Journal Voucher] from
the left menu

Step 2. Enter the search criteria
(i) Either the voucher date or the voucher no. must be

entered.
(i1) Enter the searching phrase of at least 2 characters
under [Advanced Search] section.




Update Journal Voucher

Current School Year: 2002

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

24 July 2003 16:18

¢ Bookkeeping

Payment You

Receipt Youc

[S-FBKO0&-01] FMP > Bookkeeping > Journal Youcher

Create New Voucher

Accounting Momnth (b I oarzon vl
Voucher Type |{JV}| Bookkeeping Journal Youcher j
Voucher No. fdnto

| | Copy From Youcher

Voucher Type

Youcher No.

Accounting Month (MY I_Ll
[
=

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create Youcher ]

Search Voucher Details
Voucher Date (DD ) |

Voucher Status i1l N
Voucher Type (411
Voucher No. |J'l|?|:|5||:|_|jl | Ta | |

Advanced Search | |

(Voucher Particulars,Programme Code,
Step 3. Click [Search] button

e Accounting Line Particulars,Amou

Users can search for vouchers of any voucher

status.




Update Journal Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE
Current School Year: 2002 24 July 2003 16:18

¢ Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-02] FMP > Bookkeeping > Journal Youcher

Search Voucher Details
Voucher Date (DDVMMN ™) |

Voucher status is

Voucher Status 411 W shown here
Voucher Type |11
Voucher No. (77090-01 | To| |

Advanced Search | |
(Voucher Particulars,Programme Code,

Account Code, Accounting Line Particulars, Amount)
Mote: Format of auto generated voucher number: <\Voucher Type Prefic=%"v/MM -<3ystem seguence no.=

@ Search ] [ <:]Bat|: ]

Gross Dehit Gross Credit
Youcher Date Youcher
Youcher No. - {DDMMYYYY) Voucher Particulars nmuum nmuunt St'atu =

o RCe-0p 30.-'09&1:01 500, CO SO0 Unposted

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

~Top

[ @ Copy o ][ 7 Delete ][ |_—FE Export ]

Step 4. Click [Voucher No.] hyperlink

Note: Posted voucher and voucher created

in Staff Cost Module cannot be updated.




Update Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 16:18

[S-FBKO0&-03] FMP > Bookkeeping > Journal Youcher

F

Update Youcher Details

Accounting Month (s 0|
Voucher Type Bookkesping Joumal Woncher (T4
P LA Step 3. de ate Voucher
¢ Bookkeeping Voucher Date (DDMRN™) SOAE001 Deta] lS, ]f necessary
Payment You Voucher Particulars |Bo-ok3
Receipt Vouc Gross Debit Amount B 50000
. Gross Credit Amount $ 500,00
Voucher Status Unpoated
Botbom
Accounting Line Information
Sch Level’Session SerondaryWhole Day
Programme | j
Account Code Ex I—
DriCr I_Ll
E:I.Z)?:;Erlt‘l:arme as Woucher Particulars) I BUdget CheCk:
SRR | S - Sufficient Fund
Mote: Programme is reguired for expenditure account anly I _ I nsuff-lc-lent Fu nd

Ehartufnccuunt @Md @Reset

n Line Sch | evel’Session Programme
Ho.

mencndary W hele Day 0001 - MATHS

N/A - Not Applicable

DriCr Amount B dget

Check

1004005001 - Grant Bxpenses

Secondary W hole Day

M/A

1008001501 - Grant Incorne

Budget Check: = - Sufficient fund; | - Insufficient fund; MM - Mot applicablz




User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | PRCRGE

¢ Bookkeeping

Payment You
Receipt Youc

+Bottom

Accounting Line Information
Sch Level/Session secondaryW hole Day
e 9001 MATHS = Step 6. Add/ Edit / Delete

B GT00T00500T | G Fapemss accounting line(s)
Dricr or -
Particular |Eo-oks
(Default zame as YWoucher Particulars)
Amount % | S00,00

