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1. Introduction

This user manual aims to assist users in using the Financial Information System (FIS).

2. System Roles and Related Functions

The access right granting function is decentralized to departments. The budget
controller or delegated budget controller can assign different system roles to his/her
staff members according to their operational needs. The following section explains the
basic concept of the system roles and functions as well as the procedures of granting

access rights to FIS users.

2.1 Available User Roles for FIS

The FIS supports multiple roles: budget controller, delegated budget controller, budget
commitment approver, budget commitment initiator and report reader. The access right

granting function is now given to budget controller or delegated budget controller.
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2.2 Roles and Functions

Each system role is given a set of FIS function. Please find the details in the table below.

User Roles Budget Delegated Budget Budget Report
Controller Budget Commitment Commitment | Function

Functions Controller Approver Initiator Role
(A) (B) © (D)

Budget Commitment & Yes Yes Yes Yes

Adjustment (BC) Read

Budget Commitment & Yes Yes Yes Yes

Adjustment (BC) Input

Budget Commitment & Yes Yes Yes

Adjustment (BC)

Approve

Account Enquiry Yes Yes Yes

Income and Expenditure Yes Yes Yes

Statement

Budget Commitment Yes Yes Yes

Listing

Ledger Listing Yes Yes Yes

Granting User Roles B, Yes Yes

C and D to other users

Granting User Roles A, Yes

B, C and D to other users

2.3 Procedures of Granting Access Rights in the FIS

2.3.1 Creating User Profile for New Users

Please send an email to the FO system administrator via

fo_systems_grp@umac.mo ,when a new FIS user is to be created. Once the new profile

is created, FO will inform the requesting budget controller or delegated budget
controller who will then be able to grant the access rights to the new users.
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2.3.2 Granting or Changing Access Rights
Budget controller or delegated budget controller can grant the access rights by

following the steps below:

Users® i Welcome
Welcome to FIS! ms-wwmwwm_

User Profile:
User ID "
User Name = w3 oo

Department = —
User Roles |Role Name 1. User Maintenance I '|
' Budget Controler “Assi ”?

[ INANGIAT: INFORMATIONES YSTIM: 5 =

= = - ISR
e R

User:FISTEST3 Welcome User Maintanence = Code Tables + Journals =  Accounts ~  Budgst Commitment =  Budget Allocation =  Budget Virement = Report = L
FIS0010 - Assign User Access by Cost Center
Account Year: 2015

4. Press “Assign Users”

View - |lAﬂgnUsa"s"] Synchronize | Export to Excel |0 record(s) |E| &4 Detach
|

Userld Roles
Mo data to display.
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t Center 01105000 at 2015

r N Usar Name Dept Code ﬁ;\ccﬁear Userld

PRET == RTO |_| RemD\.E 2015
5. Type the user ID and e 7. Press for adding
FSH — .
press “Enter” HE
- q CTLE Remove 2015
i SRR . FSH
R o
Remove 2015 T
FsH
FBA
RTO Remove | 2015
FaH
6. Select users Remove | 2015
GATE p— T DD
: _— 1o ﬂ Remave 2015 .

f [ Budget Commitment Initiator \ -
[#| Report Function Role =
O Budget Commitment Approver
[ Budget Commitment Initiator
[[J Report Function Role

() Budget Commitment Approver
O Budget Commitment Initiator
[_] Report Function Role

|:|Budget Commitment Approver
[w]Budget Commitment Initiator
[JReport Function Role

(] Budget Commitment Approver
(] Budget Commitment Initiator
[_] Report Function Role

DBudget Commitment Approver
DBudget Commitment Initiator
[JReport Function Role

(] Budget Commitment Approver
|«#| Budget Commitment Inltlator
uReport Function Role

Cancel

8. Assign the system role

*Please note that any update will be effective after two hours.

