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Copyright

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

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

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

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

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

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

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual

property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.
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1 Introduction

1.1 RM Billing Secondary Stage 2 Training Program

Time Contents
8.30am Coffee
9.00am e Donation Billing Items and Billing Codes
e Produce Charges and Contributions Sheets
e Apply the Subject Billing Items Utility
e Apply Billing Items
e Process Donations and Scholarships
e Apply Unallocated Credit
e Process Parent Payments
e Exporting Batches into RM Finance

10.30am Morning Tea

e Students commencing part way through the year

e Removing Voluntary Contributions

e Timetabled Subjects and Billing Items Report

e Sibling Refunds

e Exporting Sibling Transfer into RM Finance
12.30pm Lunch

e Refund Unallocated Government Subsidies

e Refund Unallocated Credit

e Print Refund Cheque

e Review Unallocated Credit Listing and Billing Suspense Accounts

Write off/ Cancel Student Debt
e Produce Student Statements
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1.2 About RM Billing Secondary Stage 2
This training covers RM Billing and related RM Finance tasks.

The allocation of the RM Billing and RM Finance tasks will vary from school to school. The
Business Manager/Registrar, at your school, will manage the distribution of these tasks.

1.3 Training Outcomes
At the end of the RM Billing Stage 2 Training Program participants should be able to:

Set Billing Codes and Student Categories
Create and produce a Charges and Contribution Sheet
Run the Subject Billing Item Utility
Process Transactions for Overseas Full Fee Paying and Temporary Visa Students
Create and apply Billing Items
Apply and Process
o Scholarships
o Donations
o Receipt Parent Payments
o CentrePay
e Process Adjustments, Reversals, Discounts and Refunds due to
o Student timetable changes midyear
Mid- year enrolments
Reversal Voluntary Contributions
Transfers between siblings
Unallocated Credit
o Student Transfer to another school
Process Reallocation of Unallocated Credit
Refunds of Unallocated Credit
Export to RM Finance
Review the Unallocated Credit Listing and Billing Suspense Account N3199
Writeoff/Cancel Student Debt
Produce Student Statements

TRAINERS: USE TRAINING DATA 2 and FINANCE DEMO

O O O O
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1.4 Logging on to the System

Activity: Logging On

e Double click on the Integris icon on your desktop

(&

RM Billing
Stage 2

e Type ADMIN into the User Name field
e Press the <tab> key
e Type keys into the Password field

School Management Solutions - Integrated Database
7.09.50[08/10/18] Extended Mode

¢$\‘§ UserMame  [ADMIN
Pazzword P

RN\

Datafile Fath: G:\KEYS\INTEGRIS\RMDB\TRGDATA ZNTEGRIS.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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1.5 The File Menu

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

E West Coast District High
Edit General Help

Password...

Single User Lock

Change Datafile
Database Tools

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

Change User Ctrl+U

Lock Terminal Ctrl+L

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.

CIVICa
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1.6 Accessing Help

Activity: Accessing Help

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 Integrizs modules.
Select an area from the list below and click on the "Help’ button.

Help Areas
Integriz Adminiztration Manager Help -
Integriz Admimztration Manager Reports Help
Integriz Behaviour Management Help

Integris Exam Scheduler Help

Integriz LA Yideo Using Registration

Integriz Leszon Altendance Help

Intedriz Lesson Attendance Feports Help

Integriz B Biling Help
Intrnris Time Heln

[ Heb ][ G

e Highlight Integris RM Billing Help

e Click Help

e View the manual

e Close the manual and Help
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1.7 Logging into RM Finance

Activity: Logging into 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

4 WS Finance

{C) RM FLC 2004

-
1. Select your user name from the list below

System Administrator
Deputy Principal

Principal
RMAUST
School Administrator

Manager Corperate Services

A

2. Enter vour Password

sEEE Ll]gil'l

Quit

Current Data File:
CA\Keys\RMDB\Finance_Demo .df1

e Clickon | Login |

ClVICa
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2 Billing Codes

Every Billing Item is linked to a Billing Code. The Billing Code determines how the Billing Item is
handled within RM Billing and RM Finance.

Each Billing Code contains information regarding which Budget and Analysis codes it will be
posted to in RM Finance. The Budget code and Analysis codes must exist in RM Finance before
they are available for selection in RM Billing. Budget or Analysis codes used in RM Billing must
not be deleted from RM Finance.

Billing Codes also have a Category. The Category determines:

e which students can be billed with billing items using that code

e the order in which receipts are allocated against billing items

e where the transaction appears in the Student Statement summary table
e if the billing item is written off or cancelled due to non-payment

Note: The Billing Code Category determines who can be billed with Billing Items using this
code. For example, a Billing code with a category of Voluntary Contributions could not be
applied to a Student with a Category of Charges.

Note: The Analysis Code and Budget Codes selected for a Billing code will determine how
transactions for Billing Iltems using a particular code, are entered into RM Finance.

Activity: Create a Billing Code

The Customer screen will be used to process receipts for Donations. A billing code for
Donations must be created for the billing item in order to process the receipt. In this example,
the category used will be NA, as the transaction does not relate to any student billing activities.

RM Billing > Parameters

e Click on Billing Codes

Click on <

Enter Billing code DONO1 <tab>

Enter Description Donations <tab><tab>
Select Analysis code C1550 <tab><tab>
Select Budget code C1555 <tab>

Select Category Not Applicable

[[JRefund [DONDT | Donations | 1550 |C1585 |Mot Applicable [

e Click OK

Note: The Donation is processed using NA because it is not required to be reflected on a
Statement and is not subject to being written off/ cancelled. Schools should check with
their SFCS before using the category NA.
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2.1 Create a Billing Item

Activity: Create a Billing Item

The Customer screen will be used to process donations received at School. A Billing ltem must
be created in order to process any donations. Each time a donation is received for a differing
amount, the billing item must be edited to reflect the amount being receipted.

RM Billing > Billing Items

e Clickon ‘@
Enter a Description
Click OK or <Enter> to Save

Click on g

Enter Tied Billing Item

Enter Detail 2019 Donations <tab>
Enter Amount 50 <tab><tab>
Select GST code 0 <tab><tab>
Select Bill Code DONO1

| Billing ltems
& 2

Batch No Descnption

| nooo9 |Dunatinns

Batch Detais [Batch Biling ltems |

Batch Mo 00009

Billing Year 219 >

Updated: | Thu 4 PR 19 17:09

Created: | Thu 4 APR 19 17:09

Description | Donations

Batch Total | Hil

Tied Billing Items:

Open: YES

Comment
2013 Donations

é.ﬁ.mount G5T Bill Code

EDDD 0 éDDNm

Ok Cancel

e Click OK and Close

CIVICa

RM Billing Secondary Stage 2 Training Notes 9-Apr-19

Page 14 of 170
© 2019 Civica Education Pty Ltd




3 Subjects

3.1 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.

Note: The costs entered into the subjects table will be used on the Charges and
Contributions Sheet and when running the Create Subject Costs Utility. Users must take
care to ensure that the right amount and type of cost is selected. For example, Students
with a category of Secondary Charges will not be billed for subjects linked to a Voluntary
Contribution.

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. Non
primary preferences must be toggled to reserve or deleted.

Note: There is an alternative method of billing for subject costs for years 7, 8, 9 and 10.
This is outlined in the Department’s handout ‘Using RM Billing (Alternative Method for
Timetabled Schools Yrs 7 — 10)
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3.2 Assigning Temporary Visa Costs

Once subject costs have been entered for the Timetabled subjects, additional subject costs for
Temporary Visa Students can be set through the Subjects window. A billing item can be created
through the Billing Items function to charge those students a set Tuition fee.

Values for Subject Charges are set by completing the following:

RM Billing > Parameters > Subjects
= Highlight the subjects

[ Subject Costs List View

For Selected

2015 F& e EE e
i Voluntary T Code Adult T Code

0.0 00.00 0 0 i}

0.00 0o.00 0 1| 0.00

econd Language Gere 0.00; ¢

= Click on For Selected > Set Values

[ subject Costs List View
| For Selected

Set Values ...

Copy Costs to Year ...

= Tick the boxes required (this may be a combination of Voluntary Contributions and
Charges)

= Enter the Amount <tab> <tab>

= Enter the GST code <tab> <tab>

= Select the Billing Code and

Set Values
Amount  GST Biling Code

[ oluntary 0.00

Charges o0 0 CHG Upper School Charges
[T Ascduile 0.00

[ Temp Yisa 0.00

[ Ok ] ’ Cancel
=  Click OK

Notes: Costs entered into the Temporary Visa fields are applied to Students with the billing
category Temporary Visa in addition to costs entered in the Charges fields. Temporary Visa
costs are recorded under the C1270 analysis code, with Mandatory Budget Codes in the
range C1271-C1275 depending on Year Level.

3.2.1 Side Subjects

If schools are running Side subjects in their timetable, creating a separate Billing Code for SIDE
subjects allows users to easily reconcile amounts received for SIDE subject charges.

Schools may pay SIDE using Intra Department Payments from the D8950 account code range.
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4 Temporary Visa and Full Fee Paying Students
4.1 Full Fee Paying and Temporary Visa Students

Billing Items for the collection of fees for instruction as prescribed in Section 103 of the Education
Act and Regulations 62, 63 and 65 of the CC&F Policy 4.2.5, must be linked to the mandatory
budget code for that student in the C1270 range.

The following Websites will provide useful information for Schools with Full Fee Paying or
Temporary Visa Students.

Information from Education and Training International (ETI) can be found at these sites

http://www.eti.wa.edu.au/studying-at-schools/primary-and-secondary-full-fee-paying-international-
students.html

http://www.eti.wa.edu.au/studying-at-schools/temporary-and-bridging-visa-holders.html

Information from the Department of Education regarding Overseas, Exchange or Temporary Visa
students can be found at the following links. These are dealt with in Section 3.6 of the Enrolment
Policy.

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-
framework/policies/international-secondary-student-exchange-
programs.en?oid=au.edu.wa.det.cms.contenttypes.Policy-id-3992355

http://det.wa.edu.au/finance/detcms/finance-and-administration/finance-web/financial-systems/rm-billing-
documents-store/temporary-visa-and-international-full-fee-paying-students-v15-june-
2012.en?oid=com.arsdigita.cms.contenttypes.FileStorageltem-id-10822461

http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-
framework/policies/enrolment.en?oid=au.edu.wa.det.cms.contenttypes.Policy-id-3783132

Note: Schools can also contact their Senior Finance Consultant for clarification regarding
the billing of Full Fee Paying and Temporary Visa students
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http://det.wa.edu.au/finance/detcms/finance-and-administration/finance-web/financial-systems/rm-billing-documents-store/temporary-visa-and-international-full-fee-paying-students-v15-june-2012.en?oid=com.arsdigita.cms.contenttypes.FileStorageItem-id-10822461
http://det.wa.edu.au/finance/detcms/finance-and-administration/finance-web/financial-systems/rm-billing-documents-store/temporary-visa-and-international-full-fee-paying-students-v15-june-2012.en?oid=com.arsdigita.cms.contenttypes.FileStorageItem-id-10822461
http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/enrolment.en?oid=au.edu.wa.det.cms.contenttypes.Policy-id-3783132
http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/enrolment.en?oid=au.edu.wa.det.cms.contenttypes.Policy-id-3783132

4.2 Applying Charges to Full Fee Paying and Temporary Visa Students

There are several ways to charge students who are Full Fee Paying or Temporary Visa Holders. In
this Training Course we demonstrate the simplest ways to Charge these students.

Student Type

Option 1 (Recommended)

Option 2

Full Fee Paying (ETI)

These students are recruited
by Education and Training
International. (ETI)

Enter a note against the
student record outlining the
amount received in the
GATEWAY from ETI for the
student. No Billing Items
required.

Activity: Page 19

Use a Billing Item using Billing
Code OFPxx reporting to
Mandatory Account number
C1288

ETI funds received can then
be receipted against the
student in an existing Direct
Deposit batch or into a
separate batch ETI Direct
Deposit dd/mm/yy

Temporary Visa

Students who are on
Temporary Visas and apply
directly to the school.

Create a Billing Item to charge
students a Tuition Fee. This
Billing Item reports to the
mandatory budget code for
that student in the C1270
range.

Activity: Pages 20-21
Students can be charged

additional costs as per local
students

Assign Subject Charges as
Temporary Visa Costs and run
the Subject Utility to create
Billing Items.

Billing Codes of CHG
reporting to Upper School
Charges are used for the
Charges component. Billing
Codes of TVS are used for the
Temp Visa Charges

Schools using this method
need to be aware of the
maximum charges for these
students.
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4.2.1 Full Fee Paying Students though Education and Training International (ETI)

Activity: Full Fee Paying Students

Simone Aspinall is a Full Fee Paying student with a 571 Visa. Charges for Simone are paid
directly to Education and Training International and 70% of the received amount is passed on to
the school via the Gateway.

In this example no billing items or receipts are processed against the student’s record. A note
indicating that the student is a visa holder and the amount received should be entered.

RM Billing > Students
e Type Aspinall and double click or hit <enter> to open Simone’s record
e Select the Notes tab

e Click - and add the details below

Add Notes

Date: 5 APR 2019

Subject: |Fu|| Fee Paying Student

Wiza 571 Mumber miwems sighted dd/mm/Auy $82171 received from ETI Gateway dd/mmdyy SH

]9 LCancel

e Click OK
e Close Students

Notes: Enter the Student’s Visa Number and amount received from the ETI via the
Gateway. Visa Details for students are recorded in Student Details in the General module.
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4.2.2 Overseas Fee Paying Students

Students holding Temporary Visas and enrolling directly to a school are charged a Tuition Fee.
This can be applied to students Term by Term or up front for the full year.

Activity: Create Billing Item for Full Fee Paying Student

RM Billing > Billing Items

e Click on Add Item @
e Enter the detail below

Paul Zanadu is an overseas student holding a Temporary Visa who has enrolled at the school. A
Billing Item will be created to charge Paul for his Tuition Fee

Batch Details ]Batch Billing Iterms |

Batch Mo 00010

Billing Year 2019 =

| Billing ltems
& 2

Batch Mo Descnption

| nooin |Year 12 Dverseas Fee Paying

Updated: |  ThudAPR 19 10:M

Description |Year 12 Overseas Fee Paying

Batch Total | Hil

Tied Billing Items:

Comment
2019 %ear 12 Overseas Fee Paying

Created: |  Thud4APR 19 10:32
Open: YES
Amount E5T Bill Code

322000 0 TVSOl

ok Cancel

Batch Details - Warning

Continue, even with the following?:

Line1: The entered amount seems to be quite a lot!

23

e Close the Billing Items Window

e Click OK and answer Yes to the Batch Details Warning

CIVICa
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Activity: Apply a Billing Item to Overseas Student

RM Billing > Students

e Find Paul Zanadu and open his Record
e Goto his Billing Items Tab

e Click on Add Billing Item

e Select Add to Billing Item Batch

Add Billing Itern

@RKddio B

illing ltem Batch:

() Add Subject Billing ltem

Pleaze select the

2019

Select Year

Billing ‘r'ear

b

LCancel

e Click OK

to 2019

e Selectthe Year 12 Overseas Fee Paying Billing Item

Please double-click on your selection.

Batch Number
ooo0z
oooa3
nooo4
nooas
0ooas
oooaz?
oooos
noong
oooio

Description

School vear Book

Chaplaincy

Lower 5chool Yoluntary Contributions
Year 11 Camp

Mugeum of Wit Excursion - Modem History ATAR 11
‘wiest Coast Theatre - Hall Hire

Oeceanview Tenniz Club - Hire of Tennis Courts

2a; Fes Paving

Edit

Cancel

e Click OK
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e Go to Paul's Invoice Tab

| Student Details ==
2ms v A=k

Surnamne Frmowr W ame

|zaNADU |Paul

Detailz l Subjects l Billing ltems l Receipts l Tranzactions ] Motes Invoices [Sec Fin Assist

Year

Amount Printed

Balance
i} 0

4 4PR 2019

Fref Date Type Amount GST  Disc FPaid Balance Bil Code Batch
1636 | 4APR 2019:DR

Comment Statuz Reason
{ 3220000 0 {000 000 3220008 TVSOT (00010 (2019°ear 1204 {

e Highlight the Invoice and click Print

e The Print Invoice message can be edited before printing

Print Invoice
Enter an appropriate message to appear in the printed reparts

Payrients may be made into the school's bank accaunt by entering the following bank details.

~
whest Coazt Distnct High School
BSE MB-123
Account 123456 v
Cancel

e View the Invoice and close

Note: Original Invoices must be sent directly to a printer to be marked as closed. Invoices

sent to the screen and then to the printer will not be closed and will have the text Draft
Only.

In this example Paul is being billed Term by Term. Each Term the Billing Item would be applied

and edited to read the correct Term. Schools may wish to create a Billing Item once for the full
yearly amount.
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West Coast District High Tax Invoice

1120 Hay Road Invoice No: 155
PERTH Western Australia 6005 Date: 04/04/2019
Australia

FPh: 9412 3456
ABM: Mot Specified

Tao: Mrz Zoe Fanadu
12 Farrington Street RA
SUBIACO WA 8009 D FT ONLY
Student: Paul ZANADU Year 12 Form 123
Qty Description of Supply Status  Price Disc. Price GS5T  Total Price
{inc G5T) {inc G5T) {inc G5T)
1 2018 Year 12 Overzeas Fee Payine $3,220.00 - 50.00 $3,220.00
Totals $0.00 §3,220.00
Total Amount Payable Includes G5T $ 3,220.00

Key: R - Reversed, A- Adjusted, V- Reversal, T - Adjustment

Payments may be made into the schoaol's bank account by entering the following bank details.
West Coast District High School

BSB 016-123

Account 123456

: Biller Code: 9112
Ref: 21031297

Telephone & Internet Banking - BPAY®
Contact your bank or financial institution 1o make this
paymant from your chedgue, savings, debit, credit card
of transaction account. More info: www bpay.com.au

Please defach and refum oo West Coast District High, 1120 Hay Rioad, PERTH, Weslem Ausiralia, 6005, Australia,

Mrs Zoe Zanadu

Paul ZANADU Year: 12 Form: 12.3
Total Payable % 3,220.00
D I enclose Chequa/Money Order [For the amount of: § |
OR
[] Please debit my ] Mastercard [ visa
CardMe: L1 1 1 01 1 1 1 1 1 a1 1 1 1 EzspuryDate f'{
Signature: Name on Card:
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5 Charges and Contributions Sheets

Charges and Contributions Sheets are produced towards the end of each school year. Much of
the preparation of the Charges and Contributions sheets assists in the processing of Billing Items.

Task Action Notes
Assign the Each Student must have an assigned e Selected PG must have
Fees Biller Fees Biller contact details entered in the

student records

Usually entered on student
enrolment

Student without a Fees Biller
will appear on exemption
reports when processing
billing items and government
subsidies

Assign Student
Billing Category

Each Student must have a Billing
Category.

The Billing Category determines how the
student can be billed and how receipts are
applied against billing items

Must be reset at the
commencement of each
billing year.

Students without a Student
Billing Category will appear
on exemption reports when
processing billing items and
government subsidies

Set Subject
Costs

Schools using Timetabling may set
subjects costs on a per subject basis.
Students are then billed based on their
primary subject preferences.

Information shown on the
Charges and Contributions
sheet and Subjects tab is
automatically updated to
show Timetable changes
Changes to Billing Items
shown on statements must
be handled manually

Create
Template

Charges and Contribution sheet is created
using a template.

Users may enter all items to be billed
under the appropriate tab.

The template will
automatically draw
information from student
subject selection and
associated subject costs
The Template will draw
student information from
student records
Templates can be copied
and edited
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5.1 Printing the Charges and Contribution Sheet

To prepare for producing the Charges and Contributions Sheets for the Year 11 Students we have:

Ensured all Students have a Fees Biller nominated

Set the Student Billing Category

Set the Subject Charges

Created a Template (Already created. Creating a Charges and Contribution Template will
not be covered in this course)

PO

Note: The Charges and Contributions Sheet draws information entered into the relevant
template from individual student primary subject selections in Timetabling and the subject
costs entered into Billing Parameters.

Activity: Printing the Charges and Contributions Sheets

Year 12 students, Katie Williams and Anthony Vance have enrolled at school for the
commencement of Term 1. As they have had their subject selections entered into Timetabling,
we are able to produce a Charges and Contributions Sheet for them.

Note: The Fees Biller and Student Billing Category has already been set for these
students.

RM Billing > Reports

e Click on the Charges and Contributions Templates Folder
e Select the 2019 Charges and Contributions - Year 12 Template

& Reports =
S
3 Charges and Contributions Templates Template
[£] 2019 Charges and Contributions - Lower Schoo 2013 Charges and Confributions - ‘r'ear 12
D 2019 Charges and Contributions - Y'ear 11 - -
ey PRy Page Faater |Please contact the school office on 9229 7777 IF a,
2019 Charges and Contributions - Y'ear 12 you have any queries regarding this Charges and
3 Charges and Contributions Fleports Cantributions sheet or if you wizh to arange
|:| Charges and Contributions by Department pawment
[ Dutstanding Amounts by Categary Select
[0 Financial Feparts Students
1 Transactional Feports W Mew Query
[0 Audit Reports
Options
Select Year/Form
(®) Cument () Proposed
£ >
Cancel
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e Click on New Query

e Select Year Group 12

e Click on Find

e Scroll to the bottom of the list and select Anthony Vance and Katie Williams

Student Search Results
#h | &
Reference Surname Preferred Mame Year Form Date of Birth
300 Redcliffe Carina 12 12.3 18 MR 2002 A
310 Fioediger Craig 12 12.1 4.J4M 2002
320 Rusza Tarya 12 12.2 18 MAR 2002
330 Schiuter Lucy 12 12.3 9 My 2002
335 Schonberg Luke 12 12.1 9 MY 2002
340 Shaw Diwayne 12 12.2 4.JAN 2002
345 Simpson Calin 12 12.3 16 APR 2002
350 Srith Kane 12 12.1 9 MayY 2002
355 Smothered K.gith 12 12.2 16 4PR 2002
360 Soulis K.ate 12 12.3 14 JUN 2002
365 Stickman Leah 12 12.1 14 JUN 2002
370 Sullivan Elaine 12 122 9 MaY 2002
375 Tharnas Alew 12 12.3 9 MY 2002
e o 2
Zanadu : 14JUN 2002
Tatal records faund IF
Back Select Cloze

e Click Select and Yes
e Click on Print and OK to print to screen

Charges and Voluntary Contributions 2019

Mrs A Vance Student: Anthony Vance
19 Orania Mews Year: 12 Form: 121
PERTH WA 6000 Student Mumber: 21031293
Compulsory
Subject/Other ltems Charges Total
ATEIO - Biology ATAR 12 5 50.00 $ 50.00
ATECO - Economics ATAR 12 5 50.00 5 50.00
ATGEO - Geography ATAR 12 5 50.00 § 50.00
ATIND - Indonesian: Second Language ATAR 12 5 50.00 § 50.00
ATLIT - Literature ATAR 12 $ 50.00 § 50.00
GTMAE - Mathematics Eszential 12 5 50.00 § 50.00
Total for Compulsory Charges § 300.00 § 300.00
Other Optional Costs
School Year Book § 20.00
Total for Other Optional Costs § 20.00
Voluntary Approved Requests
Chaplaincy 515.00
Total for Voluntary Approved Requests 5 15.00
TOTAL PAYABIE Includes GST of $0.00 $ 335.00

Pleaze 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.

e View and Close the Year 12 Charges and Contributions Sheet
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6 Billing Items
6.1 Creating Billing Items for Students

The Charges and Contributions Sheets produced for students is an advice to parents/guardians of
costs associated with a student’s education.

Note: No actual debt is created or processed against the student record when the Charges
and Contributions Sheet is run.

A Billing Item is used to process debt against a student record. Billing Items can be created for any
debt incurred by the student:

When should Subject Billing Items be created? Considerations are:

e Once the majority of student subject changes have taken place

e Before statements can be produced

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

6.2 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 in the training course).

6.2.1 Creating Subject Billing Items

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

Note: Billing Items create debt against a student’s record. A statement will show a record
of Billing Items and other transactions processed against a student’s record.
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Activity: Run Subject Billing Items Utility

Katie Williams and Anthony Vance have not been billed for their subject selections. The Billing
Utility will look at individual student selections in Timetabling and the costs set in billing
parameters, to create billing items.

RM Billing > Utilities

e Click on Create Subject Billing Items

Create Subject Billing ltems

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

Billing Year.Once completed it
cannot be undone.

Do you want to continue?

e Click Yes

e Click OK to the current billing year

e Click on ﬂl

e Select the Year 12 students

e Click Find

e Select Katie Williams and Anthony Vance

Anthormy

e Click Select and Yes

Create Subject Billing Iterns

Please select the students for whom
yaou wish to create Subject Billing items

2 Students selected

[ Ok ] [ Cancel
e Click OK
CIVI Ca RM Billing Secondary Stage 2 Training Notes 9-Apr-19

Page 28 of 170
© 2019 Civica Education Pty Ltd




Create Subject Billing Iterns 3

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

Y students selected.
Do you want to continue?

Click Yes

o

Create Subject Billing ftermns

All Subject Billing Items created successfully

e Click OK

6.2.2 Exception Report

A Billing Items Exception Report will be printed for any student for whom billing items were not
processed.

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
WILLIAMAS: Katie Secondary (Che) 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
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6.2.3 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:

Voluntary Contribution amounts for Kindergarten, Pre-Primary and Primary students (for
District High Schools)

Other Optional Costs
Voluntary Approved Requests
School Camps & Excursions

Activity: Apply Billing Items

RM Billing > Students

Click on ﬁ

Select the Year 12 Student Group

Click Find

Select Anthony Vance, Katie Williams, and Paul Zanadu
Click Select and Yes

Highlight the required students

| Students

For Selected

7S mE D

Motes ear Farm

e Click For Selected > Add to Billing Item Batch
e Click OK to the current billing year
e Highlight the School Year Book and Chaplaincy batches

Please double-click on your selection.

e Click OK

Note: Schools should refer to the guidelines listed in the section of Visa and Full Fee
Paying Students for information on billing.
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7 Receipts

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.

7.1 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

Direct Deposits, for Direct Deposits into your account, including payments from Centrelink or
Family and Children’s Services

BPAY

Corrections

Refunds

Government Subsidies (special type of receipt — create if not exporting to RM Finance)
Sibling Transfer

It is important the different types of receipt batches are separate. 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. Then 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 is not banked, the batch total in RM Billing
and RM Finance will not match the amount on the bank statement.
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7.2 Naming 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 03.09.19
Electronic Funds Transfer 03.09.19

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. Change the date to reflect the actual receipt date.

7.3 Receipt 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

Note: Only the above payment methods can be used. Users must not create other payment
methods.
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7.4 Methods 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.

7.4.1 Receipting Methods

There are five methods (including Applying Subsidies), that users may select from when
processing receipts. Each has features to assist with individual receipting needs.

