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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 Pty Ltd (trading as
Civica Education).

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 Pty Ltd (trading as Civica Education) and its associates. All rights are reserved
except as may be granted to the addressee in writing by Civica Education.
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AM Start - Course Outline— 2 1/2 days

DAY ONE
Time Topics
8.30 COFFEE
9.00 Welcome and Introductions
9.20 Overview of RM Finance
9.50 Setting up
¢ Organisational Details
e Bank Details
e System Options
Users and Passwords
¢ Creating a New User account
e Setting Access Rights
10.30 MORNING TEA
10.50 Budget Accounts
e Creating
e Editing
o Deleting
Budget Profiles
e Profiling by 12
Analysis Codes
¢ Explanation
e Using Analysis Codes
Budget Allocations
e Budget allocations
e The concept of a budget surplus
e Fixing the budgets
12.30 LUNCH
1.15 Income Sources & Suppliers
e Creating
e Editing
e Reports
Transaction Processing
e Batching
¢ Receipts Processing
e Payments Processing
System Generated Cheques
e Cheque Printing
e Re-Printing
¢ Remittance Reports
3.00 CLOSE
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DAY TWO

Time Topics
8.45 COFFEE
9.00 Recap Activity
9.30 Budget Adjustments
e Virements
¢ Budget Revisions
e Journal Transfers
e Credit Notes
¢ Internal Charges
e Reversals
10.30 MORNING TEA
10.50 Correction Facilities
e Expenditure Reversals
e Adjust/Correct Transactions
o Direct Debits and Credits
End of month procedures
¢ Bank Reconciliation
e Reports
e Backups
e Period End
¢ Tax Refunds/Payments
12.30 LUNCH
1.15 EFT/BPay
e Preparing for EFT and BPAY
e Set User Number and enable EFT/BPAY
e Set Update and Certify button rights
e Set File Directories for EFT documents
e Update Supplier details
e Enter a Batch of EFT Payments
e Print the Payment Summary Report
e Certify the Batch
e Update the Batch and creat the EFT file
e Remittances
e Reports
3.00 Close
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DAY THREE

Time

Topics

8.45

COFFEE

9.00

Enter a Batch of BPAY Payments

Print the Payment Summary Report

Certify the Batch

Update the Batch

Enter BPAY trabsactuibs using Internet Banking
Print the EFT/BPAY Certification Log

10.30

MORNING TEA

10.50

Electronic Bank Reconciliation

Download and save a bank statement file

Match transactions (automatically and manually)
Un-match transactions

Add transactions

The Close button

Update batches

The Finish button

The Audit Log

Year End Processing

12.30

Finish
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RM Finance — Training Course

Training Outcomes

At the conclusion of this training course participants should be able to:

navigate around the RM Finance software interface

set user access rights for RM Finance

enter and edit the bank details

create, allocate, fix and adjust budgets

enter new supplier and alternative payee details

process cheque payment batches

process income batches

process expenditure batches

process budget allocations

perform virements and budget revisions

process journal transfers, credit notes and internal charges
process adjustments and corrections

process GST related transactions

process a manual bank reconciliation

process the End of Month rollover following DoE guidelines

understand the roles of both the Principal and the Registrar in EFT/BPAY processing

process EFT and BPAY payments
perform an Electronic Bank Reconciliation
print the audit log
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1 Introduction to RM Finance

The school has invested in the finest accounting software available for schools. It has been
developed specifically to meet schools’ requirements.

RM Finance is designed to help schools that do not need the complexity of a ledger accounts
system. Because RM Finance has its origins in commercial accounting systems, it has full audit
and reconciliation facilities, together with the ability to monitor and report on income and
expenditure in a variety of ways. Transactions are analysed under income and expenditure
headings. Records are maintained for income sources and suppliers with a note of turnover for the
current period and year to date. Petty cash, cash floats and multiple bank accounts are all handled
within RM Finance and the current bank balances can be displayed instantly.

There is provision within RM Finance for capturing Goods and Services Tax (GST) and Pay As
You Go (PAYG) Withholding Tax transactions and producing reports required by the Australian
Taxation Office (ATO). This manual does not purport to be a guide to GST; it is a guide to
processing GST within RM Finance. All examples and screen shots shown throughout this manual
are for illustrative purposes only and in no way do they interpret the GST legislation. If more
information is required on GST, schools should contact either Finance Operational Support
(Einancialservices.support@education.wa.edu.au) or the ATO depending on the type of
information required.
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1.1 Getting Started

Before using the RM Finance package, the software will have been installed on the system. In
most cases the RM Finance software is stored on the hard drive of each individual workstation.
The school’'s data file (which needs to be shared by all users) will reside on a server.

ol

S Ll

Activity: Logging In

Finance Training icon on your desktop.

The following login screen will appear.

Login

Finance - B

() RM PLC 2004 EM Finance - Yersion 2.40 - 7 December 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 Services

Prineipal

RMAUST —

School Administrator

Carinie Cirnmns Cornlbomd Cobondes

2. Enter your Password

I....—| Login |

%

Current Data File:
CoSKEYSMFINANCE S TR AINING SFIN AMCE_DEMO DF1 @

Click on School Administrator
Click in the Password field and type: keys

To start the RM Finance demonstration program for this training course, double-click on the RM

Note: The password is not case sensitive.

Click on Login or press <Enter>

screen:

e The main screen of RM Finance is then displayed with the following located at the top of the

S & p B

&

Records Transactions Enguiries Financial Summary Period End Reporting Sustem Manager Bank

West Coast District High Schaol
Monday, 28th January 2019
Period 1

The following information is also displayed in the main window of RM Finance.

e School Name — As entered in System Manager > Organisation Details > Organisation.
e Today’s Date — Taken from the system date at the workstation.
e Period — Current period of this RM Finance datafile.
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The following icons are available from this window.

o

e Change User

Selecting this option will log the current user out of RM Finance and display the login screen where

an alternative user name can be selected.

Eh

e Change Datafile

Under normal circumstances Department of Education schools will only have one data file and

users should not need to access this section.

|8

e Quit RM Finance

Selecting this option displays the following confirmation message; the user can then exit the RM
Finance application.

[@ Do you really want to Quit B Finance 7

NO |
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2 Menu Bar Options
2.1 File Menu Options

The file menu allows the user to perform operations as shown in the screenshot below:

Change User Chrl+L
Change Password
Change Data File
Freeze Terminal Ctrl+F

Repork Destination
Page Sefup...

Prink... Chrl+P
Fonts, Colours and Files ]
Gateiiay

it Chrl+

About RM Finance. ..

2.1.1 Change User &ﬁ

This option allows a different user to log on. The previous user does not need to exit RM Finance.
Clicking on this option displays the logon screen.
Note that the Change User icon in the top right corner of the screen can also be used.

2.1.2 Change Password

This option allows the password for the currently logged in user to be changed. This can be used
to change the School Administrator’s password.

2.1.3 Changing the Data File @

Under normal circumstances Department of Education schools will only have one data file and
users should not need to access this section.

2.1.4 Freeze Terminal

This allows the user to return the terminal to a state whereby no further processing is possible until
the password has been re-entered.

e Click the File menu.

e Click the Freeze Terminal option. The system displays a message warning that the terminal
has been frozen:

This program has been frozen - please enter your
password and press return to un-freeze

WARNING
Do not switch the machine of f as it will
affect the systern configuration.

To return to your screen
e Enter the password and press <Enter>.

The user is returned to the screen at the same point prior to freezing the terminal.
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Note: Do NOT switch off the machine whilst in frozen mode as this may interfere with the
system configuration.

2.1.5 Report Destination

This allows the user to specify the default destination for reports as shown in the following figure:

Set report destination

" Printer

& Screen

" Page Freview
" File

" Part

" Clipboard

" Channel

Cancel

——

Note: The selection can be changed at any time when printing reports.

2.1.6 Page Setup
Clicking on this option displays the Print Setup screen:

Print Setup @

Printer

Name:  [\\king\KONICA MINOLTA C451 Series PS5 |

Status: Ready
Type: KIONICA MINOLTA CB50 Series PS5
Where:  East Perth Office

Comment:

Paper Crientation

Size: |M j * Portrait

Source: |,9q_rto ﬂ " Landscape
Heo | Network.. | 0K | Cancel |

This dialog box will enable the user to select printer, paper size, source and orientation etc, from
within RM Finance.

2.1.7 Fonts, Colours and Files

This section is designed for technical support and should only be used under instruction from RM
staff.

2.1.8 Gateway
This is for use by RM technical support staff.

2.1.9 Quit

This is another way to exit RM Finance.

2.1.10 About RM Finance
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This screen displays some information about RM Finance as illustrated below:

About RM Finance

Reqg.
Application

RFMS - RMMS
CAKEYSWFINANCENFINANCE.LER

. o |
4 W Finance - B
|
i =
Yersion g.40 [ate 7 December 2018
Australia Module - Yersion 8.40 - 7 Decernber 2018
Serial Mo, CBRSI 5M 758159 05005

Data CAKEYSWFINANCENT RAIMINGAWFIMANCE_DEMO .DF 1
Screen 1360763 Free Memary 1,410,054 KB Free
Runtime g.1 Type Marmal

W\

e -

{c) RMMS 1992-2005

protected by copyright, trade secret, and trademark Taw.

A1 rights reserved. Use of this software is governed by a licence agreement and is

N
F‘rint

i'-’ Cloge @ Help
"]

2.2 Edit Menu Options

Clicking on the Edit menu on the top menu bar displays the following pull down menu:

Undo Cerl+2
Cuk Chrl+i
Copy Chrl4+C
Paste ChRlHY,
Clear Del

Select Al Chrl-A

Paste From File. ..
Paste Link
Remnove DDE Link

Links...
Dbjeck
Insert Object. ..

The standard Windows editing features are available within RM Finance.
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2.3 RM Finance Menu Options

The RM Finance pull down menu (usually labelled as the name of the school) will allow the user to
access the same options as those appearing elsewhere in RM Finance.

The shortcut or ‘hot’ keys are listed next to the relevant sections. These may be used if there is a
preference for using the keyboard.

Activity 1. Changing Password - discussion only

File > Change Password

After logging on for the first time it is important to change the password immediately by
performing the following steps however we will not be changing the password during training.

e Click the File Menu
e Click the Change Password option. The Change Password screen is displayed

Change Password e |

Uszer Name |Sch00] Administrator |

Please enter OLD password I:I
conc |

Enter keys

Click OK or press <Enter>
Enter the new password

Click OK or press <Enter>
Enter the new password again

Click OK or press <Enter>. The following message is displayed when the password has
been changed:

The paszword haz been changed.

e Click OK or press <Enter>

Note: for security purposes, it is extremely important this password is changed
immediately on login. The system allows three attempts to log on successfully. If this
number is exceeded, the user will receive a message informing there has been 3
unsuccessful log in attempts and will RM Finance will close. Double click on the RM
Finance icon to try again.
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3 Help
? Help

For easy access the Help button is available in all screens of RM Finance.

7| WebHelp

«|»| alp|e| 84| |m| =

I?" 1 Introduction
2 Getting Started
3 System Manager
4 Menu Bar Options
5 Records
& Transactions
7 Enquiries
8 Finandal Summary

e Highlight Records
e Select an item from the menu
e View and close.

4 Records

1 Introduction

The school has invested in the finest accounting software available for schools. It has been developed sp

RM Finance is designed to help schools that do not need the complexity of a ledger accounts system. Beg
facilities, together with the ability to monitor and report on income and expenditure in a variety of ways._ ]
mcome sources and suppliers with a note of turnover for the current period and vear to date. Petty cash,
balances can be displayed mnstantly.

Reords) RM Finance allows the school to analyse income and expenditure by income source or
supplier as appropriate. A record is entered for each company and the system keeps track of the
transactions on that account. A simple way to think of records is as a series of card index boxes,
one for each type of record, with a separate card for each record stored.

/_5 Records

Budget Accounts

p
Eudget Account

Reports @ Help
o

Description

Budget Records
| Budget Accounts
| EBudget Headings
| Budget Groups

Eudget Heading

Budget Group

I ne Default Anal
\

[ ] [~ Default Code
l:l Exp Default &nal l:l

Controls

(] Previous record

[> Mext record

ﬁ Find record

. Profile Types

-
Analysis Records

[ Income / Expenditure &nalysis
| Analysis Reporting Links

Budget &llocation

Orders Outstanding

Balance Remainin
Account Records E

[ income Sources S Suppliers
[ Alternative Payees

Creditors
System Records
[ Tax Table Prepayments
| Supplies Catalogue Debtors

Mett Current Year Expenditure

Receipts in Advance (Accruala)

% Threshaold Warning

a
 a
Y
. ea

[ oxq
[ exlq
[ omQ
[ @]
[ o=

-

EI New recard

Window

E_ Close window

D Help
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4.1 Budget Accounts

By creating budget accounts, the user is able to monitor actual expenditure (payments) or income
against the budget originally set.

Budget Account
This field displays the budget account code.

Description
This field displays the description corresponding to the account code.

Budget Heading

The headings are set up to give the list of budget accounts a structure. Reports will also sub-total
at this level. If budget codes were set up without headings, the reports printed from the system
would just be a jumble of codes without any real structure.

Budget Group

The Budget Group field is an optional field and will allow users to group their total
income/expenditure and view the balance of all the Budget Accounts that are grouped together.
Budget groupings may be used to view the ‘C’ and ‘D’ accounts which the user determines are
related.

Income Default Analysis Code/Expenditure Default Analysis Code

The purpose of these fields is to allow users to specify a default income analysis code to be used
for the displayed budget account when it is used in income screens and a default expenditure
analysis code to be used for the displayed budget account when it is used in expenditure screens.

Default Code

The Default Code box is used to make entering transactions faster. If this box is checked, then
when entering transactions (e.g. income, expenditure etc.) the code will automatically appear as
the budget code to be used, unless edited to a different code.

Note: this feature is not used by Department of Education

Controls Available

The following controls are available on this window. The icons used have similar functions in other
areas of the software and further information can be obtained from the RM Finance Manual.

4 Brirerd . Clicking on this option will display the previous record in the list.

[> Next recard Lo . . . . . .
Clicking on this option will display the next record in the list.

M Find record

Clicking on this option will allow a record to be located by entering search text in the
Budget Account, Description, Budget Heading or Budget Group fields.

@ New record .. . . .
Clicking on this option will allow a new budget account to be created.
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£* Edit record

If a budget account is displayed on the screen, this option allows editing of the
details in accordance with specified rules.

'@ Delete record

If a budget account is displayed on the screen, this option allows the deletion of the
account in accordance with specified rules.

Selecting this option will allow the user to assign a profile to this account.

To exit RM Finance screens

Like most Windows applications there is more than one way to exit a screen. In RM Finance you
can exit the screen by clicking on the I in the top right hand corner of the active window or click
E_ Close window

on the button in the bottom right hand corner of the active window.

Note: when closing with this method you exit the window without saving.

Budget Account Information

The following eight fields display information about the budget account - the current budget
allocation, the current year’s expenditure/income received to date, details of any outstanding
orders, and the remaining account balance. If any accruals have been made (receipts in advance,
creditors, pre-payments, debtors) these will also appear. These fields are calculated by the system
and cannot be edited.

Q

Further information about any of these fields can be obtained by clicking on the spyglass to

the right of the field.

% Threshold Warning

Entering a % Threshold (limit) will force the system to prompt the user if the threshold for a
particular budget has been reached when entering transactions. The user will then have the option
to review the situation or continue.

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 22 of 332
© 2019 Civica Pty Ltd



Activity: Finding and Examining a Budget Account Record

Records > Budget Accounts

e Select Records

e Click Budget Accounts. The system displays the Budget Accounts screen

Budget Accounts

~
Budget Account Description

]
L

Eudget Heading
Eudget Graup

Inc Default Anal
.

[T Default Code

Controls

4| Previous record

[> Next record

M Find record

~

Eudget Allocation
WNett Current Year Expenditure

Orders Outstanding

Receipts in Advance (Accruals)
Creditors
Prepayments

Debtors

% Threshald Warning

Balance Remaining LIRS

=

I
I
[ ool
[ g

[ oo
[ oug
[ @&
[ e9a
[ o=

° CI|Ck #h Find record

e Type D5005 in the Budget Account field and press <Enter>
The English Budget account will be displayed.

Budget Accounts

p
Eudget Account

Description

[osoos |

[English |

Eudget Heading
Budget Group

Ine Default Anal
-

™ Default Code

[#] Mew record

Window

E_ Close window

2 Help

Controls

<] Previous record

[> Next record

M Find record

P

Budget &llocation
Mett Current Year Expenditure

Orders Qutstanding

Ealance Remaining 9g9. a9 %

Receipts in ddvance (Accruals)
Creditors
Prepayments

Debtors

% Threshold Warning

=,

[ o Q
[ _=ua
 owq
e q
[ ewq
[ omq
 owa
—
[ wo]=

e Click on the spy glass next to the field named Balance Remaining

[EI New record

Q Edit record

'@' Celete record

S8 Profile

¥Window

E|_ Cloze window

P Help
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Report Selection

@ Please select a report to print.
& F e
(" Expenditure Breakdown

e Select Full Budget Analysis
e Click Print

Set Report Destination

- ~
{~ Printer

{ Bereen

" Page Preview

"~ File

7 Clipboard

Cancel
(= Channel

The software will default to the output destination of the screen as illustrated above.

e Click OK or press <Enter>

e The following message will be displayed at the bottom left hand side of the screen

Frint the tranzactions faor this period only 7

Yes

e Click NO to display all transactions for that account up to the present date on the report

e The following message will be displayed at the bottom left hand side of the screen

Show Tranzaction Descrptions on Report 7

ez

e Click Yes to show transaction descriptions on the report

e OK to print to Landscape
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e Examine the report displayed on the screen

Note This reportis used to provide information to cost centre managers.

Cash Transactions Details (Year to Date)

Account

AS&N Bookshop
Supply West
AS&N Bookshop

Expenditure
Income

Internal Charges
Totals

Invoice Ho Reference

Nett Tax Gross
200.00 20.00 220.00
2273 227 25.00
-200.00 -20.00 -220.00
22,73 227 25.00
0.00 0.00 0.00
0.00 0.00 0.00
22,73 227 25.00

Click on the Xl in the top right hand corner of the active window to close the report and
return to the Budget Account window
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4.2 Budget Headings

Budget headings are used to group budget accounts for reporting and searching purposes. Having
these headings set up will influence the way reports are set out and will allow the system to
calculate and print subtotals on these categories. Some searches can also be made on budget
headings.

Note: Budget headings used in Western Australian schools have been determined by the
Department of Education. They are pre-set in the school’s Data file and should not be
altered without consultation with the school’s Finance Operational Support.
(Financialservices.support@education.wa.edu.au)

Heading | Description Relates To
OOPRE | Previous Year’s Closing Balance YYYY account.
10REV Revenue Accounts Income accounts (‘C’ accounts)
20EXP Expenditure Accounts Expenditure accounts (‘D’ accounts)
30RES | Reserve Account Transfers Reserve transfer accounts (‘D’ accounts)
50RES Reserve Accounts Reserve accounts (‘N’ accounts)
60 ADV | Advance Accounts Reserve accounts (‘N’ accounts)
70 TRV | Trust and Suspense Accounts Reserve accounts (‘N’ accounts)
90GST | GST Clearing Accounts Reserve accounts (‘N’ accounts)

Activity: Viewing Budget Headings

Records > Budget Headings

_ o . .
e Click on the blue chevron to scroll through the budget headings and examine the ten
headings available

e Click on Close window Ll Close windoy
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4.3 Profile Types (Discussion Only)

Profiling is a valuable means of monitoring expenditure on a month-by-month basis. When a
budget allocation to a particular budget account in the Transactions section is made, the user is
prompted to profile the amount over the year. The user will have the opportunity to split up the
annual amount over 12 monthly periods or to create a customised profile to reflect the way in which
the school expects the actual expenditure to be made.

4.4 Income/Expenditure Analysis Records

RM Finance allows the school to analyse income and expenditure through any number of analysis
headings. Enter a record for each heading and the system keeps track of the turnover. These
analysis codes are set up in accordance with the Department of Education’s Chart of Accounts.

Note: new analysis codes should only be created if advised by the Department of
Education.

Activity: Viewing Income and Expenditure Analysis Records

Records > Income/Expenditure Analysis

Analrsis ﬂﬂ
( -
Type ¢ Expenditure (& Income Controls
< Previous record
o [> Next record
Description |
Find d
Surt Key l:l [T Default Analysis for Income 4 Find recor

[II New record

Turnover Period To Date I:I Q
Turnover Year To Date I:I Q Defaults
Receipts in Advance (Accruals) I:I Q 53 Profile
Creditors l:l Q
Prepayments I:I Q
Debtors I:I Q

X window

[ Close window

Report Link l:l

2 Help

: P
e Click Next Record to scroll through the records
e Click Close window [l Clese window
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4.5 Income Sources and Suppliers

Income Sources are those people/companies etc. from whom the school receives income.
Suppliers are those who supply goods and/or services to the school. RM Finance allows the school
to analyse income and expenditure by source or supplier.

Short Name

This should be a six-character code. It should be comprised of the first three letters of the
Source/Suppliers name, followed by a three-digit number. For example Telstra could be
represented by TELOOL. This system should be adhered to for all Income Sources/Suppliers.

Sort Key

As with all Sort Keys, this can be used to group suppliers and income sources into convenient
categories to facilitate searching and reporting. For example the user may wish to group all
suppliers paid through EFT together under the sort key of EFT. The school could then report on
this as a group. The contents of the Sort Key field will bring up a list of accounts with the same sort
key. Double-clicking on any of these items will take the user to that account.

General Tab and EFT/BPAY Tab

The introduction of Electronic Funds Transfer functionality to RM Finance has necessitated the
introduction of these two tabs. By default each supplier's general tab displays the information
outlined under the headings below. However, if the user elects to make use of the EFT/BPAY
functionality for the particular supplier, the EFT tab is used to record this information. If the
EFT/BPAY functionality is not used for a supplier, the only EFT information that needs to be
recorded is Payment Method (Cheque) and Remittance Method (which can be set to ‘None’).

Income Source/Supplier
Clicking on the correct radio button will allow the user to label this account as either an Income
Source or a Supplier as appropriate.

Full Name, Address and Post Code
If the school prints system cheques then the details entered in these three fields is displayed as
entered on the cheques.

Contact
The Contact field can be used for recording the name of the person with whom the school usually
deals with in relation to each account.

ABN

The ABN field is used to store the Australian Business Number of the supplier. If the supplier has
not supplied an ABN or it has not been entered in the ABN field the user is prompted to take out
withholding tax when making a payment. From 1 July 2000 there is a legal requirement to have
withholding tax withheld from payments over $50.00 if the supplier has not supplied the school with
an ABN.

Note: Department of Education schools must not deal with suppliers who do not advise the
school of their ABN or do not provide a signhed statement that their activities are classed as
a hobby. Schools are advised to use “STAFF” in the ABN field for recoups to staff and
“PARENT” for payments to parents such as refunds.
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Reference

The Reference field is for recording the supplier reference. The reference is printed on the
standard purchase order next to the date on the purchase order.

45.1 Alternative Payee

This facility is designed to handle the situation where the supplier wishes the school to pay another
organisation, which is collecting payments on its behalf. If the supplier has an Alternative Payee,
then the Alternative Payee must be linked to the supplier in this screen. This is further explained in
the following section.

Turnover PTD and YTD
As transactions are entered against each account, the system keeps track of the turnover for both
the current period and the year to date. These fields cannot be edited.

TS TS
IRAAC o.o0] Q| 104,113

Clicking on the appropriate spyglass to the right hand side of the field will allow the user to see the
transactions that make up these figures.

Activity: Income Sources/Suppliers Records

Records > Income Sources / Suppliers

e Click on the blue chevron & pointing to the right to scroll through the records
e Examine the information in each of the fields for a few suppliers.

e Click on Find Record #

e Enter the letter A in the Short Name field and press <Enter>

e The supplier record for A&M Bookshop will be displayed — examine the record
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Income Sources ! Suppliers

-~ =
Short Name &% MO0 = Income Source Controls
Sort Key |:| o e 4 Previous record
%
[ Mext record
I General Y EFT/BPAY 1
3 M Find record
Full Hame [ A&M Bookshop
Hew recard
Address 12 Kembla ay [+
SLLETTON WA 6154 & Edit record
T Delete record
Past Code Defaults
Phone | Fire | BH Labels
Contact | |
BN [12 765 800 452 |
Reference | |
Alternative I:I
Payes Q _
L Window
il b [ Close window
o o [ 0o .
180,00 180,00
FTD . ¥TD Q @ Hel
L
e Click on the spy glass next to T/over YTD
e Click OK to send the report to the screen for viewing
Account  Analysis Budget Ref Invoice Type Date Nett Tax Total Voucher Rec.Ref. Rec. Date Bank
ALMO01 D2420 D5005 2238 876543 REG ESP 22 JAN 2019 200.00 20001 220.00 43 1 Chegue Account
ASNM00T D2480 D5005 2238 876543 REG ESC 22 JAN 2019 -200.00 -20.00 1 -220.00 54 1 Chegue Account
ASNMO0 D3000 D3005 2238 876543 REG ESP 22 JAN 2015 200.00 20.001 220.00 85 1 Chegue Account
ASMO01 D3000 D3005s 2238 876543 REG ESC 22 JAN20M% -20.00 -2.001 -22.00 89 1 Chegue Account
Key Nett Gross
INC  Income ACR Accrual Total Income 0.00
vc Income Correction PRE Prepayment Budget Amendments 0.00
ESP  Expenditure CRT Creditor Expenditure Against Budget 180.00 198.00
ESC Expenditure Correction DBT Debtor Internal Charging 0.00
ALL Budget Allocation Journal Transfers 0.00
VIR Budget Virement Accruals 0.00
JNL  Journal Transfer Prepayments 0.00
CHG Internal Charge Debtors 0.00
Creditors 0.00
Current Reconciled Totals Tax 18.00
Default Account 0.00
Other Accounts -84000.00 NB. URC - Prior year unr fed tr ti not included in totals

Examine the Key at the bottom of the page which explains the codes used in the report
Click on the X in the top right hand side to close the report and return to the Suppliers window
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Click on EFT/BPAY tab for the Supplier records

e Examine the fields available for each supplier — we will enter details for EFT/BPAY later in traing

The following is an example of supplier information

Income Sources / Suppliers

- o
Short Hame AZMOON " Income Source
i Supplier

Sort Key

.

| General I EFTIBPM’\

Bank Account Name | A&M Bookshop

dccount Ho |124943932

EPay Biller Code

[ ]

AMB@iinet.net.au

Email

Payment Methods Remittance Method

¥ Cheque * Email
[T BPay = Print
¥ EFT = None
\
~ -
Trover Trover
oer [ g 1 Q

Controls

<] Previous record
[> MNext record
ﬂ Find recard
New record

ﬂ Edit record

'@ Lelete record
Defaults

@ Labels

YWindow

E_ Cloze window

2 Help

Note: it is not necessary to include EFT information for Income Sources.

e Click on Close window E Cseviniw
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5 Alternative Payees

The alternative payee facility is designed to handle a situation where the supplier wishes the
school to pay another organisation, which is collecting payments on its behalf. To use this facility
an alternative payee record must be created for the other organisation and then linked to the
supplier for whom it is collecting money. When an expenditure transaction is entered, the
alternative payee check box is selected so the cheque is issued with the alternative payee’s name

and address.

