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Copyright

All rights are reserved. No part of this document may be reproduced or transmitted in any form or
means electronic or mechanical including photocopying and recording or by any information
storage or retrieval system except as may be permitted in writing by Civica Education Pty Ltd.

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
publisher and source must be given.

Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and

services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.
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RM Billing Year End Fact Sheet

IMPORTANT

This fact sheet explains the procedures for processing the RM Billing
year end. Use the Safe Backup to back up the Integris datafile.

The following list outlines the steps involved in the RM Billing Year End Process. Preparing for End
of Year should commence well in advance of the actual RM Billing year end routine being run. This
final process can then be carried out at a time that suits your school, after the Administration
Year End has been run and once in the new calendar year (after the 31st December 2019).

Note: The financial data must be stored for 7 years.
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RM Billing End of Year Checklist

Tick each step as it is completed.

Step Function Completed
1. Ensure the 2020 school diary has been created
2 Ensure students have been assigned a proposed year and form
' 2020 (optional)
3 Ensure students have been assigned subject preferences for 2020
' in the Timetabling module (Secondary)
4 Assign a Fees Biller to all students on the Current Roll and the
' Admissions Roll
Assign the Student Billing Category for 2020 (Current Roll and
5. 0
Admissions Roll students)
6. Review and update Billing Codes (as necessary)
7. Assign Subiject costs for 2020 (Secondary)
8. Create Charges and Contributions Templates for 2020
9. Print Charges and Contributions Sheets for 2020
10. Receipting in the current year (2019) for 2020
11. End of Month processes for December
12. Process Write-offs
13. Print Unprinted Invoices
14. Turn on Single User Lock
15. Back up the datafile
16. Run the RM Billing Year End process
17. View the Billing Year
18. Purging Transactions (Optional)
19. Create 2020 Audit Log
20. Receipting in the New Year
21. Creating 2020 Secondary Financial Assistance Applications
22. Create Subject Billing Items (Secondary)
23. Copy Billing Item Batches
24. Create New Billing Iltem Batches
25. Apply Non-subiject Billing Iltem Batches
26. Apply Unallocated Credit
27. Print Student Statements
28. Process Write-offs (If not done in Previous Year)
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1 Create the 2020 School Diary

Refer to the Administration Manager Module Manual for instructions on how to complete this task.

2 Assign students a Proposed Year and Form for 2020
(optional)

Ensure students have been assigned a proposed year and form for 2020 (refer to the

Administration Manager Module Manual for instructions on how to complete this task). Students

who have not been assigned a proposed year and form will have ‘Not Specified’ displayed in these
fields on the Charges and Contributions sheets for 2020.

3 Assign Student Subject Preferences for 2020 in Timetabling
(Secondary)

Ensure students have been assigned their subject preferences in the Timetabling module for 2020
(refer to the person/deputy responsible for this task in the school).

4 Assign a Fees Biller to all students on the Current Roll and
the Admissions Roll

All Students on the current roll must have a Fees Biller nominated on their student records. Itis

important to ensure that Parent/Guardian details are entered and are current.

General > Student Details > Find the student

Click Edit

Family Group tab

Check the parent contact details are correct (update if necessary)

Tick the Fees Billing marker for PG1 or PG2 as appropriate

Click OK to save

Student Adam Alkitik
Personal Family Group l.t‘-\dditional l M ovement Hist. l Groups ] (]} l Mizc. ] Attendance Hist. l Medical ] Activities l

Parent/Guardian 1 lF‘arenta"Gualdian2] Siblingsl Other Contacts]

Title Initials ~ Surname Salutation |Mr and bz Alkitik,
[ B Alkitik N
| El | | Address 15 Kentia Close, <
First Mame | Daniielle FERTH,
= ) Wi,
| Middie Namels) | E000.
Relationship |Mgthe[ E Tell: 9221 6548
Gender Male @ Female n's
Parental Responsibiity (V] Student Resident [V
Feez Biling |V smily Mail Marker [

Mobile | 047H7ETEST # Emergency ,‘I_ E-Mail |dani@miinet.net.au
“_Personal Details 4 Additional Details

Motez | Location | MHumber E
Danielle iz employed P/T as an electrician iPiney Woods Hozpital 19345 6783 o —
P
T |
] 1 2
@ QK | | LCancel |
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The Fees Biller must be set for students on the Admissions Roll. This can be achieved by using
the Speed Edit facility to set the Fees Billing marker for PG1 and then manually editing any
exceptions.

Admin > Speed Edit

Click on Student search

Select Roll Status: Admissions Roll

| Roll Status IAdmissions :

| vear Group .

| Feorm .

e <Find>, <Select> and <Yes>
e From Area select Parent/Guardian 1 Fees Billing
e Click on Select All

I ew W alue

e Click into New Value

e Click
Speed Edit
Area
|F'arenl.n’Guardian 1 Fees Billing |Z|
[ Select Al “ Deselect All " Invert Selection ” Blanks “ nds l

Ref. Student Name Walue Stahuz

Mew Value o ’ Close ” S

e <Save> and <Yes>

Note: Students must have Parent/Guardian contact details entered before setting the Fees
Biller.
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5 Assign the Student Billing Category for 2020 (Current Roll
and Admissions Roll)

Current Roll Students

When assigning the 2020 Student Billing Category for the Current Roll students, it will be
necessary to choose the category for their proposed year (i.e. the category that will apply for the
following year).

If the Administration module year end has not yet been run, students will still be assigned to their
current year group and form. For example, as the Current Roll Year 10 students will be Year 11 in
2020, they will need to have the Secondary (Chg) category assigned for 2020.

Admissions Roll Students

The Admissions Roll students will have already been assigned the year group for the following
year (2020). So when assigning a 2020 Student Billing Category to the admissions roll students,
the category will be as per the year displayed in the window. For example, Admissions Roll Year
11 students will need to have the Secondary (Chg) category assigned.

RM Billing > Students

e Sort the students by year group and select the relevant year group or use the binoculars to
select year groups or roll status (e.g. Admissions)

e For Selected > Set Student Billing Category

e Select the Billing Year of 2020

e Choose the correct category for 2020 from the drop list

Select Year

Fleasze select the Biling “rear

I 2020 v

Please select the Category

ISecondar_l,J [Cha] W

LCancel

e Click OK to save

Note: Complete this task for all students on the Current Roll and all students on the
Admissions Roll.

Important: For students who are attending the school with an

international visa, ensure the Temporary Visa or Full Fee Paying
category is selected.
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6 Review and Update Billing Codes (as necessary)

If budget codes have changed in RM Finance, then billing codes may need to be added. Existing
Billing Codes may be edited if the description needs to be changed.

6.1 To Add a Billing Code

RM Billing > Parameters > Billing Codes

e Click Add Item ‘é
e Enter the details
e Click OK to save

6.2 To Edit a Billing Code

RM Billing > Parameters > Billing Codes
e Highlight the code to be edited

e Click Edit Item <
e Edit the required fields (see note below)
e Click OK to save

Note: If a Billing Code has transactions against it, then only the description may be edited.
If details have changed in RM Finance, the description of the old billing code can be
changed to ‘Do Not Use’ and a new code can be created with the new budget and analysis
code details.

6.3 To Delete a Billing Code

Note: Billing Codes cannot be deleted if they have transactions against them.

RM Billing > Parameters > Billing Codes
e Highlight the code to be deleted (see note below)

e Click Delete @
e Answer Yes tothe message

Important: Before deleting budget accounts in RM Finance, it is
important to check to ensure any billing items that have outstanding

balances in RM Billing, are not linked to the budget accounts you intend
to delete.
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7 Assign Subject Costs for 2020 (Secondary)

Important: Subjects must be assigned a cost for 2020 before this

information can be displayed on the Charges and Contributions sheets.

Schools currently using RM Billing can copy subject costs from one year to another. If subject
costs have already been entered for 2019 and there are not a large number of changes in the
costs for 2020, users may choose to copy the 2019 costs into 2020 and then edit the subjects that
require the values to be changed.

Note: Remember to review billing codes ensuring the budget accounts exist in RM Finance.

7.1 To copy subject costs from 2019 to 2020

Use this method to copy subject costs that exist for 2019 subjects across to the matching subjects
in 2020.