>Apply Subsidy

according to business
rules

Receipt

YR— Features Type of Payment
Payment is
automatically allocated | GV only

Apply Subsidy Students>For Selected to billing items $235 Education

Program Allowance only

Apply Receipt

Students>For Selected
>Apply Receipt

Payment is
automatically allocated
to billing items

CA, CH,CR,EF,BP,DD

Add Receipt

Student Record
>Add Receipt

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

CA, CH,CR,EF,BP,DD

Bulk Receipts

Receipts>Receipt batch
>Bulk Receipts

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

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

Ensure correct payment
batch type is selected

Add

Receipt for
selected Billing
Items

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

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

CA, CH,CR,EF,BP,DD
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8 Create a Receipts Batch

Activity: Open a General Banking Batch

RM Billing > Receipts

As all the banking batches are closed, it is necessary to open a General Banking batch in order
to receipt any Cheque or Cash payments that may come to the School Office.

Create the following receipt batch using today’s date

e Click &
e Enter the Description and today’s date

Add Receipts Batch

Flease enter a description for the batch to be created

General Banking dd/mmdyy

[ ok l | Cancel

e Click OK to save

View the newly created receipts batch in the Receipts Batches List View

| Receipts Batches List View ==
For Selected
s EICIEE - Y
Batch Mo “Year  Description Open Lazt pdated Batch Total
BOoone 120y General Banking 05/04/13 TES 4 APR 2N T07Th 0,00
E00007 2019 Hmported EPA Financial Azsistance Receiptz_300925 MHO SMAR 2073 14:45:04 470,00
BOOODZ 2019 imported ASA Financial Axsistance Feceipts_300325 MO SMAR 2019145013 73.00
BOOODZ 2019 iImported CLA Financial Assistance Receipts 300925 MO SMAR 20193 14:50:53 115.00
BOODD4  :2019 :General Banking E=cursions in Adwance 25/01/13 MO 25 JAN 201915:10:48 50,00
BOOOOS (2019 iGeneral Banking Prior to Subject Debt 25/01/13 MO 25 Jak 2019 14.05:.02 435,00
BOOODE (2019 iImported EPA Financial Aszistance Receiptz_ 200926 MO S APR 2019 16:28:06 05,00
BOOOOT 2019 imported CLA Financial Assistance Feceipts_ 300925 MHO SAPR 2019 16:29:42 345,00

e Close the Receipts Batches List View window
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8.1 Scholarship/Donation Payments
8.1.1 Donations/Scholarships Option 1

Schools may receive Scholarship funds for the nominated student(s) prior to the Billing Items being
created. In this case the Scholarship funds can be receipted as unallocated credit. Scholarship
funds can then be allocated to Billing Items, and after applying the $235 Education Program
Allowance, if applicable.

Activity: Receipting Scholarships

In this activity we will look at Option 1.

The school has received Scholarship cheques for Gemma Clark and Braydie Braddon. The
payment is to be receipted into the General Banking batch. As the Billing Items have not been
created for these students, the payment will initially appear as unallocated credit. Once the
Billing Items have been created and the Education Program Allowance (if applicable) is
allocated, then the Scholarship can also be allocated.

Braydie Braddon | $100
Gemma Clark $100

RM Billing > Students
e Highlight Braydie Braddon and Gemma Clark
e Click Hide Unselected =

#hEF oS EE D

Mame _Nnte&_ Year _Fc-rm _I:ategc-ry
BRADDOM: Brapdie 9 (092 i Secondary (Yol Chg)
CLARK: Gemma 3 092 taecondary Yol Cha)

e Open Braydie Bradden’s record
e Select the Receipts tab

. Add Receipt
e Click on

<Tab> into the Batch no cell select the General Banking batch <tab><tab>
Select Payment Type: CH <tab><tab>

Enter Amount: $100

Enter Comment: Lions Club Scholarship

Remove default payer details
e Enter Surname: West Coast Lions Club
e Enter Address: 112 Oxford Street, WEST LEEDERVILLE WA 6011
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Add Receipt
Receipt Details Received hom:
Title Firzt Marne
Batch No.: BOO00E |
General Banking 05/04/13 Surname |W’est Coast Lions Club
Papment Type: CH Addiess |12 Oxford Street
Chegque |
D ate: 4 APR 2019 |
AT 100,00 TownsSub |W‘EST LEEDERWILLE
State |W’A
Comment: Postcode  [B011
| Liores Club 5 cholarship Country |
Ref | [ate | Code |GST| Carmment | AmountlDiscount|Balance| Applied
noo| o000 o000 000
e Click OK
Add Receipt 3

Continue, even with the following:

Entered amount doesn't match the total amount against the listed iterns, The

difference will become unallocated credit,

e Click Yes

Click the Notes tab

Click &
Enter the following

Hint: When adding Gemma’s note, the details can be copied from Braydie’s by editing his
note and copying <Ctrl+C> the text, then pasting <Ctrl+V> into Gemma’s record.

Add Motes

Date: GJUL 2015

Subject: |Lions Club 5 cholarship

|Selected to receive $100 scholarship donated by West Coast Lions Club

<Ctrl+C> so we can paste in to Gemmas Note section

Click OK
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e Click b and enter the note for Gemma Clark

e Highlight the note and Click & to print an individual note

Details

| Student Details (=]
2014 vie 4 b S 2
Surnarme Ko B ame:
|CLARK |Gemma
Dretails ] Subjects l Billing Iterms l Feceipts l Tranzactions Motes Ilnvoices l Sec Fin Assist
Summary
Date Subject &
4 APR 2019 Lions Club Scholarship
<
m|

1 selected notes displayed

Date: 04/04/2019 Subject: Lions Club Scholarship
Selected to receive $100 scholarship donated by West Coast Lions Club

Last Modified 04/04/1910:14 By ADMIN Gy

Continue to enter the Receipt

e Click on the Recipts tab

e Click

e <tab> into the Batch no cell select the General Banking batch <tab><tab>
e Select Payment Type: CH <tab><tab>

e Enter Amount: $100

e Enter Comment: Lions Club Scholarship

[ ]

Remove default payer details
e Enter Surname: West Coast Lions Club
e Enter Address: 112 Oxford Street, WEST LEEDERVILLE WA 6011
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Add Receipt
Receipt Details Beceived from:
Title First Mame
Batch Mo B00003 [
General Banking 05/04/13 Sumame |West Coast Lions Chub
Payment Type: CH Addiess  [112 Duford Street
Cheque |
[ ate: 4 4PR 2019 |
Amount: 100.00 Town/Sub |West Leadervile
State |WA
Comment: Postcode [0
[ Liars Club 5 chalarskip Country [
Fef | Date | Code |GST| Comment | Amounl|Discount|BaIance| Applied
ooo| ood| ooo| 000
e Click Ok
Add Receipt 3

Continue, even with the following:
Entered amount doesn't match the total amount against the listed items. The
difference will become unallocated credit.

e Click Yes

The receipt now appears in the student’s receipt window

Surkanne

Known Marme

|CLARK

|Eemma

Show Unallocated Credit

Detailsl Subiects] Eiling Items Feceipts lTransactions] Notes] Invoices] Sec Fin Agznist

Ref  Rec# Date Type  Amount Batch# Comment Unalloc Status Reaszon
1656 23 §4APFI 2019 EH : 1DD.DD§EDDDDS§Lions Club Schalarship 1EIEI.IJIJ§ i
e Click to return to the student list

Note: Ticks now appear next to the student’s names indicating that a note has entered.

I arne: lNotes_ Vear _Fu:urm
BRADDON: Braydie e ] Az
CLAREK: Gemma VA 3 9.2

lEategnr}l Balance
iSecondary [Wol.Chg) -100.00
:5econdary [Val Cha) -100.00
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Viewing Multiple Notes

e Highlight Braydie Braddon and Gemma Clark

|
s

[ students
For Selected
@M S ME| D
Mates Year Farm

Category
: dary [\

e Click For Selected > Print Notes

Print Notes

Enter the date range for the printing of notes.
Leave blank for all notes.

Fram I
To I

e Click OK to send to the screen

e Add a date range or leave blank for ALL notes

West Coast District High School

Student Notes Report

Date Subject Detail

BRADDON: Braydie Year: 9 Form: 09.2

4 APR 2019 Lions Club Scholarship Selected to receive $100 scholarship donated by West Coast
Lions Club.

CLARK: Gemma Year. 9 Form: 09.2

4 APR 2019 Lions Club Scholarship Selected to receive $100 scholarship donated by West Coast
Lions Club

e View and Close the Note
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Apply Billing Items

With Braydie and Gemma still highlighted

e Click For Selected > Add to Billing Item Batch

Select Year

Flease select the Biling “rear

|2D‘IS v

LCancel

e Click OK to the current billing year
e Select the School Year Book, Chaplaincy and Lower School Voluntary Contributions,

Please double-click on your selection.
Drescription
ook
Yoluntary Contributions
0o00g Muzeum of Wi Excursion - Modem Historp ATAR 11
00007 ‘wiest Coast Theatre - Hall Hire
00008 Oeceanview Tennis Club - Hire of Tennis Courts
00003 Donations
ooot0 Year 12 Overseas Fee Paying
Ok, LCancel
e Click OK
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Applying the Scholarship Money

e Open the record for Braydie Bradden
e Click on the Billing Iltems tab
e View the unallocated amount
e Highlight billing items to a total of $100
| Student Details
2019 Ve «ab| a2
Sumame Known Marme
|BHADDI]N |B[aydie Shaow Billing [tems with Qutstanding Amaounts
Detailsl Subjects Billing ltems |Heceipts| Transactionsl Notesl Invoicesl Sec Fin Aszigt
Ref  Date Type Amount GST  Dizc Paid Balance Bill Code Batch# Comment Status Reason
1657 {4 APR 2019 { 00CI 00002 12019 School Year !
] : WARDT (00003 2019 Chaplaincy |
000 000
d 00 0 0.00 000 1]1] 9 Hu ies
4 4PR 2019 ) 0 . 2013 Health and F
1664 (4 4PR 2013 DR 16.00: 0 0.00: 000 15.00: %0OLO1 :00004 (2019 LOTE
1665 (4 4PR 2019 (DR 56.00; 0 0.00; 000 56.00; YOLO1 (00004 {2019 Design and ©
1666 (4 A4PR 2019 (DR 34.00: 0 0.00; 000 34.00; YOLOT (00004 ;2019 &t
< >
TOTALS: Amount 270.00 Discuunl! 000 Paid 0.00 Balancel 270.00
- Unallocated Credit
.fi.mountl 100,00 | Allocate Add Billing Item Bewverzal Adjuztment Add Discount
Last Modified 04/04/1310:22 By ADMIN \%
e Click
e Enter amount to allocate 100.00
Allocate
Enter the amount to allocate [up to $100.00) I'IUU.UU
Cancel
e Click OK
e Click —— to Gemma'’s record
e Repeat the steps above to apply the unallocated credit to Gemma Clark
. Show Billing ltems with Dutstanding Amounts
« Clickon | = 3 )
e View only Billing Items are have a balance remaining
e Close the Student screen
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8.1.2 Receipting Donation/Scholarships Option 2

Schools may receive Scholarships which can be awarded to the student(s) at a later date. The
scholarship amount can be directly receipted into an appropriate C1550 account In RM Finance.

Billing Items for the relevant student(s) can be reduced by an adjustment.

Activity: Receipting Donations

This activity will look at Option 2

A local organisation has provided a donation of $50 to the school to assist with a student’s Camp
costs. The student benefitting from this donation is yet to be determined.

The payment is to be receipted into RM Billing using a Customer setup for donations, with a
Billing Item linked to the Donation budget and analysis codes.

RM Billing > Customers

e Double click on Donations
e Select the Billing Item tab

. 4dd Billing It
e Clickon

e OK to the current billing year
e Select the Donations billing item and OK

Please double-click on your selection.

Batch Mumber Description
0000z School Year Book
o003 Chaplaincy
Qo004 Lower School Valuntary Cantributions
Q0005 “ear 11 Camp
Q0008 Museum of Wa Excursion - Modemn History ATAR 11
000o7 West Coast Theatre - Hall Hire
0o00s Oceanview Tennis Club - Hire of Tenniz Courts
D anationz
aoon Year 12 Overseas Fee Paying
< >

Edit [1].4 LCancel

Note: If the Donations Billing ltem amount does not match the amount of the donation, it
would need to be edited to reflect the exact amount of the donation being made.
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e Click on the Receipts tab

Click on

[ ]
e <Tab> in the batch number cell select the General Banking batch <tab><tab>
e Select payment method: CH <tab><tab>
e Enter Amount: 50
e Enter Comment: Camp Donation
e Enter Name: Ranger Outdoors
e Enter Address: 93 Joondalup Drive JOONDALUP WA 6027
Add Receipt
Beceipt Details Received from:
Batch Mo.: BOOOOE Mame |D0nati0ns
General Banking 05404419 Lire 2 |Flanger Outdoars
Payment Tupe: tH Addrezs | 33 Joondalup Drive
Cheque |
|
Date: 4 4PR 2019 |
o ET Town/Sub  |JOONDALUP
State |W,&
Comment: Postcode  [GOZ7
|Eamp Daonation Cotry |
Ref [rate Code |GST Comment Amount| Dizcount | Balance | Applied
1677 [4APR 2019 | DOMOY 0 |2019 Donations 5000 Nil 000 5000
5000 | 000] 5000 50.00
e Click OK
| Customer Details (=]
2019 v &2

Custorner M arne

|Dnnaliuns

Dietails l Billing Items Receipts ]Transactions l Motes ] Invoices ]

Ref  Rect Date Type  Amount Batch#t Comment

Statuz Reason

1678 i24 - taaPR 2019 fCH 50.00: BOODOS ; Camp D otation

e Close the Customer’s screen
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The School has decided to assist Josh Johnston with his camp expenses.

The donation can be reflected on Josh’s record by processing an adjustment transaction for the
donated amount.

Adjusting the Billing ltems

RM Billing > Students

e Open the record for Josh Johnston
e Select the Billing Items tab
e Highlight the Camp Food line

| Student Details ==
203 vVeldar @D
Surnarne Fnown Mame
|JDHNSTIJN |Josh Show Billing Items with Dutstanding &mounts

Details] Subjects Billing Iterns IHeceiptsl Transactionsl Notesl Invoices] Sec Fin Aszist

Ref Date Type Amount GST  Dizc Pad Balance Bill Code Batch#t Comment Status Reazon
E7 aMaR 2019 DA 50.00 000  0.00 50.00; CHGO1 000071 {AEGED - Geograp
[5t5] aMaR 2019 DR 50.00 0o 000 50.00; CHGO 00007 {AEHEY - Human E
E3 amMaR 2013 DR 50.00 0o 000 50.00; CHGOT 00007 AEHIM - Modemn F
| amMaR 2019 DR 50.00 0o 0o 50.00; CHGOT (00007 {AEIND - Indonesie
1 amMaR 2013 DR 50.00 0o 000 50.00; CHGOT 00007 (AELIT - Literature
72 aMaR 2019 DA 50.00 000  0.00 50.00; CHGO1 {00007 {GEMAE - Mathem.
413 i8MAR 2015 (DR 20.00 0o 000 20.00; Q0CO 00002 ;2019 Schaal Year
414 :BMAR 2013 (DR 15.00 0o 000 15.00: VAR :00003 : 20113 Chaplaincy
1198 (8MAR 2013 (DR 100.00 000 0.00; 10000 CHGOZ {00005 | 2013 Camp Sctivit
aMaR 2019 DR 50.00 000 000 50.00 00005 § 2019 Camp Transg
g 150.00 000 15000 CHGO3 00005 Camp Food
Muzeum af 4

Lo 5= o o R e o e e o s

TOTALS: Amount 660.00 Discount 000 Paid 000 Balance G50.00

Add Eilling ltem Reversal Adiuztment Add Digcount

Last Modified 08/03/1914:57 By ADMIN

. Adjustment
e Click on

Adjust 5%

Are you sure you want to adjust this Billing ltem?
This operation cannet be undone!

e Click Yes
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Enter 50 as the Adjust by amount

Enter the Month, Date and Reason for the adjustment

Billing ltem Adjustment

For Billing Item ref: 1200
Adjust down by: 50.00

Original amount $ 150.00
F amirmunn adjust available $ 150.00

Reason for Adjustrent: |»’-‘«pri| 20119 Donation friom R anger Outdaors

Cancel

e Click OK
e View the Adjustment transaction
| Student Details =
209 v i Ap &2
Sumame [ ET
|J[|HN5T|]N |Jush Show Billing temsz with Dutstanding Amaunts
Dretails l Subjects Biling ltems lHeceipts l Tranzactions ] Motes ] Invoices l Sec Fin Assist
GST  Disc  Pad Balance Bill Code Batch#t Comment Stabuz Reazon
a 000 000 BO0.00; CHGOT 00001 (AEGEQ - Geograp
a 000 000 BO.00; CHGO? (00001 (AEHEY - Human E
a 0.00; 0.0 5000 CHGOT (000017 (AEHIM - Modem F
a 000 000 B0.00; CHGOT (00001 AEIMD - Indonesis
a 000 000 BO.00; CHGO? (00001 GAELIT - Literature .
a 0.00; 0.0 50000 CHGOT (00001 (GEMAE - Mathem.
a 000 000 20.00; 00CO7 (00002 (2019 Schoal Year
a 0.00; 0.0 15.00¢ WaR0 (00003 (2019 Chaplaincy
a 000 000 10000; CHGO3 00005 2009 Camp Activit
1} oo oo OO0 CHGOS (00000 207 Carnp T 1arer.
1 000 000 15000 CHGOZ (00005 (20019 Camp Food 4 1679 Adjusted - April 2013 Donation from B anger Outdoc
a 000 000 25.00; CHGOZ (00006 : 2019 Museum of b
1 0oo:  0oo B0.00: CHGEO3 00005 (2013 Camp Food £ T: 1200 Adjustment - Apnil 2013 Donation from Ranger Dutd
L4 >
TOTALS: Amount 510.00 Discount 000 Paid 000 Balance £10.00
Add Billing ltem Rewverzal Adjuztrnent Dligcourt
Last Modified 04/04/79 10033 By ADMIM

e Close the Student screen
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8.2 Subject Deposits or Payments in Advance

Schools may accept payment for Charges and Contributions for the next school year or prior to the
creation of Billing Items. Schools may also request deposits for high cost subjects. These
payments are processed using Receipts batches opened specifically for receipting for the next
billing year or prior to creation of Billing Items. These payments are processed as unallocated
credit as the relevant billing items are yet to be created.

Note: Care must be taken to process receipts against student records according to the
receipting order, Education Program Allowance (GV), Clothing Allowance followed by
parent payment.

Once the Billing Items for the New Year have been created, any deposits and early payments can
be allocated. Integris offers users two methods in which to apply unallocated credit.
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8.2.1 View Previously Closed Receipts Batches

Activity: View Past Payments

RM Billing > Receipts

e Highlight the General Banking Prior to Subject Debt 25.01.19 batch

[ Receipts Batches List View =

For Selected

a6 BEEICIEEE TP

Batch Mo _Year _Description | Open | Last Llpdated_ Batch Taotal
BOOODE 2016 iGeneral Banking 09.05.2016 i ES 9 MAY 2016 13:46:48; 25000 .
BOOOOA (2016 eneral Banking Excursion in Advance 25.01.16 N 25 JAN 2016 10:21:0

""" eral Banking Prior to Subject Debt 25.01.168 25 2016 11 I 5

BOOOO3 {2016 imported ASA Financial Assistance Receipts_ 300326 | MO ¢ 254N 2016 11:22.36! X

BO0004 (2016 imported EPA Financial Assistance Receipts 300325 | NO I MAY 2016 10:43:40; 705,00
BOOODS (2016 :Imported CLA Finaneial Assistance Receipts_300925 @ NO ¢ 9 MAY 2016 10:55:04; 345,00

e Click For Selected > Print Daily Banking

details.

West Coast District High School
Daily Banking Summary 04/04/2019

This report will give you a list of student payments for their accounts in advance with the receipt

e View and close report

Rec# Amount Rec'd From Student Name Details Batch# Status
CASH
@ §635.00 Mr L Williams WILLIANS: Temlle Charges and Contributions in BOO003
advance
10 § 635.00 M M MNichasl MICHAFEL: Daniel Charges and Contributions in BOO003
advancs
14 §735.00 Mirs T Hogan HOGAN: Paul Charges and Contributions in BOD003
advance
Total Cash $2,005.00
CHEQUE
11 §735.00 Mirs K Kitchen KITCHEN: Marc Charges and Contributions in BOO003
advancs
12 § 635.00 Mir J Pamment PAMMENT: Louise Charges and Contributions in BOD003
advance
13 § 660.00 Mrz Black BLACK: Jenny Charges and Contributions in BOO003
advance
15 § 600.00 Mrz B Ravat FAVAT: Donna Subject Charges and Year 11 BOOOO3
Camp
Total Cheque 263000
Total for Cash and Cheques 5463500
Total for Report: $ 4,635.00
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e Highlight the General Banking Excursions in Advance 25.01.19 Receipts Batch for $50
e Click For Selected > Print Daily Banking

1 Receipts Batches List View ==
For Selected
e EICIEEE- PP
Batch Mo _"fear _Description | Elpen Last Llpdated_ Batch Total
BOOODS (20019 :General Banking 05/04/139 i YES 4 4PR 201910:30:41¢ 250.00
BOOODT 12013 iImported EPA Financial Assistance Receipts_300325 ¢ WO 8 MAR 2013 14:43:04: 470.00
BOODDZ2 12013 iImported ASA Financial Assistance Receipts_300325 ¢ WO 8 MAR 2013 14:50:13 79.00
BOODOZ 2019 :lmported CLA F|nan0|aIASS|stance Receipts 300925 [ 2 MAaR 2019 14:50:53: 115.00
BOOOO4 3 meral Banking Ex Y ; 0 2 E
BooooOZ ¢ i General Banking Prior to Subject Debt 26/0141 9 i MD 288M 2D'I 9 1 4 03:02; 463500
BOOOOE ¢ {Imported EPA Financial Assistance Receipts_300326 | WO 5APR 201916:28:06! 705.00
BooOoOY {Imported CLA Financial Assistance Receipts 300326 ¢ WO 5APR 201916:29:42: 345.00

e View the Daily Banking Report

West Coast District High School
Daily Banking Summary 04/04/2019
Rec # Amount Rec'd From Student Name Details Batch# Status
ICASH
3 $12.50 Mrs G Kraft KRAFT: Chelzea Excursion in Advance BOO004
6 $12.30 Mrs § Moor MOOR.: Khalid Excursion in Advance BO0OD4
7 512350 Mrs T Ramsay RAMSAY: Cory Excursion in Advance B000OM
3 51250 Mrs P Uifelean UIFELEAN: Bradley Excursion in Advanee BO00004
Total Cash $50.00
Total for Cash and Cheques % 50.00
Total for Report: $ 50.00

This batch was used to receipt payments in advance for an excursion. All these payments have
been receipted as Unallocated Credit.

Note: If payments for subjects or charges have been made in the previous year, for
example, in December 2018 for 2019, users can view these Receipts batches by selecting
the previous year form the drop down menu.

| Receipts Batches List View ==

For Selected

2019 v A S BEE ST

2015 ~

2016 Cription Dpen Last Updated Batch Tatal

2017 eral Banking 05404415 YES 4 APR 2019 10:30:41¢ 250,00
crted EPA Financial Azsistance Receipts_300325 ¢ NO ¢ S MAR 2019 14:45: 470.00

2019 w [orted ASA Financial Assistance Receipts_300325 @ NO 2 AR 2013 14:50: 79.00

BUOO00S T3 nmported CLA Financial Assistance Receipts_300325 @ MO ¢ 2 AR 2013 14:50: 115.00

BOOOD4 (2019 iGeneral Banking Excursions in Advance 25/01/19 PoMO 25J8M 20191510 50.00

BOOOOS 2019 :General Banking Prior ta Subject Debt 25/01/19 i WO 25 1AM 2019 14:09: 4E35.00

BOOODE 12013 :Imported EPA Financial Azsistance Receipts_300326 @ NO 5APR 2019 16:28: 705.00

BOOOOY  :2019 :lmported CLA Financial Assistance Receipts_300326 @ MO ¢ 5A4PR 2019 16:29: 345.00
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8.2.2 View the Unallocated Credit Listing

Activity: View the Unallocated Credit Listing Report

RM Billing > Reports > Financial Reports > Unallocated Credit

e Select Students
e Sort by Total

Unallocated Credit Listing

Sart
Current Balance -

Sart Field [ av |

Total a .

—

e Click Print

West Coast District High School

Unallocated Credit Listing as at 04/04/19

Students
Student Name Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total

KRAFT: Chelsea 11 111 §633.00 564750 S0.00 §12.30 §12.50
MMOOR: Khalid 11 11.1 5633.00 564730 §0.00 512.30 §12.30
FAMNSAY: Cory 11 111 5633.00 5647.30 §0.00 512.30 512.30
UIFELEAN: Eradley 11 11.1 5633.00 564730 S0.00 §12.30 51230
FAVAT: Donna 11 112 533.00 5633.00 50.00 5600.00 §600.00
MICHAFEL: Daniel 11 112 §0.00 §633.00 §0.00 §635.00 §633.00
PANDMNENT: Louise 11 11.2 50.00 5633.00 §0.00 5633.00 §633.00
WILLIAMNS: Tenills 11 1.2 50.00 5633.00 S0.00 5633.00 §633.00
BLACK: Jenny 11 11.1 50.00 S660.00 S0.00 5660.00 5660.00
HOGAN: Paul 11 11.3 50.00 5733.00 50.00 5733.00 §733.00
KITCHEN: Marc 11 113 §0.00 §735.00 §0.00 §735.00 §733.00
Total Unallocated Credit for All Students $0.00 54,685.00 84,685.00
* Indicates alllsome unallocated credit belonags to Government Subsidy receipts

In this case The Unallocated Credit Listing should be read in conjunction with the General
Banking Prior to Subject Debt receipts batch reports and any other batches that contain receipts
with Unallocated Credit.

e View and close report
e Close the Reports Screen
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8.2.3 Apply the Unallocated Credit

Unallocated Credit can be applied to Billing Items through the Individual Student Record or in Bulk
through the Billing Item.

Activity: Allocate Unallocated Credit

Donna Ravat has paid for her subject and camp costs in advance. The unallocated credit can
now be applied.

