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Budgeting - Draft Budget Income

• This function is used for capturing the estimate of funding, i.e. income available 

to the school from the EDB and other sources which will be used for running the 

schools.

• Budget Income is prepared at income account level.

• Income accounts can be copied to another school level / session with current 

or future accounting year, or future accounting year in same school level / 

session.

• It provides function to School Principal for budget review and approval.

• Budget can be prepared for more than one year.  User can print a Five-Year 

Forecast for Income and Expenditure (R-FBG010-E).

• If the EDB grant is entered, the system will perform a checking of the EDB 

grant amount against the budget amount.

• For schools with multiple school levels / sessions, user should prepare draft 

budget income for each of the school levels / sessions separately.
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Step 1. Click [Budgeting]  [Draft Budget 

Income] from the left menu

By default, display the page of [Prepare 

Budget Income]

Step 2. Select the [Accounting Year]

Step 3. Click [Add] button

Create Draft Budget Income
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Step 4. Click [Add] button. A blank row will be

displayed for input

Create Draft Budget Income
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Create Draft Budget Income

Step 5b. Entry of account 

code: Method 2

Click the search icon

Step 5a. Entry of 

account code: Method 1

Enter the account code 

directly
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Create Draft Budget Income

Step 5bi. Display a new pop up window.

User can either type in [Account Code] and 

click [Copy] button or search [Account Code]

and click [Select] button

Notes for search account code: Only active 

income code can be selected
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Step 5bii. Select account code from 

the Common Account Code drop-

down list box and click [Copy] button

Create Draft Budget Income
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Create Draft Budget Income

Step 6. If the desired account code is an 

inactive code or has not been created, click 

[Chart of Account] button to maintain Chart 

of Account.
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Create Draft Budget Income

Step 7. A new pop up window is 

displayed. User can create new 

account.  After finished, user has 

to close the window.
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Step 8. Enter [Budget Amount]

(User can click [Add] button to create accounting line.)

(User can select checkbox(es) next to [Account Code] to 

delete the accounting line(s))

Step 9. Click [Save] button

Create Draft Budget Income
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Create Draft Budget Income

The sum of all budget amount is displayed 

under the field Total Budget Amount.
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Delete Draft Budget Income

Step 1. User can select the 

checkbox(es) next to [Account 

Code] and click [Delete] button to 

delete the draft budget.

Step 2. Click [Save] button to 

update the record.
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If the accounting period is from April to March, two periods will be 

shown on screen. After user has entered the budget amount, the 

system will automatically divide the budget amount for 1st and 2nd

Period. The ratio between 1st and 2nd period is 5:7.  The user can 

enter his own figure to the 1st Period.

1st period refers to April to August which consists of 5 months and 2nd

period refers to September to March which consists of 7 months.

Alternative: Create Draft Budget Income
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Step 1. Click [Budgeting]  [Draft Budget 

Income] from the left menu

By default, display the page of [Prepare 

Budget Income]

Step 2. Select the search criteria

Step 3. Click [Search] button

Update Draft Budget Income
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Step 4. If budget of the selected 

accounting year exists and the budget is in 

“Draft” status (i.e. has not been submitted 

to Principal for review), update [Budget 

Amount]

Step 5. Click [Save] button

Update Draft Budget Income
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Prepare Budget

Submit Draft Budget Income for Review

•After the school account clerk has finished the budget income preparation, the 

school account clerk should submit the budget income to Principal for review. 

•User should submit all the accounts for review in one time, i.e. user cannot

submit individual account for review.

•After the budget income has been submitted for review, the budget status will be 

changed from “Draft” to “Review”.  The budget screen will be changed to display 

mode.  No modification is allowed in Draft Budget Income function. Modification can 

only be done in 2 ways:

1)  Update budget in Review Budget Income

2)  Revert budget to draft by clicking “Revert to Draft” button
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Step 1. Click [Budgeting]  [Draft Budget 

Income] from the left menu

By default, [Prepare Budget Income] page will 

be displayed

Step 2. Select the search criteria

Step 3. Click [Search] button

Submit Budget Income for Review
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Step 4. Click [Submit for Review] button

Submit Budget Income for Review
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The status is changed from “Draft” to “Review”. 

The budget is ready for school principal to 

review under [Budget]  [Review Budget]. 

Submit Budget Income for Review
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Revert Budget

Revert Review Budget Income to Draft

• Allow the user to revert the submitted budget income to the “Draft” status.

• If the budget income requires an amendment after it has been submitted for 

review, the school account clerk can change the budget income to “Draft” status.  

It is provided that the budget has not been frozen by the Principal.

• After the budget income is reverted to Draft status, the budget status will be 

changed from “Review” to “Draft”.  The budget will be changed from display mode 

back to edit mode.
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Step 1. Click [Budgeting]  [Draft Budget 

Income] from the left menu

By default, display the page of [Prepare 

Budget Income]

Step 2. Select the search criteria

Step 3. Click [Search] button

Revert Review Budget Income
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Step 4. Click [Revert to Draft Budget] button

Revert Review Budget Income
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The status is changed from “Review” to “Draft”. The 

draft budget can be modified or deleted.

Revert Review Budget Income
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Copy by AccountCopy by Account

• User can create a new income budget by copying accounts of the Receipts, Draft 

or Revised Budget Income from one School Level / Session and Accounting Year to 

another School Level / Session and Accounting Year. It provides an effective and 

efficient means to prepare budget. 

• To proceed with the copying function, the budget of the designated (copy to) 

school level / session and accounting year should not have any budgets or the 

budget is in “Draft” status.

• For multi-school level / session schools, the income accounts can be copied from 

one school level / session to another school level / session or another accounting 

year.  If it is a single school level / session, the income accounts can only be 

copied to another accounting year.

• For schools with one server two WebSAMS or two servers two WebSAMS, user in 

AM session can copy the income accounts from PM session, but cannot copy the 

income accounts and programmes to PM session.
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Step 1. Click [Budgeting]  [Draft Budget 

Income] from the left menu

Step 2. Click [Copy by Account] tab

Step 3. Click to select [School Level / Session] 

(if applicable) and [Accounting Year]

and choose [Receipts], [Draft 

Budget Income] or [Revised Budget 

Income]

Step 4. Click [Search] button

Copy Budget by Account
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Step 5. Select checkbox next to [Account Code]

Step 6. Click to select the target [School Level 

/ Session] (if applicable) and [Accounting Year]

Step 7. Click [Confirm] button

Copy Budget by Account

Press 

ESCAPE

to return


