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RM Billing Secondary Training Program

Day 1

Time Contents

8.45am Coffee

9.00am Welcome
Housekeeping
Introductions and Registration

9.15am Introduction to the RM Billing module
Implementation of RM Billing at your school
Getting started with RM Billing for the first time
Overview of RM Billing
Creating Billing Codes
Setting Student Billing Categories
Subjects and Costs

10.30am Morning Tea

10.50am Creating Charges and Contributions Sheets for the current year
Alternative Method of Billing for Timetabled Schools Years 7-10
Producing Charges and Contributions Sheets
Subject Changes
Creating Billing Items for students
Billing Students

12.30pm Lunch

1.00pm Government Subsidies
Individual Billing

1:30pm Discounts
Charges and Contributions by Department Reports
Receipting
Statements
External Customers

3.00 Finish

Day 2

Time Contents

8.45am Coffee

9.00am Review Activity

10.30am Morning Tea

10.50am RM Billing & RM Finance Interface
Manual input of receipts to RM Finance
Follow up of unpaid debts
Enter Notes for students
Turn on Export function
Adjusting and Reversing Billing ltems

12.30pm Lunch

1.00pm Reverse and Refund Receipts
RM Billing and Administration Module
Write-off/Cancel Billing Items
Unallocated Credit
Reallocation Report
End of Month Procedures

3.00pm Finish
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Training Outcomes
At the end of the RM Billing Secondary Training Program participants should be able to:

Understand the process of the implementation of RM Billing at their school
Produce Charges and Contributions Sheets for students
Create Subject Billing Items

Create Billing Item Batches

Bill students in bulk

Bill students individually

Create Secondary Financial Assistance Applications
Export Secondary Financial Assistance Applications
Import Government Subsidy Receipts

Apply discounts

Create receipts batches

Apply receipts

Create records for external customers

Enter receipts manually into RM Finance

Produce Statements and Reminders of Unpaid Billing Items
Enter Notes for students

Understand the process of Exporting to RM Finance
Create Corrections and Refunds batches

Correct errors and make adjustments to transactions
Refunds through EFT, System and Manual cheques
Write-off/Cancel debt

Export Re-allocations to RM Finance
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1 Introduction to the RM Billing Module

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

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
facilities which could be such things as a gymnasiums, halls, swimming pools 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 costs. 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 can also be 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

Ll

RM ::> RM FINANCE
BILLING

TIMETABLING
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1.1 Logging on to the System

Activity: Logging On

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

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

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

[i%% UserMame  [aDMIN
Pazzwaord *EEE

RN\

Datafile Path: C:\KEYS\INTEGRIS\RMDB\TRGDATAZINTEGRIS.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.

It is strongly recommended that you change your password regularly.
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1.2 The File Menu

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

Edit General Help
Change User Ctrl+U

Password...

Single User Lock
Lock Terminal Ctrl+L

Change Datafile
Database Tools 4

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

e Password enables the user to change his or her password. For security purposes, it is
recommended that this is done regularly.

e 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.

e 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.

e Report Destination allows the user to choose where to send any report created in Integris.
The options are displayed below.

Activity: The File Menu

Top Toolbar > File

View each of the following items in the File menu
Password

Change User

Lock Terminal

Report Destination
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2 Accessing Help

Activity: The Help Function

Top Toolbar > Help > Help Contents and Index

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

Integris Help

Integris Help

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

Help Areas
Inteqriz Lesson Attendance Help ~
Integris Lesson Attendance Reports Help

Integris Rk Biling Help
Integriz Time Help

Intedriz VET Help

Yidea LA Using Registration
Yideo L& Using Speed Entry
Yideo L& Using Week Yiew

Help Claze

Highlight Integris RM Billing Help
Click Help

View the manual

Close the manual and Help

CIVICAa
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2.1 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 discuss the process to be used at your school as
closely as possible, to enable you to assist your project officer in the process.

2.2 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.

2.2.1 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: Viewing the Fees Biller

Michael Brogan'’s address details and his Parent/Guardian information is incomplete. Mrs Alison
Brogan is the Fees Biller.

General > Student Details

e Type BRO,M in the Search field ==" |BRO M

e Press <Enter> to display Michael Brogan’s student details

The Fees Biller can be viewed from the Student Details Summary screen.

Contacts

Name _Phnne _Address lFIeIalinn .Fles _Par lHaiI _Emlg antes _Fee
Mr Marcug Brogan 9221 6043 130 Gascopne Way, DALKEITH, Wa, 6071 Father Pes P'es Mes (2 Mo N
Mot gpecified

iMot specific Mo | Mo {No EI END i

4 UL 2

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

e Mrs Brogan’s details have not been entered

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 16 of 322
© 2019 Civica Pty Ltd


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

e Click on the Edit Pencil ¢
e Choose Family Group tab
e Enter the details as shown below for Mrs Brogan

Student Michael Brogan

Personal Family Group lAdditional] Movement Hist. l Groups] ol ] Misc. l.&ttendance Hist. l MedicallActivitiesl

Parent/Guardian 1 lF'arenta"Gualdian2l Siblingsl Other Contactsl

Title Iz‘ |Initials |Sumame Salutation |Mr and Mrs Bragan
brs B Brogan
Address .
First Mamne |Ali$c-n
Middle Mame(s] |
Relationship |Mother lz‘
Gender (0) Male @ Female () nfs

Parental Responsibility Student Resident
Fees Biling Family b ail b arker

Mobile  |0400 777 EEE £ Emeigency [1 E-Mail

N\ Personal Details 4 Additional Detaiks

Click on the Edit Pencil in the Address box ﬁ'?
Select Linked to Student Address

Options @ Linked ta Student address
Linked to Parent/Guardian 1 address

() Specific address

Click OK

Select Parent/Guaradian 2 tab
Untick Family Mail Marker
Enter his Mobile number
Delete the Salutation

Parent/Guardian 1 Parent/Guardianz |Siblings l Other Contacts

Title Initials ~ Sumame [T Mo Parent/Guardian 2' for this student
|Mr |E| |M |Brogan Salutation |
First W ame |M‘5"CL"S Address 30 Gazcopne \Way,
Middle Namels) | DALKEITH.
Relationship |Father E‘ B0 2

_ § § Tell: 9221 6548
Gender @ Male () Female () n/s i

Parental Responzibility Student Resident
Fees Biling []  Family Mail Marker  [7]

Mobile 0408 955 777 ® Emergency[2 | EMail
e Click OK
Hame Phone Address ‘Relation Res Par Mail Emrg Motes Fee
Mrz Alison Brogan 0400 777 B6: 30 Gascopne Way, DALKEITH, W&, B0t Mother | Yes | Yes iYes {1 iNo i
b1 M arcus Brogan {9221 B542 130 Gascopne Way, DALKEITH, Wi, BOTFather ez | ez iNo 2 i iN

e View the details for Mrs Brogan and that she is now the Fees Biller
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2.2.2 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 (see important note below).

It is therefore recommended that only one contact be ticked for Fees Billing in the Administration
module.

IMPORTANT:

If more than one contact is selected as the Fees Biller in the
Administration module, RM Billing will search the contact list and use

the first Fees Billing marker ticked as the contact responsible for the
student’s costs. The software will search the contacts in order of
Parent Guardian 1, followed by Parent Guardian 2 followed by any other
contacts in the order listed.

Itis likely that your school will have already set the fees billing marker from the information listed
on the Admissions form.

However, if you do not have the Fees Billing Marker already set for your students you can use
speed edit to help with viewing and editing this field.
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Activity: View the Fees Biller in Speed Edit

Admin > Speed Edit
e Click on the dropdown box called ‘Area’ and select

Click on the student search binoculars ﬂl

Area

IF'alenh"G uardian 1 Fees Biling

=

[ ]
e Click Find
e Click Select
e Click Yes
Speed Edit
Area
Parent/Guardian 1 Feesz Biling W
Select Al Deselect Al Invert Selection Blanks his
Fef. Student Mame Walue Status
TEE Albert, Jackie TES ~
avs Alkitik, baria YES
8EE Allen, Penelope YES
200 Allen, Tamara YES
846 Armber, Kyle YES
890 Amber, Kylie YES
3 Anderson, Ben YES
845 Anderson, Kurt YES
880 Andrews, Guy YES
e Andrews, Luke YES
4 Andrews, Rachael YES
5 Angus, Sally YES
E Antorello, Mark YES
avs Arrawsmith, D avid YES
a3 Arrowsmith, William YES
7 Aszpinall, Simone YES
1 Atking, Aaron YES
820 Awery, Charmaine YES
291 Awery, Roslyn YES o
[a] Ficilan Mieiim. LA
Mewvaue [ v Clase Save

All the students on the current roll will display showing where Parent/Guardian 1 is marked as

the Fees Biller. In the Training database this is ALL students.

e Click on the Area drop down box and change to view Parent/Guardian 2 Fees Billing

Area

|F'arenh’Guardian 2 Fees Biling w

The list will update to show students who have Parent/Guardian 2 ticked as Fees Biller.
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Speed Edit

Area
|F'arenta"G uardian 2 Fees Biling ) @ &
Select All Dezelect All Invert Selection Blanks ni's
Fef. Student Mame Walue Status
TEE Albert, Jackie wa ~
avs Alkitik, baria 1]
8EE Allen, Penelope MO
200 Allen, Tamara wa
846 Armber, Kyle 1]
290 Amber, Kylie elu]
3 Anderson, Ben YES
845 Anderson, Kurt wa
880 Andrews, Guy MO
e Andrews, Luke wa
4 Andrews, Rachael [ln]
5 Angus, Sally MO
E Antorello, Mark wa
avs Armrawsmith, D avid 1]
881 Arrowsmith, William 1]
7 Aszpinall, Simone MO
1 Atking, Aaron [¥[u}
820 Awery, Charmaine MO
=] Aovery, Roslyn [§[n] v
MewWaue [ Clase Save

Note: Where more than one Contact is nominated as the Fees Biller, the software will

default to make the highest contact the Fees Biller.
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2.3 Fees Biller for Other Rolls
2.3.1 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 before the students can be seen in RM Billing.

2.3.2 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 before the students can be accessed in RM Billing.

2.3.3 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.

Activity: Billing students on the Admissions Roll

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

Admin > Speed Edit

Area
IF'arenh"Gualdian 1 Feesz Biling Iz‘

e Click on the dropdown box called ‘Area’ and select

e Click on the student search binoculars

Fall Status | &cmissions =

e Choose the roll status of Admissions
e Click on Find, Select and Yes to select ALL students

e Click to highlight all the students

Speed Edit
Area

|Parent;"Guardian‘I Fees Biling IE‘

| Select Al || Deselect All || Invert Selection ” Blanks || n's |

Ref. Student Mame Walue Statuz

Newalue [ ] | v | | Close || Save
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Mew Walue

e Place atick in the New Value box at the bottom of the window
Click on the blue tick to make the modifications

The letter M will appear in the ‘Status’ column
Click on Save to save the modifications

Warning 3

Areyou sure you wish to save the modifications?

e Click on Yes
e Click on Close

IMPORTANT

If the Fees Biller changes for a student, the existing information can be

edited in the Administration module to reflect the new Fees Biller and
RM Billing will automatically be updated with the new details.

RM Billing Sec Training Notes 2019 5-Feb-19
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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

Activity: Setting the fees biller to PG2 or other contacts

Ben Anderson has two Fees Billers ticked, (P/G 1 and P/G 2) so the Fees Biller is defaulting to
P/G 1. This needs to be updated to Ben’s father Alan Anderson whio is currently P/G 2.

General > Student Details

Seach [AMD B

e Type AND,B in the Search field
e Press <Enter> to display Ben Anderson’s student details

Contacts

MName _Phune _Address _Helaliun _Hes _Pal _Mail _Emrg _Note Fe
Mrs Linda Anderson {9221 6324 |7 McMahon Street, PINEY WOODDS, WiiMother  §Yes | Wes (Yes {1 ies Y
r Alan &nderzon (9221 6324 7 McMahon Street, PINEY WOODS, WA Father iWes {es Noo 2 es il
kr Davidzon {9456 8338 4 Drury Lane, PINEY Ww00DS, ‘WA, _633iMeighbour i No (Mo (Mo i3 Mo M
FURT Ainderzon {9221 5324 |7 McMahon Street, PIMEY W 0ODS, W Sibling infa infa infa {0 Mo

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

e Click on the Edit Pencil ¢
e Select the Family Group tab and in the Parent/Guardian 1 tab
e Remove the tick from the Fees Billing checkbox for Mrs Linda Anderson
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Student Ben Anderson

Personal Family Group l.ﬁ.dditionall Movement Hist, ] Groupsl (1] l Misc. ]Attendance Hist. ] Medicall.&ctivities]

Parent/Guardian 1 lParenta’Guardian2] Siblings] Other Contactsl

Title Initials  Sumame S alutation |Mr ahd Mrz Anderzon
|M[S le| |L |A.ndelson Address 7 tcMahon Street,
irst Name | Linda PINEY W00ODS,
Middle Namels]  [Lydia ey
Relationship |Mother |z| Tell: 9221 6324
Gender (0 Male @) Female () nds
Parental Responsibility Student Resident
Fees Biling [  Family bail bd arker
i obile ’W 8 Emergency ,‘I_ E -4 il |
N Perzonal Details 4 Additional Details
totes Location M umnber
Linda is a teacher

St Paulz 5chool 59234 avan

I 3

e Click OK to Save

The Fees Biller information is updated.

-
Current v 4 &P

Student @

G/l S ¢aa@adOBOoO0mE0N

H

Ben Anderson (3)

Date of Bith 12 FEE 2004
Age 1412 17 Mths
Gender I ale
Teacher(s] kdr O Trainor

Fioam 558
LSl
LPFN 412345670003

Student Mo, 20512417
Central ID 001 23456700000956

Year 10 Form 101

Address

7 McMahon Street, Phore 1 3221 6324
PINEY WOODS, Phane 2

WA,

6999 Fan

Student Mob.
Family Reprezentative

Car Registration

E Mail Address

Search

Contacts

Mame Phone Address Relation Res Par Mail Emrg Mote: Fee
Mrs Linda Anderson {9221 6324 17 MoMahon Street, PINEY WOODS, witiMather | Yes | Yes iYes 1 es N
br Alan &nderzon 221 6324 17 McMahon Street, PINEY WOODS, Wi Father iWes [ Wes o (2 es Y
Mr Davidzon 456 8885 14 Dru Lane, PINEY WOODS, WA, 633iNeighbour ; Mo | Mo (Mo {3 Mo iN
KURT Anderzan 221 6324 17 McMahon Street, PINEY W/OODS, W/ Sibling infa infa infa 0 iHo H

£ : >

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

@ | |
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2.4 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

Type {~ Expenditure {+ |ncome
Description |Dther Suzpenze Accounts
Sart Key [~ Default Analysis for |ncome
[ analysis
. ~
Type (* Expenditure ¢ Income
Description |Dther Suzpenze Acoounts
Sort Key [T Default Analysis for Expenditure

e Budget Code N3199 Billing Suspense Account must be created in RM Finance. This account

is used to hold Unallocated Credit recorded in RM Billing.

RM Finance > Records > Budget Accounts

Budget Accounts d |
Eudget Account Description Controls
|N3199 | |Bi||ing Suspense Account |
Budget Heading [ Default Cods 4 Previous recorg
Budget Group |:| [> Next record
Inc Default Anal Exp Default dnal (31008 | @ Find record

2.5 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 (Schools) will
manage all steps in the preparation for and installing RM Billing, including the recording of any

opening balances.

IMPORTANT

Your Finance Consultant (Schools) will manage all steps in the
preparation and installation of the RM Billing Module.

ClvVICa
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Activity: Logging onto RM Finance

All RM Billing Users must log onto RM Finance before any processing can be undertaken.
RM Billing > Parameters

e Select User Name Manager Corporate Services
e Enter password Keys

Login
[ |
24 W Finance » u
{C) RM PLC 2004
-~ ~
1. Select vour user name from the list below
System Administrator LS
Deputy Principal
Manager Corporate Services
Principal
AMAUST
School Administrator W

2. Enter vour Password

B LDgiI'I Quit

Current Data File:
Ckeys\RMDB\Finance_Demo .df1

e Click on
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2.6 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.

2.6.1 Setting the General Parameters

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

General Tab
Monetary Value Already set to $1000. Leave this as it is.
Warning Limit (When processing, if an entered amount exceeds 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.)

Schools Biller Code 1 If you have elected to display the BPAY logo, enter your school’s
BPAY Biller Code into this field.

Schools Biller Code 2 This field should be left blank. It is a provision for possible future
functionality

Last Year End Schools will be advised by their 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 of the RM Finance datafile is
k:\\RMDB\finance.df1. You only need to change this if your datafile
is located elsewhere (for example if you share a server with an
ESC). For the training course only this is set to
C:\keys\RMDB\Finance_Demo.df1.

Enable Export To RM When this option is not selected, schools will be unable to export
Finance transactions automatically into RM Finance. When schools are
ready to begin exporting transactions into RM Finance, contact the
Customer Service Centre (CSC) at the Department of Education
for approval. Note that once this option is ticked and saved it
cannot be ‘unticked’.

RM Billing Archive File | At school this will be set to K:\keys\RMDB\OLDDATA\Billing
Path 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.
Secondary Financial This path is Optional, however schools may set a default path for
Assistance the use of saving files created by the Secondary Financial
Assistance export. The pathway can be changed if required, by
clicking on the Change Parameters button and then choosing the
‘Browse’ button to the right of the Archive Folder path. Suggested
pathway is KA\RMDB\SECONDARY ASSISTANCE
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5 Eammeters E

General |Eharges and Contributionsl Statementsl Invoicesl

~Warnings
Maonetary W alue ‘W aming Limit $| 1000.00 Date Warning Limitl 30 Days
r BPAY
School's Biller Code 1 IS‘I 12 School's Biller Code 2 I
rear End

Last v'ear End 1 DEC 2018 Last Rollover I—
Current Billing Y'ear I 209

~ Accounting Spstem

ABN - [Hot Spesified
(®) BM Finance Mo External Actg Ot peGCie

- Options
Automatically show student balances

 FiM Finance
RM Finance Datafils I C:\Keys\RMDBNFinance_Demo .dfl  Erowse
[]Enable Export ta Rk Finance

- B Biling Archive
RM Billing Archive: Folder I CAKEVYSSRMDENOLDDATANBILLING ARCHIVES  Browse

~ Secondany Financial Assistance
Secondary Assistance Folder I CAKEYSHNTEGRIS\RMDBSSECOMDARY ASSISTAM - Browse

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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2.6.2 Setting the Charges and Contributions Parameters

If you are going to use RM Billing to produce a Charges and Contributions Sheet you will also need
to set up the Parameters for the Charges and Contributions tab. If you are not producing Charges
and Contributions Sheets then this section can be bypassed.

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
un ticked 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
Department’s logo to appear on the left
hand side of the header, however schools
must not use the Department’s logo on
any items unless they have an
international element to their operations.

Narrow Logo/Wide Logo

If you have elected to show the
Department’s Logo then choose the
correct radio button to indicate whether
the narrow or wide version of the logo is
going to be 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.

RM Billing Sec Training Notes 2019 5-Feb-19
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| Parameters (3]

General Charges and Contributions lStatementsl Invoices]

Show School Address

Show School Logo on right hand zide
[Report Heading Image path

["]Shawe Department Loga on left hand side (® Marow Logo () Wwide Loga
Department Logo path

| =%
Show BPAY logo

Cancel
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2.6.3 Statement Parameters

Statements Tab
Default Statement Message Enter a message which the school would like to
appear on the bottom of the student statements,
eg: ‘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.

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).

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.
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| Parameters

General] Charges and Contributions  Statements llnvoices]

Default Statement Meszage

Show School Address

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

Show BPAY logo

Show Remittance Advice

Default Reminder Matice Meszage

Cancel

CIVICAa
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2.6.4 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.

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.

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 The Default Invoice Message can be set up
with the School’s Bank Account details for
Billing payments.

| Parameters (=]

General] Charges and Contributionsl Statements Inwoices

Show BPAY logo

Default Invoice Message

Cancel
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2.6.5 Enter Charges and Contributions Parameters

Activity: Enter Charges and Contributions Parameters

RM Billing > Billing Parameters > Charges and Contributions Tab

e Click  Fhange Earameters

e Click on the Charges and Contributions tab
e Enter the Parameters as shown below

|:| Parameters [

General Charges and Contributions lStatements] Invoices]

Show School Address

Shaow Schoaol Logao on right hand side
[Report Heading Image path)

[ Show Department Logo on left hand side (® Mamow Logo () Wide Logo

Department Logo path

| S
Shaw BPAY logo

Show Remittance Advice

Cancel
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2.6.7 Enter Statement Parameters

Activity: Enter Statement Parameters

RM Billing > Billing Parameters > Statement Tab

e Click on the Statement Tab
e Enter Statement Parameters as shown below

= Parameters (3]

Generall Charges and Contributions  Statements llnvoices]

Default Statement Mezsage

Pleage contact the school office on 9229 7777 if vou have any quernies regarding this statement,

Show School Address

Shaow Schoaol Logao on right hand side
[Repart Heading Imaage path)

Show BFAY logo
Show Remittance Advice

Show Student Mumber

Drefault Reminder Motice Meszage

Pleaze nate that the follawing Biling Items have not yet been paid. Please contact the schoal
office on 9229 FFFT if you wizh to arange payment,

Cancel
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2.6.8 Enter Invoice Parameters

Activity: Enter Invoice Parameters

RM Billing > Billing Parameters > Invoice Tab
e Tick ‘Show BPAY logo’

e Tick ‘Show Remittance Advice’

e Enter an ‘Invoice message’ with the School’s Bank details for Billing payments

| Parameters

Generall Chargez and Eontlibutinnsl Statements [nvoices l

Show BPAY logo

Show Remittance Advice

Default Invoice Message

=2

Payments may be made to the schoal's bank account by entering the following bank details.

et Coast District High S chool
BSB 0ME-123
Account 123456

Cancel

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

e Click to save the Parameter settings

e Close Parameters and Close the Billing Parameters window

CIVICAa
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3 Brief Overview of RM Billing

3.1 Students

When the Student window opens, all students on the current roll are displayed along with their
current year group and current form.

| Students =)
For Selected
wF NS D
Mame Motes ear Form Category Balance
ALBERT: Jackie 4 Fioom 4 rs
ALKITIE: Maria 7 071
ALLEN: Penelope 5 Room &
ALLEM: Tamara 2 Foom 2
AMBER: Kyle 2 Fioom 2
AMEER: Kylie T IFN|
AMDERSON: Ben 10 101
AHDERSOM: Kk 3 Room 3
AHDREWS: Guy T IF|
AMDREWS: Luke K kAP
AHDREWS: Rachael 11 111
AMGUS: Sally 12 121
AMTOMELLO: Mark. ] 084
ARROWSMITH: Dawvid T (IFN|
ARROWSMITH: William T IF|
ASPINALL: Simone 9 n9.2
ATKING: Aaron T (IFN|
AVERY: Charmaine 3 Foom 3
AVERY: Roslyn 7 072
BAILEY: Steven 10 102
BAILIE: Doyen 4 Froom 4
BAKER: Reuben ] Room B
BAMDY: Brandy T IF|
BAMDY: Tamara ] a1
BARBOUR: Ross ] Room B
BATES: Cal 12 122
BAVERSTOCK: Helen 7 071 v
< >
3.1.1 Student Icons
The following icons are available on the Student List screen.
oY Standard Student Find Tool
=9 Load Current Students — Displays all students on the current roll
i Open Details — Opens the drill down facility for the selected student
= Print — Prints all students displayed in the list view
i# Print Selected — Prints all selected (highlighted) students in the list view
Hide Selected — Hides all selected students
s, 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
Students x|
For Selected
A7 NS TE D
Name Year Form Category Balance
‘t‘\."_v"E_Fij_\:I_'\-almame B ﬁr!maw ?f !U j
C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 37 of 322
© 2019 Civica Pty Ltd



3.1.2 Opening the Students Window

The very first time the Students window is opened, 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: Using the Student Window Icons

RM

Billing > Students

Click Find Student %4
Select Year Group 9 to display only the Year 9 students
Find > Select > Yes

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

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

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

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

Click Hide Unselected to only view those selected students

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

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

Highlight the students with notes

|:|Students @
For Selected

B A EgTE D

Mame Motes Year Form Category Balance
DEF&AZI0: b atthew v/ a8 508.4 ‘ -
D& S: Caitlin s 1 1.2

Click For Selected and Print Notes
Click OK to ignore the Date Range
View and close the Notes Report

CIVICAa
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3.1.4 Quick Search on Student Surname

A quick search on student surname is available on 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

Surname Khnown Name

[AVERY [Charmaine

The red fields at the top of the screen are scroll fields and search fields.
e Left click to view the next student.

e Shift and left click to view the previous student.

e Right 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.

Note: It is quicker to search for students from within the drill down section rather than
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 @ 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 Born
e Double click Corrina Born
e View the tabs available in the student window

Surname

e Click on the red Surname field L22FN to scroll through the student names

e Right click in the Surname filed and type BROWN<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.

-

M ESEEBEE ST

Customers @

Custorner N arne

Address BPAY Ref Balance

3.2.1 Customer Icons

The following icons are available in the Customers section.

Load All — Displays all customers in the list view

B

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

& Print — Prints all customers displayed in the list view

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

Hide Selected — Hides all selected customers

B, Hide Unselected — Hides all unselected customers

o 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)

i 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 Red Field
The red field at the top of the screen is a scroll field and a search field (see Students section).

3.2.5 Return to View
r=

Use the blue circular arrow to return from the drill down display to the front list screen.

3.3 Billing Items

This section is used to create Billing Iltem 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.

O Billing Items Batches List liew (=3
For Selected
2019 v &G BE LT
|Batch Mo Ve Dhescriphicn Dper Last Updsted Batch Tobsl
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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.

| Receipts Batches List View ==
For Selected
2019 v B d G BE 4L T
Batch Mo Year  Description Open Last Updated Batch Tatal
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.
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@

[ Financial Feports

[ Transactional Reports
5

Audit Reports

Charges and Contributions Templates

Charges and Contributions Reports

Reports

Charges and Contributions
Monday, 28th January 2019

Create Charges and Contributions report templates to
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 kM anager

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.

1 Billing Parameters

Instructions

In the right hand panel, there
are a number of iconz with
dezcriptive tithes showing which
functiohs are available.

It arder to start & function,
pleaze double click on the
required icon.

[l
# Biling Codes -
@ Billing Parameters
# GST Codes
@ Subjects

@ W alid Payment Types

3.7 Utilities

The Utilities 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

though the training.

CIVICAa
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[ Utilities
Instuctions
I the right hand panel, there
are a number of icons with

descriptive titles showing which
functions are available.

In order to start a function,
pleaze double click on the
reguired icon,

@ Create Subject Biling ltems

@ Export to BM Finance

@ Purge Former Roll Students

@ |dpdate Student Mamesz from Admin

@ Write off/Cancel Customer Debt

@ Wiite off/Cancel Student Related Debt
@ r'ear 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, a billing code would be created for Voluntary Contributions — Years 7 to 10. 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 7 to 10.

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 7-10, Charges Year 11, 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.

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.
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Standard Naming Convention for Billing Codes

Code Begins with For Category Code Used For (examples)
VOL Voluntary Contributions Secondary Subject Voluntary
Contributions
Primary Voluntary Contributions
CHG Charges Subject Charges
School Camps
School Excursions
Hire of Facilities
0oocC 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 Costs
Students
ADU Adult Student Costs Adult Student Costs
RBF Residential Boarding Costs Residential Boarding Costs

Note: Budget Codes and Analysis codes must be created in RM Finance before they are
available to be used with RM Billing

Note: The Billing Codes and the Accounts used in the training material
are examples only. Users should refer to the current Chart of Accounts

and the Summary of Changes for use in your school. If you require

assistance, please contact your Senior Finance Consultant

ClvVICa
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4.2.2 Creating a Billing Code

To Add a new Billing Code, the following general rules apply:

Determine which category the Billing Code fits into

Use the appropriate first three letters given in the table above

Add a two digit number to the end of the code (nho spaces) eg. 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 User-Defined Billing Codes

RM Billing > Parameters > Billing Codes

Click Add Item %

Type the Billing Code CHGO02 <Tab>

Type the description Excursions and Activities <Tab>

Type the Analysis Code C1180 (or press <Tab> for a look-up list) <Tab>

Enter the Budget Code C1181 (or press <Tab> for a look-up list) <Tab>

e Select the category Charges from the drop down list

e Click OK to save

e Using the above instructions add the billing codes listed below:

Code Description Analysis | Budget Category
Code Code
CHGO03 School Camps C1180 C1182 Charges
00C01 Other Optional Costs C1200 C1201 Other Optional Costs
VARO1 Voluntary Approved C1500 C1501 Voluntary Approved
Requests Requests
HIRO1 Hire of Facilities C1700 C1705 Charges
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4.2.3 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.

4.2.4 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.

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

e RM Billing > Parameters > Billing Codes
e Click on the Print button
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4.2.6 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.

Activity: Add a Refund Billing Code

RM Billing > Parameters > Billing Codes

Click Add ltem @
e Tick the Refund checkbox

e Type the Billing Code REF03 <Tab>

e Type the description Refunds — Facilities Hire <Tab>

e Type the Analysis Code D4800 (or press <Tab> for a look-up list) <Tab>
e Enter the Budget Code D4808 (or press <Tab> for a look-up list) <Tab>

e Leave the category Not Applicable
e Click OK to save

Check to ensure there are no errors in the Billing, Analysis, Budget Codes or Descriptions.

= Billing Codes =
A
¥ Refund |REF03 | Refunds-Facilties Hire |D4800 |D4808 MNetApplizable |
Refund Biling Code Dezcription Analysiz Budget Category
CHGO Upper School Charges C1080 C1051 Charges
CHGOZ Excurzsions and Achivities c1180 c1s Charges
CHGO3 School Camps cii1an ciiaz Charges
HIRO1 Hire of Facilities C1700 C1705 Charges
M Mot &pplicable MH31000 M3199 Mot &pplicable
aocom Qther Dptional Costs C1200 c1zm Qther Dptional Costs
YES REFO1 Frefund Wal-Cont Secondary 04600 D4E0 Mat Applicable
TES REFD2 Refunds-Charges 4600 D4E0E Mot &pplicable
TES Refunds-F acilities Hire D4500 Mot &pplicable
SUS Suspense Account M31001 M3199 Mat Applicable
VAR Voluntary Approved Requests C1500 C1501 Voluntary Approved Requests
YOLO Voluntary Contributions [7-10) c1000 C1001 Voluntary Contributions

e Click € and select the screen and OK
e Close the Billing Codes window
e Close the Billing Parameters window

Notes: ‘D’ accounts will only be available for selection once the refund checkbox has been
ticked. Refunds of Unallocated Credit are processed against system code of SUS.
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4.3 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.

Billing categories are important when assigning subject costs to student records. We will discuss
subject costs in the next section.

Activity: Set the Student Billing Category

RM Billing > Students

e Sort the students by clicking on the Year group column twice to bring the Year 12’s to the
top. (or use the Find tool)

e Select all of the Year 11 and 12 students

e Click the For Selected menu

For Selected

i S OE D

e Select Set Student Billing Category

For Selected
Print Statement
% Print Charges and Contributions
Print Motes
Apply Subsidies
Apply Receipts
Add to Billing tem Batch

Set Student Billing Category

Secondary Financial Assistance Allowances
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e Choose Secondary (Chg) from the drop down list

Select Year
Pleaze select the Billing ¥ear

2013 v

Flease select the Categom

| Secondary [Chg) ")

LCancel

e Click OK to save

e Select all of the Year 7, 8, 9 and 10 students
e Choose Secondary (Vol, Chg) from the drop down list

Select Year
Please select the Billing v'ear

2019 v

Flease select the Category

| Secondam Wal.Cha) w

Cancel

e Click OK to save

e Select Simone Aspinall (Year 9)
e Choose For Selected > Set Student Billing Category
e Choose Full Fee Paying from the drop down list

Select Year
Pleaze zelect the Eiling vear

2019 v

Flease select the Category

|Fu|| Fee Paying W

Cancel

e Click OK to save

Note: District High Schools will need to assign their Primary Classes a Student Billing
Category. Years 1-6 students would be assigned the Category of ‘Primary’. Pre-Primary
students would be assigned the Category of ‘Pre-Primary’ and Kindy students would be
assigned the Category of ‘Kindergarten’.
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4.4 Subjects and Costs

In RM Billing, it is possible to associate all timetabled subjects with their respective costs. Each
subject may have a Voluntary component, a Charges component, a component for Adult Student
Costs and a component for Temporary Visa Overseas Student costs. Within the software all
components are optional — it is entirely up to the user to set the costs associated with each subject.

Each cost has a related tax code (T) and Billing Code (Code).

When the Subjects window opens for the very first time all subjects under the control of
Timetabling for the current billing year will be loaded into RM Billing. Subjects which have been
entered in the Administration module, but are not under the control of Timetabling will not be
available in RM Billing.

Note 1: If the Timetable has not been set up for the current billing year, the following
message will be displayed. The Subjects window will open, but no subjects will be
displayed for the current billing year.

Timetable Subjects

Mo Timetables have been set up For this Year

Note 2: The Timetable does not have to be finalised to use the Subjects section in RM
Billing. The structure must be set up and the primary preferences entered for the students.

The costs entered into the subjects table will be used on the Charges and Contributions Sheet for
each student.

RM Billing will use the primary preferences for each student from the Timetabling module and the
appropriate cost/costs associated with each subject from the subject table in RM Billing.

Note: There is an alternative method of billing for subject costs for years 7, 8, 9 and 10. For
more information, log on to http://det.wa.edu.au/finance/detcms/portal/ to access the document
RM Billing (Alternative Method for Timetabled Schools Yrs 7-10).
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http://det.wa.edu.au/finance/detcms/portal/

4.5 Viewing and Assigning Subject Costs

Activity: View Subject Costs

RM Billing > Parameters > Subjects

Most of the subjects we will use in Training for students have been allocated Subject Costs.

e Click on the Charges column header twice to bring all those subjects with charges to the top

of the list
i Subject Costs List View ==
For Selected
2019 v & # -
Code  Subject Mame Yolurtay T Code Charge: T Code Adult T Code Temp'izsa T Code
(31 PE S Physical Education Studies General 000 T i EAGHT 000 0.00 ~
GTOELC: Dutdoor Education General 12 0.aa 100.00; 0 iCHGO 0.aa 0.00
GEMAE: M athematics Eszential 11 000 50000 :CHGM 000 n.oo
FTBIO : Biology General 12 000 50.00:0 :CHEM 000 n.on
GTEES:Earth and Environmental Sci Geners 0.aa 50.00; 0 iCHGO 0.aa 0.00
GTEMG English General 12 000 50000 :CHGM 000 n.oo
GTGEC: Geography General 12 0.oo 50.00: 0 :CHGO 0.oo 0.00
GTHIM i Modermn History General 12 .00 50.00: 0 :CHGM .00 0.00
GTIMND {Indonesian: Second Language Gene 0.oo 50,000 :CHGOM 0.oo 0.00
GTMAE b athematics Eszential 12 0.0a 50.00:0 iCHGM 0.0a 0.o0
ATMAA Mathematic: Applications 12 0.oo 50.00: 0 :CHGO 0.oo 0.00
GEISL :ltalian: Second Language General 1 0.oo 50.00: 0 :CHGO 0.oo 0.00
ATPHY Physics ATAR 12 0.0a 50.00:0 iCHGM 0.0a 0.o0
GEBIO : Biolagy General 11 000 50000 :CHGM 000 n.oo
GECAE: Career and Enterprise General 11 0.oo 50.00: 0 :CHGO 0.oo 0.00
GEEES:Earth and Environmental Sci Geners 0.aa 50.00; 0 iCHGO 0.aa 0.00
GEEMG Englizh General 11 000 50000 :iCHGM 000 n.oo
GEGEC Geography General 11 .00 50.00: 0 :CHGM .00 0.00
GEHIM: Moderm History General 11 0.oo 50.00: 0 :CHGO 0.oo 0.00
GEIMND {Indonesian: Second Language Gene 0.oo 50.00: 0 :CHGO 0.oo 0.00
GEISC {Integrated Science General 11 .00 50.00: 0 :CHGM .00 0.00
AECHE: Chemistry ATAR 11 000 50000 :CHGM 000 n.oo
AEPHT: Physice ATAR 11 000 50.00:0 :CHEM 000 n.on
ATBIO Biclogy ATAR 12 0.0a 50.00:0 iCHGM 0.0a 0.o0
ATCHE: Chermistry ATAR 12 000 50000 :CHGM 000 n.oo
ATECO:Economics ATAR 12 0.0a 50.00: 0 :CHGM 0.0a 0.o0 v

Notes: Schools will determine the charges/costs associated with each subject. Subjects
may run for a Semester or a Full Year. For new ATAR and General subjects, the beginning
code AE or GE code represents the Course and Year Level of the students. In this
instance AE stands for ATAR, Year Eleven. GE stands for General, Year Eleven.
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Activity: Assigning Subject Costs

RM Billing > Parameters > Subjects

e Click on the Code header twice to bring the GE subjects to the top
e Highlight the GEPES Physical Education Studies General 11 and the GEOEC Outdoor

Education General 11 subjects

o

i Subject Costs List View (=3
For Selected
203 == -
Code  Subject Mame Yoluntary T Code Charges T Code Adult T Code Temp¥isa T Code
GTPES:Physical Education Studies General 0.oo 100.00: 0 iCHGO 0.00 Q.00 ~
GTOEC: Outdaoar Education General 12 n.oa 100.00: 0 :CHGO 0.00 0.00
GTMAE: Mathematics Essential 12 0.00 B0.00: 0 CHGM n.on oo
GTIMD :Indonesian: Second Language Gene 0.oo B0.00: 0 iCHG 0.00 Q.00
GTHIM: Modern History General 12 0.oo B0.00: 0 iCHG 0.00 Q.00
GTGEC: Geography General 12 0.oo B0.00: 0 iCHG 0.00 Q.00
GTEMGiEnglish General 12 0.00 B0.00: 0 i CHGM n.on oo
GTEES:Earth and Ervironmental Sci Genera: n.oa B0.00: 0 :CHGO 0.00 0.00
0.00 B0.00: 0 0.00 000

0.00
GEOEC Outdoo 0.00
GEMAE: Mathematics Eszential 11 n.oa

GEISL iltalian: Second Language General 1 0.oo
GEISC iIntegrated Science General 11 0.oo
GEIMD iIndonesian: Second Language Gene 0.oo
GEHIM:Modern Hiztory General 11 0.oo
GEGEC: Geography General 11 0.oo
GEEMGEnglish General 11 0.oo
GEEES;E arth and Environmental Sci Genera; 0.0a
GECAE: Career and Enterprize General 11 .00
GEBIOD iBiology Gereral 11 .00
ATPHY: Phyzics ATAR 12 0.0a
ATMAA Mathematics Applications 12 Q.00
ATLIT :Literature ATAR 12 0.0a
ATIND i Indonesian: Second Language ATAIL Q.00
ATHIM iModerm Histor ATAR 12 Q.00

50.00; 0 i CHGO
50.00; 0 i CHGO
50.00; 0 i CHGO
50.00; 0 i CHGO
50.00; 0 i CHGO
50.00; 0 iCHGM
50.00; 0 iCHGM
50.00; 0 iCHGM
50.00; 0 iCHGM
50.00; 0 iCHGM
50.00: 0 iCHGO
50.00: 0 iCHGO
50.00: 0 iCHGO
50.00: 0 iCHGO
50.00: 0 iCHGO

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.0
0.0
0.0
0.0
0.0

Py

.00
0.00
0.00
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0 v

ey

e Click on For Selected > Set Values

L . W

e Place atick in the Charges tick box M
e Enter the amount as 50 <Tab>
e Enter GST code of 0 <Tab>
[ ]

Set Values

Arount  G5ST Biling Code

[ % aluntary | 0.00| | |

M|Chaiges [ 5000 0 [CHGOT  [Upper School Charges

[T Axdut | 0.00] | |

[] Temp Viza | n.on | | |

[ ok

] ’ Cancel

e Click OK to Save

Choose the billing code for Upper School Charges (press <Tab> for a list)
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4.6 Editing Subject Costs

Activity: Editing Subject Costs

We have since been advised that the GEPES Physical Education Studies General 11 and the
GEOEC Outdoor Education General 11 subjects charges should have been set at $100

e With the GEPES Physical Education Studies General 11 and the GEOEC Outdoor
Education General 11 subjects still highlighted

e Click Hide Unselected )
e Highlight the two subjects

i Subject Costs List View (=]
For Selected
2019 v & B | b
Code  Subject Mame Yoluntary T Code Chargez T Code Adult T Code Temp'isa T Code
GEPES ical Education Studi 0.00 .00 0.00 0.00
: 0.00 0.00 0.00 0.00

e Choose For Selected > Set Values
e Select Charges
e Edit the current amount to read 100.00

Set Values
Amount GST Biling Code
] Woluntary | E|_E|E|| | |
[¥] Charges | 100f 0 |CHGM  |Upper School Charges
[T Ascdut | 0.on| | |
[ Temp Yisa | u,uu| | |
[ ak. l ’ Cancel ]

e Click OK to save

e Click on the Update Subjects after Timetable changes b to reload all Timetabled
subjects

Schools would continue to assign costs to other subjects for other years where they are charging
students by the subjects selected. For training, we will only assign the Year 11’s their subject
costs.
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4.7 Printing Subject Costs

A list of Subject Costs can be printed to check the information entered.

Activity: Printing a List of Subject Costs

We have been asked to produce a list of all subjects which have Charges associated with them.

RM Billing > Parameters > Subjects

e Click twice on the Charges column header to bring all subjects with associated charges to
the top of the list

e Highlight these subjects
e Click Print Selected &y (A portion of the report is displayed below)

West Coast District High School

Subject Costs for Billing Year 2019

ICode Subject Name Voluntary Charges Adult Temp Visa

IGTPES Physical Education Studies General 0.00 0 510000 0 CHGO1 0.00 0 0.00 0
12

IGTOED Outdoor Education General 12 000 0 510000 0 CHGOL 000 0 000 0

IGTMAE Mathematics Ezzential 12 000 0 53000 0 CHGO1 000 0 000 0

IGTIND Indonesian: Second Language General 0.00 0 535000 0 CHGO1 0.00 0 0.00 0
12

IGTHIM Modern History General 12 0.00 0 55000 0 CHGO1 0.00 0 0.00 0

IGTGEO Geography General 12 0.00 0 55000 0 CHGO1 0.00 0 0.00 0

IGTENG Englizh General 12 000 0 53000 0 CHGO1 000 0 000 0

IGTEES Earth and Environmental Sci General 000 0 53000 0 CHGO1 000 0 000 0
12

IGTEIO Biclogy General 12 0.00 0 55000 0 CHGO1 0.00 0 0.00 0

IGEPES Physical Education Studies General 0.00 0 510000 O CHGO1 0.00 0 0.00 0
11

IGEQED Outdoor Education General 11 000 0 510000 0 CHGOL 000 0 000 0

IGEMAE Mathematies Ezzential 11 000 0 53000 0 CHGOL1 000 0 000 O

IGEISL Italian: Second Language General 11 0.00 0 535000 0 CHGO1 0.00 0 0.00 0

IGEISC Inteprated Science General 11 0.00 0 55000 0 CHGO1 0.00 0 0.00 0

IGEIND Indonesian: Second Language General 0.00 0 55000 0 CHGO1 0.00 0 0.00 0

e Close the Selected Billing Subjects List

Note: Update Subjects e will repopulate all subjects when hide unselected has been
applied. Update Subjects also checks the Timetabling module for any subjects which have
not been included in the RM Billing Subjects screen. ie. recently created subjects
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5 Creating Charges and Contributions Sheets

In RM Billing, Charges and Contributions sheets are created based on a template. The sheets are
not based on actual billing items. Therefore they can be created before any billing has occurred

within the system.

5.1 Charges and Contributions Sheet — Subject Information

Subject information which needs to appear on the Charges and Contributions sheet is taken from
the Primary Preferences held for each student in the Timetabling module along with the Subject
Costs entered in RM Billing for those subjects.

This information will automatically appear on the C&C sheet for each student.

5.2 Charges and Contributions Sheet — Other Information

Other information (such as Other Optional Costs, Government Subsidies etc.) which needs to be
displayed on the Charges and Contributions sheet is entered manually by the user into a template.

5.3 Creating a Charges and Contributions Sheet Template

Activity: Create a Charges and Contributions Sheet Template

Create a Charges and Contributions Sheet Template to be used for Year 11 students. The
information to be included on the Charges and Contributions Sheet is shown in the table below:

Item

Category | GST Code | Amount

All subjects chosen by the
student and their related
costs (Year 11 Charges)

To be picked up from Timetabling and the RM Billing
Subjects table

School Year Book Other Optional Costs 0 $20.00
Chaplaincy Voluntary Approved 0 $15.00
Requests
C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 57 of 322
© 2019 Civica Pty Ltd



RM Billing > Reports

[ Template kanager

e With Charges and Contributions Templates highlighted on the left hand side, click

on the right hand side

Reports @

Charges and Contributions Templates

Charges and Contributions Reports

Tranzactional Reportz

[
1  Financial Reparts
(5]
&

Audit Reports

Charges and Contributions

Monday, 11th February 2019

Create Charges and Contributions report templates to
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 Contribuyt

Template Manager

e The following screen appears:

[ View Charges and Contributions templates

G 2 m

Fieport Hame

Year

4 L1

e Click Add <5 to create a new template. The template screen is displayed.
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e Enter Year 11 as the name for the Template.