RM Billing > Students

e Open Donna Ravat’s record
e Select the Billing Items tab
e Highlight the Subject and Camp Billing Items

[ Student Details (=)
3 Ve dmr 8@
Surmame Known Name
|FIA\I'AT IDunna | Show Billing [tems with Outstanding &mounts |

Detailsl Subjects Biling ltems |Heceipts| Transactionsl Notesl Invoicesl Sec Fin Assist

T_l,lpe Amount GST Disc  Paid

Statuz Reaso

TOTALS: Amuuntl £3m.00 Discountl nao Paidl nao Balancel E35.00

" Unallocated Credit

Amaunt I &00.00 Add Billing [tem Bewersal Adjuzstrment Add Dizcount

Last Modified 08/03/13 1455 By ADMIN

e Click

Allocate
Enter the arount ta allocate [up to $600.00) IBDEI an
——

e Enter the payment amount of $600 and Click OK

e Click I Show Billing Itemsz with Outztanding Amounts I
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e View Items only with Outstanding Balances
| Student Details ==
e v 4 a> a2
Surnarne Knaown Hame Adjustraent amounts included in balances but not shown zeparately
| RAVAT | Donna Show &l Trarsachiong
Detailsl Subjects Biling ltems lHeceiptsl Transactionsl Notesl Invoices] Sec Fin Aszzist
Fef  Date Tupe Amount GST  Disc  Paid Balance Bil Code Batch# Comment Status Feasa
493 18 MaR 2019 (DR 20000 0 0.00; o0 20,00 00CO7 (00002 {2019 School ear B ook,
434 B MAR 2019 (DR 1500 0 0oo: 0ad 15.00; VAR 00003 ;2013 Chaplaincy
< >
TOTALS: Amount 35.00 Discount 000 Pad | 0.00 Balance 35.00
Add Billing ltem Fieverszal Adiuztment Digoount
Last Modified 08/03/1314:55 By ADbMIM

Click Return to View

=

Note: When receipting prior to the creation of subject debt, it is recommended that the
Charges and Contribution sheet is also printed as a record of the charges and
contributions at the time of payment. This will assist in the application of unallocated
credit and identifying changes to billing items such as subject changes.
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Activity: Print a Statement

Print a Statement for Donna Ravat

e Highlight Donna Ravat
e Click For Selected > Print Statement
e Click OK and OK to print to screen

Note: The default FROM date is set to the first day of the current month. The TO date
defaults to today’s date if left blank. Any transactions preceding the FROM date are
summarised as an opening balance.

West Coast District High
1120 Hay Road

PERTH Western Australia 6005
Australia

Ph: 9412 3456

ABN: Not Specified

Statement
Mrs R Ravat
3 Balleroy Place
CLAREMONT WA 6014
Transactions for the peried 01/04/2019 to 04/04/2019.
Type T Date Im# Details Amount

Donna RAVAT Year11 Form 11.2 Student Number 20512528

01/04/2019 52 Opening Balance §35.00
Closing balance as at 4 APR 2019 $ 35.00

Balance Owing as at 4 APR 2019 $ 35.00

GST on Balance Owing $0.00

Summary of Qutstanding Amounts by Category for All Years

Category Previous Years 2019 Future Tears Totals
Voluntary Approved Requests $15.00 515.00
Other Optional Costs §20.00 5 20.00
Totals 50.00 $335.00 50,00 535.00

Total Balance Owing (All Years) % 35.00

Please contact the school office on 9229 7777 if you have any queries regarding this statement

e View and close the statement
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A more detailed statement can be printed by changing the date range to capture the original

transactions.

Print Statement
Enter the date range for the print statement period

From 1 FEB 2013
To |—

Enter an appropriate message to appear on the printed reports

Flease contact the school office on 9229 7777 if you have any
quenies regarding this statement

Cancel

e Click OK

A portion of the Statement is displayed below

West Coast District High
1120 Hay Road

PERTH Western Australia 6005
Australia

Ph: 9412 3456

ABN: Not Specified

Statement
Mrs F. Ravat
8 Balleroy Place
CLAFREMONT WA 6014
Transactions for the period 01/0272019 to 04/042019.
Type Tx# Date Invé# Details Amount
Donna RAVAT Year11 Form11.2 Student Number 20512528
01/02/2019 Opening Balance -S600.00
Charges 307 08/03/2019 352 AECHE - Chemistry ATAR 11 2019 § 50.00
Charges 308 08/03/2019 352 AFECO - Economics ATAR 11 2019 § 30.00
Charges 309 08/03/2019 352 AEENG - English ATAR 11 2019 § 30.00
Charges 310 08/03/2019 352 AEHEY - Human Biclogy ATAR 11 § 50.00
2019
Charges 311 08/03/2019 352 AEMMA - Mathematics Applications § 50.00
112019
Charges 312 08/03/2019 352 AEPHY - Physics ATAR 112019 § 30.00
Other Opticnal Costs 493 08/03/2019 352 2019 School Year Book §20.00
Voluntary Approved Requests 494 08/03/2019 32 2019 Chaplaincy 515.00
Charges 1318 08/03/2019 352 2019 Camp Activities 5 100.00
Charges 1319 08/03/2019 352 2019 Camp Transport § 50.00
Charges 1320 08/03/2019 352 2019 Camp Food 5 150.00
Closing balance as at 4 APR 2019 % 35.00
Balance Owing as at 4 APR 2019 $ 35.00
GST on Balance Owing $0.00

e View and close the statement
e Close the Student screen
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8.3 Bulk Allocation of Unallocated Credit via the Billing Item Batches

Schools can process receipts for the upcoming school year prior to the creation of billing items.
The method selected will depend on individual schools needs and processes.

Using receipts batches named, for example, General Banking Prior to Subjects debt 2019
ddmmyy, payments may be receipted against a student in RM Billing as unallocated credit. These
amounts will be posted to the Billing Suspense account (N3199) in RM Finance.

In the New Year, schools may elect to use the automatic allocation function available through the
Billing Item screen. This function will automatically apply any student unallocated credit against
unpaid billing items for that student in the batch.

Note: Care must be taken to process receipts according to receipting rules. Education
Program Allowance (GV) must be applied to student records prior to using the automatic
allocation of credit function if not exporting

If not exporting, any unallocated Government Subsidy applied to the student is applied first. Once
all Government Subsidies have been dealt with for the student, receipts of all other payment types
are allocated.

Integris will then look at any unallocated parent payment, applying this in age order to selected
billing items, in the following billing category order, including those with a category of Not
Applicable (NA)

Order of Priority of allocating Billing Category
non GV receipts

Adult Student Fees
Temporary Visa Overseas
Students

Charges

Residential Boarding Fees
Voluntary Contributions

Other Optional Costs
Voluntary Approved Requests
Not Applicable

N~ (W N (P

Note: If a separate batch is used to apply different categories of Billing ltems, for example a
batch for Voluntary Contributions, another for Charges and another for Voluntary Approved
Requests etc. (as illustrated in training) users must take care to select batches in the order
of the business rules for the particular receipt type.
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8.3.1 Print the Auto Allocation of Credit Report

When OK is clicked the Automatic Allocation of Credit report is printed to the default printer. There
will not be another opportunity to select the report destination so have this set before running the
function.

West Coast District High School
Automatic Allocation of Credit -4 April 2019  11:37:33

Batch: 00006 Museum of WA Excursion - Modern History ATAR 11 2019
Student/Cust Hame Year Form Receipt # Pay Type Billing ltem Tx Ref
KFAFT: Chelzea 11 11.1 3 CA 1363

MOOR: Khalid 11 11.1 6 CA 1371

FAMEAY: Cory 11 11.1 7 CA 1377

UIFELEAN: Bradley 11 11.1 ] CA 1381

The following message will then be displayed. The default selection to the message is yes.

Auto Allocate |g|

Has the report printed Ok?

[ ves | [ Mo ]

If the report failed to print select No and the previous message will be displayed allowing the user
another chance to print the report

When the report has printed successfully, select “Yes” and the batch billing items window will be
refreshed and is returned to the state “show all transactions”. The transactions in the batch are in
transaction reference order and the transactions which have had credit applied to them, will have
the paid and balance fields correctly updated and displayed. The user selection is cleared.
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8.3.2 Auto Allocating Unallocated Credit

Activity: Applying Unallocated Credit via Billing Item Batches

Khalid Moor, Bradley Uifelean, Chelsea Kraft and Corey Ramsay have paid for an excursion in
advance. Now that the Billing Item has been created and applied to the students, the credit can

be allocated to the billing item.

RM Billing > Billing Items

e Double Click on the Museum of WA Excursion Billing Item
e Select the Batch Billing Items tab

e Click on Show Outstanding Amounts

[ Show Dutstanding Amounts ]

e Click on the Balance header once to order by the $12.50 Balance

= Billing ltems =
& 2
Batch No Description
| 00006 |Museum of WA Excursion - Modern History ATAR 11 Show All Tranzactions
Batch Detals Batch Biling ltems
Ref Paid Balance Bill Code Comment Statuz  Reazon /
3 0 R 02 2019 iy
1.1 I 0.00
1.1 I 0.00 E
11.1 0 0 2.50 0.00 : D
1361 {BLACK: Jenny 11 11110 25000 0 0.00 000 Z500:CHGOZ2 (2019 Museum of Wi
1362 iCOOPER: Awan | 11 {111 25.00; 0 0.00 000; 2500;CHGO2 (2079 Museurn of Wi =,
1363 {G0OLD: Stephanic; 11 {1111 2500 0 0.00 000 Z500:CHGO2 {2019 Museurn of Wi
1364 JOHNSTON: Josl 11 111§ 2500i 0 0.00 000:  2500:CHGO2 2019 Museurn of Wi 0
1366 iLESLIE: Mathan | 11 i11.1 ¢ 2500i 0O 0.00 000:  Z500:CHGOZ2 2019 Museum of Wi
1367 iLUONG: Amber © 11 i11.1 ¢ 2500i 0O 0.00 000:  Z500:CHGOZ2 2019 Museum of Wi A
1368 iMARSTOM: Laund 11 111 ¢ 25000 0 0.00 000:  Z500:CHGOZ2 12019 Museum of Wi
1369 iMELVILLE: Mitchi 11 {111 {1 2500i 0 0.00 000;  Z2500:CHGOZ2 (2019 Museum of Wi
1370 iMOJO; Kellstinn i 11 i11.1 1 2500 0 0.00 000 Z2500:CHGO2 (2079 Museum of Wi
1372 iMUNGALL: Alexsl 11 111§ 2500i 0 0.00 000 Z2500:CHGO2 2019 Museurn of Wi
1360 iANDREWS: Raci 11 {1111 2500i 0 0.00 000 Z500:CHGO2 {2019 Museurn of Wi
1680 iMARDNEY: Davii 11 i11.3 {1 2500i 0O 0.00 000:  Z2500:CHGOZ2 2019 Museum of Wi
1629 i 0LIVER: Angela | 11 i11.2 ¢ 2500i 0O 0.00 000:  Z500:CHGOZ2 2019 Museum of Wi v
< >
TOTALS: Amount 600.00 Discount | 50.00 Paid | Mi Balance 550.00
SELECTED TOTALS: Amount 100.00 Discuunll 50.00 Paid| Ml Balance 50,00
Adjustment amaunts included in balances but not shown separately oK Cancel

e Highlight, Khalid Moor, Bradley Uifelean, Chelsea Kraft and Corey Ramsay

e Click E Auto allocate credit to the selected billing items
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Auto Allocate 23

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

e Click Yes

Auto Allocate (23]

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

When OK is clicked the Automatic Allocation of Credit report is printed to the default printer.
There will not be another opportunity to select the report destination so have this set before
running the function.

Auto Allocate B

Has the report printed OK?

e Click Yes and OK to the Printer screen

Note: A Report which sent directly to the printer. This report shows the allocation of
credit to particular Billing Items. It can be re-printed at a later date if required. We will look
at this later in Training.

West Coast District High School

Automatic Allocation of Credit - 4 April 2019 11:37:33

Batch: 00006 Museum of WA Excursion - Modern History ATAR 11 2019

Student'Cust Hame Year Form Receipt # Pay Type Billing ltem Tx Ref

KFAFT: Chelsea 11 11.1 5 CA 1363

MOOR: Khalid 11 11.1 6 CA 1371

RAMSAY: Cory i1 11.1 7 CA 1377

UIFELEAN: Bradley 11 11.1 8 CA 1381
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8.3.3 Printing the Unallocated Credit Report

RM Billing > Reports

e Open the Financial Reports folder and Click on Unallocated Credit Listing
e Sort by Unpaid Billing Items

e Change the Sort Arrow to Descending Izl

Unallocated Credit Listing

Sort Field [ &> |

—y

Uripaid Eilling Iterms v -

e Click Print

West Coast District High School

Unallocated Credit Listing as at 04/04/19

Students

Student Hame Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total

MICHAEL: Daniel 11 112 §0.00 §633.00 §0.00 §633.00 §633.00
PAMMENT: Louise 11 112 §0.00 §633.00 §0.00 §633.00 §633.00
WILLIAMS: Tenille 11 112 §0.00 §633.00 §0.00 §633.00 §633.00
BLACK: Jenny 11 111 50.00 S660.00 §0.00 S660.00 S660.00
HOGAN: Paul 11 113 §0.00 §7335.00 §0.00 §733.00 §733.00
KITCHEN: Marc 11 113 §0.00 §733.00 §0.00 §733.00 §733.00
Total Unallocated Credit for All Students $0.00 54,035.00 54,035.00
* Indicates alllsome unallocated credit belongs to Government Subsidy receipts

e Students who have Unallocated Credit and Unpaid Billing Items will come to the top of the
list
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8.3.4 Auto Allocate Unallocated Credit

Activity: Allocate Subject Payments in Advance

unallocated credit to student debt.

receipts.

RM Billing > Receipts

Payments have been received for charges and contributions prior to the creation of subject debt.
This money has been held as unallocated credit against the student record. Subject and Batch
Billing Items have been processed against students and we are now able to apply the

In this example, separate billing item batches have been used for Subject Charges, Camp
Charges, Voluntary Approved Requests and Other Optional Costs. All monies received are
parent payment. We will apply the receipts in accordance to the business rules for parent

BOOO0S
BO0O0E
Ba0any

General Banking Frior to Subject Debt 25/01./19
{Imported EPA Financial Assistance Receipts_300326
{Imported CLA Financial Assistance Receipts_ 300326

12019 LN

EAFR 2015 1696
5 4FR 2019 16:29.42.

e Highlight the General Banking Prior to Subject Debt 25.01.19 batch

s SEICIEE YR

Batch Mo _Year _Description | Open | Last Updated_ Batch Total
BOOODS (2019 (General Banking 0540419 §YES i 4 4PR 2019 10:30:41¢ 250,00
BO00DT 12019 imported EPA Financial Assistance Receipts_300325 | NO 5 MAR 2013 14:43:04 470.00
BOOODZ (2019 mported AS4 Financial Assistance Receipts_300925 NO 8 MaR 2019 14:50:13; 79.00
BOOODZ 12019 imported CLA Financial Assistance Receipts 300325 8 MAR 2019 14:50:53: 115.00
BOOOO4 2019 :iGeneral Banking Excursions in Advance 25/01/19 25 JAN 2019151

M 20131

Click For Selected > Print Daily Banking

should be compared to the Unallocated Credit Listing

This report will give you a list of student receipts where students paid accounts in advance. This

Rec# Amount Rec'd From Student Name Details Batch# Status
CASH
] 5 633.00 MMr L Williams WILLIAMS: Tenille Charges and Centributions in BO0003
advance
10 5633.00 W M Michael MICHAEL: Daniel Charges and Centributions in BO0003
advance
14 5735.00 Mrs T Hogan HOGAN: Paul Charges and Coentributions in BOO00S
advance
Total Cash $2,005.00
CHEQUE
11 573300 Mrs K Kitchen KITCHEN: Marc Charges and Coentributions in BOO00S
advance
12 5635.00 Mr ] Pamment PANMENT: Louise Charges and Coentributions in BOO00S
advance
13 5 660.00 Mrz Black BLACK: Jenny Charges and Centributions in BO0003
advance
13 5 600.00 Mrs F. Ravat FRAVAT: Donna Subject Charges and Year 11 BOO003
Camp
Total Cheque F 263000
Total for Cash and Cheques $ 463500
Total for Report: $ 4,635.00
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Activity: Auto Allocate Unallocated Credit

RM Billing > Billing Iltems

Double click on the Subjects Batch 2019 billing items batch
Click on the Batch Billing Items tab

Click on [

Shaw Dutstanding Amaunts ]

Click on the Balance header once to bring the Paid items with a zero balance to the top
In the Balance column, highlight and drag down all billing item lines with an outstanding

balance

E El"mg items E

= | 2
Batch Mo Description
[ nooo1 [Subiects Batch 2019 | Show &l Transactions |

Batch Details Batch Biling Ibems

Camment
{AEECD - Economi

Shudent/Cust
iLak: Chanara

Dise Paid Balance Bil Code

Crear Form Amount GST |
; 0.00;CHGO

iLAM: Chanara

Status  Feasan .

~

BRI =R

w
£ >
TOTALS: Amount | 2230000 Discount 50.00 Paid 1.379.00 Balance| 20.871.00
SELECTED TOTALS: Amount | 2030000 Discount Mil  Paid 23.00 Balance| 20.5871.00
Adjustment amounts included in balances but not shown separately oK Cancel

e Click on Auto allocate credit to the selected billing items

. Auto Allocate m

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

e ) [CE]

e Click Yes to the message
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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
(AutoAHoc,ate £ |

Has the report printed OK?

e Click Yes

The allocations are sent straight to the printer. There is no option to print to the screen.

e Click @
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Activity: Allocate Unallocated Credit to Billing Items

Remaining Unallocated credit will be allocated to the other Billing Items for these students.

RM Billing > Billing Items

e Double click on the Year 11 Camp Batch billing items batch
e Click on the Batch Billing Iltems tab

e Click on [
e Click on the Balance header once to bring items with paid balances to the top
e Highlight all billing item lines with an outstanding balance

Show Outstanding Amounts ]

O Billing ltems (=3
& | 2

Batch Mo Descnption

| 00005 |Year 11 Camp Show &ll Transactions |

Batch Details Batch Billing ltems

Status  Feason

IRAVAT: Donna
MAROMEY: Da
RaWAT: Donna
LAM: Chanara
BISHOP: Frank
Lak: Chanara

ENSIE=REN

< >
TOTALS: Amount | 1957500 Discount 50.00 Paid 830.00 Balance| 1874500
SELECTED TOTALS: Amount | 1902500 Discount Wil Paid 230.00 Balance| 18.,745.00
Adjustraent amounts included in balances but nat shown separately k. Cancel

e Click on Auto allocate credit to the selected billing items

Auto Allocate =

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

e ) B

e Click Yes to the message
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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
(Autoﬁllocate £ |

Has the report printed OK?

| Yes | ’ Mo
e Click Yes
e Click -

Repeat the steps above to apply unallocated credit to the following batches

e Museum of WA Excursion
e School Year Book
e Chaplaincy

Check the Unallocated Credit Listing report

RM Billing > Reports > Financial Reports

e Select and print the Unallocated Credit Listing report

All the unallocated credit should now have been applied and the following message is displayed

Unallocated Credit Listing

|| There is nothing te print.

e View and Close
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8.3.5 Re-Print Auto Allocation of Credit Reports

The reports resulting from the Auto Allocate Process can be reprinted at a later date if required.

Activity: Re-Print Auto Allocation of Credit Reports

RM Billing > Reports > Transactional Reports

e Select the Re-Print Auto Allocation Transactions report
e Choose any one of the reports and click Print

&

Reports

Charges and Contributions Templates
Charges ahd Contributions Reparts

ooo| =9

Financial Feportz
D Statement - Students
D Statement - Customers
D Unprinted Invoices - Students
D Unprinted Invaices - Customers
D Summary Sged Debt List - Students
D Surnmary Aged Debt List - Customers
D Reminder Unpaid Biling [tems - Students
D Unallocated Credit Listing
=3 Trahsactional Feports
D Tranzaction Summary
D Re-Print Re-allocation Trangactions
D Re-Print Auwto {lalgt
D Timetabled Subjects and Billing Items
D Secondary Financial Azsistance Summary
1 Audit Beports

cate Trans:

Re-Print Auto Allocate Transactions

Select an Auto Allocate report to print

Time
R BErRex]
i11:58:47

Report Date
4 4PR 2019
4 APR 2015
4 4PR 2013

20047
120108
1201:26

4 4PR 2019
4 4PR 2019
4 4PR 2019

Print Cancel

Re-Printed

Batch: 00005 Year 11 Camp 2019

West Coast District High School
Automatic Allocation of Credit - 4 April 2019

12:00:22

Student/Cust Name Year Form Receipt # Pay Type Billing ltem Tx Ref
BLACK: Jenny 11 111 13 CH 1168, 1169, 1170
HOGAN: Panl 11 113 14 CA 1195, 1194, 1197
FITCHEN: Marc 11 113 11 CH 1204, 1205, 1206
MICHAFL : Dianiel 11 112 10 CA 1248 1230, 1251
PAMMENT: Louize 11 112 12 CH 1201, 1292, 1293
WILLIAMS: Tenille 11 112 4 CA 1334, 1333, 1336

e View and Close

e Select any of the other reports to view
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8.3.6 Charges and Contribution Payments

Activity: Apply Bulk Receipts

The following students have brought in money for all their costs including their Voluntary, School
Magazine and Chaplaincy contributions and any charges.

Ben Anderson $270 Cash Balance of Account
Angela Oliver $310 Cheque Balance of Account
Ariel Mahney $556 Cheque Balance of Account
Alexandria Mungall $660 Cheque Balance of Account

RM Billing > Receipts

e Open the General Banking Batch
Select Bulk Receipts

Click EI

Enter Anderson and <tab>

Select Ben Anderson

Enter $270 <tab> <tab>

Highlight all his billing items and OK then <tab> <tab>

Please double-click on your selection.
Ref Date Code Amount GST

Amounl:l 27000 Selected: 270.00 oK Canced

e Select payment type: CA and OK <tab>
e Enter Comment: Balance of Account <tab> (Hint: Ctr/C to copy the comment. Use Ctr/V to
paste for the other comments.

o Repeat the steps for the payments for Angela Oliver, Ariel Mahney and Alexandria Mungall

Detail&l Batch Receipt: Bulk Receipts |
Student Mame |Yeal | Amount|ltems | Tvpe |Eomment
AMNDERSOM: Ben 10 27000010 Items CA  |Balance of Account
OLWER: Angela 11 S10.00( 4 Ttermns CH |Balance of Account
MAHMEY Ariel 11 BRE.00{ 10 [tems CH  |Balahce of Account
MUNGALL: Alexandna (11 BEO.OO[ T2 [tems CH  |Balance of Account

e (Click OK
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8.3.7 Print Receipts from the Receipt Batch

Activity: Printing Receipts from the Receipt Batch

RM Billing > Receipts

e Click on the Tab

e Highlight all the receipt lines

Details Batch Receipts |Bulk Receipts

—
| Receipts =
=Rk
Batch Humber Description
|BOOODE | General Banking 05/04/19

Tatal I 2046.00
Details

Ref Paid Bill Code  Comment

460 11500 IVARD! 12019 Chaplaincy
1267 {10000 iCHGOZ 19 Camp Activities
1266 5000 iCHGO3 19 Camp Transpart
1269 150.00 CHGOZ $2018 Camp Food
1372 {2500 {CHGOZ

<

I 2046.00  Total

{2019 Muzeum of WA Excursion - Modemn H

Click %

Select Yes to print receipts
Print the Receipts to the screen
View and Close

e Repeat and view a Record of Receipt Allocations

Note: Receipts printed directly to the printer will have Receipt number and no additional
text. Receipts which are print previewed and then printed will have text “draft” under the
Receipt number. Any subsequent re-prints of a receipt will have a have text “copy” under

the Receipt number.

Receipts can also be Printed from the Student Record

e Click ®
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9 Exporting Receipt Batches

Once the banking has been finalised, the Receipt batches must be exported to RM Finance.

