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Modification History: 
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01/06/2017 2.6 ITSC  Change “Select the function…” to “Double-click the function …” for 
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I. Notes 

The function “Project (WBS) and Cost Centre Enquiry” has been renamed to “Financial and 

Fixed Asset Information” since 1 November, 2018. The screenshots in this document, however, 

may still display the old name.  

II. Login and User Menu 

1 Please be sure that you already have a CUSAP user account. You should have received an email 

notification if a user account has been created for you. If not, please fill in the FMS Production 

Login Account Application Form or the Authorization and Approval Log as appropriate. 

 

2 To access CUSAP, log into the MyCUHK Portal and click “CUSAP”. 

 

 

If the link to CUSAP in not found, select the "Personalize" button on the tab "My Page". 
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Select the checkbox beside "CU SAP Financial System (CUSAP)" and then click the "Save" 

button. 
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The link to CUSAP will then be shown on MyPage. Click “CUSAP”. 

 

 

3 A welcome page is then displayed in a web browser. Click the “CUSAP” button. 
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4 A web browser is launched showing the initial screen of CUSAP. 

 

 

 

Screen title 

Command field 

Toolbar 

Status/message bar 

Favorites folder 

User menu 

Standard menu 

Menu items 



  

CUSAP User Guide – Financial Information Enquiry 

  

 Page 9 of 119 

 

5 The user menu will be displayed on the left-hand side. 

  

 

The available user functions are listed under the user menu. 

 

 

 

User Menu 
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6 In the standard toolbar that appears on every CUSAP screen, the 3 buttons , when 

enabled, are used for going back to the previous screen, exiting a function and cancelling an 

action, respectively. 

 

7 To log out, select Menu → System → Log off. 
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Select "Yes" to confirm. 

 

8 To return to the user menu, select . 
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III. User Functions 

1. Financial and Fixed Asset Information 

- Double-click the function “Financial and Fixed Asset Information” from the user menu.  

 

 

- A list of authorized cost centres or projects (WBS) is shown. 

 

 

- Scroll to the right to see more columns. 
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- Scroll further to the right to see all the remaining columns. 
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The explanation of each column is listed below.  

Column  Explanation 

 The project (WBS) or cost centre next to the icon is owned by the user. 

 The project (WBS) or cost centre next to the icon is owned by others. 

The user can access its financial and fixed asset information because 

he/she is a delegate, department head or faculty dean. 

R. Dept Department code  

CostCtr Cost Centre that belongs to the department 

Project(WBS) Project (WBS) that belongs to the department. 

PJ Resp CC Responsible department of the project (WBS). It is displayed only if it 

is different from “R. Dept.”. 

Description Description of cost centre or project (WBS). 

Budget Holder Name of budget holder 

Cur. Fund Balance Fund balance of the cost centre or project (WBS) as at the current 

position.  

Remarks Remarks about fund balance (e.g. Zero fund balance.) 

SYS System to monitor budget (CUSAP or Funding Model System (FMS))  

PJ Start Date  Project (WBS) start date 

PJ End Date Project (WBS) end date 

Blocked Date Project (WBS) blocked date 

Income / OLB Allocation Income / one-line budget allocation 

Transfer / Funding Allocation Transfer-in from other projects (WBS) or activities / funding allocation 

Expenditure Actual expenditure 

Commitment  Earmarking or setting-aside of funds for a planned expenditure 

Transfer Out Transfer-out to other projects (WBS) or activities  

Endowed Capital Endowed capital 

Invt. In Payout  Investment in Payout Model 

Int. Order Internal order that belongs to the cost centre / project (WBS). 
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1.1 Current Fund Balance 

- Select cost centres / projects (WBS) / internal order by clicking the checkboxes at the 

beginning of the rows or click the button  for selecting all cost centres, projects (WBS) 

and internal orders. 

- To uncheck all selected rows, click the button  (Deselect All). 

- Click the button  to get the current fund balances. 

 

- The below message will appear if more than 10 rows are selected. Click “Yes” to continue or 

“No” to cancel the action.   

 

 

Select specific cost 

centre / project (WBS) 

/ internal order 
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- The fund balance and the amounts of income/OLB allocation, transfer/funding allocation, 

expenditure, commitment, transfer out, endowed capital and investment in Payout are shown. If 

the fund balance is zero, a message will be shown in the “Remarks” column.   
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1.2 Filter Cost Centre, Project (WBS) and Internal Order List 

- To get the list of cost centres, projects (WBS) and internal orders that are owned by the user or 

others, select “Proj WBS/CC/IO owned by me” or “Proj WBS/CC/IO – others”, respectively. 
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1.3 Manipulating List 

- On the screen, there are buttons for sorting, filtering, downloading and etc. Please refer to 

Appendix A for the operation details.  