Add/Edit Charges and Contributions template

Report Mame ear
2019 Charges and Caontributions - ||Year 11 |2U1 q "
Other Optional Costs ] Voluntary Approved Fequests ] Government Subsidiez l
Waluntary Cantributians Charges ] Fiesidential Boarding Fees
Itern Diescription EGST Code Amovint

Footer Message

Save Cancel

The first part of the name is already created for you (2019 Charges and Contributions). Simply
enter your own descriptor on the end.

Note: The Subject information does not need to be entered because in this example we
are picking up the subjects automatically from the student’s Primary Preferences in
Timetabling.

e Select the Other Optional Costs tab

. Click Add ]
e Type in the Other Optional Costs as illustrated below:

Add/Edit Charges and Contributions template

Fiepoart Hame Year
2019 Charges and Contributions - ||Year 11 |2D1 9 W
Yoluntary Contributions I Charges l Fiesidential Boarding Fees I 3
Other Dptional Costs l Yaluntary Approved Fequests ] Gavermment Subsidies l
Itern D escription EGST Code Amount
School vear Book 0 20.00
0.00
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A blank line can be removed by a right mouse click and select Remove Line as shown below.

|tern Description
School Vear Book

{G5T Code | Amount

0

20,00 -

0.0

Remaove Line

e Select the Voluntary Approved Requests tab

e Click Add

e Type in the Voluntary Approved Requests as illustrated below:

Yoluntary Contributions

Other Optional Costs

l Charges l
Yolunta Approved Regquests

Residential Boarding Fees

Government Subsidies ]

Itern Diescription

Chaplaincy

EGST Cade Amovint

0

15.00 -

|

Notes: Schools should use the GST code for Chaplaincy which is appropriate for their

circumstances.

If a school identifies the amount they are requesting for the chaplain on the C&C sheet is
a donation, the tax code is 0. If the school is collecting on behalf of a church, the code is
8. If the school is charging a fee for chaplain services, the code is 1.
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e Click into the Footer Message and type ‘Please contact the School office on 9229 7777 if
you have any queries regarding this Charges and Contributions Sheet or wish to

arrange an advance payment.’

Footer Message

Fleaze contact the gchool office on 9229 7777 if pou have any queries regarding this
Charges and Contributions sheet ar if you wizh to arange payment.

[ Save H Cancel l

Note: The footer message can be entered or edited at any time

. 5 :
e Click and view the newly created template

| View Charges and Contributions templates @
& 2\
Report Hame rear
2019 Charges and Contributions - Year 11 2ma
< >
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5.4 Alternative Method of Billing for Timetabled Schools Years 7-10.

The standard method for billing students involves using information from the student’s subject
preferences from the timetable.

There is an alternative method of billing which can be used for Timetabled Schools for students in
Years 7 to 10. This method involves a standard cost for the eight learning areas and using the

student’s timetable for billing the costs for the subject charges with high cost options, for example,
Outdoor Education.

Activity: Creating a Template for Alternative Method of Billing

11 Template

can be edited to create a new template.

Items to be included

A Template is required to advise Lower School Students of their Charges and Contributions.
The Lower School Students have some of the same items as the Year 11’s, therefore the Year

Iltem Category GST Code | Amount

School Magazine Other Optional Costs 0 $20.00

Chaplaincy Voluntary Approved 0 $15.00
Requests

Lower School Voluntary Voluntary Contributions 0

Contributions $235.00

e Highlight

the template for the Year 11 students

|
L m

View Charges and Contributions templates @

Report Mame

Year

2019 Charges and Contributions - ear 11

o Click Edit *#
e Change the name of the template to: Lower School

Report Mame

Add/Edit Charges and Contributions template

Year

|2D1 9 Charges and

Contributions - || Lower Schoa, [2ma v

e Select the Voluntary Contributions tab

e Click Add

RM Billing > Reports > Charges and Contributions Templates > Template Manager

CIVICAa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 62 of 322
© 2019 Civica Pty Ltd



e Enter the Description Lower School Subjects-Voluntary Contributions
e Enter the GST Code and Amount as shown below

Add/Edit Charges and Contributions template

Fieport Mame Year
2019 Charges and Cantributions - || Lower 5chool |20159 v
Other Optional Costs l Voluntary Approved Requests l Government Subsidies l 1
Yoluntary Contributions l Charges ] Residertial Boarding Fees
Item Description EGST Code Amount
Lower School Yaoluntar Contributions i] 235.00

Faoater Meszage

Flease contact the schoal office on 9223 7777 if you have any queries regarding this
Charges and Contributions sheet or if you wish to arrange payment.

Save Cancel

e Click Save

The following message indicates that a blank line has been created.

Template Validation Iﬁ

One or more lines contain blank entries. All Decriptions, G5T codes and Amount
fields must be complete for each line entered before you can continue,

Locate the blank line and right mouse click and select Remove Line

Rermowve Line

e Click Save
e Close the View Charges and Contributions Templates window
e Close the Reports window

Note: For more information log on to the http://det.wa.edu.au/finance/detcms/portal/ to
access “RM Billing (Alternative Method for Timetabled Schools Yrs 7-10) “
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5.5 Printing the Charges and Contributions Sheets from Students

Activity: Viewing Student Information

Before we produce the reports we will look at a sample student.
RM Billing > Students

e Double-click on the student record for Jacob Miller
e View the Details tab

e View the Subjects tab

= Student Details
2019 v Y=
Surname K.nown Mame

MILLER [Jacob

Details Subjests lBiIIing Itemns | Receipts | Transactions | Notes | Invaices | Sec Fin Assis

Code Subject

11HR {Home Fioom 11

GECAE i Career and Enterprise General 11
GEEES EEarth and Ervironmental Sci General 11
GEENG i Englizh General 11

GEHIM iModem History General 11

GEQOED EDuthol E ducation General 11

GEPES i Phyzical Education Studies General 11

e View the Billing Iltems tab, you will see there is nothing there

O Student Details
2ma v 1) E D
Sumame Known Name
|MILLEH |Ja[:|:|h Shaw Billing Items with Outstanding Amaunts
Details] Subjects Biling ltems IHeceipts] Transactions] Notesl Invoices] Sec Fin Assist
Ref  Date Type Amount GST  Diec Pad Balance Bill Code Batch# Comment Status Reason
€
TOTALS: Amount 000 Discount 0.00 Paid| 000 Balance 0.a0
Add Billing [tem Beverzal Adjustment Dizcount
Last Modified 24/01/19 1418 By ADMIN

e Click Return to View @
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e Type Miller to highlight Jacob’s record
e Click For Selected > Print Charges and Contributions
For Selected

@ Print Charges and Contributions

Print Statement

Print Motes

Apply Subsidies

Apply Receipts

Add to Billing ltem Batch
Set Student Billing Category

Secondary Financial Assistance Allowances

Select the Year 11 Template

Select a Template
Select a Template and press OK or double-click on a Template.
Template Mame “'ear

2019 Charges and Contributions - Lower 5chool L2019
2019 Ch. and Contributior ear 11 2019

Click OK

Print Charges and Contributions
Select Year/Form

(®) Curent ) Propozed
Enter an appropriate footer meszage to appear on the report

Flease contact the office on 3229 7777 if wou have any queries
regarding thiz Charges and Contributions sheet or if pou wish to
arange a payment.

Click OK for Current Form
Click OK to send the report to the screen
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West Coast District High
1120 Hay Road

PERTH Western Australia 6005

Australia

Ph: 9412 3456

ABN: Not Specified

Charges and Voluntary Contributions 2019
Mrs D Miller Student: Jacob Miller
37 Grand Ocean Blvd Year: 11 Form: 11.3
DALKEITH WA 6012 Student Number: 20312508
Compulsory
Subject/Other ltems Charges Total
GECAE - Career and Enterprize General 11 § 50.00 5 50.00
(GEEES - Earth and Environmental Sci General 11 § 50.00 5 50.00
GEENG - English General 11 § 50.00 5 50.00
GEHIM - Modern History General 11 § 50.00 5 50.00
GEOQED - Outdoor Education General 11 5 100.00 $ 100.00
(GEPES - Physical Education Studies General 11 5 100.00 5 100.00
Total for Compulsory Charges 5 400.00 5 400.00
Other Optional Costs
School Year Book 5§ 20,00
Total for Other Optional Costs 520,00
Voluntary Approved Requests
Chaplaincy 515.00
Total for Voluntary Approved Requests 515.00
TOTAL PAYABLE Inchudes GST of $ 0.00 % 435.00

Eﬁs&se contact the school office on 9229 7777 if vou have any queries regarding this Charges and Contributions shest or if yvou wish to arrange

yment.

e View and Close the Report
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Activity: Producing Charges and Contributions Sheets from

the Reports section

Using the alternative method of printing a Charges and Contributions report for a Year 10
student, Steven Bailey. We will print this from the Reports section.

RM Billing > Reports

e Open the Charges and Contributions Templates folder on the left hand side to display the

templates which have been created

e Select the 2019 Charges and Contributions —Lower School template

& Reports [
8 S
=3 Charges and Contibutions Templates Template
(B 2013 Charges and Contributions - Lawer Schag 2013 Charges and Contributions - Lower School
|:| 2019 Charges and Contibutions - Year 11 - =
o Page Faoter | Pleasze contact the school office on 9229 7777 i A
O Charges and Contributions Reports wou have any queries regarding this Charges and
1 Financial Feports Contributionz sheet or if you wish to arange
1 Transactional Reports paument.
[ Audit Reports Select
Students
] Mew Query
Options
Select Year/Form
(®) Cuirrent () Propozed
< >

Note: The Page Footer message can be edited at this point if required. Any changes made
will be used for this print run only —they will not be saved to the template.

e Click New Query

e Type Bailey and click Find

e [eave the Select Year/Form as Current

e Click on the Print button, then OK to print to Screen

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 67 of 322
© 2019 Civica Pty Ltd



West Coast District High
1120 Hay Road

PERTH Western Australia 6005

Australia

Ph: 9412 3456

ABN: Not Specified

Charges and Voluntary Contributions 2019

Mr Peter Bailey Student: Steven Bailey
17 Solander Cloze Year: 10 Form: 102
SUBIACO WA 6009 Student Number: 20512418
Voluntary Compulsory
Subject/Other ltems Contributions Charges Total
Lower School Voluntary Contributions 5235.00 50,00 5235.00
Total for Voluntary Contributions and Compulsory Charges §235.00 50,00 §235.00
Other Optional Costs
School Year Book 520,00
Total for Other Optional Costs 520,00
Voluntary Approved Requests
Chaplainey 515.00
Total for Voluntary Approved Requests 513.00
TOTAL PAYABLE Includes GST of $ 0.00 $ 270.00

Fleaze contact the school office on 9220 7777 if you have any queries regarding this Charges and Contributions sheet or if you wish to arrange
payment.

e View and close the report

Note: When producing these reports for the following year, it is necessary to select the
options for Proposed Year/Form. The Proposed Year and Form must have been entered for
the students in the Administration Manager module. However, if the proposed year and
form has not been set, the sheet will print with form and year “not specified”. The primary
preferences must have been entered for the student in the Timetabling module.
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5.6 Printing Charges and Contributions Sheets from the Students
section

Charges and Contributions Sheets can also be produced from the Students section.

Activity: Producing Charges and Contributions Sheets from
the Students section

Using the Alternative Method of Billing Template, print a Charges and Contributions report for a
Year 10 student, Steven Bailey.

RM Billing > Students

e Highlight Steven Bailey
e Click For Selected > Print Charges and Contributions

For Selected
Print Statement
% Print Charges and Contributions
Print Notes

Apply Subsidies

Apply Receipts

Add to Billing ltem Batch
Set Student Billing Category

Secondary Financial Assistance Allowances

e Select the Lower School Template

Select a Template

Select a Template and press OF. or double-click on a Template.

Template Mame ear

2019 Charges and Contributions - Lower School

2019 Charges and Contributions - Year 11 2018
e Click OK

e |eave Current Selected

Note: Select ‘Proposed’, when producing the Charges and Contributions Sheet for the
following year.
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Print Charges and Centributions

Select Year/Farm

Q t ) Propozed
Enter an appropriate footer message to appear oh the report

Flease contact the school office on 9223 7777 if pou have any -
queries reqarding thiz Charges and Contributions sheet or if pau
wizh to arange payment.

[ u]'8 l I LCancel J

e Edit the footer message if required (any changes will be used for this print run only — it will
not be saved to the template)

e Click OK and OK print to screen

e View and close the Charges and Contributions Sheet

West Coast District High
1120 Hay Road

PERTH Western Australia 6005

Australia

Ph: 9412 3456

ABHN: Not Specified

Charges and Voluntary Contributions 2019

Mr Peter Bailey Student: Steven Bailey
17 Solander Cloze Year: 10 Form: 10.2
SUBIACO WA 6009 Student Number: 20512418
Voluntary Compulsory
Subject/Other ltems Contributions Charges Total
Lower School Voluntary Contributions §233.00 5 0.00 5235.00
Total for Voluntary Contributions and Compulsory Charges 5235.00 §0.00 5 235.00
Other Optional Costs
School Year Book 52000
Total for Other Optional Costs § 20.00
Voluntary Approved Requests
Chaplaincy 515.00
Total for Voluntary Approved Requests 5 15.00
TOTAL PAYARLE Includes GST of $ 0.00 $ 270.00

Please contact the school office on 9229 7777 if you have any queries regarding this Charges and Contributions sheet or if you wish to arrange
payment.
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Note: If the BPAY information on the Charges and Contributions Sheet is displayed, the
Student Number (Formerly Curriculum Council number) for each student will be listed as
the Reference. Ensure these numbers have been entered into the datafile before displaying
the BPAY information. This is particularly important for future Year 7 students for whom the
numbers may not yet be available. The BPAY option can be turned on/off in Parameters >
Billing Parameters, as required.

IMPORTANT: If the subject information is taken from Timetabling and
the RM Billing Subject Table, then the subject information printed on the

Charges and Contributions sheet will automatically change whenever a
student’s preferences change.
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6 Creating Billing Items for Students

In RM Billing, Charges and Contributions sheets are not based on real billing items. In our training
course so far, the students have not actually been billed for anything at all.

When should actual Billing Items be created? Considerations are:

e Once the majority of student subject changes have taken place

e Before statements can be produced

e Before money can be receipted (unless the money is to be entered as unallocated credit)

6.1 Subject Billing Items (using timetabled subjects)

Once student subject changes have settled down, subject billing items should be created for all
timetabled students. These billing items can be created in bulk for a group or groups of students.

Subject Billing Items can be created automatically for all of the Primary Preferences entered for a
student in Timetabling at the point at which the process is run.

The process can only be run once for each student in each billing year. If student subjects
change after the billing items have been created, then the old subject billing items must be
reversed and the new subject billing items created. (We will cover this later on in the training
course).

6.1.1 Creating Subject Billing Iltems

RM Billing provides a routine to create the subject billing items automatically. This routine is
available from the Utilities section.

Activity: Create Subject Billing Items for Year 11 Students

Create subject billing items for all Year 11 students.

RM Billing > Utilities

e Double-click Create Subject Billing Items

Create Subject Billing Iterns

WARMING
Thig process can only be run once
for each student in the selected

Billing Year.Once completed it
cannot be undone.

Do you want to continue?

e Click Yes
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e Leave 2019 selected in the Billing Year window

Select Year
Pleaze zelect the Biling vear

2013 v

LCancel

e Click OK

e Click Student Find ]
e Select Year Group 11
e Click Find > Select > Yes

Create Subject Billing termns

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

65 Students selected

’ ak. ] [ Cancel

e Click OK

Create Subject Billing Items_‘ (]

¥' students selected.
Do you want to continue?

Yes | l Mo
e Click Yes
Processing
e Adding Subject Biling ltems to students
1

Create Subject Billing Items Iﬁ

All Subject Billing Iterns created successfully

e Click OK and close the Utilities window

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 73 of 322
© 2019 Civica Pty Ltd



Subject Billing Items Exception Report

If for any reason subject billing items cannot be created for a student/s, an exception report will be
produced listing the name/s of the student for who billing items could not be created and the
reason/s.

West Coast District High School

Create Subject Billing Items Exception Report
Billing Year 2019

No subject billing items could be created for the following students.

Student Name 2019 Student Category Reason
WILLIAMS: Katie Secondary (Chg) Student does not have a Fees Biller

The reason could be any of the following:

Student does not have a fees biller.

Student does not have a student billing category for the selected year.

Student is a Full Fee Paying student.

All related values in the subject table for this student are set to zero.

Student does not have any Primary Preferences in Timetabling.

Subject billing items have already been created for this student in the selected year.

6.1.2 Checking the Subjects with No Billing Items Report

The Timetabled Subjects and Billing Item Reports, provide users with a range of reports to assist in
the management of student billing. The Subjects with No Billing Items Report, will allow users to
identify Billing Items for which a system generated Billing Item has not been created.

Activity: View Subjects with No Billing Items Report

RM Billing > Reports > Transactional Reports > Timetabled Subjects and Billing Iltems

e Ensure the Billing Year is 2019
e Click on New Query and select Year Group 11
e Click Find, Select then Yes

¥ Subjects with no Billing lterns

Select Subjects with no Billing Items
Click on Print

A list of all students in Year 11 with Subjects without system generated Billing Items is printed.
Note that we are not billing the students for Homeroom.

e View and close
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6.1.3 Checking Subject Billing Items

Subject Billing Items can be viewed from two places — from the Student record or from the Subjects

Billing Items batch. We will look at both.

Activity: Checking Subject Billing Items

Check the Subject Billing Items created for Jacob Miller and then

RM Billing > Students

e Double-click Jacob Miller
e Select the Billing Items tab

for all of the Year 11 students.

| Student Details =)

2019 v 4 ab &2

Sumame Known M arne

|MILLEH |Jacnb Show Biling ltems with Outstanding Amountz

Delails] Subjects Billing ltems lFleceiplsl Transactionsl Notesl Invoicesl Sec Fin Assist

Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch# Comment Status Reast
175 (31 JAN 2019 iDR 5000 0 Qoo oo B0.00; CHGO? (00007 (GECAE - Career and Enterpe

176 (31 JAM 2019 (DR 50,00 0 0.00: o000 50,00 CHGOT (00007 (GEEES - Earth and Ervironr

177 131JAN 2019 (DR 5000 0 000 00o 50.00; CHGO? 00007 (GEEMG - English General 1-

178 (31 JAN 2019 (DR 5000 0 000 00o 50.00; CHGOT 00007 (GEHIM - Madem Histor Ge

173 (31 JAN 2019 :DR:10000: O 000 000 100008 CHGO (00007 (GEOED - Outdoor Educatior

180 (31 JAM 2019 (DR (100.00¢ O 000 0008 100008 CHGOT (00007 (GEPES - Physical Educatior

< >
TOTALS: Amount 40000  Discount 000 Paid 000 Balance 400,00

Add Billing ltem Beversal Adjustrnent Dizcount

Last Modified 31./01/1913:09 By ADIM

e Click Print = to view a printout of the billing items
e Close the Student details window
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RM Billing > Billing Items

e Double-click on the Subjects Batch 2019

e Select the Batch Billing Items tab

- Billing Items =
&g 2
Batch No Description
| nooo1 | Subiects Batch 2019 Show Dutstanding Amourts
Batch Details Batch Biling ltems
Ref  Student/Cust ‘ear Form Amount GST  Disc Paid Balance Bill Code Comment Statuz  Reaszon /
1 AMDREW/S: Rac: 11 111 ¢ BO00: O nao 000 S000:CHGO GAEGED - Geography ~
2 AMDREW/S: Raci 11 111 ¢ 5000 O nao 000 S000:CHGO  (AEHEY - Human Bic E
3 AMDREWS: Rac: 11 111 ¢ BOO0: 0 nao 000:  BOO00:CHGO  AEHIM - Modem His
4 AMDREWS: Rac: 11 #1111 ¢ BO00: 0 nao 000 BOO00:CHGO  AEIMD - Indonesian:
5 AMDREWS: Rac! 11 #1111 ¢ B0O00: 0 nao 000 BOO0DICHGO  AELIT - Literabure A7
E AMDREWS: Rac! 11 1111 ¢ 8000 0 n.ao 0.00; 5000iCHGO  {GEMAE - Mathemati =
7 BLACK: Jentwy 11 111 ¢ 5000 0 0.aa 0.00; 5000:CHGO  (AEGEQ - Geography,
a BLACK: Jenty 11 i111 ¢ 5000 0 nao 000 S000:CHGO  (AEHEY - Human Bic %
9 BLACK: Jenty 11 111 ¢ 5000 0 nao 000 S000iCHGO  GAEHIM - Modem His
10 iBLACK: Jenny 11 111 ¢ Booo: 0 nao 000 BOO00:CHGD  AEIMD - Indonesian: A
11 iBLACK: Jenry 11 111 ¢ Booo: 0 nao 000 BOO00:CHGO  GAELIT - Literabure A7
12 iBLACK: Jenry 11 1111 ¢ 500D 0 nao 000 BO00ICHGO  GEMAE - Mathemati
e Click Print € to view a printout of the billing items

e Alternately highlight the items to be printed and click Print Selected El to print a selection

lWest Coast District High School

Batch Billing Items
Batch: 00001 Subjects Batch 2019 Billing Year: 2019
Filter applied: Manual selection
Ref StudentiCust Name Year Form Amount GST Disc Paid Balance Bill Code Comment Status Reason Rec#{/s)|
1 ANDREWS: Rachasl 11 111 000 0 0.00 0.00 30,00 CHGO1 %EGEO-Gecgraphj.-' ATAR 11
2 ANDREWS: Rachasl 11 111 000 0 0.00 0.00 30,00 CHGO1 ﬁll-gIBYHuman Biclogy ATAR.
3
3 ANDREWS: Rachael 11 111 5000 O 0.00 0.00 3000 CHGO1 :’&i{igé\gi-liodm History ATAR
2
o ANDREWS: Rachasl 11 111 000 0 0.00 0.00 30,00 CHGO1 _Eg-hdmesian: Second
Language ATAR 11 2019
3 ANDREWS: Rachasl 11 111 000 0 0.00 0.00 3000 CHGO1 AELIT - Literature ATAR 11
N
i ANDREWS: Rachael 11 111 5000 0 0.00 0.00 3000 CHGO1 E‘IDEI_‘?L%E-lh[hmlics Essential
3
7 BLACK: Jenny 1 11 5000 0 0.00 0.00 5000 CHGO1 ,LE‘C?EI?) - Geography ATAR 11
o]
4 BLACK: Jenny 11 111 3000 0 0.00 0.00 30.00 CHGO ﬁll-gIBYHuman Biclogy ATAR.
e Close the Billing Items report

Click E Return to view

Note: Clicking on the column Headers will make it easier to sort and select items.
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6.2 Creating Other Billing Items

Other (non-subject) 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 (for
District High Schools)

Voluntary Contribution amounts for Lower School Secondary Students
Other Optional Costs

Voluntary Approved Requests

School Camps & Excursions

Activity: Creating a Billing Items Batch Header

Create a Billing Items batch for the Other Optional Cost of the School Year Book which has
already been listed on the Charges and Contributions Sheets.

Remember that the students have not yet been billed for these costs (we have entered them in
the Charges and Contributions template).

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 School Year Book
e Click OK to save

= Billing Items ==
==

Batch Ho Description

| noo02 | School Year Book

Biatch Details |Batch Biling liems |

Batch No  [00002 Updated: | Thu31 JAN 19 1320
Billing Year |>01g v Created: | Thu 31 JAN 19 1320

Description | School Year Book

Batch Total | Hil Open: YES

Tied Billing Items:

Comment Amaount GST Bill Code:
o)
1] Cancel
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Note: Batch numbers are automatically created by RM Billing and are created sequentially
beginning at 00001. Batch numbers are not re-used.

6.2.1 Adding tied billing items
Tied Billing Items are the actual Billing Items for which the students will be billed.

Activity: Adding tied billing items to a batch header

RM Billing > Billing Items

e Click Add Debit ]
e Enter the following tied billing item:

Tied Billing Items:
Camment E.-'l".mu:uunt GST Bill Code

2013 School Year Book, 20.00 1] . oocm

e ClickOK and =

Note: If there is more than one tied billing item to be entered into the batch, each line
should be entered separately and saved (by clicking 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 (a look up list operates by pressing <Tab>). Ensure the correct
billing code for each item is selected.
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Activity: Review of Creating Billing Item Batches

e Follow the method used above to create a billing items batch for the Voluntary Approved
Request for Chaplaincy

= Billing ltems (=3
& 2

Batch Mo Descnption

| nooo3 | Chaplaincy

Batch Details ]Eatch Billing Iterms |

Batch No  [00003 Updated: |  Thu 31 JAN 19 1323
Billing Year [20139 = Created: | Thu 31 JAN 19 1323

Description |I:hap|ainc_l,J

Batch Total | Hil Open: YES

Tied Billing Items:

Comment Amiount G5T Bill Code
2019 Chaplaincy 15000 0 ivOLm
2
(]
(n] Cancel
e Click OK

Note: Schools should use the GST code for Chaplaincy which is appropriate for their
circumstances.

If a school identifies the amount they are requesting for the chaplain on the C&C sheet as a
donation, the tax code is zero.

If the school is collecting on behalf of a church, the code is 8.

If the school is charging a fee for chaplain services, the code is 1.
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6.3 Bulk Billing Students

Once a billing items batch has been created, students can be ‘bulk billed’ using the batch.

Activity: Bulk Bill Year 11 Students

Bulk bill all theYear 11 students for the School Year Book and the Chaplaincy batches that we
have just created.

RM Billing > Students

e Sort the student records by the Year column ( alternatively use the
e Highlight all Year 11 students (Hint: Use Ctrl + A)
e Choose For Selected > Add to Billing Item batch

to select Year 11)

Select Year
Pleaze select the Billing ¥ear

2019 v

LCancel

e Click OK

e Highlight both the School Year Book and Chaplaincy batches (this can be done by
dragging the mouse or by using <Ctrl>

Please double-click on your selection.

Batch Murnber

[0].4 LCancel

e Click OK
e Double-click Jacob Miller and view his Billing Iltems tab
e Close the Student Details window
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6.3.1 Viewing billing items in bulk

Each Billing Item batch will contain the billing items for all students who have been billed using
those batches.

Activity: Viewing Billing Iltems in a non-subject batch

View all billing items which have been created using the Other Optional Costs for the School
Year Book batch.

RM Billing > Billing Items

Double click on the School Year Book batch
Select the Batch Billing Items tab

Click Print List = | to view a full list of billing items in this batch
Close the Billing Items report

Click on the Form column header to sort by form
Highlight all students in form 11.1

Click Print Selected El

View and close the Billing Items report

Click Return to View =
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6.4 Alternative Method of Billing for Timetabled Schools Years 7-10

Schools electing to use the Alternative Method for Billing Students in Year 7-10 must create a
Billing Item batch for Voluntary Contributions. This Batch can be divided up into the approximate
costs for Subjects for the eight Learning Areas.

Activity: Create a Billing Item for Voluntary Contributions

RM Billing > Billing Items

e Click Add Item &
e Enter the description Lower School Voluntary Contributions
e Click OK to save

e Click on gl and enter details for the first line

| 2019 English | 25.00 |0 | VOLO1

e Press enter and then press enter again
e Enter the second line

| 2019 Science | 25.00 |0 | VOLO1

e Press <enter> and then press <enter> again

e Continue until all lines have been entered

- Billing Items (=3
& 2
Batch Mo Descnption

| oooo4 |Luwer School Yoluntary Contributions

Batch Detail: ‘Batch Billing Iterns

Batch Ho |DDI:IEI¢1 Updated: | ton 11 FEB 19 1344

Billing Year |2|j1g > Created: | Mon 11 FEE 19 1341

Description | Lower Schaool Woluntary Contributions

Batch Total | il Open: YES

Tied Billing Items:

Comment Aot GST Bill Code
2019 Maths 25.00 0 VoL N
2013 Hurmanities ahd Social Sciences 25.00 0 WOLM
2019 Health and Physical Education 30,00 0 WL
2019LOTE 15.00 1] WOLO
203 Dezign and Technology BE.00 0 WOLM ]
20119 Art 34.00 0 WiOLm
W
Ok Cancel
e Click OK to save the billing item
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Once a billing items batch has been created, students can be ‘bulk billed’ using the batch.

Activity: Bulk Bill Year 10 Students

Bill the Year 10 students except Jonathon Depete for the Other Optional Costs, the Voluntary
Approved Requests and Voluntary Contributions batches that we have just created.

RM Billing > Students

Click on Find Student A
Select Year group 10
Click on Find,

Hint: <Ctrl>+<A> to highlight all, then deselect Jonathon by clicking on his name

tudent Searc ults

wHeh| &

Highlight all the Year 10 group except Jonathon Depete

Reference Surname Preferred Mame Year

]

K

Harina
Tatal records found IBE

| Back || Select || Close

e Click Select and Yes
e Highlight the students (Ctrl+ A)
e Choose For Selected > Add to Billing Item batch

E'ect ?ear

Pleaze zelect the Eiling vear

|2D19 :
LCancel
e Click OK
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e Highlight the School Year Book, Chaplaincy and Lower School Voluntary Contributions
batches (Click and drag down over the batches or Ctrl+A)

Eiease EouEie—chEE on your seigilon.

r Contributions

Ok | | Cancel

e Click OK
e Double-click Steven Bailey and view his Billing Items tab
e Close the Student Details window

IMPORTANT:

This method can be used by District High Schools for billing
Kindergarten, Pre-Primary and Primary school students for their

Voluntary Contributions. Separate billing item batches will need to 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.
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7 Automatically Show Student Balances

Activity: Automatically Show Student Balances

Once billing items have been applied to students, the current balance which 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.

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.

RM Billing > Billing Parameters > General Tab

L Click | Change Parameters |

Options

I wtomatically show student balances:

. Un—tick[

e Click OK

e Close Parameters and the Billing Parameters window

RM Billing > Students

e Click on the Year header twice, scroll to view the Year 11 Students
e Note that the balances have now been suppressed.

|:| Students @
For Selected

Y e D

Mame Miotes Year Farr Category

PAMMENT: Louize 11 11.2 Secondary [Cha) I
OSTERBURG: Kate 11 111 Secondary [Chg)

MARDMEY: David 11 11.3 Secondary [Chg)

MUNGALL: Alexandria 11 111 Secondary [Cha)

MELVILLE: Mitchell 11 111 Secondary [Chg)

CASSOM: Shane 11 11.3 Secondary [Chg)

SHMOTHER: John 11 1.3 Secondary [Cha)

SCHOLTEM: Direw 11 11.2 Secondary [Cha)

GUTHRIE: Sean 11 1.2 Secondary [Chg)

MICHAEL: D aniel 11 11.2 Secondary [Chg)

FARTINGTOM: Dean 11 1.3 Secondary [Cha)

MAHMEY" il 11 1.2 Secondary [Chg)

GOLD: Stephanie 11 111 Secondary [Chg)

FEARCE: Kyle 11 111 Secondary [Cha)

FERERA: Trevor 11 1.2 Secondary [Chg)

MINYETT: Mindy 11 11.3 Secondary [Chg)

SHEED: Elize 11 11.2 Secondary [Cha)

WLLIAMS: Ternille 11 1.2 Secondary [Chg)

SIMPLE: Sarah 11 111 Secondary [Chg)
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e Click the __ Showbslnces | to display the suppressed balances

| Students =]
For Selected
fh# @S EE D
Mame Motes ear Form Categary Balance
KITCHEM: Marc 11 11.3 Secondary [Chg) 435,00 A
ORR: Migel 1 11.3 Secondary [Chg) 435.00
LAMBERT: Dramien n 11.3 Secondary [Chg) 435.00
LALREMTS: Jason n 11.2 Secondary [Chg) 435.00
YUPPY: Travis 1 11.3 Secondan [Cha) 435.00
MORTOM: Chnstian 1 11.3 Secondan [Cha) 435.00
RITCHIE: Bronsan 1 11.3 Secondary [Cha) 435.00
CASSOM: Shane 1 11.3 Secondary [Cha) 435.00
MILLER: Jacob 1 11.3 Secondary [Cha) 435.00
PRUMIS: Jazan 1 11.3 Secondary [Cha) 435.00
SHARF: Robert 1 11.3 Secondary [Cha) 435.00
DEXTER: Reree 1 11.3 Secondary [Cha) 435.00
MCLAREN: Blake 1 11.3 Secondary [Cha) 435.00
HINTETT: Mindy 1 11.3 Secondary [Cha) 435.00
FULTER: Michael 1 11.3 Secondary [Chg) 435.00
SMOTHER: John 1 11.3 Secondary [Chg) 435.00
PETERSEM: Davwid 1 11.3 Secondary [Chg) 435.00
MAROMEY: David n 11.3 Secondary [Chg) 435.00
HOGAM: Paul n 11.2 Secondary [Chg) 435.00
LORMAE: Jessica 1 11.3 Secondan [Cha) 435.00
PARTIMGTOM: Dean 1 11.3 Secondan [Cha) 435.00
TALEE: Chriz 1 11.3 Secondary [Cha) 435.00
RaMAT: Dorna 1 11.2 Secondary [Cha) 335.00
Rk SAY: Com 11 11.1 Secondary [Cha) 335.00
CamMPBELL: Ashleigh 11 11.2 Secondary [Chal 335.00 ¥
< >

Show 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. Turn the

option back on in RM Billing > Parameters > Billing Parameters
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8 Government Subsidies

Students qualify for Secondary Financial Assistance (SFA) if one of their parents/guardians is a
holder of one of these eligible Concession Cards.

e Centrelink Health Care Card
e Centrelink Pensioner Concession Card
e Veteran’s Affairs Pensioner Card (Blue Card)

Parents/Guardians must complete an application form and these are then approved by the Schools
Resourcing and Support Directorate at the Department of Education.

8.1 Managing SFA Applications in RM Billing

The latest version of RM Billing allows schools to complete and manage the forms and application
process, as well as receipting of GV Subsidies.

The steps in this process are:

Application Forms are completed and printed from RM Billing

Forms are signed by the Concession Card holder making the application

Details of the Applications are exported to a text file

The Exported files are emailed to Schools Resourcing and Support Directorate-Student Allowances
Once approved, Import Receipt text files are returned to the school

Receipt files are imported into RM Billing (This creates a receipts batch for GV Receipts)

Imported Receipts are created as Unallocated GV Credit for students in the Import file

GV Credit can then be allocated to the student’s Billing Iltems

ONoA~WNE

The Secondary Financial Assistance Allowances available for students are:

e Education Program Allowance (EPA) for $235
e Abstudy Supplement Allowance (ASA) for $79*
e Clothing Allowance (CLA) Payment for $115 (See Page 86 for further Important Notes)

Notes: Government Subsidies must be applied to Billing Items in a specific order depending
on their Student Billing Category. See Section 8.2.1 below for details.

*The Abstudy Supplement Allowance is a top up payment for Indigenous students where
their parent/guardian have already claimed $156 through their Centrelink payments.

Clothing Allowance payments are classified as Parent Payments but are receipted as
Government Subsidies (GV) payments where the parent has elected to allocate this directly
to the school.
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8.2 How are Government Subsidies handled in RM Billing?

In RM Billing a Government Subsidy is a special type of receipt. Government Subsidies need to
be recorded against the students in RM Billing, but unlike other receipts, the subsidy money is not
exported to RM Finance. This is because when the Government Subsidy money is received by the
school, it is entered directly into RM Finance as a lump sum.

8.2.1 Rules for Applying Government Subsidies

The Government Subsidy is applied to the billing items for the selected year for each student in a
particular order, according to the billing category of the student. The table below shows the order in
which the types of billing items need to be paid by the subsidy.

If completing this process using the For Selected > Apply Subsidies, the software will
automatically allocate the subsidy based on the Business Rules outlined below.

Student Billing Category Priority for applying subsidies

Kindergarten, Pre-Primary, Voluntary, Charges, Residential, Other Optional Costs,
Primary, Secondary (Vol,Chg) | Voluntary Approved Requests followed by any other
item which has a category assigned (other than Not
Applicable).

Secondary (Chg) Charges, Residential, Other Optional Costs, Voluntary
Approved Requests followed by any other item which
has a category assigned (other than Not Applicable).
Temporary Visa Overseas Temp Visa, Charges, Residential, Other Optional
Students Costs, Voluntary Approved Requests followed by any
other item which has a category assigned (other than
Not Applicable).

Adult Students Adult student costs, Charges, Residential, Other
Optional Costs, Voluntary Approved Requests followed
by any other item which has a category assigned
(other than Not Applicable).

Full Fee Paying Overseas Not applied, since these students are not eligible for
Students Government Subsidies.

IMPORTANT:

The EPA and ASA (if applicable) Receipt Batches need to be imported
into RM Billing before and separately to the CLA Receipt Batches. The
receipt batch for the EPA and the ASA need to be applied to the
students Subject Billing Items first or if Auto Allocating then the EPA

will apply as per the Business Rules above. When these receipts have
been applied then the CLA receipt should be applied to the student.

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

Secondary Financial Assistance Applications are completed from the Student screen in RM Billing.
The person making the application (Parent or Guardian) must be present to sign the printed
application and to produce the Concession Card they are using to make the application.

8.3.1 Completing a SFA Application Form

Activity: Complete the SFA Applications

RM Billing > Students

e Highlight David Maroney
e Click For Selected > Secondary Financial Assistance Applications

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

Secondary Financial Assistance Allowances

e Highlight his Mother from the Contact list

Contacts for: MARONEY: David
Mame Address Relationzhip
drz Sopa baroney 22 Toulon Gardens, FREMANTLE ‘Wit 6247 b ather
r Anton Maroney {22 Toulon Gardens, FREMANTLE, \wht, 6247 iFather
< >
e Click OK

e Select the Secondary Assistance Scheme

Allowance Type

Please select Allowance Type:

®Secondary Assistance Scheme G

() Abstudy Supplement Allowance [A54]

LCancel

e Click OK

ClviCa
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The Secondary Assistance Form will display.

e Complete the Concession Card Details
e Tick the box for School for the Clothing Allowance Payment
e Tick the boxes for the Parent/Guardian Declaration

Secondary Assistance Scheme Allowance Details

Parent/Guardian: Mrs Soya Maroney, 22 Toulon Gardens, FREMANTLE, WA, 6247

Conceszion Type |Cenlrelink Health Care Card w| || Independent Student [Attach letier from Centrelink]

Concession CardMumber: [5] 8] 7[ 6] 5] 4] 3] 2] 0] - [M]
[ Mumeric Field ¥ <Alpha Field:
Start Date an Card: [oT1]Jolz][z]0o]1]¢&]

Card Expiry Date: [oT1]Jolz][z]o]z2]0] 2019

Student Details

| Surmame Firzt Mame Diate of Bith “'ear Level Clothing dllowance to be paid to; Select
MARDMEY Dawid 2710/2002 1 Schaol [ Parent

Bank Account Details of Parent/Guardian
Account Mame:;
(P rr T PP

BSEMa:| [ [ |-[ | [ ] SocountMas[ [ [ [ [ [ [ [ [ |

Parent/Guardian Declaration

| hawve not claimed nor do | inkend to claim Aboriginal Secondary Grantz - ABSTUDY in 2019

| have not claimed this allmwance for any of these children at another schoal inwestern
Australia in 2019

| autharize Centrelink, ta werify my curent benefit statuz and other pertinent details to gain this
entitlement

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

Parent/Guardian Signature: Date: 11/02419

Note: If the application date is later than the cut off date of 12th April 2019, a Late
Justification reason needs to be added.

Witness Declaration
I have zighted the claimant's card and confirm the details provided are comrect.

Mame of Witness Enumber Witness Signature Poszition Held Date

Late Application Jushfication [Dphonal - Must be completed if date iz later than 12/04/2073]

torwed from Interstate

Frrint Save and Cloze Cancel

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 90 of 322
© 2019 Civica Pty Ltd



Click Print
Click Yes to Include the Late Application Justification

Print Report

Include Late Application Justification?

Click OK to the Print Application message

Print Application “

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

Click Yes to the second Print message

Print Application “

Has the report printed OK?

Click Yes to the Complete Application message

Complete Application u

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

Click OK to the Application Complete message

Application Completed H

The application is complete and will be sent in the next export run.
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Note: If Save and Close is selected the Application remains incomplete. It must be edited
and printed to be included in the export file.

Sample Printed Application Form

f mv Denarmentcf | 2019 SECONDARY ASSISTANCE SCHEME Years 7-12 G

« Va¥d o claim with paroslign mchan cawd only
* Slucant canmol claim with own card T iving with Paremy(s]
* Hinvng 38 an Ddmpende ducers, liter of prosf from Candel ok musl 2 grevided

School Name:  \Wast Cosst District High School Code: 4567
Parent/G §ian Details Independent Student: NO
Surname: Mesoney First Name: Soya

Address: 22 Toulon Gardens, FREMANTLE. WA, 6247

Contact Phone Number: 5221 8324 Email:

Parent/Guardian Centrel Ink Concession Card Detalls

c jion Type: i sink Health Care Card Card Number:  S87654320-M

Start Date on Card: 010272018 Card Expiry Date: 01/02/2020

Student Defalls »

Sumame First Name Date of Birth  Year Lovel  Clothing Allowance to  Student No.
Maropey Dervid 2710002 I Scheel 20812502
ParentiGuardian Declaration

» | have nol cisimed nor do |intand to claim Aborginal Secondary Grants - ABSTUDY in 2019
« | have not clamed this alowance for any of these childmen at anothar schodt in Westem
Ausiralia in 2019
» | suthoriza Centrelink to venfy my current berefit status and other pertinent delsils o
gain Ihis erstiement

1 DECLARE THE ABOVE TO BE TRUE AND CORRECT AND AM AWARE THAT IT IS AN OFFENCE TO PROVIDE
FALSE OR MISLEADING INFORMATION

P UG uardian Signat. Date: 3101119

Witness Declaration (Concession Card must be sighfed and o af Ang schoal)
| have sighted the clamant s card and confirm the detals provided are cormedt

Namwe of Witness Enumber  Witness Signature Position Held Date

Page 1

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 92 of 322
© 2019 Civica Pty Ltd



8.3.2 Viewing a Completed SFA Application

Activity: View the Application in the Student Record

RM Billing > Students

e Open the Student Record for David Maroney
e Click on the Sec Fin Assist tab

| Student Details =)

2019 viie ¢ m)| @ ®
Surname Ko N arme
[MARDNEY |David
Detailsl Subieclsl Billing Itemsl Fleu:eiptsl Transaclionsl Notesl Irwvnices Sec Fin Assist

Farrnt Date Farri Aszgistance Type  Status Export D ate j

11FEE2019 G 5 st Pending
2

Last Modified 11/02/1913:23 By ADMIN

A printed (completed) form will display as Pending before the record is exported.
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8.3.3 Editing an Incomplete SFA Application

An Application which is saved and closed rather than printed, will remain marked as Incomplete

until it is printed.

Activity: Edit an Incomplete SFA Application

RM Billing > Students

e Right Click on Maroney and Type LAM
e The Student Record for Chanara Lam will display

Details l Subjects ] EBilling Itemns ] Feceipts ] Tranzactions ] Motes ] Irveoices Sec Fin Assist

| Student Details =
2013 v Y-

Surname K.rowar T arne

|LAM |Ehanala

Date

Aszgistance Type  Status

Export D ate

B

e Click on the Edit icon 7
e Chanara’s application will open

Secondary Assistance Scheme Allowance Detalls

Parent/Guardian: Mrs Walerie Lam, 14 Eva Lynch Way, WEST PERTH, WA, 6008

Concession Type |Eentrelink Health Care Card

v | [independent Student [Attach letter from Centrelink);

Concession CardMumber [1] 2] 3[4]5] 6] 7] 8] 9] - [L]
< MHureric Field b <Alpha Field:

[ol2]-[a]2]-[2]a]1]¢]
[olz]-[of2]-[2]0]2]0]

G

2019

Start Diate on Card:

Card Expiry D ate:

Student Details

Surnarme Firzt Marne Date of Bith  ear Level Clothing Allowance to be paid to: Select

Lk Chatara 27042003 11 [ Schoal Parent

Bank Account Details of Parent/Guardian

Account Mame:
(T T TP T T ITPT TP IPPP T TIP P TT T
ssote:[ [ T[] 1]  Aessnetol [T T T T 1]

Parent/Guardian Declaration

| have not claimed nor do | intend to claim Aboriginal Secondary Grants - ABSTUDY in 2013

| have not claimed thiz allowance for any of these children at another school inWestem
Augtralia in 2013

| authorize Centrelink to werify my cumrent benefit status and other pertinent details ta gain this
entitlement

| declare the above information to be true and correct and am aware that is an offence to
provide falze or misleading information

Parent/Guardian Signature: [ate: 11/02419
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Chanara’s mother has elected to receive the Clothing Allowance in her own account, however
she did not have her Bank Details with her when making the application.

e Complete the BSB and Account Number information

Bank Account Detailzs of Parent/Guardian
Account b ame:
[vla[i[elc[ifel [Llalml [ [ [ T [T [ T T [ [T T[T

BSEMo:[D]1]6]-[4]5] 5] AccountMa:[ 7] 2] 2] 3] 4] 5] 6] 5] 5]

e Add a late reason (only necessary after the cut-off date)
e Click Print
e Click OK and Yes to all the messages

When finished, the application will display as Pending.

