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Budgeting - Report

• User can generate English or Chinese reports through this report function.

• Depend on school type, user can view the reports for the following categories

• All Categories

• FBG - Budgeting Report by Accounting Year 

• FBG - Budgeting Report by School Year

• FBG - Consolidated Report by Accounting Year

• FBG - Consolidated Report by School Year

• FBG - Consolidated School Level Report by Accounting Year

• FBG - Consolidated School Level Report by School Year

• FBG - School Plan by School Year
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Budgeting - Report

There are 4 types of report.

• Single School Level / Session and Bi-School Levels / Sessions Reports 

These reports aimed for schools with accounting period from September to August.  

They will be printed according to accounting year. These reports have no suffix and 

ranges from FBG001 to FBG025.

• Consolidated School Level by Accounting Year 

These reports aimed for schools with accounting period from September to August.  

They consolidate the budgets from multiple School Levels / Sessions. These reports will 

be printed according to accounting year and are suffixed by "T". These reports have 

ranges from FBG012T to FBG023T.  Only Through Train schools can access these reports.

• Single School Level / Session and Bi-School Levels / Sessions School Year Reports 

These reports are aimed for schools with accounting period from April to March.  They 

will be printed according to school year and are suffixed by "S".  These reports have 

ranges from FBG001S to FBG024S.

• Consolidated School Level / Session Reports by School Year 

These reports are aimed for schools with accounting period from April to March.  They 

consolidate budgets from multiple School Levels / Sessions. These reports will be 

printed according to School Year and are suffixed by "TS". These reports have ranges 

from FBG012TS to FBG023TS.
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Reports under 

Budgeting Report by 

Accounting Year
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Reports under 

Budgeting Report by 

School Year
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Reports under 

Consolidated  

Report by 

Accounting Year
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Reports under 

Consolidated Report 

by School Year
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Reports under 

Consolidated School 

Level Report by 

Accounting Year
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Reports under 

Consolidated School 

Level Report by 

School Year
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Reports under 

School Plan by 

School Year
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Generate Report

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

Management – Repository.

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

RICHTEXT and EXCEL.

• User may edit the generated report in WORD, RICHTEXT and EXCEL format.
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Step 1. Click [Budgeting]  [Report] from 

the left menu

Step 2. Select one of the categories and 

languages.

Step 3. Click [Search] button

Generate Report

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

Generate Report
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Step 5. Click the report template hyperlink

Generate Report
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Step 6. Select the print criteria

Generate Report
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Option 1: Generate report in a preview pop-

up window

Step 7a. Click [Preview & Print] button

Two ways to generate reports:

Option 1: Generate report in a preview 

pop-up window

Option 2: Generate and store the report 

in Report Management – Repository.

Generate Report
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Generate Report

Option 1: Generate report in a preview 

pop-up window

Step 7b. Print the report to local print 

queue or save to local hard disk from the 

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

Report Management – Repository.

Step 7a. Click [To File] button

Generate Report
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Option 2: Generate and store the report in 

Report Management – Repository.

Step 7b. Fill in the report description in the 

pop-up dialog box

Step 7c. Click [OK] button

Generate Report
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Option 2: Generate and store the report in 

Report Management – Repository.

Step 7d. User can click the hyperlink to go 

to Report Repository to download the report 

or click [Report Management] 

[Repository] from the left menu to 

download the report later

Generate Report
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Generate Report

Press 

ESCAPE

to return

Option 2: Generate and store the report in 

Report Management – Repository.

Step 7e. Download the report from Report 

Management – Repository


