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Modification History:

Date Version | Modified by Remarks
30/11/2015 1.0 ITSC Initial version for release
19/01/2016 1.1 ITSC Add details on how to display the link to “CUSAP” in MyCUHK portal.
25/04/2016 2.0 ITSC e Section II 2: add details on viewing payment information for invoice
against PO
e Appendix A.7: add details on Excel download in Chrome
13/05/2016 2.1 ITSC Change screen shot of CUSAP welcome page
18/07/2016 2.2 ITSC Update the step to execute Purchase Order List
22/09/2016 2.3 ITSC o Section II 4: Add purchase order number in Fixed Asset Actual Line item
e Appendix A.7: add details on EXCEL download in browsers
17/10/2016 2.4 ITSC e Section II 8: change details on Excel download
e Section I 9: change details on Excel download
25/10/2016 2.5 ITSC e Change screen shots on Section Il part 1,2, 3,4,5,6,7,8,9,10 & 11.
e Add screen shots on how delegation (add/remove) function works.
Section IT 1.6, 1.7, 10.5 and 10.6.
01/06/2017 2.6 ITSC e Change “Select the function...” to “Double-click the function ...” for
section 1 and 11.
01/11/2018 2.7 ITSC e Rename function “Project (WBS) and Cost Centre Enquiry” to “Financial

and Fixed Asset Information”.

e Rename button “More Functions” to “Reports”.

o Replace “Fixed Asset Acquisition Report” with “Fixed Asset List (Concise
Version)”.

o Rename “Fixed Asset Balance List” to “Fixed Asset List (Detailed
Version)”.

e Add report “Expensed Portable Electronic Equipment Report™.
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l. 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.

Il. 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”.

g MyCUHK

Y v ) o "7 7 S
[(MyPage News and Events | CUSIS and MyTeaching | Library | Webmail | Useful Links
MyCUHK Updates My Tasks [F] X service
CUSIS Maintenance Schedule No Task(s) enfries found. Ser
\ CUSIS General Maintenance Schedule
MyCUHK FAQ
Y MyCUHK EA AddaTask | show All/Enhanced... OnePas:
‘ MyCUHK Frequently Asked Questions —
-E__

% Strateqic Planning 2016-2020
% Strategic Planning 2016-2020

View All Articles and Sections

Today

No. of Unread Email(s) O X Sports F
S S

My Links O X :EU &

If the link to CUSAP in not found, select the "Personalize" button on the tab "My Page".

¥ MyCUHK

e e s s B i

Persomhze

: ] |
MyPage )News and Events | CUSIS and MyTeaching | Library | Webmail | Useful Links

MyCUHK Updates My Tasks [ [2 7] ® Service Desk
CUSIS Maintenance Schedule No Task(s) entries found. 9 Service Desk

\ CUSIS General Maintenance Schedule

MyCUHK FA Add a Task

1 Show All/Enhanced... OnePass (CWEM) Password = X
"1‘ MyCUHK Frequently Asked Questions

,E,—:j Change OnePass (CWEM) Password
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Select the checkbox beside "CU SAP Financial System (CUSAP)" and then click the "Save"
button.

il P
[ MyPage | News and Events | CUSIS and MyTeaching | Library | Webmail | Useful Links

Personalize Content: MyPage

Tab Name: [yPage

Simply check the items that you want to appear on your homepage.
Remember to click "Save” when done.

Choose Pagelets:

Arrange Pagelets: Goto Personalize Layout

CUSIS Services Other CUHK Services MyCUHK Functions

|# CUSIS Administrative Services |# Student Development Portfolio ) Library New Additid

|# Grade Distribution Guidelines [# Walk For Green [ Dictionary and The
|#| OnePass (CWEM) Password <  MyCUHK Updates
|# Find a Staff or Department [ My Links
|# CUHK e-Ticketing Service 1 |#/ My RSS Feads

| S !
CU SAP Financial System (CUSAP

@ My Tasks
[« Mo. of Unread Ema

# Today

[J Maintain Coentact Directory

[ My Library Record
[ Online Publication Input

|_| Independent Learning Centre

] Library Room Booking
[+ Sports Facilities Booking

|# Staff Self-Service Enguiry
|# University Health Service

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

(MyPageY News and Events | CUSIS and MyTeaching Y LibraryWebmail Useful Links

MyCUHK Updates 4 My Tasks 7] ® service

CUSIS Maintenance Schedule No Task(s) enfries found.
\ CUSIS General Maintenance Schedule

MyCUHK FAQ
- MyCUHKEA AddaTask | show All/Enhanced...
‘ MyCUHK Frequently Asked Questions

Ser

OnePas:

Strateqgic Planning 2016-2020
%- CU SAP Financial System (CUSAP)
4 Strategic Planning 2016-2020
':;’3 CUSAP

View All Articles and Sections

= X Set

* This application is accessible only within the campus CUHK e
network. If you want to browse off-campus via your E-T
-, ¥ :

Today (s] ISP, please make a VPN connection first. E

No. of Unread Email(s) o Sports f
s

= Hr pc

My Links O X .

3 A welcome page is then displayed in a web browser. Click the “CUSAP” button.

CU Financial Systems  Financial St P D Supplier Directory

CU Financial Systems

CU Financial Systems

Ly CUSAP

Financial System

EL
—
T S— I

| Historyy, B

Welcome To CU Financial Systems

The CU Financial Systems mclude:

1. CU SAP Financial System (CUSAP)

payment status, purchase order information, fixed asset information, and financial statements.
2. Funding Model System (FMS)

control for one-line budget and self-financed programmes.

CUSAP provides real-time financial mforma‘ri[:g and functionalities to end-users in handling their day-to-day work in
the area of financial operation, e.g. real-time fund balances, transactions details including commitments, vendor

FMS provides functions to facilitate fund allocation, and budget preparation, revision, approval, monitoring and
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4 A web browser is launched showing the initial screen of CUSAP.

SAP Easy Access - User Menu For Mr. Chan Screen title
[Menu | &) ] T e ) ) 0 ) O [ B el B 7 [+ (o] —n Toolb
- oolbar
[ Favorites
~ =y User Menu For Mr. Chan \ Command ﬁeld
@ Project{WES) and Cost Centre Enquir)l;
@ Enquiry of Vendor Payment Status
15 Output Controller |
Favorites folder |
User menu
Status/message bar
_ - i |
U E: P » | TsT(030) PE|L | SAPTST
SAP Easy Access - User Menu For Mr. Chan
MenustH— |« (20 e ] 5 T B (o e s [ B el ] 7] [
| Menu I -
Edit »
Favorites 3
Extras } 3t Centre Enquiry
System P Create Sessio
Help [} }| End Session i
User Profile »
Print Window Content Services »
——
Utiitios . Standard menu
About SAP GUI for HTML List 3
Services for Object .
My Obiects » Menu items
_ — |
E! 7 » | TST(@30) [*E], | SAPTST
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5 The user menu will be displayed on the left-hand side.

SAP Easy Access - User Menu for Mr. Chan

=) [ EC SO | EEEE
) imancial and Fixed Seget Information

@ Enguiry of Vendor PaymemJ4qius
) Output Controller

User Menu

The available user functions are listed under the user menu.

SAP Easy Access - User Menu for Mr. Chan

[ena ] | | |« EOEEEOND | BEEE
(] Favorites

* ] User Menu for Mr. Chan
Gﬁ Fimancial and Fixed Asset Information
@ Enguiry of Vendor Payment Status
) Output Controller
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6 In the standard toolbar that appears on every CUSAP screen, the 3 buttons Caa , when

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

l Display Actual Cost Line lrems 'for' Cost Centers : Initial Screen

Tens] 4] || T (1 ) = ) B <
I

Zost Center
ar

Cost Center Group | |

Cost Elernent [ o [ ]

ar

Cost Element Group | |

Posting Data

Fosting Date 01 .04 2013 to 30. 04 2013
Settings
Layout JZKAA CUHk-cost center actual line iterms-std

More Settings |

7 To log out, select Menu — System — Log off.

| @ SAP GUIfor HTML - [ ]
Display Actual Cost Line ltems for Cost Centers : Initial Screen
] || [ save as variant.. B A [
Program ]
Edit .| [ to || El
Goto r
Exiras k
Create Session
Help v | End Session
T Lser Profile r El
) Senices b
SAP GUI for HTML Options » Utilities ,
List ¥
Posting Data Semvices for Object
Fosting Date My Objects +
Own Spool Requests
3 s Own Jobs
Short Message
Layout State st center actual line iterms-std
Moro Seings leger
[
\ /
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Select "Yes" to confirm.
@ SAP GUI for HTML - .
Display Actual Cost Line ftems for Cost Centers : Initial Screen

[wenu] 4| | |/ [save as variant.. | @][G][@] (][ /[ ] ][]
Cost Center |:| to |:| @

or

Cost Center Group | |

CostElement I:I to I:I
ar

0051E|errll:'7'-°g off

nsaved data will he lost.
Posting [ @ Do you want to log off?

Fasting /\ :I

([ Yes ||) Mo

Settings

Layout nter actual line iterms-std

[

8 To return to the user menu, select .

| SAP Easy Access

] 41 IEEEE RN 6 S E R
= £ Favorites
User Maintenance
International -= Asset Portfolio (Current Book Values)
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[1l. User Functions

1. Financial and Fixed Asset Information

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

SAP Easy Access - User Menu for Mr. Chan
[Menu] | | |« QB IFEIEERTAORY | HEE

[0 Favorites

w 5]  User Menu for Mr. Chan

5=

Financial and Fixed Asset Information

2
i

Engquiry of Vendor Payment Status

Cutput Controller

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

Project (WBS) and Cost Centre Enquiry

[Menu 4] | []

Project (WBS) and Cost Centre Enquiry 1

| 4 RHGRR (system 4] |

List of Reports.

G| S | EIFIE L | (&4 | D s 4]

|\ (&) Current Fund Balance | B_Filter 4 |[:% More Functions | | (3 D ion 4 |

| R. Dept CostCir Project{WBS) PJ Resp CC | Description Budget Holder
@1} DEPT1 DEPT1 Department 1 LEUNG
[¥. @1} DEPT1 2899001 IT Project - 899001 LEUNG
[v]. @@ DEPT1 BB93008 Research Project - 8595008 NG
. @1} DEPT2 DEPT2 Department 2 NG
[« m DEPT2 8899003 Donation Project - 8395003 L
8 DEPT2 8399006 Capital Project - 3899006 Mr. Chan
[¥. @1} DEPT2 8899007 IT Project - 8299007 NG
@ﬂa DEPT3 DEPT3 Department 3 Mr. Cheung
. @1} DEPT3 8399004 Denation Project - 8899004 u
[« @1} DEPT3 8899002 PROG4 IT Project under testing purpose - 3839002 with long d Mr. Cheung
[¥]. 8 DEPT3 8399005 PROG4 Research Project - 8399005 Mr. Chan

- Scroll to the right to see more columns.

Cur. Fund Balance | Remarks
Current fund balance is zero.
226,418.00
Current fund balance is zero.
Current fund balance is zero.
206,530.00
Current fund balance is zero.
Current fund balance is zero.
Cumrent fund balance is zero.
5,810.00-
15 360.00-
$54,923.00

Project (WBS) and Cost Centre Enquiry

[Manu‘]||

Project (WBS) and Cost Centre Enquiry ]

| 4 B (system o] |

List of Reporis

=2 8 ERECEEL | B | BEJE
o

4 | | [ &) Current Fund Balance | | [SE Filher4]| [JFe_More Functions 4 | | [ @b Delegation . |

R.Dept |CostCtr | Project{WBS5) SY¥S PdJ Start Date P.J End Date Blocked Date
@ DEPT1  DEPTH SAP
{ip DEPTI 8899001 SAP  01.01.2014 31.05.2018
@ DEPTH 8399008 SAP
% |DEPT2 | DEPTZ SAP
@0 DEPTZ 8399003 SAP  01.03.2011 31.07.2015
& oDEPT2 8399006 SAP 01032011 31122015
@ DEPT2 8899007 SAP  01.03.2011 31.07.2016
@ DEPT3  DEPT3 SAP
@) DEPT3 8309004 SAP
@) DEPT3 8399002 SAP 01.03.2014 31072017
S ©DEPT3 8899005 SAP  01.03.2011 31.07.2016

Income/OLB Allocation Transfer/Funding Allocation

0.00 0.00
1,000,000.00 0.00
0.00 0.00

0.00 0.00
250,250.00 0.00
0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00
1,001,000.00 0.00
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- Scroll further to the right to see all the remaining columns.
Project (WBS) and Cost Centre Enquiry

[Menu ]| | | 4 I system 4] |
List of Reports |
&5 | SFECEL | EJ5 | B 4EE) | GE | (©_curentFund Balance | | [SE_Fiter 4 | [z More Functions 4] | @ Delegation |

ll—_D‘ \ \R. Dept |CostCtr ijject(WBS) ion|  Transfer/Funding i j | Commi | TransfefOutJ Endowed Capital Invt. In Payout | Int. Order

[vl. @@ DEPT1  DEPT1 00 0.00 0.00 0.00 0.00 0.00 0.00

v @9 DEPT1 8899001 00 0.00 21,582.00 2,000.00 0.00 750,000.00- 0.00

" | @ DePTi 8399008 00 0.00 0.00 0.00 0.00 0.00 0.00

@é® DEPT2  DEPT2 00 0.00 0.00 0.00 0.00 0.00 0.00

@9 DEPT2 8399003 00 0.00 42,750.00 970.00 0.00 0.00 0.00

& DeEPT2 8399006 00 0.00 0.00 0.00 0.00 0.00 0.00

. @@ DEPT2 8399007 00 0.00 0.00 0.00 0.00 0.00 0.00

@® DEPT3  DEPT3 00 0.00 0.00 0.00 0.00 0.00 0.00

. @0 DEPT3 8399004 00 0.00 5,390.00 42000 0.00 360,360.00 0.00

. @@ DEPT3 8399002 00 0.00 0.00 15,360.00 0.00 0.00 0.00

. 8 DEPT3 8899005 00 0.00 29,082.00 16,990.00 0.00 0.00 0.00
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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.

0

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 L&) _Current Fund Balance to get the current fund balances.

(Menu 4 | | ‘M|

[ List of Reports l

4

)| & .C;l B0 | BIE L)L) (B

rr—,:,; y R.Dept  PJRespCC \Descnphon =
[]. @& DEPT1 Department 1 LEUNG
| @ DePT1 IT Project - 8399001 LEUNG*
|, @@ DEPTY Research Project - 3899008 NG
|0 @ DePT2 Department 2 NG
| . @9 DEPT2 Donation Project - 8899003 LI
0 8 Select specific cost S Ohen
. 48 ) NG
EE centre / project (WBS) g
O DEPT3 / internal order u
7 [al DEPT3  PROGA4 Mr. Cheung
[0/ 8 DEPT3 PROG4  Research Project- 8399005 Mr. Chan

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

“No” to cancel the action.

Click Yes to continue

You have selected more than 10 projects or cost

0 centres or internal orders. Fund balance
calculation may take a long time. Are you sure
to proceed?

o Yes No
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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.

DEPT1
DEPT1
DEPT1
DEPT2
DEPT2
DEPT2
DEPT2
DEPT3
DEPT3
DEPT3
DEPT3

R. Dept

DEPT2

DEPT3

|Project(wBs)

8899001
8899008

8899003
8899006
8899007

8899004
8899002
8899005

1" Listof Reports |

| . | [@ Current Fund Balance | | m Filter ‘j | @ More Functions ‘j |

PJResp CC | Description

PROG4
PROG4

Department 1

IT Project - 8399001
Research Project - 8899008
Department 2

Donation Project - 8899003
Capital Project - 8399006
IT Project - 8899007
Department 3

Donation Project - 8899004

|Budget Holder
LEUNG
LEUNG

NG

NG

u

Mr. Chan
NG

Mr. Cheung

u

IT Project under testing purpose - 5899002 with long d Mr. Cheung

Research Project - 8899005

[v]. @@ DEPT1
| | @@ DEPT1
. |¥. @p DEPTI
|V @9 DePm2
. | @ DEPT2
. |¥. 8 Dpepm2
. |V @9 DePT2
. |v. ¢ DEPT3
. |¥. @ DerT3
. @9 DEPT3
. | 8 DepT3

DEPT2

DEPT3

Mr. Chan

m Dﬂaﬁoﬂ 4 ]
| Cur. Fund Baiame;Remarks
Current fund balance is zero.

226,418.00

Current fund balance is zero.
Current fund balance is zero.

206,530.00

Current fund balance is zero.
Current fund balance is zero.

Current fund balance is zero.

5,810.00-
15,360.00-
954,928.00

List of Reports |
5 _Current Fund Bal:@gﬁ [? Filter ‘]'| L% More Functions 4 | [7 @ Delegation i
T unding ion | ‘ Commil : Transfer Out;T Endowed Capna|§ Invt]

0.00 0.00 0.00 0.00 0.00 0.00
8899001 1,000,000.00 0.00 21,582.00 2,000.00 0.00 750,000.00-
8393008 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00
8899003 250,250.00 0.00 42,750.00 970.00 0.00 0.00
8399006 0.00 0.00 0.00 0.00 0.00 0.00
8399007 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00
8393004 0.00 0.00 5,390.00 420.00 0.00 360,360.00
8899002 0.00 0.00 0.00 15,360.00 0.00 0.00
8399005 1,001,000.00 0.00 29,082.00 16,990.00 0.00 0.00
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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.

PI'O]eCt (WBS) and Cost Centre Enquiry
(Menu] | | | 4 AR system 4] |

] List of Reports |

|CostCtr }Project(WBS) PJResp CC |Description

m|-||@w

Proj WBS/CC/IO - others

vhere-Eunctio s;r | @ Delegation 4

Cur. Fund Balance i Remar

8399006 Capital Project - 8399006 7 Currer
8399005 PROG4  Research Project - 8399005 Mr. Chan 954,928.00
Project (WBS) and Cost Centre Enquiry
[Menu 4] | | |4.-|
y | ListofReports |
G | |-.Lm1|m|-|.-][@ Current Fund Balance | | [_? F“HA]' [JFe MoreF 4] | [§% Delegation 4|
T | |R.Dept [CostCtr |Project(WBS)  PJRespCC | Description | Cur. Fund Balance Re

Pro; WBS/CC/O - others

: [ DEPT1 DEPT1 Department 1 N Ct
O DEPT1 8899001 IT Project - 8899001 LEUNG™ 226,418.00
r O DEPT1 8899008 Research Project - 8899008 NG Ct
] O DEPT2 DEPT2 Department 2 NG Ct
il O DEPT2 8899003 Donation Project - 8899003 L 206,530.00
| O DEPT2 8898007 IT Project - 8899007 NG Ct
O DEPT3  DEPT3 Department 3 Mr. Cheung c
™ . DEPT3 83899004 Donation Project - 3899004 i} 5,810.00-
| 1.\ 48§ DEPT3 8899002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-
= . \@ ITSC 2612016 RBG - IT-IS - Academic Staff Review Workflow System LEUNG 187,000.00
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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.