O Student Details
2ma v =1k -

Surnarme Known Mame

|LAM |Chanara

Details] Subiects] Eilling Itemsl Flec:eipts] Transactions] Notes] Irvoices Sec Fin Assist

Formt Date Form Aszsistance Type  Status Export D ate .5
2 11 FEB 2019 [E] Sec Agsist Pending
i ; ; =
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8.3.4 View the SFA Application Report

A Report can be printed to show all the SFA Applications. It can also be filtered to display those
with different statuses.

Activity: Printing the SFA Application Report

RM Billing > Reports

e Open the Transactional Reports Folder
e Highlight the Secondary Financial Assistance Summary report

& Reports =]
%S
1 Charges and Contributions Templates SECOHdEW Financial Assistance summary
1 Charges and Contributions Feports
[ Financial Reparts Select Year
4 Transactional Feparts 2013 W

|:| Transaction Summary

El Print Re-allocation Tranzactions
D Fie-Print Re-allocation Transactions

Select Assistance Type

[ Re-Print suto Alacate Transactions Net Specified M,
|:| Timetabled Subjects and Biling Items
O audit Reports Select Status
Incomplate
Pending
Sent

Cancelled before Sent
Cancelled after Sent
Cancellation Moatified

e Leave all the default settings (Prints ALL Applications for the current year)
e Click Print
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The Report will display all applications, the type of funding applied for, the Status of each
Application and whether the Clothing Allowance is being paid to the school or parent.

West Coast District High School
Secondary Financial Assistance Summary

Search Criteria:
Billing “vrear: 2019
Aszgistance Type: All

Status: Incomplete, Pending, Sent, Cancelled before Sent, Cancelled after Sent, Cancellation Motified

Student#  Student Name Year Assistance Type Clothing Status Export Date
Allowance to:

205124935 LAM: Chanara 11 Secondary Assistance  Parent Pending

20512501 MAHNEY: Arisl 11 Abstudy Pending

20312302 MARONETY: David 11 Secondary Assistance  School Pending

e Close the report and the Reports screen
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Important Notes for SFA Applications

Signatory and Witness

The Concession Card Holder must be the signatory on the Form. The Concession Card must be
sighted by the school witness.

Incomplete or Editing Applications

Applications can be Saved and Closed and will display in the student record as Incomplete. These
can be edited and printed at a later date.

Completed Applications can be edited however a warning will appear prior to opening the
application, as shown below.

Edit Application H

This application has been marked as complete.
Are you sure you want to edit?

Cut-Off Dates for Applications

The Cut-Off date for applications will be communicated to schools each year but is generally the
end of Term 1. For 2019, forms must be returned to the Schools Resourcing and Support
Directorate for processing before the 12" of April 2019.

Applications submitted after this date will need to have a Late Application Justification reason
added to the form prior to printing.
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8.3.5 Export SFA Applications

Secondary Financial Assistance Applications can be exported any time there are completed
applications. Schools may wait for all their applications to be completed and send the export just
once, however the export process can be done multiple times. Applications that have been marked
as sent will not be exported again.

Activity: Export SFA Applications

RM Billing > Utilities

e Double Click on Export Secondary Financial Assistance

O Utilities ==
|nstructiong - —
I the right hand pane, thers @ Create Subject Biling ltems
are a humber of icons with $ E xport Secondary Financial Assistance

descriptive titles showing which

functions are available. @ Expart to AM Finance

@ Import Secondary Financial Assistance Receipts
I order to start a function,
please double click on the @ Purge Former Roll Students

required icor. @ Update Student Marmes from Adrmin

# wiite off/Cancel Customer Debt

@ wirite off/Cancel Student Felated Debt
@ “ear End Processing

e Check the email address that will be used for SFA correspondence
Confirm Email
The following School e-mail address will be used for future correspondence
regarding this export file:
weoastdhs@ozemail.com.au

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

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

File Export

File Export successful.
4567_5FA_180213_034028.tct has been saved to CAKEYS\RMDB\SECONDARY
ASSISTAMCEY,
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e Navigate to C:/Keys/RMDB/SECONDARY ASSISTANCE
e Double click on the SFA file
e View the exported file

(= 4567_SFA_190211_153204 11/02/2019 3:32 PM  Text Document 2 KB

Note: For schools the default pathway for export files will be K2\RMDB\FINANCE\
SECONDARY ASSISTANCE.

This file contains the details of all the students who had a completed SFA application. The file
needs to be emailed as an attachment to Student.Allowances@education.wa.edu.au. The
applications will be processed and an Import Receipts file will be emailed back to the email
address displayed when first exporting the applications.

e Double Click in the File to open

£ 4567_SFA_190211_153204 - Notepad =

File Edit Fornat View Help

"Gt "2819" A" "West Coast District High" "4567" "wcoastdhs@ozemail.com.au" "HNO™ "Maroney" "G
"G "2819" A" "West Coast District High" "4567" "wcoastdhs@ozemail.com.au” "NO" "Lam" "Valerie"
"ASAT "2@18" A" "West Coast District High" "4567" “"wcoastdhs@ozemail.com.au” "HO™ "Mahney" "]

Notes: Files are named with the School Code and the Date and Time the file was exported.
This ensures every exported file is uniquely named.
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8.4 Importing SFA Receipts

It is important that schools import SFA receipts using the process outlined in these Training Notes
or according to the processes provided in the Schools Resourcing and Support documentation on

the Finance Web.

8.4.1 Import Files

Import Files containing the details of SFA subsidies will be emailed back to schools. Education
Program Allowances (EPA) and Abstudy Supplement Allowances (ASA) and Clothing Allowance
(CLA) receipts will be in separate files. All imported Payments are processed in RM Billing as

Government Subsidy (GV Payment Type).

Sample Import Files

Education Program Allowance (EPA)

] 4567_EPA_Receipts_300925_091531.txt - Notepad =
Eile Edit Format View Help
25123452 BANDY  Brandy 29/01/2804 7 EPA GV 235
25123467 BANDY  Tamara 19/08/20@2 8 EPA GV 235
20512495 LAM Chanara ©1/85/2800 11 EPA GV 235
20512582 MARONEY David  3@,/18,1999 11 EPA GV 235
Clothing Allowance (CLA)
4 4567_CLA_Receipts_300925_091731.txt - Notepad =
File Edit Format View Help
25123452 BANDY  Brandy 29/01/20804 7 CLA GV 115
25123467 BANDY  Tamara 19/08/2002 8 CLA GV 115
28512582 MARONEY David  30/18/1999 11 CLA GV 115
Abstudy Supplement Allowance (ASA)
3 4567_ASA_Receipts_300925_092031.txt - Notepad
File Edit Format View Help
20512501 MAHNEY Ariel  38/18/1999 11 ASA GV 79

These files should be placed in the same folder used for exporting SFA Applications. The file path

is set up in RM Billing > Parameters > Billing Parameters.

8.4.2 Import Order and Receipt Allocation

When Importing SFA Receipts for students, receipts should be imported in the order below. Each
Education Program Allowance Receipt (EPA) and Abstudy Receipt (ASA) should be allocated to

the student’s Billing Items before importing any Clothing Allowance Receipts (CLA).

1. Education Program Allowance (EPA) Receipts
2. Abstudy Receipt (ASA) Receipts
3. Clothing Allowance (CLA) Receipts

CIVICAa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 101 of 322
© 2019 Civica Pty Ltd



8.4.3 Import and Allocate EPA Receipts

Activity: Import EPA Receipt Files

RM Billing > Utilities

e Double Click on Import Secondary Financial Assistance

& Utilities ==
Instructions - -~
I the right hand pane, there @ Create Subject Billing lkems

are a_nu_mbelr of iconslwith ) @ Export Secondary Financial Assistance
dezcriptive titles showing which @ Export ta AM Finance

functions are available.
Q Import Secondary Financial Assistance Receipts

I arder to start a function,
please double dlick on the @ Purge Former Roll Students

required icon, @ Update Student Mames from ddmin

@ wiite off/Cancel Customer Debt

@ Write off/Cancel Student Related Debt
@ “ear End Proceszing

e Open the Secondary Assistance folder L= SECONDARY ASSISTANCE

The software will default to look for the Import Files in the default pathway set up in Billing
Parameters.

& Select the import file
Lookin: | || SECONDARY ASSISTANCE v @ e E-
I Name : Date modified Type
he | |4567_ASA_Receipts_300925 092031 15/02/2016 1:3 PM  Text Docurr
Recentplaces | 4567 CLA_Receipts_300925_091731 13/04/2016 10:16 ... Text Docurr
| |4367_EPA_Receipts_300925_091531 13/04/2016 10:02 ... Text Docurr
- | |4567_SFA_190211_153204 11/02/2019 3:32 PM  Text Docurr

Deskton

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 102 of 322
© 2019 Civica Pty Ltd



e Double click on the EPA Receipts file
e Click OK to the Import message

Import Secondary Financial Assistance Receipts E

Import File: 4567_EPA_Receipts_300925_091531.txt successfully imported.

e Click Yes to Print the Detailed Receipt Summary Report

Print Receipts Summary H

Print Detailed Summary? Mo=Totals only

e Click OK to send the report to the default printer
e Click Yes that the Report has printed OK
e Click OK to finish

Import ﬂ

Import complete,

Note: The Receipts batch is automatically closed once the Import is complete. The
Receipts Summary Reports can be re-printed at any time from the Receipts screen (see
Activity below).
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Activity: Checking the Imported EPA Receipts Batch

RM Billing > Receipts

e Double click on the Imported EPA Receipts Batch
= Receipts Batches List View
For Selected
20138 v S EE 42T
Batch Mo “Year Descrphion Open Last Updated Batch Total
BOOOUT 203 mported EPA Financial Assistance Receipts J00325 & MO T1FEE 2013 14:06:51 470,00
e Click on the Batch Receipts Tab
e Highlight one of the Receipts
e View that the Receipts display as Unallocated Credit
| Receipts
=
Batch Humber Description
|B0ODO1

|Im|:|ulted EPA Financial Assistance Aeceipts 300925
Detail: Batch Recsipts |Bulk Heceiptsl

Fef  FRecl Date Type  Amount Student/Cust Camment

1161 1 11 FEE 2013 GY

Statuz  Reaszon
0 LaM: Chanara Imported Educational Proc
ez 2 {TTFEE 29 iGY ¢ 230.00iMARONEY: David ported Educational Prog;

< . . >
Tatal I 470.00
Details
Fef  Paid Bill Code Comment Statug Reason
1] i23[00 i5US {Unallocated Credit
< - : >
I 23500 Total

e Click Return to View @

e Highlight the Imported EPA Receipts Batch
Go to For Selected and Print Receipts Summary

O
For Selected

@ Print Receipts

Receipts Batches List View

2 BB 44T
Print Daily Banki
M el Open Lazt Updated Batch Tatal
Print Receipts Summary P ; a9

ce Rec 25 11 FEB 2013 14:06:51
GST Surnmary

Refund Summary

EI Close Batch

ClVICa
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e Click OK to the screen and Yes for the Detailed Summary
Print Receipts Summary

Print Detailed Summary? Mo=Totals only

e View the Receipts Summary Report

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 Imported EPA Financial Assistance Receipts_300925

Billing Code  SUS Suspense Account

GST Code 8
1161 1 B00001 5US 114022019 LAM: Chanara 11 112 5235.00 50.00
1162 2 BO00001  5US 114022019 MARONEY:Dawid 11 113 5235.00 50.00

Total for Income

$ 470.00 $0.00

Budget: N3199 Analysis: N31001 Totals for GST code 8 $ 470.00 $0.00
Total for Report: $470.00 $0.00
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Activity: View Unallocated Credit from Imported EPA Receipts

The Imported EPA Receipts are allocated directly after the import process for all students in the
file. This can be done per student or by using the Auto Allocate option for multiple students.
Schools can check the Imported Receipts batches and/or the Unallocated Credit Listing to see
which students have credit due to the import of a subsidy receipt.

Important: If using the Auto Allocate function schools must allocate

the credit in order according to the rules for allocating Government
Subsidies outlined in Section 8.2.1 of these Training Notes.

RM Billing > Reports > Financial Reports

e Highlight the Unallocated Credit Listing report

& Reports (=]
EAC]
(1 Charges and Contributions Templates
1 Charges and Contributions Reparts
£3  Financial Feports Unallocated Credit Listing
D Staternent - Students
D Statement - Customers [ Scort B
D Urprinted Invoices - Students TE{:N Alance Sort Field | avr |
D Urnprinted Invaices - Customers Unipaid Billing [t
[£] Summary Aged Debt List - Students \Frolm
El Summary Aged Debt List - Customers =4
D Feminder Unpaid Billing [tems - Students
B Unallocated Credit Listing Total on Year Group Page Break on Year Group
[J  Transactional Reports
03 Audt Repars Tatal an Farm Fage Break an Form
Select
(®) Students
() Customers
| Frint | | Cancel

e Click Print and OK to send the report to the screen
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Unallocated Credt Listing showing GV Credit

West Coast District High School

Unallocated Credit Listing as at 11/02/19
Students

Student Name Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total
LAM: Chanara * 11 112 §100.00 §333.00 §233.00 50.00 §233.00
MARONEY: David * 11 113 §200.00 §433.00 §233.00 §0.00 §233.00
Total Unallocated Credit for All Students £470.00 20,00 $470.00

* Indicates all/some unallocated credit belongs to Government Subsidy receipts
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8.4.4 Allocate EPA Government Subsidy Receipts in Students

The Government Subsidy Receipts can be viewed in the Student Records on the Receipts tab.
All imported receipts will display as Unallocated Credit. This Unallocated Credit should be allocated
as soon as possible to the student’s Billing Items. This can be done per student or by using the

bulk Auto Allocation process. This will be shown later in training.

Activity: Allocate Government Subsidy Credit

RM Billing > Students

e Locate David Maroney and open his record
e Click on his Receipts Tab
e View the Receipt for Education Program Allowance

1 Student Details
23 s 4 aH> a2
Sumame Ko N arne
|[MARONEY [David Show Unallocated Credit

Detailsl Subiectsl Billing Items Feceipts lTransactions] Notesl Invoicesl Sec Fin Aszist

Ref _Fiectt lDate _T_l,lpel AmountlBatchﬁ _Comment | UnaIIDC_Status .Fieason
1E2 {2 (1TFER 2013 iGY @ 235.00:B00007 fImported E ducational Program Allows 235.00; ;

< >

! Takal 235.00 Add Receipt Beverzal Refund
Details
Ref  Paid Bil Code Comment Status ‘Reason
£ >
0.00 Tatal
Last Modified 11/02/1313:23 By ADMIN

e Click on the Billing Iltems tab
¢ View David’'s Unallocated Credit

Unallocated Credit
Aot 235.00 | Allacate

for full details.

Note: Before allocating the credit, it is important to remember rules regarding the order
for paying off Billing Items with Government Subsidies. Refer to the table in Section 8.2.1
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e Highlight David’s subject costs

| Student Details (=3
2m3 Vel dar &2
Sumame Kriown Name
|MAHI]NEY |David | Shaw Billing [tems with Qutstanding Amaounts |

Detailsl Subjects Billing lters |F|eceipts| Tlansactionsl Notesl Invoicesl Sec Fin Assist

Ref  Date Type Amount GST  Diec  Pad Balance Bill Code Batch#t Commenl Status Reason
DR 50.00 0
LR 0 f
DR ] 1 B0.00
LR 1}
[u]=] 1}
DR 00

11 FEB 2119
433 11FEB 203 :DR 15.00

2013 School Year
noo: 0o 15.00; WOLO (00003 : 2019 Chaplaincy

o Ry }

£ >

TOTALS: Amuuntl 435.00 Discuuntl n.oo Paidl 0.00 Balancel 43500

|' Unallocated Credit

Amount I 235.00 Add Billing Item Rieversal Adjustrment Add Discourt

Last Modified 11/02/1913:23 By ADMIN

e Click Allocate
e Enter $235 and click OK to allocate the GV Credit

Allocate

Enter the amount to allocate [up to $235.00) |235

e Click on Show Billing Items with Outstanding Amounts
e View the remaining items with a balance to pay

i Student Details E

2013 vie damar &2
Surnarne Knaown Hame Adjuzstrnent amounts included in balances but not shawn separately
|MAHDNEY IDavid | Show Al Transactionz |

Delailsl Subjects Billing Items |Heceipls| Transactionsl Notesl Invoicesl Sec Fin Assist

Fef  Date Type Amount GST  Disc  Paid Balance Bill Code Batch#t Comment Status Feazon
143 i3 JaN 2018 (DR 10000 O 000 3500 GR.O0 CHEOM | 0000 EQED - Outdaar!

144 i3 JaN 2019 (DR 10000 O o0 00% 10000 CHEOT 0000 EPES - Physical :

437 11FEE 2019 (DR © 2000i O 000 000 2000 O0CO1 (00002 2019 School Year:

438 ‘I‘I FEB 2019 DF| 15.DD§ a D.DDE D.DDE 15.DD§ WaLm EDDDD 13 Chaplaincy
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e Right click on Maroney and type Lam and press <Enter>
o Repeat the steps above to allocate Chanara Lam’s GV Credit to her subject costs

E Student Details E

2019 Melda)r &
Sumame Known Name
I LAM | Chanara | Show Billing [tems with Dutstanding Amounts |

Detailsl Subjects Biling ltems |Heceipls| Transaclionsl Notesl Invoicesl Sec Fin Assist

Fef  Date Tepe Amount GST  Disc Paid Balance Bill Code Batch#t Comment Status Feason
DR 50.00 I 0.00 |

oo

“11FEB 2013 DR

Allocate

Enter the amaunt ta allocate [up to $235.00) |235

e Click on Chanara’s Receipts tab
e Highlight the Imported EPA Receipt

E Student Details E

ams Meldm)r &
Sumame Kriown Wame
|LAM IEhanala | Show Unallocated Credit |

Detailsl Subiectsl Billing Items Receipts |Transactions| Nolesl Invoicesl Sec Fin Assistl

Ref  Rectt Date Type  Amount Batch#t Comment Unalloz Status Reason
Imported E du
< >
Tatal I 235.00 i
Details Add Receipt | | Reverzal | | Refund
Ref Paid Bill Code  Cornment Status Reazon
i {E0.00 SUS  iUnallocated Credit : i ~
9 :50.00 (CHGO1 (AEHBY - Human Biology ATAR 17 2019 ¢
0 6000 5US {Unallocated Credit
95 135.00 {CHGOT (AEMMA - Mathematics Applications 17 20;
1] -30.00 i5US {Unallocated Credit w
£ >

I 235.00 Total

e View the changes in the allocation of the receipt
e Close Student Details
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8.4.5

Import and Allocate Abstudy Receipts in Students

Activity: Import Abstudy Receipts

RM Billing > Utilities

Double Click on Import Secondary Financial Assistance Receipts

I:I

Instructions

In the right hand panel. there
are a number of icons with
descriptive titles showing which
functions are available.

I arder to start a function,
pleaze double click on the
required icon.

Utilities

@ Create Subject Billing lkemsz

@ Export ta RM Finance
$ Irmpart
@ Purge Former Roll Students

@ Update Student Mames from Admi
@ Write off/Cancel Customer Debt

hdary Financi

@ Year End Pracessing

@ Export Secondary Financial Aszistance

n

@ it off/Cancel Student Felated Debt

e Select the ASA Receipts file and click Open (or Double Click)
& Select the import file H
Lookin: | | SECONDARY ASSISTANCE v @ 2 = &~
I MName : Date modified Type
el ¢ 4567 ASA Receipts 300025 092031 15/02/2016 1:24 PM_ Text Docurr
Recentplaces ™ 4567 CLA Receipts 300825 091731 13/04/2016 10:16 .. Text Docurr
|| 4567_EPA_Receipts_300825_091531 13/04/2016 10:02 ... Text Docurr
. || 4567_SFA_190211_153204 11/02/2019 3:32 PM  Text Docurr
Desktop || ASA_log_190211_142114 11/02/2019 2:21 PM Text Docurr
— || EPA_log_190211_140651 11/02/2019 206 PM  Text Docurr
=
e Click OK to the message

Import Secondary Financial Assistance Receipts

Import File: 4367_ASA_Receipts_300925_092031.tdt successfully imported.

oK
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e Click Yes for the Detailed Receipt Summary

Print Receipts Summary u

Print Detailed Summary? Mo=Totals only

e Click OK

Print Receipts Summary H

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

e Click Yes

Print Report H

Has the report printed OK?

e Click OK

Import n

Import complete,
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Activity: View and Allocate Abstudy Receipts

RM Billing > Receipts
e Double click on the Imported ASA Receipts

i Receipts Batches List View
For Selected
20138 v G mE 42T
BatchMo “Year Description Open Last Updated Batch Taotal
nce Feceipts_ 300925 © WO ¢ 11 FER 2019 14:06:51 470.00
""" noe Fer 325 ] 11 FER 2019 14:21:14

e Click on the Batch Receipts tab
e Highlight the Imported ASA Receipt for Ariel Mahney

Details Batch Receipts |Bulk Receipts

= Receipts
& | 2

Batch Humber Description

|BO0OOZ |Imported ASA Financial Assistance Receipts 300925

Fef  Recl Date

Type  Armount Stu Comrient Statuz  Reazon

11 FEE 2019 GV 79

<

>
Tatal I 79.00
Details
Ref  Pad Bill Code Comment Status ‘Reason
1} i73.00 S {Unallocated Credit | |
< >
I 300 Total

e Close the Receipts screen
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RM Billing > Students

e Open Ariel Mahney’s record
e View the Abstudy Receipt on the Receipts tab

Details] Subiecls] Billing Items Receipts lTransactions] Noles] Invoices] Sec Fin Azsist

| Student Details ==
23 s { &b a2
Sumame Krown Marne
|MAHNEY | Ariel Show Unallocated Credit

Fef  RecH Date Type  Amount Batch#t Cormrment Unallaz Status Reason
1163 3 E‘I‘IFEB 2019 G\-‘ ?S.DDEBDDDD2§ImportedABSTUDYSupplement»’-‘«llolé ?S.EIEIE :

e Click on the Billing Items tab to view the unallocated credit

Details] Subjects Billing lters ]Heceiptsl Tlansactions] Notesl Invoices] Sec Fin Assist

| Student Details (=3
2ms Ve ldar a2
Surnarne Frown Marme
|MAHNEY |A|ie| Shaw Billing [tems with Outstanding Amaunts

Ref  Date Type Amount GST  Diec  Pad Balance Bill Code Batch#t Comment Status Reason
133 (31 JAN 2019 DR 50.00: 0 noo: 0o 50.00; CHGOT (00001 AECHE - Chemistn

134 131 JAN 20019 (DR 50.00¢ 0 nooi 0o 50,00 CHGOT (00001 (AEECO - Economi

13 (31 JAN 2019 (DR 50.00¢ 0 0.00; 000 50,00 CHGOT (00001 (AEEMG - English £

136 31JAN 2019 (DR 50.00; 0 0oo: 000 50.00; CHGOT (00001 (AEHBY - Human E

137 (31JAN 2019 (DR 50.00; 0 0oo: 000 50.00; CHGOT 00001 AERMA - Mathem

138 (31JAN 2019 DR 50.00: 0 noo: 0o B0.00; CHGOT (00001 (AEPHY - Physics &

435 11FEB 2019 (DR 20000 0 0.00; 000 20000 Q0CO7 00002 § 2019 School Year

436 11FEB 2019 (DR 15.00¢ 0 0.00; 000 15.00; wOLO (00003 § 2019 Chaplaincy

< >

TOTALS: Amount 33500 Discount 000 Paid 000  Balance 33500
Unallocated Credit
Amaunt 79.00 | Allocate Add Billing ltem Feverzal Odjustment Digoount

e Highlight the first two subject Billing Iltems

Detailsl Subjects Biling ltems |F|ec:eiptsl Transactions] Notesl Invoicesl Sec Fin Assist

Type Amount GST Balance Bill Code
0.00 CHGO1

0.00 CHGOM

FENG - Engish £
iEHBY - Human E

31 JaN 209 :DR
136 i31JaN 2019 :DR

e Click Allacate
e Enter $79 and click OK
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8.4.6

Import and Allocate Clothing Allowance Receipts in Students

Activity: Import Clothing Allowance

RM Billing > Utilities

e Double Click on Import Secondary Financial Assistance Receipts

-

Utilities

=)

Instructions

Irn the right hand panel, there
are a number of icons with
dezcriptive titles showing which
functions are available.

@ Create Subject Billing lkems

@ Ewxport to Bl Finance
$ Import Secondary Financial 2

I arder to start a function, @ Purge Former Foll Shudents

please double click on the
required icon.

@ wiite off/Cancel Customer Debt

@ “ear End Proceszing

@ Export Secondary Financial Assistance

istance Feceipts

@ Update Student Mames from ddmin

@ Write off/Cancel Student Related Debt

The software will default to look for the Import Files in the default pathway set up in Billing

Parameters.
o] Select the import file
Lookin: | || SECONDARY ASSISTANCE v @ o~
i Marme ‘ Date modified Type
he | 4567_ASA_Receipts_300925_092031 15/02/2016 1:34 PM  Text Docurr
Recent places  F™757 C1 A Receipts 300025 091731 13/04/2016 10:16...  Text Docurr
|| 4567_EPA_Receipts_300925_081531 13/04/2016 10:02 ...  Text Docurr
- [ 4567_SFA_190211_153204 11/02/2019 332 PM  Text Docurr
Desktop | ASA_log_190211_142114 11/02/2019 221 PM  Text Docurr
[ EPA_log_180211_140651 11/02/2019 206 PM  Text Docurr

e Double click on the Clothing Allowance Receipts file

e Click OK to the message
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e Click Yes for the Detailed Receipt Summary

Print Receipts Summary u

Print Detailed Summary? Mo=Totals only

e Click OK

Print Receipts Summary H

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

e Click Yes

Print Report H

Has the report printed OK?

e Click OK

Import n

Import complete,

e View the Imported Receipts in RM Billing > Receipts

| Receipts Batches List View =5
For Selected
ans EICIEE- PP
Batch Mo Year  Description Open Lazt Updated Batch Total
B 00007 2019 ilmported EFA Financial Assistance Receipts_ 300925 MO TTFEB 2019 14:06:51 470,00
BOOOOZ 12019 imported 454 Financial Assistance Receipts_300925 MO TTFEB 2019 14:21:14 79.00
BOOOOZ (2019 ilmported CLA Financial Azsistance Receipts 300925 L] 11 FEB 2019 14:31:22 115.00
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Note: If a Receipts file has already been imported, the software will not allow it to be
imported again. If this is attempted, a message will display (as shown below).

Import

The file 4367_CLA_Receipts_300925_0%1731.tet has aleady been imported on 11
FEB 2019.

This file cannot be imported again.

Note: A log file is also created on import of receipts. This will be available to view in the
default pathway. A sample is shown below.

To view a log file navigate to C:/Keys/RMDB/SECONDARY ASSISTANCE

-

File Edit Format View Help

EPA_log_150924_093034.txt - Notepad

[Import filename 4567_EPA_Receipts_158924 891531.txt
Import successful
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Activity: Allocate the Clothing Allowance GV Credit

RM Billing > Students

e Open David Maroney’s record

e Click on the Receipts tab to view the imported Clothing Allowance Receipt

Detailsl Subiectsl Billing Items Feceipts |Transactions| Nolesl Invoicesl Sec Fin Assist

| Student Details
2019 vie d b &2
Surname Fnown Mame
|MARDMEY | David Show Unalocated Credit

Ref _Hec# _Date _T_I,Jpe_ .&mount_Eatchﬁ _Comment
1162 2 (11 FER 2019 iGY ¢ ;
1164 4 11 FER ]

< >
i Total I 350.00 Add Receipt Reverzal Refund
Details
Ref Paid Bill Code  Cornment Status Reaszon
0 E115.EIEI ESLIS EUnaIIocated Credit
< >
I 115.00 Total
Last Modified 11/0241913:29 By ADMIN
e Click on the Billing Items tab
. Show Billing Iterns with Outstanding Amounts
e Click on J d
e Highlight David’s remaining subject costs
Detailsl Subjects Biling ltems |F|ec:eipts| Transactionsl Notesl Invoicesl Sec Fin Azzigt
Ref _Date .T_l,lpe Amount GSTl Discl Paid Balance Bill Code_Batchﬂ Comment .Status _Heason
139 31 JAN 2019 ¢ ; ; ; : ;

{ CHEOT oooo ECAE - Career ai;

140

1FEB 2015
H11FEB 2019 |

013 Chaplaincy

e Click Allozate

e Allocate the $115 credit
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Allocate
Enter the amount to allocate [up to $115.00) {115

Cancel DK
e Click OK
e Click on Shaw Billing Items with Outstanding Amountz

All David’s subjects except for Physical Education has now been covered by the SAS

Detailsl Subjects Billing ltems lHeceipts] Transactionsl Notes] Invoicesl Sec Fin Assistl

Ref Date Type Amount GST  Digc Paid Balance Bill Code Batchﬂ Comment Status
144 31 Jak 2019 DF| 'IDD.DU§ 0 EI.EIEI§ SD.DD§ SD.DD§ CHGO EDUUD EFES - Physical
437 {11 FEB 2019 DR 20,000 0 000 0000 20000 O0COT {00002 2019 School Year !
438 ‘I‘I FEB 20119 DF! 15.DD§ i EI.EIEIE D.DDE 15.DIJ§ WOLO EDDDD 019 Chaplaincy

Reazon

e Click on the Receipts tab
e The two imported receipts are now fully allocated
| Student Details (=]
209 v 41 @mb &2
Surnarne Fnowr M arne
|MARDNEY | David Show Unallocated Credi

Details] Subiecls] Billing Items Receipts ]Transactionsl Notesl Invoicesl Sec Fin Assist

Fef
1162 12
1164 4

Fectt Date
11 FEB 2014
11 FEE

Amaunt Batch#E Comment
235, DD E00001 | Imparted E ducational F'rc:grarn Allowvesd
mported Clothing

Type

Unalloc Statuz Reason
Y :

< >
i Takal 350,00 Add Receipt Reversal Refund
Details
Fef Bill Code Comrment Stalus Feazon
i iS5 iUnallocated Cred
143 iCHGO1 :GEOED - Outdoor Education General 11 2I
0 5Us iUnallocated Credit
144 {CHGOT {GEPES - Physical Education Studies Gene
0 i5US iUnallocated Credit i
< . - >
11500 Tatal

Last Modified 11/02/1313:23

By ADMIN

CIVICAa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 119 of 322
© 2019 Civica Pty Ltd



Activity: Check Unallocated Credit

The Unallocated Credit Report will show all students with credit, including credit created by
importing Secondary Financial Assistance receipts.

RM Billing > Reports

e Open the Financial Reports Folder
e Highlight the Unallocated Credit Listing report

P Reports | 2= |
L=
1 Charges and Contributions Templates
1 Charges and Contributions Feparts
4 Financial Reports Unallocated Credit Listing
D Statement - Students
[] Statement - Customers Scort o
|:| Unprinted Invoices - Students TE[[:Int alance Sort Field | A
El Unprinted Invoices - Customers Unipaid Billing It
[E] Summary Aged Dekbt List - Students \F(D"'"
|:| Summary Aged Debt List - Customers =
|:| Feminder Unpaid Billing [tems - Students
B Unallocated Credit Listing Tatal on Year Group Page Break on‘vear Group
1 Transactional Reports
1 Audt Repots Total an Form Page Break on Fom
Select
(®) Students
() Customers

e Click Print and OK to Screen

Unallocated Credit Listing

There is nothing to print.

oK

There should be no unallocated credit.
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9 Review

Activity: Review-Billing Items

The 2019 Year 11 students will be attending a camp.

The cost of the camp is $300.00 and has been broken into the following items:

Camp Activities: $100.00 (GST code 0)
Camp Transport: $50.00 (GST code 0)
Camp Food: $150.00 (GST code 1)

e Create a Billing Items batch for the above Camp. (Hint: Billing Items > Add).

When adding the tied billing items use the Billing Code that you created earlier for school camps
for each billing item.

c Billing ltems ==
==

Batch Ho Description

| oooos ['Year 11 Camp

Eiatch Details ]Eatch Billing ltems |

Batch No  [00005 Updated: |  Fii1FEB 13 1503
Billing Year |a01g v Created: | Fii1FEB 19 1502

Description |Year 11 Camp

Batch Total | il Open: YES

Tied Billing Items:

Comment Amaunt G5T Bill Code
2019 Camp Activities 10000 a CHGOZ
2019 Camp Transport 50.00; 0 CHGOZ
20149 Camp Food 150,00 1 CHGO3
-
m)
[ Cancel

e Bulk bill all the Year 11 students for this camp. (Hint: Students > For Selected > Add to
Billing Item Batch)

e \What is the total amount received if all these students attend?

(Hint: Billing Items > Batch Billing Items)
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The Modern History ATAR 11 students will be attending an exhibition at the Museum of WA

Create a Billing Item and bill the Modern History HIM ATAR 11 (AEHIM) students for this
excursion

O Billing Items ==
& 2

Batch Mo Description

| nooo6 [Museum of WA Excursion Modern History ATAR 11

Batch Detals [B atch Biing ltems |

Batch No  [0000E Updated: | Fii1FEB 19 1505
Billing Year [zg739 ~ Created: | Fri1 FEB 19 15:05

Description |Museum of Wid, Excursion Moderm History ATAR 11

Batch Total | Mil Open: YES

Tied Billing Items:

Comment Amount GST Bill Code
2019 Museum of ‘W, Excursion Modsm History ATAR 11 26000 0 iCHGOZ
3
<
jm)
0. Cancel

Apply the Excursion billing item to the Year 11 Modern History ATAR students

Hint: When applying the billing item search for students by subject

Student Search
wE S dh
Generall Paramelers] DateslAddress] Dther] upl T Sets/Cohorts l

Fird by Teaching Set

Timetabling ‘v'ear 2019 W

Grid Reference |2m g. 15 v
Subject [£EHIM Modem History AT... v
Teaching Set |..n,-'$.. W
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10 Individual Billing

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

Activity: Billing an Individual Student

Emma Smithers has been given special permission to attend the camp. Bill Emma Smithers for

all of the Camp charges.

RM Billing > Students

e Click to load all students
e Open Emma Smither’s record
e Click on the Billing Iltems tab

e Click on the Add Billing Item button

e Choose Add to Billing Item Batch

Add Billing Item

(@) Add to Billing ltem Batch:

) Add Subject Billing Item

e Click OK

Select Year
Flease select the Biling v'ear

2ma v

LCancel

e Click OK

e Choose the Year 11 Camp Billing Iltems batch

Please double-click on your selection.

Eatch Mumber Dezcription
0oo0z School vear Book
ooo03 Chaplaincy
00004 Lower 5chool Voluntary Contributions

Year 11 Camp
0000e tuzeum of Wi Excursion Modem History ATAR 11
4 T

Edit ] [ oK. ] [ Cancel
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e Click OK

| Student Details ==
2019 v 4 &b &2
Sumname Kriow Marne
|SMITHEHS |Emma Show Biling Items with Dutztanding Amaounts
Details] Subjects Biling Items lHeceiptsl Transactions] Notesl Invoicesl Sec Fin Assist
Ref  Date Type Amount GST  Disc Paid Balance Bill Code Batch#t Comment Status Reason
1081 (11 FEB 2019 :DR 200000 0 0.00: 000 20.00; 0OCO1 (00002 2019 School vear
1082 11 FEB 2019 DR 15000 O 0.00: 000 15.00¢ 0L (00003 § 2019 Chaplaincy
1083 (11 FEB 2019 (DA 25000 0 0.00¢ 000 258.00¢ »OLOo (00004 2019 Englizh
1084 11 FEB 2019 iDR 2500 0 0.00; 000 25.00: »OLO (00004 2019 Science
1085 (11 FEB 2019 DR 2R00: 0 0.00: 000 25.00; WOLO1 (00004 ;2019 Maths
1086 11 FEB 2019 DR 28000 0 0.00: 000 25.00; wOLO (00004 2019 Humanities &
1087 11 FEB 2019 :DR 3000 0 0.00: 000 30.00¢ %OLo 00004 2019 Health and F
1088 11 FEB 2019 DA 15000 O 0.00: 000 15.00¢ »OLm (00004 2019 L0TE
1089 11 FEB 2019 DR 5E.00: O 0.00¢ 000 5E.00¢ »0OLO1 (00004 § 2019 Dezign and ™
1090 11 FEB 2019 ;DR 34.00: 0 0.00; 000 34.00; vOLO 00004 ;2019 Ar
1382 1 FEB 2019 DR :10000; 0 0.00: 000 10000 CHGO3 (00005 ;2019 Camp Activit
1383 1FEB 2019 :DR h0.00: O 0.00: 000 BO.00: CHGO3 (00005 2019 Camp Transg
1384 1FEBZ019 DR :15000: 1 0.00: 000 180.00; CHGEO3 (00005 2019 Camp Food
£ >
TOTALS: Amount 57000  Discount 000 Paid 000 Balance R70.00
Add Billing [tem Beversal Adjustment Dizzount

e Keep this window open

11 Editing the Amount of a Billing Iltems 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 Batch Amount

Frank Bishop has also received permission to attend the school camp. The camp is scheduled
to run over four days and Frank will be attending only two days of the camp. We will edit the
amount of the tied billing items before applying it to Frank’s records.

RM Billing > Students

Right click in the red Surname cell
Type in Bishop

Press < Enter>

Scroll to Frank Bishop’s record
Click on the Billing Items tab

Add Billing [tem

Click on the Add Billing Item button
e Choose Add to Billing Item Batch
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Add Billing Item

(@ Add to Billing tem Batch:

(71 Add Subject Billing Item

[ QK J [ LCancel
e Click OK
Select Year
Flease select the Biling Y'ear
|2D1EI W
LCancel
e Click OK
e Highlight the Year 11 Camp billing items batch
e Click on
e Highlight the Camp Activities line
e Click on Edit
e Change the amount to 50.00
e Click on to save the changes
2019 Camp Activities 50,00 CHGOZ
e Follow the steps above to edit the Camp Food charges to 75.00

Frank will be providing his own transport to and from camp, therefore, the Camp Transport line

can

be deleted.

Highlight the Camp Transport line

Comment

Aot

Bill Code

209

Camp Activities

CHGO3

2019 Camp Transport 0 CHGO3
2019 Cannp Faod 1 CHGO3

e Click on Delete Debit El and Yes
Comment Amaunt G5T Bill Code
2019 Camp Activities 1] CHGO3
2019 Carnp Tranzport 0 CHGO3
2019 Camp Food 1 CHGO3

e Click OK and view the edited billing items
1385 1 FEE 2013 (DR BO.00: 0 0.00;  0.0a B0.00; CHGO3 (00005 ;2019 Camp Activities
1386 1 FEE 213 :CH 7R.00: 1 0.00: 003 75.00: CHGOZ2 (00005 ;2019 Camp Food
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12 Discounts

Discounts can be applied to any type of billing item (both subject and non-subject) within RM
Billing. The method for discounting is the same no matter what type of billing item is selected.

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 subjects.

12.1Discounts via Student Records

Activity: Applying a Discount via Student Records

Jonathon Depete, Year 10, has arrived at the school half way through the year. He is entitled to
a 50% discount on his voluntary contributions.

RM Billing > Students

e Right click in the red Surname cell and load the record for Jonathan Depete
e Click on the Billing Iltems tab

e Click on the Add Billing Item button

e Choose Add to Billing Item Batch

Add Billing Itern

@ iAdd to Billing ltem Batchi

() Add Subject Billing ltem

OrK ] [ LCancel

e Click OK

Select Year
Flease select the Biling Y'ear

2ma v

LCancel

e Click OK
e Select the Batches as shown below

Please double-click on your selection.

antary Contributions

fear 11 Camp
iMuseum of Y4 Ercursion Madern History ATAR 11

e Click OK
e Highlight all of the Voluntary Contributions billing items
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ent ils

2018 Ve d )y &
Sumame Known Mame
|DEPETE I.ll:lnalhnn | Shaow Billing Items with Outstanding Anaunts |

Detailsl Subjects Billing ltems |F|eceipts| Transactionsl Notesl Invoicesl Sec Fin Aszist

Ref _Date _Type_.t‘-\mount_GST Digc Paid Ealance_ Bill Code _Eatchﬂ_l:omment _Status _Heason
: i i i § 00COT (00002 (2019 School Year Bock | i
YaLatl 2019 Chaplaincy

n and Technol

e Click Add Discount Add Discount

Enter 50 as the discount percentage
Enter a reason for the discount July 2019-Commenced Term 3

EISCOUnt

Enter the Discount Percentage | 50.00 4

Reason for Discount |Jul_l,l 2019 - Commenced Term 3

e Click OK and view the changes to the Discount, Balance and Reason columns

Detailsl Subjects Billing Items |F|ec:eipts| Transactionsl Notesl Invoicesl Sec Fin Assistl

Dizc  Paid Balance BillCode Batch# Comment Status Reason

0ao: 0.0 20.00; 0OCOM 00002 2019 Schoal Year Book

0oo: 0.0 15.00: vOLOT 00003 2019 Chaplaincy
1250:  0.00 12.50: YOLOT 00004 2013 English Digcounted - July 2013 - Commenced Term 3
1250:  0.00 12.50: YOLOT 00004 (2019 Science Digcounted - July 2013 - Commenced Term 3
12508 0.00 12,508 VOLOT 00004 (2019 Maths Discounted - July 2013 - Commenced Term 3
1250 0.00 12508 VOLOT (00004 (2019 Humanities and Soci Digzounted - July 2019 - Commenced Term 3
15.00:  0.00 15.00: VOLOT (00004 2019 Health and Phyzical Digzounted - July 2019 - Commenced Term 3

FEO0: 0.00 7.80: VoL (00004 (2019 L0OTE Dizcounted - July 2019 - Commenced Term 3
28.00: 0.00 28.00: VOLOT (00004 (2019 Design and Technol Dizcounted - July 2019 - Commenced Term 3
17.00:  0.00 17.00: YOLOT 00004 2019 Art Dizcounted - July 2019 - Commenced Term 3

IMPORTANT:

The month and year must be typed in a consistent manner in the reason
for the discount. This is so the Transaction Summary report can be

sorted via reason containing the month and year, which is most useful
for end of month reporting. The Transaction Summary report is used to
report on Discounts each month. It can be filtered by month to select
Discounts for End of Month Reporting.
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Activity: Review of Adding Discounts

e Nathan Leslie has received a full scholarship from the School Council for Indonesian Second

Language ATAR 11. Discount this subject by 100%.

. Student Details
2019 v 1 ab G2
Surname Ko Mame
|LE5LIE |Nalhan Show Billing ltems with Outztanding Armounts

Details] Subjects Billing Items lHeceipt$l Transactinns] Nu:utE$| Irwniu:%l Sec Fin Asgist

=

{o0o0f 000 8000 CHGOT {00001 PAEGED - Geographw ATAR 11 207
©o000; 000 80008 CHGOT (00001 :AEHEY - Human Biology ATAR 11
000 000 5000 CHGO (00001 AEHIM - Modem History ATAR 11
0.00 000 S0.00 CHGO1 00001 AEIND - Indonesian: Second Lanc

31 JAN 201 :
0.00; 000 5000 CHGOT {00007 (AELIT - Literature ATAR 11 200139 §

113 i31.JaN 2039 EFE

Fef  Date Type Amount GST  Disc  Paid Balance Bil Code Batcht Comment Status
109 i31JaM 2019 iDR : : :

110 i31.J4M 2019 (DR
111 i31.J4M 2019 (DR

Add Dizcaunt ]

e Click

Discount

Enter the Discount Percentage | 100.00 b 4

Reason for Discount |July 2019 - Full Scholarship from School Council

e Livvy Lipton is being given her School Year Book for her contributions to the production of

the document (funded by the School Council). Discount this item by 100%.

Details | Subjects Biling ltems |F|eceipts | Tranzactions | Maotes | Irvoices | Sec Fin Assist|

Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch#t Comment Status
115 31 JaM 2018 DF| ED.DDE o0 fooooi 000 B0006 CHEOT (00001 (AECHE - Chemisty ATAR 11 2D1E§

116 i31JaM 2019 (DR ¢ 50.00¢
117 i31JaM 2019 DR 5000
118 i31JaM 2019 (DR ¢ 50.00¢

000 0000 50.00; CHGOT 00001 (AEECO - Econamics ATAR 11 207
. 000, 000; G000} CHEOT (00001 JAEENG -Englsh ATAR 11 2019 |
© 000 0000 5000; CHGOT (00001 iAEHEY - Human Biclogy ATAR 11

120 i31JBN 2019 DR | 5000

{000 000 50000 CHGOY (00001 (AEPHY - Physics ATAR 11 2019

11 FER 2019 20,00
430 (11FEB 213 DR | 15.00;

0.00 0.00 20000 0OCOT Qoooz 2049

ol ‘V'ear Book,

TURo0: 000 1500 WOLOT 00003 ;2014 Chaplingy

0
o
0
119 i31JAN 2019 DR © 5000i 0 i 000 000; 5000 CHGON (00001 AEMMA - Mathematics Applicatior
0
o
]

Discount

Enter the Dizcount Percentage | 100.00 4

Reason for Discount |Ju|y 2019 - Contributing to the production of the Year Book
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12.2 Bulk Discounts via Billing Items

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

Activity: Apply Bulk Discounts

The Modern History ATAR 11 students have been billed for the Museum of WA excursion.

