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Module Overview

Introduction
Objective

The Capital Asset Register Module provides an effective tool for asset
management. User-friendly functions are available for recording asset
acquisitions, write-offs and transfers. The module incorporates adequate control
on write-off and modifications to post-audited records. Flexibility in selecting
records for generating register can facilitate users to perform the tasks of annual
stock taking, asset management, etc.

The Capital Asset Register is used for recording all the Capital Asset, non-
consumable and durable goods. The information of the asset may include asset
voucher, asset value, quantity, location and Government Fund allocation. It also
provides on-line enquiry on asset quantity and write-off details. Year end closing
concept does not apply here and therefore, there is no Pre-Year End and Year
End process in this Module.

The module allows users to maintain the Capital Asset Register. The function
includes:
- Converted Data Setup
- Setup
o Category
o Asset Master
o Analysis Code 1
o Analysis Code 2
- Maintenance
o Asset Voucher
o Asset Registration
o Write-off Asset
o Transfer Asset
o Refrain from Modification
- Depreciation
- Enquiry
- Report
The following are some of the features of Capital Asset Register Module:

a. Users may choose to use Capital Asset Register Module only or any other
FMP modules.
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b.

If users choose to use both Bookkeeping and Capital Asset Register
Modules, asset vouchers created and posted in Bookkeeping Module will be
transmitted to Capital Asset Register for filling in asset details. If users
choose not to use Capital Asset Register Module, then all asset vouchers
created in Bookkeeping Module will not be transmitted to Capital Asset
Register Module upon posting the vouchers. Also, if users choose to set
Capital Asset Register Module effective date later than that of Bookkeeping
Module, then all asset vouchers created in Bookkeeping Module before the
effective date will not be transmitted to Capital Asset Register Module upon
posting the vouchers. No message will be displayed to remind users to fill in
asset when posting such vouchers.

Users can define their own asset category, asset code and analysis codes.

Users can record purchased assets and donated assets, write-off assets and
asset quantity on hand.

Users can record location details and responsible officers of the assets.

Transfer of asset from one location to another or from one responsible officer
to another is allowed.

The system provides function to capture depreciation information prepared
by users off the system.

Worksheets with breakdown by locations or responsible officers for
stocktaking can be provided to users.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 2
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1.2 Function Chart

FMP
Capital Asset Register (CAR)
Converted Data
Setup
Setup » Category
» Asset Master
» Analysis Code 1
» Analysis Code 2
Maintenance > Asset Voucher
» Asset Registration
>  Write-Off Asset
> Transfer Asset
> Refrain from Modification
Depreciation
Enquiry » Registration Details
> Write-off Details
Report
Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 3
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1.3 Flow Diagram

Basic Setup

(Common Setup Module)
» Create Accounting Year
> Set up Voucher Type

Basic Setup

(Common Setup Module)
» Set up Location

» Set up Staff

A 4

in CAR

Asset Purchase Voucher created

Asset Purchase Voucher
Created and Posted in
Bookkeeping

A 4

Classify the Voucher into Original
Voucher or Adjustment Voucher

Original Voucher

A 4

Adjustment Voucher

Setup

» Create Category

» Create Asset Master

» Create Analysis Code 1
(Optional)

» Create Analysis Code 2
(Optional)

Attach Adjustment Voucher
to Original Voucher

A 4 A 4

A 4

Asset Registration

Depreciation

A 4

A 4

Enquiry

A 4

Complete Voucher

A 4 A 4

A 4

Write-Off Asset

Transfer Asset

Refrain from
Modification
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1.4 Interactions with other modules

School Management (SCH)

- FCA11 Report

Report Management (RPT)

- FCAll Report

Housekeeping (HSE)

- FCA11 Report

Security (SEC)

Capital Asset
Register (FCA)

- FCAO01 Category and Analysis Codes
- FCAO2 Asset Master

- FCA03 Asset Voucher

- FCA04 Asset Registration

- FCA06 Write-off Asset

- FCAQ7 Transfer Asset

- FCA08 Refrain from Modification

- FCA09 Depreciation

- FCA10 Enquiry

- FCA11l Report

Common Setup (FCS)

- FCAQ1 Category and Analysis Codes
- FCAO2 Asset Master

- FCAO03 Asset Voucher

- FCA04 Asset Registration

- FCA06 Write-off Asset

- FCAOQ7 Transfer Asset

- FCAO08 Refrain from Modification

- FCAQ9 Depreciation

- FCA10 Enquiry

- FCA11 Report

Bookkeeping (FBK)

- FCAO03 Asset Voucher

- FCA04 Asset Registration

- FCA06 Write-off Asset

- FCAOQ7 Transfer Asset

- FCAO08 Refrain from Modification
- FCA10 Enquiry

- FCA11 Report

Staff Cost (FSC)

- FCA04 Asset Registration
- FCAO7 Transfer Asset
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[LJ  FCAO01l - Category and Analysis Codes
e Security (SEC)
o Check the users’ access rights to allow users to add, edit, view or delete
the category and analysis codes.
¢ Insert audit trail.
¢ Common Setup (FCS)
o Capital Asset Register Module is set to be effective in the School
Accounting Information.

B

FCAO2 — Asset Master
e Security (SEC)
o Check the users’ access rights to allow users to add, edit, view or delete
the asset master.
¢ Insert audit trail.
o Common Setup (FCS)
o Capital Asset Register Module is set to be effective in the School
Accounting Information.

[  FCAO03 - Asset Voucher
e Security (SEC)
e Check the users’ access rights to allow users to add, edit, view or delete
the voucher.
¢ Insert audit trail.
o Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.
o Capital Asset Register Payment Voucher Type must exist.
e Accounting Year must exist.
¢ Bookkeeping (FBK)
¢ Retrieve Capital Asset Register Payment VVoucher.

[0 FCAO04 - Asset Registration
e Security (SEC)
e Check the users’ access rights to allow users to add, edit, view, delete
the asset detail or complete the voucher.
e Insert audit trail.
e Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.
e Location record is updated.
e Bookkeeping (FBK)
¢ Retrieve Capital Asset Register Payment Voucher.
e Staff Cost (FSC)
e Staff master record is updated.

[ FCAO06 — Write-off Asset
e Security (SEC)
o Check the users’ access rights to allow users to partial or batch write off
assets and view or delete the write-off asset records.
e Insert audit trail.
e Common Setup (FCS)

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 6
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o Capital Asset Register Module is set to be effective in the School
Accounting Information.
o Bookkeeping (FBK)
e Retrieve Capital Asset Register Payment Voucher.

FCAO7 — Transfer Asset
e Security (SEC)
o Check the users’ access rights to allow users to transfer assets.
o Insert audit trail.
¢ Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.
e Location record is updated.
o Bookkeeping (FBK)
¢ Retrieve Capital Asset Register Payment Voucher.
e Staff Cost (FSC)
e Staff master record is updated.

FCAOQ8 — Refrain from Modification
e Security (SEC)
e Check the users’ access rights to allow users to perform refrain.
e Insert audit trail.
e Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.
e Bookkeeping (FBK)
¢ Retrieve Capital Asset Register Payment Voucher.

FCAQ9 - Depreciation
e Security (SEC)
e Check the users’ access rights to allow users to edit or view the
depreciation records.
e Insert audit trail.
e Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.

FCA10 - Enquiry
e Security (SEC)
e Check the users’ access rights to allow users to enquire the assets.
e Common Setup (FCS)
e Capital Asset Register Module is set to be effective in the School
Accounting Information.
o Bookkeeping (FBK)
o Retrieve Capital Asset Register Payment Voucher.

FCA11l - Report
e Security (SEC)
e Check the users’ access rights to print a specific report.
e School Management (SCH)
e Retrieve school name.
e Report Management (RPT)

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 7
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e Retrieve report template.
¢ Housekeeping (HSE)
o Get code description.
o Common Setup (FCS)
o Capital Asset Register Module is set to be effective in the School
Accounting Information.
o Bookkeeping (FBK)
e Retrieve Capital Asset Register Payment Voucher.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 8
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2 Operation Procedures

2.1 Converted Data Setup

B

Function Description

Converted Data Setup is used by the schools which are using Capital Asset
Register Module in SAMS and they choose to convert the Capital Asset data
from SAMS to WebSAMS.

If Capital Asset Register is not used in SAMS before or Capital Asset Register
data is not chosen to be converted in the Data Conversion Kit, then this function
will be disabled and users can skip this chapter.

Users can re-group the assets in WebSAMS via this function. It allows users to
change the newly converted asset code to another asset code. Users can also
re-group it to another set of category and asset code.

This function can help users to setup the asset master after data conversion.
Data conversion is done based on the following rules:

1. Asset Type in SAMS is converted to Category Code.

2. Asset Particulars in SAMS is converted to Asset details remarks in

WebSAMS.
3. SAMS Asset type followed by Asset Item No. is converted to Asset Code in
WebSAMS.
4. ED Approval No. in SAMS is converted to asset details remarks in
WebSAMS.
For example:
In SAMS, Before Data Conversion
Asset Type | Asset Item No. | Particulars ED Approval No.
FUR 100 Chair, Extra Large AC12345
FE 174 Chair, Straight Back | F425/90

In WebSAMS, after Data Conversion

Category | Asset Code | Asset Code Remarks

Description
FUR FUR100 Chair, Extra Chair, Extra Large

Large EDB Approval No.: AC12345
FE FE174 Chair, Straight Chair, Straight Back

Back EDB Approval No.: F425/90

For example, users want to re-group the converted asset code FUR100 and
FE174 to new WebSAMS Asset Code SF001 Wooden Chair under the Category
“SF School Furniture” by this function. The result is as follows:

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 9
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Category | Asset Code | Asset _que Remarks
Description
SF SF001 Wooden Chair Chair, Extra Large
EDB Approval No.: AC12345
SF SF001 Wooden Chair | Chair, Straight Back
EDB Approval No.: F425/90

B

Pre-requisites

1. Capital Asset Register data exists in SAMS.

2. Capital Asset Register data is converted in the Data Conversion Kit.

B User Procedures

1. Click [FMP] = [CAR] = [Converted Data Setup] from the left menu.

2. Enter the search criteria and click [Search] button to search for converted
data records. Please note that the WebSAMS Category Code will include
both converted Category codes and newly created codes.

/] WebSAMS System Yersion 0.9.0 (BUILD-07112002) - Microsoft Internet Explorer o [ P74

File Edit Wew Favorites Tools Help ﬁ

ser Login Time: 04/19/2003 1515 Logout | Help | ®aCRRA

.................................... Current School Year: 2001 4 September 2003 18:29
= FMP

| 2. [ " At
» Common Setup [S-FCA12-01] FMP = CAR > Converted Data Setup

Budgeting

»

» Bookkeeping Converted Data Setup

» Staff Cost SAMS Asset Type |ART - ART & DESIGN EQUIPMENT
= CAR WehSAMS Category Code |ART - ART & DESIGN EQUIPMENT

@:a&h] @ Reset

Ll

Setup

Maintenance
Depreciation 2

Enquiry

Report
Sales & Stock
Daily Coll. Sumi

» Non-Recurrent (i

|@ Done I_’_ l_ E Local intranet S

3. Select the asset code to be changed by clicking the checkbox next to the
Asset Item No. The selection box under the WebSAMS Asset Code column
will be enabled. More than one asset item can be selected at the same time.

4. To re-group the asset, choose the new Asset Code under the WebSAMS
Asset Code.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 10
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WebSAMS System Yersion 0.9.0 {BUI 7112002) - Microsoft Internet Explorer oy ] 53]

View  Favorites

* FMP

=

=

Common Setup
Budgeting
Bookkeeping
Staff Cost

¥ CAR

Setup
Maintenance
Depreciation
Engquiry
Report
Sales & Stock
Daily Coll. Summal

Non-Recurrent Gra

Report Management
Customization

User: fmpuser Login Time: 04/09/2003 12:19 Logout 1 Help | P3CRA

Current School Year: 2001 4 September 2003 18:33

[S-FCA12-01] FMP > CAR > Converted Data Setup

Converted Data Setup

SAMS Asset Type IAHT—ART&DES\GN EQUIPMENT j
WehSAMS Category Code [ART - ART & DESIGN EQUIPMENT |

n”:‘ itz Particulars Asset Code & Nescrinti

1808 CHAIR, STRAIGHT BACE PATTERN SHAT |[=HaR- cHAR vI
1800 WORKING TAELE, 18307000 760mm ARTA00E - Printer, HP2100 LaserJet -
ARTA012 - Rowney Lino Roller 150mm
1810 WRITING TABLE WITH 2 LOCEING ART4018 - Slide Projector Movamat Screen 2000
DRAWERS ART4019 - Rowney Lino Roller 150mm
- ART4020- Trolley,S. Steel 844V X 5340 ¥ §15HmMm [
1D CAARHGIASSEAMED EOUEIATIYR ART4038 - Modeling Tools x 5 sets : 4
1812 STOOL, WOODEN 300%300%4 60 ARTA038 - Turn Table (DiaZ20xH55)mm x 10 [
ARTA045 - E8E % 10
1813 ETCHING PRESS, 330%¢0mm ARTA046 - Working table 18300 x 9200% TEOH (mm)
ARTA047 - Epson Printer Model: STYLUS 3000 x 1
1814 T-2QUARE, %20mm x

1a1s T-SJUARE, 64 8mm

1816 LINOROLLER, 100mm

1817 LINOROLLER, 150mm

1818 LINOROLLER, RUBEER, 273mm
1819 FILES, NEEDLE, 10%

1820 FILES, FLAT, 250mm
1821 FILES, FLAT SMOOTH, 250mm

EEREREEEEEREEEE = | |

Ll L L) Ly A L e

[ |

[ |8 Local intranet 4

5. Click [Confirm] button. A confirmation message will be prompted. If users
click [No] button, the action will be aborted. If users click [Yes] button, the
selected assets will be re-grouped to the selected WebSAMS asset codes.

WebSAMS System Yersion 0.9.0 {BUI 7112002) - Microsoft Internet Explorer oy ] 53]

Eile Edit Wiew Favorites Tools Help

User: fmpuser Login Time: 04/09/2003 12:19 Logout 1 Help | PRAIA

— Current School Year: 2001 4 September 2003 18:33
T = B
Home - |Tes CRAPHIC DESIGN VIDEO FORSENDR || =
' FMP
» Common Setup r = ERENDERS | ﬂ
Budgeting - [36%1 TV WME-MD70 MIMIHIFT I j
Bookkeeping 3983 WACOM INTUOS TABLET 12":12" SERIAL I ﬂ
Staff Cost 3990 Macromedia Web D Studio Dek
p— r eh Diesign 1o Diehue | j
|3 Chinese Corel Digr 9.0 For Win 9588MT I j
Setup |3 Morton Chinese Ststern Works 2000 for win | j
Maintenance WPy Ee Adot Photoshop 5.5 for Win 95/98NT | |
Depreciation
Enquiry 4006 %Epmﬁr,PHI'BlZEEME RAM.30.7GB I ﬂ
Report a7 Printer, Epson 1200 Photo + USE Scanner I j
=i I [0 Frinter HEZ100 Laserlet | ]
Daily Coll. Summal _
[T —— r 4012 Rowney Lino Roller 150mm | j
» Report Management r 4018 Slide: Projector, Movarnat Scrsen 2000 | j
* Customnization - [d0ts Revwney Lino Reller 1 50mm I j
400 Trolley,S. Steel 844'W 20 534D 3 91 SHmm I j
- [d038 Maodeling Tools ¥ 5 sets I j
4033 Tum Tahle (Dia2200H 58 )mm x 10 I ﬂ
I [acas [ 10 [ =l
|46 Werking table 18301 x $200% 760H {rom) I j
|47 Erson Frinter Medel: STYLUS 3000y | I j
?nfirm Save ’ Draft | print Ennu?sd Asset Code List |
/ / / [ |8 Local intranet w

6.

If users cannot confirm the changes at that time, users can click [Save As
Draft] button to save the entered data. Users can retrieve back the data in
this function.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 11
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7. Click [Print Converted Asset Code List] button to print the Converted
Asset Code List report (R-FCAQ0L17-E).

[am Post-effects

1. Once confirmed, the existing SAMS asset code will be re-grouped to the
selected WebSAMS asset code and the existing SAMS asset code will be
deleted automatically.

2. Since this action can only be done once for each of the converted assets, no
further modification on the mapping of the asset item is allowed after the
action is confirmed. The selection box of the item will be disabled. If users
have not yet confirmed the mapping of the asset items, it is recommended to
save the data as dratft.

[nn Notes

1. The converted Asset Code can only be changed once.

2. In the Data Conversion Kit, Capital Asset records will be converted
according to the following rules.

a.

The converted voucher named “Conversion: Capital asset purchase
voucher” with prefix ‘CE’ will be pre-defined. Asset Vouchers will be
created for the converted assets in WebSAMS. However, users are not
allowed to delete / create new voucher in WebSAMS with this prefix
‘CE".

Asset Vouchers will be created for converted assets in WebSAMS. The
defaulted voucher status of the converted vouchers are “Completed”.
And the voucher number of the asset vouchers will be in the following
format:

‘CE’ + Donation Indicator + Asset Registered Date
e.g. ‘CEP1998/10/01’, ‘CED1999/01/01’

* Donation Indicator: ‘P’ stands for purchased asset; ‘D’ stands for
donated asset.

* Asset Registered Date is in the format YYYY/MM/DD.

Voucher date will be same as Asset Registered Date by default.
However, if the asset registered date is not within the accounting years
defined in Common Setup, then the voucher date will be set as the first
date of the initial accounting year, i.e. either September 1 or April 1 of
the initial accounting year. For example, if the Asset Registered Date is
1/1/1998 and the initial accounting year is 2000/2001 with Accounting
Period from September to August, then the asset will be grouped under
the voucher with voucher date 1/9/2000.

Voucher amount will be set as the total asset amount grouped under
this voucher.

Assets with the same Donation Indicator and Asset Registration Date
will be grouped into the same voucher.

All the Voucher Particulars of the converted vouchers are set as
“Converted Voucher: Capital Asset Register”.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 12
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g. Analysis Code 1 and 2 will be set as “N/A — Not Applicable”.

h. If responsible officer is blank in SAMS, then it will be set as “N/A — Not
Applicable”.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 13
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2.2 Setup

2.2.1 Category

Add Categor
LIl Function Description

This function allows users to create a new asset category. An asset category is
used to bundle a group of asset master records with similar nature or property.
For example, it may have a category “Furniture”, which contains asset code
records “Chair” and “Desk”. Every asset code will be categorized under a
category to facilitate the filtering of asset master records when performing
maintenance of Asset Registration. Besides, depreciation information is
captured at category level of the assets.

B

Pre-requisites
1. Category record does not exist in the system.

B User Procedures

1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Category] tab.

3. Click [Add] button. A page with 5 blank lines will be displayed. Users may
enter one or more category information.

4} WebSAMS System ¥ersion 0.9.0 (BUILD-07112002) - Microsoft Internet Explorer . =1

Fle Edt ﬁ

juser Login Time: 07/02/2003 23:30 Logout | Help | 3Rz

Wiew  Faworites  Tools  Help

.......................... - Current School Year: 2001 7 September 2003 23:39
w FMP

Common Setup [S-FCAUM-01] FMP = CAR > Setup > Category

Budgeting
_ Liizijnry | Asset Master  Analysis Code 1 Analysis Code 2
Bookkeeping

Staff Cost
w CAR English Description |

Category Code ALL -

Chinese Description |

Maintenance @ search | [ 5] add | ([ Reset |
Depreciation

Enquiry

Report
Sales & Stock 3
Daily Coll. Sumi

[&) ,_ ,_ ,_ (2 Local inkranet y

4. Fill in the information.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 14
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3 WebSAMS System Yersion 0.9.0 {BUILD-07112002) - Microsoft Internet Explorer ) m| 5[
| File Edit Wiew Favorites Tools Help ‘
) fat ‘ e | EN- &b | Address I@j i/ flocalhost ;5080 ispfindex. jsp -
i User: finpuser Login Time: N709/2003 2330 Logout | Help | P3CREHE
Current School Year: 2001 7 September 2003 23:35
= FMP
TR [S-FCA01-03] FMP > CAR > Setup > Category
Budgeting
HornEeen Asset Master  Analysis Code 1 | Analysis Code 2
Staff Cost Add Category Entries
~ caR [ casgayiede | EwishBesaipdon
. |FURN |Fumitu.re |f§§
Maintenance [T |TT Exeipment Iﬁé‘ﬂ_ﬂﬁggﬁ'—‘
Depreciation lﬁl
Enquiry
Report
Sales & Stock E Save <] Bach
Daily Coll. Sum
5116 T I

5. Click [Save] button, or
6. Click [Back] button to quit without saving.

[  Post-effects
1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts “Record saved
successfully”, the information of the new category is saved.
2. Users can select this Category code in Asset Master, Asset Registration,
Write-Off Asset, Transfer Asset, Depreciation and Report.
[ Notes

1. Category Code, English Description and Chinese Description are mandatory
fields and they are required to be entered.

At most 5 new category records can be added at the same time.