Activity: Viewing Alternative Payee Records

Records > Alternative Payees

e Click on Alternative Payees
e Use the blue arrows to scroll through

-~ -

Shart Mame BAKOO1

- M Find record
(" General | EFT/BPAY |
i

Controls
<] Previous record

[ Bt recard

[II New record

Full Name |Mrs 1 Baker | £ Edit record
fddress &6 Fort Street - il Delete record
YOKINE % 4 6060
& Suppliers
-

Transactions
rove | R —
Contact | |
AEN 12 458 722 729 i

| | Window

Reference | |

E_ Close window

P Help

e Click on Close window O Close window
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5.1 Tax Table

The Tax table stores the appropriate rates for GST and PAYG withholding tax. These rates are
pre-set in the school’s datafile. The rates should not be changed without advice from the Australian
Taxation Office. The Tax table also allows the school to view running totals of tax paid (inputs) or
collected (outputs) during the tax period. It is also possible to view or print a summary of the Tax
Return. Please note that the Tax Return is not the Business Activity Statement (BAS) required by

the ATO.

Activity: Viewing the Tax Table

Records > Tax Table

r—( Outputs T Inputs Y Tax Return 1
Code Rate Mett Month Tax Manth Nett ¥TD Tax ¥TD
1 10,00% 19181, 82 1918.18 19181, 82 1918.18
2 10.,00% 0.o0 0.o0 0.o0 0.o0
3 0.00% 0.o0 0.o0 0.o0 0.o0
4 0.00% 40,23 0.o0 40,23 0.o0
5 10.00% 0.o0 0.o0 0.o0 0.o0
6 46.50% 0.o0 0.o0 0.o0 0.o0
T 46.50% 0.o0 0.o0 0.o0 0.o0
i 0.00% 33460, 00 0.o0 53460.00 0.o0
[ o.oofs 20000 0.00 200.00 0.00

The system displays the Tax table that shows the tax codes and the relevant rates that are being
charged. Only the Tax rate may be edited by the user and editing should only be carried out under
advice from the ATO.

Tax Table

2l
Controls
Print

YWindow
E_ Close ¥indow

2 Help

e Click = ™™  The following screen is displayed

Tax Reporting

REPORT TO PRINT ...

= Summary {Tax Table)
f* Tax Transactions
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e Click Tax Transactions
e Click Screen

e Click Print

Account Analysis Budget Type Date Hett Tax Total Voucher
WATOO 01450 01455 2233 ESP 22 JAN 2019 G0.00 G0.00 40
Total for Tax code 0 60.00 60.00

SCI001 D2700 D2705 2236 ESP 22 JAN 2019 50.00 5.00 55.00 41
BOO00 03000 03005 2237 ESP 22 JAN 2019 500.00 50.00 550.00 42
ASMO0T 02430 D5a005 2233 ESP 22 JAM 2019 200.00 20.00 220.00 43
SUPOOA 01000 01025 012350 ESP 22 JAN 2019 50.00 5.00 55.00 45
SUPOOA Da000 0a005 012350 ESP 22 JAN 2019 2273 227 25.00 47
SUPOOA 05100 05110 012350 ESP 22 JAN 2019 2727 273 30.00 48
ANYOD1 01600 01615 012348 ESP 22 JAM 2019 200.00 20.00 220.00 50
BOOO0 03000 03005 2237 ESC 22 JAN 2019 -40.00 -4.00 -44.00 G
ASMO0 02430 05005 2233 ESC 22 JAN 2019 -200.00 -20.00 -220.00 G4
A&MO0A1 D000 03005 2238 ESP 22 JAM 2019 200.00 20.00 220.00 ila
SCI001 02700 D2705 2236 ESC 22 JAN 2019 -50.00 -5.00 -55.00 i3
ASMODA 03000 03005 2238 ESC 22 JAN 2019 -20.00 -2.00 -22.00 69
Total for Tax code 1 940.00 94.00 1034.00

GRADD 02000 02005 2235 ESP 22 JAN 2019 5454 55 545 45 6000.00 44
ALGOOA 01800 01810 2234 ESP 22 JAM 2019 5000.00 500.00 5500.00 45

e This is only a portion of the report — view the report on your screen to see all pages.

e Click Close to return to the Tax Table screen
e Click on the Tax Return tab at the top of the screen

7| TaxTable -5 e
( Outputs | Inputs || Tax Return | Controls
- -
Tax Reimbursed & Output Tax for the Period 1 1915.18
Tax reclaimed in thiz period on Purchases and
other inputs z 1139.45
Met Tax to be paid to Custarns or reclaimed z 77873
by you {Difference between boxes 1 and 2} ’
Walue of outputs ¢ only) excluding
any Tax 4 19422.00
Walue of i ts (3 only) exclodi Windely
az uTean inputs (% only) excluding 5 11465 00 .
, and T Close window
P Help
N

e Click on Close window H Qsewindw {4 ratrn to the main records area
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5.2 Supplies Catalogue

The Department of Education schools do not currently use this feature of the software

5.3 Records Reporting

Reports which relate to the Records section of RM Finance can be accessed in two ways.

Ty eports . .
1. Click within the

Records section

Records Transactions W Ad-Hoc w”r Custom

)

—

{3 INCOME SOURCES & SUPPLIERS Repo
dncome Sources only
Suppliers anly

it Options

Income Sources and Suppliers P
Suppliers only {Shart form)
Suppliers with no ABN

a IMCOME & EXPENDITURE AMALYSIS
Inzame anly
Expenditure only
Income and Expenditure

SEARCH BY ..

dccount | | to | |

Sort | |

[T Detailed Search

{23 BUDGETS
Lizt of Budget dccounts

Budget vs Actual vs Committed P’
Budget Profiles

Budget Analysis

Budget History

Budget Expenditure Ereakdown
Default Analysiz Codes

S5 FUNDING STRE&MS & COST CENTRES L

SHOW REPORT WITH.. DESTIMNATION ..
[T Search Criteria € Printer
[T Report Motes (% Sereen

" Page Preview
" Spreadshest

Funding Stream Analysis

Cost Centre Anal gsis

Funding Stream by Budget Account
L Cost Centre by Budget Account

Print Report

2. Click ‘rererting . on the top menu bar and then selecting the Records tab.

We will examine both methods and many of the reports later during training.

For details of the reports held within this section please refer to RM Finance Manual.
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6 Transactions

All transactions (cash, cheques, bank transfers etc.) should be recorded through one of the
transactions options. The main advantage of any computerised accounts system, is the way in
which a single entry on a screen will update every relevant area where the data entered is
required. Transactions update accounts, analysis records, and the cashbook summary.

o Click i

The system displays the Transaction Choice screen:
o
% Transactions

T reports Q) elp
-~ ]

Budget
Budget
Wirements
Income
Income
Expenditure
Expenditure
Credit Notes
New Order
Express Order
Amend £ Process
Functions
Adjustments and Corrections |
Internal Charges
Wiew / Post Batch
Payments
Accruals
Accruals —
Bank Accounts

L

Reconciliation

Transfers

Budget

Budget transactions enable the school to allocate budgeted expenditure figures to the budget
accounts that are set up in the Records section. The system also enables income budgets to be
established through allocation, and predicted income amounts to be entered.

Virements
Virement transactions enable budget amounts to be deducted from the original allocations. These
amounts should then be reallocated to other budget accounts.

Income and Expenditure

Income and Expenditure transactions work in an identical manner to each other, except that RM
Finance ensures that income transactions are only allocated to income sources and income
analysis headings, and expenditure transactions are only allocated to suppliers and expenditure
analysis headings. This section is particularly useful if continuing to use a manual ordering system
and only need to enter totals into the computer system.

Credit Notes
Credit notes allow the user to process credit notes received from suppliers to reduce the amount
owing.

Purchase Orders
(New Order, Express Order and Amend/Process)

The Department of Education schools do not currently use this feature of the software
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Adjustments and Corrections

Adjustments and Corrections screens operate in the same manner as income and expenditure
entries, except the amounts entered will decrease the appropriate accounts. There is no need to
enter negative figures. RM Finance makes sure turnover figures and the bank account is adjusted
correctly.

Internal Charges

Internal Charges can be used for moving actual expenditure between accounts. This is useful
when an expense incurred by one department needs to be charged to another, or if an error has
been made. Internal charges are also used to transfer budget reserves from the D reserve transfer
account to the corresponding N reserve account.

(View/Post Batch)

The Batching (View/Post Batch) facility enables any kind of transaction to be entered onto the
system as a batch. At this stage it has the status of an unauthorised transaction, and does not
appear in the accounts. Subsequently, the batch can be processed which includes editing, deleting
and authorisation after which it is entered into accounts as a normal transaction.

This process is particularly useful to ensure that transactions are correct before posting, and to
allow staff to enter transactions onto the system without posting them into the accounts until they
have been authorised.

Payments
Payments allow cheques to be printed on pre-printed cheque stationery. The cheques may be
reprinted if necessary. Using this facility eliminates mistakes and saves time.

Accruals

Accruals provide a facility to enter an adjustment in cases where goods and services have been
used but not paid for in the current financial year. An accrual or a pre-payment can be posted to
reflect the organisation’s true financial state.

Reconciliation
The reconciliation facility flags transactions as reconciled to the bank statement. The reconciliation
flag on transactions can be reversed through the adjust/correct facility.

Transfers
Transfers allows for funds to be moved between school bank accounts. Such transfers are
automatically shown on the two accounts concerned, as a credit and a debit respectively.

Reports
The reports section provides a menu of the various transaction reports available.
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Activity Viewing Budget Allocations

Transactions > Budget

e Click |.me—t . The system displays the Budget Allocation screen:

7l

Budget Allocation

Budget Allocation

8 el

Tupe

Budget dccount
Date

Amaunt
Reference

Detail

.

% Expenditure € Income

T

-
Current Allocation

)

]

New Allocation if transaction posted

Controls

Options

v ok
X Cancel

Window

E_ Close wi ndow

2 Help

° CIle Options

ﬂ Options

R =

ri

¥ Batch Transactions

¥ Create Cheque

Post to Future Periods

Department of Education schools should not post transactions to future periods.

Batch Transactions

For Department of Education schools, this is automatically set

e Click on the =<I in the top right hand corner of the active window to close the report and

return to the Budget Allocation window

e Click on & HBaswiniow 1 otyn to the main records section

The following window is displayed:
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6.1 Adjustments and Corrections

The options offered here will enable the user to reverse or adjust any income/expenditure entries
that have been made, perform debtors and creditors reversals and reverse virements. There is
also an un-reconcile facility which can be used to un-reconcile a transaction which has been
reconciled in error.

The Adjust/Correct function is also used to correct errors found in the BAS. If an error is made in
the current tax-reporting period (before period end has been undertaken or the BAS submitted), it
can be corrected via a reversal. If an error is found in the BAS and the period end has been
completed the Adjust/Correct function can be used.

6.1.1 Adjustments and Corrections Menu

e Select Transactions.

e Click | st eng Corvetions . The yellow folder on the right of this option signifies that a sub-
menu exits.

The Adjustments and Corrections sub-menu is displayed:

,—% Transactions

Adjustments & Corrections

Budget
Wirement
Income
Reversal
AHIUSLICOEYECE e
Expenditure
Rewversal
Adjust/Correct
Debtors & Creditors
Reversal

Bank Accounts
Un-Reconcile

e Click E to return to the main Transactions menu.

6.2 Transaction Reporting

Reports which relate to the Transactions section of RM Finance can be accessed by either:

Click L= within the Transactions section or click "#eertin on the top menu bar and select the

| Transactions Itab_

For details of the reports held within this section please refer to the RM Finance Manual for further
information.

A wide range of transaction reports will be examined during training.
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7 Enquiries

In the same way the FIND is used to locate a record (e.g. Supplier), using a small amount of
known information, ENQUIRIES can be used to locate particular transactions, when not all the
details are known or when it would be time consuming to enter all the details.

7.1 The Enquiries Screen

jo)
e Click the Emurizs hytton on the top menu bar.

The system displays the Enquiries screen:

7| Enquiries (5wl
- ~
Youcher Mo, l:l Controls
Reference { b [4 First record
Nett <] Previous record
Tax [ ]| noT printed.
Gross Dollar [> MNext record
Last record
Date ”: Standard Transaction H]
User NOT Reconciled ), Locate records
PO Mo.
Inv Ho. #% Find record
Last Year Transaction
Receipt Ho. .
a\

~ | Window
Analysis Account Budget
| | | | | | [ Close window

| | | | | | D Help

%

Voucher Number
This is a number that is generated in sequence by the system for every transaction that is entered.

Transaction Type
The code for the transaction type is displayed on the same line as the voucher number, e.g. ESP-
Expenditure, i.e. it only appears once the screen is populated with information about a transaction.

Reference

This field displays whatever the user typed in the reference field when the transaction was entered.
For expenditure it will usually be the cheque number, and for income a receipt number or Z tape
number etc.

Nett
This shows the Nett value of the transaction (without Tax).

Tax
This field displays the amount of Tax (if any) and the Tax code.
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Gross
The Gross field shows the total value (including Tax if any) of the transaction.

Date
This displays the date that the transaction was entered into the system. The period in which the
transaction was entered is displayed alongside the date.

User
The initials of the user who entered the transaction are displayed here.

PO No.
If the transaction is a purchase order the purchase order number is displayed. This is not used in
WA DET schools.

Inv No.
If an invoice number has been entered it is displayed here.

Receipt No.
Receipt numbers entered in RM Finance are displayed here.

Order Number (O/N)
If the transaction has had an order number entered in the expenditure window it is displayed here.

Batch Ref.
Batch numbers entered in RM Finance are displayed here.

Other details

The box on the right hand side of the screen will show the description of the transaction, whether
the transaction has been printed or not, the currency for the relevant country, if the transaction has
been reconciled, the bank account nominated for the transaction and whether the transaction is
from the current or previous year.

At the bottom of the screen the corresponding analysis code, account code (income source or
supplier) and budget code is displayed. The sort codes for the analysis code and account code
and the budget heading are displayed underneath.

Note: any item displayed in RED is available for further interrogation.

‘Red’ Fields
e Click a “red” item. The system will present a screen report relating to that item.
e Clicking on the gross field displays the Locate Results screen.
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Activity: Finding transactions using Enquiries

Enquiries

e Click on Enquiries in the top line tool bar — the following window opens

Vi Enquiries R ==
-~ ~
Youcher No. ESP Controls
Reference 223% rWater Charges [ First record
Mett 000 ¢ Previous record
Tax 000 o || HOT Printed.
Sross 2000 Dallar [* Mext record
Dt Z2J8M 2019 1 Last record
ate ”: Standard Transaction [>|]
User REG NOT Reconciled 1 Locate records
PO No.
T Mo, SETESH Cheque Account @% Find record
Current Year Transaction
Receipt Mo, .
.
P ~ | Window
Analysis Account Budget
E_ Close window
[ pramo | [ watoor | [ Dprass
EE | | | ZOEHF P Help
"
. @& Find record
Click on E—

Type 40 in the Voucher No. field and press <Enter>, the transaction will be displayed and
can be interrogated for further information

e Click on the Budget code displayed in red at the bottom of the screen and you will be
presented with a report on Budget Account D1455. Examine this report and then close it

e Click on the Account name displayed in red at the bottom of the screen and you will be
presented with a report on the Supplier Water Corporation. Examine this report and then

close.

Note: scroll to the bottom of the report to view the Key which displays the transaction

type.

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 42 of 332
© 2019 Civica Pty Ltd



Activity: Locating transactions

Enquiries > Locate Records

e Click on Locate Records

Z|tocate -9 el

Number of Matches

Amaunt to Locate

e Enter 220 in the Amount to Locate field

e Click Locate or press <Enter>

49 110,00 Cleaning of Gutters
43 Z20.00 Eooks
S0 220,00 Se

ice of Computer by M- Fix—it

=) 220,00  Books

20 S00. 00 Annual Budget Al location 2019

52 500.00 FRe Finance Committe Minutes dd/mm/gy
42 550,00 Books

21 1000 .00 Annual Budget Al location 2019

54 1000, 00 Fe Finance Committe Minutes dd/mm/yy
23 1500. 00 Annual Budget Al location 2019

53 1500.00  Re Fingnee Committe Minutes dd/mm/gy
29 2000, 00 Annual Budget Al location 2019

7 Locate Results - 220.00 [ 3]
~ =

Youcher Grozs  Description

69 =22.00 Books

29 —20.00 PEC Contributions

18 —12.00 Annual Budget Al location 2019

7o 10.36 Bank Charges

47 25.00 Stationery

43 30,00 Maths Aids

41 55.00 Professional Dewvelopment

46 55.00  Files and Folders

40 G000 Hater Charges

Note: the screen displays 10 transactions greater than or equal to the amount being
searched for and 10 transactions less than the amount being searched for. The user can

select the correct transaction and interrogate further.

e Double clicking on Voucher 43 for $220 with the description Books will display the original
transaction and this can be interrogated further by clicking on any of the fields where the text

is red

e Click on the =1 in the top right hand corner of the active window to close the window

Note: to locate income transactions you need to use a negative number e.g. -220.
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Activity: Finding a Specific Transaction

Enquiries

e Click on Enquiries in the top line menu
Click &% Find record

Press <Tab> to go to the reference field
Enter the cheque number 2236
Click OK

The original transaction where cheque number 2236 was used is then displayed and can be
interrogated further using the ‘red’ fields.

Activity: Finding Recently Entered Transactions

Enquiries

o Click M t=tre=rd " PM Finance will prompt as follows:

Do you wish to find the wery last transaction entered ar the 1ast
transaction of the prewious year 7

Year End |

- to display the last transaction posted

e Click I

The last transaction entered is then displayed and can be interrogated further using the ‘red’
fields.

e Click on the =l in the top right hand corner of the active window to close the transaction
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8 Financial Summary

The Financial Summary screen can instantly display the system balance of all bank accounts,
based on transactions entered. It is always up to date and there is no delay in viewing the
information.

e Click [Financislsummary, on the top menu bar.

8.1 Overall View

The system displays the overall financial position of the school:

Financial Summanry

[Summarg Wiew | Owerall Including Tax - | ]
-~ -
Brought Forward 94000.00
I ncome T4500.23
Expenditure 1271456
Orders Outstanding 0.o0
Carry Forward 15608567

h
Print ﬂ[ﬂose @Heﬂp
o

Brought Forward
The combined totals of all bank accounts brought forward from last year.

Income
The total income received for the year to date.

Expenditure
The total expenditure for the year to date.

Carry Forward
Combined totals of all bank accounts.

e Click the drop down list to view other financial summary details.

Financial Summary

Summary Yiew | Overall Including Tax
Owerall | neluding Tax
Budget Summary
Cazh Management
Cheque Account
Investment &/c
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8.2 Budget Summary

This screen gives an overview of budget allocations, actual figures and the difference between the

two:

Financial Summary

2=

( Summary Yiew |{=GL ST TE ]

-~
SCHOOL BUDGET

Previous Year Closing
Revenue

Expenditure

Balance of General Fund
Balance Accounts

BALANCE FOR ALL ACCOUNTS

Tax Position
GRAND TOTAL

BANK ACCOUNT BALANCES

TOTAL IN BANK ACCOUNTS

\

Taotal Funds Available for Distribution

Budget Actual YTD Yariance
=84 ,000. 00 =94 ,000. 00 0.o0
-125,000.00 -7Z,422.03 -112,577.93
=279,000. 00 —166,422 .05 =-112,577.95
211,500.00 21,573, 1 189,924 29
-G7,300.00 144,545, 94 77.346.94
0.00 —-10,460.00 10, 460.00
—67,500.00 —155,305.94 &87,806.94
=7e. T3
—-156,085 .67
Cash Management 0.oo -
#Cheque Account 640385 .57
Irwestment Afc Qz000 ., 0o
.
| 136,085.67 |

T2 print
&

::Fl Cloze @ Help
Qo

Budget Column

Refers to the current or revised budget.

Actual YTD Column

Shows the actual income/expenditure this year.

Variance Column

Displays the difference between the budget and the actual.

This report was designed by the Department of Education and as such should be printed as part of
the month and year-end reports.

8.3 Financial Summary Reports

Each financial summary has a set of reports associated with it that enable the user to expand upon
the summary provided on screen and to produce either a summary or detailed report to screen,

printer or spreadsheet.

.
Vi Print
il

e Click

For the Overall Position and the Budget Summary, the summary displayed on the screen is
printed. For any selected bank account, the system displays the report selection screen shown

below.
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Choose Report

& Financial Summary
0 Summary * Detail

™ Inc.and Expenditure - Analysizs

" Unreconciled Transactions

.

-’f’f{;? Print =:F'[:lose @He]p
- Q

8.3.1 Financial Summary Report Options

Choosing the Summary Report displays the report as shown on the financial summary screen.
Choosing the Detail option will show full details of all the transactions associated with this bank
account — each transaction is displayed over 8 lines.

8.3.2 Inc. and Expenditure/Analysis

This report separates income from expenditure, shows a total for each and lists the transactions
with the analysis code first. It will list transactions for the current period only.

8.3.3 Unreconciled Transactions

Choosing Unreconciled Transactions will print a list of unreconciled transactions associated with
the selected account. This prints a summary style report with one transaction per line.

A full range of these reports will be examined during training.
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8.4 Period End

A Period End routine should be carried out at the end of every month. Running the Period End
routine ensures that the system flags future transactions with the correct period number and it
zeros the period to date figure on records.

The Period End should only be run after:

all transactions have been entered for the period.

bank reconciliation has been done.

all reports have been printed and checked.

all corrections have been made (and reports re-printed if appropriate).

the BAS report has been checked, printed and transactional difference posted.
the transactional rounding difference has been reconciled.

a backup of the school’s data file has been performed.

FREDA reports have been run for the current period.

8.5 Backing up the data file

It is imperative that a back-up of the RM Finance data file be taken at this stage - after the usual
end of month processing has been completed and before posting the rounding difference. Refer to
the RM Finance Manual for further instructions on backups.

Once another back up of the data file has been taken and all Period End requirements have been
fulfilled, a Period End can now be performed.

Note: once the period end routine has been completed no further transactions can be
entered for this period, and it is not possible to reverse the period end or to ‘roll
backwards’. If further transactions are required to be entered in a previous period the user
must contact their Senior Financial Consultant for advice.

e Click ‘FeriedEnd. The system displays the Period End screen:

Period End

Period End Commitments

Mave fram Period 1
to Period 2

Run Period End

i"l:lose @Help
o

DO NOT RUN PERIOD END. BOTH BACKING UP AND RUNNING

PERIOD END WILL BE COVERED LATER IN TRAINING
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9 Reporting

S

=

Reports are accessed by means of the reporting button Reparting_ o the top menu bar. When this
option is selected the following screen is displayed.

p [ Records _|[ Transactions | AdHoc ||  Custom |
3 65T REPORTING Report Options

Business Activity Statement
G5T Transactiong

GST Inquiry

G5T Summary

Comparative Budget Report rSEARCH A
A FREDA REPORTING FromPeriod [T |

FRED# Supplementary Data Ta Periad I:I

FRED# Ledger

FREDA B&S

FREDA Bank Reconciliation ,

FREDA Balance dccount Analysis rDESTINATIDN

£ Reporting Parameters = Printer
£ EFT Parameters & Screen

(# Cheque Layout

Print
Create Data Migration Files \

Re-Print Data Migration Reports

The reports are organised into four sections — Records, Transactions, Ad-hoc and Custom
(contains reports specific to Australia)

9.1.1 Records

The Records Tab is designed to give an overview of the standard reports available within the
Records section of Reporting including Income Source and Supplier reports and Budget Reports

9.1.2 Transactions ITransactions |

The Transaction Tab is designed to give an overview of the standard reports available within the
Transaction section of Reporting including the All Transactions report, the Batched Transaction
Report and the View Post Batch function.

9.1.3 Ad Hoc

Ad Hoc reports are made available through Crystal Reports which is separate software to RM
Finance. It is possible for experienced users with appropriate access to create reports on
information held in the school’s data file.

9.1.4 Custom [__Custom |

The Custom Tab is designed to produce specific reports such as the Business Activity Statement
and Freda Reporting. It also holds the EFT Parameters folders for the EFT Set up.
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10 System Manager

/—% System Manager

C’E:' Help
o

System Setup

{rganisation Details
Bank Details
Docurnents

Options

Preferences

Users and Passwords
Cruystal Reports Management

Import Budget

Link To SBS Map
Import fram Financial Planning

The System Manager function allows the logged on user to access areas of the software which will
enable the user to perform certain tasks such as allowing others to use the system, and allow the
logged on users to determine certain system settings. These include creating user accounts,
entering bank details and setting options.

Generally only one person in a school is allocated System Manager’s access rights. This will
usually be the Manager Corporate Services.

11 Bank

B san
@ Help

#Automatic Reconciliation

Parameters
Bank Reconciliation
Audit Log

The Bank function allows the user to populate the Bank Reconciliation Path Location files for
Electronic Bank Reconciliation and to perform the Electronic Bank Reconcilition and to print the
Audit Log.
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12 Setting Up

At this point it is necessary to change from the demonstration data file, which contains a selection
of codes and transactions to a ‘skeleton’ data file, which we will build throughout this course. This
data file is named Finance.df1.

Before the system can be used effectively, certain details and system options need to be set.

These can be accessed via the System Manager’s menu.

Activity: Changing Data file

Change Data File

Click on the Change Data file icon

Select the file Finance.dfl

Mame

, OLDDATA
@ Finance .dfl
@ Finance_Demo .dfl
& Finance_EFTBPAY.dfL
@ Finance_Year_End.dfl

Training

Click on Open

Finance . h m

Login

(C) RM PLC 2004

EM Finance - Yersion 840 - 7 Decernber 20138
Australia Module - Mersion 8.40 - 7 Decernber 2018

-~

%

1. Select your user name from the Tist below

.,

Systern Adrninistrator -

Deputy Principal

Manager Corporate Services

Princi pal
RM&UST

Sehaol Administrator

Cerdne Cinnnan Connolband Sohonle

2. Enter your Password

qu—| Login | Nuit |

Current Data File:
CMEEYS SFIMANCE S TR AIMING WFINANCE_DEMO DF1 @

Log in using School Administrator
Password — keys
Click Login or press <Enter>
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12.10rganisation Details: Setting Up School Details

It is within Organisation Details that the user can personalise the system by entering the school’s
name, address, phone number, contact names, etc.