We have been advised that some students have ‘Friends of The Museum’ membership and

therefore qualify for a 50% discount for this excursion.

Apply a discount to the following students

Chelsea Kraft

Khalid Moor

Corey Ramsay

Bradley Uifelean

RM Billing > Billing Iltems

e Double click on the Museum of WA Excursion batch
e Click on the Batch Billing Iltems tab

e Click on

Show Outgtanding Amovnt: ]

(this ensures that the balances owing on the billing items

after adjustments, if any, are displayed)

e Highlight the required students

Batch Details  Batch Biling Items

| Billing Items
& 2

Batch Mo Descnption

| 00006 |Museum of WA Excursion Modern History ATAR 11

Show &ll Transactions

377 R

Student/ Cust
365 ERAFT: Chelsea

LESLIE: Mathan
LUOMNG: &rmber
MARSTOMN: Laun 11
MELWILLE: Mitchi 11
MOJO: Kellp-nn i 11
MOOR: Fhalid
MUNGALL: Alexs 11
OBERT: Matthew: 11
OSTERBURG: k. 11
FEARLCE: Kyle
1376 PILTER: Julie

any

e Click

e Enter details as shown below

Year Form Amount GST

RUMBLE: Simon : 11
SIMPLE: Sarah
SORRELL: Jilian: 11
UIFELEAM: Bradl

1.1
1141
11
11
11.1

1141
11
11
11
11.1

11

11
11.1

25.00
25.00
25.00
26.00
26.00
25.00

25.00
26.00
26.00
25.00
25.00

25.00
26.00
25.00

25.00

Disc:
0.00
0.00
0.00
0.00
0.00
0.00

0.oa
0.oa
0.oa
0.0a
0.00
0.00
0.oa
0.oa
0.00
0.00

Paid Balance Bill Code

0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

25.00 CHGOZ
25.00;CHGO2
25.00; CHGOZ2
26.00; CHGOZ2
26.00; CHGO2
25.00; CHGOZ

25.00: CHGO2
2B.00: CHGOZ
28.00: CHGOZ
25.00: CHGOZ2
25.00: CHGOZ2
25.00 CHGO2
28.00: CHGOZ
28.00: CHGOZ
25.00: CHGOZ2

25.00 CHGOZ

Camnment

2019 Museum of W
2019 Muszeumn of Wi
2019 Muzeurn of Wi
2013 Museum of Wi
2013 Museum of Wi
2019 Museum of W
2019 Mugeun of 'wi
2019 Muzeurn of Wi
2013 Museum of Wi
2013 Museum of Wi
20193 Museum of W
2019 Museum of W
2019 Muszeurn of Wi
2013 Muzeum of Wi
2013 Museum of Wi
2019 Museum of W

2013 Museum of W

Status  Reazon
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Discount
Enter the Dizcount Percentage | 50,00 X
Reasan for Discount  [May 2013 - Friends of the Museum discount
ok LCancel
e Click OK
c Billing ltems (=3
& 2
Batch No Description
| oooo6 | Museum of WA Excursion Modern History ATAR 11 Show Outstanding Armounts
Batch Details Batch Billing Items
ance Bill Code  Comment Statuz  Reazon /
280:CHGEDZ2 20719 Museumn of YW Digcounted - May 2013 - Friends of the Museum dizcount -
PRODICHGEOZ 2009 Muzeum of W E
PRODICHGEOZ2 12009 Muzeum of W
PRODICHGOZ 20019 Muzeum of W
PRODICHGOZ 20019 Muzeum of W
PRODCHGOZ2 2009 Muzeum of W =
2B0:CHGO2 £ 2019 Museunn of YW Dizcounted - May 2013 - Friends of the Museurn dizcount
PRODICHGOZ i 2009 Museum of 'w 0%
PROD:CHGOZ 2009 Museum of Wi
PROD:CHGEOZ 2019 Muzeum of W A
PROD:CHGEOZ 2019 Muzeum of W
PROD:CHGEOZ 2019 Muzeum of W
2A0:CHGEDZ2 (20719 Museumn of YW Discounted - May 2013 - Friends of the Museum dizcount
PRODICHGOZ 20019 Muzeum of W
PRODICHGOZ 20019 Muzeum of W
PRODCHGOZ2 2009 Muzeum of W
2B0:CHGO2 £ 2019 Museunn of YW Dizcounted - May 2013 - Friends of the Museurn dizcount ]
L4 >
TOTALS: Amount 5e000 Discount | 5000 Paid | Mil Balance R00.00
SELECTED TOTALS: Amount 2500 Discount | Ml Paid | Ml Balance 25.00
Ok Cancel
e Close the Billing Items Screen

Note: Transactions which have been Reversed (R) or are the Reversal Transaction (V)
cannot be discounted. Transactions which have been Adjusted (A) or are the Adjustment
Transaction (T) cannot be discounted. Transactions which have already had a discount
applied will have to have the original discount removed before applying the new discount.
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12.2.1 Reporting on Discounts

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

Activity: Report on Discounts

RM Billing > Reports

Delete the default dates
Click on the Billing Options tab

Open the Transactional Reports folder
Click on the Transaction Summary
Ensure the Billing Items radio button is selected

Place a tick in the ‘Show discounted billing items only’ box

Transaction Summary
(@) Billing Items ) Receipts "1 Both
Students

| IZ| Mew Query

Group and subtotal by student Student Totals Only

Cuztamers

[0] Customers Selected
Fram D ate To
From Fef To

Biling Codes Biling Optiors ]Dther]

Billing [tem Batch | [Blank far all)

[]:5how discounted billing itermns only:

[ Biling Item Balance = 0.00

e Click Print
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A portion of the report is displayed below

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
112 310119 DR CHGO1 $30.00 50.00 $50.00 $0.00  LESLIE: Nathan AFIND - Indonesian:  Discounted - July 2019 - ADMIN
Second Language Full Scholarship from
ATAR 112019 School Council
429 11/02/19 DR ooCot $20.00 50.00 520,00 $0.00 LIPTON: Livvy 2019 School Year Book Discounted - July 2019 - ADMIN

Contributing to the
production of the Year

Book

1363 01/02/19 DE. CHGO2 525.00 50.00 512.50 §12.50 KRAFT:Chelsea 2019 Museum of WA  Discounted - May 2019 - ADMIN
Excursion Modern Friends of the Museum
History ATAR 11 discount

13711 01/02/19 DE. CHGO2 $25.00 50.00 $12.50 51230 MOOR: Khalid 2019 Museum of WA Discounted - May 2019 - ADMIN
Excursion Modern Friends of the Museum
History ATAR 11 discount

1377 01/02/19 DE. CHGO2 525.00 50.00 512.50 $12.50 RAMSAY:Cory 2019 Museum of WA  Discounted - May 2019 - ADMIN
Exscursion Modern Friends of the Museum
History ATAR 11 discount

1381 01/02/19 DR CHGO2 §25.00 $0.00 $12.50 §12.50 UIFELEAN: Bradley 2019 Museum of WA  Discounted - May 2019 - ADMIN
Excursion Modern Friends of the Museum

History ATAR 11 discount

e Close the 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 and signed by the Principal.

e Select the Other tab

Billing Codes | Billing Options Other |

Corections |Nn Search W

Reaszon
containing |Ju|y 20119

¢ Inthe Reason containing, type the required month followed by the current year - 2019
e Click Print

A portion of the report is displayed below

Search Criteria ?' Epack
Discounted Billing ltems only
Reasons Containing: july 2019

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operator
112 31/01119 DR CHGO1 550,00 50.00 $50.00 50.00 LESLIE: Nathan AFIND - Indonesian:  Dhiscounted - July 2019 - ADMIN
Second Language Full Scholarship from
ATAR 112019 School Council
429 11/02/19 DR ooco 52000 50.00 520.00 $000 LIPTON: Liwy 2019 School Year Book Discounted - July 2019 - ADMIN

Contributing to the
production of the Year

Book
1389 11/02/19 DR VOLOL $23.00 50.00 $12.50 §12.50 DEPETE: Jonathon 2019 English Discounted - July 2019 - ADMIN
C d Term 3

e View and close the report
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13 Charges and Contributions Reports

There are two useful reports in RM Billing which relate to Charges and Contributions amounts. We

will look at each of these in turn.

13.1Charges and Contributions by Department report

This report has been designed to help schools determine their budgets for the following year. It
displays the number of students that have chosen a particular subject along with the costs for the
subject. The report is grouped by department.

Activity: Print Charges and Contributions Report

RM Billing > Reports

Click New Query

Open the Charges and Contributions Reports folder
Click on the Charges and Contributions by Department report
Tick New Page per Department

Enter the percentage of total as 80

Use the find tool to select all students on the current roll
Enter the report message as per the screenshot below:

=

Reports

[0 Charges and Contributions Templates
£  Charges and Contibutions Fleports

Charges and Contributions by Department

D Outstanding Amounts by Category
1 Financial Reports
[0 Transactional Feparts
@

Audit Reports

Charges and Contributions by Department

Report Message

Select Year | 28 W
Mew Page per Department

From Department |Administrati0n )
To Department |Tech0n0|g_l,l and Enterp... | w
Include Percentage of Total 20
Select

Students

Selected Subset 526 entries v Mew Query

Frirt

Thig report indicates the amount of the budget met by student
payments for the subject charges and contributions. 1t is
bazed on Student Preferences and a payment of B0%.

Cancel

Note: This message will be saved for the next time the report is run

e View and close the report

e Click Print and OK to print to screen
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A portion of the report is displayed below
Based on the number of timetabled students
English
Totals for Totals for
Subject Hame Code Students Contributions Charges Contributions Charges Total
Media @ OMED ] 0.00 0.00 0.00 0.00 0.00
Literaturs ATAFR 12 ATLIT 2 (.00 30.00 0.00 1.100.00 1,10:0.00
Literaturs ATAR 11 AFLIT 2 (.00 50.00 0.00 1.100.00 110000
English General 12 GTENG 20 (.00 50.00 0.00 1,000.00 100000
English General 11 GEENG e (.00 50.00 0.00 1,100.00 110000
English ATAR 12 ATENG 2 (.00 50.00 0.00 1.100.00 110000
English ATAR 11 AEENG 21 (.00 50.00 0.00 1,050.00 1,050.00
English @ 9Eng 63 (.00 0.00 0.00 0.00 0.00
English § SENG 107 (.00 0.00 0.0 0.0 000
English 7 JEng 39 (.00 0.00 0.00 0.00 0.00
English 10 10ENG 63 (.00 0.00 0.00 0.00 0.00
Department Totals 100% 428 0.00 6,430.00 6,430.00
Department Totals 2307%: 0.00 3,160.00 3,160.00
Based on the number of timetabled students
Health & Physical Education
Totals for Totals for
Subject Hame Code Studentz Contributions Chargez Contributions Chargesz Total
Physical Education Studies GTPES 20 (.00 1000 0.0 2000 0oy 2000 0oy
General 12
Physical Education Studies GEPES 2 (.00 10000 0.00 2. 200,00 2. 20000
General 11
Physical Education & 9PE 63 (.00 0.00 0.00 0.00 0.00
Physical Education 8 SPE 107 0.00 0.00 0.00 0.00 0.00
Physical Education 10 10PE 63 (.00 0.00 0.00 0.00 0.00
Cutdoor Education General 12 GTOED ] (.00 1000 0.0 000 000
Cutdoor Education General 11 GEOQED 22 (.00 100.00 0.00 2.200.00 220000
Health and Phyzical Education 7 TH&FE 3% (.00 0.00 0.00 0.00 0.00
Health Education 9 YHEd 63 (.00 0.00 0.0 0.00 0.00
Health Education 8 SHE 107 (.00 0.00 0.00 0.00 0.00
Health Education 10 10HE 63 0.00 0.00 0.00 0.00 0.00
Depariment Totals 100% 603 0.00 6,400.00 6. 400.00
Department Totals 307 0.00 3,120000 3,120000
e View and Close
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13.2 Outstanding Amounts by Category Report

This report enables school to print a report which classifies the amounts owed by students into

their billing category.

Activity: Print the Outstanding Amounts by Category Report

RM Billing > Reports

Click New Query

Open the Charges and Contributions Reports folder
Click on the Outstanding Amounts by Category report

Use the find tool to select all students on the current roll
Tick the New Page with Subtotals Checkbox

@
8 &

Reports

[l

[0 Charges and Contributions T emplates

3 Charges and Contibutions Feports
|:| Chargez and Contibutions by Department
D Outstanding Amaunts by Categary

1 Financial Feports
1 Transactional Reports
(3]

Audit Reports

Outstanding Amounts by Category

2019 W
Select
Shudents
Selected Subset 526 entries v Mew Query
Select Student Biling Category  |M/S W
Report Ophions
Sort By |Student MHame W

e View and close the report

e Print and view the report

e Click Print and OK to print to screen

e Uncheck New Page with Subtotals
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14 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.

14.1 Separate Receipts Batches

Create separate batches for the following options:

e General Banking (daily takings — cash and cheques)

e Electronic Funds Transfers which include electronic credit card payments

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

e Corrections

e Refunds

[ ]

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 that is taken 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, the batch total in RM
Billing and RM Finance will not match what is on the bank statement.

14.2Naming 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 11.02.19
Electronic Funds Transfer 11.02.19

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

Note: 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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Activity: Creating Receipts Batches

Create the following two receipt batches using today’s date:

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

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

General Banking ddmmyy

e Click OK to save

e Repeat the process to create the Electronic Funds Transfer receipts batch

Add Receipts Batch

Flease enter a description for the batch to be created

Electronic Funds Transfer ddmmyy

e View the newly created receipts batches in the Receipts Batches List View window

| Receipts Batches List View =
For Selected
2019 EICIEEE PR
BatchMo Year Description Open Last Updated Batch Total
BOO004 2019 General Banking 11/02/19 TES T1FER 20719 14:5841 0.00
BOOOOS 2019 Electronic Funds Transfer 11/02/19 wES 11 FEB 2019 14:58:57 0.00
BO000 2019 ilmported EPA Financial Azsistance Receiptz_300925 MO 11 FEB 20159 14:06:51 470.00
BOODDZ  :2019  :lmported A54 Financial Assistance Receipts_300325 MO 11 FEB 2013 14:21:14 73.00
BOODOD3  :2019  ilmported CLA Financial Assistance Receipts_300925 MO 11 FEB 2013 14:31:22 115.00

e Close the Receipts Batches List View window
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14.3Receipt 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

14.4Methods 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.

14.4.1 Receipting Methods

There are five methods users may select from when processing receipts, including the Apply
Subsidies option. Each has features to assist with individual receipting needs.

Credit and is then
applied to Billing
Iltems

Receipt Features Type of Payment

Process

Apply Subsidy Students>For Selected>Apply Payment is GV only

(Manually) Subsidy automatically $235 Education Program
allocated to billing | Allowance
items according to
business rules

Import Subsidy Utilities>Import Secondary Payment is GV Only

Financial Assistance Receipts imported as $235 Education Program

Unallocated Allowance

Apply Receipt
(Bulk Process)

Students>For Selected>Apply
Receipt

Payment is
automatically
allocated to billing
items according to
business rules

CA, CH,CR,EF,BP,DD

Add Receipt for
Billing Items
(Bulk Process)

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

Bulk Receipts
(Bulk Process)

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 Student Record>Add Receipt Payment is CA, CH,CR,EF,BP,DD
automatically
allocated to billing
items. Users may
edit allocations.
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14.4.2 Bulk Receipting via the Billing Item Batch

Bulk Receipting for the same Billing Item (via the Billing Items batch) is a useful method 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 $300 for their Camp Charges. The Payment Type (e.g. Cash or Cheque)
must also be the same for each group entered.

Activity: Enter 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 ltems batch.

Name Payment Type Amount Paid
Ryan Cooper CHEQUE 300
Renee Dexter CHEQUE 300
Simon Rumble CHEQUE 300
Jillian Sorrell CHEQUE 300
Total Amount Paid 1200

RM Billing > Billing Items

[ Show Outgtanding Amoumnts ]

e Click

(this ensures that the balances owing on the billing items
after adjustments (if any) are displayed)

e Click on the Student/Cust column heading to sort the list

e Highlight all three billing items for each of the above students

e Double-click on the Year 11 Camp batch
e Click on the Batch Billing Items tab

= Billing ltems (3]
E )
Batch Mo Description
| 00005 |Year 11 Camp Show &l Transactions
Batch Detalls Batch Biling Items
Fef  Student/Cust Year Foarm Amount GST  Disc Paid Balance Eill Cade Caomment Statuz  Reazon /
1171 iCAMPBELL: Ashli 11 :11.2 { 10000; 0 n.oo 0.00; 100.00:CHGO3 ;2019 Canp Activitie: ~
1174 iCASS0M: Shane: 11 113§ 10000; 0 n.on 0.00; 100.00;CHGO3 ;2019 Canp Activitie: g
1178 CAS50M: Shane: 11 (11,3 ¢ 500D 0 n.on 000 BO00:CHGO3 (2019 Camp Transpo
C&4550M: Sha 11 1113 § 150.00: 1 CHGOZ 2019 Camp Food D
: 1 0.00
I
0D 000 0o =
DAWIES: Caitlin a . CHGOZ {2019 Camp Activitie: (7
1181 iDAVIES: Caitlin ¢ 11 17,2 1 5000 O 0.o0 0.00;  S0.00iCHGOZ (2019 Camp Transpo
DAWIES: Caitlin X X 2019 Cannp Food A
0 .00 00:CH :
1187 iFULTER: Michas: 11 11,3 1 5000 0 n.oo 000 B000:CHGO3 (2019 Camp Transpo
1188 {FULTER: Michas: 11 :11.3 : 15000: 1 n.on 0.00: 180.00:CHGOS (2019 Camp Food
1191 iGOLD: Stephanit 11 0117 § 1500008 1 0.o0 0.00; 150.00iCHGOZ {2019 Camp Food w
< >
TOTALS: Amoun B, Dizcount Hil  Paid Wil Balance| 13.925.00
SELECTED TOTALS: Amd Aﬂ 1.200.00 Diggount Mil  Paid Wil Balance| 1.200.00
Adjustrment amants included in balances but not shown separately oK. Cancel
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Note: The Selected Totals Amount should match the total combined amount being paid.
e Click Add Receipts for the selected billing items Ql
e Enter the General Banking receipts batch or press <Tab> for a list
e Type in the total amount for all students of 1200 (this is the selected total)
e Enter the payment type of Cheque (CH) or press <Tab> for a list
e Enter a comment
Add Receipts
Fieceipts Batch | BOO004 | General Banking 11/02/19
Date | 11 FEE 2019
Tatal Amaount (for al This amount must match the selected tatal
students)
Payment Tupe | CH | Cheque
Carmment |Year11 Camp
Cancel
e Click OK and Yes
Validate 3
The entered amount seems to be quite a lot!
Continue anyway?
| Yes | l Mo
e Click Yes
Add Receipt 3
Print receipts now?
| Yes | ’ No ]
e Choose Receipts
e Click OK and OK to print to screen
Print Receipts
Print:
() Record of receipt allocations
[ ok l [ LCancel ]
e View and close the receipts
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14.4.3 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 via the Billing Items

Batch

Use the same method to enter the receipts for those students who have paid by Cash. Print the

receipts to the screen.

Name Payment Type Amount Paid
Ashleigh Campbell CASH 300
Shane Casson CASH 300
Paul Hogan CASH 300
Total Amount Paid 900
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14.4.4 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. They are mixed in nature. They are for different
amounts, different payment methods have been used and they are for different items.

Name Amount Paid | Payment Type | Payment For

Ashleigh Campbell | $335 Cheque Balance of account
Michael Fulter $400 Cash Subject charges

Marc Kitchen $300 Cheque Year 11 Camp

Jessica Lornab $100 Cash Outdoor Education General

RM Billing > Receipts

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

e Click Add Receipts El

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 <Tab>

<Tab> in the items field

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

Enter the payment type (or press <Tab> for a list) <Tab>
Enter a comment (e.g. Balance of Account)

<Tab> to move to the next line

Repeat this process for the next student

= Receipts =
=Bk

B atch Number Description
|BDDOD4 | General Banking 11/02/19

Details] Batch Feceipts Bulk Receipts l

Student Hame |Year | .&mountlltems | Type |Eomment E3)
CAMPBELL: Ashleigh 11 335.00) & ltems CH |Balance of account

FULTER: Michael 1 400.00) & ltems C&  |Subject charges

FITCHEN: Marz 11 200,000 3 Ttems CH  |vear 11 Camp

LORMAR: Jeszica 11 1000007 Ttenms L4 |Outdoor Education General

e Once all receipts have been entered, click OK to save
e Click Print &
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Click OK to view the Receipts
Close the receipts

Leave the General Banking window open

Note: If a blank line is created in error, right mouse click on the blank line and select

Remove line.

IMPORTANT

The 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 etc.
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Activity: Receipting Overpayments

RM Billing > Receipts > General Banking

Select the Bulk Receipts tab

Click Add Receipts

Type Fitton and <Tab> to select him
Type 570 in the amount
<Tab> in the items field and select all items

Please double-click on your selection.

Amount GST B alal

urnanities and
d Fl

.t'-‘«mount:l 27000 Selected 270,00 | oK || Cancel |

Click OK

Select ltems “

The selected itemns are less than the amount of the receipt. The remaining 300.00
will become unallocated credit. Continue?

Click Yes

<Tab> in the Type column and select Cheque
Type in comment Balance of Account

Click OK

Rhys Fitton wishes to pay $570 by cheque for his Charges and Contributions. Currently his
Billing Items total $270.00. The overpayment will be processed as unallocated credit.

Detailsl Batch Receipt: Bulk Receipts |

Click on Return to View

Student Mame |Year | .t‘-\mount||tems |Ty|:-e |Comment
FITTOM: Rhyz [10 | 570.00[100terms | CH |Balance of account

Note: The overpayment will be recorded as unallocated credit within Rhys Fitton’s record.
The amount will be posted against the Billing Suspense Account N3199 in RM Finance.
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14.4.5 Bulk Receipting for Charges and Contributions (via Students > Apply Receipts)

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 is 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, Charges, Residential, Voluntary, Other Optional Costs,
Primary, Secondary (Vol,Chg) | 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 Temp Visa, Charges, Residential, Other Optional Costs,

Students Voluntary Approved Requests followed by any other item which
has a category assigned including Not Applicable.

Adult Students Adult Student Costs, 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 Charges, Residential, Other Optional Costs, Voluntary
Students Approved Requests followed by any other item which has a
category assigned including Not Applicable.
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Activity: Bulk Receipts via Students

The following year 10 students have all paid $235 for the balance of their Voluntary
Contributions by EFTPOS. Enter receipts for the student payments in the table below.

Student Payment
Ben Anderson $235
Steven Bailey $235
Michael Brogan $235
Emily Gold $235

RM Billing > Students

e Use Student Find d to find all Year 10 students
e Highlight the students listed in the table above

—
[ students =
For Selected
BaF F S BE D
Motes “Y'ear Farm Category Balance

10 10.1 ohidary a -
1 0.2 ]

10
10

Click For Selected > Apply Receipts

Click OK to the 2019 Billing Year

Enter the EFT receipts batch or press <Tab> for a list

Type in the amount that will be applied to each student $235
Press <Tab> and select the payment type for EFTPOS
Enter a Comment

Apply Receipts
Rieceipts Batch | BO000S | Electronic Funds Transfer 11/02/19

Date | 11 FEB 2019

Armount [for each I 23500 Amount applied to each individual student
student]

Payment Type | EF EFTFOS |

Comment I\r"oluntary Contributions

ak | | Cancel |

e Click OK
e Close the Students window

IMPORTANT: The amount entered is applied to each student record.

This functionality can only be used when each student has paid the
same amount
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Activity: Printing Receipts for Bulk Entries

RM Billing > Receipts

e Double-click on the required batch (Electronic Funds Transfer)
e Choose the Batch Receipts tab

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

e Click Print & Yes > OK and OK to print to screen
e View and close the receipts

e Click Return to View 2
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14.4.6 Individual Receipting

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

Activity: Entering an Individual Receipt

RM Billing > Students

e Double-click on the record for Clayton Kent
e Select the Receipts tab

e Click Add Receipt

Maureen Kent, Clayton Kent’s grandmother, has come to the front office to pay for his Subject
Charges. She has a cheque for $300. As she is not the nominated fees biller, the received from
details will be edited to reflect the payment is from someone other than Mr. Roy Kent.

e Press <Tab> for a list of open receipts batches
e Select the General Banking batch for today and Click OK
e <Tab> to move to the Payment Type field
e <Tab> to view a list of valid payment types (or type the code if you know it)
e Select CH and Click OK
e Enter 300 as the amount and <Tab>
Add Receipt
Beceipt Details Received from:
Title First Mame
Batch Mo.: 00004 [0 Foy
Gereral Banking 11402419 Suname |Kent
Payment Type: CH Address |2 Caffra Cloze
Cheque |
|
Date; 11 FEE 2019 |
Amount T — Town/Sub | CLAREMONT
State |\,\.I',&
Camment: Postcade  |GOT4
| Subject Charges Country |
Fief | Date | Code |GST| Comment | Amount|Discount|BaIance| Applied
73 |3JAN 2019 | CHGON| 0 [SECHE - Chemistry ATAR 112019 50.00 Nl s000 5000
T TAN 0TS BRG] T AEE S T Econamics &1 AR 11 Z01{ B0 Wil RA R
7B AN 0TS ERGE| T AEENG T Englsh ATAR 1175014 it i) Wil RA R
e AN 0TS EHET| T REREY T Homan Biclogy ATAR T il T X [ Hi]
T AN Z5TS ] CHED| T AERMA - Mathematics Spphcations| 50,00 Wil URAGE TR EE T W
| 63500 0.00] E35.00 | 300.00
ok LCancel
e Enter the comment Subject Charges
Note: The comment appears on the statement.
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Title: Mrs
First Name: Maureen (Kent)

Edit the Received from details to read

Address: 6 Smith Street, INGLEWOOD 6052

Beceived from:

Title First Mame
IMrs b auraen
Surname IKent

Address |E Srith Street

TowndSub |INGLEWDDD

State |\,\.l',&
Posteode I G052
Country |

e Click OK to save

Note: The receipt is allocated against billing items in reference order. If specific billing
items are to be paid, the applied columns must be edited and the amounts applied next to

the relevant billing items.

Note: The ‘Received from’ field displays the name of the current fees biller for the student.
If the payee is not the fees biller, the field should be edited to contain the name and address
of the person paying the account. These details are saved with the receipt.
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14.4.7 To Print a Receipt

Activity: Printing a Receipt

RM Billing > Students

e Click on the Receipts tab
e Highlight the receipt Balance of Subject Charges

e Click Print &

Print Receipts

Print:

(7) Record of receipt allocations

[ ) [ G

e Choose Receipts > OK and OK to print the receipt to screen
e View and close the Receipt

e Click Print &
e Choose Record of Receipt Allocation > OK and OK to print the receipt to screen

e View and close the Record of Receipt Allocation

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.
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14.4.8 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.

Activity: Review of Entering Individual Receipts

RM Billing > Students

e Right Click in the surname cell and type Partington and enter

Enter the following receipts into RM Billing using the individual receipting method outlined above.
1. Dean Partington has come to the front office to pay for the Camp charges. He has a cheque

for $300. Make sure you allocate the money to the camp. (You will need to change the
automatic allocations). Print the receipt to screen.

|'vear 11 Camp Country |
Ref | Date | Caode |GST | Comment | .-’-\mount| Discountl Balance | Applied
477 11 FEB 2019 | 0OCO| O [2019 School Year Book 20.000 Mill 20000 Mil -
478 11 FEB 2019 | WOLM| 0 [2019 Chaplaincy 15.000 Mill  15.008 il
1294 |1 FER 2019 CHGOF O |2019 Camp Activities 100.00 Ml 100000  100.00
1295 |1 FEB 2019 CHGOF O |2019 Camp Transport 50.008 Mill 50,008 50.00
1296 |1 FEBR 2019 CHGOF 1 |2019 Camp Food 150.00 Ml 15000 15000

| 73500 000 73500 300.00

Cancel

2. Donna Ravat has brought a cheque for $200 as part payment for her subject charges. Print
the Record of Receipt Allocations to screen.

|F'art Payment for subjects Country |
Ref | Date | Code |GST | Comment | .t'-‘«mount| Discountl Balance | Lpplied

07 31 JaW 2019 | CHGOM| 0 JAECHE - Chermistrp ATAR 11 2019 50,000 Mil - s0.0d BO.00 A
308 31 Jak 2019 | CHGOM| 0 JAEECO - Economics ATAR 17 201 50,008 Ml s0.00 R0.00
309 31 JaW 2018 | CHGO| O JAEEMG - English ATAR 11 2014 50,008 Ml s0.00 B0.00
A0 31 Jak 2018 | CHGM| O JAEHBY - Human Biology ATAR 11 50,008 Ml s0.00 B0.00
an 31 Jak 2019 | CHGO| O JAERBA - M athematics Application 50,008 Mill  50.00 Mil o

635.00 | 000 E35.00 | 20000

0K Cancel
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14.5Reporting on Receipts

Reports available for receipts include the Daily Banking Report and the Receipts Summary Report.
The Daily Banking Report is useful in reconciling the daily takings. It separates the transactions by
payment type (e.g. Cash and Cheque) and gives overall totals. The Receipts Summary groups all
receipt allocations by analysis code, budget code and GST Code. It is used for the manual input of

transactions into RM Finance.

Activity: Viewing Receipts Reports

RM Billing > Receipts
e Highlight the General Banking receipt batch
e Choose For Selected > Print Daily Banking
West Coast District High School
Daily Banking Summary 11/02/2019

Rec# Amount Rec'd From Student Name Details Batch# Status

CASH

] § 300.00 Mrs Camphell CAMPEELL: Ashleigh Year 11 Camp BO0004
10 § 300.00 Mrs Caszon CASSON: Shane Tear 11 Camp BO0004
11 § 300.00 Mrs T Hogan HOGAN: Paul Tear 11 Camp BO0004
13 § 400.00 Mir M Fulter FULTER: Michael Subject charges BO0004
13 § 100.00 Mrz A Lornab LOBNARE: Jezzica Outdoor Education General BO00004

Total Cash §1.400.00

CHEQUE

3 § 300.00 Mrs J Cooper COOPER: Ryan Year 11 Camp BO0004
6 § 300.00 Mir § Deexter DEXTER.: Renes Year 11 Camp BO0004
7 § 300.00 Mdr T Rumble RUMBLE: Simon Year 11 Camp BO0004
8 § 300.00 Mirs § Sorrsll SORRELL.: Jillian Year 11 Camp BO0004
12 §335.00  Mrs Camphbell CAMPEELL: Ashlzigh Balance of account BOO004
14 § 300.00 Mirs K Kitchen KITCHEN: Marc Tear 11 Camp BO0004
16 §570.00  Mrs G Fitton FITTON: Bhys Balance of account BOO004
i | § 300.00 Iuirs W Eent KENT: Clayten Subject Charges BO0004
2 § 300.00 Mr G Partington PARTINGTON: Dean Tear 11 Camp BO0004
23 §20000  Mrs R Ravat RAVAT: Donna Part Payment for subjects  BODO04
Total Cheque 5 3,205.00

Total for Cash and Cheques 54 605.00

Total for Report: $ 4,605.00

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 (This is a mandatory report)
e View and close the Daily Banking Summary Choose
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Print the Receipts Summary

e For Selected > Print Receipts Summary
e Click Yes to print the detailed summary (This is a mandatory report)
e View and close the Receipts Summary

e Choose For Selected > Print Receipts Summary
e Click No to print totals only

Print Receipts Summary I I

Print Detailed Summary? Mo=Totals only

A portion of the report is displayed below

West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00004 General Banking 11/02/19

Billing Code CHG01  Upper School Charges

GST Code 0
Total for Income $1,300.00 % 0.00
Budget: C1051 Analysis: C1050 Totals for GST code 0 % 1,300.00 $0.00

Billing Code CHGO03  School Camps

GST Code 0
Total for Income $1,350.00 $0.00
Budget: C1182 Analysis: C1180 Totals for GST code 0 $1,350.00 % 0.00

This report is used when processing receipts from RM Billing into RM Finance. This will be
covered later in training.
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15 Statements

15.1Producing Statements for Students

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

e Students > For Selected > Print Statement
e Reports > Financial Reports > Statement — Students

15.1.1 Printing a Statement from the Student List

Activity: Print a Student Statement via the Students window

Print a statement for Rhys Fitton

RM Billing > Students

e Highlight Rhys Fitton
e Choose For Selected > Print Statement

Print Statement
Enter the date range for the print statement period

Fram 1 FER 2019
Ta

Enter an appropriate message to appear on the printed reports

Pleaze contact the schaal affice an 9229 7777 if vou have any
queries regarding thiz statement.

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

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

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

e Accept the default entries for the training course and click on OK

e View and close the statement
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Note: A summary table will be printed at the bottom of the student statement. This will
categorise all amounts outstanding, (regardless of the dates entered for the date range), by
billing year and category. This method can also be used to print statements for multiple
students. Students can be selected by using the find tool or by sorting on column heading
and then highlighting the required students.

15.1.2 Print Statements for Outstanding Debtors
Statements can be produced only for those students with outstanding debt.

Activity: Producing Statements for Outstanding Debtors Only

RM Billing > Students

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

Highlight the students with a balance > 0
Choose For Selected > Print Statement
e View and close the statements

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

Activity: Print Student Statements

We will print Statements for Year 11 students with outstanding balances.

RM Billing > Students

Click on Student Find ﬁ

Select the Year 11 students

Click on Find, Select and Yes

Click on the Balance Header to sort students by outstanding amounts
Highlight the students with outstanding amounts

Select to hide the unselected students =) (Ashleigh Campbell has paid in full)
Click on the Name header to sort the students into alphabetical order

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

Note: A list of families to whom statements have been sent must be printed. This listis to
be signed by the Principal and the report filed.
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e Highlight the students
e Click For Selected > Print Statement
e Change the From Date to 1 Jan 2019

Print Statement
Enter the date range for the print staterment period

From 1JaN 2019
Tao |—

Enter an appropriate meszage to appear on the printed reports

Flease contact the zchool office on 9229 7777 if wou have any
queries reqarding this staterent.

LCancel

e Click on Ok

e Select Report Destination
e Click on Ok
To Save the Report

i
e Click on Save to E
e For Training select Save to the Desktop.

Savein: B Desktop -

e Name the file

File name: Student Statement ddmmyy -

e Click OK

Note : At school users will navigate to G:Audit Reports/student statements

Print the Statements
e Click on i

e Select the required printer and click Ok. In training we will not be able to print the statements
to a printer
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15.1.3 Printing a Statement from Reports

Activity: Print a Student Statement via Reports

Print a statement for all current Year 11 students.

RM Billing > Reports

e Open the Financial Reports folder
e Highlight Statement — Students
v Reports
L A=
1 Charges and Contibutions T emplates
[0 Charges and Contibutions Feports
3 Financial Feports Statement = StUdentS
B tatement - Students Enter the date range for the statement period
D Statement - Customers From W
D Urnprinted |nvoices - Students
D Urnprinted Invoices - Customers To
|:| Summary Aged Debt List - Students Select
D Surnmary Aged Debt List - Custormers Sudlnle
D Fierminder Unpaid Billing Iterms - Students ~ New Query
|:| Unallocated Credit Listing
1 Transactional Feports Enter an appropriate meszage to appear on the printed reports
3 Audit Reports Please contact the schoal office on 9229 7777 if you have any
queries regarding thiz statement.
e The Date range and the default message operate as described in the previous section
" Cick [_ewimy |
e Select Year Group 11 and click on Find
e Select all the Year 11 students
e Click Print and change the Report Destination back to Screen
e View and close the statements
e Close the Reports window

15.2Family 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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16 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 — the ‘Customers’ section 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 functionality in the Customers section is 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.

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.

16.1.1 Creating External Customers

Activity: Create External Customer 1

The local theatre group, West Coast Theatre, is 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), charging $550 for the first 5 weeks and $495 for the
remainder of the term. Set up the details for West Coast Theatre.

RM Billing > Customers

e Click Add Customer ‘é
e Enter the details as shown below

Add Customer

Customer Hame

Lire 1 |West Coast Theatre
Like 2 |

Cusztomer Address
Addiessine 1 |221 West Coast Highway

Address line 2 |
Addressline3 |
Addiess ine 4 |

Towr/Sub |SCARBOROUGH
State [ty

Fostcode BO19

Country |

Phane 3466 1111

Fax | 3466 2222
E-mnail | wichiinet net.au
Contact | kr. William Shakezpeare

Cancel

e Click OK to save
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|:| Customers

7@ S nmdsn

&

Custorner N arne
West Coast Theatre

Address

1221 ‘wlest Coast Highway. SCARBOROUGH Wwa 6019

BRAY Ref Balance
FO000018 -

Note: A BPAY Reference number is automatically produced for customers when the
school has enabled BPAY in RM Billing > Parameters. If this function is not selected, a
BPay Reference number will not be created.

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 turfed. 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.

e Click Add Customer “ﬁ
e Enter the details as shown below

Lire 1
Lire 2

Address line 1
Address line 2
Address line 3
Address line 4
TowndSub
State
Postcode

Country

Phane
Fax
E-mail

Contact

Customer Hame

Edit Customer

| Ocearrvizw Ternis Club

Customer Address

| 445 lbert Stest

|SCARBOROUGH

[t

E013

|
3445 0000

|ternis@grnal. com

| Tom Frackst

Cancel

e Click OK to save

|:| Customers

FAE BE SLT

Custarner Name

Oceanview Tenniz Club

Address

{445 Albert Strest, SCARBORDLGH 'wa E019

Wiest Coast Theatre

BP&Y Ref Balance
soooon2e -
EOO00074

(FE et Toast Highway, SCARBOROUGH WE BT
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16.2Customer Billing

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

16.2.1 Create a Billing Items Batch

Activity: Create a Billing Items Batch for West Coast Theatre

Create a Billing Items batch for the Hall Hire as illustrated below.

RM Billing > Billing Items

e Click Add Item |Z

Enter the description of West Coast Theatre — Hall Hire and click OK

Click Add Debit

Enter the amount 550 <Tab>

Enter the GST code of 1 <Tab>

<Tab> and select the Billing Code HIR01

Click OK

Repeat the steps above to add the second tied billing item

= Billing ltems
& 2

Batch No Description
| oooo7 |Wwest Coast Theatre - Hall Hire

Batch Details ]Batch Billing Items |

Batch No 00007 Updated: |
Billing Year |2015 " Eleated:|

Description |W’est Caast Theatre - Hall Hire

Enter the comment 2019 Hall Hire Term 1 Weeks 1-5 <Tab>

Mon 11 FEB 19 15:42

Mon 11 FEB 13 15:41

Batch Total | Wil Open: YES

Tied Billing Items:

Comment Amaunt GST Bill Code

2013 Hall Hire Term 1'Weeks 1-5 55000, 1 HIRO1

2019 Hall Hire Term 1 'Weeks 610 495,00 1 HIRO1

]
ar. Cancel
. 2 .

e Click Return to View
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16.2.2 Create a Billing Items Batch

Activity: Create a Billing Items Batch for Oceanview Tennis
Club

Create a Billing Items batch for the Hire of Tennis Courts as illustrated below.

RM Billing > Billing Items

e Click Add ltem ‘é

e Enter the description of Oceanview Tennis Club — Hire of Tennis Courts and click OK
e Click Add Debit ]
e Enter the comment 2019 Tennis Court Hire Week 1 <Tab>
e Enter the amount 240 <Tab>
e Enter the GST code of 1 <Tab>
e <Tab> and select the Billing Code HIR01
e Click OK
| Billing Items [
& 2

Batch No Description

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

Batch Details [B.stch Billng tems |

Batch No 00003 Updated: | Mon 11 FEB 13 15:46

Billing Year |2q19

v Created: | Mon 11 FEB 13 153:45

Description |Dceanview Tenniz Club - Hire of Tennis Courts

Batch Total | Mil Open: YES

Tied Billing Items:

Commerit Amount GST Bill Code
2013 Tenniz Court Hire Week 1 240.00, 1 HIRD
E3]
(o]
ak. Cancel
e Close the Billing Iltems window
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16.2.3 Bill the Customers Using the Batch

Activity: Billing Customers

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

RM Billing > Customers

e Double-click on West Coast Theatre
e Select the Billing Items tab

e Click Add Billing Item

e OK to the 2019 Billing Year
e Choose the West Coast Theatre Hall Hire batch from the list displayed

Please double-click on your selection.

Batch Mumber Diescription

Qoooz School Year Book

Q0003 Chaplaincy

Qooo4 Loweer School Woluntary Contributions
00005 Year 11 Camp

00006 Muszeumn of W Excursion Modern Historg ATAR 11
3t Theatre - Hall Hire
0oo0g Oceanview Tennis Club - Hire of Tennis Courts

£ >
Edit (]9 Cancel
e Click OK
1 Customer Details
2019 v S 2

Custorner N arne

West Coast Theatre

Detail: Biling ltems ]Heceipls l Tranzactions ] Maotes l |rvnices ]

Fef [rate Type Amount GST  Dizc Pad Balance EiI_I_EgEIE_ Batch#t Comment Status Reazon
1416 f11FEE 2019 (DR i BAOO0E 1 000 000 BA0O0: HIROT 00007 20159 Hall Hire Ter
1417 {11 FEB 2019 (DR 435008 1 0.00; 000 495008 HIROT (00007 2019 Hall Hire Ter

< >
TOTALS: Amount 104500  Discount 0.00 Paid| 000 Balance 104500

Add Billing Item FBeverzal Adjustrient Dizcount
Last Modified 11/02/1915:48 By ADMIN
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Custorner M ame

e Click on the Red Customer Name

|‘J¢I"esl Coast Theatre

e The Oceanview Tennis Club will display

Bill the customer ‘Oceanview Tennis Club’ for the hire of the tennis courts for one week using

the Hire of Tennis Court batch

RM Billing > Customers

e Double-click on Oceanview Tennis Club
e Select the Billing Items tab

e Click Add Billing ltem

e OK to the 2019 Billing Year

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

Please double-click on your selection.

Batch Mumber Description

00002 School Year Book,

0ooo3 Chaplaincy

o004 Lawer School Waoluntar Contributions

0oo0s Year 11 Camp

0oo0e Museum of "W Escursion Modern History ATAR 11
00007 West Coast Theatre - Hall Hire

e Tennis Club - Hire of Tennis Courts

< >
Edit ak Cancel
e Click OK
| Customer Details (=)
2019 v &2
Cugtomer MName
Oceanview Tennis Club
Details Biling ltems ]Heceipts] Tlansactionsl Notesl Invoicesl
Ref Date Type Amount GST  Disc Pad  Balance BiI_I_EqEIE_Batchﬂ Comment Status Reason
1418 111 FEB 2019 (DR @ 240.00¢ 1 0000 0008 240.00: HIROT 00005 2019 Tennis Court
< >
TOTALS: Amount 24000  Discount 000  Paid 0.00 Balance 240.00
Add Billing Iterm Beverzal Adjuztment Dizcount
Last Modified 11/02/1915:49 By ADMIN
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16.3 Customer Invoices

Whenever a customer is billed a tax invoice is automatically created.

Activity: View a Tax Invoice

RM Billing > Customers

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

.|:| Customer Details
2019 w = 2

Custamer Name

|I]ceanview Tennis Club

Details l Billing Iterns l Receipts ] Transactions l Maotes Invoices

Ivoice Date Year Amaunt
132 11 FEB 2019 219 240,00

Balarce
240.00

Prirted

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

Ref Date Type Amount GST  Disc Paid Balance Bill Code Batch  Comment Statuz Reason
1418 | 11 FEB 20153:DR Aooo: 1 000 000 24000 HIROD 00008 2018 Tennis Cou

Last Modified 11/02/19 15:49 By ADMIN

e Click Print &
e View and close the tax invoice

Notes: This tax invoice is fully compliant with government regulations. Billing ltems may be

edited before they are applied to a Customer record.
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16.3.1 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.