 

 

Button Icon Refer to Section 

Sorting  or Appendix A.1 

Filtering   Appendix A.2 

Changing column sequence by 

drag and drop 

 Appendix A.3 

Choosing different layout  Appendix A.4 

Changing layout  Appendix A.5 

Total and subtotal  and Appendix A.6 

Downloading list to Excel 

 or  

Appendix A.7 

Printing list  Appendix A.8 
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1.4 Permission List 

- To retrieve the names of users who can access a selected cost centre/project (WBS)/internal 

order, click the “Reports” button and select “Permission List”.   

 

- The list of user names is shown. Select  to exit the window.  

 

 



  

CUSAP User Guide – Financial Information Enquiry 

  

 Page 20 of 119 

 

1.5 Reports 

- There is a list of reports for users to access more financial and fixed asset information. Details 

can be found in the corresponding sections below.  

 

 

Functions Refer to Section 

Actual Cost Line Item Section II.2 

Commitment Line Item Section II.3 

Fixed Asset Actual Cost Line Item Section II.4 

Fixed Asset Commitment Line Item Section II.5 

Financial Statement Section II.6 

Purchase Order List Section II.7 

Fixed Asset List (Concise Version) Section II.8 

Fixed Asset List (Detailed Version) Section II.9 

Expensed Portable Electronic Equipment 

Report 

Section II.10 
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1.6 Add Delegation  

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order by clicking the checkbox at 

the beginning of the row(s). Multiple cost centres, projects (WBS) and internal orders can be 

selected at the same time if their access is to be granted to the same delegate(s). Click the 

button “Delegation” and select “Add Delegation”. 

 
 

- The below message will appear if the user is NOT authorized as a budget holder/department 

head/faculty dean to proceed with the delegation of the selected cost centre, project (WBS) or 

internal order. In other words, a delegate CANNOT add delegation to another staff. Click 

 to exit, and select again authorized cost centres, projects (WBS) or internal orders only.  
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- Enter the staff ID of the delegate in the textbox and click  to continue. 

 

 

- If the inputted staff ID is NOT correct, a message “Invalid Staff ID” will appear. Correct the 

staff ID and then click  to continue. 

 

 

- The staff name will be shown under the staff ID. Tick the small checkbox next to the caption 

“Confirm?” and then click  to continue.  
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- The below message will be shown when the delegation is added successfully. 

Click  to exit. 
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1.7 Remove Delegation 

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order by clicking the checkbox at 

the beginning of the row(s). Multiple cost centres, projects (WBS) and internal orders can be 

selected at the same time if the same delegate is to be removed. Click the button “Delegation” 

and select “Remove Delegation”. 

 

 

 

- The below message will appear if the user is NOT authorized as a budget holder/department 

head/faculty dean to remove delegation of the selected cost centre, project (WBS) or internal 

order. In other words, a delegate cannot remove delegation. Click  to exit, and select 

again authorized cost centres, projects (WBS) or internal orders only.  
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1.7.1 Remove delegation from one cost centre, one project (WBS) or one internal order 

- If only 1 cost centre, project (WBS) or internal order is selected for the removal of 

delegation, a list of existing delegate(s) will be shown. Select the name(s) of the 

delegate(s) by clicking the box  at the beginning of the row(s). Multiple delegates 

can be selected at the same time. Click  to remove the delegation. 

 

 

- The following message will appear if the delegation of a particular user CANNOT be 

removed because the selected user is a budget holder/department head/faculty dean of the 

selected cost centre/project (WBS)/internal order. Click  to exit, and select the name(s) 

of other delegate(s) again. 
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- Click  to confirm removing the selected delegate(s). 

 

 

- The below message will be shown when the delegation is removed successfully. 

Click  to exist.  
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1.7.2 Remove delegation from multiple cost centres, projects (WBS) and/or internal orders 

- Enter the staff ID of the delegate in the textbox and click  to continue. 

 

 

If the inputted staff ID is not correct, a message “Invalid Staff ID” will appear. Correct the 

staff ID and then click  to continue. 

 

 

- The staff name will be shown under the staff ID. Tick the small checkbox next to the caption 

“Confirm?” and then click  to continue.  
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- The below message will be shown when the delegation is removed successfully. Click  

to exit. 

 

 

- During the removal process, the following message will appear for each selected cost 

centre/project (WBS)/internal order that does NOT have the inputted staff as delegate. Click 

 and the removal process will continue to the next selected cost centre/project 

(WBS)/internal order. 
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2. Actual Cost Line Item 

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Actual Cost Line Item”. 

 
 

- The below message will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only.  

 

 

- A popup window is shown next. Input a date range within which the income and expenditure 

items are expected to be listed and then click  to continue. 
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- After execution, the actual cost line items satisfying the selection criteria will be listed.  

