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Agenda

• Scheduling FIS Report Generation 

• Frequently Asked Questions on FIS

• Questions and Answers



3

Scheduling FIS Report Generation 
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• Enable users to set “schedule job” for FIS report generation, e.g. 
during late night or early morning
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Schedule Options

• Simple Schedule

or

• Advanced Schedule

Scheduling FIS Report Generation - Options 
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Schedule Options

• Simple Schedule

• Set Schedule 

when to generate the report?

• Set Recurrence 

repeat Daily or Monthly?

• Set Interval

for repeat scheduling

• Set Date Parameters

Select Recalculate Default 

Parameters

Scheduling FIS Report Generation - Simple Schedule

Select

for Advanced Schedule
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Scheduling FIS Report Generation - Advanced Schedule

Schedule Options - Advanced Schedule
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Delivery Options

• Automatically send out reports via email

Scheduling FIS Report Generation - Delivery Options

Use comma as 
separator for 
multiple email 
addresses
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Detailed user guide available on FIS Project Website

https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm

Scheduling FIS Report Generation – User Guide

https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm
https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm
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1. User account assignment

2. PR month end closing

3. GL Date for Purchase Requisition

4. PR Approval via Email 

5. Tips for Goods Receipt

6. PR Billed by Quantity or Amount

7. Report access rights

8. Tips for parameters selection of Income and Expenditure (I/E) 
Statement

Frequently Asked Questions (FAQ)
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Oracle license fee involved for each user account

• Initial license cost as well as annual maintenance fee

Direction from Project Steering Committee of new FIS, chaired by

VPAS, on user account assignment:

• The number and allocation of FIS licenses should be controlled

to maintain cost effectiveness

• Appreciate cooperation from user departments to streamline

operation with sufficient but not excessive number of user

licenses

FAQ 1 - User account assignment
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FAQ 1 - User account assignment (Cont’d) 

Headcount 
and 

structure of 
department

Limit in total 
number of 

user 

licenses

License cost

Office 
locations

Department 
operation

Others..

Number 
of PR 

issued

Basket of factors for consideration 
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Application for additional FIS user accounts

• Standard license allocation mechanism may not satisfy the needs of 
all Faculties /  Departments / Offices

• Head of Faculties / Departments / Offices may submit applications 
for additional user accounts with justifications to the Director of 

Finance via FIS email address fosys@hkbu.edu.hk

FAQ 1 - User account assignment (Cont’d)

mailto:fosys@hkbu.edu.hk
mailto:fosys@hkbu.edu.hk
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Oracle workflow limitations on month end closing: 

• If PR has not yet submitted on or before the last working day of the 

month (i.e. incomplete status)

• When the PR is edited or submitted, account code combinations will be 

updated automatically to default account on the 1st working day of next 
month 

• The following messages will be prompted:

FAQ 2 - PR month end closing
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FAQ 2 - PR month end closing (Cont’d)

Open the PR and select “Update Line” to ensure the 
account code is correct before submission
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FAQ 2 - PR month end closing (Cont’d)

By default, the account will be set to default category code , e.g. 
“381110 - General Expense”; please update where necessary
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Tips for PR preparers:

• Try to prepare & submit PR for

approval before month end closing

(i.e. on or before the last working day)

• Always check the account code before

submission

Tips for PR reviewer / approver

• Use “View” function instead of “Edit”

function for review

• Always check the account code before

submission

FAQ 2 - PR month end closing (Cont’d)



17

• Budget of future financial year is allocated in July of that financial 
year

• For example, FY 2020-21, enter the GL date as 01-JUL-2020

FAQ 3 - GL Date for Cross Year PR
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Approve / Reject / Request Information action via email

FAQ 4 - PR Approval via Email
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After clicking the “Approve” or “Reject” or “Request Information”, an email will 
be created automatically

• Enter the note between quotation marks (where necessary)

• Click “Send” 

Do NOT edit the recipients / subject / etc.

FAQ 4 - PR Approval via Email (Cont’d)

Enter note between quotation marks

DON’T EDIT 

1

2
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• When PR is submitted, an email notification on PR approval request 
will be sent to the approver

• After 7 days, a reminder email notification will be sent.  The original 
email notification is expired and actions will be ignored by system.

• Perform action using the latest email notification (approve / reject / 
request information)

FAQ 4 - PR Approval via Email (Cont’d)
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1. A list of PR for recent 60 days is displayed on Receiving screen

2. Use search function to find a PR by PR number

3. Click “Full List” button to list out all PRs

FAQ 5 - Tips for Goods Receipt

1

2

3
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• Select correct item type to create PR (Goods vs Services)

FAQ 6 - PR Billed by Quantity or Amount

PR creation page

Receiving Page

Goods Billed by Quantity
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• Billed by Amount - Services by different phases

FAQ 6 - PR Billed by Quantity or by Amount (Cont’d)

PR Preparation page

Receiving Page

Goods or Services Billed 
by Amount
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• Services billed by quantity – user is required to input quantity 
received by proportion, e.g. 1/12 = 0.083333...

• Not commonly used by HKBU users

FAQ 6 - PR Billed by Quantity or by Amount (Cont’d)

PR Preparation page

Receiving Page

Services Billed by Quantity
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Design of report access rights in FIS 

• Data and access right based on Cost Centre

• Access to reports across cost centres is not 

supported by default

FAQ 7 - Report access rights

Entity
Funding 

Source
CCtr / Unit Account

Project

11 11 4521 212140 311001

1st 2nd 3rd
4th 5th

2 digits 2 digits 4 digits 6 digits 6 digits

Inter -Fund Spare

Default Segments

2 digits 2 digits

24 digits
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• On case by case basis, special arrangement could 
be made to set security rules by projects.  

• The  Project Team will study technical feasibility on 
requested setting with Deloitte. 

FAQ 7 - Report access rights (Cont’d)

Entity
Funding 

Source
CCtr / Unit Account

Project

11 11 4521 212140 311001

1st 2nd 3rd
4th 5th

2 digits 2 digits 4 digits 6 digits 6 digits

Inter -Fund Spare

Default Segments

2 digits 2 digits

24 digits
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• Calendar Period format: MMM-YY, 

for example, June 2018 = JUN-18

• Period Type: 

• PJTD - Project to Date

• PTD - Period to Date

• YTD - Year to Date 

• Fund and CCTR value are optional

FAQ 8 - Parameters selection of I/E Statement
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• Budget controller can send a written request to Financial Systems Section 
of FO (fosys@hkbu.edu.hk) to limit the access rights for a staff or 
delegate to financial reports without staff costs.

• A non-staff cost access rights will be assigned for such staff or delegate 
under Oracle responsibility name of Financial Reports / Inquiry (exclude 
SC).  A remark will be stated under simplified I/E report to remind users 
for exclusion of staff cost deduction for the financial position.

New Slide 

supplemented  

on  28 Aug 2020
FAQ 8 – Limit access rights to view staff cost
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Please visit the FIS Project Website:

https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm

or from the New FIS Project on FO website

For more information…

FIS Support Hotline

3411 5587

Email: 
fosys@hkbu.edu.hk

https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm
mailto:fosys@hkbu.edu.hk
https://fohome.hkbu.edu.hk/internal/hkbufoproj/index.htm
mailto:fosys@hkbu.edu.hk
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Questions & Answers 
for 

All Sessions