9. Press “Save”
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3. Budget Commitment

Users can reserve budget for expenditure by creating budget commitment. The flow of
budget commitment is explained by the following:

Draft BC

Y, Wait for Approval BC ‘ y, { Approved BC

U/ \/

3.1 Drafting Budget Commitment

The procedures for marking budget commitment are as followed:

User:*= == Welcome User Maintanence v Accounts v “¥J Report v Logout

Welcome to FIS! FIS2201 - Create Budget Commitment

— FIS2203 - BC Enquiry by Status
User ID s FI52206 - Upload BC Fil "\
User Name #E=Siiarssmn FIS2301 - AdvancedEnd

Department ==
User Roles  [Role Name lcast Center

Budget Controler 1. Budget Commitment
2. Press “Create Budget Commitment”

9. Press “Save” when finished

3. Choose cost center

N

[ 01105001 CCE - General Office ]

* Account

- -
Period Start End Date BC Description

BC Amount BC Status |eProposal# =PR= BCI

ma | ——
- [13 2 : : ﬁ ﬁ
— 6. Press “New” for adding BC line 4. Input the budget commitment information | —
Line No  |* Account Code * Description
Delste I- | |te5ting
7. Input/select the account code 8. Input the amount

*Please note that the BC will not be auto-release after the end date and both date cannot
be change after BC approved
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3.2 Approving Budget Commitment

The procedures for approving budget commitment are:

il INANEIAT! INFORMATTONSY S

Welcome to FIS!

User Profile:
User ID #=SS

User Name #S-Ssir st

Department ==

User:* = = Welcome User Maintanence » Accounts v

] - Report v Logout
FIS2201 - Create Budget Commitment

[ FI52203 - BC Enquiry by Status

FI5222" “Upload BC File

FIS23(

Advanced Enquiry

User Roles  |Role Name

|Cost( ter

| Budget Controller

User:FISTEST2 Welcome Accounts » Budget Commitment ~ Report »  Logout

1. Budget Commitment
2. Press “BC Enquiry by Status”

FIS2203 - BC Enquiry By Status

3. Select the cost center

I

Account Year: | 2011 [=]Cost Center Code i{J‘l 105001 CCE - General Office

Draft BC Waiting for Approval BC Approved BC Completed BC Void BC
Select » View |- ‘ Refresh | submit | Approve | void | ExportToExcel |srecord(s) | | EfiDetach
I 4 r | I
";;f)‘é”t BCNo |B( |scription BC Amount |Status  |Proposal Mo PR No T D
201106 & ﬂ ﬁ Sl Draft =~ 2011
201103 18 5. Submit the budget commitment .
01103 = - oraTT 2011
201103 - | s = Draft 2011
e i Draft 2011
4. Select the budget commitment in
LU
the tab “Draft BC”
. Account . L .
Line Mo Year UM Account Code  |UAC Description Description Amount (MOP)  |Proposal Commit
1 Wil | T A R R | —

Tl i
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Users* =5 \Welcome Accounts » Budget Commitment + Report + Logout
FIS2203 - BC Enquiry By Status

Account Year: | 2011 [w]Cost Center Code [01105001 CCE - General Office =]

m Waiting for Approval BC Approved BC Completed BC Void BC

Select v View v | Refresh | Back toDraft || approve | void | ExportTo Excel ‘lremtf(s]‘al £ Detach

| | |- \ \ | | \ |

Account . Prepared Approved
Period BC No BC Description \ BC Amount Status Tx Date Prepared By Date Approved By Date

Edit 1107 = g ﬂ 7 PTCSS e AppI'OV@” r 20110721

m

6. Select the budget commitment in
the tab “Waiting for Approval BC”

Description Amount (MOP)  |Proposal Commit PR Commit PO Commil
- o 0.00 0.00
Budget Line Preview ]
2 4 co Total Selected BC Current Free| Free Balance after| Used Percen
-Budget Line Budget Line Description O Current Budget Eeh Aorroval Shter Aer
2011 S e e = = P 2 R ] e b

8. Approve the Budget Commitment after
checking the “Budget Line Preview”

Jser:FISTEST3 Welcome User Maintanence = Accounts =  Budget Commitment + Report = User Manual  Logout
FIS2203 - BC Enquiry By Status

wccount Year: | 2015 ¥ |Cost Center Code |AII Privileged Cost Centers v

Drait B T g for Approval B Approved BC ompletea B ol B

| Select - View | _Refresh | Force Complete Eicel
| | [ B B

9. Check‘tlhe BC status in the “Approved
BC” tab

otinang and Frofesinal

The Chinese University of Hong K

_Open | []|_how 201510 {CUSCS) or Distance Education
Courses (July to October 2015) (3
intake)