Mote: Programime is reguired for expenditure account only

[ Chart of Account |( [] save | [ [5) Reset |

Line Sch Level/Session Programme Account Code Dr/Cr Amuunt Budget
Ho. Check

Secondary W hole Day 0001 - MATHS 1004005001 - Grant Expenses S00.00
r 2 |SecondaryWhole Day GLO0B001 501 - Grant Inoome Cr 50,00 O FEY

Budget Check: = - Sufficient fund; | - Insufficient fund; N - Mot applicablz

~Top

F

Update ‘Journal VOUCher Current School Year: 2002 24 July 2003 16:19
Accounting Month (s |
Voucher Type Bookkeeping Jommal Woucher (T4)
Vioucher No. TW001-01
Voucher Date (DOMRN YY) 30001
Voucher Particulars |]3Q.¢,kS
Gross Debit Amount F 500,00
Gross Credit Amount B 0000
Voucher Status Unpeoated



User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE

¢ Bookkeeping

Payment You

Receipt Youc

Update ‘Journal VOUCher Current School Year: 2002 24 July 2003 16:20
s
Accounting Month (s ™y |
Voucher Type Booklesping Joumal Woucher (1)

Voucher Mo. TW0R01-01
Voucher Date (DOMRN YY) 30001
Voucher Particulars |Eo-c-ks
Gross Debit Amount B 50000
Gross Credit Amount F 50000
Voucher Status
#Botbom
Accounting Line Information
Sch Level’Session mecondary W hole Day
Programme | j

Account Code %l I—
DriCr I vI

Particular |
(Default zame as YWoucher Particulars)

Amount $ |

Mote: Programime is reguired for expenditure account only Step 7a' For unpOSted VOUCher’ user ]S

(Chart of Account | () add ) ([ Reset | allowed to save voucher as unposted only.

n Sch Leve'oasion — Click [Save Voucher] to save the voucher.
No.

r
Budget Check: = - S/fiu:ient fund; | - Insufficient fund; MNeA, - Mot applicakle

~Top




= Bookkeeping

Payment You

Receipt Youc

Update Journal Voucher

Update VYoucher Details

Accounting Momth (s

Youcher Type

Youcher No.

Voucher Date (DOMMA™ ™)

Youcher Particulars

Gross Debit Amount

Gross Credit Amount

Voucher Status

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002

24 July 2003 16:20

A

Booldzeeping Joumal Voucher (T3

TW001-01

S0AA2001

[Books
F 500,00

B 0000

Accounting Line Information

Sch LevelSess
Programme
Account Code
Dr/Cr

Particular

ion

(Default zame as YWoucher Particulars)

Amount

Mote: Programime |

Step 7b. For draft voucher, user
is allowed to save voucher as

mecondary W hole Day

Voucher As Draft] or [Save
Voucher] to save the voucher.

|
[

Y —

5 |

draft or unposted. Click [Save

W W

Seccndary Whele Day

[ Save Youcher As Draft ] [ Save Youcher ]

DriCr Amount Budget
% Check

- we 0T

1=

PR, D |

GOS0 - Greamt Expenses D SO0,
r 2 |SecondaryWhole Day GLO0B001 501 - Grant Inoome Cr S00,00 MAA
Budget Check: = - Sufficient fund; | - Insyfficient fund; N2 - Mot applicablz
/
~Top

F




Print Journal Voucher

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

-User should print out a journal voucher under ‘Unposted’ status and submit it to
supervisor together with supporting documents for checking first. After that, Principal
can approve this voucher by signing on the designed position of the voucher.

Print Voucher : Slide 48



Print Journal Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

= Bookkeeping

Payment You
Receipt Youc

Current School Year: 2002 24 July 2003 16:20
:
Accounting Month (s ™y |
Voucher Type Booklesping Joumal Woucher (1)
Vioucher No. TW001-01
Voucher Date (DOMRN YY) 30001
Voucher Particulars |Eo-c-ks
Gross Debit Amount B 50000
Gross Credit Amount $ 50000 To print journal voucher, follow the steps for

Voucher Status Unposted ‘Update Journal Voucher’ to view details of a
particular voucher.

Accounting Line Information Ste p 1 . C l]Ck [ P reVi ew & P r..i nt] bUttO n

Sch Level'Session

Programime

e T A report page (PDF format) will pop up.