3. By default, effective status of all newly created Category Codes will be set to
“Active”. Users may “Inactive” a Category Code by the update function
provided. (Please refer to Update Category)

4. Category Code with “Active” Effective Status will be available for selection in
the pull down list box of Category when adding / editing Asset Code.

Update category

L] Function Description

This function allows users to update an existing category. Users may change
the description and effective status of the category. Updated description will
appear on all the online screens and newly generated reports after the change.
Change in effective status will be effective instantly. For example, after setting a
category to “Inactive”, this category cannot be selected in all online functions

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 15
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except for data enquiry. Users may consider setting the effective status of
category to “Inactive” if the category is no longer in use.

L Pre-requisites
1. Category record must exist.

B User Procedures

1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Category] tab.

3. Enter the search criteria and click [Search] button to search for a category
record.

a WebSAMS System ¥ersion 0.9.0 {BUILD-07112002) - Microsoft Internet Explorer - |EI|1|
Edit

Wiew Favorites Tools  Help

: 07/09/2003 2330 Logout | Help | "PECREA

Current School Year: 2001 7 September 2003 23:39

Common Setup [S-FCAM-04] FMP = CAFR. > Setup > Category
Budgeting
Bookkeeping Ezjizrjnrcy | Asset Master  Analysis Code 1 Analysis Code 2

Staff Cost Category Code ALL -

w CAR English Description |

Chinese Description |

Maintenance —_ e [ ) Reset ]

Depreciation
Enquiry

Report
Sales & Stock 3

Daily Coll. Sumi

’_ l_ l_ E Local inkranet 4

4. A list of matched category records is shown. Click Category Code hyperlink
to view / edit a category record.
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=10

.0.0 {BUILD-30072003b} - Microsoft Internet Explorer

'ebSAMS System Yersiol

File Edit Wiew Faworites Tools  Help

D2/2007 18:43 L_ugm | Help | SachEa

urrent Schuu-l Year 2l]l]1

Home
= FMP

Common Setup

[S-FCA01-02] FMP > CAR = Setup = Category

E:zif=tjucy | Asset Master  Analysis Code 1 Analysis Code 2

Budgeting

Category Code ALL -
Bookkeeping ) o
Staff Cost English Description |
w CAR Chinese Description |
_i Search @ Reset
Maintenance
) | [Fook ‘BOOK |BOOK (Chinese)
Report
- ‘I_ FUEN ‘Fu.mltu:ﬁ |Funutu.re (Chinese) ‘ 7
» Sales & Stock : . .
» Daily Coll. Sum r (I IT Exquipmoent [T Equipraent (Chinese) -]
» Non-Recurrent ( I |SLATIONAEY | |STATIONARY STATIONARY (Chinese) | 7
» Report Manageme E 57 Dele
» Customization
A I I _PI
Setup Internet
4 4

5. Update the information. Users are only allowed to update the English
Description, Chinese Description and Effective Status (Active or Inactive).

6. Click [Save] button, or
7. Click [Back] button to quit without saving.

==l x|

J wWehSAMS System Yersion 0.9.0 (BUILD-16012003) - Microsoft Internet Explorer

File Edit %iew Favorites Tools Help

| PafEE
17 January 2003 11:49

112003 09:35 Logout | Help
Current School Year 2I]I]1

Budgeting
S-FCA01-04] FMP = CAR = Setup » Cat
Bookkeeping [ 1 up eaony
Staff Cost

LZjiztnry | Asset Master  Analysis Code 1 Analysis Code 2
w CAR

Category Code BOOK

Maintenance English Description |EIOOK

Depreciation (Chinese Description |EIOOK {Chinese)

I Active  * l

Enquiry
Report

Effective Status

Eracra

» Sales & Stock
» Daily Coll. Summary

» Hon-Recurrent Grant

» Customization

[ | [BErocalintranee
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N Post-effects

1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts “Record updated
successfully”, the information of the category is saved with the updated
details.

2. If the effective status of a category is updated to “Inactive”, then that
category code will not be displayed in the selection box of category code.

N Notes

1. Category Code with “Active” effective status will be available for selection in
the pull down list box of Category when adding / editing Asset Code.

Delete category

(L] Function Description

This function allows users to delete existing category records. However, if asset
master records have been categorized under a category, users are not allowed
to delete this category. Users may consider setting the effective status of the
category to “Inactive” if the category is no longer in use.

[ Pre-requisites

1. Category record must exist.
2. No asset master record is categorized under the category.

B User Procedures

1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Category] tab.

3. Enter the search criteria and click [Search] button to search for category
record.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 18
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ebSAMS System Yersi

9.0 {BUILD-07112002) - Microsoft Internet Explorer

File  Edit Tools  Help

Wiew

Favarites

=10 ]

urrent School Year: 2001

a0 Logout | Help | PR

7 September 2003 23:39

= FMP

[S-FCAIJ___,__lP > CAR = Setup > Category

Common Setup

Budgeting

Ascet Master Analysis Code 1 Analysis Code 2

Bookkeeping
Cat Coal -
Staff Cost SRR ALL
w CAR English Description |

Chinese Description |

Maintenance

@ Search ] [_W] @ Resat ]

Depreciation
Enquiry
Report
Sales & Stock
Daily Coll. Sumi 3

[ [ | B ocalintranet 4

4. A list of matched category records is shown.

5. Check the boxes in front of the Category Code to be deleted. Users can
select one or more category records to be deleted at the same time.

<} WebSAMS System Yersion 0.9.0 {BUILD-16012003) - Microsoft Internet Explorer

e Edit  Wiew Tools  Help

Favorites

==l x|

Current School Year: 2001

03 0935 Logout | Help | arfEax

17 January 2003 11:55

Budgeting
- E = = S
Bookkeeping [S-FCA01-01] FMP = CAR = Setup > Category

Staff Cost
LZjiztnry | Asset Master  Analysis Code 1 Analysis Code 2

v @l Category Code [ALL =l

Maintenance English Description |

Depreciation Chinese Description |

Enquiry

i Search @ Reset

Report

Sales & St English Description

X o Effective
Chinese Description

Daily Coll. Summary BOCK BOOK (Chinese) 7
Hon-Recurrent Grant FURR Furniture Furniture {Chinese) 7
» Customization IT IT Equipment IT Equipment {Chinese) [~
STATIOMNARY STATIONARY STATIONARY (Chinese) 7
S
(Bndd) (- nelee
6

6. Click [Delete] button and confirm the operation.

[ [ | [BErocalintranet
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All Rights Reserved.

Page 19



WebSAMS
User Manual Version 1.5

[ Post-effects

1. To delete existing Category Code(s), users can select one or more
categories from the search result list and click the [Delete] button. The
system will check to ensure that there is no asset master record categorized
under the selected Category Code(s) and prompt for confirmation. Once
confirmed, the system will delete the selected Category Code(s) from the list.

[an Notes

1. Deletion of the asset category is not allowed if any asset code with this

category code exists. An error message will be prompted and the “Delete”
action will be aborted.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 20
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2.2.2 Asset Master

Add Asset Code

LIl Function Description

This function allows users to create a new asset code. An asset code is an
asset item, which will be categorized under an asset category for asset
management. For example, it may have an asset code “Chair’, which is
categorized under “Furniture” category. Asset code is required to identify the
asset item when filling in Asset Registration.

L Pre-requisites

1. Asset Code does not exist in the system.

2. Category codes have been set up.

“®  User Procedures
1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Asset Master] tab.
3. Click [Add] button to add a new asset code.

3 WebSAMS System Yersion 1.0.0 (BUILD-30072003b) - Microsoft Internet Explorer - |EI|£|

File Edit Wiew Faworites Tools  Help

04/0%/2005 1248 Logout | Help | hszhiz

.................................... > Current School Year: 2001 4 August 2003 19:11

. [S-FCA02-01] FMP > CAR =/Aetup = Asset Master
: : AL Category | f5s=rlipliziss | Analysis Code 1 Analysis Code 2

Asset Code ALL -

English Description |

Chinese Description |

. Category Code ALL -

? Search Add @ Reset ]

3
[)a
1 - S E | |
&) setup |_|_|_|Q Internet v
4. Fill in the information and select the Category Code.
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4} WebSAMS System Yersion 0.9.0 {BUILD-16012003) - Microsoft Internet Explorer 18] =

File Edit %iew Favorites Tools Help ﬁ
User: fupuser Last Login: 16012003 09:35 Logout | Help | PaBiAc
.................................... Current School Year: 2001 17 January 2003 12:11
Budgeting
| | = = =
Bookkeeping [S-FCAD2-03] FMP > CAR > Setup > Asset Master
Staff Cost
Category | isszfiplizizr | Analysis Code 1 Analysis Code 2
w CAR =
Add Asset Master Entries
Asset Code
Maintenance
o Category Code IEIOOK- BOOK j
Depreciation | 4 4
Enquiry English Description | I
Report Chinese Description I
» Sales & Stock
» Daily Coll. Summary @:g <Back
» Hon-Recurrent Grant
» Customization
|@ ’_ ’_ ’_ E Local intranet

5. Click [Save] button, or
6. Click [Back] button to quit without saving.

L Post-effects
1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts "Record saved
successfully”, the information of the new asset code is saved.
2. This newly added asset code will appear in Asset Registration screen.
[ Notes

1. Asset Code, English Description, Chinese Description, Category and
Effective Status are mandatory fields and they are required to be entered.

2. Asset Code with “Active” effective status will be available for selection in the
selection box of Asset Code when adding / editing Asset Registration.

Update Asset Code

LL]  Function Description

This function allows users to update an existing asset code. Users may change
asset code information and effective status. Updated information will appear on
all the online screens and newly generated reports after the change. Change in
effective status will be effective instantly. For example, after setting an asset
code to “Inactive”, this asset code cannot be selected in all online functions
except for data enquiry. Users may consider setting the effective status of asset
code to “Inactive” if the asset code is no longer in use.
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L Pre-requisites

1. Asset Code record must exist.

B User Procedures

1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Asset Master] tab.

3. Enter the search criteria and click [Search] button to search for asset master
records.

WebSAMS System Yersion 1.0.0 (BUILD-30072003b) - Microsoft Internet Explorer - |E||§|

Edit  Wiew Favorites Tools  Help

ogout 1 Help | BschE#

Current School Year: 2001 4 August 2003 19:11

[S-FCA02-01] FMP > CAR/ Setup > Asset Master
« FMP
D, Analysis Code 1 Analysis Code 2
Budgeting Asset Code ALL =
Bookkeeping ) o
English Description |
Staif Cost
Chinese Description
 CAR I |
Category Code BLL -
UENEIENES | (B search | [ 5] add | [ [ Reset |
Depreciation
Enquiry
Report 3
» Sales & Stock
» Daily Coll. Sum
» Non-Recurrent (
» Report Manageme
» Customization
‘ ol

@ Sefup l_ l_ l_ |G Internet 4

4, A list of matched asset master records is shown. Click the Asset Code
hyperlink to view / edit an asset master record.
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0 {BUILD-30072003b) - Microsoft Internet Explorer [ m]

Favorites  Tools  Help

2/20073 12-42 Logout 1 Help | arhEd

urrent School Year: 2001 4 Auqust 2003 19:12

Home
| [S-FCA02-02] FMP > CAR = Setup = Asset Master
w FMP
. Cnmmc_ln Setup Analysis Code 1 Analysis Code 2
LR Asset Code AL -
» Bookkeepin,
StarrC. ;: 4 English Description |
= (1]
w CAR Chinese Description |
Category Code ALL -
Maintenance :a_ Search || [&) Reset
Depreciation sBottom
P I e e I
Report —
CHATR Chair Chatr (Chinese FURM
» Sales & Stock F ¢ ) g
R — F CHINEOOE |Chinese Book Chinsse Book (Chinsse) | BOOK. 7
*» MNon-Recurrent Gra F COME Cornpmier Cornpmier (Chinese) IT =
> Report Management F‘ENQBQQE Enlish Book English Book (Chinese)  (BOOR | ®
» Customnization : : :
F‘ERJNIEB\‘%EI ‘Pmtn {Chinese) ‘rr ‘ 7
' [TaBLE N Table (Chinese) [FURN | =
“Top

(Fadd) (Foeiew) | 4

1 b | 2
&) setup l_ l_ l_ |4 Internet 4

5. Update the information.

==l x|

'ebSAMS System Yersi icrosoft Internet Explorer

Favorites  Tools  Help

003 po:35 Logout | Help | fazhia
Current School Year: 2001 17 January 2003 14:12

Budgeting

- - = = =
Bookkeeping [5-FCA02-04] FMP > CAR > Setup > Asset Master

Staff Cost
Category | isszfiplizizr | Analysis Code 1 Analysis Code 2

v @l Asset Code CHAIR

Maintenance Category Code |FURN - Furniture =l

Depreciation English Description |Chair

A
[6)]

Enquiry
Report

Sales & Stock Effective Status [actve =]
Daily Coll. Summary m[ ‘ Back ]

(Chinese Description |Chair {Chinese)

Hon-Recurrent Grant

» Customization

[ [ BEocainmaet
6. Click [Save] button, or
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7. Click [Back] button to quit without saving.

AN Post-effects

1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts “Record updated
successfully”, the information of the asset codes is saved with the updated
details.

2. If the effective status of an asset code is updated to “Inactive”, then that
asset code will not be displayed in the selection box of asset code.

A Notes

1. Asset Code with “Active” effective status will be available for selection in the
selection box of Asset Code when adding / editing Asset Registration.

Delete Asset Code

L] Function Description

This function allows users to delete existing asset codes. However, users are
not allowed to delete an asset code with asset registration or write-off details.
Users may consider setting the effective status of asset code to “Inactive” if the
asset code is no longer in use.

B

Pre-requisites

1. Asset Master record must exist.

2. Asset code selected for deletion is not involved in any asset registration or
write-off details.

“®  User Procedures
1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Asset Master] tab.

3. Enter the search criteria and click [Search] button to search for asset master
records.
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=10

'ebSAMS System Yersi . D-30072003b) - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help

8!20031848 Luguul I Help | SarREA

urrent Schuul Year 2l]l]1 4 Augus‘t 2003 19:12

2
Home
[S-FCAG2-01] FMP = C Setup > Asset Master
« FMP
Common Setup Analysis Code 1 Analysis Code 2
SRras i Asset Code AL -
Bookkeeping ) o
English Description |
Stait Cost ] o
w CAR Chinese Description |
Category Code ALL -
Maintenance [[BR search | [ ] add | [ [ Reset
Depreciation
Enquiry
Report 3
» Sales & Stock

» Daily Coll. Sum

» Non-Recurrent (&3

@ Setup

4. A list of matched asset master records is shown.

4| | i
[ ] | | meermet Y

5. Check the boxes in front of the Asset Code to be deleted. Users can select
one or more asset code records to be deleted at the same time.

6. Click [Delete] button and confirm the operation.

==l x|

'ebSAMS System Yersi -16012003) - Microsoft Internet Explorer

File Edit %iew Favorites Tools Help

: foguser Lost Login: 16012013 0935 Logout | Help | azhia
Current School Year: 2I]I]1 17 January 2003 14:15

-

Budgeting

Bookkeeping
Category | soa=eklizisd

Analysis Code 1 Analysis Code 2
Asset Code | ALL j

Staff Cost
w CAR

English Description |

Maintenance Chinese Description |

Depreciation

Category Code ALL -
Enquiry
Report i Search @ Reset
Sales & Stock #Bottom

Daily C g rmary n Liie il English Description Chinese Description Egtea[t::ge

Hon-Ry 5 Grant

[|ICHAIR Chair Chair {Chinese) FLRM
> Gy |EriNEGGK [Chinese Book Chinese Book (Chinese)  [BOOK |7
v |[COMP Computer Computer {Chinese) IT =
[T|EMGBOOK  [English Book English Book (Chinese) BOOK =
| PRINTER Frinter Frinter {Chinese) IT =
| |TABLE Tahble Tahle (Chinese) FLRM =
~Top
6 |
| o
i€ DT BEocalintane
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[ Post-effects

1. To delete existing Asset Code(s), users can select one or more asset codes
from the search result list and click the [Delete] button. The system will
check to ensure that there are no asset registration and write-off activities
with the selected Asset Code(s) and then prompt for confirmation. Once
confirmed, the system will delete the selected Asset Code(s) from the list.

[an Notes

1. Deletion of the Asset Code is not allowed if any Asset Registration Details
and write-off activities with this Asset Code exists. An error message will be
prompted and the “Delete” action will be aborted.
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2.2.3 Analysis Code 1

Add Analysis Code 1

Function Description

This function allows users to create a new analysis code 1. An analysis code is
used to characterize asset master records and facilitate users to narrow the
searching criteria in all online enquiry and reports. Analysis code 1 is an
optional asset information. Users can group assets into different analysis code 1
to shortlist the asset records in the search screens and report criteria screens.
E.g. if it is always required to print report according to levels, users can define
all the levels in this function, e.g. Primary 6. Then in the asset registration
screen, users can choose “Primary 6” as the analysis code 1 for those assets
related to Primary 6 Level. Later, when setting print criteria in reports or
retrieving data in enquiry screens, users can shortlist those assets related to
“Primary 6” level by choosing Analysis Code 1 as “Primary 6”.

Pre-requisites
1. Asset Code 1 does not exist in the system.

User Procedures

1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Analysis Code 1] tab.

3. Click [Add] button. A page with 5 blank lines will be displayed. Users may
enter one or more analysis code information.

4} webSAMS System Yersion 1.0.0 {(BUILD-30072003b) - Microsoft Internet Explorer -0 x|

[

002/2003 18:42 Logout | Help | P aChesc

Eile Wigww  Fawvorites  Tools  Help

.................................... Current School Year: 2001 4 August 2003 19:14
Home

= FMP
Common Setup

[S-FCA01-05] FMP > CAR > SNup > Analysis Code 1

Category Asset Master | iuzlyziz Eoslas b Apalysis Code 2

Analysis Code 1 I ALl vI

Budgeting

Bookkeeping
Staff Cost English Description |
w CAR Chinese Description |
@ Search | [TW] [ﬁ Reset |
Maintenance
Depreciation
Enquiry
Report 3
Sales & Stock
4| | 2l
&) setup l_ l_ l_ |4 Internet v

4. Fill in the information.

5. Click [Save] button, or
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6. Click [Back] button to quit without saving.

/7 webSAMS System Yersion 1.0.0 (BUILD-D8092003a) - Microsoft Internet Explorer — O] x|
Ele Edit Wew Favorites Tools Help
User: fmpuser Login Time: 10/00/2003 02:07 Logout 1 Help | PR
Current School Year: 2002 10 September 2003 8:10
Home
v EMP [S-FCAD1-07] FMP = CAR > Setup = Analysis Code 1
> Common Setup Category | AssetMaster [LUENSEEII27  Analysis Code 2
»  Budgeting
» Bookkeeping
Staff Cost - =
ISCIENCE IScumce (Eng) |Seienee (Chi)
“ CAR
Setn |MATH |Matheraatics (Eng |Matheraatics (Chi)
Maintenance ‘ I I
Depreciation | |
Enguiry I I
Report EE <JBack
» Sales & Stock
»  Daily Coll. Sumimal
» Mon-Recurrent Gra
» Report Management 5 6
» Customization 4
& l_ l_ ’_ |4 Internet v

Post-effects

B

1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts “Record saved
successfully”, the information of the new Analysis Code 1 is saved.

2. This Analysis Code 1 will appear in the Asset Registration, Write-Off Asset,
Transfer Asset and Report screen.

B

Notes

1. Analysis Code 1, English Description, Chinese Description and Effective
Status are mandatory fields and they are required to be entered.

At most 5 new analysis code records can be added at the same time.

Analysis Code 1 with “Active” effective status will be available for selection in
the selection box of Analysis Code 1 when adding / editing Asset
Registration.

4. Analysis Code 1 is an optional field when filling asset items of Asset
Registration. Users may choose “N/A”’, which means “Not Applicable”, if
analysis code 1 is not to be used.
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Update Analysis Code 1

LIl Function Description

This function allows users to update an existing analysis code 1. Users may
change the description and effective status of the analysis code 1. Updated
description will appear on all the online screens and newly generated reports
after the change. Change in effective status will be effective instantly. For
example, after setting an analysis code 1 to “Inactive”, this analysis code 1
cannot be selected in all online functions except for data enquiry. Users may
consider setting the effective status of analysis code to “Inactive” if the code is
no longer in use.