RM Billing > Parameters > Subjects

e Select 2020 from the year drop list

i Subject Costs List View
For Selected

2020 v S EE

e The timetabled subjects for 2020 will be loaded into the window. They will not have any costs
associated with them as yet.

i Subject Costs List View
For Selected

2020 vVEE TE e

Code  Subject Mame Yoluntary T Code Charges T Code Adult T Code Temp'izsa T Code
T0dek tAn 10 .00 000 [Ii] 0.00 ~
10CRA i Craft 10 0.o0 n.on nao 0.00

100RA: Drama 10 0.o0 n.on nao 0.00

10EMG i Englizh 10 0.00 0.o0 n.ao 0.0a

10Fab iFabrics 10 0.00 0.o0 n.ao 0.0a

10Food; Food Production 10 0.00 0.00 0.aa 0.0a

10HAS Humarities and Saocial Science 10 0.00 0.00 0.00 0.aa

10HE  iHealth Education 10 0.o0 n.on nao 0.00

10HR  :Home Room 10 0.o0 n.on nao 0.00

101TAL: talian 10 0.o0 n.on nao 0.00

10lnd  Indonesian 10 0.00 0.o0 n.ao 0.0a

TMew {Jewellery 10 0.00 0.00 0.00 .00

10MU5: Muszic 10 0.00 0.00 0.aa 0.0a

10k i Metalwark 10 0.0 n.oo nao 0.00

10k ath: M athematics 10 0.0 n.oo nao 0.00

10PE i Physical Education 10 0.o0 n.on nao 0.00

105C1 i Science 10 0.o0 n.on nao 0.00

1000 Pfoodwark 10 0.o0 n.on nao 0.00

11HR iHome Fioom 11 0.00 0.o0 n.ao 0.0a

12HR iHome Fioom 12 0.00 0.00 0.aa 0.0a

Thrty  iArs 7 0.0 n.oo nao 0.00

7Eng iEnglish 7 0.0 n.oo nao 0.00

THEPE iHealth and Physical Education 7 Q.00 0.00 0.00 0.oo

7HASS iHumanities and Social Science 7 0.00 0.00 0.00 0.aa

7HR  iHome Room 7 0.o0 n.on nao 0.00

FIndon {Indonesian 7 0.0 0.00 n.ao 0.0a w
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e Select 2019 from the year drop list

e The 2019 timetabled subjects and their costs will be displayed

e Highlight all the 2019 subjects for which the costs are to be copied into 2020 (or use <ctrl> A
to select all displayed subjects)

e Click on the For Selected menu

e Select Copy Costs to Year

For Selected

Set Values ...
Copy Costs to Year ...

e Select 2020 as the year

Choose Year

Thiz will copy the entire cost structure for the selected subjects from
the displayed vear to the chosen year. Please choose the pear to
‘copy ta' from the list below atd then click on OF.

Select Vear [2020 v
Cancel
e Click OK
Processing 186 entnes ...
) —
[ ]

A message similar to the one shown below may be displayed if there are subjects that exist in

2019 but are not on the timetable for 2020.

Copy Costs to Year H

22 selected subjects were not found in the chosen year. Values not copied for
these subjects

Click OK

CIVICa
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7.2 To Set/Edit Subject Costs in 2020

Use this method to edit subject costs that have changed for 2020 or to set costs for new subjects in
2020.

RM Billing > Parameters > Subjects

e Select 2020 from the year drop list

O Subject Costs List View ==
For Selected

2020 v S D E e

Highlight the subject/s for which the costs are to be set

Click on the For Selected menu

Select Set Values

Use the tick boxes to enable the appropriate cells (example below)

Set Values
Amount  GST Biling Code
[T % alurtary | 0.00] | |
[ViChages: [ s000[ 0 [oHGOT  [Upper School Charges
[ At [ 0.00] | |
[ Temp visa | 0.00] | |
[ ak. l ’ Cancel ]

e Set the correct values for the selected subjects
e Click OK to save
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7.3 Viewing New Subjects added to the Timetable

When new subjects are added to the timetable, they must be brought into the Subjects window.

RM Billing > Parameters > Subjects

e Select 2020 from the year drop list

| Subject Costs List View

For 5elected

2020 =F-- =™

e Click on Update Subjects s
e Any new subjects will be displayed in the list

CIVICa
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8 Create Charges and Contributions Templates for 2020

Charges and Contributions sheets are created based on a template. These sheets are not based
on actual billing items. Therefore, they can be created before any billing has occurred. If subject
cost information is being drawn from the timetable, it is important that the previous steps have
been completed before the Charges and Contributions sheets are printed.

Schools currently using RM Billing can copy Charges and Contributions sheet templates from one
year to another. Alternatively, new templates can be created as required.

8.1 Creating a new Charges and Contributions Template for 2020

RM Billing > Reports

e Ensure Charges and Contributions Templates is highlighted on the left hand side
. Template b . .
e Click | FMPEMEEEE | o the right hand side
& Reports @
k)
15 W Charges and Contibutions Templates Ch dc tributi
1 Charges and Contiibutions Feports arges an ontributions
1 Fi ol R " Wednesday, 23rd October 2019
Inancial Reports
[0 Transactional Reports Create Charges and Contributions report templates to
3 Audit Reports your own specification.

Save the template with a name of your choice in a
standardised format.

Edit and re-save templates you have already created.

Select students and print a Charges and Contributions
report for your selection.

Click to enter the Charges and Contributions Manager.

Template Manager

e Click Add ltem 2
e Select Year 2020
e Enter the name of the template (e.g. Year 11)
Add/Edit Charges and Contributions template
Fiepoart Hame Year
2020 Charges and Contributions - |['vear 11 |2020 [

e Select the appropriate tab and click Add El to enter data into the tab

e Repeat for each tab as required
e Enter a footer message if required
C IVI Ca RM Billing Year End Fact Sheet 24-Oct-19
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Add/Edit Charges and Contributions template

Footer Meszage

Charges and Contributions Sheet,

Flease contact the school office on 3223 7777 if you have any guenies regarding this

Save

Report Mame Year
2020 Charges and Cantributions - |[Year 11 2020
Yoluntary Contributions | Charges | Residential Boarding Fees 3
Other Optional Costs | Yoluntary Approved Requests I Government Subsidies
Itern Diescription GST Code | Amount
Sichool Year Book il 20.00

e Click save to save the template

8.2 Copying an Existing 2019 Template to 2020

RM Billing > Reports

e Ensure Charges and Contributions Templates is highlighted on the left hand side

e Click Template banager

on the right hand side

e The list of existing templates is displayed

. A

| View Charges and Contributions templates

Report Hame
20119 Charges and Contributions - Lower School
20119 Charges and Contributions - Year 11

e Highlight the template to be copied

e Click on Edit -
e Select 2020 from the year drop list

CIVICa
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Add/Edit Charges and Contributions template

Report Mame Year
2020 Charges and Contributions - ||Year 9 |2020 v
Waoluntary Contributions l Charges l Rezidential Boarding Fees l &
Other Optional Costs ] Waluntary Approved Requests ] Govemment Subsidies l
Itern Description éGST Code Amount
School vear Book i} 20.00

Footer Mezsage

Flease contact the school office on 9223 7777 if you have any queries regarding this
Charges and Contributions Sheet.

Save Cancel

e Check the information entered under all tabs and make changes as required
e Edit the footer message if required

e Click **®
e Repeat this process for other templates as required.

Note: The subject information/costs do not need to be entered into the Charges and
Contributions templates. This information will be drawn from the timetabled preferences
for each student together with subject costs from the RM Billing subject table when the
Charges and Contributions sheets are printed.
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8.3 Deleting a Charges and Contributions Template
If previous Charges and Contributions templates are no longer required, they can be deleted.

RM Billing > Reports

e Ensure Charges and Contributions Templates is highlighted on the left hand side

o Click | emPlateManagsr | o 4ho right hand side

e The list of existing templates is displayed

| View Charges and Contributions templates @
P

Report Hame _Year

2019 Charges and Contributions - Lower School 2019

2019 Charges and Contributions - Year 11

2020 Charges and Contributions - Year 11 2020

2020 Charges and Contributions - Year 9 2020

< >

e Highlight the template to be deleted

o Click Delete M
e A message similar to the following is displayed

Charges and Contributions template H

Are you sure you want to delete the report: 2019 Charges and Contributions - Year
ne

e Click Yes

CIVICa
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9 Print Charges and Contributions Sheets for 2020

A Charges and Contributions Sheet can be printed from two locations in RM Billing. It can be
printed via Reports or via Students.