DriCr

Particular |
(Default zame as YWoucher Particulars)

Amount % |

Mote: Programime is reguired for expenditure account only

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

n Sch Level/Session 0 o LCCo pe DriCr Budget
No. $ Check

Preview & Print

r 1 |Secondary Whole Day “INITIITT 4 (04 | - Grmt Bxpenses D S00.00
r 2 |FecondaryWhale Day / TIO0R001 501 - Grant Incomne Cx A00,00 MA
Budget Check: = - Sufficient fund; | - Insuffifnt fund; MLA - Mot applicakle

~Top




Print Journal Voucher

S — — — 5 I RS EHI @
Address |g“| http: ) pan)jsp rpt/viewPreviewFile, jsprtype=RafieMame=Fmp/17005_1059034 756575, pdf j E-’f"Gu Links **
B me-Ag02E|K 4 Mes|eh= -a|0O0@E|m-|A
[vaNg-8||E-7 -2 ||®-
b
fﬁ Y
o
F-FREIIS-E LUT KEE SECONDARY SCHOOL
JOURMAL VOUCHER (UNBOSTED)
% Sch Lewvel/Session : ALL Print By :  fannyl
o Accounting Month : 0872001 Date : 2470772003
Het Voucher Mo Range : JV0801-01 to JVDSDL-01 (Sort byl Tima : la:19
Page H 1 of 1
LINE ACCOUNT AMOUNT PROGEAMME
MO  CODE BCCOUNT NAME DEETT CREDIT PERTICULARS CODE FROGRAMME MEME
] ]
30/09/2001 Voucher Ho. : JV0901-01 {Unposted) Voucher Particulars : Books
1 1004005001  Grant Expenses 500.00 Books 0001 MATHS
2 1008001501  Grant Income 500.00 Books
Total : 500.00 500.00
Step 2. Select Print Function from
the pop-up window and print the
voucher through local printer
Other Remarks (If any} :
Prepared By : \ Checkad By :
Date MG 5 Date
Remarks field is for user
to fill in manually
d) W A1/ PN 20p7x2000 Gk O A a4 -
|ﬂj Done l_l_l_ (2 Local intranst



Delete Journal Voucher

- Allows user to delete a draft or unposted voucher.
- Posted voucher and voucher created in Staff Cost Module cannot be deleted.

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

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

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

Delete Voucher : Slide 51




Delete Journal Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE
Current School Year: 2002 24 July 2003 16:18

= Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-02] FMP > Bookkeeping > Journal Youcher

Search Voucher Details
Voucher Date (DDVMMN ™) |

Voucher Status 411 v

Voucher Type |11

Voucher No. (77090-01 | To| |

Advanced Search | |
(Voucher Particulars,Programme Code,

Account Code, Accounting Line Particulars, Amount)
Mote: Format of auto generﬂted voucher number: <Voucher Type Prefic="""/MM -=system sequence no.=

| yiyw I—IWIW‘

@ Sear\ch “2:] Batl:

Gross Dehit Gross Credit
Youcher Date Youcher
Youcher No. - (DDMMYYY) Voucher Particulars Amount Amount status

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

~Top

[ @ Copy o ][ 7 Delete ][ |_—FE Export ]

To delete journal voucher, follow the steps
for ‘Update Journal Voucher’ to search for
voucher(s) to be deleted.

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




Delete Journal Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE

Current School Year: 2002 24 July 2003 16:23

¢ Bookkeeping

Payment You
Receipt Youc

[S-FBKO0&-02] FMP > Bookkeeping > Journal Youcher

Search Voucher Details
Voucher Date (DDVMMN ™) |

Voucher 5tatus A1l N
Voucher Type |11
Voucher No. |]lﬂ:|g|j_|:|1 | Ta | |

Advanced Search | |
{(Voucher Particulars,Programme Code,

Account Code, Accounting Line Particulars, Amount)
Mote: Format of auto generated voucher number: <\Voucher Type Prefic=%"v/MM -<3ystem seguence no.=

@ Search ] [ <:]Bat|: ]

. Gross Dehit Gross Credit
Youcher No. - ¥oucher Date Voucher Particulars Amount Amount