Project (WBS) and Cost Centre Enquiry
[(Menu 4] | | | 4 QIR system 4| |

~ Project (WBS) and Cost Centre Enm List of Reports

= | 5 SRS | BLE: | [BE ) | [©)_Current Fund Balance | | [ SE_Filter « | | [gEz_More Functions 4| | [

U + R. Dep! j C Description Budget Holder

| |t @@ DEPT1  DEPT1 Department 1 LEUNG

—ml @ip DEPTI 8399001 IT Project - 8339001 LEUNG

| |0 @@ oepT1 8899008 Research Project - 3399008 NG

| I[]. @@ DEPT2 DEPT2 Department 2 NG

‘;?DA % DEPT2 8899003 Donation Project - 8899003 LI

‘ | @@ DepT2 3399007 IT Project - 8393007 NG

‘: . @) DEPT3 DEPT3 Department 3 Mr. Cheung

‘7”‘[], &% DEPT3 8399004 Donation Project - 8899004 LI

[ i . % DEPT3 8899002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung
Button Icon Refer to Section
Sorting E or Appendix A.1
Filtering Bl 4 Appendix A.2
Changing column sequence by Appendix A.3
drag and drop
Choosing different layout B4 Appendix A .4
Changing layout Eﬂ Appendix A.5
Total and subtotal and [Bgls Appendix A.6
Downloading list to Excel E Appendix A.7

a
Spreadsheet
Local File
or | HTMLdownioad

Printing list ’E 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”.

Financial and Fixed Asset Information
[Menu ] || | 4 A system 4 |

cial and Fixed Asset Info List of Reports |

|

|8 | &L | &4

4] | BUE | (@ _Current Fund Balance | | [YB_Fitter 4| | [Gfz_Reporis 4
|R.Dept | CostCtr  ProjecWBS) PJResp CC Description Budget Actual CostLine item alance R
| | 2 c: |
" |0 @@ DEPT1  DEPTY Department 1 JERN Commiment Lins fiom, c
1= : Fixed Asset Actual Cost Line Item
N u! @a DEPT1 8399001 IT Project - 8899001 LEUNE rived Asset Commitment Line Hem $18.00
[]. @9 DEPT1 8399008 Research Project - 8399008 NG  Financial Statement C
—D % DEPT2 DEPT2 Department 2 NG : Purchase Order List C
" |0, ¢p Depm2 8899003 Donation Project - 8389003 u Giked AssetEist (Concise.Version) 530.00
] — - Fixed Asset List (Detailed Version) >
[]. & DEPT2 8399006 Capital Project - 8399006 Mr Che gyoenced Portable El ic Equip. Rpt. C
[]. @9 DEPT2 8899007 IT Project - 8899007 NG Permission List c
' |[J]. @ DEPT3 DEPT3 Department 3 Mr. Cheung C
. |0. ép DEPT3 8399004 Donation Project - 8899004 ] 5,810.00-
| |O. é® DEPT3 8399002 PROG4 IT Project under testing purpose - 8399002 with long d Mr. Cheung 15,360.00-
. |v. & DEPT3 8399005 PROG4 Research Project - 8399005 Mr. Chan 954,928.00

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

Authorized User List

MName

Mr. Cheung
Mr. Wong
Mr. Chan

&

[l [»]

(K]
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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.

Financial and Fixed Asset Information

Menu 4] | [ | 4 @]@] System 4 |
Financial and Fixed Asset Information | List of Reports

@ 8 EFEE B D@L | B | ([© Curenrudssns) | (¥ rier)

U} R.Dept CosiCir |Project{WBS) PJRespCC Description
| |[). é@ DEPTT  DEPT1 Department 1
] % DEPT1 8899001 IT Project - 8899001
O Q} DEPT1 8899008 Research Project - 8399008
). @ DEPT2 DEPT2 Department 2
C Q{) DEPT2 8899003 Donation Project - 8899003
O 8 DEPT2 8899006 Capital Project - 8899006
O @9 DEPT2 8899007 IT Project - 8399007
. @9 DEPT3 DEPT3 Department 3
D [m] Q{} DEPT3 8899004 Donation Project - 8899004
i O Q{) DEPT3 8899002 PROG4 IT Project under testing purpose - 8899002 with long d
[ V] 8 DEPT3 8899005 PROG4 Research Project - 8899005

| [3Ez_Reports 4]

Buddet Actual Cost Line Item gance R
Leule C.ommnmem Line Item ) | c
Fixed Asset Actual Cost Line item |

LEUNG  rived Asset Commitment Line ltem #8.00
NG Financial Statement C
NG Purchase Order List C
u Fixed Asset List (Concise Version) sho.00
Fixed Asset List (Detailed Version)
Mr Ghe . : C
Expensed Portable Electronic Equip. Rpt. |
NG Permission List C
Mr. €heung C
Ll 9,510.00-
Mr. Cheung 15,360.00-
Mr. Chan 954,928.00

Functions ‘ Refer to Section

Actual Cost Line Item Section 1.2
Commitment Line Item Section I1.3
Fixed Asset Actual Cost Line Item Section 11.4

Fixed Asset Commitment Line Item

Section I1.5

Financial Statement

Section I1.6

Purchase Order List

Section 11.7

Fixed Asset List (Concise Version)

Section 11.8

Fixed Asset List (Detailed Version)

Section 11.9

Expensed Portable Electronic Equipment
Report

Section I1.10
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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”.

Project (WBS) and Cost Centre Enquiry

[MenUA]H

y Project (WBS) and Cost Centre Enquiry |

| 4 System 4| |

List of Repom

T

| o ooooonce ol

|R. Dept
DEPT1
DEPT1
DEPT1
DEPT2
DEPT2
DEPT2
DEPT2
DEPT3
DEPT3
DEPT3
DEPT3
ITSC

grgzgaregesee

CostCtr
DEPT1

DEPT2

DEPT3

Project{WBS)

8899001
8899008

8899003
8899006
8899007

8899004
8899002
8899005
2612016

{4 | | [ &) Current Fund Balance ]' [NF_Fitter 4| | [E More Functions 4 f| Lmielgg’aﬁon‘liv

PJ Resp CC |Description

PROG4
PROG4

Department 1

IT Project - 8899001
Research Project - 8899008
Department 2

Donation Project - 8899003
Capital Project - 8899006
IT Project - 8899007
Department 3

Donation Project - 8899004

Budget Holder Add Delegation Re
| ]

LEUNG |
LEUNG

NG

NG

L

Mr. Chan

NG

Mr. Cheung

L

IT Project under testing purpose - 8899002 with long d Mr. Cheung

Research Project - 8899005
Testing Project - 2612016

Mr. Chan
L

- 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

IE to exit, and select again authorized cost centres, projects (WBS) or internal orders only.

o You are not the owner of 2612016 .
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- Enter the staff ID of the delegate in the textbox and click Iz, to continue.

8899338|

@3

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

staff ID and then click Iz, to continue.

Add Delegation X

8899881
nvalid Staff ID

Staff ID:

(W

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

“Confirm?” and then click Iz, to continue.

Add Delegation

Staff ID: BEI5BE
Mr. Chan
Confirm?
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- The below message will be shown when the delegation is added successfully.

Click Iz, to exit.

o Delegation added to selected projects, cost
centres or intemal orders.
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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”.

Project (WBS) and Cost Centre Enquiry

[Menu 4] | |

y Wms,mcmcm;ﬁmpy l

| 4 System 4 | |

List of Reports.

| | MC:,W | r’:_\ | g@@] | | &) Current Fund Balancej| [SE_Fitter 4] | @ More ions 4| | [% Delegation 4 |

| [RDept
|0 16s DEPT1
|=.|és oepPT1
- |<.|és oeemi
" |¥.|6ég oerr2
" |0 |ée oerr2
- |0.18 oepm2

|0.|és oepr2
|0 |ga oeet3
|0 |és oerT3

.| 6% DEPT3
" |0 l8 oeems
- | lés Tsc

CostCtr
DEPT1

DEPT2

DEPT3

|Project(wBs)

8899001
8399008

8899003
8899006
8899007

8899004
8899002
8899005
2612016

PJ Resp CC | Description Budget Holder R
Department 1 LEUNG vRemove pelggalion 1
IT Project - 8399001 LEUNG
Research Project - 8399008 NG
Department 2 NG
Donation Project - 8899003 Ll
Capital Project - 8899006 Mr. Chan
IT Project - 8899007 NG
Department 3 Mr. Cheung
Donation Project - 8899004 L
PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung
PROG4 Research Project - 8899005 Mr. Chan
Testing Project - 2612016 L

- 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 IE to exit, and select

again authorized cost centres, projects (WBS) or internal orders only.

o You are not the owner of 2612016 .

(KY
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1.7.1 Remove delegation from one cost centre, one project (WBS) or one internal order
- Ifonly 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 D at the beginning of the row(s). Multiple delegates

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

Remove Delegation

5 Name
\El
< Mr. Chan ﬂ
CHANG /1
~— i
= -
£l 1 [
Ti] Remove

- 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 IZI to exit, and select the name(s)

of other delegate(s) again.

o CHANG iz the owner of 2612002 .

.Y
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Click ’ e ] to confirm removing the selected delegate(s).

Click Yes to confirm.

6 Are you sure to proceed?

P

( e |) 3 No |

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

Click Iz, to exist.

0 Delegation has been removed from selected project
sucecessfully.
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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 Iz, to continue.

Remove Delegation

=

Staff ID:

v

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

staff ID and then click Iz, to continue.

8899881
valid Staff ID

Staff ID:

“—

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

“Confirm?” and then click Iz, to continue.

Remove Delegation

Staff ID: 885588
Mr. Chan
Confirm?
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- The below message will be shown when the delegation is removed successfully. Click Iz,

to exit.

e Delegation removed from selected projects, cost

centres or intemnal orders.

~——

- 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.

Information

o Delegation remowval skipped for cost centre ABE .
The staff _ . ._ . is NOT its delegate.

(=
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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”.
Project (WBS) and Cost Centre Enquiry

[Menu 4] | | | 4 AR [System 4] |
_ Project (WBS) and wiry | List of Reports
|8 | EFECEL | BLJE | D44 | | [&_Current Fund Batance | | (B _Fiter 4] | | FoaRanas | (@3 Delegation 4

U= R.Dept |CosiCtr |ProjectWBS) PJRespCC Description |Budg und Balance Remarks

| |o|ée oerr1  oermt Department 1 LEUNG il Asmm;'::'ﬂ i Current fund balance is zero.
.} éa DEPT1 8399001 IT Project - 8399001 LEUNG Fixed Asset Commitment Line ftem | 226,418.00

& .} 4@ DEePT1 8899008 Research Project - 8899008 NG 1 Financial Statement Current fund balance is zero.

|| e oeer2  oerm2 Department 2 NG :;:d"a:sgf::;;i:;on - Current fund balance is zero.

| |@|G oerr2 8399003 Donation Project - 8393003 B owromencme 206,530.00
¥.| 8 DEPT2 N 8399006 Capital Project - 899006 Me.Ch{ permission List Current fund balance is zero.
= ﬂ) DEPT2 8899007 IT Project - 8899007 NG Current fund balance is zero.

|1 ¢s oerTa  DePT3 Department 3 Mr. Cheung Current fund balance is zero.
.| é@ DerPT3 8399004 Donation Project - 8399004 u 5,810.00-

" || ga oerT3 8399002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-

| 1=] 8 oeem3 8899005 PROG4 Research Project - 8899005 Mr. Chan 954,928.00

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

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

o Please select cost centres or project codes 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 Iz, to continue.

Posting Date

Posting Date

Account Code(Cost Element)

Account Group(Cost Element Group)

01.11.201s5 | 1o
—

30.11. 2015

| | [=]

()]
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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.

Display Actual Cost Line Items for Projects
=] |4 12 2 € 3 0 [ Do st Reco (3] 6 ) )
Layout /zIa1 CUHK-WBS actual line items-standard
Object WBS 8899001... IT Project - 8899001...
Cost Element 471001 To 590187 D-HR Charities/Fnd...
Posting Date 01.07.2011 To 30.11.2015
Object “ ICost... |PostingD... © RefDocNo “ ... = Val.in rep.cur. Value TranCurr TCurr  Purch.Doc. Name Document Header Text
30.09.2015 1901570930 KR 20,000.00 20,000.00 HKD ‘Conference material Invoice for demo. -
8899003 . 209,600.00-
8399004 471021 30062015 100501667  SA 360.00- 360.00- HKD Donati Donation income for demo
30.09.2015 100501663  SA 360,000.00- 360,000.00- HKD Donati SCI‘OHbaI‘ Donation income for demo
555004 30062015 5110359030 RD 700.00 700.00HKD 5000077693
17.09.2015 5110359031 RD 70.00 70.00 HKD 5000077694
590059 30.06.2015 1901570929 KR 2,000.00 2,000.00 HKD Repair and maintenance
30.09.2015 1901570930 KR 2,000.00 2,000.00 HKD Repair and maintenance Invoice for demo.
8399004 . 355,590.00-
8899005 471001 30.06.2015 100501667  SA 1,000.00- 1,000.00- HKD Donation income: Donation income for dem)
30092015 100501663  SA 1,000,000.00- 1,000,000.00- HKD Donation income Donation income for dem)
557001 30.06.2015 1901570932 KR 10,000.00 10,000.00 HKD Equipmennt repar Invoice for dema
30.09.2015 1901570931 KR 10,000.00 10,000.00 HKD Inspection, repair and maint. fee Invoice for dema
558001 30.062015 5110359030 RD 320.00 32000HKD 5000077693
500023 30.09.2015 1901570934 KR 4,667.11 4,567.11 HKD Exhibition fee
590024 1901570936 KR 101.00 101.00 HKD Student activities
590058 1901570935 KR 3389 33.89 HKD Promotional activity
500087 17.00.2015 5110350031 RD 100.00 100.00 HKD 5000077694 Car rental ~
4 »

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

wenu, 40 || ][] | [& Document | Master Recora |[[Z|[ | E

Layout sEIAL CUHE-WES actual line items—standard

Object FRJ P14 College

Cozt Element 471001 To 650072 D-HK Charities<Fnd...

Posting Date 01.04.2011 To a0 04 2013

Document Type
“Object “Cnst “F‘oating D . [*RefDocMao | 4/ =Walin rep.cur Walue TranCurr rTCurr |F'urch Doc. |[Name
241 483092 31.05.2011 100374983 SA 0.01- 0.01-HKD THis |5 Description
01.06.2011 100378031 |SA 552 5.52 HKD THis 15 DEscriptior

841 = 5.51
241 520332 30.03.2012 1901222351 KR 75,000.00 75,000.00 HKD I

520333 23.05.2011 5110214570
529002 30.06.2012 100404808 SA

93,458 96 18,458.96 HKD 5300007897
75,000.00- '5,000.00- HKD This is Description(

529007 30.06.2011 100378494 SA 581.32-HKD This s Descriptior|

539002 31.052012 184 AF 944 09 HKD This is Descriptionl
30062012 211 AF 024.00 HKD Thi=is Descriptior]
31.07.2012 |26 AF 774.00 HKD This is Destriptior
31.08.2012 |54 AF 74.00 Thisis Descriptiorl
30.09.2012 81 AF 75.00 THIS 15 Description]
31.10.2012 108 AF T74.00
30112012 135 AF 74.00 Double-click a line item
31122012 165 AF 74.00 .
31.012013 |193 AF 74.00 to dlSplay the document
28.02.2013 221 AF 75.00 -
31032013 |249 AF 74.00 774.00 HKD ThisTs Destription

600040 01.05.2011 100374760 |SA 58.96- 458 96- HKD This Is Descriptior
01.03.2012 |100396402 |SA 00.00- 75,000.00- HKD This Is Descriptior
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- The document is then displayed with document header and line items shown.

Display Document: Overview

Frens] 4 | I D EEEEEE]E S T

Cocument Number [1981287367 Campany Code coet Fiscal Year 2012
Cocument Date 31.12.2011 Posting Date 31.01.2012| Period l?_| Document header
Reference SP-£232300071112 |Cmss CC no. | |

Currency HKD Te O

= ﬁ‘lﬂﬂl[‘.ﬁl'ﬁ'@hlﬁ|a|5=ié'|||ala§m|Elliﬁlal RG]

I |PK BusA |CostDlr |WEISeIem. |Drder lﬁccount |Descr|pt|0r1 |ﬂ\m0umin | ﬁmount|Curr. |Tex1 _
131 9881 SN Document line items PP ThisTsDe
240 0001 OC 590053 Petrol . 7.95 HKD |-Thizi=Di
340 (0001 |ITSC 590053 Petrol _ 54370 543 70 HKD  Thisis Ot

- If the document is a cross-company document, all line items can be displayed by
double-clicking the cross-company document number.
Display Document: Overview

[Menu ] 4 | IR e[l [EIEE A

[%& Display Currency |

Document Number 19@6994 Company Code CE30 Fiscal Year j Get all line items by
Document Date 14.02.2813 Paosting Date
. double-clicking the

Reference rrwzmaezua |Cross CCno. ( 11981316333C0811
Currency CrOSS-COInpany
|2 ) | O ﬂﬂl?liﬂ -5 EHE |||@E|E|=ﬁiliﬂll document number. i
“Itm PK [BusA |CostCir  WBS elem. prder |¢'-\cwunt escription |Am0unl LC |An10L

140 |6301 CA11188 590085 |Teach &Research Mils 60.00 | 60.00 HKD STP«NDARD

2 |50 202502 |Due tff CUHK 60.00-| 60.00-|HKD

Display Transaction: Overview

(Menu] 4| | |12 [y ] €] | [ [Ea [ A0 20 =] [H][&& Display Cumrency |[& Accompanying Do
Cross-CC no. 19@1316333[399113 Type ’ﬁ‘\fendor invoice
Posting Date 61.63.2813
Co... }C:r:'mpan\.r Name | Exch.rate |Translatn D... burr. | Total|
CO0D1 |Chinese University of HK 01.03.2013 HKD | 60.00
C630 Board of Trustees UC 01.03.2013 HKD | 60.00

S K22 ] B

“Itm PK |BusA |CostCir |WBS elem. IOrder |Account [Description | Amount LC [Amount [Curr. ] [Text |
131 9294 TECH 60.00-| 60.00- HKD All document 1lne
40 8301 CA11188 590085 Teach &Research NMils 60.00 | €0.00 HKD items
2 |50 202502 |Due tff CUHK 60.00-| 60.00-HKD
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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.