Organizing and Hesting Collegiat

Chirin | INME1N | aarnina Maw | arbira bar Draf s
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3.3 Budget Commitment Adjustment

Users can make amendment to a budget commitment for expenditure by creating an
adjustment transaction to the original budget commitment. However, only a budget
commitment in approved stage could be adjusted. The flow of budget commitment is
explained by the following:

Draft BC Adj ‘ {Wait for Approval BC Adj J 1 Update to the orginal BC

3.4 Drafting Budget Commitment Adjustment

The procedures for marking a budget commitment adjustment are as followed:

User:# ==t Welcome User Maintanence v Accounts v T Report v Logout

=

Welcome to FIS! FIS2201 - Create Budget Commitment
User Profile: I FIS2203 - BC Enquiry by Status I

User ID s \306 - Upload BC File
User Name #E==csiisasms j 301 - Advanced Enquiry
Department == —_
e S 1. Select Budget Commitmentinthe |
menu
2. Choose “FI1S2203 — BC Enquiry by
Status
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User:FISTEST? Welcome Accounts v Budget Commitment ~ Report =  User Manual  Logout
FIS2203 - BC Enquiry By Status

Account Year: [2015 ¥ |Cost Center cm{l 01105001 CCE - General Office v‘k i 3. Select cost center

Draft BC = Void BC

| | | [ |
4. Open the “Approved BC” tab

Splitting Revenue with School of
Continuing and Professional Studies,

The Chinese University of Hong Kong ,
(CUSCS) for Distance Education S61.09 Approved 201
Courses (July to October 2015) (30th

A0 NN NN A e AL

FIS2201 - Budget Commit Entry B
Save | NewBC | CopyasMNewBC | Cancel | Submit mmmﬁ|nmumﬁht|

'ﬁ 6. Press the button “Adjust” to create the BC

>> Show Adjustment History
Changes cancelled
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FIS2204 - Create Adjustment B

Back to FIS2201

Ty Date |m |BCND |BC Description |BCAm0unt |status ‘P‘mpﬂsall'ln |PRND |BC Remark |Prepareday
2015/10/15 201510 17488 Launching In-house Training for DSE] - 14,000.00 Approved  CCE/RTO/P301/20... WENDYFONG

Preparing Your Students for TOEIC

3

Analysis Code
(Separate by ')

7. Press the button “Adjust” next to the
original line to amend.

|Amount {MOP)

14,000.00

Budget Line : Staff Cost [Confractual -
DeCentralized]

save | Cancel | Submit | BacktoDraft | Approve | Void | Print |cost Center Code [01105001 CCE - General Office ]

* Adj Amount |Stath ‘Adj Remark * Prepared By ;:tr:f’a“’d
8. Press the button “New” to add a new line H--
for this BC l
Analysis Code
Line No Amount (MOP) *4f- ‘(geparate by [BC Line No
Mo data to display. ‘
| F.ISZ204“-“CreateAdjustment B
| Back to FI152201
| Tx Date ‘m“t |BCND |BC Description |BCArr|Durrt |Stath |Pmpusalun |PRNu |BC Remark ‘Preparedﬁy
2015/10/15 201510 17488  Launching In-house Training for DSE] - 14,000.00 Approved  CCE/RTO/P301/20... WENDYFONC
Preparing Your Students for TOEIC
4 !- - A :_
12. Press the button “Save” for saving the Description |amount (wop) [Arslis Code |
adJ ustment Seminar Trainer remuneration 14,000.00
ce contract -
Budgef Line ; 5taff Cost [Contractusl -
DeCentralized]
save | Cancell | submit | BacktoDraft | Approve | Void | Print |cost Center Code [01105001 CCE - General Office ]
Peod |1 Ad i 10. Input BC related | |siremark
i information
13. Press “Submit”
if is ready for _
Analysis Code
* Description * Amount (MOP) * 4/~ |(Separate by |BC Line No ‘
i)
Delets - Launching In-house Training for DSE] - -
Preparing Your Students for TOEIC
9. Input ACC code 11. Input adjustment amount, it can be

increase or decrease

*Please note the there is a system setting for the BC adjustment. If both below

conditions are passed, there is no approval required. (The threshold is applied to the
original BC amount)