- A list of document types, document number prefixes and their descriptions can be found in 

Appendix C.  

- There are buttons for sorting, filtering, downloading and etc. Please refer to Appendix A for 

details.  

- Go to previous or next page by using the “Page Up” / “Page Down” button or the scrollbar.  

 

- Double-click a line item to display the corresponding financial document. 

 

Double-click a line item 

to display the document 

Scrollbar 

Document Type 
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- The document is then displayed with document header and line items shown.  

 

 

- If the document is a cross-company document, all line items can be displayed by 

double-clicking the cross-company document number. 

 

 

 

 

 

 

Document header 

Document line items 

Get all line items by 

double-clicking the 

cross-company 

document number. 

All document line 
items  
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- A document that corresponds to a vendor invoice can be of one of the two types, direct invoice 

with document type = KR or invoice against purchase order with document type = RD.  

 

- For direct invoice, all document line items are shown by default. 

 

 

 

 

- For invoice against purchase order, click the “Follow-On Documents” button and then double- 

click the first accounting document in the pop-up window to display all line items.  

 

 

 

 

 

Document header 

Document line items 

Invoice Date (for vendor invoice only) 

Invoice Number (for vendor invoice only) 
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Invoice Date (for vendor invoice only) 

Invoice Number (for vendor invoice only) 

Document header 

Document line items 
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- Payment information can be retrieved for an invoice document, regardless it is a direct invoice 

or an invoice against purchase order. Double-click the first document line item to bring up the 

detailed screen. 

 

 

- The clearing field below shows the payment date and payment document number for the invoice. 

If the field is empty, it means that the payment process has not been done for the invoice yet.  

 

- The payment method is also shown above. Click the button  for the description of the 

payment method. 

 

Double-click 
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- A list of payment methods and their descriptions is shown in a window. Click  to exit.  

 

- Go to Environment → Check information to bring up the check details if the invoice is paid by 

check (i.e. payment method = C). 

 

The descriptions of payment 

methods can be found in 

Appendix B. 
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Encashment date shows the date on which the 

check was cashed at the bank by the payee 

 

Check number 
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- Authorization has been set up such that only actual cost line items that are related to the user's 

department or authorized projects (WBS)/internal orders can be displayed in details when 

double-clicking the document on the below screen.  

 

 

- A message box will appear if there is unauthorized item in the document. Select "Yes" to 

display the remaining (i.e. authorized) items. 

 

The user does not have 

authority to view some 

items of the document 

Double-click a line item to display the 

document. 
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- Note that items 342-346 for which the user does not have authority of the related project (WBS) 

are not shown below. 
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3. Commitment Line Item 

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Commitment Line Item”. 

 

- The message below will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only.  
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A popup window is shown next. Input the fields below as needed and then click  to continue. 

 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Posting date range M 01.07.2015 to 

31.12.2015 

A date range within which the 

commitment line items are 

expected to be listed. 

Account code (Cost 

Element) 

O 590014  

Account Group (Cost 

Element Group) 

O EXPENDITURE  

Open Items Only 

(Outstanding 

Commitment) 

O Checked / 

Unchecked 

Only outstanding 

commitment(s) are shown if 

it is checked.  
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- After execution, the commitment line items satisfying the selection criteria are listed.  

- For commitment line items, it is NOT allowed to display the corresponding financial 

documents by double-clicking the line items. 

- There are buttons for sorting, filtering, downloading and etc. Please refer to Appendix A for 

details.  

- Go to previous or next page by using “Page Up” / “Page Down” button or the scrollbar.  

Scrollbar 
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4. Fixed Asset Actual Cost Line Item 

- Select at least 1 cost centre, 1 project (WBS) or internal order. Click the button “Reports” and 

select “Fixed Asset Actual Cost Line Item”. 

 

- The message below will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only. 

 

 

- A popup window is shown next. Input a date range within which the fixed asset actual cost line 

items are expected to be shown and then click  to continue. 
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- After execution, the fixed asset actual cost line items satisfying the selection criteria are listed.  

- For fixed asset actual cost line items, it is NOT allowed to display the corresponding financial 

documents by double-clicking the line items. 

- There are buttons for sorting, filtering, downloading and etc. Please refer to Appendix A for 

details.  
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5. Fixed Asset Commitment Line Item 

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Fixed Asset Commitment Line Item”.  

 

- The message below will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only. 

 

 

 

 

 

 

 

 

 

- A popup window is shown next. Input a date range within which the fixed asset commitment 

line items are expected to be shown and then click  to continue. 
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- After execution, the fixed asset commitment line items satisfying the selection criteria are 

listed.  

- For fixed asset commitment line items, it is NOT allowed to display the corresponding 

financial documents by double-clicking the line items. 