L Pre-requisites

1. Analysis Code 1 records must exist.

B User Procedures

1. Click [FMP] = [CAR] - [Setup] from the left menu.
2. Click [Analysis Code 1] tab.

3. Enter the search criteria and click [Search] button to search for analysis
code 1 records.

3 WebSAMS System Yersion 1.0.0 {BUILD-30072003b} - Microsoft Internet Explorer - |Elli|

[+ |
002/2003 18:42 Logout | Help | P aChesc
.................................... Current School Year: 2001 4 August 2003 19:14
Home
= FMP
» Common Setup

Eile Wigww  Fawvorites  Tools  Help

[S-FCA01-05] FMP > CAR > SNup > Analysis Code 1

Category Asset Master | iuzlisiz Bl

Budgeting .
Analysis Code 1 I ALl vI
Bookkeeping

Staff Cost
w CAR Chinese Description |

@ Seard [TW] [ﬁ Reset |

Analysis Code 2

English Description |

Maintenance

Depreciation

Enquiry
Report 3
Sales & Stock
Daily Coll. Sum

i | ~
&) setup l_ l_ l_ |4 Internet v

4. Alist of matched analysis code 1 records is shown. Click Analysis Code 1
hyperlink to edit / view an analysis code 1 record.
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=101 ]

WebSAMS System Yer: 03092003} - Microsoft Internet Explorer
Edit

File Wiew  Faworites  Tools  Help

_ gin Time: 04/19/2003 12:57 Logout | Help | BEFHF
Current School Year: 2002 4 September 2003 18:58

[S-FCA01-05] FMP = CAR > Setup > Analysis Code 1
1 Record(s) deleted successtully.

= FMP Category Asset Master | :iicilysis Bucdl= 1 Analysis Code 2

Common Setup Analysis Code 1 IALL vI

Budgeting English Description |
Bookkeeping

Chinese Description |

Staff Cost —_— —
+ CAR i Search @ Reset
B ottom

DED!_EI:IBIIDH | = |El |F1 |F1 | =

Enquiry —

Report r E2 HZ = F
Sales & Stock r|E2 F3 = [
Daily Coll. Sumi r F4 F4 a] F
Non-Recurrent ( r Fs 5 e [

SPA
Report Manageme r B F6 o ¥
Data Management r |EZ F7 Pt =
Timetabling SR GR GR 7
Code Management [t \ Priraary One = &
Security

~Top
E-Mail B add | [ 7 Relete

4

,_ ,_ ,_ | mnternet 4

==l x|

File Edit %iew Favorites Tools Help

‘Last Login: 16012003 09:35 Logout | Help | azhia
Current School Year: 2001 17 January 2003 14:26

Budgeting

5-FCAD1-08] FMP = CAR = Setup = & is Code 1
Bookkeeping [ 1 up > Analysis Code

Staff Cost =
Category Asset Master | iiilfysiz Kozl Analysis Code 2

v @l Analysis Code 1 Fi

Maintenance English Description |F1

Depreciation (Chinese Description |F1 {Chinese)

Enquiry -
Effective Status Acti -
Report I ctive l
Sales & Stock [ [l save ][ <JBack ]

Daily Coll. Summary

Hon-Recurrent Grant

» Customization 5

[T B ecalinganet
6. Click [Save] button, or
7.  Click [Back] button to quit without saving.
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[  Post-effects

1. When [Save] button is clicked, the system will prompt for confirmation. Once
confirmed, the system will validate the information and prompt for any invalid
data or missing fields. When the system prompts “Record saved
successfully”, the information of the Analysis Code 1 is saved with the
updated details.

B

Notes

1. English Description, Chinese Description and Effective Status are mandatory
fields and they are needed to be entered.

2. Analysis Code 1 with “Active” Effective Status will be available for selection
in the selection box of Analysis Code 1 when adding / editing Asset
Registration.

Delete Analysis Code 1

(L] Function Description

This function allows users to delete an existing analysis code 1. However, users
are not allowed to delete an analysis code 1 if any asset master with this
analysis code 1 exists in Asset Registration. Users may consider setting the
effective status of analysis code 1 to “Inactive” if the code is no longer in use.

[ Pre-requisites
1. Analysis Code 1 must exist in the system.

B User Procedures

1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Analysis Code 1] tab.

3. Enter the search criteria and click [Search] button to search for analysis
code 1 records.
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=10

'ebSAMS System Yersi

D-30072003b) - Microsoft Internet Explorer

File  Edit

Wigw Tools  Help

Favorites

242003 12:4% Logout 1 Help | BParhEse

"""" urrent School Year: 2001 4 Auqust 2003 1914

Home
= FMP

Common Setup

[S-FCAM-05] FMP = CAR = 5¢&

p > Analysis Code 1

Category Asset Master | ipzlisis Bl

Analysis Code 1 | ALL vl

English Description |

Analysis Code 2

Budgeting

Bookkeeping
Staff Cost
w CAR

Chinese Description |

=4 Search @Reset

Maintenance
Depreciation
Enquiry
Report
Sales & Stock
Daily Coll. Sum|

4| |
[ ] | | meermet

[
@ Setup 2

4. Alist of matched analysis code 1 records is shown.

5. Check the boxes in front of the Analysis Code 1 to be deleted. Users can
select one or more records to be deleted at the same time.

6. Click [Delete] button.

==l x|

'ebSAMS System Yersi

-16012003) - Microsoft Internet Explorer
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[ Post-effects

1. To delete existing analysis code 1, users can select one or more codes from
the search result list and click the [Delete] button. The system will check to
ensure that there are no asset registration records with the selected analysis
code 1 and prompt for confirmation. Once confirmed, the system will delete
the selected analysis code 1 from the list.

[an Notes

1. Deletion of the analysis code 1 is not allowed if any asset registration with
this analysis code 1 exists. An error message will be prompted and
the "Delete” action will be aborted.
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2.2.4 Analysis Code 2

Add Analysis Code 2

LL1  Function Description

This function allows users to create another analysis code. An analysis code is
used to characterize asset master records and facilitate users to narrow the
searching criteria in all online enquiry and reports.  Analysis code 2 is an
optional asset information. Users can group assets into different analysis code 2
to shortlist the asset records in the search screens and report criteria screens.
E.g. if it is always required to print report according to school subjects, besides
according to levels which have been already defined under analysis code 1,
users can define school subjects as analysis code 2 in this function, e.g. Art.
Then in the asset registration screen, users can choose “Art” as the analysis
code 2 for those assets related to Art subject. Later, when setting print criteria in
reports or retrieving data in enquiry screens, users can shortlist those assets
related to “Art” subject by choosing Analysis Code 2 as “Art”.

X Pre-requisites
1. Asset Code 2 does not exist in the system.

Y User Procedures
1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Analysis Code 2] tab.

3. Click [Add] button. A page with 5 blank lines will be displayed. Users may
enter one or more analysis code information.

4} webSAMS System Yersion 1.0.0 {BUILD-30072003b) - Microsoft Internet Explorer
File  Edit

=101x]

05/08/2003 1429 Logout 1 Help | "PaREE

Wiews  Favorites  Tools  Help

.................................... Current School Year: 2001 3 August 2003 14:25

Home 2
| [S-FCA01-09] FMP > CAR > Setup > Analysis Code 2
= FMP

Common Setu, . /
E Category Asset Master Analysis Code 1 | :izilisiz Hoils

Budgeting Analysis Code 2 AL =

Bookkeeping
Staff Cost
w CAR Chinese Description |

? Search Ad [_@ Reset ]

English Description |

Maintenance
Depreciation
Enquiry
Report 3
Sales & Stock
Daily Coll. Sumi
» Non-Recurrent (5

7 J | C
|&] Dare l_ l_ l_ | Internet v

4. Fill in the information.
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5. Click [Save] button, or
6. Click [Back] button to quit without saving.
/3 WebSAMS System Yersion 1.0.0 (BUILD-08092003a) - Microsoft Internet Explorer =0 x|

File

' FMP

» Common Setup
& Category | AssetMaster | Analysis Code 1 [Lillis Boala
“ | asiscole2  EngishDescigon  CineseDescrigton
I ,,,,,” [ oobno

' CAR

b

» Report Management

» Customization 5 6 4

» Sales & Stock
Daily Coll. Summai
» Mon-Recurrent Gra

Edit Wiew Favorites Tools Help

User: fmpuser Login Time: 10/00/2003 0507 Logout | Help | R4
Current School Year: 2002 10 September 2003 8:14

Home
[§-FCAD-11] FMP = CAR = Setup = Analysis Code 2

Budgeting . N
A Dnab Code 2 Entries

Staff Cost _ : _
SO [NR [Femior 1evel (Eng) oo l2vel (Ch)

SENIOR. [Eemor level Engd [Eemorlevel (CH)

Setup

Maintenance I I

Depreciation | |
Enguiry [ [

Report [ save | [ <JBack

,_ ,_ ’_ |4 Internet v

[ Post-effects

1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts “Record saved
successfully”, the information of the new Analysis Code 2 is saved.

2. This Analysis Code 2 will appear in the Asset Registration, Write-Off Asset,
Transfer Asset and Report screen.

[ Notes

1. Analysis Code 2, English Description, Chinese Description and Effective
Status are mandatory fields and they are required to be entered.

At most 5 new analysis code records can be added at the same time.
Analysis Code 2 with “Active” effective status will be available for selection in
the selection box of Analysis Code 2 when adding / editing Asset
Registration.

4. Analysis Code 2 is an optional field when filling asset items of Asset
Registration. Users may choose “N/A”, which means “Not Applicable”, if
analysis code 2 is not to be used.
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Update Analysis Code 2

LIl Function Description

This function allows users to update an existing analysis code 2. Users may
change the description and effective status of the analysis code 2. Updated
description will appear on all the online screens and newly generated reports
after the change. Change in effective status will be effective instantly. For
example, after setting an analysis code 2 to “Inactive”, this analysis code 2
cannot be selected in all online functions except for data enquiry. Users may
consider setting the effective status of analysis code to “Inactive” if the code is
no longer in use.

B

Pre-requisites
1. Analysis code 2 records must exist.

B User Procedures

1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Analysis Code 2] tab.

3. Enter the search criteria and click [Search] button to search for analysis
code 2 records.

3 WebSAMS System Yersion 1.0.0 {BUILD-30072003b) - Microsoft Internet Explorer - |EI|5|

File  Edi i

: 05/08/2003 14:29 Logout | Help | horRid

Wiews Favorites  Tools  Help

.................................... Current School Year: 2001 5 August 2003 14:25

Home 2
[S-FCA01-09] FMP > CAR > Setup > Analysis Code 2
« FMP

Common Setup

Category Asset Master  Analysis Code 1 [ snzliziz voe (=

Budgeting Analysis Code 2 ALL T
Bookkeeping
Staff Cost

w CAR Chinese Description |

=4 Seagch @Reset

English Description |

Maintenance

Depreciation

Enquiry 3
Report
Sales & Stock
Daily Coll. Sum
* Non-Recurrent (§4

<] i |
|&] pore l_ I_ l_ |4 Tternet

4. A list of matched analysis code 2 records is shown. Click Analysis Code 2
hyperlink to edit / view an analysis code 2 record.

| hal
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2003b) - Microsoft Internet Explorer

=101 %]
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5/08/2003 1429 L_g_u out __I_ Help | ¥
5 August 2003 14:25

urrent Schu-ol Year 2l]l]1

[S-FCA01-10] FMP > CAR > Setup > Analysis Code 2
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Analysis Code 2 ALL -

 FMP

Common Setup

Budgeting
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w CAR

English Description |

Chinese Description |
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~Top
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|&] Dare |_|_|_|° Internet v
5. Update the information.
'ebSAMS System ¥ 18] =
File Edit %iew Favorites Tools Help
12003 09:35 Logout | Help | 3 REd

Current School Year: 2I]I]1 17 January 2003 14:33

Budgeting
[S-FCAD-12] FMP > CAR = Setup > Analysis Code 2

Category Asset Master Analysis Code 1 | fulygis Hoels

Analysis Code 2 BIO

Bookkeeping
Staff Cost
W CAR

T e — English Description |Eliology

Depreciation (Chinese Description IBimggy {Chinese)

Enquiry

Report Effective Status m
Sales & Stock ([ save ) [ <IBack )
Daily Coll. Summary 4 A
Hon-Recurrent Grant
» Customization
6 (|7 S

[ BErccainbrane:
6. Click [Save] button, or
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7. Click [Back] button to quit without saving.

AN Post-effects

1. When [Save] button is clicked, the system will prompt for confirmation. Once
confirmed, the system will validate the information and prompt for any invalid
data or missing fields. When the system prompts “Record saved
successfully”, the information of the Analysis Code 2 is saved with the
updated details.

AN Notes

1. English Description, Chinese Description and Effective Status are mandatory
fields and they are required to be entered.

2. Analysis Code 2 with “Active” effective status will be available for selection in
the selection box of Analysis Code 2 when adding / editing Asset
Registration.

Delete Analysis Code 2

(L] Function Description

This function allows users to delete an existing analysis code 2. However, users
are not allowed to delete an analysis code 2 if any asset master with this
analysis code 2 exists in Asset Registration. Users may consider setting the
effective status of analysis code 2 to “Inactive” if the code is no longer in use.

[ Pre-requisites
1. Analysis Code 2 must exist in the system.

“B  User Procedures
1. Click [FMP] = [CAR] = [Setup] from the left menu.
2. Click [Analysis Code 2] tab.

3. Enter the search criteria and click [Search] button to search for analysis
code 2 records.
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=101 %]

2003b) - Microsoft Internet Explorer

Favorites  Tools  Help

5/08/2003 14:29 Logout | Help | PSR

Tl

5 August 2003 14:25

|en School Year: 2001

e~ [S-FCA01-09] FMP > CAR > Setup > Analysis Code 2 2

Common Setu,
P Category Asset Master Analysis Code 1 | sinzilysis el

Budgeting Analysis Code 2 ALL -

Bookkeeping

Staff Cost
w CAR Chinese Description |

=4 Search @Reset

English Description |

Maintenance
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Enqui
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Sales & Stock

4| | i
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4. Alist of matched analysis code 2 records is shown.

5. Check the boxes in front of the Analysis Code 2 to be deleted. Users can
select one or more records to be deleted at the same time.

6. Click [Delete] button.

==l x|

icrosoft Internet Explorer

Favorites  Tools  Help

003 po:35 Logout | Help | fazhia
Current School Year: 2001 17 January 2003 14:35

Budgeting
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Maintenance English Description |
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[ Post-effects

1. To delete existing analysis code 2, users can select one or more codes from
the search result list and click the [Delete] button. The system will check to
ensure that there are no asset registration records with the selected analysis
code 2 and prompt for confirmation. Once confirmed, the system will delete
the selected analysis code 2 from the list.

[an Notes

1. Deletion of the analysis code 2 is not allowed if any asset registration with
this analysis code 2 exists. An error message will be prompted and
the "Delete” action will be aborted.
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2.3 Maintenance

2.3.1 Asset Voucher

Add Asset Voucher

L] Function Description

This function allows users to create a new asset voucher in any one of the
opened accounting years in Capital Asset Module. Asset voucher created under
Capital Asset Module contains Accounting Month, Voucher Type, Voucher No.,
Voucher Date, Voucher Particulars, Quotation/Tender Number and Voucher
Amount. Voucher created in Capital Asset Module cannot be retrieved in
Bookkeeping Module and voucher posting is not required since no account detail
is captured in the voucher. Depending on the setup of the selected voucher type,
user can either manually input voucher number or adopt the system auto-
generate number.

Alternatively, users may create an asset voucher in Bookkeeping Module. Users
can choose to create asset voucher under Capital Asset Register Payment
Voucher (please refer to Common Setup for Voucher Type Maintenance details).
Capital Asset Register Payment Voucher created in Bookkeeping Module can be
retrieved in Capital Asset functions after the voucher has been posted. The
voucher will then be transmitted to Capital Asset Module for filling in Asset
Registration. If Bookkeeping Module is not in use, users should create all asset
vouchers in Capital Asset Module.

B

Pre-requisites

Voucher with the same voucher number does not exist in the system.
Accounting Year has been created in Common Setup Module.

Voucher type has been set up in Common Setup Module.

P wDnNPRE

The Voucher Type (CA) Capital Asset Purchase Voucher is a pre-load
voucher type.

Y User Procedures
1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Asset Voucher] tab.
3. Click [Add] button.
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w FMP

»

=
=
=

Staff Cost
w CAR [T] search Voucher(s) with Quotation/Tender Number Only
Setup Quotation/Tender Number To
Category A11 -

] | AssetCode All x
Enquiry 28 Search Add @ Reset
Report

Sales & Stock

3

3 WebSAMS System Yersion 1.0.0 (BUILD-30072003b) - Microsoft Internet Explorer

File Edit View Favorites Tools Help
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woo Login Time: 05/03/2003 14:29 Logout | Help | P2REA

Current School Year: 2001 5 August 2003 14:26

Home 2t Voucher

Common Setup
Search Purchase Voucher
Voucher Date (DD/MMIMYYYY)

Budgeting

Bookkeeping Lo

Voucher No. To

[ | | mternet 4

Select the accounting year and month, and voucher type, then fill in the
information including voucher no., date, particulars, Quotation/Tender
Number and amount.

If the selected voucher type has been set to use system auto-generate
voucher number, “Auto” will appear in the voucher number textbox by
default. There is a total of 13 digits for the auto-generate voucher number,
(e.g. CA03/01-00001 where “03/01” represents January 2003, and “00001”
represents that it is the first voucher of accounting year 2002/2003. The
system will automatically go to 00002 for the second voucher of accounting
year 2002/2003 under the same voucher type. When creating a new
voucher of the next year, system will create a new set of sequence number
and prior years' sequence number will be retained. Please refer to Common
Setup — Voucher Type Maintenance for details). Users can use the auto-
generate number or they can enter their own voucher number by
overwriting the word “Auto”.

If auto-generate voucher number option has not been selected: -

a. Voucher number must be unique throughout the system. Please ensure
the same voucher number will not be repeated for other vouchers in
future.

b. If the same voucher is to be repeated annually, users may consider to put
the year in the first four digits of the voucher number, for example
YYYYNNNNNN (value: 2003VOUO001) where YYYY represents the
“Year” and NNNNNN represents the “Voucher No.”. There are 10 digits
for users to manually input the voucher number.

c. If the same voucher is to be paid monthly, users may consider to put the
year and month in the first six digits of the voucher number, for example
YYYYMMNNNN (value: 200301V001) where YYYY represents the “Year”,
MM represents the “Month” and NNNN represents the “Voucher No.”.
There are 10 digits for users to manually input the voucher number.

d. Voucher Prefix will be added in front of the voucher number input by
users. Upon saving of voucher, the number of digits will become 12
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because 2 digits of voucher prefix are added by the system (e.g.
CA2003vOU001 or CA200301V001).

5. Click [Save] button, or
6. Click [Back] button to go back to the search screen without saving.

7 WebSAMS System Yersion 1.0.0 (BUILD-29052003a) - Microsoft Internet Explorer -10f x|

File Edit Help i

er LastLogin: 17/02/2003 1504 Logout | Help | P3RIA
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Daily Coll. Summar lig S Fewe TP Frere
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Maintenance (5F Local intranet
%4

[ Post-effects

1. When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts "Record saved
successfully”, the information of the new asset voucher is saved.

2. The newly added voucher will be treated as incomplete unclassified asset
voucher with outstanding Asset Registration to be entered in Capital Asset
Module.

[nn Notes

1. Accounting Month, Voucher Type, Voucher No., Voucher Date, Voucher
Particulars and Voucher Amount are mandatory fields and they are required
to be entered.

Voucher date must fall within the selected Accounting Month.

No accounting information is required when creating voucher in Capital Asset
Module. Such voucher is not required to be posted.

4. Status of newly created asset voucher will be set to “Incomplete” and
grouped under “Unclassified” (i.e. not yet classified as Original / Adjustment
Voucher). Users should fill in Asset Registration subsequently.
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Update Asset Voucher

LL1  Function Description

This function allows users to amend the Voucher Date, Voucher Particulars and
Voucher Amount of an incomplete unclassified purchase voucher created in
Capital Asset Module. Users can update the asset voucher only if the voucher is
in “Incomplete” status.

[ Pre-requisites

1. The purchase voucher created in Capital Asset Module must exist in the
system.

The asset voucher is in the status of “Incomplete”.
Update of asset voucher created in Bookkeeping Module is not allowed.

4. Voucher date is not earlier than freeze date. Otherwise, the voucher records
will be in display mode. No modification is allowed.

B User Procedures

1. Click [FMP] = [CAR] - [Maintenance] from the left menu.
2. Click [Asset Voucher] tab.

3. Enter the search criteria. Either Voucher Date or Voucher Number must be
entered for searching vouchers. Click [Search] button to search for voucher
records.