Display Document: Overview

Menu] {||

Invoice Date (for vendor invoice only)

Invoice Number (for vendor invoice only)

T T T TR [=S Display Currency

Cocument Number [1981287367 Commpany Code coet Fiscal Year 2012

Document Date osting Date 31.01.2012 ] Period l?_| Document header
Reference ISP-C232380071112 | Cross-CC no. | |

Currency HKD O

B EEEEEIEE ERIEER R ER IR

I |PK BusA |CostDlr |WEISeIem. |Drder lﬁccount |Descripti0r1 |ﬂ\m0umin | ﬁmount|Curr. |Tex1
131 9881 |SIN Document line items [/ KD THIs TS Dt
240 0001 OC 590053 |Petrol : 795 HKD | Thizi= o
340 0007 (ITSC 590053 Petrol 543.70 54370 HKD |[Thizis Dk

- 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.

Display Invoice Document 5110359031 2016

[Menu | 4 |_| [ Snow PO structure{{ Follow-On Documents ... [)
= Ll o
R —
Transaction Invoice - 5110359031 | 2016
 Basicdata| | Payment Details Tax Contacts Note Vendor 0000001324
Computer Company for DEMC
Invoice date 07.10.2015 Reference & e C[
(Shanghai)
Posting Date 17.09.2015
Rm 33 East Tower
Amount 5,790.00 HKD 0 ate 1a
INTL COMM CENTRE 122 TI YU DONG RD
Tax Amount 0.00 V0 (Mo Tax) - -
|=|8620 3887 1193 (3620 3857 1329
Text [ﬁ]
Paymt terms Due immediately
(o
Baseline Date 17.10.2015
Company Code C001 Chinese University of HK Hong Kong L\\,
| POreference|
Layout [ATI information -
ltem Amount Quantity Ord.. 2 |Purchase Or... |tem PO Text
1 100.00 1/ PC  [] 5000077694 30 printing material E
2 50.00 2 PC [ ] 5000077694 40 Books
3 70.00 2 PC [] 5000077694 60 Distilled Water
4 170.00 1 PC  [] 5000077694 80 photocopier
] 400.00 10 PC [ ] 5000077694 90 Snacks
6 2,000.00 5 PC [ | 5000077694 100 ™1
7 3,000.00 5 PC [] 5000077694 110 2
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(= )

List of Documents in Accounting

Documents in Accounting

[P

il
5110359031
21TUSDAUST

e
=g L=y =

F—rr

Accounting document

Asset [ransacton
0205674694 Controlling Document

s

(& Separate| Original document] () (¥

Display Document: Ovérview

Invoice Date (for vendor invoice only)

Invoice Number (for vendor invoice only)

[Menu 4] | 4 21 8] (3] [ W Taxes | [ £ Display Currency
V4 .
Document Mumber 511035531 Code cool Fiscal Year 2016
Document Date 07.10. 2015 ing Date 17.09.2015 | Period El Document header
Reference INVOICE NUMBEER Cross-CC no.
Currency HKD Texis exist |
= | Sl L | (B | (B dE] [R5 | [ | ]
- I1m|PI( |E|usA |Custctr |WBS elam. |On:|er |Act:ounl |Descrip1im | Amount LC| Arnnunt|Curr_ |Te:r| |Assi
131 1324 Computer Company for DEMO 5,790.00- 5,790.00- HKD
231 3399 5399005 590087  Telephone 100.00 100.00 HED  Car rental
381 3399 5399002 590095 Furi; -Smalli . .
A Document line items
481 2399 3299004 555004  Staticnery & Supplie
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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.

Display Document: Overview

[ menu ||

| « IE] R e €] (271 3 8] () [T Taves | [ %% Display Currency |

Assi

Cocument Mumber 5110359031 Company Code o0l Fiscal Year 2016
Document Date 07.10. 2015 Posting Date 17.09. 2015 Period 3
Reference INVOICE NUMBER Cross-CiC no.
cunene = R = Double-click
i | e O el | [(Ra] Bl | (][R L] | [ | [
* |tm PK Bush __ Cost Cir WES elem._ Order _Account  Descripfion m Amount/Curr.___ Text
131 1324 Computer Company for DEMO 5,790.00- 5,790.00- HKD
TE1 ooy Teog00s BO0uGT  Telephone ar ren
381 8399 8899002 590095  FurfApp/Equ-Smallitm 50.00 50.00 HKD
431 38399 2899004 555004  Stationery & Supplie 70.00 70.00 HKD

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.

payment method.

Display Document: Line Item 001

[venu ]| | ¢ [ ) R P e . () [ 3 [ > Adional Dot
Wendor agR1 S5 (HONG KONG) . .o . NG GIL Acc 209001
Company Code  [coo1 .-.. OFFICE TOWER
Chinese University of HK _ PLAZA Doc. no 1901207 067

Line Item 1 / Invoice / 31

Armount 43,238.79 HKD

Additional Data

Bus. Area

Disc. base 43,238.79 HKD  Disc. Amount 0.00 HKD

Payt Terms ZB00 Days/percent 0 |0.000 % 0 |0.000 % 0O
Bline Date 31.01.2012 Fixed

Pmnt Block Invoice ref. J /10

Pmt Method @

Clearing 06.02.2012 / 2001303590 | >

Assignment

Text *PETROLEUM  12/2011 @ [T Longtext |

—
The payment method is also shown above. Click the button for the description of the
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- Alist of payment methods and their descriptions is shown in a window. Click I&I to exit.

Payment Method 28 Entries

Country Key HK = ~

)
=

Name (in language of country)

HSBC COS Grouped, to client
HSBC COS Grouped, to CUHK
HSBC COS Ungrouped, to client
HSBC COS Ungrouped, to, CUHK
HSBC COS TT I’\\3

HSB2 Bank Advice

BOC Draft

HSB2 HKD Check

HSB2 Draft

HSB2 HKD Seperate Check

HKBUK GBP Check

HSB16 HKD Check

CTBU USD Check

HSB2 HKD AUTOPAY

HSB16 Draft

HSB2 HKD AUTOPAY PGS

BOC Mail Transfer

HSB2 NOTES

MMBU USD Check —
MMBU USD Seperate Check
BOC TT

HSB2 Chats (HKDTT)

HSB2 TT

HSBCU UsD Check v
HSBCU USD Seperate Check

V)

NS

Ec—lme'Uzzl—qu::mmcﬁm)w-n-wmﬂ

- Go to Environment — Check information to bring up the check details if the invoice is paid by
check (i.e. payment method = C).
St et ' L _

| Display Document: Line ltem 001

{ [vens] 4 | I } 155 (3 D =

Document ]

Edit y [EG(HO STROLFILLING  GiLAcc 209081 )

Goto » DFFICE TOWER o

Extras b ENTION PLAZA The descriptions of payment

Document Changes methods can be found in

System

Help Appendix B.

]

Using ...
SAP GUI for HTML Options »

Dise. base HED
PayiTerms  (ZBEE | wle o.ees |wlo |

Bline Date 31.61.2812 Correspondence
Fmnt Block D/ Balan eet Adjustment :lLI:lL
Addinl components...

Prmt Method
i | Cleating 06.02.2012 |/ 2091 Reference Object F2
. Assighment | |
Text |*PETRDLEUM 122011 | I_% Long text
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Display Check Information

[ Menu 4 ||

| 4 [[Z] Check recipient | | Check issuer___ | [ [ffff Accompa

Paying company code

Bank details
House Bank

Account ID
Bank name

City

Check information
Check number

Payment date

Check encashment

Check recipient
Mame

City

Payee's country

Cool Payment document no. 20013203590
HSB2 Bank Key 024
293 Bank Account 005005002

HANG SENG BANK LIMITED

Check number

Cumency

HEKD

0&.02.2012 Amount paid 3.79

@ - ash discount amount 0.00

Encashment date shows the date on which the
check was cashed at the bank by the payee

SIH

PLAZA
HE
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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.

Dispiay Actual COSI Line mems 1or Frojects

GG | {58 Document [ Master Record |7/ || & | | EEB < &7 =2 3 T
Lawout SETA]L CTTHE—WBS actual line items—-standard
Object FEJ F1 1 College
Cost Element 471001 To 650074 D-HE Charities-Fnd. ..
Posting Date 01.04.2011 To 30.04.2013
“Object [*Cost_[*Posting D [*RefDocNa | | =Valin rep.cur. Value TranCurr TCurr Purch Doc. [Name
31.01.2012 100393006 SA 2,700.40- 700.40- HKD I L

29.02.2012 10039507 5,213.24- 213.24- HKD This I5 DEstription .

31.03.2012 100397432 4,494 F7- 494 77- HKD This I= Description -
30.04.2012 100399378 |5A 521.33-HKD THhis Is DEstription .
31.05.2012 100401683 |S5A 0Ffi195 HKD THis is Description -
30.06.2012 100405060 SA DOUbIe-CIiCk a “ne |tem to dISplay the I5 15 Description .
31.07.2012 100409091 |5A Isis Deseription |
31.08.2012 100409222 SA document' I5 15 Description .
30092012 100411448 |SA JaRal e P n fal sl R L s Is Description
31.10.2012 100413368 |SA 6,376.11- 376.11-|HKD THis I5 DEstription |
30.11.2012 100415656 |SA 4 676.98- 676.98- HKD This is Description |
31.12.2012 100417701 |SA 420523 205.23-HKD This 15 Description
31.01.2013 100419954 |5A 4783.91- 783.91- HKD This is Description |
28022013 100422334 |SA 3,750.90- 750.90-HKD THis i5 Description
100422363 |5A 3,750.90- 750.90- HKD THis Is DEseription -
RRNNNNA1ART (20 2 FRN an 70 an (HKT This is Description

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

display the remaining (i.e. authorized) items.
Display Document: Initial Screen

| @&l | |[# Document List |[ 14 Firstitem |[## Editing Options

Keys for Entry View

Dacument Mumkber 100409222
Company Code Ccoe
Fiscal Year 2013

Keys for other applicati

Reference Transact ill:ﬂI'u1|55|ngAuthorlzatmns

Reference Key Miszing authorizations for following line iternis):

L) Sysien ©0010100409222-001; GO - -003; CO0101004
The user does not have

Keys in the archive @  Displayremaining items? | authority to view some

Archive File P items of the document

Offzet C Yes D No T
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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.

| Document Overview - Display

| [t [vele | | @]/ @][@] | (2] 30)[38) %) [0][21[&] | [

Doc.Type : SA ( G/L account document )} Normal document

[0y [n][& ][] ][ &[] choose [ sav

Doc. Number 100422363 Company Code coet Fiscal Year 2013
Doc. Date 08.03 2013 Posting Date 28 02 2013 Period o0&
Calculate Tax [

Ref . Doc. INV-

Doc. Currency HKD
Doc. Hdr Text INw

BusA|Cost Ct |WBS ele|Order Account Account short text Amount in LC Amount |Text

1451 83 483001 Inv Inc-IRAS-Pool B 247 .07 - 247 07- | ThisisD
1451 83 483092 Int Inc-IRAS-Pool C 164.03- 164 03 | THizi= D
1451 83 483002 Int Inc-IRAS-Pool C 119.13- 11813 | Tmizi= o
1451 83 483001 Inv Inc-IRAS-Pool B 580.21- 580.21- | — —

1451 83 483092 Int Inc-IRAS-Pool C 180.81- 100 .81- | SisD
1431 84 483002 Int Inc-IRAS-Pool C 2,340 51- 2,349 51-| ThisisD
1431 84 483092 Int Inc-IRAS-Pool C 20.84 80 .84 | THizi=D
1431 84 483002 Int Inc-IRAS-Pool C 1.468 32- 1,468 32 | rricren
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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 [tem”.

Project (WBS) and Cost Centre Enquiry
Menu ] | [ | ¢ AR System 4] |
. Project (WBS) and Cost Enquiy | Listof Reports
&9 & il | B e | EE | (@ _Curent Fund Balance | | [B_Fiter 4] | [z Reports 4] | [$ Delegation 4

] |R.Dept CostCtr Project{WBS) PJRespCC Description BMWV Balance|Remarks
0. fee oeett  oeemt Department 1 U “mm"“":':" ,'f"' e Current fund balance is zero.
f =N e 8399001 IT Project - 8399001 TEDNG P Assot Commitment Line ltom |26 41600
. m DEPT1 8899008 Research Project - 8899008 NG ! Financial Statement Current fund balance is zero.
|00 |gs oerr2  DePT2 Department 2 NG| Purchase Order List Cument fund balance is zero.
1 : (. |@s oepT2 8899003 Donation Project - 8399003 . i::: 2’5:: ;;::::_’i's?“”" 206,530.00
||@- |8 oerr2 8399006 Capital Project - 8899006 MEEB oo ission List Current fund balance is zero.
[vl. 09 DEPT2 8899007 IT Project - 8899007 NG Current fund balance is zero.
||=. l@g oerts DEPT3 Department 3 Mr. Cheung Current fund balance is zero.
| . |ég oepT3 8399004 Donation Project - 8399004 u 5,810.00-
| = Jga oerT3 8399002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-
| v. |8 oerT3 8399005 PROG4 Research Project - 8899005 Mr. Chan 954,928.00
T —

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

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

o Please select cost centres or project codes or

internal orders only.
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A popup window is shown next. Input the fields below as needed and then click IE to continue.

Mandatory (M) /  Example Remarks
Optional (O)
Posting date range M 01.07.2015 to A date range within which the
31.12.2015 commitment line items are
expected to be listed.
Account code (Cost 0] 590014
Element)
Account Group (Cost | O EXPENDITURE
Element Group)
Open Items Only O Checked / Only outstanding
(Outstanding Unchecked commitment(s) are shown if
Commitment) it is checked.
Posting date to
Account Gode(Cost Element) |:| to [ | (=]

Account Group(Cost Element Group) | |

] Open tems Only {(Outstanding Commitrnent)

] )X]
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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.

Display Commitment Line Items for Projects

[ens | 4 12 € ) [ ment ] aser Recod 51 ) 8] ) B ) 5 T [ )
Layout /zJc1 CUHR-WBS commitment line items-standard
Object WBS 8899002... IT Project - 889%002...
Debit date 01.01.2011 To 30.11.2015
Object 5 |~ D..Cost.” Debitdate ~ RefDocNo ~ |* Ril... Name Total Quantity UM = Vi S CrOllb ar Curl OTy
8899002 POrd 590045 01.10.2015 5000077694 80 photocopier 0PC 0.00 HKD -
590095 01.06.2015 5000077893 40 Books 0PC 0.00 HKD
01.10.2015 5000077694 Books 3PC 0.00 HKD
POrd
N~
8899002 .. 360.00
8899004 POrd 555004 01.06.2015 5000077693 60 Distilled Water 0PC 0.00 0.00 HKD 1324 WBS
01.10.2015 5000077694 Distilled Water 3PC 420.00 420.00 HKD 1324 WBS
POrd . 420.00
8899004 N .. 420,00
8899005 POrd 558001 01.06.2015 5000077693 70 Uniforms. 0PC 0.00 0.00 HKD 1324 WBS
590087 01.10.2015 5000077694 30 printing material 9PC 990.00 990.00 HKD 1324 WBS
POrd . 990.00
8899005 .. 990.00
8399006 POrd 590045 01.06.2015 5000077693 80 photocopier oPC 0.00 0.00 HKD 1324 WBS
POrd . 0.00
8399006 .. 0.00
8899007 POrd 590012 01.06.2015 5000077693 90 Snacks oPC 0.00 0.00 HKD 1324 WBS
POrd . 0.00
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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”.

Project (WBS) and Cost Centre Enquiry
(Menu) | | { QG (system 4 |
 Project (WBS) and Cost Centre Enquiry | List of Reports

&S| BFECEL | B | BEJEE) | BE | (@ _curentFundaance | | [ Fiters] | (e Repors 4] | [§ Delegation 4]

B R.Dept |CostClr Projec(WBS) PJRespCC |Description Budget| Actual Cost Line ttem und Balance| Remarks
E [). é9 DEPT1 DEPTI Department 1 LEUN Current fund balance is zero.
| |0 gp oEPTt 8399001 IT Project - 8399001 LEUNG Fred e o Ine o | 226,418.00
T [mR 69 DEPT1 8899008 Research Project - 3899008 NG ! Financial Statement Current fund balance is zero.
| |0 @9 DePr2 DEPT2 Department 2 NG  Purchase Order List Current fund balance is zero.
| ™\ Go DEPT2 8399003 Donation Project - 3399003 | FxedAssetAcquisionReport 1o ca o0
4 Fixed Asset Balance List
@ DEPT2 8399006 Capital Project - 8399006 ME.CM parmission List Current fund balance is zero.
= DEPT2 (% ss9s007 IT Project - 8399007 NG Current fund balance is zero.
n [v]. DEPT3  DEPT3 Department 3 Mr. Cheung Current fund balance is zero.
. DEPT3 8399004 Donation Project - 8399004 u 5,810.00-
. DEPT3 8399002 PROG4 T Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-
\ |[v. /8 DEPT3 8399005 PROG4  Research Project - 8399005 Mr. Chan 954,928.00

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

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

o Please select cost centres or project codes 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 Iz, to continue.

Posting Date

Posting date AR x| To 30.11.2015

@
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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.

Fixed Asset Actual Cost Line Item

[Menu 4] | | | A System 4 | EEF)BIZ B 63 3 T B (1 BB
Fixed Asset Actual Cost Line Item
Proj WBS/CC/Int.Ord. Internal Order GIL Comp... Posting Date Year Period Purch.Doc. = Amountin LC Asset Description Asset Number | Asset Subnumber  Accounting [
8899002 151001 COD1 30.06.2015 2015 12 5000077693 400.00 Sony SHD Flat Smart TV Series 6 (75" F6400) 100053103 0 5110358030
8899002 151001 COD1 17.09.2015 2016 03 5000077694 3,000.00 Philips Flat Smart TV Series 6 (75" F6400) 100053105 0 5110359031
3,400.00
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5. Fixed Asset Commitment Line Iltem

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

select “Fixed Asset Commitment Line Item”.

Project (WBS) and Cost Centre Enquiry

Menu 4| | |

14 |
* Project (WBS) and Cost Centre Enquiry | List of Reports

|| EIFIECEL | B0 | BELEE | | [©_Current Fund Balance | | Y _Fiter4) | (e Reports ]| [§ Delegation 4]

Bl R. Dept
| |[0. §@ DEPT1
| |0 @@ oePm1
[_'[_; @p DEPT1
| JJ @p Deer2
A\ é3 DEPT2
¥.\8 DEPT2
=, DEPT2
1 [m} DEPT3
. DEPT3
. DEPT3
vJ & DEPT3

CostCtr | Project{WBS)
DEPT1
8339001
8399008
DEPT2
8399003
8899006
8399007
DEPT3
8399004
8399002
8399005

PROG4
PROG4

PJ Resp CC  Description

Department 1

IT Project - 8399001
Research Project - 8899008
Department 2

Donation Project - 8399003
Capital Project - 8899006
IT Project - 8898007
Department 3

Donation Project - 8899004

Actual Cost Line Item | PR S
Commitment Line ltem ‘ !

