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RM Billing Primary Training Program

Day 1
Time Contents
8.45am COFFEE
9.00am Welcome
Housekeeping
Introductions and Registration
9.15am Introduction to the RM Billing module
Logging on and using Help
Billing Parameters
Overview of RM Billing
Creating Billing Codes
Set Student Billing Category
10.30am MORNING TEA
10.50am Creating Billing Items for students
Billing Students
Discounts
Producing Statements
12.30pm LUNCH
1.00pm Receipting
External Customers
3.00pm Finish
Day 2
Time Contents
8.45am COFFEE
9.00am Day One Recap Activity
Closing the Batches
RM Billing & RM Finance Interface
Manual entry of receipts into RM Finance
10.30am MORNING TEA
10.50am Receipting Class Collections
Exporting to RM Finance
Follow up of unpaid debts
12.30pm LUNCH
1.00pm Correcting errors and making adjustments
Processing Refunds
Unallocated Credit
Exporting Re-allocations to RM Finance
Moving Students to the Former Roll
Write-offs
End of Month Procedures
3.00pm Finish
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Training Outcomes

At the end of the RM Billing Primary Training Program participants should be able to:

Create Billing Codes

Set Student Billing Categories

Create Billing Item batches

Bill students in bulk

Bill students individually

Apply discounts

Create receipts batches

Apply receipts in bulk

Apply individual receipts

Produce statements

Create records for external customers
Export receipts to RM Finance

Set up class collections

Enter notes for students

Correct errors and make adjustments to transactions
Process refunds through manual and system cheques and EFT
Process reversals

Export Re-allocations to RM Finance
Follow up unpaid amounts

Produce a variety of reports

Perform student and customer write-offs

CIVICAa
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1 Introduction to the RM Billing Module

RM Billing is a module that is available within Integris. When the RM Billing module is added, a
new sidebar called RM Billing appeatrs.

This module allows both students and external customers (companies and/or individuals external
to the school environment) to be billed for any type of cost. Students can be billed for subject
related costs, charges and voluntary contributions, other optional costs, voluntary approved
requests, camps and excursions etc. Customers can be billed for items such as hire of the school
hall etc.

Student details and those of their related contacts (e.g. Parent/Guardian 1, Parent/Guardian 2 etc.)
should be accurate within the Administration module before adding the RM Billing module. Each
student should have one contact nominated as the person who will be responsible for paying their
fees. Correspondence generated from RM Billing - such as Charges and Contributions Sheets and
Statements - will be addressed to the first contact marked for Fees Billing for each student in the
Administration module. RM Billing will draw on student and contact data held in the Administration
module.

The RM Billing module can be used in conjunction with the Timetabling module (optional). Student
subject preferences from Timetabling are available in RM Billing. Costs for each subject can be
entered in RM Billing and students can be billed according to the subjects they have chosen to
study. The bulk billing facility enables students to be billed en masse for any other types of costs.

RM Billing supports several methods of receipting (including bulk receipting) and provides a suite
of useful reports.

RM Billing is also linked to RM Finance. A set of Billing Codes created in RM Billing provide the link
to the budget and analysis codes used by the school in RM Finance. Receipts entered in RM
Billing can be automatically exported to RM Finance against the correct budget and analysis
codes.

The following diagram illustrates how RM Billing interacts with other Integris modules.

ADMINISTRATION MANAGER

1L

RM
BILLING RM FINANCE
TIMETABLING
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Logging on to the System

Activity: Logging On

e Double click on the RM Billing Primary icon on your desktop

2

RM Billing
Primary

e Type ADMIN into the User Name field
e Pressthe <Tab> key
e Type keys into the Password field

School Management Solutions - Integrated Database
F.04.10(19/12/158] Extended Mode

tﬁg Uzer Mame [ADMIM
Pazsword P

RIN\ (laste) (mlites

Datafile Path:  CKEYS\NTEGRIS\RMDB\TRGDATATIINTEGRIS. DF1

e Click on Login, or press <Enter>

Note: In schools, each user has their own user name and password, which enables access
to particular sections of the software as determined by the school administration. Itis

strongly recommended you change your password regularly.
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1.1 The File Menu

The file menu may be accessed by clicking on File in the top left of your screen.

@ West Coast District High

File | Edit General Help

Password...

Single User Lock

Change Datafile

Database Tools

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

Change User Ctrl+U

Lock Terminal Ctrl+L

recommended that this is done regularly.

Password enables the user to change his or her password. For security purposes, it is

Change User should be used to ensure that each person accessing Integris does so under

their own user name and with their personal levels of access.

Lock Terminal may be used if the user needs to leave his or her computer temporarily, does

not want to log off and does not want to allow access to anyone else. Unlocking the terminal

requires the user to enter his or her password again.
Report Destination allows the user to choose where to send any report created in Integris.

The options are displayed below.

Report Destination

Drestinatiorn ]F‘arametersl Page sizesl

LfTvo1]
o101

& g =
0010l

Prirter Preview S creen Dk, Clipboard Port
1 ® ps 4
Filz HTHL Pastscript RTF

Cancel I [ ]
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Activity: The File Menu

Top Toolbar > File

e View each of the following items in the File menu
o Password
o Change User
o Lock Terminal
o Report Destination

1.2 Accessing Help

Activity

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar
e Select Help Contents and Index

Help

& Help Contents & Index

Integris Help

Integris Help

Help is available for the fellowing installed Integris modules.
Select an area from the list below and click on the "Help® button.

Help Areas

Integriz Administration b anager Help ~
Integriz Administration b anager Reports Help
Integnz Behaviour M anagement Help

Inteqriz Lesson Attendance Help

Inteqriz Lesson Attendance Report: Help

Integriz R Biling Help

Yideo L& Using Registration
Wideo Lé Uszing Speed Entry
Widen LA | zinn Week Wiew

Help LCloze

Highlight Integris RM Billing Help
Click Help

View the manual

Close the manual and Help

CIVICa
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2 Implementation of RM Billing at Your School

As with any new Integris module the RM Billing module must be implemented at your school before
it can be used.

There is a standard process for the implementation of this new module which will be completed by
your project officer. In this training course we will mirror the process to be used at your school as
closely as possible so that you can assist the project officer in the implementation process.

2.1 Step 1- Preparation of Administration Manager Data

Before implementing the RM Billing module it is important that the data held in the Administration
Manager module is as accurate as possible and is set up for use with RM Billing.

This is because the RM Billing module accesses data held in the Administration module. In
particular, student names and the details of their associated contacts (e.g. parents/guardians) are
used by RM Billing.

2.1.1 Ensure Administration Manager Data is Accurate

You should ensure that the student names and addresses and the names and addresses of their
contacts are up to date. If you have been advised of any name or address changes then these
should be updated before the module is added.

Refer to the document ‘Student Details — SIS Data Entry Procedures’ available from
http://www.det.wa.edu.au/education/sis/dataentryprocedures.htm

Activity: Updating Parent/Guardian Details

Jennifer Dunstan’s address details and her Parent/Guardian information is incomplete and
incorrect. Add the following details for Jennifer.

General > Student Details

[ - Search |DUN
e Type DUN,J in the Search field garch | N

e Press <Enter> to display Jennifer Dunstan’s student details

e Click on the Edit pencil 7
e Enter Jennifer’s address as follows:

48 Hodgson Street
TUART HILL

6060

Tel: 9444 1890
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http://www.det.wa.edu.au/education/sis/dataentryprocedures.htm

Choose Family Group tab

Select Parent/Guardian 1 tab

Enter the Title: Mrs

Enter Surname: Peters

Enter First Name: Jackie

Change the relationship to Stepmother

Make sure that the boxes are ticked for Parental Responsibility/Fees Billing/Student
Res/FMM

Salutation: Mrs Peters and Mr Dunstan (as per DoE data entry guidelines)
Select Parent/Guardian 2 tab

Check the information for the father Benny Dunstan

Remove the Salutation as he is not a Family Mail Marker

Click OK

Note: The fees billing information is shown on the front screen of General > Student
Details in the lower window.

- Contacts
Mame _Phone _Address _Helatiun _Fles _Pal _Mail _Emlg _Nutes _Fee
Mrz Jackie Peters {9444 1830 48 Hodgson Street, TUART HILL, WA, Ei Step Mothe! Yes | Wes (Yes {1 es Y
M1 Benny Dunstan i9444 1830 48 Hodgzon Street, TUART HILL, WA, EFather H H 2 Mex N
Mz Michael {9345 6778 {4 Burniston St SCARBOROUGH. WA, B Aunt ; i3 iNo N
. i i i i i i i i -
Res - Student Resident  Par - Parental Responsibility Mail - Family Mail Marker Emrg - Emergency

2.1.2 Set the Fees Billing Marker

Each student to be billed must have one contact nominated as their ‘Fees Biller’. This should be
the person who is responsible for paying any costs associated with the student (i.e. the contact
who has been marked as the Fees Billing Marker on the Admissions Form).

RM Billing will only use one contact for the fees biller. It is not possible to have multiple fees billing
contacts in RM Billing. It is therefore recommended that only one contact be ticked on for Fees
Billing in the Administration module.

IMPORTANT

If more than one contact is ticked for Fees Billing in the Administration
module, RM Billing will use the first contact found with the Fees Billing
marker ticked. The software will search the contacts in the order of

Parent Guardian 1, followed by Parent Guardian 2, followed by any other
contacts in the order listed. The first contact found with the fees billing
marker ticked will be the contact that RM Billing will select as being
responsible for the student’s associated costs.

It is likely that your school will have already set the fees billing marker from the information listed
on the Admissions form.
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However, if you do not have the Fees Billing Marker already set for your students you can use
speed edit to help with the editing.

Activity: Speed Editing the Fees Billing Marker

We will set the fees billing marker to PG1 for all students on the current roll.

Admin > Speed Edit

frea
e Click on the dropdown box called ‘Area’ and select [[Paent/Guarden 1 Feesiling (=]
e Click on the student search binoculars ﬂl
e Click Find
e Click Select
e Choose Yes

e Click to highlight all students

Speed Edit
Area
IF'arent.n"Guardian'I Feez Biling |Z|
i Select &l ” Deselect Al " Invert Selection ” Blanks “ nés l

Ref. Student Hame Walue

e Place atick in the New Value box at the bottom of the window

e Click the blue tick to make the modifications
e The letter M will appear in the ‘Status’ column to indicate the records have been ‘Modified’
e Click

Warning I.ﬂrh_,l

Are you sure you wish to save the modifications?

oY ][ Mo
e Click Yes
e Click Close
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2.1.3 Students on the Admissions Roll

Students on the admissions roll can be billed in the same manner as students on the current roll. A
contact must be nominated as the fees biller.

Activity: Billing students on the Admissions Roll

Set the fees billing marker to Parent Guardian 1 for the following students on the Admissions
roll.

e Billy Kelly
e Lynda Miller

Admin > Speed Edit

Area
IPaanh"G uardian 1 Fees Billing J

e Click on the dropdown box called ‘Area’ and select
e Click on the student search binoculars ﬂl

e Choose the roll status of Admissions o= | dmissions [
e Click on Find
e Highlight the students Billy Kelly and Lynda Miller (use the <Ctrl> key)
e Click on Select
e Choose Yes
e Highlight both students
Speed Edit

Area

|F'alentf'Guardian'| Feez Billing E

’ Select Al ” Deselect All " Invert Selection ” Blanks “ nés ]

Ref. Student Mame Walue Status
3 ke, Billy

Hew Value [ v l l Close ] [ Save ]
e Place a tick in the New Value box at the bottom of the window
e Click on the blue tick to make the modifications
e The letter M will appear in the ‘Status’ column
e Click on Save to save the modifications
e Clickon Yes
e Click on Close
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IMPORTANT

If the contact name changes for the Fees Billing marker for a student

this can just be edited in the Administration module. RM Billing will be
automatically updated with the details of the new fees biller.

2.1.4 Students on the External Roll

If your school uses an external roll then these students can be billed also. Again a contact must be
nominated as the fees biller.

2.1.5 Students on the Former Roll

In most cases it will probably not be necessary to bill students on the former roll. However, it is
possible to do so by marking a fees biller for them (as for students on any roll). If students on the
current roll have been billed in RM Billing and they then move to the former roll, their billing records
and details will be retained in RM Billing and can be accessed and dealt with as necessary.

2.1.6 Setting the Fees Billing marker for PG2 or Other Contacts
If you have any students where the Fees Billing marker needs to be set for Parent/Guardian 2 or
for another contact you need to do the following:

e Ensure that the fees billing marker for all previous contacts is not ticked
e Tick the fees billing marker for the correct contact
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Activity: Assigning PG2 Fees Biller

Mr Ken Amber is responsible for paying the student fees for Kyle Amber. Mr Amber is PG2.

General > Student Details

Search |AME K

e Type AMB K in the Search field

e Press <Enter> to display Kyle Amber’s student details

e Click on Edit 7

e Select the Family Group tab

e Select the Parent/Guardian 1 tab

e Remove the tick from the Fees Billing checkbox for Ms Linum

Parent/Guardian 1 lF'arenta"G uardian2l Siblingsl Other Contacts
Title Initials  Surmanne
|M$ |E| |F' |Linum
- First M ame |Paula
B Midde Namefs) |
Relationship | Mother =]

Gender tale @ Female n's

Parental Responsibiity (V] Student Resident [V
Fees Biling Farnily M ail Marker [

Select the Parent/Guardian 2 tab

Place a tick in the Fees Billing checkbox for Mr Amber

Also place a tick in the Family Mail Marker box for Mr Amber
Enter the Salutation Mr Amber

Parent/Guardian 1 Parent/Guardian lSiinngs ] Other Contacts ]

Feez Biling [] Family Mail Marker [

Title Initial: ~ Surname Mo 'Parent/Guardian 2' for this student
|M[ IE‘ |K |Amber Salutation |Mr.t‘-\mber
- First Mame |Ken Address 4 Harriz Cloze, z
B8] Middie Namefs] | mwwunos,
Relationship | Father |z| ESSQ,
Tel: 9274 6767
Gender @ Male Female ez c
Parental Responzibility Student Resident

e Click on OK
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2.2 Preparing RM Finance (Discussion Only)

e Analysis Codes N3100l and N3100E Other Suspense Accounts must be created in RM

Finance as these are used for recording Unallocated Credit.

RM Finance > Records > Income/Expenditure Analysis

Analysis

Tuype (" Expenditure % Income
Analysis
Description | Other Suspense Accounts
Sart Key [~ Default Analysis far Income
F analysis
-~ -
Tupe (% Expenditure ¢ Income
Analysis
Description |Dther Suzpenze Acoounts
Sort Key [T Default Analysis for Expenditure

e Budget Code N3199 Billing Suspense Account must be ¢
is used to hold Unallocated Credit recorded in RM Billing.

RM Finance > Records > Budget Accounts

reated in RM Finance. This account

21

Budget Accounts
Budget Accaunt Description Controls
|N3199 | |Bi Iling Suspense Account
Budget Heading [" Default Code <] Previous recard

Budget Group
Inc: Default Anal

[ Mext record

M Find record

ClVICa
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Creating a Billing Supplier Code

It will be necessary to create a general Billing Supplier Code within RM Finance. This will be used
for any refunds entered in RM Billing which are exported to RM Finance. The exact detail of the
refund will be available in RM Billing.

RM Finance > Records > Income Sources/Suppliers > New Record > General Tab

Income Sources / Suppliers llil
.- -
Shart Hame BILL9YD ™ Income Source Controls
Sort Key f< JSURRTISE
L
I General Y EFT/BPAY 1
Full Narme |Bining Supplier
Address A -
-
P hone | | Fax |
Contact
HEN N ~ 0K
Reference
| > Cancel
Alter native I:I Q i
Payee
| Window
" b O Close window
e o
PTD Q v Q P Help
\
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e EFT/BPAY Tab

Income Sources f Suppliers ﬂﬂ
- -

Short Name | BILL93  Income Souree Controls

Sort Key o
\

| General I EFT/BPAY ]
Bank Account Mane |
-

EPay Biller Code I:I

Email =]
-
Payment Methods Remittance Method v [1]:%
¥ Cheque 0 Email
L 1
[ BPay  Print 4 el
I EFT & Horel .
Window

" T Close window

o o
PTD Q ¥TD Q

2 Help

e Click OK s to save when completed

Important

Ensure the short name is BILL99. This must be exact — no spaces or
additional characters

2.3 Adding the RM Billing Module

The implementation of the RM Billing Module will be undertaken by your Finance Consultant
(schools) and must not be added by any school personnel. Your Finance Consultant will manage
all steps in the preparation for and installing RM Billing, including the recording of any opening
balances.

Important

Your Finance Consultant will manage all steps in the preparation and
installation of the RM Billing Module.
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Getting Started

Once the RM Billing module has been implemented, your Project Officer will assist with the setting
up of the RM Billing Parameters and Log in procedures.

2.3.1 Setting the General Parameters

The General tab in the Billing Parameters window must be set in accordance with the following

instructions:

General Tab

Limit

Monetary Value Warning

Already set to $1000. Leave this as it is.

(When processing an entered amount exceeding the value
defined in this box a warning message will be displayed asking
for confirmation that the entered amount is correct.)

Date Warning Limit

Already set to 30 days. Leave this as it is.

(When processing, if the date that is entered against a
transaction is older than the number of days specified in the
Date Warning Limit box a message will be displayed asking for
confirmation that the date entered is correct.)

School’s Biller Code 1

If you have elected to display the BPAY logo on any of the
relevant documents, enter your school’s BPAY Biller Code into
this field.

School’s Biller Code 2

This field should be left blank. It is a provision for possible future
functionality.

Last Year End

Schools will be advised of the Year End by the Finance
Consultant (schools)

Accounting System

Already set to RM Finance

ABN

Enter your school’s ABN into this field. e.g.11 222 333 444

Options

Automatically show student balances. This box is ticked by
default and displays current student balances when the student
window opens. If the option is ‘unticked’, the user has the option
of showing the balances when the ‘Show Balance’ tab is
selected in the Student window

RM Finance Datafile

The location and name is set by default to k:2\RMDB\finance.df1.
At school you need to navigate to your datafile.

For the training course only this is set to
C:\keys\RMDB\Finance_Demo.df1.

Finance

Enable Export To RM

Do not tick this box at this point of the training course.
This option allows schools to export their Billing Receipts
automatically into RM Finance. If not ticked, all income
transactions need to be entered manually into RM Finance
Note: Once this option is ticked and saved it can never be
‘unticked’. It is recommended that Primary schools begin
exporting to RM Finance straight away. Secondary Schools are
advised not to tick the export function without discussion with
their Senior Finance Consultant.

Path

RM Billing Archive File

At school this will be set to K:\keys\RMDB\OLDDATA\BIlling
Archive. This folder will hold reports created from a Utility to
Purge Former Roll Students. The Utility purges all transactions
from Former Roll students with a zero balance and a leave date
of at least one year prior to the last year end date, along with
those transactions from students who have been deleted from
Admin.

CIVICAa
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Note: If your school initially decides against exporting to RM Finance, please discuss this
with your Senior Finance Consultant (schools).

| Parameters
General |Chalges and Contributionsl Statementsl Invoicesl
W arnings
F anetan Y alue YW arning Lirit $| 100000 Drate 'warming Lirnitl 30 Days
~ BPAY
Schoal's Biller Code 1 |S1 12 Schoal's Biller Code 2 I
r‘rear End

Last Year End 1 DEC 2018 Lazt Rollaver l—
Current Biling “Y'ear |2U1 9

~ Accounting Spstem

_ ABN 111 222 333 444
(® Rt Finance Mo External Actg I

- Options
Automatically show student balances

 BM Finance
Rt Finance D atafile I C:Akeys\AMDEFinance_Demo .dfl  Erowse
[]Enable Export ta Bk Finance

~ Rk Billing Archive
RM Billing Archive Folder I CAKEVSARMDEBAOLDDATANBILLING ARCHVES  Browse

 Secondary Financial Assistance

Secondary Assistance Folder I Browse

i Change Parameters

CIVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 25 of 277
© 2019 Civica Pty Ltd



2.3.2 Charges and Contributions Parameters

As primary schools do not use RM Billing to produce a Charges and Contributions Sheet, it will not
be necessary to make any changes to the settings on the Charges and Contributions tab. The
following table is included as a reference only.

Charges and Contributions Tab
Show School Address Tick this box if you would like the school
name and address to be printed at the top
of the Charges and Contributions Sheet. If
unticked the school name and address will
not appear so that school letterhead can

be used.

Show School Logo on right hand side Tick this box if you would like the school
logo to appear on the right hand side of
the header.

Show Department Logo on left hand side Tick this box if you require the

(See note below) department’s logo to appear on the left
hand side of the header.

Narrow Logo/Wide Logo If you have elected to show the

department’s logo you must then choose
the correct radio button to indicate
whether the narrow or wide version of the
logo is being used.

Department Logo Path If you have elected to show the
department’s logo then click on the spy
glass to the right of this field and navigate
to the location where the logo is stored.
Show BPAY Logo Tick this box if you would like the BPAY
logo to be displayed on the Charges and
Contributions Sheet.

Show Remittance Advice Tick this box if you would like a remittance
advice slip to be printed at the end of each
Charges and Contributions report.

e For Primary training we do not have any settings on the Charges and Contributions tab.

Note: Schools are not to use the Department Logo on any items unless they have an
international element to their operations
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2.3.3 Statement Parameters

Statements Tab

Default Statement Message

Enter a message which the school would like
to appear on the bottom of the student
statements, E.g. ‘Please contact the school
office on 9229 7777 if you have any queries
regarding this account’.

Note that the message can be edited/altered at
the time of printing if required.

Show School Address

Tick this box for training.

If this box is ticked, the school’s name,
address, phone number and ABN will be
included in the top left hand corner of the
statement.

If this option is not ticked, then this space is left
blank for the school letterhead.

Show School Logo on the right hand side

This will allow the school logo to be displayed
on statements in the top right hand side of the
report.

Show BPAY Logo

Tick this box if you would like the BPAY logo to
be displayed on the Statement.

BPAY will not apply to Primary Schools.

Show Remittance Advice

Tick this box if you would like a remittance
advice slip to be printed at the end of each
Statement.

Show CC Number

Tick this box if you would like the student’s
Curriculum Council number to be displayed on
the Statement. This setting is applicable to the
Student Statement only (not the Customer
Statement).

Not applicable in Primary Schools.

Default Reminder Notice

Default Reminder Notices can be sent out
reminding Fees Billers of Unpaid Billing Items.
Enter a message which the school would like
to appear on the bottom of the reminder notice,
E.g. ‘Please contact the school office on 9229
7777 if you have any queries regarding this
notice’.

Note that the message can be edited/altered at
the time of printing if required.

CIVICAa
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Activity: Log into RM Billing

When first opening the RM Billing sidebar and selecting a function from the sidebar, the user will
be presented with the RM Finance log in window. RM Billing performs certain validation within
the linked RM Finance datafile based on the RM Finance user login. In order to achieve this
validation, the user's RM Finance login details must be entered and validated before the user
can proceed. This does not indicate the user has logged into RM Finance as this is entered in a
separate log in window when opening Finance from the Finance icon.

RM Billing > Parameters

e Double click on Parameters
e Highlight Manager Corporate Services
e Enter the Password Keys

Login

T4, Finance -

{C) RM PLC 2004

~
1. Select vour user name from the list below

System Administrator ~
Deputy Principal

Principal

RMAUST

School Administrator w

2. Enter your Password

P Login Quit

h
Current Data File:
Chkeys\RMDB\Finance_Demo .df1

e Click Login or <Enter>
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2.3.4 Enter the Statement Parameters

Activity: Create Statement

RM Billing > Billing Parameters > Statement Tab

Change Parameters | |

e Click on |
e Enter the Statement Parameters as shown below
e Include a message for both Statements and the Reminder Notice

|:| Parameters @

General] Charges and Contributions  Statements ‘Invuices]

Default Statement Meszage

Fleaze contact the school office on 9229 7777 if you have any questions regarding thiz account. .

Show School Address

Show School Logo on right hand side
[Report Heading Image path)

[ Show BP&Y logo
Show Remittance Advice

[7] Show Student Mumber

Default Reminder Maotice Message

Fleaze note that the fallowing Biling ltems have nat yet been paid. Pleaze contact the schaool a
office on 9223 7777 i you would like to arrange payment,

R [ Cancel |

You may wish to include Bank Account Details if you wish parents to pay by Direct Deposit.

Note: The statement parameter settings will apply to both student and customer
statements.
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2.3.5 Invoice Parameters

Invoice Tab

Show BPAY Logo

If ticked, this will display the BPAY Logo and
payment details (Biller Code and Reference)
on the statement.

BPAY will not apply to Primary Schools.

Show Remittance Advice

When ticked, a remittance advice will be
printed on the bottom of the invoice displaying
the school name, address, school phone
number, ABN number and school logo.

Note: There is no option to turn on/off school
logo. If set up in General > Control >
Preferences > Reports, it will appear on
invoices by default.

Default Invoice Message

Enter a message which the school would like
to appear on the bottom of the customer
Invoices. E.g. ‘Please contact the school
office on 9229 7777 if you have any queries
regarding this account’.

You may wish to include Bank Account Details
where you wish customers to pay by Direct
Deposit.

Note that the message can be edited/altered at
the time of printing if required.
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2.3.6 Enter Invoice Parameters

Activity: Enter Invoice Message

RM Billing > Billing Parameters > Invoices Tab

e Tick ‘Show Remittance Advice’
e Enter a Default Invoice Message

|:| Parameters

Generall Charges and Eontributinns] Statements Imvoices l

[] Show BP&Y logo

Show Remittance Advice

Default Invoice Mezzage

FPaymentzs by Direct Deposit can be made into the following bank account,
BSE 036773
Account Mumnber 12347830

Fleaze contact the zchoal office on 9229 7777 if vou have any questions reqarding thiz account.

.

[ DK H Cancel ]

Note: The Invoice parameter settings will apply to both student and customer invoices

e Click OK to save the Parameter settings and close

e Close the Billing Parameters window
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3 Brief Overview of RM Billing

3.1 Students

The Students section is the ‘basis’ of the RM Billing module. When the window opens, all the
students on the current roll are displayed along with their current year group and current form.

| Students 2
For Selected
#F S D
MHame MHotes “'ear Form Category Balance
ALBERT: Jackie 4 Room 4 A
ALKITIE: Adam 9 041
ALKITIE: Maria 7 071
ALLEM: Penelope 5 Foom 5
ALLEN: Tamara 2 Room 2
AMEBER: Kyle 2 Fioom 2
AMBER: Kylie 7 071
AMDERSON: Ben 10 101
AMDERSOM: Kurt 3 Fioom 3
AMDREWS: Guy 7 071
AMDREWS: Luke K. kAP
AMDREW'S: Rachael 1 111
AMGUS: Sally 12 121
AMTOMELLA: Mark, a 084
ARROWSMITH: Diavid 7 071
ARRCWSMITH: william 7 071
ASPIMALL: Simaone 9 09.2
ATKINS: Aaran 7 071
AYVER'Y: Charmaine 3 Fioom 3
AVERY: Roslun 7 072
BaILEY: Steven 10 0.2
BAILIE: Doyen 4 Room 4
B&KER: Reuben B Room &
BAMDY: Brandy 7 071
BaAMDY: Tamara g 03.1
BAREOUR: Ross [ Room &
BATES: Carl 12 122 v
£ >

3.1.1 Student Icons

The following icons are available on the Student List screen.

& Standard Student Find Tool
Load Current Students — Displays all students on the current roll
il Open Details — Opens the drill down facility for the selected student
b Print — Prints all students displayed in the list view
74 Print Selected — Prints all selected (highlighted) students in the list view
Hide Selected — Hides all selected students
B, Hide Unselected — Hides all unselected students
D Show/Hide Deleted Students — Displays students who have been deleted from
the Administration module but still have a record in RM Billing
For Selected
S B
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3.1.2 Opening the Students Window

The very first time the Students window is opened in RM Billing a record for each student on the
current roll will be created in RM Billing. Therefore this process may take a few minutes when run
for the first time.

3.1.3 Using the Student Window Icons

Activity:

RM Billing > Students

e Click Find Student #4
e Select Year Group 6 to display only the Year 6 students
e Find > Select > Yes

e Click Load Current Students to display all students who are on the current roll
e Highlight any student and select Open Details @
e Click Return to View @

e Click Print List &
e Close the Student Summary Report
e Hold <Ctrl> and select 5 students from the list

e Click Print Selected &
e Close the Student Summary — Selected Items Report

e Click Hide Selected = to hide those selected students
e Hold <Ctrl> and select 5 students from the list

e Click Hide Unselected to only view those selected students

e Click Load Current Students to display all students who are on the current roll

e Click on the Notes Header twice to bring all students with Notes attached to their record to
the top of the window

e Highlight the students with notes

| Students ==

For Selected

hF A S EE D

Hame MHotes Year Farm Categom Balance
DE JOMG: Sebastian o 2 Room 2 ~
AMDERSOM: Kurt o 3 Room 3

ALBERT: Jackie 4 Room 4

e Click For Selected and Print Notes
e Leave the date range blank to print all notes
e View and close the Notes Report
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3.1.4 Quick Search on Student Surname

A quick search on student surname is available in this window. For example, if you click on the first
student in the list and then type the letter ‘B’ the cursor will move to the first student whose
surname begins with ‘B’. If you type the entire surname (e.g. BORN), the first student in the list with
that surname will be highlighted.

3.1.5 Drill Down Facility

Drill down functionality is instigated by double-clicking or pressing <enter> on a student name.
Note that all transactions will be attached to the student’s record. The name of the fees biller is
also attached to this record.

3.1.6 Red Fields

The red fields at the top of the screen are scroll fields and search fields.

Left mouse click to view the next student.

Shift and left mouse click to view the previous student.

Right mouse click to enter the name of a new student to view.

It is recommended that users work with smaller groups of students and this method is used
to navigate between students.

Surname Kriown Hame

|AVERY |Charmaine

Note: It is advisable (and quicker) to search for students from within the drill down section
rather than always returning to the front screen. Either the red fields or the binoculars can
be used.

3.1.7 Return to View

Use the blue circular arrow 2 to return from the drill down display to the front list screen.
Selecting Return to View will recalculate student balances.

Activity: Searching for Students

RM Billing > Students

e Type the Surname Avery

e Double click Charmaine Avery

e View the tabs available in the student window

e Click on the red Surname field /AVERY to scroll through the student names

e Right click in the Surname field and type BAKER then press <Enter>. The first student with
that surname is displayed

e Close the Student details window
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3.2 Customers

This section is used to bill customers who are external to the school (i.e. not
parents/guardians/students). For example the local theatre group who wish to hire the school hall
for their rehearsals.

Customer records can be created at any time by the user.

The functionality available in the Customers section is very similar to the functionality available in
the Students section.

|:| Customers

2o e BE & LT

=5

Customner Name

Address BP&Y Ref Balance

m }

3.2.1 Customer Icons

The following icons are available in the Customers section.

Load All — Displays all customers in the list view

Ll Open Details — Opens the drill down facility for the selected customer

&b Print — Prints all customers displayed in the list view

& Print Selected — Prints all selected (highlighted) customers in the list view

Hide Selected — Hides all selected customers

B, Hide Unselected — Hides all unselected customers

0 Add Customer — Allows a customer record to be added

- Edit Customer — Allows a customer record to be edited (restricted editing only if
there are transactions against the customer)

il Delete Customer - Allows a customer record to be deleted (only if there are no
transactions against the customer)
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3.2.2 Quick Search on Customer Name

A quick search on Customer Name is available on this window. For example, if you click on the first
Customer and then type the letter ‘B’ the cursor will move to the first Customer whose name begins
with ‘B’. If you type the entire Customer Name then that Customer Name will be highlighted.

3.2.3 Drill Down Facility
Drill down functionality is instigated by double-clicking or pressing <enter> on a Customer Name.

3.2.4 Return to View

Use the blue circular arrow 2 to return from the drill down display to the front list screen.
Selecting return to view will recalculate student balances.

3.3 Billing Items

This section is used to create Billing Item batches. These batches will hold the billing item
transactions once the students have been billed. The standard icons which have already been
discussed are available on this window.

| Billing ltems Batches List View ==
For Selected
e NEICIE -
Batch Mo “ear Description Open  Last Updated Batch Total
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3.4 Receipts

The Receipts section is used to create Receipts batches. These batches will hold the receipts
entered into RM Billing. The standard icons which have already been discussed are also available
on this window.

O Receipts Batches List View (=3
For Selected
203 EIEIE PR
Batch Mo Year Dezcription Open Last Updated Batch Total
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3.5 Reports

A variety of standard reports are available from this section as illustrated below. These will be
covered as we progress through the training course.

& Reports X5
L)
arges and Contributions Templates - -
] Charges and Contibutions Feports Charges and Contrlbu“ons
(3 Financial Reparts Monday, 18th February 2019
[0 Transactional Reports Create Charges and Contributions report templates to
[ 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

3.6 Parameters

Parameters can be set to customise the RM Billing module for use in your school. More detail will
be provided on the relevant parameters during the course of this training.

|:| Billing Pararmeters @
Instructions —
In the right hand panel. there Q Billng Cades
are a number of icans with Q Biling Parameters
descriptive titles showing which
functions are available. s GST Codes
@ Subjects
Ir order bo start & function, )
please double click an the 3 Walid Papment Types
required icon.
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3.7 Utilities

The Ultilities section provides a set of standard routines/processes that need to be run at certain
times within the RM Billing module. Again, the relevant processes will be covered as we progress

through the training.

[ utilities
Instructions
In the right hand panel, there
are a number of icong with
descriptive tithes showing which
functions are available.

In order to start a function,
plzaze double click on the
required icon.

=X

Q Create Subject Biling ltems

@ Export to BM Finance

@ Purge Former Roll Students

@ Update Student Mames from Admin

3 Wiite off/Cancel Customer D ebt

3 Wiite off/Cancel Student Related Debt
3 Year End Processing

CIVICAa
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4 Using RM Billing — Other Required Settings

Billing Codes provide a link between RM Finance and RM Billing.

In RM Billing the Billing Code represents a general type of item for which a student can be billed.
For example, we could create a billing code for Voluntary Contributions — Years K to 6. The billing
code is linked to a specific analysis code and budget code within RM Finance which, for this
example, would relate to the Voluntary Contributions for years K to 6.

Billing Codes must also be linked to a billing category. The billing categories are the standard
education categories — Voluntary Contributions, Charges, Other Optional Costs, Voluntary
Approved Requests, Residential Boarding Fees, Adult Student Fees and Temporary Visa
Overseas Students. An additional category of ‘Not Applicable’ is also available.

4.1 System-Defined Billing Codes
There are two system created billing codes NA and SUS.

NA- This Billing Code can only be used if directed

SUS-This Billing Code relates to the Billing Suspense Account N3199 in RM Finance. It is used to
receipt or refund any amounts held as Unallocated Credit. That is amounts that have not been
allocated against any Billing Items.

4.2 User-defined Billing Codes

It will be necessary to create some additional billing codes to be used at your school. These Billing
Codes will represent the items/activities for which your students are commonly billed.

For example, Voluntary Contributions Yrs K-6, School Camps, Excursions, School Magazine etc.
Each Billing Code must be attached to the correct billing category (as mentioned earlier) to ensure
that the types of costs are correctly classified.
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4.2.1 Naming of Billing Codes

There is a standard naming convention which should be followed when you are creating the billing
codes for your school.

Each Billing Code should begin with a standard 3 letter code followed by a two digit number. Refer
to the table below for details.

4.2.2 Standard Naming Convention for Billing Codes

Code Begins For Category Code Used For (examples)
with
VOL Voluntary Contributions Secondary Subject Voluntary

Contributions
Primary Voluntary Contributions

CHG Charges Subject Charges
School Camps
School Excursions
Hire of Facilities

oocC Other Optional Costs School Magazine
Yearbook
VAR Voluntary Approved Requests P&C Contributions
Chaplain
NA Not Applicable Only use if directed
REF Not Applicable Refunds
TVS Temporary Visa Overseas Temporary Visa Student Fees
Students
ADU Adult Student Fees Adult Student Fees
RBF Residential Boarding Fees Residential Boarding Fees

Note: Other than use with refunds, NA should only be used in special circumstances if
advised by your Senior Finance Consultant (schools).
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4.2.3 Checking RM Finance and creating Budget Codes where necessary

Each Billing code is linked to a Budget code and corresponding Analysis code in RM Finance.
This is so that information from RM Billing can be manually or automatically input into RM Finance
against the correct Budget and Analysis code. All monies receipted through RM Billing must
ultimately be input into RM Finance. We will cover this later in training.

Prior to creating a Billing code the Budget code that we wish to link this billing code to must be
created in RM Finance. The user will find that many of the budget codes may already exist in their
RM Finance datafile. Those that do not exist can be easily created.

Activity: Creating Budget Codes in RM Finance

When viewing a list of charges, contributions, other optional costs and voluntary approved
requests which are passed on from the Finance committee, we can see that it will be necessary
to create several new Billing Codes in RM Billing. Prior to creating these codes, check that the
corresponding budget codes exist in the RM Finance datafile. If not, create them.

The following is a list of items that the school expects to have income or expenditure throughout
the year, but does not have an existing Budget Code in RM Finance.

Note: These can be added to during the year if and when unexpected income items arise.

Budget Description Budget Analysis | Analysis

Code Heading | Code Code
Income | Expenditure

Cl201 Instrumental Music 10REV C1200

C1202 School Year Book 10REV C1200

C1203 Graduation Shirt 10 REV C1200

C1525 Ipad Replacement Fund 10REV C1500

D4602 Refunds Prim Voluntary Contribution | 20EXP D4600

Note: Budget and Analysis codes used in RM Billing, must not be deleted from RM Finance.
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RM Finance

aj‘ﬁ

RM Finance

Open RM Finance

e Enter Password Keys

e Highlight Manager Corporate Services

Login
. ™
24 G Finance ” m
([C) BM PLC 2004 EM Finance — VMerzion .40 - 7 December 2018

Australia Module - Yersion 840 - 7 Decernber 2018

-

~
1. Select your user name from the Tist below

Systern Administrator -
Deputy Principal |
IManager Corporate Services

Principal

RMAUST —
School Administrator -
Crini Cimnres Cnm Tbnnt Cobanls

Z. Enter your Password

’.."—‘ Login I

%

Current Data File:
G SKEYS SFINANCE S TR AIMING S INANCE_DEMO DF1

e Click Login or <Enter>

ClVICa
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RM Finance > Records > Budget Accounts

° CIle M Find record
Type C1201, press <Enter>

If the Budget Account does not exist click

Type C1201 in the Budget Account field <tab>
Enter the description Instrumental Music <tab>
Select the Budget Heading 10REV <tab> twice
Enter the Income Default Analysis of C1200
Click ¥ &

7] Budget Accounts -7 =3

rBudget Account Description ) Controls
|C1201 | |InstPumentuI MHusic |
EBudget Heading 10REY - [~ Default Code
Eudget Group |:|

| Ine Default Anal Exp Defaulténal ||
Eudget Allocation I:l Q
Nett Current Year Expenditure I:l Q
Orders Outstanding Q
Balance Remaining o I:l Q
Receipts in ddvance {Accruals) Q v ak
Creditors Q ¥ Cancel
FPrepayments Q window
— |
% Threshold Warning % S

? Help
e Continue to add the remaining budget codes in the table below
Budget | Description Budget Analysis Analysis
Code Heading Code Code
Income Expenditure
C1202 School Year Book 10REV C1200
C1203 Graduation Shirt 10REV C1200
C1525 Ipad Replacement Fund 10REV C1500
D4602 Refunds Prim Voluntary 20EXP D4600
Contributions

CIVICa
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Activity: View Created Codes

Records > Reports > Default Analysis Codes

Print Report

e Click on ‘ | and view the budget codes and analysis codes. Check new budget
codes have the correct details, analysis code and budget heading. A portion of the report is
displayed below.

Income Expenditure
Account Description Default Analysis Default Analysis
0OPRE Previous Year Closing Balance
YT Prewious vear Cloging Balance YOyl YYYE
10REW Revenue Accounts
c1o01 Secondary Vol Contributions 7-10 c1o00
c1o0z Primary Woluntary Contributions c1o00
C1003 Pre-Primary Voluntary Contricutions CA000
c1o04 Kindy Veluntary Contributions c1o00
c1031 Upper School Charges C1050
C1053 Outdoor Ed C1050
C1055 Excurzions C1050
C11M K-Extra Optional Costs C1100
c1102 School Camps C1100
C1103 PP-¥& Excursions C1100
C1104 PP-48 Incursions C1100
C1105 In Term Swimming C1100
C1245 K-Perzonal tems and other Services C1200
C1272 “ear 12 Overseas Fee paying C1270
C1275 “ear 810 Overseas Fee Paving C1270
C1305 P&C Donations CA300
C1501 “oluntary Approved Reguests C1500
C1555 Donations C1550
CA705 Hire of Faciltiez CA700
C1805 Bank Interest C1200
C1905 Sale of Assets C1900
C2005 Do Not Use C2000
C2035 Commonwealth Literacy Program C2000
C3005 Bookshop - Books C3000
C5015 Mizcellaneous Revenue Cs000
C5999 GST Rounding Cs000
Z0EXP Expenditure Accounts
D1025 Stationery & Office Supplies 01000
01085 Entertainment (FBT-Employvees 01000
01086 Entertainment-Mon Employees 01000
01087 Bank Fees and Charges 1000
D1025 Purchasing Card (Surcharge) 01000
D1455 Water D450
01510 Facilties - cleaning O1500
D1615 Computer Repairs D600
01810 Purchase of Computers - Maths 01800
D2005 Furniture - Administration 02000
02705 Professional Dev - Teaching Staff D2700
02710 Staff Development - Admin D2700
03005 Bookshop - Books D3000

e Close the report and minimise RM Finance

Note: Budget Codes and Analysis Codes must be created in RM Finance before they are
available for use in RM Billing
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4.2.4 Creating a Billing Code

To create a Billing Code, follow these general rules:

Determine which category the Billing Code fits into

Use the appropriate first three letters given in the table on page 40
Add a two digit number to the end of the code (no spaces) e.g. VOLO1
Give the code a description

Assign an Analysis Code to the billing code

Assign a Budget Code to the billing code

Assign a Billing Category to the billing code

Activity: Add Billing Codes

RM Billing > Parameters > Billing Codes

Click Add Item ‘ﬁ

[ ]
e Type the Billing Code VOLO1, press <tab>
e Type the description Primary Voluntary Contributions <tab>
e Type the Analysis Code C1000 (or press <tab> for a look-up list) <tab>
e Enter the Budget Code C1002 (or press <tab> for a look-up list) <tab>
e Select the category Voluntary Contributions from the drop down list
e Click OK to save
e Using the above instructions create the billing codes listed below:
Code Description Analysis Budget Category
Code Code
VOLO02 Pre-Prim Voluntary C1000 C1003 Voluntary
Contributions Contributions
VOLO03 Kindy Voluntary Contributions | C1000 C1004 Voluntary
Contributions
CHGO01 | School Camps C1100 C1102 Charges
CHGO02 | Excursions C1100 C1103 Charges
CHGO03 | Incursions C1100 C1104 Charges
CHGO04 | In Term Swimming C1100 C1105 Charges
OOCO01 | Instrumental Music C1200 Cl201 Other Optional
Costs
OO0CO02 | School Year Book C1200 C1202 Other Optional
Costs
OOCO03 | Graduation Shirt C1200 C1203 Other Optional
Costs
VARO1 IPad Replacement Fund C1500 C1525 Voluntary Approved
Requests
VARO2 P&C Family Contribution N3000lI N3005 Voluntary Approved
Requests
HIRO1 Hire of Facilities C1700 C1705 Charges
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4.2.5 Editing a Billing Code
To edit a Billing Code:

RM Billing > Parameters > Billing Codes
Highlight the appropriate code

Click on the edit pencil (yellow pencil)
Update the required details

Click on OK to save

Note: Once a Billing Code has been used in a transaction, only the description can be
edited.