9.1 Printing a Charges and Contributions Sheet via Reports

RM Billing > Reports

e Open the Charges and Contributions Templates folder
e Select the required template

=3 Charges and Contributions Templates
D 2019 Charges and Contributions - Lower Schoo

D 2020 Charges and Contributions - Year 9

Note: For Current Roll students ensure the Template selected is the relevant one for their
year group for 2020.

Click M ew Querny

[ ]
e Use the find tool to select the required students
e Select to show the Proposed Year/Form for Current Roll students

Template
|2E|2IJ Charges and Contributions - Year 11

Page Footer | Please contact the school office if you have any A
queries regarding thiz Charges and Contributions

Sheet.
]

Select
Students

Selected Subset B5 entries v Mg Cusmy

Options
Select Year/Form

() Current

e Click

e Select the report destination (screen or printer)

Note: A student’s SCSA (Schools Curriculum and Standards Authority) Student Number
(Previously Curriculum Council Number) is also used as the BPay reference number for
schools using BPay. For students who do not have a SCSA Student Number, the BPay
option should be deselected in Parameters > Billing Parameters when printing the Charges
and Contributions sheets.
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9.2 Printing a Charges and Contributions Sheet via Students

RM Billing > Students

e Select the required students by sorting on the column headings and highlighting or use the

student find tool

e Click on For Selected > Print Charges and Contributions

e Select the required template

Select a Template

Select a Template and prezs OF, or double-click on a Template.

Template Mame

2EI2D Charges and Contributions - Lower School

2l Charges and Contributio 2020

2EI2D Charges and Contributions - "r'ear 9 i 2020
e Click OK

Print Charges and Contributions

Select Year/Form

() Current F
Enter an appropriate footer mes

ppear oh the report

Flease contact the school affice an 9229 7777 if you have any
quenies regarding this Charges and Contributions Sheet.

Click OK

Click OK

Select the report destination (screen or printer)

Select to show the Proposed Year/Form for Current Roll students

CIVICa
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9.3 Printing a Charges and Contributions Sheet for Admissions Roll
Students

Charges and Contributions Sheets can be printed for students on the Admissions Roll,
however the following information needs to be considered.

Students must have a Fees Biller nominated.

Students must be allocated a Student Billing Category.

Students must have their Year Level entered as the year they will be in when attending

If schools want to include a student’s Form on the Charges and Contributions Sheet, the
students must be allocated a Current Form (the form they will be in when attending). If not
done the form will be displayed as not specified.

e Students must have had their Primary Preferences (subjects) included in Timetabling if schools
are using the Subjects Table for expected costs.

RM Billing > Reports

e Open the Charges and Contributions Templates folder
e Select the required template
e Click Mew Cluem

e Select Students on the Admissions Roll in the Year Level that you require

Rall Status Admissiong :
Year Group 11 :

Form .

Note: Students on the Admissions Roll will have their allocated Year Level assigned once
they attend school.

e Select the Current Year/Form option

Template
|2D2D Charges and Contributions - vear 11

Page Footer |Please contact the school office on 9223 7777 i a
you have any queries regarding this Charges and

Contributions Sheet, v

Select
Students

Selected Subset 29 entries v

Options
Select Year/Form

(®) Curent (") Propozed

e Click Print
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10 Receipting in Advance for 2020

For information regarding receipting in advance, refer to the RM Billing Receipting in Advance
for 2020 Helpcard. Please access the DoE intranet (Ikon) using the link below for more
information.

https://ikon.education.wa.edu.au/-/receipt-money-in-rm-billing#toc3

10.1 To Create a Receipts Batch for 2020 receipts

Prior to commencing, review and allocate existing unallocated credit where possible and print
statements if required.

RM Billing > Receipts

e Click Add Item <
e Using Today’s date enter a description as indicated in the screen shot

Add Receipts Batch

Flease enter a dezcription for the batch to be created

General Banking prior to 2020 Billing Iterms ddmmypy

Cancel

e Click OK

10.2 To Apply Receipts as Unallocated Credit

If payments for the new billing year are receipted prior to the creation of the 2020 billing items, care
must be taken to ensure that these receipts are not applied to 2019 billing items and are shown as
unallocated credit on the student’s record.

RM Billing > Students

e Highlight the record for the required student
e Click on For Selected > Apply Receipts
e Select Year 2020

Select Year
Pleasze select the Eiling vear

2020 v

LCancel

e Click OK
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Note: When receipting for 2020 it is essential that Billing Year 2020 is selected. The 2020
year will be available for selection once the School Diary has been created.

e <Tab> in the Receipts batch cell
e Select the General Banking Prior to 2020 Billing Items batch
e <Tab> past the date
e Enter amount<Tab>
e Enter payment type
e Enter detail: 2020 Charges and Contributions in advance
Apply Receipts
Receipts Batch | BO000S | General Banking 14/01/20
Date | 230CT 2013
amaunt (for each 0000 Amount applied to each individual student
student]
Papment Type | Ch Cash
Comment | 2020 Charges and Contributions in advance
Cancel
e Click OK

e The receipt is applied as unallocated credit (example below)

| Student Details ==
2020 vie d b S
Surname Frown Marme
[HARONEY |Luke Show Unallocated Credit

Detailsl Subiectsl Eilling Items Feceipts |Transactions| Notesl Invoicesl Sec Fin Assist

Fef  RecH Date Type  Amount Batcl Unalloz Status Reazon
B4z 2 230CT 2019

£ >
i Total 300.00 Add Receipt Beversal Refund
Details

Ref Paid Bill Code Comrment _Status _Fleason

1] EBDD.DD ESUS éUnaIIocated Credit

Notes: If not exporting, this amount must be entered in RM Finance, and posted to the
Billing Suspense Account N3199.

If using the Students > Receipts > Add Receipt screen, it is essential that the payment is not
applied against 2019 billing items and the whole amount is processed as unallocated credit.
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11 End of Month Processes

Prior to running the RM Billing end of year rollover, schools must complete their end of month
processes.

End of month processes include:

1. Review student accounts, perform reallocations, adjustments, refunds, write offs and
cancellation of student debt as required

2. Review unallocated credit
RM Billing > Reports > Financial Reports > Unallocated Credit Listing

Allocate/refund amounts as appropriate. Unallocated credit which has been receipted in advance
for 2020 should remain unallocated.

Ensure unallocated credit can be reconciled to the N3199 figure in RM Finance.

Note: Students with unallocated credit for 2020 can easily be identified by printing the
Detailed Receipts Summary report for each ‘Prior to 2020 Billing ltems’ receipt batch and
comparing it with the Unallocated Credit List.

3. Print and post the reallocation transactions, if required
RM Billing > Reports >Transactional Reports > Print Re-allocation Transactions

4. Enter the transactions into RM Finance

Note: Refer to the RM Billing Training Notes for more detail.

Close any open receipt batches, including Corrections and Refunds batches. Print the required
reports. Ensure these batches are entered into RM Finance.

Receipts batches must be closed before processing the end of year rollover.

Education Program Allowance batches (formerly Secondary Assistance Scheme) will be closed as
part of the end of year process, without transferring data into RM Finance. This batch must only
contain payment type GV.

All other receipt batches must be closed and entered or exported into RM Finance.
If Not Exporting:

RM Billing > Receipts

Highlight batch

For Selected > Print Daily Banking

For Selected > Print Receipts Summary
For Selected > Close Batch

Enter transactions into RM Finance

If Exporting:

RM Billing > Utilities > Export to RM Finance
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5. Print the Transaction Summary — Adjustments, Reversals and Refunds for December
RM Billing > Reports > Transactional Reports > Transaction Summary

6. Print the Transaction Summary- Discounts for December
RM Billing > Reports > Transactional Reports > Transaction Summary

7. Print the Invoices not Yet Printed
RM Billing > Reports > Financial Reports > Print Invoices not yet printed

8. Print the Audit Report
RM Billing > Reports > Audit Reports > Audit Report
Print the report to disk and save to the G:\ drive.
This report must be printed prior to running the year end process.

Note: If more detail is required on the above processes, please refer to the RM Billing
Training Notes or EOM Checklists.
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12 Process Write-offs

Schools which have completed all steps in the management of unpaid amounts and are ready to
write off/cancel unpaid debt may do so prior to the end of year rollover.