Budget
LEUNG

e

NG Purchase Order List
Fixed Asset Acquisition Report

| Fixed Asset Balance List

Mr. Ch{  permission List

NG

Mr. Cheung

u

IT Project under testing purpose - 8899002 with long d Mr. Cheung

Research Project - 8899005

Mr. Chan

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

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

internal orders only.

o Please select cost centres or project codes or

- 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 Iz, to continue.

Posting Date

Posting date

01.11. 2014

To

30.11. 2015

@x
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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.

Fixed Asset Commitment Line Item

(Menud] | | A system 4| | (EE) B B 3 T [y EEB
Fixed Asset Commitment Line ltem
Proj WBS/CC/Int.Ord. Internal Order GIL Year Period Purchasing Doc. E Amount Asset Description Asset Number  Asset Subnumber
8899002 151001 2016 04 5000077694 15,000.00 Philips Flat Smart TV Series 6 (75" F6400) 100053105 0

+ 15,000.00
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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”.
Project (WBS) and Cost Centre Enquiry
(Menu ] | | | AR (system 4] |

 Project (WBS) and Cost Centre Enquiry | Listof Reports

&8 AFECES B0 BRdJEE) | BIE | (@ curentFundsdance | | [ _Fiter 4] | [Fo revots o] | [ Delegation 4]

F [R.Dept [CostClr | Project(WBS)  PJResp CC | Description JEg Actuel CostLine om und Balance Remarks
T DEPT1  DEPTY Department 1 Leung Commiment Line tem ‘
I NI 2 | Fixed Asset Actual Cost Line ltem
0. DEPT1 8399001 IT Project - 8399001 LEUNG —
o DEPT1 8899008 Research Project - 3399008 N Financial Statement >
J m DEPT2  DEPT2 Department 2 NG | Purchase Order List '
] i) DEPT2 8899003 Donation Project - 3399003 J 71100 fsset Acquiskion Report
o 8 | Fixed Asset Balance List
ml DEPT2 8899006 Capital Project - 8899006 MECM poriacion List
(] ] 0. DEPT2 8899007 IT Project - 8899007 NG
= DEPT3  DEPT3 Department 3 Mr. Cheung
1 i[mt DEPT3 8899004 Donation Project - 8899004 u
I i[ml DEPT3 8899002 PROG4 [T Project under testing purpose - 8899002 with long d Mr. Cheung
| 0. |8 oert3 8399005 PROG4  Research Project - 8399005 Mr. Chan

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

selected. Click Iz, to exit and select only 1 cost centre, project (WBS) or internal order.

o Please select one project or cost centre or
internal order.

—/
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A popup window is shown next. Input the fields below as needed and then click IE to

continue.
Mandatory (M) /  Example Remarks
Optional (O)
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.

Calendar Year/Month X Calendar Year/Month X

(3) Current ) Current
) Calendar Year/Month: [ |7 L] (s) Calendar Year/Month: 2015 |/ |h2|
[ |save for next selection [V]Save for next selection

@ s
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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.

Calendar Year/Month

Current
(¥) Calendar Year/Month: 2016 |/ 03
Save for next selection

o The frozen image of 2016 / 03 is not available.
The report will use 2015/ 12 instead.

@,

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

Appendix A.8 for list printing.

Income and Expenditure Statement - Endowment Funds
[Menu ]| | 4 H ] el 5] ) ) A
Project ID : 8899005 THE CHINESE UNIVERSITY OF HONG KONG Date 04.11.15 Pag
Time 16:33:34 zZ11
Responsible Cost Centre : PROG4 INCOME AND EXPENDITURE STATEMENT
Account Holder 2 Mr. chan FROM 01.07.15 To  30.11.15
Research Project - 8899005
For the period Balance at
the End of
Balance b/f Actual Receipt Receivable Total the Period Budget
ILNCOME
Donations 1,000.00 1,000,000.00 0.00 1,000,000.00 1,001,000.00
Total Income 1,000.00 1,000,000.00 0.00 1,000,000.00 1,001,000.00
For the period Balance at
the End of
Balance b/f Actual Payment Commitment Total the Period Budget
[EXPENDITURE
Salaries 300.00 300.00 127,011.13 127,311.13 127,611.13
Contribution to SF/MPF/CEG 30.00 30.00 46,888.89 46,918.89 46,948.89
Staff Benefits and Allowance 0.00 0.00 2,555.21 2,555.21 2,555.21
Academic Visitors Expenses 320.00 0.00 0.00 0.00 320.00
Furniture, Equipment and Others 1,000.00 2,000.00 16,000.00 18,000.00 19,000.00
Housekeeping/Repairs and Maintenance 10,000.00 10,000.00 0.00 10,000.00 20,000.00
Rental, Use of Facilities & utilities 0.00 100.00 990.00 1,090.00 1,090.00
Student Activities/Functions 0.00 101.00 0.00 101.00 101.00
Advertising & Promotional Activities 0.00 4,601.00 0.00 4,601.00 4,601.00
Total Expenditure 11,650.00 17,132.00 193,445.23 210,577.23 222,227.23
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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”.

Project (WBS) and Cost Centre Enquiry
(Menu ) « S RQ system 4
Project (WBS) and Cost Centre Enquiry = List of Reports

Q8 AYELEL B0 BRALsE.) | G | (© curentFundssiance ) | (S Fiters] | (Fz Repots 4] | [§ Delegation 4

% R.Dept CosiClr ProjecWBS) PJRespCC Description FERERY Actsi CostLine flom und Balance F
DEPT1 DEPT1 Nanatment 1 LEUNG Commitment Line Item
N Fixed Asset Actusl Cost Line Item
DEPT1 8399001 oject - 5899001 LEUNG Fixed Asset Commitment Line item
DEPT1 8899008 Research Project - 8899008 NG Fina W
DEPT2  DEPT2 Department 2 NG Purchase Order List
DEPT2 8899003 Donation Project - 8899003 u { po
Fixed Asset Balance List

v DEPT2 5399006 Capital Project - 8399006 MECH pacmiseion List

v DEPT2 8899007 IT Project - 8899007 NG

v DEPT3  DEPT3 Department 3 Mr. Cheung

v DEPT3 8599004 Donation Project - 8899004 u

vl DEPT3 8399002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung
DEPT3 8399005 PROG4 Research Project - 8899005 Mr. Chan

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

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

o Please select cost centres or project codes or

internal orders only.

@

- Input the fields below as needed.

Mandatory (M) Example Remarks

/ Optional (O)

Commitment Date o

Creation Date o

Cost Centre o DEPTI1 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.

Purchase Order List (Sort by Cost Center/Project)

[Menua| | |

PO Selection Criteria

Purchase order number

Cwur reference

Purchasing organization

Wendor

Purchase order type
Commitment date
Purchasing group
Creation date

Created by

PO Account Assignment

Cost center

WES element
Internal order
Asset number

Account code

Evaluation Control
(s) Outstanding PO only
O ANPO

Report date

to

to

to
to |

o 30.11.2015

to |
to |
to |

|
|

to | |
|

|8899005

0%.11.201%

=3

- The report is then displayed. Select List — Print or S o print the report if needed. Detailed

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

- Click ¢ to exit from the report.

e e

(Sont b}; Co Cemer/ijecI:J'

R (elalel (2)@@a@)
The Chinese University of Hong Kong
Purchase Order List by PO Rate
any Code: Cae Commitment Date: 01.085.2009 To 31.85.2013
PO number  Type Vendor Our ref. Creation Date Created by Curr. Exchange °
Item Cat. Item description Status Item order gty Unit Order price / Price um
Seq.no  Asset number Order gty Order amount Invaic
5110258958 TIV28679 25.09 2012 1.008 7,780 .00
poez2e A St _ 1.808 PC 7.980.00 1 P
a1 17989 1] 1.008 7,980 .00 ]
Inv doc no Vendor Reference Posting date Invoiced gty Invoiced amount
5110258957 IV28616 25.09 2012 1.008 7,980 .00
G/L account (150581): 15, 760 .00
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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)”.

Financial and Fixed Asset Information

Menu 4] | | 4 QIR System 4] |
Financial and Fixed Asset Information | List of Reports
|8 | EFEICEL | Bl | (B34 4 | GIEY | (& _Current Fund Balance | | [ E_Fiter 4 | [EFz Reporis 4]
i R.Dept |CosiCr | ProjectfWBS) PJRespCC Description Budget Actual CostLine item alance R
[ A% DEPT1  DEPT1 Department 1 LEUNG Commiment Line ltem c
Fixed Asset Actual Cost Line Item
30 DEPT1 8899001 IT Project - 8399001 EEUNG 004 Asset Commitment Line Hem #18.00
4% DEPT1 8899008 Research Project - 8899008 NG Financial Statement C
3% DEPT2 DEPT2 Department 2 NG . _PurchaseQuderli C
DEPT2 8899003 Donation Project - 8899003 u fied SSses st (Concias Versiol 530.00
- - Fixed Asset List (Detailed Version)
DEPT2 8899006 Capital Project - 8899006 Mr Che  £ypensed Portable Electronic Equip. Rpt
Y DEPT2 8899007 IT Project - 8893007 NG Permission List 9
4% DEPT3 DEPT3 Department 3 Mr. Cheung C
80 DEPT3 8899004 Donation Project - 8899004 L 5,810.00-
4 DEPT3 8899002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-
= DEPT3 8899005 PROG4 Research Project - 8899005 Mr. Chan 954,928.00

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

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

o Please select cost centres or project codes or

internal orders only.

"

S

- The fields below can be inputted as needed.

Mandatory (M) / | Example Remarks
Optional (O)
Resp. Cost Centre o DEPT1 Already filled according to the
selection.
WBS Element O 8899005 Already filled according to the
selection.
Internal Order 0] 9800000001 | Already filled according to the
selection.
Acquisition Date M 01.07.2013 to
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Mandatory (M) / | Example Remarks
Optional (O)
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 2.

Fixed Asset List by Major Asset Class

[(Menu L] | | « HHERIE | @

Primary Selection Criteria

Acquisition Date 01.07.2013 to 30. 06,2014
Acquisition Value to 9999,999,992. 00
Major Asset Class to ﬂ
Additional Selection Criteria

Fiscal Year 2017

Asset Number to &
Asset Sub-number to &
Asset Class to 5
Resp. Cost Centre to 5
GCost Centre to =
Project (WBS) 8899005 ko o
Internal Order to 5
Report options

(» Aszet Acquisition Report

(" Asset Verification Report

Download fo PG file Zifile xlis

e.g. Z\assetlist xls

- 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.

Save as ... o'x

Z\

= 3z Nams Dats Modifie Typs sze

4
File Name: < [ilexis ) \
—
File Type: |Excel Files (*xIs) v
‘ o/ Choose ’x Cancel‘
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Click & to execute.

Fixed Asset List by Major Ass

[Menu .|| |
Primary Selection Criteria
Acquisition Date

Acquisition Value

Major Asset Class

Additional Selection Criteria
Fiscal Year

Aszset Number

Aszet Sub-number

Asszet Class

Resp. Cost Cenfre
Cost Centre
Project (WBS)
Internal Order

Report options

@ Asset Acquisition Report
" Asset Verification Report

01.07.2013

el Class
L BEEeD

30.06. 2014

2017

:I—lw

g

9939,999, 999. 00

to [ ]
e =]
i B3
to (=]
:_‘ ° :_‘ 2]
8833005 kﬂ =
e [ 2]

Download to PC file

Zfile xls

e.g. Z\assetlist.xls

Click OK if the below Information Dialog appears.

Information Dialog

Data was saved to file "Z-Vile. xis". This file is located
in the browser's own file system.
You can lock at it with the WebGUI File Browser.

It can be found in the WebGUI menu {under Menu -=
WebGUI File BErowser) or by using WebGUI menu
button "GUI Actions and Setlings".

[] Don't show this dialog again.

o OK
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- The fixed asset list is then displayed and also downloaded.

o ZMile xls downloaded to PC.

Select to exit.

- Select < to print the report or E to exit. The detailed steps of list printing can be found in
Appendix A.8.

Fixed Asset List by Major Asset Class
= (©@ae@uransn

The chinese university of Hong K
Information Technology Serv
Acquisition Transaction Report from 01.07.

Asset number Acq. Date Description serial number

Major Asset Class: 0200 Furniture, Fixture and Fitting

400009734 0 21.05.2014 pescription of Asset 000400009734 - 0000 (line 1) -
pescription of Asser 000400009734 - 0000 (line 2)
400009735 0 21.05.2014 pescription of Asset 000400009735 - 0000 (line 1) -
pescription of Asser 000400009735 - 0000 (line 2)
400009736 0 21.05.2014 pescription of Asset 000400009736 - 0000 (line 1) -
pescription of Asser 000400009736 - 0000 (line 2)
400010128 0 26.05.2014 pescription of Asset 000400010128 - 0000 (line 1) -
pescription of Asset 000400010128 - 0000 (line 2)
400010129 0 26.05.2014 pescription of Asset 000400010129 - 0000 (line 1) -

- To save the downloaded file to a specific location in the user’s local PC, select “WebGUI file
Browser” from the menu.
Acquistion Report of fixed asset selected by amount, CCtr/Project

Menu ] | [ | 4 G (system 4] |
List 3

~ The chinese university of Hong Kong
Edit 3
Goto 4 Acquisition Transaction Report from 01.07.16 To 30.09.16
System »
Help 3

Asset number Class Description Serial number

‘WebGUI File Browser
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- Select the file and then click B to export.

WebGUI File Browser

 A@EPE@E |
z
s gz Nama | Data Modiad Typs | size
@ﬁle.xls \0AT2016 17:5202 applicationims... 3 KB j
-

- 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)”.

Financial and Fixed Asset Information

[ Menu 4| |

4 @@]@] System 4 | |

Financial and Fixed Asset Information

List of Reports

88 SPE0TD) B0 | QB | B ([ Gmmfnite) | (F =) | ]

PJ Resp CC Description

R.Dept  CostCtr
DEPT1  DEPT1
DEPT1
DEPT1
DEPT2  DEPT2
DEPT2
DEPT2
DEPT2
DEPT3  DEPT3
DEPT3
DEPT3
DEPT3

\‘
22

PE22ERRER

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

Project{(WBS)

8899001
8899008

8899003
8899006
8899007

8899004
8899002
8899005

PROG4
PROG4

Department 1

IT Project - 8399001
Research Project - 8899008
Department 2

Donation Project - 8899003
Capital Project - 8899006
IT Project - 8399007
Department 3

Donation Project - 8899004

IT Project under testing purpose - 8899002 with long d Mr. Cheung
Mr. Chan [} 954,928.00

Research Project - 8899005

Budget Actual Cost Line Item
LEUNC C-omm'nment Line ltem )

Fixed Asset Actual Cost Line ltem
LEUNG £eq Asset Commitment Line Item
NG Financial Statement
NG Purchase Order List

d Assetlie angcise Versio

Fixed Asset List (Detailed Version

Mr Che G

Expensed Portab ectronic Equip. Rpt
NG Permission List

Mr. Cheung
u

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

Information

o Please select cost centres or project codes or

internal orders only.

(o
N—

- The fields below can be inputted as needed.

Mandatory (M) /  Example Remarks
Responsible cost 0 DEPTI Already filled according to the
centre selection.
WBS Element 9) 8416200 Already filled according to the
selection.
Internal Order 9) 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 .

Asset Balance List

(Menu 4] | | R |
Selection Criteria
Fiscal year |2017 |
Company code | to |

Asset number

| 1

| l
Asset sub-number | | to ] ‘
Asset class | ‘ to ' _I
Account determination | ‘ to 1 |
Capitalization date | | to ' ‘
Deactivation on =l | to l ‘
First acquisition on | | to ] |
Depreciation area |1¥ -
Depreciation key | | to l }
Acquisition value (Per Unit) | | to ] ‘
Net Book Value (Per Unit) | I to ‘ ‘
Business area |7| to 17‘
Responsible cost centre | ‘ to ‘ I
Cost center | | to l ‘
WBS Element |3399°°2 ’10 J
Internal Order | ‘ to l ‘

[] Exclude asset marked for retirement

Download file ... /'\

File path and name Z:\file xls { Ij|
e.g. Z\Mext_filel.xls

- 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.

| EEIRRR @ |
Z\

=gz | Nams Dats Modified | Typs ‘ suze

File Name: [file x5 D) ]
> 4
File Type: S (*.xIs) v |

% Cancel
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- Click @ to execute.
Asset Balance List

[Menua] | | | 4 G system | BiE

Selection Criteria

Fiscal year

Company code
Asset number
Asset sub-number
Asset class

Account determination

Deactivation on =
First acquisition on
Depreciation area

Depreciation key

Acquisition value (Per Unit)
Net Book Value (Per Unit)

\
\
\
\
\
\
Capitalization date ‘ ‘ to
\
\
\
\
\
\

Business area ‘ | to [ ‘
Responsible cost centre \ | to \ \

Cost center ‘ ‘ to ‘ ‘
WBS Element 8393002 o \

Internal Order | to ‘ |

[T Exclude asset marked for retirement

Download file ... — —

File path and name % [m) )
=
eg. 2, XIS

- Click OK if the below Information Dialog appears.

Information Dialog

Data was saved to file "Z:\ile xIs". This file iz located
in the browser's own file system.

ou can look at it with the WebGUI File Browser.

It can be found in the WebGUI menu (under Menu -=
WebGUI File Browser) or by using WebGUI menu
button "GUI Actions and Setlings".

[] Don't show this dialog again.

W OK

- The fixed asset list is then downloaded.

0 Zfile_xlz downloaded to PC.

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.

Asset Balance List
i |

Menu a | | |
List
Edit
Goto

The Chinese ur
Asset List

System
Help

* v v v w

qia:

 WebGUI File Browser >

Fiscal yﬁ

Company code:

2017

- Select the file and then click B to export.

WebGUI File Browser

() (@ 2 |
ZA\
« [Jza Hama | Date ModMied Typs | £
Q@ file xls \OMT2016 17:5202 applicationims... 3 KB)D
-

a8

- 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.”.

Financial and Fixed Asset Information

Menu 4] | | 4 QIR System 4] |
Financial and Fixed Asset Information | List of Reports
B EFECEL B | DR | B | (& curentrumdsssn ] | [F_riter) | [ Repoma]
s R.Dept |CosiCr | ProjectfWBS) PJRespCC Description Budget Actual CostLine item alance R
[ 0. ke oepT1  DEPTH Department 1 LEUNG Commitment Line ltem c
Fixed Asset Actual Cost Line Item
. jée oEPT1 8399001 IT Project - 8399001 LEUNG fied Asset Commitment Line ltem 418.00
1 % DEPT1 8899008 Research Project - 8899008 NG Financial Statement C
(). |4 DEPT2  DEPT2 Department 2 NG : Purchase Order List C
[. fgs oert2 8899003 Donation Project - 3399003 u iced:AsseCList (Concies Version) 530.00
= - - Fixed Asse Retailed Version)
1./ |& DEPT2 8899006 Capital Project - 8399006 Mr Expensed Portable Electronic Equip. Rp! c
. % DEPT2 8899007 IT Project - 8893007 NG Permissio 9
| @9 DEPT3 DEPT3 Department 3 Mr. Cheung C
. | DEPT3 8899004 Donation Project - 8899004 L 5,810.00-
8 % DEPT3 8899002 PROG4 IT Project under testing purpose - 8899002 with long d Mr. Cheung 15,360.00-
= vl 8 DEPT3 8899005 PROG4 Research Project - 8899005 Mr. Chan 954,928.00

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

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

o Please select cost centres or project codes or

internal orders only.