The PO prefix field can be used to personalise the system-generated order numbers by adding a
prefix that is specific to the district or the school.

The menu name field gives users the opportunity to add a name to the top menu bar; this could be
either the school name or the name of the data file for ease of recognition.

By clicking on District Details the user will be able to give the system details about its district -
name, address, etc.

Activity: Setting Up School Details

System Manager > Organisation Details

Vi

QOrganisation Details

L8]

L8

-
Organisation | 'west Coast District High Schaal |

Controls

E District Details

-~
tddress

Phone
School N2
Contact 1
Contact 2
PO Prefix
Menu Marne

Last Year
Data Path

1234 W'est Coast Highway
SCARBOROUGH
Wb B0

[3123 3458 | Fax [s123 4567 |

|Marg Citizen

[John Smith

|
|
L] PO Prefix 2 ]
|

[weoHs

CAKETSYFINANCE TR AINING W OLDD AT 44311 207 LYR =

| Current Year Currency Sumbal VAT

Window

A Cloze window

P Help

e Replace the name West Coast District High with your school name and press <Tab>
e Enter your school’s address in the Address field and press <Tab>

Enter your school’'s phone and fax numbers and press <Tab> (this can be fictitious data for
today’s training)

Enter the name of the school’'s Manager Corporate Servies as Contact 1 and press <Tab>
Enter the name of the School Officer or the Principal as Contact 2 and press <Tab>

Press <Tab> (we do not need to enter a Purchase Order prefix)

Change the Menu Name from WCDHS your school’s initials

Click OK
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12.2Bank Account Details Set-up

The bank details option allows the school to set the account names and numbers for as many bank
accounts as required. One of these bank accounts can be labelled as the ‘default’ bank account.

12.2.1 Identifier

For Department of Education schools, each bank account must have an identifier. This is used

for FREDA reporting.

This is an important field for WA schools. Each bank account must have an identifier (either 1, 2 or
3) to specify the type of account. This is used for FREDA reporting. The identifiers have the

following meanings.

Identifier Meaning
1 Cheque Account (Main operating account)
2 Investment/Term Deposit Account
3 Building, Library or Gift Fund Account

There should only be one bank account tagged with 1. As many accounts as necessary (but not
more than 13) can be tagged with 2. If the school has a Building Fund, a Library Fund and/or Gift
Fund then these accounts should be tagged with 3.
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Activity: Set up your school’s bank accounts

System Manager > Bank Details

7| Bank Details (-5 [msal
Account Mame Account Mo, Sort Code FéS View
Central Fund Gross E
Petty Cash Gross
#School EBank Gross S
&

e Click on Central Fund
e Click on Edit £

e Enter Cheque Account as the Account Name and press <Tab>
Enter 12345678 as the Account No. and press <Tab>. Note: Do not put any spaces,

[ ]
characters or hyphens in this field
e Press <Tab> as we do not need a Sort Code
e Enter 1 as the Identifier and press <Tab>
e Tick the box for Default Bank Account and press <Tab>
e Select Commonwealth as the Bank and press <Tab>
[ ]

EFT/BPAY functionality

ﬂ Bank Accounts - Edit

(7 |l

Aecount Name

p
Chegue Account
12243672

* Gross

Aecount No.
Sort Code
ldentifier

Financial Summary Yiew
[¥ Default Bank dccount

Commanwealth -

Bank
ESE Mo

€ Mett

Enter 066 — 123 for the BSB number which is necessary if the school wishes to utilise

Cancel

e Click OK to save when the details match the screenshot above

The details entered are visible in the main Bank Details window.

7| Bank Details

2 |l

Account Marme Account Mo

#Chegue Account
Petty Cash
School Bank

Sort Code

F /5 View

Gross
Graoss

&
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e Repeat the steps followed above to edit the School Bank account with the following details.
e Highlight the School Bank
e Uncheck the Default Bank Account.

ﬂ Bank Accounts - Edit &Iﬂ
~ -
Account Name
Account Mo,
Sort Code I:I
Identifier
Financial Summary ¥iew & Gross & Mett

[T Default Bank Account

Bank Commaonwealth -

BSE Mo [o8e |- [ 122

Cancel |

e Click OK when all details are correct

The details entered are visible in the main Bank Details window.

e Repeat the steps followed above to edit the Petty Cash account with the following details

ﬂ Bank Accounts - Edit E
- -
Account Name
Aceount Mo
Sort Code l:l
Identifier
Financial Summary Yiew  {% Gross {0 Nett
[T Default Bank Account
BSE Mo [o56 |-[ 123

Cancel |

e Click OK when all details are correct

The details entered are visible in the main Bank Details window

IMPORTANT

Department of Education schools must have their main operating
account (cheque account) marked as the default bank account
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12.3Documents

The Documents section allows the user to define the style of documents.
e Click the System Manager menu.
e Click the Documents button. The system displays the Documents screen:

DOCUMENT SETUP 21

PURCHASE ORDERS ... Controls

Default Mo. Copies

DEFALLT LABEL SETTINGS ...

Across Page EI Wwidth
Dowen Page El Height

Tap Left Bottarm
\ v oK
-
CHEQUE REMITTANCE LAYOUT ...
" Original & APACSE (20
" APACS3E wWindow
0 3 Part
™ APACST (W) [ Close window
@ Custom SB"3'3‘| 2 el

12.3.1 Order Form

Clicking on the Select button allows the user to choose the style of purchase order form from a
number of layouts. The correct choice for Western Australian schools is Order Form. The default
number of copies to be printed can also be set. For government schools this should be set to one.
Note: This is not used by Department of Education Schools.

12.3.2 Default Label Settings

This section is also where the user can specify the size of labels, if the school wishes to print
address labels for suppliers (all measurements should be specified in centimetres).

12.3.3 Cheque Remittance Layout

RM Finance supports a number of different cheque layouts. The correct choice for Western
Australian schools is the custom setting of (Australia) CHQ A4 Laser. Before printing cheques the
school may need to do a test print to ensure that the pre-printed cheques match the layout. This
cannot be done from this section.

. E Cheque Alignoent
Cheque Alignment —"

Note: This option is not applicable to Department of Education schools. It cannot be used in
conjunction with the Australian Cheque Layout. Department of Education schools can
adjust cheque settings at Reporting > Custom > Cheque Layout.

e Click OK to save the settings
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12.40ptions

Once the Bank Details have been modified there are some system settings which will need to be
adjusted. The only options that should be modified are those that appear below. All other settings
are as recommended by the Department of Education.

Activity: View System Options

System Manager > Options

e View the Paths tab settings, no changes need to be made to this area

’_( Paths T Display TTransactinnsT Tax T bad

arnings T Period End 1

\

" BUDGET LINKING... " ullow EFT/BP&Y Processing | [ EFT Self Balancing Entry
@ Use Default Path {* Disable EFT/BPAY {* Required
" Prompt for Budget File (" Enable EFT/BP&Y (™ Mot Required
\ \
DEFAULT ANALYSIS CODES.. rPCARD A
™ Disable default Analusis Codes & Off
(¥ Enable default Analysis Codes € 0on
\

Cancel | 0K I

e Select the Display tab and view the settings, no changes need to be made to this area

Options

2

rr Paths T :

TTransactinnsT Tax T ¥Warnings T Peried End ]

rFUND BALAMCE BAR...

(% Do Mot Show Balance Bar
" Show Balance Bar

.

| [ BAME ACCOUNT SELECTION...

{0 Button Required
0 Click’and 'Pick’

\ \

IMCOME LINE ENTRY...

{ Single Line Entry
(& Multi-Line Entry

rRECDNEILIATIDN...

@ Exclude Unprinted Cheques
¢ Include Unprinted Cheques

%

rADDITIDNAL AMALYSIS LEYELS

{7 Dizplay Additional Analysis Levels
% Hide Additional Analysis Levels

" "

EXPEMDITURE LINE ENTRY...

™ Single Line Entry
(% Multi-Line Entry

rINTERNAL CHARGES
& Do not permit the use of
income analysis codes

{0 Permit the use of income
analysis codes

| { WIREMENT TYFE...

.

" Open Yirement
{* Balanced Virement
& Without ¥irement Report

% With Yirement Report

\

ADDITIONAL ANALYSIS DEFALLT

% Mo Default for Funding
Stream and Cost Centres

¢ MOME default for Funding
Stream and Cost Centres

Cancel | oK I
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e Select the Transactions tab and view the settings, no changes need to be made to this area

HE

r Paths T Display -T?'I"'Fii'ii;ii'é'ﬁii'ﬁgﬂ’ Tax T ¥arnings T Period End -]
- -

rPURCHASE ORDERS... ) rREEEIPTS IN &DWANCE. .. SECURE ORDERS...
(™ Ask for Post and Packaging  Income and Expenditure (™ Allow Editing of Orders
(¥ Mo Post and Packaging & Income Only (% &llow Limnited Editing
X X
rPAYMENTS PRINTING... A EXPRESS ORDERS...
™ 0ff Default Description
= on
% Cheques
& Payment Authorisation 1
(EXPENDITURE TRaNSACTIONS... || FORCE BATCHING ]
™ Invoice No. NOT required & On
(% Invoice Mo Required 0 0ff
N N

Cancel | [11.4 |

e Select the Tax tab and view the settings, no changes need to be made to this area

2IX
T Yarnings Y Period End 11

( Paths Y Display YTransactinnsT
-~

TOLERAMCE CHECKING. .. Tax MARKING... Tax DEETOR DEFALLT CODE...
" off {* Do Mot Mark Tax Trans. III
{* On ¢ Mark Claimed Trans

™ Stopon Error
(& warnon Errar

Check to Cents

Cancel | [11.4 |
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Options

e Click on Warnings and view the settings, no changes need to be made to this area

?X

r Paths
-

s! Y Period End

_T Display TTransactiunsT Tax Y

rRECDNCILIﬁTIDN WARNING...
(= Do NOT warn User
(& warn User

Warn After Days

.

TRAMSACTION DATE WARNING...
¢ Do NOT warn User
{* ‘warn User

Date O1der Than Days

"

BUDGET THEESHOLD WaARMIMG. ..
Mo warning
& Owerspend warning

pu
BUDGET O¥ERSPEMD WARNING...
(™ Mo warning

(% Overspend Order Warning

" BUPLICATE INVOICE WARNING... |

(™ Mo warning
(% Duplicate Invoice Mo \Warning

Cancel ‘ 0K |

Options

e Click on Period End

e Under Period End Reporting click on Print Transactions
e Ensure Short Report Format is selected

2l x|

r Paths T Display TTransactiunsT Tax T Yarnings T Period End l
-

YEAR EMD...

@ Full Function Year End
" Limited Function ¥ear End

PERIOD EMD REPORTING...

{ Do Mot Print Transactions

YEAR END ACCRUALS. .

{~ Do not automatically accrue

Automatically accrue all
budget accounts beginning
with

" Detailed Report
i Short Repart Format

Cancel | oK I

This means that when the transaction log is printed at the end of each month during period end
roll over, it will appear in a short report format (one line per transaction) instead of listing the full

details of each transaction over several lines. This will make the report much shorter and easier
to handle.

e Click OK to save the changes made to the options
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12.5Users and Passwords

This option allows the logged in user to set up new users, create and change their passwords and
determine which areas of the software they are permitted to access.

12.5.1 Setting User Access Rights

Activity: Setting up a new user

System Manager > Users and Passwords

We will create a user account to allow you the same access rights as a School Registrar for
training purposes

Clle [l—l Mew recard

The system clears any displayed information and the cursor flashes in the initials field.

e Enter your initials (up to 5 characters) then press <Tab>
e Enter your name then press <Tab>
e Enter your E number <Tab>
e Enter the password keys then press <Tab>
e Enter your job title
e Click the Backup on Exit box so you are prompted to backup the data each time you quit
the system
7l Users and Passwords IE\
[ USER DETAILS ] Controls
Initials
Uszer Name |Penng Peters
|10 Number
Passwird |:|
Job Title |Hanager Corporate Serwvices |
[ Inactive 3 Access Levels
[ W v
P Cancel
Window
[ Close window
P Help
e Click Ok

Note: the School Administrator can initially allocate a password for each user. The user
must change this as soon as possible.
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Activity: Setting User Access Rights

System Manager > Users and Passwords

e With your user name displayed in the User Details screen (scroll to find your name) click on
Edit Record ¢ Eitresord

= .
sl | and the system displays the Access Levels screen for

e Click on Access Levels
this user

Access Levels for Penny Peters

“MOME |LOOK OMLY| FULL | BATCHING |
| neame SourcesSuppliers * [ [
I neame /Expenditure Analysis [ [ &
Budget Accounts [ i o
Supplies Catalogue * [ &
Tax [ [&
. Budgets [ & O
[T Tranzactions [ncome P P r
Expenditure o o O
Transfers [l & O
Purchase Orders [0l [ [l
Express Orders [ [ O
Aeoruals eto [l e Il
Reconciliation [ &
Enquiries (o [
Cheques [ &
; Records [Ol [
] Reporting Transactions [ [
&d- Hoe [O [
Custom « [
Financial Summaries [ (o
[ other Organisation Details (o [ [
Period End [ &
Change Data File [ o
System Manager * &
Crystal Reports Management [ [
Expenditure Certify Button o O
L Expenditure Update Button [ [
:ﬂmose @He]p
" ]

e Click in Records on the left hand side to allow you to set the access levels as displayed in
the screen shot below

" MOME | LOOK OMLY| FULL | BATCHING |
Income Sources/Suppliers [ e o
Income/ Expenditure &nalusis i 0 i
Budget Accounts T . =
Supplies Cataloque i o i
Tax f" oy

e Click in Transactions on the left hand side to allow you to set access levels as displayed in
the screen shot below

{ MOME |LOOK OMLY | FULL | BATCHING |

Eudgets o oy ¥
[ ncome o o v
Expenditure o iy ™
Transfers o o v
Purchase Orders o e ™
Express Orders ' oy V¥
docruals eto... o o v
Reconciliation e o

Enquiries i 0

Cheques i i

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 61 of 332
© 2019 Civica Pty Ltd



e Click in Reporting on the left hand side to allow you to set access levels as displayed in the
screen shot below

HOMNE

LOOK ONLY| FULL | BATCHING |

Records
Tranzactions
& - Hoo
Custom

Slolale’

ol oo

e Click in Other on the left hand side to allow you to set access levels as displayed in the screen

shot below
MOME |LOOK OMLY | FULL Bn‘l'uTEHII"-IG_]
e Financial Summaries i*
W th
be] £t 28 Organisation Details f"

L%

Period End

Change Data File

Sustern Manager

Cruystal Reports Management
Expenditure Certify Button
Expenditure Update Button

SO Ic eI I

alslalcielolc)

Close
e Click fﬂ . The Users and Passwords screen is displayed

e Click ¥ X to save. This user will now be added to the list of users on the Login screen

Note: users must use their own User Name when logging into RM Finance at School
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12.5.2 Limiting User Access Rights

Activity: Setting up a new user with limited access

System Manager > Users and Passwords

For training purposes only, we will create another user record. This account will have limited
access to View/Post Batch and Period End sections of RM Finance to demonstrate how system
security can be implemented.

e Click [#] Mew record

The system clears any displayed information and the cursor flashes in the initials field.

Enter initials MC then press <Tab>

Enter name Mary Citizen then press <Tab>
Enter E 123456 number <Tab>

Enter the password keys then press <Tab>
Enter job title School Officer

Click the Backup on Exit box so you are prompted to backup the data each time you quit
the system

Note: the School Administrator can initially allocate a password for each user. The user
must change this as soon as possible.

7| Users and Passwords |7 (]
[ USER DETAILS Controls
revious recar
¢ Previ d
# 5
Initials [ HNext record
User Name |I“1ar*g Citizen | % Find record
1D Number [#] Mew record

Pazsword I:I &7 Edit record

Job Title [schoal Officer |

[T Inactive =2 focess Levels

'

Bl pri
[ [¥ Backup on Exit 7 ] Erint

e Click OK to save these details
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System Manager > Users and Passwords

W hocess Levels

and the system displays the Access Levels screen for

With Mary Citizen in the User Name field
Click on Edit Record # Edit record

Click on Access Levels

ﬂ Access Levels for Mary Citizen \EI
“MOME | LOOK OMLY| FULL | BATCHING |

Income Sources/Suppliers [ [ [
Income/Expenditure Analysis [ [ [
Budget dccounts [l [ [
Supplies Catalogue [ [ [
Tax o [

- | Budgets o o Il

- | Income o i (|
Expenditure o i Il
Transfers o i (|
Purchase Orders o i Il
Express Orders o i (|
Accruals et o i il
Reconciliation [ [
Enquiries { [
Cheques [ [
Records [0l [
Transactions [C [
#d - Hoo [0l [
Custam [ [
Financial Summaries [ [
Organization Details [ [ [
Period End [ [
Change Data File [ [
System Manager { [
Crystal Reports Management [ [
Expenditure Certify Button { [
Expenditure Update Button [ [

ﬂcmse @He]p
"]

Click in Records on the left hand side to allow you to set the access levels as displayed in
the screen shot below

" MOME | LOOK OMNLY| FULL | BATCHING |
Income Sources/Suppliers [ i i
Incomef Expenditure &nalusis i 0 i
Budget Accounts e e o
Supplies Catalogue i 0 i
Tax « o)
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e Click in Transactions on the left hand side to allow you to set the access levels as
displayed in the screen shot below. In this example, we have given ourselves access to
the batching only. This will enable us to enter batches but not update them. Full access

will give users access to all areas of transactions.

{ MOME |LOOK ONLY| FULL | BATCHING |

¥ Transzactionz

Budgets

I ncome
Expenditure
Transfers
Purchaze Orders
Express Orders
dccruals ete. .
Reconciliation
Enquiries
Cheques

SOnmmEmERRnne

ale

ool lelelele

AT

Note: selecting batching enable users to enter batches only. Selecting Full will allow

users access to selected areas of functionality.

Note: access to sections of the software not used in WA DoE schools should be set to
None as in the above example for Express Orders.

e Click in Reporting on the left hand side to allow you to set the access levels as displayed in

the screen shot below.

MOME

LOOK OMLY| FULL | BATCHING |

Records
Transactions
- Hoo
Custom

o
r-
o
r-

clelolo

The Records section includes access to the Ad-hoc section of Reporting where the Crystal
Reports are accessed. The default setting here is None. The Custom section in Reporting is
where the Australian Reporting Module reports are accessed.
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e Click in Other
e In Training today, we will set LOOK ONLY access to Financial Summaries and Organisation
Details.
" MOME | LOOK OMLY | FULL | BATCHING |
gy Financial Summaries ' =
el fther Organisation Details i ) i
Period End (= .
Change Data File (= i
System Manager (= i
Crystal Reports Management (= i
Expenditure Certify Button (= i
L Expenditure Update Button (= i
. ﬂt]use . .
e Click . The Users and Passwords screen is displayed
e Click ¥ % to save. This user will now be added to the list of users on the Login screen
e Note: setting the access to Batching will allow the user to only process transactions into a
batch.
e Selecting Batching will not allow the user to Update the Batch.
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Activity: Login as a different user

e

Change User

e Click on the Change User icon on the top right hand side of the screen
e Login as Mary Citizen
e Password Keys

e Click on Period End (reristEnd| the following message will be displayed

No Access

You have atternpted to use a section to which you do not have
s access privileges,

Please contact your systern adrinistrator iF you have any
queries.

e Click OK
e We have also restricted access to updating batches
e Go to Transactions and click on View Post Batch

No Access

You have atternpted to use a section to which you do not have
s access privileges.

Please contact your system administrator if gou have any
queries,

e Click on Change User &2
e Thistime Log in as the Yourself using the password keys
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Activity: Making a User Inactive

As school staff change roles, they may no longer need access to RM Finance. These user

accounts can be set to inactive.

The User Name and access rights created for Mary Citizen in the previous exercise will not give
her sufficient access to RM Finance to complete training activities. As we will not be using this
profile again in training we will set the user account to inactive

System Manager > Users and Passwords

i ﬁ Find record
e Click

e |n the Intials field Enter MC
e Click OK or <Enter>

;ﬁ’ Edit recard
e Click

e Tick the Inactive box [ 4
e Click Ok

ﬂ Users and Passwords

[ USER DETAILS

-~

Initials

User Hame |Hurg Citizen

1D Number |E 122456

dob Title [gchonl Officer

Wi

.

To view a list of users

. A=k Print
e Click =
Initials User Name ID Humber Job Title Inactive
ADMIN System Administrator ECOOOO00 System Administrator
DF&0 DF&0 DF&0 Inactive
DPRIN Deputy Principal Deputy Principal
MC Mary Citizen E123458 School Officer Inactive
PRIN Principal Principal
REG Registrar Registrar
RK RMAUST RK ADMIN
SCHAD School Administrator School Administrator
SFCS Senior Finance Consultant Schools EQQOO001 Senior Finance Consultant Schools

e Alist of Current and Inactive users is displayed.
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13 Working with Budgets
13.1Budget Headings

These are the headings used by WA schools to group budget accounts together:

Heading Description Relates To

OOPRE Previous Year Closing Now YYYY. Previously C100
Balance

10REV Revenue Accounts ‘C’ accounts

20EXP Expenditure Accounts ‘D’ accounts

30RES Reserve Account Transfers ‘D’ reserve transfer accounts

50RES1 Reserve Accounts ‘N’ accounts

60ADV Advance Accounts ‘N’ accounts

70TRV Trust and Suspense ‘N’ accounts
Accounts

90GST GST Clearing Accounts ‘N’ accounts

Activity: Examining the Current Chart of Accounts

Records > Reports > List of Budget Accounts

Click on Records in the top line menu

Select List of Budget Accounts

. -’/7’«? Reports
e Click on Reports

£ BUDGETS

Eudget Profiles

nfs
Carnrnitted

Click on Print Report

Budget Selection

Eudget Reporting

€ Fixed Budgets
{The Budgets have not yet been fixed)

Cancel

o |

Select Current Budgets and click OK

Examine the print out of the report; your trainer will discuss this with you.
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Account Description Heading Actual Budget

Spent/Rec'd Allocated Balance
Y Previous Year Closing Balance 00PRE -94000.00 0.00 94000.00
Balance for Previous Year Closing Balance -94000.00 0.00 84000.00
C1001 Secondary Voluntary Contributions 7 10REY 0.00 0.00 0.00
C1305 P&C Donations 10REV 0.00 0.00 0.00
C3005 Bookshop - Books 10REV 0.00 0.00 0.00
C3205 Student-centred Funding 10REV 0.00 0.00 0.00
CH015 Miscellaneous Revenue 10REV 0.00 0.00 0.00
5899 GST Rounding 10REV 0.00 0.00 0.00
Balance for Revenue Accounts 0.00 0.00 0.00
01025 Stationery & Office Supplies 20EXP 0.00 0.00 0.00
01085 Entertainment (FBT}-Employees Z0EXP 0.00 0.00 0.00
D026 Entertainment - Mon Employees Z0EXP 0.00 0.00 0.00
01087 Bank Fees and Charges 20EXP 0.00 0.00 0.00
01089 Purchasing Card (Surcharge) 20EXP 0.00 0.00 0.00
01455 Water 20EXP 0.00 0.00 0.00
01510 Facilities - cleaning 20EXP 0.00 0.00 0.00
01605 Faults Management Z0EXP 0.00 0.00 0.00
016815 Computer Repairs Z0EXP 0.00 0.00 0.00
01810 Purchase of Computers - Maths 20EXP 0.00 0.00 0.00
D2005 Furniture - Administration 20EXP 0.00 0.00 0.00
D2705 Professional Dev - Teaching Staff 20EXP 0.00 0.00 0.00
D2710 Staff Development - Admin 20EXP 0.00 0.00 0.00
D3005 Bookshop - Books 20EXP 0.00 0.00 0.00
D4808 Refund of Facilities Hire 20EXP 0.00 0.00 0.00
04999 G3T Rounding 20EXP 0.00 0.00 0.00
05110 rMumeracy 20EXP 0.00 0.00 0.00
Balance for Expenditure Accounts 0.00 0.00 0.00
09005 Admin Server Reserve Transfer J0RES 0.00 0.00 0.00
09205 Adminstration Reserve Transfer 30RES 0.00 0.00 0.00
Balance for Reserve Account Transfers 0.00 0.00 0.00
1005 Administration Server Reserve S0RESA 0.00 0.00 0.00
M1630 Photocopier Resource Reserve S0RESA 0.00 0.00 0.00
Balance for Reserve Accounts 0.00 0.00 0.00
MN2505 Petty Cash - Admin Advance GoADY 0.00 0.00 0.00
MN2520 Postage Advance GoADY 0.00 0.00 0.00
Balance for Advance Accounts 0.00 0.00 0.00
MN3210 DO MOT USE B0SFA 0.00 0.00 0.00
MN3Z220 DO MOT USE B0SFA 0.00 0.00 0.00
Balance for DO NOT USE 0.00 0.00 0.00
MN3505 G3T Clearing Account 90GST 0.00 0.00 0.00
MN3550 G3T Effect Account 90GST 0.00 0.00 0.00
Balance for GST Clearing Accounts 0.00 0.00 0.00
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Activity: Creating New Budget Codes

As there are several budget accounts missing from the list of accounts we will create the following

new budget codes and link them to the appropriate headings and analysis codes.

Budget Description Heading Inc Default Exp Default
Code Analysis Analysis
C1705 Hire of Facilities 10REV C1700
C1805 Bank Interest 10REV C1800
C1905 Sale of Assets 10REV C1900
D5005 English 20EXP D5000
D5305 Science 20EXP D5300
D5105 Mathematics 20 EXP D5100
N3005 P&C Contributions 70TRV N3000lI N3000E
Records > Budget Accounts
ﬂ Budget Accounts @
Eudget Account Description Controls

o |
[ ] [~ Default Code

Budget Heading
Budget Group
Inc Default Anal

<] Previous record

> Mext record

@ Find record

Click on New Record ' teresre
Type C1705 and press <Tab>
Type Hire of Facilities and press <Tab>

<Enter> to select C1700

ﬂ Budget Accounts

Budget Account

Description

[c170s |

[Hire of Facilities |

Eudget Heading
Eudget Group
Inc Default Anal

10REY - [T Default Code
Exp Default Anal I:I

e Click OK

Choose 10REYV from the Budget Heading drop-down menu (or type the number 1)
<Tab> twice to the Inc Default Analysis filed and type C17 and press <Tab>

e Repeat the above steps to create the rest of the Budget Accounts we need — remember to
select the correct Budget Heading and Analysis code.