4.2.6 Deleting a Billing Code
To delete a Billing Code:

RM Billing > Parameters > Billing Codes
Highlight the appropriate code

Click on the delete button (rubbish bin)
Answer ‘yes’ to the message

Note: Once a Billing Code has been used in a transaction, it cannot be deleted.

4.2.7 Printing a list of Billing Codes
To print a list of Billing Codes:

e RM Billing > Parameters > Billing Codes
e Click on the Printer =
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4.2.8 Refund Billing Codes

At times it may be necessary to issue a refund via RM Billing. Refund transactions need to relate to
a ‘D’ account (expenditure) in RM Finance. Therefore special refund type codes need to be created
in RM Billing which link to the refund analysis and budget codes in RM Finance.

Note: ‘D’ accounts will only be available for selection once the refund checkbox has been
ticked. The refund checkbox must be ticked before you can enter your analysis and budget
codes!

Activity: Add Refund Codes

RM Billing > Parameters > Billing Codes

Click Add Item 2
Tick the Refund checkbox fehng

[ ]

e Type the Billing Code REFO01, press <Tab>

e Type the description Refunds — Primary Vol Cont, press <Tab>

e Type the Analysis Code D4600 (or press <tab> for a look-up list), press <Tab>

e Enter the Budget Code D4602 (or press <tab> for a look-up list), press <Tab>

e Leave the category Not Applicable

e Click OK to save

e Using the above instructions create the billing codes listed below (REMEMBER TO TICK

THE REFUND CHECKBOX):
Code Description Analysis | Budget Category
Code Code

REF02 Refunds - Charges D4600 D4626 Not applicable
REFO03 Refunds - Facilities Hire | D4800 D4808 Not applicable

Check your data entry is correct. This can be done by checking from the data entry screen or
alternatively by printing a report

Click =i and OK to print to the screen.
Check the report and Close

Close the Billing Codes window

Close the Billing Parameters window

Note: Refunds of unallocated credit are processed against a System created code of SUS.
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5 Setting the Student Billing Category

Students within RM Billing need to be classified into their student billing category for the current
billing year.

The available student Billing Categories are:
Kindergarten

Pre-Primary

Primary

Secondary (Vol, Chg)

Secondary (Chg)

Adult

Temporary Visa

Full Fee Paying

Billing categories must be assigned to all student records. This includes Admission roll students
that may be available within the RM Billing module.

Activity: Set Student Billing Category

RM Billing > Students

e Sort the students by clicking on the Year group column (or use the Find tool)
e Select all of the Year K students
e Choose For Selected > Set Student Billing Category

= Students
| For Selected

Print Statement
% Print Charges and Contributions
Print Notes

Form Categary
“'P

Apply Subsidies
Apply Receipts
Add to Billing Jtem Batch

Set Student Billing Category

Secondary Financial Assistance Allowances

P

e Select Kindergarten from the drop down list

Select Year

Please select the Billing v'ear

|2D19 :

Flease select the Categom

IKindergarten E

e Click OK to save
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Select all of the Year P students
Choose For Selected > Set Student Billing Category
Choose Pre-Primary from the drop down list

Select Year

Pleaze zelect the Eiling “vear

2ma v

Pleaze select the Category

| Pre-Primary W

Lancel

Click OK to save

Select all of the Year 1 to Year 6 students
Choose For Selected > Set Student Billing Category
Choose Primary from the drop down list

Select Year

Pleaze select the Eiling “vear

2019 v

Please select the Category

|F'rirnar_l,J W

Cancel

e Click OK to save
e Close the Students window
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6 Creating Billing Items for Students

Billing items need to be created:
e Before statements can be produced
e Before money can be receipted (unless the money is to be entered as unallocated credit)

Billing items can be created by setting up Billing Item batches. Billing Item batches can be created
for any items for which students are to be billed.

For example:

e Voluntary Contribution amounts for Kindergarten, Pre-Primary and Primary students
e Other Optional Costs

e Voluntary Approved Requests

e School Camps, Excursions and Incursions

6.1 Creating the Billing Item Batch Header

Activity: Create a Billing Item

Create a Billing Items batch for the Kindergarten Voluntary Contributions.

RM Billing > Billing Items

e Click Add Item <

e Select the billing year from the drop down list (only the current and future years are
available)

e Enter the description Kindergarten Voluntary Contributions

e Click OK to save

O Billing ltems =]
& 2

Batch Mo Description

| oooo1 | Kinderaarten Yoluntary Contiibutions

Batch Detals [B atch Biing ltems |

Batch No 000a1 Updated: | Mon18FEE 19 1650
Billing Year [zg739 ~ Created: | ton 18 FEB 19 16:50

Description |Kindergalten Woluntary Contributions

Batch Total | Hil Open: YES

Tied Billing Items:

Camment Aot GST Bil Code
<
[}
ok Cancel
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Note: Batch numbers are automatically created by RM Billing. Batch numbers are created
sequentially beginning at 00001. Batch numbers are not re-used.

6.1.1 Adding tied billing items

We will now add a number of tied billing items to this batch header. These are the billing items for
which the students will be billed.

Activity: Create Tied Billing Items

RM Billing > Billing Items

Click Add Debit 2
Type 2019 Library in the Comment field <tab>

Type 5 in the Amount <tab>

Type 0 in the GST field or <tab>to select the relevant code from a list <tab>

<tab> in the Bill Code field and select the relevant code for Kindergarten Voluntary
Contributions (VOLO03)

Click OK

e Using the method outlined above continue to enter tied billing items as per the screenshot

Tied Billing Items:

Comment Amount GST Bill Code
2019 Library 5.00 ] WOLO3
2019 Cooking™ 10.00 0 W0OLO3
2019 At 10.00: ] WOLO3
2019 Physical Education 500 1] WOLO3
2013 Music 10.00 ] WwOLO3

e Click Return to View 2

The new Billing Item is added

= Billing ltems Batches List View =
For Selected

203 EEIEE PR

Batch Mo Year Dezcription Open  Last Updated Batch Total
ooao 29 fRindergarten Yoluntary Contnbotions LoaES V1B FER 2NATERAN7 G 0.00

Note: If you have more than one tied billing item, each line should be entered separately
and saved (by clicking on OK). Each tied billing item must have a description beginning
with the Billing Year, a GST code (a look up list operates by pressing <tab>) and a Billing
Code (alook up list operates by pressing <Tab>). Ensure the correct billing code is selected
for each item.
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Activity: Create Pre-Primary Voluntary Contributions Batch

Create a Billing Items batch for the Pre-Primary Voluntary Contributions.

RM Billing > Billing Items

e Click Add Item ‘é

e Select the billing year from the drop down list (only the current and future years are
available)

e Enter the description Pre-Primary Voluntary Contributions
e Click OK to save
e Add tied billing items as per the screenshot below

= Billing Items ==
g 2

Batch Mo Description

| ooo02 | Pre-Primary Voluntary Contributions

Eatch Details IBatch Billing Items |

Batch No Q0002 Updated: | tMon 18 FEB 19 16:56
Billing Year [201g = Created: | hon 16FEB 19 16:55

Description |F'le-F'rimar_l.J Yoluntary Contributions

Batch Total | Wil Open: YES

Tied Billing Items:

Comment Amaount G5T Bill Code:
2019 Library .00 ] WOLOZ
2019 Cooking 10.00: a WOLOZ
2019 Computing 10.00: i WOLOZ 2
2019 Physical Education 5,00 1] YOLOZ
2019 Music 10.00: i WOLOZ &
aF. Cancel
e Click Return to View @
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6.2 Creating a Billing Items Batch for Contributions — Alternative
Method

In the above examples separate Tied Billing Iltems were created for the Kindergarten and Pre-
Primary Voluntary Contributions. An alternative method is to create one line item only for the total
amount.

Activity: Create Primary Voluntary Contributions Batch

RM Billing > Billing Iltems

Click Add Item &

Select the billing year (only the current and future years are available)
Enter the description Primary Voluntary Contributions

Click OK to save

Add the tied billing item as per the screenshot below

= Billing Items (3]
& 2

Batch Mo Descrnption

| no003 | Primary Voluntary Contributions

Batch Details ]Eatch Billing Iterms |

Batch Ho 00003 Updated: | Mon 13 FEB 19 16:58
Billing Year [2013 7 Created: | ton 18 FEB 19 16:57

Description |F'rimal_l,l Woluntary Contributions

Batch Total | Hil Open: YES

Tied Billing Items:

Comment é.ﬁ.mount GE5T Bill Code
2019 Primary Yeluntam Contributions 40000 0 ivoLm
£
]
OF. Cancel
e C(Click OK

e Click Return to View 2

Note: If this method is used, it is important that parents are advised of the composition of
the voluntary contribution.
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6.3 Creating Billing Item Batches for Charges, Other Optional Costs
and Voluntary Approved Requests

Schools may wish to display items other than Voluntary Contributions on Statements. If so, billing
item batches will need to be created for these items in order for students to be billed.

Activity: Creating a Voluntary Approved Request Batch

It has been decided that the school would like to include a Voluntary Approved Request on all
student statements for an Ipad replacement fund. Create a Billing Items Batch for Ipad
replacement.

RM Billing > Billing Items

e Click Add Item ‘é
e Follow the screenshot below to enter the relevant details

I Billing Items ==
& 2

Batch No Descniption

| nooD4 [Ipad Replacement Fund

Biatch Deetais [Batch Biling ltems |

Batch No 00004 Updated: | ton 18 FEB 13 16:569
Billing Year (2779 = Created: | ton 18 FEB 19 16:59

Description  ||pad Replacement Fund

Batch Total | wil Open: YES

Tied Billing Items:

Comment Amount GST Bill Code
2019 Ipad Replacement Fund 15000 0 |wAROI
3]
. . . 2
(]
(] Cancel
e Click OK
e Click Return to View @
ClVl Ca RM Billing Primary Training Notes.docx31-Dec-18

Page 55 of 277
© 2019 Civica Pty Ltd



Activity: Creating an Other Optional Costs Batch

The Year 6 students will have the option to purchase a graduation shirt. In the past the school
has found that most students purchase the shirt. Create a Billing Items Batch for this.

RM Billing > Billing Items

e Click Add Item ‘é
e Follow the screenshot below to enter the relevant details

Batch Details lBatch Billing Itemns |

O Billing Items (=3
& 2

Batch Mo Description

| n0005 ['¥ear 6 Graduation Shirt

Batch No  [00005 Updated: | Man 16FEE 19 17.00
Billing Year [2079 = Created: [ Mon 18 FEB 19 17:00

Description |Year £ Graduation 5 hirt

Batch Total | Hil Open: TES

Tied Billing Items:

Camment Aot GST Bil Code
2019 Year B Graduation Shit 1650 1 {00CO3
£2i
: : : 2
[}
Ok Cancel
e Click OK
e Click Return to View @
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6.3.1 Creating a Billing Item to Bill once per Family

Activity: Create P&C Contributions Batch

RM Billing > Billing Items

e Click Add Item ‘é
e Follow the screenshot below to enter the relevant details

Batch Detais [Batch Biling lrems |

O Billing Items (=)
& 2

Batch No Dezcnption

| n0D06 |P&C Family Contribution

Batch Mo 00008 Updated: | kon 18 FEE 13 17:02
Billing Year (2013 ¥ Created: | tdon T8 FER 19 17:01

Description | PLC Family Contribution

Batch Total | 1l Open: YES

Tied Billing Items:

Create a billing items batch for the P&C Contribution which is to be charged once per family.

Comment Amaunt G5T Bill Code
2019 P& Family Contribution 000 8 iwARDZ
E3i
<
[}
(1[4 Cancel
e Click OK
e Click Return to View @
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Activity: Review of Creating Billing Item Batches

The Year 6 students will be attending camp. The cost of the camp is $250.00 and has been
broken into the following items:

Item Cost GST Code
2019 Camp Accommodation and Activities $100.00 0
2019 Camp Transport $40.00 0
2019 Camp Food $110.00 1

Create a Billing Items Batch for the Camp. When adding tied billing items use the Billing Code that
you created earlier (CHGO1).

The Year 3 students will be attending 2 weeks of In Term swimming lessons. There is no cost for
the lessons, however there are pool entry and transport costs of $50, which has been broken into
the following items.

Item Cost GST Code
2019 Swimming Pool Entry $20.00 0
2019 Swimming Bus Hire $30.00 0

Create a Billing Items Batch for In Term Swimming. When adding tied billing items, use the Billing
code which was created earlier (CHGO04).
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6.4 Billing During the Year

The method outlined in the previous pages can be used at any time to bill students for

activities/items throughout the year.

Activity: Create an Incursion Batch

RM Billing > Billing Items

e Add ltem @
e Use the screenshot below to create the batch

The Year 1 and 2 teachers have organised a Science incursion for their students for later in the
year. They have sent home a note indicating the total cost will be $10.00.

| Billing ltems
& 2

Batch Mo Description

| ooopa |Yeal 1 and 2 Science Incursion

Batch Details lEatch Billing Itemns |

2019 ear 1 and 2 Science [ncursion

BatchNo  [oo00s Updated: | Mor 18 FER 19 16:24
Billing Year [207g = Created: | tdon T8 FER 19 16:18
Description |Year 1 and 2 Science Incursion

Batch Total | Nil Open: YES

Tied Billing Items:

Comment ! Amount | G5T ! Bil Cods

10.00 0 CHGEO3

Ok, Cancel

e Click OK
e Close the Billing Iltems window

Activity: Review of Billing During the Year

(no GST) CHGO2. Create a Billing Items batch.

The Year 4 students will be attending an excursion at the Perth Zoo. The excursion fee is $20
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7 Billing Students

Students can be billed individually or in bulk. Both methods will be covered.

7.1 Bulk Billing Students

Activity: Bulk Bill Students

Bulk bill the Kindergarten students for their Voluntary Contributions and the IPad Replacement
Fund voluntary approved request.

RM Billing > Students

e Sort by the Year Group
e Select Kindergarten Students
e Choose For Selected > Add to Billing Item Batch

For Selected
Print Statement
@ Print Charges and Contributions
Print Motes
Apply Subsidies
Apply Receipts
Set Student Billing Category

Secondary Financial Assistance Allowances

e Select the Kindergarten Voluntary Contributions batch and the IPad Replacement batch

Please double-click on your selection.

Batch Murmber Description

00001 Kindergarten Woluntary Contributions

aoonz i Pre-Primary Yaluntary Contributions

Q0003 : Primary Yoluntary Contributions

Qoo04 |pad Replacement Fund

00005 “V'ear & Graduation Shirt

Q000e PEC Family Contribution

Qoooz? “ear B Camp

Qoooa Year 3 1n Term Swimming

00009 ear 1 and 2 Science Incursion

Qoo Year 4 Perth Zoa Excursion

kK Cancel

e Click OK
e Double click Thy West
e Select the Billing Items tab and view the newly created billing items
e Close the Student Details window
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IMPORTANT

When billing Kindergarten, Pre-Primary and Primary school students for
their voluntary contributions, separate billing item batches must be

created for each group (K, PP and P). This is because the Voluntary
Contribution payments must be posted against different Budget Codes
in RM Finance.

7.2 Viewing Billing Items via the Batch

Activity: View Billing Items via Batch

View all Billing Items in the Kindergarten Voluntary Contributions Batch. Print a list of billing
items in the batch.

RM Billing > Billing Items

e Double click on the Kindergarten Voluntary Contributions Batch
e Click on the Batch Billing Iltems tab
e Click on the Student column header to sort the students into alphabetical order

e Click Print £
e Close the list
e Select the items for Cassie Brood

e Click Print Selected EI
e Close the list
e Close the Billing Items window

Note: The Billing Items list can be sorted by any of the Column headers. Billing Items can

be filtered according to search criteria by clicking on the Filter icon v .
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Activity: Review of Bulk Billing

e Bill the following students for the billing items listed.

Students Billing Items
Pre-Primary e Pre-Primary Voluntary Contributions
e |Pad Replacement Fund
Year1to 5 e Primary Voluntary Contributions
e |Pad Replacement Fund
Year 6 e Primary Voluntary Contributions
e |Pad Replacement Fund
e Year 6 Graduation shirt
e Year 6 Camp
Year 3 e |In Term Swimming Lessons
Year1l&?2 e Year 1 and 2 Science Incursion
Year 4 e Year 4 Perth Zoo Excursion

e View a list of all of the Primary students who have been billed for the Primary Voluntary

Contributions.
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7.3 Billing Once per Family

There may be cases where a family should only be charged once for a particular item, rather than
all siblings in the family being billed individually. For example, P&C Family Contribution.

A suggested method for achieving this is to bill only the student who is marked as the ‘Family
Representative’.

For this method to be successful, the Family Representative marker must be set correctly in the
Administration module.

7.3.1 Viewing the Family Representative

Activity: Billing Once Per Family

In the training datafile, the eldest sibling has been marked as the family representative. View the
records for the Jones family.

General > Student Details

e Quick search for Yazeed Jones = l1IN-Y

e Right click in the contacts pane and choose Make Siblings the Browse Set
e View the Family Representative checkbox for Yazeed

It will be empty as he is the younger sibling

| Student =
Cuent (v d @ P | F 7 0 & ¢ a@uOBRO O

Yazeed Jones (809) Year 1 Form Room 1
Address

Date of Bith 1 APR 2010 6 Luff Street, Phone 1 3333 9151

Age 81s 10 Mths PINEY WOODS, Phone 2
WA

Gend b al '

ender ale 6999, B

Teachers) Australia Shudent bok

Room [ Family Reprezentative |:|]

usi

UPN F123456706163

Car Registration
Student Mo, 00000000

E Mail Address
Central 1D 991 23456700000414

Caontacts

Hame _Phune _Addless _Helatiun _Hes _Pal _Hail _Emrg _Noles _Fee

bz Christianna Jones 19333 3151 6 Luff Sheet, FINEY %W0ODS WA, B93% Mather | ez | Yes Yes {1 iNo s

Mr Jones 19333 3151 {6 Luff Sheet, PINEY WOODS, WA, B33% Father ies {Yes iNo 12 iNo N

TIM Jores 19333 3151 {6 Luff Sheet, PINEY wWOODS, WA, B33% Sibling infa infa infa 10 iNo ;

. i ‘ i ‘ ‘ ‘ ‘ i -

Res - Student Resident  Par - Parental Responsibility  Mail - Family Mail Marker Emrg - Emergency

Search [re] | |

e Click on the Previous Student arrow q

e The Family Representative checkbox is ticked as Tim is the older sibling
e Close the Student window
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Activity: Billing The Family Representative

Bill only the Family Representatives for the P&C Family Contribution.

RM Billing > Students

e Click Student Find
e Select the Address tab
e Select the Family Representative radio button

Student Search
WG &

General] Palametelsl Dates Address lDtherl ol l Teaching Sets

Address Line 1 containg

Address Line 2 containg

State beging with

Fost Code beging with

|
|
Town/Sub beging with [
|
|
|

Country begins with

Telephone Mo. beging with |

_) Mot Family Representative
@ F
©E

[ Show Inactive Parameters in Dropdown Lists ’ Find ] ’ Close ]

Click Find, then Select > Yes (only family reps will now appear in the list)
Click on the Year column heading to sort the students by Year

Select Students from Kindergarten to Year 6

For Selected > Add to Billing Item Batch

Select the P&C Family Contribution Batch

Click OK

Click Load Current Students

Double click on Tim Jones

Select the Billing Items tab and note he has been billed for the P&C Family Contribution
Click Return to View

Double click on Yazeed Jones

Select the Billing Items tab and note that he has not been billed for the P&C Family
contribution as he was not marked as the Family Representative

Note: Using the Assign Family Reps utility ensures all students have a Family
Representative flagged. This can be found Admin > Utilities > Assign Family
Representatives.
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7.4 Automatically Show Student Balances

Activity: Show Student Balance

Once billing items have been applied to students, the current balance that is owed by each
student is displayed in the balance column. Users have the option of viewing the current
balance once the billing item has been applied or only showing the balances when the ‘Show
Balance’ checkbox is un-ticked and then selecting to click the ‘Show Balance’ tab in the
student window.

RM Billing > Billing Parameters > General Tab

e Click | Change Parameters

Options

[ utomatically show student balances:

. Un—tick[
e Click OK

e Close Parameters and the Billing Parameters window

RM Billing > Students

e Sort by Year Group
¢ Note that the balances have now been hidden

- Students (=3
For Selected

BhF A S DE D

I amne: Maoker  Year Farm Categary

ALBERT: Jackie 4 Foom 4 Primary ~
ALKEITIE: Adam 9 031

ALEITIE: Maria 7 071

ALLEN: Penelope 5 Foom 5 Prirnary

ALLEM: Tamara 2 Foom 2 Prirnary

AMBER: Eyle 2 Foom 2 Prirnary

AMBER: Kylie 7 071

AMDERSON: Ben 10 101

AMDERSOM: Kt vy 3 Room 3 Primary

AMDREWS: Guy 7 071

AMDREWS: Luke K kAP Kindergarten

AMDREWS: Rachael 1 111

AMGUS: Sally 1z 121

AMTOMELLA: bark, g 0a.4

ARRDWSMITH: D awvid 7 071

ARRDWSMITH: William 7 071

ASPIMALL: Simane ] a2

ATKINS: Aaron 7 071

AVERY: Charmaine 3 Room 3 Primary

AVERY: Rosln 7 vz

BAILEY: Steven 10 102

BAILIE: Daoyen 4 Foom 4 Primary

BAKER: Reuben B Room B Primary

BAMDY: Brandy 7 071

BAMDY: Tamara 8 021 N

Show balances

CIVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 65 of 277
© 2019 Civica Pty Ltd



Note: If aschool has alarge student population, it may take some time to load the
Student screen after logging into RM billing. If the ‘Automatically show student balances’
is deselected in ‘Parameters > Billing Parameters’, the Student screen will open without
calculating the balance of each student. Once the student screen has opened, the ‘Show
Balances’ tab can be selected or the ‘Automatically show student balances’ tickbox can
be checked to display student balances.

e Click the L Sewbsnes | display the hidden balances
Note: It may be necessary to sort by Year Group again in order to group the balances

For training, we will keep the ‘Automatically Show Student Balances Selected’ RM Billing
> Parameters > Billing Parameters
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8 Individual Billing

Billing items can be added to an individual student if required.

Activity: Bill an Individual Student

Haley De Silva has been given special permission to attend the camp. Bill Haley for all of the
camp charges.

RM Billing > Students

e Double click on Haley DeSilva
Select the Billing Items tab

i Add Billing Item
Click

[ ]
e Choose the Year 6 Camp batch
e Click OK
e View the newly added camp items
| Student Details ==
2019 v 4 &P &2
Sumamea Ko Name
|DESILVA |Ha|gy Shaow Billing Items with Dutstanding Amounts
Detailsl Subjects Billing ltems lHeceiptsl Tlansactions] Notesl Invoicesl Sec Fin Aszist
Ref [rate Type Amount GST  Disc  Pad Balance Bill Code Batch# Comment Status Reazon
23 {18 FEB 2019 (DR 4000 0 000 00 40.00¢ VOLO1 00003 § 2019 Primary Yohunts
232 {18FEB 2019 (DR 15.00: 0 000 00 15.00¢ AROT 00004 :2019 Ipad Replacem
433 18FEE 2019 (DR 2000 8 0ao: 00a 20.00; WARDZ 00006 ;2013 PEC Family Car
483 f18FEB 2019 :DR :10000: 0 000 000 100.00: CHGO (00007 2019 Camp Accomm:
464 {18 FEB 2019 (DA 4000 0 000 00 40,00 CHGOT $00007 (2019 Camp Transpor
485 {18 FEB 2019 (DA : 170,00 1 000 000: 11000 CHGOM 00007 § 2019 Camp Food
< >
TOTALS: Amount 32500  Discount 000 Paid | 0ol Balance 32500
Add Billing ltem Beverzal Adjuztrment Dlizcount
Last Modified 18/02/1317:22 By ADMIN
Leave the window open
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9 Editing the Amount of a Billing Items Batch

Users are able to edit details of the batch before applying it to a student’s record. This allows
users to customise billing details to meet individual needs as they process billing items. These
changes are only reflected on the individual account for which the details have been edited. The
original billing item will remain unchanged.

Activity: Edit The Billing Item

Graeme Delamare has also received special permission to attend the camp. The camp is
scheduled to run over four days, but Graeme can only attend for two days. We will edit the
amount for the tied billing items before applying it to Graeme’s records. Graeme'’s parents will
be taking him to and from camp therefore he will not be charged for camp transport.

Right click in the red Surname cell
Type in Delamare

Press <Enter>

Select the Billing Items tab

Add Billing |
e Click on the Add Billing Item button

e Highlight the Year 6 Camp Billing items batch

Please double-click on your selection.

B atch Mumber Dezcription
oooat Kindergarten Woluntary Contributions
ooooz Pre-Primary “oluntary Contibutions
oooo3 Prirary Yoluntary Contributions
oooo4 Ipad Replacement Fund
00005 Year B Graduation Shirt
0000e P&C Family Contribution

Year B Camp
oooog Year 31n Term Swimming
00003 Year 1 and 2 Science Incursion
o010 “Vear 4 Perth Zoo Excursion
£ >

Edit ak Cancel

e Click on Edit

e Highlight the Camp Accommodation and Activities Line

Edit Batch Billing ltems
Batch: 00007 Year 6 Camp

Tied Billing Items:

Comment Amaunt G5T Bill Code [l
2019 Camp / nmodation and Activities 0 CHGEOT
2019 Camp Transport 40.00: i} CHGO ‘z‘
219 Cannp Food 110.00 1 CHGO &
ok LCancel
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Click the Edit pencil ﬁl

[ ]

e Change the Amount to $50.00
Comment AmoLnt G5T Bill Code
2019 Camp Accommodation and Activities B0.000 0 CHEO!

e Click on the ¥ to save the changes

e Follow the steps above to edit the Camp Food charges to $55.00

|| 2019 Camp Food CEsDD 1 CHGOT |

2019 Camp Food . E500 1 CHGO!

e Highlight the Camp Transport line

e Click on the Delete Debit

Comment Armount GST Bill Cade
2013 Camp Accof S ; .0 [CHGO
2019 Camp Trans Delete 40 CHGOT

Do you really want to delete the selected items?

Mo
ok LCancel

e Click Yes to delete the line

Tied Billing ltems:

Comment Amaint G5T Bill Code

2019 Camp Accommodation and Activities 50,00 i} CHGO

2019 Camp Food 5. 00: 1 CHGM
e Click OK and view the edited billing items.
Ref _Date _Type_Amount_GST_ Disc_ F'aid_ Ealance_ Bill Code _Batchﬂ_Comment _Status _Heason
237 JIBFEB 2019 DR G 40000 0§ 000 0000 40000 vOLOT (00003 ;2013 Primary Vol
238 18FEB 2019 DR | 1500: 0 @ 000: 000 1500 VARC (00004 (2009 |pad Replacem:
443 18FEB 2019 (DR | 2000: 8 @ 000: 000 2000 VARDZ2 (00006 (2019 PEC Family Cor:
486 (1BFEB 2073 (DR i GOO0; 0 ¢ 000 000  60.00; CHGO1 (00007 2013 Camp Accamm:
467 TBFEB 2019 (DR 5R.00; 1§ 000 000 55000 CHGO1 (00007 (2019 Camp Food |

Graeme will be providing his own transport to and from the Camp, therefore the Camp
Transport line can be deleted.
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Activity: Edit The Swimming Batch

Due to special circumstances Steven Farnton, Year 5 will attend the Year 3 In Term Swimming
Lessons. His mother will provide him with transport to and from the pool. Apply the In Term
Swimming billing item and delete the Transport tied billing item.

RM Billing > Students

Right Click in the red Surname cell
Type Farnton and <Enter>
Ensure you have Steven

Select the Billing Items tab

Add Biling |
e Click Add Billing Item

e Highlight the In Term Swimming Lessons Batch

Please double-click on your selection.

Batch Mumber Drescription

oooot Kindergarten Waluntary Contributions
ooooz Pre-Primary Woluntary Contributions
K] Primary Yoluntary Contributions
00004 |pad Replacement Fund

00005 “Vear B Graduation Shirt

0o00g PEC Farnily Contribution

ooooz? Y'ear B Camp

ear 3 1n Term Swimming
Vear 1 and 2 Science Incursion

ooa1a “Vear 4 Perth Zoo Excursion
< >
Edit ok LCancel
e Click
e Highlight the 2019 Swimming Bus Hire line
Tied Billing Items:
Camment Amourt | GST Bill Code
2019 Swimming Poal Entry 000 0 CHGOM
Swimming Bus Hire 0 CHGO4

e Click on

o]

Delete

Do you really want to delete the selected iterns?

e Click Yes to delete the billing item
e Click OK
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10 Discounts

Discounts can be applied in a number of ways. An individual discount may be applied to a single
billing item or to multiple billing items e.g. Voluntary Contributions. Discounts may also be applied
to multiple students for a specific billing item.

A discount may be applied in the case of a student arriving at the school part-way through the year.
In this case the student may be entitled to a discounted cost for their voluntary contributions.

10.1Applying a discount to a single billing item

Activity: Individual Discount

Tenille Gray has arrived at the school half way through the year. She is entitled to a 50%
discount on her voluntary contributions. (Note: She has already been billed for the Primary
Voluntary Contributions.) Discount Tennille’s Voluntary Contributions by 50%.

e Right Click in the red Surname cell
e Type GRAY and <Enter>

Click 4 to scroll to Tenille Gray
Select the Billing Items tab
e Highlight the Primary Voluntary Contributions Billing Item

Detailsl Subjects Billing ltemns |F|eceipts| Transactionsl Notesl Invoicesl Sec Fin Assistl

Ref  Date Type Amount GST  Dizc Paid Balance Bill Code Batch# Comment Status Reason
247 1BFEE2019 DR 4000 0 000 000 4000 OLO1 00003 2019 Primar Yoluntary ©

248 (1GFEB2019:DR | 1500; 0 0.00; 0.00; 1500; YARO1 00004 :2019 Ipad Replacement

. Add Discount
o Click luddDicant |

e Enter 50 as the discount percentage
e Enter areason for the discount (July 2019 — Commenced Term 3) and Click OK

Discount

Enter the Dizcount Percentage  |B0.00 4

Reason for Discount |Ju|_|,| 2019 Commenced Term 3

e View the Discount column, the Balance column and the Reason column

GST Dizc  Pad Balance Bill Code Batch#t Comment Status Reazan
0 {2000 000; 2000 YOLO1 {00003 {2019 Primary ol iDiscounted - July 2019 Cammenced Term 3
00 000 000 40000 YAROT 00004 S2019 Ipad Replac:

IMPORTANT: The month and year must be entered in a consistent
manner. This is so the Transaction Summary report can be sorted via

reason containing the month and year. This is most useful for end of
month reporting.
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10.2 Applying a discount to multiple billing items

Multiple billing items can be discounted at the one time as long as they are all being discounted by
the same percentage.

Activity: Individual Discount For Voluntary Contributions

Grant Delphine arrived at the school in Term 2. Discount his voluntary contributions by 25%.
(Note: He has already been billed for the Pre-Primary Voluntary Contributions.)

RM Billing > Students

In the Surname cell, right mouse click to clear the cell
In the Surname cell type Delphine then <Enter>
Select the Billing Items tab

Highlight all of the Voluntary Contributions

F

| Student Details =]
2019 viie d b @2

Surname K.t b ame
|DELPHINE Iﬁran[ Show Biling Itemsz with Dutstanding Amounts

Detailsl Subjects Billing ltems |Heceipts| Tlansactionsl Notesl Invoicesl Sec Fin Aszist

B

Balance Bill Code Reaszon

500 vOL

atcht Comnment Status

IEII_II_ 01
;00004 : 2019 Ipad Replac:
;00006 :2019 PEC Family C

20,00 wARD2

° Click Add Dizcount

e Enter 25 as the Discount Percentage
e Enter April 2019-Commenced Term 2 as the reason

Discount

Enter the Discount Percentage | 25.00 %

Reason for Discount |April 2013 Commenced Term 2

e Click OK

e View the Discount column, the Balance column and the Reason column
nt_GST. Disc_ F'aid_ Ealance_ Bill Cnde.Eatchﬂ_Eomment .Status _F!eason

0; 0 ¢ 125 0.00; 3.75; YOLDZ ;00002 ;2019 Library i Discounted - April 2013-Commenced Tem 2
Di 0 ¢ 250¢ 0.00: 750 WOLOZ {00002 {2019 Cooking ¢ i Discounted - April 2013-Commenced Term 2
0; 0 ¢ 250; 0.00; 7.50; YOLO0Z ;00002 ;2019 Computing | i Discounted - April 2013-Commenced Tem 2
D 0 ¢ 1250 0.00 375 WOLDZ (00002 2013 Physical Edui i Discounted - April 2013-Commenced Term 2
0: 0 ¢ 280 0.00; 7.50; VOLOZ ;00002 {2019 Music i Discounted - April 2013-Commenced Tem 2
0 0 ¢ 000; 000 1500 VARDT {00004 ;2019 |pad Replacy

0: 8 ¢ 000 0000 2000 VARODZ (00006 {2013 PEC Family C
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10.3Applying Bulk Discounts to a Billing Item

The Batch Billing Items window allows the user to discount, or to remove a discount from a number
of billing items for a number of students, at the same time.

Activity: Bulk Discount For a Billing Item

The following students have been subsidised a 50% reduction for their Year 4 zoo excursion
costs due to their efforts in a zoo fund raising campaign.

Jennifer Dunstan
Kristy Marshall
Chris Moor
Tiffani Price

RM Billing > Billing Items

e Double click on the Year 4 Perth Zoo Excursion
e Selectthe Batch Billing Items tab

Show Outgtanding Amoumntz

e Click Show Outstanding Amounts ](this ensures that the balances
owing on the billing items after adjustments, if any, are displayed)

Note: The ‘Add/Remove Discount for selected items’ El remains available when
selecting ‘Show Outstanding Amounts’ or ‘Show All Transactions’

e Click on the Student/Cust header to sort alphabetically
e Highlight the four students (Hint: Hold CTRL key)

= Billing Items =]
=k
Batch Mo Description
| oo |Year 4 Perth Zoo Excursion Show All Transactions
Batch Detallz Batch Biling ltems
Faid Balance Bil Code  Comment Status  Reason /
{ 2000i{CHGO3 (2019%ear 4 Perth 2}
. . . 019 Year 4 Perth a
RAY: ThiReth . . . . 019 'ear 4 Perth =
MES: Tim :
: %
A
TOTALS: Amount 280.00 Discount Nil  Paid Nil  Balance 280.00
SELECTED TOTALS: Amount 80.00 Discount Hil - Paid Ml Balance 80.00
Adjuztment amounts included in balances but not shown separately oK Carcel
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e Click Add/Remove discount for selected items El
e Enter 50 as the discount percentage
e Enter a reason for the discount (July 2019 - Zoo Fundraising)

Discount

Enter the Dizcount Percentage ISD.DEI %

Fieasan for Discount  [July 2019-Zoo Fundraising

e Click OK
e View the Discount column, the Balance column and the Reason Column

Billing Items
a2
Batch No Description
I oooio IYea[ 4 Perth Zoo Excursion Shiow Dutstanding Amaunts |

Batch Detallz Batch Biling ltems

Amount GST - Disc Paid Balance Bill Code Comment Statuz  Feason
200000 .00 000 20 00CHGOI 2079  ear 4 Perth 2
20000 0 n.oo 000 20.00:CHGO3  20719%ear 4 Perth 2
20000: D ¢ 1000 0008 10.00iCHGO3  (2019%ear 4 Perth & Dizcounted - July 2013-Zo00 Fundraising
20,000 0 0.0o 000  20.00iCHGO3  20719%ear 4 Perth 2 D
20,000 0 0.0o 0.00;  20.00:CHGO3 :2079%ear 4 Perth Z;
20000 0 0o 000 20.00:CHGO3  :2019%ear 4 Perth 2
20000 0 n.oo 000 20.00iCHGO3 i 20719%ear 4 Perth &
20000: D ¢ 1000 0.00:  10.00:CHGO3 (2019 %ear 4 Perth £ Dizcounted - July 2013-Zo0 Fundraising (3
20000: D ¢ 1000 0008 10.00iCHGO3  (2019%ear 4 Perth & Dizcounted - July 2013-Zo00 Fundraising
20,000 0 0.0o 000  20.00iCHGO3  20719%ear 4 Perth 2 A
20000; 0 ;1000 0.00;  10.00iCHGO3 (2019%ear 4 Perth 2 Dizcounted - July 2019200 Fundraizsing
20000 0 0o 000 20.00:CHGO3  :2019%ear 4 Perth 2
20000 0 n.oo 000 20.00iCHGO3 i 20719%ear 4 Perth &
20000 0 n.oo 000 20.00:CHGO3  20719%ear 4 Perth 2

> C >

TOTALS: Amount 28000 Discount 4000 Paid Nil  Balance 240.00
SELECTED TOTALS: Amount Wil Discount Hil - Paid Mil  Balance il
(] Cancel

IMPORTANT: The month and year must be entered in a consistent

manner at the start of the reason for the discount.

This is so the Transaction Summary report can be sorted via reason
containing the month and year. This is most useful for end of month
reporting.
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Activity: Review of Applying Discounts

contributions by 50%.

this item by 100%.

1. Fleur Caterer has started at the school half way through the year. Discount her voluntary

2. Katherine Loxton will be supplying her own transport to and from the Year 6 camp. Discount

10.4Reporting on Discounts

The Transaction Summary Report can be used to report on discounted items.

Activity: Report on Discounts

Create a report detailing all items which have been discounted throughout the year.

RM Billing > Reports

Select the Transaction Summary
Delete the default dates
Select the Billing Options tab

Open the Transactional Reports folder

Transaction Summary
(®) Eilling Items () Receipts () Both
Students

| w | | MNew GQuery

Group and subtotal by student Student Tatals Orly

Customners
@k | (0] Customers Selected

From Drate To
From Ref To

Biling Cades Biling Options |Other|

Biling Item Batch | [Blank faor all)

[W]5Show discounted biling items only

[] Biling Item Balance = 0.00

e Click Print and OK

Place a tick in the ‘Show discounted billing items only’ box
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'West Coast District High School
Transaction Summary
Search Criteria
Discounted Billing ltems only
Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operator
19 18/02/19 DR VOLO3 $3.00 50.00 52.50 52.50 CATERER:Fleur 2019 Library Discounted - July ADMIN
2019-Commenced Term 3
20 18/02/19 DR VOLO3 510.00 50.00 $3.00 53.00 CATERER:Fleur 2019 Cooking Discounted - July ADMIN
2019-Commenced Term 3
21 18/02/19 DR VOLO3 510.00 50.00 $3.00 5500 CATERER:Fleur 2019 Art Discounted - July ADMIN
2019-Commenced Term 3
22 18/02/19 DR VOLO3 $3.00 50.00 52.50 5250 CATERER:Fleur 2019 Physical Discounted - July ADMIN
Education 2019-Commenced Term 3
23 18/02/19 DR VOLO3 510.00 50.00 $3.00 5500 CATERER:Fleur 2019 Music Discounted - July ADMIN
2019-Commenced Term 3
91 18/02/19 DR VOLO2 $3.00 50.00 $1.23 $3.75 DELPHINE: Grant 2019 Library Discounted - April ADMIN
2019-Commenced Term 2
92 18/02/19 DR VOLO2 510.00 50.00 52.50 $1.50 DELPHINE: Grant 2019 Cooking Discounted - April ADMIN
2019-Commenced Term 2
93 18/02/19 DR VOLO2 510.00 50.00 52.50 57.50 DELPHINE: Grant 2019 Computing Discounted - April ADMIN
2019-Commenced Term 2
94 18/02/19 DR VOLO2 $3.00 50.00 $1.23 $3.75 DELPHINE: Grant 2019 Physical Discounted - April ADMIN
Education 2019-Commenced Term 2
95 18/02/19 DE. VOLO2 $10.00 50.00 $2.50 5750 DELPHINE: Grant 2019 Music Discounted - April ADMIN
2019-Commenced Term 2
273 18/02/19 DR CHGO1 540.00 50.00 540.00 50.00 LOXTON: Katherine 2019 Camp Transport Discountad - July ADMIN
2019-Providing own
tranennet fnoramn
e View and close the discount report

Produce the report to show only items which were discounted this month. This is a mandatory
report and is required to be printed at the end of each month.

