
CUSAP Phase II: 
Payment 

 



Commonly Use Vouchers 



Commonly Use Vouchers 



Changes in Workflow – 
Without PO 

Existing workflow  

 Requester input payment 
details into the pre-set 
payment voucher (PV) by 
MS Word/Excel/PDF, 
typewriter or by 
handwriting 

 Attach original 
supporting document to 
the PV 

 Seek approval from 
approver  

 

New workflow 

 Requester input the 
payment details to CUSAP 
via e-PV System  

 

 

 Upload / delete 
supporting document to / 
from CUSAP 

 ………. 



Changes in Workflow – 
Without PO (Con’t) 

Existing workflow  

 

New workflow 

 Real time funding 
availability check by the 
system 

 If not sufficient fund, 
change funding or input 
undertaking and 
justification if needed 

 Sufficient information 
provided 

 Check if funding belongs 
to requester’s reporting 
department 



Changes in Workflow – 
Without PO (Con’t) 

Existing workflow  
 Duly signed voucher 

with supporting 
document pass to 
Bursary funding unit to 
confirm funding 
sufficiency 

 If not sufficient fund, 
Bursary bounce back 
to the requester to 
amend fund source 

 Seek approval if 
additional fund source 
is needed 

 

New workflow 
 Save payment voucher with 

PV no. assigned by CUSAP 

 Print payment voucher for 
approval (with barcode of PV 
no.) the PV status is “Printed 
for approval” 

 Attached supporting 
documents  

 Send the CUSAP generated PV 
with supporting documents to 
approver to seek approval 

 Duly signed voucher with 
supporting document pass to 
Bursary funding unit to 
confirm 

 

 

 



Benefits from using e-PV 

 Check fund availability when creating PV 

 Ensure sufficient information provided 

 Enhance efficiency 

 Avoid input error from copying from hardcopy PV 

 Track the payment status more easy 

 



Payment Methods 

HK Dollar Cheque Crossed 
Uncrossed* 

Direct credit 
US Dollar Cheque Crossed 

Direct credit Telegraphic Transfer 
GBP Cheque Crossed 

Direct credit Telegraphic Transfer 
Other foreign 
currencies 

Cheque  
(Bank Draft) 
Direct credit Telegraphic Transfer 

* Only for HKD cheque 



Electronic  
Payment Voucher 



Different types of payment 



(A) Payment fully against PO 



(A) Payment fully against PO (con’t)  



(A) Payment fully against PO (con’t)  



(A) Payment fully against PO (con’t) 

 



(A) Payment fully against PO (con’t) 



Different types of payment (con’t) 



(B) Payment not fully against PO/    
   Payment without PO 



(B) Payment not fully against PO/    
   Payment without PO (con’t) 



(B) Payment not fully against PO/ 
   Payment without PO (con’t) 



(B) Payment not fully against PO/ 
   Payment without PO (con’t) 

Payment 
description 

Invoice 
No. 



Different types of payment (Con’t) 



(C) Entertainment (to External Party) 



(C) Entertainment (to External Party) 
(con’t) 



Different types of payment (Con’t) 



(D) Payment to Staff or Student 



(D) Payment to Staff or Student         
   (con’t) 



Different types of payment (Con’t) 



(E) Research Studentship Payment 



(F) Undergraduate Student Research    
   Studentship Payment  



Different types of payment (Con’t) 



(G) Entertainment (to Internal       
   Party) 



New function: Upload Supporting 
documents 



Q & A 



Contact Person for CUSAP Phase II 
(Payment) 
 
Accounting Operations & Systems Unit, 
Bursary 
 
1. Ms Monica Yuen, Finance Manager 
    Tel: 3943 1713 
    email: monicayuen@cuhk.edu.hk 
 
2. Mr Alex Cheng, Accountant 
    Tel: 3943 7184 
    email: alexcheng@cuhk.edu.hk 
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