Budget Description Heading Inc Default Exp Default

Code Analysis Analysis
C1805 Bank Interest 10REV C1800
C1905 Sale of Assets 10REV C1900
D5005 English 20EXP D5000
D5305 Science 20EXP D5300
D5105 Mathematics 20EXP D5100
N3005 P&C Contributions 70TRV N3000lI N3000E
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Activity: Default Analysis Codes Report

Records > Reports
. 7 Reports
e Click “ ™"

Defauit &nai yziz Codes!

Select the Default Analysis Codes Report
Click Print report
Income Expenditure

Account Description Default Analysis Default Analysis
Q0PRE Previous Year Closing Balance
YO Previous Year Clesing Balance Y Y YE
10REV Revenue Accounts
c1001 Secendary Voluntary Contributions 7 C1000
C1305 P&C Donations C1300
Cc1v0s Hire of Facilties c1von
C1805 Bank Interest C1800
C1805 Sale of Azsets C1%00
C3005 Bookshop - Books C3000
C3205 Student-centred Funding C3200
C5015 Mizcellanecus Revenue C5000
C5999 GST Rounding C5000
20EXP Expenditure Accounts
D1025 Stationery & Office Supplies D1000
D1085 Entertainment (FBT}-Employees D000
D1088 Entertainment - Non Employvees D000
D087 Bank Fees and Charges D000
D029 Purchasing Card (Surcharge) D000
D1455 Water 01450
01510 Facilties - cleaning 01500
01605 Faults Management D1&00
D1615 Computer Repairs D1600
D1810 Purchase of Computers - Maths D1200
02005 Furniture - Administration Dz2000
D2705 Professional Dev - Teaching Staff D2700
D270 Staff Development - Admin D2700
D3005 Bookshop - Books D3000
04208 Refund of Facilties Hire 4200
D4999 GST Rounding D4300
D5005 English D000
D5105 Mathematics D5100
D5110 Numeracy D5100
05305 Science 05300
JORES Reserve Account Transfers
09005 Admin Server Reserve Transfer De000
09205 Adminstration Reserve Transfer 09200
S0RES1 Reserve Accounts
N1005 Administration Server Reserve N10001 N1000E
N1630 Photocopier Resource Reserve NAG00I N1E00E
GOADV Advance Accounts
N2505 Petty Cash - Admin Advance N25001 N2500E
N2520 Postage Advance N25001 N2S00E
T0TRV Trust & Suspense Accounts
N3005 P&C Contributions N30001 N30O0E
B0SFA DO HOT USE
N3210 DO NOT USE N32001 N3200E
N3220 DO NOT USE N32001 N3200E
90GST GST Clearing Accounts
N3505 G5T Clearing Account N35001 N3500E
N3550 GST Effect Account N35001 N3500E

Check that each Budget account has been linked with the correct Analysis Code

Close the report
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Activity: List of Budget Accounts Report

Records > Reports > List of Budget Accounts
=]

Eudget vs Actual ws Committed
Budget Profiles

Budget Anal ysis

Budget History

Budget Expenditure Breakdown
Default Analysis Codes

e Click Print Report
e Click OK select the Current Budgets

Budget Selection

Budget Reporting

¢ Fixed Budgets
{The Budgets have not yet been fixed)

Cancel ‘ 0K |

e Click OK to print the report to the screen

e Check that each of the new accounts is correctly created. If an account is discovered with a
typographical mistake or the wrong heading, the account will need to be edited.
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Activity: Editing/Deleting a Budget Account

Records > Budget Accounts

When examining the current ‘List of Budget Accounts’ report, we have noticed that there are two
budget account for the Mathematics area with the same default analysis code — one being
D5110 for Numeracy and the other D5105 for Mathematics. We have decided to keep
Numeracy D5110 and delete D5105 for Mathematics

Income Expenditure
Account Description Default Analysis Default Analysis
D105 Mathematics D100
Da110 Mumeracy Da100

CIle M Find record

e Type D5105 in the Budget Account field and press <Enter>

ﬂ Budget Accounts @
rBudget Account Description ) Controls
|Ds 105 | [Mathematics |
EBudget Heading I Default Code 4 Previous record
Eudget Group l:l [ Mext record
| Inc Default Anal l:l Exp Default Anal _ @ Find record
- ~
New tecard
Buet Alaation q || ¥
Nett Current Year Expenditure I:I Q 7
Orders Dutstanding @ || E beleterecord
- )
S Profile
Ealance Remaining 0os I:I Q

° CIle '@' Delete record

Delete this Budget Account ? Mo

:

Tes

e Click Yes
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Records > Reports > List of Budget Accounts

e Click Print
e Select the Current Budget option

Budget Selection

Budget Reporting

" Fixed Budgets
{The Budgets have not yet been fixed)

[ o |

Cancel

e Click OK

A portion of the report is show below. The Mathematics budget code no longer appears in the
List of Budget Accounts.

Da110 Mumeracy 20EXF 0.00 0.0 0.0a
Da304 Science 20EXF 0.00 0.00 0.00

Note: a current budget account cannot be deleted once transactions have been entered
against it. Contact your SFC if you have any queries regarding the deletion of budget
accounts.
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13.2Allocating the Budget

Budget allocations are made at the beginning of the year based on a Financial Plan used by the
school. The plan should include Income Budget Allocations and Expenditure Budget Allocations.
The difference will appear as a surplus against the Balance of the General Fund in the Current
Budget column.

13.2.1 Entering the YYYY Current Budget

Activity: Check the Previous Year’s Closing Balance Figure

Reporting > Custom > Comparative Budget

wcial Summary Period End Reporting System Manager Bank Rec.

[ Records || Transactions ||  AdHoc |[  Custom |
£963T REPORTING Report Options

Eusiness Activity Statement
G3T Transactions

55T Inquiry

GST Summary

Comparative Budget Report

e Select Comparative Budget Report
e Click Print
e View the previous year’s closing balance in the Actual YTD column

Note: this figure has been rolled over from the previous year.

Comparative Budget Report Report printed at 15:00 on the 28 JAN 2019 Period 1 (8_3 '3,'7{:.].
Fixed Current Actual YTD Variance

Account Description Budget Budget

GENERAL FUND

QOPRE Previous Year Closing Balance

hhdad Previous “ear Closing Balance (54,000.00) 54 000

Balance for Previous Year Closing Balance (94,00:0.00) 94,000

e Close the Comparative Budget Report
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Activity: Entering the YYYY Current Budget Figure

Transactions > Budget > Income

e Complete the Batch Register for Budget Allocation 1 using Batch Ref 1- Budget Allocation

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/Da Type MueEalch* Bank Incufne Expend re nal Accruals roc
1 BA1| BA1 94000
Transactions > Budget
= i
e Select Type Income "
e Click in the Budget Account field
e Enter YYYY and press <Tab>
e Press <Tab> to use today’s date
e Enter 94000 (no decimal, no comma, no dollar sign)<Tab>
e Enter Reference BAl<Tab>
e Enter Batch Reference 1
e Enter detail ‘Annual Budget Allocation 2019’
Zl Budget Allocation =
Budget Allocation Contr
- .
Type  Expenditure & Options
Eudget Account |YYYY | Previous Year Closing Balance |
Date Period El
Amount
Reference Batch Ref. I:I
Detail |-\‘~nnua1 Budget Allacation 2019 | v Ok
X Cancel
\ Window
rCurrentM]ocation m ) O close window
New &llocation if transaction posted D pelp
e Click on OK

OF. to BATCH this transaction ?

E

es

e Select Yes to batch the transaction
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Activity: Checking the Batched Transaction Report

Transactions > Reports

Click on Batched Transactions

Uncheck the boxes next to Income and Expenditure

Leave the box checked for Budget Amendments

Leave the Bank Accounts (Budget allocations do not affect the Bank Account)

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

¥ .
S GENERAL REPORTS Report Options
#11 transactions

-~ ~ >
kel ] PR INCLUDE TRAMSACTION THPES ... SHOW REPORT WITH ...
Future Postings O Incume_ ¥ Gross Totals
Purchase Orders [T Expenditure [T Tatals Only
Alternative Payee Transactions I Budget Amendments I} short Repart Format
Batch Number Report [T Journal Transfers o
atc p ™ dccruas ete. II: Include Descriptions 7
Include Invoice 7
{25 AUDIT REPORTS “r - [T Include User 04N 7
Transactions not yat printed FROM BAME ACCOUNTS .. [ SearchCriteria
‘tear End Statement [ Cash Management [ Report Hotes
Camrmitrent Summary ¥ Che \
o que Account
EFTa’BPAYFart]ﬁcatmn Log W Investment & rDESTINATIDN .
Recard Maintenance Log o print
rinter
=5 BiWK REPORTS
- . {* Screen
Reconciled transactions L  Pags Pravi
Unreconciled transactions rFIND T EESED E o age Previg
Cash Mavement = | " Spreadsheet
Bank Balance lgnare Search
Change Sort Order |
{23 Tax REPORTS D Simple Search 9
Tax Reimbursement {INC) Detailed Search E— E th
Tax Reimbursement (EXP) i D wlatled Jearc (Lo | nsure €
\ amount and
reference is
e Click on Print correct
e Check the transaction

|

RM Finance - West Coast District High School Page 1
Batched / Future transactions - Budget Amendments Report printed on 28 JAN 21 15:07. Period 1

Data for 2019
Posting Detail Type Date Nett Tax Total Voucher

1

MY Previous Year Closing Balance
Annual Budget Allocation 2019
Ref BA1 ALL 2B JANZ0MG 94000.00 C1
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Activity: Updating a Budget Batch

Transactions > View/Post Batch > Budgets

e Click into the Batch Ref field
e Enter Batch number 1
e Click on Display or <Enter>

Find Batch
[ Find Batched Budget ] Controls
r C Display
[ate Range from l:l
] I | i
E_ Cloze window
User Name l:l
“? Help
;

Transactions in the batch now appear in the window and can be edited or deleted by highlighting
the particular transaction and selecting the edit or delete button as required.

e Click on the hand icon =4 tg select all transactions for posting indicated by the ’Yes’

IMPORTANT

Highlighting the transaction line does not change the ‘No’ to a ‘Yes’.
The @ must be selected
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i Post Batch to Budget Afm‘nﬂt{ |7 |[mE3a]
" )
Gross
Ref, Date Period ‘Fa]ue( <M ) Controls
BA1 22 JAN 2019 1 Q400000 \_YES ] @& Find Batch
i
Source / Supplier Nett 0.00
Eudget hNRR) Tax 0.00
Analysis
Batch Ref. 1
Tupe ALL
Description Annual Budget A1location 2019 v Update
b wWindow
~ -
Total to post 24000.00 [ Cloge window
P Help
"

° C“Ck v Update

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

e Click Yes
e Close the window

Note: if corrections are made in the batch, a new Batched Transaction Report must be
printed reflecting these changes
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Activity: Check the Comparative Budget Report

Reporting > Custom > Comparative Budget

e Click Print
e View the Current Budget column displaying the previous year closing balance of $94000

Fixed Current Actual YTD Variance
Account Description Budget Budget
GENERAL FUND
(0PRE Previous Year Closing Balance
YO Previous ear Closing Balance (94 000} (94, 000.00)
Balance for Previous Year Closing Balance (94,000) (94,000.00)

e Close the Comparative Budget Report
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Activity: Entering Income Budget Allocations

Transactions > Budget > Income

Using the table below, we will enter the budget allocations as shown. There is no need to enter the
decimal place or the comma separator when entering data.

Budget Code | Description Amount ($)

C1001 Secondary Voluntary Contributions 7-10 50,000
C1305 P&C Donations 2,000
C1705 Hire of Facilities 4,000
C1805 Bank Interest 1,000
C1905 Sale of Assets 10,000
C3205 Student centred Funding 100,000
C3005 Bookshop - Books 12,000
C5015 Miscellaneous Revenue 2,988
C5999 (Revenue) GST Rounding 12
Total Income Allocations 182,000

Record keeping and data entry for the first transaction

Write up the Batch Register for Batch 2 using Ref BA2 — Budget Allocation Total $182,000

BATCH REGISTER

For the month of

Period

BANK RELATED TRANSACTIONS

Reference No

Type of Batch*
[C] Cheque

[E] EFT

[B] BRay.

Income
Receipts
{INC)

Date/Da
Batch No

From To

Adjustments/Reversals =

Expend
Payments
{ESP)

Credit
Notes

Income
(nc)

Accruals
{Manual
Only)

Internal

Charge**

Expend Totals

(ESC)

1 BA1| BA1

94000

2 BA2 | BA2

182000
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Transactions > Budget

e Select the Type Income
e Click in the Budget Account field
e Enter C1001 and press <Tab>
e Press <Tab> to use today’s date
e Enter 50000 (no decimal, no comma, no dollar sign)
e Enter a short reference BA2 and press <Tab> (Annual Budget Allocation number 2)
e Enter the batch reference number 2
e Enter the detail ‘Annual Budget Allocation 2019’
e Select the text in the detail field and copy it to the computer’s clipboard using Ctrl + C
7 Budget Allocation @
Budget Allocation | controts
rTupe ™ Expenditure (& §ncome! Options
Budget Account [c1001 | Secondary Yaluntary Contributions 7 |
Date Period El
Reference B4z Batch Ref.
Detail |Annual Budget Allocation 2019 | Ok
¥ Caneel
Window
rCurrent #11ocation ) O close window
New Allocation if transaction posted ? Help
e Click on OK
OF. to BATCH this transaction 7 No

Yes

e Clickon Yes

Continue entering the rest of the data and paste the detail using Ctrl+V — this can be done for the
next batch of transactions as well

Budget Code | Budget Account Amount ($)
C1305 P&C Donations 2,000
C1705 Hire of Facilities 4,000
C1805 Bank Interest 1,000
C1905 Sale of Assets 10,000
C3205 Student centred Funding 100,000
C3005 Bookshop - Books 12,000
C5015 Miscellaneous Revenue 2,988
C5999 Revenue GST Rounding 12

When all budget allocations have been entered, the user can then check the batched transaction
report to ensure data entry accuracy. This is covered in the next activity
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Activity: Checking the Batched Transaction Report

Transactions > Reports

. 27 Report
Click

Click on Batched Transactions
Uncheck the boxes next to Income and Expenditure
Leave the box checked for Budget Amendments

Leave the Bank Accounts alone (Budget allocations do not affect the Bank Account)

f Records

-
'aGENERAL REPORTS

A1 transactions

Eatched transactions

Future Postings

Purchase Orders

Alternative Payee Transactions

Batch Number Report

S5 AUDIT REPORTS
Transactions not yet printed
Year End Statement
Commitment Summary
EFT/BEPAY Certification Log
Record Maintenance Log
=5 BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance
=9 Tax REPORTS
Taw Reimborsement CINC)
Tax Reimbursement (EXP)

1( Transactions W Ad-Hoc

1( Custom 1

Report Options

“INCLUDE TRANSACTION TYPES ... |

|l
O

- B
¥ Budget Ammendrients
[T Journal Transfers
T tecruals et

.

"FROM B&NK ACCOUNTS .

[# Cash Management -
V¥ Cheque Account
W Investrment e

-

.

"FIND TRANSACTIONS BASED ON .. |

lgnore Search
D Simple Search

D Detailed Search
;

(SHOW RERORT WITH ..

¥ Gross Totals
[T Totals Only
B shtort Report Format
B Include Deseriptions 7
= Include Invoice ?
I Include User 04N 7
[T SearchCriteria
[T Report Motes

"

(DESTINATION ..
{ Printer
% Screen
" Page Preview
= Spreadzhest

Change Sort Order

Print

e Click on Print

e Check that all the transactions and totals are correct. A portion of the report is printed for you
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Posting Detail Type Date Hett Tax Total Voucher
2
C1001 Secondary Voluntary Centributions 7
Annual Budget Allocation 20159
Ref BA&Z ALL 28 JAN 2019 50000.00 Ci
2
C1305 P&C Donations
Annual Budget Allocation 2019
Ref BAZ ALL 28 JAN 2019 2000.00 Ci
2
C1705 Hire of Facilties
Annual Budget Allocation 2019
Ref BAZ ALL 28 JAN 2019 4000.00 Ci
2
C1805 Bank Interest
Annual Budget Allocation 2019
Ref BAZ ALL 28 JAN 2019 1000.00 Ci
2
C1%05 Sale of Assets
Annual Budget Allocation 2019
Ref BAZ ALL 28 JAN 2019 10000.00 Ci
2
C3z05 Student-centred Funding
Annual Budget Allocation 2019
Ref BAZ ALL 28 JAN 2019 100000.00 Ci
2
Caoos Bookshop - Books
Annual Budget Allocation 20159
Ref BAZ ALL 28 JAN 2019 12000.00 Ci
2
CsM15 Mizcellaneous Revenue
Annual Budget Allocation 20159
Ref BA&Z ALL 28 JAN 2019 2988.00 Ci
2
C5999 G5T Rounding
Annual Budget Allocation 2019
Ref BAZ ALL 283 JAN 2019 12.00 1
Key Nett Gross
INC  Income UC  Income Correction Total Income 0.00
ESP  Expenditure ESC Expenditure Correction Budget Amendments 182000.00
ACR Accrual PRE Prepayment Expenditure A_galnst Budget 0.00
CRT Creditor DBT Debtor Internal Charging 0.00
ALL Budget Allocation VIR Budget Virement Journal Transfers 0.00
JHML  Journal Transfer CHG Internal Charge

e Scroll to the very bottom of the report and check that the batch total is $182,000

e Close the report

Note: if errors are noted these can be corrected via View/Post Batch as described in the

next exercise.
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Activity: Editing a Budget Batch

Transactions > View/Post Batch > Budgets

e Click in the Batch Ref field
e Enter the batch number 2

Find Batch
( Find Batched Budget ] Controls
Q) pispla

e Click on Display or press <Enter>

e To correct an error highlight the incorrect budget allocation transaction

Vi Post Batch to Budget Accounts @
-~
Gross
Ret. Date Period Yalue '@I Contiali
2HZ 228 JAH 2019 10 2
JAN 2019 A E & Find Bateh

BAZ 28 JAM 2019 1 400000 MO

BAZ 28 JAM 2019 1 1000 . 00 MO &

EAZ 28 JAH 2019 1 10000, 00 HO

EAZ 28 JAH 2019 1 100000, a0 HO

BAZ 28 JAM 2019 1 12000 . 00 MO

BAZ 28 JAM 2019 1 292200 MO

EAZ 28 JAH 2019 1 12.00 MO LT

Source F Supplier Mett o.oo

Budget c1oo1 Tax 0.00

Analysis

Batch Ref. 2

Type ALL

Description Annual Budget Allocation 2019 v Wikl
b Window
-~ -

D Help

"

e Click Edit &

This will take you back to the Budget screen
Correct any errors on the Budget screen
Click OK

Click Yes

This will bring you back to the Post Batch screen
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Activity: Updating a Budget Batch

Transactions > View/Post Batch > Budgets

e Click in the Batch Ref field and enter the number 2

Find Batch

[ Find Batched Budget ] Controls

] , Displa

e Click on Display or press <Enter>

e Click on the hand icon ﬂl at the top of the screen to select all transactions for posting

Vi Post Batch to Budget Accounts -5 |3
-~ ~
Gross
Ref. [ate Period Yalue Contiali
BAZ 22 JAN 2019 1 2000.00  ES E #4 Find Bstoh
BAZ 22 JAN 2019 1 4000.00  YES
BAZ 22 JAN 2019 1 1000.00  VES 2
ERZ 28 JAH 2019 1 10000, 00 YES
ERZ 28 JAH 2019 1 100000, 00 YES
BAZ 22 JAN 2019 1 12000.00  VES
BAZ 22 JAN 2019 1 29353.00  YES
EAZ 28 JAN 2019 1 12.00 VES T
Source J Supplier Nett o.oo
Budget cioom Tax 0.00
Analysis
Batch Ref. 2
Tupe ALL
Description Annual Budget Allocation 2019 v ikl
b wWindow
-~ -
Total to post 1&2000.00 [ Close window
2 Help
"

e Check that the total to post matches the batch total of $182,000

e Click on Update ¥ Ut The following message will appear

Are you sure pou want bo post the selected items? Mo

e Click on Yes
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Profiling - The Budget Accounts need to have the amount of the budget allocated evenly to
each of the 12 periods in a year for the C accounts. The following screen will appear;

Budget Profile -C1705

-

[ .
Controls
1 | ml T | IZI.IZIIZI| Current Allocation &g LB} Switch (&)
z | D.Dnl 8 | ':"':":'l t% ) ZF Clear
3| oon| 9| soo) | 000 | I
4 | D_Unl 10 | |:|_|:||:|| Total Budget — Ul
5 | ooo| 11| o.oo] | -4000.00 | || ©P Brofile
& noo| 12 0.00
| | 12 ] | .
- =|
( m Window
Usze Praofile Mo Profile .
P Help
\
e ClickonBy 12
°

The budget allocation will be divided into 12 equal portions automatically by the system

Budget Profile -C1705

- -
Controls
1 [ =s333| 7| -333.33| Current Allecation Fp ($) Switch (E)
2|  -33333| 8| -333.33 Cs £ Clear
_ . -4000.00
z zzzaz| 9 -333.33 B gz
4 _zzz.zz| 10 | _333_33| Tatal Budget
[ .
5 ss3ss| 11| -sssaa| | -4000.00 | of Profile
3 23333 12 —333.37
| 1z ] | v
\
- . YWindow
Use Profile Mo Frofile -
P Help
\
e Click OK

Have you finighed profiling thiz budget

[ o |

Tes

Click Yes to the confirmation question

Repeat this as often as needed until the profiling screen stops appearing

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 88 of 332
© 2019 Civica Pty Ltd




Activity: Checking the Comparative Budget for Income

Budgets

Reporting > Custom > Comparative Budget

e Click Print

Fixed Current Actual ¥TD Variance
Account Description Budget Budget
GENERAL FUND
0OPRE Previous Year Closing Balance
YOYY Previous Year Cloging Balance (94,000} (94,000.00)
Balance for Previous Year Closing Balance (94, 0:0:0) (94, 00:0.0:0)
10REV Revenue Accounts
c1001 Secondary Voluntary Contributions 7 (50,000} 0.00 (50,000}
C1305 P&C Donations (2,000 0.00 (2,000)
C1705 Hire of Facilties (4,000) 0.00 (4,000)
C1805 Bank Interest {1,000 0.00 (1,000}
C1505 Sale of Assets (10,000} 0.00 {10,000}
C3005 Bookshop - Books (12,000} 0.00 {12,000}
C3205 Student-centred Funding {100,000 0.00 (100,000}
C5015 Miscellaneous Revenue (2,588) 0.00 (2,538)
C5999 G5T Rounding (12 0.00 (12)
Balance for Revenue Accounts (182,000) 0.00 (182,000)
Total Funds Available (276,000) (94, 00:0.0:0) (152,000)

e Close the report
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Activity: Allocating Expenditure Budget Allocations

Transactions > Budget > Expenditure

Record keeping

e Complete the Batch Register for Batch 3, Ref BA3, Total Budget Allocations $189,000

BATCH REGISTER

For the month of

Period

BANK RELATED TRANSACTIONS

Reference No

Type of Batch*

Adjustments/Reversals =

DatefDa Bank Income Expend Accruals

Batch N € [C] Cheque: AIC Receipts Payments Credit I Expend Internal (Manual BAMIe. Proc
o Export | From To [[Blﬂ] % 12,3 “m':] Esmy Notes n(?fc'?e (E“;& Charge* 0“';,] Totals By
1 BA1| BA1 94000
2 BA2 | BA2 182000
3 BA3 | BA3 188000

e Click on Transactions

e Click on Budget
e Select the Budget Type — Expenditure
e Click in the budget account field
e Enter D1025 and press <Tab>
e Press <Tab> to use today’s date
e Enter 20000 (no decimal, no comma, no dollar sign)
e Enter a reference BA3 and press <Tab>
e Enter the batch reference number 3
e Type or paste the detail ‘Annual Budget Allocation 2019 using Ctrl+V
7l Budget Allocation [ e
) Budget Allocation contri®
Type @ Expenditure & Income Options
Budget Account |D1025 | Stationery & Office Supplies |
[ate Perind El
Detail |Annual Budget Allocation 2019 | Ok
¥ Cancsl
h YWindow
rCurrent Allocation E_ Close window
MNesw &llocation if transaction posted ? Help

e Click OK
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OF. to BATCH this transaction 7

e Click Yes

Enter the remaining data from the table below

Expenditure Bud

get Allocations continued

Budget Code | Description Ref Batch | Amount ($)
Ref
D1087 Bank Fees and Charges BA3 3 500
D1455 Water BA3 3 1,000
D1510 Facilities — cleaning BA3 3 3,000
D1605 Faults Management BA3 3 50,000
D1615 Computer Repairs BA3 3 1,500
D1810 Purchase of Computer Hardware- BA3 3 14,000
Maths
D2005 Furniture-Administration BA3 3 7,000
D2710 Staff Development BA3 3 20,000
D3005 Bookshop BA3 3 3,000
D5005 English BA3 3 21,000
D5110 Numeracy BA3 3 20,000
D5305 Science BA3 3 18,000
D9005 Admin Server Reserve Transfer BA3 3 10,000

Paste the detail using <CtrI>+ V or use the text ‘Annual Budget Allocation 2019
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Activity: Checking the batched transaction report

Transactions > Reports

Fg{;e? Reports
5

Click

Click on Batched Transactions
Uncheck the boxes next to Income and Expenditure
Leave the box checked for Budget Amendments

Leave the Bank Accounts alone (Budget allocations do not affect the Bank Account)

{ Records |[Transactions |

-
EGENERAL REPORTS

#11 transactions

Batched transactions

Future Postings

Purchase Orders

Alternative Payee Transactions

Batch Mumber Report

5 AUDIT REPORTS
Tranzactions not yet printed
Year End Statement
Commitment Summary
EFT/BPAY Certification Lag
Record Maintenance Log
25 BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Eank Balance
{24 Tax REPORTS
Tax Reimbursement {INC)
Tax Reimbursement (EXP)

Ad-Hoc

9 Custom |

Report Options

(INCLUDE TRANSACTION TYPES ... |
[T Income

[T Expenditure

¥ Budget Amnendments

[T Journal Transfers

T ficeruals ete.

\
"FROM BANK ACCOUNTS ...

¥ Cheque dccount
¥ Investrment 4/c
¥ Petty Cazh

.