"

S

- The fields below can be inputted as needed.

Mandatory (M) / | Example Remarks
Optional (O)
Responsible Cost O DEPTI1 Already filled according to the
Centre selection.
WBS Element O 8899005 Already filled according to the
selection.
Internal Order 0] 9800000001 | Already filled according to the
selection.
Procurement Date M 01.07.2017 to
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Mandatory (M) / | Example Remarks
Optional (O)
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 2.

Expensed Portable Electronic Equipment Report

[ Menu 4 | | | « HEH@E | 2

Report parameters:

Procurement Date 01.07.2017 to 30.06. 2018

Responsible Cost Centre to &
Cost Centre to &
Project (WBS) 8839005 FU 2
Internal Order o | 5
Download to PC file: |Ziiﬁle.xls |

e.g. Zleleequ.xis

- 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.

Save as ...
il e > | 63
Z\
= Jza Nams Date Modifisa Typs size
4
File Name: ( [ilexis ) \
—

File Type: |Excel Files (* xls) -|
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- Click & to execute.

Expensed Portable Electronic Equipment Report

o] | «BEEes (@)
Report parameters:
Responsible Cost Centre to 5
Cost Centre to &
Project (WBS) 8899005 h” 2
Internal Order to =4
Download to PG file: |Z:‘|ﬁ|e.xls |

e.g. Z\eleequ xis

- Click OK if the below Information Dialog appears.

Information Dialog

Data was saved to file "Z-Vile. xis". This file is located
in the browser's own file system.

You can lock at it with the WebGUI File Browser.

It can be found in the WebGUI menu {under Menu -=
WebGUI File BErowser) or by using WebGUI menu
button "GUI Actions and Setlings".

[] Don't show this dialog again.

o OK

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

o ZMile xlz downloaded to PC.

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.

Expensed Portable Electronic Equipment Report
(enu] | | «@ESCHBTHDD

Expe
Procurement Date Description Amc
06.10. 2017 IPAD-WI-FI+CELLULAR 128GE SPACE GREY
12.10.2017 WIFI CAMERAS W MEMORY CARDS
20.11.2017 LOGITECH CONDERENCECAM CONMECT-AP

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

Expensed Portable Electronic Equipment Report

il | SR E D |
List 4
Edit 4 Exp
Goto 4
System 4
Help y sCription Am
<m\ AD-WI-FI+CELLULAR 128GE SPACE GREY
N— Ly FI CAMERAS W MEMORY CARDS

20.11. 2017 LOGITECH CONDEREMCECAM COMNNECT-AP

- Select the file and then click B to export.

WebGUI File Browser

HENO@E @
ZA\
= gz Nama Date ModMan Typs £

@ﬁle.xls 10/17/2016 17:52:02 application/ms... 3 m)

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

Project (WBS) and Cost Centre Enquiry

[Menu4|| | | 4 YN system 4|
 Project (WBS) and Cost Centre Enquiry (/< List of Reports |

|5 | &L | | B8 | BIE | (& Repor | | [ _Fiter 4| | (& Permission List] | [ Delegation 4]
U} Report |Seq Report Description Report Category
‘:] . 8 Business Development Fund tailor-made statement 1 Business Development Fund tailor-made statement Business Development Fund
\t} []. & RIH-Private Fund 1 Research Institute for the Humanities Private Fund
[j []. 48 staw 1 Faculty of Law Private Fund

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.
Project (WBS) and Cost Centre Enquiry
(Menu 4] | | | 4 A (system 4] |

Project (WBS) and Cost Centre Enquiry ¢ List of Reports [

LE_Permission List | | [ @ Delegation «
D

Report Category
i Al T pment Fund tailor-made statement Business Development Fund
e Research lhs'ﬁ'hx{‘e for the Humanities Private Fund
Project (WBS) and Cost Centre Enquiry
[Menu 4] | | | 4 G System 4] |
Project (WBS) and Cost Centre Enquity ¢ Listof Reports |
| 5 | EJFECEL | | (DiEEE | | (& Report] | [ Fiter «] | (X Pemission List] | (@ Delegation ]
[y | Report Report Category
i Report - others > 5 :
\ @ CcLC inguage Centre New Yale-In-China Chinese Lang
“ §n sLaw ks ~ Faculty of Caw Private Fund
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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.

Project (WBS) and Cost Centre Enquiry

[Menu 4 [ | 4 @@]@ System 4 | |
Project (WBS) and Cost Centre Enquiry List of Reports |
| (i) IR | 0 | EDE | (& Report | | (B _Fiter ] | [C& Permission List | | (& Delegation 4]
[} Repi Seq Report Description Report Category
‘7 ‘f 8 Business Development Fund tailor-made statement 1 Business Development Fund tailor-made statement Business Development Fund
=1 . 8 RIH - Private Fund 1 Research Institute for the Humanities Private Fund
E 0. @8 staw 1 Faculty of Law Private Fund
Button Icon Refer to Section
Sorting E or ] Appendix A.1
Filtering Bl 4 Appendix A.2
Changing column sequence by Appendix A.3
drag and drop
Downloading list to Excel Appendix A.7
Spreadsheet
Local File
HTML download
Printing list E' 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 ,

Project (WBS) and Cost Centre Enquiry
(Menu 4] | | 4 AR (system 4 |

Project (WBS) and Cost Centre Enquiry  List of!

B89 EFEEE L0 DEJE | BE(E R | (G Pemission st | (§f_eegaton ]

H ‘ iRepoﬂ ‘Seq }Report Description jRepott Category

D [ 8 Business Development Fund tailor-made statement 1 Business Development Fund tailor-made statement Business Development Fund
D [¥]. 8 RIH - Private Fund 1 Research Institute for the Humanities Private Fund

D 0. % SLAW 1 Faculty of Law Private Fund

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

o Please select one report only.

@e
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A popup window is shown next. Input the fields below as needed and then click IE to

continue.

Mandatory (M) Example Remarks

/ Optional (O)

Current

Checked / Unchecked

Calendar Year / Month

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

Checked / Unchecked
If checked, year and month
will be saved for next use

until your session is ended.

Calendar Year/Month X

) Current
) Calendar Year/Month:

[ 1save for next selection

Calendar Year/Month X

) Current
(®) Calendar Year/Month: |2015 |/ ‘E]

[V]Save for next selection

(W
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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.

Calendar Year/Month

) Current

(©) Calendar Year/Month:

[V] Save for next selection

2016 |/ 03

o The frozen image of 2016 / 03 is not available.
The report will use 2015 / 12 instead.

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

Appendix A.8 for list printing.

[ Menu 4 ||

Dean/Director/Unit Head
Research Institute for the Humanities

Summary Report for Specific Endowment/Research/Other Restricted Funds
E [EIZ

THE CHINESE UNIVERSITY OF HONG KONG
SUMMARY OF RESEARCH FUND5 PROJECTS
FROM 01.07.15 TO 30.11.15

Project Blk Respon. Account Fund Bal.
Code Project Title Pri Cost Ctr Holder before Payout
at period end
6900013 Japan - 6900013 RIH MR. Kwan 0.00
6903113 Project - 6903113 RIH MR. Kwan 0.00
6903804 Tailand - 6903804 RIH MR. Kwan 0.00
6903576 Computer Project - 6903576 RIH Mr. Lai 0. 00
6902460 Television Project - 6902460 RIH Mr. Lau 0.00
6903733 WiFi Project - 6903733 RIH Mr. WOO 0.00
6903797 Apple curve TV project- 6903797 RIH Mr. WOOD 0. 00
6903216 Project - 6903216 s" RIH Ms. Au 0.00
Global Concern Project
6903749 Hong Kong Project - 6903749 al RIH Ms. Au 0.00
Boundaries If\\,
6903844 China - 6903844 RIH Ms. Au 0.00
6903862 Australia Project - 6903862 RIH Ms. Au 0.00
TOTAL 0.00

Page 69 of 119



CUSAP User Guide — Financial Information Enquiry

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

Project (WBS) and Cost Centre Enquiry
[Menu || | | 4 AR system 4 |

 Project (WBS) and Cost Centre Enquiry List of Reports |

18

|8 | BIFECISEL | (ZIEE | |
B |Report |Seq |Report Description
D [vl. 8 Business Development Fund tailor-made statement 1 Business Development Fund tailor-made statement
lj I 8 RIH - Private Fund 1 Research Institute for the Humanities
D . 4% SLAaw 1 Faculty of Law

U | (¥ _Report] | [N Fiter « | | [ Permission List | | [§% Delegation 4|

If more than 1 row is selected, the below message will appear. Click 7] to exit and select 1
row only.

o Please select one report only.

=
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continue with downloading the report.

Download List .

File Name |Date Modified |[Time Modified
[]201408. pdf (09.26.2014 21:19:00

201406. pdf |07.25.2014 23:01:00
&201409.pdf 10.20.2014 21:54:00
[ ]201405.pdf (06.19.2014 23:43:00
[]201404.pdf |05.19.2014 23:31:00
[]201402. pdf (03.19.2014 15:14:00
[]201410.pdf (11.18.2014 24:20:00
[]201401. pdf |02.17.2014 21:06:00
[]201403.pdf (04.15.2014 21:38:00
[[]2013212.pdf (01.13.2014 22:07:00
[[1201309. pdf |10.30.2013 22:21:00
[]201308. pdf [10.25.2013 14:38:00
[]2013210.pdf [11.19.2013 24:17:00
[]201311.pdf [12.11.2013 14:28:00
[]201203. pdf [10.08.2013 23:59:00
[]201204. pdf (10.08.2013 23:59:00
[]201205. pdf [10.08.2013 23:59:00
[]201206. pdf |10.08.2013 23:59:00
[]201208. pdf |10.08.2013 23:59:00
[[]201209. pdf |10.08.2013 23:59:00

NOT a disk drive in the user’s local PC or a network drive.

I=Ea) )

< -Z\C| z:\

File Name:

Save as type:

@

i Date Modined } Type | stze
[=]
(201408 pdf |
[Files of type pdf (*_ pdf ) -
=

- Alist of tailor-made reports is shown as below. Select at least 1 report and click 7] to

Click “Choose” in the pop-up window. “Z:” drive refers to the browser’s own file system. It is
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Select v oK if the below Information Dialog appears.

Information Dialog

:Data was saved to file "Z:\201409.pdf". This file is
located in the browser's own file system.

You can look at it with the WebGUI File Browser. _
it can be found in the WebGUI menu (under Menu ->
WebGUI File Browser) or by using WebGUI menu
button "GUI Actions and Settings".

"] Don't show this dialog again.

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

Project (WBS) and Cost Centre Enquiry
[Menu 4] | | | 4 YR System 4| |

System

>
Help ) | Cost Centre Enquiry 14 WM]

oo e e I | 3| B | (R reror

(1K= =z
D, @ cLc
| |0 @8 saw

- Select the file and then click B to export.

WebGUI File Browser

! LEXE@ )
Z\
e | vame osiooneg e s

@ﬁﬁﬂﬁpdf 1012612016 4:13:28 ... application/pdf 63 KB )

3 Cancel

- 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”.

Project (WBS) and Cost Centre Enquiry

(Menu 4] | | |4 I (System 4] |

Project (WBS) and Cost Centre Enguiry .~ List of Reports

. S | BFECERE | (| D@8 | BUE | ([ reor] | (F_ritera) | [ pemission st | [3 oelegaton 2]
Report Seq Report Description Ll B2 20 S
Remove Delegation
Business Development Fund tailor-made statement 1 Business Development Fund tailor-
RIH - Private Fund

TaUs SESTGTiT

1 Research Institute for the Humanities
SLAW 1 Faculty of Law

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 IE to exit, and

select again authorized reports only (i.e. those with icon 8 ).

0 “ou are not the owner of SLAW .
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- Enter the staff ID of the delegate in the textbox and click Iz, to continue.

Add Summary Delegation

Staff 1D 829928| )

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

staff ID and then click Iz, to continue.

Add Summary Delegation

8899881
Imvalid Staff ID

Staff ID:

(Y

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

“Confirm?” and then click Iz, to continue.

Add Summary Delegation

Staff ID: 885588
Mr. Chan
Confirm?
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- The below message will be shown when the delegation is added successfully.

Click Iz, to exit.

o Delegation added to selected summary reporis.
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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”.

Project (WBS) and Cost Centre Enquiry
(Menu 4] | | | 4 G system 4] |

Project (WBS) and Cost Cenfre Enguiry .~ List of Reporis

| 5 | EIEIECEEL | EE | BELE | | (¥ Report | | [SE_Filter « | | [(%F_Permission List | | [y Delegation 4
Report

Seq |Report Deseription eeBeiegeton

- _ ; . Remaove Delegation
Business Development Fund tailor-made statement 1 Business Development Fund tailor-

aUs SLaicinirsni
RIH - Private Fund

1 Research Institute for the Humanities
SLAW 1 Faculty of Law

The below message will appear if the user is NOT authorized to remove the delegation. Click
IE to exit, and select again authorized reports only (i.e. those with icon 8 ). A delegate
cannot remove delegation.

o “ou are not the owner of SLAW .
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10.6.1 Remove delegation from one report.

- Ifonly 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 D at the beginning of the

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

Remove Delegation

_ertame
U
|:|I'u'lr Chan
~ CHAN
m ~
[« L [
8 reno)ix|

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

removed. Click Iz, to exit and then select the name(s) of other delegate(s) again.

o CHAN is the owner of Business
Development Fund tailor-made statement .
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Click ’ e ] to confirm removing the selected delegate(s).

Click Yes to confirm.

6 Are you sure to proceed?

P

( e |) 3 No |

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

Click Iz, to exit.

o Delegation has been removed from selected report
successiully.
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10.6.2 Remove delegation from multiple reports

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

Remove Summary Delegation

Staff ID: ( 883388
_————

~—

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

staff ID and then click Iz, to continue.

Remove Summary Delegation

BES5881
nvalid Staff 1D

Staff ID:

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

“Confirm?” and then click Iz, to continue.

Remove Summary Delegation

Staff ID: 885588
Mr. Chan
Confirm?
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- The below message will be shown when the delegation is removed successfully. Click Iz,

to exit.

o Delegation removed from selected reports.

- 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.

The staff_ .. ._ . is NOT its delegate.

(=
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12. Enquiry of Vendor Payment Status

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

SAP Easy Access - User Menu For Mr. Chan
[ Menu 4 || |« S G B R G ) A _Y L& [
[ Favorites h

w &5 User Menu For Mr. Chan

) Project(WBS) and Cost Centre Enguiry
Eﬁj Enquiry of Vendor Payment Status

2 Oufpu T

The fields below can be inputted as needed.

Mandatory (M) / | Example Remarks
Optional (O)
Vendor Name M e.g. *Chan For wildcard search (e.g. *Chan ta*),
ta* at least 2 characters should be input.
Invoice Date M At most 12 months (e.g. 2014/01 to
2014/12)
Vendor Invoice O VRO001 The vendor reference number.
Number Wildcard search (e.g. *01%*) is
accepted.
Purchase Order O 50000000001 | Purchase order no
Number
DPO No. O B123456 Direct PO number
Cost Centre O DEPTI1 Cost centre code
WBS Element O 8899005 Project (WBS) code
Order O 9800000001 | Internal order number
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- Click @ to execute.

Enquiry of Payment Status of Vendor Invoice

[Menua]||

I

Please input the selection criteria as below.

Wendor Mame : Atleast 2 characters (e.g.%co® or *530%)

Inveoice Date . At most 12 months (e.g.2014/06 to 2015/05)

For wildeard search, use an asterisk(*) to represent one or more characters.

For example, input employ™® fo find all items beginning with employ,

or input *company* te find all kems containing the word company.

WVendor Name

Invoice Date

Wendor Invoice number
Purchase Order Number
DPQ no.

Other Filter
Cost Center
WBS Element
Order

From

[ |A0°

201] [ ¢ orvvemmy to (2015 ) [ 5| orvvvmm

o |
to |
to |

to |

|

|
|

|

o |

to |

|

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

settled while outstanding invoices are in white color.

Click Invoice Documents || or & Cheque Information |

to display invoice or cheque details.

List of Vendor Payment Record

[Menu ]| | | 4 IR System 4] lli% Payment D

| SR | (&
Vendor Name
China Scientific (Hong Kong)Limited
China Scientific (Hong Kong)Limited
China Scientific (Hong Kong)Limited
China Scientific (Hong Kong)Limited
Cotex ional Ct i roducts Ltd.
Eduserve Intemational Ltd
Eduserve Intemational Ltd

Frnsarva Intamatinnal | #d

3
nt Cheque ion )
34 4B | [ |
Invoice Date |Vendor Invoice No. Invoice Amount | Invoice Currency |Purchase Order DPO no.
25.03.2013 34913 7,000.00 HKD 5000068244
27.05.2013  13050S5CC 7.500.00 HKD 5000068785
22052013 35127 7,200.00 HKD 5000068796
25.06.2013  130548/0666CC 11,740.00 HKD 5000069196
04.10.2013  7136/041013 18,780.00 HKD 5000067787
22.01.2013  IV30490 16,800.00 HKD 5000067778
25.06.2013  INV13-100749 25,420.00 HKD 5000069067
nan7 2n12 oanN2n1nina 184 Q20 NN HKN Lannnnat41

Invoice Document No.  Payment Date

5110277946
5110283074
5110283379
5110287501
5110297446
5110279049
5110284834
£14N7RANMN

24.05.2013
12.07.2013
12.07.2013
23.08.2013
09.12.2013
07.06.2013
26.07.2013
nana onia
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- Invoice detail is shown if |

Invoice Documents ||

Document Overview - Display

RN — |elojmaialalal| =z D va]w) s B[E][E & chooss [ s |[T|@H]

is clicked.