(DDMMA YY)

] §
f |Ce0]-01 3052001 Books S00.00 000 Unposted

Youcher
Status

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

~Top

(@ cory (7 nelete 1Y Export

Step 2. Click [Delete] button




Export Journal Voucher

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

Export Journal Voucher : Slide 54



User: superl Login Time: 20/01/2017 09:26 Logout | Help | =324

Export Journal VOUCher ICTED) Current School Year: 2007 20 January 2017 1

[5-FBKO3-02] FMP > Bookkeeping > Journal Voucher

Search Voucher Details

Voucher Date (DD/MMAYYYY) [20/01/2016 7| 10 [20/0172017

Voucher Status 411 Lv

Voucher Type (411

Voucher Ho. | | o |

Advanced Search | |
{Voucher Particulars,Programme Code,

Account Code Accounting Line Particulars, Amount)
Note: Format of aute generated voucher number: <Voucher Type Prefoc="r" /MM -=system seguence no.>

[__lg-l Search ][ '<]Batl: ]
0 on Setun Voucher Dat Gross Debit Gross Credit
Voucher No. - [?[;IIEI : L € Voucher Particulars Amou nt Amount Voucher Status
Budge (]
BookKKeeping #716,/08-00001 31/08/2016 Opening Btock az at 1.9 2015 4 ,ari 14 4 ,ari. 14 Posted
P £ t |:| I716/08-00001 31/08/2016 Closing Stock az at 31.8.2016 4.877.14 4.877.14 Posted
R i 0

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

B (Fewo) f’“°'°'= To export journal voucher, follow the steps
oucher Pe for ‘Update journal Voucher’ to search for
onth Eng voucher(s) to be exported.

wa)

|
E)
=

Step 1. Click [Export] button




Export Journal Voucher

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA
T ?—‘C“t Arial o A ==
58 Copy _~
pajte ~ Forma u- &v'&v aﬁ. ==
Clipboard Font ]
Al - j\ School Level / Session
A c

1 [School Level / Session [Voucher Mo. Voucher Date (DD/MM/YYYY)
2 |Primary/AM JV01 31/08/2051

3 | Primary/AM JVi1 31/08/2051

4 |Primary/AM JVi1 31/08/2051

5 | Primary/AM JV01/10-0000 31/10/2001

6 | Primary/AM JV01/10-0000 31/10/2001

7 | Primary/AM Jvioz 31/08/2051

8 | Primary/AM Jvioz 31/08/2051

9 | Primary/AM Jvioz 31/08/2051

10 |Primary/AM Jvioz 31/08/2051

11 |Primary/AM Jvioz 31/08/2051

12 |Primary/AM Jvioz 31/08/2051

13 |Primary/AM JV02/09-0000 30/09/3002

14 |Primary/AM JV02/09-0000 30/09/3002

15 |Primary/AM JV02/09-0000 30/09/3002

16 |Primary/AM JV02/09-0000 30/09/3002

17 |Primary/AM JV02/09-0000 30/09/3002

18 |Primary/AM JV02/09-0000 30/09/3002

19 |Primary/AM JV03 31/08/2051
20 |Primary/AM JV03 31/08/2051
21 |Primary/AM JV03 31/08/2051
22 |Primary/AM JV03 31/08/2051
23 |Primary/PM JV03 31/08/2051
24 |Primary/AM JV03/08-0000 31/08/4003
25 |Primary/AM JV03/08-0000 31/08/4003
26 |Primary/AM JV03/08-0000 31/08/4003
27 |Primary/AM JV03/08-0000 31/08/4003
28 |Primary/AM JWV03/08-000031/08/4003
29 |Primary/AM JV03/08-0000 31/08/4003
30 | Primary/AM JV03/08-0000 31/08/4003
31 | Primary/AM JV03/08-0000 31/08/4003
32 | Primary/AM JVi4 31/08/2051
33 | Primary/AM JVi4 31/08/2051
34 | Primary/AM JV05 31/08/2051
35 | Primary/AM JV05 31/08/2051
36 | Primary/AM JV05 31/08/2051
37 | Primary/AM JV05 31/08/2051
38 | Primary/AM JV05 31/08/2051

Sheet 1 ®

Sign in
= |:|:|>§ = > AutoSum + A
€« =y
B H Ill & Fil- zY H
Insert Delete Format Sort & Find &
- - < Clear~ Filter = Select -
Cells Editing -~
h
H | J -
Line Mo.  Line Particulars Programme Code (with descritpion)

¥,

TN, I, PG B, I I, e . e, PR I I, I B, PO |

Test Report FBK 27 CO01(CHINESE [AM))
Voucher Particular -

Voucher Particular -

transfer to subs.

transfer to subs.