'FIND TRANSACTIONS BASED ON .. |

lgnore Search
D Simple Search

(SHOW REPORT WITH ...

¥ Gross Totals
[ Tatals Only
¥ short Report Format
[T Include Descriptions ?
= nclode |rvoice 7
[T Include User 0/M 7
[T Search Criteria
[T Report Motes

%

(DESTINATION ..
" Printer
{* Screen
(™ Page Preview

{0 Spreadshest

Change Sort Order ‘

D Detailed Search
;

Print |

e Click on Print

e Check that all the transactions are correct

Key

N Income [lies
ESF Expenditure E=C
ACR Accrual PRE
CRT Creditor oBT
ALl Budget Allocstion VIR
JML Journal Transter CHG

Mett

Income Correction Total Income 0.00
Expenditure Correction Budget Amendments 159000.00
Prepayment Expenditure Against Budget 0.00
Debtor Internal Charging 0.00
Journal Transfers 0.00

Budiet Yirement
Internal Charge

Gross

Transactions » Reports = General Reports = Batched Transactions

e Check that the expenditure total is $189,000.00

e Close the report
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Activity: Editing and Updating a budget batch

Transactions > View/Post Batch > Budgets

e Click on Transactions
e Click on View/Post Batch
e Click on Budgets
e Click in the Batch Ref field and Enter the number 3
e Click on Display or press <Enter>
7 Post Batch to Budget Accounts [ |
i Gross h
Ref. Date Period ¥alue ﬂ Controle
F| 28 JAN 2019 1 500. 00 HO w ) Find Bstch
BAZ 28 JAN 2019 1 1000 00 HO
BAZ 28 JAH 2019 1 3000 .00 HO _fz_
BAZ 28 JAN 2019 1 50000. 00 HO
BAZ 28 JAN 2019 1 1500, 00 HO
BAZ 28 JAN 2019 1 14000. 00 HO
BAZ 28 JAH 2019 1 700000 HO
EAZ 28 JAH 2019 1 20000, 00 Mo LT
Source / Supplier Nett 0.00
Budget p1025 Tax 0.00
Analysis
Batch Ref. 3
Type aLL
Description Annual Budget Allocation 2019 v Laibife
e wWindow
P -
Tatal to post E_ Close window
P Help

e Select the first transaction
e Click Edit 2]

The Expenditure Budget Allocation window will open and any necessary changes can be made.
We will not make any changes in training unless there is an error.

7l Budget [T (3]
BUdQEt . Controls
rTupe & Expenditure ¢ Income Optians
Budget dccount D025 [ Stationery & Ofice Supplies |

pet [1]

Detail [ #nnual Budget Allosation 2019 | " ok
X Cancel
h ¥Window
= ™ .
Current Allacation A Close window
New &llocation if transaction posted 20000.00 ? Hel

L5

e Click OK (or press <Enter>)
e Click Yes (or press <Enter
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e Click on to change the NO to YES for posting

7l Post Batch to Budget Accounts -l
-~ -
Gross
Ref. Date Period Yalue Controls
@k Find Batch
Source / Supplier Nett 0.00
Budget p10zs Tax 0.00
Analysis
Batch Ref. 3
Type aLL
Description Annual Budget Allocation 2019 \/ Wi
b wWindow
- -
Tatal to post 15900000 L Close window
9P Help
"

The total to post appears in the lower window. Check that the total to post matches the batch
total of $189,000.

e Click on Update ¥ Ut
The following message will appear

Are pou sure pou want to post the selected items? No |

Tes

e Click on Yes
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Profiling — Most Cost Centres are required to have their D Expenditure budgets spent by the
end of October or early November, therefore profiling by 12 and allocating the amount evenly
over each of the 12 periods is not applicable to the D accounts. As we don’t want to attach a

°
°
°
e profile to these accounts, we will click the Profile icon and then click OK.
. 53 Profile
e Click
Budget Profile -D5005
[ Controls
1 aoa] 7| 0.00|  Current Allocation b (3] Switch (R)
z | oo 8] 0.00 0 ) &7 Clear
z | ooo| % 0.0 ’W‘ B iz
4| .00 19| 0.00]  Tetal Budget N J—
5| noo| 11| 0.00] | 21000.00 | o8 Promle
on| 12 [ ziooo.o0
& | noo| 12| | .
o Window
Use Profile Mo Prafile =
? Help
e Click OK

Have you finizhed profiling this budget?

[ ]

Click Yes to the confirmation question

Repeat this as often as needed until the profiling screen stops appearing
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13.3Surplus Budget

After entering the budgets, a figure may appear against the Balance of the General Fund in the
Current Budget column. This figures is money which has not been allocated and is available for
budgeting by the school. It is important that schools ensure that the Budgeted Expenditure amount
is not greater than the Budgeted Income amount, as this will result in the Budget being in deficit.

Activity: Determining the unallocated funds

Reporting > Custom > Comparative Budget Report

e Click Print
e Scroll down to the middle of the report

e View the Balance of General Fund in the current budget column (2" column) — this is the
surplus amount.

Fixed Current Actual YTD Variance
Account Description Budget Budget
BALAMCE OF GENERAL FUND (87,000) (94,000.00) 7,000

e Close the Comparative Budget Report

IMPORTANT

If budgeted Revenue does not equal budgeted Expenditure, the

difference shows as a surplus or as a deficit in the Current Budget
column against the Balance of the General Fund. It is important that the
budgeted expenditure is not greater than the budgeted income.
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13.4 Fixing the Budgets

Once the budgets have been entered for the current year they should be fixed. Fixing the budget
will copy these figures from the ‘Current Budget’ column to the ‘Fixed Budget’ column. Any further
revisions which are made will then appear in the current budget column. Do not refix the budget
during the year. The fixed budget column will always represent the initial budget figures for the
year

Activity: Fixing the Budgets

System Manager > Fix Budgets

Systern Manager

Users and Password

Systermn Setup 2

Clear Multi User Flags

Impert Budget 2

Backup Data File Ctrl+B

Last Year Data 3
| Fix Budgets |

The following message will appear

— . . . . . 3
f 1 Selecting thig option will copy the curent budget account figures for reporting
Y and comparizon purpozes. Any previous contents will be overvritten.

" Proceed ?

e Clickon YES

Reporting > Custom > Comparative Budget

e Check the result of fixing the budget figures
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Fixed Current Actual YTD Variance
Account Description Budget Budget
GENERAL FUND
Q0OPRE Previous Year Closing Balance
Y Previous “'ear Closing Balance (54 000) (54,000} (54 000.00)
Balance for Previous Year Closing Balance (94,000) (94, 0:00) (94, 000.00)
10REV Revenue Accounts
C1001 Secondary Voluntary Centributions 7 (50,000} (50,000} 0.00 (50,000}
C1305 P&C Donations (2,000) (2,000} 0.00 (2,000)
C1705 Hire of Facilties (4,000) (4,000} 0.00 (4,000)
c1g05 Bank Interest {1,000} (1,000} 0.00 {1,000}
C1905 Sale of Assets (10,000} (10,000} 0.00 (10,000}
C3005 Boockshop - Books (12,000) (12,000} 0.00 (12,000)
C3205 Student-centred Funding {100,000) (100,000) 0.00 {100,000)
Cs01s Miscellaneous Revenue (2,988) (2,988) 0.00 (2,988)
C5999 GST Rounding (12} {12}y 0.00 (12}
Balance for Revenue Accounts (182,000) (182,000) 0,00 (182,000)
Total Funds Available (276,000) (276,000) (94,000.00) (182,000)
20EXP Expenditure Accounts
D1025 Stationery & Office Supplies 20,000 20,000 0.00 20,000
D1085 Entertainment (FBT}-Employees 0.00
D1086 Entertainment - Non Employees 0.00
D1087 Bank Fees and Charges 500 500 0.00 500
D1085 Purchasing Card (Surcharge) 0.00
01455 Water 1,000 1,000 0.00 1,000
D1510 Facilties - cleaning 3,000 3,000 0.00 3,000
D1805 Faultz Management 50,000 50,000 0.00 50,000
D1615 Computer Repairs 1,500 1,500 0.00 1,500
D1810 Purchase of Computers - Maths 14,000 14,000 0.00 14,000
D2005 Furniture - Administration 7,000 7,000 0.00 7,000
D2705 Professional Dev - Teaching Staff 0.00
D2710 Staff Development - Admin 20,000 20,000 0.00 20,000
03005 Boockshop - Books 3,000 3,000 0.00 3,000
D408 Refund of Facilties Hire 0.00
D4599 GST Rounding 0.00
D5005 English 21,000 21,000 0.00 21,000
05110 Numeracy 20,000 20,000 0.00 20,000
D5305 Science 18,000 18,000 0.00 18,000
Balance for Expenditure Accounts 179,000 179,000 0.00 179,000
JORES Reserve Account Transfers
DS005 Admin Server Reserve Transfer 10,000 10,000 0.00 10,000
09205 Adminstration Reserve Transfer 0.00
Balance for Reserve Account Transfers 10,000 10,000 0.00 10,000
Total Expenditure 189,000 189,000 0.00 189,000
BALANCE OF GENERAL FUND (87,000) (87,000) (94,000.00) 7,000
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BALANCE ACCOUNTS

S0RES1 Reserve Accounts
N1005 Administration Server Reserve
N1630 Photocopier Resource Reserve

Balance for Reserve Accounts

GOADV Advance Accounts
N2505 Petty Cash - Admin Advance
N2520 Postage Advance

Balance for Advance Accounts

TUTRV Trust & Suspense Accounts
N3005 P&C Contributions

Balance for Trust & Suspense Accounts

G0SFA DO NOT USE
N3210 DO NOT USE
N3220 DO NOT USE

Balance for DO NOT USE

S0GST GST Clearing Accounts
N3505 GST Clearing Account
N3550 GST Effect Account

Balance for GST Clearing Accounts

BALANCE OF BALANCE ACCOUNTS

BALANCE OF ALL ACCOUNT 3

Tax Position

GRAND TOTAL

Ensure all allocated budgets have figures in both columns. If any budget account has not been
copied over correctly (due to a profile not being attached), you can re-profile the Budget
Accounts (Records > Budget Accounts > Find > Profile) and then re-fix the budget.

0.00
0.00

0.00

0.00
0.00

0.00

0.00

0.00
0.00

0.00

0.00
0.00

0.00

0.00

(87,000) (87,000) (94,000.00) 7,000

0.00

{94,000.00)

A e

The Grand Total reflects the
balance of all bank accounts
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14 Income Sources and Suppliers

14.1 Creating Suppliers

Each transaction needs to be allocated either an income source or supplier depending on the
transaction type. WA Government schools will allocate nearly all income against one source — a
code of INCO01. The exception to this is the ATO where the account code is ATOI. These codes
will be pre-set in your data file.

Suppliers however, will be handled individually. The supplier code will consist of the first three
characters of the supplier's name (surname if an individual) followed by a three-digit number.

As the income sources INC0O01 and ATOI have been set up for your schooal, it is unlikely that you
will be required to create any more income sources and will only create suppliers on an ongoing
basis. To make sure you only create suppliers and not income sources by mistake you can have
suppliers set as the default.

Activity: Set Supplier as Default

Records > Income Sources / Suppliers

° ClICk Defaults
e The Account Defaults screen will appear:

Account Defaults

TY¥PE ... SORT KEY ...

Cancel | 0K |

e Ensure Supplier is selected
e Click OK
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Activity: Creating New Suppliers

Records > Income Sources and Suppliers

Note - a standard naming convention must be used when assigning a code to each
supplier record. The code consists of three alpha and three numeric characters. E.g.

Bookland — BOOO001

Once you have entered a transaction against a supplier record you will not be able to edit

the supplier name or short code, therefore, it is
using the supplier.

important to check your data entry before

[#] Mew record

Click on

Enter 190 Stirling Street press <Enter>

Enter the ABN for this supplier 12 345 345 345

Income Sources / Suppliers

-~ -

Short Mame EOOO0A

"
’_( General Y EFT/BPAY 1

Full Mame
fiddress

Sort Key

|Bookland

190 Stirling Street
EAST PERTH wa 6004

(Supplier is now the default)

In the Short Name field type the supplier code BOOO001 and press

<Tab> to the Full Name field (a sort key will be discussed later in training)
Enter Bookland in the Full Name field and press <Tab>

Enter EAST PERTH WA 6004 and <Tab> to the ABN field

s

|

Use capitals for the suburb only, Title
case for all other data.

Controlg

Put the post code in the address
block if you want to use system
cheques or window envelopes

/

Spaces in the ABN make it easier to
read but they are not necessary.

Post Code
Cantact | |
HEN [12 345 345345 :
Reference | |
#lternative l:l
Payee Q
.
o~
i i
PTD Q ¥TD Q

Click on the EFT/BPAY tab

Select Cheque as the Payment Method
Select None as the Remittance Method

Payrment Methods Rernittance Method
¥ Cheque ™ Email

[T BPay 5 Print

I EFT &= Hane:
e Click OK

T

¥ Eancell

YWindow
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Repeat the above steps to create the following two suppliers:

Short Code Full Name & Address ABN EFT/BPAY
MARO0O1 Marty’s Odd Job Service No ABN provided — Cheque
277 Mary Street written and signed None
PERTH WA 6000 statement provided that
Marty is a hobbyist. Enter
STATEMENT SUPPLIED
in this field.
OFFO001 Office Works Cheque
1122 Hay Street 11123123123 None
SUBIACO WA 6008

When a supplier is unable to quote an ABN they may have to complete this form to avoid having

Schools must not deal with suppliers who do not have an ABN
unless they are provided with written evidence (by the supplier) that
the supplier’s activities are classed as a hobby.

part of the payment withheld.

.
b ? Auwstralian Government

- e Aantralian Tasstion Offic

Statement by a supplier

Reason for not guoting an Australian business number (ABHN) to an enterprise

Mame of supplier

OO OO T T T T T OO T T I T T T ]
OO T e T e e e
nadress ot suppier LD LI T T TICE L LICICT]

Under the pay a& you go legislation and guidelines produced by the Tax Office

| provide you with 2 written statement that explains whiy | have not quoted an ABM for the u'ﬁtk Ir-'.'i:
current and future supply of goods and services to you. P
The supply is made to you in my capacity s an individual, and the supply i= made in the

cowrse of an activity that is a private recreational pursuit or hobby

private or domestic nature for me

The supply is made to you in my capacity s an individual, and the supply iz wholly of

]

enterprise in Australia

| for the supplier that | represent) amfis a non-resident who is not carrying on an

]

exempt from income tax

The whaole of the payment that | jor the supplier that | represent) will receive for the supgly is

]

donot meet the definition of enterprize for tax purposss

| for the partnership that | represent) have no reasonable expectation of profit or gain
from the activity undertaken and consider that | jor the parnership that | represent) |:|

For this reason | am not quoting you an ABN. You should not withhold an emount from the payment you maks to me
fior fhe supply. | agree o advisa you In writing f circumstances change to the extent that this statement bacomes invalid.

Mame of authorised

person i not the suppies)

Signature of suppliar or
authorised person

oee [T/ 11/ 00

Daytime contact
phone number

NINNENNEEN

It Iz an offence to
make 3 false or misleading statemeant

The person or entity to whom this statement is made should retain the statement for 5 years

T oA
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14.2 Alternative Payees

The Alternative payee option is used where the supplier wishes the school to pay another
organisation that is collecting on its behalf, this could happen when a business is in receivership.

Activity: Creating an Alternative Payee

The supplier Any Time Computer Repairs has gone into liquidation and you have been
instructed to make all payments for this supplier to an alternative payee called Mr Fix-IT. Create
this new Alternative Payee and then link them to the Supplier.

Records > Alternative Payees

Click on [#] Mew record

[ ]
e Type FIX001 in the short name field and press <Tab>
e Press <Tab>
e Inthe Full Name enter — Mr Fix-IT and press <Tab>
e Enter the address in the address block - 22 Armadale Road, ARMADALE WA 6112
e Press <Tab> until you get to the ABN field
e Enter 67 678 678 678
Short Name Controls

h
’_r General Y EFT/BPAY 1

Full Mame [ Mr Fis-IT

fddress Z2 Armadale Road, -
ARMADALE WhA 6112

e | N —

Contact | | ¥ Cancel

4B [67 678678678 | windi®

Reference | |

E_ Close window

P Help

Click on EFT/BPAY

Select Cheque as the payment type
Select None as the remittance method
Click OK to save the data

Note: when entering Expenditure Transactions and selecting the Alternative Payee
checkbox, the system will check that the SUPPLIER has an ABN number for tax
purposes.
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Linking an Alternative Payee to a Supplier

Method for Linking an Alternative Payee to a Supplier

Select Records

Select Income Sources & Suppliers

Select Find Record and enter the Supplier code
Select Edit

Click in Alternative Payee field and press <TAB>
Select an Alternative Payee from the list or

Add a new payee by selecting New Payee button
Select OK

Activity: Linking an Alternative Payee

Anytime Computer Repair Service is in receivership and you have been instructed to make all
future payments to Mr Fix-IT. We will link the Alternative Payee to the Supplier.

Records > Income Sources and Suppliers

e Click # Find record
e Type ANY and press <Enter> (to force the search)
Income Sources / Suppliers ﬂﬂ
-~ -
Short Name AMYO01 ¢ Income Source Controls
Sort Key & Supplier 4 Previous record
\
[ Mext record
| General Y EFT/BPAY 1
N @& Find record
Full Mame | Anytirme Computer Repair Services
Address 120 High Street - B1 e raeesd
FREMANTLE & 6160 2 Edit record
— W Delete record
Post Code l:l Cefaults
Phone | R [ ] B Lobels
Contact | |
HEN 12 269 353 369 |
Reference |
#ilternative l:l
Payee Q
L wWindow

Click ;S" Edit recard

Click into the Alternative Payee field at the bottom
Press <Tab> and the following window will appear listing all Alternative Payees created

Alternative Payees

Code Harne | Sort Key Contyols
|FI)(DD1 e Fix IT [#] Mew Pauee
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e Double click on FIX001 Mr Fix-IT.

Alternative .
Payee Flx001 QL HrFix-IT

5

e The short code FIX001 will be displayed in the field
e Click OK to save the data

Records > Alternative Payees

. ChOOSG M Find record

o Type FIX and <Enter> in the Short Name

. 5 1i
Click on @ Supiers

e OK to print to the screen

Alernative Payee - Linked Suppliers Report printed at 15.47

on the

28 JAN 2018 - Period 1

Alernative Payee:  FIXODM1 Mr Fix-IT

Code Name

ANY 001 Anytime Computer Repair Services

Mumber of suppliers 1

e Close the report
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Activity: Creating an Alternative Payee on the fly

Records > Income Sources/Suppliers

M Find record

e Choose
o Type GRA in the Short Name and <Enter>
&’ Edit record

Choose
Click in the Alternative Payee field and <Tab>
Choose [II New Payee

In the Short Name type BAKO0O1

In the Full Name type Mrs M Baker

In the Address type 86 Port Street YOKINE WA 6060
In the ABN type 12 458 789 789

Mew Details - Alternative Payee

-~ -
Short Name |BAKOO1
L

General Y EFT/BPAY -]
Full Mame |MrsMBaker

Address 86 Part Strest
YOKINE %w'é 080

Phone | |

AEN [12 452 799 729 |

Contact |

Reference |

|
|

e Click on the EFT/BPAY tab
e Select the Payment method of Cheque
e Select the Remittance method: None

Payrnent Methods Rernittance Method
[+ Cheque £ Email
[Tl BPay = Print
[ EFT % Mone
e Click OK

ATter native q Mrs M Baker

e View the Alternative Payee reference | P2
e Click OK to save
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14.3Records Reports

Activity: Supplier Reports

Records > Reports

.

Select Suppliers Only

| Records

1[’ Transactions ] f

Ad-Hoc

Custom

A0

)

EINCDME SOURCES & SUPPLIERS
Income Sources only
Eippiiers aniy ]
Income Sources and Suppliers
Suppliers only §Short form)
Suppliers with no BN

a IMCOME & EXPEMDITURE AMALYSIS
Incorme only
Expenditure only
Income and Expenditure

4 BUDGETS
List of Budget Accounts
Budget ws Actual ws Cammitted
Eudget Profiles
Budget Anal ysis
Budget History
Budget Expenditure Breakdown
Default &nal ysis Codes

E FUNDING STREAMS 2 COST CEMTRES
Funding Stream Analusis
Cost Centre Analysis
Funding Stream by Budget dccount
Cost Centre by Budget Account

Report Options

" SEARCHEY ...

Account |

| o |

Sort |

-

Detailed Search

(" SHOW REPORT %ITH..

[T Search Criteria
[T Report Notes

\

DESTIMATION ..

™~ Printer
% Screen
" Page Preview
" Spreadsheet

Print Report |

[ ]
accuracy of data

Any errors noted can be rectified via Records > Income Sources and Suppliers > Find >

Click on Print Report — a portion of the report is displayed below; check your report for

Edit
AZNMOO ASM Bookshop Contact
12 Kembla Way Fax
WILLETTOM WA 8154 Sort
T/O PTD 0.00
T/O YTD 0.00
Phone ABN 12 7585 890 453
ANYDO01 Anytime Computer Repair Services Contact
120 High Street Fax
FREMAMNTLE WA 6160 Sort
T/O FTD 0.00
T/IO YTD 0.00
Phone ABN 12 359 369 369
e Close the report
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Records > Reports > Suppliers Only (Short form)

This report displays a list of clients in a format less lengthy than the Suppliers only report.

Records w|r Transactions w||r Ad-Hoc ]( Custom ]
3 INCOME S0URCES & SUPPLIERS Report Options

Income Sources only

Suppliers only SEARCH BY ...
Incame Sources and Suppliers
Suppliers oniy (Short formi Becount | | ta | |

Suppliers with no ABN
Snrt [ 1

e Click Print

e A portion of the report is shown below

List of Suppliers (Short) Report print

Payment Account BPAY
Method Details Biller Code

AEMO01  A&M Bookshop 12 Kembla Way Chg Name
WILLETTON WA 6154 BSB
Alc No

ANY0O01 Anytime Computer Repair 120 High Street Chyg Name
Services FREMAMNTLE WA 8180 BSB
Alc No

ATOE Australian Taxation Office Chg Name
BSB
Alc No

BANOD1 Bank Chg Name
BSB
Alc No

Records > Reports > Suppliers with no ABN

List of Suppliers with no ABN

Contact
BUIDDOA Build-it Furniture Company 120 White Way

PERTH WA 8000

X2 Accruals - Supplier

This report details all suppliers who do not have an ABN number.
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15 Tax Codes for RM Finance

When processing transactions for income or expenditure, a Tax code will need to be entered for
every transaction. This code allows RM Finance to classify the transactions correctly for the
Business Activity Statement. It is therefore extremely important that all users are familiar with the
codes and their meanings. It may take a little time to become familiar with how to classify each
income and expenditure item. The following tax codes are used in RM Finance. They will be set
up in your school’s data file.

Tax Code Purpose
GST Free supplies or acquisitions
0 Code 0 would be used when processing income or expenditure items which do

not include GST (For example - Water charges, Voluntary Contributions and Charges,
Educational excursions, Donations, Course materials that are consumed)

Taxed supplies or acquisitions
1 Code 1 would be used for ‘normal’ income or expenditure transactions which

include 10% GST ie: Normal Goods and services transactions. (For example — Commissions,
Food supplied on camps, Textbooks, Hire of buses for excursions. Check the invoice if in doubt)

Capital Acquisitions which include GST
2 Code 2 would be used for processing expenditure transactions for capital

acquisitions which have GST included in the price ie: items with a Gross Value of
=>$5,500 or Net => $5,000 (For example — Computers costing $5000 or more - excluding GST))

Capital Acquisitions with no GST in the price
3 Code 3 would be used for processing expenditure transactions for capital

acquisitions which have no GST included in the price
(For example — Wheelchairs costing $5000 or more)

Input-taxed supplies or acquisitions

4 Code 4 would be used for income or expenditure transactions in input-taxed
situations (Bank Interest or Input Taxed Fund Raising and Bank Charges with no GST)
Adjustments

Code 5 is used by the Tax Office if they need to adjust the GST amount
recorded in a previous tax period (For example — Exchange of an item resulting in a
change of the original price charged) Schools should not use Tax Code 5
Withholding Tax

Code 7 would be used if you need to withhold tax from a supplier who does not
have an ABN. THIS GST CODE SHOULD NOT BE USED - PLEASE
CONTACT ‘Finance Operational Support’
(Einancialservices.support@education.wa.edu.au) IF WITHHOLDING TAX
DOES APPLY.

Outside Scope

Code 8 would be used for processing transactions outside the scope of GST.
3 Transactions recorded against Code 8 are not included in the ‘tax table’ or the

Business Activity Statement (For example -Student-centred Funding, Vac Swim, Book Club,
P&C Contributions collected by School on behalf of the P &C, Collections for charity.

Ensure the correct tax codes are used for each transaction as this will

iImpact on the monthly BAS statement
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16 Receipt Processing

Receipts can be entered either from the receipt book (more likely in a primary school) or from a Z
tape/receipts (cash register) summary list (more likely in a high school).