Doc . Type
Doc. Number 1961316756
Doc. Date 03.05.2013

Calculate Tax
Doc. Currency HKD

KR { Vendor invoice ) Normal document

Company Code cood Fiscal Year 2013
Posting Date 03 .04 2013 Period 10

[tm|PK|BusA|Cost Ct|WBsS ele|0Order Account Account short text Amount in LC Amount
1|31 10082 Ck AL 111.12- 111.12-
21401441 a4 551603 M 111.12 111.12 |This is testing of new college

. . . Cheque Information | . .
- Cheque information is shown if [ Cheq | is clicked.

| Display Cheque Information

I Menu) 4 |

| (&[G |

Paving campany code

Bank details
Housze Bank
Account 1D
Bank name
City

Cheque information

Chegue number

Fayment Date

coot Fayrment document no.
H3BZ Bank key
283 Bank account nurmber

HAMG SEMG BANK LIMITED

Chegue encashment date {for non COS)

Cheque final status {for COS only)

Status date {for COS onhy
Postto susp. AC {for COS onld)

Cheque recipient

MName
Address

Cauntry

735191 Currency
30,04 2013 Amaount paid
CHIMA ING CO
RPORATION
P.0O. BOX 309
BEIJING
CN

| Invoice Documents || Payme

2001461546

Final status {for COS anly)
Susp. AIC post date (far COS only)

HKD
111.12
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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.
Display Actual Cost Line ftems for Projects

| — IBSTB] [ [0 mocument s wastr mcors| 9 SN e 8 1 o 3 e o7 o [

Layout ~ZTAL CUHE-WBS actual line items-standard
Object FRJ P14 Hostel and Catering
Cost Element 450506 To 650044 Hostel Fee. ..
Posting Date 01.04.2011 To 30.04.2013
“Object [*cost...[*Posting D... |*Remocno | | EValin rep.cur. Value TranCurr [TCurr_Purch.Doc. |[Name Docu
841 480506 |04.07.2011 36000650432 ¥YS ,509.00- 508.00- HKD 11 SF
3600065044 Y5 -509.00- 509.00- HKD 1 SF
06.09.2011 3600066534 Y5 ,976.00- 976.00- HKD 11 SF
07.09.2011 3600066570 ¥YS ,191.00- 191.00- HKD 11 SF
08.09.2011 |3600066594 Y5 ,509.00- 509.00- HKD 1 SF
16.09.2011 | 3600067357 Y8 64900 649.00 HKD 11 SF
¥s 707.00- 707.00-HKD 11 SF
01.10.2011 100385123 |SA 42000 420.00 HED RI STUDENTS |V
3600069224 Y5 ,B84.00- 884.00- HKD 11 SF
3600069255 Y5 ,508.00- ,508.00- HKD 11 SF
07.10.2011 3600068970 YS ,420.00- ,420.00- HKD 1 SF
¥S 96500 J965.00 HKD 11 SF
31.12.2011 100390310 |SA ,018.00 ,018.00 HKD RI IGEXCH. 11 |RE-A

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.

| Display Actual Cost Line items for Projects

| wenu) 4| | [ ][] 0] | B8 Document || Master Record || |[E|[F| & [ [E

Layout SLIAL CUHE-WBS actual line items—standard
Object FRJI F14 Hos=tel and Catering
Co=t Element 480506 To 650044 Ho=tel Fes. ..
Posting Date 01.04.2011 To 30.04.2013
“Object |‘Cost... |‘F‘osting D..|"RefDocMo [Document type | =Val.in rep.cur. Yalue ranCurrI’I’Curr |F‘urch.D0c. Mame
841 480506 |04.07.2011 3600065043 Y35 509.00- 509.00- HKD 11
3600065044 Y3 509.00- 509.00- HKD b
06.09.2011 3600066534 Y3 976.00- 976.00- HKD 11
07.09.2011 3600066570 Y3 191.00- 191.00- HKD b
08.09.2011 3600066594 YS 509.00- 509.00- HKD "
16.09.2011 3600067357 Y5 649.00 649.00 HKD 11
YS 707.00- T07.00-HKD b
01.10.2011 100385123 3A 420.00 420.00 HKD Rt
3600069224 Y3 884.00- 884.00- HKD b
3600069255 Y3 509.00- 509.00- HKD 11
07.10.2011 3600068970 YS 420.00- 420.00- HKD b
S ,865.00 965.00 HKD "
31122011 100390310 SA J018.00 018.00 HKD RE
100390311 SA 527.00- 527.00- HKD RE
n401 2017 AENN113940 YR &Na nn- aa1 21-1sn @
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. Select & tosortin ascending order or 1o sortin descending order.

Display Actual Cost Line kems for Projects

Menu 4] | Il ||:||:||:||:||:| | Document || 6y MasterRecord|E

Layout AZIAL CUHE-WBS actual line items—standard
Cbject FRJ P14 Ho=tel and Catering
Cost Element 430506 Lo 650044 Hostel Fee. . .
Fosting Date 01.04. 2011 To 30.04. 2013
Object [cost . [“Posting D [*RefDocNo |Document type | EVal.in rep.cur. Value TranCurr [TCurr_|Purch.Doc.

"00.00
90.54-
13.57-

181.70-

0.00 HKD
0.54- HKD
3.57-|HKD
1.70-HKD

The selected columns are sorted

7.21-|HKD
0.00-HKD
0.00 HKD

84 551603 19.04. 10211870 RD
84 483091 30.04.20 TN1003¢2923 |SA

84 483002 SA

84 483091 A

84 483092

84 551603 06.05.2011 3500108524 :

84 551603 26.05.2011 5110214913 f 1rom left to right.
84 551603 5110214914 RD

84 551603 30.05.2011 5110215055 RD

84 557002 31052011 100373968 |SA

84 433091 100374383 | SA

84 433002 SA

84 433091 SA

84 433002 SA

84 433091 30.06.2011 |100378550 |SA

i10.00
i00.00
170.00
124.90-
14.97-
10.52-
51.17-
127.73

0.00 HKD
0.00 HKD
0.00 HKD
4.90-|HKD
4.97-|HKD
0.52-HKD
1.17-HKD
7.73 |HKD

5200068574

5200068575
5200068575
5200068574
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A.2 Filtering

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

Display Actual Cost Line ltems for Projects

menu) 4 I[= ] |[B8 Document | €y Master Record | [ [C2N| B | |2
A4
Layout SLJAL CUHE-WBS actual line items-—standard
Object FRJ F1441 Ho=tel and Catering (SH)
Cost Element 480506 To 650044 Hostel Fes. ..
Posting Date 01.04.2011 To 30.04.2013
Obiect [Cost... Posting Date [*RefDocNo Document type | =Val.in rep.cur. Value TranCurr [TCurr_|Purch.Doc.
a4 ~ 551603 08.05.2012 5110211870 RD T 00.00 0.00 HKD 5200068574
a4 433091 08.05.2012 |100372923 |SA 90.54- 0.54- HKD
a4 422092 10.05.2012 SA 13.57- 3.57-HKD
a4 433091 10.05.2012 SA 181.70- 1.70-HKD
a4 433092 15.06.2012 SA 57.21- 7.21-HKD
a4 551603 18.05.2012 3500108524 YR 150.00- 0.00-HKD
a4 551603 01.05.2012 5110214913 RD i10.00 0.00 HKD |5200068575
a4 551603 21.05.2012 5110214914 RD 310.00 0.00 HKD 5200068575
a4 551603 [31.05.2012 5110215055 RD 300.00 0.00 HKD 5200068574
a4 557002 08.06.2012 100373868 SA 170.00 0.00 HKD
a4 433091 08.06.2012 100374983 |SA 124 90- 4.90-HKD
a4 433092 08.06.2012 SA 14.97- 4.97-HKD
a4 422091 01.06.2012 SA 10.52- 0.52-HKD
a4 433092 01.06.2012 SA 51.17- 1.17-HKD
a4 433091 30.06.2012 100373559 SA 127.73 7.73 HKD

- 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”.

vl DHIVL GV Y [E-NAVVAVIE) (E-NAVIVAT IV g | (N 2ZLUUUDED M4

011 100372923 SA 90.54- 90 .54- HKD INVESTMEMNT RETURN ALLOCATIC
SA 13.57- 13.57- HKD INVESTMEMNT RETURN ALLOCATIC
SA 381.70- 381.70- HKD INVESTMEMT RETURM ALLOCATIC

I|I7 Determine values for filter criteria

Select.
Posting Date to .
Ref Document Mumber to ﬁ
Transaction Currency HKD to
Yalue TranCurr to

/1t |0 %]
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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.

III:'MuItipIe Selection for Posting Date [E3

S ) Exclude Single Values | Exclude Ranges

< _ |o1082011  |30082011
01102011 |3110201]

Bl

(Bl o EEE R

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

than $1,000.
[ Determine values for filter criteria
Select

Posting Date 01.06.2011 to 30.06.2811 E
Ref Document Number to 3
Report currency HKD to /E
valin rep.cur. | 1o ( [=]

)it i X
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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.

I@ Multiple Selection for Val.in rep.cur.

Select Single Values

b=

J3ingle value
Yoool
/

(Bl N S 2 ¢
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- Select EI for “Less than” and then to confirm.

Il:l? Maintain Selection Options

Walin rep.cur.

S... [Description

=] single value
|| Greater than or Equal to
& |Less than or Equal to
_!_G rthan

[ =l Less than D

MotEquartme

1| »
@ select | ¥ Exclude from Selection

i%' Delete Row ﬁ”§|

iy g L= L

- Input 1,000 and then select @ when done.

III?' Multiple Selection for Val.in rep.cur.

Select Single Values (1)

P El

C < 1.000.00 >
\\\ I

EyeBRTasEx
/
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- Select ¥ in the filtering criteria dialog box to execute the filter.

I@ Determine values for filter criteria
Select
Posting Date
Ref Docurnent Mumber
Report currency

Valin rep.cur. <|

e 3 |

01.06.2011 to  (30.06.2011 =
[ ] w o | [E
ol o | =

1,000.00 | to =

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

$1,000 are displayed in the list.

Layout
Object
Cost Elemsnt
Posting Date

prarst

FRI P14

471001 To
01.05.2011 To

650074
31.05.2013

CUHE-WBS actual line items—=star

College

D-HE Charities-Fnd...

Object “Cost. N.Posting D..J*RefDocho =Val.in rep.cur. Value TranCurrITCurr |F'urch.D0c.
4 1 4330908 30.06.2011 R100378721 |5A 52 156.39- i52 156.39- HKD
483092 100378559 |SA 12,104 43- 12,104 43- HKD
SA 19.41- 19.41- HKD
SA 573 5.73-HKD
SA 40.32- 40.32-HKD
SA 22 68- 22 68-HKD
SA 16.13- 16.13- HKD
31102011 J100386351 |SA 9,012.08- 9,012.08- HKD
SA 12.08 12.08 HKD
SA 937.22 987.22 HKD
SA 2579 25 79-HKD
E SA 4042 40.42 HKD
SA 10.32- 10.32- HKD
SA 515.84- 515.84-HKD
6500408 01.06.2011 §100378440 |SA 160.00 160.00 HKD
4 1 o 1,672,729.40
4 8 4330008 30.06.2011 Q100378721 |SA 32,792 41- 32,792.41- HKD
SA 2.397.02- 2.397.02- HKD
4830923 100378559 |SA 63.28- 63.28- HKD
- 31.10.2011 §100386351 |SA 56.62- 56.62-HKD
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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 I] to remove it. Select when done and the full list will be

displayed again.
TN ocument iy ot necors 8 4 F A B
N
Layout 7ZIAL CUHK-VUBS actual line items-stand
Object PRJ P1 College
Cost Element 471001 To 650074 D-HK Charities Fnd.
Posting Date 01.05.2011 To 31.05.2013
wmﬁ Filter Critenia =
841 46 [1stStep: Define the Filter Criteria
ol [BO)alv]2]3] (B3] (B~ 3]
Filter critenia Column Set
Y Column Name
q_[Posting Date Document Number =
! PP i Odject il
alin rep.cur. ‘ Posting row
Cost Element
Ref Document Number
Document type
Value TranCurr
Company Code
' Transaction Currency -
« | » «| | »
2nd Step: Determine Values for Fister Criteria
841
84
31102011 100386351 SA| 56.62- 56.62- HKD
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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.

Project (WBS) and Cost Centre Enquiry

[ Menu 4| [l

y Project (WBS) and Cost Centre Enquiry [

| 4 System 4| |

List of Reports |

i

B

[T 11

CLTI

SSSSISISISISESSESES
TR

I

g2

|R. Dept

DEPT1
DEPT1
DEPT1
DEPT2
DEPT2
DEPT2
DEPT2
DEPT3
DEPT3
DEPT3
DEPT3
ITSC

|CostCtr
DEPT1

DEPT2

DEPT3

| Project(WBS)

8899001
8899008

8899003
8899006
8899007

8899004
8899002
8899005
2612016

SYS |PJ Start Date |PJ End Date
SAP
SAP 01.01.2014 31.05.2018
SAP
SAP
SAP 01.03.2011 31.07.2015
SAP  01.03.2011 31.12.2015
SAP 01.03.2011 31.07.2016
SAP
SAP
SAP 01032014 31.07.2017
SAP  01.03.2011 31.07.2016

SAP 01.05.2013

BC:I | D | \ | @) Current Fund Balance | | E Filter 4 | | [dke More Functions 4 | | [ Delegation 4

j Blocked Date [ I Income/OLB Allocation| Translefn-’undi\g Allocation Expendim:J

1,000,000.00 0.00 21,582.00
0.00 0.00 0.00

0.00 0.00 0.00
250,250.00 0.00 42,750.00
0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 §5,390.00

0.00 0.00 0.00
1,001,000.00 0.00 29,082.00
0.00 553,048.01 366,048.01

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

accordingly.

Project (WBS) and Cost Centre Enquiry

[Menu 4| |

| 4 AR System 4] |

" Project (WBS) and Cost Centre Enquiry | List of Reports

=

3| S | EFECEL | EL0 I | (@ _current Fund Balance | | [(SE_Fitter 4 |

|R. Dept

&

L=

CTTTITTI

SEEEREREEREE
EwRL2RwRRES

@

DEPT1
DEPT1
DEPT1
DEPT2
DEPT2
DEPT2
DEPT2
DEPT3
DEPT3
DEPT3
DEPT3
ITSC

CostCtr

DEPT1

DEPT2

DEPT3

|Project(WBS)  Cur. Fund Balance Remarks

8899001
8899008

8899003
8899006
8899007

8899004
8899002
8899005
2612016

Current fund balance is zero.

226,418.00

Current fund balance is zero.

Current fund balance is zero.

206,530.00

Current fund balance is zero.
Current fund balance is zero.

Current fund balance is zero.

5,810.00-
15,360.00-
954,928.00
187,000.00

Income/OLB Allocation|  Transfer/Funding Allocation| Expenditure| I

0.00 0.00 0.00
1,000,000.00 0.00 21,582.00
0.00 0.00 0.00

0.00 0.00 0.00
250,250.00 0.00 42,750.00
0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 5,390.00

0.00 0.00 0.00
1,001,000.00 0.00 29,082.00
0.00 553,048.01 366,048.01
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A.4 Choosing Different Layout

[ o
within and then select “Choose Layout...”.

Project (WBS) and Cost Centre Enquiry
(Menul] | A AR (syem ] |

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

Q8 AFEIE B | DR

o) R.Dept  CostClr  Project{(WBS) Budget Holder
~ An v —~—— s

|10 @o oeets 8699008 NG

"0 @@ oePr2  pepT2 NG

[ |0 @8 oePr2 8899003 u

[ |0 8 oerm2 8899006 Capital Project - 8399006 Mr. Chan

| |0 ¢ oeem2 8899007 IT Project - 8359007 NG

| @9 DEPT3  DEPT3 Department 3 M. Cheung

|0, @9 DEPT3 8899004 Donation Project - 8399004 u

|00 ¢ oePT3 8899002 PROG4 IT Project under testing purpose - 8598002 with long d Mr. Cheung

"\w_’ . 8 DepPT3 8899005 PROG4 Research Project - 8399005 Mr. Chan
|1 @ msc 2612016 RBG - [T-IS - Academic Staff Review Workflow System LEUNG

Select any available layout, and click to continue.

Cur. Fund Balance Remarks

206,530.00

5,510.00-
15,360.00-
954,928.00
187,000.00

Choose Layout

(A1

Layout setting ']

Layout - |Layuut description | Default satting

ZINTORD |, Forintemnal order >
Z5TD %' Standard Layou W

K1l |

0]

The screen layout is changed according to the selected layout.

Project (WBS) and Cost Centre Enquiry
| 4 AR [system 4] |

] List of Reports |

[Menu;]| {

Current fund balance is zero
Current fund balance Is zero.
Current fund balance Is zero.

Current fund balance is zero.
Current fund balance Is zero.

| R | (B4 | | | [&_current Fund Batance | | [B_Fitter 4 | [dFs Moreunctions 1L (G5 Delegation o)

Ual [ [R.Dept |CostCtr | Project{(WBS) |Int. Order PJResp CC | Description

[]. @& DEPT1  DEPT1 Department 1
|0 @ DEPT1 8399001 IT Project - 8399001
I @p DePT1 8399008 Research Project - 8899008
" |0 @p pepT2 DEPT2 Department 2
|0 o Depm2 8399003 Donation Project - 8899003
" |00 8 operm2 8339006 Capital Project - 8899006
|0 @ oerm2 8399007 IT Project - 8899007

[J. @% DEPT3 DEPT3 Department 3
|00 @p DerT3 8339004 Donation Project - 8893004
I @p DerT3 8339002 PROG4 IT Project under testing purpose - 8899002 with lon§ d
" |0 & Derm3 8399005 PROG4 Research Project - 8893005
™ . % ITSC 2612016 RBG - IT-IS - Academic Staff Review Workflow Systgm

|Income/OLB Alloca... | Ti

0.00
1,000,000.00
0.00

0.00
250,250.00
0.00

0.00

0.00

0.00

0.00
1,001,000.00
0.00

unding Alocation|

0.00 0.00 |
0.00 21,582.00
0.00 0.00
0.00 0.00
0.00 42,750.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 5,390.00
0.00 0.00
0.00 29,082.00
553,048.01 366,048.01
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A.5 Changing Layout

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

button L] within and then choose “Change Layout...”.

| Display Actual Cost Line ltems for Projects

‘ Menu] 4| | Il ||:||:||:||:||:| | [ Document |[sy MasterRecord|
Layout ALIA2 CUHE-UBS actual line items—w~ vendor
Object WBS 84 description of 11
Co=t Element 480510 To e0o072 harge. . .
Posting Date 01.05. 2012 To 31.05.2013
Object [costElement [Cost element descr. “Posting D... |RefDocNo .. | EVal.in rep.cur. Walue T
lad4 480510 ] 07.05.2012 100399338 SA 1,260.00 1
a4 480510 M 100399340 |SA 504.00-
a4 551603 M 20052012 5110246392 RD 54 270.00 54
a4 483091 In i 31.05.2012 100401683 3A 579.93
a4 433092 In : 100401683 |SA 3018
a4 433091 In i 30.06.2012 [100405060 |SA 954 .41
a4 483092 In 3 100405060 |SA 102.42-
a4 483091 In i 31.07.2012 100409091 | 3A 1,357 46- 1
a4 483092 In : 100408081 |3A 61.83-
a4 551603 M 5110254299 RD 12,936.00 1z

Project (WBS) and Cost Centre Enquiry
[Menu 4| | | | 4 IR System 4] |

ct (WB'S) and Cost Centre Enquiry | List of Reports |

-l | | EFENCNNEL) | &4 | -@]JEQJ@M Cu

"l'ﬁ] ‘ gR. Dept \Costctr .Proyect(WBS) PJ Re
' ! __Change Layout... P
| . 68 AcP 8113003 ABG nology

| |00 @ cFp 1500036 Incentive Fund For Res
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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 4 toadd

the column.