Select the Other tab

Billing Eodes] Billing Options

Other l

In the Reason containing type the month (as you entered) and the year 2019

Reazon

containing  |July 2013

Click Print
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All the discounts for the selected month are displayed

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operator
19 18/0219 DR VOLO03 $3.00 §0.00 52.50 52.50 CATERER:Fleur 2019 Library Discounted - July ADMIN
2019-Commenced Term 3
20 18/0219 DR VOLO03 510.00 §0.00 $3.00 53.00 CATERER:Flewr 2019 Cooking’ Discounted - July ADMIN
2019-Commenced Term 3
21 18/0219 DR VOLO03 510.00 §0.00 $3.00 53.00 CATERER:Fleur 2019 Art Discounted - July ADMIN
2019-Commenced Term 3
22 18/0219 DR VOLO03 $3.00 §0.00 52.50 52.50 CATERER:Fleur 2019 Fhysical Discounted - July ADMIN
Education 2019-Commenced Term 3
23 18/0219 DR VOLO03 510.00 §0.00 $3.00 53.00 CATERER:Fleur 2019 Music Discounted - July ADMIN
2019-Commenced Term 3
275 18/0219 DR CHGO1 540.00 §0.00 540.00 50.00  LOXTON: Katherine 2019 Camp Transport Discountad - July ADMIN
2019-Providing own
transport to camp
379 18/0219 DR CHGO3 520.00 §0.00 510.00 $10.00 DUNSTAN: Jennifer 2019 Year 4 Perth Zoo Discounted - July 2019-Zeo ADMIN
Excursion Fundraising
384 18/0219 DR CHGO3 520.00 §0.00 510.00 $10.00 MARSHALL: Kristy 2019 Year 4 Perth Zoo  Discounted - July 2019-Zeo ADMIN
Excursion Fundraising
383 18/0219 DR CHGO3 520.00 §0.00 510.00 510,00 MOOE: Chris 2019 Year 4 Perth Zoo  Discounted - July 2019-Zeo ADMIN
Excursion Fundraizing
387 18/0219 DR CHGO3 520.00 §0.00 510.00 $10.00  PRICE: Tiffani 2019 Year 4 Perth Zoo  Discounted - July 2019-Zeo ADMIN
Excursion Fundraising

e View and close the report
e Close the Reports window
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11 Producing Statements

11.1Producing Statements for Students

In RM Billing an individual statement can be produced for each student. Student statements can
be accessed from two places:

Students > For Selected > Print Statement

Reports > Financial Reports > Statement — Students
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11.1.1 Producing a Statement via the Students section

Activity: Print a Statement

Produce a statement for all Kindergarten students.

RM Billing > Students

Sort by Year group

Select all the Year K students

For Selected > Print Statement
Click OK and OK to print to screen

Print Statement
Enter the date range far the print staterment period

From 1 FEB 2019
Tao

Enter an appropriate meszage to appear on the printed reports

Flease contact the zchool office on 3223 7777 if you have any
questions regarding this accaunt

Ok LCancel

e The ‘From’ date will default to the first day of the current month. All transactions from this
date onwards will be listed on the statement. Any transactions dated prior to this date will be
summarised in an ‘opening balance’ figure. If this is the first statement you are sending to the
parent/guardian then it is advisable to enter an earlier date so that all transactions for the
current year are listed. For training leave the default date

e The ‘To’ date will appear blank but will default to today’s date if left blank. Otherwise an end
date may be entered. Transactions dated after the ‘To’ date will not be included on the
statement. Leave this date blank for training

e The default message that you entered in the Billing Parameters section will be displayed.
This can be edited at this point if required but the changes will be used for this statement run
only and will not be saved down. Leave the default message for training

e Click OK

e Scroll down the statements. Notice that discounts are displayed where they have been given

e View the summary table at the bottom of each statement. This will categorise ALL amounts
outstanding, (regardless of the dates you may have entered for the date range), by billing
year and category

e Close the statements
e Close the students window

Note: This method can also be used to print statements for individual students.
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11.2 Statements for Outstanding Debtors

If desired, statements can be produced only for students with outstanding debt.

Activity: Statement for Outstanding Debt

Produce a statement for each student with outstanding debt.

RM Billing > Students

e Click on the Balance heading twice to bring those students with outstanding balances to the
top of the list

o Highlight the students with a balance >0

Iﬁl

For Selected
hH A S DE D

MHamea Motes Year

K

Farr Category Balance

Primary N

Click For Selected > Print Statement
Click OK and OK to print to screen
View and close the statements

Close the students window
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11.2.1 Saving Statements

Periodically Schools may send out statements to follow up on outstanding student debt. A record
of families to whom statements have been sent, should be saved to the G drive in a designated
folder saved within the Audit Reports folder G:\Audit Report\Student Statements.

Activity: Print and Save Student Statements

We will print Statements for Year 6 students with outstanding balances.

RM Billing > Students

Click on Student Find #

Select the Year 6 students

Click on Find, Select and Yes

Click on the Name header to sort the students into alphabetical order

Click on =
Select to print the list of students to screen
e View then close

Note: A list of students to whom statements have been sent must be printed. This list is
to be signed by the Principal and the report filed.

e Highlight the students
e For Selected > Print Statement
e Change the From Date to 1 FEB 2019

Print Statement
Enter the date range far the print staterment period

From 1 FEB 2019
Tao

Enter an appropriate meszage to appear on the printed reports

Flease contact the zchool office on 3223 7777 if you have any
questions regarding this accaunt

Ok LCancel

2

e Select Report Destination  Preview
e Click OK

e Click OK
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To Save the Report

]
e Click Save ]
e For training Save to the Desktop

Savein: I @' Desktop

e Name the file

File name: IStuu:Ient Statements ddmmyy

e Click OK

Note: At school users will navigate to G:\Audit Reports\Statements.

e Print the Statements

e Click =

e Select the required printer and OK.

Note: In training we will not be able to print the statements to a printer
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11.3Producing a Statement via the Reports section

Activity: Printing Student Statements via Reports

Print a statement for all Year 6 students.

RM Billing > Reports

e Open the Financial Reports folder
e Select the Statement — Students
e The Date range and the default message operate as described in the previous section
e Click Mew Quemy |
e Select Year 6
e Click Find, then Select and Yes
e The default message entered in the Billing Parameters section is displayed. If required, the
message can be edited, but the changes will only be for this statement and will not change
the message in Billing Parameters. Leave the default message for training
b Reports @
8 &
Charges and Contributions Templates
1 Charges and Contibutions Feports
= Statement - Students
s Enter the date range for the statement period
|:| Statement - Customers From W
D Urnprinted |nvoices - Students
D Urnprinted Invoices - Customers [
|:| Summary Aged Debt List - Students Select
D Summary Aged Debt List - Customers Suudlnls
[E] Reminder Unpaid Billing Items - Students Selected Subset 12 entries ~
D Unallocated Credit Listing
1 Transactional Feports Enter an appropriate message to appear on the printed reports
1 Audit Reports Please contact the school office on 9223 7777 if vou have any
questions regarding thiz account
Print Cancel
e Click Print
e View the displayed statements
e Close the statements
e Close the reports window

11.4Family Statements

Family statements (i.e. one statement which lists transactions for all siblings in the family) cannot

be produced in this version of RM Billing.
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12 Receipting

All receipts entered into RM Billing must be placed into a receipts batch. Receipts batches must
be created before the receipts are entered.

The following conventions should be followed when creating receipts batches.

12.1 Separate Receipts Batches

Create separate batches for the following options:

General Banking (daily takings — cash and cheques)

Electronic Funds Transfers which include electronic credit card payments

Direct Deposits such as payments from Centrelink or Family and Children’s Services
BPAY

Corrections

Refunds (Manual Chq, System Chq and EFT)

Government Subsidies (special type of receipt — not exported)

It is important that you separate the different types of receipts. This will make reconciliation in RM
Finance much easier.

For example, a general banking batch containing cash and cheques should be closed off when you
are ready to bank the money. The batch total in RM Billing (which is transferred to RM Finance) will
match the deposit amount you take to the bank. When you reconcile in RM Finance, the same
batch total will appear on the bank statement and also in RM Finance making it easy to reconcile.

If you enter other types of receipts into the batch which are not banked your batch total in RM
Billing and RM Finance will not match what is on the bank statement.

12.2Naming Receipts Batches

The Receipts batch number will be automatically created by RM Billing. It will always begin with the
letter ‘B’ followed by a sequential 5 digit number beginning with 00001.

When naming a receipts batch the description should contain the type of batch and the date it was
created (dd.mm.yy).

For example:
General Banking 18.02.19
Electronic Funds Transfer 18.02.19

Note: For receipts entered retrospectively from receipt books or Z tapes enter the comment
“Duplicate- original receipt #xxxx” or “Duplicate-original Z tape #xxxx” as required

For more information log on to http://det.wa.edu.au/finance/detcms/portal/ to access
“Procedures for RM Billing Receipts batches.”
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http://det.wa.edu.au/finance/detcms/portal/

12.3Receipt Payment Types

The following standard payment types exist in RM Billing and need to be used when entering
receipts onto the system.

CA Cash

CH Cheque
CR Credit Card
EF EFTPOS
BP BPAY

DD Direct Deposit
GV Government Subsidies

12.4Methods of Receipting

There are a number of different methods that can be used for entering receipts into RM Billing.
The method used will depend upon the circumstances.

12.4.1 Receipting Methods

There are four methods users may select from when processing receipts. Each has features to
assist users with individual receipting needs.

Selected>Apply Receipt

automatically
allocated to billing
items according to
business rules

Receipt Features Type of Payment

Process

Apply Subsidy Students>For Payment is GV only

(Secondary Selected>Apply Subsidy automatically $235 Education

Only) allocated to billing | Program Allowance only
items according to
business rules

Apply Receipt Students>For Payment is CA, CH,CR,EF,BP,DD

Add Receipt

Student Record>Add
Receipt

Payment is
automatically
allocated to billing
items. Users may
edit allocations.

CA, CH,CR,EF,BP,DD

Bulk Receipts

Receipts>Receipt
batch>Bulk Receipts

Allows users to
receipt via
payment type.
Users select the
billing items to be
paid.

CA, CH,CR,EF,BP,DD,
GV

Ensure correct payment
batch type is selected

Add Receipt for
selected Billing
Items

Billing Items> Batch Billing
Items> Show Outstanding
Balances> Add Receipt

Allows users to
receipt payments
of the same billing
item, amount and
payment method.

CA, CH,CR,EF,BP,DD

Note: Payment type GV is only used for receipting the $235 Education Program Allowance
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Activity: Creating a Receipts Batch

Create the following two receipts batches using today’s date.

e General Banking dd.mm.yy
e Electronic Funds Transfer dd.mm.yy

RM Billing > Receipts

e Click Add Item <
e Enter the description and today’s date

Add Receipts Batch

Pleaze enter a description for the batch to be created

|Genera| B anking ddmm.

G [ cancel |

e Click OK
e Create an Electronic Funds Transfer Receipts Batch using the instructions above
| Add Receipts Batch

Pleaze enter a description for the batch to be created

Electronic Funds Transfer ddd/mm/yuy

Lancel

| Receipts Batches List View (3]
For Selected
e EICIEEE- PP
BatchMo Year Description Open Last Updated Batch Tatal
BOOOOT 2019 ileneral Banking 18.0219 YES 18 FER 2079 11:56:43 0.00
BOOODZ  :2019 iElectronic Funds Transfer 18.0219 YES 13 FEB 2019 11:56:58 n.oo
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12.4.3 Original/Draft/Copy text on Receipts

To obtain an original receipt, the receipt must be printed directly to the printer (not to the screen
and then to the printer). Receipts printed directly to the printer for the first time will contain no
additional text. Receipts viewed to the screen will contain the text ‘DRAFT’. If sent to the printer
from the screen, the printed copy will contain the text ‘DRAFT’. Receipts printed to the printer for
the second or subsequent time will contain the text ‘COPY’.

The above is an important audit consideration as there should only ever be one original receipt
created.

12.4.4 Bulk Receipting for the same Billing Item (via the Billing Items batch)

This method is useful if a group of students are all paying the same amount for the same billing
item(s). For example, a group of students are all paying $250 for their Camp Charges.

The Payment Type (e.g. Cash or Cheque) must also be the same for each group entered.

Activity: Entering Bulk Receipts for the same Billing Item

The following students have all paid in full for their Camp Charges. Follow the instructions below
to enter these receipts in bulk via the Billing Items batch.

Name Payment Type Amount Paid
Kate Ellard CHEQUE 250

Keith Jones CHEQUE 250

Martin Luck CHEQUE 250

Tamara Murphy CHEQUE 250

Total Amount Paid 1000

RM Billing > Billing Items

e Double-click on the Year 6 Camp batch
e Click on the Batch Billing Iltems tab

o Click L ShewBustandingmeunts | (this ensures that the balances owing on the billing items after
adjustments, if any, are displayed)

e Sort by the Student column
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e Highlight all the billing items for the students who are listed in the table above

| Billing ltems E

Batch Details Batch Billing Items

& | 2
Batch Mo Description
| ooooy |Yeal 6 Camp | Show All Transactions |

Adjuzstrnent amounts included in balances but not shown separately

Fef  Student/Cust Year Farm Amount GST  Disc Paid Balance Bill Code Comment Statuz  Reazon
ELLARD: B 000 40 o 2 ~
0 :
013 Camp Food
013 Carp Transp
013 Camp Accomm: 04
-
: Mark.
MILLS: Mark
MILLS: Mark,
MURFHY: T 5 Roorr 100,00 0.00 W
< >
TOTALS: Amount 3,255.00 Dizcount 40,00 Paid Hil  Balance 3.315.00
SELECTED TOTALS: Amount 1.000.00 Discount Nl Paid Mil  Balance 1.000.00
aF. Cancel

Click Add Receipts @for the selected Billing Iltems

[ ]
e <Tab> and select the General Banking batch
e <Tab> to the Amount and enter 1000 (this is the selected total)
e Enter the payment type of Cheque or press <tab> for a list
e Enter a comment (e.g. Year 6 Camp)
Add Receipts
Recsipts Batch | BO00O1 | General Banking 18.02.19
Date | 18 FER 2019
Tatal Amaurt [for al | 1000.00 Thiz amaunt must match the selected total
studentz)
Payment Type I CH Cheque |
Camment IYearEEamp
Ok | | Cancel |
e Click OK
Add Receipt [
Print receipts now?
oY 1
e Click Yes
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Print Receipts

Print:

Fiecord of receipt allocations

[ 0K ] | Lancel

e Select Receipts
e Click OK and OK to print to screen
e View and close the receipts

To print receipts at another time:

Choose Students
Select the appropriate student
Choose the Receipts tab

Select the appropriate receipt in the top half of the window

Choose the Printer icon

Activity: Review of Entering Bulk Receipts for the same Billing

Item

Use the same method to enter the receipts for those students who have paid by cash for the

camp. Print the receipts to the screen.

Name Payment Type Amount Paid
Mark Mills CASH 250
Mason Richards CASH 250
Josh Tep CASH 250
Total Amount Paid 750
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12.4.5 Entering Bulk Receipts for Charges and Contributions (via Students)

This method is useful if a group of students are all paying the same amount for charges and
contributions. The system will automatically allocate the entered amount to each student to pay
off their Billing Items in a specified order, according to regulations. If the amount of the receipt is
greater than the amount owing for the specified categories, then the additional amount will become

unallocated credit (i.e. a credit amount which not assigned to any billing items).

Billing Items will be paid off in the following order:

Student Billing Category

Priority for applying receipts

Kindergarten, Pre-Primary,
Primary, Secondary (Vol,Chg)

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

Secondary (Chg)

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

Temporary Visa Overseas
Students

Temp Visa, Charges, Residential, Other Optional
Costs, Voluntary Approved Requests followed by any
other item which has a category assigned including
Not Applicable.

Adult Students

Adult Student Fees, Charges, Residential, Other
Optional Costs, Voluntary Approved Requests followed
by any other item which has a category assigned
including Not Applicable.

Full Fee Paying Overseas
Students

Charges, Residential, Other Optional Costs, Voluntary
Approved Requests followed by any other item which
has a category assigned including Not Applicable.
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Activity: Entering Bulk Receipts for Charges and
Contributions (via Students)

The following students have all paid $40 for their Charges and Contributions. The payments
have been processed via EFTPOS. Enter receipts for the student payments in the table below.

Student Payment
Luke Andrews 40.00
Charmaine Avery 40.00
Reuben Baker 40.00

RM Billing > Students
e Highlight the students listed in the table above

e Click Hide Unselected =)
e Highlight the students

ﬁ Students E
For Selected

hF P S TE D

MHame Motes Year Farr Categary Balance
ANDREWS: Luke & AP Kindergarten

. \armaine 3 toom 3 Frirnary

BaKER: Reuben E Foom B Prirnary

Click For Selected > Apply Receipts

<Tab> and select the Electronic Funds Transfer receipts batch

<Tab> to the Amount and enter 40 (the amount that will be applied to each student)
<Tab> and select the payment type of EFTPOS

Enter a comment (e.g. Charges and Contributions)

Apply Receipts
Receipts Batch I BO00O2 | Electronic Funds Transfer 18.02.19
Date | 16 FEE 2019
Arnourt [for each I A0.00 amout spplied to each individual student
student]
Payment Type: | EF EFTPOS |

Comment IEharges and Contributions

Ok | | Cancel |

e Click OK

IMPORTANT:

The amount entered will be applied to each student record. Therefore,

this functionality can only be used when each student has paid the
same amount.
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12.4.6 Printing receipts for items which have been receipted in bulk

Receipts can be printed via the receipts batch for items which have been receipted in bulk.

Activity: Print Receipts for Bulk Entries

Print receipts for Luke Andrews, Charmaine Avery and Reuben Baker for the payment for their
Charges and Voluntary Contributions.

RM Billing > Receipts

e Double-click on the (EFTPOS) batch
e Choose the Batch Receipts tab

e Highlight the receipts to be printed at the top of the screen

O Receipts
& 2

Batch Number Description

|BoDDDZ2 |Electronic Funds Transfer 18.02.19

Detals Batch Receipts |Eulk Fleceiptsl

Ref  Recft Date Type  Amount Student/Cust Comment Statuz  Feazon

< >
Total I 120.00
Details
Ref lF'aid .BiII Code _Comment _Status _Heason
E4 6.00 WOLO3 12019 Physical Education i i A
] 10,00 WOL0Z 12019 Music
333 2000 CHGO4 2013 Swimrning Pool Erty
2342000 CHGO4  :2013 Swimming Bus Hire
328 (4000 {CHGOT ;2019 Camp Accommodation and Activities § w
£ >

I 120,00 Total

The payments are displayed in the bottom screen

Click Print &

Click on Yes to Print Receipts
Click OK

View and close the receipts
Close the receipts window

Note: To view what items each receipt has paid, click on each receipt individually.
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Activity: Review of Entering Bulk Receipts via Students

The following students have all paid $40 for their Charges and Contributions. The payments
have been processed via cheque. Enter receipts for the student payments in the table

below. (Hint: Click )

Student Payment
Penelope Allen 40.00
Ross Barbour 40.00
Tanya Born 40.00

Print receipts for these students.

12.4.7 Bulk Receipting for a mixture of items via the Receipts batch

This method is useful for processing a group of receipts which are mixed in nature. For example,
different students are paying different amounts with various payment types for different items.

Activity: Entering Bulk Receipts for a Mixture of Items

The following payments have been received. Enter these receipts via Receipts > Bulk Receipts.
Print receipts for the students.

Name Amount Paid | Payment Payment For
Type
Kyle Amber $10 Cash Science Incursion
Benn Kinnane $40 Cheque Pre-Primary Voluntary
Contributions
Elizabeth Williett $20 Cash Year 4 Perth Zoo Excursion
Doyen Balilie $40 Cheque Primary Voluntary Contributions

RM Billing > Receipts

Double-click the General Banking receipts batch
Select the Bulk Receipts tab

Click Add ]

Enter the student’s surname (or part thereof) in the Student Name field and <tab> to select
the student from a list

Enter the amount and <tab>

<Tab> in the items field

Highlight the items to be paid, click OK and <tab>

Enter the payment type (or <tab> for a list) and <tab> to the comment field
Enter a comment (e.g. Incursions)

<Tab> to move to the next line

Repeat this process using the table above
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| Receipts 5
& 2
Batch Humber Deszcription
|BO0ODY | General Banking 18.02.19
Details l Batch Receipts Bulk Receipts l
Student Mame |"|’ear | Amount|ltems | Type |Eomment 3
AMBER: Kyle 2 10.00( 1 Items CA | Science Incursion
FIMMHAME: Benn F 40,00 & ltems CH | Pre-Pnman Woluntan Contribubions
WALLIETT: Elizabeth 4 20,000 7 Items Ca  |ear 4 Perth Zoo Excursion
BAILIE: Doyen 4 40,000 1 ltems CH | Primary Waluntary Contribubions
ak Cancel
e Click OK
e Click Print &
Print Receipts
Print:
@
) Recard of receipt allocations
[ 0K ] ’ LCancel ]

e Select Receipts

e Click OK and OK to print to screen
e View and close the receipts

e Click Return to View 2

Note: A blank line can be removed by right clicking on the line and select ‘Remove line’
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IMPORTANT

Receipts are not saved until the ‘OK’ button at the bottom of the screen

is clicked. It is therefore recommended that shorter lists are entered and
saved regularly to minimise loss of data in the event of a power failure.

Items

Activity: Review of Entering Bulk Receipts for a Mixture of

receipts via Receipts > Bulk Receipts.

e The following payments have been received. These payments were all received via EFTPOS
therefore they must be entered into the Electronic Banking receipts batch. Enter these

Name Amount Paid | Payment | Payment For
Type
Cassie Brood $75 EFTPOS Balance of account
Haley DeSilva $250 EFTPOS | Year 6 camp
Tamara Allen $55 EFTPOS Primary Vols and Ipad Replacement

| Receipts E

& 2
Batch Humber Description
|BDODD2 |Electronic Funds Transfer 18.02.19

Detailsl Batch Receipts Bulk Receipts |

Student Mame |Year | Amount|ltems | Type |Comment
BROOD: Cassie K. 75.00( 7 ltems EF |Balance of account

DESILWA: Haley 5 28000 3 Ttems EF |Yearb Camp

ALLEN: Tamara 2 BR.00) 2 [tems EF | Primary Wolz and Ipad Replacernent

e Print receipts for these students.
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12.4.8 Entering an Individual Receipt

This method can be used to enter a receipt for an individual student.

Activity: Entering an Individual Receipt

Mr James Elliott, Katherine Elliott’s grandfather wishes to pay with a cheque for $40 for her
Voluntary Contributions. Enter the receipt into RM Billing.

RM Billing > Students

e Double-click on the record for Katherine Elliott
Select the Receipts tab

. Add Receipt
Click

Press <tab> for a list of open receipts batches

Select the General Banking batch for today

Press <tab> to move to the Payment Type field

Press <tab> for a list of valid payment types (or type the code if you know it)
Select Cheque

Enter $40 as the amount and press <tab>

Enter a comment (e.g. Voluntary Contributions)

Edit the title to read: Mr
e Edit the First Name to read: James
e Edit the Address to 54 Lois Lane

Add Receipt
Beceipt Details Received trom:
Title Firzt Mame
Batch No.: BO00NT [ M1 [ ames
General Banking 18.02.19 Surname | Elliatt
Payment Type: CH Address |54 Loiz Lane
Cheque |
[ ater 18 FER 2019 |
Amount: 40.00 Town/Sub |P|NEY Wa0Ds
State [t
Commert: Postcode  [6399
[Valuntary Contributions Country |Australia
Ref | [ate | Code |GST | Comrment | Amount| Dizcount | Balance | Applied
255 18FEE 2019 | »OLO[ O 2019 Primary Voluntary Contribution| 40,008 Mill 40,00 40.00
256 18FER 2019 | WaRM| 0 |2019 Ipad Replacement Fund 15.008 Hill 1500 Hil
442 18FER 2019 | WARO4 8 |2015 PEC Farmily Cortribution 20,00 Hill 2000 Hil
FRO0O| 000 7E00| 40000
e Click OK to save
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Note: The receipt is allocated against the billing items from the top down. This can be
changed if you need to pay off a specific billing item only. We will look at this later in

training.

The ‘Received from’ fields on the Add Receipt screen show the name of the current fees
biller for the student. If someone else is paying the money, these fields should be edited to
contain the name and address of that person. These details are saved with the receipt.

12.4.9 Printing an Individual Receipt

Activity: Printing an Individual Receipt

Print a receipt for Katherine Elliot for her payment of Voluntary Contributions.

RM Billing > Students
e Highlight the receipt on the Receipts tab for Katherine Elliot

Detailsl Subiectsl Billing lkems Feceipts |Transactions| Notesl Invoicesl Sec Fin Assist

C Student Details (==
209 vieldmar 82
Surame Krniovar M arne
|ELLIOTT |Katherine Show Unallocated Credi

Ref  Rec# Date Type  Amaount Batch# Comment Unallac Statuz Reazon

40.00 BOAOI *oluntary Contributions

e Click Print =
e Select Receipts

Print Receipts

Print:

() Record of receipt allocations

[ Ok ][ Lancel l

e Click OK and OK to print to screen
e View and close the Receipt
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12.4.10

Entering an Individual Receipt for more than one billing item

Activity: Individual Receipts for a Number of Billing Items

Troy Dean has $50 cash to pay for his voluntary contributions and Science incursion. Enter and
print a receipt and receipt allocation for Troy.

RM Billing >

Students

Right click in the Surname field and type in Dean and <Enter>

Note: Ensure the receipt is not highlighted, as this will prevent you from selecting the
next student. Deselect the receipt and then right click in the Surname field.

e Ensure the Receipts tab is selected
. Add Receipt
. Click
e <Tab> in the Batch No. field and select the General Banking Receipts Batch <tab>
e <Tab> in the Payment Type and select Cash <tab>
e Enter 50 in the Amount <tab>
e Enter the Comment - Primary Voluntary Contributions and Science Incursion
Add Receipt
Beceipt Details Beceived from:
Title Firzt Mame
Batch No.: B00001 [Ms Dianne
General Banking 12.02.18 BV | Dean
Payment Type: ’T Address |21 Aneton Street
Cash |
I
Date: 12FER 2018 |
Amant; ’50007 Tawn/Sub |F'lNEYI\"\"IIDDDS
State |WA
Comment: Postcode 6999
| Primary Woluntary Cantributions and Science Incursion Country |
e View the Applied column and notice that the payment has been automatically applied from
the top down and has been applied against the Primary Voluntary Contributions and the IPad
Replacement batch and not the Incursions Billing Item.
Ref [rate Code |GST Comment Amount| Dizcount | Balance | Applied
165 18 FEB 2019 | WOLO1 O 2013 Primary Woluntary Contribution 40.00 Hil 40.00 40.00
166 18 FEB 2019 | VaRD1 0 2013 Ipad Replacemnent Fund 15.00 Hil 15.00 10.00
363 18FEB 2013 | CHGOZ O |2019%ear 1 and 2 Science Incursi 10.00 il 10.00 il
418 18 FEB 2019 | VARDA & |2019 PEC Family Contribution 20.00 Hil 20.00 Hil
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e Delete the $10.00 that has been applied to the IPad Replacement billing item
e <Tab> down to the Incursions billing item
e Enter 10 in the applied column <tab>

Ref | Date | Code |GST | Comment | Amountl Discounl| Balance | Applied
165 13FEB 2019 | ¥OLON O (2079 Primary Yoluntary Contribution| 40.004 il 40.00 40.00
166 18 FEE 2019 | V&R0 0 (20191pad Replacement Fund 15.004 il 15,00 Hil
369 18FEB 2019 | CHGOZ 0 (2019%ear 1 and 2 Science Incurs 10.004 il 10,00 10.00
418 18FEB 2019 | WARDY 8 (2019 PEC Family Contribution 2000 il 2000 Hil

8500 | 000 8500( S0.00

Cancel

e View the figure at the bottom of the applied column and ensure it matches the Amount figure
e Click OK

e Highlight the receipt

| Student Details =]
24 v 4 aHr &2
Surname Known Marme
|DEAN | Troy Show Unallocated Credit

Details] Subiectsl Billing ltems Receipts lTransactiDnsl Notesl Invoices] Sec Fin Assist

Ref  Rect Date Type  Amount Batch#t Comment Unalloz Status Reaszon
22 18FEB 2019 (& 50.00 BOOOOT Prirmary Yoluntary Contributions and 5
£ >
i Tatal 50.00 Add Receipt Beversal Fefund

Details =

Ref  Paid Bill Code Comment Statuz ‘Reason

165 (40.00 YOLOT 2013 Primary Woluntary Contributions i

363 1000 (CHGO2 :2013%ear 1 and 2 Seience Incursion

£ >

5000 Total

Last Modified 18/021916:19 By ADMIMN

e View the details of the receipt in the lower details section of the screen
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e Click Print =
e Select Receipt

Print Receipts

Print:

) Record of receipt allocations

[0 [ ool |

e Click OK
View and close the receipt

Click Print =

Select Record of receipt allocations

Click OK

View and close the record of receipt allocations

Note: The official document is the ‘Receipt’. This is what should be printed and given to the
parent.

The ‘Record of Receipt Allocation’ can also be printed if required. This lists the billing items
to which the receipt is currently allocated. Note that the allocations for a receipt can change
if paid billing items are reversed or adjusted or if unallocated credit is allocated.

Activity: Review of Entering Individual Receipts

1. Natasha Price has brought a cheque for $55 to pay for her voluntary contributions and the
IPad Replacement voluntary approved request. Enter and print a receipt for Natasha.

2. Nora Chum has brought $250 cash to pay for the Year 6 Camp. Enter and print a receipt for
Nora. Also print the Record of Receipt Allocations
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12.5Reporting on Receipts

Reports available for receipts include:

The Daily Banking Summary

This report is useful in reconciling the daily takings. It will separate the transactions by payment
type (e.g. Cash and Cheque) and give overall totals.

The Receipts Summary

This report will group all receipt allocations by analysis code, budget code and GST code. It is
used for manual input of transactions into RM Finance.
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Activity: Printing the Daily Banking Summary

Print the Daily Banking Summary for the General Banking receipts batch for today.

RM Billing > Receipts

e Highlight the General Banking receipts batch
e Click For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 18/02/2019

Rec# Amount Rec'd From Student Name
CASH

3 §230.00 M K Morton MILLS: Mark

6 §230.00 Judge J Percival RICHARDS: Mazon
7 §230.00 N H Oscar TEP: Jozh

14 5§ 10.00 s P Linum ANEER: Kyl

16 §20.00 s P Williett WILLIETT: Elizabeth
22 5§ 50.00 s D Dean DEAN: Troy

24 §230.00 Ms Chum CHUM: Nora
Total Cash §1,080.00
CHEQUE

1 §250.00 Mz R Ellard ELLARD: Kate

2 §250.00 Mz H Jones JOMES: Keith

3 §250.00 iz § Luck LUCK: Martin

4 §250.00 Mr J Murphy MURPHY: Tamara

11 540.00 Miss K Allen ALLEN: Penzlope

12 $40.00 Mr= Ritchiz BAREOUER. Foss

13 $40.00 Mr= T Born BOBN: Tanva

13 $40.00 Mr F Kinnane KINMANE: Benn

17 $40.00 Mirs G Bailie BAILIE: Doyen

21 $40.00 Mr J Elliott ELLIOTT: Katherine
23 $35.00 Wr G Kraft PRICE: MNatasha
Total Cheque $1,295.00

Total for Cash and Cheques F2375.00
Total for Report: % 2,375.00

Details

Year 6 Camp

Year 6 Camp

Year 6 Camp

Science Incursion

Year 4 Perth Zoo Excursion
Primary Voluntary
Contributions and Science
Incursion

Year 6 Camp

Year 6 Camp

Year 6 Camp

Year 6 Camp

Year 6 Camp

Charges and Contribubions
Charges and Contribubions
Charges and Contribubions
Pre-Primary Voluntary
Contributions

Primary Voluntary
Contributions

Voluntary Contributions

Batch #

BOO0O1L
BOO0O1
BOO0O1
BOO0O1
BOO0O1
BOO0O1

BOO0O1

B00001
B00001
B00001
E00001
E00001
E00001
E00001
E00001

BO00o1

BO00o1

Veoluntary Contributions and BOO001

Ipad Replacement Fund

e This report can be used to check calculations of the Totals to be banked
e Print a paper copy of the report and file it (This is a mandatory report)
¢ View and Close the Daily Banking Summary

Status
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Activity: Printing the Receipts Summary

Print the Receipts Summary for the General Banking receipts batch for today.

RM Billing > Receipts

e Highlight the General Banking receipts batch
e For Selected > Print Receipts Summary
e Click OK to print to screen

Print Receipts Summary ["—“"J

Print Detailed Summary? No=Totals only

e Click Yes to print the Detailed Summary (This is a mandatory report)
A portion of the report is shown below

West Coast District High School

Receipts Summary Detailed Report

Ref Rec# Batch# Code Date Student/Cust Name Year Form Chg# Refund To Amount GST

Batch: B00001 General Banking 18.02.19

Billing Code CHG01  School Camps

GST Code 0

469 1  BOOO01 CHGO1 18/0272019 ELLARD: Kate & FRoomé6 § 100.00 50.00
469 1  BOOO01 CHGO1 18/0272019 ELLARD: Kate & FRoomé6 § 40.00 50.00
470 2 BO0M1 CHGO1 18022019 JONES: Keith & FRoomé6 § 100.00 50.00
470 2 BO0M1 CHGO1 18022019 JONES: Keith & FRoomé6 § 40.00 50.00
i 3 BO0001 CHGO1 1810272019 LUCK: Martin & FRoomé6 5 100.00 50.00
i 3 BO0001 CHGO1 1840272019 LUCK: Martin & FRoomé6 § 40.00 50.00
472 4 BOOM01 CHGO1 18022019 MURPHY: Tamara & FRoomé6 5 100.00 50.00
472 4 BOOM01 CHGO1 18022019 MURPHY: Tamara & FRoomé6 § 40.00 50.00
473 5 BOo001 CHGO1 184022019 MILLS: Mark & FRoomé6 5 100.00 50.00
473 5 BO0ODI  CHGOL 180022019 NIOLLS: Mark 6 FRoomé6 § 40.00 50.00
474 6 BOOOO1 CHGO1 184022019 RICHARDS: Mazon 6 FRoomé6 § 40.00 50.00
474 6 BOOOO1 CHGO1 184022019 RICHARDS: Mazon 6 FRoomé6 § 100.00 50.00
473 7 BOOOO1 CHGOL 134022019 TEP: Josh 6 FRoomé6 § 40.00 50.00
473 7 BOOOO1 CHGOL 134022019 TEP: Josh 6 FRoomé6 § 100.00 50.00
480 12 BOOOO1 CHGO1 18022019 BARBOUER: Fosz 6 Foomé6 § 40.00 §0.00
481 13 BO0001 CHGO1 18022019 BORN: Tanya 6 Foomé6 § 40.00 §0.00
402 24 EBOOO0O1 CHGO1 18/0272019 CHUM: Nora 6 Foomé6 § 40.00 §0.00
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Note: The Receipt Summary Detailed Report must be printed and filed with the monthly

reports.

e View and Close the Receipts Summary

Print the Totals Only report

e For Selected>Print Receipts Summary
e Click OK to print to screen
e Click No to print Totals Only

A portion of the report is shown below

West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00001 General Banking 18.02.19

Billing Code CHGO1  School Camps

GST Code 0

Total for Income

$1,20000  $0.00

Budget: C1102 Analysis: C1100 Totals for GST code 0

$1,200.00 $0.00

GST Code 1

Total for Income

$880.00 $80.00

Budget: C1102 Analysis: C1100 Totals for GST code 1

$880.00 $80.00

View and close the Receipts Summary Report (we will use this again later in training when

transferring information from RM Billing to RM Finance).
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Activity: Review of Reporting on Receipts

1. View the Daily Banking for the Electronic Funds Transfer receipts batch.

2. View the Receipts Summary for the Electronic Funds Transfer receipts batch.
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13 External Customers

An External Customer may be anyone the school deals with who is not a student or a
parent/guardian — i.e. companies or individuals outside of the school environment.

External customers have their own section in RM Billing on the side bar. Unlike students, the
customer details are not drawn from the Integris datafile. All Customer Details need to be entered
manually into RM Billing.

The main differences between Customers and Students are that customers are not linked to
Timetabling (so there is no subject billing) and there are no bulk processes (such as bulk billing
and bulk receipting) designed for customers. The functionality available in the Customers section is
very similar to that in the Students section. Double-clicking on a customer record or highlighting the
customer and pressing <enter> will invoke the drill down facility and many of the same tabs are
available.

13.1Create External Customer

Activity: Create External Customer 1

The local theatre group — West Coast Theatre, are interested in hiring out the school hall for their
after school rehearsals. The school has agreed that they are able to lease the hall in Term 1 for
a total of $1045.00 (including GST). Set up the details for West Coast Theatre.

RM Billing > Customers

e Click Add Customer ‘@
e Enter the details as shown below and Click OK to save

Edit Customer

Customer Hame

Line 1 |‘W’est Coast Theatre
Line 2 |

Customer Address
Address line 1 |221 West Coast Highway

Address line 2 |

address line 3 |

address line 4 |

TawndSub |SCARBOROUGH
State i

Postcode 6013

Country |

Phaone 944K £120

Fax |

E-mail | wehEtheatretust, com, au
Contact |IVI[ Bill Shakespeare
0k l | LCancel
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Activity: Create External Customer 2

Oceanview Tennis Club has enquired about hiring the school’s tennis courts for four weeks
interim coaching lessons while the district’s tennis club courts are being re-surfaced. We have
agreed to 3 afternoons per week at $80 (Inc GST) per session for which they will pay weekly in
advance. Set up the details for Oceanview Tennis Club.

RM Billing > Customers

e Click Add Customer '@

e Enter the details as shown below and Click OK to save

Line 1
Line 2

Town/Sub
State
Postcode

Cauntry

FPhone
Fax
E -mail

Contact

Address line 1
Address line 2
Address line 3
Address line 4

Add Customer

Customer Mame

|D cearview Tennis Club

Customer Address

| 445 &lbert Street

|SCARBORDOUGH

[

E019

|
3446 0000

| tenmz@gmail. com. au

| Tom Racket

LCancel
| Customers ==
#EgBE &S2T
Customer Name Address BP&Y Ref Balance
Deeanview Tenniz Club (445 Albert Shreet, SCAREOROUGH wia 6013 {60000025 :
‘west Coast Theatre 1221 Wwest Coast Highway, SCARBOROUGH W 6013 (6000001 &

e Close the Customer window
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13.2Customer Billing

Customers are billed in the same way as students — a Billing Items batch needs to be created.

13.2.1 Create a Billing Items Batch

Activity: Create a Billing Items Batch for West Coast Theatre

Create a Billing Items batch for Hire of Facilities as illustrated below.
RM Billing > Billing Items

o Click Add Item <&
e Enter the description of West Coast Theatre-Hall Hire

e Click OK
e Click Add Debit gl
e Enter the comment 2019 Hall Hire Term 1 Weeks 1-5 <tab>
e Enter the amount 550 <tab>
e Enter the GST code of 1 <tab>
e <Tab> and select the Billing Code HIR01
e Click OK
e Repeat for 2019 Hall Hire Term 1 Weeks 6-10 for $495.00
= Billing Items ==
& 2
Batch Mo Description
| 00011 | west Coast Theatre - Hall Hire

Batch Detais |Batch Biling ltems |

Batch No 00011 Updated: | Mon 18 FEB 19 10037

Billing Year |2q19

v Created: | Mon 18 FEB 139 10:32

Description |West Coast Theatre - Hall Hire

Batch Total | il Open: YES

Tied Billing Items:

Comrment é.-’-‘«mount G5T Bill Code
STl e TV 75 T R
]
[]:4 Cancel
e Click @ Return to View
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Activity: Create a Billing Items Batch for Oceanview Tennis
Club

Create a Billing Items batch for the hire of the Tennis Courts as illustrated below.
RM Billing > Billing Items

e Click Add Item <&
Enter the description of Oceanview Tennis Club - Hire of Tennis Courts
Click OK

Click Add Debit 2

Enter the comment 2019 Tennis Court Hire Week 1 <tab>
Enter the amount 240 <Tab>

Enter the GST code of 1 <Tab>

<Tab> and select the Billing Code HIR01

Click OK

O Billing ltems =]
& 2

Batch No Description

| noo12 |0ceanview Tennis Club - Hire of Tennis Courts

Batch Detals [B atch Biing ltems

Batch No  [0002 Updated: [ Mon 18 FEB 13 10:41
Billing Year [zg739 ~ Created: | tdon 18 FEB 19 10:40

Description |Dceanview Tenniz Club - Hire of Tennis Courts

Batch Total | Hil Open: YES

Tied Billing Items:

Comment Aot GST Bil Code
2019 Hire of Tennis Courts Week 1 240000 1 HIROY
L
[}
ok Cancel
e Close the Billing Items window
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13.2.2 Bill the Customer Using the Batch

Activity: Bill West Coast Theatre

RM Billing > Customers

e Double-click on West Coast Theatre
e Select the Billing Items tab
. Add Billing Item
e Click [ AddBiingltem
e Choose the Hall Hire batch from the list displayed
Please double-click on your selectian.
Batch Mumber Description
i Kindergarten Woluntary Cantributions
o002 Fre-Primary Yoluntary Contributions
ooo03 Frimary Yoluntary Contributions
00004 |pad Replacement Fund
00005 Year B Graduation Shirt
0000e FEC Family Contribution
o000z Year B Camp
ooooa Year 3 In Term Swimming
0oaas ear 1 and 2 Science [ncursion
00010 Year 4 Perth Zoa Excurzion
" st Theatre - Hall Hire
ooz ceanview Tenniz Club - Hire of Tennis Courts
< >
Edit ]4 Cancel

Bill the Customer ‘West Coast Theatre’ using the Hire of Facilities batch.