- There are buttons for sorting, filtering, downloading and etc. Please refer to Appendix A for 

details.  
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6. Financial Statement 

- Select 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and select 

“Financial Statement”. 

 

 

- The below message will appear if more than 1 cost centre, project (WBS) or internal order is 

selected. Click  to exit and select only 1 cost centre, project (WBS) or internal order.  
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- A popup window is shown next. Input the fields below as needed and then click  to 

continue. 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Current O Checked / Unchecked  

Calendar Year / Month O Checked / Unchecked 

If checked, year and month will be 

defaulted according to the latest 

month-end closing. 

Input the desired calendar year and 

month of or before today to override 

the default if needed. 

 

 

 

 

 

 

 

Save for next selection O Checked / Unchecked  

If checked, year and month will be 

saved for the next use until the user’s 

session is ended.  
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- If the inputted year and month is NOT a closed financial month, a message will appear to 

indicate that the report will be run by using the latest available closed year and month instead. 

 

 

 

 

 

 

 

 

 

 

 

 

 

- After execution, a financial report is shown. Click  and follow the steps as detailed in 

Appendix A.8 for list printing.  
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7. Purchase Order List 

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Purchase Order List”. 

 

- The below message will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only. 

 

- Input the fields below as needed. 

Field Mandatory (M) 

/ Optional (O) 

Example Remarks 

Commitment Date O   

Creation Date O   

Cost Centre O DEPT1 Already filled according to 

the selection. 

WBS element O 8899001 Already filled according to 

the selection. 

Internal Order O 9800000001 Already filled according to 

the selection. 
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Outstanding PO only or All PO  M   

- Click  to execute. 

 

 

- The report is then displayed. Select List → Print or  to print the report if needed. Detailed 

steps of list printing can be found in Appendix A.8. 

- Click to exit from the report. 
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8. Fixed Asset List (Concise Version)  

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Fixed Asset List (Concise Version)”. 

 

 

- The below message will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only.  

 

 

- The fields below can be inputted as needed. 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Resp. Cost Centre O DEPT1 Already filled according to the 

selection. 

WBS Element O 8899005 Already filled according to the 

selection. 

Internal Order O 9800000001 Already filled according to the 

selection. 

Acquisition Date M 01.07.2013 to  
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Field Mandatory (M) / 

Optional (O) 

Example Remarks 

30.06.2014 

Download to PC file O Z:\file.xls  

 

- To save the result in an Excel file, input a file path in the field “Download to PC file” directly, or 

click the button .  

  

 

- If  is clicked, input a file name and then click “Choose” in the pop-up window. “Z:” drive 

is referred to the browser’s own file system. It is NOT a disk drive in the user’s local PC or a 

network drive. 
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- Click  to execute. 

 

 

- Click OK if the below Information Dialog appears. 
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- The fixed asset list is then displayed and also downloaded. 

 

 

- Select  to print the report or  to exit. The detailed steps of list printing can be found in 

Appendix A.8. 

 

 

- To save the downloaded file to a specific location in the user’s local PC, select “WebGUI file 

Browser” from the menu. 

 

 

 

Select  to exit.  
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- Select the file and then click  to export. 

 

 

- Please refer to Appendix A.7 for further details if needed.  
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9. Fixed Asset List (Detailed Version)  

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Fixed Asset List (Detailed Version)”. 

 

 

- The below message will appear if a mix of cost centres, projects (WBS) and internal order are 

selected. Click  to exit and select cost centres, projects (WBS) or internal order only. 

 

- The fields below can be inputted as needed. 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Responsible cost 

centre  

O DEPT1 Already filled according to the 

selection. 

WBS Element O 8416200 Already filled according to the 

selection. 

Internal Order O 9800000001 Already filled according to the 

selection. 

File path and name M Z:\file.xls  
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- Input a file path in the field “File path and name” directly, or click the button .   

 

- If  is clicked, input a file name and then click “Choose” in the pop-up window. “Z:” drive is 

referred to the browser’s own file system. It is NOT a disk drive in the user’s local PC or a 

network drive. 
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- Click  to execute. 

 

- Click OK if the below Information Dialog appears. 

 

 

- The fixed asset list is then downloaded.   

 

 

Select  to exit.  
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- To save the downloaded file to a specific location in the user’s local PC, select “WebGUI File 

Browser” from the menu. 

 

 

- Select the file and then click  to export. 

 

 

- Please refer to Appendix A.7 for further details if needed.  
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10. Expensed Portable Electronic Equipment Report  

- Select at least 1 cost centre, 1 project (WBS) or 1 internal order. Click the button “Reports” and 

select “Expensed Portable Electronic Equip. Rpt.”. 