16.3.2 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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16.4 Receipting 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

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

RM Billing > Customers

Select the Receipts tab

Click Add Receipt

Press <Tab> in the Batch No field and select the General Banking Batch

Enter the payment type of CH or press <Tab> for a list

Accept the default date
Enter the amount of 240

Enter a Comment (e.g. Tennis Court Hire Week 1)

Check that the applied amount is correctly allocated in the lower window

Beceipt Details

Batch Ma.:

B 0004

General Banking 11/02/419

Fapment Type: CH

Cheque

[ ater 11 FEB 2079
Amont: 240.00

Cormment:

Add Receipt

| Tennis Cout Hire wWeek 1

Beceived from:

M ame |Dceanview Tenmniz Club

Line 2|

Address |445 Albert Street

Town/Sub | SCARBOROUGH

State [t
Postcode G019
Cauntry [

Ref | Date | Code |GST|

Camrment

| Amount|Discount|BaIance| Applied

1418 |1TFEB 2019 | HIRDY 1 |2019 Tenniz Court Hire Week 1

240,008 Mill 24000  Z40.00

24000 | 000 | 240.00 [ 240.00

Cancel

Click OK
Highlight the receipt
Click Print &

Select Receipts and OK and OK to print the receipt to screen

View and close the receipt
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West Coast Theatre has also paid for the hall hire for weeks 1-5. 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 > Customers

e Click on the Red Customer Name to change to West Coast Theatre
. . Add Receipt
e Click Add Receipt
e Press <Tab> in the Batch No field and select the Electronic Funds Transfer batch
e Enter the payment type of EF or press <Tab> for a list
e Accept the default date
e Enter the amount of 550
e Enter a Comment (e.g. Hall Hire Term 1 Weeks 1-5)
e Check that the applied amount is correctly allocated in the lower window
Add Receipt
Receipt Details Beceived from:
Batch Ma.: BOOO0S Mame |West Coast Theatre
Electronic Fundz Transfer 1102419 Line 2|
Payment Type: EF Address |22‘I Wiest Coast Highway
EFTPOS |
|
[rate: 11 FEE 2019 |
Amount: W Town/Sub |SC""\‘HBDHDUEH
State [t
Comment: Postcode 60019
[Hall Hire Term 1 'wWeeks 15 Country |
Ref | Date | Code |GST| Carmment | Amount|Discount|BaIance| Applied
1416 |11 FEB 2019 HIRD1 1 [20019 Hall Hire Term 1 Weeks 1-5 55000 Ml 55000 550,00
1417 |11 FEB 2019 HIRDY 1 [20019Hall Hire Term 1 Weeks 5-10 495 00 Ml 49500 il
104500 | 0.00[ 104500 | 550.00
{ Cancel
e Click OK
e Highlight the receipt
e Click print &
e Select Receipts and OK and OK to print the receipt to screen
. 2 .
e Click Return to View
C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 167 of 322
© 2019 Civica Pty Ltd



16.5 Customer Statements

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

Activity: Print a Customer Statement

Print a statement for West Coast Theatre and Oceanview Tennis Club

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

e Click Find Customer ﬁl

Customer Search

Custorner Narne

Address

£ >

Total Records Found |2

Select Cloze

Note: The customer can be searched for using the customer name field and the search
button.

Select both customers

Accept the default settings for the training course
Click Print and OK

View and close the Statement

Close the Reports window
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Activity: Day 1 Review

Write down the steps or path you would take to:

1) Create a new billing code in RM Billing.

2) Enter subject costs into RM Billing.

3) Create a Charges and Contributions Template.

4) Create subject billing items for students.

5) Apply a Billing Item to a student.

6) Add a discount to a billing item for a student.

7) Add Bulk Receipts through

a) The Billing Iltem

b) A Receipts Batch
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17 RM Billing & RM Finance Interface

All receipts (except Government Subsidies) 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:

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

Note: For newly implementing schools, your Implementation Consultant will activate
exporting for you. For schools currently using RM Billing and manually updating RM
Finance, please contact your SFC.

17.1Manual Input of Receipts to RM Finance

The contents of the General Banking batch must be manually entered 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 this batch once this process has commenced.

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

Firstly the Daily Banking Summary must be printed and the information from this 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 > OK
e View the printed Daily Banking Summary on the following page
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West Coast District High School
Daily Banking Summary 11/02/2019

Wesk
FAEL

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 Fill out the Finance Batch register as outlined below:

Rec# Amount Rec'd From Student Name Details Batch# Status
ICASH
9 § 300.00 Mrs Campbell CAMPBELL: Ashleigh Tear 11 Camp E00004
10 § 300.00 Mrz Caszson CASSON: Shans Year 11 Camp BO0004
11 5§ 300.00 Mrs T Hogan HOGAN: Paul Year 11 Camp EO00004
13 § 400.00 Mr M Fulter FULTER: Michael Subject charges BO00004
13 § 100.00 Mrz A Lornab LORMNAE: Jezsica Outdoor Education General BOO004
Total Cash §1,400.00
ICHEQUE
3 § 300.00 Mirs J Cooper COOPEE: Fyan Year 11 Camp BO0004
6 5§ 300.00 Mr § Dexter DEXTEF.: Renes Year 11 Camp EO00004
7 § 300.00 Mr T Rumbls RUMELE: Simon Year 11 Camp BO00004
8 § 300.00 Mrs § Sorrell SORFELL: Jillian Year 11 Camp BO00004
12 5333.00 Mhirs Camphell CAMPBELL: Ashleigh Balance of account BOO004
14 § 300.00 Mrs K Kitchen KITCHEN: Marc Year 11 Camp BO00004
16 5 370.00 Mirs G Fitton FITTON: Rhys Balance of account BO0O0O04
21 § 300.00 Mrs M Kent KENT: Clayton Subject Charges BO00004
22 § 300.00 Mir G Partington PARTINGTOM: Dean Year 11 Camp EBO00004
23 § 200.00 Iirs F. Ravat FAVAT: Donna Part Payment for subjects  BOO004
24 § 240.00 Oceanview Tennizs Club Tenniz Court Hire Week 1 BOO004
Total Cheque 5 3,445.00
Total for Cash and Cheques 5484500

DEPARTMENT OF EDUCATION

BATCH REGISTER

For the month of

BANK RELATED TRANSACTION
Reference Mo

Type of

Batch* Bank Income Expend "
Batch No DaEt:.'thte [C] Cheque AMC Receipts Payments ﬁretdlt

po From To [E] EFT 1,2,3 (INC) (ESP) otes

[B] BFay.

BO0004 GB 1 4845

Note: Schools may enter a Billing batch type. Eg GB General Banking, Cor Correction, EF

Electronic Funds Transfer, REF Refund.
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Print the Receipts Summary Report

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

Activity: Printing the Receipts Summary Report

RM Billing > Receipts

Highlight the General Banking batch

Click For Selected > Print Receipts Summary

Click OK to the Screen

Click on Yes to print the detailed summary

This report should be printed to the printer and filed for reference

Note: The ‘Totals Only’ version of the Receipts Summary report is recommended for the
manual input of data into RM Finance, however the detailed summary must be printed and
filed for reference.

17.1.2 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's because the banking has been finalised. A new
receipts batch can be opened with the same format and using the current date of opening (eg.
General Banking 11.02.19)

Activity: Manually Closing the Receipts Batch in RM Billing

RM Billing > Receipts

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

IEI Close Batch
Close Batch I - I
Are you sure you want to permanently close the selected batches?
Yes | I No
e Click Yes

e The Print Setup screen appears
e Check your settings and click on OK
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Print Receipts Summary ——

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

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 “Yes’ (ensure care is taken with the process of
closing the batch and marking the transactions posted, as this cannot be reversed). A
working message may briefly appear. Then the batch is marked as closed, meaning that no
further receipts can be placed in the batch

| Receipts Batches List View ==
For Selected
2 NEIEIEE =R
Batch Mo “ear Descrption Lazt Updated Batch Total
BOOO0S ;2013 :Electronic Funds Transfer 11/02/119 e 11 FEB 2019 15:54:23; 1430.00
BOOOOT  :2013 :Imported EPA Financial Assistance Receipts_ 300325 MO 11 FEB 2013 14:06:51; 470,00
BO0002  :2019 :lmported ASA Financial Assistance Receipts_300325 MHO 11 FEB 213 14:21:14; 7a.00
BOOOOZ 12019 imported CLA Financial Assistance Receipts_300325 MHO 11 FEB 2013 14:31:22; 115.00

17.1.3 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 report was printed when the batch was closed. The following page shows a copy of
the 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: B00004 General Banking 11/02/19

Billing Code CHGO01  Upper School Charges

GST Code 0
Total for Income % 1,300.00 % 0.00
Budget: C1051 Analysis: C1050 Totals for GST code 0 % 1,300.00 % 0.00

Billing Code CHG0O3  School Camps

GST Code O
Total for Income $1,350.00 % 0.00
Budget: C1182 Analysis: C1180 Totals for GST code 0 % 1,350.00 % 0.00

GST Code 1
Total for Income $1,350.00 %$122.76
Budget: C1182 Analysis: C1180 Totals for GST code 1 $1,350.00 $122.76

Billing Code HIRD1 Hire of Facilities

GST Code 1
Total for Income $ 240,00 %21.82
Budget; C1705 Analysis: C1700 Totals for GST code 1 $240.00 $21.82

Billing Code 0QOC01  Other Optional Costs

GST Code 0
Amount GST
Total for Income $40.00 $0.00
Budget: C1201 Analysis: C1200 Totals for GST code 0 % 40.00 % 0.00
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Billing Code 5US Suspense Account

GST Code 8
Total for Income % 300.00 % 0.00
Budget: N3199 Analysis: N3100I Totals for G5T code 8 % 300.00 % 0.00

Billing Code YOL0O1  Voluntary Contributions 7-10

GS5T Code 0
Total for Income $ 265.00 $ 0.00
Budget: C1001 Analysis: C1000 Totals for GS5T code 0 % 265.00 % 0.00
Total for Report: $ 484500 %$14458
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Activity: Manually input Receipts Batches into RM Finance

Manually enter the transactions into RM Finance as per the above report. The transactions
entered into RM Finance for this report would be as follows:

Inc Reference Batch | Detalil Budget | Analysis | Total Tax
Source Ref Code
INCOO1 | B00004 | BOOoo4 | UPPEr School C1051 | C1050 14365000 | o0
Charges
INCOO1 | B00004 | BOOoo4 | School Camps C1182 | C1180 | 135000| o
INCOO1 | B00004 | BOOOo4 | School Camps C1182 | C1180 | 135000| 1
INCOO1 | BO00004 | BOO0O4 (H:gﬁr?; Tennis C1705 | C1760 24000 | 1
INCOO1 | B00004 | BOOoo4 | SchoolYear Book | C1201 | C1200 4000| ©
INCOO1 | B00004 | BOOOO4 | SUSPense Account | N3199 | N31001 300.00| 8
Voluntary C1001 | C1000
INCOOL |  BOO004 | BOOOO4 | oo ritio o o oy 265.00| 0
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RM Finance

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

Login

Finance . h

(T3 RM PLC 2004

EM Finanee - Yetsion 2.40 - T Decenber 2015
Australia Module - VYersion 840 - 7 December 2018

~
1. Select your user name from the Tist below

Sustem Administrator .
Deputy Principal

Manager Corporate Services
Princi pal
RMALST —

Sic:hool Adrninistrator

Cerdne Cirnnan Corsoldend Cobends

2. Enter your Password

. Login Quit |

%

-

Current Data File:
CAKEYS S INTEGR 1S SRMDE SF INANCE_DEMO DF1

If not exporting, the totals for each Budget Account must be manually entered into RM Finance
using the Receipts Summary Totals Only Report.

Transactions > Income

Step 1 — Enter the Totals for Budget Accounts

<Tab> to accept the default date

Enter 1300 as the line total <Tab>
Type 0 as the tax code

Type INCOO01 in the Income Source <Tab>
Type total 4845.00 in the Total <Tab>

Enter the Reference as BO0O004<Tab>
Enter the Batch Ref. as BO0004<Tab>
Enter the detail as Upper School Charges <Tab>

Enter C1051 as the Budget code (can <Tab> to select this from a list ) <Tab>

Vi Income

Income

rlncSource Incorme
Reference Batch Ref.
\

#dd new Income 11ne

Taxcode [0 ] = | Tae 0,00

Hett 1200, 00

Analysis 1050 |charges |
Detail |Upper‘ School Charges |
Budget |l3 1051 |Upper School Charges | Bial .|D |

e <Tab> twice to drop the information into the All Income Lines section of the screen
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e Continue entering the income transactions using the table below:

e View the All Income Lines section and make sure that the line total matches the total at the

top of the Income window
e Click ¥ 2%

Select Fund,

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

Cash Management 027635432

Investment Afc 43259878

e Click OK to select the Cheque Account

OF. to BATCH Incaome ransaction 7

e Click Yes to batch the transaction

All Income Lines
Detail $ Mett § Tax % Line Total
Upper School Charges 1300.00 Q.00 1300. 00 _E;ﬂ
(]
| Totals 1300.00 0.00 1300.00
Detail Budget Total Tax Code
School Camps C1182 1350.00 0
School Camps C1182 1350.00 1
Hire of Tennis Courts C1705 240.00 1
School Year Book C1201 40.00 0
Billing Suspense N3199 300.00 8
Voluntary Contributions C1001 265.00 0
All Income Lines
Detail § Mett 3 Tax % Line Total
B 11ing Suspence P00 000 30000 —
School “Year Book 40,00 0.0a 40,00
Behoo! Compe AR S e | [ |
e Tols 470045 14455 (dadson )

CIVICAa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 178 of 322
© 2019 Civica Pty Ltd



Step 2 — Check the Batched Transactions Report

5?%3 Reparts

.

e Click

e Select the Batched Transactions Report

e Tick Income and the Cheque Account

{ Records | [Transactions| Ad-Hoc

i custom |

Y GENERAL REPORTS
A1l transactions

Report Options

‘INCLUDE TRANSACTION TYPES ... |

Batched transactions

Future Postings

Purchase Orders

Alternative Payee Transactions
Batch Number Report

aann=

Accruals ete.

£ AUDIT REPORTS b
Tranzactions not yet printed rFRDM BAME ACCOUNTS ..
Year End Statement T Cash Management
Commitment Surmmary ¥ Cheque account X

rSHUW REPORT WITH ...
¥ Gross Totals

[T Tatalz Only

B short Repart Format

IE Include Descriptions 7

EI- Include [nvoice 7

IF include User 04N
[T SearchCriteria
[ Report Mates

G

EFT/EPAY Certification Log [ Investment &/

Record Maintenance Log
£ BANK REPORTS

Recanciled transactions L

Unreconciled transactions T T T T ——
Cash Mavernent = L

"DESTINATION ...

" Printer

{* Screen

™ Page Preview
" Spreadshest

Bank Balance Igrore Search

Change Sort Order ‘

3 Tax REPORTS D Simple Search

Tax Reimbursement (IHT)
Detailed Search
Tax Reimbursement (EXP) i D

Print

e Click Print

e Check the Batched Transactions Report against the Receipts Summary making sure that the
correct budget codes, tax codes and amounts have been entered.

A portion of the report is displayed below

Posting Detail Type
BOOOO4

INCO01 Income

C1050 Charges

C1051 Upper School Charges

Cheque Account

Upper School Charges

Ref BOOOO4 MC
BOOO04

INCO01 Income

C1180 %1 11812 Extra Optional Charges

c1182 School Camps

Cheque Account

School Camps

Ref BOOODS MC
BOO004

INCO01 Income

C1180 %1 11812 Extra Optional Charges

Ci1182 School Camps

Cheque Account

School Camps

Ref BOOOO4 MC

Date

11 FEB 2019

11 FEB 2015

11 FEB 2015

=
]
=

1300.00

1350.00

122727

Tax Total Voucher
0 1300.00 ci
0 1350.00 x
12273 1 1350.00 |

e View and Close the report
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Step 3 — Edit the Batch if necessary

Transactions > View/Post Batch > Income

Display batch BO0004
To edit the batch highlight the line for BO0004

Click Edit €.

Select the line to edit in the All Income Lines section

Edit the necessary field

<Tab> to clear the Edit selected Income Line section of the screen
Click ¥ % > Select the Cheque account > OK and Yes

Step 4 — Post the Batch

Transactions >View/ Post Batch

e Click on Income
e Enter BO0O004 as the Batch reference
. . (2, Display -
e Click Display to display the batch
e Click Select All ™ o change the No to a Yes and view the Total to post of $4845
7l Post Batch to Income Accounts @
i Gross 1
Ref. Date Period __alue @ Contngis
BO0004 11 FEB 2019 1 @Es T @k Find Batch
i
Source / Supplier IMCOO Mett 4700.45
Tax 144.55
Batch Ref.  BOOOO4
Type IMC
Cescription Multi-Line Income Transaction v Update
Eank 1 Cheque Account
. Window
- -
Total to post ’ [ lose window
Are pou zure you want to post the selected items? No

Click Yes
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Step 5 — Check the result of posting the Billing Receipts batch (optional)

Records > Budget Accounts

e Click % Find record

e Type C1182 in the Budget Account <enter>

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

Balance Remaining 0x 2577.27 q

e Select Full Budget Analysis > Print (Ensure the screen is selected)
@ Please select a report to print.

@ F E

(0 Expenditure Breakdown

e Click OK to print to the screen
e Click Yes to print the Transactions for this period only

Prinit the tranzactions far thiz period only ?

e Yes to show the Transaction Descriptions on the report

Shaw Tranzaction Descriptions on Feport ?

Yes

e Click OK to set the printer to Landscape and then follow the prompts

Cash Transactions Details (Year to Date)

Account Description Order Ho Invoice No Reference Type Date
Income School Camps Bo0004 INC 11 FEB 2019
Income School Camps BOOOOS INC 11 FEB 2019

Expenditure

Income

Internal Charges

Totals

Nett

-1350.00
-1227.27

0.00
-2677.27
0.00
-2677.27

Tax Gross

0.00 -1350.00
-12273 -1350.00

0.00 0.00
-122.73 -2700.00
0.00 0.00
-122.73 -2700.00

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

e Close the Report
e Minimise RM Finance
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Activity: Close the EFT Batch

RM Billing > Receipts

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 11/02/2019
Rec# Amount Rec'd From Student Hame Details Batch # Status
EFTPOS
17 $235.00 irz L Anderson ANDERSON: Ben Voluntary Contributions BOO00S
13 $235.00 Mr Bailey BAILEY: Steven Voluntary Contributions BOO00S
1% 3 233.00 Not specified BROGAN: Michasl Veluntary Contributions BOOOOS
20 523500 Iir A Gold GOLD: Emily Veluntary Contributions BOO005
25 5 330,00 West Coast Theatre Hall Hire Term 1 Weeks 1-3 BOO005
Total EFTPOS %1,490.00
Total for Other Payment Types $1,490.00
Total for Report: $ 1,490.00

e Enter the details of the batch onto the Finance Batch Register and Close the report

DEPARTMENT OF EDUCATION
BATCH REGISTER
For the month of
BANK RELATED TRANSACTION
Reference No
ype of Bank I Expend
Date/Date Batch® an ncome pen Credit
Batch No Export From To {%] %aque 1?;!,33 Rﬁt::::lgta Patg.lrirg:r’m Notes
[E] BRay.
B00004 GB 1 4845
B00005 EF 1 1490
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For Selected > Print Receipts Summary
Yes to print the detailed summary

e Print and file the report
e Close the receipts summary
e For Selected > Close Batch
Close Batch l—e.&-l
Are you sure you want to permanently close the selected batches?
Yes | l Mo
e Click Yes
e Select the correct printer > OK > No Totals Only
e Check that the report has printed correctly
Print Receipts Summary H
Close Batch and mark printed transactions as posted?
This should not be done unless the report has printed successfully.
Mo
e [f the report has printed correctly click Yes otherwise click No and begin the process again
e If the report has printed correctly, the Electronic Funds Transfer batch will now show that it is
no longer open
] Receipts Batches List View ==
For 5elected
2013 v# G BE|S LT
Batch Mo “Year  Description Open Last Updated Batch Taotal
BOOOO4 (2019 {General Banking 11/02/13 ¢ 11FEB 2019155312 484500
2019  Electonic Funds Transfer 11/02/19 11 FEB 2019 15:54:23 143000
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West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00005 Electronic Funds Transfer

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 VOLO1  Voluntary Contributions 7-10

GST Code 0

Total for Income

$ 940.00 $ 0.00

Budget: C1001 Analysis: C1000 Totals for GST code 0

$ 940.00 $ 0.00

e Close the receipts summary report

Total for Report: $1,490.00 % 50.00

CIVICAa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 184 of 322
© 2019 Civica Pty Ltd




Step 1 — Enter the Totals for each Budget and Analysis Code into the Income screen

e Maximise RM Finance

e Transactions > Income

<Tab> to accept the default date
Enter the total of 1490<Tab>

Enter the Reference of BO0O005 <Tab>
Enter the Batch Ref. of BOO0O05<Tab>

Enter the Budget Code C1705 <Tab>
Enter the Line total 550 <Tab>
Enter the Tax code 1

Enter the Income Source of INC0O01 <Tab>

Enter the detail Hire of Facilities — Hall Hire <Tab>

il Income

Income

rlncSuurce Incame
LReference Batch Ref.

Add new Income line =2
Analysis [C1700 |Fees from Faeilities Hire |
Detail  [Hire of Facilities |
Budget [ci705 |Hire of Faclities |Bal 318182 |
Taxcode [ 1] % | Tax 0.00
e <Tab> twice
All Income Lines
Detail $ Mett $ Tax $ Line Total
Hire of Facilities 500.00 50.00 550,00 5
8
Totals S00.00 50,00 550.00

e Continue entering information for the Voluntary Contributions
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Analysis | C1000

Income

BOOOOS

Detail |UOIuntarg Contributions

Budget C1001

Detail

$ Nett

F Tax $ Line Total

Hire of Facilities

S00. 00

S0.00 S50.00 . E

Totals

S00.00

50.00 550.00

e <Tab> to drop the line to the lower window

IMCOO1

1490 . 0
~
EOOOOS

Analysis

Income

EBODO0S

Detail

Eudget
Line Tatal
Tax code
Hett

Detail

F Mett

§ Tax % Line Total

Uaoluntary Contributions
Hire of Facilities

940.00
S00.00

0.00 940,00 .
50,00 550,00

-

Totals

1440.00

S0.00 490.0

Click ¥ &

Click OK to the Cheque Account
Click Yes to batch the transaction

I Al; |
? | W

Window

Check that the line total mataches the total in the top Income window
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Step 2 — Check the Batched Transactions Report
. . %.‘EQ Reports
e Inthe Transactions menu click
e Select the Batched Transactions report
e Include Income Transaction Types and select the Cheque Account
e Click Print
Posting Detail Tvpe Date Hett Tax Total Voucher
BO0O0OS
INCOO01 Income
Civoo Fees from Facilities Hire
C1705 Hire of Facilties
Cheque Account
Hire of Facilities
Ref BODOOS INC 11 FEB 2019 500.00 50.00 1 550.00 C1
BOOOOS
INCOO1 Income:
ci000 Contributions
c1om Secondary Voluntary Contributions 8
Cheque Account
Voluntary Contributions
Ref BODOOS INC 11 FEB 2019 940.00 0 940.00 c1
Key Nett Gross
INC  Income T Income Correction Total Income 1440.00 1480.00
ESP  Expenditure ESC Expenditure Correction Budget Amendments 0.00
ACR Accrual PRE Prepayment Expenditure Against Budget 0.00
CAT Creditor DET Debtor Internal Charging 0.00
ALL Budget Allocation VIR Budget Virement Journal Transfers 0.00
JHL  Journal Transfer CHG  Internal Charge
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
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Step 3 — Edit the Batch if necessary

Transactions > View/ Post Batch > Income

e Display batch BO0005

Highlight batch BO0005 and click Edit ﬁ
Select the line that needs editing in the All Income Lines section of the screen
Edit the required field

<Tab> to clear the Edit Selected Income Lines section of the screen
Click ¥ & >0K

Step 4 — Post the Batch

Transactions > View/Post Batch > Income

e Enter BOO0OO5 Display Q pisplay

Find Batch
( Find Batched |ncame ] Controls
s v QL Dpisplay

Batch Ref EBBBES

[rate Range from I:I
o] E— |

[ ginge window:

User Hame
[ ] o

? Help

e Click Select All ™™

Vi Post Batch to Income Accounts -7 |3l
- -
Gross
Ref. Date Periad Value (5N Controls
BODO0S 11 FEB 2019 1 1490.00  VES ] @\ Find Batch
2l
Source / Supplier INCOO1 Hett 1440.00
Tax S0.00
Batch Ref.  BOOOOS
Tupe INC
Description Multi-Line Income Transaction v U
Eank 1 Cheque Account
. Window
o o
Total to post 1490.00 I Close window
P Help
\
% Update
e Click
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e Click Yes to post the selected items

Are pou zure you want to post the selected items?

e Close RM Finance

Click Yes to Quit and NO to the Safe Backup message

Safe Backup

Fﬁk‘ Do you want to Backup your data nowe 7
Select "es' to start the SAFE backup program. or "Mo' to quit.

Bl Include the Truystal Report’ templates associated with this datafile?
[ Include Lazt Years' datafile?
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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.

18.1 Outstanding Billing Items
18.1.1 Printing Outstanding Items from the Billing Items batch

Outstanding billing items can also be identified by looking at the billing items batch.

Activity: Print List of Outstanding Billing Items

Print a list of outstanding billing items in the School Year Book batch.

RM Billing > Billing Items

Double-click on the School Year Book batch
Click on the Batch Billing Items tab

Click Show Outstanding Amounts

[ Show Outstanding Amounts

Click on the Filter Icon /
Select Balance > 0.00

| Choose Billing ltems ==
Shiaw billing iterns with:
[Jrear = ,7\;
[ Form = | ’7\4
Balance > ’W
[lGsT = 1] v
[] Billing Codes

Code Diescription
CHGOZ {Excursions

HIROH  iHire of Facilities

MA Mot Applicable

aocm EDther Optional Costs
REF03  {Refunds -Facilties Hire
REFDZ  {Refunds-Charges

e

(JOR @ aND

L

LCancel

Click OK

All the Items with a Balance > $0 will be highlighted
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E El"mg iiems ﬁ

=] | 2
Batch Mo Descnption
| ooon2 [School Year Book | Show &l Transactions |

Batch Detallz Batch Biling Items

Statuz  Reazon

Ref  Student/Cust

91 AMDRE
01 hot ar B

115 Gohoal Year B

& [FEE RN

: w
£ >
TOTALS: Amount 260000 Discount 2000 Paid 4000 Balance 254000
SELECTED TOTALS: Amount 254000 Discount Wil Paid Hil  Balance 2540.00
Adjuzstraent amounts included in balances but not zhown zeparately 0K Cancel

e Click Print Selected

e View and close the report
e Close the Billing Items window

Note: This report will always list the individual billing items. If you have multiple Tied Billing
Items, the Transaction Summary report (as detailed below) allows the overall totals per

student to be displayed.
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18.1.2 Transaction Summary Report

Activity: Print the Transaction Summary Report for a Batch

Print a report which lists all students who have not paid in full for the Camp.

RM Billing > Reports

Use the find tool to select all the Year 11 students (a form group can be selected if required)

|Selected Subzet 65 entries |z| Mew Quen

Group and subtotal by student Student Totals Only

e Open the Transactional Reports folder
e Click on Transaction Summary
e Click New Query
[ ]
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 and press <Tab>
e Select the batch for the Year 11 Camp
e Place atick in the Billing Item Balance box
e Click on the equals sign (=) and select the (>) operator from the list
Transaction Summary
@ Biling Iterms I Receipts I Both
Students

Cuztamers

[0) Customers Selected
From D ate | To |
FramRef | Ta |

Biling Cades Biling Options |gthe |

Billing Item Batch |DDDDE [Blank, faor &ll)

7] Show discounted biling items anly

Biling Itern Balance > 0.00

e Click Print

e View the printed report detailed on the next page

e Close the report
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West Coast District High School
Transaction Summary

Search Criteria

Billing ltems only

Billing ltem Batch: Year 11 Camp
Billing Item Balance = $0.00

65 Students Selected

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operator
Totals for ANDREWS: Rachael $300.00 $13.64 50.00 $300.00
Totals for BLACK: Jenny $300.00 $13.64 50.00 $300.00
Totals for DAVIES: Caitlin $300.00 51364 $0.00 $300.00
Totals for FULTER: Michael 5300.00 513.64 50.00 5300.00
Totals for GOLD: Stephanie 5300.00 513.64 50.00 5300.00
Totals for GUTHRIE: Sean $300.00 $13.64 50.00 $300.00
Totals for JOHNSTON: Josh $300.00 $13.64 50.00 $300.00
Totals for KENT: Clayton $300.00 $13.64 50.00 $300.00

e To see the three bhilling items for each student uncheck the Student Totals Only checkbox

e Click Print

Transaction Summary

Search Criteria

Billing ltems only

Billing ltem Batch: Year 11 Camp
Billing ltem Balance = $0.00

65 Students Selected

West Coast District High School

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason
ANDREWS: Rachael

1165 01/02/19 DF. CHGO3 $100.00 $0.00 $0.00 510000 ANDREWS: Rachael 2019 Camp Activities
1166 01/02/19 DF. CHGO3 §30.00 $0.00 $0.00 §30.00 ANDREWS: Rachael 2019 Camp Transport
1167 01/02/19 DE. CHGO3 $130.00 51564 50.00 5130.00 ANDREWS: Rachael 2019 Camp Food
Totals for ANDREVVS: Rachael $300.00 §13.64 $0.00 §300.00

BLACK: Jenny

1168 01/02/19 DF. CHGO3 $100.00 $0.00 $0.00 510000 BLACK: Jenny 2019 Camp Activities
1162 01/02/19 DF. CHGO3 §30.00 $0.00 $0.00 §30.00 BLACK: Jenny 2019 Camp Transport
1170 01/02/19 DF. CHGO3 §150.00 §13.64 $0.00 515000 BLACK: Jenny 2019 Camp Food
Totals for BLACK: Jenny $300.00 §13.64 $0.00 §300.00

e View and close the report
e Close the reports window
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18.1.3 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 a 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 the Year 11 students on the current roll
Click Print

View and close the report

West Coast District High School
Summary Aged Debt List as at 12/02/19 - Student based
Student Hame Year Form Debtor Current 30 Days 60 Days 90+ Days
ANDEEWS: Rachasl 11 11.1 Mirs M Andrews S660.00 50.00 50.00 50.00
BLACK: Jenny 11 11.1 Mrs Penelope S660.00 50.00 50.00 50.00
Black
CASSON: Shane 11 11.3 M= Shirley 5435.00 50.00 50.00 50.00
Cazzon
COOPER: Byan 11 11.1 Mz J Cooper 5360.00 50.00 50.00 50.00
DAVIES: Caitlin 11 11.2 M Ralph Davies 5633.00 50.00 50.00 50.00
DEXTEE: Renes 11 11.3 ir § Dexter 5435.00 50.00 50.00 50.00
FULTER: Michael 11 113 i B Fulter $335.00 $0.00 50.00 S0.00
GOLD: Stephanie 11 11.1 ir W Gold S660.00 50.00 50.00 50.00
GUTHEIE: Sean 11 11.2 Wir D Guthrie 5633.00 50.00 50.00 50.00
HOGAN: Paul 11 113 Mrs T Hogan 5435.00 S0.00 S0.00 S0.00
JOHNSTON: Josh 11 11.1 Wir G Johnston S660.00 50.00 50.00 50.00
EKENT: Clayton 11 11.2 M R Kent 5335.00 50.00 50.00 50.00
EITCHEM: Marc 11 113 Mirs K Kitchen 5435.00 S0.00 50.00 S0.00

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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19 Notes

It may be useful 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.

19.1.1 Entering Notes for Students

Activity: Enter Student Notes

Record the following notes for each student listed below.

Name Subject Details

receives her tax refund.

Bradley Uifelean | Charges Mrs Uifelean rang to say she will pay after she

the end of next week.

Michael Fulter Charges Mr Fulter rang to say that he will pay for the camp by

Jonathon Depete | Contributions Mr Depete rang to say that he will not pay for the
remainder of the costs as they are voluntary.

will be paying for the camp.

Bradley Uifelean | Charges-Camp | Mrs Uifelean rang to say that Bradley’s grandparents

RM Billing > Students

Double-click on Bradley Uifelean
Click on the Notes tab

Click Add a note IE'

<Tab> to accept today’s date

Type Charges as the subject

Enter the details from the above table in the lower window
Click OK to save

Highlight the note

Click Edit ‘£|

Add to the details ‘Tax refund expected later this term’
Click OK

Right click on the Surname Field and enter next name
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 Bradley Uifelean’s window click Print
e View and close the printed notes list

e Click Return to View 2

Note: Notes can be deleted by clicking the EI
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Viewing Student Notes

Student Notes can be viewed and printed from the Student 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: Print Student Notes

RM Billing > Students

e Click on the Notes header twice to bring all the students with notes to the top of the list

|:|Studenis @
For Selected

Y A = D

Mame _Notes_ “rear Form Category Balance

DEPETE: Jonathon IV 10 0.2 ESecondar_l,J [Wol.Cha) 15250 .«

DEFAZI0: Matthew 8 09.4 {Secondary Vol Cha) H

FULTER;: Michael 11 i11.3 {Secondary [Chal 335,00
UIFELEAN: Bradley 11 111 {Secondary [Chal £35.00
DAYIES: Caitlin 11 511.2 ESecondar_l,J [Cha) BE0.00

e Highlight all the students with Notes
e Choose For Selected and Print Notes

For Selected
Print Statement
@ Print Charges and Contributions
Apply Subsidies
Apply Receipts
Add to Billing [tem Batch
Set Student Billing Category

Print Notes
Enter the date range for the printing of notes.
Leave blank for all notes.,

From
To

[ 1]8 H LCancel l

Enter a date range for the current month
Click OK

Repeat without entering a date range
Click OK and all notes are displayed
View the Notes Report and close
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West Coast District High School

Student Notes Report

Date Subject Detail

DEPETE: Jonathon Year: 10 Form: 10.2

12 FEB 2019 Contributions Mr Depete rang to say that he will not pay for the remainder of the
costs as they are voluntary. SH

DEFAZIO: Matthew Year: 8 Form: 08.4

26 FEB 2019 Centrepay Payments Carole Defazio (Matthew’'s maother) rang to advise that she would
be making payments for Matthew's fees through Centrepay. DM

FULTER: Michael Year: 11 Form: 11.3

12 FEB 2019 Charges Mr Fulter rang to say that he will pay for the camp by the end of
nextweek. DM

UIFELEAN: Bradley Year: 11 Form: 11.1

13 FEB 2019 Charges Mrs Uifelean rang to say she will pay after she receives her tax
refund. SH
Mrs Uifelean rang to say that Bradley's grandparents will be
paying for the camp. SH

DAVIES: Caitlin Year: 11 Form: 11.2

28 FEB 20189 Payment Plan Caitlin's Mum has requested a Payment Plan to be set up for
payments of Caitlin's charges for 2019. SH
The school has made an agreement with Mrs Davies regarding
Cailtlin’s fees. Anne Davies has set up a fortnightly direct debit of
$20. School to advise Anne when all Caitlin's charges are paid
s0 she can then cancel the direct debit payments. SH
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20 Exporting to RM Finance

Exporting to RM Finance allows schools to export their Billing Receipts into RM Finance. Once the
Export function is enabled, it cannot be disabled, therefore this function should not be turned on
until after consultation with the school’s Senior Finance Consultant.

The following steps must be completed in conjunction with the Financial Services and Support
Directorate before the Export Function is enabled:

e All RM Billing receipts batches must be closed and all transactions posted to RM Finance.
e The EPA Billing receipts batches must be closed and reconciled to the Gateway summary
e All receipt batches must balance to the banking

e The ‘Print Re-Allocation Transaction Report’ must be printed directly to the printer for
transactions to be marked as posted in RM Billing. This report is then used to enter the data
into RM Finance

e The RM Billing unallocated credit listing and the RM Finance N3199 Billing Suspense Account
must balance.

Once confirmed by the School’s Senior Finance Consultant, the Export to RM Finance function
may be turned on

IMPORTANT:

Once the Export to RM Finance in enabled, it cannot be disabled.

Secondary schools MUST NOT turn on the Export function until after
consultation with the school’s Senior Finance Consultant.

All receipts (except Government Subsidies) which are entered into RM Billing need to be
processed in RM Finance where the reconciliation will take place. Once the Export function has
been enabled, the manual input of receipts batches into RM Finance is no longer required. Once
the banking has been finalised, the Export to RM Finance utility will transfer the contents of the
selected batches into RM Finance. As the batch is exported, it is automatically closed, so new
banking batches would need to be created to hold further takings.

The same first steps as carried out for the manual input need to be carried out for the automatic
export

e Print the Daily Banking Summary

e Print the Receipts Summary (Detailed Report)

Once the Daily Banking and Receipts Detailed Summary have been printed, the Export to Finance
procedure can be initiated.
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20.1Re-Allocation Report

Before we can enable Export to RM Finance, there are transactions (receipts and re-allocations)
created when importing and allocating the Clothing Allowance batch that need to be marked as
posted. The software will not allow the Export Function to be turned on unless these transactions
have been finalised.

Activity: Run Re-Allocation Report

RM Billing > Reports

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

g

& Reports
L)

1 Charges and Contributions Templates
1 Charges and Contributions Feparts
[ Financial Fleports Print Re-allocation Transactions
3 Transactional Reports
|:| Transaction Surnmary This report iz on_ly available ta schaoals qsing Fitd Finanu_:n_e who
D T — - are not automatically exporting transactions from Rk Billing.
rint Re-allocation Tras:

[2] Re-Print Re-allacation Transactions Prirting thiz report will give vou an oppartunity to track the
. . changes made in allocations since the batches were cloged.
|:| Re-Print &uto Allocate Transactions

D Timetabled Subjects and Biling [tems It will then give vou the opportunity bo mark those transactions
as posted,

D Secondary Financial Aszistance Summary
1 Audi Repaorts

e Click Print

Re-allocation Transactions

There are no items to print!

oK

There should be no re-allocation items to print.
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Note: When running this report at school, it must be sent directly to the Printer to mark
transactions as Posted.

Report Destination

Destination IParametersl Page sizes]

L_Htwat]
Hlo1ng
o O -
001011
Presview Screen Disk. Clipbaard Port
1l ® ps
File HTHL Postscript RTF
e Click OK

e Click Yes to the Print Re-allocation Transactions message

Print Re-allocation Transactions H

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

Yes

e Click OK to the final message

Print Re-allocation Transactions H

All transactions marked as posted.

This process produces two reports, a Detailed Report and a Totals Only Report (See samples

on the next page). These would normally be used to enter the necessary transactions into RM
Finance.

Note: If this report is not sent directly to a printer, the following message will display.

| Print Re-allocation Transactions \E\

posted!

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

f WARMING - Mo tranzactionz have been marked as
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Sample Re-allocation Reports

West Coast District High School

Re-allocation Transactions Detailed Report

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

Billing Code CHGO01 Upper School Charges

GST Code 0

117 7 BODMNE  CHGOI MARONEY: David I 113 T15.00 3 0.00

1167 7 BO0OOZ CHGO! MARONEY: David 113 S 100,00 3000
Budget: G1051 Analysis: C1050 Totals for GST code 0 $115.00 §0.00

Billing Code 3US Suspense Account

GST Code 8

16s 5 BODMME  BUS BAMNDY: Brondy 0T S 115040 § 0,00

1166 6 BO000Z  SUS BANDY: Tamara i 081 511500 10.00

1167 7 BODOOE  SLS MARDONEY: David I 1.3 311500 10.00

1167 7 BOMHZ  3US MARONEY: David I 113 $-15.00 F 0,00

1167 7 BODDDZ  EUS MARONEY: David I 1.3 F-100.00 1 0.00
Budget: N3189 Analysis: N31001 Totals for GST code B $ 230.00 §0.00

Total for Report: 5 34500 3 0.00
Re-allocation Transactions (Totals Only) 'r. ".::;

Amount GST

Billing Code CHG01 Upper School Charges
GST Code 0

Budget: C1051 Analysis: C1050 Totals for GST code 0 % 115.00 §0.00

Billing Code SUS Suspense Account

GST Code B

Budget: N3188 Analysls: N31001 Totals for G5T coda & $ 230.00 § 0,00

Total for Report: $ 345.00 50.00
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20.2 Automatic Export of Receipts to RM Finance

Schools may turn on the Export to RM Finance after consultation with the school’s Senior Finance
Consultant.

Activity: Enable Export to RM Finance

We have now received permission from the school’s Senior Finance Consultant to turn on the
Export to RM Finance function.

RM Billing > Parameters > Billing Parameters

e Click Change Parameters

| Change Parameters ||

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

Rk Finance
Rt Finance Datafile | C:\keps AMDE Finance_Dema .df | Browss

Enahle Export ba B Finance:

e Click OK to save

Validate =3

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

WARNING

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

cannot be disabled. This function must not be turned on until you are
sure you are ready to begin exporting automatically and permission has
been granted by the school’s Senior Finance Consultant.
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Notes: 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:

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

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

Close RM Finance and re open it.

C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 203 of 322
© 2019 Civica Pty Ltd



21 Receipting after Export to RM Finance 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 General Banking batch was 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:

e General Banking dd.mm.yy

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

Gereral Banking ddrmmyy

BT [ Cancel |

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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21.1 Enter Receipts after RM Export enabled

Activity: Entering Receipts

The following students have all paid in full for their camp charges. They have paid by cheque.
Enter these receipts in bulk via the Batch Billing Items batch

Name Payment Type Amount Paid
Jenny Black CH 300
Josh Johnston CH 300
Total Amount Paid 600

RM Billing > Billing Items

e Double click on the Year 11 Camp batch
e Click on the Batch Billing Iltems tab
K [ Show Outgtanding Amounks ]

e Clic
e Click on the Student/Cust column heading to sort the list
e Highlight all three billing items for the above students

= Billing ltems =]
==
Batch Mo Description
| 00005 ['Year 11 Camp Show Al Transactions
Batch Detailz:  Batch Billing Items
Ref  Student/Cust Year Form Amount GST  Disc Paid Balance Bill Code Comment Status  Feason /
1165 AMDREWS: Raci 11 (111§ 100.00; 0 0.o0 000 10000:CHGO3 2019 Camp Activitie: ~
1166 (AMDREWS: Raci 11 (111 ¢ BoOo: 0 n.on 000 BOO00:CHGEO3 2019 Camp Transpo g
1167 AMDREWS: Raci 11 (111 § 160.00¢ 1 n.on 000 180.00:CHGE03 2019 Camp Food
1386 BISHOP: Frank ¢ 10 103§ 7800 1 n.on 000 FRO00iCHGO3 2019 Camp Food D
1385 BISHOP: Frank {10 (103 { 50000 O 0.00;  50.00:CHGO3
]
1] 2
1 %
11.2 1 180.00; 1 150.00 CHGO3 2019 Carmp Food
1172 CAMPBELL: Azhl: 11 11,2 ¢ BOoOO: 0 Qoo: B0.00 0.00:CHGEO3 2019 Camp Tranzpo A
1171 i CAMPBELL: Azhl: 11 :11.2 : 10000 0O 0.o0: 10000 000:CHGEO3 2019 Camp Activitie:
1174 {CAS50M: Shane! 11 111.3 10000 0 0o0: 10000 000CHGEO3 2019 Camp Activitie:
1175 CA5S50M: Shane 11 (11,3 1 5000 O 0.o0; 50.00 0.00:CHGO3 2019 Camp Tranzpo
1176 CAS50M: Shane 11 11.3 § 150.00¢ 1 0.00; 15000 0.00:CHGO3  $2019 Camp Food
1173 CO0OPER: Ryan i 11 :11.1 § 150000; 1 0o0: 150.00 0.00:CHG03  :2019 Camp Food
1177 {COOPER: Ryan i 11 (111§ 100.00; 0 0.o0: 10000 000:CHGO3 2019 Camp Activitie:
1173 CO0PER: Ryan ¢ 11 111 ¢ Booo: 0 Qoo: B0.00 0.00:CHGEO3 2019 Camp Tranzpo ]
< >
TOTALS: Amount | 1392500 Discount | Mi Paid | 270000 Balance| 17,225.00
SELECTED TOTALS: Amounk|  G00.00_Discount | Ml Paid | Mil  Balance 50000
Adjustment amaunts inchuded in balances but nat shown separately oK, Cancel

Note: The Selected Totals Amount should match the total combined amount being paid.
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Click Add Receipts for the selected billing items @

Enter the General Banking receipts batch or press <Tab> for a list
Type in the total amount for all students of 600 (this is the selected total)
Enter the payment type of Cheque or press <Tab> for a list

Enter a comment

Add Receipts
Receipts Batch | BOOO0DE | General Banking 12/02/19
Date | 12 FEB 2019

Takal &maunt (for all | 500,00 Thig amaunt must match the selected tatal
studentz)

Payment Type | CH Cheque

Comment |Year 11 Camp

Cancel

e Click OK

Add Receipt

Print receipts now?

e Click Yes

Print Receipts
Print:

OF

) Record of receipt allocations

[ Ok, H LCancel l

e Choose Receipts
e Click OK and OK to print to screen
e View and close the receipts
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Activity: Review of Entering Receipts via the Billing Items

Batch

Use the same method to enter receipts for these students who have paid for their School Year

Book by Cash. Print the receipts to the screen.