IMPORTANT: Ensure a copy of all write-off applications, supporting

documents, reports and approvals are filed.

Write-offs can be processed as required in accordance with the Department’s Write-Off
Procedures for Irrecoverable Debts document.

12.1 To Process Student Write-offs

e Create a billing item batch to hold the write-off transactions

= Billing ltems ==
g 2

Batch Ho Description

| 00010 | writeoff student debt <$5000 per student

Batch Detals |Batch Biling liems |

Batch No  [00010 Updated: | ‘wed 230CT 19 1350
Billing Year [3013 v Created: | ed 230CT 19 1350

Description IWriteoff student debt <$5000 per student

Batch Total I Mil Open: YES

Tied Billing Items:

Comment Amalnt GST Bill Code:
(] Cancel

e RM Billing > Utilities > Write-off/Cancel Student Related Debt

= Utilities (=3
~ Instructions - -
I the right hand panel, there $ Create Subject Biling Items
are a _nu_mbe_r of icons_with ) @ Export Secondarny Financial Azsistance
dezcriptive titles showing which @ Export to FiM Finance

functions are available.
@ Import Secondary Financial Assistance Receipts

I order bo start a function,
please dauble click on the @ Purge Former Rall Students

required icor. @ Update Student Mames from Admin

$ ke off /Cancel Customer D ebt

3 wiite off/Cancel Student Felated Debt
@ Year End Pracessing

CIVI Ca RM Billing Year End Fact Sheet 24-Oct-19
Page 28
© 2019 Civica Education Pty Ltd



e Select the Year for the debt to be written off
e Select the Students using the Student Find option

o
Write-Off/Cancel Student-Related Debt

Select Year |2EI'I 3 :

Select students 3 Shudents selected

| oK | | Cancel

Note: Students can be selected from the Current Roll or Former Roll when writing off debt.

e Select the type for debt to be written off or cancelled
e Highlight the students to have their debt written off/cancelled

5 Write-off/Cancel Student Debt =
For Selected
21
Student Name | vear | Form | W] CHG | C]vOL | (Jaou | CJTMP | ] RES |[¥vaR |[M00C | CIMA | Total

L: Todd 10 103 0.00 0.0a 0.00 0.00 15.00 0.0a
HEELER: Margaret 10 101 0.00 0.00 0.00 15.00 0
ZIP: Michelle 10 102 0.00 0.00 0.00 0.00 15.00

Totals: | n.uq ?ns_na| n.nu| u_nn| n.uu| 45_nn| sn_an| u.un| §10.00

SelectedTotals:l n_uq n_nu| n.nu| u_nn| n.uu| 45_nn| sn_uu| D.DDl 105.00

QOutstanding amounts for the Billing Year 2019

e Print the Write-off Report using the Print Selected Icon

For 5elected

S\

e Click For Selected > Write-off/Cancel Student-Related Debt

| For Selected

] Write-off/Cancel Student-Related Debt i
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Write-off/Cancel Student-Related Debt

The Write-off/Cancel report should be printed and approval obtained before
continuing.
Do you wish to continue?

e Click Yes to the message if you have received the Provisional Approval from the Principal

Write-off/Cancel Student-Related Debt

The selected outstanding amounts for the selected students for billing year 2019
will be removed. This process cannot be undone,
Do you wish to continue?

e Click Yes to continue
e Press <Tab> and Select the Write-off batch and click OK

Please double-click on your selection.
Batch Mumber Diescription
aoooz {School Year Book
o000z i Chaplaitcy
00004 ELower School Yoluntary Contributions
00005 i''ear 11 Camp
Q000& iMuzeum of WA Excurzion - Moderm Higtorp ATAR 11
Qnooz west Coast Theatre - Hall Hire
Q000s i Ocearwiew Tennis Club - Hire of Tennis Courts
] Wiiteoff student debt £$5000 per student

e Add the Reason and click OK

Write-off/Cancel Student-Related Debt

Batch: I nooia wiribeoff student debt <$5000 per student

Reasan: | Provigional Approval ddmmgy

Student Write-offs X

All write-offs/cancellations completed successfully,

Notes: Principals can provisionally approve the write-off of debts less than $5000 per
student. Refer to the RM Billing Training Notes for more detail.
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13 Print Unprinted Invoices

Printing the invoices not yet printed will close invoices for the 2019 Billing Year. Any future Billing
Items will appear on a hew invoice.

For further information see the Help card below.

https://ikon.education.wa.edu.au/-/print-unprinted-invoices-in-rm-billing#tocl

e RM Billing > Reports > Financial Reports > Unprinted Invoices Students
e RM Billing > Reports > Financial Reports > Unprinted Invoices Customers

-

& Reports =]
L=

Charges and Contributions T emplates
Charges and Contributions B eports

Financial Freports Unprinted Invoices - Students
D Staternent - Students

D Statement - Cuztomers

oo

D Unprinted |rvoices - Students

D Unprinted Inwoices - Custamers

[E] Summary Aged Debt List - Students Select

D Summary &ged Debt List - Customers Students

D Freminder Unpaid Biling Items - Students W MHew Query

D Unallocated Credit Listing
Tranzactional Reports
Audit Reports

0D

Select the student/customer(s) required. These invoices must be printed to a printer or PDF creator
or similar to flag the invoice as being printed.

To avoid wasting paper the invoices can be printed to a printer substitute such as a Microsoft
Office Document Image Writer. This will save the invoice in a soft copy. Create a folder called
Invoices in the G:\RM Billing\Audit Log 2019 folder. Date and save the invoices in this folder.
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14 Turn on Single User Lock

The Single User Lock should be turned on before taking the final backup of the datafile. This will
ensure that no other users log in and change data after the final backup has been taken.

File > Single User Lock

e Enter password
e Click OK
e Click on View Users to ensure all users are logged out

User List

Users currently logged on.

Uszer Uzer ID
System Administrator ADMIN

e Click CLOSE
e Click OK

e View the Single User icon
e Close Integris
e Answer ‘No’ to the following question.

Warning

You have locked the system in Single User mode, Do you want to reset it to
Multi-User?

Note: The RM Billing end of year process must be run in single user mode.
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15 Back up the Datafile

This back up is taken prior to running the Billing Year End process.

Use the Safe Backup provided by the Department of Education to back up the Integris datafile.
Ensure that previous end of year backups are not overwritten. Finance backups need to be stored
for 7 years.

All Integris users must be logged out before undertaking the backup. For further information on
backing up datafiles, see the Help card below.

https://ikon.education.wa.edu.au/-/backup-rm-finance-asset-manager-and-inteqris-1#tocl
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16 Run the Year End Process

Warning:

The Administration Manager End of Year processing must be

completed before undertaking the RM Billing End of Year rollover.

The RM Billing End of Year rollover must be run in 2020.

e Log in to Integris with your user name and password (The single user lock should still be on)

Note: If a user without appropriate access rights logs in to Integris while Single User Lock
is in place, the following message will appear and Integris will close. Users with the
appropriate access rights can log in with their user name and password and click ‘Login’ to
continue with the Year End process.

School Management Solutions - Integrated Database
7.09.50[0810/18] Extended Mode

(ﬁ Uzer Mame |
Pazsword I—
RIN\ (o | [ out |

Datafile Path: G:\KEYS\NTEGRIS\RMDBITRGDATA Z\NTEGRIS.DF 1

r Single User Lock

AN

It was locked by IS_l,Jstem Adminiztratar who has sole acoess

Itwas locked on [13JaN 2020 at [14:02 for [1.00  hours

Integriz will automatically cloze in 12 zeconds

Integriz and remate web services are currently ~
unavailable while maintenance work. iz cared out,

e RM Billing > Utilities > Year End Processing
e Double click on Year End Processing

Year End Processing E

This will close billing itemn batches in billing
year 2019, Itis NOT reversible.
Have you made a backup of the datafile?

e Click Yes to the backup message
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Locked Message

Enter the message pou would like to appear when another user attempts to
lag on to the spstem.

Integriz iz cumently unavailable while R Biling ECY iz carmied out,

Enter how long you expect the syztem to be locked for, (1.00  his

Wiew Lzers

e Enter an appropriate Locked Message and click OK

Billing Year End >

Year End Processing Completed QK.

e Click OK

17 View the Billing Year

Check the Billing Parameters to ensure the year end rollover has processed successfully.