4. Atfter the [Search Voucher(s) with Quotation/Tender Number Only] button
is clicked, user may input the quotation / tender number range to search the
selected vouchers with quotation/tender number.

7} WebSAMS System Yersion 1.0.0 (BUILD-30072003b) - Microsoft Internet Explorer 101 x|
File Edit V¥ew Favorites Tools Help i
50 Login Time: 05/08/2003 14:20 Logout 1 Help | P3REA
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Common Setup sogmeyWieiss ) Asset Registration Write-Off Asset Transfer Asset Refrain from Modification
Budgeting Search Purchase Voucher
Bookkeeping Voucher Date (DD/MMYYYY)
Staff Cost Voucher No.
% CAR [T] search Voucher({s) with Quotation/Tender Number Only
Setup Quotation/Tender Number | To
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Depreciation Asset Cod ALl X
Enquiry [[BR search | [Nl L ﬂ]
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5. A list of matched voucher records is shown. Click Voucher No. hyperlink to
view / edit a voucher record.

0 (BUILI osoft Internet Explorer - = Iﬂlﬁl
Favorites  Tools Help
User: super! Login Time: 05/09/2014 16:03 Loqout | Help | PXERH
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[S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher
v FMP
» Common Setup gg=odulzize | Asset ff Asset Asset Refrain from Modification
» Budgeting Search Purchase Voucher
Bookkeeping Voucher Date (DD/MM/YYYY)  01/10/2002 To o1/02/2003
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E Search Voucher(s) with Quotation/Tender Number Only
Tender Number | To [
Category All !
Asset Code 411 -
Enquiry is“nh [ Reset
Report /Bottom
Sales & Stock
i o rig Voucher Date Voucher Total Entered Complele
Daily Coll. Summa i
ly Voucher N Voucher Particulars DDIMM Amount Amonm Generated From S
> Non-Recurrent Gra
S Heport Monagoment [caooo3 CA0001 [Initial Setup | or/1072002 150 000.00[  211,000.00 (AR
| |
» Customization {CADZ/IO-UODUZ > Initial Setup [ 02/10/2002 SU,UUU.UD 50,000.00 CAR [ ]
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6. Update the voucher details. Users can update the voucher date, voucher
particulars, quotation/tender number and voucher amount.

7. Click [Save] button.

=10l x|

crosoft Internet Explorer

_ User: superl Login Time: 05/09/2014 16:03 Logout | Help | ®XXRRA
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[  Post-effects

1.

When the [Save] button is clicked, the system will prompt for confirmation.
Once confirmed, the system will validate the information and prompt for any
invalid data or missing fields. When the system prompts "Record updated
successfully", the information of the asset voucher is saved with the updated
details.

J  Notes
1. For voucher created under CAR module, users can change the voucher date,
particulars, quotation/tender number and amount. For posted voucher
created under Bookkeeping Module, users cannot change any information.
2. Voucher Date, Voucher Particulars and Voucher Amount are mandatory
fields and they are required to be entered.
Voucher Date must fall within the selected Accounting Month.
4. The voucher date should be after the freeze date (i.e. the date refrain from
modification)
5. Voucher information will be shown as display mode if
a. the voucher is created under Bookkeeping Module, or
b. the voucher has been registered with assets, or
c. the voucher is generated from data conversion (i.e. converted from
SAMS system).
Updating is not allowed on any of the above-mentioned vouchers.
Delete Asset Voucher
L] Function Description
This function allows users to delete unclassified purchase vouchers created in
Capital Asset Module.
[ Pre-requisites
1. Voucher records exist in the system.
2. Vouchers are created in CAR Module, but not Bookkeeping Module.
3. Voucher grouping of the voucher is unclassified with incomplete voucher
status.
4. Voucher date is not earlier than freeze date.
Y User Procedures
1. Click [FMP] - [CAR] - [Maintenance] from the left menu.
2. Click [Asset Voucher] tab.
3. Enter the search criteria and click [Search] button to search for voucher
records.
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4. After the [Search Voucher(s) with Quotation/Tender Number Only] button
is clicked, user may input the quotation / tender number range to search the
selected vouchers with quotation/tender number.

File  Edit

Tools Help

Current School Year: 2001
[S-FCA03-01] FMP > CAR > Maintenance > Asset Voucher

5 August 2003 14:26

View Favorites
Home

v FMP
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Search Purchase Voucher
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Setup Quotation/Tender Number | S ]
Category a1l =
Asset Code All =

Depreciation
Enquiry
Report

> Sales & Stock

§ Search Eﬁ Add | [ [ Reset ]

[ [ |4 mternet

Check the boxes in front of

4

5. A list of matched voucher records is shown.
Voucher No. to be deleted.

6. Click [Delete] button.

Microsoft Internet Explorer k- -1ol x|

File Edt View Favorites Tools Help i

_ User: superl Login Time: 05/09/2014 16:03 Logout | Help | HXERE
Current School Year: 2001 5 Auqust 2003 14:28

Home
v FMP
» Common Setup

[S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher

gg=edutzj=s | Asset Registration Write-Off Asset
Search Purchase Voucher

Voucher Date (DD/MW/YYYY) 01710/2002

Transfer Asset Refrain from Modification

» Budgeting
> Bookkeeping

To o1/02/2003
To [

Voucher No. =

[C] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number | 1o
Category All -
Asset Code ALl .

Enquiry
Report
> Sales & Stock

#Bottom

Voucher Total Entered
Original Voucher Date Generated | Complete
Vorchiatiia, Voucher Particulars (DDIMMYYYY) Amount Amount Froia Status

» Daily Coll. Summai @ | voucherno

> Non-Recurrent Gra

» Report Management | |caonoz A00D1 Pmt)al Setwp | 01/10/2002 | 150, nuo .00 zn 00000 [CA
> Customization | |caoz/10-00002 anal Setup 02/10/2002 50,000. uu[ 50,000.00 [CAR
€A02/10-00003  |CA0001 ‘{Initial Setup 31/10/2002 S,SIZID,DIZI‘ 211,000.00 |CAR
CA02/10-00006  |¢AOO0Z }mmnn 31/10/2002 n_ou‘ 40,000.00 [CAR
caoz/10-00007 |- [21313123 31/10/2002 0.00[ 0.00 [CAR 7
403/01-00008 |- ‘test Tender 30/01/2003 1,000,00‘ 0.00 [CAR
| |canz/ot-o0011 |- [dfsdfsd sdfsd 31/01/2003 2,200.00[ 1,100.00 [CAR
~Top
(e (Fooew ) ¢——] 6
@& [ [ toternet Z
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[ Post-effects

1. The record will be deleted. The deleted Voucher No. cannot be re-used.
Users can print the list of deleted voucher from the List of Deleted Vouchers
Report (R-FCA018-E).

[an Notes

1. The selection box in front of the voucher no. will be disabled under the
following conditions and no deletion is allowed:

a. This voucher is created in Bookkeeping Module.
b. The voucher grouping of this voucher is “Original” or “Adjustment”.
c. The voucher date of this voucher is before the freeze date.

d. The voucher is generated from data conversion.

2. Please note that voucher number cannot be re-used even if the voucher has
been deleted.

Set Completed Voucher as Incomplete Voucher

B

Function Description

Users are not allowed to update Asset Registration Details of a completed asset
voucher. This function allows users to set a “Completed” voucher to “Incomplete”
for revising the Asset Registration. By setting a completed asset voucher to
“Incomplete”, users may revise the Asset Registration Details of the voucher
again. However, if the asset has been written off, the corresponding voucher
cannot be set to “Incomplete” again.

[ Pre-requisites

1. The voucher must be either (i) a completed unclassified voucher, (i) a
completed original voucher without adjustment voucher being attached, or (iii)
the last completed adjustment voucher of an original voucher.

2. Assets registered with the voucher have not been written off.

B User Procedures

1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Asset Voucher] tab.

3. Enter the search criteria and click [Search] button to search for voucher
records.

4. After the [Search Voucher(s) with Quotation/Tender Number Only] button
is clicked, user may input the quotation / tender number range to search the
selected vouchers with quotation/tender number.
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=l0lx]

WebSAMS System Yersion 0 (BUILD-30072003b) ft Internet Explorer
File Edit Tools Help

View Favorites

Time: 05/08/2003 14:20 Logout 1 Help | P3REF

Current School Year: 2001 5 August 2003 14:26
Home [S-FCA03-01] FMP > CAR > Maintenance > Asset Voucher

v FMP

» Common Setup SO /oissr | Asset Registration Write-Off Asset

» Budgeting Search Purchase Voucher
Voucher Date (DDMMAYYYY) To

Transfer Asset Refrain from Modification

» Bookkeeping

» Staff Cost Voucher No. To

[] search Voucher{s) with Quotation/Tender Number Only
Quotation/Tender Number | | 1o ]
Category All v

Depreciation Asset Code All -

Enquiry § Search Eﬁ Add | [ [ Reset ]

Report

Sales & Stock
3

@ [ [T e mtemet 4

5. A list of matched voucher records is shown. Click Voucher No. hyperlink to
view / edit voucher detail.

ternet Explorer

_ User: super! Login Time: 05/09/2014 16:03 Logout | Help I PREREK

Current School Year: 2001 5 Auqust 2003 14:28
Home [S-FCA03-02] FMP > CAR > Maintenance > Asset Voucher
v FMP
> Common Setup i3mzduilziizr) Asset Registration Write-Off Asset Transfer Asset Refrain from Modification
» Budgeting Search Purchase Voucher
SR TOCT N Voucher Date (DDMIWYYYY)  01/10/2002 To o1/02/2003
Staff Cost Voucher No. il To
EJ Search with Q ion/Tender Number Only
Tender Number | | 1o ]
Category A1l B . -
r—— Asset Code Al =
Enquiry i Search | [ [ Reset
Report Bottom

> Sales & Stock

» Daily Coll. Summai

inal Voucher Date Voucher Total Entered c et
s Voucher Particulars oucher Jate Amount Amonm Generated From omp g
Voucher No. {(DD/MM/YYYY) Status

» Non-Recurrent Gra

T — | [cA® CA0001 [Eritial Setup 01/10/2002 | 150,000.00  211,000.00[caR
» Customization ] [cAn2/No0002 |- Initial Setup l 02/10/2002 50,000.00 50,000.00 [CAR l 0
[ |ca2/1p-Non  [caonnt Initial Setup | st/iofz002 8,500.00 211,000.00 [¢AR ‘ @
[ [cazif 5 [[choooz [t 31/10/2002 ‘ 0.00] 40,000.00 [CAR l 0O
O | i
0] [0/ o[- 21313123 31/10/2002 0.00 0.00 [CAR [ 0O
[ [ [CAn3/01-00008 [ test Tender [ 30/01/2003 1,000.00 0.00 [CAR \ 0
‘ = !cAnz/m -00011 ‘ dfsdfsd sdfsd [ 31/01/2003 2,200,001 1,100.00 [CAaR [ O
~Top
[ [ mtemet 7
6. Uncheck the complete status.
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/7 WebSAMS System Yersion 1.0.0 (BUILD-17092003b) - Microsoft Internet Explorer E =10l x|

File Edit View Favorites Tools Help

7 rr . User: super! Login Time: 05/09/2014 16:03 Logout | Help | B3ZHRA
g e Current School Year: 2001 5 August 2003 14:28
Home [S-FCA03-04] FMP > CAR > Maintenance > Asset Voucher
 FMP
> Common Setup (5522 Jlzia0 Asset Reg ff Asset Asset Refrain from Modification
> Budgeting Update Purchase Voucher
» Bookkeeping Accounting Year and Month 10/2002
» Staff Cost Voucher Type Capital asset purchase voucher (CA)
i Voucher No. CADDO3
FacuT Voucher Date (DD/MM/YYYY) 30/09/2002
Setup Voucher Particulars Initial Setup
Quotation/Tender Number
Depreciation Voucher Amount $ 150,000.00
P Completed @

Enquiry

Report [] save | [ <Back

> Sales & Stock
» Daily Coll. Summai
» Non-Recurrent Gra 6

> Report Management
» Customization 7 8

@ [ [] menet

7. Click [Save] button to save the complete status, or

8. Click [Back] button to go back to the search screen without saving.

N Post-effects

1. The system prompts “Record saved successfully”. The voucher completion
status will change to “Incomplete”. Then users can amend the voucher
information in Asset Registration.

2. The asset registered under this voucher will no longer show in Write-off
Asset and Transfer Asset screens whereas this voucher will reappear in
Asset Registration screen.

[N Notes

1. If users want to set a voucher with written off assets as “Incomplete”, error
message will be prompted out.

2. If users want to set an original voucher as “Incomplete”, that original voucher
should not attach with any adjustment voucher.
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2.3.2 Asset Registration

The asset registration is used for recording all the capital asset, non-consumable
and durable goods. The registration includes 2 parts - basic and detail
registration information. The basic information includes category code, asset
code, analysis code 1, analysis code 2, registered date, quantity, entered
amount, government fund and remarks. The detail information includes location,
responsible officer, quantity and location remarks. All asset registration is started
from a voucher. Therefore, if users want to register an asset, they should have
created a voucher in CAR Module or Bookkeeping Module. Otherwise, users
cannot perform asset registration in the CAR Module.

The workflow of the Asset Registration is summarized as follows:

Unclassified Classify as Original or
Voucher ,| Adjustment Voucher
A 4
Enter Detail Return to Basic
Enter Basic .| Information .| Information (Press
Information "| (Press Save "| Add button and then
button) press Save button)

There are 3 voucher groupings in asset registration, “Unclassified”, “Original”
and “Adjustment”. Unclassified voucher is a newly created voucher without
asset registration. Original voucher is a voucher with asset registration and it is
the first voucher created for asset registration. Adjustment voucher is a
voucher which is attached to a completed original voucher. Direct updating of a
completed original voucher is not allowed. This can be made through an
adjustment voucher. Adjustment voucher is created when the voucher amount
in the Original voucher is not enough for the asset registration. Multiple
adjustment vouchers can be attached to an original voucher. However, the
adjustment voucher date should be later than the original voucher.

Maintain Asset Registration

[[]  Function Description

Users can start asset registration by selecting the voucher no. from
“Unclassified” voucher grouping.

L Pre-requisites

1. Incomplete asset purchase voucher must exist in the system.
2. Asset codes must exist in the system.

3. Location and staff must exist in the system (refer to [FMP] = [Common
Setup] =2 [Location Maintenance] FCS11 and [FMP] - [Staff Cost] 2>
[Staff Master] FSCO05).
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B

User Procedures

A) Unclassified Asset Voucher

Basic Information
1. Click [FMP] = [CAR] - [Maintenance] from the left menu.
2. Click [Asset Registration] tab.

3. Click Voucher No. hyperlink under unclassified voucher to add asset item.

a WebSAMS System ¥ersion 1.0.0 (BUILD-17062003) - Microsoft Internet Explorer

=181 x|

File Edit Wiew Favorites Tools Help

dennywoo Last Login: 13/06/2003 11:55 Logout 1 Help | 3REA

Current School Year: 2001 18 June 2003 17:55

Home
[S-FCA04-01] FMP > CAR > Maintenance > Asset Registration

= FMP
Common Setup Write-Off Asset Transfer Asset Refrain from Modification
Budgeting
. Unclassified Voucher
Bookkeeping
Voucher
Staff Cost
° Voucher Particulars ‘W Amount | Generated From
% CAR Ll $
Setup [ |CADLOG0002 | IT Equipment 300052001 10000000 CAR
M |CAL211-02 1211-02 desc 28422002 200,00 Booldeeping
Depreciation

Enquiry Completel
Report
» Sales & Stock

* Daily Coll. Summa

Voucher No. hyperlink

* Non-Recurrent Gra

» Report Management

» Customization

’_ ’_ '_ E Local intranet 4

4. a) In the upper portion of the Asset Registration page, select Original
Voucher or Adjustment Voucher from the selection box of Voucher
Grouping.

b) (i) If it is an adjustment voucher, please enter the Original Voucher No. or

(i) click [Search] button, a pop-up window will appear for the users to
search the completed Original Voucher No. Click [Select] button to
choose the Voucher No. from the pop-up window.
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» SPA

<3 Retrieve Youcher - Microsoft Internet Explorer

winriche Login Time: 21/08/2007 1903 Logout | Help | AT
Current School Year: 2001 21 August 2007 19

Home .
Student Info En A 4b (I I)
» School Manageme| Voucher No. Voucher Date [DD/MM/YYYY)30/09 72002
\ Student Particulars
Voucher Amount Entered Amount $ 0.00
> Attendance Voucher Grouping Original Voucher No.
» Student Activities Asset Type
» Award & Punishm
Registered = 4b (i)
(Da[:f?wwvvm
Description Quantity [
Asset Code [ [+ Entered Amount $
Description Government Fund $
Other Fund $ 0.00
Analysis Code 1 N/A - Not hpplicable [ise]
Analysis Code 2 N#A - Not Applicable [
» Common Setuy Remarks
» Budgeting
» Bookkeeping
> Staff Cost
w CAR
Setup
Depreciation|
Enquiry
Report
» Sales & Stock . . . .
£ |5 A
» Non-Recurrent ’Wi

[Ll [ save | [ Zpelete || <Back

=101 %

Search Voucher Ho.
Voucher Date I

Voucher No. Range |

Voucher No.

4b (ii)

5. Enter Asset Type by selecting “Purchase” or “Donation”. However, if it is an

Adjustment Voucher, the Asset Type will be disabled and followed the Asset
Type of the Original Voucher.

Enter the followings for the basic information of asset registration:
Category Code

Asset Code (Mandatory field)

Registered Date (Mandatory field but defaulted with voucher date)
Quantity (Mandatory field)

Entered Amount (Mandatory field)

Government Fund (Mandatory field)
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Analysis Code 1 (Optional field)
Analysis Code 2 (Optional field)
Remarks

Detail Information

7. Click Details to fill in the following information: location (Mandatory field),
responsible officer (Optional field), quantity (Mandatory field) and location
remarks (Optional field).

User: winniehe Logim Time: 21/08/2007 1%:03 Logout | Help | -
Current School Year: 2001 21 August 2007 19

Gimamaicagie1an ) Write-OFf Asset  Transfer Asset | Refrain from Modification

Home Asset Voucher
Student Info En

» School Manageme| Voucher No.
. Student Particulars

Voucher Date (DD/MM/VYYY)30/08/2002

Voucher Amount =ptered Amount $ 0.00
> Attendance Voucher Grouping figinal Voucher No. (BR search |
> Student Activiti Ass 7
> Award & Puniciy - - -
5 [ — Basic Infarmation
Category Code [ Registered 30/08/2002

> Special Assessmef Date

» Staff Deployment (DDAAMAY YY)
Description Quantity 0

Asset Code [ sl Entered Amount 3 0.00
Description Government Fund $ 0.00

Other Fund $0.00
Analysis Code 1 [Nf& - Not Applicable [
Analysis Code 2 [N/& - Not Applicable [~]

Remarks
» Budgeting

Bookkeeping

A
(o]

» Staff Cost
¥ CAR
Setup

Depreciation
Enquiry

Report

» Sales & Stock
» Daily Coll. Sumi Asset
v

» Non-Recurrent

8. Click [Add] button to add the new line.

9. If any of the location lines is not required, users can delete the location lines
by selecting the selection box next to the location and clicking the [Delete]
button. Users can select one or more location lines to be deleted at the
same time.