I|I7 Change Layout

Displayed Columns

SortOrder | Filter | Display

Ha|v|2]3F]

Displayed Columns
Column Mame @

Object -
Cost Element

FI

Ref Document Number

N

Value TranCurr |
Transaction Currency

0Cl ( E Zersion
. 17 - 3
Val.in rep.cur. v N——Business Transaction

E I

Column Set
Column Mame
Fiscal Year ﬂ
ValiCOArea Crcy
Ref. company code
CO area currency

Time created

From Period
Purchasing Document L i
Name < Created on
Document Header Text 5 -
Document Date > P | | ¥
=

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

side and then click m to remove the column.

I|I7 Change Layout

Displayed Columns

Sort Order i Filter f Display

Hlalv2]3]

B[ Fan 3

cColumn Set

Displayed Columns

Column Mame

Cost Element

Object 1s added.

"Created on" [olumn MName

ocument Mumber

Posting Date /
Created on

Ref Document Number

Document type

Wal.in rep.cur. [
Value TranCurr [
Transaction Currency
<F'urchasing Diocument

MName

Document Header Text

Fasting row

Company Code

Pme of offsetting account
ost element descr.

Offsetting acct no.

Feference Transact.

A

Fiscal Year

b VallCOMrea Croy

Ref company code
CO area currency

d |

on

vIH| x|
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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 (4] until "Document Date" is below "Posting Date".

Il:B’Change Layout
Displayed Columns SortOrder  Filter , Display

/-\ n : n
P rIE A EI| .Purchang Document
Dis) Columns Column Set 1S removed.
Column Name |EJ Column Name 7
Object = Document Mumber [ ~]
CostElement Posting row /
Posting Date |Compary-Serte 1 L
Ref Document Mumber @F’urchasing Document >
Document type IIl Mame O
Valin rep.cur. ] Cost element descr.
Value TranCurr (| Offsetting acct no.
Transaction Currency Reference Transact.
Mame Fiscal Year
/Document ader Text e ValiCOArea Crcy
Document Date Ref. company code -
B RC o
=

- 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.

.= Change Layout B
WL ETL Ko [T U - Sort Order - Filter - Display i
H|a]~v]2]F| N INZE
Displayed Columns Column Set
Column Mame =] Column Mame
Object | =] CO area currency ﬂ o
Cost Element Version |
Posting Date Business Transaction
Document Date > E‘E Time created
Created on E From Period s
Ref Document Number To Period
Document type User Mame
Wal.in rep.cur. [+/] Refdocument type
Value TranCurr ar Ref. fiscal year
Transaction Currency Reversal document
Purchasing Document Original bus. frans -
MName - L] | LH
&
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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.

Display Actual Cost Line items for Projects

wenu) 4| | (2T 1 TS Document i Master Record (1218 B[22 | e e <] 5] [ 2 B L

Layout <ZIAL CUHE-WBS actual line items—-standard
Object FRJ P14: Tl 1,
Cozt Element 471001 lTo BSUUY L
Posting Date 01.05.2011 To 31.05. 2013 "Purch. DOC." iS remOVed
\\
“Object “Cost 4] Posting D... Doc. Date Created on fDocMo | | eal.in rep.cur. Value TranCumN Curr |Name
84 483000 30 U8 Tttt T 100376721 |SA 2,156.39- 156.39- HKD
30062012 |19.07.2012 [19.07.2012 (100405209 |SA 3,486.52- 486.52- HKD
433092 31.05.2011 |08.06.2011 |08.06.2011 100374983 |SA 3,701.16- 701.16- HKD
08.06.2011 |08.06.2011 SA 21.12- 21.12-|HKD
08.06.2011 |08.06.2011 SA 156.25 156.25 |HKD
08.06.2011 |08.06.2011 SA 43.86- 43.86- HKD
08.06.2011 |08.06.2011 SA 24.84- 24.84- HKD
08.06.2011 |08.06.2011 SA 17.54- 17.54-HKD
30.06.2011 |18.07.2011 |18.07.2011 (100378559 |SA 2,104.43- 104.43-HKD
18.07.2011 18.07.2011 SA 19.41- 19.41- HKD

N
N
il
N
Pl
N
N
N
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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 &

’rojects

i)

[ |/|€8 Document ||y Master Ramm]

lavout for
Far=u |

The summation sign hereindicates
that thizcalumnis already totaled

Highlight the calumnto

total

1 |"RefDocho | | FEvalin rap.u:a.lt.[ ValueTmﬁniTCurr hame

1 100378721 SA 56.30- 56.35-HKD 2

2 100405200 |SA 86.52- 86.52-HKD 2

1 100374983 (SA 01.16- 01.16-HKD It L

1 4 21.12- 2112-HKD It L

1 4 56.25 56.25 HKD It L

1 sA 43 86- 4386-HKD It L

1 sA 24 84- 2484-HKD It L

1 sA 1754 17.54-HKD It L

1 100378559 SA 04.43- D443-HKD It L

1 SA 19.41- 19.41-HKD It L

1 sA 5.73- 573-HKD It L

1 sA 40.32- 40.32-HKD It L
- The total is shown at the bottom of the selected column(s).
| |
Object [Cost . |Posting Date [ReDoche | | =Val.in rep.cur. | =Value TranCurr[TCurr_[Purch.Doc. |Name I
ad- BO000L UT.0T 2072 6600007337 |59 RITTT0. 00 ST O00.00 |HED Sl E]
84" B0007101.01.2012 100382195 |SA 00.00- 000.00-HKD sL z
B4- 600071 30.06.2012 100404382 |SA 00.00- 000.00-HKD sL g
84- BO0071 |30.06.2012 100405381 |SA 00.00- 000.00-HKD s g
84 600071 30.06.2012 6600007682 59 00.00 ,000.00 HKD sL 7l
84" 483002 31.07.2012 100409091 |SA 09.34- 109.31-HKD N i
84 433002 31.08.2012 100409222 |SA 53.73- 253.73-HKD I i
B4- 483002 30.09.2012 100411448 |SA B4.60- 284.60- HKD N i
84 483002 (31.10.2012 100413368 |SA 76.39- 276.39- HKD N i
B4- 483002 [30.11.2012 100415656 |SA 02.74- 202.74- HKD N T
B4 483002 (31.12.2012 100417701 |SA B2.29- 182.29-HKD N 1]
B4- 483002 [31.01.2013 100419954 |SA 07.37- 207.37- HKD Ny 0
84" 483002 [28.02.2013 100422334 |SA B2.60- 162.60- HKD N 0
84- 433002 [28.02.2013 100422363 |SA 62.60- 162.60- HKD Ny i
B4- 483002 [28.02.2013 6600008169 |S9 52.60 162.60 HKD N 0
84" 4283002 (31.03.2013 100424478 |SA 31.87- 231.87- HKD N’ 1
B4 B0007101.07.2012 100407571 |SA 00.00- 000.00-HKD sL a
84" 558004 22.032012 5110241799 RD £8.00 700.00 RMB 5200078176
B4 590011 27.03.2012 1500037207 KZ £0.00 14516 |RMB
84" 590056 [27.052011 5110214977 RD 05.00 ,000.00 |USD 5200071883
84 500052 05.04.2013 5110274943 RD 5,000.58 642,50 USD 5200086549
84" 590075 05.042013 5110274943 RD e Larar 5200086549

P ¢ 2.71-» 6.26 GBP 3
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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 % .

Display Actual Cost Line ltems for Projects

wenu) 4| [ | | (S S Document g master Recor | 3181 Wl & P e stk ] 8] T

Layout SZIAL CITHE-WRS actual line items—-standard

Object FRI P College

Cost FElement 471001 To 650074 D-HE Charities-Fnd. ..

. . L.05.2011 To 31.05.2013
Highlight column
L

Object Costv... |F'osting Date |Reﬁ30cN0 | | =Val.in rep.cur. =Value TranCurr I‘I’Curr |F'urch.D0c. MName
LS 2 29022072 [T00395072 [SA T56.60 To6.60 |[HED =
84 483092 29.02.2012 |100395072 |SA 3,629.10 3,629.10 HKD z
84 483092 29.02.2012 |100395072 |SA 330.15- 330.15-HKD z

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

| Display Actual Cost Line ltems for Projects

| Menu) 4| | Il ([ ()| 5 ] 29] | 28 Document |[8y> Master Record |[[#] E

Layout SEIAL COHE-WES actual line items—=s=tandard
Object FRJ F14 College
Co=t Element 471001 Tao ALO074 D-HE Charitie=-Fnd. ..
Po=ting Date 01 .05.2011 To 31.05.2013
Object |‘Cost... |Fosting Date RefDocho | | EVal.in rep.cur. =Value TranCurr'TCurr |F'urch.Doc. MName
a4 471001 [30.08.2011 32000559358 YD 2 835.00- 835.00- HKD The ‘ou
84 30.08.2011 3200055940 YD 3.000.00- 000.00- HKD The ‘oul
84 30.08.2011 3200055941 YD 9 .885.00- 285.00- HKD The ‘ou
84 01.04.2013 3200064058 YD 0,000.00- 000.00- HKD The “oug
84 29 R 2011 | 32000EE0 e A eRaTe Al 000.00- HKD Har anks
471001 . 0,720.00- = m i
84 471003 01.03 20T m————— 000.00- HKD Ja
177003 . 0,000.00- - ma i
84 471008 |20 0 Tt ; P00 HRD Dr. [
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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 .

Display Actual Cost Line tems for Projects
Menu) I 28] [T T[S0 pocument [y waster Recora | ([0 (T | ] ) 2 i 24
Layout SEIAL CUHE-WES actual line itemns—=tandard
Object FRJ P147° ST T T Tlege
Cost Element 471001 To B5UUY4 U—HK Charities-Fnd
Posting Date 01.05.2011 To 31.05.2013
Jbject |‘Cost... |F'osting Date RefDocho | | =Valin rep.cur. =Value TranCurr’TCurr |Purch.D0c. MName
84 471001 |30.08.2011 3200055939 YD 72,835.00- 2,835.00-HKD The
84 30.08.2011 3200055840 YD 68,000.00- 8,000.00-HKD The
84 30.08.2011 3200055841 YD 89,885.00- 9,885.00-HKD The
84 01.042013 3200064058 YD 30,000.00- 0,000.00-HKD The
84 22.06.2011 3200055046 YD 00,000.00- 0,000.00-HKD Ha TL
471001 = 60,720.00- = 0,720.00-HKD

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

Il:ff' Select Spreadsheet ﬁgscgﬁ
Formats: Chariti
(#) Excel (in MHTML Format) |
[ Btar Office 8 Calc/OpenOfice.org 2.0
1 All Available Farmats
B
Posti eValue Tr
B0.04 Always Use Selected Format 1372,
20.0 568,
BO.O 189,
01.04 30,
220 500,
( 2,660,
D1.0 @y’ 3200063015 ¥D 100,000.00- 100,

- Input the file name and click ~# Cho9se, 7. drive refers to the browser’s own file system, NOT

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

Choose a file to save

[ ¢ Details |( [ Export [ [] Delete |[ [::] Rename |[[&] New Folder |( [ Import ]( 4 Parent Directory (e
Z\
- gz Mame Date Modified Type Size
l:l [D) expor2222tX...  1/28/2016, 1:46:44 PM | application/mse.... 175 KB [«]
]
« l:l @ exportXLs 414/2016, 95122 AM | application/mse. .. 1265 KB
D) exportizXLS | 4/7/2016, 9:19:35 AM | application/mse... 114 KB =
e
File Name: Clexport xS D) J
S —
Save as type: [Excel (" XLS) -/ !
[ % Choose] Cancel]
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- Click “OK” if the below window is shown.

Choose Dialog

export. XLS already exists. Do you want to replace it?

o’ OK

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

Information Dialog

Data was saved to file "Z\export XLS". This file is
located in the browsers own filesystem.

You can look at it with the WebGUI File Browser. I
It can be found in the WEBGUI menu (under Menu ->
WebGUI File Browser) resp. under the WEBGUI menu
button "GUI Actions and Settings".

[ 1 Don't show this dialog again. F

p

T N N—

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

—
—
Do you want to allow cuhk.edu.hk to use additional storage on your computer? Yes Mot for this site >
——
——— ——

- 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.

52015 5110346966 RLC 1,597 .50- 1,597 50- HKD Item text of 5110346966 Header text of 511034€
52015 5110347673 RC 2,147 50- 2,147 50- HKD ltem text of 5110347673 Header text of 5110347
5.2015 | 5110349049 RL 51,179.00- 51,179.00- HKD Item text of 5110349049 Header text of 511034¢
3.2015 | 5110349596 RLC 140.00- 140.00- HKD Item text of 5110349596 Header text of 511034¢
5110349587 RLC 9,481.00- 9,481.00- HKD ltem text of 5110348587 Header text of 511034¢
5110349588 RLC 3,109.50- 3,109.50- HKD Item text of 51103429598 Header text of 511034¢
5110349589 RC 756.00- 756.00- HKD ltem text of 5110343599 Header text of 5110348
— e —
o you want to open or save download.xls (222 KB) from cuerpsys.bur.cuhleedu.hk? Open Save |¥ Cancel
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- If the option “Open” is chosen, click “Yes” if the below window is shown.

[* ——— e —
Microsoft Excel ™

Was this information helpful?

- The Excel file will then be opened.

| A B C D E F G H I
1 Object |Cost Element |Posting Date |Ref Document Number |Document type [Val.in rep.cur. [Value TranCurr [Transaction Currency |Purchasing Docur
2 | 1234561551004 30/06/2015 100493975 SA £00.00 500.00 HKD
3 | 123456 551004 15/07/2015 100496375 SA 1,500.00 1,500.00 HKD
4 | 123456 551004 31/08/2015 3001138458 YB 1,105.00 1,105.00 HKD
5 | 123456 553508 16/05/2015 5110346185 RD 5,198.50 5,198.50 HKD 6200095782
6 | 123456 555004 30/05/2015 1901539159 KR 300.00 300.00 HKD
7 | 123456 555004 12/06/2015 1901542141 KR 118.00 118.00 HKD
8 | 123456 557001 18/05/2015 100487477 SA 350.00 350.00 HKD
9 | 123456557001 29/07/2015 1901555006 KR 7,000.00 7,000.00 HKD
10| 123456559101 09/04/2015 00483624 SA -11,223.00 -11,223.00 HKD
1 | 123456 559101 22/06/2015 00491938 SA -4,8-:16.0[]' -4,8-:18_00_|HKD
12| 123456 553105 21/04/2015 "100484660 SA -1.982.00 -1.982.00 HKD
13| 123456 558105 21/04/2015 100484661 SA -4,364.80 -4,364.80 HKD .

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

the menu.

Display Actual Cost L

Qe | L
List 4
Edit v {; gg”
Goto r 5591
Settings [ 01.0
Extras 4
Environment 4
System »
Help »
WebGUI File Browser _ )

Object + Awx acct ignment_1
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- Select the file and click “Export”.

WebGUI File Browser

SABTER |
£\
= [Jza | Hams | Dats Modifisd | Typs | Size
) exportXLS 9/26/2016, 12:34:01 PN application/mse. .. 22 KB H
E

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

—{ Do youwant to save export.XLS (158 KB) from sapwebdisp.itsc.cuhleedu.hk? Save |7 Cancel }»
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For Chrome

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

Display Actual Cost Line tems for Projects
Menu) I 28] [T T[S0 pocument [y waster Recora | ([0 (T | ] ) 2 i 24
Layout SEIAL CUHE-WES actual line itemns—=tandard
Object FRJ P147° ST T T Tlege
Cost Element 471001 To B5UUY4 U—HK Charities-Fnd
Posting Date 01.05.2011 To 31.05.2013
Jbject |‘Cost... |F'osting Date RefDocho | | =Valin rep.cur. =Value TranCurr’TCurr |Purch.D0c. MName
84 471001 |30.08.2011 3200055939 YD 72,835.00- 2,835.00-HKD The
84 30.08.2011 3200055840 YD 68,000.00- 8,000.00-HKD The
84 30.08.2011 3200055841 YD 89,885.00- 9,885.00-HKD The
84 01.042013 3200064058 YD 30,000.00- 0,000.00-HKD The
84 22.06.2011 3200055046 YD 00,000.00- 0,000.00-HKD Ha TL
471001 = 60,720.00- = 0,720.00-HKD

Select "Excel (in MHTML Format)" and then ¥

Il:ff' Select Spreadsheet ﬁgscgﬁ
Formats: Chariti
(e) Excel (in MHTML Format) |
() Btar Office 8 Calc/OpenOffice.org 2.0
) All Awailable Formats
B
Posti eValue Tr
RO [ Always Use Selected Format 1372,
20.0 568,
30.0 139,
01.04 a0,
D20 500,
( 2,660,
D1.0 @y 3200063015 ¥D 100,000.00- 100,

Click “Allow” if the below window is shown.

—_—

https:/isapwebdisp.itsc.cuhk.edu.hk wants to:

| A Store files on this device

@ Block
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- Input the file name and click (&7 Choose 7. drive refers to the browser’s own file system, NOT

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

Choose a file to save

‘ [ - Details |[[ 2 Export || [] Delete |[ [::] Rename |[ @] New Folder |[ [ Import |[ 4 Parent Directory | 267 |
A\

. Dz:\ ‘ Name ‘ Date Modified Type Size
D [ expor2222tX... | 1/28/2016, 1:46:44 PM | application/mse... 175 KB [«]
]

. |:| [ exportXLs 4/14/2016, 9:5122 AM | application/mse... | 1265 KB
@ export12 XLS 4/7/2016. 9:19:35 Al application/mse... 114 KB |E|
L — -
File Name: Clexport XLS D |
—_—
Save as type: Excel (“XL3 v
typ [Excel ("XLS) ~) 4
< ” Choose W Cancel

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

Information Dialog

Data was saved to file "Z\export. XLS". This file is
located in the browsers own filesystem.

You can look at it with the WebGUI File Browser. I
It can be found in the WEBGUI menu (under Menu ->
WebGUI File Browser) resp. under the WEBGUI menu
button "GUI Actions and Settings".

[ ]Don't show this dialog again. P
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- Close the window if either one of the below appears.