RM Billing > Parameters > Billing Parameters

e View the Last Year End, Last Rollover and Current Billing Year to ensure that the dates are

correct

Year End

Last Wear End 1 DEC 2019 Last Rollower |13 04N 2020
Current Biling 'ear 2020

18 Purging Transactions (Optional)

Note: The Purge Transactions process can be run by schools after they have processed
their RM Billing Year End. Refer to the Finance for Schools website for the Fact Sheet for

further information.

RM Billing now has a utility that enables users to purge transactions from Former Roll students
where transactions have a zero balance and the student has a Leave Date of more than one year

prior to the last Billing Year End date.

CIVICa
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IMPORTANT:

To ensure an imbalance does not occur between the Unallocated report
and the N3199 Billing Suspense Account from RM Finance, print off the

Unallocated Credit Listing report from RM Billing and check if any
students you wish to purge appear on this list. If they do, you must
allocate the money to a Billing Item before you complete the purging

process.

The Utility is accessed from RM Billing > Utilities

W

r Instructions : -
Iy the fight hand panel, there @ Create Subject Biling Items

are a number of icong with @ Export Secondary Financial Assistance
descriptive titles showing which @ Exnort ta FM Fi
functions are available, Aportto inance

@ Import Secondary Financial Assistance Feceipts
I order bo start & function, -
plea_se dpuble click on the 3 Purge Former Foll Students
required icor. @ Update Studert Mames from Admin
@ ‘wiite off/Cancel Customer D ebt
@ Wiite off/Cancel Student Related Debt
$ “f'ear End Procezsing

e This process is required to be run in single user mode.

e Once the process has been instigated, the user will be prompted to enter the message for the
single user lock.

I ocg ﬁessage

Enter the message pou would like to appear when another user attempts to
lag on to the system.

Integriz iz currently unavailable while RM Billing ECY processing iz camied
aut

Enter how long you expect the system to be locked for, |1.00  hrs

| WView Users | | ok |

e The following message is then displayed.

Purge Former Roll Students

This process will purge transactions for former roll students with a zero balance
and a leave date prior to 31 DEC 2018, This process can take a long time if a large
number of students are selected.

Have you made a backup of your datafile?
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Selecting “Yes’ will display the Student Find Tool.

Purge Former Roll Students

Select students 0 Students Selected
] |

[ ak, LCancel

If the user clicks OK without selecting any students the following message is displayed

s

Information

No students selected

e When OK is clicked the message closes but the student find window remains open
e If the user selects the binoculars, the Student Find window opens with the Former roll selected
[ Student Search

wE o B

General lF‘arameters] Dates l Addressl Dlher] ubl l T Sets.-’Cohorts]

Surname/Fef. Mo, Roll Status Former W
Preferred Mame “ear Group —hifa- v
First Marne Farrm —-nfg-- W
Leqgal Surnarne House . "
Group Type nés- w
Group nis-- W
Contact Surname:
Global Mare Search Terms in School Original Rall
(®) Mot 5 pecified (®) Mot Specified
|.-’-‘«II Mames [E=cluding Higtor) W More than _
| Less than 'D— ) Gt
() Equal to () Extemal
[ Show Inactive Parameters in Dropdovn Lists Find Close

e Once the user has selected students, by clicking Find, Select and Yes, the number of students
selected will display
e If there are no students to purge the following message will display

Information

No former students with a zero balance and a leave date prior to 31 DEC 2018
were found.
Mo records will be purged.
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Purge Former Roll Students

Select students |3} | B Students selected

0K LCancel

On clicking OK, any students selected will display in the list

Purge Former Roll Students

Student Mame

ear
CARTWRIGHT: kMatthew g
GRAY: Thireth 5
H&WLEMT: Taom B
HILL: Harna 1

Mote: Students without a ear, Form and Leave date have been deleted from Admin

Form
09.3
Fioom &
Room 7
1.1

Leave date
200UL2m2 P
25JUN 2012

A AR 2012
1JuLzmz

[Eurge Selected Studentsl [ LCancel

e The following message is then displayed.

Purge Former Roll Students

This cperation will purge the selected students records from the datafile, This

operation may take a significant amount of time to run and cannot cannot be
undone.

Do you want to continue?

The user will highlight students and click ‘Purge Selected Students’

When the user clicks ‘Yes’, a series of different progress messages are displayed (some

examples appear below), so the user is aware of the different stages in the process.

Purge
Dieleting 64 student Billing Itenns.
@ Thiz operation may take a significant amount of
timne. Do not interrupt this warkstation,

I
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Deleting B4 Payrent recards.
o This operation may take a significant amount of I 24

time. Do nat interrupt this wark station,

e When the process has completed the following message is displayed.

Purge Former Roll Students E

Purging complete.

BillingArchive280811 rep saved to KARmdb\OLDDATABIlling Archive),

e An archive report is saved to the specified location.

e Archived reports can be run from within Integris from the File > Print Saved Reports (from
disk) menu option.

File | Edit General Help
Change User Ctrl+U

Password...

Single User Lock
Lock Terminal Ctrl+L

Change Datafile
Database Tools 4

Report Destination

Page Setup

Print Saved Reports (from disk)

Exit

Gateway

IMPORTANT:

Please note that the Billing Archive folder needs to be created with a

space in between the words ‘Billing’ and ‘Archive’ as shown in the
Parameters screen shot below.

~ AM Fnance
RM Finarce Datalil I E:\Rmdb\nance.dfl | Browse
Enatle Export to AM Finance
- AIM Biling Archive ]
R M Biling Aschive Folder | FARmdt\DLDDAT &\Bilng Atchive. | Brovwese
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19 Create 2020 Audit Log

On the G:\ drive, create a new folder name “RM Billing Audit Log 2020”
(If required create the Statements and Invoices folder inside this folder).

20 Receipting in the New Year Prior to Creating Billing Items

Schools can continue to receipt money for 2020 into special receipts batches entitled ‘General
Banking Prior to 2020 Subject (or Billing Items) Debt ddmmyy’. This will be entered into RM Billing
as unallocated credit until such time as the subject debt is created. The same process as outlined
for 2019 will apply.

https://ikon.education.wa.edu.au/-/receipt-money-in-rm-hilling

21 Creating 2020 Secondary Financial Assistance Applications

A summary of creating and managing Secondary Financial Assistance (SFA) applications for 2020
is provided below. There is new functionality in the latest release of RM Billing to allow Secondary
Schools to create electronic applications, export the applications and email the files to Schools
Resourcing.

The applications will be assessed and Receipts Import Files returned (attached to an email) to the
school for importing against eligible students. These Imported Receipts will become unallocated
credit, which must be allocated to students after the creation of Billing Items (Steps 22-25).

For full details of the new SFA application functionality, refer to the Secondary Financial
Assistance; Training Guide, Electronic Transfer Frequently Asked Questions and the
Electronic Transfer Process Guide on the Finance Web. These are available at the link below.

https://ikon.education.wa.edu.au/-/help-parents-apply-for-the-secondary-assistance-scheme

21.1 Completing an Application for Secondary Financial Assistance

RM Billing > Students

e Highlight the student(s) required (Siblings can be done together)
e Goto For Selected > Secondary Financial Assistance Allowance
e Select the Parent/Guardian making the application (this must be the concession card holder)

Contacts for. MARDMEY: David

Mame Address Relationzhip

Miother
dr Anton M aroney 22 Toulon Gardens, FREMANTLE, W, 5247 Father

e Click OK

C IVI Ca RM Billing Year End Fact Sheet 24-Oct-19

Page 40
© 2019 Civica Education Pty Ltd


https://ikon.education.wa.edu.au/-/receipt-money-in-rm-billing
https://ikon.education.wa.edu.au/-/help-parents-apply-for-the-secondary-assistance-scheme
https://ikon.education.wa.edu.au/-/help-parents-apply-for-the-secondary-assistance-scheme

e Select the Allowance Type

Allowance Type

Flease select Allowance Type:

(@S econdary Assistance Scheme [G);

() shstudy Supplement Allowance [A54)

e Click OK

The selected Form will display. Complete all sections of the form. Indicate whether the Clothing
Allowance will be sent to the school or the parent.