10. Click [Save] button to save asset detail information and go back to Basic
Information page.

11.If users want to go back to Basic Information page without saving the
updated asset detail information, users can click [Back] button.
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=lol=|

'ebSAMS System ¥Yer 3072003b) - Microsoft Internet Explorer
Edit

File ¥iew Favorites  Tools  Help

dennywon Login Time: 20/07/2003 10:30 Logout | Help | P3RE#

Current School Year: 2001 29 July 2003 10:36

Home
v FMP

Common Setu
D Asset Voucher | Fzsoiiis:jiziciion | Write-Off Asset  Transfer Asset  Refrain firom Modification
Budgeting = = =
Basic Information Details

LA Asset Code CHAIR Registered Date (DDmihiry ) SJ00R2001
FEATE Description Chair
¢ CAR Category Code FURN

Setup Analysis Code 1 Fl Entered Amount $10000.00
Analysis Code 2 MATH Government Fund F 1000000

CGuantity 40 Other Fund 000

[S-FCA04-04] FMP > CAR > Maintenance > Asset Registration

Depreciation

Enquiry

Report n m Location Remarks
Sales & Stock I |GEMERAL - General Office = | | i - Nat Applicable | | 40 |
Daily Coll. Summar Rl i =] | s - Mot applicante x| | [
Non-Recurrent Graggtll mi | | MiA- Mot Applicadle x| | [ 7
* Report Management [y o =] [ Notapplicants =] | [
* Customization r =] [ria-riotApplicanle = | [
B o e g
8 9| 10 11
[ [ [@meme

Basic Information

12. Click [Add] button to add the new items with both Basic and Detall
Information into the voucher.

13. Click [Reset] button to clear the last selected information.

j WebSAMS System Yers 0072003b) - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help

va Login Time: 05/02/200% 1429 Logout | Help | R
Current School Year: 2001 5 August 2003 14:57

Home
= FMP

[S-FCA04-03] FMP = CAR > Maintenance > Asset Registration

»
Common Setup Write-Off Asset Transfer Asset  Refrain from Modification

Asset Youcher | fozgoe iz

Asset Registration
Voucher No. CADLAR-00002

» Budgeting

» Bookkeeping Voucher Date (DD ) 3082001

Particulars IT Equipraent
» Staff Cost Voucher Amount  $100,000.00 Entered Amount $0.00
w CAR Voucher Grouping  Orlginal Voucher
Setup Asset Type IPurchase 'l
Basic Information Details
Depreciation Category Code | FURM v l Registered Date | 30092001

(DDMM YY)

Description Fomitore Cuantity | a0
Asset Code |CHAIR vl Entered Amount $| A5000
Description Chair Government Fund $| 250,000

Other Fund 0,00

Enquiry
Report
» Sales & Stock

» Daily Coll. Summa

* Non-Recurrent Gra Analysis Code 1 lﬁ T =

> Report Management - gy AESPN IOV SS | MATH - Mathematics 4|

Remarks

» Customization

Mo record.

[m[ 7 Delete ][ <]Bac|¢ ]

’_ l_ ’_ |4 tnternet 4
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14. To edit an asset detail, click on the Line No. hyperlink. The details will be
displayed in the Asset Details table. Users can edit the information and click

[Save] button.

15. If any line is not required, users can delete the line by selecting the selection
box next to the Line No. and clicking the [Delete] button. Users can select
one or more lines to be deleted at the same time.

16. Click [Save] button to save the Basic Information and Detail Information of
the Asset Registration.

17. Click [Back] button to go back to the voucher selection screen without

saving any updated information in this screen.

Login Time: 21/08/2007 18:03 Logout | Help | HXR3
Current School Year: 2001 21 August 2007 19:

Write-Off Asset  Transfer Asset Refrain from Modification

Home
Student Info Eng

» School Manageme|

Asset Youcher | figszcliizrjizee iy

CADD/DY-00002
Regina Adjustwent Youcher

Voucher No. Voucher Date (DO Y Y y)01 /0942300

Particulars

B Voucher Amount § 100,000.00 Entered Amount § 10.00

» Attendance Voucher Grouping Original Youcher

> Student Activities [IMEACEALRN LS

> (] A Basic Information Details

» Assessment Category Code ML [~ Registered =
» Special Assessmel :?:JT;?MMIYYYY)

(> I T Description Quantity [ g
B Asset Code [+ Entered Amount 5
s =| Description Government Fund 5
o Other Fund $0.00
» HKEAA Analysis Code 1 [Nin - Mot Applicable [+]

= FMP Analysis Code 2 [WA8 - Not Applicable [+]

» Common Setup Remarks
» Budgeting
» Bookkeeping
» Staff Cost
w CAR
Setup

Depreciation
Enquiry

. . - - Entered
Registered - Category | Analysis | Analysis .
) Asset Code Date Asset Description Code Code 1 Code 2 Quantity nm:unt
ASSET 1 05/09/2002 |Asset One CAT1 ACIKARING  BNG 150 10.00

save | [ Delete | [ <]Back |

-
» Daily Coll. Sum
» Non-Recurrent
» SPA

17

15
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B) Original Voucher

Basic Information
1. Click [FMP] = [CAR] - [Maintenance] from the left menu.
2. Click [Asset Registration] tab.

3. Click Voucher No. hyperlink under original voucher to add asset item.

/J websaMS System Yersion 0.9.0 (BUILD-07112002) - Microsoft Internet Explorer -7 x|

Fle Edt %ew Favorites Tooks Help

User: denmywoo Login Time: 09/09/3003 00:49 Logout | Help | PRREA

Current School Year: 2001 9 September 2003 9:50
Hi =
| m;me o cExolz Rollout Testing 300002 300,000.00 [Bookleeping
. Common Setup - |EEL234 test incernpletedcomplete box 30009/2030 4.00|CAR

Budgeting

Original Voucher

Bookkeeping
Staff Cost
" CAR

Setup |Regina Crgnal Vouche: [ OL09sm 10c0000

I [[camoaomn | [Rezin Admstent Voucher OLO300 100,000
LSpIEcRtey || Azl | [Computer I00HTTT 50000 200,00 |[CAR
E:::? I ||<ADEFREL Testing 3009002 300000 300000 [CAR
b SO I ||cAEFDE et LAV 000 000[CAR
Daily Coll. Summariil el #1285 testing 042002 000 0.00 [CAR
LG [~ |[CARARTNAL | (123456789 223456789 323056789 423456759 5230 56789 61356789 e 160000 D0[CAR

» Report Management 723456789
A [|camat Testing 006003 100000 10000000 [CAR
CROO%00001 [For office use ILABA0CE 123,00045 1,000.00 [Booklzeping

Adjustment Voucher

For office use 661 L5000
| CECEEM CROCOIPM Rellont Testing 3122002 H50,000.00 30000000 C,
SR CRO0012 Rollout Testing 30054002 B50,000.00 30000000 | CAR.
Complete

[ [ [ recalintranet =

4. Users may follow User Procedures step 6 — 17 of Unclassified Voucher to
continue entering item details of the original voucher.

C) Adjustment Voucher

Basic Information
1. Click [FMP] = [CAR] - [Maintenance] from the left menu.
2. Click [Asset Registration] tab.

3. Click Voucher No. hyperlink under adjustment voucher to add asset item.
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2} WebSAMS System Yersion 0.9.0 (BUILD-07112002) - Microsoft Internet Explorer =81 x|

Fle Edt %ew Favorites Tooks Help i

User: denmywoo Login Time: 09/09/2003 09:49 Logout | Help | PCREA

.......... — Current School Year: 2001 9 September 2003 9:50

H =l
| m;me o cExolz Rollont Testing 30097002 300,000.00 [ Booldmeping
. Common Setup - |EEL234 test incernpletedcomplete box 30009/2030 4.00|CAR

Budgeting Original Voucher

Bookkeepin,
. Voucher Date | Voucher [ Entered | oopgipy
Staff Cost
" o Voucher Particulars (DDMMAYYY) nmnunt nmnunt Fram

Setup Rezina Drginal Vourher DLERA300 10c0000
|- Regina Admstroent Voucher 0102300 100,000,000
LSeeRtinn I |CATEORO0]  [Computer 00773 20000 20000 [CAR
-
R:“"':’ [ [CADEPREL  [Testne 009002 300000 300000 CAR
pol
b SO I |CAEEDE rirt LA 000 000 [CAR
» Daily Coll. Summarjil il [#=s 19 testing 0000 0.00 0.00[CAR
G AL [~ [CARARTNAL (123056789 223056785 323056789 123056789 5230 56789 613456789 30052002 1,00000 000 [CAR
» Report Management 723456789
e — - |caToL Testing 006003 10000000 100,000.00 [CAR
I [CRG203-00001  [For office use ILABA0CE 123,00045 1,00000 [Booklesring

Adjustment Voucher

Total
Total Entered
Onglnll Voucher Date | Voucher
M | Voucher No. . Voucher Parliculars (DDMMAYYY) Generated From

|- |[zamma [Foroffiewse 211,000,000 Eooldmng
_P CROCOIPM Rellont Testing 3122002 H50,000.00 30000000 C,
|| SR CRO001 Rollomt Testing 30052002 B50,000.00 30000000 | CAR
Complete |
[i&] Dane [ [ [ [EFrocalintranet

4. Users may follow User Procedures step 6 — 17 of Unclassified Voucher to
continue entering item details of the adjustment voucher.

L  Post-effects
1. The asset item will be added to the system. Users can complete the voucher
if all the information has been entered and matched.
Jd  Notes

A) Voucher Information

1. If voucher grouping is an original voucher, users are only required to select
the asset type. There is no need to fill in the original voucher no.

2. If voucher grouping is an adjustment voucher, the following points should be
noted.

a. Asset type will be disabled and it will follow the asset type of the original
voucher.

b. Users have to enter the original voucher no. directly. And this original
voucher no. must be in “Complete” status.

c. If users click [Search] button to search for voucher no., a pop-up window
will appear. To limit the scope of searching, users can enter the voucher
date or/and voucher no. range and then click [Search] button.
Subsequently, all completed vouchers with users defined criteria will be
listed out in the selection box. Users can select the voucher no. by
clicking [Select] button. And the selected voucher no. will be copied over
to the asset registration screen and the pop-up window will be closed
automatically.
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3. Adjustment vouchers should be attached to a “Completed” original voucher.
It allows users to add and update the asset item and amount.

B) Basic Information

1. Users can choose the category code from the selection box and then choose
the asset code from the selected category.

2. Analysis Code 1 and Analysis Code 2 are optional and are defaulted as
“Not Applicable”.

3. The registered date is defaulted as the voucher date. Users can update the
registered date. However, the registered date should not be a future date
and it should be later than the freeze date (i.e. Refrain from Modification
Date). Otherwise, an error message will be prompted.

4. If the entered amount exceeds the voucher amount, an error message will be
prompted.

5. Please note that all inactive codes will not be shown in the selection box.

C) Detail Information

1. For a complete asset registration, users have to enter the detail information
of all asset items. The responsible officer is an optional field and is defaulted
as “Not Applicable”.

2. The quantity for the detail information should not be more than the quantity of
the basic information. Both quantities should be matched. Otherwise, the
system will prompt an error message if users complete the asset voucher.

Complete Asset Voucher

(L] Function Description

Users can complete asset vouchers under the voucher grouping of
“Unclassified”, “Original” and “Adjustment”. Users are recommended to complete
the voucher after they have finished filling in Asset Registration of that voucher.
For Original and Adjustment vouchers, users can complete the voucher after all
the asset registration have been done. After completing the voucher, the
voucher will no longer be shown in the asset registration application. Instead, it
will be shown in the write-off application and transfer application. In case the
voucher amount of an original voucher is not enough for registering asset items,
users may complete the original voucher first, then create an adjustment
voucher and attach this adjustment voucher to that completed original voucher to
increase the voucher amount.

B

Pre-requisites

1. “Incomplete” asset purchase voucher must exist in the system.

2. If it is an “Original” or “Adjustment” voucher, all asset locations must have
been specified.
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B

User Procedures

1.
2
3.
4

2} Web5AMS System Yersion 1.0.0 (BUILD-29052003a) - Microsoft Internet Explorer _10] x|

w FMP

» Report Management Complete
» Customization
4

@ Mainkenance

File

Click [FMP] = [CAR] - [Maintenance] from the left menu.
Click [Asset Registration] tab.
Check the boxes in front of the Voucher No. to be completed.

Click [Complete] button to complete the selected asset vouchers.

Edit Wiew Favorites Tools Help

003 15:04 Logout | Help | BParhEadE

................................ Current School Year: 2001 2 June 2003 18:36
Home

[5-FCA04-01] FMP > CAR > Maintenance * Asset Registration

Common Setup Asset Woucher | iszocli=:iziciion | Write-Off Asset  Transfer Asset  Refrain from Modification

Budgeting

. Unclassified Voucher
Bookkeeping

Staff Cost Voucher Particul Voucher Date ‘;Wm:{ Generated
© car 'oucher Particulars {DDMMYYYY) rn;u From
Setup CADLOR 0 | IT Bquiproent 300052001 10000000 CAR

CAL211-02 1211-02 dese 288022002 200,00 Bookleeping
Depreciavan
Enquiry diriginal Voucher

Repell Voucher Particul Voucher Date \;uu:h:tr :E‘nterer: Generated
» Sales & Stock oucher Barticulars | ino mmayyn "“;" “‘:“ From

> Daily Coll. Summa CAOLROO00] | Furmifore 0092000 10,000.00 1000 CAR
» Non-Recurrent Gra

I_ ’_ l_ E Laocal inkranet A

) Post-effects

1. The system prompts “Record saved successfully”, the voucher completion
status will change to “Complete”. This voucher will not be shown in this
screen again.

2. This voucher and the related asset will appear in Write-off Asset and
Transfer Asset applications.

3. No amendment can be made on the asset registration of the selected
voucher if the voucher status is “Complete”.

X3 Notes

1. Users can complete an unclassified voucher which does not contain any
asset registration.

2. To complete an original or adjustment voucher, the quantities of both basic
and detail information should be entered and matched. Otherwise, warning
message will be prompted. The action will be aborted.
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3. To mark the existing Asset Purchase Vouchers as “Complete”, users can
select one or more vouchers from the list and click [Complete] button. The
system will prompt for confirmation. Once confirmed, the system will change
the selected Asset Purchase Vouchers to “Complete” Status. And these
vouchers will not appear in the screen of Asset Registration. No modification
is allowed unless users set the vouchers as “incomplete” again.

4. To set completed voucher back to incomplete voucher, please refer to
Section 2.3.1 Asset Voucher.
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2.3.3 Write-Off Asset

This function allows authorized users to maintain write-off assets. Users can
choose Partial Write-off or Batch Write-off.

Partial Write-off Asset

LL1  Function Description

Users should write-off the asset if the asset is broken, loss or no longer
functioning. Users can use this function to partially write off assets, e.g. if 10
computers were registered before and one of them are broken, then user can
write-off 1 computer by this function.

[ Pre-requisites

1. Asset details must exist in the system.

2. The asset voucher is completed.

B User Procedures
Add Write-off Transaction

1. Click [FMP] = [CAR] - [Maintenance] from the left menu.
2. Click [Write-Off Asset] tab.

3. Enter the search criteria and click [Search] button to search for asset
records.

4. A list of matched records is displayed. Click Asset Code hyperlink to select
the record to be written off.

hSAMS System Yersion 1.0.0 (BUILD-30072003b} - Microsoft Internet Explorer - |EI|1|
Edit

File Wiews Favorites  Tools  Help

: 05/02/2003 14:29 Logout | Help | PR

................................. ool Year: 2001 5 August 2003 15:12
Home
 FMP

Common Sefup Ascet Youcher Ascet Registration \'J'rite-l:lf'f sizize Transfer Asset  Refrain from Modification

[S-FCA06-02] FMP > CAR > Maintenance > Write-off Asset

Budgeting Registered Date oy [ [F To |
Bookkeeping Category [act 4|
Staff Cost Asset Code [aC =l
w CAR Rnalysis Code 1 ALL v
Setup Analysis Code 2 |A|_|_ j
Location ALL hd
Depreciation Responsible Officer IALL v J

Enquiry

Report i Search @ Reset

» Sales & Stock
Asset ategory | Analysis | Analysis
Description Code | Code1 | Code 2
Chair

» Daily Coll. Summa
* Non-Recurrent Gra

» Report Management

] . _:IIIE ,7——————__
 Customization COMP |Computer iy Fl CHN | 3102001 |CAOLAG00003 i o 2
FURM |[F3 FHY 30092001 | CAOLAG-00006 2 of 2
4
,_,_,_|° Internet v
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5. Detailed information of the record is displayed. Click Location hyperlink to
select an asset detail to be written off. A page with 5 blank lines will be
displayed. Users may enter one or more write-off transactions.

n 0.9.0 {B 22003} - Microsoft Internet Explorer = |ﬁ' |5|

File Edit Wew Favorites Tools  Help

e ellip Last Login: 0512003 10:10 Logout | Help | B3rRea

Current School Year: 2001 6 Fehruary 2003 10:25
Home
[S-FCA06-03] FMP > CAR = Maintenance > Write-off Asset
= FMP
> Common Setup Asset Woucher  Asset Registration Transfer Asset  Refrain from Modification
» Budgeting Asset Code CHAIR Registered Date a0 152002
» Bookkeeping
»  Staff Cost Description Chair (end) 'o‘uuchl_ar Ho. CAI0NM
Asset Type Furchaze Analysis Code 1 SUB CAT 1
% CAR Category CAT1 Analysis Code 2 SUB CAT 3
Setup Original Quantity 10 Original Entered Amount 10,00
0On Hand Quantity 10 0On Hand Armount 10,00
Wirite-off Quantity ] Write-off Amount §0.00

Depreciation
Enguiry
Report

Location

Responsible Original Write-off On Hand
Officer Quantity Quantity Quantity
g 0

M |EM 106 Room 106 (end RARARAR PR
» Sales & Stock
[~ |EM102 Room 102 english 5003 5 0 5

» Daily Coll. Summal descrintion STAFFOOM3T

* HNon-Recurrent Gra [Batch Write—off] [<]Back]

Miote 1: Batch write-off - please select the checkbo:NS{ that particular location and click the Batch Write- Off button.
Mote 20 Partial write-off - please click the hyperlink for thsgga

» Customization

ievlar lncation,

5

|@ l_l_’_ (3R Local intranet
6. Enter Write-off Date, Write-off Quantity and Write-off Reason.

7. Click [Save] button to save the records.

'ebSAMS System Yersion 1.0.0 {(BUILD-30092003) - Microsoft Internet Explorer - |EI 5'
File Edit Yiew Favorites Tools Help

Us gin Time: (12/10/20073 12:16 Logout 1 Help | PEREA
""""" Current School Year: 2002 2 October 2003 18:17
Home
[S-FCA06-05] FMP > CAR > Maintenance > Write-off Asset
' EMP
(EED D ST Asset ¥oucher | Asset Registration Transfer Asset Refrain from Modification
Budgeting Asset Code DESKE Registered Date 12030003
Bookkeeping (DDMLY YY)
Staff Cost Description Diesk Voucher No. CAFUREN
0 Category FUEN Analysis Code 1 MYA - Mot Applicable
 CAR Asset Type Purchase Analysis Code 2 MIA - Mot Applicable
Setup Location FM105 - Reom 105 Responsible Officer (0001 - STAFF OME
Original Quantity 7 Original Entered Amount §3.50000
- On Hand Quantity 5 On Hand Amount 250000
Depreciation Wirite-off Quantity Wiite_off Amount £1,00000
Enquiry
<=3 I O S—
Sales & Stock 3032003
Daily Coll. Summa 2 I-B“’]m
Non-Recurrent Gra [Jranza0s 3 lErokm

» Customization I

| Yo
Sl Delet | [ [ Savejﬁsg
7
@ Maintenance ’_’_|_|° Internet &
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Update Write-off Transaction
1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Write-Off Asset] tab.

3. Enter the search criteria and click [Search] button to search for asset
records.

4. A list of matched records is displayed. Click Asset Code hyperlink to select
the record to be written off.

3 WebSAMS System Yersion 1.0.0 {(BUILD-30072003b) - Microsoft Internet Explorer = |D|ﬂ

Edit Wiew Favorites Tools Help

.................................... Current Sch:;'»ol Year: 2001 5 August 2003 15:12

[S-FCA06-02] FMP = CAR = Maintenance > Write-off Asset
= FMP

Common Setup Asset Youcher Asset Registration | WWrii=-Uff fiss=: | Transfer Asset Refrain from Modification

Budgeting Registered Date(DDmir ) To |

Bookkeeping Category I AL j
StafT Cost Asset Code | ALL j
o EL Analysis Code 1 AL -
HED) Analysis Code 2 | ALL j
Location ALL -
Depreciation ~ I J
Responsible Officer ALL -
Enquiry
Report i Search @ Resat
Sales & Stock
Daily Coll. Summai Category| Ana Analysis Registered I;:ttzre
Non-Recurrent Gra Code | Code1 1 Code 2 —r E
» Report Management 2nd
» Customization CAOLDS
Q:!ME Computer ]N 31402000 | CAOLORO0003 0
FURN F3 FHY 30052000 |CAOLLS-00006 2 0 2
4 ’_ l_ ’_ | mternet v

5. Detailed information of the record is displayed. Click Location hyperlink to
select an asset detail to be written off. A page with existing write-off records
and 5 blank lines will be displayed. Users may update existing write-off
records and enter one or more new write-off records.
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==

5022003) - Microsoft Internet Explorer

Tools  Help

0602/2003 10:10 Logout 1 Help | PRRE

Current School Year: 2I]I]1 6 February 2003 10:25

Home
= FMP

[S-FCADG-03] FMP > CAR > Maintenance > Write-off Asset

Common Setup Asset Youcher Asset Registration | Wriio-Uff fs52: | Transfer Asset  Refrain from Modification

Budgeting Asset Code CHAIR Registered Date 3061152002
Bookkeeping
- Description Chair {end) Youcher No. CA3NN
Staff Cost
AIEos Asset Tyne Purchase Analysis Code 1 SUB CAT 1
CAR Category CATI Analysis Code 2 SUB CAT 3
Setup Original Quantity 10 Original Entered Amount 10,00
On Hand Quantity 10 On Hand Amount $10.00
Write-off Quantity 0 Write-off Amount §0.00

Depreciation

- n Respunsmle 0r|g|na| Wrrte uff On Hand
E .
RETT r |RM 108 Room 106 tenay MMM NI
Sales & Stock
[T |Rm102 Roorm 102 english 5003 a 0 a

Daily Coll. Summai
Non-Recurrent Gra

description STAFFOO13 T

[(Batch write-off | [ <{Back |

» Customization

oty )

5

ation.