Teachinf Staff Salari WFMP({Admin Programme)
teachinf staff salarie WFMP{Admin Programme)
teachinf staff 0002(ECON (AM))
teaching staff 0002(ECON (AM))
teaching staff ACO1ACTIVITY 01 (AM))
teachinf staff

Testing
Testing Journal T001(Testing Curriculum)
Testing T001(Testing Curriculum)
Testing
Testing T001(Testing Curriculum)
Testing

Step 2. Open the exported
document (in EXCEL format),
check the detailed information of
vouchers selected.

REVIEW VIEW ADD-INS

— -  E¢WrapText General ’;‘J Q

= & 3= Merge&lCenter R - 9% o+ 9 0 Conditional Formatas Cell
Formatting = Table~ Styles~

Alignment ] Mumber [F} Styles
D E F G

Voucher Particulars Gross Debit Amount 3 Gross Credit Amount 3 Voucher Status

Voucher Particular - Te20000.0 "20000.0 Posted

Voucher Particular - Te20000.0 "20000.0 Posted

Voucher Particular - Te20000.0 "20000.0 Posted

transfer to subs. "20000.0 "20000.0 Posted

transfer to subs. "20000.0 "20000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Test Salaies Grant accc26000.0 "26000.0 Posted

Testing journal "1000.0 "1000.0 Posted

Testing journal "1000.0 "1000.0 Posted

Testing "2323.0 "2323.0 Posted

Testing "2323.0 "2323.0 Posted

Testing "2323.0 "2323.0 Posted

Testing "2323.0 "2323.0 Posted

test salary grant accour25000.0 "25000.0

test salary grant accour25000.0 "25000.0

test salary grant accour25000.0 "25000.0

test salary grant accour25000.0 "25000.0

test salary grant accour25000.0 "25000.0

pya for nac "00.0 "00.0

pya for nac "00.0 "00.0

refundable to edb for na0.0 0.0

refundable to edb for na0.0 0.0

refunded to edb for nac "100.0 "100.0

refunded to edb for nac 00.0 "00.0

trf to subsxription "00.0 "00.0

trf to subsxription "00.0 "00.0

test salary grant accour™5000.0 "5000.0 Foores

test salary grant accour™5000.0 "5000.0 Posted

test Salary Grant Accol34000.0 "34000.0 Posted

test Salary Grant Accot34000.0 "34000.0 Posted

test Salary Grant Accot34000.0 "34000.0 Posted

test Salary Grant Accot34000.0 "34000.0 Posted

test Salary Grant Accot34000.0 "34000.0 Posted

ot o = S O RS

test salary grant acc WFMP({Admin Programme)
supporting staff 0001{MATHS (AM) 123456789 12345678
test Salary Grant Ac

test Salary Grant Ac

test Salary Grant Ac

test Salary Grant Ac hd




Note:

» Structure of Autogen & Manual voucher no.:

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

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

> Update Voucher
a) Draft or unposted voucher is allowed for updating
b) Voucher created in Staff Cost Module cannot be updated in Bookkeeping

> Voucher not allowed to be deleted
a) Posted voucher
b) Voucher created in Staff Cost Module

> Implication on voucher deletion

) Voucher no. cannot be re-used

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

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

Journal Voucher : Slide 57



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

¢ Information in voucher details/accounting line particulars:

a)Voucher particulars: Mandatory
b)A/C line particulars: follow (a) if leaving it blank

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

the code as active.

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

the selected accounting year has been approved.

Press

ESCAPE
to return

Slide 58
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