Activity: Income Processing

Record keeping - Record the following batch of receipts on the Batch Register
Batch Number 4, Reference 1231 — 1235 (Receipt Numbers) Batch Total of Income - $21,760

BATCH REGISTER

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
Date/Da Batch* Bank Income Expend Credit Internal Accruals BANIE Proc
Batch No te [C] Cheque AIC Receipts Payments Income Expend (Manual
Export | From To | EET 1,2,3 (INC) (ESP) Notes {ic) (ESC) Charge™ | " oniy) Totals By
[6] BEay.
1 BA1 BA1 94000
2 BA2 BA2 182000
3 BA3 BA3 189000
4 1231 1235 1 21760

e Complete the tax code column for each item

Total Analysis | Detail Budget Line | Tax Receipt
Total | Code | No
$10,440 C3000 Bookshop - Books C3005 10,440 1231
$660 C1700 Hall hire C1705 660 1232
$10,000 C1900 Sale of Assets C1905 10,000 1233
$440 C2200 Healthways Grant C2205 440 1234
$200 C1000 Secondary Vols - C C1001 200 1235
Smith
$20 N3000I P&C Contribs — C Smith | N3005 20 1235

Note: although the individual receipt numbers are recorded in the Receipt No. field, if the
last receipt number is used as the Reference for all transactions in the batch, during Bank
Reconciliation the user will only have to reconcile one transaction rather than 4 as the
software will group all transactions with the same reference number together
Note ** Create the Budget Account C2205

Healthways Grant

Budget Heading 10 Rev

Default Analysis Code C2200
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Transactions > Income

e Click in the income source field

e Enter INC0O01 and press <Tab> (or press <Tab> to select from list)

screenshot below)

7l Income
Income

Inc Source I ncome

Reference Batch Ref.
e Press <Tab> to accept the default date of today
e Enter 21760 in the Total and press <Tab>
e Enter 1235 in the Reference field and press <Tab> (Use the last receipt number)
e Enter the Batch Ref 4
e Press <Tab>
e Enter the details Bookshop Books and press <Tab>
e Enter C3005 in the Budget field and press <Tab>
e Enter 10440 in the line total field and press <Tab>
e Enterthe Tax code 1 and press <Tab>
[ ]

Enter 1231 as the receipt number (your screen should be exactly the same as the

7

Income

Income

rlncSource I nearme
Reference Batch Ref.
"

Add new Income 1ine

Analysis |C3000 |Bookshep

[etail | Eookshop Eooks

Budget  [caoos |Bookzhop - Books

| Bal.[-12000.00

Line Tatal 10440.00

Taxcode [ 1] 1000% | Tax|

949,09

e <Tab> again. This will drop the item into the multi-line section at the bottom of the screen

A11 Income Lines
Detail F Mett § Tax ¥ Linge Total
Bookshop Books 2490.91 949, 09 10440, 00
Totals 949091 949.09 10440.00

&
ol

e The cursor will be flashing in the Detail field. Use the table below to enter the income

transactions:
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Note: the Details field should contain information regarding the items or services purchased. Do

not leave this blank

Detail Budget Line Total Tax code | Rec No
Hall Hire C1705 660 1 1232
Sale of Assets C1905 10,000 1 1233
Healthways Grant C2205 440 8 1234
Secondary Vols — C Smith C1001 200 0 1235
P&C Contribs — C Smith N3005 20 8 1235

Note ** Create the Budget Account C2205

Description: Healthways Grant - Budget Heading 10 Rev

o Click Bt Fhior the following

New Budget Details

Budget C2265
Description |Heu1thwuys Grant
Budget Heading 10REY - I

e OK and Yes to create the new Budget

Add the Default Analysis Code C2200

Code

Note: when creating budget codes with this method, users must complete the creation of
the code by navigating to Records > Budget Accounts and entering the required income

analysis code.

e Check the screen matches the screenshot below

7l Income

Income

rlncSource I nzorme
Reference Eatch Ref. l:l
"

Taxcode |[8[ D00% | Tax| .00

Edit selected Income Tine =2
Analysis |C22DD |l3rants from Other State Departments |
Detail |Hea| thways Grant |
Budget  [c2208 |Hestthways Grant | Bat [0 |
Line Total Receipt No.
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e Check that the total at the bottom of the screen equals the total at the top of the screen

7

Income [~ 8| (3]
Income Controls
rl nc Snurce | nzame ) Options
Date Period [1 |
| Reference Batch Ref.
Add new Income 1ine =
Analysis | | |
Detail | |
Budget | | Bl | |
Taxcode | | % | Tax| 0.00
v
ﬂ[::talil;wme Hnes F Hett ¥ Tax ¥ Line Total A Ll
PEC Contributions-C Smith 20,00 0.00 20,00 a |
Secondary Uols-C Smith 200.00 0.00 200.00 = EI wWindow
Heal thways Grant 440, 00 0.oa 440.00
ST it i Ll
L S Totals 19541.82 1918.1$ 21760.00 P Help
e Click OK

e Click OK to select the Cheque account

' Select Fund.

Please select the fund that you wi11 use for the transaction you have just entered,

Cash Management

Irvestment A/c

98765432

43209573

-

0K to BATCH Income transaction 7

e Choose Yes to Batch the transaction
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Activity: Checking the batch

Transactions > Reports > Batched Transactions

e Check the box next to Income (for an Income batch - turn the others off)
e Select the school’s operating bank account — usually the cheque account
e Keep Gross Totals on

1|r Transactions “r Ad-Hoc 1|r

Report Options

r Records Custom 1

3 GENERAL REPORTS

A1l transactions

Transactions not yet printed
Year End Staterment
Cormmitment Summary
EFT/EPAY Certification Log
Record MMaintenance Log

=5 BANK REPORTS

Reconciled transactions
Unreconciled transactions
Cash Maovement

Bank Ealance

£ Tax REFORTS

Tax Reimbursement {INC)
Tax Reimbursement {EXP)

"INCLUDE TRANSACTION TYPES ...

Eatched transactions
Future Postings F Incame [V Gross Totals
Purchase Orders [T Expenditure [T TotalzOnly
Alternative Payes Transactions II: Eudgetfrendrpents -
B Eatch Humber Report ournal Transfers
B Bstch Number Repor [T Accruals ete. F

£ AUDIT REPORTS b Il

"FROM BANK ACCOUNTS ...

[ cazh Management
¥ Cheque éccount
[T Investrment dse

%

3 lgnore Search

j Simple Search
D Detailed Search
a\

'FIND TRANSACTIONS BASED ON ..

(SHOW REPORT wITH ..

[T SearchCriteria
[T Report Notes

%

"DESTINATION ...
= Printer

% Scresn

€ Page Preview

¢ Spreadsheet

Change Sort Order |

Print |

Click on Print

Check that all the transactions and tax codes as well as the totals are correct
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Posting Detail

4
IMCO01

C3000

C3005

Chegque Account
Receipt Number
Bookshop Books
Ref 1235

4

MCO0M

c1700

C1705

Chegue Account
Receipt Number
Hall Hire

Ref 1235

4
INCO01

C1%00

C1505

Chegque Account
Receipt Number
Sale of Azsets
Ref 1235

4
MCO0M

cz200

C2205

Cheque Account
Receipt Number
Healthways Grant
Ref 1235

4
INCOO1

c1000

cio0

Cheque Account
Receipt Number

Income
Bookshop
Bookshop - Books

123

Income
Fees from Facilities Hire
Hire of Facilties

1232

Income
Sale of Azzels
Sale of Assets

1233

Income
Grants from Other State Departments
Healthways Grant

1234

Income
Contributions
Secondary VYoluntary Contributions 7

1235

Secondary Yols-C Smith

Ref 1235

4
INCO01

N30001

N3005

Chegque Account
Receipt Number

Income
P & C Suspense Account
P&C COntributions

1235

P&C Contributions-C Smith

Ref 1235

Type Date Hett Tax
INC 28 JAN 2019 5450.51 54509 1
INC 28 JAN 2019 500.00 50.00 1
INC 28 JAN 2019 5050.51 505.09 1
INC 28 JAN 2019 440.00 8
INC 28 JAN 2019 200.00
INC 28 JAN 2018 20.00

Total Voucher

10440.00 ]
650.00 (]
10000.00 ]
440.00 (]
200.00 (]
20,00 (|

Note: in the school office the Batched Transactions report must be printed and filed.

Key

IMC Income I Income Correction
ESP  Expenditure ESC  Expenditure Correction
ACR Accrual FRE Prepaymernt

CRT Creditor DET Debtor

oL Budgest Allocation YIR  Budget Wirement

JML  Journal Transfer

CHG Internal Charge

et
Total Income 19541 52
Budget Amendments 000
Expenditure Against Budget 0.00
Internal Charging 000
Journal Transfers 0.00

Gross
7E0.00

Tranzactions = Reports = General Reports = Batched Tranzactions
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Activity: Updating an Income batch

Transactions > View/Post Batch

e Click on Income
e Click in the Batch Ref field
e Enter the batch humber 4
Find Batch
( Find Batched | ncome ] Controls
Q. Display
[ saenrer |
e Click on Display or press <Enter>
e Click on ﬂl to change the word No to Yes
Zl Post Batch to Income Accounts @
-
G
Ref. Date Period Value @ Controle
1235 28 JAN 2019 1 21760.00  YES E @& Find Eatch
2]
Source / Supplier INCOD Mett 1984182
Tax 191818
Eatch Ref. 4
Type INC
Description Multi-Line Incame Transaction v Wnikilz
Bank 1 Cheque Account
e Window
Total to post [ ciose window
P Help

The total to post appears in the lower window check that this is $21,760

Total to post 21760.00

) % Update
Click on

Click on Yes if you are sure you want to update

The transactions are now correctly posted to the relevant Income accounts.
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Activity: Checking the Comparative Budget

Reporting > Custom > Comparative Budget Report

e Examine the C accounts for the results of posting batch number 4

Fixed Current Actual YTD Variance
Account Description Budget Budget
GENERAL FUND
QOPRE Previous Year Closing Balance
YO Previous ear Closing Balance (94 000} (94,000) (94,000.00)
Balance for Previous Year Closing Balance (94,000) (94,000) (94,000.00)
10REV Revenue Accounts
C1001 Secondary Voluntary Contributions 7 (50,000) (50,000) (200.00) (49,800)
C1305 P&C Donations (2,000} (2,000) 0.00 (2,000)
C1705 Hire of Facilities (4 000) (4,000) (600.00) (3,400)
C1805 Bank Interest {1,000} (1,000) 0.00 (1,000)
C19805 Sale of Azsets (10,000} {10,000} (9,090.91) (909)
CZ205 Healthways Grant (440.00) 440
C3005 Bookshop - Books (12,000} (12,000} (9,490.91) (2,509)
C3z20s Student-centred Funding (100,000} (100,000) 0.00 (100,000)
C5015 Miscellaneous Revenue (2,583) (2,588) 0.00 (2,588)
C5999 GST Rounding (12} (12) 0.00 (12)
Balance for Revenue Accounts (1582,000) (182,000) (19,821.82) (162,178)
Total Funds Available (276,000) (276,000) (113,821.82) (162,173)

e Scroll down to the Balance of the General Fund

Note: As we have created the new Budget Code C2205 on the fly, a Budget Allocation has not
been previously set up for this account. At school, a budget allocation would need to be entered
for C2205 (Transactions > Budget >Income), which would then appear in the Current Budget
column, but NOT the Fixed Budget column, as once the initial budgets have been fixed, they are
never re-fixed again, regardless of any new budgets being created. We will not be doing this in

training today
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Fixed Current Actual YTD Variance

Account Description Budget Budget

BALANCE OF GENERAL FUND [87,000) [87,000) (113,821.82) 26,822

BALANCE ACCOUNTS

S0RES1 Reserve Accounts
N1005 Administration Server Rezerve 0.00
N1630 Photocopier Resource Reserve 0.00
Balance for Reserve Accounts 0.00
BOADV Advance Accounts
N2505 Petty Cash - Admin Advance 0.00
N2520 Postage Advance 0.00
Balance for Advance Accounts 0.00
TOTRV Trust & Suspense Accounts
N3005 P&C Contributions (20.00) 20
Balance for Trust & Suspense Accounts (20.00) 20
B05FA DO HOT USE
N3210 DO NOT USE 0.00
N3220 DO NOT USE 0.00
Balance for DO HOT USE 0.00
90GST GST Clearing Accounts
N3S0S GST Clearing Account 0.00
N3550 GST Effect Account 0.00
Balance for GST Clearing Accounts 0.00
BALANCE OF BALANCE ACCOUNTS (20.00) 20
BALANCE OF ALL ACCOUNTS (87,000) (87,000) (113,841.82) 26,542
Tax Position 1,918.18
GRAND TOTAL {115,760.00)

Prepared By Approved By

Registrar Principal

Date Date

1. The opening balances for the Balance Accounts and Previous “ear Closing Account Balance are accrued from the previous year.

2. The Grand Total equals the total of all bank accounts (cheque account plus investment accounts).

e Close the report
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Activity: View the Financial Summary-Budget Summary

Financial Summary > Budget Summary

e Select Financial Summary from the top menu bar Financial Summary
e Select Budget Summary from the drop down menu

[ Financial Summary 2 x| Total Income
N processed into
[Summaru MR udget Surimary the C accounts
-~
SCHOOL BUDGET Budget Actual ¥TD y/ //I
Previous Year Closing -94,000.00 -94,000.00 0.00
Rewvenue —-182,000.00 -19,821.82 -162, 172,18
Total Funds Available for Distribution =276,000.00 -113,821.82 -162,178. 18 Total Of N
Expenditure 129,000, 00 0.00 129,000.00 Bal
alance
Balance of General Fund =-57,000,00 =1l 1 4 t
Balance dccounts 0.00 —z0.00 [ oo accounts
BALANCE FOR ALL ACCOUNTS -&7,000.00 -113,841.82 26,841.82
Tax Position -1,918.18
GRAND TOTAL =115, 760.00
BANK ACCOUNT BALANCES Cash Managemant 0.0o ]
#Cheque Account 21760.00 - Total matches
Irmestment Ado 94000, 00 Grand total
TOTAL IN BANK ACCOUNTS | 115, 760.00 | A

"

.
2% Print
e

'1'?' Cloze @ Help
L

e Close the Financial Summary window
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16.1Viewing the Current Tax Position

Up to this point we have processed one batch of receipts and some of these amounts received
included GST. When a transaction is entered, RM Finance will automatically separate the GST
component from the nett amount and will post the GST to a special area in RM Finance called the
‘Tax Table’. This can be viewed through the Records section.

Note: the amount of GST is not posted to your GST Clearing Account (e.g. N3505). This
account is only used for tax refunds from and/or tax payments to the ATO.

Activity: Checking Records

Records > Tax Table

e View the tax table Outputs to see the result of your income processing

7| Tax Table
[ Outputs T Inputs ] r Tax Return ]

Code Rate Mett Manth Tax Manth Mett ¥TD Tax ¥TD
0 0,008 200,00 0,00 0.00
1 10.00% 19161.82 191518 19181.82 1918. 15
2 10.00% 0.00 o.00 o.00 o.00
3 0.00% 0.00 o.0a o.00 o.00
4 0.00% 0.00 o.00 o.00 o.00
S 10.00% 0.00 o.0a o.00 o.00
6 46,508 0.00 o.00 o.00 o.00
T 46.50% 0.00 o.0a o.00 o.00
§  0.00% 460,00 .00 460,00 .00

% 200.00 0.00 200.00 0.00

-8 |mESm]
Controls
Print

& Edit

Window
E_ Close "Window

2 Help

Records > Budget Accounts

e Click on Find Record

e Enter C1705 and press <Enter>
e Click on the magnifying glass next to the Balance Remaining

e Select the Full Budget Analysis and click Print

Ealance Remaining 85.0 X —3400_00 Q
Report Selection
@ Please select a report to print.
¥
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e Click OK (to output the report to the screen)

The following message will appear

Frint the tranzactiong for thig period only ?

es

e Click No (the user decides when to select yes)

The following message will appear

Shaow Tranzaction Descriptions on Repart ?

feg
e Click Yes
e Follow the printer prompts
Budaget Details (Year to Date)
Account Description Heading Allocated Spent Committed Total Difference
CA705 Hire of Facilties 10REV -4000.00 -500.00 0.00 -500.00 -3400.00
Budget Adjustments (Year to Date)
Description Date Type Allocation Current Allocated
Annual Budget Allocation 2019 28 JAN 2019 ALL -4000.00 -4000.00
Cash Transactions Details (Year to Date)
Account Description Order Ho Invoice No Reference Type Date Hett Tax Gross
Income Hall Hire 1235 INC 28 JAN 2019 -500.00 -50.00 -850.00
Expenditure 0.00 0.00 0.00
Income -600.00 -60.00 -660.00
Internal Charges 0.00 0.00 0.00
Totals -600.00 -60.00 -660.00

e Close the report
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Activity: GST Transactions & the Business Activity Statement

Reporting > Custom > GST Transactions

e The software automatically places the current period in the From Period and To Period
unless the user is investigating transactions from a previous period where they are able to

enter

e The required period is entered in the From and To fields manually. The Sort Order Field
can be used to generate reports for Suppliers, Budget Codes and Analysis Codes.
e Ensure the Screen radio button is selected

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

' -
(5T REPORTING Report Options
Business Activity Staternent
GST Tranzactions
GST Inquiry
G5T Surnmmary
Comparative Budget Report rSE."\RCH SORT ORLER ...
ZAFREDA REFORTING From Period [y | & Supplier
FREDA Supol tary Dat (" Budget Code
ueplememary bats To Period I:l " &nalysis Code
FRED# Ledger
FREDA B4S [ 5ub Tatals
FRED# Bank Reconciliation L
FRED# Balance Account Analysis rDESTINATIDN 7
£ Reporting Parameters " Printer
£ EFT Parameters
m Cheque Layout
Print
Create Data Migration Files n
Re-Print Data Migration Reports
N
e Click on the Print icon
e Click OK
e View the report and Close
RM Finance - West Coast District High School Page 1

Australian Reporting Module

GST Transactions From Period 1 To Period 1

Report printed at 16:059 an the 28 JAN 20159 - Period 1

Account Analysis Budget

INCO01 C1000 C1001
Total for G5T code 0
INCO01 C1700 C1705
INCO01 C1900 1905
INCO01 C3000 C3005
Total for GST code 1

IMC001 Cc2200 C2208
INC001 MN30001 M3005

Total for G5T code 8

Type Date Hett GST Total Voucher

1235 IMC 28 JAM 2019 -200.00 -200.00 35
-200.00 -200.00

1235 INC 28 JAN 2019 -600.00 -60.00 -660.00 32

1235 INC 28 JAN 2019 -9090.91  -909.09 -10000.00 33

1235 INC 28 JAN 2019 -9490.91  -949.09 -10440.00 Ky

-19181.82 -1913.18 -21100.00

1235 INC 28 JAN 2019 -440.00 -440.00 4
1235 INC 28 JAN 2019 -20.00 -20.00 36
-460.00 -460.00
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Activity: The Business Activity Statement for Period 1

Reporting > Custom > Business Activity Statement

e The software automatically places the current period in the From Period and To Period
unless the user is investigating transactions from a previous period where they are able to
enter the required period in the From and To fields manually.

e Ensure the Screen radio button is selected

|( Records 1|( Transactions 1|( Ad-Hoc

A

-
£ 65T REPORTING

Busziness Activity Statement
G5T Transactions

G5T Inquiry

GST Summary

Comparative Budget Report

A FREDA REPORTING

FREDA Supplementary Data
FREDA Ledger

FRED# BAS

FRED& Bank Reconciliation
FRED# Balance Account Analysis

i Y )

£ Reporting Parameters
£ EFT Parameters

(f Cheque Layout

Create Data Migration Files
Re-Print Data Migration Reparts

Report Options

~
SEARCH ...
From Period

To Period

'\

]

DESTIMATION

" Printar
% Screen

Custom

Print

) I

e Click on the Print button
e View and then close the report
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Business Activity Statement
West Coast District High School

1234 West Coast Highway Period coverad b}" this I'E'F'DI'E
SCARBOROUGH From Pericd To Period
WA 6018 1 1
Debits Credits
Goods and services 1A 1918 Credits for goods and 1B ]
tax payable services tax paid
Add 1A+1C+1E e} 1918 Add 1B+1D+1F+1G 2B ]
G5T net amount 3 1918
Total amounts withheld from 4 0
all payments
Add 2A+4+5A+88:7 84 1918 Add 2B+5B+6B gB 0
| Met amount of your obligations g 1918
sSu Pp"ES you have made Acquis itions you have made
Total sales & ncome & &1 21300 Capital acguisitions c10 0
other supplies
Exports G2 0 COther acquisitions 11 0
Cither GST free supplies G3 200 This is the total of your c12? 0
acquisitions
It taxed sales & a4 0 Acquisitions for making c13 0
income & other supplies input taxed sales
Total of GST free and G5 200 Acquisitions with no GST G14 0
input taxed supplies in the price
This is the total of your GE 249100 Total estimated private use (315 0
taxable supplies
Adjustments a7 0 This is the total of your 16 0
This is the total of your non-creditable acquisitions
taxable supplies after GE 249100 This is the total of your G117 0
adjustments creditable acquisitions
Divide 58 by 11 G9 1918 Adjustments G118 0
The is the total of your
creditable acquisitions c19 0
after adjustments
Divide 519 by 11 G20 ]
Amounts withhedd from 0
inwoices with no ABN w4
The walue of your obligations as calculated on a transaction by fransaction basis 1918.18
The value of your obfigations as calculated on the BAS 1948.00
This differs by 0.18
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17 Payments Processing

Activity: Expenditure Processing

Enter and process the following batch of payments.These are usually entered from a batch of
invoices Create any new suppliers as you go including their addresses and ABNSs.

Record Keeping

e Complete the batch register for Batch No 5, Ref From 2233 To 2238 (handwritten cheque
numbers), Expend Payments Batch total - $12,385

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Date/Da -I;!.;?:h?' Bank Income Expend _ Accruals
M | i | ron | e[l A5G ormge | N g | gmm | SR wmw ) NI
[B1 BRay
1 BA1| BA1 94000
2 BA2| BA2 182000
3 BA3|  BA3 189000
4 1231 1233 1 21760
5 2233 | 2238 c 1 12385
e Complete the tax code field in the table below
Supplier Total Ref Analysis Detail Budget | Tax O/N Inv. No. | Notes
Code
Water $60 | 2233 Water D1455 987654
Corporation Charges
Algar Burns $5,500 | 2234 Computer | D1810 001 112233 Create new
Computing supplier/
Tick Asset
box
Grandma'’s $6,000 | 2235 Trophy D2005 002 666666 Tick Asset
Furniture Cabinet box/ Do not
Company use the
Alternate
Payee
Science $55 | 2236 Prof. Dev D2705 003 88888 Payment
Teachers Course will take
Assoc WA budget over
limit
Bookland $550 | 2237 Books D3005 004 P87632
A&M $220 | 2238 D2480 Books D5005 005 876543 Change the
Bookshop analysis
code
Batch Total | $12,385

Note: the purchase of books to be used as teaching references or class sets by any cost
centre is processed against the appropriate Budget code but will use Analysis code D2480.
These books form part of the Library Collection in the Assets module.

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 125 of 332
© 2019 Civica Pty Ltd



Transactions > Expenditure

e Type WA and press <Tab>
e Water Corp will be displayed — press <Enter> to select the Supplier

Press <Tab> twice to enter the Supplier and accept the default date (today’s)

Ensure the ‘Create Cheque’ is un-ticked

Enter 60 for the Total and press <Tab>

Enter 2233 for the reference (the first cheque number in this instance) and press <Tab>
Enter 5 for the Batch reference number and press <Tab>

Enter Water Charges as the detail for this payment and press <Tab>

Enter D1455 for the budget code and press <Tab>

Enter 60 as the line total and press <Tab>

Enter O for the tax code and press <Tab> three times

Enter 987654 as the invoice order number and press <Tab>

Check the details against the screen shot below:

7l Expenditure
Expenditure

e
Supplier |WATOOH Hater Corporation
Date 28 JAN 2019 | Period[1 |

Total 60.00

Reference | 2233 [T Create Cheque Batch Ref.

[~ Alternative Payee Hane
-

Add new Expenditure line :

Analysis [D1450 [swater | T Asset

Detail |Nuter Charges |

Budget  [D14sS [water |Bal.[ 100000 |

Line Tots] | 50.00] O/H | | imwoice Mo [om7sse ]

Taxcode 0]  000%| Tax| o.00]

Hett G0, 00

e |[f all details are correct press <Tab> to complete the transaction, the details move to the
lower half of the screen and the transaction now has to be posted to the batch

~ 0k

e Click or <Enter>

Select Fund.

Please select the fund that you w11 use for the transaction you have just entered,

Cash Management Q765452

Investment Adc 43230278

e Confirm that the Cheque account is selected & click OK or press <Enter>
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The following message appears at the top of the screen:

) |, 0K to BATCH this Expenditure Transaction ?
2)

Mo | es

e Click Yes if you wish to proceed or press <Enter>

Repeat the above steps to enter the remaining transactions from the table below:

Note: the cheque number will have automatically incremented for the remaining
transactions.

Supplier Total Ref Analysis | Detail Budget | Tax O/N Inv. No. | Notes
Code
Algar Burns $5,500 | 2234 Computer | D1810 2 001 112233 | Create
Computing new
supplier/
Tick
Asset box
Grandma'’'s $6,000 | 2235 Trophy D2005 2 002 | 666666 | Tick
Furniture Cabinet Asset
Company box/ Do
not use
the
Alternate
Payee
Science $55 | 2236 Prof. Dev | D2705 1 003 | 88888 Payment
Teachers Course will take
Assoc WA budget
over limit
Bookland $550 | 2237 Purchase | D3005 1 004 P87632
of Books
A&M $220 | 2238 | D2480 Books D5005 1 005 | 876543 | Change
Bookshop the
analysis
code
Batch Total | $12,385

Note: for assets with a net value =>$5000 or a gross value =>$5500 tick the asset box. This
will flag the item for importing into RM Assets.

Note: the purchase of books to be used as teaching references or class sets by any cost
centre is processed against the appropriate Budget code but will use Analysis code D2480.
These books form part of the Library Collection in the Assets module.
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Creating a Supplier Account for Algar Burns Computing

e Enter ALG in Short Name and press Enter
IE New dccount
e Click on
e Complete the details for Algar Burns as shown below
New Details

General -]r EFT/BPAY -]

Full Mame | Algar Burns Computing

tddress 277 dlbary Highway
PERTH W& 6012

Pozt Code | |
Telephane | |
HEN [12 224 456 673 |

Cancel | DK |

e Select the EFT/BPAY Tab
e Select Payment Method of Cheque
e Select Remittance Method of None
Payrment Methods Remittance Method
¥ Cheque 0 E-mail
[ BP&Y " Print
] EFT ¥ None
e Click OK
| Confirm

@ Do you wish to create this new Supplier?

NO |

Click Yes to create the supplier
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Enter the rest of the details

[7 Expenditure

Expenditure

-
Supplier |ALGOO1 Algar Burts Computing
Date 28 JAN 2019 | Period[1 |

Tatal SS00.00

Reference [~ Create Cheque BatchRef[s |

LI_ #lternative Payes  Mone
Edit selected Expenditure line :

Analysis |D 1200 |F‘urchase of Computer Equipment | ¥ Azzet

Detail | Campu et |

Budget  [Di210 [Purchase of Computers - Maths |Ba1.[ 1400000 |

Line Tatal [ s500.00] 0/M 00t | Inweice Mo[112zz33 |

Taxcode [z [ 1000 % | Tax| 500.00|

Don’t forget to tick the Asset Box

[ Asset

e <Tab> to the lower window

All Expenditure Lines

Detail $ Hett $ Tax $ Line Total
Computer 5000. 00 500,00 5500.00 o Il-ll
| 1]
Totals S000.00 500.00 5500.00
. & Ok
e Click ™ =

e Ok to the Cheque Account
e Click Yes to post the batch

Continue entering the rest of the expenditure payments.