* BC Adjustment Percentage: | 10
* BC Adjustment Fix Amount: | 10000

Page 11



3.5 Approving Budget Commitment Adjustment

The procedures for approving budget commitment adjustment are:

L inanemINEoRMATIONES
User:FISTEST3 Welcome User Maintanence v Accounts v ~4||Report v

User Manual

Welcome to FIS! FI52201 - Create Budget Commitment
User Profile: —E152203 - BC Enguinghy Status
User ID FISTEST3 FIS2205 - Adjustment Enquiry by Status
User Name fistest3 F152301( \,smced Enquiry
Department IAQ
User Roles; Role Name lenct cant,
Budget Commitment Initiator 1. Select Budget Commitment in the
Budget Controller menu
Report Function Role beneral Of
| Report Function Role 2. Choose “FIS2205 — Adjustment

Enﬁui“ bx Status

L2 f
User:FISTEST3 Welcome User Maintanence v Accounts v Budget Commitment v Report v
FIS2205 - Adjustment Enquiry by Status
Account Year: Cost Center Codd [ 01001001 FBA - Dean/ General office v |§** in BC Adj amount means it contair

[
4. Select the BC Adj. in the
tab “Draft Adj.” and press

Adj Amount Status |Adj T |Prepared By g"t';a’ed

5. Open tab “Waiting
for Approval Adj.”

et Commitment v Report v User Manual Logout

v I""" in BC Adj amount means it contains sta

Waiting for Approval Adj ] e — Void Adj

we | _Refresh |_BacktoDraft |[ Approve )| Void | Export Toxcel [t records) |

[ | | g

ﬁéﬁ‘?&f“ AdjNo//"1BCNo ) FI;‘mcription Adj Amount Status Adj Type ;ewecgraetgared y
_Eﬁ_t_l v pygsor 9 5 | Fecbyroataoms Iwmmfu o el

6. Select the BC Adij. in the
and press Approve
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3.6 Enquiry the BC Adjustment

Two ways to enquiry the BC Adjustment:

1. Enquiry from the BC Steps:

FinanemslNEorRVIATION-SYSTI

L% Report v Logout

i

User:® = Welcome User Maintanence » Accounts

Welcome to FIS! FIS2201 - Create Budget Commitment
s P | Fi52203 -BCEnquiry by Status |
User ID = - Upload BC File
User Name S-Sl o FI 1 - Advanced Enquiry
Department #=
User Roles |Role Name 1. Select Budget Commitment in the
Budget Controller menu

2. Choose “FI1S2203 — BC Enquiry by

e ]

FIS2203 - BC Enquiry By Status
Account Year:

Draft BC Waiting for Approval BC Approved BC "
m Refresh | Force Complete | Export To Excel W

Payment \Account g~ (start Date End Date BC Description E

Info.  |Period
Open | Show | 201505 9490 wmﬁ%@“‘:mlm

i

3. Press the Open button

Save | Mew BC | Copy as Mew BC | Cancel | Submit | Back to Draft | Approve | Adjust | Print | ch |01303001HRO—GeneraI Office
£n

Code
(Separate
by '}

4. Click the Show Adjustment History Link

> Show Adjustment History I
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2. Enquiry all BC Adjustment by status steps :

=

FINANGIAT INFORMATIONESYSTEN 9

Report v User Manual Logout

User:FISTEST3 Welcome User Maintanence v Accounts v

Welcome to FIS! FI52201 - Create Budget Commitment
s o F152203 - BC Enquiry by Status
UserID FISTEST3 [ FIS2205 - Adjustment Enquiry by Status
User Name fistest3 159301 - Adva Ty
Department IAQ
User Reles| Role Name ICost Center |_[ [
EUget ComuiInert Itiotor 1. Select Budget Commitment in the
Budget Controller
Report Function Role menu peneral Of
Report Function Role )
2. Choose “FIS2205 — Adjustment