Secondary Assistance Scheme Allowance Details

Parent/Guardian: Mrs Sopa Maroney. 22 Toulon Gardens. FREMAMTLE . WA _ 6247

Conceszion Type |Cenlrelink Health Care Card v |_Jindependent Student [Attach letier from Centrelink)
Concession Card Mumber: [1] 2] 3] 4] s5[6][7[8]3] -

< Mumeric Field » <flpha Field:>
Start Date on Card: [1Tz2][1]z2][2]o]1]¢&]

2020

Card Expiry Date: [1Tz][1]z2]-[2]o]2]2]

Student Details

| Sumame First Mame Date of Bith  Year Level Clothing Allowance to be paid to; Select
MARDMEY David 27A0/2002 il School [ Parent

Bank Account Details of Parent/Guardian

Account Name:

[T T T T T T T T I T T T I T T T I T T T I T T T ]
sotas| [ [ [ [ ]  Aeesnal [ [ 1 [ [ 1 []]

Parent/Guardian Declaration

| have not claimed nor do | intend to claim Aboriginal Secondary Grants - ABSTUDY in 2020

| have not claimed this allowance for any of these children at anather school in Westerm
Auztralia in 2020

| authorize Centrelink to verify my curent benefit status and other pertinent details to gain this
entithement

| declare the above information to be true and comect and am aware that is an offence to
provide false or mizleading information

Parent/Guardian Signature: Date: 14/01./20

If all details are completed, the form should be printed and signed by the applicant and the witness.
If the applicant does not have all the required information, the form can be saved and closed and
then edited later as required.

e Select the appropriate option

Prrirt Save and Close Cancel

e [f Printing, click OK to the Print Application message
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Print Application >

This form will now be printed to the default printer. Please check the
printer and click OK when you are ready to print the report.

e Click Yes to the second Print message

Print Application

Has the report printed OK?

Yes Mo

e Click Yes to the Complete Application message

Complete Application

Have you witnessed the Concession Card and verified the details?
Selecting "Yes will confirm you as a witness and finalise the application.
If you select ‘Mo’ this application will save and close,

Yes Mo

e Click OK to the Application Complete message

Application Completed >

The application is complete and will be sent in the next export run,

e View the application in the Student’s Record

| Student Details
2020 veldma)r @®
Sumame Friown Name
|HARDNEY [David
Detailsl Subieclsl Billing Ilemsl Fleu:eiptsl Transaclionsl Nolesl lrwvoices Sec Fin Assist
1
Agsistance Type  Status Export D ate .{.’:
Sec Az Pending
: 2
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21.2 Check Pending SFA Applications

Reports > Transactional Reports

All students who have SFA Applications can be printed using the Secondary Financial Assistance
Summary Report.

& Reports (S
8 &
1 Charges and Contributions Templates Secondary Financial Assistance Summary
[ Charges and Contributions Feports
[ Financial Feparts Select Year
£y Transactional Reports 2020 v

D Tranzaction Summany
D Fie-Print Re-allocation Transactions

Select Aszistance Type
D Re-Print Auto Allocate Tranzactions

D Timetabled Subjects and Billing Items |Not Specified a
D Secondary Financial / g5
[ Audit Reports
Select Status
Pending
Sent

Cancelled before Sent
Cancelled after Sent
Cancellation Motified

The Report will display all applications, the type of funding applied for, the Status of each
Application and whether the Clothing Allowance is being paid to the school or parent. Applications
marked as Pending will be exported the next time the export utility is run.

est Coast District High School
Secondary Financial Assistance Summary

Search Criteria:

Statuz: Incarplete, Pending, Sent, Cancelled befare Sent, Cancelled after Sent, Cancellation Motified
Student # Student Hame Year Assistance Type Clothing Status Export Date
Allowance to:
25123452 BANDY: Brandy 7 Secondary Assistance  School Pending
23123467 BANDY: Tamara 8 Secondary Assistance  School Pending
203124935 LAM: Chanara 11 Secondary Assistance  Parent Incomplete
20512501 MAHNEY: Ariel 11 Abstudy Pending
203123502 MARONET: David 11 Secondary Assistance  School Pending
20512510 MORARITY: Georgina 11 Secondary Assistance  School Pending
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21.3 Export SFA Applications

RM Billing > Utilities
To export completed (Pending) SFA Applications:

e Double Click on the Export Secondary Financial Assistance utility

= Utilities (=3
Ihatructions - —
It the right hand panel, there @ Lreate Subject Biling ltems
are a number of icanz with @ Expart Secondary Financial £
descriptive titles showing which .
functions are available. @ Export to AM Finance
@ Import Secondary Financial Assistance Receipts
I order bo start a function,
plea_se d_oul:-le click on the g Purge Former Rl Students
required icor. @ Update Student Mames from Admin
@ ‘wiite off/Cancel Customer Debt
@ ‘wiite off/Cancel Student Felated Debt
@ Year End Processing

e Click Yes to the Confirm Email message

Confirm Email

The following School e-mail address will be used for future correspondence
regarding this export file:

weoastdhs@ozemail.com.au

Click "Yes" to confirm this address,
Otherwise you can add or edit the e-mail address in General > School Details,

The email address recorded in General > School Details is used for all correspondence between
the school and Schools Resourcing with regard to SFA Applications.

e The File will be exported to the default pathway set up in Billing Parameters

File Export

File Export successful,
4567_5FA_200113_150835.txt has been saved to C\KEYS\RMDB\SECONDARY
ASSISTANCE.

This file contains the details of all the students who had a completed SFA application. This file
needs to be emailed as an attachment to Student.Allowances@education.wa.edu.au. The
applications will be processed and an Import Receipts file will be emailed back to the email
address displayed when first exporting the applications.
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Note: The process of exporting and emailing SFA Applications can be done more than once
if required during Term 1. Once applications are exported, however, they will be marked as
exported and the Export Date will appear on the Secondary Financial Assistance Summary
Report with a Status of ‘Sent’. If you repeat the export process for subsequent applications,
only new applications marked as ‘Pending’ will be exported.

21.4 Importing SFA Receipts

RM Billing > Utilities

Import Files containing the details of SFA subsidies will be emailed back to schools. Education
Program Allowances (EPA or ASA) will be in a separate file to the Clothing Allowance (CLA)
receipts.

EPA, ASA Payments and CLA (where payments are made to the school) are processed in RM
Billing as Government Subsidy (GV Payment Type).

Sample Import Files
Education Program Allowance (EPA)

£l 4567_SFA_200203_112738 - Notepad = =

File Edit Format View Help

"G" "2@828" "A" "West Coast District High" "4567" "wcoastdhs@ozemail.com.au” "NO" "Lam
"ASA" "2020" “A" "West Coast District High" "4567" "wcoastdhs@ozemail.com.au" "NO™ "Mahi
"G" "2@828" "A" "West Coast District High" "4567" "wcoastdhs@ozemail.com.au” "NO" "Mar

Clothing Allowance (CLA)

£ 4567 _CLA Receipts_300925_091731.txt - Notepad = B “
File Edit Format View Help

20512582 MARONEY David  38/1@/2000 11 CLA GV 115

20512495 LAM Chanara ©1/05/2001 11 CLA GV 115

20512495 BLAKE Sean  12/04/2001 11 CLA GV 115

Abstudy Supplement Allowance (ASA)

E A567_ASA_Receipts_300925_092031.txt - Notepad = B
Eile Edit Format View Help

28512581 MAHNEY Ariel Je/le/2ee0 11 ASA Qv 79
28513431 PICKETT Joel 21/89/1999 12 ASA Qv 79

These files should be placed in the same folder used for exporting SFA Applications. The file path
is set up in RM Billing > Parameters > Billing Parameters.
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IMPORTANT: The EPA and ASA (if applicable) Receipt Batches need to
be imported into RM Billing before and separate to the CLA Receipt
Batches. The receipt batch for the EPA and the ASA need to be applied
to the students Subject Billing Items first or if Auto Allocating, then the
EPA will apply as per the ‘Rules of Applying Subsidy’ on page 52. When

these receipts have been applied then the CLA receipt should be
applied to the student.

Even though the CLA is now paid to the school as a Government
Subsidy, it is parent money and can be refunded to the parent if there is
an unallocated credit balance at the end of the year.