Name Payment Type Amount Paid
Amber Luong Cash 20
Blake McLaren Cash 20
Mitchell Melville Cash 20
Total Amount Paid 60
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21.2Export to RM Finance

The latest Receipts Batch can now be exported to RM Finance. RM Finance should be closed

before exporting batches.

Activity:

RM Billing > Receipts

e Highlight the General Banking Batch
e Goto For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 12/02/2019

Rec# Amount Rec'd From Student Name Details Batch# Status
CASH
28 § 20.00 Mrs A Luong LUONG: Amber School Year Book BO000G
28 § 20.00 Mrs E McLaren MCLAREN: Blaks School Year Book BO0O0O0G
30 § 20.00 Mr H Melville MELVILLE: Mitchell School Year Book BOO0OOG
Total Cash § 60.00
CHEQUE
26 5 300.00 Mrs Black BLACEK: Jenny Year 11 Camp BOO0OOG
27 5 300.00 Mr G Johnston JOHMSTON: Josh Year 11 Camp BO00O0G
Total Cheque 5 600.00
Total for Cash and Cheques G 660.00
Total for Report: % 660.00
e Add to the Batch Register
For the month of
BANK RELATED)
Reference No
Lype of Bank I Ex| d
Date/Date Batch* an ncome peEn
e B I Bl el e S B
[E] BRay.
BO00O04 GB 1 4845
B00005 EF 1 1490
B00006 GB 1 660

e Goto For Selected > Print Receipts Summary
e Print the Detailed Receipts Summary
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RM Billing > Utilities
e Double Click on Export to RM Finance

O Utilities (=3
Instructions - -~
I the right hand pane, there @ Create Subject Billing lkems

are a number of icons with @ Export Secondary Financial Assistance
dezcriptive titles showing which a E it b FM Finance
functions are available. EDOLI0 LN SnCE)
@ Import Secondary Financial Assistance Receipts
I arder to start a function,
pleage dpuble click on the @ Purge Former Roll Students
required icon. @ Update Student Mames fram Admin
@ wiite off/Cancel Customer Debt
@ Wirite off/Cancel Student Related Debt
@ “ear End Proceszing

e Click Yes to the message

Export to RM Finance ﬂ

This will export transactions to RM Finance, and cannot be undone.
Continue?

e Highlight the General Banking batch and click OK

Batches for Export

Batch Mo Description Open

General Banking 1

e Click OK to the Printer
e Click OK to Export Complete

Export ﬂ

Export Complete

Note: The Export process will automatically close the Receipts Batch.

ClviCa

RM Billing Sec Training Notes 2019 5-Feb-19

Page 209 of 322
© 2019 Civica Pty Ltd



The Batch Export Summary will be sent directly to the Printer. Exports Summaries can be Re-
Printed from Reports if required.

RM Billing > Reports

e Open the Audit Reports folder
e Highlight the Re-print Receipts Batch Export Summary

& Reports (e
8 E
1 Charges and Contibutions T emplates
Ch d Contributions R eport g R
2 Changes and Corirwons Repers Re-print Receipts Batch
1 Financial Feports
A Tranzactional Reports Expﬂrt Summary
= Audit Reports

§ Select an Export Summary Report to Re-print
D Audit B eport

|:| Audit B e-print
D Fie-print Receipts Batch Export Summary

Audit D ate Time
12 FEB 2019

(®) Show reports after: [12 NOY 2018

() Show all reports.

e Highlight the Export Summary and click Print
e Click OK to send the report to the screen

Repaort Destination
Destination lF'alametersl Page sizes]

L_fj1on1]
o1y

e D i D 8
00Ll0ll

Printer Preview Screen Digk Clipboard Port
) @ v

File HTHL Postecript RTF
Cancel Ok
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Batch Receipt Export Summary Report

This report will print automatically when the Export is processed. It must be printed and signed

by the Principal as well as all Daily Banking Summary Reports and Detailed Receipt Summary
Reports for each batch.

VWest Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: Not Specified

Receipt Batch Export Summary 12FEB 2019 10:49:13 Re-printed
Batch Code Description Date Created Date Last Updated Open Batch Total

Batches Not Exported

Mo Batches 0.00
0.00
Batches Exported
BOM00s General Banking 12/02/19 12/02/2019 12/02/2019 YES 660.00
660.00
Comment:
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21.3Update the Exported Batch in RM Finance

The exported Receipts batch can now be checked and updated in RM Finance.

Activity

RM Finance > Transactions

e Open RM Finance

Login

Finance m

(C) RM PLE 2004 RM Finance - Yetsion 840 - T Decernber 2018
Australia Module - Mersion 840 - 7 Decernber 2012

-~ -
1. Select your user name from the Tist below

System Administrator

|»

Princi pal
RMALST

Sc:hoal Adrinistrator

Cordne Cinnnan Cannolband Sahonle

2. Enter your Password

I.".—| Login I

%

Current Data File:
CAKEYS S INTEGR 1S SRMDE SF INANCE_DEMO DF1

e Login as Manager Corporate Services and Keys

2

A1 transactions

e Click on Reports on the Transactions Menu ' Transactions
e Select Batched Transactions and Income
( Records “r Transactions “r Ad-Hoc “r Custom 1 .
S GENERAL REPORTS Report Options

Batched transactions

Future Postings

Purchase Orders

Alternative Payee Transactions
Batch Number Report

[T Journal Transfers
[ Aceruals et

5] AUDIT REPORTS .

"|NCLUDE TRANSACTION TYPES .. |

"SHOW REPORT WITH ...
W Gross Totals
[T Tatalz Only
[= Short Report Format
IE Include Descriptions 7
I} Include Invoice 7

I} Include User 0/H 7

Transactions not yet printed "FROM BANK ACCOLNTS .

Year End Statement [¥ Cash Management
Commitment Summary [ Cheque Account
EFT/BPAY Certification Log ¥ Investment &/c
Record Maintenance Log

5] BANK REPORTS

-

Reconciled transactions L

[T SearchCriteria
[T Report Motes

%

"DESTINATION ...
" Printer
{* Screen

" Page Preview

Unreconciled transactions
Cash Movement
Bank Balance

{3 Tax REPORTS
Tax Reimbursement (INC)
Tax Reimbursement (EXP)

lgnore Search

D Simple Search

D Detailed Search
;

‘FIND TRANSACTIONS BASED ON ... |

{0 Spreadshest

Change Sort Order

Print

e Click Print
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e View and close the Batched Transaction Report

Posting Detail Type
BOOOOG

INCO01 Income

C1180 1 11&12 Extra Cost Optional Charge

C1182 School Camps

Cheque Account

General Banking 12/02M1M9

Ref BOOODOS MC
BOOOOG

INCO01 Income

C1180 1 11&12 Extra Cost Optional Charge

C1182 School Camps

Cheque Account

General Banking 12/02M9

Ref BOOOOS NC
BOOOOG

INCO01 Income

C1200 Personal kems and Other Services

C1201 (Other Optional Costs

Cheque Account

General Banking 12/02M9

Ref BOODOS NC

12 FEB 2018

12 FEB 2018

12 FEB 2019

=
]
=

300.00

27272

60.00

Tax Total Voucher
0 300.00 (]
2728 1 300.00 ol
0 50.00 (]

Post the Batch

e Click View/Post Batch on the Transactions Menu
e Select Income
e Enter BOO0O06 in the Batch Ref
e Click Display

Find Batch

[ Find Batched | ncome ] Controls

Q) Display

[ Batch Ref ]

e Click on U
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i

Post Batch to Income Accounts

-

Description General Banking 12402419
Bank 1 Cheque Account

Gross
Ref. Date Period Yal ue "@J
EO000G 12 FEEB 2012 1 300.00  YES
EO000G 12 FEB 2019 1 300,00  YES
EO000G 12 FEB 2019 1 60.00 YES
Source / Supplier INCOD Nett &0.00
Budget cC1z01 Tax 0.oo
Analysis c1zoo
Batch Ref.  BOOOOG
Tupe INC

Tatal to post

660,00

e
Controls

i Find Batch

+" Update

Window

O Cloze window

P Help

. Click %" Update

Are you sure you want to post the selected items?

e Click Yes to post the amounts

e Close RM Finance
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22 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
(billing item should not have e Used to correct an error
been created) e Used for cheques that are not
e Used when a student should cleared
no longer be charged for an e Used for EFTPOS payments
item (e.g. billed for Camp but that have failed
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 adjustment already been paid.
amount entered. This effectively
reduces the amount of the billing e Used when money needs to be
item by the adjustment amount. returned (refunded) to the parent
or customer
e Mid Term Enrolments
e Subject changes when billing The associated billing items will be
for a completed portion adjusted automatically so that the
parent no longer owes the money.
Note: An alternative method
could be to reverse the item and
then add a new billing item for a
lower amount.
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 at the end of this training course.
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22.1Transaction References and Reasons
22.1.1 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 -
RV Rewversal transaction created (RV) Reversal -

DR Criginal 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 Criginal 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 Rewversal transaction created Reversal -

The payment type | Original transaction refunded Refunded -

RF Refund transaction created Refund -

22.1.2 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 number items apply to the tied camp billing items.

Eief ate Type Amount G5T  Disc  Paid Balance Bill Code Batchit Comment

1426 {|2FEB 2079 iDR {10000 0 | 0.00) 000 100.00 CHGO3 (00005 {2019 Camp Activites
1427 (|2FEB2019iDR | 5000/ 0 | 000 000; 50000 CHGO3 (00005 2019 Camp Transpor
1428 ||2FEB 2013 iDR (150000 1 | 000 0.00 150000 CHGO3 (00005 (2019 Camp Food

When a billing item is reversed, it is reflected in two lines.

Date Type Amount GST  Disc  Pad Balance Bil Code Batch$ Comment
< 1426 )2 FEB 2019 DFI 1EIEI.EIEI§ 1] D.EID§ EI.DEIE ‘IDEI.DEIE CHGO3 EDEIEIDE §2D1E|I:amp Activities
S12FEB 2019 :DR ¢ BO00: 0 ¢ 000; 000;  5000; CHGOZ 00005 2019 Camp Transpart
1428 E12FEB 2M49 DFI 15IZI.EIEI§ 1 D.EIDE EI.DEI§ ‘|5EI.DEI§ CHGO3 EDEIEIDE §2D19Eamp Food
< 1429 );12FEB 2019 iRV 10000 0 ¢ 000; 000; 100000 CHGO3 (00005 ;2013 Camp Activities

In the first line, the original transaction (1426) has a status of R: (Reversed), followed by a
corresponding reference number 1429, showing that a reversal has taken place. The Reversal
Transaction (1429) is displaying a status of V: 1426, which is a cross reference to the original
transaction 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.
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23 Billing Item Reversals

23.1Billing Item Reversals via Student Records

A billing item can be reversed if it has been entered in error, or if the student should no longer be
charged for that item.

Activity: Reverse a Billing Iltem

All the Year 11 students have been billed for the camp. We have now received notification that
Donna Ravat is unable to attend as she has broken her arm. As she should no longer be
charged for the camp, all of her camp-related billing items will need to be reversed.

RM Billing > Students

e Double-click on Donna Ravat
e Click on the Billing Items tab
e Highlight the first Camp billing item

1315 1FEBEZ019 DR 10000 0 000 000 10000 CHGO3 00005 2019 Camp Activities

1319 {TFEB 2079 (DA @ 5000 0 ; 000; 000, 50.00; CHGO3 (00005 2019 Camp Transport
1220 {1FEB 2019 iDR 15000 1 § 000 000, 150.00 CHGO3 00005 2019 Camp Food

. Beverzal
e Click Reversal
Reverse l' E ‘I

Are you sure you want to reverse this Billing Itemn?
This cperation cannot be undone!

Yes | ’ Mo
e Click Yes
e Enter the current month, date and reason (e.g. * March 2019 - Not attending due to broken
arm’)

Billing Item Reversal

Far Billitng bern ref: 138

Reason for Reversal |Malch 2019 - Mot attending due to broken arm

LCancel

e Highlight the reason and <Ctrl> + C to copy the reason for use in the next reversals
e Click OK
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e A reversal transaction is created and both transactions now have a status and a reason

e Repeat the above process to reverse the second and third camp billing items for Donna

Ravat using <Ctrl> + V to paste the reason

Detailsl Subjects Biling Items lHeceiptsl Tlansactions] Notesl Invoicesl Sec Fin Aszist

| Student Details =]
2019 v 1 4P &2
Surname F.rown 1 arne
|HAVAT |D|:|nna Shaow Billing Items with Dutstanding Amounts

Paid Balance Bill Code Batch Comment Status Reazon
50.00 0,000 CHGOM {00001 {AECHE - Chemistry ATAR
50.00 0.00; CHGOW 00001 (AEECO - Econamics ATAF
50.00 0.00; CHGOM ;00001 SAEEMG - English ATAR 11
50.00 0.00: CHGEOM 00001 (AEHBY - Human Biology A

0.0a 50000 CHGOM {00001 AEMMA - Mathematics Apg

000 B0.00; CHGOW ;00001 (AEPHY - Physics ATAR 11

000 20.00; 00OCOM ;00002 2019 Schoal ear Baok

000 15.00¢ %0OL01 (00003 2079 Chaplaincy

0.00; 100,00 CHGOZ 00005 :2019 Camp Activities R: 1420 Reverzed - March 2019 - Mot attending due to broken ar

0.oo B0.00: CHGOZ 00005 : 2019 Camp Tranzpart R: 1431 Feversed - March 2013 - Mot attending due ta braken ar

000: 150.00; CHGO3 00005 2019 Camp Food R: 1432 Reversed - March 2013 - Mot attending due ta braken ar

000: -100.00: CHGEO3 00005 2019 Camp Activities Wo1318 Reverszal - March 2013 - Mot attending due to broken arr

.00 A0.00; CHGEOZ 00005 2019 Camp Transport W, 1319 Reverzal - March 2019 - Mot attending due to broken arr

000: -150.00: CHGO3 00005 : 2019 Camp Food Y1320 Feversal - March 2019 - Mat attending due ta broken arr

< >

TOTALS: Amount 33500  Discount 0ol Paid 20000 Balance 13500

Add Billing ltem Beverzal Adjuzstrnent Dizcount

Last Modified 12/02/13711:44 By ADMIN

e Keep this window open
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23.2 Timetabled Subject Changes

Once the actual billing items have been created for Timetabled Subjects (via Utilities > Create
Subject Billing Items) for a student, any subject changes made after that point in time will need to
be reflected in RM Billing.

The process for handling timetable changes in RM Billing involves:

e Reversing the old subject billing item
e Adding the new subject billing item

Note: To change the subject preferences is the task of the Timetabler at your school.
However, for the purposes of this training course we will need to change the subject

preferences ourselves.

Activity: Updating Subject Changes

Several of our students have changed Subjects. We will make the changes to their Timetable
first and then review their Billing information.

Student

Subject Change (From)

Subject Change (To)

Sean Guthrie

Human Biology ATAR 11
(AEHBY _2))

Earth and Environmental Science
General 12 (GTEES_1) _

Ashleigh Campbell

Human Biology ATAR 11
(AEHBY_2))

Earth and Environmental Science
General 12 (GTEES 1)

David Maroney

Modern History General 11
(GEHIM_1)

Geography ATAR 11 (AEGEO 1)

Search for Sean Guthrie
Select the Grid tab under the Student’s Name
Right click on Human Biology ATAR 11 (AEHBY_2)
Choose Move Student

Change the subjects for the students in Timetabling

Timetabling > Student Course

Ensure 2019 is showing in the drop down list | 1a)

2m4 v | 201305

Search |GUT.S

AEHBY_2

Mr L Ingrie Move Student
5C11

Human Biology ATA| Physics ATAR 11 | Englizh

Show Teaching 5et Members

Remove Student

e Select Earth and Environmental Science General 12 (GTEES_1) and OK
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Move Student

Year 2019

Cycle |2015-05 - 2019-05

Grid  |2019-US-US

Student |Sean Guthrie

tove To Teaching Set
Same Band ]l_lnp|aced]

towe From Teaching Set |AEHBY_2 [Human Biology ATAR 11) £l

Band |5

This list showes zetz which are
unning on the zame Band ag the
zet from which you are trying to
move thiz student,

When you select a zet and click
OF., the systerm will check that a
Freference can be created for the
selected et and that no conflicts
will be created by maoving thiz
zhudent into the zelected teaching
zeh.

Code Subject

AEHIM_T toderm Histor ATAR 11
ATCHE_1 Chemistry ATAR 12
ATGED_1 Geography ATAR 12
GECAE_1 Career and Enterprize General
GTEES

Size
22
22
22
22

Earth and Environmental Sci G 20

LCancel

e Select the Preferences tab
e Highlight his preference for Human Biology ATAR 11 in red

e Click Delete E

e Click Yes

e Click View/Print Course Change History &

West Coast District High School

Course Change History for Sean Guthrie in Cycle: 2019-05

Year Group: 11 Form: 11.2 Gender: M

Date Tims Tser From Teaching 82t Teacher's To Teaching S=t Tezacher's Status

12th February 2019 11:59 ADNDY AFHBY 2 (Heman HOLC Removed
Biology ATAR 11}

12th February 201% 11:59 ADMDY GTEES_1 (Earth  RICS Added

and Environmental

8ci General 12)

Note: At school this report should be given to the person who will be making subject
changes in the RM Billing module as Billing Items do not change automatically.

e Repeat these Steps for:

Ashleigh Campbell- Human Biology ATAR 11 (AEHBY_2) to Earth and Environmental Science
General 12 (GTEES 1) ) (Delete Human Biology ATAR 11 from her Preferences tab)

David Maroney- Modern History General 11 (GEHIM_1)) to Geography ATAR 11 (AEGEO 1)
(Delete Modern History General 11 (GEHIM_ 1 from his Preferences tab)

e Close the Student Course Maintenance window
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23.2.1 Timetabled Subjects and Subject Billing Items Reports

To assist in the management of student billing, users are able to produce reports which will
compare a student’s subject listing with their billing items. This allows users to easily identify
subjects for which the student has not been billed or existing billing items for subjects which the
student is no longer enrolled.

Activity: Print Timetable Subjects and Billing Items Report

Changes to students’ subject selections in Timetabling, has resulted in subjects with no billing
items and billing items with no subject. We are able to generate a report which will identify such
changes and assist in the management of student billing.

RM Billing > Reports >Transactional Reports >Timetabled Subjects and Billing Iltems

e Click on New Query
e Select Year 11 and click Find
e Highlight Ashleigh Campbell, Sean Guthrie and David Maroney

Student Search Results

B S
Reference Surname Preferred Name Year Form Date of Birth
4 Landrews {Rachael 11 111 IAMAR 1999 A
av8 ‘Black 11 111 10 MOY 1998
29 Campbell Ashleigh 7 APR 1999
M Cazzon 1 1.3 10 MOy 1938
39 Cooper Fiypan 11 11.1 10 MOY 1938
44 [ avies Caitlin 1 11.2 7APR 1999
49 Dexter Renes ikl 1.3 14 DEC 19398
T4 Fuilter tichael 1 11.3 14 DEC 1998
] Gold Stephanie 11 11.1 1210 1335
4 Guthrie 30 MAR 1999
a9 Hagan Paul 1 11.3 A0 kAR 1539
99 Jahnstan Jash 1 111 121U 1333
108 Kent Clagton 1 11.2 30 kAR 1339
118 Kitchen arz 1 11.3 10 MOY 1938
124 Fraft Chelzea 1 1.1 1 WAy 1993
129 Lam Chanara 1 1.2 1MAT 1993 »

Total records found |5

Back Select Cloze:

e Click Select and Yes to select the three students

Information

The selected lines in the result list will become the browse set,
OK to continue?
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e Ensure Both is selected

i Reports =S
s
Charges and Contributions Templates Timetabled SUbjECtS and Billing ltems
[0 Charges and Contributions Feparts
(1  Financial Reports Select Year
3 Transactional Reports 209 W

D Tranzaction Sumrmary
|:| Frint Re-allocation Transactions Select Shudents

El Re-Frint Re-allocation Tranzactions

[ ReFrint Auta Allacate Transactions Selected Subzat 3 enties W
|:| Timetable | ]
D Secondary Financial Assigtance Summarny

[ Audit Reports Select Repart Type

() Subjects with no Biling |tems.

illing Iterms with no Subjects.

Frint Cancel

e Click on Print
e View the Report (see next page)
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West Coast District High School

Subjects with no Billing Items
Billing Items with no Subjects

Search Criteria
Year. 2019
Selected Subset 3 enfries

This 1eport shows students who have
* no system-created subject billng Rems for the ksted subjects
and/or

* no subjects for the listed system-created subject bllng #ems (this report does ot include biling items which have been

teversed, adpsted, discounted or wiitten-off)

Ref Date Amt GST Paid

Balance

Bill Code Comment

Student: CAMPBELL: Ashieigh Year: 11
Billing Items with no Subjects

16 31 JAN 2019 50.00 0 50.00
Subjects with no Billing items

11HR Home Room 11
GTEES Earth and Environmental Sci General 12

Student: GUTHRIE: Sean
Billing Items with no Subjects

38 31 JAN 2019 50.00 0 0.00
Subjects with no Billing items

11HR Home Room 11
GTEES Earth and Environmental Sci General 12

Year: 11

Student: MARONEY: David
Billing Items with no Subjects
142 31 JAN 2019 50.00 0 50.00
Subjects with no Billing Items

11HR Home Room 11

AEGEO Geography ATAR 11

Year: 11

e Close the Report

Form:11.2

0.00 CHGO1

Form:11.2

5000 CHGO!

Form:11.3

0.00 CHGO!

AEHBY - Human Biology ATAR 11 2019

AEHBY - Human Biology ATAR 11 2019

GEHIM - Modem History General 11 2...
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23.2.2 Reversing Subject Billing Iltems

Activity: View Subjects List

RM Billing > Students

e Double click Sean Guthrie
e Select the Subjects tab
e View the automatically updated subjects

Sumame Ko N amne

|GUTHRIE [Sean

Details Subjects lBiIIing Item&] Heceiptsl Transactiom] Notesl Invoices] Sec Fin Assist

Code Subject

11HR éHDmeHoom'I'I

AECHE i Chemisty 8TAR 11

AEECO {Economics ATAR 11

AEEMG iEnglish ATAR 11

AEMBA EMathematics Applications 11

AEPHY iPhysics ATAR 11

GTEES iEarth and Enwironmental Sci General 12

The subject billing item for Human Biology ATAR 11 must be reversed and the new subject
billing item for Earth and Environmental Science General 12 must be added for Sean Guthrie.

e Select the Billing Items tab
e Highlight the Human Biology ATAR 11 billing item
e Click Reversal

= Student Details ==
2019 v 1P 52
Surname Frown Marne
|EUTHHIE |Sean Show Biling ltems with Outstanding Amounts

Details] Subjects Billing ltems lHeceiptsl Tlansactions] Notes] Invoicesl Sec Fin Assist

Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch# Comment Status Reazon
55 3 JaM 2019 (DR 50,00 0 0.00; 0.0 SU.DU§ CHGM EDUDD‘I E.-’-‘«ECHE-Chemistr_lé H
5E AN 2019 (DR 5000 0 noo: 00a 50.00; CHGOT 00001 (AEECO - Economi;
57 3 DR 50.00: 0 0oo: 00l ¢ CHGOM (00001 (AEEMG - English £
58 3 M9 DR 5000 1] 0 CHGOT 0000 HE" - Human E
53 3 JaM 2019 (DR 50,00 0 0.00; 0.0 { CHGOT (00007 (AEMMA - Mathem:
g0 AN 2019 (DR 5000 0 noo: 00a i CHGEM NNN01 AFPHY - Phuosirs &
403 :11FEB 2019 :DR 20000: 0 noo: 0o
410 11 FEB 2019 (DR 1500 0 0.00; 0.0 Reverse
1192 i1 FEB 2019 (DR :100.00¢ 0 0.00; 0.0
1133 i1 FEB 2019 (DR 5000 0 noo: 00a
1134 i1 FEB 2019 iDR {16000 1 0oo: 000 Are you sure you want to reverse this Billing ltem?
This operation cannot be undone!
_ Mo

< >
TOTALS: Amount E35.00 Discount 0o Paid 000  Balance F3R.00

Add Billing lterm Adjustment Add Discount
Last Modified 01/02/1315:08 By ADMIM
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e Answer ‘Yes’ to the message

e Enter the month, year and reason (e.g. Month 2019 — Moved to Earth and Environmental
Science General 12)

Billing ltem Reversal

Far Billing Item ref: 58

Reason for Reversal: |Maru:h 209 - Moved ta Earth and Envirormental Scietce 12
e Click on OK

e Sort by Reason
e View the reversed billing item

23.2.3 Adding New Subject Billing Items

Activity: Add Subject Billing Item

Add the subiject billing item for Earth and Environmental Science General 12 to Sean Guthrie.

e Click Add Billing Item

e Choose Add Subject Billing Item

Add Billing Item

(7 Add to Billing Item Batch

@ iAdd Subject Billing Item:

e Click OK
e Click OK to Billing Year 2019

Select Year
Please select the Billing v'ear

2019 v

Cancel

e Highlight Earth and Environmental Science General 12 in the list of subjects
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Select a Subject

Select & Subject and press: OK or double-click

on Subject,

Code Subject

11HR {Home Room 11

AECHE EChemistl_l,l ATAR 11
AEECD iEconomics ATAR 11
AEEMG iEnglizh ATAR 11

AEMMA iMathematics &pplications 1
AEPHY i Physics ATAR 11

Earth and Erwironmental 5o

e Click OK and view the newly created subject billing item

| Student Details (=3

2019 v =2k

Surname Known M arme

|EUTHHIE |Sean Show Billing ltems with Qutstanding Amounts
Detailsl Subjects Biling ltems lHeceipt&] Transactinnsl Notes] Invoices] Sec Fin Assist

Ref Date Type Amount GST  Dizc Pad Balance Bil Code Batch#t Comment Statuz Reazon

55 31 JaM 2019 (DR RO.00: O 0.00: 000 50.00; CHGO1 (00001 :AECHE - Chemistre

56 31 JaM 2019 (DR RO.00: O 000 0oa 50.00¢ CHGO1 (00001 $AEECO - Economi

57 A JaM 2019 (DR 50.00¢ O 0.00¢ o000 50,00 CHGO1 (000001 (AEEMG - Englizh £

58 A JaM 2019 (DR 50.00¢ O 0.00¢ o000 50.00{ CHGO1 {00000 (AEHEY - Human EER: 1433 iFRewersed - |
53 A JaM 2019 (DR 50.00: O 0.00¢ 000 50,00 CHGO1 {00007 :AEMbA - Mathem

E0 A Jak 2019 (DR B0.00; O 0.00; 000 50.00; CHGO1 00000 (AEPHY - Physics £

409 11 FEE 2015 iDR 20.00: 0 0.00: 00a 20.00; DOCO1 00002 2019 Schaol Year

410 (11 FEE 2015 iDR 15.00: 0 0.00: 00a 15.00; WOLO1 00003 2019 Chaplainey

1192 (1 FEB 2019 DR ;10000 0O 000 000: 10000 CHGO3 00005 £ 2019 Camp Activit

1193 1 FEB 2019 DR RO.00: O 0.00: 000 50.00; CHGEO3 (00005 2019 Camp Transy

1134 1 FEB 2019 DR :150.00¢ 1 0.00:  000: 18000 CHGEO3 00005 2019 Camp Food

1433 12FEB 2015 iRV © -BO.O0: 0 0.00: 000z -R0.00: CHGEOD 00001 (AEHEY - Human EY: B8 Rewverzal - b
1434 12FEB 2013 DR B0.00: O 000 0oa 50.00¢ CHGO1 (00001 GTEES - Earth are

< >
TOTALS: Amount £35.00 Discount 0o0 Paid 0ol Balance £35.00

Add Billing Item Beversal Adjuztment Dizcount

Last Modified 12/02131321 By ADMIMN
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. [ Show Biling [tems with Outstanding Amounts £ . . . .
e Click to view only items with an outstanding balance

| Student Details (3]

2m3 v i)y &2

Surnane Ko Marmne Adjuztment amounts included in balances but not shown separately
||3|_|THF||E |Sean Show &ll Tranzactions

Delails] Subjects Biling ltems IHeceipts] Transactions] Nntes] Invoicesl Sec Fin Assist

Ref D ate Type Amount GST  Disc  Paid Balance Bill Code Batch# Comment Status
513 AN 2015 (DR 5000 O 0oo: 000 B0.00f CHGO1 00000 {AECHE - Chemisty ATAR 17 2019

75 3 JAN 2015 (DR 50.00; O ooo: 000 B0.00; CHGO1 00001 (AEECD - Economics ATAR 11 2019

57 3 JAN 2015 (DR 50.00; O ooo: 000 B0.00; CHGO1 00001 (AEEMG - English ATAR 11 2019

59 3 JAN 2015 (DR 50.00; O ooo: 000 B0.00; CHGO1 00001 AEMMA, - Mathematics Applications

E0 3 JAN 2015 (DR 50.00; O ooo: 000 B0.00; CHGO1 00001 (AEPHY - Physics ATAR 11 2019

409 :11 FEB 2019 DR 20.00; O ooo: 000 20.00; O0CO1 00002 (2019 School Year Book

410 :11 FEE 2019 iDR 15.00i O 0ao: 000 15.00; WOLO 00003 § 20715 Chaplaincy

1192 i1 FEE 2015 (DR {100.00i O 000: 000 100008 CHGOZ (00005 {2013 Camp Activities

1193 i1 FEE 2013 DR 5000 O 0oo: 000 B0.00; CHGO3 00005 {2013 Camp Transport

1194 i1 FEE 2015 iDR { 150,00 1 000:  0.00: 150,008 CHGO3 (00005 2019 Camp Food

1434 12 FEE 2019 iDR A0.00f O 000000 R0.00F CHGOT 00007 (GTEES - Earth and Environmental 5

< >
TOTALS: Amount £35.00 Discount 0oo  Paid | 000 Balance B35.00

Add Billing Item Reverzal Adjuztrment Dizgcount
Last Modified 12/02/1913:21 By  ADMIN
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23.3Reversing Subject Billing Items which have been Receipted

Activity: Reverse Subject Billing Item

Ashleigh Campbell has already paid for her subject costs. She has also changed her subject
choice from - Human Biology ATAR 11 (AEHBY _1) to Earth and Environmental Science General
12(GTEES_1)

RM Billing > Students

Right click on Guthrie and type Campbell <Enter>

Select the Receipts tab

Click on the receipt for Balance of the account

Check that Human Biology ATAR 11 has been receipted

Click on the Billing Items tab
e Highlight Human Biology ATAR 11

e Click Yes
e Enter the month, year and reason for the Reversal and Click OK

Billing ltem Reversal

For Billing [tern ref: 1E

Reason for Reversal: |March 2013 - Moved to Earth and Ervironmental Science 12

LCancel

e Check the Unallocated Credit amount for Ashleigh

TOTALS: Amount RB5.00 Discuunll 0.00 Paid| feE00  Balance 000

Unallocated Credit
Amaunt 50,00 | Allocate 2Add Billing Item Beversal Adiustment Dlizcount

This can be allocated once the new Subject Billing Item is added.
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Activity: Add the Subject Billing Item

e Click Add Billing Ikem

e Select Add Subject Billing Item

Add Billing Item

() Add to Billing Itemn Batch

(@ iAdd Subject Billing ltem

[ ok ] [ Cancel

e Click OK

Select Year

Flease select the Biling v'ear

2ma v

LCancel

e Click OK to the Billing Year of 2019
e Select Earth and Environmental Science General 12

Select a Subject

Select a Subject and prezs 0K or double-click

on Subject.

Code Subject

11HR {Home Fioom 11

AECHE i Chemistry ATAR 11
AEECO EEconomics ATAR 1
AEENG {English ATAR 11

AEMbL iMathematics Applications 1
AEPHY {Physice ATAR 11

ATEIO Biology ATAR 12

Earth and E rvironmental 5o

e Click OK
e Highlight the Earth and Environmental Science General 12 billing item in the list

1834 76 M TE0O0L O ¢ 000
1835 2 2018 DR 50.00 0.00

0,00}
0.00

-A0.008 CHGOT 00001 (AEHBY - Human Biology ATAR 11 2 391
5000 CHGO1 00001 GEEES - Earth and Environmental 5

OTALS5: Amount EE0O0  Digcount noo Paid 1000 Balance B0.00

Unallocated Credit
Amount B0.00 | Allacate Add Billing Iten Rewersal Adjustment Add Dizzount

e Click Enter 50.00 in the amount to allocate and click OK
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23.4Reversing Subject Billing Items paid via Government Subsidy

At times a student may have already paid for a subject or the subject may have been paid for by a
government subsidy. It may be necessary to reverse this billing item and create a new billing item
for a new subiject. In this instance the receipted amount will become unallocated credit and must
be manually allocated to a new billing item.

Activity: Reverse Subject Billing Item

David Maroney’s subject charge for GEHIM_1 Modern History General 11 has been met by the
Education Program Allowance. He has changed his subject choice to Geography ATAR 11
(AEGEO_1)

RM Billing > Students

e Right click in the Red Surname field, type Maroney and <Enter>

e Select the Receipts tab

e Click on the receipt for the $235 Imported Education Program Allowance
e View that GEHIM_1 Modern History General 11 has been receipted

e Select the Billing Items tab

e Highlight the GEHIM_1 Modern History General 11 Billing Item

e Clickt
| Student Details I
203 v Y= k-
Surname Known M ame
| MARONEY |Da\rid Show Billing Items with Outztanding Amounts
Detailsl Subjects Billing ltems IHeceipts] Transactionsl Notes] Invoicesl Sec Fin Aszist
Fef [rate Type Amount GST  Disc F'aid_ Balance_ Bill Code _Eatch#_Comment Status
139 131.JaM 2019 (DR 5000 0 0.00¢ 50.00; 0.00; CHGOT 00000 {GECAE - Career and Enterprize Gern
140 131.JAM 2019 (DR 5000 0 0.00¢ 50.00: 0.00; CHGOT 00000 :GEEES - Earth and Errvironmental 5
141 i131JaN 2019 (DR BO0.00: 0 0.00: 50.00: 0.00; CHGEO1 00001 (GEEMG - English General 11 2019
T ENE] 5000 0 000 =000 000 CHGO1 00001 GEHIM - Moderm Histol neral 11
143 131JAN 2019 DR 10000 O Q.00 1onnn : EONNMA G REOED . Dbdane F oo [re—
144 131JaM 2019 (DR (100.00; O 0.0a Reverse adies
437 {11FEB 2019 (DR 20000 0 0.0a
438 11 FEE 2019 :OR 15.00: 0 000
1234 {1FEB 2015 (DR :10000: 0 000 .
1235 i1 FER 2019 DR 5000 0 000 Are you sure you want to reverse this Billing ltem?
1236 (1FER 2019 DR 180000i 1 0.oo This operation cannot be undone!
No
< >
TOTALS: Amount 73500  Discount 001 Paid 35000  Balance 385.00
Add Billing ltem Adjustment Add Dizcount
Last Modified 07/02413 1507 By ADMIM

e Click Yes
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Type the month, year and reason for reversal eg. Current month 2019 - Moved to Geography
ATAR 11

e Click OK

Billing Item Reversal

For Billing Item ref; 142

Reason for Reversal | March 2019 - Moved to Geography ATAR 11

LCancel

e View the unallocated credit of $50.00

Unallocated Credit

Amount 50.00
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23.4.1 Unallocated Credit Report -Government Subsidy

Any payment which has not been allocated against a billing item will become unallocated credit.

Activity: View the Unallocated Credit Listing Report

RM Billing > Reports > Financial Reports > Unallocated Credit Listing

& Reports [
8 S8
1 Charges and Contributions Templates
1 Charges and Contributions Feparts
&4 Financial Reports Unallocated Credit Listing
El Statement - Students
D Staternent - Custarmers c o
|:| Unprinted Invoices - Students TE{::IM alance Sort Field | A
|:| Urnprinted Invoices - Customers Unpaid Billing It
[E] Summary Aged Dekbt List - Students \F(D"'"
D Summary Aged Debt List - Customers =
|:| Feminder Unpaid Billing [tems - Students
B Unallocated Credit Listing Tatal on Year Group Page Break onvear Group
1 Transactional Reports
1 Audt Repots Total an Form Page Break on Fom
Select
(®) Students
() Customers
e Click on Print to view the Unallocated Credit Listing

West Coast District High School

Unallocated Credit Listing as at 12/02/19
Students

Student Name Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total
FITTON: Rhys 10 103 530000 $0.00 $0.00 $300.00 $300.00
MARONEY: David * 11 113 $333.00 5385.00 $50.00 $0.00 $50.00
Total Unallocated Credit for All Students 350.00 8300.00 8350.00

* Indicates alllsome unallocated credit belongs to Government Subsidy receipts

Note: An asterisk against any student indicates that a portion or all of this unallocated

credit is a Government Subsidy.
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23.4.2 Allocate GV Credit

David Maroney can have the Unallocated GV Credit allocated to his new Geography subject once
the Subject Billing Item has been added.

Activity: Allocate GV Credit

RM Billing > Students

Double click on David Maroney
Select the Billing Items tab

Click

Select Add Subject Billing Item > OK
Click OK to the Billing Year of 2019
Select ( AEGEO) Geography ATAR 11 and click OK

Select a Subject

Select a Subject and pras: OK or double-click

on Subject,
Code Subject
11HR {Home Foom 11

GED Geography ATAR 11
GECAE i Career and Enterprize Gene
GEEES :Earth and Environmental Sc
GEENG iEnglish General 11
GEOED : Outdoor Education General
GEPES

EF'h_l,lsicaI Education Studies

Allocate

Cancel

e Highlight the Select ( AEGEO) Geography ATAR 11 Billing ltem
e Click

e Enter the Amount to Allocate $50.00

Enter the amourt ta allocate [up b $50.00] | 50.00 ‘

e Click OK

Click I Show Billing Iterns with Dutztanding Amounts

Click on the Receipts Tab

Highlight the $235 Education Program Allowance Receipt and view the change in the
allocation of the receipt

Details

P =1

Ref Paid

] -35.00
142 -A0.00
1] 15000
1438 i50.00
] E-SD.EIEI

Bil Code  Comment Status
1505 ilUnallocated Credit
EEHGD'I EGEHIM - todem History General 11 2013 F| 1437
i5us {Unallocated Credit
ICHGO (AEGED - Geography ATAR 11 2019
iS5 iUnallocated Credit

Reazon

éHevelsed - March 2019 - Moved to Geograp

~
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23.4.3 Printing Updated Statements and Reminder Notices for the Students

Activity: Print Reminder Unpaid Billing Items Report

Print an updated Statement and a Reminder of Unpaid Billing Items report for Sean Guthrie,
Ashleigh Campbell and David Maroney.

Reports > Financial Reports > Statement-Students

e Click on New Query
e Select Year 11 and click Find
e Highlight the three students

Student Search Results

i S
Reference Surname Preferred Name Year Form Date of Birth
4 Landrews {Rachael 11 111 IAMAR 1999 A
avs ‘Black 11 i11.1 10 MOY 1938
29 Campbell Azhleigh 2 7 APR 1939
M Cazzon 1 1.3 10 MO 1938
39 Cooper Fiypan 11 11.1 10 MOY 1938
44 [ avies Caitlin 1 1.2 7APR 1999
49 Dexter Renes 11 11.3 14 DEC 19598
T4 Fuilter tichael 1 11.3 14 DEC 1998
i) Gold Stephanie 11 11.1 12100 1935
4 Guthrie 30 MAR 1999
a9 Hogan Paul 1 1.3 30 MAR 1399
99 Jahnstan Jash 1 111 121U 1333
108 Kent Clagton 1 11.2 30 kAR 1339
118 Kitchen arz 1 11.3 10 MOY 1938
124 Fraft Chelzea 1 1.1 1 WAy 1993
129 Lam Chanara 1 1.2 1T MaY 1933 W

Tatal records found |65

Back Select Cloze

e Click Select and Yes
e Click Print and OK to send to the screen
e View and Close the Statements
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Reports > Financial Reports > Reminder Unpaid Billing Items-Students

e Click New Query
e Find the same three students

& Reports ===
8 E
1 Charges and Eontributions Templates Reminder Unpaid Billing Items -
1 Charges and Contributions Reparts
=4 Financial Reports StUdentS
D Staternent - Students
|:| Statement - Customers
El Unprinted Invoices - Students
D Urnprinted Invaices - Customers
|:| Summary Aged Debt List - Students Select
|:| Summary Aged Debt List - Customers SlwEsile
B R eminder Unpaid Billing ltems - Students Selected Subset 3 entries v
D Unallocated Credit Listing
1 Transactional Reports Enter an appropriate meszage to appear on the printed reports
3 Audi Reports Flease nate tha the fallowing Billing ltems have not been paid.
Please contact the school office on 9229 7777 if vou waould like to
anange payment.
Frint Cancel
e Click Print and OK to send to the screen

View and close the Report (see sample next page)

Note: Where a student has no Billing Iltems that have an outstanding balance to pay, a

report will not be produced.
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West Coast District High

1120 Hay Road

PERTH Western Australia 6005

Australia
Ph: 9412 3456

ABN: Not Specified

Nr D Guthrie
10 Kiwa Place
WEST LEEDERVILLE WA 6011

Reminder of Unpaid Billing Items

Date Tot I Details Amount
Sean GUTHRIE Year11 Form11.2 Student Humber 20512489
31/01/2019 33 10 AECHE - Chemiztry ATAR 112012 § 30.00
31/01/2019 36 10 AFECO - Economics ATAR 11 2019 § 30,00
31/01/2019 37 10 AFENG - English ATAR 11 2019 § 50.00
31012019 39 10 AFENMA - Mathematics Applications 112019 § 50.00
31012019 60 10 AFPHY - Physics ATAR 11 2019 § 50.00
1140272019 409 10 201% School Year Book 520,00
1140272019 410 10 2019 Chaplainey $13.00
01022019 1192 10 2019 Camp Activities 5 100.00
01022019 1193 10 2019 Camp Transport § 30,00
01/02/2019 1194 10 2019 Camp Food § 150.00
1240272019 1434 10 (GTEES - Earth and Environmental Sci General 12 2019 § 50.00
Total of Unpaid Billing ltems $ 635.00
Summary of Unpaid Billing Items
Category Previous Years 2019 Totals
Voluntary Contributions 515.00 513.00
Charges 5 600.00 5 600.00
Other Optional Costs 520,00 520,00
Totals 50,00 5 633.00 563300

Please note that the following Billing ltems have not yet been paid. Please contactthe school office on 9229 7777 if you would

like to arrange payment,

Note: Reversed and Reversal Transactions, adjustment transactions, as well as any other

items that have been paid in full, do not appear on this Reminder Notice
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23.5Bulk Reversals via Billing Item Batch

Activity: Bulk Reversals via Billing Item Batch

RM Billing > Billing Items

Double click on the Subjects Batch
Click on the Batch Billing Items tab
[ Shaw Outstanding Amounts J

e Click on

(Hint: Click on the Year header)

We have been advised that due to unforeseen circumstances the Outdoor Education course has

been discontinued. We will reverse the Billing Items for the Outdoor Education course using the
Bulk Reversal function available within the Billing Item Batch.

¢ Highlight all the transaction lines for Year 11 GEOED-Outdoor Education General 11

E Eliimg items E

& 2
Batch Ho Description
| oooo1 |Subiects Batch 2019

Batch Detals Batch Biling ltems

| Show Dutstanding Amaounts |

0
2
%
A
GEDED
GEQED -
TOTALS: Amount | 2170000 Discount 5000 Paid 196400 Balance| 19.636.00
SELECTED TOTALS: Amount 220000 Digcount Mil - Paid 300,00 Balance 1,900.00
Ok Cancel

Bulk Reversal [

Are you sure you want to reverse these Billing ltems?
This operation cannot be undone!

e Click Yes to the Message

e Click Reverse the selected billing items
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o Enter a themonth, year and reason ‘Month 2019 - Course discontinued’

*

Reason for Reversal: karch 2013 - Course discontinued

Ok | | LCancel

e Click OK

Note: Reversing Items in bulk in this way may result in the creation of Unallocated Credit
for some or multiple students if Billing Items have been paid. This should be reviewed
using the Unallocated Credit Listing Report.

Important: Transactions which have been Reversed (R) or are the
Reversal Transaction (V) cannot be reversed. Transactions which have

been Adjusted (A) or are the Adjustment Transaction (T) cannot be
reversed. Discounted transactions cannot be reversed unless the
discount is removed.
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23.6Billing Item Adjustments

An adjustment can be used to reduce a billing item amount.

Activity: Adjust a Billing Item

We have received notification that Julie Pilter 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.

RM Billing > Students

Start Typing Pilter to locate Julie Pilter’s record
Open her record

Select the Billing Items tab

Highlight the Camp Transport billing item

e Click
Adjust [

Are you sure you want to adjust this Billing temn?
This operation cannot be undone!

e Click Yes
e Enter half the amount of 25 into the ‘Adjust down by’ field
e Enter the month, year and reason (e.g. ‘Month 2019 - Providing own transport one way’)

Billing ltem Adjustment
For Billing Item ref: 1207
: Qriginal armount $ 50.00
Adiust daown by: 2500 M asimurm adjust available § 50.00
Reason for Adjustment: |March 2019 - Providing ow tranzport one way
e Click OK

e Sort by Reason
e View the adjustment in the billing items list

e Click Show Billing Items with Dutstanding Amounts to display the adjusted Billing Item

e Close the student window

Note: An alternative way to achieve the above would be to apply a 50% discount to the
Camp Transport billing item.
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24 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/mm/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.
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24.1 Refund Batches

A refunds batch would be created if money which has been paid, needed to be returned (refunded)
to a parent/guardian.