[ [ BEEtccareanst
6. Enter Write-off Quantity and Write-off Reason.

7. Click [Save] button to save the records.

5022003) - Microsoft Internet Explorer

=1l x]

File Edit Wew Favorites Tools Help
o elldzp Last Login: 06022003 10:10 Logout | Help | PREE
Current School Year: 2I]I]1 6 Fehruary 2003 11:26
Home ﬂ
"~ FMP Asset Youcher Asset Registration Transfer Asset Refrain from Modification
Common Setup Asset Code CHAIR Registered Date 30M152002
Budgeting
F— Description Chair {eng) Voucher No. CA30N
00kkeeping Asset Type Purchase Analysis Code 1 SUB GAT 1
Staff Cost Category CAT1 Analysis Code 2 SUB CAT 3
CAR Location R 106 Room 106 (eny)  Responsible Officer PARARARA PARI T
Original Quantity a Original Entered Armount §5.00
Setup On Hand Quantity ] On Hand Amount §0.00
Write-off Quantity a Write-off Amount §5.00
Depreciation
o [
Report 0141212002 1 [Testing
Sales & Stock r 0201 22002 |Testing2
Daily Coll. Summa
Mon-Recurrent Gra I I \
» Customization | | \
| | 6
Jnelete | | [ save J ] Back :I
@ 7 l_ l_ l_ (SR Local intranet
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Delete Write-off Transaction
1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Write-Off Asset] tab.

3. Enter the search criteria and click [Search] button to search for asset
records.

4. A list of matched records is displayed. Click Asset Code hyperlink to select
the record to be written off.

3 WebSAMS System Yersion 1.0.0 {(BUILD-30072003b) - Microsoft Internet Explorer = |D|ﬂ

Edit Wiew Favorites Tools Help

o Login Time: 05/08/200% 1439 Logout | Help | B3CREF

Current School Year 2001 5 August 2003 15:12

[S-FCA06-02] FMP = CAR = Maintenance > Write-off Asset
= FMP

Common Setup Asset Youcher Asset Registration | WWrii=-Uff fiss=: | Transfer Asset Refrain from Modification

Budgeting Registered Date(DDmir ) To |

Bookkeeping Category I AL j
StafT Cost Asset Code |ALL j
o EL Analysis Code 1 AL -
HED) Analysis Code 2 | ALL j
Location ALL -
Depreciation ~ I J
Responsible Officer ALL -
Enquiry
Report i Search @ Resat
Sales & Stock
Daily Coll. Summai Category| Ana Analysis Registered I;:ttzre
Non-Recurrent Gra Code | Code1 1 Code 2 —r E
» Report Management 2nd
» Customization CAOLDS
Q:!ME Computer ]N 31402000 | CAOLORO0003 0
FURN F3 FHY 30052000 |CAOLLS-00006 2 0 2
4 ’_ l_ ’_ | mternet v

5. Detail information of the record is displayed. Click Location hyperlink to
select an asset detail to be written off. A page with existing write-off records
and 5 blank lines will be displayed.
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5022003) - Microsoft Internet Explorer =R
Tools  Help

e clldip Last Login: 06022003 10:10 Logout | Help | PRRE
Current School Year: 2I]I]1 6 February 2003 10:25

Home
= FMP

[S-FCADG-03] FMP > CAR > Maintenance > Write-off Asset

Common Setup Asset Youcher Asset Registration | Wriio-Uff fs52: | Transfer Asset  Refrain from Modification

Budgeting Asset Code CHAIR Registered Date 3061152002
Bookkeeping

- Description Chair {end) Youcher No. CA3NN
Staff Cost

AIEos Asset Tyne Purchase Analysis Code 1 SUB CAT 1
CAR Category CATI Analysis Code 2 SUB CAT 3

Setup Original Quantity 10 Original Entered Amount 10,00
On Hand Quantity 10 On Hand Amount $10.00
Write-off Quantity 0 Write-off Amount §0.00

Responsible Original Write-off On Hand
Officer Quantity Quantity Quantity

hAbAbARA PAMIN T

Depreciation

Enquiny
Report
Sales & Stock

Location

[T |RM 106 Roor 106 (endg)

- B ||[RMi0zRoom 102 engish 5003 5 0 5
DaitZCRILS de scription STAFFO013 T

Non-Recurrent Gra [ Batch Write-off] [<]Bacl¢]

» Customization

Miote 20 Partial write-off - please click the hyperlink for th icylsr logation,

5

[ [ [BErocalinwanet

6. Check the boxes next to the Write-off Date to be deleted. Users can select
one or more write off records to be deleted at the same time.

7. Click [Delete] button and confirm the operation.

==

WebSAMS System Yer: 5022003) - Microsoft Internet Explorer
Edit

File Wiew Favorites  Tools  Help

003 10:10 Logout | Help | PR
Current School Year: 2001 6 February 2003 11:26

Home ﬂ
+ FMP Asset Woucher Asset Registration Transfer Asset Refrain from Modification
Comimon Setup Asset Code CHAIR Registered Date 30152002
Budgeting
- Description Chair (eng) ‘Voucher No. CA3NN
EODREERING Asset Tyne Purchage Analysis Code 1 SUB CAT 1
Staff Cost Category CAT1 Analysis Code 2 SUB CAT 3
+ CAR Location R 106 Room 106 {eng)  Responsible Officer Ardhdhd BRI
- Original Quantity 5 Original Entered Amount §5.00
Setup 0On Hand Quantity 0 0On Hand Amount §0.00
Wirite-off Quantity 5 Write-off Amount §5.00
Depreciation
Report 0171252002 |Test|ng
Sales & Stock
] 021122002 | 4 |Testing2
Daily Coll. Summai
Non-Recurrent Gra I I
» Customization | |
[ 7 Delete ] [ save [ ] Back ] j
l_ l_ l_ (2F Local intranet
7
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[  Post-effects

Add Write-off Transaction

1. If the action is successful, the asset and write-off records will be added to the
system. Otherwise, the records will remain unchanged.

Update Write-off Transaction

1. If the action is successful, the asset and write-off records will be updated to
the system. Otherwise, the records will remain unchanged.

Delete Write-off Transaction

1. If action is successful, the asset and write-off records will be deleted from the
system. Otherwise, the records will remain unchanged.

B

Notes

1. If the write-off date entered is on or before the freeze date, an error message
will be prompted.

2. If the write-off quantity entered is greater than the on-hand quantity, an error
message will be prompted.

3. If duplicated write-off record (same asset location and write-off date) is found,
the system will prompt an error message to disallow the users to continue
the write off action. Instead, users can update the existing write-off record to
make the changes.

4. No future date is allowed.
5. Write-off Date is not editable.

Batch Write-off Asset

[[J  Function Description

Users can write off assets by batch. Users should write-off the asset if the asset
is broken, loss or no longer functioning. Users can use this function to write-off
assets by batch, e.g. if 10 computers were registered before and all of them are
broken, then users can write-off all these computers by this function.

[ Pre-requisites

1. Asset details must exist in the system.

2. The asset voucher is completed.

B User Procedures

1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Write-Off Asset] tab.

3. Enter the search criteria and click [Search] button to search for asset details.
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WebSAMS System Yersion 0 (BUILD-30072003b) - Microsoft Internet Explorer

File Edit Wew Favorites

=10l |

Tools

o0 Login Time: 05/02/200% 1429 Logout | Help | R
Current School Year: 2001 3 August 2003 15:17

Home
 FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
CAR
Setup

Depreciation
Enquiry
Report

Sales & Stock

[S-FCA06-01] FMP = CAR = Maintenance > Write-off Asset

Asset Youcher Asset Registration | WWrii=-Uff fiss=: | Transfer Asset Refrain from Modification

Registered Date(DDJMMNYYY)| Ter |
Category jALL |
Asset Code |ALL j
Analysis Code 1 ALL v

Analysis Code 2 |ALL j
Location |ALL j

Responsible Officer ALL -

i Search @ Reset

’_ l_ ’_ | mternet v

4. A list of matched record is displayed. Check the boxes in front of the
Location to be written off by batch.

WebSAMS Syst

0.9.0 (B 5022003) - Microsoft Internet Explorer - |ﬁ' |5|

File Edit Wiew Favorites Tools Help

Home
= FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
* CAR
Setup

Depreciation

Enguiry

Report
Sales & Stock
Daily Coll. Summa

Non-Recurrent Gra

» Customization

e ellup Last Login: 060203003 10:10 Logout | Help | PREE
Current School Year: 2001 6 February 2003 10:25

[S-FCADG-03] FMP > CAR > Maintenance > Write-off Asset

Asset Youcher Asset Registration | Wriio-Uff fs52: | Transfer Asset  Refrain from Modification

Asset Code CHAIR Registered Date a0 152002
Description Chair {eng) Youcher No. CAI0NM

Asset Type Furchaze Analysis Code 1 SUB CAT 1
Category CAT1 Analysis Code 2 SLIB CAT 3
Original Quantity 10 Original Entered Amount 10,00
0On Hand Quantity 10 0On Hand Armount 10,00
Wirite-off Quantity ] Write-off Amount §0.00

n Responsible
Officer

il 106 Room 106 (en RARARAR PANRIN

Write-off On Hand
Quantity Quantity
1]

02 english 5003 5 a 5
description STAFFOO13T
[ Batch write-off | [ <{Back |

Mote 1: Batch write W - please select the checkhox of th: jcular location and click the Batoh Wite-Off button.
Miote 20 Partial write-of leasze click the hyperlink for that particular i

l_ l_ l_ [2E Local intranet

5. Click [Batch Write-off] button.
6. Update Write-off Date and Write-off Reason by batch.

7. Click [Save] button to save the changes.
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=101 ]

2} WebSAMS System Yersion 1.0.0 (BUILD-29052003a) - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

Last Login: 17/02/2003 1504 Logout | Help | R

.................................... z Current School Year: 2001 2 June 2003 18:45
Home
= FMP

> Common Setup Asset Youcher  Ascet Registration Transfer Asset  Refrain from Modification
Budgeting Asset Code CHAIR Registered Date 30092001

[S-FCA06-06] FMP > CAR > Maintenance > Write-off Asset

Bookkeeping } (DDUMAS YY)
TR Description Chate Voucher No. AL LR
Category Code FURN Analysis Code 1 F&
 CAR Asset Type Puschase Analysis Code 2 CHIN
Setup Original Quantity 10 Original Entered Amount $ 10,00
On Hand Quantity 10 On Hand Amount $ 10,00
Wirite-off Quantity 0 Write-off Amount 000

Depreciation

Enquiry Wirite-off Date | -]

(DO ¥ )
Report Wiite-off Reason
» Sales & Stock

» Daily Coll. Summa <] Back \

» Non-Recurrent Gra

Report Management

Customization

[ [ | [BEvocalintranet 4

@ Mainkenance

L  Post-effects
1. If the action is successful, the asset and write-off records will be updated to
the system. Otherwise, records will remain unchanged.
Ld  Notes

1. If the write-off date entered is on or before the freeze date, an error message
will be prompted.

2. No future date is allowed.
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2.3.4 Transfer Asset

LIl Function Description

This function allows users to transfer assets either from one physical location or
from one responsible officer (or both) to another. The system supports the full
and partial transfer.

B

Pre-requisites

1. Asset details must exist in the system.

2. Location and responsible officer records must exist and must be in “Active”
status in the system.

3. The asset voucher of the selected asset is completed.
“®  User Procedures

1. Click [FMP] = [CAR] = [Maintenance] from the left menu.
2. Click [Transfer Asset] tab.

3. Enter the search criteria and click [Search] button to search for Transfer
Asset records.

2 WebSAMS System Yersion 1.0.0 (BUILD-30072003b) - Microsoft Internet Explorer
Edit

=101 ]

Login Time: 05/0%/2003 1429 Logout | Help | aChias

Eile View Favorites Tools  Help

.................................... Current School Year: 2001 3 August 2003 15:25

Home
[S-FCA0T-01] FMP = CAR > Maintenance > Transfer Asset 2
+ FMP /
Common Setup Asset Youcher Asset Registration Write-Off Asset Transfer #5520 Refrain from Modification
Budgeting Reugistered Date(DDMMA )
Bookkeeping Category I AL
SIETEsst Asset Code [arL
o B Analysis Code 1 AL -
SEp Analysis Code 2 | ALL j
Location ALL -
Depreciation : I J
Responsible Officer ALL -
Enquiry
Report Search Reset
Sales & Stock
Daily Coll. Sum|
3

’_’_|_|° Internet Y

4. A list of matched records is displayed. Click Asset Code hyperlink to view /
edit Transfer Asset record.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 72
All Rights Reserved.



WebSAMS

User Manual Version 1.5

=101 ]

0.0 (BUILD-30072003b) - Microsoft Internet Explorer

Edit View Favorites Tools Help

gin Time: 05/0%/2003 14:29 Lodout | Help | S2XRidk
Current School Year: 2001 5 August 2003 15:26

Home
v FMP
Common Setup

[S-FCA0T-02] FMP = CAR > Maintenance > Transfer Asset

Ascet Woucher Asset Registration  Weite-OFff Asset | Trausizr f5zzi | Refrain from Modification

Budgeting Reugistered Date(DDMMA )

Bookkeeping Category fALL =l

SIETEsst Asset Code [acL =]
w B Analysis Code 1 AL -

SEp Analysis Code 2 | ALL j
Location ALL -

Depreciation : I J
Responsible Officer ALL -

Enquiry

Report i Search @ Reset

Sales & Stock

Daity Call g | Quantity |
EiVESISLTTS Asset gory | Analysis | Analysis = [;:ll:red
Code . Code ———

- A — on
Non-Recurrent Gr Description Code 1 | Code 2 (DDMMYYYY) %

CHAIR |Chair FURN  [Fs CHIN 30000001 [CAOLOS-00006 10 o 10
[Computer [T [F1 [CHIN [ 31400000 [CAOLOS-00003 | il o 2
[ Table [FURN  [F3 [FHY | 30090000 [CAOLOS-00006 | i o 2

@ javascript: semrorreetord('subCatCode!, 'asc'); l_ ’_’_|° Internet A

Report Management

Customization

5. The detailed allocation information of the selected record is displayed. Click
Transfer Details hyperlink to proceed asset transfer.

3 WebSAMS System Yersion 0.9.0 (BUILD-05022003) - Microsoft Internet Explorer - |ﬁ' |1|

File Edit Wew Favorites Tools  Help

: i Last Login: 0gnzi2003 10:10 Logout | Help | PR
Current School Year: 2001 6 Fehruary 2003 10:29

Home
= FMP

Common Setup

[S-FCADT-03] FMP > CAR = Maintenance > Transfer Asset

Asset Youcher Asset Registration  Write-Off Asset | Trunsize #55=: | Refrain from Modification

Budgeting Asset Code CHAIR Registered Date 30172002
Bookkeeping
Staff Cost Description Chair (end) Youcher No. CA3011
Asset Type Furchaze
W CAR Category CATI
Setup Analys?s Code 1 SUB CATA
Analysis Code 2 SUB CAT 3
On Hand Quantity 10
Depreciation
BTy Responsible Officer | On Hand Quantity | Transfer Details
N RM 106 Room 106 {eng) TAMRAN M Link
2o RM102 Room 102 english description 5003 STAFFOO13T Link
Sales & Stock
<] Back

Daily Coll. Summa

Non-Recurrent Gra

» Customization

[ [ [BElocalintranee

6. In Transfer Details table, edit the Date of Transfer, Target Location, Target
Responsible Officer, Transfer Quantity and New Location Remarks.

7. The selected asset can be transferred to a maximum of 5 locations or
responsible officers.
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8. Click [Save] button to save the changes.

2§ WebSAMS System Yersion 0.9.0 (BUILD-05022003) - Microsoft Internet Explorer =1=]x
Fie  Edit

Wiew Favorites  Tools  Help

Home AR AR sers -

= FMP
Asset Youcher Asset Registration Write-Off Asset | [rinzizr #5525 Refrain from Modification

Comimon Setup

Asset Code CHAIR Registered Date 30152002
Budgeting
Bookkeeping Description Chair {gno) Voucher No. CA30N
Category CATT
Staff Cost
Analysis Code 1 SUB CAT 1
w CAR Analysis Code 2 SUB CAT 3
Setup Location R 106 Roorm 106 (eng) Responsible Officer Db bt hd PRI
On Hand Quantity 5
R ransfer Details

Enqui |
RZ:::I: Date of Transfer Target Location Target Responsible Officer g:;?tf;;
» S5Sales & Stock MiA - ot Applicable M I
» Daily Coll. Summal = U
» Mon-Recurrent Gra - NotApplicable <] I_ \
» Customization 3 ‘I i - Mot Applicable j || \
N 6
=l ‘| MNiA- NotApplicable | ||
7 =] ‘| MiA- Mot Applicable =] ||
oo |
|&] Dore l_l_’_ E Local inkranet -
L Post-effects
1. If the action is successful, the new asset allocation information will be
updated to the system. Otherwise, records will remain unchanged.
X3 Notes

1. Users can transfer asset to more than one location or responsible officer by
entering more than one transfer details entries. E.g. if users need to transfer
asset to 2 locations, then users should enter 2 transfer details entries and
simply leave the other 3 lines in blank.

2. If the sum of quantity allocated to the target locations exceeds on-hand
guantity of the source location, the system will prompt an error message.
Users may choose to edit the input information or abort the action.

3. A transfer action re-allocates asset up to five target locations. If necessary,
users can perform another transfer action.

Date of transfer must not be a future date.

Only the last transfer history is kept if the same asset has been transferred
more than once. Users can print the Transfer List (R-FCAQ010-E) for
recording purpose.

6. For partial transfer, users can enter Transfer Quantity less than the On Hand
Quantity. The remaining assets will be kept at their original location.
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2.3.5 Refrain from Modification

(L] Function Description

This function allows authorized users to input a date to stop asset movement
after an audit checking is completed by EDB. This date is referred as freeze
date in this module.

Users can maintain the freeze date in order to facilitate asset auditing. No
adjustment on transaction made on or before the freeze date is allowed. New
registration with registered date on or before the freeze date is not allowed.

[ Pre-requisites

1. Users must be granted with the appropriate system access rights in order to
update the freeze date.

2. All vouchers are completed on or before the freeze date.

B User Procedures

1. Click [FMP] = [CAR] = [Maintenance] from the left menu.

2. Click [Refrain from Modification] tab. The Refrain from Modification screen
will be displayed. In this screen, users can find the last entered freeze date
information. If there is no freeze date entered before, “N/A” (Not Applicable)
will be shown.

3. Fill in the information.
4. Click [Save] button.
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2§ WebSAMS System Yersion 0.9.0 (BUILD-05022003) - Microsoft Internet Explorer =1=]x
Fie  Edit

Wiew Favorites  Tools  Help

m: 060202003 10:10 Louout 1 Help | PRERE
.................................. - Current School Year: 2001 6 Febhruary 2003 10:32
Home
w FMP
+ Common Setup

[S-FCA08-01] FMP > CAR > Maintenance > Refrain from Modification 2

Asset Youcher Asset Registration Write-Off Asset  Transfer Asset | f=irsinfroin eloclifis:dor
Budgeting Azzet records and write-off records with dates on of before the freeze date cannot be modified of deleted.
Bookkeeping

Last Freeze Date 211172001
Staff Cost Remarks
w CAR Last input Date 1611042002

Last input By jennifer
Setup

Freeze Date |

|- (i | eecebate

Depreciation (DDA )
Enguiry Remarks

Report

A
w

el

> Sales & Stock [ save
» Daily Coll. Summal 4
* HNon-Recurrent Gra

» Customization 4

[ [ [BErocalinwanet

Ll  Post-effects
1. If the action is successful, the freeze date will be updated to the system.
Otherwise, records will remain unchanged.

2. Voucher creation, asset registration, asset transfer and asset write off
records on or before the entered freeze date are not allowed.