Activity: Export Receipt Batches

Print the Daily Banking and Receipts Summary Reports
RM Billing > Receipts

View the Daily Banking Report

e Highlight the General Banking dd/mm/yy batch
e Click For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 08/04/2019

Rec# Amount Rec'd From Student Hame Details Batch # Status
ICASH
25 5270.00 Nrs L Anderson ANDERSON: Ben Balance of Account BOO00S
Total Cash F 270.00
ICHEQUE
22 5 100.00 West Coast Lions Club ERADDON: Braydie Lions Club Scholarship BO0O0O0S
23 5 100.00 West Coast Lions Club CLARK: Gemma Lions Club Scholarship BO0O0O0S
24 5 30,00 Dwonations Camp Donation BOO0O03
26 531000 Nir O Oliver OLIVEE: Angela Balance of Account BOO0O03
27 5 356.00 Mrs J Mahney MAHNEY: Ariel EBalance of Account EOO008
28 3 660.00 Wr M Mungall MUNGALL: Alexandria EBalance of Account EOO008
Total Cheque $1,776.00
Total for Cash and Cheques 5 2,046.00
Total for Report: $ 2,046.00

e View and Close Report
e Click For Selected > Print Receipt Summary

Print Receipts Summary 2

Print Detailed Summary? Mo=Totals only

e Select Yes to view the Detailed Summary Report (This report is printed and filed)
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A portion of the report is displayed below

West Coast District High School

Receipts Summary Detailed Report

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

Batch: B00008 General Banking 05/04/19

Billing Code CHGO1  Upper School Charges

GS5T Code 0
1685 27 BO00008 CHGOL 04/042019 MAHNEY: Ariel 11 112 §21.00 5000
1685 27 BO00008 CHGOL 04/042019 MAHNEY: Ariel 11 112 $ 50.00 5000
1685 27 BO00008 CHGOL 04/042019 MAHNEY: Ariel 11 112 $ 50.00 5000
1685 27 BO00008 CHGOL 04/042019 MAHNEY: Ariel 11 112 $ 50.00 5000
1685 27 BO00008 CHGOL 04/042019 MAHNEY: Ariel 11 112 $ 50.00 5000
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 $ 50.00 5000
Alexandria
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 $ 50.00 5000
Alexandria
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 $ 50.00 5000
Alexandria
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 § 50.00 50,00
Alexandria
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 § 50.00 50,00
Alexandria
1684 28 BO00008 CHGOL 04/0472019 MUNGALL: 11 111 § 50.00 50,00
Alexandria
Total for Income $521.00 $0.00
Budget: C1051 Analysis: C1050 Totals for GST code 0 %$521.00 $0.00
e Close the report
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Repeat and select No to view the Totals Only Report

West Coast District High School

Receipts Summary (totals only)

Amount GST

Batch: B00008 General Banking 05/04/19

Billing Code CHG01  Upper School Charges

GSTCode O

Total for Income

$521.00 $0.00

Budget: C1051 Analysis: C1050 Totals for GST code 0

$521.00 $0.00

Billing Code CHGO02  Excursions and Activities

GST Code 0O

Total for Income

$ 50.00 $0.00

Budget: C1181 Analysis: C1180 Totals for GST code 0

$ 50.00 $ 0.00

Billing Code CHGO3  School Camps

GST Code 0

Total for Income

$435.00 $ 0.00

Budget: C1182 Analysis: C1180 Totals for GST code 0

$435.00 $ 0.00

GST Code 1

Total for Income

$450.00 $4092

Budget: C1182 Analysis: C1180 Totals for GST code 1

$450.00 $4092

Billing Code DONO1  Donations

GST Code 0
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Amount GST

Total for Income % 50.00 $0.00

Budget: C1555 Analysis: C1550 Totals for GST code 0 $ 50.00 $0.00

Billing Code OOC01  Other Otpional Costs

35T Code O
Total for Income $ 60.00 $0.00
Budget: C1201 Analysis: C1200 Totals for GST code 0 % 60.00 % 0.00

Billing Code SUS Suspense Account

35T Code 8
Total for Income $0.00 $0.00
Budget: N3199 Analysis: N31001 Totals for GST code 8 $0.00 % 0.00

Billing Code VARD1  Voluntary Approved Requests

GST Code 0
Total for Income % 45.00 %$0.00
Budget: C1501 Analysis: C1500 Totals for G5T code 0 $ 45.00 % 0.00

Billing Code VOL01  Voluntary Contributions 7-10

GST Code 0
Total for Income $435.00 %$0.00
Budget: C1001 Analysis; C1000 Totals for GST code 0 % 435.00 % 0.00

Total for Report: $2,046.00 $40.92

e View and Close Report
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As the Clothing Allowance is a Parent Payment and not a GV, it will also appear in the Export to

RM Finance window. The amount can also be entered on to the Batch register

RM Billing > Receipts
e Highlight the CLA - Clothing Allowance Batch 05/04/19 for $345

BOOOODE 2019 ilmported EFA Financial Assistance Feceipts_ 300925 @ MO 5 APR 2019 162806 0500
B 00007 19 Imparted CLA Financial Azzistanc i 2

hce Feceipt

B APR 2019 16:23:42 245,00

e Click For Selected > Print Daily Banking

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

DIRECT DEPOSIT

19 $115.00 Clothing Allowance MARONEY: David Imported Clothing BOOODT
Allowance

20 $115.00 Clothing Allowance OLIVEE: Angela Imported Clothing BOOODT
Allowance

21 $115.00 Clothing Allowance LAN: Chanara Imported Clothing BOO0OOT
Allowance

[Total Direct Deposit $ 345.00

Total for Other Payment Types 534500

[Total for Report: $ 345.00

e Close the report

Print the Receipts Summary Report

e Click For Selected > Print Receipt Summary

Print Receipts Summary 3

Print Detailed Summary? Mo=Totals only

e Select Yes to view the Detailed Summary Report (This report is printed and filed)
e Repeat to Print the Receipts Summary Totals Only report

Complete the Batch Register

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/D et Bank I Expend Internal J I
Batch* anl ncome pen Credit nal lournal BANIE. Proc
Batch No te Ch AIC Receipts Payments I Expend Charge* Transfer
Export | From To I e 1,2,3 {INC) (ESP) Notes e (E50) (CHG) ) Totals By
[B] BPay
B00007 CLA 1 345
B0000S GB 1 2046
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RM Billing > Utilities

Note: Ensure RM Finance is closed before you perform the Export routine

e Double click on Export to RM Finance

@ Import Secondary Financial Assistance Receipts

[ Utilities 5
Instructions ; -
I the fight hand panel, there @ Create Subject Biling Iterms -
are a number of icons with @ Export Secandam Financial Azsistance
descriptive tithes showing which [Ty —
functions are available. 3 EEOLLOSINLEINANCE

e Click Yes to the message

Export to RM Finance 3

This will export transactions to RM Finance, and cannot be undone,
Continue?

e Highlight all the batches in the Export window

Batches for Export

Drescription Open

* Re-allocation ransactions Cancel

e Click OK
e Click OK to the printer

Processing

° Updating Receipt E=port date
I 2

[

ClVICa
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Export @

Export Complete

e Click OK to the Export Complete

Note: The Export process will automatically close the Receipt Batches

The Batch Export Summary will be sent directly to the Printer. Export Summaries can be Re-
printed from the Reports if required

RM Billing > Reports

e Open the Audit Reports folder
e Highlight the Re-print Receipts Batch Export Summary

Reports 58
=

Charges and Contributions Templates
Charges and Contributions Reparts

o Re-print Receipts Batch
Financial Reports
Transactional Reports Expﬂrt Summary

Audit Reports

D Audit Report

|:| Audit Fe-print

D Fie-print Receipts Batch Export Surmary

T w &

Select an Export Summary Report to Re-print

140927

(®) Show reports after: [g1aM 2013

() Show all reports.

e Click Print and OK to send it to the screen
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Batch Receipt Export Summary Report

This report will automatically print 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.

West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABHN; Not Specified

Receipt Batch Export Summary 8APR2019 14:01:37 Re-printed
Batch Code Description Date Created Date Last Updated Open Batch Total

Batches Not Exported

Mo Batches (.00

0.00

Batches Exported

BO0004*® General Banking Excursions in Advance 25/01/19 23012019 2510172019 NO 0.00

BOO00S* General Banking Prior to Subject Debt 250119 23/012019 2510172019 NO 0.00

BO00OT Imported CLA Financial Assistance 0510412019 0510412019 NO 343.00
Receipts 300926

BO000S General Banking 05/04/19 04/0412019 04/04/2019 YES 2046.00

2391.00

* Re-allocation tranzactions

Comment:

Principal's Signature:

Date;

e Close the report
e Minimise RM Billing
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10 Update Exported Batches in RM Finance

Activity: Update Exported Batches

e Open RM Finance
e Logon as Manager Corporate Services and password Keys

Login
|
. | |
4 . Finance - -
(C) RM PLC 2004 EM Finance - Yerzion 2.40 - 7 December 2018
Australia Module - Mersion 8.40 - 7 Decernber 2018
-~ -~

1. Select your user name from the 1ist below

Systern Adrninistrator -
Deputy Principal

Manager Corporate S

Principal

RM&UST -
Sehaol Administrator

Cordne Cimnmnn Cnrnlbord Cobanlas

2. Enter your Password

Y11 Login | Nuit |

Current Data File:
C:MEEYS SRMDENFINANCE_DEMO DF1 %

Print the Batched Transaction Report

RM Finance >Transactions

Click ﬁg«? Reports
=

Select the Batched Transaction Report
Untick Expenditure and Budget Amendments
Leave the tick in Income and Print

( Records |(Transactions| Ad-Hoc | <Custom |
EYGEMERAL REPORTS Report Options

&11 transactions - " -
Bt ialit) RS TTS INCLUDE TR&WSACTION TYPES ... SHOW REPORT WITH ...
Future Postings o3 [¥| Gross Totals
Purchase Orders r [ Totals Only
Alternative Payes Transactions r k = stert Report Format
Bateh Humber Beport [T Journal Transfers o
Aich Number kepor [ decruals ete, I} Include Descriptions 7
I} Include Irvoice 7
2 AUDIT REPORTS ‘r o [T Include User 04N 7
Transactions not yet printed FROM BANK ACCOUNTS ... [7] Search Criteria
Vear End Statement [ Cash Management [ Report Nates
Cormmitment Summary ¥ Cheque accaunt X
EFT!BPAY.Eertiﬁcation Log [ Investment Adc rDESTINATIDN -
Record Maintenance Log & print
rinter
25 BANK REPORTS
) . & Screen
Reconciled transactions L

¢ Page Preview
rFIND TRAMSACTIONS BASED ON ... " Spreadshest
L

Unreconciled transactions
Cash Mavemnent

Bank Balance Ignare Search
Change Sort Order ‘
{3 Tax REPORTS D Simple Search 9
Tax Reimburserment (IHC) Detailed Seareh p—
Tax Reimbursement (ExP) ! D whalled Seare (il |
X
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A portion of the report is displayed below

Posting Detail Type
BOOO04

INCOO1 Income

C1180 1 11&12 Extra Cost Optional Charge

C1181 ¥111&12 Extra Cost Optional Charges

Cheque Account

General Banking Excursiens in Advance 25

Ref BOOODS INC
BOO004

INCODA Income

N31001 Other Suspense Accounts

N3199 Biling Suspense

Cheque Account

General Banking Excursions in Advance 25

Ref BOOOO4 rc

BOOOOS

INCOO1 Income

C1050 Charges

C1051 Upper School Charges

Cheque Account

General Banking Prior to Subject Debt 25

Ref BOOOOS INC
BOOOOS

INCOO1 Income

C1180 1 11512 Extra Cost Optional Charge

C1181 T111&12 Extra Cost Optional Charges

Cheque Account

General Banking Prior to Subject Debt 25

Ref BOODOS INC
BOOOOS

INCODA Income

C1180 T 11812 Extra Cost Optional Charge

c1182 School Camps

Cheque Account

General Banking Prior to Subject Debt 25

Ref BOOOOS INC

Date Hett Tax Total Voucher
8 APR 2019 50.00 0 50.00 i
8 APR 2015 50.00 8 50.00 il
8 APR 2018 2300.00 0 2300.00 C
8 APR 2015 25.00 0 25.00 Ci
8 APR 2015 1050.00 0 1050.00 il

Note: Because of the automatic allocation of the ‘General Banking Prior to Subject Debt’ and
the ‘Excursions in Advance’ have now all been allocated, Batches 4 and 5 will need to be

updated along with Batches 7 and 8 for Income.

e View and close the report

CIVICa
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View / Post the Batch
o]
From the Transactions Menu _&_Transactions
Select View/Post Batch
Select Income
Enter Batch number B0O0004

Find Batch

Find Batched Expenditure ] Controls

- 3| QL pispla

Batch Ref [ifalslalsh

[ate Range from l:l
] — | A

[ Close window
User Name l:l

e Click on Display

e Click on
i Post Batch to Income Accounts IE\
P -
Gross
Ref. Date Period Yalue Contrgl
EQOOO4 2 AFR 2019 1 S0.00 YES 2
EQOOO4 2 AFR 2019 1 S0.00 YES M Lol
Source S Supplier INCO01 Nett 50.00
Budget ciist Tax o.oo
Analysis c11580
Batch Ref.  BEOOOO4
Tupe INC
Description General Banking Excursions in ddvance 25 v Waikite
Bank 1 Cheque Account
" wWindow
p -
Total to post 100.00 L Ciose window
2 Help
L
. ~ Update
e Click
Are pou sure you want to post the selected items? Ho
e Click Yes to post the batch
e Click
e Repeat for Batch BOO005
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View / Post the Batch

2
% Transactions

From the Transactions Menu
Select View/Post Batch
Select Income

Enter Batch number BO0O007

Find Batch
[ Find Batched I ncome ] Controls
- 3| O pispla

Batch Ref BEEEET

[ate Range from l:l
] i— | A

O cClose window

User Name
[ ] o

e Click on Display
e Clickon ﬂ

i Post Batch to Income Accounts IE\
e m
Gross
Ref. Date Period Yalue @] Contrgls
BOOOOT 8 APR 2019 1 G65.00 YES 3 o
EQOOOT 2 AFR 2019 1 20,00 YES M Lo Baish
E0OOO7 2 AFR 2019 1 215.00  YES
E0OOO7 2 AFR 2019 1 20.00  YES
E0OOO7 2 AFR 2013 1 15.00  YES
Source / Supplier INCOO1 Mett 65.00
Budget c1051 Tax 0.o0
Analysis Ci1050
Batch Ref.  BEOOOO7
Tupe IMC
Description Imported CLA Financial Assistance Receip v Litive
Bank 1 Cheque Account
" wWindow
. o
Total to post 345.00 L Close window
2 Help
.
. ~ Update
e Click
Are pou sure you want to post the selected items? Ho
e Click Yes to post the batch
e Click
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Repeat to Update BO0008

Find Batch
[ Find Batched I ncome ] Controls
r 3| Q4 Display

Batih Ref BEBBES

[ate Range from l:l
o] i | A

E_ Close window
User Mame l:l

@ Help
\
e Click on Display
e Click on
7l Post Batch to Income Accounts -5 |3
i Gross 1
Ref. [ate Period Yalue ‘@] | Controls
|=iululu]ut} 2 AFR 2019 1 521.00 YES a8 4
|=iululu]ut} 2 AFR 2019 1 50,00 YES ﬁ fabErlt
BOO0DS 2 APR 2019 1 435.00  YES
BOO0DS 2 APR 2019 1 450.00  VES
BOO0DS 2 APR 2019 1 50.00 YES
|=iululu]ut} 2 AFR 2019 1 0. 00 YES
BOO0DS 2 APR 2019 1 45.00 YES
BOO0DS 2 APR 2019 1 435.00  VES
Source ¢/ Supplier INCOO01 Hett 435.00
Budget cioo Tax 0.00
Hnalysis ciooo
Batch Ref.  BOOOOS
Type INC
Description General Banking 05/04/1%9 v Uity
Bank 1 Cheque &ccount
. Window
~ -
Total o post 2046.00 I Close window
P Help
h

° Clle v Update

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

e Click Yes to post the batch

Close RM Finance and Maximise RM Billing

IMPORTANT

If your school is not exporting, the reallocations must be entered
manually into RM Finance
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10.1CentrePay
Families in receipt of Centrelink payments may elect to use the bill paying service CentrePay.
CentrePay will deduct the full amount owing from the Parent benefits and pass the amount, less a

handling fee on to the School. The handling fee is cleared from the student records by processing
an adjustment transaction.

Activity: Receipting CentrePay

Parents for the following students have arranged for their school costs to be paid using
CentrePay

Student Amount Amount CentrePay
Paid Received Fee

Daytona Mew 270.00 269.01 .99c

Harrison Milker 270.00 269.01 .99c

As all receipts batches are now closed, it is necessary to open a new batch to process
CentrePay receipts.

| Receipts Batches List View (=
For Selected
ana EIEIEEE PR
BatchMo Year Descrption Open Last Updated Batch Total
BOODOT 2019 imported EPA Financial Azsistance Receipts 300325 0] 8 MAR 2019 14:45:04 470.00
BOOODZ 2019 ilmported ASA Financial Aszistance Receipts_300925 MO SMaR 2019 1450:13 79.00
BOOO03 2019 imported CLA Financial Assistance Feceipts_ 300925 HO SMAR 2019145053 115.00
BOOOO4 2019 :iGeneral Barking E=cursions in Adwvance 25/01/19 HO 25JAN 2019 15:10:48 B0.00
BOOOOS  i2019 iGeneral Batking Prior to Subject Debt 25401419 MO 25.JAN 2019 14:059:02 463500
BOODDE 2019 :Imported EPA Financial Azsistance Receipts_300326 HO 5 4PR 2019 16:28:06 F05.00
BOODODY  :2019 :imported CLA Financial Assistance Receipts_300926 HO 5A4PR 2019 16:29.42 34500
BOOOOS 2019 iGeneral Banking 09/04/15 MO 4APR 2019121317 2046.00

RM Billing > Receipts

o Click <
e Enter Receipt batch detail: CentrePay and Today’s date

Add Receipts Batch

Please enter a description for the batch to be created

| CentrePay dddmm

0K | Cancel

e Click OK
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RM Billing > Students
e Highlight Daytona Mew and Harrison Milker

e Click Hide unselected
e Highlight both students

| Students
For Selected
#h? P S meE| D
Motes Year Form Category Balance

e Click on For Selected > Apply Receipts
e Click OK for 2019

Select Year

Flease select the Biling “rear

|2IJ19 v

Cancel

e <tab> into Batch field and select: CentrePay

Please double-click on your selection.

Batch Mo. Diescription

CentrePap 16.05.16

e <tab>and enter Amount: 269.01
e Select payment type: DD <tab>
e Enter Comment: CentrePay dd.mm.yy <Ctrl+C>

Apply Receipts
Fieceipts Batch I BOOO0S | CentrePay 08/04,19
Date | 8APR 2019
Arnout [for each I 5901 Amount applied to each individual studert
student]
Fayrient Type I oo Direct Deposit

Comment ICentreF'a_l,l Payment

Cancel

e Click OK
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Adjust the Billing Items

Open Daytona Mew’s record
Select the Billing Items tab

e Click on [ Shov Billing Items with Qutztanding Amaunts ]

Detailsl Subjects Billing ltems |Heceipts| Transactionsl Notesl Invoicesl Sec Fin Assist

e Highlight the Billing Item which was underpaid by 99c (the CentrePay processing fee)
| Student Details (=]

2019 vie d mb S

Surnarme Known Mame Adjuzstrent amountz included in balances but not shown separately

IMEW |Da_l,ltuna Show All Transactions

Ref  Date Type Amount GST  Disc Pad Balance Bill Code Batch#t Comment
822 8 MAR 2019 DR 15.00 0O ooo 1401 0499 AR

Status Reaszon

00003 2019 Chaplaincy

o Click luugdustment |

Adjust 53

Are you sure you want to adjust this Billing Iterm?
This cperation cannot be undone!

e Click Yes
e Enter amount to Adjust down by: 0.99
e Enter reason Month, Date and Reason - Centrepay Fee Adjustment

Billing ltem Adjustment
For Billing [tern ref: [T

: Original amaunt $ 15.00
Adjust dovn by I 099 M aximurn adjust available $ 15.00

Reasan for Adustment: I.t’-\pril 2019 CentrePay Fee Adustment

Cancel

e Click OK
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e View the Adjustment Transaction and Adjusted Billing Item
e Sort by Reason to bring the Transactions together

| Student Details (=]

209 vie 4 ap S D

Surname Ko N arme

|MEW |Da_l,|l|:|na Shiow Billing terns with Outztanding Armounts
Details] Subjects Billing ltems lHeceiptsl Transactions] Notesl Invoicesl Sec Fin Assist

nt GST Disc Paid Balance Bill Code Batch# Comment Status Reason

i 00034 00 OO0 OLOT 00004 2019 A

0 0 0.00; 56.00 0,00 wOLol 00004 2019 Dezign and ™

0 0 0.00: 1500 0.00: voLol (00004 2019 L0TE

0 0 0.00: 3000 0.00: vOLol 00004 2019 Health and F

0 0 0.00: 2600 0.00: vOLom 00004 2019 Humanaties

0 0 0.00; 25.00 0,00 voLol 00004 2019 Maths

0 0 0.00: 2500 0.00: vOLO1 (00004 2019 Science

0 0 0.00: 2600 0.00: vOLOT 00004 2019 Englizh

0 0 0.00: 2000 0.00: 00CO 00002 2019 School Vear

0 0 000 14.m 0.99; WARODT 00003 2019 Chaplaincy (& 1687 Adjusted - April 2019 CentrePay Fee Adustment
B3 0 0oo: 000 0938 WARDT (00003 ;2019 Chaplainey :T: 822 Adjustraent - April 2019 CentrePay Fee Adjustme

< >
TOTALS: Amount 26901  Discount noo  Paid %301 Balance| 000

Add Eilling ltem Feverzal Adjustment Dizcount
Last bodified 08/04/1914:32 By ADMIN
o Click

e Repeat the steps above to the adjustment for Harrison Milker

Notes: CentrePay is a parent/guardian payment. It is processed using payment type DD, is
refundable to a parent/guardian and can have a receipt printed.

After reconciling the CentrePay payment advice to the CentrePay batch the batch is either
closed manually and the receipts then entered into RM Finance or the batch is exported and
then updated in RM Finance.

For training purposes only, the CentrePay batch will not be entered into RM Finance.
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Activity: Close the CentrePay Batch

RM Billing > Receipts

For training purposes we will manually close the CentrePay batch to demonstrate that either a
manual or the export function can be used. When the Export to RM Finance function is initiated,
the transactions will be exported to RM Finance where they can be updated. We will export the
CentrePay batch later in training.

e Highlight the CentrePay dd/mm/yy batch
e Click For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 08/04/2019

west
! Epact

Rec# Amount Rec'd From Student Hame Details Batch# Status
DIRECT DEPOSIT

29 5269.01 i M Mew MEW: Daytona CentrePay Payment BOOOOG

30 5269.01 s L Milker MILKER: Harrizon CentrePay Payment BOOOOG
Total Direct Deposit §538.02

Total for Other Payment Types §538.02
Total for Report: % 538.02

e View and Close Report

e Click For Selected > Print Receipts Summary
e View the Detailed Summary

Fill in the Batch Register

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =™
Type of
Date/D Batch* Bank Income Expend . Internal Joumnal
Batch No ate [ci (.'(.:neuue AIC Receipts Payments ﬁretdn. Income Expend Charge* Transfer E_r[-‘\-?('jlm Péoc
Export | [rom To [E]EFT 1,2,3 (INC) (ESP) oles ey (ESC) (CHG) W) otals ¥
[B] BPay
B00009 CPay 1 538.02
C |V | C a RM Billing Secondary Stage 2 Training Notes 9-Apr-19

Page 84 of 170
© 2019 Civica Education Pty Ltd




Close the Batch
e Click For Selected > Close Batch

Close Batch

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

e Click Yes

Note: The Daily Banking Summary and Detailed Receipt Summary Reports must be
printed and filed.

The batch is now closed

| Receipts Batches List View (=3
For Selected
a9 R0 G mE 420
Batch Mo Year Description Opet Last Updated Batch Total
00009 CentrePay 080413 BAPR 2019143012 538.02
12013 {Imported EPA Financial Assistance Receipts_ 300325 @ MO ¢ 8 MAR 2013 14:43:04: .
P NO 5 MAR 2019 14:50:13 75.00

BOOOOZ2 120019 imported AS4 Financial Assistance Receipts_30092%

Note: If exporting, the batch is closed on export. It is up to the user to decide whether
they prefer to close the batch manually before export or to leave the batch open and
initiate the export routine, which will close the batch on export.
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11 Making Changes to Billing Iltems
11.1Students Commencing Part Way through the Year

Activity: Students Commencing Partway Through the Year

Lorena Page commenced school at the beginning of Term 3. We will discount her Billing Items

to reflect the pro rata amount due

RM Billing > Students

e Open the Record for Lorena Page
e Click on the Billing Iltems tab
e Click on the Bill Code Header twice to bring the Voluntary Contributions to the top
e Highlight the Voluntary Contributions Transactions
i Student Details
2019 vieldmr &2
Surmame Friown Name
|PAEE ILulena Show Billing Items with Outztanding Amounts

Detailz I Subjects Billing ltems |Heceipt$ | Tranzactions | Motes I |rvoices I Sec Fin Azsist

Stahuz Reason

£ >

TOTALS: Amountl 27000  Discount 000 Paid 0.00 Balancel 270.00
Add Billing [tem Beverzal Adjustment Add Discount
Last Modified 25/01/1974:11 By ADMIN

e Click on Add Discount
e Enter Discount Percentage as 50
e Enter the Reason July 2019-Commenced Term 3

Discount

Enter the Dizcount Percentage  |50.00 x

Reazon for Discount |.Ju|y 2M 3 - Commenced Term 3

e Click OK
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Lorena Page’s previous school has transferred $115.00 of the $235 Education Program
Allowance to the West Coast District High School. A Receipts batch will need to be created so
this amount can be recorded against Lorena’s record.

RM Billing > Receipts

e Click &
e Enter Receipt batch detail: Education Program Allowance Transfer and Today’s date

Add Receipts Batch

Flease enter a description for the batch to be created

E ducation Program &llowance Transfer dd/mmdyy

Ok ] | Lancel

e Click OK

RM Billing > Students

e Highlight Lorena Page
e Click For Selected > Apply Subsidies
e OK to the current billing year
e <Tab>
e Select the Education Program Allowance Transfer batch
e Enter amount 115.00
e Enter Comment 2019 Transferred portion of $235 EPA
Apply Subsidies
Receipts Batch | B0O010 | Education Progiam Allowance Transter 15/07/13
Date | 15JUL 2013
Amount [for each | 115.00 Amount applied to each individual student
student]
FPayment Type | &Y | Government Subsidies
Comment [ 2019 Trarsferred portion of $235 EP4
Cancel
e Click OK

e Open Lorena’s student record
e Click on the Billing Items Tab

Show Billing [tems with Qutzstanding Amaounts

e Click on to see remaining outstanding Billing Items
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i Student Details =)
2019 v 4 &> &2
Surname Enown Mame Adjustment amounts included in balances but not shown separately
|PAEE |Lnlena | Shaw Al Tranzactions |

Detailsl Subjects Biling ltems lHeceiptsl Tlansactionsl Notesl Invoices] Sec Fin Assist

Date Tupe Amount GST  Disc
125 JAN 2019 DH 2D.DD§ a 0.00%
Jak 2019 DR ¢ 15000 0 ¢ 0
Jak 2019 DFl 34.DD§ a 17.

Paid Balance Bil Code Batch# Comment Statuz Feazon
! 2EI.EIEI§ ooco EEIEIEID2 E2D195chool‘(’ear§
15.00; WaRo (00003 ;20019 Chaplaincy
2.5E|§ WOLO EEIEIEID4 E2D19Art EDiscounted

e View and close the Students window.

11.2Close the EPA Transfer Batch

Activity: Close the EPA Transfer Batch

RM Billing > Receipts

Print the Daily Banking and Receipts Summary Reports

e Highlight the EPA Transfer Batch
e For Selected > Print Daily Banking

West Coast District High School

Daily Banking Summary 15/07/2019
Rec# Amount Rec'd From Student Name Details Batch# Status
IGOVERNMENT SUBSIDIES
31 5113.00 Government Subsidy PAGE: Lorena 2019 Transferred portion of BO0010

$235EPA

Total Government Subsidies 5 115.00
Total for Report: $115.00

CIVICa
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e Repeat to print the Detailed Summary Report (This needs to be printed and filed)

= - -
Receipts Summary Detailed Report ;I st
EDpAEE
Ref Rec# Batch# Code Date Student/Cust Hame Year Form Chg# Refund To Amount GST
Batch: B00010 Education Program Allowance Transfer 15/07/19
Billing Code WOL01  Voluntary Contributions 7-10
IGST Code 0
1680 31 BOOOI0 WVOLO1 15/072019 PAGE:Lorena 9 001 51250 50,00
1680 31 BOOOI0 WVOLO1 15/072019 PAGE:Lorena 9 001 51250 50,00
1680 31 BOOOI0 WVOLO1 15/072019 PAGE:Lorena 9 001 51250 50,00
1680 31 BOOOI0 WVOLO1 15/072019 PAGE:Lorena 9 001 51250 50,00
1682 31 BOOOLO VOLO1 15/07/201%2 PAGE:Lorena 9 091 515.00 5000
168¢ 31 BOMI0 VOLO1 15072019 PAGE: Lorena o 0ol 5750 50,00
168¢ 31 BOMI0 VOLO1 15072019 PAGE: Lorena o 0ol 528.00 50,00
168¢ 31 BOMI0 VOLO1 15072019 PAGE: Lorena o 0ol 51450 50,00
Total for Income $115.00 $0.00
Budget: C1001 Analysis: C1000 Totals for GST code 0 % 115.00 % 0.00
Total for Report: $115.00 $ 0.00
e For Selected > Close Batch
For Selected
& Print Receipts
Print Daily Banking
Print Receipts Summary
G5T Summary
Refund Summary
&)\ Close Batch
Close Batch 3
Are you sure you want to permanently close the selected batches?
Yes | ’ No
e Click Yes
Fill in the Batch Register
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/D oo of Bank I Expend Internal J I
Batch* an ncome pent Credit na* iournal BANTE. B
Batch No E:pteort From Te {g%&que :\;(’33 RTI‘;:E:TB Parygg;r’rlx qu)ele:; |n(c|>|?En;e I?é%?:n]u C(Ig‘rgt; Tr?-nlu_?lfer Totals é‘;c
[B] BPay
B00010 EPA T/E 1 115
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11.3Bulk Reversal of Billing Items via the Billing Item Batch

11.3.1 Removing Voluntary Contributions

Activity: Removing the Voluntary Contributions

Mrs Bloor has advised that she will not be paying Rebecca’s Voluntary Contributions and
Chaplaincy We will clear these transactions by reversing them. The School Year Book is
required and will remain on the account.