To Import the Receipts files:

e Double Click on Import Secondary Financial Assistance

W

r Instructions : -
T it et el (e @ Create Subject Biling Items

are a .nl,!l'l'le':l of icons_with ; @ E=port Secondary Financial Assistance
dezcriptive titles shawing which $ Export to BM Finance

functions are available.
3 Import Secondar Financial Assistance Receipts

I order bo start & function,
please double click on the @ Purge Formner Rall Students

required icon. # Update Student Names from Admin

@ ‘wiite off/Cancel Customer D ebt

@ ‘winte off/Cancel Student Felated Debt
@ “f'ear End Procezsing

Select the Receipts Import file required

o] Select the import file
Look in: | || SECONDARY ASSISTANCE vl e W A A
(R== Mame . Date modified Type
ehebs || 4567_SFA_200203_112738 3/02/2020 11:30 AM  Text Docurr
Recent places i 4567 EPA Receipts 200925 091531 3/02/2020 11:18 AM  Text Docurr
| |4567_CLA_Receipts_300925_091731 3/02/2020 11:18 AM  Text Docurr
|| 4567_ASA_Receipts_300925_092031 15/02/2016 1:34 PM  Text Docurr

Desktop

Note: Creating folders for each year in the K: Keys/RMBD/SECONDARY ASSISTANCE folder
will make it easier to manage and locate these files.

e Click Open

This process will import receipts for all students in the file.
If a file is selected that has already been imported, the following message will display.
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Import Secondary Financial Assistance Receipts

Import File: 4567_EP4_Receipts_300925_091531.ted successfully
imported.

Once EPA Receipts have been imported, they will appear in the Receipts Batch List and also

against the Student’s Record. Once Billing Items have been created (Steps 22-25), the
Unallocated credit needs to be allocated (Step 26).

Important: All SFA receipts imports (including Clothing Allowance) will
have the payment type of GV. Education Program Allowances, Abstudy

Allowances and Clothing Allowances allocated to the school will be
Gateway payments and therefore are not entered into RM Finance.

ent ils
2020 veldmr a2
Sumame Known Mame
|MARONEY

|David
Detailsl Subiectsl Billing ltems Receipts |Transacti0ns| Notesl Invoicesl SecFin Assistl

Tupe  Amount Batch# Comment
|-"| !

Show Unallocated Credit

alloc Statuz Feazon
235.00 BOODOT Imported Educational Pragram Allo 35.00
< ' >
i Total I 235.00 Add Receipt | | Reversal | | Refund
Details
Fef Paid Bill Code Comment Status Feazon
il {23500 iSUS  iUnallacated Credit
< : : >
I 23500 Tatal
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Unallocated credit resulting from SFA Imports needs to be allocated to Billing Items according to
the Rules for Applying Subsidies as shown below.

Student Billing Category

Priority for applying subsidies

Secondary (Vol,Chg)

Voluntary, Charges, Residential, Other Optional Costs,
Voluntary Approved Requests followed by any other
item which has a category assigned (other than Not

Applicable).
Secondary (Chg) Charges, Residential, Other Optional Costs, Voluntary
Approved Requests followed by any other item which
has a category assigned (other than Not Applicable).
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22 Creating Subject Billing Items

IMPORTANT:

It is important that each school selects the ‘right’ time to run this

process. You will need to consider the points listed below in order to
determine the best time for your school to create actual Billing Items.

When should actual Subject billing items be created? Considerations are:

e Once the majority of student subject changes have taken place
e Before statements can be produced
e Before money can be receipted against billing items or allocated to billing items

Running the process too early in Term 1, may lead to a large number of subject billing items
having to be reversed and re-entered by the operator as students change subjects.

Running the process too late in Term 1 may require more time for the receipting process to be
carried out correctly in RM Billing and may affect statements being produced in a timely fashion. If
receipts are being entered retrospectively, then the later the process is run, the more receipts
batches will need to be entered. If receipts have already been entered as unallocated credit, then
the credit needs to be allocated to the actual billing items once they are created.

The Charges and Contributions sheet provided to families will show the amounts students will be
charged in the upcoming year. Up to this point no actual debt has been created for students.
Actual debt is created through the application of Billing ltems to a student’s record.

RM Billing > Utilities > Create Subject Billing Items

e Double click Create Subject billing items

Create Subject Billing Itermns

WARNING
This process can only be run once
for each student in the selected

Billing Year.Once completed it
cannot be undone.

Do you want to continue?

e Click Yes
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e Click on Student Find
e Select students
e <Find>, < Select> and <Yes>

Create Subject Billing Items

Please select the students for whom
you wish to create Subject Biling items

E5 Students selected

[ LCancel

Create Subject Billing termns £

I.-"'_"‘-. This process may take a long time depending on the number of
L. = students selected.

Do you want to continue?

o <Yes>
Create Subject Billing tems =]

All Subject Billing Iterms created successfully

e <OK>

Note: It is recommended that schools create Subject Billing Items for one or two students
and check these statements carefully before proceeding to process small groups of
students at atime. Check statements as you proceed.
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23 Copy Billing Item Batches

Billing Item batches from previous years can be copied and used in the current billing year. Once
the batch has been copied, users may elect to edit the batch to meet their current needs. Check to
ensure the correct Billing and GST codes have been selected.

RM Billing> Billing Items

e Change the Billing year to 2019
e Highlight the batch or batches to be copied

= Billing Items Batches List View
For Selected

218 V@Y S EE 42T

Batch Mo _Yeal Dezcription Open _Last Updated | Batch Total

00001 (219 iSubjects Batch 2019 120 MAY 201915
I School Book R EREY:

hool Waluntary Contributions

n - Modern History ATAR 11
Il Hire:

e For Selected > Duplicate Batch

Duplicate batch

Duplicate the 4 selected batches?

e Click Yes

e Ensure 2020 is selected as the year

Duplicate Billing ltem Batch
MHew Batch Details:

Tear IW
Description: I School ear Book
Cancel
e Edit the name if required
e Click OK to save
e Repeat these steps if multiple batches were selected
e Select the 2020 billing year in the Billing Items screen
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O

Billing ltems Batches List View

For Selected

20 NEICIEEE- PP

Batch Mo Year Diescription Open Last Updated

o003 2020 Subjects Batch 2020 YES  TTIJAN 2020 150259
00011 2020 School ear Boak YES 13JAN 2020150357
ooz 2020 Chaplaincy TES  i13JAN 2020150357
0o 3 2020 Lower School Woluntary Contributions YES 13 JAM 2020 14:47.52
ooo14 2020 rear 11 Camp TES  i13JAN 2020 150359
ooos 2020 Museum of W Excursion - Moderm History ATAR 11 YES 13 JAMN 2020 14:47.54

Double click to open each batch and edit the tied billing items if required
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24 Create New Billing Item Batches

Billing item batches for non-subject billing items can be created as required.

Note: Schools using the ‘Alternative Method’ can use this process to create billing items for
core subjects. Refer to the handout available on ‘Finance for Schools’ website on the
‘Alternative Method of Billing’ for more detail if required.

RM Billing > Billing Items

Click on Add item 2

[ ]
e Enter description
e Click OK
« Click on Add debit 21
e Enter Tied Billing Items as required
= Billing Items ==
& 2
Batch Mo Description
| ooD21 ['Year 12 School Ball
Batch Detals |Batch Biling ltems |
Batch No nooz1 Updated: | Tue T4.J4N 20 1642
Billing Year |20z = Created: | Tue 14 JAN 20 16:36
Description  [Year 12 School Bal
Batch Total | Wil Open: YES
Tied Billing Items:
Comment Amount G5T Bill Code
2020 ear 12 Schaal Bal 16500, 1 oocao3
£
e Click OK
e Click on Return to view
| Billing Items Batches List View (=]
For Selected
2000 IR
Batch Mo Year Drescription Open  Last Updated Batch Total
o0on3 2020 Subjects Batch 2020 TES  13JAN 2020 150255 18850.00
o001 2020 School v'ear Book TES i13JaM 2020150357 20.00
ooz 2020 Chaplaincy TES 13 JaM 2020150357 15.00
00013 2020 Lawer Schaoal Yoluntary Contributions YES  13JAM 2020144752 0.00
ooo14 2020 “ear 11 Camp TES i13JaM 2020 15:03:55 300.00
0oons 2020 Mugeum of W Excursion - Modemn History ATAR 11 YES (13 JaM 2020144754 0.00
00021 2020 Year 12 Schoaol Bal YES 14 JAM 202016:42:35 n.oo
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25 Apply Non-Subject Billing Items Batches

To bulk bill students for non-subject billing items use the following method.