B

Notes

1. The Freeze Date must be entered upon saving.

2. The entered Freeze Date must be later than the Last Freeze Date, and on or
before today's date.

3. Future date is not allowed.

4. Users are not allowed to save the Freeze Date if there is incomplete voucher
on or before the entered freeze date.
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2.4 Depreciation

LIl Function Description

This function provides a template for users to fill in depreciation amount on
yearly basis. All the registered assets are grouped by categories for
depreciation information. Users should calculate and prepare the depreciation
information off the system, and then enter this information into the system. This
function serves as a mean to capture all these depreciation information. No
depreciation method will be adopted in the system.

B

Pre-requisites
1. Users have already performed the asset registration of an accounting year.

B User Procedures

1. Click [FMP] = [CAR] - [Depreciation] from the left menu.

2. Enter the search criteria and click [Search] button to search for category
code. All assets are grouped by categories for depreciation.

a WebSAMS System ¥ersion 1.0.0 {(BUILD-03092003a) - Microsoft Internet Explorer : - |E||l|

oo Login Time: 02/09/2003 10:51 Logout | Help | PaChiae

File Edit Wew Favorites Tools Help

.................................... Current School Year: 2002 8 September 2003 10:47
« FMP

Common Setup

[S-FCA0S-01] FMP = CAR > Depreciation

Budgeting

Search Depreciation Information

Accounting Year -
Staff Cost i} 200312004 l

Bookkeeping

Catego -
o gory ALL 4|

Setup Search @ Reset

Maintenance

Enquiry 2
Report
» Sales & Stock
» Daily Coll. Sum

» Non-Recurrent (

|@ l_ ’_ l_ |° Internet 4

3. A list of matched category records is shown. Click the Category Code
hyperlink to view / edit the depreciation information of the assets under the
selected category.
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j WebSAMS System Yersion 1.0.0 (BUILD-03092003a) - Microsoft Internet Explorer
File

=10l ]

Edit Wew Favorites Tools Help

o0 Login Time: 02/09/2003 10:51 Logout | Help | R
Current School Year: 2002 8 September 2003 10:47

[S-FCA03-02] FMP = CAR > Depreciation

Search Depreciation Information

Common Setup

Budgeting

Bookkeeping -
Sttt Cost Accounting Year W{
o Category ALL 4|
Setup i Search @ Reset

Maintenance
Please click the hyperlink for inputting the deprecistion amount

—
Report IO Andic; Bqoipment FABERA
» Sales & Stock [ D |1'§ﬁzk
IT '\ Information Technology R
» Daily Coll. Sum
* Non-Recurrent ¢ \
3
|@ javascripb:sort{’engDesc’, 'desc'); l_ ’_ l_ |° Internet v

4. Fill in the amount.
a. For Asset Purchase in Previous Accounting Years, users can fill in

- Not Chargeable amount for those assets which are not subject to
depreciation at all.

- Depreciation amount for the total chargeable assets in this year.

b. For Asset Purchase in this Accounting Year, users can fill in the following
fields, by the month of the assets registered.

- Not Chargeable Amounts

- Depreciation Amount

a WebSAMS System Yersion 1.0.0 (BUILD-03092003a) - Microsoft Internet Explorer | ﬂ

Eile Edit “ew Favorites Tools Help

User: dennywon Legin Time: 08/09/2003 1051 Logout | Help | "PoChia

Current School Year: 2002 8 September 2003 10:50
= FMP
Common Setup [$-FCA09-03] FMP = CAR > Depreciation
Budgeting —
Bookkeeping Update Depreciation Record

Accounting Year 200372004
Staff Cost Category FURN - Fumitue
+ CAR

Maintenance Registered Month | Original Amount This Year
[ [ &

Asset Pochase in Prewions Acrounting Years
Enquiry Balanc=BIF 7.00000( ¢ 30007 | ( 1,00000) 550,00 000
Report
» saiesastock [/ NREEEERETRY I 3000 ¢ ED) SUE < 4a
» Daily Coll. Sumi Suk-total 000 ¢ 0007 | ( 1,000.00) £,00000 2000 1400
» Non-Recurrent ¢
> =50 sset Puachase in Acounting Year 20032004
» Report Manageme | 090003 | 10,[1?0{30‘“ 000 )‘( 000 ) | 10,000.00 | || 3000
» Data Management : 4b
» Timetabling Balance CF | 17,[11)(1)‘( 000y ‘( 1,00000 ) | 16,0000 | 90.00| 4 40000
» Code Management
» Security D Reset %F] @F}
i 4
T L e

5. Click [Save] button to save the depreciation information and go back to the

search screen.
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6. Click [Back] button to go back to the search screen without saving the
updated information.

7. Click [Reset] button to clear the updated information.

[ Post-effects

1. The system prompts “Record saved successfully”. The updated depreciation
information is saved.

2. The Balance C/F will become the opening balance of the next accounting
year.

[ Notes

1. The depreciation screen displays the following information:

a.

b.

Asset Purchase in Previous Accounting Years

i. Balance B/F — The total opening balance as at the first day of the
selected accounting year

ii. Write-off during the year — Assets registered in previous accounting
years which have been written off in the selected accounting year

iii. Sub-Total — The sub-total balance of assets purchased in previous
accounting years

Asset Purchase in this Accounting Year

i. Asset Purchase Information grouped by Accounting Month — Total
cost and depreciation of the asset purchased in an accounting month

ii. Balance C/F — The total asset cost and depreciation of all the
registered assets as at the last day of the accounting year.

The definition of column headings are as follows:

a.

Registered Month — Asset registration month. For asset registered in the
selected accounting year, the asset will be grouped by registered month.

Original Amount — The sum of the entered amount of the assets
registered under the selected category within that month. This amount is
calculated by the system.

Not Chargeable Amount — The amount which is not subject to
depreciation and will be excluded from the asset registered amount.

Written Off Amount — The amount of the asset written off via the write-off
function. This amount is calculated by the system.

Total Chargeable Amount — The Total Chargeable Amount of the assets
which is subject to depreciation. This amount represents the original
amount minus not chargeable amount and written off amount.

Cumulative Depreciation Amount — This amount is accumulated from the
entered depreciation amount of the selected asset category of all the
previous years. This amount is calculated by the system.

This Year Depreciation Amount — Amount depreciated in this accounting
year
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2. The Total Not Chargeable cost entered must not exceed the Original Cost.
And Yearly Depreciation Amount must not exceed the Total Chargeable Cost.
Otherwise, an error message will be prompted.

3. Amount entered is kept for depreciation purpose only and will not affect the
registered assets in the system.
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2.5 Enquiry

LIl Function Description

Users can make enquiry on registered assets. Asset registration, allocation
information and write-off information can be displayed by this function.

B

Pre-requisites
1. Asset details must exist in the system.

B User Procedures

1. Click [FMP] = [CAR] = [Enquiry] from the left menu.

2. Enter the search criteria and click [Search] button to search for asset
records.

3 WebSAMS System Yersion 1.0.0 (BUILD-03092003a) - Microsoft Internet Explorer - |EI|£|
Edit

Wiew Fawvorites Tools Help

ogout | Help | ParhEd

.................................... irrent School Year: 2001 3 September 2003 12:27

w FMP
Common Setup

[S-FCA10-01] FMP > CAR = Enguiry

Budgeting

Registered Date (DD."MMNYYY)I

Bookkeeping

Staff Cost Category [ALL [~
+ CAR Asset Code | ALL j

setup Analysis Code 1 ALL i
TR | Analysis Code 2 fALL |

Depreciation @ﬁ] @ Reset

Report

Sales & Stock 2

|&) bone I_ I_ l_ |4 mternet v

3. Alist of matched asset records is shown.

4. Click the Asset Code hyperlink to view the details of the registered assets of
the selected asset code.
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Wiew

« FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
w CAR
Setup
Maintenance

Depreciation

Report
Sales & Stock

Favarikes

Tools  Help

.0.0 {BUILD-17092003b) - Microsoft Internet Explorer

=101 x]

puser Login Time: 23/09/2003 13:59 Logout | Help | B3R

Current School Year: 2002 22 September 2003 14:00

[S-FCA10-02] FMP = CAR > Enguiry

Registered Date (DD ) | To|

Category |FURN - Furniture =l
Asset Code ALL v
Analysis Code 1 ALL -
Analysis Code 2 |ALL j
_i Search @ Reset
+Bottom
Assel — Calegory | Bnalysis | Anasis | 2 OQuantity |
Code . Assel Jescriplion Code Code 1 Code2 | original [Write-0ff | On Hand |
Diesk FUEN RN A 120 2 114

-

4

l_ l_ l_ |0 Internet

5. Click the Registered Date hyperlink to view the voucher and the registration

details.

e Edit  VWiew

Favorites

Tools  Help

=101 %]

w FMP
Common Setup

[S-FCA10-05] FMP > CAR > Enquiry

Budgeting- Asset Code DESE
Bookkeeping Description Diesk
Staff Cost Category Code FUEN
- Analysis Code 1 MiA
# CAR Analysis Code 2 MiA
Setup Original Quantity 120
. Wirite-off Quantity 2
Maintenance On Hand Quantity 118
Depreciation
Registered m Entered Other Complete
Dat A mt Fund
Sales & Stock CEFURN | 10| 2| 8 3500000 300000 2000 [
(LR ¥ AL 10 0 10[ 20000 200000 o g
HoEHES Nt OLOYA0 Y g o002 100 0 100[ 10,000.00] 10,000.00 o
» Report Manageme g
o ‘Back
’_’_’_ # Internet v
6. Click Write-off Details hyperlink to view write off details.
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ebSAMS System Yersi 29052003a) - Microsoft Internet Explorer - |D|ﬂ
File Edit Miew Favorites Tools Help
04 Logout | Help | Pazhxad

Current School Year: 2001 2 June 2003 13:48

Home

[S-FCA10-03] FMP > CAR > Enquiry

= FMP 6
Common Setup 3 .
. Capital Asset Enguiry Result
Budgeting
Bookkeeping Registration Details Wrrite-off Details
Asset Code CHATR Registered Date 3043001
ElupEeat (DDA )
' CAR Description Chaix
Setup Asset Type Furchase Voucher No. CAQLDRO00G
. Category Code FUEM
Malnter-lar-ll:e Analysis Code 1 F5
Depreciation Bnalysis Code 2 CHIN
Original CQuantity 10 Original Entered Amount $10.00
Report Write-off Quantity o] Wirite-off Amount F0.00
On Hand Quantity 10 On Hand Amount 1000
Sales & Stock Remarks

Daily Coll. Summal
Non-Recurrent Gra

On Hand
Responsible Officer Location Remarks

GEMERAL - General Office M/A - Mot Applicable

» Report Management
» Customization

e

Local intranet

0 (BUILD-08092003) - Microsoft Internet Explorer

Views  Favorites  Tools  Help

9&0030939@9@ | Help | sk

rrent Schuul Year: 2l]l]2 9 September 2003 9:36

Common Setup [S-FCA10-04] FMP > CAR > Enquiry

Budgeting
Bookkeeping Capital Asset Enquiry Result

Staff Cost

Registration Details Wiite-off Details

* CAR Asset Code DESE Registered Date 120342003
(DDIMAMAY Y Y]
Set_up Description Diesk
Maintenance Asset Type Purchase Voucher No. CAFUEN
Depreciation Category Code FUEM
Analysis Code 1 M/A
Analysis Code 2 M/
REport Original Quantity 10 Original Entered Amount F 500000
» Sales & Stock Wirite-off Quantity 2 Wirite-off Amount $1,000,00
» Daily Coll. Sum On Hand Quantity ] On Hand Amounit £4,000.00
» Non-Recurrent L
SPA
ite- Write-off
Repnn Manageme .
Data Management Quantity|(DDMMYYY "
. . [EMI105 Room 105 0001 STAFF OME 20 13030003
Timetabling
i€ [ [ [ [ ntemet 4
Post-effects
1. Users can browse through the search results displayed.
Ld  Notes
1. No modification of data is allowed.
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2.6 Report

2.6.1 Generate Report

(L] Function Description

Users can generate the Capital Asset reports through this report function. “All
categories” list contains all the reports available under the Capital Asset Register
Module. These reports are further grouped separately into different categories
according to its nature.

Users can view the reports for the following categories:
- All Categories

- FCA 1 — Setup

- FCA 2 — Voucher List

- FCA 3 — Register & Others

- FCA 4 - Stocktake Worksheet

- FCA 5 — Data Conversion

B

Pre-requisites

1. Adobe Acrobat Reader and Microsoft Office 2000 are required in order to
view the reports.

B User Procedures

1. Click [FMP] = [CAR] = [Report] from the left menu.

2. Users can select category and language. All reports under the selected
category will be displayed.

3. Click on the Report Name (ID) link and list of built-in and user-defined report
templates are displayed.

Copyright © 2011. Education Bureau. The Government of the HKSAR. Page 84
All Rights Reserved.



WebSAMS
User Manual Version 1.5

2§ webSAMS System Yersion 0.9.0 (BUILD-16012003) - Microsoft Internet Explorer =& x|

File Edit %iew Favorites Tools Help |

B R | at | Qhsearch [GFavorites  GMedia ¢4 | S =

Address |&] hitp:/{10.15.35.51:8080 jspfindex.jsp = @eo

' Vser: fmpuser Last Login: 17012003 00:31 Logout | Help | faZfEdc

.................................... Current School Year: 2001 17 January 2003 16:05

Home =
[S-FCA11-01] FMP > CAR > Report

v FMP
Common Setup
Budgeting Category All Categoties -
Bookkeeping Language @ engish © cn] REPOrt Name (ID) link 3
Staff Cost /

w CAR

Setup

Maintenance

D Tati
epreciation Repi *t Name {ID)

¥ futhority Loy - Refrain from Modification (R-FCADDS-E

Template Description Creation Date

Sales & Stock Built-in Authority Lo - Refrain from Modific ati Built-In 020152003

Daily Coll. Summa R-FCADOS-E 19:06

. Eputhority Log - Write-off Asset (R-FCADO5-E)
LRSI D eapital Asset Register (R-FCA011-E)

» Customization Ppepreciation Report (R-FCADD9-E

Pincomplete Asset/ Asset Adjustment Voucher List (RFCA042 O

PList of Asset Analysis Code 1 (R-FCAD15-E H

PList of Asset nalysis Code 2 (R-FCAD16-E Report template Ilnk 4

PList of Asset Catenory (R-FCAD13-E)

=
|@ javascript:select Template(20008, ‘trua’; ’_’_’_ E Local intranet

4. Click on the Report Template link to view the report search criterions.

Enquiry

5. Users may narrow down the search by changing the various search
criterions presented on the screen.

6. Click [Preview & Print] button to view the report online. A report window will
pop up. Print the report to local print queue or save to local hard disk from
the popup window.

7. Users can choose to generate the report backend by clicking on [To File]
button.

a. Users are required to fill in the report descriptions. Report will then be
generated and stored in Report Repository. No report window will pop

up.
b. Users 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.
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3092003a) - Microsoft Internet Explorer | =) LI
File Edit View Favorites Tools  Help
User: dennywoo Login Time: 08/09/200% 10:51 Logout | Help | PCREA
Current School Year: 2002 8 September 2003 11:01
TR [SFCA11-41] FMP > CAR > Report
« Budgeting Capital Asset Register (R-FCAD11-E):-
EMB Grant Built-in Template
Please input the print criteria,
Draft Budget I
Wead: N | Registered Date To | ]
—— (DD YY)
Voucher No. | A Te |Z <
RpprovelRev Category Code |ALL d
Revise Budge|
) Asset Code |ALL -
Enquiry -
Format PDF -
Report
Bookkeeping Previe & Print | [ 5 Jo File | [ [ Reset | [ <JBack
Staff Cost
¥ CAR
Setup 6 7
Maintenance
Depreciation
Enquiry
Sales & Stock
» Daily Coll. Sumnf=
[ | meemet v
Explorer User Prompk X|
Fleaze enter the dezcription of the report for easy reference during report
retriesal. Cancel |
Capital Azset Register a3 at 211042003
7a
30092003) - Microsoft Internet Explorer — | I:IILI

er Login Time: 02/10/2003 13:04 Logout 1 Help | Sz
........................ - Current School Year: 2001 2 October 2003 18:10

[S-FCA11-41] FMP > CAR > Report

Common Setup Report haz been submitted for generation. Pleaze go to the "Reposito

Budgeting wigwy the generated report.
Bookkeeping Capital Asset Register (R-FCA011-E):-
Staff Cost Built-in Template 7b
Please input the print criteria.
" CAR
Setup Registered Date |
- (ODmARAY™S )
Maintenance Voucher No. |a Ta |z
Depreciation
- Category Code | ALL d
Enquiry
Asset Code |ALL =]
Format FDF -

» Sales & Stock . =
> Daily Coll. Sum Preview & Print | [ [5 To File | [ [ Reset | [ <JBack |

Non-Recurrent (

’_ l_ I_ |° Inkernet Y

L  Post-effects

1. The selected report is generated for users to preview in a pop-up window if
[Preview & Print] button is clicked.
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2.

The selected report is generated and stored in Report Management —
Repository if [To File] button is clicked. Users may enter the description of
the report for easy reference during report retrieval in Report Management —
Repository.

A Notes

1.

The Data Conversion Category is only available for schools which choose to
convert the data of Capital Asset Register from SAMS system.

The following reports are available:

All Categories

- Assets List with Write-off Quantity and Date (R-FCA019-E)
- Authority Log on Refrain from Modification (R-FCAQQ8-E)

- Authority Log on Write-off Asset (R-FCAO05-E)

- Capital Asset Register (R-FCAO11-E)

- Converted Asset Code List (R-FCAQ017-E)

- Depreciation Report (R-FCA009-E)

- Incomplete Asset / Asset Adjustment Voucher List (R-FCA012-E)
- List of Asset Analysis Code 1 (R-FCAQ015-E)

- List of Asset Analysis Code 2 (R-FCAQ016-E)

- List of Asset Category (R-FCAQ013-E)

- List of Asset Master (R-FCAQ014-E)

- List of Deleted Vouchers (R-FCAQ018-E)

- Register of Capital Asset by Category (R-FCA002-E)

- Register of Capital Asset by Location (R-FCA003-E)

- Register of Capital Asset by Responsible Officer (R-FCA004-E)
- Stocktake Worksheet by Location (R-FCA006-E)

- Stocktake Worksheet by Responsible Officer (R-FCA007-E)
- Transfer List (R-FCAQ010-E)

- Voucher List for Capital Asset (R-FCA001-E)

FCA 1 — Setup

- List of Asset Analysis Code 1 (R-FCAQ015-E)
- List of Asset Analysis Code 2 (R-FCAQ016-E)
- List of Asset Category (R-FCAO013-E)

- List of Asset Master (R-FCA014-E)
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3.

FCA 2 — Voucher List

- Incomplete Asset / Asset Adjustment Voucher List (R-FCA012-E)
- List of Deleted Vouchers (R-FCAQ18-E)
- Voucher List for Capital Asset (R-FCA001-E)

FCA 3 — Register & Others

- Assets List with Write-off Quantity and Date (R-FCA019-E)

- Authority Log on Refrain from Modification (R-FCAQQ8-E)

- Authority Log on Write-off Asset (R-FCAO05-E)

- Capital Asset Register (R-FCAO11-E)

- Depreciation Report (R-FCA009-E)

- Register of Capital Asset by Category (R-FCA002-E)

- Register of Capital Asset by Location (R-FCA003-E)

- Register of Capital Asset by Responsible Officer (R-FCAQ04-E)
- Transfer List (R-FCA010-E)

FCA 4 — Stocktake Worksheet

- Stocktake Worksheet by Location (R-FCA006-E)
- Stocktake Worksheet by Responsible Officer (R-FCAQQ7-E)

FCA 5 — Data Conversion

- Converted Asset Code List (R-FCAQ017-E)

Different reports may have different set of input criteria.
Assets List with Write-off Quantity and Date (R-FCA019-E)

- This function allows users to generate the Authority Log on Refrain

from Modification (R-FCAQ019-E) based on the selected print criteria.
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/3 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer =181 x|

File Edit Yiew Favorites Tools Help |Links £

¢ Login Time: 15/03/2003 10:16 Logout | Help | IR

s

Current School Year: 2002 15 August 2003 11:02

Home
v FMP

[S-FCA11-20] FMP > CAR > Report
Assets List with Write-off Quantity and Date (R-FCA019-E):-

Comimon Sefun Built-in Template

Please input the print criteria.

Bookkeeping

Registered Date To
SR (ODIMMYYYY)

' CAR Voucher No. To
Setup Category Code All v
Maintenance Asset Code All v
Depreciation As at Date
Enquiry Format PIF -
Report Preview & Print | [ B To File | [ [ Reset | [ <JBack |

> Sales & Stock

> Daily Coll. Summai

> Non-Recurrent Gra

> Report Management

>
» Budgeting
>

» Customization

- The below criteria can be selected from this screen to generate
reports:

Registered Date Range

- Voucher No. Range

- Category Code

- Asset Code

- Asat Date

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Authority Log on Refrain from Modification (R-FCAOO08-E)

- This function allows users to generate the Authority Log on Refrain
from Modification (R-FCAOQ08-E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Edit  Wiew Favortes Tools  Help ‘L\nks B

yuser Login Time: 15/08/2003 10.16 Logout | Help | PRRRZ
Current School Year: 2002 15 August 2003 11:13

Home
= FMP
Common Setup

[S-FCA11-08] FMP = CAR > Report
[Authority Log - Refrain from Medification (R-FCAQ08-E):-

Built-in Template

Budgeting Please input the print criteria.