RM Billing > Billing Items

Double click on the Lower School Voluntary Contributions Billing ltems

Click on the Batch Billing Items tab
o CIICk [ Show Outgtanding Amounts ]

e Highlight the Voluntary Contribution lines for Rebecca Bloor

Note: Do not reverse items that have been paid with the $235 Education Program
Allowance. The Billing Items must remain so that the appropriate subsidy for a student
remains on their records.

i Billing ltems (=]
=R
Batch Mo Descnption
| oooo4 |Lower School Voluntary Contributions Show &l Transactions |
Batch Detailz B atch Billing Items
Ref  Student/Cust ‘rear Form Amount GST  Disc. Paid Balance Bil Code Comment Status  Heason /
550 :BISHOP: Frank | 10 103§ 34 0 ¢ 000 .00 34.00:80L00 ¢ : 'S
- 0. L M9 En E
s (|[<—
%
A
10 1102 . . 2019 At L
< >
TOTALS: Amount | 2031500 Discount 23500 Paid 102000 Balance| 13660.00
SELECTED TOTALS: Amount 23500 Discount Ml Paid Ml Balance| 235.00
Adjuztment amounts included in balances but nat shown separately oK Cancel
e Click on (Reverse the selected billing item)
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Bulk Reversal 23

Are you sure you want to reverse these Billing Items?
This operation cannot be undone!

e Click Yes

e Enter the Month, Date and Reason for the reversal e.g. Month, Date - Parent has declined
to pay any Voluntary costs

e (Ctrl + C to copy) the reason

Bulk Reversal

Reason far Reversal: July 2019 - Parent has declined to pay any Yoluntary costs

Cancel

e Click OK

Batch No

e Click on the Red Batch No '™ | to scroll through the batches to locate the Chaplaincy
Billing Item

Show Outztanding Amounts |

e Click !
e Click on the Student/Cust heading to sort alphabetically

e Highlight Rebecca’s Chaplaincy Item and click Reverse

Bulk Reversal 23

Are you sure you want to reverse these Billing Itermns?
This operation cannot be undone!

e Click Yes

e Enter the same reason for the reversal e.g. Month, Date - Parent has declined to pay any
Voluntary costs (Ctrl + V to paste)

Bulk Reversal

Feason for Reversal |Ju|y 20119 - Parent has declined to pay any Waluntan costs

Cancel

e Click OK and close the student Billing Items window
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11.4Timetable Changes
11.4.1 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: Produce a Timetabled Subjects and Subject Billing
Items Report

Changes to Shane Casson’s subject selections in Timetabling, has resulted in billing items with
no subjects and subjects with no billing items 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 Enter Casson in the Surname cell | Sumame/Ref. Ne. [CASSON

e Select Both as the Reporting Type

Reports @

Timetabled Subjects and Billing ltems

Charges and Contibutions Reparts

Financial Reports

&
L)
] Charges and Contibutions Templates
(]
(3]
a

Select Year
Tranzactional Reports 209 v
D Tranzaction Surrmarn
[£] Re-Print Re-allocation Tranzactions Select Students

|:| Re-Print Auto Allocate Transactions

& | Timetabled S atd Billing [tems Gelected Subsst 1 entry "
El Secondary Financial Azsiztance Summarny
1 AudiReports

Select Report Type

() Subjects with no Billing Ikems.
() Biling Items with no Subjects.

(®) Eoth

Frint Cancel

e Click on Print
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West Coast District High School

Subjects with no Billing ltems
Billing Items with no Subjects

Search Criteria
Year: 2019
Selected Subset 1 entry

Thiz report zhows students who have

* nio spstem-created subject billing items for the lizted subjects
and/or

* nio subjects for the listed system-created subject billing items [this report does not include biling items which have been
reverzed, adjusted, dizcounted or written-off)

Ref Date Amt GST Paid Balance Bill Code Comment

Student: CASS0HN: Shane Year: 11 Form:11.3

Billing ltems with no Subjects

149 8 MAR 2019 30.00 0 0.00 3000 CHGO1  GECAE - Career and Enterprize General ...
20 8 MAR 2019 50.00 0 0.00 3000 CHGO1  GEEES - Earth and Environmental Sci G...
Subjects with no Billing ltems

11HE. Home Foom 11

AEHIM MModern History ATAR 11

GTPES Physical Education Studies General 12

Career and Enterprise General plus Earth and Environmental Science General has no subject.
Modern History ATAR 11 plus Physical Education Studies General 12 has no Billing Item

e View and close the report
e Close the Reports screen
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11.4.2 Changing Subject Billing ltems

Activity: Changing Subject Billing Items

Billing Item Discounts

Shane changed his subjects at the end of Term 1.

He has moved from Earth and Environmental Science to Physical Education General which
have different subject costs.

Because Sean changed subjects at the end of Term 1, a pro-rata discount of 25% can be given
to Physical Education and 75% discount to Earth and Environmental Science.

The other change from Career and Enterprise to Modern History ATAR 11 can be done with a
simple reversal and addition of the new subject, as these courses have the same Subject Costs.

RM Billing > Students

e Open the record for Shane Casson
e Click on the Billing Items tab
e Highlight the Earth and Environmental Science Course

1 Student Details ==
2019 v ==
Surmame Ko Name
|[;A55|]N | Shane Show Biling Items with Dutstanding Amounts
Detailsl Subjects Billing ltems lHeceiptsl Tlansactions] Notesl Invoices] Sec Fin Azsist
Fef [rate Type Amount GST  Digc Pad Balance Bill Code Batch#t Comment Status F
15 M&R 2019 (DR | BOODE O 0000 000 GOO0E CHGO1 (00001 (GECAE - Caeer and Enterprise G
20 | DR 5000 0 CHGO1 00001 GEEES - Earth and Environment:
21 8 MaR 2019 (DR 50.00¢ 0 0.00; 000 50,00 CHGO1 ({00000 {GEEMG - English General 11 201
22 8 MaR 2019 DR 50.00; 0 0.00;  0.00 50.00; CHGO1 ;00000 i GEHIM - Madem Histom General
23 ArAR 2019 (DR ;10000 0 000 000 10000 CHGO1 i00001 {GEQED - Outdaar Education Ger
24 kAR 2019 (DR ;10000 0 000 000 10000 CHGO1 000071 $GEPES - Physical Education S
357 :BMaR 2019 DR 20000 0 noo: oo 20,00 00CO1 (00002 2019 School vear Book
398 B MaR 2019 DR 15.00: 0 noo: oo 15.00; VAR 00003 2019 Chaplaincy
1174 8 MaR 2019 (DR {10000 0 0.00;  0.00: 100008 CHGO03 (00005 (2019 Camp Activities
1175 8 MaR 2019 (DR 50.00¢ 0 0.00; 000 50,00 CHGOZ 00005 § 2019 Camp Transport
1176 B MAR 2019 (DR :15000: 1 000 0o0;  15000; CHGO03 i00005 2019 Camp Food
< >
TOTALS: Amount 700 Discount 0ol Paid 000 Balance F35.00
Add Billing ltem Reverzal Adiustment Add Dizcount
Lazt Modified 08/03/1914:55 By ADMIN
X Add Digcount
e Click
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e Add discount of 75% and the reason as April 2019 Changed Subjects end of Term 1

Discount

Erter the Dizcount Percentage | 75.00

%

Reason for Discount |A|:.ri| 2019 Changed Subjects end of Term 1

Ok

e Click OK

e Click on and select Subject Billing Item

Add Billing Item

() Add to Billing ltem Batch

(@ Add Subject Billing ltem!

] I LCancel

e Click OK

Select Year
Pleaze zelect the Biling Year

23 v

Lancel

Click OK to the Billing year
Select the GTPES Physical Education General 12 subject

Select a Subject

Select a Subject and press OK or double-click
on Subject.

Code Subject

11HR éHome Roorm 11

AEHIM iModem Histore ATAR 11
GEEMG {English General 11

GEHIM {Modern History General 11
GEOED EDutdoor Education General
GEPES iPhuzical Education Studies

pzical Education Studies

Click OK
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The next step is to Discount the Physical Education General 12 subject

e Highlight the Physical Education General 12 Billing Item

Student Details

O

2019 v {4 s 2
Surnarne Known Marme
[casson |Shane

Shaw Billing Iterns with Outstanding Amaounts

Details] Subjects Billing ltems ]Heceiptsl Transactions] Notesl Invoicesl Sec Fin Assist

Ref
19
20
21
22
23
24
397
393
1174
1175
1176

<

Date

aMaR 2019
aMaR 2019
aMaR 2019
aMaR 2019
AMAR 2019
AMAR 2019
AMAR 2019
A MaR 2019
A MaR 2019
A MaR 2019
3 kAR 2019
15 JUL 20

Type Amount GST  Dizc

DR
DR
DR
DR
DR
DR
DR
DR
DR

50.00
50.00
50.00
50.00
100.00
100.00
20.00
15.00
100.00
50.00
150.00

100.00

TOTALS: Amount 835.00

0.00
37.50
0.00
0.00
0.00
0.00
000
000
000
000
0.00
0.00

oo ooooo oo o

Discount

Paid
000
0.0
0.0
0.0
000
000
000
000
000
000
0.00
0.00

Balance Bill Code

50.00; CHGM
1250; CHGO
50.00; CHGO
50.00; CHGO
100.00; CHGO
100.00; CHGO
20.00; 00Cm
15.00; WaRmM
100.00; CHGEO3
50.00; CHGO3
160.00: CHGEO3
100,00 CHGO1

Batch# Camment

|
000
000
000
00001
00001
noaon2
00003
00005
00005
00005
0ooo1

37.50

Paid

Add Billing Item

GECAE - Career and Enterprize &
GEEES - Earth and Ervironment:
GEEMG - English General 11 201
GEHIM - Madem Histary General
GEQED - Outdoor Education Ger
GEPES - Physical Education St
2013 Schoal Year Book

2019 Chaplaincy

2019 Camp Activities

2019 Camp Transport

2013 Camp Food

GTPES -FP al Educatic

>
000  Balance 797.E0
Beverzal Adjustment Add Discount

Statuz F

. Add Discaount
e Click on

e Enter 25% and the reason April 2019 Changed Subjects end of Term 1

Enter the Digcount Percentage

Discount

26.00

-4

Reasan for Digcout |.-’-‘«|:-ril 2019 - Changed subjects end of Tem 1

e Click OK

e Click on

Show Billing ltems with Dutstanding Amounts

and view the Billing Items
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We will now reverse the Career and Enterprise subject and add the new subject Billing Item for
Modern History ATAR 11

e Highlight Career and Enterprise General 11

Sumame Fnown Mame Adjuztment amountz included in balances but not shown separately

|E.ASSI]N |5hane Show All Transactions

Details] Subjects Biling ltems lHeceiptsl Transactions] Notesl Invoicesl Sec Fin Assist

Fef  Date Type Amount GST  Dizc  Paid Balance BillCode Batch#t Comment
19 aMaR 2019 DR 000 000 B0.00 CHGO1 00001 GECAE - Career and Enterprise General 11

20 IBMAR 2019 DR | 5000 0 3750 000 1250; CHGO! 00001 |GEEES - Earth and Ervitormental Sei Gere
21 iBMAR 2019 DR | 5000 0 . 000 000 5000 CHGOT 00001 |GEENG - Englsh General 11 2019

e Click Reversal
e Click Yes and add the Month, Date and Reason

Billing Item Reversal

Far Billitug ke ref: 19

Reason for Reversal | apiil 2019 - Moved to History ATAR 11 end of Term 1

LCancel

Click OK

Click Add Billing Item

Select Add Subject Billing Item and OK
Click OK to the billing year 2019
Highlight Modern History ATAR 11

Select a Subject

Select & Subject and pres: OK or double-click

on Subject.

Code Subject

11HR {Home Foom 11

Moderm Histore ATAR 11

GEEMG iEnglish General 11

GEHIM iModemn History General 11

GEOQED i Outdoor Education Gereral

GEPES iPhysical Education Studies

GTPES Physical Education Studies
e Click OK

e Click on [ Show Billing ltems with Dutstanding Amounts and view the Billing Items

e Click Return to View EI
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11.4.3 Printing Statements

Print a Statement for Shane Casson

e Highlight Shane Casson
e Click For Selected > Print Statement
e Change the From date to 01 FEB 2019

Print Statement
Enter the date range for the print statement period

From 1FEB 2019
Ta —

e Click OK and print to screen
e View and Close

Print a Reminder Unpaid Billing Items for Shane Casson

Reports > Financial Reports

e Highlight the Reminder Unpaid Billing Iltems — Students

e Click on New Query
e Find Shane Casson

Reports

=

&
L)
(1 Charges and Contributions Templates
1 Charges and Contributions Reparts
=4 Financial Reports

D Staternent - Students

|:| Statement - Customers

|:| Urnprinted Invoices - Students

D Unprinted Invoices - Customers

Reminder Unpaid Billing Items -
Students

[ Summary Aged Debt List - Students Select
[2] Summary Aged Debt List - Customers Students
[BYFieminder Unpaid Billing Items - Students Selected Subzet 1 entry v

D Unallacated Credit Listing

1 Transactional Reports Enter an appropriate meszage to appear on the printed reports
1 Audi Reports Flease nate the following Biling Items have nat yet been paid.
Please contact the school office on 9229 7777 if vou waould ke to
anange payment.
Print Cancel
e Click Print
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West Coast District High
1120 Hay Road

PERTH Western Australia 6005
Awstralia

Ph: 9412 3456

ABN: Not Specified

Reminder of Unpaid Billing Items

Nirs Shitley Casson
34 Drezz Cirele

DALKEITH WA 6012

Date To# I Details Amount
Shane CASSON Year11 Form11.3 Student Number 20512483
08/03/2019 20 4 (GEEES - Earth and Environmental Sci General 11 2019 512,50
Includez dizcount of 5 37.30
08/03/2019 21 4 GEENG - English General 11 2012 530,00
08/03/2019 2 4 GEHIM - Medern History General 11 2019 §50.00
08/03/2019 23 4 GEOED - Outdoor Education General 11 2019 5 10000
08/03/2019 prt | 4 GEPES - Physical Education Studies General 11 2019 $ 100.00
08/03/2019 397 4 2019 School Year Book §20.00
08/03/2019 308 4 2019 Chaplainey 513.00
08/03/2019 1174 4 2019 Camp Activities $ 100.00
08/03/2019 1173 4 2019 Camp Transport 530,00
08/03/2019 1176 4 2019 Camp Food $ 130.00
15/07/2019 1694 4 GTPES - Physical Education Studies General 12 2019 57300
Includez dizcount of 5 23.00
15/07/2019 1701 4 AEHTM - Moedern History ATAR 11 2019 5§ 50.00
Total of Unpaid Billing Items $772.50

Summary of Unpaid Billing Items

Category Previous Years 2019 Totals
Charges §737.50 §737.50
Voluntary Approved Requests 515.00 515.00
Other Optional Costs §20.00 §20.00
Totals 50.00 577250 § 77250

Please note that the following Billing Items have not yet been paid. Please contact the school office on 9228 7777 if you wish

to arrange payment.

e View and Close the Report
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View the Timetabled Subjects and Billing Items Report

RM Billing > Reports > Transactional Reports

e Click on the Timetabled Subjects and Billing ltems Report
e Use New Query to find Shane Casson

Reports @

Timetabled Subjects and Billing ltems

Charges and Contributions Reportz

Financial Beports

&
L)
[ Charges and Contributions Templates
@
5}
a

Select Year
Tranzactional Reparts 2013 W
D Transaction Summary
] Re-Print Re-allacation Transactions Select Students
D Re-FPrint Auto Allocate Tranzactions
@] Timetabled Subjects and Biling ltems Selected Subset 1 enty W

D Secondary Financial Assistance Surmmarn
1 Awdit Reports
Select Report Type
(") Subjects with no Billing Items.
() Billing Items with no Subjects.

(®) Both

Print Cancel

e Click Print

West Coast District High School

Subjects with no Billing ltems
Billing Items with no Subjects

Search Criteria
Year. 2019
Selected Subset 1 entry

Thiz report shows students who have

* hio system-created subject billing tems for the listed subjects
and/or

* o subjects for the listed system-created subject billing itemsz [thiz report does not include billing items which have been
reversed, adjusted. discounted or written-off)

Ref Date Amt QST Paid Balance Bill Code Comment
Student: CASSON: Shane Year: 11 Form:11.3

Subjects with no Billing ltems

11HE. Home Foom 11

Note: Billing Items that are discounted, adjusted or written off due to Timetable changes
or other circumstances do not appear on this Report.
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12 Refunds
12.1 Refunding Unallocated Credit to a Sibling

Activity: Sibling Transfer

We have been advised that Alexandria Mungall did not attend the Year 11 Camp. Mr Mungall
has requested that the amount be transferred to Amelia Mungall. Amelia has a balance of $270

to pay. The remaining $30 will become credit on Amelia’s record.
Open a Receipts batch to process the Transfer from one sibling to another.

RM Billing > Receipts

e Click on &
e Enter Detail Sibling Transfer Alex to Amelia Mungall dd/mm/yy

Add Receipts Batch

Flease enter a description for the batch to be created

Sibling Transfer Alex to Amelia Mungall dd/mmdyy

ok l ’ LCancel

e Click OK

RM Billing > Students

e Open the record for Alexandria Mungall
e Select the Receipts tab
e Highlight the Balance of Account Receipt

Sumame Krown N arne

[MUNGALL [Alexandria Show Unallocated Credit

Detailsl Subiectsl Biling ltems Receipts lTransactionsl Notesl Invoicesl Sec Fin Aszist

Ref  RecHt Date Type  Amount Batch# Comme Unalloz Status Reason
1684 28 Y EENERE 0

e Click
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e Select the Manual Cheque option
Receipt Refund
Please select Refund method:
1 System-Generated Cheque
I EFT
ok l I Lancel
e Click OK
e Enter Refund Amount: 300
e Enter Refunded to Mr Mungall
e Enter Reason: Alexandria did not attend the camp. Sibling transfer to be applied to
Amelia Mungall (a cross reference indicating the credit is being transferred could be added)
e Scroll to the first billing item for the camp and enter the Refund amounts and codes against
the Camp Billing Items
Receipt Refund
Far Receiptt ’28— Refund Method: Manual Cheque
Received fram br tunga kungall
8 Lakemba Way

Refund Amaunt:

Refunded ta:

Reazon for Fefund:

FERTH '/ 6000

300.00

b amimunn refund available $ EE0.00

|Ml Mungall

|.~’-‘n.|e:<andria did not attred the Camp. Sibling transfer to be applied to dmelia Mungall

Ref | Date | Code (GSTiComment Total | Maxadi | Adustby | Ref Code
460 B MAR SvARDT @ 0 2019 Chaplaincy 15.00 15.00 0.00 ~
1267 B MAR GCHGO3 : 0 2019 Camp Activities 100.0C 1000  100.00: REFO2
1268 B MAR SCHGO3 : 0 :2019 Camp Transpart A0.0C B0.00 h0.00: REFODZ
1269 B MAR GCHGO3 : 1 2019 Camp Food 15000 1800  150.00: REF02
1372 B MAR GCHGOZ ¢ 0 (2019 Muzeurn of WA Excursion - Moderm 2500 2500 n.oo W

Cheque Murmber

Total adjustment 300.00

Leave the Cheque Number blank
Click OK
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Validate £

Cheque Mumber is blank.
Continue anyway?

e Click Yes to continue without cheque number
e Select the Sibling Transfer Batch

Please double-click on your selection.

Batch Mo. Dezcrphion

BOOO11 Sibling Transfer - Alex to Amelia Mungall 15/04/19

e Click OK and view the Refund Transaction

Surname Known Name

|MUNGALL | Alexandria Shaw Unallacated Credit

Detailsl Subiects] Billing ltems Receipts lTransactions] Notesl Invoicesl Sec Fin Assist

Fef  RecH _Date _T_l,lpe Amount_Batchﬂ Comment Unalloc Status Feason
1684 iza APR 2019 iCH BE0.00: BO0N0S : Balance of Account F: 170 Refunded- Alexar
1702 P32 i1hJUL 2019 iHF -300.00: BOOOT T Balance of Account D: 1684 Hefund - Alexand

e Select the Notes tab

e Clickon El and add the details below

Add Notes

Date: 15JUL 2019

Subject: | Refund of Camp Payment

Ales did not attend the camp. M. Mungall has requested that the refund be tansferred to Amelia. SH

e Click OK

Note: The Cheque number field is not required to be completed by schools not exporting to
RM Finance. The Cheque number must be noted on the payment voucher.
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Process the Receipt against Amelia Mungall

e Click on the right arrow for b Amelia Mungall’s Record

e Select the Receipts tab
. Ciickon
e <Tab> into Batch Number and select the Sibling Transfer batch <tab><tab>
e Select Payment type CH<tab>
e Enter Amount 300 <tab>
e Enter a Comment — Balance of Account - Sibling transfer refund from Alex Mungall
e The payments will apply to Amelia’s Voluntary Contributions, Chaplaincy and School
Year Book
Add Receipt
Receipt Details Received from:
Title First Mame
Batch Mo BOO011 [Mr Paul
Sibling Transfer - Alex to Amelia Mungall 15/04/13 Suname |h-1unga||
Fayment Type: ’T Address [12 Taulan Gardens
Cheque |
|
Drahe: 15.JUL 2019 |
Amount 300.00 Town/Sub  |PERTH
State |\,\.I',&
Coamment: Postcode  |6000
| Balance of account. Sibling transfer from Alex Mungall Cauntry |
Ref | Date | Code |GST| Comment | Amount|Discount|BaIance| Applied
866 [SMAR 2019 | VOLOY O [2019 Humanaties and Social Scien] 2500 Ml 2500 2500 a
B |E AR ETS ) VELE] 8| STE Health and Fhjsical Educatiof 30,00 Xy I 1 X
BEE A AR EGTE ) VELE S| LETE i [ T A
BES T |E MR A0S VELE| G |26T5 Hesian and T echnoiogy i [ =Y A
N Y Aoy i | N e AT 341 Ml R
27000 | 000 2FO.00 | zFooo
e Click OK
Add Receipt

Continue, even with the following:
Entered amount doesn't match the total amount against the listed items. The
difference will become unallocated credit,

e Click Yes to the message about unallocated credit
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e Select the Notes tab and add a note to Amelia’s record

e Click EI

e Enter the Subject and Note

Add Notes
Date: 15JUL 2019
Subject: |Balance af Account [Fefund fran Ales Mungall)

Mr Mungall requested that the camp refund for Ales Mungall be transfered to Amelia to pag for all ker outstanding
Billing Itemz. SH

ak LCancel
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12.2Exporting the Batch to RM Finance

Activity: Export the Batch

The Sibling Transfer batch needs to be exported to RM Finance which will automatically close
the batch on Export. The Daily Banking and Receipt Summaries must be printed.

RM Billing > Receipts

e Highlight the Sibling Transfer batch
e For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 15/07/2019

west
! ppast

Rec # Amount Rec'd From Student Name Details Batch# Status
CHEQUE
33 $30000  MrP MMungall MUNGALL: Amelia Balance of account. Sibling BO0011
transfer from Alex Mungall
Total Cheque § 300.00
Total for Cash and Cheques §200.00
REFUNDS
Rec# Amount Refunded To Student Name Details Batch# Status ChgNo
32 §-300.00  MrMungall WMUNGALL: Alexandria Balance of Account BO0011 D 0
Total for Refunds: $-300.00
Total for Report: % 0.00

e View and close the report

e Repeat to print the Detailed Summary Report (This needs to be printed and filed)

A portion of the report is displayed below

Note: The Detailed Receipt Summary Report must be printed and filed. A notation must
be added explaining that these transactions are a sibling transfer
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Receipts Summary Detailed Report ;I west

FDAZL

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

Batch: B00011 Sibling Transfer - Alex to Amelia Mungall 15/04/19

Billing Code 0OOC01 Other Otpional Costs

GST Code 0
1706 33 BOOOI1  OOCO01 15072019 MUNGALL: Amelia 10 103 § 20,00 5 0.00
Total for Income % 20.00 $0.00
Budget: C1201 Analysis: C1200 Totals for GST code 0 % 20.00 $0.00

Billing Code REF02 Refund-Charges

GST Code 0
1702 32 BO00011 REF02 15/072019 MUNGALL: 11 111 0 Mr Mungall 5-100.00 50,00
Alexandria
1702 32 BO00011 REF02 15072019 MUNGALL: 11 111 0 Mr Mungall 5-30.00 50,00
Alexandria
Fill out the Batch Register
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/D g:?:n?' Bank Income Expend Cred Internal Journal BANE. P
o ae‘ eque eceipts men redit ncome Xpen arge* ransfer y roc
Baten Ex;on From To {E} i «A;(.:s F!(mcl;t Pa?éspam Notes ' {uc) E{Epscld C{EHE: B :mf Totals By
[B] BPay
B00010 EPA TIF 1 115
B00011 SIB T/F 1 300 300
e View and Close the report
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12.3Export the Batches

Activity: Export Batches to RM Finance

RM Billing > Utilities

Note: Ensure RM Finance is closed before you perform the Export routine

e Double click Export to RM Finance

] Utilities (=23
r Instructions ; -
I o e el e @ Create Subject Biling Iterms E
are a number of icans with Q Export Secondam Financial Assistance

descriptive titles showing which s Expait t

functions are available. RiM Finance

@ Import Secondary Financial Assistance Receipts

I order o start a function,
please dauble click on the 3 Purge Former Roll Students

required icon. 3 Update Studesnt M armes fram Adrin

Q Wwirite off/Cancel Customer Debt

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

e Click Yes

Export to RM Finance 3

This will export transactions to RM Finance, and cannot be undone.
Continue?

e Highlight both CentrePay and the Sibling Transfer Batch

Batches for Export

Description Open

ymelia Mungall 15/04/13

Cancel

e Click OK
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e Click OK to the printer
Processing
Updating Receipt Export date
o B
|
Export [

Export Complete

Click OK

The Export Report is sent straight to the printer. There is no option to print it to the screen.