 

 

- The below message will appear if a mix of cost centres, projects (WBS) and internal orders are 

selected. Click  to exit and select cost centres, projects (WBS) or internal orders only.  

 

 

- The fields below can be inputted as needed. 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Responsible Cost 

Centre 

O DEPT1 Already filled according to the 

selection. 

WBS Element O 8899005 Already filled according to the 

selection. 

Internal Order O 9800000001 Already filled according to the 

selection. 

Procurement Date M 01.07.2017 to  
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Field Mandatory (M) / 

Optional (O) 

Example Remarks 

30.06.2018 

Download to PC file O Z:\file.xls  

 

- To save the result in an Excel file, input a file path in the field “Download to PC file” directly, or 

click the button .  

   

 

- If  is clicked, input a file name and then click “Choose” in the pop-up window. “Z:” drive 

is referred to the browser’s own file system. It is NOT a disk drive in the user’s local PC or a 

network drive. 
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- Click  to execute. 

  

 

- Click OK if the below Information Dialog appears. 

 

 

- The electronic equipment list is then displayed and also downloaded. 

 

 

 

 

 

Select  to exit.  
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- Select  to print the report or  to exit. The detailed steps of list printing can be found in 

Appendix A.8. 

  

 

- To save the downloaded file to a specific location in the user’s local PC, select “WebGUI file 

Browser” from the menu. 

  

 

- Select the file and then click  to export. 

 

 

- Please refer to Appendix A.7 for further details if needed.  

 

 

 



  

CUSAP User Guide – Financial Information Enquiry 

  

 Page 65 of 119 

 

11.  List of Reports  

- Summary reports and tailor-made reports are also available for user access by clicking the tab 

“List of Reports”.  

- Summary reports contain financial information of possibly multiple projects (WBS), cost 

centres and/or internal orders while tailor-made reports are prepared manually by Finance 

Office and are uploaded to a web repository. Both kinds of reports can be retrieved directly in 

CUSAP. 

 

 

 

 

 

 

 

11.1 Filter Report List 

- To get the list of reports that are owned by the user or others, click the button “Filter” and 

select “Report owned by me” or “Report – others”, respectively. 
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11.2 Manipulating List 

- On the screen, there are buttons for sorting, filtering, downloading and etc. Please refer to 

Appendix A for the operation details.  

 

 

Button Icon Refer to Section 

Sorting  or Appendix A.1 

Filtering   Appendix A.2 

Changing column sequence by 

drag and drop 

 Appendix A.3 

Downloading list to Excel 

 

Appendix A.7 

Printing list 

 

Appendix A.8 
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11.3 Summary Report 

- To retrieve a summary report, select the checkbox in the first column and click .  

 

 

- If more than 1 row is selected, the below message will appear. Click  to exit and select 1 

row only. 
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- A popup window is shown next. Input the fields below as needed and then click  to 

continue. 

 

Field Mandatory (M) 

/ Optional (O) 

Example Remarks 

Current O Checked / Unchecked  

Calendar Year / Month O Checked / Unchecked 

If checked, year and month 

will be defaulted according to 

the latest month-end closing. 

Or you can input calendar 

year and month of or before 

today 

 

 

 

 

 

 

Save for next selection O Checked / Unchecked  

If checked, year and month 

will be saved for next use 

until your session is ended.   
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- If the inputted year and month is NOT a closed financial month, a message will appear to 

indicate that the report will be run by using the latest available closed year and month instead.  

 

 

- After execution, a financial report is shown. Click  and follow the steps as detailed in 

Appendix A.8 for list printing.  
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11.4 Tailor-made Report 

- Unlike a summary report which is run directly in CUSAP, a tailor-made report is prepared 

manually by Finance Office and uploaded to a web repository.   

- Select the checkbox in the first column and click  

  

- If more than 1 row is selected, the below message will appear. Click  to exit and select 1 

row only. 
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- A list of tailor-made reports is shown as below. Select at least 1 report and click  to 

continue with downloading the report. 

 

 

- Click “Choose” in the pop-up window. “Z:” drive refers to the browser’s own file system. It is 

NOT a disk drive in the user’s local PC or a network drive. 
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Select  if the below Information Dialog appears. 

 

 

- To save the downloaded file to a specific location in the user’s local PC, select “WebGUI File 

Browser” from the menu. 

 

 

- Select the file and then click  to export. 

 

 

- Please refer to Appendix A.7 for further details if needed. 
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11.5 Add Delegation (Summary Report / Tailor-made Report) 

- Select at least 1 report by clicking the checkbox at the beginning of the rows. Multiple reports 

can be selected at the same time if their access is to be granted to the same delegate(s). Click 

the “Delegation” button and select “Add Delegation”. 

 

 

- The below message will appear if the user is NOT authorized to proceed with the delegation. 