M filesystem:https:/fsapvmerp.bur.cuhk.eduhk:8443/persistent/export.XLS - Google Chrome

a7

[ filesystem:https://sapvmerp.bur.cuhk.edu.hk:8443/persistent/export.XLS

A | MIME-Version: 1.0
X-Document-Type: Worksheet
Content-Type: multipart/related; boundary="----=_NextPart_@1C5084F.FEF2A7AR"

—————— =_NextPart_@1C5884F . FEFIATLAG
Content-Location: file:///C:/Mappel.htm
Content-Transfer-Enceding: text/html
Content-Type: text/html; charset="utf-8"

<html xmlns="http://www.w3.org/TR/REC-html4@" xmlns:alv="http://www.sap.com/ALV/2.6" xmlns:asx="http://www.sap.com/abapxml"”
xmlns:o="urn:schemas-microsoft-com:office:office” xmlns:v="urn:schemas-microsoft-com:vml” xmlns:x="urn:schemas-microsoft-com:office:excel”>
<head><meta http-equiv="Content-Type" content="text/html;8&#xa; charset=utf-8"/><meta name="Progld" content="Excel.Shest"/><meta
name="Generator" content="Microsoft Excel 3"/><link rel="File-List" href="./WbGui_XML_files/filelist.xml"/><link rel="Edit-Time-Data"
href="./WbGui_XML_files/editdata.msc"/><link rel="OLE-Object-Data" href="./WbGui_XML_files/oledata.mso"/><!--[if gte mso 9]><xml>
<o:DocumentProperties/»<o:0fficeDocumentSettings»<o:DownloadComponents/»<o:LocationOfComponents HRef="file:msowc.cab"/>
<fo:0fficeDocumentSettings»</xml><! [endif]--><styles<! -~

table

— -
[ T TATave sEwee. -

@ aboutblank

Showall X

|| & 2bzaea30-9793-a509-

——

|1

- Select “Web GUI for Browser” from the menu.

Display Actual Cost Line Items for Projects
I'u'nenu;]|| | 4 [m]l

List

Edit

Goto
Settings
Eutras
Envirenment
System
Help

Document || &~ Master Record ]E

FEJR1 CUHE-WBS actual line it
WBS

538101 To 590087 Becovery-Sales. ..
01.04.2015 To 30.04.2015

T T ¥ ¥ vy vy v wr

<' WebGUI File Browser _ )

'm&;
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WebGUI File Browser

Select the file and click “Export”.

23042015 &

22.05.2015

BS) export (2).XLS

- Select “Yes” at the following prompt.

Microsoft

Excel 4 -

- . T

- e, B,

- -

— .

‘ & Details Export Delete || [] Rename || [f] New Folder |[ [@] Import |( 4. Parent Directory | e ‘
] =z
- Oz Name | Date Modified | Type ‘ size

4 [« B expor2222tX... 1/28/2016, 1:46:44 PM application/mse... 173 KB

) @ export XLS 41412016, 2:42:27 PM application/mse... 114 KB
] @ export12 XLS 47772016, 9:19:35 AM application/mse... 114 KB

a export2. XLS 1/26/2016, 2:44:37 PM application/mse...  1KB
4
4
s

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

o]

l' The file you are trying to open, "export.XLS', is in & different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

[ e ]

‘[ Ves ])\ o |

Was this information helpful?

The Excel file will then be opened.

1 A B C D E F G H I
1 |Object |Cost Element |Posting Date |Ref Document Number |Document type |Val.in rep.cur. [Value TranCurr |Transaction Currency |Purchasing Docur,
2 i__1_22415_5:':551004 30/06/2015 100493975 SA 500.00 500.00 HKD
3| 123456 551004 15/07/2015 00496375 SA 1.500.00 1.500.00 HKD
4 | 123456 551004 31/08/2015 3001138458 YB 1,105.00 1,105.00 HKD
5 | 123456 553508 16/05/2015 5110346185 RD 5,198.50 5,198.50 HKD 6200099782
6 | 123456 555004 30/05/2015 901539159 KR 300.00 300.00 HKD
7 | 123456 555004 12/06/2015 1901542141 KR 118.00 118.00 HKD
8 | 123456557001 18/05/2015 100487477 SA 350.00 350.00 HKD
9 | 123456557001 29/07/2015 1901555006 KR 7,000.00 7,000.00 HKD
10| 123456 559101 09/04/2015 00483624 SA -11,223.00 -11,223.00 HKD
11| 123456 559101 22/06/2015 100491938 SA -4,846.00 -4.846.001HKD
12| 123456 558105 21/04/2015 100484660 SA -1,982.00 -1,982.00 HKD
13 | 123456 559105 21/04/2015 100484661 SA -4,364.80 -4,364.80 HKD
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WebGUI File Browser

- Click to confirm.

Delete export XLS?

)¢ Cancel|

i ;

‘ & Details Export Delete ) [] Rename || [F] New Folder |[ [@] Import |( 4. Parent Directory | 2[5 ‘
] =z

- Oz Name | Date Modified | Type ‘ size
4 < |:I expor2222tX...  1/28/2016, 1:46:44 PM application/mse... 173 KB
) @ export XLS 41472016, 2:42:27 PM application/mse... 114 KB J
] @ export12 XLS 47772016, 9:19:35 AM application/mse... 114 KB
a export2. XLS 1/26/2016, 2:44:37 PM application/mse... 1 KB |E| ]
4
4
s

To delete a file if needed, select it in the “WebGUI File Browser” window and click “Delete”.
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iii. For Firebox

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

Display Actual Cost Line tems for Projects
Menu) I (2088 T 28 ocument [ master Record ] 51/ [ 22 | ] 2 ] 5] 28 ] [T [
Layout SEIAL CUHE-WES actual line itemns—=tandard
Object FRJ P147° ST T T Tlege
Cost Element 471001 To B5UUY4 U—HK Charities-Fnd
Posting Date 01.05.2011 To 31.05.2013
Jbject |‘Cost... |F'osting Date RefDocho | | =Valin rep.cur. =Value TranCurr’TCurr |Purch.D0c. MName
84 471001 |30.08.2011 3200055939 YD 72,835.00- 2,835.00-HKD The
84 30.08.2011 3200055840 YD 68,000.00- 8,000.00-HKD The
84 30.08.2011 3200055841 YD 89,885.00- 9,885.00-HKD The
84 01.042013 3200064058 YD 30,000.00- 0,000.00-HKD The
84 22.06.2011 3200055046 YD 00,000.00- 0,000.00-HKD Ha TL
471001 = 60,720.00- = 0,720.00-HKD

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

Il:ff' Select Spreadsheet ﬁgscgﬁ
Formats: Chariti
() Exzel {in MHTML Format) |
[ Btar Office 8 Calc/OpenOfice.org 2.0
) All Awailable Formats
B
Posti eValue Tr
RO [ Always Use Selected Format 1372,
20.0 568,
BO.O 189,
01.04 30,
220 500,
( 2,660,
D1.0 @y 3200063015 ¥D 100,000.00- 100,

- Input the file name and click fZ Choose 7. drive refers to the browser’s own file system, NOT

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

Choose a file to save

‘ [ - Details |[[ 2 Export || [] Delete |[ [::] Rename |[ @] New Folder |[ [ Import |[ 4 Parent Directory | 2.5 |
A\
. Ci Z\ Name Date Modified Type Size
D [ expor2222tX... | 1/28/2016, 1:46:44 PM | application/mse... 175 KB [«]
]
. |:| [ exportXLs 4/14/2016, 9:5122 AM | application/mse... | 1265 KB
@ export12 XLS 4/7/2016. 9:19:35 Al application/mse... 114 KB |E|
o — §
File Name: Clexport XLS D) |
_
Save as type: [Excel (*XLS) M| I
< ” Choose m Cancel
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- Click “OK” if the below window is shown.

Choose Dialog

export. XLS already exists. Do you want to replace it?

o’ OK

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

Information Dialog

Data was saved to file "Z\export XLS". This file is
located in the browsers own filesystem.

You can look at it with the WebGUI File Browser. I
It can be found in the WEBGUI menu (under Menu ->
WebGUI File Browser) resp. under the WEBGUI menu
button "GUI Actions and Settings".

[ 1 Don't show this dialog again. F

p

N N—

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

the EXCEL file.

COpening https:/fcusrpsys.bur.cuhk.edu.hk:8443/b2b73422-b518-4cff-...

"

You have chosen to open:

@ .r.cuhk.edwhlc8443/b2b73422-b918-4cff-bde2-cefIBd0ed55e

which is: Microsoft Excel 97-2003 Worksheet (146 KB)
from: blob:

What should Firefox do with this file?

T Openwith | Bycrosoft Excel (defaul) -

@ Save File

[7] Do this automatically for files like this from now on.

ok D concel |
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- If'the option “Open” is chosen, click “Yes” if the below window is shown.

Microsoft Excel [E

l") The file format and extension of "export.XLS' don't match. The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

Was this information helpful?

- The Excel file will then be opened.

| A B C D E F G H I
1 Object |Cost Element |Posting Date |Ref Document Number |Document type [Val.in rep.cur. [Value TranCurr [Transaction Currency |Purchasing Docur
2 | 1234561551004 30/06/2015 100493975 SA £00.00 500.00 HKD
3 | 123456 551004 15/07/2015 100496375 SA 1,500.00 1,500.00 HKD
4 | 123456 551004 31/08/2015 3001138458 YB 1,105.00 1,105.00 HKD
5 | 123456 553508 16/05/2015 5110346185 RD 5,198.50 5,198.50 HKD 6200095782
6 | 123456 555004 30/05/2015 1901539159 KR 300.00 300.00 HKD
7 | 123456 555004 12/06/2015 1901542141 KR 118.00 118.00 HKD
8 | 123456 557001 18/05/2015 100487477 SA 350.00 350.00 HKD
9 | 123456557001 29/07/2015 1901555006 KR 7,000.00 7,000.00 HKD
10| 123456559101 09/04/2015 00483624 SA -11,223.00 -11,223.00 HKD
1 | 123456 559101 22/06/2015 00491938 SA -4,8-:16.0[]' -4,8-:18_00_|HKD
12| 123456 553105 21/04/2015 "100484660 SA -1.982.00 -1.982.00 HKD
13| 123456 558105 21/04/2015 100484661 SA -4,364.80 -4,364.80 HKD .

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

from the menu.
Display Actual Cost Line Items for Proj
Menu a | | | | o4 Y system | | [ =5 Docume

List

Edit

Goto
Settings
Extras
Environment

SZJAl T
WBS An
433092 To 483092 In
01.07.2015 To 30.09.2015

System

T T v v v v v w

Help

)4

¢ WebGUI File Browser

A
i
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- Select the file and click “Export”.

WebGUI File Browser

& (E7) i) 2 €3]
£\
= [Jza | Hams | Dats Modifisd | Typs | Size
) exportXLS 9/26/2016, 12:34:01 PN application/mse. .. 22 KB H
E

- The “Open/Save” dialog box will then appear.
[ Opening export.XLS uﬂ

You have chosen to open:

@._] export.XLS

which is: Microsoft Excel 97-2003 Worksheet (21.3 KB)
from: blob:

What should Firefox do with this file?

i) Save File

[7] Do this automatically for files like this from now on.

| ok || Concel |
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iv. For Safari

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

w sapwepmsp.itsc.cuhk.edu.hk &
‘or Projects
Document | G Waser Reco (110 5P 5 ER 375 e D () 2
CUHE-WBS actual line items-standard Spreadsheet... (Ctri+Shift+F7)

90192 e e
0.09.2016

Val.in rep.cur. Value TranCurr|TCurr |Purch.Doc. Name n]

e v el HED r— T B

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

‘Select Spreadsheet

Formats:

() OpenOffice (in OpenDocument Format 2.0)

(" Select from All Available Formats

I’
)
]
€5, Excel (in MHTML Fomat
]
]
]
)
]

[ Always Use Selected Format [c

|

L) o N s nEn

- Input the file name and click fZ Choose 7. drive refers to the browser’s own file system, NOT a

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

Choose a file to save

| B O EREE @
izi
- o Mame Date Modified Type Size
[=]
=

File Name: Closxs ) |
e

Save as type: [Excel (*XLS) v]

=
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- Click “OK” if the below window is shown.

Chooss a file to save

| HEEREEE

zr

—

Pl ‘ Choose Dialog ‘mm

CJI3.XLS already exists. Do you want to replace it?

D=

@)

ns... 18akB =

=

File Name:

Save as type:

[Excel (*.XLS)

~]

" Choose || 3 Cancel

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

‘Select Spreadsheet
B o ]

Data was saved to file "/Z/CJI3.XLS". This file is located in

the browser's own flle system.

oA om

“GUI Actions and Setlings".

[7] Den't show this dialog agai

You can look at it with the WebGU| File Browser.
It can be found in the WebGUI menu (under Menu =
WebGU! File Browser) or by using WebGUI menu button

in.

.

- Close the below window if it appears.

& sanwebdisn itse cuhk.adi bk

eo0e [im]

i

- Select “Web GUI for Browser” from the menu.

0O (<

{0

& sapwebdisp.ite

Display Actual Cost Line Items for Projects

| 4 [ System 4 | | Document | ¢ Master Record ]E

Menu 4| | |

List 3 - n
Edit ’ w: ;“
Goto 4 500010 To
Setlings 3 01.07.2016 To
Extras 3
Environment 3
System 3
Help ]

ﬁstingm = |FlstocNo = | | E
WebGUI File Browser g 2015 3400070293 | YF

CUHE-WBS actual line items-st

L—— —_—— ——————— 3]

590192 5
30.09.2016

Valin rep.cur. Value TranCurr | TCurr

= u RAR RE

— s LZID24KD
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- Select the file and click “Export”.

| e@ranae ol

! 2

: - o= Name | Date Modified ‘ Type | Size

| & Domxs 26 2016... ... 1B4KB e
; =

! 3¢ Cancel

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

shown in the file directory.

e0e [® Downloads

ESEID (= JE---IRE - ] a Q Searc

Size  Kind Date Added
Today, 10:12 AM

Favorites
@ airbrop
B Al My Files
< iCloud Drive
#% Applications
[ Desktop
@ Documents
@ Downloads

188 KB

B Unknown TextEd...ument

Devices
@ Remote Disc
Tags
® Red
Orange
Yellow

A5

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

[ Downloads

E:u ol Evl v & | O

Favorites Name Size Kind
@ AirDrop | CH3.XLS 188 KB  TextEd..ument
E Al My Files
& iCloud Drive
| Are you sure you want to add the extension
#~: Applications | £ “XLS" to the end of the name?
If you make this change, your document may open in a

[ Desktop
‘ different application.

Iﬁ Documents
o o | Don't Add
Downloads

Devices

A Damata Nicn

- Double-click the file to open it.

Date Added
Today, 10:12 AM
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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 &
Display Actual Cost Line ftems for Projects
| Menu ) | | (@[] |10 ][BE]] |00 S Document
Print Preview Ctrl+3hift+F10
Edf g CUHE-VES actua
oto r gl
Settings b Bl ' D-HE Charities
Send To L3
Extras 3
Enviranment ¥ | Exit Shift+F3
Systemn b
Help ¥
Using ... Docho | | =Yal.in rep.cur. =Value Tran(
SAP GUI for HTML Options F 00055939 YD 35.00- 835
84 30.08.2011 3200055940 ¥D 00.00- Loon
84 30082011 3200055941 YD a35.00- 885
84 01.042013 32000640588 YD 00.00- 000
84 22062011 [3200055046 YD 00.00- Looo
471001 " T720.00-= 20|
Display Actual Cost Line Items for Cost Centers
[Menu ][ | « |E €M K ) 5] [ (=Y Document | [ > Master Record | [] (2] [TE| 5] ] B (28] 25 (T [0 B el
Layout FEZKR1 CUHK-cost center actual line items-std Sl
Cost Center DEPT1 DEPT1
Eeport currenc HED HED . .
? ! “Print Preview”
Button
Cost Cir |Cosl...‘ |Posﬁng Date |RefDocMo | |E Val.in rep.cur. WValue TmnCun|TCun |Pulch.Duc. Name
DEFT1 471025 24.10.2015 100501668 SA 250,000.00- 250,000.00- HKD Donation
471025 - 250,000.00-
DEPT1 555005 24.09.2015 1901570938 KR 3.000.00 3.000.00 HKD Workshop
5585005 - 3,000.00
247,000.00-

- Click ¥ to continue.

Output Device 2PDF % DF printing in Web GUI
Number of copies

Number of pages
(=) Print all

() Print from page 0 To 0

e
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A new window will appear. Wait and do NOT close the window.

@ hitpsi//saptstbur.cubk.eduhk:8443/sap(bD1IbiZiPTAzMA=

=)/be/bsp/sap/frontend_print/poll_front_ - Internet Explorer

15 i R BT i o i RGeS <75

The formatted data will be displayed in this window; wait and do not close the window

The list will be displayed in PDF format in the new window.

Layout
Cost Center
Report currency

NEW_LAYOUT
AFO afo
HKD HKD

new_layeut

555005 14.09.2015|5110358181 |RD 55.00 55.00 |HED 5200078720 27.08.2015 14.09.2015 3
555005 14.09.2015|5110358181 |RD 07.40 07.40 |HED 27.08.2015 14.09.2015 4 -
. 555005 62.40
530001 24.09.2015(3001142333 |¥B 69.20 69.20 |HED 16.09.2015 24.08.2015| z|E0SERa48l
580001 €9.20
590031 11.09.2015|4500887783 [WA 6.50 £.50 |HED 11.09.2015 11.00.2015| 1 |EOSEEROSEN
5580031 6.50
590080 18.00.2015(5110358550 |RD 00.00 00.00 (HED |5200108171 28.08.2015 18.08.2015| 3 |S0SEE0S5N
580080 00.00
bk 38.10
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Appendix B:

Payment Method Code and Description

Payment Method Description

HSBC COS Grouped, to client

HSBC COS Grouped, to CUHK

HSBC COS Ungrouped, to client

HSBC COS Ungrouped, to CUHK

HSBC COS TT

HSB2 Bank Advice

BOC Draft

HSB2 HKD Check

HSB2 Draft

HSB2 HKD Separate Check

HKBUK GBP Check

HSB16 HKD Check

CTBU USD Check

HSB2 HKD AUTOPAY

HSB16 Draft

HSB2 HKD AUTOPAY PGS

BOC Mail Transfer

HSB2 NOTES

MMBU USD Check

MMBU USD Separate Check

BOCTT

HSB2 Chats (HKDTT)

HSB2TT

HSBCU USD Check

HSBCU USD Separate Check

HSB16 TT

HSB HKD Student Union Check

N|I<|®X|S| Q3L O|7 ZZ|C|R|T|T|EZQICO Q| @ v &R i~

HSB1 HKD Check
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Appendix C: Document Type and Description

Doc. Type Doc. Number  Description Reversal Doc.  Reversal Doc.
Prefix Type 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
7P 20 Payment posting 79 68

--- THE END ---
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