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 Mot Exported
Mo Batches 0.00
0.00
Batches Exported
BO0000S CentrePay 08/04/19 08/04/2019 02/04/2019 NO 338.02
B00011 Sibling Transfer - Alex to Amelia Mungall 15/07/2019 15/07/2019 YES 0.00
15/04/19
538.02
Comment:

Principal's Signature:

Date:

Minimise RM Billing
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Activity: Update the Batches

e Open RM Finance
e Log in with Manager Corporate Services and Password Keys

Login
|
. |
Finance . u
[C)RM PLC 2004 EM Finance - Version 840 - 7 December 2015
#Australia Module - Version 8.40 - 7 Decemnber 2018

-~ =

1. Select your user name from the Tist below

Suystemn Administrator -

Deputy Principal =l

Manager Corporate

Principal

RMAUST —

School Administrator -

Cnrinu Ciransn Tbard Sobanla

Z. Enter your Password

sene Login Quit ‘
\
Current Data File:
G AKEYS SRMDENF INANCE_DEMO DF 1 @

Print the Batched Transaction Report for Income Batches BO0009 and B00011

Transactions > Batched Transaction Report

e Clickon | Z/™"

e Select to view Batched Transactions
e Select to view Income batches

f Records 1( Transactions 1( Ad-Hoc 1( Custom 1

- N
5 GENERAL REFORTS Report Options
#11 transactions P N (SRR TR ~
Etislis] riERaE INCLUDE TRAMSACTION TYPES ...
Future Postings ~ | ¥ Gross Totals
Purchase Orders [T Expenditure [~ Totals Only
#lternative Payee Transactions I” Budget Amendments I} short Repart Format
Batch Number Report [T Jaurnal Transfers o
Atch Number Hepar [ accruals ete. [T Include Descriptions 7
IE Include Invoice 7
3] AUDIT REPORTS b [T Include User 04N 7
Tranzactions not yet printed "FROM BANK ACCOUNTS ... [ SearchCriteria
Vear End Statement [ Cash Management [ Report Notes
Cornmitment Summary ¥ Cheque Accaunt X
EFTIBPA‘:’_Certiﬁcation Log [ Investment AJc (DESTINATION . 3
Record Maintenance Log O Print
rinter
5] BANK RE?DRTS . & Ssreen
Reconciled transactions L .
) ) " Page Preview
Unreconciled transactions T
Cash Movermnent = | " Spreadshest
Bank Balance lanore Search
23 Tax REFORTS D Simple Search Change Sort Order |
Tax Reimbursement (INC) Detailed Search —
Tax Reimbursement (EXP) X D halled eare (i |
.

e Click | Print |
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A portion of the report is displayed below

Posting Detail Type Date Nett Tax Total Voucher
BOOOO9

INCOO1 Income

C1200 Perzonal kems and Other Services

C1201 Other Optienal Costs

Chegue Account

CentrePay 08/0419

Ref BOOOOS INC 15 JUL 2019 40.00 40.00 |
BOOOO9

INCOOA1 Income

C1500 “oluntary Approved Requests

C1501 “oluntary Approved Requests

Chegue Account

CentrePay 08/04/19

Ref BOOOOS INC 15 JUL 2019 28.02 28.02 o
BOOODO9

INCOO1 Income

C1000 Contributions

C1001 Secondary Vol Contribuntions (7-10)

Chegue Account

CentrePay 08/04/19

Ref BOOOOS INC 15 JUL 2019 470.00 470.00 |
BOOO11

INCOO1 Income

C1200 Perzonal kems and Other Services

C1201 Other Optienal Costs

Chegue Account

Sibling Transfer - Alex to Amelia Mungal

Ref BOOO11 INC 15 JUL 2019 20.00 20.00 |
BOOO11

INCOOA1 Income

N31001 Other Suspense Accounts

N3199 Biling Suspense

Chegue Account

Sibling Transfer - Alex to Amelia Mungal

Ref BOOO11 INC 15 JUL 2019 30.00 30.00 o
BOO011

INCO01 Income

C1500 Voluntary Approved Reguesis

C1501 Voluntary Approved Reguests

Chegue Account

Sibling Transfer - Alex to Amelia Mungal

Ref BOOO11 INC. 15 JUL 2019 15.00 0 15.00 Ci
BOO011

INCO01 Income

C1000 Contributions

c1001 Secondary Vol Contribuntions (7-10)

Chegue Account

Sibling Transfer - Alex to Amelia Mungal

Ref BOOO11 INC. 15 JUL 2019 235.00 0 235.00 w|
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View / Post the Batch

From the Transactions Menu % e

e Select View/Post Batch
e Select Income
e Enter Batch number BO0O009

Find Batch
[ Find Batched I ncome ] Controls
C Display
Batih Ref EBAEES
e Click on Display
e Click on ﬂ
i Post Batch to Income Accounts @
-~ -
Gross
Ref. Date Period Yalue ‘@' Contiali
BO0009 15 JuL 2019 1 40,00  YES E 5
BO0009 15 JuL 2019 1 28,02  YES & Find Batch
BO0009 15 JuL 2019 1 470,00  YES
Source # Supplier IMCO01 Mett 40.00
Eudget ci1zo1 Tax 0.00
Analysis ci1zoo
Batch Ref.  BOOOOQ
Type INC
Description CentrePay 08/04519 v Lkl
Bank 1 Cheque Account
b Window
- -
Total to post 536.02 [ ciose window
2 Help
.

o Click ¥ % and Yes to post the batch

0

e Click l‘m to return to the main menu

o
% Transactions

From the Transactions Menu

e Select View/Post Batch
e Select Income
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e Enter Batch number B0O0011

Find Batch
[ Find Batched I ncome ] Controls
Q pispla
Batch Ref BEBE1L
e Click on Display
i Post Batch to Income Accounts -0 ]
-~ ~
Gross
Ref. Date Period Yalue Contnols
BOO011 15 JuL 2019 1 20,00 YES E ;
EOOO11 15 JUL 2019 1 20.00 YES M o dil
EOOO11 15 JUL 2019 1 15.00 YES »
BOO011 15 JuL 2019 1 235.00 YES &
Source / Supplier INCO01 Mett 235.00
Budget c1oo1 Tax 0.oo
fnalysis cio0an
Batch Ref.  BOOOT1
Tupe INC
Description Sibling Transfer - Alex to Amelia Mungal v Uite
Eank 1 Cheque Account
. Window
P ~
Total to post 300.00 E_ Close window
D Help
\

o Click ¥ “* and Yes to post the batch

e Click t‘m to return to the main menu

Print the Batched Transaction Report for Expenditure

7

.1-;;; Reports
.}.

e Clickon L=

e Select to view Batched Transactions
e Select to view Expenditure batch

ClVICa
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[ Records | [Transactions| Ad-Hoc

1 Custom |

Reconciled transactions L
Unreconciled transactions
Cash Movement
Bank Balance

£ Tax REPORTS
Tax Reimbursement {1NC)
Tax Reimbursement (EXPD

(FIND TRANSACTIONS BASEDON .. |
E Ignote Search

j Simple Search
D Detailed Search
\

f .
ESGENERAL REPORTS Report Options
411 transactions - " -
Bl ArEEEE e IMCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings r Income [¥| Gross Totals
Purchase Orders = rExpendlture [ Totals Only
Alternative Payee Transactions i I} short Repart Format
Batch Number Report [ Journal Transfers o
atch Number kepor T dccruas ete. = Include Descriptions 7
= Inclode Irvoice 7
{23 AUDIT REPORTS h I Include User 0N 7
Transactions not yet printed rFRDM BANE ACCOUNTS ... [ Search Criteria
Year End Statement T Cash Management I Report Notes
Commitrnent Surmmary ¥ Cheque dcoaunt X
EFTa’BPM.Certiﬁcation Log I Investment &/ rDESTINATIDN ™
Record Maintenance Log o print
rinter
BAME REPORTS
= ¥ Screen

= Page Preview

0 Spreadsheet
.

Change Sort Order

Print

e Clickon | frint |

Posting Detail

BOOO11

BILLSS

D4500

D4506

Cheque Account
T= 1702-Mr Mungall
Ref 1702Tx

Refund of Revenue-Charges/Cont/Fee
Charges - Refund

BOOO11

BILLSS

04500

04505

Cheque Account
T= 1702-Mr Mungall
Ref 1702Tx

Refund of Revenue-Charges/Cont/Fee
Charges - Refund

ESP

ESP

Date

15 JUL 2018

15 JUL 2018

Nett

150.00

136.36

Total Voucher

0 150.00 ci

13684 1 150.00 C1

Update the Batch

View / Post the Batch

From the Transactions Menu % Transactions

e Select View/Post Batch
e Select Expenditure and Credit Notes
e Enter Batch number BO0011

ClVICa
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Find Batch
[ Find Bstched Income ] Controls
Q Dpisplay

e Click on Display
e Clickon ﬂ

Wi Post Batch to Expenditure Accounts

~ G B

Ref. Date Period Value Controls

15 JUL 2019 1 150, 00 YES E :
1702 = 15 JUL Zoda 1 150,00 YES M e

Source / Supplier BILL99 Nett 150.00
Biudget D4a0s Tax 0.an
Analysis D4a00
Batch Ref.  EOOO11
Type ESP
Description Tx 1702-Mr Mungall v ikt
Bank 1 Cheque Account
. window
-~ n
Total to post 300.00 [ Cloze window
2 Help
~
: +" Update
e Click and Yes to post the batch
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Reconcile the Income and Expenditure Transactions

Transactions > Reconciliation

e Click on Reconciliation
e Select the Cheque account and OK

e Find the 1702TXE Transaction for $300

Note: the 1702T refers to the transaction reference on Alexandria’s record in the Transaction
tab. The E refers to Expenditure

e Double click to change the Reconciled No to Yes

Cheque Account
Controls

i e

Date Group I mvoice Mo Gross Amount  Rec 4‘_‘2 55 Group b
22 18N 2018 W1Z343E 12542 220,00 ND

22 1N 2918 @12349E 937567 118,68 N b Sort
22 18N ZB1E  GLZISEE 12575 116,68 WO ——
22 MM 2818 12351 -21768.88  NO Print
22 1N 2918 2233E 9R7AL4 3 N W 0K

22 18N 2815 ZZS4E 112233 SSEE.G0 ND

22 18N 2018 2235E GEEEGE AEAE.OA ND % Cancel
22 1N 2018 ZZI6E FRREE 8,88 N — =ancel
22 18N 2018 2237E CR4567 586,08 MO

22 18N 2818  2238E 876543 198,68 MO wWindow

£ APR 2610 BOOEE4T B.66 N

% APR 26819 BEGEEST -4635.88 MO :

& PR 2810 EDAGETI 345.88 MO v | e e

Reconciled Total I00.00 ﬂ ? Help

e Repeat these steps for BOO009I - $538.02
e Repeat these steps for BO0O011l - $300

EXS YES

15 JUL =819 Eaos
15 UL =819 G869

e Enter a Reconciliation Reference for the current Period (month)

Details Transactions

181 BOBEILL - 28,60 TNCHAL

Reference 162 B@@@11I  INC 38,80 THC@EL YES
163 BEEEI1T MO -15.68  THCEEL YES

Date |15 JUL Z@19 o eeear e e e e

Detail: Sibling Transfer - Alex to Amelia Mungal

. & 0 . . .
e Clickon =~ the reconciled transactions will clear

o Click on I Guewitew  op4 veg
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12.4Refunding Unused Government Subsidy and Parent Payment

Activity: Student Transfers — Refunding to Next School

When a student leaves a school, the amount of unused payment is refunded to the parent and
any unused portion of the Government Subsidies is transferred to the new school.

In this activity Angela Oliver, an upper school student, has left school at the end of Term One.
View her Receipted Billing Items.

RM Billing > Students

Open Angela Oliver’s record

Click on her Receipts Tab

Highlight the $235 Imported Education Program Allowance Receipt
View the Subjects paid by the EPA

| Student Details =]
2m3 v {db E 2

Sumamea Known Name

|oLIvER | Angela Show Unallocated Credit

Detailsl Subiects] Biling ltems Feceipts ]Transactionsl Notesl Invoices] Sec Fin Assist

Ref  RecHt Date Type .fi.mount Batchﬂ Comment Llnalloc: Status Reazon

5 APR 2019

0 BAPR 2019 DD 11 00 BDDDD? Imported Clothmg Allowance

1634
1682 (26 édf-\PH 20149 CH 310 UEI BDDDDS Balance of Account
: Tatal 660.00 Add Receipt Bewversal Refund

Details

Ref Paid Bill Code Comment Status Reaszon

i} E-ED.DD ESUS EUnaIIocated Credit A
233 6000 {CHGOT {AEHBY - Human Biology ATAR 11 2019 ¢

1} -o0.00 iSUS iUnallocated Credit |

233 3800 (CHGOT AEMMA - Mathematics Applications 11 2IJ

a -35.00 (505 {Unallocated Credit : : w
< l l l l l >

23500 Total

Last Modified 08/03/1914:32 By ADMIM

e Highlight the Imported $115 Clothing Allowance Receipt
e View the full and part payments made by the Clothing Allowance receipt
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-

Detailsl Subiectsl Eilling Items Receipts |Transactions| Notesl Invoicesl Sec Fin Aszist

Student Details @
2m19 Ve dar g e
Sumame Ko M arne
|OLIVER |Angela Show Unallocated Credit

Ref  Rect Date T_l,lpe Amount Batchit Comment
18 EAF'F! 2019 {

mported Clothing
4 .QF'H 20 9

2736.00; BO000E { I mported E ducational Program Allowa:

Unallocl Status .Fieason

EEAF‘H 2019 115.00: BOOOOY : Imported Clothir Allowance
] Elf

£ >
. Tatal I BR0.00 Add Receipt Reversal Refund
Details
Ref  Paid Bil Code Comment Statu& Reason
0 11500 {5US §Unallocated Credit ~
233 11500 iCHGOT (AEMMA - Mathematics Applications 11 20
0 1500 (505 iUnallocated Credit
240 :50.00 iCHGOT GAEPHY - Physics ATAR 11 2019
1] 000 (sUS iUnallocated Erecht "
e Highlight the $310 Balance of Account
e View the paid Billing Items which have been paid by the parents
| Student Details (=]
203 veldar | g®
Sumame Known Marne
|DLIVER |Angela Show Unalocated Credit
Detailsl Subiectsl Billing Items Receipts |Transactions| Notesl Invoicesl Sec Fin Azsist
Ref _Hec# lDate .T_l,lpe Amount Batchlt Comment UnaIIDC_Status .Heason
1632 18 (BAPR 2T GV 273500 BOOO0E  Imparted E ducational Program .ﬁ.llowa :
1634 20 oD

>
: Total I 660,00 Add Receipt Reverzal Refund
Details
Ref Faid Bil Code Comment Status Reaszon
1282 ESE.DD EEHGDS §2D‘I 9 Camp Activities
1283 (50.00 {CHGOZ {2019 Camp Transport
1284 115000 iCHGO3 (2018 Camp Food :
1629 (2500  CHGOZ 2019 Museumn of Wi Excursion - Modern I-

e Click on her Billing Items tab

TOTALS: Amount I BE0.00

e View her Totals: Amount off $660 which has been fully paid
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12.4.1 Process the Refund in RM Billing

Activity: Refund to Next School

Angela Oliver has left the school at the end of term one, therefore the school must pass on any
unused Education Program Allowance as there is no expectation that the $235 EPA is spread over 4

terms.

If the parent has signed over their clothing allowance of $115 to the school, then this is considered
the same as a payment from the parent.

RM Billing RM Finance
Process Process
Step 1 Calculate the Pro-rata | $660.00 x | $165.00
amount due for Term | 25%
1
Step 2 Use the Education $235.00 | Reversal of
Program Allowance to Education
reduce/pay the Program
amount due for the Allowance
period at school.
Step 3 $165.00 | Reapply
Education
Program
Allowance
Step 4 Transfer unused $70.00 Expenditure.
Education Program Excess Education
Allowance (if any to Program Allowance
new school) to next school.
Step 5 Refund Parent $115.00 | Refund of Expenditure.
Payment + parent Transfer to new
$310.00 | payment school with parent
(Clothing agreement
Allowance and
parent
payment)
Step 6 Adjust any remaining $?? | Adjust billing
billing items items to clear
any amount
owing

Note: Parent refund must not exceed the amount paid.
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Activity: Create Refunds Batch

RM Billing> Receipts

e Clickon &
e Create a Refunds batch using today’s date

Add Receipts Batch

Pleaze enter a description for the batch to be created

|Hefunds - fingela Qliver [Tranzfer) dd/mm Ay

[ ok H LCancel ]

e Click on OK
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In cases where the Education Program Allowance exceeds the amount owing, the difference is
transferred to the new school. If the student is no longer attending school, the difference will be

retained by the current school.

In this example, the Education Program Allowance exceeds the amount owing. The Education
Program Allowance for $235 is reversed and reapplied with a reduced amount to clear the

amount owing.
Reverse the Education Program Allowance

RM Billing > Students

e Find the record for Angela Oliver

Click B Hide Unselected

Open the record for Angela Oliver

Click on the Receipts tab

Highlight the Imported $235 Education Program Allowance

Details] Subiectsl Biling tems Receipts ]Transactionsl Notesl Invoices] SecFin .fﬁ.ssist]

Fef RecH Date Type  Amount Batch# Conirment Urnalloz Status Reason
5APR 2019 GY 235.00 BOOO0E

1634 20 (BAPR 2019 (DD @ 116.00:B00007 i imported Clothing Allowance
1682 (26 (4APR 2019 (CH 0 310.00:B00002:Ealance of Account

. Takal GE0.00 Add Receipt Beverzal Refund
Details

e Clickon

e Click Yes to continue

e Enter the Month, Year and Reason: Reversed to reapply adjusted subsidy-A Oliver

Receipt Reversal

Far Receipt ref: 1632

Reason for Reversal |Ju|_l,.l 2019 - Reversed to reapply adjusted subsidy - & Oliver

LCancel

e Click Ok

Please double-click on your selection.

Batch Mo Description

Refunds - Angela Oliver [Transfer] 15/07,/19

e Select the Refunds — Angela Oliver batch
e Click on OK
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Ref  Rech _Date Type  Amount Batch# Comment

1682 i26  (4APR 2019 ICH 310.00: BO000S (B alance of Account

1632 {18 ibAPR 2013 G"v" 235.EIEI§BEIEIEIEIE Imported Educational Program Allows
1634 (20 iBAPRZMA DD 115.00:E00007 i Irmported Clothing Allowance

Jnalloc Statuz Reazon
R: 170 Reverzed - July 2

1707 i34 ARJUL 20719 iR -£35 00 BO00T 2 i Imparted E ducational Program Allowa

W 1B Heverzal - July 2L

Reapply the Education Program Allowance

e Click ©
e Highlight Angela Oliver’s record
e Click on For Selected > Apply Subsidies

Select Year
Please select the Billing vear

2019 v

LCancel

e OK to the current billing year
e <tab> Select the Refunds Angela Oliver Batch <tab>
e Enter Amount 165 <tab>
e Enter Detail 2019 Education Program Allowance reapplied- A Oliver
Apply Subsidies
Fieceiptz Batch | BOOO12 | Refunds - Anagela Oliver [Transfer] 15/07/19
Date | 15.JUL 2019
Armourt [for each | 1ER.00 Amount applied to each individual studert
student]
Paprnent Type | GY GEovernment Subsidies
Comment |2U'I 9 Education Program Allowance reapplied - & Qliver
Cancel
e Click OK
#F S D
Mame Motes rear Form Categomny Balance
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Process the refund transaction for the parent payment

The parent payment has been received in two instalments, one as the $115 Clothing Allowance
assigned to the school and the other as cheque from the parent. In this example, the parent has
agreed for any refunds to be transferred directly to the new school.

Process refund of the Clothing Allowance

e Re open Angela Oliver's Record
e Click on the Receipts tab
e Highlight the 2019 Imported $115 Clothing Allowance receipt

° Click Refund

e Select the Manual Cheque option

Receipt Refund

Please select Refund method:

) System-Generated Chegque

) EFT

0K l l LCancel

e Click OK

Enter Refund Amount: 115.00

Enter Refunded to: Newtown Senior High School
Enter reason for refund: Student transfer - Term 1 2019
Enter the refund transactions as shown below

Enter the Cheque Number: 123569

Receipt Refund
For Receipti a0 Refund Methed: Manual Cheque

Received from Clothing Allowance

Refund dmaiat: 115.00 b ainiun refund available $115.00

Refunded to: |Newtown Senior High Schaol

Reason for Refund: [ Student Transfer Term 1 2019

Ref | Date | Cade [GSTiComment { Total | Maxad {Adjusthy | RefCode
240 (BMAR SCHGOT i 0 GAEPHY - Physics ATAR 11 2019 50,00 50.00 B0.00; REFOZ2 A
469 {BMaR S00C01 § 0 (2019 School Year Book 2000 20.00 20.00: REFO4
470 (8MAR SVARDT | 0 2019 Chaplaincy 15.00 15.00 15.00; REFO5
1282 (8 MAR SCHGO3 | 0 (2013 Camp Activities 100,00 15.00 15.00; REFO2
v
Cheque Number 123563 Takal adjustrment 115.00
ok Cancel
e Click OK
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e Select the Refunds Angela Oliver batch

Please double-click on your selection.

Batch Mo, Dezcription

BOOO12 Refunds - Angela Oliver [Tranzfer] 15/0

e Click OK
Surname K.nown Marme
|oLIvER |Angela Show Unallocated Credit

Detailsl Subiectsl Eilling terns Feceipts lTransactions] Nolesl Invoicesl Sec Fin Assist

Ref  RecH Date Type  Amount Batch# Comment Unalloc Status Reaszon

1632 18 5 AFR 2018 GV 235.DD§ BOOODE : Imported Educational Program Allowa R: 170 Reversed - July 2
1634 20 {5APR 219 iDD 115.00:B00007 { Imparted Clothing Allmwance F: 170% Refunded- Stude
1682 126 (4APR 2019 CH 310.00:BO000S B alance of Account

1707 134 A5JUL2M9 RV -235.00B0001 2 {mported Educational Program Allow; Vo 1B3E Reversal - July 20
1708 135 15JUL 2019 iGY 165.00: B0001 2§ 2019 Education Program Allowance

1709 36 IRJUL 2019 iRF -115.00: B0001 2 [ mparted Clathing Allowance 0 1634 Refund - Student

Process the refund of the charges and contributions receipt

e Highlight the Balance of Account receipt

|oLIVER | Angela Shaow Unallacated Credit

Detailsl Subiectsl Billing ltems Feceipts lTransactionsl Notes] Invoicesl Sec Fin Assistl

Fef RecH Date Type  Amount Batch#t Comment Unalloz Status Reazon

1632 118 (5APR 29 iGY | 235.00{B0000G Imported Educational Program Allows; iR 170 Reversed - July 2

1634 20 (HAPR 219 DD 115.00: BO000DT : Imported Clothing Allowance iF: 1705 Refunded- Stude
19 ar nt

1707 134 15JUL 2EI'IE| H -235.00: 8000 2 Imported Educatmnl Program Allows;

: : V1635 Reversal - July 20
1708 i35 1BJUL 2019 (G 165.00:BOO0T 2 2019 Education Program Allowance r: H H

1709 35 E'IEJLIL 20119 FlF H -115.DD§EDDD12§Imported Clathitg Allowance HIE 183-§Hefund - Shudent

e Click

e Select the Manual Cheque option

Receipt Refund

Please select Refund method:

(1 Spsterm-Generated Cheque

() EFT
QK l [ LCancel
e Click Ok
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e Enter Refund Amount; 310.00
e Enter Refunded to: Newtown Senior High School
e Enter reason for refund: Student Transfer Term 1 2019
e Enter the refund transactions as shown below
e Enter the Cheque Number 123569
Receipt Refund
For Receiptit 26 Refund Method: Manual Cheque
Received franm tr Oliver Oliver
2 Grenadier Court
WEST LEEDERVILLE ‘wia 6011
Refund Amount; 000 M awimum refund available $ 310.00
Refunded to; |Newt0wn Senior High 5 chool

Fieason for Refund: | Student Transfer Term 1 2019

Fef i Date i Code :GST:Comment Tatal Max ddj  Adjustby i Ref Code
1282 ‘B MAR ZCHGOZ ¢ 0 (2019 Camp Activities 100.00 85,00 8500 REFOZ
1283 B AR ZCHGOZ : 0 (2019 Camp Transpart R0.0% 5000 50.00; REFOZ
1284 B AR ZCHGOZ: 1 (2019 Camp Food 150.00 18000 150000 REFOZ
1629 B MAR ZCHGOZ2 0 (2079 Museun of W Excursion - Modem 25.00 25.00 25.00: REFO2

Cheque Mumber | 123569 Total adjustment 310.00

e Click OK

Validate B

This cheque number has been used before.
Continue anyway?

e Click Yes (one cheque for the total amount will be sent)

Please double-click on your selection.

Batch Mo, Dezcription
BOOO712 efunds gela Oliver [Transfer] 15,

e Select the Refunds Angela Oliver batch and click OK

Notes: Ensure the correct Refund Code is selected for each Billing Item.

If not exporting to RM Finance, the Cheque number field is not required to be completed.
The cheque number once printed must be recorded on the School Payment Voucher.
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Adjust the Remaining Billing Items

e Click on the Billing Items tab

e Click on [ Show Billing Itemsz with Dutztanding Amounts ]

e Highlight the AEHBY- Human Biology ATAR 11 billing item (only $15 has been refunded)

| Student Details =)
2ma vie (b &P
Sumame F.rowvar M ame Adustment amountz included in balances but not showvn separately
|DLIVEH |Angela Show &l Transactions
Details] Subjects Biling ltems lHeceiptsl Transaclions] Notesl Invoices] Sec Fin Assist
Fief _Date Type Amount_GST Dizc  Paid Balance Bill Code _Batchﬂ_ Comrent _Status _Fleason
238 i8MaR 2019 (DR 50,00 0 0.00! 15.00 35000 CHGOM (00007 (AEHEY - Human Biology
239 BMAR 2019 DR 5000 0 0.00: 1500 A5.000 CHGOA (00007 (AEMMA - Mathematics AlA 1710 iHefr

Adjust 53

Are you sure you want to adjust this Billing Item?
This operation canneot be undone!

e Click Yes to the message

e Enter adjustment amount 35.00

e Enter month, year and reason: Student Transfer End of Term 1 (Hint: Ctrl/C to copy the

Reason for Adjustment. Ctrl/V to paste for remaining subject)

Billing ltem Adjustment

Fur Billing [tem ref: 298
; Original amaount § 50.00
Adjuzt dovr by: 35.00 b asirmurm adjust available § 50.00

Reason for Adjustment: |Jul_l,l 2019 - Student Transfer end of Term 1

e Click OK

C IVI Ca RM Billing Secondary Stage 2 Training Notes 9-Apr-19

Page 126 of 170
© 2019 Civica Education Pty Ltd




Show Billing [ternz with Outztanding Amounts

Hint: Clicking on [
those Billing Items that have a balance remaining

Repeat the process to adjust the remaining billing item.

e Highlight the AEMMA — Mathematics Applicable 11 Billing Item

] each time will allow you to view only

|OLIVER [Angela Show All Transactions

Details] Subjects Billing ltems IHeceiptsl Tlansactions] Notes] Invoicesl Sec Fin Assist

Surname Krnown MName Adjuzstment amounts included in balances but not shown separately

Fef  Date Type Amount GST Dizc  Paid Balance Bill Code Batch# Comment
z g 0.00 1500 35.00 CHGOT 00007 AEMKA - b

e Adjust by $35.00

Billing Item Adjustment

For Billing Item ref: 270
i Original amaunt $ 50,00
Adjust down by: 35.00 bl amimnurn adjust available § 35.00

Fieason for Adjustment: |Ju|_l,l 20119 - Student Transfer end of Term 1

LCancel

e Click the tab

Balance Owing [All Years]: $0.00
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12.4.2 Print the Summary Reports

Activity: Print Summary Reports

RM Billing > Receipts

e Highlight the Refunds Angela Oliver batch
e Click For Selected > Print Daily Banking

Daily Banking Summary 15/07/2019
Rec# Amount Rec'd From Student Hame Details Batch# Status
IGOVERNMENT SUBSIDIES
34 §-235.00 Educational Program OLIVER: Angela Imported Educational BO0012 \
Allowance Program Allowance
35 5165.00 Government Subsidy OLIVEE: Angela 2019 Education Program ~ BO0012
Allowance reapplied - A
Oliver
[Total Government Subsidies 5-70.00
REFUNDS
Rec# Amount Refunded To Student Name Details Batch# Status ChqgHNo
36 §-115.00  Mewtown Senior High OLIVER: Angela Imported Clothing B00012 D 1233569
School Allowance
37 5-310.00 Newtown Senior High OLIVER: Angela Balance of Account BO0012 D 123369
School
Total for Refunds: $-425.00
Total for Report: $-495.00

e Print to Screen
e View and close the Report
e Click For Selected > Print Receipts Summary

Print Receipts Summary 3

Print Detailed Summary? Mo=Totals only

e Select Yes to print the Detailed Report
e View and close the report

Note: The Detailed report contains both the Summary Details of the Refunds and also a
Detailed Report on the Government Transactions
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Repeat to print the Totals Only report (Optional)

e Click on Yes
e Follow the printer prompts, click OK

Print Receipts Summary £

Print Detailed Summary? Mo=Totals only

e Click No to print the Totals Only Report

Print Receipts Surnmary 3

Close Batch and mark printed transactions as posted?

