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FMP/Common Setup

FMP – Common Setup
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4.  Voucher Type Maintenance



V 03.02.01 Slide 2V 1.7 Slide 2Voucher Type Maintenance

Common Setup - Voucher Type Maintenance

• This function allows user to maintain voucher type information, including:

- set up voucher type grouping,

– specify bank / cash account to be defaulted in each voucher type upon 

voucher creation,

- auto-generate voucher number or not upon voucher creation.

• All voucher types are categorized under 9 voucher classifications:

– Bookkeeping Journal Voucher

- Bookkeeping Petty Cash Voucher

- Bookkeeping Payment Voucher

- Bookkeeping Receipt Voucher

- Staff Cost Payment Voucher

- Staff Cost Journal Voucher 

- Capital Asset Register Payment Voucher

- Sales and Stock Payment Voucher

- Sales and Stock Receipt Voucher
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Common Setup - Voucher Type Maintenance

The system has pre-loaded the following voucher types:

1. Bookkeeping Payment Voucher (To be used by Bookkeeping Module)

– Bookkeeping Payment Voucher (Government Fund)

2. Bookkeeping Receipt Voucher (To be used by Bookkeeping Module)

– Bookkeeping Receipt Voucher (Government Fund)

3. Bookkeeping Journal Voucher (To be used by Bookkeeping Module)

– Bookkeeping Journal Voucher

4. Bookkeeping Petty Cash Voucher (To be used by Bookkeeping Module)

– Bookkeeping Petty Cash (Government Fund)

5. Staff Cost Payment Voucher (To be used by Bookkeeping Module and Staff Module)

– Staff Provident Fund Voucher – ORSO & MPF

– Staff Payroll Voucher
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Common Setup - Voucher Type Maintenance

6.   Staff Cost Journal Voucher (To be used by Bookkeeping Module and Staff Module)

- Staff Provident Fund Voucher - GSS

7. Capital Asset Register Payment Voucher (To be used by Bookkeeping Module and 

CAR Module)

- Capital Asset Purchase Voucher

8. Sales and Stock Payment Voucher (To be used by Bookkeeping Module and Sales & 

Stock Module)

- Stock Purchase Voucher

9. Sales and Stock Receipt Voucher (To be used by Bookkeeping Module and Sales & 

Stock Module)

- Stock Sales Voucher
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Voucher Type Maintenance

Common Setup - Voucher Type Maintenance

• Bookkeeping Payment / Receipt / Journal / Petty Cash Voucher Classifications

- Vouchers with voucher type under these four voucher classifications can be 

created under Bookkeeping Module.
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Voucher Type MaintenanceCommon Setup - Voucher Type Maintenance

• Staff Cost Payment / Journal Voucher Classifications

– Vouchers with voucher type under these two voucher classifications can be 

created under Staff Cost Module. The voucher details will be transmitted to 

Bookkeeping Module if Bookkeeping Module is effective.

– Vouchers can also be created in Bookkeeping Module under these two 

voucher classifications if Staff Cost Module is effective. However, this is not 

recommended. User should prepare vouchers of such voucher type in Staff 

Cost Module only.

– Purpose of availability of such voucher type under Bookkeeping Module is for 

the inclusion of payroll voucher details prepared under Staff Cost Module 

into the books of accounts. If a separate voucher grouping on payroll nature 

is required, user should create separate voucher type(s) under Bookkeeping 

Payment Voucher Classification and / or Bookkeeping Journal Voucher 

Classification.
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Voucher Type MaintenanceCommon Setup - Voucher Type Maintenance

• Capital Asset Register Payment Voucher Classification

–Vouchers with voucher type under this classification can be created in 

Bookkeeping Module if Capital Asset Register Module is effective. The voucher 

details (e.g. voucher date and amount) will be transmitted to Capital Asset 

Register Module after the voucher has been posted in Bookkeeping Module. 

User has to enter related asset details (e.g. asset item, quantity, location) in 

Capital Asset Register Module afterwards. [i.e. user has to create only 1 

voucher]

–Vouchers can be created directly in Capital Asset Register Module under this 

classification. If Bookkeeping Module is in use, user has to create an 

additional Bookkeeping Payment Voucher in order to record the payment in 

the books of accounts. [i.e. user has to create 2 vouchers]

–Do not create voucher under this classification in Bookkeeping Module if 

voucher details transmission from Bookkeeping Module to Capital Asset 

Register Module is NOT desired.
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Voucher Type MaintenanceCommon Setup - Voucher Type Maintenance

• Sales and Stock Payment / Receipt Voucher Classifications

–Vouchers with voucher type under these two classifications can be created 

in Bookkeeping Module if Sales and Stock Module is effective. The voucher 

details (e.g. voucher date and amount) will be transmitted to Sales and 

Stock Module after the voucher has been posted in Bookkeeping Module. 