A delegate of the report CANNOT add delegation to another staff. Click  to exit, and 

select again authorized reports only (i.e. those with icon ).  
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- Enter the staff ID of the delegate in the textbox and click  to continue. 

  

 

- If the inputted staff ID is not correct, a message “Invalid Staff ID” will appear. Correct the 

staff ID and then click  to continue. 

  

 

- The staff name will be shown under the staff ID. Tick the small checkbox next to the caption 

“Confirm?” and then click  to continue.  
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- The below message will be shown when the delegation is added successfully. 

Click  to exit. 
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11.6 Remove Delegation (Summary Report / Tailor-made Report) 

- Select at least 1 report by clicking the checkbox at the beginning of the rows. Multiple reports 

can be selected at the same time if the same delegate is to be removed. Click the “Delegation” 

button and select “Remove Delegation”. 

 

 

- The below message will appear if the user is NOT authorized to remove the delegation. Click 

 to exit, and select again authorized reports only (i.e. those with icon ). A delegate 

cannot remove delegation.  
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10.6.1 Remove delegation from one report. 

- If only 1 report is selected for the removal of delegation, a list of existing delegate(s) will be 

shown. Select the name(s) of the delegate(s) by clicking the box  at the beginning of the 

row(s). Multiple delegate(s) can be selected at the same time. Click  to remove 

the delegation.  

  

 

- The following message will appear if the delegation of a particular user CANNOT be 

removed. Click  to exit and then select the name(s) of other delegate(s) again. 
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- Click  to confirm removing the selected delegate(s). 

 

 

- The below message will be shown when the delegation is removed successfully. 

Click  to exit.  
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10.6.2  Remove delegation from multiple reports 

- Enter the staff ID of the delegatee in the textbox and click  to continue. 

  

 

If the inputted staff ID is NOT correct, a message “Invalid Staff ID” will appear. Correct the 

staff ID and then click  to continue. 

  

 

- The staff name will be shown under the staff ID. Tick the small checkbox next to the caption 

“Confirm?” and then click  to continue.  
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- The below message will be shown when the delegation is removed successfully. Click  

to exit. 

 

 

- During the removal process, the following message will appear for each selected report that 

does NOT have the inputted staff as delegate. Click  and the removal process will 

continue to the next selected report. 
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12. Enquiry of Vendor Payment Status  

- Double-click the function "Enquiry of Vendor Payment Status” from the user menu. 

 

- The fields below can be inputted as needed. 

Field Mandatory (M) / 

Optional (O) 

Example Remarks 

Vendor Name  M e.g. *Chan 

ta* 

For wildcard search (e.g. *Chan ta*), 

at least 2 characters should be input.   

Invoice Date M  At most 12 months (e.g. 2014/01 to 

2014/12) 

Vendor Invoice 

Number 

O VR001 The vendor reference number. 

Wildcard search (e.g. *01*) is 

accepted.   

Purchase Order 

Number 

O 50000000001 Purchase order no 

DPO No. O B123456 Direct PO number 

Cost Centre O DEPT1 Cost centre code 

WBS Element O 8899005 Project (WBS) code 

Order O 9800000001 Internal order number 
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- Click  to execute. 

 

 

- The vendor invoices are shown next. Those invoices highlighted in blue color have already been 

settled while outstanding invoices are in white color.  

- Click  or  to display invoice or cheque details. 
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- Invoice detail is shown if  is clicked. 

 

- Cheque information is shown if  is clicked. 
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Appendix A - Manipulating Lists 

- On any item listing screen, there are buttons in the application toolbar for sorting, filtering, 

downloading data, etc. Some of the useful buttons will be described in the following 

sub-sections. 

 

 

A.1 Sorting 

- To select a single column for sorting, click on the column header. To select multiple columns for 

sorting, click on each of the column headers while holding down the "Ctrl" key on the 

keyboard. 
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- Select  to sort in ascending order or  to sort in descending order.  

 

 

The selected columns are sorted 

from left to right. 
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A.2 Filtering 

- Select a single or multiple columns on which the filter should be applied.  

 

- Select  to bring up the dialog box for filtering criteria. For example, the list should be 

filtered such that only the line items with posting date in June and October of 2011 and with 

amount less than $1,000 should be displayed. First of all, select  for the field “Posting 

Date”.  
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- In the “Multiple Selection” dialog box, go to the “Select Ranges” tab and input 01.06.2011 – 

30.06.2011 and 01.10.2011 – 31.10.2011. Select  when done. 

 

 

- Next, select  for the field “Val.in rep.cur.” to set up the filtering criterion for amount less 

than $1,000. 
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- Under the “Select Single Values” tab in the “Multiple Selection” dialog box, click on the button 

in front of the first row. 
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- Select  for “Less than” and then  to confirm. 