Changing the Analysis Code for Library Collection.

e Highlight over Analysis Code and enter D2480

Add new Expenditure line p

Analysis [D2480 |Purchase of Library CaTlection | T dased
Detail  [Books |

Budget  [DS00S [Engtizn |Ba1.| 2100000 |
Line Total | 220.00| 0/H 005 | Inveice ho.[eTeses |

Taxecode [1] 1000 % | Tax|

20,00
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Activity: Checking the batch
Transactions > Reports > Batched Transactions
e Check the box next to Expenditure
e Select the cheque account
e Keep Gross Totals on
p r Records 1[’ Transactions "Il’ Ad-Hoc ]r Custom 1 )
EGEMERAL REPORTS Report Options
#11 transactions - o e -
B e e IMCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings [ Income ¥ Gross Totals
Furchase Orders W Expenditure [T Totals Only
alternative Payee Tranzactions F 3;52?;?;":::;::;3 -
Batch Mumber Report [ Accrusls ete. E::
a AUDIT REPORTS - I
Transactians not yet printed (FROM BANK ACCOUNTS . 1| 1 searchcriteris
[ ‘Year End Statement [ Cash Management [ Report Nates
Commitment Summary ¥ Cheque Account X
ceort v g ||| et )
a BANE REPORTS ; :;en::r
Recanciled transactions L .
Unreconciled transactions -~ - €7 Page Preview
Cash Movement FIND TRANSACTIONS BASED ON ... | | ( Spreasheet
Bank Balance lgnore Search
3 Tax REPORTS I:l Simple Search Change Sort Order |
Tax Reimbursement {INC3 Detailed Search N
Tax Reimbursement (EXP) L D Elatled seare Print |
e Click on Print
e Click on OK
e Check all the transactions, tax codes and totals are correct
Note: the Batched Transaction report must be printed and filed.
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Posting Detail Type Date HNett Tax Total Voucher

5

WATDOO01 VWater Corporation

01450 Water

D1455 Water

Cheque Account

Invoice Number 937554

Water Charges

Ref 2233 ESP 28 JAN 2019 60.00 0 60.00 Ci

5

GRADM Grandma's Furniture Company

02000 Purchase of Furniture & Fittings

D2005 Furniture - Administration

Cheque Account

Invoice Number 666666

User Order Number 002

Trophy Cabinet

Ref 2235 ESP 28 JAN 2019 5454 55 54545 2 6000.00 Ci

5

2700 Proressional evetopment Check the correct tax code

02705 Professional Dev - Teaching Staff has been selected.

Cheque Account

nvoice Number 88388 \/7

User Order Number 003

Prof Dev Course

Ref 2236 ESP 28 JAN 2019 50.00 500 1 55.00 Ci

5

BOOO0M Bookland

03000 Bookshop Purchases

03005 Bookshop - Books

Chegque Account

Invoice Number PavE32

User Order Number 004

Books

Ref 2237 ESP 23 JAN 2019 500.00 50.00 1 550.00 Ci

b

A&MON A&N Bookshop

02430 Purchase of Library Collection

05005 English

Cheque Account

Invaice Number 576543

User Order Number 005

Books

Ref 2238 ESP 28 JAN 2019 200.00 20,00 1 220.00 i

5 Check the batch total

ALGOO1 Algar Burns Computing is correct $12,385.00

01300 Purchase of Computer Equipment

D1a10 Purchase of Computers - Maths

Cheque Account

Invoice Number 112233

Computer

Ref 2234 ESP 28 JAN 2019 5000.00 500,00 2 i
Key Nett Gross
INC  Income VC  Income Correction Total Income 0.00
ESP  Expenditure ESC Expenditure Correction Budget Amendments 0.00
ACR Accrual PRE Prepayment Expenditure A_gainsl Budget 11264 55 12385.00
CRT Creditor DBT Debtor Internal Charging 0.00
ALL Budget Allocation VIR Budget Virement Journal Transfers 0.00
JHL  Journal Transfer CHG Internal Charge
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Activity: Editing a Batch

If corrections are required make them as follows:

Transactions > View/Post Batch > Expenditure and Credit Notes

e Click in the Batch Ref field
e Enter the batch number 5

Find Batch
( Find Batched Expenditure ]
[ soonner |

e Click on Display or press <Enter>
e Highlight the transaction line to be edited

7 Post Batch to Expenditure Accounts
G
Ref. Date Perind V;?ﬁz ﬂl

28 JAN 2019

6000 HO
G000 . 00 MO EI

2235 28 JAN 2019

1
1
22360 28 JAN 2019 1 55,00 HO
2237 28 JAN 2019 1 550,00 HO pl
2x38 28 JAH 2019 1 220,00 MO
2234 28 JAH 2019 1 S500. 00 MO

e Click il

e Highlight the transaction line in the bottom screen

A1l Expenditure Lines
Detail ¥ Mett § Tax § Line Total

Hater Charges G0, 00 0,00

Totals 60.00 n.oo &0.00

e Make the change or alternatively delete the transaction
e Click OK, OK to the cheque account and Yes to batch

The user will be returned to the Post Batch window.

IMPORTANT

When making changes to transactions, the user must tab back down

to the All Expenditure Lines screen in order for the change to apply
before clicking the Ok tick.

Note: if corrections are made to a batch, the Batched Transaction Report must be printed

to reflect the correction and then filed.
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Activity: Updating the Expenditure batch

Transactions > View/Post Batch

e Click on Expenditure and Credit Notes

e Click in the Batch Ref field

e Enter the batch number 5

e Click on Display or press <Enter>

e Click on to change the word No to Yes

e The total to post appears in the lower window. Check this is $12,385.00

i Post Batch to Expenditure Accounts [~ e
-
Gross
Ref. Date Period Yalue Controls
@& Find Batch
Source / Supplier ALGO01 Nett &0.00
Tax 0.00
Batch Ref. 5
Tupe ESF
Description Multi-Line Expenditure Transaction v Uikity
Bank 1 Cheque Account
b YWindow
-~
Tatal to post 12355.00 0O close window
P Help
L
e Click on
Are you zure you want to post the selected items? Mo
Yes

e Click Yes to post the batch

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 133 of 332
© 2019 Civica Pty Ltd



Activity: Checking the Comparative Budget

The transactions are now correctly posted to the relevant Expenditure accounts.

Reporting > Custom > Comparative Budget Report

e Examine the D accounts for the results of posting batch number 6

Z0EXP
01025
01085
01086
D087
01089
01455
01510
01605
01815
01810
02005
02705
02710
03005
4508
04555
03005
05110
03305

Expenditure Accounts
Stationery & Office Supplies

Entertainment (FBT}-Employees
Entertainment - Non Employees
Bank Fees and Charges
Purchasing Card (Surcharge)
Water

Facilities - cleaning

Faultz Management

Computer Repairs

Purchaze of Computers - Maths
Furniture - Administration
Professional Dev - Teaching Staff
Staff Development - Admin
Bookshop - Books

Refund of Facilties Hire

GST Rounding

English

Numeracy

Science

Balance for Expenditure Accounts

20,000 20,000 0.00 20,000
0.00
0.00
500 500 0.00 500
0.00
1,000 1,000 £0.00 940
3,000 3,000 0.00 3,000
50,000 50,000 0.00 50,000
1,500 1,500 0.00 1,500
14,000 14,000 5,000.00 9,000
7,000 7,000 5,454 55 1,545
50.00 (50}
20,000 20,000 0.00 20,000
3,000 3,000 500.00 2,500
0.00
0.00
21,000 21,000 200.00 20,800
20,000 20,000 0.00 20,000
18,000 18,000 0.00 18,000
179,000 179,000 11,264.55 167,735
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17.1Viewing the Current Tax Position

Up to this point we have processed one batch of receipts and some of these amounts received
included GST. When a transaction is entered, RM Finance will automatically separate the GST
component from the nett amount and will post the GST to a special area in RM Finance called the
‘Tax Table’. This can be viewed through the Records section.

Note: the amount of GST is not posted to your GST Clearing Account (eg: N3505). This
account is only used for tax refunds from and/or tax payments to the ATO.

Activity: Checking the Tax Position

Records > Tax Table > Inputs Tab

e Click on the Inputs tab and view the tax table Inputs to see the result of your expenditure

processing.
7| Tax Table [ 7| [l

[ Outputs | Inputs | Tax Return | Controls

1 10.00% 750,00 75.00 750,00 75.00

2 10,008 1045455 1045.45  10454.55 1045 .45

3 0.00% 0.00 0.00 0.00 0.o0

4+ 0.00% 0.00 0.00 0.00 0.00

5 10.00% 0.00 0.00 0.00 0.00

6 46.50% 0.00 0.00 0.00 0.00

7 46.50% 0.00 0.00 0.00 0.00

5 0.00% 0.00 0.00 0.00 0.00 wind 8

E_ Close ¥indow

0.00 % &0.00 0.0n 60,00 0.00

2 Help

e Close the Tax Table

Records > Budget Accounts

e Click on Find Record
e Enter D1810 and press <Enter>

ﬂ Budget Accounts

Eudget dccount Description
|D181E| | |Purehase of Computers - Maths |
Budget Heading [ Default Code

Inc Default Anal |:| Exp Default Anal
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e Click on the magnifying glass next to the Balance Remaining

Balance Rermaining 64.3 K anoo 0o Q

e Select the Full Budget Analysis and click Print

Report Selection

@ Plesse select a report to print.

& fu

¢ Expenditure Breakdown

e Click OK (to output the report to the screen)

The following message will appear

Print the tranzactions for thiz period anly ?

Yes

e Click No

The following message will appear

Show Trangaction Descriptions on Repart ?

Yes
e Click Yes
Flease ensure that your printer iz set to landzcape.

e Click OK
e Follow the printer prompts
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Budget Details (Year to Date)
Account Description Heading Allocated Spent Committed Total Difference

D1810  Purchase of Computers - Maths 20EXP 14000.00 5000.00 0.00 5000.00 9000.00
Budget Adjustments (Year to Date)
Description Date Type Allocation Current Allocated

Annual Budget Allocation 2019 28 JAN 2019 ALL 14000.00 14000.00

Cash Transactions Details (Year to Date

Account Description Order No Invoice No Reference Type Date Nett Tax Gross  Voucher
Algar Burns Computing Computer 112233 24 ESP 28 JAN 2019 5000.00 500.00 5500.00 42
Expenditure 5000.00 500.00 5500.00
Income 0.00 0.00 0.00
Internal Charges 0.00 0.00 0.00
Totals 5000.00 500.00 5500.00

e Close the Budget Analysis Report
e Follow the printer prompts back to Portrait
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Activity: GST Transactions & the Business Activity Statement

Reporting > Custom > GST Transactions

e Click in the field To Period (the software will automatically place the correct period number in the
field for you or you can type a period number in the field)

- r Records 1( Transactions W Ad-Hoc 1( Custom |
{ZABST REPORTING Report Options

Eusiness Activity Statement
GST Transactions

55T Inquiry

GST Summary

Comparative Budget Report rSE.hRI:H ) SORT ORDER ...
AFREDA REPORTING From Period & Supplier
FRED# Supplementary Data ; ) Budget Code
FREDA Ledger T Period I:I € Analysis Code
FREDA BAS [] Sub Tatals
FRED& Bank Reconciliation \
FRED# Balance Account Analysis rDESTINATIDN h
!@ Reporting Parameters " Printer
L1 EFT Parameters i Screen
{7 Cheque Layout
Print
Create Data Migration Files "
e Click on the Print button
e Click OK
e View the report
Account Analysis Budget Type Date Hett GST Total Voucher
WAT001 01450 01455 2233 ESP 28 .JAM 2019 60.00 60.00 ar
Total for GST code 0 50.00 60.00
A&MOOT 02480 05005 2238 ESP 28 .JAM 2019 200.00 20.00 220.00 41
BOO001 D3000 D3005 2237 ESP 28 JAM 2019 500.00 50.00 550.00 40
SCI001 D2700 D2705 2236 ESP 28 .JAN 2019 50.00 5.00 55.00 39
Total for GST code 1 750.00 75.00 825.00
ALGOOA 01800 01810 2234 ESP 28 .JAN 2019 5000.00 500.00 5500.00 42
GRADOT 02000 D2005 23235 ESP 28 .JAM 2019 5454 55 54545 6000.00 38
Total for GST code 2 1045455 104545 11500.00
Totals for Expenses 1126455 112045 12385.00

e Close the report
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Activity: Viewing the Business Activity Statement for Period 1

Reports > Custom > Business Activity Statement

e The current period will be displayed by default
e Ensure the Screen radio button is selected

f Records W Transactions 1( Ad-Hoc 1( Custom |
{ ]
{ZAGST REFORTING Report Options
Business Activity Staternent
GST Transactions
GST Inquiry
GST Summary

Comparative Budget Report rSE."\RCH A
ZAFREDA REPORTING From Period

FRED® Supplementary Data To Period I:I

FRED Ledger

FRED BAS
FRED& Bank Reconciliation
FRED# Balance Account Analysis

N\
"DESTINATION ...

£ Reporting Parameters {~ Printer
1 EFT Parameters {* Screen

(7 Cheque Layout

Print
Create Data Migration Files \
Re-Print Data Migration Reports

e Click Print
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Business Activity Statement
West Coast District High School
1234 West Coast Highway

Period covered by this report

SCARBOROUGH From Period To Pericd
WA 6018 1 1
Debits Credits
(Goods and services 1A 1918 Credits for goods and 1B 1420
tax payable services tax paid
Add 1A+1C+1E ap 1918 Add 1B+1D+1F+1G 2B 4120
GET net amount 3 T9E
Total amounts withheld from 4 ]
all payments
Add 2A+4+5A+8A:T 8A 1918 Add 2B+5B+GB 2B 1420
Met amount of your obligations g Tag
Supplies you have made Acquisitions you have made
Total sales & income & G1 21300 Capital acquisitions G10 141500
other supplies
Exports a2 0 (Other acgquisitions c11 885
Cither GST free supplies a3 200 This is the total of your c12 412385
acquisitions
Input taxed sales & &d ] Acquisitions for making G113 ]
income & other supplies input taxed sales
Total of GST free and G5 200 Acquisitions with no GST G14 &0
input taxed supples in the price
This is the total of your G6 219100 Total estimated private use (315 i}
taxable supplies
Adjustments. GT 0 This is the total of your c16 &0
This is the total of your non-creditable acquisitions
taxable supplies afer fel:] 21100 This is the total of your G17 12325
adjustments creditable acquisitions
Diwide G8 by 11 G9 1918 Adjustments G118 i}
The is the total of your
creditable acquisitions c19 412325
after adjustments
Divide G19 by 11 G20 1120
Amounts withheld from 0
inwoices with no ABN W4
The value of your cbligations as calculated on a transaction by transaction basis T97.73
The walue of your obligations as calculated on the BAS TS9B.00
This differs by -0.27

View and Close
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17.2 Payments Printing

Before printing cheques for the first time, it is recommended you carry out a test print to ensure
that your cheque format is compatible with the system layout.

Note: only users with System Manager Access rights will be able to adjust the cheque
layout.

Method for Test Printing Cheques

Click on Reporting

Click on Custom

Click on Cheque Layout

The following screen will appear

’ﬂ Cheque Layout Settings @

" MARGING... ) 1Top

Left cm
Bottorn cm

" MEASUREMENT .

ILeft

N

0 Inches
& cm

.

Test Print 0K Cancel

e Click on Test Print. A Message appears: Print a test page?
e Click on Yes

Compare the test print with your pre-printed cheque. If the fields do not align, alter the top, left
and/or bottom measurements as necessary. (The “Top’ measurement relates to the remittance
advice, the ‘Left’ measurement determines how far from the left hand margin the cheque
information will be printed and the ‘bottom’ measurement indicates how far from the bottom of the
page the cheque information is printed.)

e Click on Test Print and compare the fields again.
e Continue to adjust the measurements until all fields align correctly.
e Click on OK to save.

Note: any changes to cheque layout settings will need to be updated on each workstation
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THE MANAGER

Bank:

BranCh:

Dear Sir/Madam

We have today placed an order with ...........ccccccceeeiiiiiiin,

for the supply of cheques, details of which are as follows:
1. Quantity s
2. Numbered
3. Account Name

4, Account NUMDBDEr oo

5. Overprinted with: “‘No Stamp Duty Payable”

Would you please supply to ....ooovveviiiiiiiieiiieen e

the necessary bank authority, enabling printing of these cheques to commence.

Yours faithfully

Signature and School stamp
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Activity: Expenditure processing with System Cheques

In order to print system cheques this option must be selected via System Manager > Options >
Transactions > Payments Printing.

Record Keeping

Record the Batch Register for Batch No 6, no reference at this point (we will enter the reference
numbers when we print the cheques), and the batch total of $440.00.

BATCH REGISTER

For the month of

Period

BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/Da -I;i?gh?f Bank Income: Expend Credit Internal Accruals BAMIE P
BachMo | e | Fom | to | [Gewe | AC| Recopts | Payments | gy | ncome | Exgpend | cpgpen | Mamal | gl | g
[B] BRay
1 BA1 BA1 94000
2 BA2 BA2 182000
3 BA3 BA3 180000
4 1231 1235 1 21760
5 2233 2238 C 1 12385
6 12348 C 1 440
Enter the Tax codes for the following transactions
Supplier Total Alternate Detail Budget Line Tax O/N Invoice
Payee Code Total Code
Filesand | D1025 | $55 006 1287S
Supply $110 Folders
West
Stationery | D5005 | $25 006 1287S
Math Aids | D5110 | $30 006 1287S
Marty’s $110 Cleaning | D1510 | $110 007 98756T
of Gutters
Anytime Tick Service of
Computer | $220 | Alternative | computer | D1615 | $220 008 12542
Payee box | by Mr Fix
IT
Batch Total:
$440.00
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Transactions > Expenditure

Note: the ‘Create Cheque’ option can also be turned on or off on this screen.

e Click in the Supplier field and type SUP001 and press <Tab>
e Enter 110 in the Total field and press <Tab> three times
e Type 6 in the Batch Ref <Tab>
o Enter Files and Folders as the Detail and press <Tab>
e Select the Budget Code D1025 and press <Enter>
e Press <Tab>
e Enter $55 for the line total and press <Tab>
o Enter the Tax Code 1 and press <Tab>
o Enter O/N 006 and press <Tab> twice
e 1287S as the invoice number and press <Tab>
o Enter the two remaining lines for Supply West as per the table below:
Supplier Detalil Budget Line Total | Tax O/N | Invoice
Code Code
Supply West Stationery D5005 25.00 1 006 | 1287S
Math Aids D5110 30.00 1 006 | 1287S

e Check the details with the screenshot below:

i Expenditure (9 e

) Expenditure | contros
Supplier Supply West Options
Reference ¥ Create Cheque EBatch Ref.:l

I™ #iiernative Palee None
.

Add new Expenditure 1ine :

Analysis | | | T Asset

Detail | |

Budget | | | Bar | 0.00 |

Line Total | 5.00] 04N | | imoicemn | |
Tax code Tax .

(% ™[ oo v o
All Expenditure Lines X Cancel
Detail § Hatt $ Tax % Line Total )

Math Aids 27.27 2.73 30,00 G ¥indow

Stationery 22.73 2. 27 25.00

Files and Folders S0.00 5.00 55.00 E_ Close window

E q
Totals 10000 10.00 110.00 £ Help

e Click OK (or press <Enter>)
e Click OK (or press <Enter>)
Click Yes to batch the Transaction
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Repeat the above steps to continue entering the remaining transactions from the table below:

Supplier Line Total | Alternate | Detail Budget Tax O/N Invoice
Payee Code Code
Marty’s $110.00 Cleaning of | D1510 0 007 98756T
gutters
Anytime $220.00 Tick Service of D1615 008 12542
Computer Alternate computer 1
(*see below) Payee box | by Mr Fix IT

Note: Marty has provided a Statutory Declaration stating that he is a hobbyist, which
means he doesn’t need an ABN and therefore is unable to provide a Tax Invoice. Hobbyists
who are not registered for GST are processed under Tax code 0 for transactions which do
not include 10% GST, which in turn is recorded against G14 on the BAS - Acquisitions with
no GST in the price.

Note: Anytime Computers have asked the school to pay Mr Fix IT directly. Mr Fix IT is an
Alternative Payee for Anytime Computer, tick the Alternative Payee box at the top left of the
screen.
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Transactions > Reports

. 257 Report
Click

Select Batched Transactions
Check the box in front of Expenditure
Check the box in front of the Cheque account

r Records 1[’ Transactions "Il’ Ad-Hoc

-~
lEGENERM REPORTS
a1l transactions
Batched transactions
Future Postings
Purchase Orders

Batch Mumber Report

@

ALDIT REPORTS

‘fear End Statement
Cormmitment Summary
EFTABPAY Certification Log
Recard Maintenance Log
5] BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance
=3 Tax REPORTS
Tax Reimbursement {INC)
Tax Reimbursement (EXP)

.

Alternative Payee Transactions

Tranzactions not yet printed

]r Custom 1

Report Options

™ Income

¥ Expenditure

[T Budget dmendments
[T Jourral Transfers
[T Accruals ete.

\

(INCLUDE TRANSACTION TYPES .. |

(FROM BANK ACCOUNTS ...

[T Cash Managerment
¥ Cheque dccount
[T Irvestment &/c

"

lgnore Search
D Simple Search

D Detailed Search
L

'FIND TRANSACTIONS BASED ON ... |

(SHOW REPORT WITH ...

¥ Gross Totals
[T Tatalz only

-
-
-

[T SearchCriteria
[T Report Motes

"

(DESTINATION ...
= Printer

¥ Screen

€ Page Preview

= Spreadshest
.

Change Sort Order |

Print |

e Click Print

e Check the details in the report and if all transactions are correct the user may now update the

e Batch.

e |[f transactions need editing this can be done at this stage, remember to reprint the batched
e transaction report prior to updating the batch.

Note: the Batched Transactions report must be printed and filed.
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Transactions > View/Post Batch > Expenditure & Credit Notes

e Enter 6 in the Batch Ref field

Find Batch
( Find Batched Expenditure ] Controls
Q) pispla

e Click Display

e Click on 2 to select all transactions for posting

7l Post Batch to Expenditure Accounts @
-~ ~
Gross

Ref. Date Period Yalue @ Contnols

Fef Mumber 28 JAM 2019 1 110,00 VES ;

Ref Mumber 28 JAM 2019 1 110,00 YES E M g Bl

Fef Mumber 28 JAM 2019 1 220,00 YES

izl
Source / Supplier SUPOO1 Mett 100.00
Tax 10.00

Batch Ref. 6

Tupe ESP

Lescription Multi-Line Expenditure Transaction v it

Eank 1 Cheque Account
. Window
p

Total to post 440.00 L Close window

P Help

\

° C“Ck vy Update

Al You sure you want ta post the selected items? Mo

ez

e Click Yes to complete the posting of this cheque batch
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Activity: Printing System Cheques

File > Page Setup

o Check that your printer orientation is set to Portrait

Transactions > Payments > Print Payments

o Click on the red tick to select all payments for processing or highlight the cheques to be printed

Print Payments

~

Supplier A1t Payee ice Number

te Printed
A F X001 AN 2019

5 Transactions Total 44888
h
1
7 ; 7T ; AT )
Wes/ Print P t W/ Print A1 Y Print Selected i’mose Hel
rint Payments rim rint Selecte ?J p

e Click on Print Payments
e Enter the first cheque number 12348. (from your pre-printed cheques

Cheque Number ?

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

Cancel | 0K |
e Click on OK

The following message will be displayed

Have the Cheques printed OK. 7 Mo

Check the printer to ensure that cheques have printed correctly before answering Yes to this
guestion.

Record Keeping

e Enter the first cheque number 12348 on the Batch Register in the From field
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17.3Printing a Remittance Report

It is possible to obtain a report listing the cheques that have been printed.

Method for Printing a Remittance Report

Click on Transactions

Click on Payments

Click on Remittance Report

Enter cheque numbers and/or suppliers if required
Click on the Printer icon

Click on Screen & Click on OK

It is recommended that a Remittance Report is printed for each Expenditure Batch that is
associated with System Generated cheques. This remittance report should be filed with the
associated Expenditure batched transactions report

For Audit purposes the cheque number for each invoice must be handwritten onto the original
invoice.

Activity: Generating a Remittance Report

Transactions > Payments > Remittance Report

e Click on Remittance Report
e Enter the first cheque number for this cheque run

Remittance Report
- -

CHEQUE MUMEBER ... OPTIONS ...

From | 12343 [T Summary Report

Ta

SUPPLIER ... DATE ...

from [ ] From |1 .JaN 2019
o[ ] 31 DEC 2019

ﬁ{;?? Print :::;ll:]ose @Help
J Q9

Note: when the Remittance Report window is opened, the From and To date range will
automatically be populated with the first and last dates of the current calendar year.
These can be changed.

e Click on Print
e Ensure the Screen is selected
e Click OK to print the report
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RM Finance - West Coast District High School Printed 25 JAN 2019, at 09:47
Remittance Report Page 1
Date Invoice No. Detail Total
28 JAN 2019 12542 Service of computer by Mr Fix-IT 220,00
Chq Number 012348 28 JAN 2019 Anytime Computer Repair Services 220,00
28 JAN 2019 BE736T Cleaning of Guiters 110.00
Chg Number 012349 28 JAN 2019 Marty's Odd Job Service 110.00
28 JAN 2019 12875 Files and Folders 55.00
28 JAN 2019 12873 Stationery 25.00
28 JAN 2019 12875 Math Aids 30.00
Chg Number 012350 28 JAN 2019 Supply West 110.00
3 Payments Printed Total 440,00

¢ Close the report

Record Keeping

e Enter the number of the last cheque in the To field on the batch register (12350)
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17.4 Alternative Payee Reports

This report will show all transactions that used the alternative payee.

Activity: Method for Printing Alternative Payee report

H ?Xé«? Feports
Transactions > Reports “7

| Records |ﬁ

-
GDENERAL REPORTS

#11 transactions

Biatehed tranzactions

Future Postings

Purchase Orders

Alternative Payee Transactions
Batch Number Report

e Select Alternative Payee Transactions report
e Select the screen output

Posting Detail Type Date Nett Tax Total Voucher

ANY00T Anytime Computer Repair Services

FIoo1 Wr Fix-IT

D600 Repairs & Maintenance

D615 Computer Repairs

Cheque Account

Invoice Number 12542

Order Number n/a

User Order Number 008

Batch Ref 3

Service of computer by Mr Fie-IT

Ref 0123428 SCHAD ESP 28 JAN 2019 200.00 20.00 1 220.00 47
Total for Supplier  ANY001 200.00 20.00 220.00
Total for Alt. Payee FDX001 200.00 20.00 220.00

¢ View and close the report
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17.5Re-Printing Cheques

It is possible to re-print cheques if required. If you need to reprint cheques it is necessary to

contact your SFC for advice.