RM Billing >Students

Select the required students

Choose For Selected

Add to Billing Item Batch

Select the required batch or batches (Hint: Use <Ctrl>)

Please double-click on your selection,

Batch Mumber Description

EF'rimal_l,l Yoluntary Contributions

i Lower School Yoluntary Contributions
nt Fund

0K Cancel

e Click OK

26 Apply Unallocated Credit

Any amounts receipted into RM Billing, which have not been applied against a billing item, will
appear as unallocated credit. Once subject and non-subject billing items have been created,
unallocated credit can be applied.

The unallocated credit listing (RM Billing > Reports > Financial Reports) can be used to identify
students with unallocated credit.

26.1To allocate unallocated credit via Student Records

RM Billing > Students

e Double-click on the required student
e Select the Billing Items tab
e Highlight the Billing Items with an outstanding balance. If unsure, click on

Show Billing [tems with Dutztanding Amounts

Only Billing Items with a balance to pay will be displayed.
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ent ils

2020 vieldmar &2
Sumame Kriown Name
|ANDFIE‘.I.FS | Rachael | Show Billing ltems with Dutztanding Amounts |

Detailsl Subjects Billing ltems |F|eceipt$| Tlansactionsl Notesl Invoicesl Sec Fin Aszsist

Fef  Date Type Amaount GST  Disc  Paid Balance Bil Code Batch# Comment Status Reason
0 DR 5000 501 0

X 2020 Chaplaincy
000 000: 10000 CHGO3 (00014 § 2020 Canp Awctivit
. 0.00 BO.00: CHGO3 (00014 : 2020 Camp Transg
000 000: 180000 CHGEO3 (00014 {2020 Camp Food
0.oo; 0.0 25000 CHGOZ (00015 {2020 Museum of %
000 000:  165.00; O0CO3 (00021 §2020%ear 12 Sch

14 JAN 2020
1791 i14.JAW 2020 :DR § 10000
1792 i14JAN 2020 (DR 50.00
1793 i14JAN 2020 (DR {15000
1734 {14 JAN 2020 (DR 25.00
1795 i14.JAW 2020 :DR {16500

Rl e R e e e |
=
=
=

£ >

TOTALS: Amuunll 805.00 Discuuntl 000 Paidl 0.00 Balancel A05.00

|' Unallocated Credit

Amount I 300,00 Add Billing Item Fieversal Adiustrment Add Discount

Highlight the Billing Items with an outstanding balance to allocate the credit to

°
e Click on Allocate
e Enter the amount to be allocated
ocate
Enter the armount ta allocate [up ta $300.00) IBDD
e Click OK
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26.2 To auto-allocate unallocated credit via the Billing Items screen
The auto allocation of unallocated credit should be processed after:
e reviewing unallocated credit

e adjusting any billing items as per parent requests
e applying any payments with specific instructions

Note: The Auto Allocation Report needs to be sent directly to a printer. The Print destination
must be set prior to using this process. It can be reprinted through Reports > Transactional
Reports > Re-Print Auto Allocate Transactions

RM Billing > Billing Items

e Double click on the Required batch
e Click on the Batch Billing Items tab
I Show Dutztanding Amounts l

e Click
e Highlight the required transaction lines

Note: Selected billing items must have a balance if you wish to use the Auto Allocate
function. Sort by balance or use the filter icon (shown on next page) to select items with a
balance greater than 0.00. This will assist with the auto allocation process.
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e Click on Filter

e Select Balance > 0.00

C Choose Billing Items =]
Show billing items with:

[Jvear = | I v
[ Fom 5 | I W
Balance i | I 0.0
[GsT JE v
[]Biling Codes

Code Description

CHGO3 iExcursions A
00CO3  {Graduation Shirts

HIRD1  :Hire of Facilities

CHGO4 n Termn Swimming

CHGOZ ncursions

00CO nstrumental Music v
(JOR (® AND LCancel

e Click OK

e Only Items with a balance will be highlighted

[ Billing ltems ==
& | 2
Batch Mo Descnption
| 0oo13 |Yeal 11 Camp Show All Transactions
Batch Details Batch Billing ltems
Ref  Student/Cust ‘ear Form Amount GST - Disc Paid Balance Bill Code Comment Stabuz  Reazon /
: i L it A
2
%
A
CDEPETE
CEPETE
]
< >
TOTALS: Amount | 2275000 Discount Ml Paid Ml Balance| 22750.00
SELECTED TOTALS: Amount | 2275000 Discount Hil - Paid Hi  Balance| 2275000
Adjustment amaounts included in balances but not shown separately kK Cancel

e Click

Auto Allocate

This will allocate unallocated credit (including GV credit) to the selected
billing items. Do you wish to continue?

e
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e Click Yes

Auto Allocate X

A report on the allocations made by this process will now be printed to
the default printer. Please check the printer and click OK when you are
ready to print the report.

e Click OK

Auto Allocate

Has the report printed OK?

Yes Mo

e Click Yes if the report has printed correctly

West Coast District High School
Automatic Allocation of Credit - 14 January 2020 09:30:27
Re-Printed

Batch: 00014 Year 11 Camp 2020
Student/Cust Name Year Form Receipt # Pay Type Billing ltem Tx Ref
KENT: Clayton 11 112 o CH 1324
EFAFT: Chelzea 11 11.1 3 CA 1830
NATRN: Richard 11 112 14 CA 1785
19 CH 1785, 1786, 1787

27 Print Student Statements

Student Statements can be printed from:
Reports > Financial Reports > Student Statements
OR

Students > For Selected > Print Statements
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28 Process Write-offs (If not completed as part of Year End
Activities)

IMPORTANT:

Ensure a copy of all write off applications, supporting documents,
reports and approvals are filed.

Write-offs can be processed as required in accordance with the Department’s Write-Off
Procedures for Irrecoverable Debts document.

28.1To Process Student Write-offs

e Create a billing items batch to hold the write-off transactions
e RM Billing Utilities > Write-off/Cancel Student Related Debt

Note: Refer to Section 12 of this Fact Sheet or the RM Billing Training notes for more detail.
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Appendix 1: Apply Subsidies for Secondary Financial
Assistance (SFA) Manually

Schools should use the electronic method for processing, sending and importing SFA Applications
as outlined in Step 21 of this Fact Sheet. If for some reason schools are using the previous manual
methods for applying Secondary Financial Assistance for eligible students, the following steps
need to be followed.

Create an Education Program Allowance Receipts batch for 2020

RM Billing > Receipts

e Click Add Item <
e Enter the batch description ‘$235 Education Program Allowance’

Add Receipts Batch

Pleaze enter a dezcription for the batch to be created

| $2:35 Education Program Allowance

LCancel

e Click OK

Apply the Education Program Allowance

e Navigate to RM Billing >Students
e Select the eligible students
e Click on For Selected
e Choose Apply Subsidies
e Select the current year
e <Tab> in batch number cell
e Select the: $235 Education Program Allowance batch
e Insert Amount: $235
e Insert Comment: 2020 $235 Education Program Allowance
Apply Subsidies
Receipts Batch | BO0003 | $2735 Education Program Allowance
Date | 148N 2020
Amount (for each | 23600 Amount applied to each individual student
student]
Payment Type | GY Gaovermment Subsidies
Comment | 2020 $235 E ducation Program Allowarce
e Click OK
C IVI Ca RM Billing Year End Fact Sheet 24-Oct-19

Page 60
© 2019 Civica Education Pty Ltd



33 Support (Transactional)

Should you need any transactional support please contact Financial Operational Support at
Financial Services

Contact details below:

Email
Financialservices.support@education.wa.edu.au

34 Support (Systems)

Should you need any systems support please contact the Customer Service Centre (CSC) at the
Department of Education.

Contact details below

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem

Fax (CSC)
9264 4701

Please be prepared to supply your ID number, contact details and a brief description of the
problem

Email (CSC)

customer.service.centre@det.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.
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35 Online Manuals and Training Notes

35.1 Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website.

http://www.civicaeducation.com.au/

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous fact
sheets and support documents for all SIS Administration modules.

http://det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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