 

- Input 1,000 and then select  when done. 
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- Select  in the filtering criteria dialog box to execute the filter. 

 

- Now only items with posting date in June and October of 2011 and with amount less than 

$1,000 are displayed in the list. 
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- To remove the filter, select  again. Inside the “Define filter criteria” dialog box, highlight 

each row on the left and select  to remove it. Select  when done and the full list will be 

displayed again.  
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A.3 Changing Column Sequence by Drag and Drop  

- Select the column that should be moved by clicking the column header. If multiple columns are 

to be moved, click on each of the column headers while holding down the “Ctrl” key on the 

keyboard. 

 

- Drag and drop the column(s) to the preferred location. The column sequence will be changed 

accordingly.   
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A.4 Choosing Different Layout 

- Layouts that have been defined in the system can be selected by clicking the small button  

within  and then select “Choose Layout…”. 

  

 

- Select any available layout, and click  to continue. 

 

 

- The screen layout is changed according to the selected layout.  
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A.5 Changing Layout 

- Columns that are displayed in a list can be changed by clicking the button  or the small 

button  within  and then choose “Change Layout…”. 
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- In the "Change Layout" dialog box, the list on the left-hand side contains columns that are 

already displayed while the list on the right-hand side contains columns that can be added for 

display. To add the column “creation date” next to “posting date”, select the row below "Posting 

Date" on the left-hand side. Select "Created on" on the right-hand side and then click  to add 

the column.  

 

- To remove the column "Purchasing Document", select "Purchasing Document" on the left-hand 

side and then click  to remove the column. 

 

"Created on" 

is added. 
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- To move the column "Document Date" next to posting date, select "Document Date" on the 

left-hand side and then repeatedly click  until "Document Date" is below "Posting Date". 

 

- Document date is now put next to posting date. Besides changing the displayed columns, sorting 

sequence, filtering criteria and other display options can be changed by accessing the tab pages 

“Sort Order”, “Filter” and “Display”, respectively. Select  when finish changing the layout. 

 

 

"Purchasing Document" 

is removed. 
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- Note that the display layout is now changed, with column "Created on" added, "Purch. Doc." 

removed, and "Doc. Date" moved next to posting date.  

 

 

 

  

"Purch. Doc." is removed 
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A.6 Total and Subtotal 

- Amount columns can be summed up to create totals and/or subtotals. To create a total for a 

single or multiple columns, highlight the column(s) and then click .  

 

- The total is shown at the bottom of the selected column(s). 
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- Subtotals can be created for the columns that are totaled. To produce a subtotal by cost element, 

highlight the "Cost Elem." column and then click .  

 

 

- Note that subtotals by cost element are created for the summed columns. 

 

 

Highlight column 
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A.7 Downloading List to Excel (for IE, Chrome, Firefox, Safari) 

 

i. For Internet Explorer (IE) 

- A list can be downloaded to Excel if needed. To do so, select . 

 

 

- Select "Excel (in MHTML Format)" and then . 

 

 

- Input the file name and click . Z: drive refers to the browser’s own file system, NOT 

a disk drive in the user’s local PC or a network drive.   
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- Click “OK” if the below window is shown.  

 

 

 

 

 

 

 

- Click “OK” if the below Information Dialog appears. 

 

- Click “Yes” if the below message appears at the bottom of the browser.  

 

 

- A message is then shown at the bottom of the screen. Click “Open” to open the EXCEL file or 

“Save” to save the EXCEL file.  
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- If the option “Open” is chosen, click “Yes” if the below window is shown.  

 

 

- The Excel file will then be opened. 

 

- If the “Open/Save” dialog box does not appear automatically, select “Web GUI for Browser” from 

the menu. 
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- Select the file and click “Export”.  

 

 

 

 

 

 

 

 

 

 

- The “Save” dialog box will then appear at the bottom of the browser.  
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ii. For Chrome 

- A list can be downloaded to Excel if needed. To do so, click . 

 

 

- Select "Excel (in MHTML Format)" and then . 

 

 

- Click “Allow” if the below window is shown.  
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- Input the file name and click . Z: drive refers to the browser’s own file system, NOT 

a disk drive in the user’s local PC or a network drive. 

 

 

 

 

 

 

 

 

 

 

- Click “OK” if the below Information Dialog appears.  
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- Close the window if either one of the below appears.  

 

 

 

- Select “Web GUI for Browser” from the menu. 
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- Select the file and click “Export”.  

 

 

 

 

 

 

 

 

 

 

- Click the document name at the bottom left hand corner of the window. 

 

 

- Select “Yes” at the following prompt. 

 

 

- The Excel file will then be opened. 
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- To delete a file if needed, select it in the “WebGUI File Browser” window and click “Delete”.  