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

e Select Yes
e Close the Receipt Screen

Check the Refund Report

e For Selected — Refund Summary

For Selected

& Print Receipts
Print Daily Banking
Print Receipts Summary

G5T Summary

Refund Summary

IEI Close Batch

West Coast District High School
Refund Summary Report

Batch # Batch Description

Refund Method Total

B00012 Refunds - Angela Oliver
(Transfer) 15/07/19
Manual Cheques $-425.00
Other Transactions $-70.00
Batch Total $-495.00

e View and close the report
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Complete the Batch Register

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Date/D et Bank I Expend Internal 1 I
el Batch* an ncome Xpen Credit nternal lournal BANKE. Proc

Batch No ate Ch AiC Receipts Payments I E: d Charge* Transfer

Export | From To {E} B | 1,23 (INC) (ESP) Notes n{(lz.'?:rjne (E%‘E (CHG) (JT) Totals By

[B] BPay

B00010 EPA T/F 1 115
B00011 5IB T/F 1 300 300
B00012 REF 1 T0
B00012 REF 1 495
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Complete School Payment Voucher

SCHOOL PAYMENT VOUCHER it

. . Education and
(Mot to be used for travel or kilometreage allowance claims) Training
Dir to:
Name of Claimant: Mewtown Senior High School
301 Blair Street
Addressa: Bunbury Postcode Telephone
8230 Q456 TTTT
Details
Date of supply Particulars GST Amount
sp::rim {attach relevant supporting decument if applicable) Code
Transfer of unused EPA 0 $70.00
Transfer of unuged Parent Payment 0 $310.00
Transfer of unuged Clothing Allowance 0 $115.00
Total $495
Account Distribution
Paid by Cheque Mo: GST Amount
Code
Account to be debited D4608 Refunds Changes 1] $275.00
Account to be debited D4608 Refunds Charges 1 $150.00

Account to be debited

Account to be debited

Certification by Incurring Officer

| certify that this Account is comect in respect of the requirements of Treasurer's instruction 304(5)(i} to (vil).

Authorisation by Certifying Officer

| certify that this Account is comect in respect of the requirements of Treasurer's instruction 304(5).
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12.5Export Refunds Batch to RM Finance

Activity: Export Refunds Batch to RM Finance

RM Billing > Utilities

Note: Ensure RM Finance is closed before Export

e Double click on Export to RM Finance

[ Utilities =
Instructions ; -
e el e el e Q Create Subject Biling Iterms -
are a number of icans with @ Export Secondam Financial Aszsistance

descriptive titles showing which s Epait t

functions are available. RiM Finance

) @ Import Secondary Financial Assistance Receipts
LT;;S: r'jt;uiﬁaertcﬁcftr;ﬂltohné 3 Purge Former Roll Students
required icon. @ Update Student Mames from Admin
Q wirite off/Cancel Customer Debt
@ Wiite off/Cancel Student Related Debt
@ “ear End Processing

e Click Yes

Export to RM Finance 129

This will export transactions to RM Finance, and cannet be undone.
Continue?

e Highlight the Refunds batch for Angela Oliver

Batches for Export

Batch Mo Description Open
BOOO 2 Refunds - Angela Dliver [Transfer] 15407419 5

ak. Cancel

e Click OK
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Click Ok to the Printer and follow prompts

=)

Export

Export Complete

Click OK

West Coast District High

1120 Hay Road

PERTH Western Australia 6005
ABN: Not Specified

Receipt Batch Export Summary

Batch Code Description

Batches Not Exported

No Batches

Batches Exported

BOOO12 Befinds - Angela Oliver (Transfer) 13/07/19

Comment:

Date Created

15/07/2019

Date Last Updated Open Batch Total
0.00

0.00

15/07/2019 TES 42300
-425.00

Principal's Signature:

Date:

Minimise RM Billing
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12.6Update the Batch in RM Finance

Activity: Update the Refund Batch

Open RM Finance

e Login as Manager Corporate Services and Password Keys

Login

Finance - B

(C) RM FLC 2004 EM Fingnee - Yetsion 2.40 - T Decernber 2018

Australia Module - Yersion 2.40 - 7 December 2012
- -
1. Select your user name from the Tist below

System Adrministrator
Deputy Principal

| »

Manager Cor porate S

Prineipal

RMALST —
Schaol Administrator -
Crine Eimmnon Conedbant Gokanle

2. Enter your Password

R Login I Quit |

%

Current Data File:
C:SKEYS SRMDE WF INANCE_DEMO .DF1

Transactions > Reports

Print the Batched Transaction Report

. ‘f- Reports
Click &

e Select the Batched Transaction Report

e Select Expenditure

{ Records | |Transactions| Ad-Hoc

1 custom |

Report Options

-
Y GENERAL REPORTS

#11 transactions P -
e R R e INCLUDE TRANSACTION TYPES ...
Future Postings r |
Purchase Orders ¥ Expenditure
Alternative Payee Transactions |I: JBudqet]A;nendn;ents
Batch Number Report purnal Transters
I 4eeruals ete.
25 AUDIT REPORTS .

Transactions not yet printed rFRDM BANE ACCOUNTS ..
‘Year End Statement
Carnrnitrnent Summary
EFT/BEPAY Certification Log

Record Maintenance Log
5 BANK REPORTS
Reconciled transactions L
Unrecanciled transactions
Cazh Movement
Bank Balance
23 Tax REPORTS
Tax Reimbursement {INC)

[T Cash Management -
¥ Cheque Account
[ Imvestment &/c

-

“FIND TRANSACTIONS BASED ON .. |

lgnare Search
D Simple Search

[SHO'W REPORT WITH ...
¥ Gross Totals
[ Totals Only
¥ Short Report Format
[T Include Descriptions 7
IF Inclode Invoice 7
IF Inclode User 07H 7
[T SearchCriteria
[T Report Motes

%

(DESTINATION ...

D Detailed Search
\

Tax Reimbursement (EXP)

" Page Preview
(" Spreadsheet

Change Sort Order |

Print |

%

Print I

e Click |
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Posting Detail

BOOO12

BILLSS

D400 Refund of Revenue-Charges/Cont/Fee
D4G06 Charges - Refund

Chegue Account

Tx 1709-Newtown Senior High School

Ref 123589

BOO0012

BILLSS

D4500 Refund of Revenue-Charges/Cont/Fee
D4506 Charges - Refund

Chegue Account

Tx 1715-Newtown Senior High School

Ref 123585

BOOD12

BILLS9

D4500 Refund of Revenue-Charges/Cont'Fee
D4506 Charges - Refund

Chegue Account

Tx 1715-Newtown Senior High Schoaol

Ref 123569

B0OD12

BILLSS

D4G500 Refund of Revenue-Charges/Cont/Fee
D4507 Refunds-Personal kems

Chegue Account

Tx 1709-Newtown Senior High School

Ref 123569

BOO0O12

BILLSS

D4500 Refund of Revenue-Charges/Cont/Fee
D4515 Refunds-\Voluntary Approved Requests
Cheque Account

Tx 1709-Newtown Senior High School

Ref 123585

ESP

ESP

ESP

ESP

ESP

15 JUL 2019

15 JUL 2019

15 JUL 2019

15 JUL 2019

15 JUL 2015

=
]
=

&0.00

160.00

136.36

20.00

Tax Total Voucher

0 80.00 c1
0 150.00 ]
13684 1 150.00 ci
0 20.00 c1
0 15.00 ]

e Check the Gross Total equals $425.00 (Government Subsidies are not exported)

Key

INC  Income ¥C  Income Correction

ESP Expenditure ESC Expenditure Correction
ACR Accrual PRE Prepayment

CRT Creditor DBT Debtor

ALL Budget Allocation VIR Budgst Virement

JNL  Journal Transfer CHG Internal Charge

Total Income
Budget Amendments

Expenditure Against Budget

Internal Charging
Journal Transfers

Mett Gross
0.00
0.00

411.38 425.00
0.00
0.00

e View and Close the report

CIVICa

RM Billing Secondary Stage 2 Training Notes 9-Apr-19

Page 135 of 170
© 2019 Civica Education Pty Ltd



Update the batch

View / Post the Batch

- |
e From the Transactions Menu _‘=5 Transactions
e Select View/Post Batch
e Select Expenditure and Credit Notes
e Enter Batch number B0O0012
Find Batch
Find Batched Expenditure ] Controls
- 3| QL pispla
Reference l:l
[ate Range from l:l
 — . Rl
O o i nil
User Mame l:l S

e Click on Display
e Click I,

il Post Batch to Expenditure Accounts
-~
Gross
Ref. Date Period Yalue ,‘{11?]
123569 15 JUL 2019 1 20.00 YES
123569 15 JuL 2019 1 160.00  VES
123569 15 JuL 2019 1 150.00  VES
1235369 15 JuL 2019 1 20.00 YES
1235369 15 JUL 2019 1 15.00 YES
Source / Supplier BILL99 Mett g0.00
Budget D4606 Tax 0.00
Analysis D4e0n
Batch Ref.  BOOO12
Type ESP
Description Tx 1709-MNewtown Senior High School
Bank 1 Cheque Account
\
- -
Total to post 425.00
.

Controls

@k Find Eatch

+ Lpdate

wWindow

[ Close window

@

-5l

o Click ¥ U 3nd Yes to post the batch

Once the manual cheque is written for the full amount, the cheque number is recorded on the

batch register.
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12.7Refunds of Unallocated Credit which is a Government Subsidy

Activity: Refund Unallocated Credit Paid by Abstudy

Ariel Mahney has withdrawn from AECHE — Chemistry ATAR 11 subject for Semester 2. Mrs
Mahney has requested a refund for the Semester 2 course withdrawal. As the payment for this
course was made with Abstudy, reversing or adjusting the Subject Billing Item will result in
unallocated credit remaining in the Abstudy payment. Refunds cannot be made from an Abstudy

Government payment.

This Change has been made in Timetabling so we can check the Timetabled Subjects and

Billing Items Report in RM Billing

RM Billing > Students

Open Ariel Mahney’s record
Click on the Receipts tab
Highlight the Imported Abstudy Supplement Allowance receipt

Check it has paid for her withdrawn AECHE — Chemistry ATAR 11 subject

| Student Details
2018 el dmpr @D

Sumame Krown Marne

|MAHNEY [Ariel Show Unallocated Credit

Details] Subiectsl Eiling ltems Feceipts lTransactionsl Notes] Invoicesl Sec Fin Aszist

=

Amount Batch# Cormment Unalloc Status Reason
79.00 BOOODZ2 Imported ABSTUDY Supplemment Allo
0003 Balance of Account

£ >
. Total £35.00 Add Receipt Beversal Refund
Detailz

Ref  Paid Bl Code Comment Status Reason
0 i73.00 iSUS iUnallocated Credit i |
133 i50.00 ICHGO (AECHE - Chemisty ATAR 11 2019

il (B000 i5US  iUnallocated Credit

134 :23.00 iCHGO :AFECD - Economics ATAR 11 2013

0 2300 isUS iUnallocated Credit

. i i i .
79.00 Total

e Click on the Balance of Account receipt
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Click Yes to the message

| Student Details
2m9 veldar 52
Surname Krown Narme
|MAHNEY |Ariel Show Unallocated Credit
Detailsl Subiect&l Billing Items  Receipts |Transactinns| Nc-tesl Invoicesl Sec Fin Assist
Ref lHecﬁ lDate lT_l,Jpel AmountlBatchﬂ lEomment | LInaIIDclStatus .Fieason
1163 (A AR 2019 iGY 79.00: BOODOZ : Imporked ABS TUD'Y S upplement Alloi ; ;
B 4 APR 2019 I 0 nt
< >
: Tatal I £35.00 Add Receipt Bewerzal Refund
Details
Fief Paid Bil Code Camment Statuz Feazon
134 {21.00 ICHGOT {AEECO - Economics ATAR 11 2019 ! ~
135 (50.00 {CHGO {AEEMNG - English ATAR 11 2013
136 (50.00 (CHGO1 AEHBY - Human Biology ATAR 11 2019
137 :50.00 (CHEOT  (AEMMA - Mathematics Applications 11 20:
138 60.00 (CHGO1 (AEPHY - Physics ATAR 11 2019 ‘ v
p ‘ ‘ ‘ -
BEE.O0 Total
e View the paid Billing Items by the Parent Payment
Reverse the withdrawn subject
e Click on her Billing Items Tab
e Highlight the subject AECHE — Chemistry ATAR 11
Surame Ko N arne
|MAHNEY IA[igl Shaw Billing [tems with Qutztanding Amounts
Detailsl Subjects Billing ltems |F|eceipts| Tlansactionsl Notesl Invoicesl Sec Fin Assist
Ref  Date Type Amount GST  Disc Paid Balance Bill Code Batch#t Comment Sta
33 DR 0 0.00 000 CHGO1 00001 AECHE - Ch try ATAR 11 2019
134 BMAR 2018 (DR ¢ 6000: O ¢ 0.00; 50.00; 0.00; CHGOT 00001 $AEECD - Economics ATAR 11 2019
135 BMAR 2019 DR 50.00: 0 ¢ 0.00: BOOO: 0.00: CHGOM 00001 :AEEMG - English ATAR 11 2014
i Rewverzal
e Click
Reverse
Are you sure you want to reverse this Billing ltemn?
This operation cannot be undone!
Mo
[}
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e Enter the month, date and reason as Withdrawn from Subject Semester 2

Billing Item Reversal

For Billing [tern ref: 133

Reason far Reversal: |Ju|_l,l 2019 - withdraven from subject Semester 2

Cancel

e Click OK
e Check that Ariel now has Unallocated Credit

TOTALS: Amount 585.00 Discuunlr

Unallocated Credit
Amount A0.00 | Allocate

e Click on her Receipts Tab
e Click on the Show Unallocated Credit button

Only receipts with unallocated credit are displayed

1 Student Details
2013 vie Ay 82

[MAHNEY | Ariel

Details] Subiects] Eilling Items FReceipts ]Transactionsl Notesl Invoices] Sec Fin Assist

Surname Knawn Mame Only receipts with available credit displaped

Fef  RecH Date Type  Amount Batch#t Comment

Unallaz Statuz Feason
1163 3 8 MAR 2019 E\-f ?S.DD§BEIEIEIEI2§ImportedABSTUDYSupplementAlIolE 5EI.EIE|§ i

Ariel's unallocated credit belongs to the Government Abstudy Receipt
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The Unallocated Credit Report will also indicate where unallocated credit is either fully or
partially comprised of Government Subsidy.

Reports > Financial Reports > Unallocated Credit Listing

West Coast District High School
Unallocated Credit Listing as at 15/07/19
Students
Student Hame Year Form Balance Unpaid Unallocated Credit

Billing ltems GV Other Receipts Total
MAHNEY: Ariel * 11 112 -$30.00 50.00 §50.00 §0.00 §350.00
BUNGALL: Amelia 10 10.3 -530.00 §0.00 §0.00 §30.00 §30.00
Total Unallocated Credit for All Students 850.00 $30.00 $80.00
* Indicates alllsome unallocated credit belongs to Government Subsidy receipts
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Activity: Create a Corrections and Refunds Batches

Government Subsidies are not refundable to parents, therefore it will be necessary to move the
unallocated credit from the Government Abstudy receipt into a parent receipt so it can be
refunded. This will involve reversing the parent payment receipt and applying the Abstudy credit
to an unpaid Billing Item. The original Parent Payment receipt can then be reapplied to the
remaining Billing Items and the $50 unallocated credit will become part of the parent payment
receipt and can be refunded to Mrs. Mahney.

A Corrections batch will need to be created to pass the reversed receipt through and a Refunds
batch must be created to refund the $50.

RM Billing > Receipts

e Click |
e Create a Refunds batch called Refunds-A Mahney with today’s date

Add Receipts Batch

Pleaze enter a dezcription for the batch to be created

Refunds & Mahney ddmmyy

[ Ok l | LCancel

e Click OK

. Click |
e Create a Corrections batch with today’s date

Add Receipts Batch

Flease enter a description faor the batch to be created

|Eorrections ddrirmy

[ Ok, ] | LCancel

e Close the Receipts screen
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Activity: Reverse and Reapply Parent Payment

RM Billing > Students

e Open the record for Ariel Mahney
e Select the Receipts tab
e Highlight the Balance of Account receipt for 556.00

Sumame Ko Name

[MAHNEY | Ariel Show Unallocated Credi

Details] Subieclsl Billing Items Feceipts ]Transactions] Notes] Invoicesl Sec Fin Assist

Ref  Rectt Date lT_l,Jpel Amount Batch#t Comment Unalloc Status Heason
1163 i3 IBMAR 2019 iGY .'-"9 oné BDDDD2 Imported .&BSTLIDY Supplement Allod 5000
B 44PR 2019 CH I

Rewverzal
. Click

Reverse =3

Are you sure you want to reverse this Receipt?
This operation cannot be undone!

e Click Yes
e Enter a Reason for Refund

Receipt Reversal

Far Receipt ref: 1683

Reason for Reversal |Ju|_l,.l 2019 - Reversed for GY credit-applied to Parent Payment for refund

e Click OK
e Select the Corrections batch

Please double-click on your selection.

Batch Mo Dezcription

BODOT3 Hefunds AMahne_l,l'IE;"D?#‘IS
BO0OO14 ctions 15/07419

e Click OK

Fef  Rect _Date _Type Amount_Eatchﬁ Comrient Urnalloz Status Feazon

1163 i3 BMAR 2018 IGY 79.00;B00002 { imported ABSTUDY Supplement Allog 50,00

1683 27 4 APR 2019 iCH 556.00: BO000S: Balance of Account F: 172 Reversed - July 2

1723 138 F1RJUL 2079 iR -HAE.00:BO0014 : Balance of Account W OTRRG Reversal - July 20
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e Click on the Billing Items tab

Note the Billing Item costs have been reinstated

| Student Details =
2013 v 1 4P &2
Surname Frown MW ame
|HAHNEY |A|ie| Show Billing ltems with Outstanding Amounts

Details] Subjects Biling Items IF!ec:eiptsl Transactionsl Notesl Invoicesl Sec Fin dasist

Ref  Date Type Amount GST  Disc  Paid Balance Bill Code Batch#t Comment Status Reasn
133 iBMaAR 2019 DR BO.00: O noo: 0o 50.00; CHGOA 00001 (AECHE - Chemistiy ATAR 1R 1722 Re
134 i8MAR 2019 DR 50000 0 0.00; 29.00 21.00{ CHGOT $00001 (AEECO - Economics ATAR
135 (B MAR ]3] B0.00; 0 noo: 000 50.00; CHGOT 00001 (AEEMG - English ATAR 11
A 9 B000 0 000 000 G000 CHGO1 00001 AEHBY - Human Bi
137 i8MaR 2019 DR 50000 0 0.oo; 0.0 50,00 CHGOT 00007 (AEMMA - Mathematics App
138 8MAR 2019 DR BO.00: O noo: 00o 50.00; CHGO? 00001 (AEPHY - Physice ATAR 11
438 iBMAR 2019 DR 20000 0 noo: 0o 20,00 0OCO7 00002 (2019 School v'ear Book
436 18 MAR 2019 DR 15.000 0 0.oo; 0.0 15.00; YAROT (00003 {2019 Chaplaincy
1231 i8MAR 2019 (DR 100.00: 0 000 000 10000 CHGOZ 00005 ;2019 Camp Activities
1232 (8 MAR 2019 DR BO.00: O noo: 0o 50.00; CHGEOZ 00008 (2019 Camp Transport
1233 18 MaR 2019 (DR ¢ 180.00¢ 1 0.00; 0008 150,00 CHGOZ 00005 ©2019 Camp Food
1722 15JUL 2019 (RY ¢ -BO.00: O 000 000 5000 CHGO? 00001 (AECHE - Chemistry ATAR 1W: 133 Re
£ >

TOTALS: Amount 53500 Discount 000 Paid 2900 Balance B5E.00

Unallocated Credit
Amount B0.00 | Allacate Add Billing ltem Beverzal Adjustment Add Discount

Last Modified 15/07/1310:43 By ADMIN

e Highlight an unpaid Subject Billing Item with a $50 balance

e Click [#keate] ang enter $50

Allocate

Enter the amount to allocate [up to $50.00] |50.00

e Click OK

e Click on the Receipts tab
. ik

e <Tab> Select the Corrections batch and OK

Please double-click on your selection.

| Description

BODO14
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e <Tab> <tab> Select Cheque as the payment type
e Enter 556.00 in the Amount
e Enter a Comment

Add Receipt
Beceipt Details Received trom:
Title First Marne
Batch Mo BOOO14 |Mrs Jeanne
Carrections 15/0719 Sumame |Mahney
Payment Type: CH Address |3 Harta Lane
Cheque |
[ ate: 15.JUL 2019 |
Amount EEE.OD Town/Sub [ CLAREMONT
State [t
Comment: Postcode  [60714
|F'arent receipt reapplied Courtry |
Ref | [ate | Code |GST | Comment | Amount| Discount| Balance | Applied
435 AR 2019 | OOCO| O 2019 School vear Book 20,008 Hil 20.00 2000 A
436 AR 2019 | VARO[ 0 |2019 Chaplaincy 15.008 Hil 15.00 15.00
1231 |8MaR 2019 | CHGOF 0 |2019 Camp Activities 10000 Mil 10004 10000
1232 |8MaR 2019 | CHGOF 0 |2019 Camp Transport 50,008 Hil A0.00 B0.00
1233 |8MaR 2019 | CHGOF 1 |2019 Camp Food 150.00 Mil 18004 15000
535.00 | 000 | 506.00 | 506.00

Note: The balance displays as 506.00 as the $50 will still remain as unallocated credit, but it is
no longer a GV payment

e Click OK

Add Receipt B3

Continue, even with the following:
Entered amount doesn't match the total amount against the listed iterns. The
difference will become unallocated credit,

e Click Yes

The receipt can now be refunded

e Click on the Billing Items tab and view the unallocated credit of $50

Unallocated Credit

Amount | G000 | Allocate
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e Click on the Receipts tab
e Highlight the Parent receipt for $50

Surname
|MAHNEY

Krnown Marme
| Ariel

Show Unallocated Credit

Details] Subiectsl Eiling ltems Feceipts lTransactionsl Notes] Invoices] Sec Fin Assist

Fef  Recl Date Type  Amount Batchi Corrment Unalloc Statuz Reazon

1163 i3 8 MAR 2079 E\-r : 79.00!BO0002! Hmported ABSTUDY SlLAppIement.ﬁulloI :

1683 2? (4APR 2018 CH BBE.00:BO000S  Balance of Account ‘Reversed - Julp 2
(15.JUL 2019 W -BEE. 00 BO001 4  Balance of Account

- Fleverzal - July 20

hit receipt reapplied

Tatal £35.00

: Add Receipt Bewversal Fefund
Details

. Refund
e Click

e Select the System-Generated cheque option

Receipt Refund

Pleaze select Fefund method:

) Manual Cheque

(@) iSystem-Generated Cheque

) EFT

LCancel

e Click OK
e Enter the Refund Amount of 50.00
e <Tab> <tab> and select Mrs Jeanne Mahney from the list of suppliers

[l Refund To

=3

Pleaze double-click on your selection or click Add to create a new record

Short Mame Description
AkMO0T Akd Bookshop -
ALGOM Algar Bumz Computing
ANYO0T Arwtime Computer Repair Services
ATOE Australian T axation Office
BaM OO Bank E
BOOOO1 Bookland
B0 Build-it Furniture Company
GRADOT Grandra's Furniture Compary
MAHOO0T Mrz Jeanine b ahney
rARO07 M arty's
UMD k1 bungo kMungall
MEWDO1 Mevutown Senior High School
MNFFNM Mifire Wwark = i
0K l ’ Lancel
e Click OK
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e Enter a Reason for Refund
e Enter 50.00 in the Adjust by column for SUS

Receipt Refund
Faor Receipti 29 Refund Method: System Generated Cheque

Freceived from Mrz Jeanne Mahiney
3 Horta Lane
CLAREMOMT ‘wis 6014

Refund Amount: RO.00 taimum refund available $ 556.00

Refunded to; taHD01 Mrz Jeanne Mahney
[Enter first 3 characters of sumame)

Fieason for Refund:  |withdrawin fram Chermistiy ATAR 11

Fef i Date | Code :GST:Comment Tatal Max Adj i Adjust by : Ref Code
1231 B MAR ZCHGOZ3 : 0 (2019 Camp Activities 100.00 10000 0.00 ~
1232 B MAR SCHGOZ: 0 (2019 Camp Transpart B0.00 50,00 n.oo
1233 B MAR ZCHGOZ: 1 (2019 Camp Food 150.00 150,00 n.oo
1] sus 8 Unallocated Credit 50.00 50,00 50.00¢ 5US
w
Total adjustment B0.00
LCancel
e Click OK
e Highlight the Refunds — Ariel Mahney batch
Please double-click on your selection.
Batch Mo. Description
BOOO 3 Refunds - & Mahney 15/
BOOOT 4 i* Comections 15/07/13
e Click OK
1 Student Details
203 v i ar S 2
Surmame Krown Mame
[MAHNEY [Ariel Show Unallocated Credit
Details] Subiectsl Billing Items Receipts lTransactionsl Notesl Invoicesl Sec Fin Assist
Fef  RecH Dats Type  Amount Batch# Comment Unalloc Status Reazon
1163 i3 8 MAR 2019 GV ?S.EIEIEBEIEIEIEQ Imparted ABSTUDY Supplement Allor
1683 27 (4APR 213 :CH 558.00: B0000S i B alance of Accaunt R: 172 Reversed - Julp 2
1723 38 A8JUL2M9 RY -666.00; B0001 4 Balance of Account W 168 Reverzal - July 20
1724 139 (15JUL 2019 iCH 556.00: B 00014 | Parent receipt reapplied 50.00:F: 172% Refunded- %/ithd
1725 140 A8JUL2ma R -50.00:BO001 3! Parent receipt reapplied S0.00: 0 1724 Retund - Withdra
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12.7.1 Complete the School Payments Voucher

Activity: Complete the School Payment Voucher

e The School Payment Voucher must be completed

SCHOOL PAYMENT VOUCHER Department of
Education and
(Mot to be used for travel or kilometreage allowance claims) Training
Dr to:
MName of Claimant: Mrs Jeanne Mahney
3 Horta Lane
Address: Claremont Postcode Telephone
G014 B3B41750
Details
Date of supply Particulars GST Amount
B vive {attach relevant supporting document i applicable) Code
Refund of Unallocated Credit 8 $50
Total 50.00
Account Distribution
Paid by Cheque No: GST Amount
Code
Account to be debited N3199 Billing Suspense Accout B $50.00

Account to be debited

Account to be debited

Account to be debited

Certification by Incurring Officer

| certify that this Account is comect in respect of the reguirements of Treasurer's instruction 304(5)() to [vii).