>

= I '._+:__.
' e
AT TR
LEFEBYE .
User:FISTEST3 Welcome User Maintanence v Accounts v Budget Commitment v Report v User Manual Logout
FIS2205 - Adjustment Enquiry by Status

Account Year: | 2015 ¥ [Cost Center Code | All Privileged Cost Centers v |‘" in BC Adj amount means it contains staff cost not under CC budg

o W fovosnar ¥ voun

Refresh | Backto Draft p Approve | Vi Export To Excel |0 record

I E— — i{ T —
Account 2 - - - - : Prepared Prepared
5 Adj . 3 Adj Type S £
T 3. Select the tab for draft, waiting for B lbet

aﬁﬁroval, aﬁﬁroved or void records
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4. Financial Information Enquiry

4.1 Account Enquiry

Users can enquire the account information by using the cost center code or account
code.

4.1.1 Account Enquiry by Cost Center

The steps of using cost center as the searching key are:

e |;_; % (’—
A ? b Capes e ”
ANCTAL L A “Ei @g ) c!n’@'\yvr?.;i,, v —
User:FISTEST2 Welcome User Maintanence Budget Commitment ~ Report v 1 Accoun tS
FIS1111 - Account Enquiry FIS1111 - Account Enquiry | :

2. Press “Account Enquiry”
Cost Center

* Account Year | 2011 4 Enterl Search

4. Enter the cost center code

Cost Center Code _|Desaription [Related = ;b"‘{aﬁed o 5. Press “Search” |Anaiysisoesaipﬁon
3. Select the tab “Cost Center”

Budget Lines |Budget Codes ‘Opening Balance |0rigina| Budget

No data to display.
Total [ | [ | [ | [

Revision Budaet |\rrementaudget |CufrentBudget |f.’°9°s"" 5 |PR

Detailed Information
Month |0pening Balance

No data to display.
Total | l | | | | | |

Original Budget

Revision Budget

Virement Budget Current Budget

Proposal
ki

’PO C

it

Cost Center Detailed Information
Cost Center Child Piveosa

No data to display.
Total | I | | | | |

Budget Codes

|PR Commitment lPO Commi |Ac11.|a| Paid

Total |

it

4.1.2 Account Enquiry by UM Account Code

The steps of using account code as the searching key are:

— B, —
3 r- R - A A (
ANGIATHIR ATIONIDYSTEM " ESa=
Usern:FISTEST2 Welcome  User Maintanence Budget Commitment ~ /leport » L 1 Accounts
FIS1111 - Account Enquiry FIS1111 - Account Enquiry | 2. Press “Account Enquiry,,
* Accou 011 ‘ncmuntl‘dumber[| —| —\ Search | < 4. Entel‘ the aCCOLIHt COde r
113 29
Account C [Titte [afc Type [Active B 5. Press “Search |
Mo data tol By,

3. Select the tab “UM Account Code” |Revision Budget  |virementBudget | Current Budget |

YTD-Expense [P.“’D"?a' . |PR Commitment |PD Commitment |Adl.|a| paid Total |
0.00 0.00 0.00 0.00 0.00
| | | |Free Balance | |
Detailed Information
Month PEEE |PR Commitment |PO Commitment |Ac11.|a| Paid Total |

Mo data to display.
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4.2 Payment Information from Budget Commitment

When payment is made against a budget commitment, the relevant payment
information such as payment document, payment voucher and bank voucher, etc. can
be accessed via the BC. Users can track the payment progress via the following steps:

| ‘& F152203 - BC Enquiry By Status .

R =

| "
L NFORVIATIONES VS ot
FIS2203 - BC Enqu__FI52201 - Create Bucget Commitment 1. Budget Commitment
|  FIS2203 - BC Enquiry by Status 15 : 2
Account Year: | 2011 : L - office 2' Press BC Enqulry by Status CC budget line
Draft BC Waiting for Approval BC Approved BC Completed BC Void BC

Select »  View » ‘ Refresh | Submit | Approve Void Export To Excel |0recnrd(s]|| %Delad’l

Account

L Prepared Approve
Period BCNo  |BC Description BC Amount (Status  |Proposal No FR No Tx Date Prepared By Date Approved By Date
No data to display.
< .
Line No ?::’)unt UM Account Code  UAC Description Description Amount (MOP)  [Proposal Commit |PR. Commit ‘PO Commit ‘Adual Paid Remark
No data to display.