Note: When adding a billing item to a customer, the user has the ability to edit the details
of the billing item. This is consistent with the functionality that currently exists for adding
/editing a billing item for a student.

Click OK
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| Customer Details (=3
2019 v =]

Custorner N are

West Coast Theatre

Detailz Biling ltems lHeceiptsl Tlansactions] Notesl Invoicesl

Ret  Date Type Amount GST  Disc  Paid Balance Bil e Batch# Comment Status Reason

493 H18FEE 20019 (DR i 5000 1 000 000 &e000: H YBT3 8 HAI Hire Ter

434 S18FEB 2019 DR : 45500 1 000 000 43500 HIROT :00011 2013 Hall Hire Ter

< >
TOTALS: Amount 104500 Discount 00l Paid 000 Balance 1045.00

Add Billing Item Beverzal Adjustment Dizcount

Last Modified 18/0241910:42 By ADMIN

e Click on the Customer Name of West Coast Theatre in Red

Customer Mame

|West Coast Theatre
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Activity: Bill Oceanview Tennis Club

Bill the Customer ‘Oceanview Tennis Club’ using the Hire of Tennis Courts batch.

RM Billing > Customers

. &dd Billing [tem
. Click

e Choose the Hire of Tennis Courts batch from the list displayed

0ooa iear 4 Perth Zoo Excursion
Qa0 iWwiest Coast Theatre - Hall Hire
onoi2 Oceanview Tennis Club - Hire of T ennis Courts

i ' [ | 3

Edit ” oK. ][ Cancel

e Click OK

| Customer Details (=3
2019 = | ™ |§ | =

Custorner M arne

Dceanview Tennis Club

Detail: Biling ltems |F|eceipts I Tranzactions I Motes I Irvoices I

Ref Date Tppe Amount GST  Dizc Pad Balance Bill Code Batch#t Comment Status Reazon
455 H1RFER 2019 (DR f 4000 1 000 000 24000 HIROT (00072 (2019 Hire of Tenn

£ >
TOTALS: Amuuntl 24000  Discount 000 Paid 0.00 Balancel 240,00

Add Billing Item Bewverzal Adjustrient Dizcount
Last Modified 18/02/1510:43 By AlDMIM

Keep the window open
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13.3Customer Invoices

A tax invoice is automatically created whenever a customer is billed.

Activity: View a Tax Invoice

RM Billing > Customers

e Click on the Invoices tab
e Highlight the Invoice which is listed

| Customer Details
2019 v ==

Customer M ame

| Oceanview Tennis Club

Details l Billing Iterms l Receipts l Tranzactions l Motes Imveoices

Irvoice Date Year Amaunt Balance Frinted
18 FEE 2019 240.00 240.00

Fief Date Type Amount GST  Disc Paid Balance Bill Code Batch  Comment Statuz Reazon
495 18 FEB 2019:DR 24000; 1 :000 0.00; 24000 HIRO® 00012 2019 Hire of Ter

Last Modified 18/02/1910:43 By ADMIN

Click Print &

Click OK to the Invoice message and OK to Print to Screen
View and close the Invoice

Double click on West Coast Theatre

Click on the Invoice tab

Highlight the Invoice which is listed

=

e Click on Print

Leave the window open

View the Tax Invoice which has been automatically created for West Coast Tennis Club

Note: This tax invoice is fully compliant with government regulations.
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13.3.1 Open/Closed Invoices

If an invoice has not been sent directly to the printer it is considered to be ‘open’. This means that
if more billing items are added to this customer they will be added to this open invoice. Once the
invoice is sent straight to the printer it is automatically closed. If additional billing items are added
to the customer once an invoice is closed a new invoice will be created for these items.

13.3.2 Draft/Copy/Amended text

To obtain an original invoice, the invoice must be printed directly to the printer (not to the screen
and then to the printer).

Invoices printed directly to the printer for the first time will contain no additional text. They will also
be ‘closed’ by printing them straight to the printer (see above).

Invoices viewed to the screen will contain the text ‘DRAFT'. If sent to the printer from the screen,
the printed copy will contain the text ‘DRAFT".

Copies of invoices printed to the printer for the second or subsequent time will contain the text
‘COPY".

Invoices may also contain the text ‘Amended’ followed by a date. If an invoice is amended (i.e.
changes are made to the billing items attached to the invoice once it has been closed) then an
amendment number will be attached to the original invoice number (e.g. 36-1). The invoice will
contain the ‘Amended’ text and the date of amendment. It is possible for an invoice to be amended
more than once. Invoices will be amended if the billing items attached to them are reversed,
adjusted or discounted once the invoice is closed.
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13.4Receipting for Customers

Individual receipts can be created for a particular customer. This is done via the Customers section
by drilling down on the Customer record and going to the Receipts tab.

Activity: Add a Customer Receipt for West Coast Theatre

West Coast Theatre has paid in full for the hall hire. The money has been paid directly into the
bank using EFTPOS via the schools on-site machine. Print a copy of the receipt for West Coast
Theatre.

RM Billing > Customer
e Select the Receipts tab

Click Add Receipt [494Receit

[ ]
e <tab> in the Batch No field and select the Electronic Funds Transfer batch
e Enter the payment type of EF or <tab> for a list
e Enter the amount of 550
e Enter a comment Hall Hire Term 1 Weeks 1-5
e Check that the applied amount is correctly allocated in the lower window
Add Receipt
Receipt Details Received from:
Batch Mo BOOOO2 MHame |West Coast Theatre
Electranic Funds Transfer 18.02.19 Line 2 |
Payment Type: EF Address |221 wiest Coast Highway
EFTPOS |
|
Date: 18 FEB 2019 |
Armount: I Town/Sub  [5CARBORDUGH
State |W’A
Comment: Postcode | 6019
|Ha|| Hire Term 1 weeks 1-5 Couritry |
Ref | Date | Code |GST| Comrent | AmountlDiscountlBalance| Applied
433 [1BFEE 2019 | HIROY 1 [2009 Hall Hite Tem 1 wWeeks 15 | 550.00 Nil 55000  550.00
AR EE RIS I A S A e T erm 1 weeks B | 455 T [ A i
104500 | 0.00 | 1045.00 | 550.00

e Click OK

e Highlight the receipt and click Print =
e Select Receipts > Click OK and OK to print to screen
e View and close the receipt

2

e Click Return to View
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Activity: Add a Customer Receipt for Oceanview Tennis Club

Oceanview Tennis Club have also paid in advance for their first week of tennis court hire with a
cheque for $240. Process the receipt for Oceanview Tennis Club.

e Double Click on Oceanview Tennis Club
e Select the Receipts tab
. : Add Recsipt
e Click Add Receipt
e <Tab> in the Batch No field and select the General Banking batch
e Enter the payment type of CH or press <Tab> for a list
e Accept the default date
e Enter the amount of 240
e Enter a Comment Tennis Court Hire Week 1
Add Receipt
Receipt Details Received from:
Batch Mo Boaom Mame |Dceanview Tennis Club
General Banking 18.02.19 Line 2 |
Payment Type: CH Addiess 445 Albert Strest
Cheque |
|
Date: T8 FER 2019 |
Amount: T Town/Sub | SCARBOROUGH
State [ty
Comment: Pastcode  [6079
| Tenwis Court Hire Week 1 Country |
Fief Date Code |GST Comment Arnount| Dizcount | Balance | Applied
435 18 FEE 2013 HIROT 1 |2019 Hire of Tennis Courts Week 1 240,00 Wil 24000  240.00
24000 | 000 | 24000 | 24000
e Click OK
e Highlight the receipt
e Click Print =i
e Select Receipts > Click OK and Ok to print to screen
e View and close the receipt

Note: The user may edit the Received from: field which is consistent with the
functionality that currently exists in the student Receipt Details window

Keep the window open
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13.5Customer Statements

Statements for customers can be printed from the Reports section as follows.

Activity: Print a Customer Statement

Print a statement for West Coast Tennis Club and West Coast Theatre

RM Billing > Reports

e Open the Financial Reports folder
e Select the Statement — Customers report
e The date range and the message operate as outlined in the student statement

L)

e Click Find Customer

Customer Search

Customer Name |

Address

Custarmer Mame

< >

Tatal Records Found |2

Select Close

Note: It is possible to search for a customer using the customer name field and the
search button.

Highlight both customers

Accept the default settings

Click Print and OK to print to screen
View and close the Statement

Close the Reports window
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14 Recap of Day One

Activity: Day One Recap

Write down the steps or path you would take to:

1. Set General Parameters to the RM Billing module such as the default statement message.

2. Create a new Billing Code in RM Billing.

3. Set a Student Billing Category.

4. Create a Billing Item.

5. Bulk bill students for a billing item.

6. Individually bill a student for a billing item.
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7. Apply a discount to a billing item for a student.

8. Produce a statement for a student.

9. Enter receipts in bulk via the billing items batch.

10. Enter bulk receipts which are mixed in nature. For example, different students are paying
different amounts with various payment types for different items.

11. Print the Daily Banking Summary for a receipts batch.

12. Print the Receipts Summary for a receipts batch.
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15 RM Billing & RM Finance Interface

All receipts (except Government Subsidies for Secondary School students) which are entered into
RM Billing need to be transferred to RM Finance where the reconciliation will take place. If you
follow the receipting processes outlined in these notes then the reconciliation in RM Finance
should be relatively straight forward. There are two ways in which the receipts can be transferred:

¢ Manual input to RM Finance using summary reports produced from RM Billing
e Automatic export to RM Finance using the inbuilt export routine

Note: It is recommended that Primary Schools begin using the automatic export. It is
however important that Users understand the manual process of inputting receipts batches
into RM Finance as this gives insight into how the automatic export works. We will look at
both methods in this training course.

15.1Manual Input of Receipts to RM Finance

We will look at how to transfer the contents of the General Banking batch manually into RM
Finance. This should be done when you are ready to finalise the banking and close off the
batch —i.e. no further receipts should be input into the batch once this process has commenced.

15.1.1 Print Daily Banking Summary and Transfer Information to the Batch Register

Firstly the Daily Banking Summary must be printed and the information from the Daily Banking
Summary written onto the Finance Batch Register.

Activity: Transferring Totals from the Daily Banking Summary
to the Finance Batch Register

RM Billing > Receipts

e Highlight the General Banking batch
e Click For Selected > Print Daily Banking

| Receipts Batches List View =)
For Selected
@ Print Receipts g o e @ AT
Print Daily Bankil i
Open Last Updated Batch Total
Print Receipts Summary YES 18 FER 201912:21:27

GST Summary

sfer 18.02.13 i YES ¢ 18FEE 2013 12.20:46: 1050.00

Refund Surmmary

EI Close Batch

e View the printed Daily Banking Summary on the following page
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West Coast District High School
Daily Banking Summary 18/02/2019

Rec# Amount Rec'd From Student Name Details Batch# Status
CASH
3 5250.00 Mir K Morton MILLS: Mark Year § Camp BO0001
] 5250.00 Judge J Percival RICHARDS: Mason Year § Camp BO0001
1 §25000  MrHOscar TEP: Josh Year 6 Camp B00001
14 §1000  MsPLinum AMEER: Kyle Science Incursion B00001
16 §2000  MsP Williett WILLIETT: Elizabeth Year 4 Perth Zoo Excursion  BOOD01
22 5 50.00 Iz D Dean DEAN: Troy Primary Veluntary BO00OL
Contributions and Science
Incursion
24 5250.00 iz Chum CHUM: Nora Tear § Camp BO0001
Total Cash §1,080.00
CHEQUE
1 525000  MsEEllard ELLARD: Kate Year 6 Camp B00001
2 525000  MszH Jones JONES: Keith Year 6 Camp B00001
3 525000 MsSLuck LUCK: Martin Year 6 Camp B00001
4 525000  MrJMurphy MURPHY: Tamara Year 6 Camp B00001
11 54000 Miss K Allen ALLEN: Penslope Charges and Contributions  BO000L
12 54000  Mirs Ritchie BARBOUE: Ross Charges and Contributions  BO000L
13 54000 Mz TBom BORN: Tanya Charges and Contributions  BO000L
13 54000  MrF Kinnane KINNANE: Benn Pre-Primary Voluntary B00001
Contributions
17 54000  Mis G Bailie BAILIE: Doyen Primary Voluntary BO00O01
Contributions
il 54000  Mr]JElliott ELLIOTT: Katherine Voluntary Contributions  BO000L
23 53300 MrGEraft PRICE: Natasha Voluntary Contributions and BOM001
Ipad Replacement Fund
26 524000 Oceanview Tennis Club Tennis Court Hire Weekt 1 BOOD0L
Total Cheque §1,535.00
Total for Cash and Cheques % 2615.00
Total for Report: $2,615.00
e This report can be used to check the calculations of your totals to be banked
e Print a paper copy of the report and file it
e Complete the Finance Batch register as outlined below
BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
.l?;::h?f Bank Income Expend Accruals BAiE P
Date/Date N Credit Internal il 'rod|
R B B O vza| o " fiotes T g Charge=s | (EUN! | Totals B
[E] BEay.
B00001 GB 1 2615
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15.1.2 Print the Receipts Summary Report

The Receipts Summary Report must be printed so it can be used for manual input into RM
Finance.

Activity: Print the Receipts Summary Report

RM Billing > Receipts

e Highlight the General Banking batch
e Click For Selected > Print Receipts Summary

= Receipts Batches List View ==
For Selected

@ Print Receipts g E @ g@’é L W

Print Daily Banking

Open Last Updated Batch Total
Print Receipts Summary YES 18 FER 20191 7
GST Summary sfer 180219 §YES i 18FEB 201391 1080.00
Refund Summary :

IEI Close Batch

e Click OK to print to screen

Print Receipts Summary lﬂ

Print Detailed Summary? Mo=Totals only

e Click Yes to print the detailed summary
e This report should be printed to the printer and filed for reference

Note: Use the Totals only version of the Receipts summary report when manually inputting

data into RM Finance, however the detailed summary must be printed and filed for
reference.
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15.1.3 Close the Batch in RM Billing

The receipts batch must be manually closed to ensure that no more receipts are processed
through it. When a receipts batch is closed it is because the banking is being completed. A new
receipts batch can be opened following the same format and using the date of opening (e.g.
General Banking 18.02.19)

Activity: Manually Close the Receipts Batch

RM Billing > Receipts

e Highlight the General Banking batch
e Click For Selected > Close Batch

Close Batch l ]

Are you sure you want to permanently close the selected batches?

e Click Yes
e The Print Setup screen appears
e Check your setting and click OK

Print Receipts Summary I I

Print Detailed Summary? Mo=Totals only

e Click No to get the Totals Only version of the report
e Go to the printer and check that the report has printed successfully

Print Receipts Summary l J

Close Batch and mark printed transactions as posted?

This should not be done unless the report has printed successfully.

e If the report has not printed correctly click on ‘No’. Go back to the start of the ‘Close Batch’
process and repeat the steps listed

e If the report has printed correctly click on ‘Yes’ (Warning — the process of closing the batch
and marking the transactions as posted cannot be reversed). A working message may
briefly appear. Then the batch is marked as closed. This means that no further receipts can
be input into that batch
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| Receipts Batches List View =

For Selected

013 NEACIEE-C IR

Batch Mo Year  Description (e Last Updated Batch Taotal
BOOOOT 2018 General Banking 18.02.19 NO 18 FEE 20191 7 2615.00
BOOODZ 12013 iElectronic Funds Transfer 18.02.19 iWES 18 FER 2019 12:20: 46 108000

15.1.4 Manually Enter Data into RM Finance

It is not necessary to enter every single RM Billing receipt transaction into RM Finance. The actual
transactional details will always be available within RM Billing. For each batch it is necessary to
enter an overall total for each budget/analysis/GST code grouping.

The ‘Totals Only’ version of the Receipts summary report will be used to input the data into RM
Finance. This is the report we printed when we closed the batch. The following 2 pages show a
copy of this report.

The report is broken up via the various billing codes. The budget and analysis code is displayed
for each billing code as is the total for that budget and analysis code. Receipts which contain GST
are separated from those which do not have GST.
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West Coast District High School

Receipts Summary (totals only)

Amount GST
Batch: B00001 General Banking 18.02.19
Billing Code CHGO01 School Camps
GST Code 0
Total for Income $1,200.00 % 0.00
Budget: C1102 Analysis: C1100 Totals for GST code 0 % 1,200.00 $ 0.00
GST Code 1
Total for Income $880.00 $80.00
Budget: C1102 Analysis: C1100 Totals for GST code 1 % 880.00 $80.00
Billing Code CHGO2 Incursions
GST Code 0
Total for Income $ 20.00 % 0.00
Budget: C1103 Analysis: C1100 Totals for GST code 0 $ 20.00 $ 0.00
Billing Code CHGO3 Excursions
GST Code 0
Total for Income $ 20.00 $ 0.00
Budget: C1104 Analysis: C1100 Totals for GST code 0 $ 20.00 $ 0.00
Billing Code HIR01 Hire of Facilities
GST Code 1
Total for Income $24000 $21.82
Budget: C1705 Analysis: C1700 Totals for GST code 1 $240.00 $21.82

CIVICAa

RM Billing Primary Training Notes.docx31-Dec-18
Page 125 of 277
© 2019 Civica Pty Ltd




Billing Code VARD1

Ipad Replacement Fund

GST Code 0
Total for Income $15.00 $0.00
Budget: C1525 Analysis: C1500 Totals for G5T code 0 $15.00 % 0.00
Billing Code VOLO1  Primary Voluntary Contributions
GST Code 0
Total for Income $ 160.00 $0.00
Budget: C1002 Analysis: C1000 Totals for GST code 0 $ 160.00 % 0.00
Billing Code VOL02  Pre-Primary Vol Contributions
GST Code 0
Total for Income $80.00 $0.00
Budget: C1003 Analysis: C1000 Totals for GST code 0 % 20.00 % 0.00

Total for Report:

$2,615.00 $101.82

These income lines are entered into RM Finance as per the above report. They are summarised in

the table below

Inc Reference | Batch Detail Budget | Analysis | Total Tax
Source Ref Code
INCO01 | BO0001 B00001 | School Camps C1102 | C1100 1200.00 0
INCO01 | BO0001 B00001 | School Camps C1102 | C1100 880.00 1
INCO01 | BO0O001 B0O0001 | Incursions C1103 | C1100 20.00 0
INCO01 | BO0O0O01 B0O0001 | Excursions C1104 | C1100 20.00 0
INCO01 | BO0O001 B0O0001 | Hire of Tennis C1705 | C1700 1
240.00
Courts
INCO01 | BO0O001 B0O0O001 | IPad C1525 | C1500 0
15.00
Replacement
INC001 | BOO0OO1 B0O0001 | Primary Voluntary | C1002 | C1000 160.00 0
Contributions
INCO01 | BO0O001 B0O0001 | Pre-Prim C1003 | C1000 80.00 0
Voluntary
Contributions
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Activity: Manually input Receipts Batches into RM Finance

The transactions entered into RM Finance for this report would be as follows:

RM Finance

L

a1l
RM Finance

e Open RM Finance

e Loginto RM Finance as the Manager Corporate Services with the password of keys

Transactions > Income

Type INCOO01 in the Income Source <tab>
Type 2615 in the Total <tab>

<Tab> to accept the default date

Enter the Reference as BO0001 <tab>
Enter the Batch Ref. as BOO001 <tab>
Enter the detail as School Camps <tab>

Enter 1200 as the line total <tab>
Type 0 as the tax code

Enter C1102 as the Budget code (can <tab> to select this from a list ) <tab>

7 Income

7l

Income

rlncSource e
Reference Batch Ref.
\

Add new Income 1ine

Analysis |CIIDD
Detail

|K—6 Extra Optional Costs Charges |

|Schoo| Camps |

Budget |C1 102 |SchoolCamps | Ba].lD

Tax code |E| | 7 | Tax|

0.00

Controls

Options

ok

e <tab> twice to drop the information into the All Income Lines section of the screen

#11 Income Lines

Detail F Mett ¥ Tax ¥ Linge Total
School Comps 1200.00 0.00 1200, 00
Totals 1200.00 .00 1200.00

o

# Cancel

Window

A Cloge window

? Help
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Continue entering the income transactions using the table below:

Detail Budget Total Tax Code
School Camps C1102 880.00 1
Excursions C1103 20.00 0
Incursions C1104 20.00 0
Hire of Tennis Courts C1705 240.00 1
IPad Replacement C1525 15.00 0
Primary Voluntary Contributions | C1002 160.00 0
Pre-Prim Voluntary C1003 80.00 0
Contributions
View All Income Lines
All Income Lines
Detail $ Mett $ Tax 4 Line Total
T BT K
Exoaraione o o o a0lce (Ml
e Totals s1318 10182 |2615.DD|

Check to make sure that the line total matches the total up the top of the Income window

°
i Income
Income

IncSuuree I ncorme

Total [ | 2ers.00)]

Reference Batch Ref.
e Click ¥ %
e Click OK to select the Cheque Account
'Sel'ectFund.

Please select the fund that you will use for the transaction you have just entered.

Cash Management

Investment Afc

Q37PES4E2

43259378

Ok to BATCH Income transaction ?

Click Yes to batch the transaction
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Step 2— Check the Batched Transactions Report

7

™,
& Reports
S

e Click ~
e Select the Batched Transactions Report

i Records | (Transactions| AdHoc | Custom |

7~ . ™
S GENERAL REPORTS Report Options
#11 transactions - - 1
Bt iel i) B E INCLUDE TRANSACTION TYPES ... SHOVY REPORT WITH ...
Future Postings IE Income ¥ Gross Totals
Purchasze Orders [T Totals Only
Alternative Payee Transactions r I short Report Format
Batch Number Repart [T Journal Transfers o
FICN NUmMDer Fepor [ éecruals ete, IF Include Descriptions 7
= Include Invoice 7
3 AUDIT REPORTS . [T Include User 04N 7
Tranzactions not yet printed rFRDM EAME ACCOUNTS .. [ Search Criteria
Vear E_"d Statement ["] Cash Management [ Report Nates
Cumm1tment5ulm.mar.’u ¥ Cheque Account \
EFTHBPAY.Eerhﬁcatwn Log [ Investment & /e rDESTINATIDN =
Record Maintenance Log
" Printer
3 BANK REPORTS
) ) {* Screen
Recanciled transactions L .
) ) ™ Page Preview
Unreconciled transactions T ——
Cash Movement = | & Spreadshest
Bank Balance Ignore Search
{23 Tax REPORTS D Simple Search Change Sort Order ‘
Tax Reimbursement (INC) Detailed Search p—
Tax Reimbursement {EXP) \ D Fatled Seare ‘ rin |

e Tick to include transaction types Income and select the Cheque Account
e Click Print

A portion of the report is shown below

Posting Detail Type Date Hett Tax Total Voucher

BOOOO1

INCOO1 Income

C1100 Extra Optional Charges

c1102 School Camps

Cheque Account

School Camps

Ref BOOODOA INC 18 FEB 2019 1200.00 0 1200.00 cl

BOOOO1

INCO01 Income

c1100 Extra Optional Charges

ci102 School Camps

Chegue Account

School Camps

Ref BOOOO1 MC 18 FEB 2015 200.00 80.00 1 820.00 C1

BOOOO1

INCO01 Income

C1100 Extra Optional Charges

C1103 PP-Y'8 Excursions

Cheque Account

Excursion

Ref BOOODOA INC 18 FEB 2019 20.00 0 20.00 i
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Step 3 — Edit the Batch if necessary

e Transactions > View/Post Batch
e Click onIncome
e Enter BO0O001 as the Batch reference

e Click Display Q, pisoa

Find Batch
( Find Batched Income ] Controls
- 3| QL pispla

Batch Ref BBEEE1

[ate Range from l:l
] — |

[ Close window

User Name
a\
e To edit the batch highlight the line for BOO001
e Click Edit £
All Income Lines
Detail $ Hett F Tax $ Line Total
Pre—Prim Uoluntary Contribut 20 0,00 £
Primary WYoluntary Contributi 160. 00 o.oo0 160. 00 H
|Pad Feplacement 15.00 0,00 15.00
Hire of Tennis Courts 21818 21.82 24000 E
Excur‘s!ons 20,00 0,00 20,00
Totals 251318 101.582 2615.00

e Select the line to edit in the All Income Lines section
e Edit the necessary field

We will not edit any lines in training

e <Tab> to clear the Edit selected Income Line section of the screen
e Click ¥ & >QK

Step 4 — Post the Batch

Transactions > View/Post Batch

e Click onIncome
e Enter BO0O00O1 as the Batch reference

Find Batch
[ Find Batched | ncome ] Controls
Q) pispla
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e Click Display Q, pispla

e Click Select All ﬂ to change the NO to a YES and view the Total to post of $2615

7 Post Batch to Income Accounts

&~

Gross \@J
Ref. Date Period al e
EO0001 12 FEE 2012 1 2615.00  YES I]

@]
2|

INCOO1 Hett 251318
Tax 101.82

Source / Supplier

Batch Ref.  BOOOO1

Tupe INC

Description Multi-Line Income Transaction
Bank 1 Chegue Account

\

Tatal to post

2615.00

° C“Ck v Update

Are you sure you want to post the selected items? Mo

e Click Yes

Step 5 — Check the result of posting

Records > Budget Accounts

e Click &% Find record

-5 el

Controls

i Find Batch

+" Update

Window

E_ Close window

“? Help

e Type C1102 in the Budget Account <enter>

Zl Budget Accounts

-
Eudget Account
[crioz |

Description
|SchooICumps |

[~ Default Code

Budget Heading
Budget Group
Inc Default Anal

-~

Eudget A1location

Mett Current Year Expenditure

_ malq
T

__wwwlq

Orders Outstanding

Ealance Remaining 0os

[ ox[Q

e Click on the magnifying glass to the right of the Balance Remaining

e Select Full Budget Analysis

ST
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Report Selection

@ Please select a report to print.

&t

" Expenditure Breakdown

e Click Print

e Click OK

Frint the tranzactions for thiz period only ?

e Click No as you may be looking for transactions outside of the current period

Show Tranzaction Descriptions on Repart ?

Yes

e Click Yes to show the Transaction Descriptions
e Follow the printer prompts to Landscape

e View the Budget Analysis Report with the details entered from the Billing Receipts batch

Cash Transactions Details (Year to Date)

Account Description

Incems School Camps
Income School Camps

Order No Invoice No Reference Type Date Nett Tax Gross
BOOOOY INC 18 FEB201% -1200.00 0.00 -1200.00
BOOOO1 INC 18 FEB 2019 -B00.00 -30.00 -B80.00

e Close the Report
e Minimise RM Finance
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Activity: Finalise Receipts Batches

Before enabling the Export to RM Finance function, all receipts batches must be finalised in RM
Billing. There is one batch to finalise — the Electronic Funds Transfer batch.

RM Billing > Receipts

Step 1 — Print the Daily Banking Summary

e Highlight the Electronic Funds Transfer receipts batch
e For Selected > Print Daily Banking
e Print the report and file it

West Coast District High School
Daily Banking Summary 18/02/2019
Rec# Amount Rec'd From Student Name Details Batch# Status
EFTPOS
8 540.00 Miss Andrews ANDEEWS: Luke Charges and Contributions  B00002
9 540.00 Mz A Avery AVERY: Charmaine Charges and Contributions  BO0OD02
10 540.00 Mr Pearce BAKEER: Reuben Charges and Contributions  BO0OD02
18 573.00 Mr Brood BROOD: Cassie Balance of account BO00002
19 §25000  MrR Desilva DESILVA: Haley Year & camp B00002
20 $35.00 Misz K Allen ATLEM: Tamara Primary Vols and Ipad B00002
Replacement
25 §350.00  West Coast Theatre Hall Hire Term 1 Weeks 1-3 BO0O002
Total EFTPOS $1,050.00
Total for Other Payment Types $1,050.00
Total for Report: % 1,050.00

e Enter the details of the batch onto the Finance Batch Register

k2 BATCH V8.0 Feb 2012
DEPARTMENT OF EDUCATION REGISTER - LILAC

BATCH REGISTER

For the month of Period

BANK RELATED TRANSACTION
Reference No Adjustments/Reversals **
ype of Bank h Ex| d A Il
Date/Date Batch* =n neome pern Credit Internal ceruats BANjre Proc
kol Coport | rom | To [HSwwe | AC | Remme | Pwmme | o | e | Smed | o | O | s | o
Bl Bfay.
B00001 GB 1 2615
B00002 EF 1 1050
e Close the Daily Banking Summary
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Step 2 — Print the Receipts Summary

For Selected > Print Receipts Summary
Yes to print the detailed summary

Print and file the report

Close the receipts summary

e For Selected > Close Batch

i
¢
)

Close Batch

Are you sure you want to permanently close the selected batches?

Click Yes
Select the correct printer > OK
Check that the report has printed correctly

closing the batch again (for training click Yes)

If the report has printed correctly click Yes otherwise click No and begin the process of

-

For Selected

Receipts Batches List View

2019

v G EE 42T

E==

Batchho  “Year

BO0aM

Description
2019  Electronic Funds Transfer 1
12019 iGeneral Banking 18.02.19

Last Updated

18 FEE 2013

18FER 219 12:21:

Batch Total
106000
281500

e Both batches are now closed
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West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00002 Electronic Funds Transfer 18.02.19

Billing Code CHGO01  School Camps

GST Code 0
Total for Income $ 180.00 $0.00
Budget: C1102 Analysis: C1100 Totals for GST code 0 % 180.00 % 0.00

GST Code 1
Total for Income $110.00 $10.00
Budget: C1102 Analysis: C1100 Totals for GST code 1 $110.00 $10.00

Billing Code CHGO4 In Term Swimming

GST Code 0
Total for Income $40.00 $0.00
Budget: C1105 Analysis: C1100 Totals for GST code 0 $ 40.00 $ 0.00

Billing Code HIR01 Hire of Facilities

GST Code 1
Total for Income $550.00 $50.00
Budget: C1705 Analysis: C1700 Totals for GST code 1 $550.00 %50.00

Billing Code VARD1  Ipad Replacement Fund

GST Code O
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Amount GST

Total for Income $ 30.00 % 0.00

Budget: C1525 Analysis: C1500 Totals for GST code 0 $ 30.00 % 0.00

Billing Code VAR0Z2 P&.C Family Contribution

38T Code 8
Total for Income $ 20.00 % 0.00
Budget: N3005 Analysis: N30001 Totals for GST code 8 $ 20.00 $0.00

Billing Code VOL01  Primary Voluntary Contributions

38T Code 0
Total for Income $ 40.00 $0.00
Budget: C1002 Analysis: C1000 Totals for GST code 0 $ 40.00 $0.00

Billing Code VOL03 Kindy Voluntary Contributions

GS5T Code 0
Total for Income % 80.00 % 0.00
Budget: C1004 Analysis: C1000 Totals for GST code 0 % 20.00 % 0.00

Total for Report: $1,050.00 $60.00
e Close the Receipt Summary Report
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Step 3 — Enter the Totals for each Budget and Analysis Code into the Income screen

Maximise RM Finance

Transactions > Income

e Enter the Income Source of INCO01 <tab>
e <tab>to accept the default date
e Enter the total of 1050 <tab>
e Enter the Reference of BO0002 <tab>
e Enter the Batch Ref. of BO0O002 <tab>
e Enter the detail of School Camps <tab>
e Enter the Budget Code C1102 <tab>
e Enter the Line total 180 <tab>
e Enter the Tax code 0 <tab> twice
e Continue entering information using the receipts summary or the below table
Detail Budget Total Tax Code
School Camps C1102 110.00 1
In Term Swimming C1105 40.00 0
Hire of Facilities (Hall Hire) C1705 550.00 1
IPad Replacement C1525 30.00 0
P&C Family Contribution N3005 20.00 8
Primary Voluntary Contributions C1002 40.00 0
Kindy Voluntary Contributions C1004 80.00 0
7l Income &[Sl
Income Controls
rlnc Suurce I ncome ) Options
Date Period El
Total 1030.00
Reference | EOOO0Z Batch Ref.
Add new Income Tine =
Analysis | | |
Detail | |
Budgst | | | Ba | |
Line Total Feceipt MNo. l:l
Taxcode | | % | Tax | 0.00
v o
A11 Income Lines
Detail § Mett § Tax % Line Total * Cancel
SRt B8 38 P 25| winow
P& Fami ly Contribution 20.00 0.0o 20.00
Hia E?p;gﬁﬁ?}es (Hall Wir 500,00 s’ 00, 206 E Ll close wingow
T Tatals 990.00 BD.DD‘ 1050.00 ? Help
e Check the top and bottom Totals are the same
e Click ¥ % OK to the Cheque Account and Yes to batch the transaction
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Step 4 — Check the Batched Transactions Report

: . 53%;5 Reports
On the Transactions menu click *=

Select the Batched Transactions report
Include Income Transaction Types from the Cheque Account
Click Print

A portion of the report is displayed below

Posting Detail Type Date Nett Tax Total Voucher

BOODO2

INCOO1 Income

Ci1100 Extra Cptional Charges

ci102 School Camps

Cheque Account

School Camps

Ref BOOOOZ2 INC 18 FEB 2019 180.00 0 180.00 1

BOOO02

INCD01 Income

C1100 Extra Optional Charges

c1102 School Camps

Cheque Account

School Camps

Ref BOOOOZ INC 18 FEB 2019 100.00 10,00 1 110.00 i

e Check the batched transactions report against the receipts summary making sure that the
correct budget and analysis codes have been entered and the correct GST codes used

e Close the batched transactions report

Step 5 — Edit the Batch if necessary

e Transactions > View Post Batch
e Click on Income
e Enter BO0002 as the Batch Reference

[ Find Batched |ncome ] Controls
CQ, Displa

[ Batch Ref ]
o Click Display & i
e Highlight batch BO0002 and click Edit 2
e Select the line that needs editing in the All Income Lines section of the screen
e Edit the required field
e <tab>to clear the Edit Selected Income Lines section of the screen
e Click ¥ & >0K
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Step 6 — Post the Batch

Transactions > View Post Batch > Income

e Enter BO0002 as the Batch Reference

Find Batch
( Find Batched | ncome ] Controls
Q) pispla
. . Q Display
e Click Display
e Click Select All J
7l Post Batch to Income Accounts @
e m
Gross
Ref. Date Period Yalue @] Contrgl
BO000Z 18 FEE 2019 1 050,00 YES | @4 Find Batch
2]
Source S Supplier INCOO1 Mett 990,00
Tax 60.00
Batch Ref.  BEOOOOZ
Tupe INC
Description Multi-Line Income Transaction v it
Bank 1 Cheque Account
. wWindow
-~ o
Tatal to post 0 Close window
2 Help
\
" Update
e Click
Are pou sure you want to post the selected iterms? Mo
e Click Yes
e Close RM Finance
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15.1.5 Print Re-allocation Transactions

At times the allocation of receipts may change in RM Billing. For example, a parent may pay some
money in advance to be used throughout the year. The money is entered in RM Billing as
unallocated credit. It is then transferred into RM Finance and posted against the suspense account
(N3199).

Then the student is billed for a camp and the parent instructs for some of the money to be used. So
the money is now allocated in RM Billing to the Camp billing items for the student. (We will look at
how to do this a little later in the training course).

What has happened is that the allocations in RM Billing have changed, and therefore a change
needs to be made in RM Finance to ‘move’ the money out of the suspense account and into the
appropriate ‘C’ account for the camp.

The ‘Print Re-allocation Transactions’ function produces a Receipts Summary report which lists
these types of changes only, so that the necessary adjustments can be made in RM Finance.

This report must be printed and the transactions marked as posted before the Export to RM
Finance can be turned on.

Note: The end of month procedures require that any budget reallocations are entered into
RM Finance and marked as posted in RM Billing.
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Activity: Print Re-Allocation Transactions

Print any re-allocation transactions.

RM Billing > Reports

e Open the Transactional Reports folder
e Highlight the Print Re-allocation Transaction

<7 Reports (2]
S
Charges and Contibutions Templates E
1 Charges and Contibutions Feports
(3 Financial Reports Print Re-allocation Transactions
=3 Trahsactional Feports

D Tranzaction Summarg

D Print Re-allacation Tra 3

D Re-Print Ae-allocation Trangactions

D Re-Frint Auto Allocate Transactions
3 Audit Reports

Thiz report iz only available to echools uzsing RM Finance who
are not automatically exporting transactions from Rk Billing.

Printing thiz report will give you an opportunity to track the
changes made in allocations since the batches were closed.

1t vl thery give pou the opportunity to mark thoze transactions
as posted.

Print l ’ Cancel

e Click Print
1 Re-allocation Transactions Iﬁ“

There are no itemns to print!

Note: We do not have any re-allocation transactions at this point. This will be covered

later in training.
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e The Detailed report will be printed, followed by the Totals Only report (example below)

West Coast District High School
Receipts Summary (totals only)
Amount GST
Billing Code SUS Suspense Account Budget: N3199 Analysis: N31001
ST Code 8
Totalfor Income $-20.00 % 0.00
Totals for GST code 3 $-20.00 $ 0.00
Billing Code VOLO1  Voluntary Contributions (8-10) Budget: C1001 Analysis: C1000
ST Code 0
Total for Income $ 20.00 $ 0.00
Totals for GST code 0 $ 20.00 $ 0.00
Total for Report: $0.00 $0.00

e Go to the printer and check whether the report has printed successfully
e The following message is then displayed

Print Re-allocation Transactions

Mark printed transactions as posted?
This should NOT be done unless the report has printed successfully,

ves | mo ]

e If the report has not printed correctly click ‘No’ and restart this process
e If the report has printed successfully click ‘Yes’
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e If ‘Yes’ has been selected then the transactions will be marked as posted and the following
message will be displayed

Print Re-allocation, Transactions E|

all transactions marked as posted,

e Click on OK

Note: The transactions will not be marked as posted if the report is printed to the screen.
In this case the following message will be displayed.

M Print Re-allocation Transactions

posted!
Print the report directly to the printer to mark the
transactions as posted.

f WARNING - No transactions have been marked as

e The transactions listed in the report should now be entered into RM Finance as previously
discussed

e Close the Reports window

Note: The overall total of the Print Re-allocation Transactions report will always be zero.
This is because it represents the movement of monies between accounts (e.g. debit one
account and credit another, so the overall effect is zero). In the sample report shown above
an income correction transaction for $20 would be entered against the suspense account
(N3199), and an income transaction for $20 would be entered against the C account (C1001).
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15.2 Enable Export to RM Finance

Note: It is recommended that Primary Schools start using the automatic export as soon as
RM Billing is implemented at the school.

When ready to turn on the ‘Export to RM Finance’ function follow the process outlined below.

Activity: Enable Export to RM Finance

Enable the Export to RM Finance function.

RM Billing > Parameters > Billing Parameters

Change Parameters |

e Click Change Parameters
e Place atick in the Enable Export to RM Finance check box

Fitd Finance

RM Finance D atafile I C:hkeys\AMDBYFinance_Demo .dfl | Browse
[VEnable Expart to Ak Finance!

e Click OK to save

Validate |

Once Export to RM Finance is enabled, it cannot be disabled.
Do you wish to continue?

e Click Yes to enable the link
e Close the Parameters window
e Close the Billing Parameters window

Note: An export to RM Finance will be performed later in training when new receipt batches
have been created.

WARNING

Once the ‘Enable Export to RM Finance’ function has been turned on it

cannot be disabled. Do not turn this function on until you are sure you
are ready to begin exporting automatically.
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Note: When attempting to enable the link to RM Finance, the following message may be
displayed

Export to RM Finance

Export to RM Finance cannot be enabled because there are transactions which have not been marked as posted.,

To correct the error check the following:

1. All Receipt Batches have been closed and transactions marked as posted, as
outlined in these notes.

2. All Re-allocation transactions have been printed directly to the printer and marked
as posted, as outlined in these notes

3. Close RM Finance and re open it.
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16 Receipting after Export to RM Finance is Enabled

There is no change to the receipting process once the Export to RM Finance is enabled. If the
banking batches have been closed, new batches must be opened to hold any further receipts.

Activity: Open New Receipt Batch

As the previous General Banking batch is now closed and the receipts entered into RM Finance,
a new General Banking batch must be opened to hold any further receipts that are received.

Create the following receipt batch using today’s date

RM Billing > Receipts

e Click Add &
e Enter the description and Today’s date

Add Receipts Batch

Pleaze enter a description for the batch to be created

|Genera| Banking ddrrmyy

O [ ganeal |

e Click OK to save

Note: An Electronic Funds Transfer batch may also need to be created, but for training
purposes today, we will only open a General Banking batch.
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16.1.1 Receipting after export to RM Finance is enabled

Activity: Receipting After Export enabled

The following students have brought in $20 cash to pay for their Year 4 Perth Zoo excursion.

They are all paying by cash.