Bookkeeping

Staff Cost R FDF -
« CAR Preview & Print 3 To File | [ [P Reset | [ <]Back

Setup

Maintenance
Depreciation
Enquiry
Report
Sales & Stock
Daily Coll. Summa
Non-Recurrent Gra
» Report Management
» Customization

- The below criteria can be selected from this screen to generate
reports:

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

Authority Log on Write-off Asset (R-FCAO05-E)

- This function allows users to generate the Authority Log on Write-off
Asset (R-FCA005-E) based on the selected print criteria.

3 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5‘ il

Fle Edit View Favoribes Tools  Help ‘L\nks ”i

ruser Login Time: 1508/2003 1016 Logout | Help | P

Current School Year: 2002 15 August 2003 11:10

Home

[S-FCA11-05] FMP = CAR > Report
w FMP

BT S [Authority Log - Write-off Asset (R-FCAQ05-E):-

Built-in Template
Please input the print criteria.

Budgeting

Bookkeeping
Write-off Date B T [
Staff Cost s o |
' CAR Category Code [a | =l
Setup AssetCode Al
Maintenance

Format FDF -

Preview % Print 3 To File | [ [P Reset | [ JBack

Depreciation
Eneuiry
Report
Sales & Stock
Daily Coll. Summa

Mon-Recurrent Gra

» Report Management

» Customization
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- The below criteria can be selected from this screen to generate
reports:

- Write-off Date Range (mandatory, must be entered)
- Category Code

- Asset Code

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Capital Asset Register (R-FCA011-E)

- This function allows users to generate the Capital Asset Register (R-
FCAO011-E) based on the selected print criteria.

a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer = |5‘ il

Fle Edit View Favoribes Tools  Help ‘L\nks ”i

 fmpuser Login Time: 15/08/2003 1016 Logout | Help | PR

Current School Year: 2002 15 August 2003 11:17

Home

[S-FCA11-11] FMP > CAR = Report

w FMP

Capital Asset Register (R-FCAD11-E):-
Built-in Template

Please input the print criteria.

» Common Setup

» Budgeting

» Bookkeeping

Registered Date i Tor
> Staff Cost T |
' CAR Voucher No. | To |

Setup Category Code | ALL ]
Maintenance Asset Code I AL
Format POF -

Depreciation
Enquiry
Haroe? Preview & Print 3 To File | [ [P Reset | [ <{JBack
epo
Sales & Stock
Daily Coll. Sumrmal

Mon-Recurrent Gra

Report Management

» Customization

4 | |

- The below criteria can be selected from this screen to generate
reports:

- Registered Date Range

- Voucher No. Range

- Category Code

- Asset Code

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.
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- Converted Asset Code List (R-FCAO017-E)

- This function allows users to generate the Converted Asset Code
List (R-FCA017-E) based on the selected print criteria. This report is
only available for schools which choose to convert the data of
Capital Asset Register from SAMS system.

3 WebhSAMS System Yersion 0.9.0 (BUILD-07112002) - Microsoft Internet Explorer ] - |51 5[

Ele Edit Yiew Favorkes Tools Help ‘L\nks &

nnifer Login Time: 1505/2003 1214 Logout | Help | PRRE
.......................... Current School Year: 2001 15 August 2003 12:15

[§-FCA11-17] FMP = CAR > Report

Converted Asset Code List (R-FCA017-E):-
Built-in Template

Please input the print criteria.
Common Setup g B

> Budgeting Category Code [a =] Tefal =l
Bookkeeping SAMS Asset ltem No. I To|
Staff Cost WebSAMS Asset Code [ ~] To[ar =]

' CAR Conversion Status lﬁ

Setup Format °OF =

Maint
aintenance ER ToFile | ([P Reset | [ <Back |

Depreciation
Enquiry

» Sales & Stock

»  Daily Coll. Sumn

» Hoh-Recurrent ¢
» SPA

» Report Managemen
» Data Management

» Timetabling

- The below criteria can be selected from this screen to generate
reports:

- Category Code

- SAMS Asset Item Code

- WebSAMS Asset Code

- Conversion Status (All, Converted, Not converted)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.
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Depreciation Report (R-FCA009-E)

- This function allows users to generate the Depreciation Report (R-

FCAO09-E) based on the selected print criteria.

a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll
Fle Edit Wiew Favorites Tools  Help ‘ Links > i

Current School Year: 2002

puser Login Time: 15/08/2003 10.16 Logout | Help | PXME
15 August 2003 11:14

Home

[5-FCA11-09] FMP > CAR = Report
v FMP

» Common Setup Deprec!ati.on Report (R-FCAQO9-E}:-
Built-in Template

» Budgeting Please input the print criteria.

» Bookkeeping

»  Staff Cost Accounting Year 20022003 'I

“w CAR Category Code | ALL
Setup Format POF -

=

Maintenance Preview & Print 3 To File | [ [ Reset | | <]Back

Depreciation
Enquiry
Report

» Sales & Stock

»  Daily Coll. Summai

» Noh-Recurrent Gra
» Report Management
» Customization

- The below criteria can be selected from this screen to generate

reports:
- Accounting Year

- Category Code

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —

Repository by clicking the [To File] button.

Incomplete Asset / Asset Adjustment Voucher List (R-FCA012-E)

- This function allows users to generate the Incomplete Asset / Asset
Adjustment Voucher List (R-FCA012-E) based on the selected print

criteria.
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/2 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer =18 x|

Fle Edt View Favortes Took Help | inks >

er Login Time: 15/02/2003 10:16 Logout | Help | BB

Current School Year: 2002 15 August 2003 11:02
Home
L h [S-FCA11-12] FMP > CAR > Report
% ~ Incomplete Asset/ Asset Adjustment Voucher List (R-FCA012-E):-
Do setdp Built-in Template
Budgeting Please input the print criteria.
Bookkeeping T
Voucher Date o
Staff Cost (ODIMMIYYYY)
' CAR Voucher No. To ~
Setup Voucher Grouping A1l e
Maintenance ["] Print Voucher(s) with Quotation/Tender Number Only
Depreciation Quotation/Tender | ---- ~ Fasll] ---- v
Number

ENHIrY Format FIF
Report

=
T Preview & Print | [ [} To File <Back
ales & Stoc

Daily Coll. Summal
> Non-Recurrent Gra

» Report Management

» Customization

- The below criteria can be selected from this screen to generate
reports:

- Voucher Date Range
- Voucher No. Range

- Voucher Grouping (All, Unclassified Voucher, Original Voucher,
Adjustment Voucher)

- Quotation/Tender Number Range
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- List of Asset Analysis Code 1 (R-FCAO015-E)

- This function allows users to generate the List of Asset Analysis
Code 1 (R-FCAO015-E) based on the selected print criteria.
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/2 webSAMS System Version 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer == x|
Fle Edit Wiew Favorites Tools  Help ‘ Links >
yuser Login Time: 15/08/2003 10.16 Logout | Help | PIREZE
Current School Year: 2002 15 August 2003 11:19
Home
i [5-FCA11-15] FMP > CAR > Report
. BT S List gAlsset?nalylsis Code 1 (R-FCA015-E):-
uilt-in Template
Budpeting Please input the print criteria.
Bookkeeping
Staff Cost Analysis Code 1 ALL -
 CAR To [aLL -
Setup Effective Status ALL -
Maintenance Format PDF -
Depreciation Preview & Print 3 To File | [ [P Reset | [ <JBack
Enquiry
Report
Sales & Stock
Daily Coll. Summai
Mon-Recurrent Gra
» Report Management
» Customization

- The below criteria can be selected from this screen to generate

reports:

- Analysis Code 1 Range

- Effective Status (All, Active, Inactive)

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- List of Asset Analysis Code 2 (R-FCA016-E)

- This function allows users to generate the List of Asset Analysis

Code 2 (R-FCAO016-E) based on the selected print criteria.
'ebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer =& x|
Fle Edit Wew Favoribes Tools  Help ‘ Links **
user Login Time: 150%/2003 1016 Logout | Help | "PRCEA
Current School Year: 2002 15 August 2003 11:19
Home
[— [5-FCA11-16] FMP > CAR > Report
Built-in Template
Budgeting Please input the print criteria.
Bookkeeping
Staff Cost Analysis Code 2 ALL -
 CAR To [all vI
Setup Effective Status ALL -
Maintenance Format POF -
Depreciation Preview & Print 3 To File | [ [P Reset | [ <] Back
Enduiny
Report
Sales & Stock
Daity Coll. Summat
Mon-Recurrent Gra
» Report Management
» Customization
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- The below criteria can be selected from this screen to generate
reports:

- Analysis Code 2 Range
- Effective Status (All, Active, Inactive)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- List of Asset Category (R-FCAO013-E)

- This function allows users to generate the List of Asset Category (R-
FCAO13-E) based on the selected print criteria.

3 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer == x|
Ele Edit Yiew Favorkes Tools Help ‘L\nks &

v: fmpuser Login Time: 15022003 1014 Logout | Help | PRREE

Current School Year: 2002 15 August 2003 11:18

Home
[S-FCA11-13] FMP > CAR > Report
'« FMP

= Common Setup List of 655.9': Category (R-FCAQ13-E):-
Built-in Template

» Budgeting Please input the print criteria.
* Bookkeeping

» Staff Cost Category Code [arL
' CAR TofarL
Setup Effective Status ALL -

LefLel

Maintenance Format FOF -
Depreciation Preview & Print 3 To File | [ [P Reset | [ <JBack
Enquiny
Report
» Sales & Stock
» Daily Coll. Summal
* Hon-Recurrent Gra

» Report Management

» Customization

- The below criteria can be selected from this screen to generate
reports:

- Category Code Range
- Effective Status (All, Active, Inactive)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

List of Asset Master (R-FCAQ014-E)

- This function allows users to generate the List of Asset Master (R-
FCAO014-E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Home

= FMp

Common Setup
Budgeting
Bookkeeping
Staff Cost
= CAR
Setup
Maintenance
Depreciation
Enquiry
Report
Sales & Stock
Daily Coll. Summa

Mon-Recurrent Gra

Report Management

Customization

File Edit Yiew Favorites Tools Help

‘ Links >/

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR
Current School Year: 2002 15 August 2003 11:18

[5-FCA11-14] FMP > CAR = Report

List of Asset Master (R-FCAD14-E}):-
Built-in Template

Please input the print criteria.

Category Code |ALL ﬂ
Asset Code |ALL

To [aLL

Effective Status I ALL -
Format I PDF -
Preview % Print 3 To File | [ [P Reset | [ <JBack

4 | |

The below criteria can be selected from this screen to generate

reports:

- Category Code

- Asset Code Range

- Effective Status (All, Active, Inactive)

- Format (PDF, WORD, RICHTEXT, EXCEL)

You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

List of Deleted Vouchers (R-FCA018-E)

- This function allows users to generate the List of Deleted Vouchers

(R-FCAO018-E) based on the selected print criteria.
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/7 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer: - |5|5’

File Edit ‘iew Favorites Tools Help |Links 2

user Login Time: 15/03/2003 10:16 Logout | Help | BICBA
Current School Year: 2002 15 August 2003 11:02

Home
st [S-FCA11-18] FMP > CAR > Report
List of Deleted Vouchers (R-FCA018-E):-
Common Setup R
. Built-in Template
Budgeting Please input the print criteria.
Bookkeeping
Staff Cost Voucher Date (DD/MH/YYYY) To
' CAR Voucher No. To
Setup Voucher Type 411 -
Maintenance [7] Print {s) with Quotation/Tender Only
Depreciation Quotation/Tender Number | -~ ~| Tg
Enquiry Format PDF
Report Preview & Print | [ [} To File JBack

Sales & Stock
Daily Coll. Summat
Non-Recurrent Gra

> Report Management

» Customization

- The below criteria can be selected from this screen to generate
reports:

- Voucher Date Range

- Voucher No. Range

- Voucher Type

- Quotation/Tender number Range
- Format (PDF)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

Register of Capital Asset by Category (R-FCA002-E)

- This function allows users to generate the Register of Capital Asset
by Category (R-FCAQ002-E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Fle Edit Wiew Favorites Tools  Help ‘L\nks B

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR

Current School Year: 2002 15 August 2003 11:03

Home
= FMP
Common Setup

[S-FCA11-02] FMP = CAR > Report
Register of Capital Asset by Categery (R-FCAQ02-E):-
Built-in Template

Budgeting Please input the print criteria.

Bookkeeping
Staff Cost Category Code JALL
“w CAR To |ALL
Setup Asset Code |ALL

Lalla

Maintenance To IALL
Depreciation Asset Type ALL -
Enquiry Registered Date (DD ) |

T To |
Report Format FOF -

Sales & Stock Preview & Print | [ B To File | [ [ Reset | [ <JBack

Daily Coll. Summa

Mon-Recurrent Gra

Report Management

Customization

4 J |

- The below criteria can be selected from this screen to generate
reports:

- Category Code Range

- Asset Code Range

- Asset Type

- Registered Date Range (mandatory, must be entered)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Register of Capital Asset by Location (R-FCA003-E)

- This function allows users to generate the Register of Capital Asset
by Location (R-FCAO03-E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Fle Edit Wiew Favorites Tools  Help ‘L\nks B

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR
Current School Year: 2002 15 August 2003 11:09

Home
= FMP
Common Setup

[S-FCA11-03] FMP = CAR > Report
Register of Capital Asset by Location {R-FCAQ03-E):-

Built-in Template

Budgeting Please input the print criteria.

Bookkeeping

Staff Cost Location Code |ALL j
w CAR To [arL =]
Setup Asset Code |ALL
Maintenance To IALL
Depreciation Asset Type ALL -
Enquiry Reugistered Date [DD.'MMNYYY]| = To |
Report Format FOF -
Sl T Preview & Print | [ B To File | [ [ Reset | [ <JBack
Daily Coll. Summal
Non-Recurrent Gra
Report Management
Customization
4 J |

- The below criteria can be selected from this screen to generate
reports:

- Location Code Range

- Asset Code Range

- Asset Type

- Registered Date Range (mandatory, must be entered)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Register of Capital Asset by Responsible Officer (R-FCA004-E)

- This function allows users to generate the Register of Capital Asset
by Responsible Officer (R-FCA004-E) based on the selected print
criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Fle Edit Wiew Favorites Tools  Help ‘L\nks B

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR
Current School Year: 2002 15 August 2003 11:10

Home
= FMP
Common Setup

[5-FCA11-04] FMP > CAR = Report

Register of Capital Asset by Respensible Officer (R-FCA004-E):-
Built-in Template

Budgeting Please input the print criteria.

Bookkeeping
Staff Cost Responsible Officer |ALL

K1|E1

“w CAR To |ALL
Setup Asset Code |ALL

Maintenance To IALL
Depreciation Asset Type ALL -
Enquiry Registered Date (DD ) |

T To |
Report Format FOF -

Sales & Stock Preview & Print | [ B To File | [ [ Reset | [ <JBack

Daily Coll. Summa

Mon-Recurrent Gra

Report Management

Customization

4 J |

- The below criteria can be selected from this screen to generate
reports:

- Responsible Officer Range

- Asset Code Range

- Asset Type

- Registered Date Range (mandatory, must be entered)
- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Stocktake Worksheet by Location (R-FCAO006-E)

- This function allows users to generate the Stocktake Worksheet by
Location (R-FCAO006-E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

—lE)x|

‘ Links >/

Current School Year: 2002

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR

15 August 2003 11:11

Home
= FMP
Common Setup

[5-FCA11-06] FMP > CAR = Report

Budgeting Please input the print criteria.

Bookkeeping

Stocktake Worksheet by Location (R-FCAQ06-E):-
Built-in Template

Staff Cost Location Code |ALL j
 CAR To[a =

Setup Category Code | ALL =l
Maintenance To [l =l
Depreciation Asset Code | ALL
Enquiry To |ALL
Report AssetType  [a | =

Sales & Stock Format m

(TSI ST Preview & Print 3 To File | [ [P Reset | [ <{JBack

Mon-Recurrent Gra

Report Management

Customization

4 |

reports:
- Location Code Range
Category Code Range
Asset Code Range
Asset Type

Format (PDF, WORD, RICHTEXT, EXCEL)

The below criteria can be selected from this screen to generate

You can (i) view the report online by clicking the [Preview & Print]

button or (ii) generate and store the report in Report Management —

Repository by clicking the [To File] button.
Stocktake Worksheet by Responsible Officer (R-FCA007-E)

This function allows users to generate the Stocktake Worksheet by

Responsible Officer (R-FCAO007-E) based on the selected print

criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

—lE)x|

‘ Links >/

Current School Year: 2002

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR

15 August 2003 11:12

Home
= FMP
Common Setup

[5-FCA11-07] FMP > CAR = Report

Budgeting Please input the print criteria.

Bookkeeping

Stocktake Worksheet by Respensibkle Officer (R-FCAQO7 -E):-
Built-in Template

Staff Cost Responsible Officer | ALL ﬂ
w CAR To[ar =]

Setup Category Code |ALL j
Maintenance To [l =l
Depreciation Asset Code | AL
Enquiry To [ALL
Report Asset Type AL =

Sales & Stock Format m

(TSI ST Preview & Print 3 To File | [ [P Reset | [ <{JBack

Mon-Recurrent Gra

Report Management

Customization

|

- The below criteria can be selected from this screen to generate

reports:

- Responsible Officer Range

- Category Code Range

- Asset Code Range

- Asset Type

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —

Repository by clicking the [To File] button.
Transfer List (R-FCA010-E)

- This function allows users to generate the Transfer List (R-FCA010-

E) based on the selected print criteria.
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a WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer - |5' ll

Fle Edit Wiew Favorites Tools  Help ‘L\nks B

mpuser Login Time: 15/08/2003 10.16 Logout | Help | PR
Current School Year: 2002 15 August 2003 11:14

Home
[S-FCA11-10] FMP > CAR = Report
= FMP

BT S Transfer List (R-FCAQ10-E):-
Built-in Template

Budgeting Please input the print criteria.
Bookkeeping

Date of Transfer
Staff Cost (COMAY Y
w CAR Category Code [ =l
Setup Asset Code |ALL

Maintenance Format Im
Depreciation
! Preview & Print 3 To File | [ [P Reset | [ <JBack

Enguiry

Report
Sales & Stock
Daily Coll. Summal

Mon-Recurrent Gra

Report Management

Customization

4 | |

- The below criteria can be selected from this screen to generate
reports:

- Transfer Date Range (mandatory, must be entered)
- Category Code

- Asset Code

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

- Voucher List for Capital Asset (R-FCA001-E)

- This function allows users to generate the Voucher List for Capital
Asset (R-FCAO001-E) based on the selected print criteria.
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/3 WebSAMS System Yersion 1.0.0 (BUILD-13082003a) - Microsoft Internet Explorer -5 |ﬂ

File Edit View Favorites Tools Help ‘Links Eo

set Login Time: 15/03/2003 10:16 Logout | Help | PR
Current School Year: 2002 15 August 2003 11:02

Home
[S-FCA11-19] FMP > CAR > Report

w FMP
Voucher List for Capital Asset (R-FCA001-E):-
Shmimosetug Built-in Template

Budgeting Please input the print criteria.
Bookkeeping o
Staff Cost © Original Voucher Date (DDMIYYYY) To
' CAR () Original Voucher No. To ]
Setup () Adjustment Voucher No.
Maintenance EouNE: s S ahis All -
Depreciation [”] Print Voucher(s) with Quotation/Tender Number Only
. Quotation/Tender Number I 1
Enquiry = |
Format PIF

Report

Sales & Stock (BRToFie) (Jeack ]

Daily Coll. Summai

Non-Recurrent Gra

> Report Management
> Customization

- The below criteria can be selected from this screen to generate
reports:

- Original Voucher Date Range or

- Original Voucher No. Range or

- Adjustment Voucher No.

- Complete Status (All, Completed, Incomplete)
- Quotation/Tender Number Range

- Format (PDF, WORD, RICHTEXT, EXCEL)

- You can (i) view the report online by clicking the [Preview & Print]
button or (ii) generate and store the report in Report Management —
Repository by clicking the [To File] button.

4. WebSAMS report is built on PDF format with Crystal Report Application,
minor alignment issue may be possibly located when printing in other formats.
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