User has to enter related stock details (e.g. stock item, quantity) in Sales 

and Stock Module afterwards. [i.e. user has to create only 1 voucher]

–Vouchers can be created directly in Sales and Stock Module under these 

two classifications. If Bookkeeping Module is in use, user has to create an 

additional Bookkeeping Payment Voucher or Receipt Voucher respectively in 

order to record the stock purchase and stock selling amount in the books of 

accounts. [i.e. user has to create 2 vouchers]

–Do not create voucher under this classification in Bookkeeping Module if 

voucher details transmission from Bookkeeping Module to Sales and Stock 

Module is NOT desired.
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The system has 

pre-loaded the 

voucher types
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Voucher Type Prefix
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Common Setup - Voucher Type Maintenance

Auto generation of voucher number is available for all voucher classifications when 

creating vouchers. 

Format of auto generated voucher number (a fixed length of 13 characters):

<Voucher Type Prefix>YY/MM -<system sequence no.>

eg.

Type of Voucher: Bookkeeping Payment Voucher

Voucher Type Prefix: GP

Accounting Month: 09/2002

No. of Voucher in Accounting Year 2002: 1

The auto generated voucher number: GP02/09-00001
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Common Setup - Voucher Type Maintenance

Format of manual voucher number (flexible length from 1 to 12 characters):

<Voucher Type Prefix> + maximum 10 characters

eg.

Type of Voucher: Bookkeeping Payment Voucher

Voucher Type Prefix: GP

The manual voucher number can be: GP1234567890
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Add Voucher Type

Add Voucher Type

- This function allows user to create a new voucher type for Bookkeeping, Staff 

Cost, Capital Asset Register and Sales and Stock Modules.

- Voucher type is required to be specified when creating new vouchers.

- No duplicated voucher type prefix is allowed.
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Add Voucher Type

Add Voucher Type

Step 1. Click [Common Setup]  [Voucher 

Type Maintenance] from the left

menu

Step 2. Click [Add] button
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Add Voucher Type

Add Voucher Type

Step 3. Fill in the fields
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Add Voucher Type

Add Voucher Type

Step 4. Click [Save] button

Check to select 

Auto-gen Voucher 

No. feature if 

required.

No need to select Default 

Bank/ Cash Ledger A/C for 

Journal Voucher 

Classification.
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Voucher Type Maintenance

Voucher Type Maintenance
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Voucher Type Maintenance

View last 

generated no. by 

clicking "Details" 

hyperlink 
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Display the Last 

generated no.
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Default Bank / Cash Ledger Account

• Default Bank Ledger A/C is for the use in Bookkeeping Payment / Receipt Voucher, Staff 

Cost Payment Voucher, Capital Asset Register Payment Voucher, and Sales and Stock 

Payment / Receipt Voucher. Account defaulted can still be changed at the time of voucher 

creation.

• Default Cash Ledger A/C is for the use in Bookkeeping Petty Cash Voucher. 

• For Journal Voucher, there is no need to select any Default Bank / Cash Ledger A/C. 

Voucher Type Maintenance
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Voucher Type Maintenance

Display the default Bank/Cash 

Ledger A/C code and Ledger 

Description. 
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Update Voucher Type

Update Voucher Type

- This function allows user to update an existing voucher type.

- User may change the Voucher Type Description. Updated description will appear 

on all the online screens and newly generated reports after the change.

- User can update the Default Bank / Cash Ledger A/C of a voucher type at any 

time during the year. After that, new vouchers created in Bookkeeping and Staff 

Cost Modules will refer to the newly selected Default Bank / Cash Ledger A/C. All 

the vouchers previously created will not be affected. Nevertheless, account 

defaulted can be changed at the time of voucher creation. 

- User can update the Auto Generate Voucher No. option at any time during the 

year. If users have selected not using Auto Generate Voucher Number feature, they 

have to enter voucher number manually when creating vouchers in different 

modules. Please note that all the vouchers previously created will not be affected. 

- User may update more than one voucher types at the same time.
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Update Voucher TypeStep 1. Click [Common Setup]  [Voucher 

Type Maintenance] from the left

menu

Step 2. Modify [Voucher Type Description], 

[Default Bank/Cash Ledger A/C] and 

[Auto-gen voucher no (Y/N)]

Step 3. Click [Save] button

Update Voucher Type
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Delete Voucher Type

Delete Voucher Type

- This function allows user to delete an existing voucher type.

- User is not allowed to delete voucher type if it has already been used to create 

vouchers.

- Voucher type cannot be deleted even if all of its vouchers have been deleted. 

- Each voucher classification must have at least one voucher type.
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Step 1. Click [Common Setup]  [Voucher 

Type Maintenance] from the left

menu

Delete Voucher Type
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Delete Voucher Type

Step 2. Select the checkbox(es) next to the  

[Voucher Type Description]

Step 3. Click [Delete] button

Delete Voucher Type