Julie Edwards
Kristof Farmer
Thi Reth Gray
Sarah Sorrell

RM Billing > Billing Items

e Double click on the Year 4 Perth Zoo batch
e Select the Batch Billing Items tab
[ Show Outstanding Amounts l

e Click on
e Click on the Student/Cust header to sort alphabetically
e Highlight the students who have paid

i Billing Items =
& 2
Batch No Description
| ooo10 |Yeal 4 Perth Zoo Excursion Show &l Transactions
Batch Detailz  Batch Biling Iems
Ref  Student/Cust Tear Form Amount GST  Disc Paid Balance Bill Code  Comment Status  Reaso /
377 ALBERT: Jackie 4 iFoomi 2000 0 0.00 0.0a 2019 ear 4 Perth 2
378 BAILIE: Doyen 4 iRAoomi 2000; 0 0.00 0.0a 2019 ear 4 Perth 2 3
379 Medennite 4 iRoori 200000 0 ¢ 10.00 0.00 2019 'ear 4 Parth 2
3 ulie 4 Roor 2000 O 0.00 0.00 2 D
4 Roomr 0o o 0.00 0.00
4 Roomr o0 0 0.00 0.00
JOMES: Tim 4 iRoorr ) @
384 iMARSHALL: Krstwi 4 iRoom , i] 2019 Y'ear 4 Perth 2 Diz 0%
385 MOOR: Chris 4 iRoort 2000 0 i 10.00 0.00 2019 %ear 4 Parth 2 Diz
386 (MORTH: Mathew | 4 iRoort 2000: 0 0.00 0.00 2019 %ear 4 Parth 2 A
FRICE: Tiffani 4 . i] 2019 'ear 4 Parth 2
SORRELL: Sarah 4 Room I 0.00 0.00 2019%'ear 4 Perth 2
YARRICCHIO: Kimi 4 ) a 2019 ear 4 Perth 2
390 PWILLIETT: Elizabel 4 iRoomt 2000; O 0000 20,00 2019 ear 4 Perth 2
< >
TOTALS: Amount 280,00 Discount | 4000 Paid | 2000 Balance 220,00
SELECTED TOTALS: Amount 80.00 Discount | Nil Paid | Nl Balance a0.00
Adjustment amaunts included in balances but nat shown zeparately oK Cancel

items @

e Click Add receipts for the selected billing
e <Tab> select the General Banking batch
e <Tab> to the amount and enter 80.00

ClVICa

RM Billing Primary Training Notes.docx31-Dec-18

Page 147 of 277
© 2019 Civica Pty Ltd




e <Tab> <Tab> to the payment type and select Cash
e Enter a Comment

Add Receipts

Riecsipts Batch | BOO003 | General Barking 19.02.19
Date | 19FEB 2019
Tatal Amaount (for all o0.00 Thiz amount must match the selected tatal
students)
Papment Type | LA Cazh

Comment |Yeal 4 Perth Zoo Excursion

Cancel

e Click OK
Add Receipt 23

Print receipts now?

| Yes | l Mo ‘
e Select Receipts
e Click OK
Print Receipts
Print:
) Record of receipt allocations
[ [1].4 ] [ LCancel J

e Click OK to print to the screen
e View the report and close

2

e Click Return to View
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17 Class Collection Lists

When collecting money through a Class Collection List, there are two options for receipting the

money collection.

Option 1: Receipt the money against individual students through a Billing Item Batch (Bulk

Receipts).

Option 2: Receipt the money against the class as a Customer.

Activity: Receipting Money against Individual Students

The Year 1 class are collecting $10.00 for an incursion. The Class Collection money received,
will be noted against each individual student and receipted through the billing item batch, by
selecting the students who have paid for the activity on that day.

Note: A separate column must be used for each activity

The following Year 1 students have brought in their money for an incursion. The students were
billed using the Billing Item batch Year 1 and 2 Science Incursion.

Class Collection Year 1 Room 1:

19/02/19
Incursion
Kristel Marshall 10.00
Trisha Taleb 10.00
Simon Swansson 10.00
Yazeed Jones 10.00
Lauren Parkey 10.00
Simon Halligan 10.00
Total 60.00
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RM Billing > Billing Items

e Double click on Year 1 and 2 Incursions and select the Batch Billing Items tab

e Sort by Year Heading
e Click Show Outstanding Amounts

|[ Shov Dutstanding Armounts l|

e Highlight the Year 1 students who have brought in their incursion money

HALLIGAN: Simon 10.00
JONES: Yazeed 10.00
MARSHALL: Kristel 10.00
PARKEY: Lauren 10.00
SWANSSON: Simon 10.00
TALEB: Trisha 10.00
O Billing Items 55
=3k
Batch No Description
| oooo9 |'Year 1 and 2 Science Incursion Show All Transactions
Batch Detals Batch Billing ltems
Ref  Student/Cust ear Form Amount GST - Disc Paid Balance BEill Code Comment Statuz  Reazon /
] o 1 Roor 1000 O 0.00 10 HIG -~
1 I G 3
1 I
1 aa I
1 Hoomr 000 0 D
, ; 1 Boor 1000 O 0.00 0.00 13 ear 1 = @
LLEM: Tamara | 2 (Room 1] 0.00 0.00 ) M3%vear 1 and 2 5
369 iDEAM: Tray 2 iRoom 1000 0 000 1000 0.00iCHGOZ (1 2019%ear1 and 2 5 (7
70 IPAULEY: Candicd 2 iRoori 10008 0 n.oo 000 10.00iCHGOZ i 2019%ear 1 and 2 5
371 iCOMWCHI: Chere s 2 fRoom: 1000 0 n.on 000 10.00:CHGOZ  20719%ear 1 and 2 5 A
372 iMCALINDON: T 2 fRoom: 1000 0 n.on 000 10.00:CHGOZ  (20719%ear 1 and 2 5
373 IRAFFERTY: Paul 2 iRoom! 1000 O 0.o0 000 10.00iCHGOZ (20719%ear 1 and 2 5
374 iSIMPSOM: Berma 2 iRoort 1000; O 0.00 0.00;  10.00:CHGOZ 2019%ear1and 25
75 PWIMTER: Armetti 2 iRoort 10008 0 n.oo 000 10.00iCHGOZ i 2019%ear 1 and 2 5
7B FAMA Kystal 2 iRoom 1000: 0 n.on 000 10.00:CHGOZ  20719%ear 1 and 2 5
367 iDEJOMG: Sebaz 2 iRoom: 1000 0 n.on 000 10.00:CHGOZ  (20719%ear 1 and 2 5
366 iTHORME: Tina 2 iFAoomi 10.00¢ 0 0.o0 000 10.00iCHGOZ (20719%ear 1 and 2 5 W
< >
TOTALS: Amount 24000 Discount Ml Paid 2000 Balance 220,00
SELECTED TOTALS: Amount E0.O0 Discount Mil - Paid Mil  Balance E0.00
Adjustment amounts included in balances but not shovn zeparately oK, Cancel

Select Add receipts for the selected billing items Ql
Tab in the Batch Field and select the General Banking Batch
Tab to the Amount enter the selected total $60
Enter payment type CA cash

Note: The RM Billing receipt batch number and receipt date must be recorded on the
class collection list under the total for each column.
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e Enter comment Year 1 Science Incursion
e Click OK
Add Receipts
Fieceipts Batch | BOO0O3 | General Banking 13.02.13
Date | 19 FEE 2019
Tatal Amaurnt [for all Eo.00 This amount must match the selected total
studentz)
Paprnent Type | Cé Cash
Comment |Year'| Soience Incursion
e Click Yes to print the receipts
Add Receipt ——
Print receipts now?
| Yes | ’ Mo
e Select Receipts
e Click OK
e Click OK to print to the screen

Print Receipts

Print:

©

(") Record of receipt allocations

[ ok H Cancel l

View the report and Close
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17.1Receipting Against the Class as a Customer

Activity: Receipting the Class as a Customer

Some primary schools may choose to use the following method as an alternative to Individual
Receipting through Bulk Receipts, when a record is not required against each student in RM
Billing and the amount being taken is relatively small. Each class can be set up as a Customer
and the total for each activity for each day can be receipted against the class.

Year 6/Room 6 is collecting $1.00 from each student for a visiting author. In the class collection
list, the money received is noted against each individual student. A separate column must be

used for each activity.

Class Collection — Year 6 Room 6.

Visiting

Author

19.02.19
Baker: Reuben 1.00
Barbour: Ross 1.00
Born: Tanya 1.00
Chum: Nora 1.00
Ellard: Kate 1.00
Jones: Keith 1.00
Loxton: Katherine 1.00
Luck: Martin 1.00
Mills: Mark 1.00
Murphy: Tamara 1.00
Richards: Mason 1.00
Tep: Josh 1.00
Total 12.00

RM Billing > Customers

Prior to receipting, a Customer Billing Iltems Batch must be created.

Click Add |

Double Click on Customers

In Line 1, enter Year 6 Room 6

Customer Mame

Lire 1 |Yeal E Room B

Line 2 |

Click OK
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A Billing Items Batch needs to be created in order to Bill Year 6 /Room 6 as a Customer

RM Billing > Billing Items

e Click Add |
e Enter the Description Year 6 Room 6 Class Activity-Visiting Author
e Click OK

e Click Add gl and enter the following information as shown below

Batch Details lBatch Billing Itemns |

i Billing Items =)
==

Batch Mo Description

| o013 |'Year 6 Room B Class Activity - Visiting Author

Batch No 0ao 3 Updated: | Tue 19FEB 19 11:04
Billing Year [2q7g = Created: |  Tu=19FEB 19 11:04

Description |Yeal E Fioom B Clazz Activity - Visiting Author

Batch Total | Hil Open: YES

Tied Billing Items:

Carmment Arnourt GST | Bil Code
2019 Visiting Authar 12000 O HEG03
Ok Cancel
e Close Billing Items
The Billing item can now be applied to the Customer
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RM Billing > Customers

e Open Customers and Double click on Year 6 Room 6

e Select the Billing Items tab
e Click Add Billing Item :]

e Highlight Year 6 Room 6 Class Activity and Click OK

Please double-click on your selection.

B atch Mumber Dezcription

onooz Pre-Primary Yoluntary Contributions A

Qoooz Primary % oluntary Contributions

0nood Ipad Replacerment Fund

00005 Year B Graduation Shirt

0000E PELC Family Contribution

ooooy “ear B Camp

Qooos Year 3 In Term Swimming

00009 Year 1 and 2 Science Incursion

oooa Year 4 Perth Zoo Excursion

00011 ‘wiest Coast Theatre - Hall Hire

00mz Dceanview Tennis Club - Hi Tennis Courts

Year B Room f

£ >

Edit ak Cancel

Note: When adding a billing item through the Customer function, the user has the ability
to edit the details of the billing item. This is consistent with the functionality that
currently exists for adding /editing a billing item for a student.

e The Billing Item is applied in the Customer window

| Customer Details ==
2019 v S| 2

Custorner Marne

Year 6 Room &

Detailz Biling ltems ]Heceipts l Tranzactionz l Motes ] Irvoices l

Ref  Date Type Amount GST Diec Paid Balance Bill Code Batch# Comment Status Reason
508 f19FEE 2019 (DR 1200 0 000 o.o0 12008 CHGOZ 00073 | 2019 Visiting Auth

< >
TOTALS: Amount 1200  Discount 000 Paid 000 Balance 12.00
Add Billing Item Beverzal Adjuzstrment Digcount
Last Modified 139/02/41511:07 By ADMIM
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If a receipt is to be issued, it is added to the customer using the receipt reference CCL (Class
Collection List - name of activity) and the date of Collection.

e Click on the tab in the Customer window

Click Add Receipt

[ ]
e <tab>inthe Batch No field and select the General Banking Batch
e <tab>in the Payment Type and select Cash
e Enter the Total amount of $12.00
e Enter CCL — Visiting Author and TODAY’S DATE into the Comment Field
Add Receipt
Beceipt Details Beceived from:
Batch Mo.: BOOOOZ Mame |Yeal E Foom 6
General Banking 19.02.19 Line 2 |
Payment Type: o Address |
Cash |
|
Date: TIFER 2019 |
Amont: 12.00 TownsSub |
State |
Comment: Paosteode ,7
| CCL - Wigiting Author 19.02.19 Courtry |
Fef | Date | Code |EST| Comment | AmountlDiscountlEalance| Applied
503 13FEB 2013 | CHGOZ4 0 [2013 Visiting Author 12.00 il 12.00 12.00
1200 000 1200 1200
e Click OK
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e Highlight the receipt in the top section of the window and view the Details of the receipt
| Customer Details =]
2019 E| 9 |§ | =
Customner N arne
|Yeal 6 Room 6
Detailsl Billing Items Feceipts |Transactions| Nolesl Invoicesl
Ref  RecH Date Type  Amount Batch#t Comment Statuz Reason
19FER 2019 CA
< >
. Tatal 12.00 Add Receipt Reversal Refund
Details
Ref  Paid Bill Code Comment Status ‘Reason
508 1200 [CHGO3 2013 Visiting Author : :
< >
I 1200 Tatal
Last Modified 19/02/1971:038 By ADMIN
e Close the window
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17.2Exporting the General Banking batch to RM Finance

IMPORTANT

RM Finance must be closed before exporting. If not, a message will

inform the user that there are ‘Too many records to sort’. Once export
has been complete, RM Finance can be reopened

The Year 4 Perth Zoo Excursion and the Class Collections were entered into the General Banking
Batch. As the banking has been finalised for the day, the Export to RM Finance Utility can be used
to transfer the General Banking Batch into RM Finance.

As a batch has been exported, it is automatically closed, so a new General Banking batch will need
to be created to hold the next day’s takings.

The same steps for the manual input are also carried out for the automatic export. The Daily
Banking must be printed along with the Detailed Receipts Summary and Totals Only reports

Activity: Exporting the General Banking Batch into RM Finance

Automatically export the General Banking Batch to RM Finance

Step 1 — Print the Daily Banking Summary

RM Billing > Receipts

e Highlight the General Banking Batch
e Click For Selected > Print Daily Banking

| Receipts Batches List View E
For Selected

@ Print Receipts 2 EE 42T
Print Daily Bankil
Open Last Updated Batch Tatal

et Sy STy VES 19 FEB 2019 12:51:15
e 219 CNO 1GFEB 2019122127 2615.00
sfer 18.02.19 | NO  1BFEB 2013122046 1050.00

Refund Summary

IEI Close Batch

e Print a paper copy of the report and file it
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West Coast District High School
Daily Banking Summary 19/02/2019

Rec# Amount Rec'd From Student Name Details Batch# Status
CASH
27 §20.00 M= L Edwards EDWARDS: Julie Year 4 Perth Zoo Excurzion BOO003
28 § 20.00 Nr T Farmer FARMER: Kristof Year 4 Perth Zoo Excursion  BOO003
29 § 20.00 Mis D Gray GFAY: Thi Reth Year 4 Perth Zoo Excursion  BOO003
30 §20.00 Nrs § Sorrell SORRELL: Sarah Year 4 Perth Zoo Excursion  BOD003
il §10.00 Mz C Jones JOMES: Yazeed Year 1 Science Incursion BO00003
32 510,00 Mrs H Swansson SWANSSON: Simon Year 1 Science Incursion BOOOO3
33 §10.00 M= T Marshall MARSHALL: Kristel Year 1 Science Incursion BO00003
34 510,00 Mr G Fitton PAREEY: Lauren Year | Science Incursion BOOOO3
33 §10.00 Nirs T Taleb TALEE: Trisha Year 1 Science Incursion BO00003
36 § 10.00 M= N Kritch HALLIGAN: Simon Year 1 Science Incursion BO0003
37 §12.00 Year 6 Room 6 CCL - Visiting Author B00003
19.02.19
Total Cash 5152.00

Total for Cash and Cheques

5152.00

Total for Report:

$152.00

e Fillin the Finance Batch Register using the Daily Banking Summary

BATCH REGISTER

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals ™
Type of
Date/Da Batch* Bank Income Expend Credit
Batch No te E T [C] Cheque AIC Receipts Payments Notes Income Expend
Export rom ° [E] EFT 1,2,3 {INC}) (ESP) {irc) (ESC)
[B] BRay
B00001 GB 12615
B00002 EF 1| 1050
B00003 GB 1]152
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RM Billing > Receipts

Highlight the General Banking Batch
For Selected > Print Receipts Summary
Click Yes to print the detailed summary
Print and file the report

Close the receipts batch window

Export the General Banking to RM Finance

RM Billing > Utilities

Double click Export to RM Finance
Click Yes to the message to export the transactions

Highlight the General Banking Batch

Batches for Export

Batch Mo Description Open

General Banking 19.02.19

Click OK
Check the settings on the Print Setup screen and click OK (do not Cancel at this stage,
otherwise transactions will not be exported)

. Export [&J -

Export Complete

e Click OK once the Export is Complete

Note: If the error message ‘Too many records to sort” is received, then RM Finance must
be closed before exporting batches from RM Billing.
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The Export Summary Report will be sent straight to the printer. There is no provision to send it to
the screen. The report must be signed by the Principal and filed with the monthly reports. A
copy of the report is shown below.

West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: 11 222 333 444

Receipt Batch Export Summary
Batch Code Description Date Created Date Last Updated Open Batch Total

Batches Not Exported

No Batches 0.00
0.00

Batches Exported

B000O3 General Banking 19.02.19 19/02/2019 19/02/2019 TES 132.00

Comment:

Principal's Signature:

Date:
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17.3Check and Update the Transaction in RM Finance

It is now necessary to update the transactions that have been automatically exported from RM
Billing to RM Finance.

Activity: Update the Exported Transactions in RM Finance

Step 1 — Check the Batched Transactions Report

RM Finance > Transactions

e Login to RM Finance
e Highlight Manager Corporate Services
e Enter Password Keys

() RM PLC 2004

Login

Finance

EM Finance - Yersion 8 .40 - 7 Decernber 20158

Australia Module - Yersion 840 - 7 Decernber 2018

-~

1. Select your user name from the Tist below

Systern Administrator
Ceputy Principal

Manager Corporate Services

Principal

RM&UST —
School Administrator -
Carndiar Cinoran Coarnaoldond Soboals

2. Enter your Password

’"..—‘ Login I

Current Data File:
G NKEYS SFINANCE S TR A INING SF INANCE_DEMO DF1

ClVICa
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Transactions > Reports

select | %7

Select the Batched Transactions Report
Select Income only
Select the Cheque Account only

r Records Wl’TransactionsT Ad-Hoc

1 Custom |

r@ GENER&L REPORTS Report Options

rFREIM EAME ACCOUNTS ...
[T Cash Management

Transactions not yet printed
Year End Statement
Commitment Summary

&11 transactions e " .

e i R TR T INCLUDE TRANSACTION TYPES ... SHOW REPORT WITH ...

Future Postings [ 1 [V Gross Totals

Purchasze Orders | [ Totals Only

Alternative Payes Transactions F = Short Report Format

Batch Number Report [ Acoruals ete, ¥ Include Descriptions 7
I Inclode Irvoice 7

{3 AUDIT REPORTS h [T Include User 0/H 7

[ SearchCriteria
T Report Motes

¥ Cheque deccount %

EFT/BPAY Certification Log
Record Maintenance Log

5] BANK REPORTS
Reconciled transactions L

Unreconciled transactions '—FINDTRANSAETIDNS S @ =
Cash Movement = |

[T Investrment 4/c

"DESTINATION ...

" Printer
{* Scresn
(" Page Preview
" Spreadsheet

Bank Balance 3 lgnore Search

Change Sort Order |

{23 Tax REPORTS j Simple Search

Tax Reimbursement {INCY ) N
Tax Reimbursement (EXP} ! D Detailed Search s |
e Click Print
Posting Detail Type Date Nett Tax Total Voucher
BOOOO3
INCD01 Income
C1100 K-5 Extra Optional Costs Charges
C1103 PP-Y& Excursions
Cheque Account
General Banking 19.02.19
Ref BOOOOD3 INC. 19 FEB 2019 72.00 72.00 Ci
BOOOO3
INCO01 Income
C1100 K-G Extra Optional Costs Charges
C1104 PP-Y& Incursions
Cheque Account
General Banking 19.02.19
Ref BOOOO3 INC. 19 FEB 2019 20.00 20.00 Ci

e Check the report against the Receipts Batch Export Summary

Note: The Receipts Batch Export Summary cannot be printed to screen, but can be re-

printed from Reports > Audit Reports > Re-Print Receipts Export Summary.
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Step 2 — Update the Income Batch in RM Finance

e Select Income

Find Batch

Transactions > View /Post Batch

e Enter the Batch Reference BO0O003

[ Find Batched I ncame

-~

Batch Ref

BEEEEZ

[ate Range from l:l
) —

1

Reference

User Name

Controls

Q, Display

Window

ﬂ Close window

9 i

e Click Display Q pisplay
e Click Select All

Source / Supplier INCO01 Mett Fz.00
Eudget c1103 Tax 0.00
Analysis ci100

Batch Ref.  BOOOO3

Tupe IMC

Description General Banking 19.02.19

Bank 1 Cheque Account

%

-~

Total to post

152.00

Vi Post Batch to Income Accounts ==
'
Gross
Ref. Date Period Value & Controls
BOOOOZ 19 FEB 2019 1 7200 YES i
EOOOOZ 19 FEB 20193 1 s0.00 YES M feifrit

&~ Lpdate

Window

E_ Close window

P Help

o Click v lotite
e Click Yes

e Close RM Finance
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18 Follow-up of Unpaid Debts

There are a number of reports within the system which can be used to assist with the follow up of
unpaid debts.

18.11dentifying Outstanding Billing Items

A report can be produced to list outstanding payments for items such as excursions and camps.

18.1.1 Transaction Summary Report

Activity: Print the Transaction Summary Report

Print a report which lists all students who have not paid in full for the Camp.

RM Billing > Reports

| Group and subtotal by student | Student Totalz Only

Customers

Fram Date | To |

Fram Ref | To |

e Open the Transactional Reports folder
e Click on Transaction Summary
e Select the Billing Items radio button
e Click New Query
e Use the find tool to select All the Year 6 students (a form group can be selected if required)
e Place atick in the Student Totals Only box
e Delete the default dates
e Click on the Billing Options tab
e Type an asterisk (*) in the Billing Item Batch field
e Press <tab>
e Select the Year 6 Camp and OK
e Place atick in the Billing Item Balance box
e Click on the equals sign (=) and select the > operator from the list
Transaction Summary
@ EBilling ltems Fleceipts Bath
Students

|Z| Mews Query

| Selected Subset 12 entries

@ | [0) Customers Selected

Biling Codes Biling Options ]Dther]

Biling ltern Batch 00007

Show discounted biling items only

[Blank. far all)

Tl > | Jom

| Frint | |

Catcel

e Click Print

e View the printed report detailed on the next page
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\West Coast District High School

Transaction Summary

Search Criteria

Billing ltems only

Billing ltem Batch: Year 6 Camp
Billing ltem Balance = $0.00

12 Students Selected

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operat
Totals for BAKER: Reuben $250.00 $10.00 $0.00 $210.00
Totals for BARBOUR: Ross $250.00 $10.00 50.00 5$210.00
Totals for BORN: Tanya §250.00 $10.00 $0.00 $210.00
Totals for LOXTON: Katherine §210.00 $10.00 $0.00 $210.00
Totals for Report $960.00 $40.00 50.00 $340.00

e To see the individual billing items for each student uncheck the Student Totals Only

checkbox
e Click Print

A portion of the report is shown below

West Coast District High School

Transaction Summary

Search Criteria

Billing ltems only

Billing Item Batch: Year 6 Camp
Billing ltem Balance = §0.00

12 Students Selected

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description

BAKER: Reuben

262 18/02/19 DR CHGO1 $100.00 $0.00 $0.00 560.00 BAKER: Reuben 2019 Camp
Accommodation and
Activities

263 18/02/19 DR CHGO1 §40.00 $0.00 $0.00 54000 BAKER: Resuben 2019 Camp Transport

264 18/02/19 DR CHGO1 $110.00 §10.00 $0.00 5110.00 BAKEF: Reuben 2019 Camp Food

Totals for BAKER: Reuben $230.00 $10.00 $0.00 $210.00

BARBOUR: Ross

268 18/02/19 DR CHGO1 5100.00 $0.00 $0.00 $60.00 BARBOUR:Rosz 2019 Camp
Accommodation and
Activities

269 18/02/19 DR CHGO1 §40.00 $0.00 $0.00 54000 BARBOUR:Ross 2019 Camp Transport

270 18/02/19 DR CHGO1 5110.00 $10.00 $0.00 5110.00 BARBOUR:Rosz 2019 Camp Food

e Close the reports window
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18.1.2 Summary Aged Debt Lists

This report is another useful way of identifying outstanding debtors. This report will display a list of
Students or Customers (there is a separate report for each) who have an outstanding balance
greater than zero. The amounts owing are classified into current, 30, 60 and 90+ day categories.

Activity: Print the Summary Aged Debt List

Print a Summary Aged Debt List for Students.

RM Billing > Reports

Open the Financial Reports folder

Click on Summary Aged Debt List — Students

Click New Query

Use the find tool to select all students on the current roll
Click Print

View and close the report (example below)

West Coast District High School
Summary Aged Debt List as at 19/02/19 - Student based

Student Hame Year Form Debtor Current 30 Days 60 Days 90+ Days
ALBERT: Jackie 4 Foom 4 Mz R Albert §73.00 §0.00 §0.00 50,00
ALLEN: Penslope 3 Foom 3 Mizz K Allen 533.00 §0.00 §0.00 50,00
ALLEN: Tamara 2 Foom 2 Mizz K Allen §10.00 §0.00 §0.00 50,00
AMBER: Kyle 2 Foom 2 Mz P Linum §73.00 §0.00 §0.00 50.00
ANDERSON: Kurt 3 Foom 3 Mrs L Anderson $105.00 §0.00 §0.00 S0.00
ANDREWS: Luke K KP Mizz D Andrews 535.00 50,00 50,00 50.00
AVERY: Charmaine 3 Foom 3 M= A Avery 583.00 §0.00 §0.00 50,00
BAILIE: Doyen 4 Foom 4 Mz G Bailis 533.00 §0.00 §0.00 50,00
BAKER: Reuben 6 Room & Mr A Pearce §301.50 §0.00 §0.00 50,00
BARBOUE: Fosz 6 Foom 6 Mirz Pamela §301.50 §0.00 §0.00 50.00
Ritchie
BECKER: Tareq 3 Foom 5 Mz Sheena Becker $75.00 $0.00 $0.00 §0.00
BORN: Tanya 6 Room & Mz T Born 5281.50 §0.00 §0.00 50,00
BROWI: Steven 3 Foom 3 Mz & Throzz=ll §73.00 §0.00 §0.00 50,00
CATERER: Fleur K KP Mz Debbiz Caterer 533.00 §0.00 §0.00 50,00
CHUM: Nora 6 Foom 6 s Cheryl Chum 59130 §0.00 §0.00 50.00

e Close the reports window

Note: A Summary Aged Debt List for Customers can also be produced from the same
section using the Customer report.
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18.1.3 Printing Outstanding Items from the Billing Items batch

Outstanding billing items can also be identified by looking at the billing items batch.

Activity: Print Outstanding Billing Items from the Batch

Print a list of outstanding billing items in the Year 4 Perth Zoo Excursion batch.

RM Billing > Billing Items

2019 Year 4 Perth
2013 vear 4 Perth
2013 vear 4 Perth

e Double-click on the Year 4 Perth Zoo Excursion batch
e Click on the Batch Billing Iltems tab
e Click Show Outstanding Amounts 2" Ovistanding Amouris
e Click on the Balance column heading twice so that the unpaid amounts are listed at the top
e Click on the Student/Customer heading to order alphabetically
e Highlight all billing items which have a balance >0
- Billing Items
&2
Batch No Deszchnption
| 00010 |Year 4 Perth Zoo Excursion Show All Transactions
Batch Details Batch Biling lterms
Year Form & Disc Statuz  Reason
4 r 0.00 = /
- oo
s B
4
4 tl
FRICE: Tiffani 4
MOOR 4 2
y 4
4 A %
4 29 %ear 4 Parth
i ear 4 Pertl A
4
4
4

TOTALS: Amount 280.00 Discount
SELECTED TOTALS: Amount 180.00 Discount

203 ear 4 Perth

4000 Paid

100.00 Balance

4000 Paid

Hil  Balance

>

140,00
140.00

Adjustment amounts included in balances but not shown separately

e Click Print Selected El
e View and close the report
e Close the Billing Items window

k.

Cancel
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Note: This report will always list the individual billing items whereas the previous report
(Transaction Summary report) allows the overall totals per student to be displayed.

West Coast District High School
Batch Billing Items

Batch: 00010 Year 4 Perth Zoo Excursion Billing Year: 2019

e

Filter applied: Manual selection

Ref Student/Cust Name Year Form Amount GST Disc Paid Balance Bill Code Comment Status Reason

3n ATBERT: Jackie 4 Room 4 2000 0 000 0.00 2000 CHGO2 2019 Year 4 Perth Zoo Excursion

378 BAILIE: Doyen 4 Room 4 2000 0 000 0.00 2000 CHGO2 2019 Year 4 Perth Zoo Excursion

383 JONES: Tim 4 Room 4 2000 0 000 0.00 2000 CHGO2 2019 Year 4 Perth Zoo Excursion

386 NORTH: Mathew 4 Room 4 2000 0 000 0.00 2000 CHGO2 2019 Year 4 Perth Zoo Excursion

389 VARRICCHIO: Kim 4 Room 4 2000 0 000 0.00 2000 CHGO2 2019 Year 4 Perth Zoo Excursion

387 PRICE: Tiffani 4 Room 4 2000 0 1000 0.00 10.00 CHGO2 2019 Year 4 Perth Zoo Excursion Dizcounted - July 2019
Zoo Fundraising

385 MOOR: Chris 4 Room 4 2000 0 1000 0.00 10.00 CHGO2 2019 Year 4 Perth Zoo Excursion Discounted - July 2012
Zoo Fundraising

384 MARSHALL: Kristy 4 Room 4 2000 0 1000 0.00 10.00 CHGO02 2019 Year 4 Perth Zoo Excursion Discounted - July 2019
Zoo Fundraising

379 DUNSTAN: Jennifer 4 Room 4 2000 0 1000 0.00 10.00 CHGO02 2019 Year 4 Perth Zoo Excursion Discounted - July 2019
Zoo Fundraising

TOTALS 180.00 40.00 0.00 140.00
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18.1.4 Using the Filter Function to identify outstanding debt

Outstanding billing items can also be identified by using the Filter Function in a Billing Iltems Batch

Activity: Use the Filter Function to identify outstanding debt

Print a list of outstanding billing items for the Year 6 Camp batch.
RM Billing > Billing Items

e Double click on the Camp Batch
e Click on the Batch Billing Items tab

e Click Show Outstanding Amounts 2 Ovistanding Amouris

e Click on the 4 Filter icon (Filter the Billing Items agains a search criteria)
e Place atick the box for Balance
e Change the equal sign to a Greater Than sign > 0.00

| Choose Billing ltems (=]
Shiaw billing itenig with:

[J+vear 5 ,7\,
[ Fam 5 ,7\.
’ Ealance s ’7000
ClasT, = 1 v
[]Billing Codes

Code Description

CHGOZ éExcursions ~
Q0C03 i Graduation Shirt

HIRO1  iHire of Facilities

CHGO4 ln Term Swimming

CHGOZ Incursions

00Co  instrumental busic w

Laamma G [T -

(JOR (@ AND Cancel

e Click OK

All the items with a Balance > $0 will be highlighted
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= Billing Items
a®
Batch Ho Description
| nooo? |Yeal 6 Camp Show All Transactions
Batch Details Batch Biling Items
Ref  Student/Cust ‘ear Form Amount GST  Disc Paid Balance Bill Code Comment Statuz  Reazon
275 BORM: Tanya E iRoon 4000 O 0.00 Q.00 QO00:CHGOT 12019 Camp Transpo & 520056 AdiL A
276 (BORM: Tanpa E iFoor! 170,008 1 0.0a 0.0a 000CHGO (2079 Camp Food  (ACBEE Wit 3
280 iCHUM: Mara E iRooni 100.00: O 0.00: 10000 Q00:CHGO1 12019 Camp Accomni4:525  (Reh
281 iCHUM: Mora E iHoon; 4000: D 0.00: 4000 Q00:CHGOT 2019 Camp Transpoi 4526 iReh D
: E Roor 1 &:527  iReh
' 2
d 0
MWES: Feit /o
JOMES: Keith
JOMES: keith A
3 0. 1 L . . HGO 9 Camp Food
304 LUCK: Martin E :iRoon: 100.00: D 0.00: 10000 Q00:CHGEOT 2019 Camp Accom:
305 LUCK: Martin E iRoomi 4000 D 00o: 4000 QO00:CHGEOT 2019 Camp Transpo:
306 LUCE: Martin E iFoor! 170,008 1 0.00¢ 110,00 0.00CHGO 2079 Camp Food W
£ >
TOTALS: Amount 2.00000 Discount 4000 Paid 187000 Balance 4E0.00
SELECTED TOTALS: Amount 450.00 Dizcount Ml Paid Mi  Balance 4E0.00
Adiuztment amounts included in balances but not shown separately oK, Cancel
e Click £ and Ok to the screen
PNest Coast District High School
Batch Billing Items
Batch: 00007 Year 6 Camp Billing Year: 2019
Filter applied:  Balance = $0.00
Ref StudentiCust Name Year Form Amount GST Disc Paid Balance Bill Code Comment Status
286 DONOVAN: Kate ] Room 6 10000 0 000 0.00 100,00 CHGO1 2019 Camp Accommoedation and
Activities
287 DONOVAN: Kate ] Foom 6 4000 O 000 0.00 40,00 CHGO1 2019 Camp Transpert
288 DONOVAN: Kate 6 Room 6 11000 1 0.00 0.00 110,00 CHGO1 2019 Camp Food
[208 LOXTON: Katherine ] Foom 6 10000 0 000 0.00 100,00 CHGO1 2019 Camp Accommedation and
Activities
300 LOXTON: Katherine 6 Foom 6 11000 1 0.00 0.00 11000 CHGOL 2019 Camp Feod
TOTALS 460.00 0.00 0.00 460.00

View and close the report
Close the Billing Items window
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18.2Notes

It may be necessary at times to record certain information relating to students or parents regarding
payment of accounts. Attached to each student record is a ‘Notes’ tab that can be used for this
purpose. Student Notes can also be viewed and printed from the Student List window. An option is
available to select a date range if searching for notes outside of the current date or to enquire as to
when the notes were originally recorded.

Activity: Enter Notes for Students

Record the following notes for each student listed below.

Name Subject Details
Krystal Fava Charges and | Ms Fava rang to say she will pay after she receives her
Contributions | tax refund.

Cass Taylor Charges Ms Taylor rang to say that she will pay for the camp by
the end of next week.

Jenna Dudney Contributions | Ms Dudney rang to say that she will not be paying for
the remainder of Jenna’s costs as they are voluntary
contributions.

RM Billing > Students

e Double-click on Krystal Fava
Click on the Notes tab

Click Add a note El

Press <Tab> to accept today’s date

Type Charges and Contributions as the subject

Enter the details from the above table in the lower window
Click OK to save

Highlight the note

e Click Edit i
e Add to the details ‘Tax refund expected late this term’
e Click OK

e Click Return to View ©
e Continue adding notes for the students in the table above

To view an individual’s notes click on the Printer when in the Notes window.

e In Krystal Fava’s window click Print =
e View and close the printed notes list

e Click Return to View @

Note: It is good practice to enter your initials to the text when adding a note in RM Billing. If

a note is entered in error select the note and click Delete Note EI
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18.2.1 Viewing Notes from the Student Screen

Activity: Viewing Notes from the Student Screen

RM Billing > Students

e Click on the Notes Header twice to bring all students with notes to the top of the list

| Students E

For Selected

h# P e mE|D

Motes Year Category Balance

Primary
Prirary
Primary

e Highlight all the students who have a tick in the Notes column

e Click For Selected and Print Notes

[ students

| For Selected

Print Statement
% Print Charges and Contributions
Apply Subsidies
Apply Receipts
Add to Billing Itern Batch
Set Student Billing Category

Secondary Financial Assistance Allowances

Print Motes

Enter the date range faor the printing of notes.
Leave blank for all notes.

Fram I
To I

I Ok, I[ LCancel ]

e Enter a date range for the current month

e Click OK

e Repeat without entering a date range

e Click OK and all notes are displayed
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West Coast District High School
Student Notes Report

Date Subject Detail
TAYLOR: Cass Year: 7 Form: 07.1
19 FEB 2019 Charges Ms Taylor rang to say that she will pay forthe camp by the end of

nextweek. DM

FAVA: Krystal Year: 2 Form: Room 2
19 FEB 2019 Charges and Contributions M= Fava rang to say she will pay after she receives her tax refund.
SH

Tax refund expected later this term. SH

ANDERSON: Kurt Year: 3 Form: Room 3

18 FEB 2019 Voluntary Contributions Mrs Anderson sent a note to the office today to say she is not
going to pay the Voluntary Contributions as they are Voluntary. 3H

DE JONG: Sebastian Year; 2 Form: Room 2

18 FEB 2019 Payment Plan Mrs De Jong has arranged to make a payment of $10 per month
to cover Sebastian’'s account. SH

DUDHNEY: Jenna Year 7 Form: 071

19 FEB 2019 Contributions M= Dudney rang to say that she will not be paying for the
remainder of Jenna's costs as they are voluntary contributions.
SH

e View the Notes Report then close
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19 Correcting Errors/Making Adjustments

At times it may be necessary to correct an error made when entering a billing item or a receipt.
Alternatively it may be necessary to make some type of an adjustment to a billing item or a receipt
due to a change in circumstances.

The table below outlines the different adjustment options which are available for billing items and

receipts.
Billing Items Receipts
Reversal This will create an opposite Reversal | This will create an opposite
(reversal) transaction thereby (reversal) transaction thereby
‘cancelling out’ the billing item. ‘cancelling out’ the receipt.
e Used to correct an error e Used to correct an error
(billing item should not have e Used for cheques that are not
been created) cleared
e Used when a student should e Used for EFTPOS payments
no longer be charged for an that have failed
item (e.qg. billed for Camp but
now not going) (Note that billing item balances will
be reinstated.)
Adjustment | This will create an adjustment Refund Used to refund amounts that have
transaction for the amount already been paid.
entered. This reduces the
amount of the billing item by the e Used when money needs to be
adjusted dollar amount. returned (refunded) to the
parent.
Note: An alternative method
could be to reverse the item and
then add a new billing item The associated billing items will be
which can be edited for a lower reversed automatically so that the
amount. debt is not reinstated.
Write-Off This will create an opposite
write-off transaction to negate
the amount still owing on the
billing item thereby ‘cancelling
out’ the billing item.
e Used at the end of the year
to write-off debts that will not
be recovered (in accordance
with the Department’s write-
off policy)

Note: The write-off procedure will be covered later in the training course.
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19.1Transaction References and Reasons (Discussion Only)
19.1.1 Reasons

If a transaction has been modified in some way (i.e. discounted, reversed, adjusted, written off or
cancelled) then the reason field will begin with standard system-generated text (as shown below)
followed by the reason entered by the operator.

Types (for Billing Items). Valid Types for Billing Items are DR (Debit), RV (Reversal), AD
(Adjustment)

For Billing Items and their related transactions, reasons will begin with the following standard text.

Type Transaction Reason begins with
DR Original transaction reversed Reversed -
RW Reversal transaction created (RV) Reversal -

DR Original transaction adjusted by user Adjusted -
AD Adjustment transaction created (AD) {user initiated) Adjustment -
DR Original transaction adjusted by refund Refunded -
AD Adjustment transaction created {AD) by refund Refund -

DR Original transaction discounted Discounted -
DR Original transaction written off Written off -
AD Adjustment transaction created for writeoff Writeoff -

DR Original transaction cancelled Cancelled -
AD Adjustment transaction created for cancellation Cancellation -

Type (for Receipts). The transaction/payment type. Valid types for receipt related transactions
are — All Valid Payment Types RF (Refund) and RV (reversal).

For Receipts and their related transactions, reasons will begin with the following standard text.

Type Transaction Reason begins with
The payment type | Original transaction reversed Reversed -

RV Reversal transaction created Reversal -

The payment type | Original transaction refunded Refunded -

RF Refund transaction created Refund -

19.1.2 Reference Number

When a billing item is entered into RM Billing, a reference number is automatically applied to the
billing item. In the table below, the 3 reference item numbers apply to the tied camp billing items.

Babe Date Type Amount GST  Dizgc Paid Balahce Bill Code Batch# Comment

10 PI19FER 23 (DR 100000 0 0008 0008 100008 CHGEOT (00007 (2073 Camp Accommodation and Activities
511 |13 FEEB 2013 (DR 40,008 0 000 000 40,00 CHGOT {00007 (2013 Camp Transport
S12 1i19FEB 203 (DR §110.00{ 1 000 0008 110008 CHGOT {00007 2019 Camp Food

When a billing item is reversed, it is reflected in two lines.

Tvpe Amount GST  Disc  Pad  Balance Bill Code Batch# Comment Status ‘Reaszon
100,008 CHGOT {00007 2019 Camp Accommodation and ActikF: 513 iReversed - Cal

‘DR {10000 0 | 0000 0.00
R 4000 0 @ 000 O
DR 110000 1 | 0000 O
RY 00000 0 ¢ 000 0.00;

4D.EIEI§ CHGO EEIEIEIEI? EEEI'IEI Camp Transport
110008 CHGEO {00007 $2013 Camp Food
A00.008 CHEM {00007 {2019 Camp Accommodation and Acti

<510 EHeversaI -Can

The line for the Camp Accommodation reversal is identified by an R: (Reversal), followed by a
corresponding reference number 513, showing that a reversal has taken place.
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The lines displaying V: (Original), indicates that this is the original transaction and reference
number. This cross reference is particularly useful if there are multiple reversals, as it enables the
user to match the original billing item to the reversed billing item using the transaction reference
number.

Type Amount GST  Dizc Paid Balance Bill Code Batch# Comment Statuz Reazon

‘DR {10000; 0 | 000 © 10000 CHGO1 00007 (2019 Camp Accommodation and ActiiR: 513 {Reversed -
(DR ¢ 4000: 0 ¢ 000 4000 CHGEOT {00007 2013 Camp Transport (A14 {Reversed -
DR i110.006 1 ¢ 000 110.00; CHGO1 {00007 §2019 Camp Food 1515 iReversed -
‘RY -100.000 0 ¢ 0.00: -100.00; CHGOM $00007 | 2019 Camp Accommodation and Ac 510 ‘Reversal -
iRV o-4000; 0 ¢ 000 -40.00; CHGOM $00007 2013 Camp Transport 511 iReversal -
IRV 110008 1 F 0.00 A10.008 CHGEOT {00007 {2013 Camp Food B B12 {Reversal -
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19.2Billing Item Reversals

A billing item can be reversed if it has been entered in error, or if the student should no longer be
charged for the item. Billing items may be reversed for an individual student or for a group of
students.