 

 

 

 

 

 

 

 

 

 

- Click  to confirm.  
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iii. For Firebox 

- A list can be downloaded to Excel if needed. To do so, click . 

 

 

- Select "Excel (in MHTML Format)" and then . 

 

 

- Input the file name and click . Z: drive refers to the browser’s own file system, NOT 

a disk drive in the user’s local PC or a network drive. 
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- Click “OK” if the below window is shown.  

 

 

 

 

 

 

 

- Click “OK” if the below Information Dialog appears. 

 

- The following dialog box will appear. Click “Open” to open the EXCEL file or “Save” to save 

the EXCEL file.  
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- If the option “Open” is chosen, click “Yes” if the below window is shown.  

 

 

- The Excel file will then be opened. 

 

- If the “Open/Save” dialog box does not appear automatically, select “Web GUI for Browser” 

from the menu. 
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- Select the file and click “Export”.  

 

 

 

 

 

 

 

 

 

 

- The “Open/Save” dialog box will then appear. 
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iv. For Safari 

- A list can be downloaded to Excel if needed. To do so, click . 

 

 

- Select "Excel (in MHTML Format)" and then . 

 

 

- Input the file name and click . Z: drive refers to the browser’s own file system, NOT a 

disk drive in the user’s local PC or a network drive. 
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- Click “OK” if the below window is shown.  

 

 

- Click “OK” if the below Information Dialog appears. 

 

 

- Close the below window if it appears. 

 

 

- Select “Web GUI for Browser” from the menu. 
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- Select the file and click “Export”.  

 

 

- The file is then downloaded. Since the file extension may not be saved probably, “Unknown” may be 

shown in the file directory. 

 

 

- Add the extension “.xls” to the file. Click “Add” at the prompt. 

 

 

- Double-click the file to open it. 
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A.8 Printing List 

- To print a list, select List → Print. To preview first before printing, select List → Print Preview 

or . 

 

 

 

- Click  to continue.   

“Print Preview” 
Button 
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- A new window will appear. Wait and do NOT close the window.   

 

- The list will be displayed in PDF format in the new window. 
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Appendix B:  Payment Method Code and Description  

 

Payment Method Description 

1 HSBC COS Grouped, to client 

2 HSBC COS Grouped, to CUHK 

3 HSBC COS Ungrouped, to client 

4 HSBC COS Ungrouped, to CUHK 

5 HSBC COS TT 

A HSB2 Bank Advice 

B BOC Draft 

C HSB2 HKD Check 

D HSB2 Draft 

E HSB2 HKD Separate Check 

G HKBUK GBP Check 

H HSB16 HKD Check 

I CTBU USD Check 

J HSB2 HKD AUTOPAY 

K HSB16 Draft 

L HSB2 HKD AUTOPAY PGS 

M BOC Mail Transfer 

N HSB2 NOTES 

P MMBU USD Check 

Q MMBU USD Separate Check 

R BOC TT 

S HSB2 Chats (HKDTT) 

T HSB2 TT 

U HSBCU USD Check 

W HSBCU USD Separate Check 

X HSB16 TT 

Y HSB HKD Student Union Check 

Z HSB1 HKD Check 
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Appendix C:  Document Type and Description  

 

Doc. Type Doc. Number 

Prefix 

Description Reversal Doc. 

Type 

Reversal Doc. 

Number Prefix 

AA 01 Asset posting A9 60 

AB 01 Accounting document A9 60 

AF 03 Depreciation postings A9 60 

DA 16 Customer document D9 61 

DG 16 Customer credit memo D9 61 

DR 18 Customer invoice D9 61 

DZ 14 Customer payment D9 61 

KG 17 Vendor credit memo K9 63 

KR 19 Vendor invoice K9 63 

KZ 15 Vendor payment K9 63 

RD 511 Logistics invoice receipt RS 651 

RE 510 Invoice receipt R9 65 

SA 01 G/L account document S9 66 

YB 30 Disbursement voucher MB 30 

YC 31 Cash receipt MC 31 

YD 32 Donation MD 32 

YG 33 Guest House MG 33 

YH 315 IRIS interface MH 315 

YI 19 INNOPAC interface MI 19 

YL 43 Postgraduate studentship payment  ML 43 

YM 335 HTMFB cafe interface MM 335 

YO 40 Payroll provision MO 40 

YP 34 Payroll MP 34 

YQ 39 Payroll journal reversal MQ 39 

YR 35 Receipt voucher MR 35 

YS 36 Student accounts MS 36 

YT 42 Time deposits MT 42 

YU 37 University Press MU 37 

YV 42 Fixed Rate CD MV 42 

YY 44 CUSIS payment MY 44 

ZP 20 Payment posting Z9 68 

  

--- THE END --- 