[Name} [Signature) [Cate)
Authorisation by Certifying Officer
| certify that this Account is comect in respect of the requirements of Treasurer's instruction 304(5).
...................... {Name} ISIgmre} n:rate}
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Activity: Print the Summary Reports

RM Billing > Receipts
Print the Daily Banking Report for the Corrections Batch

e For Selected > Print Daily banking

West Coast District High School

Daily Banking Summary 15/07/2019
Rec# Amount Rec'd From Student Hame Details Batch # Status
CHEQUE
38 5-356.00 Mrs J Mahney MAHNEY: Ariel Balance of Account BO0O0014 Vv
30 5 3536.00 Nirz T Mishney MAHNETY: Arisl Parent receipt reapplisd BO0O0014 F
Total Cheque 50.00
Total for Cash and Cheques $0.00
Total for Report: % 0.00

e Repeat to print the Receipts Summary — Detailed Report
e Repeat to print the Receipts Summary — Totals Only

Print the Daily Banking Report for the Refunds Batch

e For Selected > Print Daily Banking

West Coast District High School
Daily Banking Summary 15/07/2019

REFUNDS

Rec# Amount Refunded To Student Name Details Batch# Status ChqHNo
40 5-50.00 Mrs Jeanne Mahney MAHNEY: Arnel Parent receipt reapphed E00013 D 0

Total for Refunds: $-50.00

Total for Report: $-50.00

e Repeat to print the Receipts Summary — Detailed Report
e Repeat to print the Receipts Summary — Totals Only (Optional)
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Activity: Export the Correction and Refund Batches

RM Billing > Utilities

e Double click on Export to Finance

Note: Ensure RM Finance is closed before Exporting

] Utilities

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

In order to start a funchion,
pleaze double click on the
required icon.

@ Create Subject Biling ltems

@ Export Secondary Financial Assistance

3 E =port ko Bk Finance|

@ Import Secondary Financial Assistance Receipts
3 Purge Former Roll Students

3 Update Student Mames from Admin

@ ke off /Cancel Customer Debt

@ ‘wirite off/Cancel Student Felated Debt

@ Year End Processing

e Click Yes
Export to RM Finance 23
This will export transactions to RM Finance, and cannot be undone.
Continue?
| Yes | l No l

e Highlight the Corrections and the Refunds-Ariel Mahney batches

Batches for Export

Batch Mo Drescription

LCancel

e Click OK

ClVICa
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e Click OK to the Printer

Export IEI

Export Complete

e Click OK

The report is sent straight to the printer. There is no option to print it to screen

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

Batches Not Exported

No Batches

Batch Total

0,00

0.00

Batches Exported

BO0013 Refimds - A Mahney 15/07/19 15/07/2019 154072019 TES
B00014 Cormections 15/07/19 151072019 154072019 YES

-30.00
0.00

-50.00

Comment:

Principal’s Signature:

Date:

The Receipt Batch Export Summary must be signed and dated by the Principal

Minimise RM Billing
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Fill in the Batch Register

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Date/ Type of
Batch No Date Fc?tl;iha’:que B::I'g( I;:neiptx Pm Credit Income Expend
Expor | From To | merr 1,2,3 (INC) (ESP) Notes (ic) (ESC)
[B] BEay.
B00013 COR 1 50 50
B00014 REF 1 50

12.8Update the Batches in RM Finance

Activity: Update the Corrections and Refund Batches

e Open RM Finance

Login

Finance .

(C)RMPLC 2004

RM Finance - Version 8.40 - 7 Decernber 2018
Australia Module - Version 840 - 7 Decernber 2018

=

~
1. Select your user name from the Tist below

Suystemn Administrator
Deputy Principal

Manager Corporate Se

Principal

RM&UST —
School Administrator -
Cominu Cimmpnn Corar Tbark Cobanla

| »

Z. Enter your Password

’.."—| Login I

"

Current Data File:
G :MKEYS SRMDENFINANCE_DEMO DF1

e Log in with Manager Corporate Services and Password Keys

ClVICa
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View the Batched Transaction Report for Income
RM Finance >Transactions

E.:Jg%; Reports
=

e Click
e Select to view Batched Transactions
e Select to view Income

{ Records |[Transactions| Ad-Hoc | Custom |

- =
R GENERAL REPORTS Report Options
411 transactions e o -
Batched transactions INCLUDE TRAMSACTION TYPES ... SHOW REPORT ‘WITH ...
Future Postings [ Incorne [¥| Gross Totals
Purchaze Orders " Expenditure [~ Totals Only
Alternative Payee Transactions [T Budget Amendments = short Report Format
Batch Number Report [ Journal Transfers |l ipti 7
[ fceruals ete. nclude Descriptions 7
I} Include Invoice 7
{3 AUDIT REPORTS h [T Include User 0/H 7
Transactions not yet printed "FROM BANK ACCOUNTS .. ) | O searchcriteria
fear End Statement [T Cash Management [T Report Motes
Cornmitment Surmmary [ Cheque & ¢ X
EFT.-’BPAY_Cerhﬁcatwn Log r rDESTINATIEIN .
Record Maintenance Log & Printsr
3] BANK REPORTS
i i {* Screen
Reconciled transactions L .
Unreconciled transactions P n ) Page Preview
Cash Maverent FIND TRANSACTIONS BASED ON ... | " Spreadsheet
Eank Balance lgnore Search
3 Tax REPORTS D Stmple Search Change Sort Order |
Tax Reimbursement (INC) ) -
Tax Reimbursement (EXP} L D Detatled Search Print |
\
. | Print I
e Click
Posting Detail Type Date Hett Tax Total Voucher
BOO014
INCO01 Income
C1050 Charges
C1051 Upper School Charges
Cheque Account
Corrections 13/071%
Ref BOOO14 rc 15 JUL 2015 50.00 0 50.00 (]
BOO014
INCO0 Income
N3 1001 Other Suspense Accounts
N3159 Biling Suspense
Cheque Account
Corrections 15/0719
Ref BOOO14 INC 15 JUL 2019 50.00 8 50.00 W]

e View and close the report
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View the Batched Transaction Report for Expenditure

e Deselect Income and tick the box for Expenditure

( Records

1( Transactions || Ad-Hoc

~

R GENERAL REPORTS Report Options
Al transactions -
Batched transactions IMCLUDE TRANSACTION TYPES ...
Future Postings |
Purchase Orders ¥ Expenditure
Alternative Payee Transactions I” Budget amendments
Batch Humber Report [T Journal Transfers
[T Accruals et
* CI|Ck | Print I
Posting Detail Type Nett Tax Total Voucher
BOOO13
MAHOO Mrs Jeanne Mahney
N3100E Other Suspense Accounts
N3199 Biling Suspense
Cheque Account
Tx 1725-Mrs Jeanne Mahney
Ref RefNumber ESP 15 JUL 2019 50.00 8 50.00 &

Update the batch

e Click View/Post Batch

e Click Income

e Enter Batch number BO0014

Find Batch

Find Batzhed |ncome

Controls

—_—

Eatch Ref Ba@E14

[ate Range from I:I
o] i— | A

User Name I:l

v QL pisplay

E_ Cloze window

e Click Display

ClVICa
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e Click on ﬂ

7l Post Batch to Income Accounts
-
Gross
Ref. Date Perind Walue "‘@l |
BOO0 14 15 JuL 2019 1 S50.00  YES .
BOO0 14 15 JuL 2019 1 S0.00 YES
-
Source # Supplier IMCO01 Mett 50.00
Eudget c1051 Tax 0.oo
Analysis c1a50
Batch Ref.  BOOO14
Type 1/C
Description Corrections 15/07/19
Eank 1 Cheque Account
\
-
Total to post 100.00
\

5]

Controls

@& Find Batch

+ Update

Window

E_ Close window

P Help

Clle v Update

Are you sure you want to post the selected items?

Click Yes to post the batch
Click ! l--’@ to return to the main Transaction menu

Click View/Post Batch
Click Expenditure and Credit Notes
Enter Batch number B0O0013

Find Batch

(

Find Batched | ncome

S—

Controls

-~

Batch Ref EBEE1S

[rate Range from l:l
) E—

User Name l:l

Q. Display

Window

P Help

E_ Close window

Click Display

ClVICa
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e Click on ﬂ

-~ -
Gross
Ref. Date Perind Yalue "‘@l | Contiols
Fef MHumber 15 JUL 2019 1 50,00 YES a | M Find Batch
-
Source # Supplier M&HOO1 Mett 50.00
Eudget N3199 Tax 0.oo
Analysis N3100E
Batch Ref.  BOOO13
Type ESP
Description Tx 1725-Mrs Jeanne Mahney \/ Uit
Eank 1 Cheque Account
Window
p ~
Total to post S0.00 E_ Close window
P Help

° Clle v Update

Are pou sure you want bo post the selected items?

e Click Yes to post the batch

e Click! 'l'} to return to the main Transaction menu

Note: At school the Income Correction and Income Transaction must also be reconciled.
Due to time constraints in Training we will not be doing this.

IMPORTANT

The previous activities involved movement of money from one budget
code to another including the N3199 Billing Suspense account. If your

school is not exporting, the reallocation transactions must be manually
entered into RM Finance. Refer to the two day Secondary Billing
Training Notes for further information and examples.
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12.9Print System Cheque

Activity: Print Refund Cheque

The System Cheque for Mrs Mahney can now be printed

RM Finance > Transactions

e Click on Payments > Print Payments
e Highlight the 50.00 Refund

Print Payments

-~ -

Supplier  Alt Payee Invoice Number  Date Printed amount v

HMAHOD | 15 JUL 2010 S0, 00

1 Transactions Total S8 .88
\
1
77 ; 7T, ; AT )
7 Print P t: Jes/ Print 411 ¥/ Print Selected ﬂmose Hel
rint Payments rim rint Selecte ? p

° ClICk Print Payments
e Click OK to the default cheque number

Cheque Number ?

Please enter the first Cheque Number
for this Cheque Printing Run.

Cancel | DK I

At this stage you would ensure all the printer settings are correct

Have the Cheques printed Ok, 7 Mo |

e Click Yes

. C||Ck ﬂmose
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12.10View the Unallocated Credit Listing

The Unallocated credit listing should match the balance of the Billing Suspense Account in RM
Finance after deducting any unallocated credit which is a Government Subsidy. Any unallocated
Credit which is a Government Subsidy is not reflected in RM Finance.

Activity: Check the Unallocated Credit to the Billing Suspense
Account

RM Finance > Reporting

e Ensure the Custom tab is selecting
e Highlight the Comparative Budget Report
e Select the Screen for the report Destination

- r Records 1[’ Transactions W Ad-Hoc ]r Custom |
3 G5T REPORTING Report Options

Business dctivity Staterent
GST Transactions

GST Inquiry

5T Summary

Camparative Budget Report

ZAFREDA REPORTING

FREDA Supplementary Data
FREDA Ledger ' Printer
FREDA BAS @ Screen
FRED4 Bank Reconciliation
FREDA Balance dccount Analysis

DESTIMATION ..

il i G i

£ Reporting Parameters
£ EFT Parameters Print

f# Cheque Lawout

Create Data Migration Files
Re-Print Data Migration Reports

.

e Click |

e View the current balance of the Budget Code N3199
T0TRV Trust & Suspense Accounts
N3005 PEC Contributions (20.00) 20
N3115 “acation Swimming (440.00} 440
N3199 Biling Suspense (30.00) 30
Balance for Trust & Suspense Accounts (490.00) 490

|

e Close RM Finance follow the prompts to close, do not back up the datafile
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View the Unallocated Credit Listing in RM Billing
Maximise Billing
RM Billing > Reports

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

& Reports @
8 &
1 Charges and Contibutions Templates -
1 Charges and Contibutions Feports
4 Financial Feparts Unallocated Credit Listing
D Statement - Students
[ Statement - Customers Scort o
[ Unprinted Invoices - Students Tz{:nt alance) 4 Sort Field 4 ]
D Urprinted lrvoices - Customers Uripaid Billing Ite -
] Summary Aged Debt List - Students \FKD”'“
D Summary Aged Debt List - Customers = L -
D Feminder Unpaid Billing Items - Students
B Unallocated Credit Listing Toatal oh ‘Year Group Page Break on Year Group
1 Transactional Reports
3 AudtRepats Tatal an Farm Fage Break on Farm
Select
@ Students
- (7 Custarmers
L) F
Cancel
e Click Print
Student Name Year Form Balance Unpaid Unallocated Credit
Billing ltems GV Other Receipts Total
MUNGALL: Amelia 10 103 -330.00 50.00 50.00 530,00 530.00
Total Unallocated Credit for All Students 50.00 £30.00 530.00
* Indicates alllsome unallocated credit belongs to Government Subsidy receipts

The Unallocated Credit Listing report balances with the Billing Suspense Account N3199
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13 Writing off/Cancel Student Debt

When writing off billing items from students, the user will access Write off/Cancel Student Related

Debt via the Utilities menu.

13.1.1 Write off/Cancel Debt Batch

Activity: Create a Billing Items Batch for items which are to be
Written Off

RM Billing > Billing Items

e Click Add Item <
e Enter the description as Write-off/Cancel Outstanding Amounts <$5000 per student

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 roll and write off irrecoverable charges and cancel
uncollected voluntary contributions. Create a Billing Item batch for these write off/cancelled items
to be processed into.

c Billing ltems =]
==
Batch Mo Description
| 00011 |'write off/Cancel Dutstanding Amounts <$5000 per student
Batch Detais |Batch Biling ltems |
Batch No Qoo Updated: | kon 15JUL 1S 11:48
Billing Year [27g = Created: [ Mon 150019 1148

Description |Write-0ff#[ﬁancel Outstanding Amounts <$5000 per student

Batch Total | il Open: YES

Tied Billing Items:

Comment Amount | GST | BilCode
e Click OK

Note: These batches will only need to be created when required for write-off purposes.
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13.1.2 Writing off Debt from Students

When charges or contributions are deemed as irrecoverable from students they can be written off
or cancelled.

Activity: Write off Debt from Students

It has been decided to cancel 2019 Voluntary Contributions and Voluntary Approved Requests,
however Other Optional Costs will remain on the student account.

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

[ utilities =
Instructions - -
Iy the right harnd panel, there @ Create Subject Biling ltems -

are a number of icons with 3 Export Secondary Financial Assistance
descriptive litles showing which 3 Eusnart to FM Fi
functions are available. Apon in inance
Q Impart Secandary Financial Assistance R eceipts
I arder b start a function,
pleage dpuble click an the @ Purge Former Roll Students
required icon. @ Update Student Mames from Admin
@ Write off/Cancel Customer Debt
3 Wwiite off/Cancel Shudent Related Debt
Q Year End Pracessing

Write-Off/Cancel Student-Related Debt

Before using this function you must create a billing items write-off batch (from
Billing ltems). Have you created a write-off batch?

Mo
e Click Yes
Write-Off/Cancel Student-Related Debt
Select Year 2019 W
Select students | gy | 0 Students Selected
LCancel

e Select 2019 as the Billing Year
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e Click Student Find @l
e Select Form 9.1

Roll Status IEurrent :

“fear Group .

Farm | 091 :

e Click on Find, Select and Yes

[Write-Off/Cancel Student-Related Debt |
Select Year |2D1 3 :

Select students 22 Students selected

| Ok | | Cancel

e Click OK

e Place atick in the boxes in front of Voluntary Contributions and Voluntary Approved
Requests

For Selected
=17
| Student Name | vear |Fam |[C]CHG |[]voL | CaDU |[C]TMP | O RES | vaR |[Cl0oC | CINA | Total

e Highlight all students

For Selected
&

Student Name | vear | Fom | ] CHG |MvOL | CJapu |[CJTMP | ] RES | vaR |[J00C | CINA | Total

w W

— — — — — 1500 —

w o

w o

O oW

Qe

Totals:l u.uq 493?_50| n_nn| n_nu| n.nu| 33D.uu| 440.DD| D.DDl B707.50

Selected Totals: | u.uq 493?_5u| u.un| U.UD| D.DD| 330.uu| D.DD| U.UD| 5267.50
Outstanding amounts for the Billing Year 2019
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e Click Print Selected @?

Note: Before completing the write off/cancellation process, this report must be printed
and signed by the Principal and then filed in the write-off file.

West Coast District High School
Write-off/iCancel Student-Related Debt

Outstanding amounts for the Billing Year 2019

22 Students Selected

Student Name Year Form Debtor Name voL* VAR* Total

BLOGGS: Merika Y el Mirs K Bloges 233.00 15.00 230.00
CARTER: Christine ] el Mr T Carter 235.00 15.00 250.00
DENT: Kaitlyn ] 0ol M= T Coles 235.00 15.00 250.00
EFEN: Aidan Y el Mrs C Eren 233.00 15.00 230.00
GEORGE: Ellena Y el Mz P Albert 233.00 15.00 230.00
HUEELE: Regan ] el Mr A Hubble 235.00 15.00 250.00
KEIL: Ethan ] 0ol Mrs C Keil 235.00 15.00 250.00
KOEHLEER: Janelle Y el Mr M Koehler 233.00 15.00 230.00
LE-TIL: Traviz Y el M=K LeTh 233.00 15.00 230.00
LUCK: Stevie ] el Mr= E Luck 235.00 15.00 250.00
MARSHALL: Tarn ] 0ol Mrs M Marshall 235.00 15.00 250.00
MCNAUGHTOMN: Panis Y el Mrs B McNavghton 233.00 15.00 230.00
MORRIS: Ashley Y el Mr= T Mornis 233.00 15.00 230.00
PAGE: Lotena g 09.1 Mvirs ] Page 2.50 15.00 17.50
PETER: Christopher ] el Mr P Peter 235.00 15.00 250.00
FALPH: Chantells ] 0ol Mrs 5 Ralph 235.00 15.00 250.00
FROBERTS: Tina ] 0ol Mr B Foberts 235.00 15.00 250.00
SANMTON: Dale Y el Mr & Samton 233.00 15.00 230.00
SCRAGG: Nicole & 09.1 Dvirs K Scragg 23300 15.00 250,00
SMITHERIMNG: Aaron ] 01 Mr D Smithering 235.00 15.00 250.00
STONE: Colin & 09.1 Mr= A Stone 23300 15.00 250,00
WELSH: Louis 9 01 Mr H Welzh 235.00 15.00 250.00
Totals for Report 493750 33000 5,.267.50

* Note: VOL and VAR amounts are not subject to write-off.

D PROVISIONAL APPROVAL - Individual debts 53 000.00 or less
In accordance with Treasurer's Instruction 107, T hereby provisionally approve the write-off of the above unrecoverable debts owing to

the school.

I certify that the above details are correct and all individual costs are $3000 or less. Every feasible effort has been made to recover the
amounts listed above, remedial action has been taken and all documentation in support of the write-off application is being held at the

OR zchool.

D 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

e View and close the report

Principal's Signaturs

Date

CIVICa
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e With all the students selected
e Click For Selected > Write off/Cancel outstanding amounts for debt

| Write-off/Cancel Student-Related Debt =

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

e Click Yes

Write-off/Cancel Student-Related Debt “

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

e Click Yes

e <Tab> and select the Write-off/Cancel outstanding amounts <$5000 per student batch
e Enter the reason for the write off as ‘Provisional approval dd/ mmlyyyy’

Write-off/Cancel Student-Related Debt

Batch: I oood wéribe off ‘Cancel Outstanding Amounts <$5000 per &

Reazorn: |vaisi0nal Approval dddmm. Ay

I Ok, I [ LCancel

e Click OK and OK

e Close the Write off/Cancel Student Related Debt window

Note: All debt for the selected year will be cleared against the nominated students.

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 the Student Record

RM Billing > Students

e Open the record for Marika Bloggs
e Click on the Billing Items tab
e View the Cancelled Items

| Student Details ==
2013 v 1 &2
Surname Fnowr M arne
|BLDEES |Merika Show Billing Items with Outstanding Amounts

Details] Subjects Billing ltems lHeceipls] Transactionsl Notesl Invoices] Sec Fin Assist

id Balance Bill Code Batch# Comment Status Reaszon

0 20.00; 00CO7 (00002 § 2019 School Year A
i 15.00: VaROT (00003 (2013 Chaplaincy 4 1726 Cancelled - Provisional Approval dd/mm/dyy

0 2800 VOLOT 00004 (2019 English 01727 Cancelled - Provisional Approval dd/mm.fyyp

i 25.00: vOLO1 00004 :2019 Science A1728 Catwcelled - Pravizsional Apprawal dd/mm. iy

i 25.00: OLOT 00004 (2013 Maths A1729 Cancelled - Provisional Approwal dd/mmdyy

0 2800 vOLOT 00004 (2019 Humanahes (4 1730 Cancelled - Provisional Approval dd/mm.fyyp

i 30.00: WOLO 00004 (2019 Health and FA: 1731 Catwcelled - Pravizsional Apprawal dd/mm. iy

i 15.00: %OLOT 00004 (2013 LOTE A 1732 Cancelled - Provisional Approwal dd/mmdyy

i BE.0D: YOLOT 00004 (2013 Design and &4 1733 Cancelled - Provisional Approwal dd/mmdyy

0 34008 VOLOT 00004 2019 At Ao 1734 Cancelled - Provisional Approval dd/mm.fyyp

i A5.00; WARDT 00011 {2019 Chaplaincy :T: 1410 Catwcellation - Provisional Apprasal dd/rr/

i -25.00: WOLOT (000171 (2019 English T 141 Cancellation - Provisional Approseal dd/mm./yy

0 -25.008 WOLOT (000171 2019 Science T.1412 Cancellation - Provizsional Approval dd/mme/ oy

i -25.00; WOLOT 00011 $2019 Maths T 1413 Catwcellation - Provisional Apprasal dd/rr/

i -25.00; WOLOT 00011 2019 Humanaties :T: 1414 Catwcellation - Provisional Apprasal dd/rr/

0 T

-30.00: WOLOT 000171 (2019 Heakth and ET: 1415 Cancellation - Provisional Approseal dd/mm./yy "
< >
TOTALS: Amount 2000 Discount 000 Paid 0.00 Balance 20.00
Add Billing [tem Bewerzal Adjuzstrnent Dizcournt
Last Modified 15/07/1912:00 By ADIM
. Show Billing Items with Dutztanding Amounts
e Click on I _ d
| Student Details ==
20019 v 4 a;abr &2
Surname Enoven Mame Adjustment amounts included in balances but not shown separately
|BLOGES |Merika [ Show A1 Trarsactions |

Detailsl Subjects Billing ltems lHeceiptsl Tlansactionsl Notesl Invoices] Sec Fin Assist

Fef  Date Type Armount GST  Dizc  Paid Balance Bill Code Batch#t Comment Statusz Feason
1409 E25JAN 2019§DH ED.DD§ a D.DD§ D.DDE 2D.EIEI§ ooco EEIEIEIEIE E2D195chool"fear§

e View the remaining Year Book item that has an Outstanding Balance and Close

Note: After completing the write off process for transactions in a previous year, users
must take care when using balances from different screens within a student record.
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14 Printing Student 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 designated
folder saved within the Audit Reports folder: G:\RM Billing Audit Log 2019\ Statements.

Activity: Print Student Statements

RM Billing > Students

Click Student Find &

Select the Year 11 students

Click Find, Select and Yes

Click the Balance Header twice to sort students by outstanding amounts
Highlight the students with outstanding amounts

Select to hide the unselected students =)
e Click on the Name header to sort the students into alphabetical order

e Click =
e Select to print the list of students to screen
e Close the List Report

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

e Highlight all the students (Hint: <Ctrl> A)
e Click For Selected > Print Statement
e Change the From Date to 1 FEB 2019

Print Statement
Enter the date range far the print statement period

From 1 FEB 2019
Tao

Enter an appropriate message to appear on the printed reports

Flease contact the zchool office on 3223 7777 if wou have any
queries reqarding this statement

e Click OK

e Select Report Destination v
e Click OK
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To Save the Report

o
e Click Save al
e For training, select to Save in Desktop.

Save in: -' [es

|::,t|:||:

e Name the file

File: name: Eitl_n:IE:r'|t Statements youymin

e Click OK

Note : At school users will navigate to G:\RM Billing Audit Log 2019\Statements

Print the Statements

e Click on =
e Select the required printer and OK

Note: In training we will not be able to print the statements to a printer
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15 Support (Transactional)

Should you require support please, contact Financial Operational Support at Business and
Customer Services (BCS)

Contact details below:

Financialservices.support@education.wa.edu.au

16 Support (Systems)

Should you require support please contact, please contact the Customer Service Centre (CSC) at
the Department of Education

16.1 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.

16.2 Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

16.3 Email (CSC)

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

Please include your ID number, contact details and a brief description of the problem.

17 Online Manuals and Training Notes
17.1Civica 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
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17.2 STIMS 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
Integris.

18 Finance Web

http://det.wa.edu.au/finance/detcms/portal/

Log on to the DET Portal to access the latest factsheets

RM Billing - Quick Reference Guide and FAQ
RM Billing - Procedures for RM Billing Receipts Batches
RM Billing - Using RM Billing _Alternative Method for Timetabled schools Yrs 8 10

by going to Help within
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DEPARTMENT OF EDUCATION AND TRAINING
BATCH REGISTER

Forthe month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
, Batch* Bank Income Expend . Accruals -

Batch | Date/Date : - Credit Internal BANIe Proc

[C]1Cheque AIC Receipts Payments Income Expend £ (Manual
Mo Export From To [E]EFT 1,2,3 (INC) (ESP) Notes (1iC) (ESC) Charge Only) Totals By

[B]ERay

*Reversals and intemnal charges are not batched but must be recorded. Billing batches are prefaced with a ‘B'. Accruals are entered if manually processed.