19.2.1 Reversals via Student Record

Activity: Reverse Billing Items for a student

Graeme Delamare has been billed for the camp for two days. We have now received notification
that he is unable to attend because he has broken his arm. As he should no longer be charged
for the camp, his camp-related billing items will need to be reversed.

RM Billing > Students

e Double-click on Graeme Delamare
e Click on the Billing Iltems tab
e Highlight the first Camp billing item

| Student Details ==
2ms vVeldar|a®
Surname Ko 1 arne
|DELAMAFIE |Elaeme Show Billing Items with Outstanding Amounts

Detailsl Subjects Billing Items lHeceipts] Transactions] Notesl Invoicesl Sec Fin Assist

Fef  Date Type Amount GST i FPaid Balance Bil Code Batchit Comment Status Reason
237 18 FEB 2019 DF! 4D.DD§ ] ) D.DD§ 4D.DD§ WOLO EDDDDB E2D19Primary Volu@
238 S18FEB 2019 DR ¢ 1500: 0 ¢ 0.00: 000: 15008 WARO1 00004 (2019 lpad Replace

449 DIBFEB2019 DR | 2000 8 | 0000 000 2000 VARODZ {0000F 2019 PAC Famiy C
13 FEE 2019 1] I 0.00 50.00 CHGO1 QOooF 2019 I:.amp Accon

457 1BFEB 2019 DR : 5600 1 | 0.00; 0.0D; 5500, CHEO1 00007 2019 Camp Food

e Click Reversal

Reverse

Are you sure you want to reverse this Billing Item?
This cperation cannot be undone!

e Click Yes
e Enter areason (e.g. ‘Not attending due to a broken arn?’)

Billing Item Reversal

Far Billing Item ref: AGE

Reason for Reversal: |h-1a_l,l 2019 Mot attending due to broken arm
e Highlight the reason and <Ctrl> C to copy the reason for later use
e Click OK
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A reversal transaction is created and both transactions now have a status and a reason.

e Repeat the above process to reverse the second camp billing item for Graeme Delamare
using <Ctrl> V to paste the reason

Ref  Date T_l,lpe Amournt GST Disc  Paid Balance Bill Code Batch#t Comment Status Reason
237 18 FEB 20113 DF| HI) DD 0 D.DDE D.DDE 4D.DD§ WaLo §DDDDS {2019 Primary Yol H
238 18FEB 2019 DR § 1500 0 © 0000 000 1500 vaRO! 00004 (2019 lpad Replacs
449 BFER 2019 (DR i 20000 8 i 0000 0000 20000 VARDZ 00006 i 2019 P& Family C i
466 (18FEE 2019 :DR @ &0 DD 0 i 000 000 60008 CHGEO (00007 2019 Camp Accon: B 616 iReversed -
467 18FEE 2019 DE G500 1 At CHGO1 00007 2013 Camp Food
916 {19FEB 2013 {RY | -50.00; O 0.00; 0.00; 5000 CHGOT (00007 :2019 Camp Accon: 466 iReversal -
e Click OK
Ref  Date Type Amaunt GST  Disc Paid Balahce Bill Code Batch#t Comment Status Reason
237 HBFER 2019 DR | 40000 0 ¢ 0000 0008 40000 WOLOT 00003 i 2019 Primanyg Yol
238 18 FEB 201 R 15.DD§ 0 D.DDE D.DDE 15.DD§ WaR0 EDDDD4 §2D‘|Slpad Repla
443 118FEE 20 R {20000 8 | 000F 0000 20008 VAROZ {00006 2019 F&C Family
466 {18 FEB 20 R ¢ 5000; 0 § 000 0007 5000 CHGO1 {00007 §2013 Camp Acc a6 iReversed - |
467 H1BFER 201 R BRO0C 1 ¢ 0000 0000 BRO0F CHGO1 (00007 ©2019 Camp Foo 517 iFleversed - |
516 19 FER 201 Wi BOO0: 0 ¢ 000 000 6000 CHGOD 00007 ;2079 Camp Acc 4EE iReversal - b
7 ‘IS FEB 2019 iRY -55.DD§ 1 D.DDE D.DDE -55.DD§ CHGEOT EDDDD? §2D‘ISEamp Foo a67 EHeversal-h

The Student Details Screen can be filtered to show only transactions for which there is an
outstanding balance. This is useful to hide reversed items and their reversal transactions.

. Show Billing ltems with Outstanding Amounts I
e Clickon I £ £
| Student Details (=3
2019 v 1k 52
Surname Known Mame Adjustment amounts included in balances but not shown separately
| DELAMARE |Graeme | Show All Transachons |

Details] Subjects Billing ltems IF!ec:eipts] Transactions] Notesl Invoices] Sec Fin Assist]

Fef  Date Type Amount GST  Disc Paid Balance Bill Code
237 MBFER 2019 iDR 40000 0§ 000 0000 40008 woLo
238 '18 FEB 2019 'DF! 15, DD' ] i} D.DDE 15, DD' WaR
449 'IEFEB 2ma DF| P20 DD 8 DEID DUD§ 20. DEI WaR 02

Batch# Comment Status
;00003 §2D1 9 Primary Wolug
00004 (2019 Ipad Replac:

;00006 201 I PEC Family E

Feazon

Only B|II|ng Items with an outstandmg balance are now visible.

e Return to Students
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19.2.2 Printing an Updated Statement for the Student

Activity: Print Updated Statement

Print an updated statement for Graeme Delamare.

RM Billing > Students

Click OK

Highlight Graeme Delamare
For Selected > Print Statement

View and close the new statement

19.2.3 Printing an Unpaid Billing Items Reminder

Schools may choose to send a reminder of Unpaid Billing items. Unlike a Statement which may
include all transactions, the Reminder of Unpaid Billing Items report will produce a list of only
Billing Item Transactions that have an Outstanding Balance.

Activity: Print Reminder of Unpaid Billing Items

Reports > Financial Reports > Reminder Unpaid Billing Items-Students

@
88

Reports

[l

Chargez and Contributions Templates
[[] Charges and Contributions Fleports
3 Financial Reports
|:| Statement - Students
D Statemment - Customers
|:| Unprinted Invoices - Shudents
D Unprinted Invaices - Customers
El Summary Aged Debt Lizt - Students
|:| Summary Aged Debt List - Customers
El Reminder Unpaid Biling [tems - Students
|:| Unallocated Credit Listing
Tranzactional Repaort:
Avudit Reports

oo

Reminder Unpaid Billing Items -
Students

Select
Students

Selected Subset 1 enty W

Enter an appropriate mezsage bo appear on the printed reports

Flease note the following Billing Items hawe not yet been paid.
Pleaze contact the school office on 9229 7777 if pou would like to
arrange payment.

Click on New Query

[

e Search for Graeme Delamare

e Highlight Graeme and Click Select and Yes

e Click Print and OK
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West Coast District High
1120 Hay Road

PERTH Western Australia 6005
Australia

Ph: 9412 3456

ABM: 11 222 333 444

Reminder of Unpaid Billing Items

Mr § Delamare
21 Cozmelia Way
PINEY WOODS WA 6900

Date Tt It Details Amount
Graeme DELAMARE Year5 Form Room 5

18/02/2019 237 13 2019 Primary Voluntary Contributions § 40.00
18/02/2019 238 13 2019 Ipad Replacement Fund §15.00
18/02/2019 449 13 2019 P&C Family Contributions § 20.00
Total of Unpaid Billing Hems $75.00

Summary of Unpaid Billing Items

Category Previous Years 2019 Totals

Voluntary Contributions 54000 540.00

Voluntary Approved Requests 535.00 53300
Totals §0.00 5 75.00 § 75.00

FPlease note the following Billing ltems have not yet been paid. Please contact the school office on 9229 7777 if you would like

to arrange payment.

Please defach and inaum bo- west Coast District High, 1120 Hay Road, FERTH, Westem Ausiralla, 6005, Ausiralla

Mr 5 Delamare

Graeme DELAMARE Year. 5 Form: Room 5

Total Payable $ 75.00

D I enclose ChequeMoney Order [For the amount of §

OR

[ Blease debitmy ] Mastercard 0 visa

CardMe: L1 | 1 J1 1 1 1 g1 1 1 11 1 1 | E=zpiryDate
Signature: Name on Card:

L/

e View and Close
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Activity: Review of Reversing a Billing ltem

e Kim Varricchio has not received permission from her parents to attend the zoo excursion and
will not be attending. Reverse the Zoo Excursion billing items for this student.

e Steven Smith has been banned from attending any incursions due to inappropriate
behaviour. It has been agreed with his parents that the billing item for the incursions will be
reversed. Reverse the incursions billing item for Steven.

Note: Don’t forget to start with the Month, followed by the Year
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19.3 Billing Item Adjustments

An adjustment can be used to reduce a billing item amount.

Activity: Adjustment of a Billing Item

RM Billing > Students

We have received notification that Tanya Born will be providing her own transport to the camp
(one way only). The school has agreed to charge only half the transport cost for the camp.

18 FEB 20

1B FEB 2019 |

e Double-click Tanya Born

e Select the Billing Items tab

e Highlight the Camp Transport billing item
Ref [ate Type Amount GST Disc  Paid Balance Bill Code Batchi Comment
271 {18FEE 2018 {DR | f0o000 000 £ yOLDT {00003 | 2019 Primary Voluntar
272 {1BFEB 2019 L0000 000 [ VARD! {00004 2019 Ipad Fieplaceme
273 {1BFEB 2019 L1000 000 ich! 12019 Year £ Graduatic

HBFEE 2019 | {000 4000 ' [2019 Carnp Accommo

0.00 19 Camp Transport

;2019 Camp Food

Click

Adjust

Are you sure you want to adjust this Billing Itermn?
This cperation cannot be undone!

e Click Yes
e Enter half the amount (20) into the ‘Adjust down by’ field
e Enter areason e.g. Month and Year ‘Providing her own transport to camp one way’
Billing Item Adjustment
Far Billing | f 275
e Biling tem 1= 27 Original amaunt $ 40,00
Adjust dovn by 20.00 W awimurn adjust available § 40.00
Fieason for Adjustment: |h-1a_l,l 2019 Providing her own bansport bo camp one way
e Click OK
e View the adjustment in the billing items list
e Click on I Show Billing [terms with Outstanding Amounts
e Close the student window

Note: An alternative way would be to apply a 50% discount to the Camp Transport billing item
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20 Receipt Reversals

A receipt can be reversed for a number of reasons. If the original batch the receipt was processed
into has been closed, then an alternative batch must be created to either hold the receipt or pass
the receipt through to another record. If a receipt is to be refunded and the original batch has been
closed, then a Refunds batch must be created to hold the reversed receipt.

The Corrections Batch

A Corrections batch would be created if the original batch the receipt was processed into has been
closed and a receipt reversal is to be performed. This could be because of user error resulting in a
receipt having to be reversed or perhaps a cheque has been dishonoured by the bank, or a receipt
has been applied against a wrong student record and therefore must be reversed and applied to
the correct student.

The Refunds Batch

A Refunds batch would be created if money which has been paid, needs to be returned (refunded)
to a parent/guardian. Refund batches must be identified according to the type of refund eg: EFT,
System Generated Cheques or Manual written cheques. If processing EFT refunds, the batch
would be named Refunds — EFT dd/mml/yy etc.

Unlike a General Banking batch or an EFT batch which may stay open until the banking is ready to
be finalised, both the Corrections and Refunds batches are closed as soon as the Correction or
Refunds have been completed.

Non Exporting Schools

Schools which are not exporting to RM Finance may write manual cheques or produce system
generated cheques which can be created when the expenditure transaction is entered into RM
Finance.

Exporting Schools

Schools which are exporting to RM Finance have the option of refunding through a Manual
Cheque, a System Generated Cheque or through EFT. This functionality is only available for
Students at this time and not for Customer refunds. Customer refunds must be made through a
manual written cheque.

CIVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 183 of 277
© 2019 Civica Pty Ltd



Activity: Create a Corrections Batch

Create a Corrections batch using today’s date. (If processing Income receipts, a new General
Banking Batch would also need to be created)

e Corrections dd.mm.yy

RM Billing > Receipts

e Add Item ‘é

Add Receipts Batch

Flease enter a description for the batch ta be created

Carrections dd/mrmdyyp

R [ Cancel |

e Click OK
e Close the Receipts window

CIVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 184 of 277
© 2019 Civica Pty Ltd




Activity: Create Refund Batches

Nora Chum’s mother has contacted the school to advise that Nora is ill and cannot attend the
camp. She has already paid in full and has asked for a full refund to which the school has
agreed. We will refund her using a system generated cheque.

We have also been informed by West Coast Theatre that the hall is unsuitable and they have
requested a refund. Also, Mrs Farmer has called to say that Kristof is ill and can’t attend the zoo
excursion and would like the money refunded back into her bank account.

As the original General Banking and EFTPOS batches are closed, refund batches must be

created.

Create 3 Refund batches for the following

o Manual Cheque (WCT) dd/mm/yy
o System Cheque (Nora Chum) dd/mm/yy
o EFT (Kristof Farmer) dd/mm/yy

RM Billing > Receipts

e Click Add Item @

Add Receipts Batch

Flease enter a description for the batch to be created

Refund-tdanual Chegue MCT) dd/mmdyy

Cancel

e Click OK

e Click Add Item @

Add Receipts Batch

Flease enter a description for the batch to be created

Refund-System Cheque [Mora Chum] dd/mm/dyy

LCancel

e Click OK
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e Click Add Item @

-

Add Receipts Batch

Flease enter a description for the batch to be created

| FefundEFT [Kriztaf Famner] dd/mm

ak LCancel

e Click OK

e We will record the numbers on the Finance Batch Register a little later in training
e Close the Receipts window
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Activity: Reverse and Re-Enter a Receipt

It has been discovered that a $20.00 payment for Jackie Albert for the Zoo excursion, has been
accidently applied to another student, Julie Edwards. The receipt will now need to be reversed
and then applied against the correct student. The reversal transaction must be placed into the

Corrections batch.

RM Billing > Students

e Double-click Julie Edwards
e Select the Receipts tab

¢ Highlight the $20 receipt

e Click

Reverse l — I

Are you sure you want to reverse this Receipt?
This operation cannot be undone!

e Click Yes

e Enter areason for the reversal (Error — applied against the wrong student)

Receipt Reversal

For Receipt ref: 492

Reason for Reversal: |May 2019 - emor, applied to wiong student

Cancel

e Click OK
e Select the Corrections batch

Please double-click on your selection.

Batch Mo. Description
Carrections 19.02.19
BO000DS iRefund - Manual Cheque MWCT)19.02.19
BOOOOE EHefunds - Spatem Cheque [Mora Chum) 19.02.13
Booooy {Refunds - EFT (Kristof Farmer] 19.02.13
e Click OK

Detailsl Subiects] Eilling Items Receipts ITransactions] Nntes] Invoices] Sec Fin Aszist

Ref  Recl Date Type  Amount Batch# Cormment Unalloz Status Reazon
498 127 {19FEE 2019 iCA 20.00{E00003 Year 4 Perth Zoo Excursion R: 521 iReversed - May £
521 38 P19FER 2019 iRY -20.00:BO0004 ear 4 Perth Zoo Excursion W 498 i Reversal - May 21
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Re-entering a Receipt

e Right click in the Surname Field, type Albert and <enter>

° CIle Add Receipt

e Tabin the Batch No field and select the Corrections Batch and OK

Please double-click on your selection.

Batch Mo

Dezcription

BOOOO4 * Comrections 19.02.19

BO000S iRefund - Manual Cheque [WCT]19.02.19
BO00O0S iFefunds - Systern Cheque [Mora Chur] 19.02.19
BOOOOY EHefunds - EFT [Krigtof Farmer) 19.02.13

e Tab to the Payment Type and select Cash and OK

e Tab to the Amount and enter 20.00

e Tab to the Comment and enter Year 4 Perth Zoo Excursion <tab>

The payment will automatically apply to the first billing unpaid item. As Ms Albert is paying for
the excursion, delete the amounts from the applied column for voluntary contributions and add

the charges next to the Zoo excursion.

Add Receipt
Receipt Details Received from:
Title First Mame
Batch No.: BOO004 | Ms Rita
Corrections 19.02.19 Suname |Alberl
Fayment Type: IT Address |S tdarmion Drive
Cash |
Drate: 13 FEE 2019 |
Amount 00 Town/Sub  [PINEY %/D0DS
State [
Camment: Postcode  [£933
| Perth Zon E seursion Country |
Ref | Date | Code |GST | Carmment | Amountl Discount| Balance | Applied
227 18FER 2019 | wOLM| 0 |2019 Primany Waluntam Contribution| 40.00 Mill 40000 Hil
228 18FER 2019 | WARDY| 0 |2019Ipad Replacemant Fund 15.00 Will 1500 il
Krn 18FER 2019 | CHGOX 0 |2019Year 4 Perth Zoo Excursion 20.00 Mill 2000 20,00
7500 000 7R00| Z20.00
LCancel
e Click OK
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Show Unallacated Credit

Detailsl Subieclsl Billing ltems Receipts ]Transactions] Notesl Invoicesl Sec Fin Aszsist

e Highlight the Receipt and view the details of the excursion items below
| Student Details =]
2019 v 1> &2
Surname Fnown Mamme
[ALBERT [Jackie

Fef  RecH Date Type  Amount Batch# Comment Unalloc Status Reazon
3 19FEE 2019 Ca 20.00 B00004 Perth
£ >
: Total 20,00 Add Receipt Beversal Refund
Details
Ref Paid Bil Code Comnment Stabuz Reason
kel §2D.DD EEHGDE §2D1 3%ear 4 Perth Zoo Exrcursion H
£ >
20,00 Total
Last Modified 19/0219312:15 By ADMIM
Click on =

e Click OK to print the Receipts

Print Receipts

Print:

(") Becord of receipt allocations

==

e View the receipt
e Close the receipt

Leave the window open
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Activity: Reverse a Receipt

We have received notification from the bank that a cheque has not been accepted from Ms

Ellard (for Kate Ellard) for the camp charges. The $250

receipt will need to be reversed and the

reversal transaction must be placed into the Corrections batch.

RM Billing > Students

Right click on Albert

Type in Ellard and <Enter>
Select the Receipts tab
Highlight the $250 receipt

Surname Known Name

Details] Subiectsl Biling ltems Feceipts lTransactionsl Notes] Invoicesl Sec Fin Assist

|ELLARD |Kate Show Unallocated Credi

Fef  RecH Date Type  Amount Batch#t Comrment
18FEE 2019 CH 250.00 BOOOO1 ‘Year 5 Camp

Unalloc Statuz Reason

e Click

Reverse —c—

Are you sure you want to reverse this Receipt?
This cperation cannot be undene!

e Click Yes

e Enter a reason for the reversal (e.g. Cheque not accepted by bank)

Receipt Reversal

For Receipt ref; 469

Reason for Reversal: |Ma_l,l 2019 Cheque not accepted by bank

Cancel

e Click OK
e Select the Corrections batch

Please double-click on your selection.

Batch Mo, Dezcription
BOQO04 Comrections 19.02.19
BOO00S iRefund - Manual Cheque MCT119.02.19
BOOO0E {Riefunds - System Cheque (Mora Chum) 19.02.19
BOOOOY Refunds - EFT (Kristof Farmer) 19.02.13

e Click OK
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e View the reversal transaction
ent ils
2019 vie d S 2
Sumame F.nowar Mame
[ELLARD [Kae

Detailsl Subieclsl Billing Items Receipts |Transactions| Nolesl Invoicesl Sec Fin Assistl

<

I 0.00 Tatal

Fef  Recl _Date _Type .t’-‘«m-:unt_Eatchﬁ Comment Unalloz Status Reazon
469 A1 {THFEE 2019 :iCH 250.00: 800001 $v'ear B Camp A: 523 Feversed - May 2
L (1] (T9FER 2019 iRV -250. 00 BO0004 $ear b Camp W dBS fHewersal - May 21
< >

: Total 0.00 Add Receipt | | Reversal | | Refund
Details
Ref lF'aid .BiII Code _Comment _Status .Heason

>

Last Modified 19/02/1312:27

By ADMIN

IMPORTANT

Normally a reversal would be posted into the same open Receipts batch

as the original receipt. However, if the original batch has been closed,
you will be asked to select an alternative batch. The Corrections batch
should be selected
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20.1 Refunds

A refund can be applied when money which has been paid, needs to be returned (refunded) to a
parent/guardian or customer. If exporting to RM Finance, a manual written cheque, a system
generated cheque or an EFT refund can be used.

If not exporting to RM Finance, the user may elect to issue a manual written cheque or alternatively
a system generated cheque can be created when the expenditure transaction is entered into RM
Finance.

Refunds can be issued to both Parents/Guardians and Customers, providing their details have

been entered in RM Finance. If they do not exist in the RM Finance datafile, they may be added
as a Supplier when processing the refund in RM Billing.

20.1.1 Student Refunds

Activity: Perform a Student Refund

Nora Chum’s mother has contacted the school to inform them that Nora is ill and cannot attend
the camp. She has already paid in full and has asked for a full refund to which the school has
agreed.

RM Billing > Students

e Double-click Nora Chum
e Select the Receipts tab
e Highlight the Year 6 Camp receipt to be refunded

| Student Details =]
2019 v 4 &P & 2
Sumamea Ko Name
[CHUM [Nora Shaow Unallacated Credit

Detailsl Subiectsl Biling ltems Receipts lTransactions] Notesl Invoicesl Sec Fin Aszist

Fef  RecH Date Type  Amount Batch# Corrment Urnalloz Status Reazon
250.00 BOOOO “ear & Camp

e Click

Receipt Refund

Pleaze select Refund method:

) Manual Cheque

(@ Spstem-Generated Cheque;

() EFT

[ ok ” LCancel ]

e Select System Generated Cheque and OK
e Enter the Refund amount of 250 (Note: Full or partial refunds can be entered)
e <Tab> Enter the first 3 letter of the surname — CHU <Tab>
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Mrs Cheryl Chum has not been added as a supplier, so in order for the refund to be processed,

her details must be added to the supplier list.

Receipt Refund
Faor Receipti 24 Refund Method: System Generated Cheque
Received from Mz Chum ;
11 Concraige Place Suppliers

PIMEY W/ 00DS 'wid B

Mo Suppliers found. However, a Supplier may be added.

Refund Amount: 250,00

Refunded to: CHU

[Enter first 3 characters of sumame)

Reazon for Refund:

Ref | Date i Code (GSTiComment © Total | Maxadj | Adjustby | Ref Code
280 G18FEB :CHGO1 : 0 2019 Camp Accommodation and Activitie 10000 100.00 0.00
281 18FEB :CHGO1 ¢ 0 2019 Camp Transport 4000 40,00 0.00
282 18FEB iCHGO i 1 2019 Camp Food 11000 110,00 0.00

Total adjustment [ 000

e Click OK

e Click Add Record

e Enter the following information

MNew Details

Short Marne CHUOM

(e.g. ABCOOT)

Full N arne: [ M Cheryl Chum

Address 11 Congraige Place
PIMEY wOODS Wa B339

Telephone |9394 6008

Fax [

ABM |Parent

Bank Account Mame | Cheryl Chum

BSE Mo, -

Account No. [123456

E-mail |

Payment Methods Remittance kethod
Cheque () E-mail
EFT {
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e Click OK

| Accounts @

Mew account saved

e Click OK
-
O Refund To IE
Flease double-click on your selection or click Add to create a new record
Short Mame Dezcription @
AkMO0T AkM Bookshop ~
ALGOM Algar Bums Computing j
A0 Arytirne Computer Repair Services
ATOE Australian Taxation Office
BaMO0 Bark
BOOOO1 Bookland
B0 Buaild-it Furniture Comparny
CHUaol s Cheryl Churm
GRADOT Grandria'z Furniture Cormpariy
kAAHOOT Mz Jeanne Mahney
MARO0T Marty's
UMD Mr Mungo Mungall
MFWw M Mevutrwan Senine Hink Seknnl ~

[1].4 LCancel

Cheryl Chum has now been entered as a supplier and the refund process can continue

e Click OK

e Enter the Reason for the refund

Refund Amaint: 280,00 Maxirmurm refund available § 250.00

Refunded tao: CHUD01 tdz Cheryl Chum

[Enter first 3 characters of sumame]

Reazon for Refund: |N|:|ra was il and could not attend camp

e Enter the Amount of the refund for each billing item in the ‘Adjust by’ column

e Select the correct Refund Billing Code for Charges (press <tab> in the ‘Ref Code’ field for a
list)
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Receipt Refund

Faor Receipt# 24 Refund Method: System Generated Cheque
Received from s Chum

11 Concraige Place
PIMEY WOODS Wi B993

Refund Armourt: 250,00 M axirmum refund available $ 250,00

Refunded to: CHUuOO1 tds Cheryl Chum

[Enter first 3 characters of surnanne]

Reason for Refund: |Nora is will and cannat attend camp

Ref Date Code éGSTEEomment Total M an Adj Adjust by Ref Code
280 P18 FEB ICHGOT ! O (2019 Camp Accommodation and & ctivitie: 10000 100.0F  100.00: REFOZ
281 P18 FEB ICHGOT: O (2019 Camp Transport 40,00 40.00 40.00¢ REFOZ
282 S18FEB iCHGOT: 1 (2019 Camp Food 110,00 1100F 110,00 REFOZ

Tatal adjustment 250,00

oK.

Cancel

e Click OK

e Select the Refunds-System Chegue batch

Please double-click on your selection.

Batch Mo. Description
BOOOO4 EEorrections 19.02.19
BO0O0DS :Refund - Manual Cheque MCT)19.02.19

..... Fiefur m Cheque [Mora Chum] 19.02.19

BOOOO? iRefunds - EFT (Kristof Farmer] 13.0213

e Click OK

View the refund in the Student window
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| Student Details =

2ms v { &b &2
Surmarne Fnown M arme
[CHUM [Mora Shaw Unallocated Credit
Details] Subiectsl Billing Items Receipts lTransactions] Notes] Invoices] Sec Fin Azsist
Ref  RecH _Date _T_l,lpe .&mount_Batchﬂ Comment Unalloc Statuz Feazon
432 ‘24 {18FEB 2019 (CA 250.00:B0000T i Year & Camp F: 524 {Aefunded- Norai

Year b Camp D 492 Fefund - Mara iz

e {19FEB 29 fRF

< >
i Total 0.00 Add Receipt Beverzal Refund
Details
Ref  Pad Bl Cade  Comment Statuz ‘Reason
< >
0.00 Tatal
Last Modified 19/021312:47 By ADMIN

e Close the student window

Note: Refunds of unallocated credit are processed using a System refund code of SUS
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20.2 Customer Refund

Exporting schools have the option of refunding through Manual and System Generated cheques or
EFT. This functionality is only available for students at this time and not for customer refunds.
Customer refunds must be made through a manual written cheque.

20.2.1 Customer Refunds

Activity: Perform a Customer Refund

West Coast Theatre has informed us they will not be using the hall. They have asked for a full
refund of their money to which the school has agreed. Refund this amount to the customer. The
manual cheque number is 123568.

RM Billing > Customers

e Double-click on West Coast Theatre
e Select the Receipts tab

e Highlight the receipt for 550

e Click [_Ffcstnd ]

e Enter the refund Amount of 550

e Enter the Reason for the refund

e Enter the Amount of the refund in the ‘Adjust by’ column

e Select the correct Refund Billing Code for Facilities Hire (press <tab> in the ‘Ref Code’ field

for a list)
e Enter the manual cheque number 123568 in the ‘Cheque Number’ field

Receipt Refund

For Receipth 5

West Coast Theatre
221 West Coast Highway
SCARBOROUGH “wia 6019

Refund dmount; 550.00 Maxirmum refund available $ 550.00

Reaszon for Refund: |WCT did rot use the hall in Tem 1

Hef% Date Code éGSTEComment Total I ax Adj é.t‘-\diust by Ref Code
493 H8FEB HIROT § 1 (20019 Hall Hire Tem 1 Weeks 1-5 55000 5E0.0F  550.00: REFO3
Cheque Mumber | 123562 Tatal adjustrment BE0.00

e Click OK

Note: The Customer Refund screen does not have the facility to enter a name in the
‘Refunded To’ section. The refund will automatically be recorded against the customer
name which cannot change (whereas the fees biller for a student can.)
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e Select the Refunds-Manual Cheque (WCT)

Please double-click on your selection.

Batch Mo. Description

BO0O0D4 {Conections 19.02.19
..... Fefund - Manual Cheq T)19 9

BO0OOE iRefunds - Systemn Cheque [Nora Chum) 19.02.13

BOOOOY {Refunds - EFT (Kristaf Farmer] 19.02.13

e Click OK

| Customer Details =

2019 v & 2

Customer M ame

|Wesl Coast Theatre

Details] Biling ltems Feceipts lTransactions] Notesl Invoices]

Ref  RecH _Date _T_I.Jpe .&mount_Eatch# Comment Statuz Reazon

496 125 {18FEB 2019 GEF 5A0.00:B00002 iHall Hire Term 1 Weeks 1-5 F:528 {Refunded-WCT didn
e J9FEE 2019 CHF 550,00 800005 Hall Hire Term 1 \Weeks 1-5 L4596 {Refund - WET did not

£ >

i Taotal 000 &dd Receipt Reversal

Details

Ref  Paid Bil Cade Comment Status ‘Reason

< >

000 Total
Last Modified 19/02/19 1252 By ADMIM

e Close the customer window
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Activity: Refund Via EFT

Kristof Farmer’s father has called the school to say Kristof has chickenpox and will be unable to

attend the zoo excursion. He has asked if the money could be refunded via EFT into his bank
account, to which the school has agreed.

RM Billing > Students

e Double click on Kristof Farmer
e Click on the Receipt tab
e Highlight the receipt for the Perth Zoo Excursion

-
e Click

Receipt Refund

Pleaze select Refund method:
) Manual Cheque

() System-Generated Cheque

[ ak ] ’ LCancel

e Select EFT and OK
e Enter the refund amount of 20
e <Tab> <Tab> to bring up a list of suppliers

Mr Farmer is not in the list of suppliers, so will need to be added in order to process the refund.

[ Refund To ==
Flease double-click on your selection or click Add to create a new record
Shart Hame Description
AkM Bookshop -
ALGOM Algar Burns Carmputing
ANYO0T Argtime Computer Repair Services
ATOE Australian Taxation Office
BaMO01 Bark E
BOOOO1 Boaokland
BUIOO Build-it Furniture Cormparny
GEO0Oom Lily Goddard
GRAOOT Grandma's Furniture Comparny
MAHOm Mrz Jeanne Mahney
MARDO Marty's
UMD Hr Mungo Mungall
MFWw M Mewatrwan Seninr Hink Sehnnl o
n]'8 ] ’ LCancel

e Click Add Record

e Enter the following information
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New Details

Short MName FARDO

{e.g. ABCOOT)

Full Name [ Trevor Farmer

Addrass 23 wichmann Court
FIMEY wW0ODS "wia 6333

Telephone |9395 72m9

Fax |

ABN | Parent

Bank &ccount Mame |T and S Farmner

BSE Mo, -

Account No, |a7ER4321

E-mail | farmeriinet. net. au

Fayrient Methods

Method

Cheque
EFT
) Mane
e Click OK

Accounts @

Mew account saved

e Click OK

1 Refund To

Al

Please double-click on vour selection or click Add to create a new record

Short Mame Description
AkMO01 Ak Bookzhop -
ALGOO Algar Burns Computing v
AMYO01 Argtime Computer Repair Services
ATOE Australian Taxation Office
Bk 001 Bank: £
Booam Boaokland
BLIO Build-it Fumniture Company
CHUDmM Mz Cheryl Chum
FaROO Trevor Farmer
GRADM Grandma's Furniture Compary
MAHOO Mrz Jeanne Mahney
MARO0T Marty's
b1 M M Munnn Minnall S
ok ] ’ Catwcel
e Click OK
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e Enter the Reason for the refund <Tab>
e Enter the EFT Reference (this is the name or initials of your school) <Tab>
e Enter the Amount of the refund in the ‘Adjust by’ column <Tab>
e Select the correct Refund Billing Code
Receipt Refund
For Receiptt 25 Refund Method: EFT
Received from bdr Trevor Farmer
23 Wichmann Court EFT Ref :
PINEY WOODS w4 6333 sference: [WEDHS
Australia Thiz will be shown on the recipient's bank, statement
Refund Amouat; 20,00 Marimum refund available § 20.00
Refunded to: FARODT Trevar Farmer
[Enter first 3 characters of surhame)
Reazon for Refund: |Kristof was sick and did not attend the excursion
Ref [ate Code EGSTECUmment Tatal bax Ad Adjust by Ref Code
381 18BFEB ICHGOZ | 0 (2019 Year 4 Perth Zoo Excursion 20.00 20.00 20.00¢ REFO2
Total adiustment 20.00
Ok LCancel
e Click OK
e Select the Refunds-EFT batch
Please double-click on your selection.
Batch Mo, _Description
BOOOO4 iCorrections 19.0213
BO000S iRefund - Manual Cheque MWCT) 13.0213
BO000E iRefunds - System Cheque (Mora Chur) 19.02.19
BOOOO7 Fieh_Jru:I:z: - EFT [Kristof Farmer] 19.02.19
e Click OK
| Student Details =
2019 v { &b &2
Surmame Kriown Marne
|FARMER | Kristof Shaw Unallocated Credit
Detailsl Subiectsl Billing Items Receipts lTransactionsl Notes] Invoicesl Sec Fin Aszsist
FRef  RecHt Date Type  Amount Batch# Comment Unalloc Status Reason
433 28 {19FEB 2019 iC4 20,00 B00003  Year 4 Perth Zoo Excursion F: 530 : Refunded- Knstof
b3l 43 ?19 FEB 20713 ?F!F -2U.DD?BDEIEIEI? “rear 4 Perth Zoo Excurgion D: 433 Hefund - Knstof w
e View and Close
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20.2.2 Transaction Summary Report

The Transaction Summary Report can be used to view the details of Billing ltems and Receipts
that have been adjusted or reversed.

Activity: Print the Transaction Summary Report

Print a Transaction Summary Report for all Billing Items that have been reversed or adjusted
along with their original transactions. This is a mandatory report and is required to be printed at
the end of each month and signed by the Principal as part of end of month procedures.

RM Billing > Reports

e Open the Transactional Reports folder
e Select Transaction Summary
e Select Both for Billing Items and Receipts

Transaction Summary

(0 Billing Iternz () Receipt: I @ Bath I

e Delete the From and To Dates
e Inthe Corrections drop down list select Adjustments/Reversals/Ref with Original Tx

Transaction Summary
() Billing Items () Receipts (®) Eoth
Students

| w | Mew CQuerny

Group and subtotal by student Student Totals Only

Customers
@k | (0] Customers Selected

Fram D ate To
Fram Ref To

Carections |.&diustmentsx’ﬂ everzals/Hefunds with Original Tx | w

Reazon
containing |

Cancel

e Click Print

Note: At school, the dates used for this report with be the month that you wish to report
on.
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West Coast District High School
Transaction Summary
Search Criteria
Billing ltems and Receipts
Adjustments/Reversals/Refunds with Original Transactions
Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason
275 18/02/19 DR A:520 CHGO1 540.00 50.00 50.00 540.00 BORN: Tanya 2019 Camp Transport  Adjusted - May 2019
Providing her own transport
to camp one way
280 18/02/19 DR A:523 CHGO1 $100.00 50.00 50.00 50.00 CHUM: Nora 2019 Camp Fefunded - Nora iz will and
Accommodation and  cannot attend camp
Activities
281 1810219 DR A:3526 CHGO1 540.00 50.00 50.00 50.00 CHUM: Nora 2019 Camp Transport Refunded - Nora is will and
cannot attend camp
282 18/02/19 DR A5 CHGO1 5110.00 510.00 50.00 50.00 CHUM: Nora 2019 Camp Food Refunded - Nora iz will and
cannot attend camp
n 18/0219 DR R:519 CHGO3 5$10.00 50.00 50.00 $10.00 SMITH: Steven 2019 Year 1 and 2 Reversed - May 2019
Science Incursion Steven is banned from
Incursion for poor
behaviour
381 18/0219 DE  A:531 CHGO2 520.00 50.00 50.00 50.00 FARMER: Kristof 2019 Year 4 Perth Zoo Refunded - Kristof was sick
Excursion and did not attend the
ERCUISioN
389 18/02/19 DE.  R:3518 CHGO2 520.00 50.00 50.00 52000 VARRICCHIO: Kim 2019 Year 4 Perth Zoo Reversed - May 2019 Kim
Excursion has not received permission
to attend the excursion
466 18/0219 DR R:516 CHGOI $30.00 50.00 50.00 $30.00 DELAMARE: 2019 Camp Reversed - May 2019 Not
Cirasma A datinn and___attanding dna tn henlean arm

e View and close the report and the reports window
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21 Exporting to RM Finance

The Correction and Refund batches must be exported as required. All correction and Refund
batches must be exported to RM Finance as part of the end of month procedures and before
reconciling in RM Finance. Once a batch has been exported, it is automatically closed so a new
Corrections or Refunds batch would then need to be created in RM Billing.

Important: Ensure RM Finance is closed before exporting any batches

21.1 Automatic Export to RM Finance

The first steps as carried out for manual input need to be carried out for the automatic export. The
General Banking and Corrections batches must be printed separately, however the Refunds
batches can be selected together for printing the Daily Banking and Receipts Summary. They can
also be printed as separate batches if required.

Activity: Preparing for Automatic Export

Print the Daily Banking for the Corrections batch

Step 1 — Print the Daily Banking Summary

RM Billing > Receipts

e Highlight the Corrections batch
e Click For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 19/02/2019
Rec# Amount Rec'd From Student Name Details Batch# Status
ICASH
38 §-20.00 Mz L Edwards EDWARDS: Julie Year 4 Perth Zoo Excursion  BOOO(04 v
34 5 20,00 iz R Alberi ALBERT: Jackie Perth Zoo Excursion BOO0004
Total Cash §0.00
ICHEQUE
40 5-250.00 Mz R Ellard ELLARD: Kate Year 6 Camp BOO004 v
Total Cheque $-250.00
Total for Cash and Cheques $-250.00
Total for Report: $-250.00

e Print a paper copy of the report and file it
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e Fill in the Finance Batch Register using the Daily Banking Summary

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
Date/Da Batch* Bank Income Expend
Batch No te E T [C] Chegue AIC Receipts Payments Income Expend
Export rom o [E]EFT 1,2,3 (INC) (ESP) () (ESC)
[B] BRay,
B00001 GB 12615
B00002 EF 11050
B00003 GB 1]|152
B00004 COR 1 250

Note: Reversals should be entered into the Adjustments/Reversals section in the Income
(I/C) column. (Reversals are income corrections transactions). Refunds should be entered

into the Expend Payments (ESP) column. (Refunds are expenditure transactions).

RM Billing > Receipts

Highlight the Corrections batch

Click For Selected > Print Receipts Summary
Click Yes to print the detailed summary

Print and file the report

Print to view the Totals Only Report

e Highlight the Corrections batch
e Click For Selected > Print Receipts Summary
e Click No to print the Totals Only Report
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West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00004 Corrections 19.02.19

Billing Code CHGO1 School Camps

GSTCode 0

Total for Income

$-140.00 $ 0.00

Budget: C1102 Analysis: C1100

Totals for GST code 0

$-140.00 $ 0.00

GST Code 1

Total for Income

$-110.00 $-10.00

Budget: C1102 Analysis: C1100

Totals for GST code 1

$-110.00 $-10.00

Billing Code CHGO02 Excursions

GST Code 0
Total for Income $0.00 $0.00
Budget: C1103 Analysis: C1100 Totals for GET code 0 % 0.00 % 0.00

e View and close the report

Total for Report:

$-250.00 $-10.00
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Print the Daily Banking for the Refund Batches

Step 3-Print the Daily Banking and Receipts Summary for the 3 Refunds batches

The Daily Banking and Receipts Summary for the 3 Refund batches may be printed together or
they may be printed separately, however when filling out the batch register, they must be
entered and identified as separate batches.

RM Billing > Receipts

e Highlight the three Refunds Batches

Batch Mo _Yeal _Description
BO0004 i

BOOOO1
BOOOOZ {2019 iElectronic Funds Transfer 18.02.19
BOOODZ 2019 iGeneral Banking 19.0219

| Open

MO
MO

18 FEB 2N 10:37:26
13 FEB 219 11:08:42

O Receipts Batches List View (=
For Selected
2 EIEIEEE PR
Last Updated_ Batch Total

-250.00

2615.00
1050.00
152.00

e Click For Selected > Print Daily Banking
e Print a paper copy of the report and file it

West Coast District High School
Daily Banking Summary 19/02/2019

REFUNDS

Rec# Amount Refunded To Student Name Details Batch# Status ChgNo
41 5-250.00 M Chervl Chum CHUMN: Nota Year 6 Camp BO000G D 0

12 §-350.00 West Coast Theatre Hall Hire Term 1 Wesks 1-5 BOO003 D 123568
43 §-20.00 Trevor Farmer FARMER: Kristof Year 4 Perth Zoo Excursion  BOO0OT D 1]

Total for Refunds: $-820.00

Total for Report: $-820.00

Print and file the report

Highlight the 3 Refund batches
Click For Selected > Print Receipts Summary
Click Yes to print the detailed summary

Close the receipts batch window
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e Fill in the Batch Register using the Daily Banking Report and ensure all batches are
separated and identified as shown below on the batch register

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
filtie Bank I Expend
Date/Date Batch* ni ncome pe Credit
Batch No [C] Cheque AIC Receipts Payments Income Expend
Export | From | To | AN 123 {INT) {ESP) Notes {cy (ESC)

[B] BRay.
BO0001 GB 1 2615
B00002 EF 1 1050
B00003 GB 1 152
B00004 COR 1 250
B00005 REF-Man 550
B00006 REF-Sys 250
Boooo7 REF-EFT 20
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Activity: Export The Batches

RM Billing > Utilities

Note: Ensure RM Finance is closed before proceeding with the Export

e Double click Export to RM Finance

Export to RM Finance

=

This will export transactions to RM Finance, and cannot be undone,
Continue?

e Click Yes
e Highlight all the batches in the Export window

Batches for Export

Dezcription QOpen

LCancel

e Click OK

e Check the setting on the Print Setup screen and click OK. Do not cancel, otherwise
transactions will not be exported

Note: The Export Summary Report will be sent straight to the printer. There is no
provision to send it to the screen until after it has been sent to the printer. The report
must be signed by the Principal and filed with the monthly reports.
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Export @‘

Export Complete

e Click Ok
e Close the Utilities window

Note: When exporting to RM Finance, reversals are exported as Income Correction
transactions. Refunds are exported as expenditure transactions.