User:FISTEST2 Welcome User Maintanence » Accounts »  Budget Commitment » Report »  Logout
FIS2203 - BC Enquiry By Status

Account Year: | 2011 [=] Cost Center Code [[01105001 CCE - General Office | 3. Choose Cost Center

Waiting for Approval BC
Select »  View - | Refresh | Force Complete Export

15 record(s) | &4 Detach
[

[ [ [ | | | [ [ | | | |
rement] 4, Select the tab for “Approved BC” or “Completed BC” bredey T2 approvedsy 5770 g
s el
e ——— s
Cpen | Show § 201108 = e — — — == Approved  2011/06/21 s 2011/06/21 === 2011/06/21
-
e —____
Open | Show | 201106 == 2 S o e ppproved  2011/06/14 Eeem 2011/06/14 Tom— 2011/06(14
=
Open | M1 ?% 01106 ST [ meem—— o Aporoved  2011/06/08 e 201110608 = 2011/06/09
(L
~
;’:gvent Line Mol :unt UM Account Code ‘UAC Description Description Amount (MOP)  |Proposal Commit PR Commit PO Commit
Show e ——— 100,00 100,00 0.00
v | 5 Press the button “Show” —
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Payment
Voucher
Information
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4.3 Report
The FIS provides three types of reports, namely, income and expenditure statement,

ledger listing and budget commitment listing report. The reports can be generated by
following steps:

4.3.1 Income and Expenditure Statement

User:FISTEST3 Welcome Accounts v Budget Commitment

Welcome to FIS! FISIEQO1 - IE Statement |
User Profile: 51404 - Ledger Listing
User ID FISTEST3 FIS1408 - Budget Commitment Listing Report

User Name fistest3
Department IAO
User Roles Role Name

1. Select the menu “Report”

+ [13 b
bt Pl T 2. Choose the item “FISIE001 — IE Statement
Report Function Role ol Kal Yau ’

Report Function Role 01120005 RC Development Fund

Finanems INFORVMATIONSYSTT:

* Cost Center: | 01121001 RC - Choi Kai Yau College %% %7z - General Office v |

* Account Year: | 2015 ¥
* Account Month From

* Account Month To
* Report Type: | Summary + Detail ¥

Department:

Analysis Code: () Match the whole list () Match any item in the list

l | | |

Generate IE Statement |

User:FISTEST3 Welcome Accounts v
FISIEOO1 - IE Statement

User Manual Logout

4. Choose the account year

. 5. Select the account period
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FINANGIAT INFORMATIONESYSTE

User:FISTEST3 Welcome Accounts v Budget Commitment v Report v User Manual Logout
FISIEOO1 - IE Statement

* Cost Center: | 01121001 RC - Choi Kai Yau College == 2= - General Office v |
* Account Year: l ik LS 4 I
“ account Month Frd 0. Select the report type: Summar

* Account Month To:‘

. Details or Both

* Report Type: [ Summary + Detail 'VJ
7. Select department

.\.- T —-—v.-

l | | I

Generate IE Statement |

8. Click the button “Generate IE Statement”
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4.3.2 Ledger Listing

[INANGIATE INI*()R\IAFI()N SYS,I FM

User:FISTEST3 Welcome Accounts v

Welcome to FIS! FISIEQO1 - IE Statement
User Profile: (__Fis1404 - Ledger Listing J
User ID FISTEST3 G FIS1408 - Budget Commitment Listing Report
User Name fistest3
Department IAQ
User Roles|Role Name 1. Select the menu “Report” |
Budget Commitment Initiator
Report Function Role i ¢ - isting”
Report Function Role

