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Introduction   

 

The simplified version of Income and Expenditure (I/E) Statements aim to provide a more user-friendly  

approach for report generation, simplify report layout and enhance operational efficiency. .    

 

This user guide introduces how to generate the Simplified version of I/E statements which cover the below  

report types.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Income and Expenditure Statement for All Balance   

 

As the simplified I/E statements provide the summary information on the financial position for users to easy  

understand, users can still generate the existing I/E Statement for All Balance / Cost Centre Summary (CCtr  

Summary) / Dept with U-wide reports for more detailed information on expenditure by accounts.   

 

 

 

 

 

 

 

 

1   

Report Type   Description   
 

Recurrent Funds   
  

   
 

  

Recurrent Fund (RF)   

Summary   

 

YTD with Budget RF    To show the details for Recurrent Funds (Fund 11)   

Included both Departmental expense and U-Wide expense information   

      
 

Project Funds   
  

   
 

  

All Fund Summary   Summary for all Projects    

YTD with Budget    To show details on Year-to-Date Activity with Budget   

e.g.  Fund 44 - Unmatched Endowment   

     Fund 45 - Matched Endowment           

PJTD with Budget   To show details for Project-to-Date Activity with Budget   

e.g.  Fund 22 - Earmarked Research Grants   

     Fund 24 - Capital Grants   

PJTD on Balance   To show details for Project-to-Date Activity on Balance   

e.g.  Fund 41 - Self-financing   

Summary for Recurrent Fund Expenditure   
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In the home of Oracle FIS, please find the responsibility name for HKBU XX Financial Reports (refers  

p.2 of user guide) or “HKBU XX Financial Inquiry” (refers p. 6 of user guide)   

 

 

Part I: Steps to generate report under “Financial Reports” Responsibility   

 

 

 

1. Click the “HKBU XXX Financial Reports” Responsibility    

 

 

 

 

 

 

 

 

 

2. For Financial Reports, click “Submit Request” icon.   
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3. Click    icon to select the report.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Search for the report (Keyword: HKBU Sim%) and click “Go” icon, when the result comes out, click “Quick   

Select” icon   
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5. Click “Parameter” tab, and enter the parameter. Example below: (* = Mandatory Field)   

 

 
User can select “Project Fund” or   

“Recurrent Fund” in the report type  

 

 

 

 

 

 

After entering the Project   

Range, user can select to print  

the reports within the range for  

a specific Budget Controller.   

 

 

 

 

 

 

 

 

If user wants to receive the reports   

through email, please input the email  

address and the subject here. Please  

use the separator “,” if you wish to   

input more than one emails.   

 

Default Value is “No”, which means both the Detail and  

Summary Report will be generated.  

 

    

For “Coverage of Budget & Encum”, it can limit the budget and encumbrance amount to be displayed in the  

report up to:    

1) ALL = for all financial years, or   

2) FY = within current financial year up to 30 June of the entered parameter "Calendar Period", or    

3) Period = the entered parameter " Calendar Period"   

 

Furthermore, if user needs to schedule the report on a regular basis (for example, monthly), please click  

“Schedule Option” for more setting. Please refer to the How to set Scheduler for Oracle Report guideline  for 

details.   

 

Click Continue after the parameters are entered.   
     

 

 

4   

System will configure to  

display relevant projects  

under the user only   

 

   

 

https://fohome.hkbu.edu.hk/content/dam/fo-assets/document/staff/information/oracle/training-and-materials/oracle-fis/reference-manual/Step%20-%20Schedule%20Report%20Request%20(Web%20Version)R5%20(Update%20on%2028082020)V.1.1.pdf
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6. Review the parameter and click “Submit” icon   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. After the report is generated, user can click the   icon to get the output file.   

 

 

 

 

 

 

 

 

 

8. An email with report attachment will be sent to recipients if you have input the email address.   
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The excel files with different report types and summary will be sent through email.  Different projects by funds with same report type will be consolidated  

in an excel file with different worksheets.   
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Part II: Steps to generate report under ”Financial Inquiry” responsibility   

 

 

1. Click the “HKBU XXX Financial Inquiry” responsibility   

 

 

 

 

 

 

 

2. Click View -> Request to open the report submission page   
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3. Click “Submit a New Request” icon   
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4. Search for the report HKBU Simplified Financial Statement (Keywords: “HKBU Sim”) and press the “Tab”   

key on keyboard   
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5. Enter the parameter. For example: (Yellow Field = Mandatory Field)   

 

User can select “Project Fund” or “Recurrent Fund” in the report   

  

  After entering the Project   

Range, user can select to print 

the reports within the range for 

a specific Budget Controller.   
 

 

If user want to receive the   

reports through email, please   

input the email address and the  

 

subject here. Please use the   

separator “,” if you wish to input  

more than one email.   

 

 

 

 

Default Value is “No”, which means both the  

Detail and Summary Report will be generated.   

 

 

 

 

 

For “Coverage of Budget & Encum”, it can limit the budget and encumbrance amount to be displayed in  

the report up to:    

1) ALL = for all financial years, or   

2) FY = within current financial year up to 30 June of the entered parameter "Calendar Period", or    

3) Period = the entered parameter " Calendar Period"   

Click “OK” icon after the parameters are entered.     
10  

 

   

 

 

System will configure to display   

relevant projects under the user only   
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6. If user needs to schedule the report on a regular basis (for example, monthly), please click “Schedule” icon   

for more option. Please refer to the How to set Scheduler for Oracle Report guideline for details.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click “Submit” icon to submit the report   
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https://fohome.hkbu.edu.hk/content/dam/fo-assets/document/staff/information/oracle/training-and-materials/oracle-fis/reference-manual/Step%20-%20Schedule%20Report%20Request%20(JAVA%20Form)%20-%20R3%20(update%20on%2028082020)V.1.pdf
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8. Click “NO” to continue   

 

 

 

 

 

 

 

 

 

 

 

9. Click “Find” icon to see the report output   
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10. After the report is completed, click the report and click “View Output” icon    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. An email with report attachment will be sent to recipients if you have input the email address.   
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The excel files with different report types and summary will be sent through email.  Different projects by funds with same report type will be consolidated  

in an excel file with different worksheets.   
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Appendix I - Sample Report Layout   

 

YTD with Budget RF (Recurrent Fund)   
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RF (Recurrent Fund) Summary    
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YTD with Budget   
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PJTD with Budget   
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PJTD with Balance   
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All Funds Summary   
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Appendix II – Limit access rights to view staff cost 

 
 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. 
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