A copy of the report is displayed below.
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West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: 11 222 333 444

Receipt Batch Export Summary

Batch Code

Description Date Created

Batches Mot Exported

No Batches

Batches Exported

BO0004
BO00003
BO000G
BO000T

Cormections 19.02.19 19/02/2019
Befund - Mamual Cheque (WCT) 19.02.19 194022019
Eefunds - System Cheque (Nora Chum}) 19.02.19 19/02/2019
Refunds - EFT (Eristof Farmer) 19.02.19 19/02/2019

Date Last Updated Open Batch Total
0.00

0.00

194022019 TES -230.00
190022019 TES -330.00
194022019 YES -230.00
19022019 TES -20.00
-1070.00

Refund Breakdown on Batches Exported

RM Finance Batch Ref: RMBO00DDM1EFT

BO00O7 Befunds - EFT (Knstof Farmer) S20.00

19.02.19

Total EFT Refunds: -20.00

Cheque Refunds:

BOO0OS Eefund - Manual Cheque (WCT) -550.00
18.02.1%
BO000S Eefunds - System Cheque (Nora S250.00
Chum) 19.02.19
Total Cheque Refunds -800.00
Comment:

Principal's Signature:

Date:

Note: The Receipts Batch Export Summary report detailing the exported batches, must
be signed and dated by the Principal and filed with the monthly reports.
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21.1.1 Check and Update the Transactions in RM Finance

It is now necessary to update the transactions that have been automatically exported from RM
Billing to RM Finance.

Activity: Update the Automatically Exported Transactions in
RM Finance

Step 1 — Check the Batched Transactions Report

Open RM Finance

e Log in as Manager Corporate Services and Password Keys

Transactions

T{fé«? Reports
=

Select
Select the Batched Transactions Report
Select Income only

Select the Cheque Account only

( Records |(Transactions| Ad-Hoc | <Custom |
S GEMERAL REPORTS Report Options

Al transactions

- o T
ekl i) P RERIE S INCL AWISACTION TYPES .. SHOW REPORT WITH ...
Future Postings [ ¥ Grozs Totals
Purchase Orders r [T Totals Only
Alternative Payes Transactions F = Short Report Format
Batch Number Report [ fccruas etc, [T Include Descriptions 7
= Include Invoice 7
{3 AUDIT REPORTS h [T Include User 07N 7
Transactions not yet printed (FROM B&MNK ACCOUNTS .. 7] Search Criteria
Vear End Statement [ Cash Management [ Report Motes
Commitrment Summary ¥ Cheque account Y
EFT!BPA‘.’.Eertiﬁcation Log [ Investment A/t rDESTINATIDN -
Record Maintenance Log o Print
rinter
5 BANK REPORTS
) ) v Screen
Reconciled transactions L

" Page Preview
rFIND TRAMSACTIONS BASED ON ... " Spreadshest

Unreconciled transactions
Cash Mavemnent

Bank Balance lgnore Search
Change Sort Order ‘
{3 Tax REPORTS D Simple Search 9
Tax Reimbursement (1HC) betailed Search Print
Tax Reimbursement (EXP) i D wlaled Searc (oI |
e Click Print
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Posting Detail Type Date Hett Tax Total Voucher
BOO004
INCOO1 Income
C1100 Extra Optional Charges
c1102 School Camps
Cheque Account
Corrections 19.02.19
Ref BOOOO4 vc 19 FEB 2019 140.00 0 140.00 ci
BOO0O4
INCO0 Income
C1100 Extra Optional Charges
c1102 School Camps
Cheque Account
Corrections 19.02.19
Ref BOOOO4 vc 19 FEB 2019 100.00 10.00 1 110.00 |
e This report should be checked against the receipts summary
Batch: B00004 Corrections 19.02.19
Billing Code CHGO01 School Camps
GST Code 0
523 40 BOOOM4 CHGOL 190272019 ELLARD: Kate & Room& §-100.00 $0.00
523 40 BOOM4 CHGOL 190272019 ELLARD: Kate & Room& §-40.00 $0.00
Total for Income $-140.00 % 0.00
Budget: C1102 Analysis: C1100 Totals for GST code 0 $-140.00 $ 0.00
GST Code 1
523 40 BOOOd4  CHGO1 1940272019 ELLARD: Kate & Room®& §-11000 51000
Total for Income $-110.00 $-10.00
Budget: C1102 Analysis: C1100 Totals for GST code 1 $-110.00 %-10.00
Billing Code CHGO02  Excursions
G5T Code 0
21 33 BOOOO4 CHGO2 19022019 EDWARDS: Julie 4 PRoom4 §-20.00 $ 0.00
522 3¢ BOOOO4 CHGO2 19022019 ALBERT: Jackie 4 Room4 5 2000 § 0.00
Total for Income % 0.00 $0.00
Budget: C1103 Analysis: C1100 Totals for GST code 0 % 0.00 $0.00
Total for Report: $-250.00 $-10.00
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Step 2 — Update the Income Correction Batch in RM Finance

Transactions > View/Post Batch

e Select Income
e Enter Batch Ref BO0004

Find Batch
[ Find Batched I ncome ] Controls
Q, pispia
Batch Ref [ifalsla]sh
H H Display
e Click Display Q
e Click Select All
il Post Batch to Income Accounts -9 |aal
-
Gross
Ref. [ate Period Yalue @] Controls
EQOOD4 19 FEB 2019 1 140,00 YES 2
BODOO4 19 FEB 2019 1 110,00 YES #4 Find Bstoh
Source S Supplier INCO01 Nett 140.00
Budget cii1o2 Tax 0.00
Analysis ci1o0
Batch Ref.  BOOOO4
Tupe 1/C
Description Corrections 19.02.19 v lipdate
Bank 1 Cheque Account
b wWindow
-
Total to post 250.00 I Close window
2 Help
h

o Click ' Usst
e Click Yes
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Step 3 —Check the Batched Transaction Report for all Expenditure Batches

T{fg«? Reports
=

e Select
e Select the Batched Transactions Report
e Select Expenditure only
e Select the Cheque Account only
{ Records |{Transactions| AdHoc | Custom |
7~ . ™
3 GENERAL REFORTS Report Options
#11 transactions p . ~
Bl 2] B T S INCLUDE TRANSACTION TYPES ... SHOW REPORT ‘WITH ..
Future Postings r ] ¥ Gross Totals
Purchase Orders M Expenditure [T TotalzOnly
Alternative Payee Transactions [= Short Report Format
[T Jaurnal Transfers
Batch Number Report I Acoruals eto. IE Include Descriptions 7
B Include Invoice 7
5] AUDIT REPORTS “r - [T Include User 07H 7
Tranzactions not yet printed FROM BANK ACCOUNTS .. [ SearchCriteria
Year Elnd Statement [ Cash Management ™ Report Notes
Commitment Su_n'!mar_’u ¥ Cheque Account \
EFTIBPAY.Certmcatwn Log [ Investment &/t rDESTINATIDN .
Record Maintenance Log & Print
rinter
5] BANK REPORTS
. . {* Screen
Reconciled transactions L P Previ
Unreconciled transactions T T —— Qe Freview
Cash Movement = | {0 Spreadshest
Eank Balance lgnore Search
Change Sort Order |
3 Tax REPORTS DSimp]e Search 9
Tax Reimbursement {INC) Detailed Search p—
Tax Reimbursement (EXP) ! D elatled sears (i |

e Click Print
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Posting Detail

BOOOOS
BILLSS

D4200 Refund of Revenue-Other
D4203 Refund of Facilties Hire

Chegue Account
Tx 528-West Coast Theatre
Ref 123558

BOOOOG
CHUO01 W= Cheryl Chum

D4500 Refund of Revenue-Charges/Cont'Fee

D4526 Refunds-Charges
Chegue Account

Tx 524-Ms Cheryl Chum

Ref Ref Mumber

BOOOOG
CHUOM M= Cheryl Chum

D4500 Refund of Revenue-Charges/Cont'Fee

D4526 Refunds-Charges
Chegue Account

Tx 524-Ms Cheryl Chum

Ref Ref Mumber

RMBOOOOD1EFT
FARDO Trevor Farmer

D4500 Refund of Revenue-Charges/Cont'Fee

D4526 Refunds-Charges
Chegue Account

Tx 530-Trevor Farmer

Ref EFT

ESP

ESP

ESP

ESP

19 FEB 2019 300.00

19 FEB 2019 140.00

19 FEB 2019 100.00

1% FEB 2019 20.00

30.00 1

10.00 1

Total Voucher

350.00 c1

140.00 c1

110.00 c1

20.00 C1

Key

INC  Income Wc
ESP Expenditure ESC
ACR Accrual PRE
CRT Creditor DBT
AlLL Budget Allecation VIR
JHNL  Journal Transfer CHG

Inceme Correction
Expenditure Correction
Prepayment

Debtor

Budget Virement
Internal Charge

Total Income

Budget Amendments
Expenditure Against Budget
Internal Charging

Journal Transfers

Nett
0.00
0.00
760.00
0.00
0.00

Gross

820.00

e This report should be checked against the receipts summary
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Step 4 — Update the Expenditure Batch for WCT in RM Finance

Transactions > View/Post

Batch

e Select Expenditure and Credit Notes
e Enter Batch Ref BOOO05

Find Batch
[ Find Batched Expenditure ] Controls
), Displa
Batih Ref EAAEES
H H Display
e Click Display Q
i Post Batch to Expenditure Accounts =)
-
Gross
Ref. Date Period alue @] Contnols
123562 19 FEB 2019 1 550,00 YES @% Find Batch
Source / Supplier BILL99 Nett 500.00
Budget 4505 Tax S0.00
Analysis b4500
Batch Ref.  BOOOOS
Type ESP
Description Tx 528-'west Coast Theatre \/ Uit
Bank 1 Cheque Account
b ¥wWindow
-
Total to post 550,00 E_ Close wi ndow
P Help
"

e Click Select All

o Click ' Usst
e Click Yes
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Step 5 —Update the Batch for Nora Chum

Transactions > View/Post

e Enter Batch Ref BOO006

Batch

e Select Expenditure and Credit Notes

Find Batch
( Find Batched Expenditure ] Controls
Q) Displa
e Click Display & i
7l Post Batch to Expenditure Accounts [~ =)
-

Ref. Date Period

Gross
Yalug ‘!11']

.

Fef Humber 19 FEE 2019 1 140,00 YES

Fef Mumber 19 FEE 2019 1 110,00 YES
Source / Supplier ChHUOO1 Nett 100.00
Budget D46z Tax 10.00
Analysis L4600

Batch Ref.  BOOOODA

Type ESP

Description Tx S24-Ms Cheryl Chum

Bank 1 Cheque Account

-~

Total to post 250.00

Controls

@4 Find Batch

~" Lpdate

wWindow

[ Close window

D Help

e Click Select All

o Click ' Usst
e Click Yes
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Step 6 — Update the Batch for Kirstof Farmer

Kristof Farmer was refunded through EFT. If your school has elected to use EFT/BPAY
processing, the updating of an EFT batch is a two part process. The Principal (or any other
delegated cheque signatory) must log in to RM Finance and Certify the batch and then log out.
The Registrar must then log in to RM Finance and Update the batch. As we are not set up with
the necessary access user rights, we will be unable to update this batch in training. However,
the same steps are carried out until the Update window displays.

An EFT batch is updated by the EFT/BPAY Payment Summary option

e Click View/Post Batch
e Click EFT/BPAY Payment Summary

Expenditure
[ Expenditure and Credit Notes

Purchase Orders
[ EFT/BPAY Payment Summary |

e Enter the Batch Reference RMBOO0OO0O1EFT

Find Batch
( Find Batched EFT/BPAY Expenditure ] Controls
L Display
Eatch Ref RMEQEEEELEFT
H H Displa
e Click Display Q piepiay
i Post Batch to EFT/BPAY Expenditure Accounts @
-~ -
Gross
Ref. Date Perind Value  Certified Controle
EFT 19 FEB 2019 1 20.00 HO @& Find Batch
[#] Add Remittance
Message
Print Payment
Source # Supplier F&ROO1 Mett 20.00 Summary
Eudget 4626 Tax 0.00 n )
iz LCertify
Anal ysis 4600 .
Batch Ref.  RMBOODOOTEFT # Uncertify
Tupe ESF
EFT Ref  WCDHS + Lpdate
Bank 1 Cheque Account
b Window
-~ -
Total to post [ Close window
P Heip
\

Note there is no Update option and Certification must be performed by the Principal before the
batch can be updated by the registrar.

e Close the window
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A System Cheque was selected as the preferred Refund option for Nora Chum. This can now
be printed from the Print Payments window.

Transactions > Payments

e Click Print Payments
e Click the red Tick to highlight the payments

Print Payments

o \ ™
Supplier &1t Payes Invoice Mumber  Date Printed Arnount v‘

140, 00

110,00

Z Transactions Total 258 . @@

\

1
AT . Iz . Iz .
) Print Payments % Print A11 ¥ Print Selected i’tluse Hel
.@ u '@ '@ ? i

. f- Print Payments
e ciick @

Cheque Mumber 7

Please enter the first Cheque Mumber
far this Cheque Printing Run.

Cancel | 114 I

e Click Ok to the Cheque Number

Have the Cheques printed OF. 7 Mo |

e Click Yes (the number would be entered on the Batch Register against System-cheque)

e Close RM Finance
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Manual input to RM Finance (For Reference Only)

If the above Corrections batch were to be input manually into RM Finance, the details would need
to be obtained from the Receipts Summary (Totals Only) report and entered as shown below.

Income Correction transactions (Reversals)

Inc Total | Reference | Batch Ref | Detall Budget Analysis Tax Code

Source

INCO01 140 B0O0006 B00004 School C1102 C1100 0
Camps

INCO01 110 B0O0O006 B0O0004 School C1102 C1100 1
Camps

Expenditure transactions (Refunds)

Supplier Total | Reference | Batch Ref | Detall Budget | Analysis | Tax Code

Supplier 140 123567 B0O0006 Refund D4626 D4600 0

Name Charges

Supplier 110 123567 B0O0006 Refund D4626 D4600 1

Name Charges

Supplier 550 123568 B0O0005 Refund D4808 D4800 1

Name Facility Hire

Supplier 20 123567 B0O0O0O0O7 Refund D4626 D4600 0

Name Charges
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22 Unallocated Credit

If money has been receipted against a billing item and the billing item is reversed or adjusted, the
money assigned to these items will become unallocated credit.

If money is receipted before any billing items have been created then this money will be
unallocated credit. Unallocated credit can either be refunded or can be used to pay for other billing
items for the student in accordance with the parent’s instructions.

22.1Unallocated Credit via Student Record

Activity: Reversal of Paid Billing Items

Mason Richards is unable to attend the camp, but his parents have paid for it in advance. Judge
Percival has called to say that the camp money can be used to pay for any other amounts which
are outstanding for Mason and the rest held in credit. Reverse the billing items for the camp.

RM Billing > Students

e Double click Mason Richards

e Select the Billing Items tab
e Highlight the first item for the camp
° CIle . Beverzal |
e Click Yes to the reversal message
e Enter a reason for the reversal e.g. Date and Month, Not attending camp (Ctrl + C)
e Click OK
e Continue reversing the other two camp billing items
e View the unallocated credit at the bottom of the student window
| Student Details [==3]
2019 v 4 &b &2
Sumame Ko N arne
|HIEHAHDS |Masun Show Billing Items with Dutztanding Amounts
Details] Subjects Billing ltems IF!ec:eipts] Transaclions] Nolesl Invoicesl Sec Fin Assist
Fef  Date Type Amount GST  Disc Paid Balance Bill Code Batch# Comrment Status Feason
39 18FEB 209 DR | 4000 O 0.00;  0.00 40008 VOLOT (00003 2019 Primary Yol
320 18FEB2M9 DR : 1500: O 0.00:  0.00 15.00: VARDT 00004 2019 Ipad Replac:
321 18FEB2M9 DR : 1650 1 000 0.00 16.60i DOCO3 (00005 2019 Year B Grad
322 18FEB 2019 DR (100000 O 0.00; 0.000 10000 CHGO1 (00007 $2019 Camp Accon: A: 532 Reverzed -
323 18FEB 209 DR | 4000 O 0.00:  0.00 40,00 CHGO1 (00007 i2013 Camp Transg R: 533 Reverzed -.
324 1BFEB 2019 DR :110.00: 1 000 000 11000 CHGO1 (00007 2019 Camp Food (R: 534 Reverzed -.
458 18FEB 209 DR | 2000 8 000 0.00 2000 VARDZ 0000E (2019 PAC Family C
532 19FEB 2019 (RY {10000 O 000 0.000 -100.00; CHGOT (00007 $2019 Camp Acconi: 322 Reverzal - J
533 19FEB 2019 iRV | 4000 O 000 000 -40008 CHGO1 (00007 2019 Camp Transg': 323 Reverzal - J
534 19FEB 2019 RV -110.00: 1 000 000 11000 CHGO1 (00007 2019 Camp Food iY: 324 Reverzal - J
< >
TOTALS:  Amount ) Discount 0ol Paid 00l Balance 91.50
Unallocated Credit
Amount 28000 | Allocate Add Billing ltem Beversal Adjustrment Dizcount
Last Modified 19/02/1913:35 By ADMIN
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e View Mason Richards’ record with only the Outstanding Billing Items displayed
. i Show Billing Iterns with Outstanding Amounts I
e Click on : d 2 '
| Student Details =
2013 v Y-
Surname Krnown Mame Adjustment amounts included in balances but not shown separately
|RICHARDS [Mason l Show &l Transactions |
Details] Subjects Biling Items IF!ec:eiptsl Transaclions] Notes] Invoices] Sec Fin Assist]
Fef  Date Type Amount GST  Disc Paid Balance Bil Code Batch# Comment Status Reazan
M5 18FEE 2019 (DR 40.00: 0 0no; 00a 40.00; WOLO (00003 § 2013 Prirmary Yal
320 18FEB 2019 DR 16.00: O noo: oo 15.00¢ V&R (00004 : 2019 Ipad Replac
321 18FEB 2019 (DR 16.50¢ 1 000 00o 16.50; OOCO3 (00005 {2019 ear 6 Grady
458  18FEE 2019 (DR 20000 8 0aoo: 00a 20.00; WAROZ (00006 ;2013 PAC Fammily C
£ >
TOTALS: Amount 3150 Discount 001 Paid 0.00 Balance 91.50
Unallocated Credit
Amount 28000 | Allocate Add Billing [tem Bewverzal Adjustment Dizzount
Last Modified 19/02/1913:35 By ADMIN
e Close the student window as we will allocate the credit later
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22.2 Auto Allocate Unallocated Credit

It is possible to automatically allocate unallocated credit to billing items. Credit will be allocated
according to existing rules for parent receipts and subsidy amounts.

22.2.1 Reversals via the Billing Items Batch

Activity: Bulk Reversal of Billing Items

Due to unforeseen circumstances, the planned Year 1 Science incursion has been cancelled. It
has now been decided to take the Year 1’s on an excursion to AQWA as part of their science
study of ‘Life Beneath the Sea’. The cost will remain the same, however the money paid against
the incursion must be reversed and allocated against a new billing item and budget code.

RM Billing > Billing Items

The amounts paid for the Year 1 incursion must be reversed and allocated to a new excursion
billing item.

e Double click on the Year 1 & 2 Science Incursion batch

e Click on the Batch Billing Item tab

Click |[ Show Outztanding Amaounts ]|

e Highlight the Year 1 Incursions

O Billing Items
E1E)

Batch Ho Descnption

| 00009 |Year 1 and 2 Science Incursion Show All Transactions

Batch Details Batch Biling ltems

Fef  Student/Cust Year Farm Amount GST  Disc Paid Balance Bill Code Comment Statuz  Reaszon /
toor 10.00 0 0.00  10.00 0.
000  10.00 0.00 CH
10.00 0.00 CH E
10,00 000 cH
1000 0. | D

L] I 10.00 an
{DEAN: Tray : ! .00 ¢onoon .00 ) {203 Year 1 and 2 2 2
{COMCHI: Cherie & {1000 0.0 .00: .00 (2019 ear 1 and 2 0

e Click on Reverse the selected billing items El

Bulk Reversal I‘_J

Are you sure you want to reverse these Billing Iterms?
This operation cannot be undone!

e Click Yes to message
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Add a reason — Incursion has been cancelled

Reazon for Reversal:

Bulk Reversal

July 2019 Incursion has been cancelled

LCancel

Click OK

This will result in $10 unallocated credit being applied to all Year 1 students in their Billing Items
window

Click Return to View ®

A new billing item must now be created for the AQWA excursion

Click Add | <%

Enter the description Year 1 AQWA Excursion

Click OK to save
Click Add Debit

Enter the description 2019 Year 1 AQWA Excursion

Type 10 in the amount

Type 0 in the GST field or <tab> to select the relevant code for excursions (CHGO02)

Click OK

0
g 2

Batch No Dezcrnption

Billing Items

Ex=)

| oo014 [Year 1 AQWA Excursion

Biatch Detais [Batch Biling ltems |

Batch No o014

Billing Year |2019 W

Updated: | Tue 19FEE 19 13:43

Created: |  Tue19FER 19 13:43

Description |Year1 AW Excursion

Batch Total | il

Tied Billing Items:

Open: YES

Comrment
20193 Wear 1 ALUWA Excursion

Damount | GST 1 Bil Code

1006 0 HE02

Ok Cancel
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This $10 unallocated credit can be viewed for all the Year 1 students in their Billing Items

window

RM Billing > Students

e Find Kristel Marshall’s Record
e View her Billing Items tab
| Student Details ==
2m9 v 4 &b &2
Surname Krow Marne
|MA|:|5|-|A|_|_ |Krisle| Shiov Billig Iberns with Outstanding Armounts
Details] Subjects Billing ltems lHeceipts] Transactionsl Notes] Invoicesl Sec Fin Assist
Ref  Date Type Amount GST  Disc Paid Balance Bill Code Batch#t Comment Status Reason
141 18 FEB 2015 DR 4000 0 0.00: 000 A0.00; %OLOT 00003 2019 Primany Wolue
142 18FEB 2013 DR 15.00: O 0.00: 000 15.00¢ WaRO1 (00004 2019 lpad Replace
355 18 FEB 2019 DR 10000 o 0.00¢ o000 10,00 CHGOZ {00009 2019%ear 1 and ZR: 537 Reversed -.
537 19FEB 2019 iRV | -10.00: O 000 0008 10000 CHGO3 {00009 2019%ear 1 and ZV: 355 Feversal - )
< >
TOTALS: Amount 55,00 Discount 0oa Paid | 000  Balance 55.00
Unallocated Credit
Amount 1000 | Allocate Add Billing [tem Feversal Adjustment Dizzount
Last Modified 19/02/153 1340 By ADMIN
e View her Unallocated Credit
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23 Locating All Unallocated Credit Amounts

A report can be produced to list all students and/or customers who have unallocated credit.

Activity: Produce an Unallocated Credit Listing Report

RM Billing > Reports

e Open the Financial Reports folder
e Select the Unallocated Credit Listing

P Reports @
L =

Charges and Contributions Templates
1 Charges and Contributions Feports
S5 Financial Feports Unallocated Credit Listing
D Statement - Students

|:| Staterent - Customers

[] Urprinted Invaices - Shudents Sort Field e
D Unprinted Invoices - Customers 1 | Total -
|:| Summary Aged Debt List - Students |
D Surnmary Aged Debt List - Customers
D Reminder Unpaid Billing [tems - Students
B Unallocated Credit Listing Total on Year Group Page Break on*fear Group
A Tranzactional Reports
3 Audt Repars Total on Form Fage Break on Fom
Select
(®) Students
() Customers

e Sort by Total
e Ensure Students is selected
e Click Print

Note: The Unallocated Credit Listing now allows users to sort by Current Balance, Total,
Unpaid Billing Items, Form or Year.
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West Coast District High School

Unallocated Credit Listing as at 19/02/19
Students

Student Name Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total
HALLIGAN: Simon 1 Foom 1 563.00 573.00 50.00 510.00 510.00
JOMES: Tazesd 1 Foom 1 5435.00 535.00 50.00 510.00 510.00
MARSHALL: Kriztsl 1 Foom 1 545.00 535.00 50.00 510.00 §10.00
PARKEY: Laursn 1 Foom 1 $63.00 575.00 $0.00 $10.00 $10.00
RICHARDS: Mazon 6 Foom 6 -5158.50 501.50 $0.00 §250.00 §250.00
SWANSESON: Simon 1 Foom 1 5435.00 535.00 50.00 510.00 510.00
TALEE: Tricha 1 Foom 1 5435.00 535.00 50.00 510.00 510.00
Total Unallocated Credit for All Students 80.00 8310.00 £310.00

* Indicates alllsome unallocated credit belongs to Government Subsidy receipts
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Activity: Auto Allocate Unallocated Credit

Before using the Auto Allocate function, students will need to have the new Billing Item applied
to their records.

RM Billing > Students

e Sort by Year Group
e Select the Year 1 students
| Students =
For Selected
#w# S EME| D
Mame _Notes. ear lForm .Categol_l,l Balance
LIEBELT: Marija P kP {Pre-Primary 7A.00 A
LAUREMNTSCH: Robert P AP { Pre-Primary 75,00
PRICE: Matazha P KAP Pre-Primary
SMITH: Dean P K/P Pre-Primary 55,00
KINMAME: Benn P kP Pre-Primary 35.00
HULBERT: Daniel P i Pre-Primary
1
1
1
1
1 [
1 1] 5,00
: 2 i Primary .
AMBER: Eyle 2 Room 2 i Primary 75,00
e Choose For Selected > Add to Billing Item Batch
e Select the Year 1 AQWA Excursion batch
Please double-click on your selection.
B atch Mumber Dezcription
oo Kindergarten Yoluntary Contributions
ooooz Pre-Prirmary Woluntary Cantributions
ooo03 Prirmam Yoluntam Contributions
ooo04 Ipad Replacement Fund
000o0s “ear & Graduation Shirt
0000e P&C Family Contribution
oooo7? Year & Camp
ooooa Year 31n Term Swimming
00003 Year 1 and 2 Science Incursion
oooio ear 4 Perth Zoo Excurzion
oot Wwiest Coast Theatre - Hall Hire
ool 2 Oceanview Tenniz Club - Hire of Tennis Courts
00013 “ear B Room B Class Activity - Visiting Author
00014 ear 14 on
ok LCancel

Click OK

It is now possible to Auto Allocate the $10 unallocated credit to the new billing item
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RM Billing > Billing Items

e Click the Batch Billing Items tab

e Highlight all the students

e Double click on the Year 1 AQWA Excursion batch

Batch Billing Items

o Click [ ZhowTilisiERdrg Aol | (this ensures that the balances owing on the billing items after
adjustments if any are displayed)

Batch Detallz Batch Biling ltems

P
| Billing ltems E
= | 2
Batch Mo Description
| oo 4 ['rear 1 AQWA Excursion Show All Transactions |

Ref
E

Roomw

TOTALS: Amount
SELECTED TOTALS: Amount

60.00
60.00

Disc
0.00

Discount Mil  Paid

Hil

Discount Hil - Paid

Hil

Statuz  Reazon

A E RN

>

Balance E0.00
Balance E0.00

Adiuztment amountz included in balances but not shown zeparately

(]9 Cancel

-
Auto Allocate

]

iterns. Do you wish to continue?

This will allocate unallocated credit (including GV credit) to the selected billing

e Click Auto Allocate to apply credit to the selected billing items

e Click Yes to allocate the unallocated credit to the new billing item
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The following message will display

Auto Allocate Iﬁ

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.

Note: This function produces a report to the default printer and there will not be a chance
to select the report destination, so select the report location in advance.

Auto Allocate ———

Has the report printed OK?

e [t the report has printed correctly
e Click OK

A copy of the report is shown below

West Coast District High School
Automatic Allocation of Credit - 19 February 2019 13:52:04

Batch: 00014 Year 1 AQWA Excursion 2019

Student/Cust Name Year Form Receipt # Pay Type Billing Item Tx Ref

HALLIGAM: Simon 1 Room 1 36 CA iE) |

JONES: Yazead 1 Room 1 il CA 46

MARSHALL: Kristel 1 Room 1 i3 CA K]

PARKEY: Lauren 1 Foom 1 34 CA 344

SWANSSOMN: Simon 1 Room 1 32 CA 542

TALEE: Trizha 1 Foom 1 i3 CA 343
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The report can be reprinted through RM Billing > Reports > Transactional Reports > Re-

Print Auto Allocate Transaction

@ Reports @
&
Charges and Contributions Templates
Ch. d Contibutions R epart . .
g iares ane morhdons Tepars Re-Print Auto Allocate Transactions
Financial Reports
£ Transactional Reports

D Tranzaction Surirmary
D Re-Print Re-allocation Trangactions
D Re-Frint Auta Allocate Tranzactions

D Secondary Financial Azsistance Summarny
1 Audi Beports

Select an Auto Allocate report bo print

Feport D ate
19 FER 2019

Time
135204

Cancel

e Highlight the Auto Allocate Report and Reprint to the Screen

West Coast District High School

Automatic Allocation of Credit - 19 February 2019  13:52:04
Re-Printed

Batch: 00014 Year 1 AQWA Excursion 2019

Student/Cust Name Year Form Receipt # Pay Type Billing Item Tx Ref
HALLIGAN: Simon 1 Room 1 36 CA 541

JONES: Vazead 1 Room 1 31 CA 546

MMARSHALL: Kristel 1 Room 1 33 CA 545

PARKEY: Lauren 1 Room 1 34 CA 344

SWANSSON: Simon 1 Room 1 32 CA 542

TALEE: Trisha 1 Room 1 33 CA 543
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Activity: Allocate Unallocated Credit

Judge Percival (Mason Richards’ guardian) has advised that some of the camp credit is to be
used to pay for other outstanding items. We will now allocate the unallocated credit.

RM Billing > Students

e Double-click Mason Richards
e Select the Billing Items tab
e Click on [ Show Billing [ternz with Outstanding Amounts

e Highlight all the Billing Items

= Student Details
2m3 vie <> @2
Surnarne Kriawn Hame Adjustraent amounts included in balances but not shown separately
|RICHARDS [Mason Show All Trarsactions

Detailsl Subjects Billing ltems |F|eceipts| Tlansactionsl Notesl Invoicesl Sec Fin Assizt

Ref  Date Type Amount GST  Diec  Paid Balance Bill Code Batch#t Comment Status Reason
A ] 4000 0 0.00 0

£ >

TOTALS: Amuuntl 9160 Discount 0ol Paid 0.00 Balancel 91.50

Unallocated Credit
[ Amount I 250,00 | Alocate Add Billing ltem Bewverzal Adjuztment Add Discount

Last Modified 13/02/1913:35 By ADMIN

e Click .-’-'-._Iln:n::atel

e Enter the amount to allocate

Allocate
Enter the amaount ta allocate [up ta $391.50) IS‘I RO
Cancel
e Click OK

e View the Billing Items

CIVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 233 of 277
© 2019 Civica Pty Ltd




2019 v 4 aPr &2
Surmame Known Name
|FII[:HAFIDS |Masun Show Billing ltems with Outstanding Amounts

Detailsl Subjects Billing ltems lHeceipts] Transactionsl Notes] Invoicesl Sec Fin Assist

Fef  Date Type Amount GST  Disc Paid Balance Bill Code Batch# Comment Status Reazon
319 {18FEE 2019 DR 40.00; 0 0.00; 40,00 0.00; vOLO1 {00003 {2019 Primary Vol

320 {18FEE 2019 DR 15.00; 0 0.00; 15.00 0.00; WaR0! 00004 ;20019 lpad Replacs

321 {18FEB 2019 DR 16.50i 1 0.00: 1650 0.00; 0OCO3 {00005 {2019 Year 6 Grad:

322 18FEB 2019 DR :100.00: O 000: 000 10000 CHGO1 (00007 (2013 Camp Accon: R: 532 Reverzed - .
323 18FEB 2019 :DR 40.00i O 0Ooo: 000 40.00i CHEO1 (00007 i2019 Camp TransgR: 533 Reverzed - .
324 I18FEB 2019 DR {110.00¢ 1 0.00: 0008 11000 CHGO1 (00007 {2019 Camp Food (R: 534 Reverzed - .
458 {18FEE 2019 DR 2000; 8 0.00: 20,00 0.00; wARO2 (00006 | 2019 PAC Family C

532 19FEB 2019 (RY (-100.00 O 000; 0008 -100.00i CHGO1 (00007 {2019 Carmp Accony: 322 Reverzal - J
533 {19FEB 2019 :RY : -40.00: O 000: 000 -40.00; CHGO1 (00007 {2019 Carp Transg b 323 Rewverzal - J
534 19FEB 2019 RV -110.00¢ 1 000: 000 -110.00i CHGO1 (00007 (2013 Camp Food i 324 Reverzal - J
< >

TOTALS: Amount 3150 Discount 0ol Paid 9150 Balance 0.00

Unallocated Credit

| Student Details ==

Amant 158.50 Add Billing Item Bewversal Adjustment Digcount
Lazt Modified 19/02/1913:35 By ADMIM
. Show Billing lkerms with Qutstanding Amounts
e Clickon | 2 s
| Student Details =3
209 v 4 AP &2
Surname Known Mame Adiuztrient amounts included in balances but not shown separately
|RICHARDS |Mason Show All Tranzactions
Details] Subjects Billing Iterns ]Heceipts] Transactionsl Notesl Invoices] Sec Fin Assist
Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch#t Comment Status Reason
< >
TOTALS: Amount 000 Discount 000 Paid 0.00 Balance 0.00
Unallocated Credit
Amalnt 15850 | Allocate Add Billing [tem Beverzal Adjustment Dizcount
Last bodified 19/0241913:35 By ADMIM

e View there are no Billing Items with Outstanding Balances
e Close the student window
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Check the Unallocated Credit Listing again

Reports > Financial Reports > Unallocated Credit Listing

e View Mason’s remaining unallocated credit

West Coast District High School
Unallocated Credit Listing as at 19/02/19

Students
Student Hame Year Form Balance Unpaid Unallocated Credit

Billing ltems Gv Other Receipts Total
RICHARDS: Mazon 6 Room 6 -5138.50 50.00 50.00 5138.50 5138.50
Total Unallocated Credit for All Students £0.00 8158.50 8158.50

* Indicates all/some unallocated credit belongs to Government Subsidy receipts
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23.1Exporting Re-allocations to RM Finance

Movement of payments from one billing code to another where the billing codes are different and
are posted to different Analysis and Budget codes, will result in a re-allocation transaction. These
changes must be reflected in RM Finance. The Export to RM Finance Ultility will process these re-
allocations automatically in the original batch the transactions were processed in. This batch is
identified with an asterisk.

Activity: Export Re-Allocations

RM Billing > Utilities

e Double-click Export to RM Finance

Export to RM Finance l"""""-J
This will export transactions to RM Finance, and cannot be undone,
Continue?

Yo | Mo
e Click Yes

e Highlight both the General Banking Batches

Batches for Export

Batch Mo Diezcription Open
Qoo = General B ank, ]

General Banking

* Re-allocation transactions Cancel
e Click OK
Export l&]

Export Complete

e Click OK
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The Export Summary Report will be sent straight to the printer. There is no provision to send it to
the screen. The report must be signed by the Principal and filed with the monthly reports. A

copy of the report is shown below.

West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: 11 222 333 444

Receipt Batch Export Summary

Batch Code Description Date Created

Batches Not Exported

Mo Batches

Batches Exported

BO0QO1* General Banling 18.02.19 18/02/2019
BO00O3= General Banking 15.02.19 19/02/2019

* Re-allocation transactions

Comment:

Date Last Updated Open Batch Total
0.00
0.00
18/02/2019 NO 0.00
19/02/2019 NO 0.00
0.00

Principal's Signature:

Date:
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Activity: Update the Automatically Export Transactions

Open RM Finance

e Login as Manager Corporate Services and Password Keys

Login
|
. |
24 W Finance - m
[C) M PLC 2004 EM Finance — Mersion .40 - 7 December 2018
Australia Module - Version .40 - 7 Decernber 2012
~ -

1. Select your user name from the Tist below

Systern Administrator -
Deputy Principal

Manager Corporate Se

Principal

RMAUST —
Sehaol Administrator -
Crini Cimnres Cnm Tbnnt Cobanls

2. Enter your Password

[ Login | Quit |

Current Data File:
C:AKEYS WFINANCE S TR A ININGF INANCE_DEMO DF 1 %

%

Step 1 - Check the Batched Transaction Report

Transactions

Select & revrt

Select the Batched Transactions Report
Select Income only
Select the Cheque Account only

Ir Records WIrTransactionsY Ad-Hoc ]f Custom ]

r . =
ESGEMERAL REPORTS Report Options
&11 transactions -~ g -
e ) LPE TR S IMCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings i Income ¥ Gross Totals
Purchase Orders [" Expenditure [ Totals Only
&lternative Payee Transactions I” Budget Amendments I} short Repart Format
Bateh Mumber Report [~ Journal Transfers o
FICN NUmber Fepor [ éecruals ete. = Include Descriptions 7
= Inclode Irvoice 7
i3 AUDIT REPORTS . [T Include User 04N 7
Transactions not yet printed (FROM BANK ACCOUNTS ... 1| 1 searchcriteria
Year End Statement [T Cash Management [T Repart Motes
Commitrment Surmmary ¥ Cheque dcoaunt X
EFTHBPAV.Cerhﬁcatwn Lag | rDESTINATIUN ™
Record Maintenance Log € Print
rinter
25 B&NK REPORTS
. . @ Screen
Reconciled transactions L .
. ) 0 Page Preview
Unreconciled transactions P =
Cash Movement FIMD TRAMSACTIONS BASED ON ... ™ Spreadsheet
.
Bank Balance Ignote Search
{3 Tax REPORTS D Simple Search Change Sort Order ‘
Tax Reimburserment {IMC) D Detailed Search E—
Tax Reimbursement {EXP) | mhated Seare rn |
L
e Click Print
A copy of the report is displayed below
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Posting Detail Type
BOOO01

INC D01 Income

C1100 Extra Optional Charges

cCi1102 School Camps

Cheque Account

General Banking 18.02.19

Ref BOOODOY rc

BOOOD1

INCOO1 Income

C1100 Extra Opticnal Charges

c1102 School Camps

Cheque Account

General Banking 18.02.19

Ref BOOODOA Ic

BOOOO1

INC D01 Income

C1200 Personal ktems and Other Services

C1203 Graduation Shirt

Cheque Account

General Banking 12.02.19

Ref BOOOOA INC.
BOOOO

INCO01 Income

N31001 Other Suspense Accounts

N3199 Biling Suspenze

Cheque Account

General Banking 18.02.19

Ref BOOOOA INC.
BOOOD1

INCO01 Income

CA500 Voluntary Approved Reguests

C1525 Ipad Replacement Fund

Cheque Account

General Banking 18.02.19

Ref BOOOO1 INC
BOOO01

INCO01 Income

N300 P & C Suspense Account

N3005 P&C Contributions

Cheque Account

General Banking 13.02.1%

Ref BOODO1 INC
BOOO01

INCO01 Income

CA000 Contributions

Ci002 Primary Voluntary Contributions

Chegue Account

General Banking 13.02.1%

Ref BOODO1 INC
BOOOOS

INCOO1 Income

C1100 Extra Opticnal Charges

C1103 PP-v§ Excursions

Cheque Account

General Banking 19.02.19

Ref BOO0OO3 MC
BOOOOS

IMCO01 Income

C1100 Extra Opticnal Charges

C1104 PP-78 Incursions

Cheque Account

General Banking 19.02.19

Ref BOO0OO3 Ic

19 FEB 2018

18 FEB 2018

18 FEB 2018

18 FEB 2018

18 FEB 2018

19 FEB 2019

18 FEB 2019

19 FEB 219

19 FEB 219

Nett Tax Total Voucher
140.00 0 140.00 ]
100.00 10,00 1 110.00 c
15.00 1.50 1 16.50 ]
158.50 ] 158.50 o
15.00 0 15.00 ]
20.00 8 20.00 ]
40.00 0 40.00 ]
§0.00 0 §0.00 &
§0.00 0 §0.00 &
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Step 2 — Update the Income Batches in RM Finance

Transactions > View/Post Batch

e Select Income
e Enter Batch Ref BOO001

Find Batch
( Find Batched Income ] Controls
Q Display
Batch Ref EBBEEL
H H Display
e Click Display Q
e Click Select All
i Post Batch to Income Accounts @
-~ -
Gross
Ref. Date Period Yalue ‘!11'] Contial
EO000 1 19 FEB 2018 1 110.00  VES ¥ Find Baich
EO0001 19 FEB 2019 1 16.50  VES
EQOOO1 19 FEB 2019 1 138.30 YES
EO0001 19 FEB 2019 1 15.00  VES
EO0001 19 FEB 2019 1 20,00  YES
EO0001 19 FEB 2019 1 40,00  YES
Source / Supplier INCO01 Nett 140.00
Budget cr10z Tax 0.00
Analysis ciioo
Batch Ref.  BOOOO
Type 1/C
Description General Banking 15.02.19 v Laikile
Bank 1 Cheque Account
b Window
p -
Total to post 500.00 O Ciose window
@ Help
.

o Click ¥/ lniste
e Click Yes

Note: If not exporting to RM Finance, then the Reallocation Transactions must be entered
manually as Income Corrections, followed by the corresponding Income Transactions.
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Repeat for Batch Ref BO0O003

Transactions > View/Post Batch

e Select Income

e Enter Batch Ref BOO003

Find Batch
( Find Batched |ncame ] Controls
Q,, Dpispla
: . C pisplay

e Click Display
e Click Select All

il Post Batch to Income Accounts IE\

i Gross

Ref. [ate Period alue Controls

19 FEE 2010 1
19 FEE 2019 1

&0, 00

Source S Supplier INCOO1

Budget ci103
Analysis c1100

Batch Ref.  BOOOO3

Tupe INC

Description General Banking 19.02.19
Bank 1 Cheque Account

%

Nett
Tax

60.00
0.oo

-~

Total to post 1z0.00

@ Find Batch

~ Lpdate

Window

ﬂ Close window

2 Help

e Click ¥ Upiste
e Click Yes

e Close RM Finance

ClVICa

RM Billing Primary Training Notes.docx31-Dec-18

Page 241 of 277
© 2019 Civica Pty Ltd




24 Changes in Student Admin
24.1Moving a student to the Former Roll

When a student is moved to the Former Roll their RM Billing information can still be accessed.