Activity: Create Refunds Batches

Mrs Lornab, Jessica’s mother, has requested a refund of the $100 due to the reversal of the
Outdoor Education course. We have also been advised that Jillian Sorrell is unable to attend the
Year 11 camp and West Coast Theatre has informed us the hall is unsuitable and have
requested a refund.

e Create 3 Refunds batches for the following:
o Refunds-Manual Cheque (WCT) dd/mm/yy

o Refunds-System Cheque (J Lornab)) dd/mm/yy
o Refunds-EFT (J. Sorrell) dd/mm/yy

RM Billing > Receipts

e Click Add Item "é

Add Receipts Batch

Flease enter a description for the batch to be created

Refunds-tdanual Cheque MCT) dd/mm Ay

LCancel

e Click OK

e Click Add Item "é

Add Receipts Batch

Pleasze enter a description for the batch ta be created

Fefunds - Syster Cheque [J Lormab] dd/mrmdyy

Catcel

e Click OK

e Click Add Item @
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Add Receipts Batch

Flease enter a description for the batch ta be created

Fefunds-EFT [J.Sormrell] dd/mnduy

Cancel

e Click OK

e Record the numbers on the Finance Batch Register
e Close the Receipts window

Activity: Create a Correction Batch

A payment of $235.00 was incorrectly processed against the billing items for Emily Gold. The
receipt should have been processed against Kea Guester. A Corrections batch must be opened
to process the recipt from Emily Gold to Kea Guester.

Create the following receipt batch using today’s date:

e Corrections dd.mm.yy

RM Billing > Receipts

e Add Item &
e Type Corrections and Today’s date

Add Receipts Batch

Pleaze enter a dezcription for the batch to be created

Corrections ddmrgy

[T | Cancel

e Click OK
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24.2 Receipt Reversal into the Corrections batch

Activity: Reverse a Receipt

A payment of $235.00 was incorrectly processed against the billing items for Emily Gold. The
receipt should have been processed against Kea Guester. The receipt will be reversed from

Emily Gold’s record and re-entered in Kea Guester.

RM Billing > Students

e Double-click Emily Gold
e Select the Receipts tab

e Highlight the $235 receipt for Voluntary Contributions

e Click

Beverzal

Reverse

e

Are you sure you want to reverse this Receipt?
This operation cannot be undone!

e Click Yes

e Enter areason for the reversal (e.g. ‘Error — should have been applied to Kea Guester)

Far Receipt ref:

Reason for Reversal:

Receipt Reversal

[z

|Malch 2019 - Error should have been applied to Kea Guester

LCancel

e Click OK
e Select the Corrections Batch

Please double-click on your selection.

Batch Mo
BOOOO7
BOO00g
BO0003
EOOO7O

Dezcription

{Fefunds - Manual Cheque [WCT] 12/02/19

EHefunds - Sygtem Chegue [ Lomab) 12/02/19
iRefunds - EFT [ Sarrell] 120215

Corrections 12/02/19

e Click OK

Delails]SubiectslBillingIlems Receipts Transactionsantes]Invoices]Sec Fin Azzist

412 20

Fef  Rectt Date Tupe

{11 FEB 2019 iEF

Amount Batchit
235.00: BOo00s

Comment
Waluntary Contributions

Unalloc Status Reaszon
R: 14E: Reversed - Marct

1462 41

IMAR 2018 TRY

-235.00: BOO0T0

Waluntary Contibutions

W11 G Reversal - March
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Apply the Receipt

e Load Kea Guester’s records (Hint, right click in Surname field)
e Select the Receipts Tab
. £dd Receipt
e Clickon
e <Tab> Select the Corrections Batch
e Click OK
e Continue entering the receipt for Kea Guester as per the screen shot below.
Add Receipt
Receipt Details Received from:
Title Firzt Mame
Batzch Mo I BOOOIO |Mr Drawid
Carrections 12/02/19 Surame |Guesler
Payment Type: IT Address |42 Minigwal Loop
EFTPOS |
Date: I'I MaR 2019 I
Amount =00 Town/Sub [JOLIMONT
State Ay
Comment: Postcode  [6013
|VOIuntar_l,l Contributions Courtry I
Ref | [ate | Code |GST| Comrment | Amount|Discount|BaIance| Applied
B56  |11FEE 2019 | %OLO| 0O |2019 Humanites and Social Seiend 2500 Ml 2500 2500 A
BB EER B S VELER[ 8 TEE e and BRysical Educatol 5 b 7 T ¥
BRE T FEE IS VO 20T E TETE & i Wil R TR
B FEE 0TS VELE[ 0 21 Design and Technology BE i Wil R B
ST = = e B T T 34 T W3 1
| 2700|000 27000 | 23500
| 0K || Cancel |

Ensure the receipt is applied against the Voluntary Contributions (VOLO1) only. Make sure
you delete the amounts for School Year Book and Chaplaincy

Fef | Date | Code |GST | Comment | Amountl Discountl Balance | Applied
B51 T1FEB 2019 | OOCO| 0O [2019 School Year Book 2000 Hil 20.00 Mil -
E52 11 FEB 2019 | wOLON 0O |2019 Chaplaincy 15.004 il 15.00 Mil
E53 11 FEB 2019 | ¥OLO| O (2019 English 25,00 il 25.00 25,00
e Click on OK

IMPORTANT

Normally a reversal will be posted into the same open Receipts Batch as

the original receipt. However, if the original batch has been closed, you
need to create a Corrections Batch and this should be selected when
completing the reversal.
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25 Refunds

A refund can be applied when money which has been paid, needs to be returned (refunded) to a
parent/guardian. 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 a they do not exist in the RM Finance datafile, they may be added
as a Supplier when processing the refund in RM Billing.

Activity: Perform a Student Refund with a System Generated
Cheque

Jessica Lornab’s mother Averil, has contacted the school to request a refund of the unallocated
credit of $100 which was the result of the Outdoor Education course reversal. The school has
agreed to the refund and a system generated cheque will be used to refund Mrs Lornab.

RM Billing > Students
e Right Click on Kea Guester and enter Lornab

e Select the Receipts tab
e Highlight the Outdoor Education General receipt to be refunded

Detailsl Subiectsl Biling Items Feceipts ]Transactions] Notesl Invoices] Sec Fin .ﬁ.ssist]

Fef  RecHt Date Type  Amount Batchft Comment Unalloc Status Feason
1407 15 11 FEB 2019 Ca 100.00 BOOCO4 Cutdoor Education General

. Refund
e Click

e Select System Generated Cheque batch

Receipt Refund

Pleaze select Fefund method:

) Manual Cheque

(@ iSystem-Generated Cheque:

() EFT

ak ] [ Lancel

e Click OK
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e Enter the Refund Amount of 100 (Note: Full or partial refunds can be entered)

Receipt Refund
For Receiptit 15 Refund Method: System Generated Cheque
Received from brs Avwveril Lomab
8 Sinus Place
DALKEITH wia 6012
Refund Amaount; 10000 Marimumn refund available $100.00
Refunded to:
[Enter first 3 characters of suname)
Reason for Refund: |
Fief i Date | Code (GST:Comment Tatal Max Adj i Adjust by : Ref Code
1] 505 8 Unallocated Credit 100.00 100,00 noo: sUs
Total adjustment 0.00

e <Tab>tothe Refunded to: field and <Tab> again.

I Refund To (=53]
Flease double-click on your zelection or click Add to create a new record
Short Hame Description
Adhd 007 Ak B -
ALGOM Algar Burns Computing
ANYOOT Arnptinne Computer Repair Services
ATOE Austraian Taxation Office
Bak 001 Bank. 3
BoOoo Bookland
BUIOO Build-it Furniture Compary
GRAOOT Grandma's Furniture Cormpary
kAAHOOT Mrz Jeanne kahney
MAR007 Marty's
UMD br Mungo Mungall
HEWw001 Mewtawn Seniar High School
MFFNT Mifire Wik s i
[ (1] 8 ] [ LCancel

e Mrs Lornab is not in the list of suppliers

e Click and enter the following
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MNew Details

Short Mame LOROM

{e.g. ABCOD1)

Full Name | &l Lamab

Address 8 Siriuz Place
DALKEITH ‘Wit B012

Telephone | 9386 1122

Fas |

ABM | Parent

Bank Account Mame |

BSE Mo I:l - l:l

Account Mo, |

E-mail |

Payment Methods

Remittance Method

Cheque
[C1EFT
Eancel
e Click OK
Accounts IEI
MNew account saved
e Click OK
O Refund To =
Flease double-click on your zelection or click Add to create & new record
Short Mame Dezcription @
A0 Ak Bookshop -
ALGOO Algar Burns Computing j
ANYOOT Armtirme Computer Repair Services
ATOE Augtralian T axation Office
Bk 001 Bank
Booom Bookland
BUJIO0M Build-it Furniture Compary
GRAOD Grandria's Furniture Cormpany
LOROO Axenil Lormab
AHOO0T krz Jeanne b ahney
MaARDM Marty's
FUMOO01 Fr Munaga Mungall
MFWIM Mewtrwr Seninr Hink S ebinnl ~
ok Cancel

Click OK to select her from the list of suppliers
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e Enter the Reason for the refund — Refund due to Outdoor Education course being
discontinued
e Enter the amount of the 100.00 against Unallocated Credit in the ‘Adjust by’ column
e Check the total adjustment equals the refund amount
Receipt Refund
For Receiptit [15 Refund Method: System Generated Cheque
Received from brz Averil Lomab
8 Sinuz Place
DALKEITH e 6012
Fefund Amaunt: [ 1o0.00 b aimum refund available $ 100.00

[

Refunded to: LOROO Avenl Lormab

Enter first 3 characters of surname)

Feazon for Refund: |Hefund due to Outdoor Education course being discontinued

Ref [rate Code EGSTECDmment Total Max Ad) é.-’-‘«diust by Ref Code

0

SUS 8 Unallocated Credit 100.0C 10008 100008 SUS

Total adjustment 100.00

LCancel

Click OK
Select the Refunds-System Cheque (J. Lornab)) batch

Please double-click on your selection.

Batch Mo. Description
BOOO07 {Fiefunds - Manual Cheque [WCT) 12202419
C NE

BOO004 Refunds - EFT [ Sorell) 12/0249
BOOOTO Corrections 12/02/19

* Indicates original batch if open oK. Cancel

Fiefunds n Cheque [J Larmab) 12

Click OK
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e View the refund transaction

Student Details

O

2ms v Y=k
Surname Ko 1 ame
|LORNAB [Jessica

Detailsl Subiectsl Biling ltems Receipts lTransactions] Notesl Invoicesl Sec Fin Assist

Show Unallocated Credit

1407 116

Ref  RecH# Date

Type

11 FEB 2019 {CA

Amount Batch#t  Comment

100,00}

BO0004

Dutdoor Education General

Unalloz Status Reason

100.00

F: 146¢

Refunded- Refun

1464 133

1 MaR 2079

RF

-100.00

BO000S

Outdoor Education General

-100.00

D: 140

Refund - Refund

Note: Parents and Guardians are entered as suppliers. They can also be entered via RM
Finance through Records > Income Source and Suppliers > Add Record.
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Activity: Perform a Student Refund via EFT

Sylvestra Sorrell, Jillian’'s mother has contacted the school to say Jillian has appendicitis and is
unable to attend the camp. As she has paid in full for the camp she has requested a refund
through EFT to which the school has agreed and will refund back into Mr and Mrs Sorrell’s bank
account.

RM Billing > Students

e Find Jillian Sorrell (Hint: Right click on Campbell), type Sorrell and <Enter>)
e Select the Receipts tab
e Highlight the Camp receipt to be refunded

Surname Known Mame

|SORRELL [Jittian Show Unallocated Credit

Detail&l Subiects] Billing Items Feceipts lTransactions] Nntesl Invoicesl Sec Fin Assist

Ref  RecH Date Type  Amount Batch#t Comment Unalloc Status Reason
1400 8 11FEE 2019 CH 300.00 BOOO04 Year 11 Camp

. Refund
e Click lRefnd ]

e Select the EFT option

Receipt Refund

Pleaze select Refund method:
) Manual Cheque

() System-Generated Cheque

e Click OK
e Enter the amount of 300

For Receiptit 3 Refund Method: EFT
Received from Mrz Sylvestra Sorell
108 Coronata Dirive EFT Reference: |

JOLIMONT it BO13
Thiz will be shown on the recipient's bank statement

Refund Armaurt: 00,00 W asimurmn refund available $ 30000

e Press <Tab> twice

Mrs Sorrell has not been entered as a Supplier in RM finance, so before a refund can be issued,
she must be added to the Supplier list.
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e Click on the Supplier window

Mew account saved

Click OK

e Enter the following details
Mew Details
Short M ame SOROM
{e.g. ABCDD1)
Full Mame | 5 phvestra Sormel
Address 108 Coronata Diive
JOLIMOMWT ‘g 6013
Telephone |9221 3124
Fax |
AEN |Parent
Bank Account Mame ||:| and 5 Sarrell
s58 N :
Acoount Mo, [123456
E-mail | somells@gmail. com
Payment tethods Fiemittance b ethod
Cheque @ E-mail
(7 Print
() Mone
[ Ok ] [ LCancel
e Click OK to save the new supplier
Accounts @
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Sylvestra Sorrell has now been added to the list of suppliers

| Refund To =
Pleaze double-click on your selection or click Add to create a new record
Short Hame Description @
BUIOO Build-it Furniture Comparngy ~
GRAaDM Grandma's Furniture Compary j
LORODM Awernil Lornab
MAHDO Mrz Jeanne Mahney
kARO0T M arty's
UMD k1 bungo Mungall
MEW D01 Mevutown Senior High School
QCEOM Dcean View Tennis Club
OFFO0 Office Works
RUMOD k1 Timo Rurble
SCIo01 Sci Teachers' Agzsociation of Wi,
SOROO1 0
SIPN {Sunnl West 0
[1].4 LCancel

e Click OK in the ‘Refund to’ window
e Enter areason for the refund <Tab>

e Enter the School's name or initials in the EFT Reference field (this will display on the
recipient’s bank statement) <Tab>

Receipt Refund

For Receipttt a Refund Method: EFT
Received from rz Sylvesha Salnell
108 Coronata Dirive EFT Eeference: |'W'EDHS

JOLIMOMT "8 6013
Thiz will be shown on the recipient's bank, statement

Refund Amount: 300,00 M aximum refund available $ 300,00

Refunded to: SOROO1 Sylvestra Somell

[Enter first 3 characters of surmname)

Reaszon for Refund: |Ji||ian iz il and unable to attend the camp

Fef | Date | Code !GSTiComment E Total | MaxAd {Adustby | Ref Code
1342 11 FEB 2iCHGO3 ! 0 2019 Camp Activities 100.06  100.0¢  100.00i REFO2
1343 T FEB 2iCHGOS: 0 ;2019 Camp Transport 5000 500 B0.00; REFOZ
1344 TFEB 2ICHGO3: 1 2019 Camp Food 150,00 15000 150.00: REFO2

Total adjustment 300.00

ak. Cancel

e Enter the amount for the refund for each billing item in the ‘Adjust by’ column <Tab>

e Select the correct refund billing code for Charges (press <Tab> in the ‘Ref Code’ field)
e Click OK
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Please double-click on your selection.
Batch Mo. lDescription
BOOOO? {Refunds - Manual Cheque [WCT) 12/02/13
BOOOOS iRefunds - System Cheque [J Lomab) 1220219
000039 Refunds - EFT [J ell) 12 3
BOOO10 Carrections 1240219
* Indicates original batch if open ak. Cancel

e Select the Refunds - EFT (J.Sorrell) Batch
e Click OK

Detailsl Subiectsl Billing ltems Receipts ]Transactions] Notesl Invoicesl Sec Fin Assist

= Student Details
203 hd { > S 2
Surnarne Known Mame
[SORRELL |Jillian Show Unallocated Credit

Fef RecH Date Type  Armount Batch#t Comrent
1400 @8 ‘11 FER 2019 iCH 300.00:BO0004  Year 11 Camp

Unalloc Status
F: T4EE

Feazon
Refunded- Jilian

O 1400

Fefund - Jilian is

1465 i34 1 MaR 2019 iHF -300. 00 BO0009: Y ear 17 Camp

e View the refund transaction
e Close the window
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Activity: Perform a Customer Refund with a Manual Cheque

West Coast Theatre has paid for the Hire of the Hall for weeks 1-5 of Term1. They will not be
using the hall over this period and have requested a full refund. The school has agreed to this
refund and will issue a manual cheque with chq number 123568.

RM Billing > Customers

e Double-click on the West Coast Theatre Customer record
e Select the Receipts tab
e Highlight the receipt for 550 to be refunded

Custarner Marme

|Wesl Coast Theatre

Details ] Billing ltems Feceipts ]T ransactions l Motes l Invoices l

Ref  Rect Date Type  Amount Batchft Comment Statuz Reason

550.00 BOOODS Hall Hire Term 1 Weeks 1-6

, Refund
Click

Enter the refund amount of 550
Enter the reason for the refund
Enter the amount of the refund in the ‘Adjust by’ column

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 Receipt a5

"Wst Coast Theatre
221 West Coazt Highway
SCARBOROUGH ‘wa BO19

Refund Amount: 550,00 Marimum refund available $ 550.00

Feason for Refund:  [W/CT Wwill nat be using the hallin Temn 1 Weeks 15

Ref [ate Code EGSTECDmment Total bl g A EAdiust by Ref Code
1416 {11 FEB {HIRO1 | 1 2019 Hall Hire Term 1 %eeks 1-5 550.0¢ 55000 55000 REFO3
Cheque Mumber | 123568 Total adjustment 550.00
e Click OK
C IVI Ca RM Billing Sec Training Notes 2019 5-Feb-19

Page 254 of 322
© 2019 Civica Pty Ltd



e Select the Refunds — Manual Cheque batch

Please double-click on your selection.
Batch Mo. Description
BO0007 Refunds - Manual Cheque [wWCT) 12/02/13
BOOOOS Refunds - System Chegue [J Lomab) 12#02;"1 9
BOO003 Refundsz - EFT [J Sorell] 12/02/19
BOOOI 0 Carrections 12/02/19
* Indicates original batch if open ok Cancel
e Click OK
i Customer Details
2019 vie & |®
Custarner Hame
|Wesl Coast Theatre
Detailsl Eilling tems Feceipts |Transactions| Notesl Invoicesl
Ref  Rect lDate .T_l,lpe .&mountlBatchﬁ Comment Statuz Reason
1420 25 (11 FEB 2019 GEF 550.00: BOOOOS i Hall Hire Term 1 Weeks 15 F:1459; Refunded- WET Wil v
1469 3R (1 MaR 2019 RF BE0.00:B 00007 i Hall Hie Term 1 Weeks 15 01420 Refund - WET Will o

e Close the Customer Details window

Notes: Customers can only be refunded through manual cheques (if exporting) or system
generated cheques (if not exporting).

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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25.1 Print the Refund Summary Report

The Refund Summary Report assists users with reconciling the EFT, System Generated and
Manual Cheque totals for Refunds. One or more batches can be be highlighted on the Receipts
Batches List View screen and the report can be printed and reconciled.

Activity: Print the Refunds Summary Report
RM Billing > Receipts
e Highlight the Refunds batches
c Receipts Batches List View ==
For Selected
2ms v # S mE|d 2T
Batch Mo Year Description
B ) ]
B 0
iImported EPA Financial Assistance Receipts_300325 11 FEB 2019 14:00
dImported ASA Financial Assistance Receipts 300325 11 FEB 2019 14:2 79.00
{Imported CLA Financial Assistance Receipts_300325 ¢ WO ¢ 11 FEB 2013 14:3 115.00
‘General Banking 11/02/19 i ND . 11FEB 2019155 484500
{Electronic Funds Transfer 11/02/13 {ND 11 FEB 2013 15:5. 1430.00
General Banking 12/02/19 MO 12FEE 2013104 BE0.00
e Click For Selected > Refund Summary
e Print the report to the screen
IWest Coast District High School
Refund Summary Report
Batch # Batch Description Refund Method Total
B00007 Refunds - Manual Cheque (WCT)
12/02/19
Manual Cheques $-550.00
Batch Total $-550.00
B00008 Refunds - System Cheque (J
Lornab) 12/02/19
System Cheques $-100.00
Batch Total $-100.00
B0000Y Refunds - EFT (J Sorrell) 12/02/19
EFT $-300.00
Batch Total $-300.00
e View and close the report
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26 Exporting to RM Finance

All receipts batches (General Banking, EFT, Corrections and Refunds) must be exported as
required. All batches must be exported 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 new
batches would then need to be created in RM Billiing.

On Export, a ‘Receipt Batch Export Summary’ Report will be sent straight to the printer. This will
include a list of exported batches, followed by a breakdown of the type of batches exported and a
total of each batch.

If exporting EFT batches, a system generated Batch number will be produced for the export eg:
RMBOOOO1EFT.

Before Exporting, RM Finance must be closed. If RM Finance is open, an error message ‘Too
many records to sort” may be received, which will prevent the export from proceeding. Once RM
Finance is closed and the export complete, the user can log back into RM Finance to print the
Batch Transaction report and update the batches.

IMPORTANT

Exporting to RM Finance must not be enabled until permission has been
granted by the school’s Senior Finance Consultant
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IMPORTANT

Ensure RM Finance is closed before exporting

26.1 Automatic Export to RM Finance

The same 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 separately if required.

Activity: Preparing for Automatic Export

Step 1 — Print the Daily Banking and Receipts Summary for the 3 Refunds Batches

The Daily Banking and Receipt Summary for the 3 Refund batches may be printed together or
they may be printed separately. Enter them as separate refund batches on the batch register.

RM Billing > Receipts

e Highlight the three Refunds batches

O Receipts Batches List View (23w
For Selected
20139 MRS BB SLT

Last Updated Batch Taotal

e Click For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 01/03/2019
REFUNDS
Rec# Amount Refunded To Student Name Details Batch# Status ChgHNo
33 5-100.00  Awveril Lornab LORMAR: Jessica Cutdoor Education General BOO00S D 0
34 5-300.00 Sylvestra Serr=ll SOBRRELL.: Jillian Year 11 Camp BOOROG D 0
33 5-350.00 West Coast Theatrs Hall Hire Term 1 Weeks 1-3 BOO0OT D 123368
Total for Refunds: $-950.00
Total for Report: $-950.00
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e Print a paper copy of the report and file it

e Fill in the Finance Batch Register using the Daily Banking Report and ensure all the Refund

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 **
Lype of Bank | E d
Date/Date Batch* an ncome Xpern Credit
Batch No Chi AIC Receipts Payments I E: d
Export From To {E} e o) i Notes neome epen

[E] BRay.
B00004 GB 1 | 4845
BO000O0S EF 1 1490
B00006 GB 1 660
B00007 123568 | 123568 | REF-Man 1 550
B00003 REF-Sys 1 100
B00009 REF-EFT 1 300

e Highlight the three Refunds batches
e Click For Selected > Print Receipts Summary
e Click Yes to print the Detailed Summary

Three reports for the batches will be generated. Print a paper copy of the reports and file them.

Step 2 — Print the Daily Banking and Receipts Summary for the Corrections Batch

RM Billing > Receipts

e Highlight the Correction Batch
e Click For Selected < Print Daily Banking

West Coast District High School
Daily Banking Summary 01/03/2019
Rec# Amount Rec'd From Student Name Details Batch# Status
EFTPOS
k) | §-235.00 Mr A Gold GOLD: Emily Voluntary Contributions ~ B00010 v
32 $235.00 Nir D Guester GUESTER: Kea Voluntary Contributions ~ B00010
Total EFTPOS $0.00
Total for Other Payment Types 50.00
Total for Report: $ 0.00

In this example, the nett effect of the reversal and re-entry is zero, as the total amount reversed
was Voluntary Contributions and the total amount re-entered was Voluntary Contributions.
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There has been no movement of funds between billing codes, so no changes will occur in RM
Finance. Any reversals and re-entry of receipts, resulting in the movement of funds from one
billing code to another and the movement from one budget code to another, must be reflected in

RM Finance.

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).

e Print a paper copy of the report and file it

e Highlight the Corrections Batch
e Click For Selected > Print Receipts Summary
e Click Yes to print the Detailed Summary
e Print and file the report
e Fill in the Batch Register
BATCH REGISTER
For the month of Period
BANK RELATED TRAMSACTIONS
Reference No Adjustments/Reversals =
vpe of Bank I Ex| d
Date/Date Batch® m ncome pen Credit
Batch No ch AIC Receipts Payments 1 Expend
Export From To {E] g | 1,23 (INC) (ESP) Notes N (E50)
[B] BRay,

B00004 GB 1 | 4845

B0000S EF 1 | 1490

B00006 GB 1 | 660

B00007 123568 | 123568 | REF-Man 1 550

B0000S REF-Sys 1 100

B00009 REF-EFT 1 300

B00010 Cor 0
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26.2Export Receipt Batches to RM Finance

RM Billing > Utilities

e Double click Export to RM Finance

[ Utilities
r Instructions - -
I the right hand panel, there @ Create Subject Biling Iternz
are a humber of icons with $ Export ta AM Finance

descriptive titles showing which
functions are avalable. @ Purge Former Roll Students

@ Update Student Mames from Admin
In order to start a function, .
plea_se d_c:uble ek am o @ Write offACancel Customer Debt
tequired icon. @ Wit off/Cancel Student Related Debt
@ ‘ear End Pracessing

Export to RM Finance £
This will export transactions to RM Finance, and cannot be undone.
Continue?

oY ]| Mo
e Click YES

e Highlight ALL the banking Refunds Batches and the Corrections Batch

Batches for Export

Description Open

* Re-allocation transactions 1] 4 Cancel

Notes: The Corrections Batch has a Nett effect of $0.00. While this batch is still
exprorted, it will not appear in RM Finance as there are no transactions to update.

Batch BO0004 has been closed and the receipts entered manually into RM Finance.
Reversal of subject charges resulting in unallocated credit and the re allocaton to other
subjects, has resulted in the re allocations within the batch. We will export this batch
later when we deal with Re-Allocations.
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e Click OK

e Check the settings on the Print Setup screen and click OK (do not cancel at this stage
otherwise transactions will not be exported)

The export process will begin

Processing

6 Updating Receipt Export date

|

] Export @1

Export Complete

e Click OK
e Close the Utilities window
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West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: Not Specified

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

B00004= General Banking 11/02/19 11/02/2019 11/02/2019 NO 0.00
BO00OT Refimds - Manual Cheque (WCT) 12/02/1% 12/02/2019 01/03/2019 YES -350.00
B00003 Befimds - System Cheque (J Lomab) 12102718 12/02/2019 01/03/2019 YES -100.00
BOOOOS Refimds - EFT (J Somrell) 12/02/19 12/02/2019 01/03/2019 YES -300.00
BO0010= Comections 12/02/19 12/02/2019 01/03/2019 YES 0.00

-950.00

Refund Breakdown on Batches Exported

RM Finance Batch Ref: RMBO000DD1EFT

BO0009 Refunds - EFT (J Sorrell) -300.00
12/02/19

Total EFT Refunds: -300.00

Cheque Refunds:

B000O7 Refunds - Manual Cheque (WCT)  -330.00
12/02/19
BOOOOS Refunds - System Cheque (J -100.00

Lomak) 12/02/19

Total Cheque Refunds -650.00

# Re-allocation transactions

# - Will not appear in F)\ Finance, as thers are no transactions which need to be updated.

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.
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26.3 Re-print the Receipts Batch Export Summary Report

It is possible to re-print the Receipts Batch Export Summary which have been previously sent
directly to the printer. The reports are listed in date/time order — decending, with the most recent
appearing at the top of the list. The default date displayed is set to 3 months prior to the current
system date. The user has the option of re-printing reports after a specific date or printing all
reports.

Activity: Re-print Receipts Batch Export Summary

RM Billing > Reports

Open the Audit Reports folder

Highlight Re-print Receipts Batch Export Summary
Select the ‘Show reports after’ radio button

Highlight the report to be printed

Reports @
&

Charges and Contributions Templates

Charges and Contributions Reports

- Re-print Receipts Batch
inatcial Reparts
Tranzactional Reports Expﬂrt Summary

Auydit Reports
D Audit Repart
D Audit Re-print
|:| Fe-print Beceiptz Batch Export Summary

eCoER w &

Select an Export Summary Report to Re-print

Audit Date
1 MaR 2019
12 FEB 2019 10:43:13

(®) Show reparts after: [1 DEC 2018

() Show all reports.

e Click Print and Ok to print to screen
e View and Close the report
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26.4 Check and Update the Transactions in RM Finance

It is now necessary to update the Expenditure transactions that have been automatically exported

from RM Billing to RM Finance

Activity: Update Exported Transactions in RM Finance

Update the Expenditure Batches in RM Finance

RM Finance >Transactions

;'?-ae." R
Y eports
e Select L ==

-
Y GENERAL REFORTS
A1 transactions
Batched transactions

e Select Expenditure only
e Select the Cheque Account only

° Clle Print

e Select the Batched Transactions report

Posting Detai

BOOOOT

BILLSS

04300

04308

Chegue Account
Tx 1458-West Coast Theatre
Ref 123588

Refund of Revenue-Other
Refund of Facilties Hire

BOOODS

LOR0OO1

M3100E

M3199

Chegue Account
Tx 1484-Averil Lornab
Ref Ref Number

Averil Lornab
(Other Suspense Accounts
Biling Suspense

RIBOOOOMMEFT

SORO01 Syhvestra Sorrell

04500 Refund of Revenue-Charges/ContiFee
04506 Charges - Refund

Cheque Account

Tx 1465-Syhvestra Sorrell

Ref EFT

RIBOOOOMMEFT

SORO01 Sylvestra Sorrell

04500 Refund of Revenue-Charges/ContiFee
04506 Charges - Refund

Chegue Account

Tx 1465-Sylvestra Sorrell

Ref EFT

ESP

ESP

ESP

ESP

Date

1MAR 2018

1MAR 2018

1MAR 2018

1MAR 2018

200.00

100.00

150.00

136.36

Tax Total Voucher
50.00 1 550.00 ci

8 100.00 ci

0 150.00 ci
1384 1 150.00 ci

e Check the report against the Receipts Summary
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RM Finance > Transactions

Update the Expenditure batch for West Coast Theatre/Manual cheque

e Click View/Post Batch
e Select Expenditure and Credit Notes
e Enter Batch BO0007

Find Batch
( Find Batched Expenditure ] Controls
C, Displa
e Click Display * isslau
e Click Select All
7l Post Batch to Expenditure Accounts -9 [5al
i Gross h
Ref. [ate Perind Yalue Contiols
123363 1 MAR 2019 1 530,00

Source F Supplier EILL99 Hett 500.00
Eudget 45058 Tax 50.00
Analysizs D400

Batch Ref.  BOOOO?

Type ESP

Description Tx 1469-"West Coast Theatre

Eank 1 Cheque Account

-

@k Find Eatch

+ Lpdate

Window

Total to post

550.00

E_ Close window

2 Help

e Click + Update

Are pou zure you want to post the selected items? Mo

e Click Yes

bz

e Click —

ClviCa
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RM Finance > Transactions

Update the Expenditure batch for Jessica Lornab/System Generated Cheque

e Click View/Post Batch
e Select Expenditure and Credit Notes
e Enter Batch BO0008

Find Batch
( Find Batched Expenditure ] Controls
Q) Dpisplay
Batch Ref ERRGEE
H i Dizpl
e Click Display Q pisplay
e Click Select All
7l Post Batch to Expenditure Accounts =
~
Gross
Ref. Date Period al ue "JE'] Contnols
Fef Mumber- 1 MAR 2019 1 100.00  YES @% Find Batch
Source / Supplier LOROO1 Nett 100.00
Budget H3199 Tax 0.oo
Analysis N3100E
Batch Ref.  BOOOODS
Type ESP
Description Tx 1464-dveril Lornab v ik
Bank 1 Cheque Account
. YWindow
-
it 0 o000 O cClose window
P Help

CIICk \/ Update

[ ]
e Click Yes
e Click lTﬂ
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View the System Cheque

RM Finance > Transactions

e Click Payments
e Select Print Payments

The cheque is ready to be printed.

e Clickonthe ¥ Jto highlight the line

Print Payments

-~ -

Supplier  Alt Payes Invoice Number  Date Printed amount W

LOROO 1 MAR 2019 100. 00

1 Transactions Total 16888
L
1
77 ; 7T, ; AT )
¥ Print P t: des Print 411 Y=/ Print Selected i’mose Hel
rint Payments rim rint Selecte ?J p

e Click Print Payments
e The cheque number is added prior to printing

Cheque Number ?

Please enter the first Cheque Nurmber
far thiz Cheque Printing Run.

Cancel | 0K I
e Click OK

Have the Cheques printed OF, 7 No |

e Click Yes and Close
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RM Finance > Transactions
Updating the Expenditure batch for Jillian Sorrell/lEFT Refund RMBOOOOO1EFT

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 certify the batch.
This involves the Principal logging into RM Finance to certify the batch and then logging out.
The Registrar will then log into 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. The same steps

are carried out until the update screen is displayed.

An EFT batch is updated by the EFT/BPAY Payment Summary option

e Click View/Post Batch

e Select EFT/BPAY Payment Summary

Expenditure
|| Expenditure and Credit Mates

SS— o
FEFTIBPM’ Payrment Sumrmat Ly

e Enter the Batch Reference RMBOOOO0O1EFT

Find Batch
[ Find Batched EFT/BPAY Expenditure ] Controls
), pispla
Batch Ref RMEBEEAE1EFT
H i [izpla
e Click Display Q pisplay
7l Post Batch to EFT/BPAY Expenditure Accounts 7=
- -
Gross
Ref. Date Periad Walue  Certified Controls
EFT 1 MAR 2019 1 150. 00 HO ;
EFT 1 MAR 2019 1 150.00 MO dh Find Batch
[] Add Remittance
Message
Print Payrment
Source # Supplier SOROO1 Mett 150.00 Summary
Budget D406 Tax 0.0a n .
i LCertify
Analysis D4600 .
Batch Ref.  RMEOOOO01EFT # lneertify
Type ESP
EFTRef  WCDHS 5" lipdate
Bank 1 Cheque Account
e Window
£ -
Total ta post [ Clese window
P el
\

e Click H Quewinkw and Close Finance
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27 RM Billing and Administration Module
27.1 Moving a Student to the Former Roll

When a student is moved to the Former Roll their RM Billing Information can still be accessed.

Activity: Moving Students to the Former Roll

General > Student Details

e Use the Search field to locate John Smother
e Click Move Student to Former Roll B

John Smother is leaving school today and needs to be moved to the Former Roll. Move him to
the Former Roll and then locate his details in RM Billing.

Search |SMO.)

Warning

e Click Yes

e <Tab> to accept the default date
e Select a destination and enter a reason for leaving

Leaving Details

Leave Date 1 M&R 2019 [

Destination | Morthampton D.H.5.

b

Reason for Leaving | Moved Address

Cancel

e Click OK

Change Attendance Details

From which date do you want to change the roll
status for John Smather 7

Todayz Date

e Click Remove from all current and future cohorts
e Yes to save a copy of the teaching sets
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27.2Student Name Changes

Occasionally, student name changes occur. When this change is made in General > Students,
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: Update a Student Name Change

Brent Murray’s guardians have provided the relevant documentation advising that Brent will now
be known as Brent Donovan.

General > Student Details

e Load the Records for Brent Murray

e Click on Edit student ¢
e Enter Donovan in the Surname and Legal Surname

Persanal lFamiI_l,J Group l Additionall toverment Hist.

Sumame | Donowan

Legal Sumame | Dongvan

e Click OK

Note: The name change is not currently showing in Student list

RM Billing > Students

e Find Brent Murray
e Open Brent Murray’s record

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 Brent Donovan’ s record
¢ Note that the name details have updated

Surmame Krown Marne

[DONDVAN |Brent

e Click Return to View =
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Activity: View records of Former Roll Students

RM Billing > Students

Once a student has been moved to the Former Roll, their records are still available in RM Billing.

Open the records for John Smother.

e Clickon
e Select the Former Roll

dh

from the drop down list

Preferred Mame

SurnamesRef. No. | SMOTHER

Year Group

Roll Status

Farmer

g

. . . Find

e Type Smother into the Surname/Ref field and click lLI
e Double Click on his name to open his records
e Click on the Billing Iltems tab

| Student Details =]

2019 vie 4 a4 S

Sumamea Krnown Name

|5M[|‘|’|-|EH |Juhn Show Billing Iberms with Outstanding Arolnks
Detailsl Subjects Billing ltems lHeceiptsl Transactions] Notesl Invoicesl Sec Fin Assist

Ref [rate Type Amount GST  Disc Pad |Balance |Bill Code Batch# Comment Status Reazon
343 31 JAN 2019 DR BO.00: O 0.00: 000 ED.DDE CHGOM 00007 :GECAE - Career a

3|0 131 JAM 2019 (DR 50000 0 0.00¢ 000 50.00; CHGOT ;00000 GEEES - Earth arw

351 131 JAN 2019 (DR BO.00: O 0.00; 000 50.00: CHGOT 100000 :GEENG - English [

352 £31JAN 2019 DR BO.00: O 0.00: 000 50.00: CHGOT 100000 :GEHIM - Modem b

383 £31JAN 2019 DR i 1o000: 0 0.00; 0.00;| 10000 CHGOT (00007 (GEOED - OutdooriA: 1444 iReversed - |
354 131JAM 2019 (DR P 100.00; 0 0.00;  0.00: ) 10000 CHGOT 00001 {GEPES - Physical

507 i11FEE 2019 :CR 20.00: 0 0.00; 000 20.00: QOCOT 100002 2019 School rear

A0 11 FEB 2019 :CA 1800 O 0.00; 000 15.00: VOLOT 100003 :2019 Chaplaincy

1339 1FEBE 2018 (DR :10000: 0 0.00; 0.00;| 10000 CHGOZ (00005 2019 Camp Activit

1340 $1FEE 2013 (DR 50000 0 0.00¢ 000 50.00;) CHGOZ 00005 (2019 Camp Transy

1341 {1FEB 2015 (DR :180.00: 1 0.00; 0.00; | 150,00 CHGO3 00005 {2019 Camp Food

1444 £12FEB 2019 RV i10000: 0 0.00: 0.00; | -100.00¢ CHGOT {00007 (GEQED - Outdoor :V: 353 Reverzal - b
£ >
TOTALS: Amount £3500 Discount 000 Paid 000 Balance E35.00

Add Billing Item Reversal Adjustment Dizcount

Last Modified 12/0241914:08 By ADMIN

John still has an outstanding balance on all his billing items
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e ReturntoView ©
e Highlight his name
e Click For Selected > Print Statement
e Type today’s date
e Follow the printer prompts
Although John has left the school, it is still possible to print and send a statement
West Coast District High
1120 Hay Road
PERTH Western Australia 6005
Australia
Ph: 9412 3456
ABHN: Mot Specified
Statement
Mr R Smother
30 5t Lanrent Mews
DALKEITH WA 6012
Transactions for the peried 01/03/2019 to 01/03/201%.
Type Tt Date I Details Amount
John SMOTHER Year11 Form 11.3 Student Number 20512535
01/032019 359 Opening Balance 563500
Closing balance as at 1 MAR 2019 $635.00
Balance Owing as at 1 MAR 2019 $635.00
GST on Balance Owing $13.64
Summary of Qutstanding Amounts by Category for All Years
Category Previous Tears 2019 Future Years Totals
Veluntary Contributions §15.00 §15.00
Charges § 600.00 § 600.00
Other Optional Costs §20.00 §20.00
Totals §0.00 § 633.00 §0.00 §633.00
Total Balance Owing (All Years) $635.00
Flease contactthe school office on 89229 7777 if you have any queries regarding this statement.
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27.2.1 RM 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.

Click on Update Student Details from Admin, the following message will appear.

To update RM Billing with any student name changes from the Administration module, click

[ ]
Update Student Names from Admin I’ o I

Running this process will ensure that all student names stored in RM Billing

match the corresponding student names stored in the Administration moedule,

Do you wish to continue?

| Yes | ’ Mo ]
[ ]
Yes.
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28 Write-offs

It will be necessary to write off irrecoverable charges from students on the Current and Former Roll
and sometimes it may be necessary to write off customer debt. 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 and customers.

Refer to the 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 the Corporate Business Services to write-off 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 per
student. 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.

A copy of the write-off application form is shown on the following page.
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School Debt Write-Off Application Form ($5 000 or less)

Referto section 3.3.6 of the Financial Management in Schaools: Finance and Accounting for write-off details.
Any 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.

6. Principal to e-mail a copy of the form to Corporate Business Senvices (CBS) (supporting documents not required) for final appraval

| located in the signature box below. An application form emailed by any other person will not be accepted.

e-mail:

Click the "Send" button below to automatically email this application form to CBS for processing OR
manually email this form by the principal to: FINACCREC@education.wa.edu.au

MNeame of Schesl:

Contact Name:

Region:
Phene Ne:
Write-Off Ref:|
[Far matific ation purpoze]
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?

[Sustem generated)

PROVISICNAL APPROVAL

Principal’s Mame

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 at the schoaol.

b ]

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 authaority once every 6 months. Principal will be advised of the write-off as soon as itis approve
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28.1Writing Off Debt from Students and Customers

As part of the end of month process and at the end of each year, it is necessary to review students

on the current and former rolls and write off irrecoverable charges and cancel uncollected voluntary
contributions. If Customer debt is to be written off, then the same procedure are carried out as with

students.

When writing off billing items from students, the user will access Write off/Cancel Student Related
Debt via the Utilities menu.

When writing off billing items for Customers, the user will access Write off/Cancel Customer
Related Debt via the Utilities menu.

28.1.1 Creating Billing Item Batches to hold written-off or cancelled amounts

Activity: Create a Billing Items Batch for items Write Off/Cancel
Students Debt

Create a Billing Item batch for these write off/cancelled items to be processed into. These
batches will only need to be created when required for write-off purposes

RM Billing > Billing Items

e Click Add Item
e Enter the description as Write-off/Cancel student related debt <$5000 per student
e Click OK

= Billing ltems =
& 2

Batch Mo Description

| noona |W’lile—ul[i[ﬁancel student related debt < $5000 per student

Biatch Deetais [Batch Biling liems |

Batch No 00009 Updated: | Mon 18 MaR 19 15:26

Billing Year |2q19

» Created: | hon 18 MAR 19 15:25

Description |Write-off;"Cancel student related debt < $5000 per student

Batch Total | wil Open: YES

e Click Return to View 2

Note:. Billing Iltem Batches can be duplicated from the Billing Iltems list by selecting the
batch to be duplicated and choosing For Selected > Duplicate Batch.
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Activity: Create a Billing Items Batch for items Written Off -
Customers

Repeat to create a Billing Item batch for West Coast Theatre who have gone into receivership.

RM Billing > Billing Items

e Click Add Item
e Enter the description as Write-off/Cancel customer related debt <$5,000 per customer

= Billing Items =
& 2

Batch Mo Description

| no010 | wiite-off/Cancel customer related debt < $5000 per customer

Biatch Deetais [Batch Biling ltems |

Batch No oaato Updated: | Mon 18 MaR 13 15:28

Billing Year |2q19

» Created: | hon 18 MAR 19 15:28

Description |Write-0ff;"[ﬁancel cuzstomer related debt < $5000 per customer

Batch Total | Mil Open: YES
e Click OK
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28.1.2 Writing off Debt from Students

When charges or contributions are deemed as unrecoverable from students they can be written off

or cancelled.

Activity: Write off Debt from Students

dealt with after the current roll students.

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). Hawve you created a write-off batch?

e Click Yes
e Select 2019 as the Year

Write-Off/Cancel Student-Related Debt

|2U19 v

Select Year

Select students | @ | 0 Students Selected

LCancel

Click Student Find
Select Year Group 11 > Find

Click Select and Yes
Click OK

e Highlight the students and select debt to Writeoff/Cancel

Charges and contributions have been deemed as unrecoverable from Kate Osterburg, Kelly
Anne Mojo, Lauren Marston and John Smother. Produce a write-off report for the Principal to
sign. Write off debt for these students. As John Smother is now on the former roll, he will be

Highlight, Lauren Marston, Kelly Anne Mojo and Kate Osterburg

| Write-off/Cancel Student Debt

For 5elected

& &

Student Mame

| vear |Fom | ] CHG |[¥]vOL | [(CJa0uU [[C1TMP | ] RES |[C]vaR |Ml00C | (N | Total

£25.00 5.00 0.00 0.00
111 25,00 0.00 0.00
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e Click Print Selected .@a

Note: This report must be printed, signed by the Principal and filed in the write-off file.