FiNnaNeE INFoRMATIONES Y4

AJC Type: | Expenditure ¥
* Account Year: [ 2015 ¥ 4. Choose the account year
* Cost Center: [ 01121001 RC - Choi Kai Yau College %% 25= - General Office ¥

* Account Month From: 1
< ' 6. Select the account Eenod
* Account Month To: 10 (10 v 5. Select the cost center

Analysis Code: (7) Match the whole list (7) Match any item in the list

| |

* Print Type: (@) PDF () Excel 7. Select print type: PDF or Excel
Generate

8. Click the button “Generate”
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4.3.3 Budget Commitment Listing Report

=y 1= 11
‘ : 3§ el ——
FiNnaNesINEORMATIONES YSTEM: *9S
User:FISTEST3 Welcome Accounts v Budget Commitment v "4 User Manual Logout 7
Welcome to FIS! FISIEQO1 - IE Statement
User Profile: FIS1404 - Ledger Listing
User ID FISTEST3 [ FI51408 - Budget Commitment Listing Report
User Name fistest3

Department IAO {}

User Roles|Role Name _— “ N
T 1. Select the menu “Report
Report Function Role X
Report Function Role 2. Choose the item “FIS1408 - Budget

FINANGIAL INFORMATION' SYSTEM #

User:FISTEST3 Welcome Accounts v Budget Commitment v Report v User Manual Logout

(2015 v |

Department: . 4. Select department
* Cost Center: [ 01121001 RC - Choi Kai Yau College %% 2= - General Office v - 5. Select the cost center
Main Acct Code Fromff] 201 A

6. Input optional Parameters

Main Acct Code To] | 301
Sub Acct Code From| | 101

- Define the range of main-sub

Sub Acct Code To| [108 account codes
- Define the range of Budget
BC # From) |1
BC # To:\J000

* Account Month From:§1 ¥
* Account Month To:{ 10 ¥
Cut-off Date [10/1/2015 &
Analysis Code: (7 Match the whole list () Match any item in the list
* Report Type: .:[) Outstanding - All Stalus l I
* Print Type: (@) PDF () Excel
Generate

7. Select the account period
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User:FISTEST3 Welcome Accounts v Budget Commitment v Report v User Manual Logout
FIS1408 - Budget Commitment Listing Report

* Cost Center: [ 01121001 RC - Choi Kai Yau College Zi%% 20z - General Office v |

Main Acct Code From: | 201
Main Acct Code To: | 301
Sub Acct Code From: 101
Sub Acct Code To: | 108

BC # From: ]1

* Account Month To:
Cut-off Date [10/1/2015 &
Analysis Code: () Match the whole list

11. Click the button “Generate”
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4.3.4 Research IE Statement
The purpose of the statement is to provide project basic information and financial

information to project investigators of start-up and multi-year research projects for

better controlling and monitoring the budget.

There are totally three main steps of generating the statement which will be illustrated

below.

FinanemmlNrorRMATIONS

User:FISTEST2 Welcome - User Manual Logout

Welcome to FIS! q F
User Profile:
User ID j 1. Select the menu
User Name - -

Department FST
User Roles |Role Name |Cost Center |
Principal Investigator 05410036 SRGO04-FST 11-MSP - Design of a hybrid multi-pinh¢
| Principal Investigator 05410008 SRF014/09-105/11T/ZWH/FST - Study on the Post-

User:FISTEST2 Welcome - User Manual Logout
Welcome to FIS!  FISIERESEARCHO01 - Research IE Statement |

User Profile: G
User ID FISTEST2

userName FIT 2. Choose the item “FISIERESEARCHO001
bepartment FST | Research IE statement”

User Roles Role |
Principal Investigator 05410036 SRGO04+FST11-MSP - Design of a hybrid multi-pinhe
Principal Investigator 05410008 SRF014/09-10S/11T/ZWH/FST - Study on the Post-

User:FISTEST1 Welcome Journals v Accounts v Budget Commitment v Budget Allocation v  Budget Virement -
FISIERESEARCHO001 - Research IE Statement

* Up to Account Year:

| < 3. Choose the reporting year and month

4, Select the available project

* Up to Account Month:

* Cost Center: E

6. Click the button “Generate” -End-
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