Activity: Move a Student to the Former Roll

Reuben Baker is leaving the school today so will need to be moved to the Former Roll. Move
him to the Former Roll and then locate his details in RM Billing.

General > Student Details

e Use the Search field to locate Reuben Baker

Search |BAK.R

e Click Move Student to Former Roll

Warning

o Are you sure you want to move this record to the Former Roll?

e Click Yes to the Warning Message
e <Tab> to accept the default date
e Select a destination and enter a reason for leaving

Leaving Details
Leave Date 19FEB 219 2

Destination |N0rthampt0n DHS. W

Reason for Leaving |Moved Address W

Cancel

e Click OK

Reuben is now on the Former Roll

a

]
Farmer v 4 & P
Reuben Baker (790 )
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RM Billing > Students

e Click Student Find &4
e Select the Former Roll and find Reuben Baker

Student Search

WS A
General lF‘alametersl Dates l .&ddlessl Dthel] {i]u]] ] Teaching Setsl
Surname/Ref. No. |BAKER Rall Status Farmer v
Preferred Name Year Group —hifg- o

e Double click Reuben Baker

e Click on to view his Billing Item balance

| Student Details =
209 vie 4 ab &2
Surnarne K.nown Mamne
|BAKEH |Heuhen Show Biling ltems with Dutstanding Amounts

Details] Subjects Billing ltems lHeceipts] Transactionsl Notesl Invoices] Sec Fin Azsist

Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch# Comment Status Reason
258  18FEB 2019 DR 40,000 0 Qoo oo 40.00¢ WOLO (00003 § 2019 Primary Yalu
260 18FEB 2019 DR 15.00 Qoo oo 16.00: VaR01 100004 (2019 |pad Replac:
261 (18 FEB 2019 (DR 16.50 0.00: o000 16.50¢ O0CO3 (00005 | 2019 ear 6 Grad
262  18FEE 2019 :0R 10000 000 4000 G0.00; CHGOT (00007 § 2019 Canp dccan
263 18FEB 2019 DR 40.00 Qoo oo 40,00 CHGOT (00007 § 2019 Camp Transg
264 18FEB 2019 DR 11000 000 000 1100008 CHGO (00007 {2019 Camp Food

462 18 FEB 2019 (DA 20.00 0.00: o000 20000¢ WaR0Z (00006 | 2019 PLC Family C

fala B e R e e

£ >
TOTALS: | Amount 341,50 | Discount 0.00  Paid 40.00 Balance 301.50
Add Billing [tem Beversal Adjustment Discount

Last Modified 18402419 09:43 By ADMIN

Click Return to View @

Highlight Reuben Baker

Click For Selected > Print Statement > OK
View and close the statement

Note: Billing information can still be accessed, statements created and receipts entered
as necessary.
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24.2 Student Name Changes

Occasionally, student name changes occur. When this change is made in General>Student
Details, users will need to update the records in RM Billing. This update can be run through the
individual student screen or by running a utility to update the records of all students with a name
change.

Activity: Student Name Change

Kate Ellard’s guardians have provided the relevant documentation advising that Kate will now be
known as Kate Donovan.

General > Student Details

e |oad the Records for Kate Ellard and select Kate

Search |ELL.F.

e Click on edit student ¢
e Enter Donovan in the Surname and Legal Surname

Persanal lFamiI_l.J Group ] .-’-‘n.dditiunall Movement Hist.

Surname |D|:unnvan

Legal Surmame | Dionowvan

e Click OK

A name change icon now appears on the Student’s status bar
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RM Billing > Students

e Find Kate Ellard and open her record

Note that the name change is not showing in Students List

| Student Details =]
209 v 1 ar &2

Surname K.nown Marne

|[ELLARD |Kate

Details lSubiectsl Billing Items] Heceipts] Transactionsl Notes] Invoicesl Sec Fin Aszist
Student Details
Actual First Mame: F.ate o

Surname: Danawvan

The updated name appears under student details. The ‘Update Student name from Admin’ icon
appears on the student record and when clicked will update the student’s record.

e Click on the icon to update Kate’s record
Surname Ko N arme
|DONOVAN [Kate

Details ISubiects] Biling Itemsl Heceiptsl Tlansactions] Notesl Invoices] SecFin Assistl

¢ Note that the name details have updated
e Return to View 2

e Highlight Kate Donovan

e For Selected > Print Statement > OK

¢ View and close the statement

24.3RM Billing > Utilities > Update Student Details from Admin

There is also the option to use the name update utility which will update the records for all
students with name changes.

e Click on Update Student Details from Admin, the following message will appear.

Update Student Names from Admin I - I

Running this process will ensure that all student names stored in RM Billing
match the corresponding student names stored in the Administration module.

Do you wish to continue?

e To update RM Billing with any student name changes from the Administration module click Yes
e Areport will be produced listing the names of students that have been updated
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25 Write-offs

It will be necessary to write off irrecoverable charges from students on the Current and Former
Roll. It is important that reports created using this process are kept on file for use at a later date.
Write-offs can be performed whenever charges are deemed as irrecoverable from current and
former roll students.

Refer to Department of Education’s Write-Off Procedures for Irrecoverable Debts document for
further information regarding all write-offs.

At the beginning of a year schools should look back at their previous year’s billing data. Any
amounts which are deemed as irrecoverable can be written off. Write-offs from previous years can
also take place throughout the year however they should only be submitted to DoE once a year.
Schools should maintain a write-off file throughout the year which contains:

e a copy of all write-off applications (including provisionally approved applications), lists and
supporting documents;

e a copy of all approvals from Corporate Business Services to write-off for debts; and
e all other relevant supporting documents.

In accordance with Treasurer’s Instruction 107 Authorisations, the Director General has authorised
school principals to provisionally write-off irrecoverable debts with a value of up to $5 000. These
write-offs have to be periodically submitted to the Director General for the final approval. For
further information refer to the Department’s documentation.

Unpaid voluntary amounts will need to be removed from current and former roll students. These
amounts can be cancelled. They do not have to be reported to the Department of Education.

Refer to the Department of Education policies for more information.

IMPORTANT:

Ensure a copy of all write-off applications, supporting documents,
reports and approvals are filed.
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A copy of the School Write-Off application form for $5000 or less, is displayed below.

| School Debt Write-Off Application Form ($5 000 or less)

Refer ta zection 3.3.6 of the Financial Management in Schools: Finance and Accounting for write—off details.
finy queries on the completion of this form should be directed to wour Senior Finance Consultant.

Steps:

1. Fill in the form and email the completed form to the Principal for lodgement.

2. Print a hard copy of the form and attach relevant supporting documents (e.g. billing report or invoices etc) to the form.

3. Forward the hard copy of the form and supporting documents to the Principal for a provisional write-off approval.

5. File the provisionally approved application form and documents, and update relevant registers.

G. Principal to e-mail a copy of the form to Corporate Business Senvices (CBS) (supporting documents not required) for final approval
located in the signature box below. An application form emailed by any other person will not be accepted.

. Click the "Send" button below to automatically email this application form to CBS for processing OR
e-mail: manually email this form by the principal to: FINACCREC@education.wa.edu.au
Neame of School: Region:
Contact Name: Phene Neo:
E-mail: Write-OFf Ref:| |

[For notification purpose) [System generated)

Item Description Amount
Total Student Subject Charges
Total Other Student Charges
Total Residential Boarding Fees

Total Overseas Student Fees
Total Adult Education Fees
Total Others

Total $0.00

What recovery actions have been taken to recover the outstanding debts?

PROVISIONAL APPROVAL
In accordance with the authority given to me under Treasurer's Instruction 107, | hereby provisionally approve the write-off of the above items.

| certify that the above details are correct and all individual values are $5 000 or less. Every recovery and remedial action has been taken and
all documentation in support of the write-off application is being held atthe school.

hl bl

Principal's Name Principal’'s Signature Date

final approval, this application form must be lodged via email to CBS by the Principal (signature is not required). Click button to se Send

CBS Use Only

Recorded by (Officer):
Submission Details Recorded Date:
Write-Off Submission |dentifier:

Mote: Write-off applications are submitted to the approval authority once every 6 months. Principal will be advised of the write-off as soon as itis approve
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25.1Writing off Student Debt

When writing off billing items for students, the user will access Write off-Cancel Student Related
Debt via the Utilities menu.

Writing off student debt may be carried out at any time during the year, if it is deemed that the debt
is unrecoverable.

25.1.1 Creating billing item batches for written-off or cancelled amounts

Activity: Create a Student Write-off Batch

As part of the end of month process and at the end of each year, it is necessary to review
current and former roll students and write off irrecoverable charges and cancel uncollected
voluntary contributions. A billing item batch will need to be created in order for the write off
amounts to be processed into.

RM Billing > Billing Items

Charges and Contributions have been deemed unrecoverable for some students. Create a
write-off batch to hold the written off amounts.

e Click Add Item
e Enter the description as Writeoff/Cancel outstanding debts <$5000 per student
e Click OK

O Billing tems ==
=2k
Batch Mo Deszcription
| 00015 |Wrileulhfﬁancel outstanding debt <$5000 per student

Batch Detail: lBatch Billing Items

Batch No  |00015 Updated: | Tue 19FEE 19 14:44

Billing Year |2E|1g > Created: | Tue 19FEE 19 14:44

Description |Writeoff!EanceI outstanding debt <$5000 per student

Batch Taotal | Hil Open: YES

Tied Billing Items:

Comment Amount GST Bill Code
mf
ak Cancel
e Click Return to View =]
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Activity: Create a Customer Write-off Batch

RM Billing > Billing Items

West Coast Theatre has gone into receivership and charges have been deemed as
unrecoverable. Create a write-off batch to hold the written off amount.

e Click Add Item
e Enter the description as Writeoff outstanding debts <$5000 per customer
e Click OK

] Billing Items (=3
S 2

Batch No Description

| oo016 |writeoff outstanding debt <$5000 per customer

Batch Details lBatch Billirg Items

Batch Mo [00076 Updated: | Tus 19FEB 19 14:47

Billing Year |2019 v Created: |  Tug 19FEE 19 14:45

Description |Wliteuff outstanding debt <$5000 per custorner

Batch Taotal | Mil Open: YES

Tied Billing Items:

Comment Amount GST Bill Code
[}
Q. Cancel
Note: Customer debt cannot be cancelled. It can only be written off.
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25.1.2 Writing off Student Debt as part of end of month procedure

Activity: Write off Student Debt for Current Year

Reuben Baker has left the school and it has been deemed that his charges are unrecoverable.
Approval for the write off has been received from the Principal, so as part of the end of month

procedure, his debt will be written off.

RM Billing > Utilities

e Double Click Write off-Cancel/Student Related Debt

Write-Off/Cancel Student-Related Debt -

Before using this function you must create a billing items write-off batch (from
Billing Iterns). Have you created a write-off batch?

Yes | ’ No

e Click Yes
e Select 2019
| Write-Off/Cancel Student-Related Debt

Select Year 2ma W

Select students | @y | 0 Studenits Selected

LCancel
e Click the Student Find |
Rall Stat F ||

e Select the Former roll | ofStatus _[Famer >

e Click Find and highlight Reuben Baker

e Click Select
e Click OK

e Click in the boxes for CHG, VOL, VAR and OOC

[ Write-off/Cancel Student Debt @I
For Selected

=

Student Name | vear |Fom |[¥]CHG |[1vOL | [C]apu | (O TMP | O] RES | [V vaR |[]00C | [T M/ | Total

BakER: Reuben E Foom 210,00 40.00 0.0 0.0 000 3500 16.50 0.aa 30150 [

e Click Print Selected @@
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This report must be printed and signed by the Principal and filed in the write-off file.

Clicking = will print a list of all students viewed in the Write off-Cancel Debt
screen. This report should not be used to record the Principal’s authorisation for write

off. The user must select the Print Selected printer @@

West Coast District High School
Write-off/Cancel Student-Related Debt

Qutstanding amounts for the Billing Year 2019
1 Students Selected

Student Name Year Form Debtor Hame CHG voL* VAR* 00C Total
BAKER: Reuben 6 Foom6  MrA Pearce 210.00 40.00 35.00 16.50 30150
Totals for Report 210.00 40.00 35.00 16.50 30150

* Note: VOL and VAR amounts ars not subject to write-off.

l:l PROVISIONAL APPROVAL - Individual debts 55 000.00 or less

In accordance with Treasurer's Instruction 107, T hereby provisionally approve the write-off of the above unrecoverable debts owing to

the school.

I certify that the above details are correct and all individual costs are 5000 or less. Every feasible effort has been made to recover the
amounts listed above, remedial action has been taken and all documentation in support of the write-off application is being held at the

OR school.

l:l CERTIFICATION - Individual debts more than 53 000.00

All appropriate recovery action has been taken. I hersby request for an approval te write off the above items.

C omment

Principal's Name Principal's Signature Date

Key

CHG - Charges TMP - Temporary Visa Overseas Student Fees  QOC - Other Optional Costs
'OL - Veluntary Contributions RES - Residential Boarding Fees N/A - Not Applicable

ADU - Adult Student Fees VAR - Voluntary Approved Requests

e Close the report
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e For Selected > Write off/Cancel Student Related Debt

|:| Write-off/Cancel Student Debt
For Selected
Write-off/Cancel Student-Related Debt

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

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

e Press <Tab> in the Batch and select the Write-off/Cancel outstanding debts <$5,000 per

Student batch and OK

Please double-click on your selection.
Batch Mumber Description
Qnoo3 Prirary Yoluntary Contributions ~
00004 |pad Replacement Fund
00005 “rear B Graduation Shirt
Q000& PEC Family Contribution
Qnooz Year B Camp
Q0ooe Year 3 In Temn Swirrming
00003 ear 1 and 2 Science Incursion
oo “f'ear 4 Perth Zoo Excursion
0aat West Coast Theatre - Hall Hire
Qoo 2 Ocearwiew Tenniz Club - Hire of T ennis Caurts
oo 3 ‘Vear B Room B Class Activity - Visiting Author
Qo014 fear 1 AQWA Excursion
i Wi C nding debt
W
1]'8 Cancel

e Enter the reason for the write off as ‘Provisional Approval dd.mm.yy’ (Today’s date)

CIVICa

RM Billing Primary Training Notes.docx31-Dec-18

Page 252 of 277
© 2019 Civica Pty Ltd




Write-off/Cancel Student-Related Debt

Batch: o015 Wwiiteoff/Cancel outstanding debts <3$5000 per stude

Reason: | Provizional Approval dd/mm.yy

Cancel

e Click OK
’Student Write-offs ——

All write-offs/cancellations completed successfully.

e Click OK
e The debt is removed from the Write-off screen

|:| Write-off/Cancel Student Debt @
For Selected

=f=1

Student Name | vear | Form | [#] CHG | [CvoL | [C]apu | [C]TMP | (0] RES |[@]vaR [[M]00C | [CIMA | Totel

e Close the Write off/Cancel Student Related Debt window

Note: These batches are only created when required for write-off purposes. Billing Iltem
Batches can be duplicated from the Billing Items list by selecting the batch to be
duplicated and choosing For Selected > Duplicate Batch.
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25.1.3 Writing off Debt for Several Students

When charges are deemed as unrecoverable for more than one student, they can be written off.

Activity: Write-Off Debt in Bulk

Charges and contributions have been deemed as unrecoverable for several Year 6 students.
Approval for write-off has been received by the Principal. Produce a write-off report for the
Principal to sign. Write off debt for these students.

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

Write-Off/Cancel Student-Related Debt [""‘“""-J

Before using this function you must create a billing items write-off batch (from
Billing Itemns). Have you created a write-off batch?

e Click Yes
e Select 2019 as the Year

Write-Off/Cancel Student-Related Debt

Select Tear 2019 W

Select students | @ | 0 Students Selected

LCancel

Click Student Find ﬁl
Select Year Group 6

Click Find

Highlight the first 3 students

Student Search Results

S

Reference Surname Preferred Mame Year
732 B arbour

éJones i
iLeamton iKatherine

e Click Select and Yes

e Click OK

e Put atick in front of CHG, VOL, VAR AND OOC

e Highlight the students
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| Write-off/Cancel Student Debt
For Selected
& ¢

Student Mame | ‘rear |Fom | ] CHG |WIvOL | [C14bU | CITMP | O] RES | vaR |[w]ooC | M | Total
B Room 210,00 40.00 0.oa 0.oa 0.oa 35.00 & 0. an
Room 40.00 0.00 0.00 0.00

CHUM: Mara B Foom 0.00 4000 0.0o 0.0o 0.0o 35.00 16.50 0.0o

Totals: | 4nn_n[| 12D.DD| n_nn| n_nn| n_nn| 85_nn| 49.50| u.uu| E54.50

Selected Totals: | 4uu_uc| 120.uu| U.UU| U.UU| U.UU| 85.DU| 49.50| D.DD| £54.50
QOutstanding amounts for the Billing Year 2019

e Click Print Selected '@?

Note: This report must be printed, signed by the Principal and filed in the write-off file.

e Close the report
e Highlight all students
e For Selected > Write off/Cancel Student Related Debt

Write-off/Cancel Student-Related Debt (o

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

e Click Yes

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?
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Click Yes

Press <Tab> in the Batch field

Select the Writeoff/Cancel outstanding debts <$5000 per student batch and click OK
Enter the reason for the write off as ‘Provisional Approval dd.mm.yy’ (Today’s date)

rite-o ncel ent-Relat t

Batch: I 0015 Yfriveoff/Cancel outstanding debits <$5000 per shude

Reazorn: | Provizional Apprasal dd/mmm./yy

Lancel

e Click OK
| Student Write-offs u

All write-offs/cancellations completed successfully.

e Click OK
e The debt is removed from the Write-off screen

E H Write-off/Cancel Student Debt EI

For Selected
& &
Student Marme Year |Form |[¥] CHG |[@]voL | [C]aDU |1 TP |[C] RES |[¥]vaR |[F]00C | [CINA | Total

e Close the Write-off/Cancel Student Related Debt window

IMPORTANT:

Use the write-off report from RM Billing and follow the write-off
procedures to submit the School Debt Write-off Application Form ($5000

or less) to Corporate Business Services for final write off approval from
the Director General. Voluntary amounts are cancelled, not written off,
therefore must not be included in the application.
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Activity: View Write-Off/Cancelled Billing Items for Students

RM Billing>Students

e Open the record for Ross Barbour

e Select the Billing Items Tab

e Click on the Reason header

e View the written off and cancelled debt.

| Student Details =)
209 v 4 b &2
Surname Ko N arme
|BAFIBI]UH |H|]ss Show Billing Iterms with Outstanding Amounts
Details] Subjects Billing ltems lHeceipts] Transaclions] Notes] Invoices] Sec Fin Assist
Type Amount GST  Disc  Pad Balance Bill Code Batch#t Comment Status Reason
9 :DR 4000: 0 0oo:  noo 40.00: YOLOT 00003 2013 Primary %ol & 554 Cancelled - Provisional Approval
9 :DR 15.00: 0 0.00; Qoo 18.00: VARDT 00004 2019 |pad Replacid; 555 Cancelled - Provizional Approval
9 :DR 1680 1 0oo: 000 16.50: 00OCO3 00005 2019 Year 6 GraduA: 556 Wiritten off - Provisional Approva
9:DR (10000 O 0.00: 4000 E0.00: CHGOT 00007 : 2013 Camp Accon: & 557 wihitten off - Provisional &pprova
9 :DR 4000: 0 0.00; Qoo 40.00: CHGOT 00007 2019 Camp Transgd; 558 wiritten off - Provisional Approva
9:0R i 110.00: 1 000: 000 110.00; CHGOT 00007 (2019 Camp Food (A: 553 Wiritten off - Provisional Approva
9 :DR 2000 8 0oo:  noo 20.00: VaR02 00008 2013 PEC Family CA: 560 Cancelled - Provisional Approval
9 A0 40,00 0 0.00; Qoo -A0.00; WOLOT (00015 2019 Primary Yol T: 265 Cancellation - Provizional Appros
9 :AD A5.00: 0 0oo: 000 A15.00; WaROT (00015 2019 Ipad Replac: T: 266 Cancellation - Provizional Appros
9 40 -1B8.50: 1 0oo:  noo SIE.B0: O0CO3 00015 (2018 ear 6 Grad: T: 267 whiteoff - Provisional Approval 1!
9 A0 -B0.00: 0 0.00; Qoo -B0.00; CHGO {00015 (2019 Camp dAcconi T; 268 winiteoff - Provizsional Approval 1!
9 :AD -40.00: 0 0oo: 000 -40.00; CHGOT 00015 (2019 Camp Transp T: 269 Wiriteoff - Provisional Approval 1!
940 110,008 1 000: 000 11000 CHGOT 00015 (2019 Camp Food :T: 270 whiteoff - Provisional Approval 1!
9 A0 -20.00: & 0.00; Qoo -20.00; WVaRDZ2 00015 2019 PEC Family CT: 461 Cancellation - Provizional Appros
< >
TOTALS: Amount A0.00  Discount 0o Paid 4000  Balance 000
Add Billing [tem Bewversal Adjustrment Dizcount

Last Modified 19/02/1915:02 By ADMIN

e View the Record after clicking on [

Show Billing [tems with Outstanding Amounts
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| Student Details ==
2013 vieldm)r S
Surmame F.nown Hame Adiugtment amounts included in balances but not shovn separately
IBAHBDUH |Hnss Show All Transachons i
Detailsl Subjects Billing ltems |F!ecei|:uts| Transactionsl Notesl Invoicesl Sec Fin Assist
Type Amount GST  Dise  Paid Balance Bill Code Batch# Comment Status Reazon
< >
TOTALS: Amount 000 Discount 000 Paid 0.00 Balance 0.0o
Add Billing ltem Feverzal Adjustment Digcount
Last Modified 19/0241915:02 By ADMIM

Close out of Student Details

ClVICa

RM Billing Primary Training Notes.docx31-Dec-18
Page 258 of 277
© 2019 Civica Pty Ltd




25.2Writing off Customer Debt

When writing off billing items for customers, the user will access Write off/Cancel Customer
Related Debt via the Utilities menu, however Customer debt can only be written off, it cannot be
cancelled. When charges are deemed as unrecoverable from customers they can be written off.

Activity: Write-Off Customer Debt

West Coast Theatre has gone into receivership and charges have been deemed as
unrecoverable. Approval for write-off has been received by the Principal. Write off debt for this
customer.

RM Billing > Utilities

e Double click Write off/Cancel Customer Debt

[ utilities (23]
Instructions - -
I the fight hand parel, there @ Create Subject Biling ltems -
are a number of icong with @ Export to BM Finance
dezcriptive tithes showing which
functions are avaiable, @ Purge Former Roll Shudents
@ Update Student Marmes from Admin
Ir arder to gtart a furction, T —
plea_se d_ouble click an the & witite off/Cancel Customer Debt
required ican. @ ‘wirite off/Cancel Student Felated Debt
@ Y'ear End Processing
Write-Off/Cancel Customer Debt [—

Before using this function you must create a billing itemns write-off batch (from
Billing Items). Have you created a write-off batch?

Ve 1| Mo

e Click Yes
e Select 2019 as the Year

Select Year 2019 W
e Click Customer Find
e Select West Coast Theatre
[ Customer Search

Customer Name Search

Custorner Name Address
st Theate e st Highway, SCARBOROUGH ‘w
v Tenniz Club eet, SCARBOROUGH Wa 6019
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Highlight the line for the 2019 Hall Hire Term 1 Weeks 6-10 for $495

[ ]
Write-Off/Cancel Customer Debt
Select Year 2mAa W Select customer | ik
Customer Mame | West Coast Theatre
Fef Date Bil Code Balance  GST Carmment
434 18FEB 2019 HIROT 2019 Hall Hire Term 1 %/
(1] Cancel
e Click OK
Write-Off/Cancel Customer Debt
The selected outstanding amounts for billing year 2019 will be removed. This
process cannot be undone,
Do you wish to continue?
Mo
e Click Yes

e <Tab> in the Batch field
Select the Writeoff Outstanding Debts <$5000 per customer

ooo14 Mear T ADWA Excursion | ‘
0oons Swritenff/Cancel outstanding debts <$5000 per student | 4

00016 Wwiriteoff Dutstanding Debts <$5000 per cCustomer

ak ” Lancel ]

e Click OK

e Enter the reason for the write off as ‘Provisional Approval dd.mm.yy’ (Today’s date)

Write-off/Cancel Custorner Debt

Batch: 00016 ‘wiiteoff Outstanding Debts <$5000 per cCustomer

Reason: | Provizional Approval dd.mrm.ym

ok l [ Lancel

e Click OK
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Customer Write-offs &J

All write-offs/cancellations completed successfully.

e Click OK
e Close the Writeoff Customer Debt Window
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25.2.1 Printing the Transaction Summary for Customer Write-offs

A write-off report must be printed and signed by the Principal for all Customer write-offs. This

report must then be filed.

Activity: Print the Write-Off Report for Customers

filed.

RM Billing > Reports

e Open the Transactional Reports folder
e Select the Transaction Summary
e Select Billing Items

e Click Customer Find i
e Select West Coast Theatre

Customer Search

Custorner M arne

ast Highway, SCARBORDUGH Wi
eel, SCARBOROUGH W 6013

e Enter the relevant date range
e Select the Other tab
e Enter the Reason containing Writeoff (No spaces)

Transaction Summary
(®) Billing Items
Students

() Receipts (") Both

| w | | Mew Query

Group and subtotal by student Student Totals Only
Custamers

#h | (1) Customers Selected

Fram D ate | To |

FromRef | To |

Billing Codesl Billing Options Other l

Corections |No Search v

Feazon
containing | Writeoff

e Click Print

Print the transactions summary report for West Coast Theatre for the Principal to sign and to be
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e This report must be signed by the Principal and filed

West Coast District High School

Transaction Summary

Search Criteria

From Date 01/02/19 To Date28/02/19
Billing tems only

Reasons Containing: writeoff

1 Customers Selected

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason

in 19/02/19 AD T 494 HIRO01 -$495.00 -$45.00 S0.00  -5493.00 West Coast Theatre 2019 Hall Hirs Term 1 Writeoff - Provisional
Weeks 6-10 Approval 19.02.19

Totals for Report -5495.00 -545.00 50.00  -5493.00

IMPORTANT:

Use the write-off report from RM Billing and follow the write-off

procedures to submit the School Debt Write Off Application Form
($5000 or less) to Corporate Business Services for final write off
approval from the Director General.
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25.2.2 Closing the Write-off Batches

The write-off batches must be closed and a new batch will need to be created for the next write-
off/cancellation.

Activity: Close the Write-Off Batches

RM Billing > Billing Items

e Highlight both Writeoff batches
i Billing Items Batches List View (=3
For Selected
2 EIEIE - PR
Batch Mo “ear Description Open  Last Updated Batch Total
| 209 Kindergarten Woluntary Contributions YES 1B FEB 2019034217 500,00
ooooz 209 Pre-Prirmary Voluntam Contributions YES 18 FEB 2019 09:44:11 350,00
ooo03 209 Prirnary Yoluntary Contributions YES 1B FEB 201909:46:23 2930.00
nooo4 2mAa |pad Replacerent Fund ¥ES {18FEB 2019034523 145500
00oas 2mAa “v'ear B Graduation Shirt ¥ES {18FEB 2019094524 158.00
00oas 2mAa PLC Family Contribution ¥ES i18FEE 201903:43:.07 1440.00
oooaz 2mAa “rear B Camp ¥ES i19FEB 2019133513 2R30.00
nooos 2m9 ear 3 In Term Swirming ¥ES i18FEE 2019095716 570.00
00003 2ms Year 1 and 2 Science Incurzion YES i19FEB 201913:40:42 170.00
o010 2m3 rear 4 Perth Zoo Excursion YES {13FER 2015125730 200.00
ooo11 2m9 ‘wiest Coast Theatre - Hall Hire wES i19FEB 2019125218 459500
o012 2m3 Ocearwiew Tenniz Club - Hire of Tennis Courts YES 18FER 201310:36:33 240.00
00013 213 YYear B Room B Clazs Activity - Yiziting Author YES (13 FEB 201911:.07:13 12.00

Click For Selected > Close Batch

Close

Are you sure you want to permanently close the selected batches?

Click Yes

As the write-offs have now been completed and the School Debt Write-off Application Form
(%$5,000 or less), submitted it is now necessary to close off the write-off batches. This can be
done individually or if there is more than one batch to close, they can be done together.
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The two batches are now closed

illing Items Batcl 1st View

For Selected

2013 BlENCEEA- A

Batch Mo Year Dezcription Open  Last Updated Batch Total
Q0o 2019 Findergarten Yoluntary Contributions YES (12 FER 2019094217 500,00
Qnooz 2019 Pre-Primary Waluntary Contributions YES 18 FER 2019 09:44:11 350.00
Qnoo3 2019 Primary %oluntary Contributions YES 18 FEB 2019 03:4E:23 2930.00
Qoo 2019 |pad Replacement Fund WES {15 FEB 2019 09:46:23 1455.00
00005 2019 “ear B Graduation Shirt YES 18 FEB 2019 09:46:24 158.00
0oao0s 20149 P&C Family Contribution vES {18 FEB 2019 09:49.07 1440.00
ooaoy 2019 Year B Carmp YES 19FEB 2019133513 2890.00
Qo003 2019 ear 3 In Term Swimming vES 18 FEB 2019 035716 5r0.00
00aa3 23 ear 1 and 2 Science Incursion YES {13 FEEB 201313:40:42 170.00
aooa 203 rear 4 Perth Zoo Excursion YES (13FEB 2013125730 200.00
0aat 20149 “West Coast Theatre - Hall Hire vES {19 FEB 2019125218 453500
Qoo 2 209 Oceanview Tenniz Chub - Hire of Tennis Courts YES (18 FEB 2015910:36:38 240.00
oo 3 2019 ‘Vear B Room B Class Activity - Wisiting Author YES f13FEB 201911:07:19 12.00
0oa14 20149 “rear 1 ADWS Escursion wES {19 FEB 2019 1348:53 £0.00
00015 ‘writeaff i ;5000 Lide 13 FER 2019 15:21:01 -956.00
00016 : oL g debt <$5000 per cu B 9FER 2019 15:21:0 -495,00

e Close the Billing Items window

IMPORTANT:

When writing off customer debt for more than $5000, approval must be
received from the Director General. Complete and submit the School
Debt Application Form (over $5000) available on the Finance Web, for

approval from the Director General. Once approval has been received,

complete the write-off procedure.

IMPORTANT:

Use the write-off report from RM Billing and follow the write-off
procedures to submit the School Debt Write-Off Application Form
($5000 or less) to Corporate Business Services for final write off
approval from the Director General.
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26 Purging Transactions

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.

The Utility is accessed from RM Billing > Utilities

™ Utilities 3
Instructions : -
i 15 et e e, i s Create Subject Biling ltems
are a number of icons with @ Export to BM Finance
descriptive titles showing which [ ———
functions are availahle s [Purge Former Boll Students

; 3 Update Student Mames from Admin
LT;[S: [dt;usbtgtcﬁcfﬁ r;c:ltohné 3 Wiite off/Cancel Customer D ebt
required icon. & wiite off /Cancel Student Related Debt
Q Year End Pracessing

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

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

Locked Message

Enter the message you would like to appear when another user attempts to
log an ta the spstem.

Integriz and remote web services are currently unavailable while
maintenance work is camed out.

Enter how long you expect the spgtem to be locked for, hrs

[ View Users ] [ ok ]

3.  The following message is then displayed.

Purge Former Roll Students

This process will purge transactions for former roll students with a zerc balance
and a leave date prior to 31 DEC 2017, This process can take a long time if a large
number of students are selected.

Have you made a backup of your datafile?

4.  Selecting ‘Yes’ will display the Student Find Tool.

C IVI Ca RM Billing Primary Training Notes.docx31-Dec-18
Page 266 of 277
© 2019 Civica Pty Ltd



Purge Former Roll Students

Select students @ 0 Students Selected

[

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

Information =3

Mo students selected

6.  When OK is clicked the message closes but the student find window remains open

7.  Once the user has selected students, the eligible students will be displayed in the following

window.
Purge Former Roll Students
Student Mame Year Farm Leave date
BROKEMSHIRE: Pamela Raom B g 20CT 2007
CAMPBELL: Leif Raaom 2 2 18.JUL 2007
EMER": Blake 111 11 12 FEB 2003
FLAHERTY: Fynne 083 a8 14 alG 2007
FLAMAGAM: Ricky 1.2 1 17 &PR 2007
FULLER: Blad= 081 ] 11 FEB 2007
HOWARD: Janet 101 10 2FEB 2009
WOOLLEY: Wwilliam Room & 3 14 DEC 2007
Mote: Students without a Year, Form and Leave date have been deleted from Admin | Purge Selected Students | | LCancel |

8.  The user will highlight students and click the ‘Purge Selected Students’ button.
9.  The following message is then displayed.

Purge Former Roll Students 2

This operation 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?
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10. 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.

time. Do not interrupt this workztation,

Purge
Deleting B4 student Biling Items.
9 This operation may take a significant amount of 1E
time. Do nat interrupt this warkstation,
Purge
Deleting B4 Payment records,
@ This operation may take a signifizant amount of 24

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

Purge Former Roll Students

Purging complete.

==

BillingArchive280811 rep saved to KARmdb\OLDDATABIlling Archive),

12. An archive report is saved to the specified location.

13. Archived reports can be run from within Integris from the File > Print Saved Reports (from

disk) menu option.

(@ West Coast District High School
Edit General Help QA Checks

Change User Ctrl+U

Password...

Single User Lock
Leck Terminal Ctrl+L

Change Datafile
Database Tools 4

Report Destination

Page Setup

Print Saved Reports (from disk) k
Exit

Gateway

Note: As we do not have any transactions against Former Roll students prior to the current
Billing Year, we are unable to demonstrate this process during Training.
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5 ﬂammeters E

General |Eharges and Contributionsl Statementsl Invoicesl

~Warhings
taonetary Value ‘\Warning Limit $| 1000.00 Date Waming Limitl 30 Days
r BPAY
School's Biller Code 1 IS‘I 12 School's Biller Code 2 I
“Vear End

Last vear End A DEC 2017 Last Rollover I—
Current Billing v'ear |2EI‘I 8

~ Accounting Spstem

ABMN 111 227 333 444
(®) FM Finance Mo External Actg

- Options
Automatically show student balances

r FiM Finance
Rt Finance Datafile | C:ikeys\RMDBYFinance_Demo .dfl  Browse
Enable Export to RM Finance

~ RM Biling Archive
Rt Billing Archive Folder | CAKEYSSRMDBAOLDDATANBILLING ARCHIVES | Erowse

~ Secondary Financial Assistance

Secondary Assistance Folder | Browse

i....Change Parameters

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
screen shot above.

The specification lists this folder name without a space.
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27 End of Month Procedures and Reporting

Whilst RM Billing does not have a month end roll over function, certain tasks need to be performed
in RM Billing at the end of each month. This will ensure that RM Billing and RM Finance are co-
ordinated and also that any items which may need attention in RM Billing are handled in a timely

fashion.

27.1Month End Checklist

The following check list should be used for RM Billing at the end of each month. (Refer to the RM
Finance Registrar’'s End of Month Check List (For RM Billing Schools) provided by the Department
of Education for further detail.)

Task

Necessary Steps

Review students on the
former roll

e Process refunds or transfer transactions if required.

e Process write-offs for unrecoverable debt according to
department policy.

Review students on the
current roll

e Process refunds if required.

e Process write-offs for unrecoverable debt according to
department policy.

Check and clear
unallocated credits in RM
Billing

e Print the Unallocated Credit Listing (Reports > Financial Reports
> Unallocated Credit Listing for both Students and Customers).

e Investigate each occurrence and allocate or refund credit
amounts where applicable.

Ensure all transactions
are transferred to RM
Finance

e If not exporting to RM Finance, ensure all receipts batches in
RM Billing have been balanced with the banking, reports printed
and batches closed. Ensure all receipts batches in RM Billing for
the current period have been posted into RM Finance.

e Print any re-allocation transactions (Reports > Transactional
Reports) and ensure they are posted into RM Finance.

OR

e |f exporting to RM Finance, export the Corrections batch to
RM Finance and any other open receipts batches (RM Billing >
Utilities > Export to RM Finance). Where applicable

e Follow the procedures listed in these notes regarding filling in
the batch register and which reports to print. The Receipts Batch
Export Summary is printed automatically on export.

e Print the Receipt Batch Summary Report showing there are no
batches to export
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Review the Billing
Suspense Account
(N3199) in RM Finance.
This holds the
unallocated credit
amounts.

If the balance is not zero, check the report and view the
transactions to determine if correct. Make corrections if
necessary.

The total in the Billing Suspense account should equal the
amount of unallocated credit reported on the Unallocated Credit
Listing in RM Billing — unless there are any unexported batches
for the next month or unallocated Government Subsidies

Check all batches are
updated in RM Finance

RM Finance > Reports > Batched Transactions. Check for
Income and Expenditure to the relevant bank accounts. If a
report is produced investigate the reason why these batches are
yet to be updated in RM Finance. Update the batches.

Check the balance of
N3505 in RM Finance is
Zero

A balance in this account indicates a GST posting error in RM
Finance.

Perform the reconciliation
of all bank accounts in
RM Finance

Clear 0.00 transactions by reconciling them.

The RM Billing portion of the bank deposit should be reconciled
with the Daily Banking Summary and the Batch Register.

The RM Billing Batch Number should be noted against the
relevant deposit on the bank statement.

Check for negatives on
the BAS as a result of
Adjustments

If any negatives exist seek help from your SFC(S).

Print the following RM
Billing Reports
(mandatory)

Audit Report (Reports > Audit Reports > Audit Report.) Save
this report as <Month yyyy> to disk (G:\RM Billing Audit Log

<yyyy>).

Receipt Batch Export Summary- if exporting. This report is
only printed automatically on export. Itis to be signed by the
Principal on each export. If any batches remain unexported
these should be noted on the report with a reason why they have
not been exported.

Transaction Summary Report for the current month for
correction items - Principal to sign (Reports > Transactional
Reports > Transaction Summary). See screen shot below — date
range should be for the month being reported)
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Transaction Summary

Students

| W | Mew Cluem

Group and subtotal by student Student Totals Only
Customners
@& | [0] Customers Selected

(®) Billing Items () Receipts () Both

From Date  [1.JaM 2019 Ta  [3148K 2018

From Fef | To |

Billing Codesl Biling Options  Cither l

Reason

Carrections |.ﬂ.diustmentsa’ﬁeversalsa’Hefunds with Original T v

containing |

Containing Month and Year)

Transaction Summary
(®) Billng Items (") Receipts () Both
Shudents

|Selected Subszet 526 entries W | Mew Query

[ Group and subtatal by student [ Student Totals Only

Customers

dh | [0) Customers Selected

Framn D ate | To |

Fram Ref | To |

Biling Codes Biling Options ]mher]

Billing tem Batch | [Blank far all)

[W]iShaw discounted billing iterns only;

[] Billing Item Balance = 0.o0

Biling Code&] Billing Options  Other l

Carrections | Mo Search

Reazon
cortaining | July 2015

Transaction Summary Report for discounted items (no date
range) - Principal to sign (Reports > Transactional Reports >
Transactions Summary > Billing Options tab > tick Show
discounted billing items only > Other tab > Enter Comment

Print the following RM
Billing Reports (optional)

Summary Aged Debt List (Optional Report) when required,

for debt management. (Reports > Financial Reports > Summary
Aged Debt List — Students and/or Customers)

Note: Questions on month end procedures can be directed to your SFC(S).
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28 Support

Should you require support please email: FinancialServices.support@det.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

Contact details below:

28.1Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please supply your ID number, contact details and a brief description of the problem.

28.2Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

29 Online Manuals and Training Notes
29.1Civica Education

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

www.civicaeducation.com.au.

Select online manual login.
Username: school
Password: help

29.2STIMS Project

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

http://www.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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30 Finance Web

30.1Department of Education — SIS Finance

http://det.wa.edu.au/finance/detcms/portal/

Log on to the DoE Portal to access the latest factsheets.

RM Billing - Quick Reference Guide and FAQ
RM Billing - Receipts Batches Procedures in RM Billing

RM Billing - Using RM Billing _Alternative Method for Timetabled schools Yrs 7 -10
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DEPARTMENT OF EDUCATION

BATCH REGISTER

For the month of Period
BANK RELATED TRANSACTIONS

Reference No Adjustments/Reversals **

Type of
Date/D Batch* Bank Income Expend ) Accruals )
Batch No ate From To [C] Cheque AIC Receipts Payments ﬁroetg'st Income Expend Clr;]t:rrgn;L (Manual BTﬁlt\;;e
Export [E] EFT 1,23 (INC) (ESP) (I/C) (ESC) Only)
[B] BPay

Proc
By

*Reversals and internal charges are not batched but must be recorded. Billing batches are prefaced with a ‘B’. Accruals are entered if manually
processed.