West Coast District High School
Write-off/Cancel Student-Related Debt

Qutstanding amounts for the Billing Year 2019
3 Students Selected

Student Name Year Form Debtor Hame CHG VoL oocC Total

MARSTON: Lauren 11 11.1 Mr A Marston 625.00 15.00 20.00 £60.00
MOJO: Kelly-Ann 11 11.1 Mr G Majo §25.00 15.00 20.00 §60.00
OSTERBURG: Kate 11 11.1 Mrs M Osterburg §25.00 15.00 20.00 §60.00
Totals for Report 1.875.00 43.00 £0.00 1.980.00

* Note: VOL and VAR amounts are not subject to write-off.

|:| PROVISIONAL APPROVAL - Individual debts 55 000.00 or less
In accordance with Treasurer's Instruction 107, I hersby provisienally 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 53000 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

OFR zchool.

I:' CERTIFICATION - Individual debts more than 53 000.00
All appropriate recovery action has been taken. I hereby request for an approval to write off the above items.

Comment

Principal's Name Principal's Sipnature Date

Key

CHG - Chargss TMP - Temporary Visa Overseas Student Fees  QOC - Other Optional Costs
'OL - Veoluntary Contributions RES - Residential Boarding Fees /A - Not Applicable

ADU - Adult Student Fees VAFR. - Voluntary Approved Requests

Note: Clicking S 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.

e Close the report
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Click For Selected > Write off/Cancel Student Related Debt

Write-off/Cancel Student-Related Debt I I

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

Click Yes

Write-off/Cancel Student-Related Debt

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

Click Yes

<Tab> in the Batch field and select the Write-off/Cancel Student Related Debt <$5000 per
student batch

Enter the reason for the write off as Provisional Approval dd/mm/yy

Write-off/Cancel Student-Related Debt

Batch: 00nog irite-off/Cancel student related debt <$5000 per st

Reazon: | Provizional Approsal dd/mm.fyy

LCancel

Click OK

Student Write-offs @

All write-offs/cancellations completed successfully,

Click OK
Close the Write off/Cancel Student Related Debt window
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John Smother has left the school and it has been deemed that his Charges and Contributions
will not be recovered, so this debt will be written off.

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

Write-Off/Cancel Student-Related Debt l"""""-l

Before using this function you must create a billing items write-off batch (from
Billing Iterns). Hawve you created a write-off batch?

e Click Yes
e Select 2019 from the drop down menu

Write-Off/Cancel Student-Related Debt

Select vear 2019 W

e Click Student Find 8|

¢ Change the Roll Status to Former | "%t [Fomer =]

o Type Smother into the Surname/Ref. No | Suname/Rel No. [SMOTHER |and click

Write-Off/Cancel Student-Related Debt

Select Year 2013 v

Select students 1 Students selected

ak Cancel

e Click OK
e Highlight John Smother’s record
e Select to Writeoff/Cancel debt related to Charges, Vols and Other Optional Costs

& Write-off/Cancel Student Debt (=3
For Selected

&g

Student Mame | vear |Form | [ CHG [[¥IvOL | CJapu | TMP | [ RES |[C]vaR |[WooC | CINA | Total
SMOTHER: John I 1.3 15.00 0.00 0.00 0.00 000 20.00 0.0o
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54

e Click Print Selected

Note: This report must be printed, signed by the Principal and filed in the write-off file.

West Coast District High School
Write-offiCancel Student-Related Debt

Qutstanding amounts for the Billing Year 2019
1 Students Selected

Student Hame Year Form Debtor Name CHG VoL

00C Total

SMOTHER: John 11 113 Mr R Smother 600.00 15.00

20.00 635.00

Totals for Report 600.00 15.00

20,00 633.00

* Note: VOL and VAR amounts are not subject to write-off.

e View and close the report
e Click 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 cutstanding 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 <Tab> in the Batch and select the Write-off batch
e Enter the reason for the write off as ‘Provisional approval dd/mm/yy’

Write-off/Cancel Student-Related Debt

Batch: 00009 Wwiite-off/Cancel student related debt <$5000 per st

Feason: | Provizional Approsal dd/mm.fyy

LCancel
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Click OK

Student Write-offs g

All write-offs/cancellations completed successfully.

Click OK
Close the Write-off/Cancel Student Related Debt window
Close Utilities

Note: All debt for the selected year will be cleared against the nominated student

IMPORTANT:

Use the write-off report from RM Billing and follow the write-off
procedures to submit the School Debt Write Off Application Form

($5,000 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 Written Off/Cancelled Billing Items in Students

Records

RM Billing > Students

e Open the record for Kate Osterburg
e Select the Billing Items Tab
e Click on the Reason header
e View the written off and cancelled debt
| Student Details (=3
203 v 4 &> S 2
Surnamea Knowr M anne
|DSTEHBUHE |Kale Show Billing ltems with Outstanding Amounts
Detailsl Subjects Billing ltems ]Heceiptsl Transactionsl Notes] Invoicesl Sec Fin Assist
ype Amount GST  Disc  Paid Balance Bill Code Batch# Cormment Statusz Reason
R 50.00: 0 00o0: 000 5000 CHGO1 (00001 (AEGED - Geograpis: 1495 Wwiritten off - Provigional Approveal T 4
R 50.00: 0 0oo: 000 50.00: CHGO1 00001 :AEHBY - Human EiA: 1496 \whitken off - Provizional Appraveal 1
R 50.00: 0 0oo: 000 50.00: CHGO1 00001 :AEHIM - Madern HA: 1497 \whitken off - Provizional Appraveal 1
R 50.00: 0 00o0: 000 50.00: CHGO1 00001 (AEIMD - Indonesic s 1493 “wiitken off - Provizional &pprosveal 1
R 50.00: 0 00o0: 000 50.00: CHGO1 00001 (AELIT - Literature 4 1499 “wiitken off - Provizional &pprosveal 1
R 50.00: 0 000 000 50008 CHGOT 00007 (GEMAE - Mathemda: 1500 Wwitten off - Provizional &pproveal 1
R 2000: 0 000 000 20,008 00CO0T 00002 :2019 School veari4; 1501 Wwitten off - Provizional &pproveal 1
R 15.00: 0 0oo: 000 15.00: vOLOT 00003 2019 Chaplaincy iA: 1502 Catwcelled - Provizional Approveal 14
R i10000: 0 000: 000 100.00: CHGOZ (00005 ;2019 Camp Activit: A: 1503 \whitken off - Provizional Appraveal 1
R 50.00: 0 00o0: 000 50.00: CHGO3 00005 2013 Camp Transga: 1504 “wiitken off - Provizional &pprosveal 1
R i 150.00: 1 000: 000 15000 CHGO3 (00005 (2019 Camp Food :4: 1505 “wiitken off - Provizional &pprosveal 1
3] 2500 0 0oo: 000 25.00¢ CHGOZ (00006 (2013 Museumn of %A 1506 Wiitken off - Provizional Approsveal 1
0 A000: 0 000 000 -B000: CHGOT (00009 (AEGED - Geograp: T: 247 whikeoff - Provizgional &pprovesl 18/
B &0.00; 0 000: 000 5000 CHGOT 00009 :AEHBY -Human ET: 248 Wwriteoff - Provisional Approveal 18/
] B0.00: 0 0oo: 000 000 CHGOT (00009 :AEHIM - Modem B T: 245 Wwriteoff - Provizsional Approveal 18/
b S0.00; 0 000: 000 5000 CHGOT 00009 :AEIMD - Indonesiz T: 250 wiribeaff - Provisional &pproveal 18/,
< | >
TOTALS: Amount 0.00 Discount 000 Paid 000 Balance 0.00
Add Billing Item Bewerzal Adjuztrnemnt Dlizcourt
Last Modified 18/0341915:36 By ADMIM
. [ Show Billing tems with Dutztanding Ammounts
e Click on
| Student Details ==
2019 v 4 AP &2
Surnarne Ko M arme Adjuzstrent amounts included in balahces but not zhawn separately
||:|5]'EHB|_|H|3 |Kate Shiow Al Tranzactions

Detailsl Subjects Biling ltems lHeceiptsl Tlansactions] Notesl Invoicesl Sec Fin Assist

T_l,lpe_.t‘-\mount_GST_ Disc_ F'aid_ Balance_ BillCDde_Batchﬂ_Eomment _Status

Reason

e View the screen and Close
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28.1.3 Writing off Debt from Customers

When charges are deemed as irrecoverable from customers they can be written off.

Activity: Write off Debt from Customers

West Coast Theatre has gone into receivership and charges have been deemed as
irrecoverable. 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

Write-Off/Cancel Customer Debt L“"]

Before using this function you must create a billing items write-off batch (from
Billing Iterns). Hawve you created a write-off batch?

e Click Yes
e Select 2019 from the drop down menu

e Click Customer Find
e Select West Coast Theatre

Write-Off/Cancel Customer Debt

Select vear 23 W Select customer |

Customer Name  |\West Coast Theatre

Ref  Date Bl Code Balance  GST Comment
1417 11 FEB 2019  HIRD1 435.00 1 2019 Hall Hire Term 1%

e Select the line for the Hall Hire for $495
e Click OK

Write-Off/Cancel Customer Debt

The selected cutstanding amounts for billing year 2019 will be removed. This
process cannot be undene,
Do you wish to continue?

e Click Yes

e <Tab> in the Batch and select the Write-off/Cancel customer related debt<$5,000
e Enter the reason for the write off as Provisional Approval dd/mm/yyyy
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Write-off/Cancel Customer Debt

Batch: oa01o ‘witeoff/Cancel customer related debt <$5000 per o

Reason: | Provizional Approval dd/mm.yey

ok l [ LCancel

e Click OK

Customer Write-offs @

All write-offs/cancellations completed successfully.

e Click OK
e Close the Write off Customer Debt window
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28.1.4 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.

Print the transactions summary report for West Coast Theatre for the Principal to sign and to be

RM Billing > Reports >Transactional Reports

e Select the Transaction Summary

e Select Billing Items
e Click Customer Find
e Select West Coast Theatre
e Enter the relevant date range or delete the dates
e Select the Other tab
e Enter the Reason containing as Writeoff (No spaces)
& Reports [
b =
[0 Charges and Contributions Templates Transaction Summary
1 Charges and Contributions Reports (®) Billing ltems () Receipts ) Both
[0 Financial Reports Students
A Transactional Reparts | w| | Mew Dueny
D Re-Frint e-I Transactions Group and subtotal by student Student Tatals Only
[] Re-Print fwbo Allocate Transactions Custamers
D Timetabled Subjects and Biling [tems | (1) Customers Selected
[ Secondam Financial Assistance Summary Fram Diate | To |
1 awdit Reports From Rl | o |
Billing Eodes] Billing Options  Other l
Corections |No Search v
Reason
containing | Witieoff
Cance
e Click Print
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West Coast District High School

Transaction Summary

Search Criteria

From Date 01/02/19 To Date31/0319
Billing ltems only

Reasons Containing: writeoff

1 Customers Selected

Ref Date Rec# Type Status Bill Code Amt GST Disc Bal Student/Cust Description Reason Operator

1517 180319 AD  T:1417  HIR0L -5495.00 -545.00 S0.00  -S495.00 West Coast Theatre 2019 Hall Hirs Term I Writsoff - Provisional ADMIN
Wesks 6-10 Approval 18/03/19

Totals for Report -5495.00 -545.00 S0.00  -5495.00

IMPORTANT: Use the write-off report from RM Billing and follow the
write-off procedures to submit the School Debt Write Off Application

Form ($5,000 or less) to Corporate Business Services for final write off
approval from the Director General.
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28.1.5 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: Closing the Write-off Batch for Students

As the write-off has now been completed and the School Debt Write-off Application Form
($5,000 or less), submitted it off the write-off batches for students and customers can be closed.

RM Billing > Billing Items

e Ensure 2019 is selected from the drop down menu
e Highlight the two Writeoff batches

illing Items Batc| st View

For Selected

2013 VR R EGEBE SLT

Batch Mo “Year Description Open  Last Updated Batch Total
0ooa 209 {Subjects Batch 2019 YES 12FEB 2019140241 | 19450.00
noonz 12019 {School Year Book YES {11 FER 2019152819 ¢ 2580.00
oooo3 52019 EEhapIainc:_l,l TES ‘I‘I FEB 2019 15:28:20 15380.00
00004 2019 i Loveer School Vaoluntar Contributions YES (11 FEB 20197152822 15157.50
00o0s 12019 vear 11 Camp YES i1 MAR 2019143335 © 19500.00
0000e 52019 EMuseum of W4 Excursion Modem Histore ATAR 11 YES 'I FEB 2013 15:10:02 500.00
ooogy 12019 ‘wiest Coast Theatre - Hall Hire i OYES i1 MAR 2019144254 ¢ 453500
n0ons 12019 in iew Tenriz Club - Hire of Tennis Courts i vES  11FER 20191545944 ¢ 240.00
00003 wirite-off. ident related debt < $5000 pe En YES A 42:02 -2E15.00
00010 W stomer related debt < $5000 per custormer  YES 18 MAR 2019154613 -435.00

e Click For Selected > Close Batch

Close &J

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

e Click Yes

IMPORTANT:

When writing off student and/or customer debt for more than $5,000
approval must be received from the Director General prior to completing

the process. Once the write-off report has been printed and signed by
the Principal, the School Debt Application Form (over $5,000) must be
submitted. When approval is received the write-off process can be
completed.
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29 Unallocated Credit

As part of the End of Month Process, the Unallocated Credit Listing Report should be viewed in
order to identify students and customers with unallocated credit. Users should endeavour to clear

unallocated credit where ever possible

29.1 Allocate Unallocated Credit via the Student Record

Activity: Review Unallocated Credit

Rhys Fitton has unallocated credit due to an overpayment made earlier. We have been advised
that the payment relates to the Year 11 Camp which Rhys will be attending. Some students have
credit related to the Outdoor Education course being discontinued.

RM Billing > Reports > Financial Reports

e Select the Unallocated Credit Listing Report
e Select to view Students
e Print and OK

West Coast District High School
Unallocated Credit Listing as at 18/03/19
Students
Student Hame Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total
FITTON: Bhys 10 10.3 -5300.00 50.00 §0.00 $300.00 §300.00
FULTER.: Michasl 11 113 §235.00 5333.00 §0.00 $100.00 $100.00
MARONEY: David * 11 113 5285.00 5383.00 5100.00 50.00 $100.00
Total Unallocated Credit for All Students S100.00 5400.00 5500.00
* Indicates all/'some unallocated credit belongs to Government Subsidy receipts

e View and Close

Add the Billing Items and Apply the Unallocated Credit

RM Billing > Students

e Open the record for Rhys Fitton
e Click on the Billing Iltems tab
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| Student Details

2013 v 1abr &2
Sumame Krniown Wame
|FITTI]N |F|h_-'-s Shaw Billing [tems with Qutstanding Amaunts

Details] Subjects Billing ltems lHeceiptsl Tlansactions] Notesl Invoices] Sec Fin Assizt

TOTALS: Amount 27000 Discount 000 Paid 270.00 Balance 0.00

Unallocated Credit
Amournt 300,00 | Alocate Add Billing ltem Beverzal Adjuztment Dizcount

Ref  Date Type Amount GST  Diec  Paid Balance Bill Code Batch#t Comment Status Reason
21 11 FEB 2019 DR 20000: 0 000 2000 0.00: 0OCO 00002 2019 School Year

22 11 FEB 2019 DR 15.00: 0 o0 1500 0.00: waLol 00003 2019 Chaplainey

623 11FEB 2019 (DA 25.00{ 0 0.00; 2500 0.00; oLl 00004 $20019 English

624 11 FEB 2019 DR 25.00! 0 0.00; 2500 0.00; oLl 00004 2009 Science

25 11FEE 2019 DR 2500 0 000 2500 0.00: waLol 00004 2009 Maths

E26 11 FEB 2019 DR 25.00: 0 o0 2500 0.00: waLol 00004 2019 Humanities &

E27 11 FEB 2019 DR 30.00: 0 0.o0: 3000 0.00: vaLol 00004 2019 Health and F

628 11FEB 2019 (DA 15.00¢ 0 0.00; 1500 0.00; oLl 00004 (2019 LOTE

623 11FEB 2019 (DA 5E.00¢ 0 0.00; 5600 0.00; wOoLol 00004 $20019 Design and -

530 :11FEE 2019 DR 34.00; 0 000 34.00 0.00: waLol 00004 (2009 At

£ >

Last Modified 11/02/1913:48 By ADMIN

. Add Billing [t
e Click on [ A%8inslten

e Select to Add to Billing Item Batch and click OK

Add Billing Item

(@ Add to Billing tem Batch:

() Add Subject Billing ltem

ak ] [ LCancel

Select Year
Please select the Billing v'ear

209 v

Cancel

e Click OK to 2019
e Selectthe Year 11 Camp
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o

Please double-click on your selection,

B atch Mumber Dezcription

0oooz2 School ear Book, -

Qoooz Chaplaincy

00004 Lawer School Waoluntar Contributions

rear 11 Camp

0000E Museum of "W Escursion Modern History ATAR 11

oooa? West Coast Theatre - Hall Hire

0oooa Oceanview Tennis Club - Hire of Tenniz Courts

] I | r

Edit ] [ [iT3 ] [ Cancel

e Click OK

e Highlight the three 2019 Camp billing items

0.00: 34, EIEIE 0.00: VEILEH 100004 ;2013 Art

B3l 11FEE 2EI19 DFE 34.00: 0
1]
1]

e Click on Allocate

e Allocate the 300 against the Camp billing items

Allocate
Enter the amount to allocate [up to $300.00) ISDD
e Click OK
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29.2 Auto Allocate Unallocated Credit

The other students’ Unallocated Credit is a result of reversal of a discontinued Subject that had
been paid for. If the credit is GV, it must be be allocated to Billing Items in the order described in
the Table in Section 8.2.1 of these Training Notes.

Activity: Allocate Unallocated Credit to Subject Costs

be given).

RM Billing > Billing

Michael Fulter has unpaid Billing Items and $100 credit due to the discontinued Outdoor
Education subject. We will allocate his credit to his Camp Billing Items (parental permission must

David Maroney has GV credit due to the discontinued Outdoor Education subject. This can also
be allocated to other unpaid charges.

ltems

e Double click on the Year 11 Camp Batch
e Click on the Batch Billing Iltems Tab

e Toremove any Reversals and Adjustments click on

Click on the filter button /
Enter Balance > 0.00

Show Outstanding Amounts

i

=]

] Choose Billing ltems
Show billing items with:
[ Iear = | [
[ ]Famn = I—V
Ealance 5 I—m
ClGsT = I T¥
[ ] Billing Codes
Code | Dezcrption
CHGOZ iExcurzions ~

HIRO Hire of Facilities

F i Mot Applicable

QOCO  iOther Optional Costs
REFO3 iRefunds -Facilities Hire

.

REF02 :Refunds-Charges e
(J0R  (®AND [u] 4 Cancel
e Click OK
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All items with a balance to pay will be highlighted.

O Billing Items B
& | 2
Batch No Description
| 00o0S |‘|"eal 11 Camp Show All Tranzactions
Batch Detalls Batch Billing Iters
Student/Cust Year Farm Amount GST Statuz  Reazon /
0 -
0
] 3 1 0.00 pFo g
1168 :BLACK: Jenny 11 #1711 10000 0 0o0: 10000 0.00:CHGEO3 2019 Camp Achivitie: D
1169 iBLACK: Jenny 11 1111 ¢ 5000 O 0o0; 50,00 0.00:CHGO3  $2019 Camp Tranzpo:
1170 BLACK: Jenny 11 1111 £ 15000; 1 0.00; 150,00 0.00;CHGO3  :2019 Camp Food =,
1171 iCAMPBELL: Ashli 11 :11.2 © 10000: 0 0o0: 10000 0.00:CHGO3  i2019 Camp Activitie:
1172 :CAMPBELL: Azhl: 11 £11.2 ¢ BO0OD: 0 Qoo B0.00 0.00:CHGEO3 2019 Camp Transpo: (7
1173 i CAMPBELL: Azhl: 11 £11.2 £ 15000 1 0o0: 150,00 0.00:CHGEO3 2019 Camp Food
1174 iCAS50M: Shane? 11 17,3 £ 10000; O 0.00; 10000 0.00iCHGO3  $2019 Camp Achivitie: A
1175 iCAS50M: Shane 11 11,3 0 5000 O 000; 50,00 0.00:CHGO3  $2019 Camp Tranzpo:
1176 i CASS0M: Shane: 11 :11.3 0 15000: 1 0o0: 150,00 0.00:CHGO3  :2019 Camp Faod
1177 :CO0PER: Ryan ¢ 11 111 £ 10000 0 0o0: 10000 0.00:CHGEO3 2019 Camp Achivitie:
1178 :CO0PER: Ryan ¢ 11 111 ¢ 5000 0 Qoo A0.00 0.00:CHGEO3 2019 Camp Transpo:
R 1
1] 0,00 0.0
_____ o noo .00 -
£ >
TOTALS: Amount | 2012500 Dizcount Mil  Paid 360000 Balance| 15,300.00
SELECTED TOTALS: Amount | 1532500 Discount Hil  Paid Wil Balance| 15,300.00
Adjustment amaounts included in balances but not shown separately oK, Cancel

e Click Auto-Allocate

Auto Allocate

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

e Click Yes to the message

Auto Allocate

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

e Click OK
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Note: This process should be repeated for other Billing Iltems until all the credit for all
students is allocated.

Auto Allocate

Has the report printed OK?

e Click Yes to the Report Printed OK

The Auto-Allocation Report will be sent straight to the printer

West Coast District High School
Automatic Allocation of Credit - 18 March 2019 19:54:31
A |
Batch: 00005 Year 11 Camp 2019
Student/Cust Name Year Form Receipt # Pay Type Billing ltem Tx Ref
FULTER: hichasl 11 113 13 CA 1186
MMARONEY: David i1 11.3 2 Gv 1234
4 Gv 1234
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This Report can be re-printed if required from Reports > Transactional Reports > Re-Print
Auto Allocate Transactions

m

Kad
[ Charges and Contributions T emplates
Ch. d Conbibutions B eport . .
g Fin:'fzzla;emﬁz rions Tiepars Re-Print Auto Allocate Transactions
3 Transactional Feports

D Tranzaction Summan Select an Auto Allacate repart ta print

D Fie-Print Re-allacation Transactions

El Re-Print Auto Allocate Transactions

D Timetabled Subjectz and Biling ltems

D Secondamy Financial Azsistance Summarny
1 AudiBeports

Report Date Time
18 AR 2019 1565431

F'rlnl| | Cancel

Warning: The previous activity demonstrates a simple application of
unallocated credit. Schools must apply unallocated credit in
accordance with the receipting business rules. Parental permission

must also be received to reallocate any unallocated credit. This
process should be undertaken with care. For more information, log on
to to access the document ‘Auto

Allocate Unallocated Credit.’
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29.3Unallocated Credit Listing

Activity:

RM Billing > Reports

e Open the Financial Reports Folder
e Highlight the Unallocated Credit Listing

& Reports =]
L=
1 Charges and Contributions Templates
1 Charges and Contributions Reparts
£3  Financial Feports Unallocated Credit Listing
D Staternent - Students
|:| Statement - Customers Scort B
[ Unprinted Invoices - Shudents TE[:nt alance Sort Field | avr
D Urnprinted Invaices - Customers Unipaid Billing [t
[£] Summary Aged Debt List - Students \";D"'"
|:| Summary Aged Debt List - Customers =
D Feminder Unpaid Billing [tems - Students
B Unallocated Credit Listing Total on Year Group Page Break on Year Group
1 Transactional Reports
3 Audt Repars Tatal an Farm Fage Break an Form
Select
(®) Students
() Customers

e Click Print and OK to the screen

Unallocated Credit Listing

There is nothing to print.

oK

There should be no items to print as we have allocated all the credit.
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30 Exporting 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 Utilitiy will process these re-
allocations automatically in the original batch in which the transactions were processed . This
batch is marked with an Asterisk.

Activity: Export Re-allocations to RM Finance

RM Billing > Utilities

e Double click Export to RM Finance

Note: Ensure RM Finance is closed before you export

Export to RM Finance B

This will export transactions to RM Finance, and cannot be undone,
Continue?

e Click Yes
e Highlight the General Banking batch

Batches for Export

Batch Mo Diescription Open
BOOOO4* General Banking 11/02/19

* Re-allocation transactions Cancel

e Click OK
e Click OK to Export Complete
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The Receipt Batch Export Summary is sent directly to the printer

West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: Not Specified

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

BO0004* General Banking 11/02/19 117022019 11/02/2019 NO 0.00
0.00

* Be-allocation transactions

Comment:

Principal’s Signature:

Date:

The Report must be signed and dated by the Principal and filed with the End of Month reports

Important: Allocating GV Credit will not result in Re-Allocations as

Government Subsidy Receipts are not entered into RM Finance
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30.1 Updating the Automatically Exported Transaction

Activity: Update the Export Transaction

Open RM Finance

Log in as Manager Corporate Services and Password Keys

Finance "

(C1 RM FLC 2004

Login
- |

R Finance - Yersion 8.40 - 7 Decemnber 2013
Australia Module - Yersion 840 - ¥ Decernber 2018

=

.

1. Select your user name from the Tist below

System Administrator .
Leputy Principal

Manager Corporate Services
Principal

RM&UST —
School Administrator

Soriar Cinnnan Canaulband Sahanls

2. Enter your Password

TI1 Login | Quit ‘

Current Data File:
CAKEYSWRMDEF INANCE_DEMO DF1

Check the Batched Transaction Report

RM Finance > Transactions

Select %;%? Reports

Select the Batched Transaction Report

Select Income only
Select the Cheque Account only
Click Print

Update the Income Batch in RM Finance

Transactions > View/Post Batch

Select Income
Enter Batch Ref BO0004

Find Batch

[ Find Batzhed |ncome

Controls

—_—

[ Eatch Ref BEBEEL ]

Q) Displa

Click Display @ bisala
Click Select All @
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7 Post Batch to Income Accounts
-
Gross
Ref. Date Period Yalue "@J
EO0004 1 MAR 2019 1 200.00  YES
EO0004 1 MAR 2019 1 200.00  YES
EO0004 12 MAR 2019 1 250.00  YES
EBO0004 12 MAR 2019 1 150,00 YES
EO0004 12 MAR 2019 1 400.00  YES
Source / Supplier INCOD Nett 200.00
Budget c1051 Tax 0.oo
Analysis cioso
Batch Ref.  BOOOO4
Tupe 1T
Description General Banking 11402419
Bank 1 Cheque Account
\
-~
Total to post 1200.00
L

(-5 mesl

Controls

i Find Batch

+" Update

Window

O Cloze window

P Help

o Click Update Y st
e Click Yes
e Close RM Finance

Note: If not exporting to RM Finance, then the Re-allocations must be entered manually as

outlined in Section 31
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31 Re-allocations for Non Exporting Schools — Discussion Only

At times the allocation of receipts may change in RM Billing. For example, Rhys Fitton’s parents
have paid 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).

The student is then billed for a camp and the parent instructs for some of the money to be used.
The money is now allocated in RM Billing to the Camp billing items for the student.

The result 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.

Note: The end of month procedures for non exporting schools, require re-allocation
transactions to be entered into RM Finance and marked as posted in RM Billing.

The following steps outline the processes required if schools are NOT exporting to RM Finance.
Step 1: Print the re-allocation transactions report

RM Billing > Reports

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

&7 Reports @
¥ E

-

Charges and Contributions Templates
Charges and Contibutions Reports
Financial Fieports Print Re-allocation Transactions

Tranzactional Reports
D Transacton Summary Thiz report iz only available to schools using Bk Finance who
are not automatically exporting tranzactions from R Billing.

gooe

D Print Re-allozation Transactions
] Re-Print Re-allocation Transactions Printitig thiz report will give pou an oppartunity b track the
. . changes made in allocations since the batches were closed,
D Re-Frint Auto Allocate Transactions
] Timetabled Subjects and Billing ltems It will then give vou the opportunity to mark those transactions
) ted.
3 Audi Reports 8% poste

[ Frint l | Cancel

e Click Print and OK to print the report to the Printer

The Detailed Receipts Summary is printed along with the Totals Only Report
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West Coast District High School

[Re-allocation Transactions Detailed Report

Re-Print Re-Allocation Transactions

Ref Rec# Batch# Code Date StudentiCust Name Year Form Chg# Refund To Amount GST

Billing Code CHGO1  Upper School Charges

GST Code 0

1167 7 BO0002 CHGOL MARONEY: David 11 113 515.00 S 0.00

1167 7 BO0M002 CHGOL MARONEY: David 11 113 § 100.00 $0.00
Budget: C1051 Analysis: C1050 Totals for G5T code 0 $115.00 % 0.00

Billing Code SUS Suspense Account

GST Code &
1165 5 B0O0002 SUS BANDY: Brandy T 071 5115.00 50.00
1166 6 BO0002 SUS BANDY: Tamara 8 081 51153.00 50,00
1167 7 BO0002 SUS MARONEY: David 11 113 5115.00 50.00
1167 7 BO0002 SUS MARONEY: David 11 113 §-15.00 50.00
1167 7 B0O0002 SUS MARONEY: David 11 113 5-100.00 50.00
Budget: N3199 Analysis: N31001 Totals for GST code 8 % 230.00 % 0.00
Total for Report: $ 345.00 % 0.00
1 Print Re-allocation Transactions ——
Mark printed transactions as posted?
This should NOT be done unless the report has printed successfully.
Yes l | Mo
e Select Yes
Print Re-allocation Transactions @
All transactions marked as posted.
b
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e Click on OK

The Reallocations should be entered into RM Finance. Re-Allocations will display as Income
Correction Transactions as well as Income Transactions.

Sample of Transactions

This below example would be the reallocation of Rhys Fitton’s $300 unallocated credit being
applied to the Camp Billing Items. Any other reallocations would also be entered.

Budget Account Budget Amount Tax Code | Transaction
Code
Unallocated Credit N3199 -300 8 Income
Correction
Camp C1l181 150 0 Income
Camp C1181 150 1 Income

Note: The total of all the reallocations on the report should total to zero. Ensure that the
correct GST code is used when processing reallocation transactions.

Reprint Reallocation Reports

It is possible to reprint Reallocation reports which have been previously printed and posted.

RM Billing > Reports >Transactional Reports > Reprint Reallocation Transactions

A list of previously printed and posted reallocation reports will appear. Click on the report to be
reprinted. Click on Print to reprint the report.

Reports @

Charges and Contributions Reports

Re-Print Auto Allocate Transactions

Financial Reparts

&
L)
1 Charges and Contributions Templates
5]
(5]
A

Tranzactional Reports

D Tranzaction Summary Select an Auto Allocate report to print
D He-F'lnt Fie-allocation Transactlons Report Date Tine
D Fie-Print Auto Allocate Transactions 18 MAR 2019

D Timetabled Subjects and Billing Items
D Secondary Financial Azsistance Summary
[ Audit Reports
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31.1Enter Re-allocation Transactions into RM Finance
Step 2. Enter the re-allocation Transacactions into RM Finance
Processing Reallocation Transactions into RM Finance is a two part process in which transactions

are moved from a budget account via an Income Adjust Transaction and re entered into the
required account via an Income Transaction.

e Complete the Income Adjustment Transactions Form

INCOME ADJUSTMENT TRANSACTIONS
o Income Adjust/Correct transaction
o Income transaction

This form can be used to record the transfer of income: - from a 'C’ Account to a ‘G’ Account - fram an ‘W' Account to an ‘N’ Account, and between N and G Accounts
Process an ‘Income — Adjust/Correct’ transaction to the Account you want to decrease.

Process an ‘Income’ transaction to the Account you want to increase.

Care should be taken fo use the appropriate tax code/s.

Provide a brief explanation to describe the reason for each income transfer.

REFERENCE IT # 1
INCOME_ADJUST/CORRECT TRANSACTION INCOME TRANSACTION
(Mark “Not Reguired” if no transaction |

T T
A | INC-ADJCOR 2 AMOUNT
ACCOUNT TITLE BATCH AN%YS' BUDGET . AMONT ACCOUNT TITLE E?JTC?H Mgcl)'ggls nggET *
NO. CObE CODE | C c
DATE ol s | c o s
E E £
Billing Suspense 20 N3100 | N3199 | 8| 150 00 | Camps 21 C1050 C1053 | 0| 150 | 00
Billing Suspense 20 N3100 | N3199 [ 8| 150 00 | Camps 21 C1050 C1053 |1| 150 | 00
e Complete the Batch register
BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Type of
Date/Date Batch* Balnk Inco!'ne Expend Credit
Batch No [C] Cheque AIC Receipts Payments Income Expend
Export From To | e 1,2,3 (INC) (ESP) Notes (I (ESC)
[B] BRay.
B00004 GB 1 4845
B00005 EF 1 1490
B00006 GB 1 660
B00007 123568 | 123568 | REF-Man 1 550
B00003 REF-Sys 1 100
B00009 REF-EFT 1 300
B00010 Cor 0
20 IT1 IT1 300
21 300
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Step 3. Enter the Income Correction into RM Finance

e Open RM Finance

RM Finance >Transactions > Adjustments and Corrections.

The following Adjust/Correct transaction will move the 300.00 out from the N3199 Suspense

Account.

Enter Inc Source INC001
Enter total amount of 300.00
<Tab> past today’s date
Enter reference IT1

Enter Batch Reference 20

Enter Nett amount
Tax code 8
Budget code N3199

i Adjust/Correct
Select Income > Adjust/Correct - Adiust/Correct

Enter detail - Billing Reallocation Report dd/mm/yy

7]

Income Adjust / Correct
Income Adjust / Correct

-~

Ing Source | IHCOO1 I norme
Total 00,00
13 AR 2019 | Period [1 |

Date

W

-~

Analysis  [N3 1000

|Dther Suspense Accounts |

Reference

Batch Ref.

Detail

|Bi||ing Feal location Report |

Budget M3199 Eilling Suspense

Current Balance -200.00

(7 sl

Controls

Options

~ 0k

X Cancel

Window

E_ Close window

D Help

e Click OK
e Select the Cheque Account and OK
e Yes to batch
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Step 4. Review the Batched Transaction Report

e Clickon m

o

e Click on

5;.;’%?} Reports

e Select to view Batched Transactions
e Select Transaction type Income

r Records ]l’TransactionsT

-
a GEMERAL REPORTS

#11 transactions

Batched transactions

Future Postings

Purchase Orders

Alternative Pagee Transactions

Eatch Number Repart

5] AUDIT REPORTS
Transactions not yet printed
Year End Statement
Commitment Summary
EFT/BEPAY Certification Log
Record Maintenance Log

=5 BAWK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movemant
Bank Balance

3 Tax REPORTS

Ad-Hoc

]r Custom ]

Report Options

-
-
[T Journal Transfers
[T Accruals et

.B udget Ameﬁdments

%

(|NCLUDE TRANSACTION TVPES ... |

"FROM BANK ACCOLINTS .

[T Cash Management
¥ Cheque Account
[T Investment 4/c

%

‘SHOW REFORT WITH ...

¥ Grozs Totals
[T Totals Only
= Short Report Format

[T SearchCriteria
[T Report Motes

I Inclode Descriptions 7
I Inclode Irvaice 7
I Inclode User 0/H 7

%

lgnore Search
D Simple Search

‘FIND TRANSACTIONS BASED ON ... |

DESTINATION ...

= Printer

% Screen

= Page Preview
L { Spreadzheet

Change Sort Order |

Tax Reimbursement {INC) . -
Tax Reimbursement (EXP} | D Detailed Search ST |
e Click on Print
Posting Detail Type Date Nett Tax Total Voucher
20
INCO01 Income
N31001 Other Suspense Accounts
MN3199 Biling Suspensze
Cheque Account
Biling Reallocation Report
Ref M1 Vc 18 MAR 2019 300.00 2 300.00 Ci

View the Batched Transaction report and close.
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Step 5. Update the Batch

RM Finance >Transactions

e Click View/Post Batch
e Click onIncome
e Enter the Batch Reference

Find Batch

[ Find Batehed | ncome ] Controls

Q) Dpispla
Batch Ref

e Click on Display

e Click ﬂ to change the No to Yes

7 Post Batch to Income Accounts ==
- =
Gross
Ref. Date Period Value <y Controls
IT1 12 MAR 2019 1 300,00 YES

i Find Batch

S @

Source / Supplier INCOD1 Nett 300.00
Eudget H3199 Tax .00
Analysis N31001
Batch Ref. 20
Tupe 1/C
Description Eilling Reallocation Report v kit
Bank 1 Chegue Account
. YWindow
-~ ~
Total to post 300.00 O ciose window
“? Help
-
. ~" Update
e Click on,
Are you sure you want to post the selected iterms? Mo

e Click Yes to post the batch
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Step 6. Entering the Income Batch

RM Finance > Transactions

The following Income transaction will process the 300.00 into the C1182 account for the Camp.

e Select Income
e Enter the income transaction as shown below:

7 Income
) Income ‘
Inc Snurce I neorne
Reference Batch Ref.
\

Add new Income line 2

Analysis [C1180 [¥F 11812 Extra Cost Optional Charge |
[etail |Bi Iling Feallocation Report dd/mm/uy |
Budget  [c1im2 [Scheol Camps | a1 [359.08 |
Line Total Receipt No. l:l
Taxcode [0 000% | Tax| 0.00

e <Tab> the first line down into All Income Lines
e Continue to enter the second transaction line

Billing Reallocation Report dd/mm/yy

C1182

$150

All Income Lines
Detail $ Mett § Tax $ Line Total
Eilling Reallocation Report 13636 13.64 150. 00
Eilling Reallocation Report 150,00 0.o0 150. 00
i
Totals 286.30 13.604 300.00

<Tab> the second line into All Income Lines
Click on OK

Select the Cheque Account and OK

Yes to batch the transaction

Review the Batched Transaction Report

5;2;? Reports

Click on

Select to view Batched Transactions
Select Transaction type Income

Click on Print
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Posting Detail

21

INC0O1

C1180

C1182

Chegue Account

Income
1 11&12 Extra Cost Optional Charge
School Camps

Biling Reallocation Report dd/mmiyy

Ref M

21

INC001

C1180

C1182

Chegue Account

Income
T 11&12 Extra Cost Optional Charge
School Camps

Biling Reallocation Report dd/mmiyy

Ref M

MC 18 MAR 2015

MNC 18 MAR 208

Hett Tax Total Voucher
150.00 0 150.00 |
136.36 1354 1 150.00 c

View Report and Close

Step 7. Update the Batch

RM Finance >Transactions

e Click View/Post Batch
e Click on Income
e Enter the Batch Reference [ ™™™
e Click Display
Zl Post Batch to Income Accounts @
i G
Ref. Date Period Value @ Controle
171 12 MAR 2019 1 200.00  YES E @& Find Batch
21
Source # Supplier INCODM Mett Z86.36
Tax 13.64
Batch Ref. 21
Tupe INC
Description Multi-Line Income Transaction v Wikl
Bank 1 Cheque Account
» Window

Taotal to post

300000

[ Close window

D Help

e Click on ﬂ , ¥ Undate and Yes to post the batch
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32 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.

32.1Month 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

Process refunds or transfer transactions if required.

Process write-offs for irrecoverable debt according to
department policy.

Review students on the
current roll

Process refunds if required.

Process write-offs for irrecoverable debt according to
department policy.

Check and clear
unallocated credits in RM
Billing

Print the Unallocated Credit Listing (Reports > Financial Reports
> Unallocated Credit Listing for both Students and Customers).

Investigate each occurrence and allocate or refund credit
amounts. Where applicable.

Ensure all transactions
are transferred to RM
Finance

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.

Print any re-allocation transactions (Reports > Transactional
Reports) and ensure they are posted into RM Finance.

OR

If 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

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.

Print the Receipt Batch Export Summary showing there are no
batches to export
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Review the Billing e If the balance is not zero, check the report and view the

Suspense Account transactions to determine if correct. Make corrections if

(N3199) in RM Finance. necessary.

This holds the

unallocated credit e The total in the Billing Suspense account should equal the
amounts. 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 Subsidy (eg

payment type GV).
Check all batches are e RM Finance > Reports > Batched Transactions. Check for
updated in RM Finance 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 e A balance in this account indicates a GST posting error in RM
N3505 in RM Finance is Finance.
zero

Perform the reconciliation | ¢ Clear 0.00 transactions by reconciling them.
of all bank accounts in

RM Finance e The RM Billing portion of the bank deposit should be reconciled
with the Daily Banking Summary and the Batch Register.

e The RM Billing Batch Number should be noted against the
relevant deposit on the bank statement.

Check for negatives on e If any negatives exist seek help from your SFC.
the BAS as a result of

Adjustments

Print the following RM e Audit Report (Reports > Audit Reports > Audit Report.) Save
Billing Reports this report as <Month yyyy> to disk (G:\RM Billing Audit Log
(mandatory) <yyyy>).

e Receipt Batch Export Summary- if exporting. This report is
only printed automatically on export it is 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

e 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

(@ Billing Items ) Receipts ) Bath
Students
| |Z| Mew Query

Group and subtotal by student Student Tatalz Only

Customers
(0] Customers Selected

FramDate | To |
From Ref | To |

EBiling Eodes] Billing Options Other l

Camections |AdiustmentsHHeversalsHH efunds with Original T:-:|Z|

Reazon
containing

Transaction Summary Report for discounted items.
Principal to sign (Reports > Transactional Reports > Transactions
Summary > Billing Options tab > tick show discounted billing items

only.
Transaction Summary
(®) Eilling ltems () Receipts ) Both
Shudents

| w | | Mew Quemny

Group and subtotal by shudent Student Totals Only

Cuztammers

@k | (0] Customers Selected
FromDate |1 4UG 2019 To |31 4UG 2019
Fram Ref | To |

Biling Codes Eiling Options lDtherl

Billing [tem Batch | [Blank for all)

[] Show discounted biling items only

[]Biling Itern Balance = 0.00

Biling Code&] Billing Dptions  Other |

Comections |No Search v

Reazon
containing | Jure 2018

Print the following RM e Summary Aged Debt List (Optional Report) when required,
Billing Reports (optional) for debt management. (Reports > Financial Reports > Summary
Aged Debt List — Students and/or Customers)

Note: Further questions on month end procedures can be directed to your SFC.
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G
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|
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Individual Receipting

L
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M
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Methods of Receipting.......cccovveeeeiiiieeiiiieeciiee e
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N
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Naming Receipts Batches.......cccccevveeniieieeniecnicneeeeeee, 136
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P
Parameters. ... 43
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Print a Receipt
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...................................................................................... 230
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T
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Timetabled and Subject Billing Items Reports ................... 221
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Transaction Summary Report

V)
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Unlocking the terminal .......c.coocveiiiniieinienieee e 14
Unpaid DebLS .....vvieeiieiiciieecee et 190
User-defined Billing Codes ........ccouvvviiieeeniiieeccieeeeiee e, 45
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Vv
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w
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33 Support (Transactional)

Should you need any transactional support please contact Financial Operational Support at
Business and Customer Services (BCS)

Contact details below:

33.1Email (BCS)

Financialservices.support@education.wa.edu.au

34 Support (Systems)

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

Contact details below:

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

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

FAX (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem

Email (CSC)

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

Please include your ID number, contact details and a brief description of the problem
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35 Online Manuals and Training Notes
35.1Civica Education

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

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

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

35.2STIMS 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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36 Finance Web

36.1 http://det.wa.edu.au/finance/detcms/portal/

Log on to the DET Portal to access the latest factsheets

Go to Financial Systems and RM Billing
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DEPARTMENT OF EDUCATION

BATCH
REGISTER - LILAC

BATCH REGISTER

For the month of

Period

BANK RELATED TRANSACTIONS

Batch
No

Date/Date
Export

Reference No

From To

Type of
Batch*
[C] Cheque
[E] EFT

[B] BPay

Bank
AIC
1,2,3

Income
Receipts
(INC)

Expend
Payments
(ESP)

Credit
Notes

Adjustments/Reversals **

Income
(I/C)

Expend
(ESC)

Internal
Charge**

Accruals
(Manual
Only)

BA/NVire
Totals

Proc
By

*Reversals and internal charges are not batched but must be recorded. RM Billing batches are prefaced with a ‘B’. Accruals are entered if manually processed.




DEPARTMENT OF EDUCATION

INCOME
TRANSFER- VANILLA

INCOME ADJUSTMENT TRANSACTIONS

= Income Adjust/Correcttransaction

= Income transaction

This form can be used to record the transfer of income: - from & 'C" Account fo a 'C" Account - from an ‘W' Account fo an ‘W' Account, and befween Nand C

Accounts

Frocess an Income — Adjust/Carrect’ transaction to the Account you want to decrease.
Frocess an [ncome’ transaction to the Account you want to increase.

Care should be taken to use the appropriate tax code/s.

Provide a brief explanation fo describe the reason for each income transfer.

REFERENCEIT#

INCOME ADJUST/CORRECT TRANSACTION INCOME TRANSACTION

(Mark “Not Required” if no transaction is necessary)

T T

A | INC-ADJICOR’ A
ANALYS! | BUDGE | X|  AMOUNT BATC | ANALYSIS | BUDGET | x | AMOUNT

ACCOUNT TITLE s 5 T . ACCOUNT TITLE HNO. | coDE | copDE | _

DAT | cope | copE | § 5
E o| $ C D $ C

E E

SIGNATURE:

PRINCIPAL