Method for Re-Printing Cheques

Click on Transactions

Click on Payments

Click on Re-Print Payments

Enter the appropriate information
Click on OK

Enter the appropriate cheque number
Click on OK

ﬂ Reprint Cheques @

FROf T0

Supplier | | | |

Imwoice No | | | |

Date Printed | [ 1] |

|

17.5.1 Re-Printed Cheques Report

Transactions > Payments > Reprinted Cheque Report

e Enter the date or supplier range of the reprinted cheques

ﬂ Re-printed Cheques Report @

FROM TO

[ate Re-printed | | | |

Supplier | | | |

e |

Note: this will not be done in training
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18 Review

In the spaces provided, write the main steps involved in performing each of the following
operations.

1. Create a new budget account code.

2. Allocate an expenditure budget of $5000 to this new account.

3. How would we Fix the Budget once the Income and Expenditure budgets have been
entered?

4. Create a new supplier.

5. Enter and process a batch of receipts (Income) or invoices (Expenditure)

6. Print a cheque run for all amounts not yet printed (i.e. actually print the cheques
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19 Budgets I

19.1 Budget Adjustments and Transfers

Throughout the course of the year, it will probably be necessary to make adjustments to budget
figures. This needs to be handled carefully as some of the procedures will be a little different to
those used previously.

There are two methods for performing budget adjustments. These are;

e Virements, used to transfer money allocated to Budget Accounts

e Budget revisions (Income/Expenditure), used to budget for any unexpected income or
expenditure

Budget Revisions are used:
e To change existing income or expenditure budget allocations
e To allocate unexpected income during the year

e To allocate Photocopying, School Bus Hire, PD and similar type costs to cost centres. Cost
centre ‘D’ account budgets are reduced by the usage costs and the corresponding ‘D’ account
is increased by this amount. For example:

The English cost centre has completed some photocopying. In this case:

Reduce the D5005 English Budget and increase the D1005 Photocopying consumables Budget by
the same amount.
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19.2Virements

A virement is a transfer of budget money between accounts. It will be necessary to use a virement
in the following situations:

When transferring budget money from one D account to another

To allocate Photocopying, School Bus Hire, PD and similar type costs to cost centres. Cost centre

‘D’ account budgets are reduced by the usage costs and the corresponding ‘D’ account is
increased by this amount.

Activity: Perform A Simple Virement

It was agreed at the last school Finance Committee meeting, that the following budget
amendments will be made:

e Transfer $500 from the Staff Development budget (D2710) to the English budget (D5005)

Record Keeping - Complete the Batch Register for this batch, no batch number, Ref VI#l
(from the Virements form if used), Batch total $500

‘ BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
T f
Date/Da B);?c?h? Bank Income Expend Credit Internal Accruals BAMIE Proc
Batch No te Chy AIC Receipis Payments I = d e (Manual ;
Export | From o |gar 1,2,3 (INC) (ESP) Notes "oy £50) Charge Only) Totals By
[B] BRay
1 BA1 BA1 94000
2 BA2 BA2 182000
3 BA3 BA3 159000
4 1231 1235 1 21760
5 2233 2238 C 1 12385
6 12348 C 1 440
VI1 500

Note: Virements do not get a batch number as the software does not allow for a batch
number.

Note: Virement forms are optional. Once the Virement has been processed, areport is sent
straight to the printer displaying all the details of the Virement.
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Transactions > Virements

e Enter the details as shown below to complete the Budget to Allocate To

Enter D2710 as the budget to vire from and press <Tab>
Enter 500 and press <Tab>
Enter the reference VI1 and press <Tab>
Enter “Refer to Finance Minutes dd/mml/yy” as the description and press <Tab>
Enter D5005 as the budget to allocate the money to and press <Tab>

Enter the date or press <Tab>to accept the default date

Enter 500 as the amount and press <Tab>

Enter VI1 as the reference
Enter “Refer to Finance Minutes dd/mm/yy” for the description

7l

rEudget to Vire From
Amount

Reference
Dezcription

Virements
Lz710 Staff Development - Admin

urrent Al location 20000, 00
500.00 Allocation if Posted 19500, 00

Wil

Refer to Finance Minutes dd/mm/yy

rEudget to Allocate To
Date
Armount
Reference
Dezcription

L5005

28 JAN 2019

Petiod El

S00.00

Wil

Refer to Finance Minutes dd/mmdyy

e Check your data entry screen matches the screen shot above and press <Tab>. The
transaction will then move to the lower half of the screen and is now ready for posting.

3

vl Virements -2 ]
Virement contri
e =
Eudget to Wire From  |D2710 Staff Dewvelopmant — Admin
Curtent Al location 20000, 00
Amount =00.00 Al location if Posted 1950000
Reference il
Description Refer to Finance Minutes dd/mmsyy
%\
P -
Eudget to Allocate To
Date 28 JAN 2019 Period [ 1 |
Armaunt 0.00
Reference
Description |
h \/ %
i Current ) Allocation ] # Cancel
Budget Allocation Allocation If Pogted
[nj=lulu}s} 21000, 00 S00. a0 21500, 00 |“£| 1
Window
im] H close window
Allocations ? Help
%\
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e Check the Allocation amounts are the same

o Click OK to perform the virement and the following message will be displayed

0F. to pozt these virements / allocations 7 Mo

Tes

e Click Yes — the profiling dialogue box will appear

e As we do not want to split our budgets equally over the 12 month period

e Click & H=r

Are poul zure you want to clear the budget profile

e Click Yes
e Click on Profile &@ Erails

e Click on OK and Yes

e Repeat the profile procedure for the second account (D5005 English)
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19.3Virement Reports

All virements produce automated reports are sent straight to the printer. An example of a Virement
Report is included below.

To From West Coast District High School
1234 West Coast Highway
SCARBOROUGH
WA 6018
REQUEST FOR VIREMENT

Please action the following virement:

Decrease

Budget Head Detail Code $
Staff Development - Admin D2710 500.00
Increase

Budget Head Detail Code $
English D5005 500.00

Reason for Virement  Refer to Finance Minutes dd/mmiyy

Signed:

Date: - .
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Activity: Check the result of the Virement

Reporting > Custom > Comparative Budget Report

e Select the screen as the report destination

e Examine the two budget account codes we have just vired from and to D2710 and D5005

20EXP Expenditure Accounts

01025 Stationery & Office Supplies 20,000 20,000 50.00 19,950

01085 Entertainment (FBT}-Employees 0.00

01086 Entertainment - Non Employees 0.00

01087 Bank Fees and Charges 00 500 0.00 500

01039 Purchasing Card (Surcharge) 0.00

D1455 Water 1,000 1,000 60.00 540

01510 Facilties - cleaning 3,000 3,000 110.00 2,850

D1605 Faultz Management 50,000 50,000 0.00 50,000

01615 Computer Repairs 1,500 1,500 200.00 1,300

01310 Purchase of Computers - Maths 14,000 14,000 5,000.00 9,000

D2005 Furniture - Administration 7,000 7,000 5,454.55 1,545

02705 Profes=ional Dev - Teaching Staff 50.00 (50)
[ D2T10 Staff Development - Admin 20,000 19,500 0.00 19,500

D3005 Bookshop - Books 3,000 3,000 500.00 2,500

D4308 Refund of Facilties Hire 0.00

D4539 GST Rounding 0.00

DS005 English 21,000 21,500 22273 21,277

Ds5110 Numeracy 20,000 20,000 2727 19,973

D5305 Science 18,000 18,000 0.00 18,000

Balance for Expenditure Accounts 179,000 179,000 11,674.55 167,325
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Activity: A Split Virement

It was agreed at the last meeting of the School Finance Committee that the following
budget amendments are made:

¢ Increase the budget on D5110 (Numeracy) by $1000 (from Staff Development - Admin) and
¢ Increase the budget on D5305 (Science) by $1500 (from Staff Development — Admin)

Record Keeping - Record the second virement on the Batch Register using no batch
number, ref VI#2 and the Batch total is $2,500

BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/Da pedt Bank Income Expend Accrual;
Batch® ' Credit Internal ", | BAMie | Pro
Batch N te Chu AIC Receij P; I Expend Manual
® | Eaport | From To E Cheque P uuc‘;“ i ks Notes Meome e Charge= | { pist Totals By,
[B] BEay
5 2238 | 2238 C 1 12385
6 12348 | 12350 C 1 440
VIl 500
VI2 2500

Transactions > Virements

Enter D2710 as the Budget to vire from and press <Tab>

Enter $2500 and press <Tab>

Enter VI2 as the reference

Enter “Refer to Finance Minutes dd/mm/yy” as the description and press <Tab>

Type D5110 in the Budget to Allocate To and press <Tab>
<Tab> past the date field

Enter 1000 as the amount

Enter VI2 as the reference

Enter “Refer to Finance Minutes dd/mm/yy” as the description

7l Virements
-~ -
Budget to VWire From  |D2710 Staff Development — Admin
Current Al location 19500 . a0
Aot 2500.00 Allocation if Posted 17000 00
Reference V2
Description Refer to Finance Minutes dd fmm/fyy

rBudget to Allocate To |DS110
Date 28 JAN 2019 Period [ 1 |
Amaount 1000.00
Reference WiZ
Description Refer to Finance Minutes dddmmdyy
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e Press <Tab> to move the transaction into the lower window

In the field Budget to Allocate To, type D5305 and press <Tab>
<Tab> past the date field
Enter 1500 as the amount
Enter VI2 as the reference and press <Tab>

Enter “Refer to Finance Minutes dd/mm/yy” and press <Tab>

I’-Budget to Allocate To
Date

Armount

Reference
Cescription

D305

28 JAM 2019

1500.00

W2

Period

=,

Refer to Finance Minutes dd frmdyy

The two transactions should now be in the lower half of the window and the Allocations should
match the Amount of the Budget to Vire from D2710 - Staff Development - Admin budget

account.
Current i Allocation
Budget &llocation Allocation If Posted
0s110 20000 00 1000, 00 21000.00  « [EI
05305 128000 .00 1500, 00 19500 . 00

Allocations 2500.00

B

e Click OK to process the Virement

OF. to post these virements / allocations ?

e Click Yes

e Click

55 Profile

Have you finished profiling this budget™?

_to |

e Click Yes

For D5110, we do not want the budget split evenly over 12 months
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Budget Profile -D5110
r -
Controls
1 166600 T 1666.00|  Current Allocation 2 Switch (%
z 1geenn] =  1e66.00] tE D &7 Cisar
a 20000.00
| 1eezon| 9  1ees.o B puiz
4| 1eeson| 10 1ems.op|  Totsl Budget .
5|  1esson| 11 1ees.00] | 21000.00 | 50 Profile
& 1668.00] 12 [ 1668.00]
| | v o
. =
- . | window
Uze Profile Mo Profile >
P Help
\
e Click

Are pou zure you want to clear the budget profile

e Click Yes

e Click and OK

Have you finished profiling this budget?

e Click Yes

e Repeat for D5305

55 Profile

e Click and OK

Hawe you finished profiling thiz budaget?

N |

e Click Yes
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A Sample Virement Report

A virement report will automatically be spooled to the printer. This must be signed by the
Principal and filed

To From Vwest Coast District High School
1234 West Coast Highway
SCARBOROUGH
WA G018
REQUEST FOR VIREMENT

Please action the following virement:

Decrease

Budget Head Detail Code $
Staff Development - Admin D270 250000
Increase

Budget Head Detail Code 5
Mumeracy D510 1000.00
Science D5305 1500.00

Raasan for Viremant  Refer Finance Minutes dd/mmiyy

Signed:

Date:
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Activity: Checking the Split Virement

Reporting > Custom > Comparative Budget Report

e Select the screen as the report destination

e Click Print

| D2710 Staff Development - Admin 20,000 17,000 0.00 17,000
D3005 Bookshop - Books 3,000 3,000 £00.00 2,500
D402 Refund of Facilties Hire 0.00
D45999 GST Rounding 0.00
D5005 English 21,000 21,500 22273 277
D5110 Mumeracy 20,000 21,000 2727 20,973
D5305 Science 18,000 19,500 0.00 19,500

e Examine the accounts we have been working with, D5110 — Numeracy, D5305 — Science
and D2710 Staff Development — Admin

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 164 of 332
© 2019 Civica Pty Ltd



19.4 Budgeting for Unexpected Income

The school has received advice that they are being given a Student-centred Funding amount of

$3000 because of Faults Management funding. This has not been budgeted for at the start of the
year.

This will require the processing of one income transaction and two budget adjustments: — one

budget adjustment for the C account receiving the funds and one for the D account which has been
allocated the funds for expenditure.

The money is to be allocated as follows: C3205 — Student-centred Funding will receive an income
budget adjustment of $3000 and D1605 — Faults Management will receive a corresponding
expenditure budget adjustment of $3000.

Activity: Income processing and budget adjustments

Record Keeping - Complete the Batch Register for the Income — Batch Number 7, Ref BS125
(Bank Statement number), Batch Total $3000

‘ BATCH REGISTER
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
Date/Da Batch* Bank Income Expend Credit I al Accruals BAMIE Proc
Batch No e Chu AIC Receipis Payments I E: d . (Manual
Export | From To | [Eke 123 e it Notes neome e Charge iy Totals By
[B] BRay.
5 2238 | 2238 C 1 12385
6 12348 | 12350 C 1 440
VI1 500
VI2 2500
7 BS125 1 3000
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View the Balance of the C3205 Student-centred Funding Budget account and the D1605 Faults

Management Budget Account

Reporting > Custom > Comparative Budget

Fixed Current Actual ¥TD Variance

Account Description Budget Budget

10REV Revenue Accounts

c1001 Secondary Voluntary Contributions 2 (50,000} (50,000} (200.00) (49,200}

C1305 P&C Donations (2,000} (2,000} 0.00 (2,000}

CA705 Hire of Facilties (4, 000) (4, 000) (600.00) (3,400}

C1805 Bank Interest {1,000} {1,000} 0.00 {1,000}

C1505 Sale of Azsets (10,000} (10,000} (9,050.91) (209)

C2205 Healthways Grant (440.00) 440

C3005 Bookshop - Books (12,000} (12,000} (9,450.91) (2,509}

C3205 Student Centred Funding {100,000} {100,000} 0.00 {100,000} |

C5M5 Mizcellaneous Revenue (2,983) (2,983) 0.00 (2,983)

L5999 GST Rounding (12} (12} 0.00 (12}

Balance for Revenue Accounts (182,000) (182,000) (19,821.82) (162,178)

Total Funds Available [276,000) [276,000) {113,821.82) [162,178)

20EXP Expenditure Accounts

01025 Stationery & Office Supplies 20,000 20,000 50.00 19,950

01085 Entertainment (FBT}-Emplovess 0.00

D1026 Entertainment - Non Employees 0.00

D087 Bank Feez and Charges 500 500 0.00 500

D1029 Purchasing Card (Surcharge) 0.00

D1455 Water 1,000 1,000 80.00 540

D1510 Facilities - cleaning 3,000 3,000 110.00 2,850
[ D1605 Faults Management 50,000 50,000 0.00 50,000 |

Once the $3000 has been processed to the D1605 Faults Management Grant, the allocation

should show $53,000 in the Current Budget column.
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Income | Amount | Analysis | Ref Batch | Detail Budget | Tax
Source Code Ref Code Code
INCOO1 | 3,000 C3200 BS125 | 7 Student-centred C3205 | 8

Funding

¢ Process the Income transaction

Transactions > Income

Vi Income (7S]
Income Controls
P -
Ing Source Inzome Options
Reference 88125 | Batch Ref.
\
Add new Income Tine =
analysis [C3zoo |student-centred Funding |
Detail |Student Centred Funding/Foul t= Monoge |
Budgst  [C3205 | tudent-centred Funding | Bal [-100000.00 |
Line Tots! Receiptho.[ ]
Tax code |8| 93| Taz 0.00
Nett vk
All Income Lines »
Cancel
Detail $ Mett $ Tax 4 Line Total :
[+] wWindow
w O cCloze window
Totals 0.00 0.00 0.00 P Help
h,

e <Tab> to move the transaction to the lower half of the screen

#11 Income Lines
Detail $ Mett $ Tax 4 Line Total
Student Centred Funding/Faul 3000, 00 0.00 3000, 00 E‘
ol
Totals 3000.00 0.00 3000.00
e Click OK

e Click OK to the Cheque account
e Click Yes to post the batch
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Print the Batched Transaction Report

)

[

e Select the Batched transaction report

e Select Income

e Click Print

- ( Records 1( Transactions W Ad-Hoc w||r Custom
S GENERAL REPORTS Report Options

#11 transactions - -
i i) relERE g INCLUDE TRAMSACTION THPES ...
Future Pastings ¥ Income
Purchase Orders [T Expenditure
#lternative Payee Transactions C
Batch Number Report [T Journal Transfers
[T accruals et
3 AUDIT REPORTS b
Tranzactions not uet printed rFRDM BAME ACCOUNTS ..
Year End Statement 7 Cash Management =
Commitment SUrmmary ¥ Cheque accaunt
EFT/EP&Y Certification Log ¥ Investment &/C
Record Maintenance Log
5 BANK REPORTS
Reconciled transactions Z

"

Unreconciled transactions
Cash Movernent
Bank Balance
=5 Tax REPORTS
Tax Reimbursement (IHG)

(FIND TRANSACTIONS BASEDON ... |

lgnore Search
D Simple Search

(SHOW REPORT WITH

W Gross Totals
[T Tatalz Only

[T SearchCriteria
[T Repart Hates

W

[} Short Report Format
B nclode Descriptions 7
B inclode Invoice 7
B inclode User 0N 7

(DESTINATION .
& Printer

¥ Screen

0 Page Preview
" Spreadshest

Change Sort Order |

Tax Reimbursement (ExP) ! D Letailed Search Print I

e Ensure the details are accurate

Posting Detail Type Date Nett Tax Total Voucher
T

INCO01 Income

C3200 Student-centred Funding

C3205 Student-centred Funding

Cheque Account

Student Centred Funding/Faults Manage

Ref BS125 INC 28 JAN 2019 3000.00 2 3000.00 Ci
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Update the Batch

Transactions > View/Post Batch > Income

. QL Displa
e Enter the batch No 7 and click
Find Batch
[ Find Batched | ncome ] Controls
QL Dpisplay
e Click ﬂl to change No to Yes
i Post Batch to Income Accounts @
-
Gross
Ref. Date Perind Yalue '@ Controls
BS125 28 JAM 2019 1 3000.00  YES ] @& Find Batch
2]
Source # Supplier IMCO01 Mett 3000.00
Tax 0.0o
Batch Ref. 7
Type INC
Description Multi-Line Income Transaction v Uikl
Eank 1 Cheque Account
b YWindow
-
Total to post 3000.00 O close window
P Help

e Click ¥ L and Yes to post the transactions
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Activity: Income Budget Revision

Record Keeping - Complete the Batch Register for Batch Number 8, use Ref BA4, Batch

Total $3,000
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Type of
Date/Da Batch* Bank Income Expend Credit Internal Accruals BAMIE Prol
Batch No te [C] Cheque AIC Receipis Payments Income Expend {Manual
Export | From To | gerr 1,2,3 (INC {ESF) Notes (c) (ESC) Charge Only) Totals By
[B] BRay.
7 B5128 1 3000
8 BAd4 3000

Transactions > Budget

e Ensure the radio button is selected
e Click in the Budget Account field and type C3205 and press <Tab>
e <Tab> past the date to accept the default
e Enter 3000 as the amount and press <Tab>
e Enter the Ref BA4 and press <Tab>
e Enter the batch number 8 and press <Tab>
e Enter the detail ‘Student-centred Funding/Faults Manage’
i Budget Allocation |7 |[mE3a]
Budget Allocation Contrim
rTupe O Expenditure @ ] Options
Budget dccount [c3z0s [ Student-centred Funding |
Date Period [1_|
Referance Batch Ref.
Detail [Student Centred Funding/FauTts Manage | v Ok
< Cancel
h Window
[ st || B close wingow
Mew Allocation if transaction posted D help

Click OK (or press <Enter>)

e Click Yes (or press <Enter>)

Note: you can check the budget is increasing by viewing the field displaying the ‘New
Allocation if transaction posted’. If the figure has decreased, this will indicate the Income
radio button has not been selected. This may be swapped at any time prior to posting the

transaction.

-
Current Allocation

=30000.00
New Allocation if transaction posted
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Print the Batched Transaction Report
Transactions > Reports > Batched Transaction

e Check the box next to Budget Amendments

i Records | (Transactions| AdHoc | Custom |

&

S GENERAL REPORTS Report Options
#11 transactions - - 1
Bt iel i) B E INCLUDE TRANSACTION TYPES ... SHOVY REPORT WITH ...
Future Postings [ Gross Tatals
Purchasze Orders [T Totals Only
Alternative Payee Transactions ¥ Budget Amendments I short Report Format
Batch Number Repart [T Jdournal Transfers o
Ateh Number kepor M decruals ete, [T Include Descriptions 7
= Include Invoice 7
{3 AUDIT REPORTS - o [T Include User 07N 7
Tranzactions not yet printed FROM BAMNEK ACCOUNTS ... [ Search Criteria
Year E_"d Statement [ Cash Management [ Report Motes
Cumm1tment5ulm.mar.’u ¥ Cheque Account \
EFT/BPAY Certification Log [ Ieestment & /0 rDESTINATIDN o
Record Maintenance Log
" Printer
3 BANK REPORTS
{* Screen
Reconciled transactions | i
) ) ™ Page Preview
Unreconciled transactions T ——
Cash Movement = | & Spreadshest
Bank Balance Ignore Search
Change Sort Order ‘
{23 Tax REFORTS D Simple Search .
Tax Reimbursement (IHC) Detailed Search p—
Tax Reimbursement (EXP) i D Elaled searc (1D |
a\
e Click Print
Posting Detail Type Date Hett Tax Total Moucher
8
C3205 Student-centred Funding
Student Centred Funding/Faultz Manage
Ref BA4 ALL 28 JAN 2018 3000.00 C1

¢ Close the report and Update the Batch
Transactions > View/Post Batch > Budgets

e Enter 8 and display

( Find Batched Budget ] Controls
C Display
Batch Ref Z

e Click on the to change the No to Yes
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Post Batch to Budget Accounts

-7 sl

-~
Gross
Ref. [ate Period Yalue @ | Controls
ER4 28 JAN 2019 1 2000.00 YEE . @'l “ Find Batch
2
-
Source / Supplier Nett 0.0o0
Budget C3z205 Tax 0.00
Analysis
Batch Ref. &
Type ALL
Description Student Centred Funding/Faults Manage ‘/ Wpslaite
b Window
- -
Total 1o post 3000.00 O Close window
P Help
\
: +" Update
e Click
Are you zure wou want to post the selected items? Mo |
Yes
e Yes to post the transaction
Budget Profile -C3205
-~ -
Controls
1| -gzszas| 7| -9333.33 Current ATlocstion Fp ($) Switch (%
2| -esszzs| [ -esss.ag (s <P Clear
_ . -100000.00
z [ -eszzaz| 9 -s933.ag) B
4| -ez3zzz| 10| -s33a 33| TotslBudget .
5| -ssssas| 11| -ssss.az| | -103000.00 | || 9O Erofle
6| -ezszaz| 12| -8333.37
I | v %
b =
- - Window
Uze Profile
2 Help
\
Bl Byiz .
e Use the profile

e Click Ok and Yes
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19.5Expenditure Budget Revision

Activity: Expenditure Revision

Record Keeping - Complete the Batch Register for Batch Number 9, use Ref BA4, Batch Total

$3,000
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Date/Da Lype of Bank Income Expend Accrual;
Batch* : Credit Internal °, | BAMmE | Proc
Batch N te Chi AIC Recei] Payments [ Expend Manual
® | Export | From To {E’ e 1,23 uncm {ESP) Notes ey (E50) Charge™ | Only) Totals By
[B] BRay.
7 B5125 1 3000
§ BA4 3000
9 BA4 3000

Process the following Expenditure Budget Revision

Transactions > Budget > Expenditure

7l Budget Allocation -7
Budget Allocation -
’ ~
Type (% Expenditure {0 Income Options
Eudget Account |D1605 | Faultz Managernent
Date Period El
Armount
Reference Ehd Batch Ref. I:I
Detail |Student Centred Funding/Faults Manage v Ok
# Canesl
\ Window
-~ 1
Current Allocation E|_ Close window
Mew Allocation if transaction posted ? Heln
h

Note: The ‘New Allocation if transaction posted’ shows the correct amount when the transaction

is posted

e Click OK (or press <Enter>)
e Click Yes (or press <Enter>)
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Check the Batched Transaction Report

Transactions > Reports > Batched Transactions > Budget Amendments

r Records ]I’TransactionsT

5 GEMERAL REPORTS

A1l transactions

Batched transactions

Future Postings

Purchase Orders

&lternative Pagee Transactions
Batch Mumnber Report

£5] AUDIT REPORTS

Transactions not yet printed
‘ear End Statement
Commitrment Surnrary
EFT/EPA&Y Certification Log
Record Maintenance Log

5] BANK REFORTS

Reconciled transactions
Unreconciled transactions
Cash Movement

Bank Balance

£ Tax REPORTS

Tax Reimbursement {INC)

Ad-Hoc

]r Custom ‘l

Report Options

"INCLUDE TRANSACTION TYPES ..

r
r
™
[T Journal Transfers
[T Accruals et

%

"FROM BANE ACCOUNTS ...

¥ Cheque Account
I Investment & /e
¥ Petty Cazh

%

‘FIND TRANSACTIONS BASED ON ...

lgnore Search
D Simple Search

"SHOW REPORT WITH ...

[ Gross Totals
[ Totals Only
[= short Report Format
B Include Descriptions 7
= include Invoice 7
[T Include User 04N 7
[T Search Criteria
[T Report Notes

.

"DESTINATION ...
" Printer

* Screen

{0 Page Preview
| (" Spreadsheet

Change Sort Order ‘

Tax Reimbursement (EXP) X D betailed Search Print |
e Click Print
Posting Detail Type Date Hett Total Voucher
9
D1605 Faultzs Management
Student Centred Funding/Faults Manage
Ref BA4 ALL 28 JAN 2019 3000.00 Ci
)

Close the report and Update the Batch

Transactions > View/Post Batch > Budget

Enter 9 as the Batch Reference and click Display

Find Batch

Find Batched Budget

Controls

—

Batch Ref

R
I

o E—

[ ]

Reference

User Name

C} Displa

Window

E_ Close window
2§
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e Click on the |

I to change the No to Yes

7l Post Batch to Budget Accounts [T | 3]
-~
Gross
Ref. [rate Period Yalue "\H—I-T' Controls
BA4 28 JAM 2019 1 2000 . a0 YES '@' M Find Batch
yd

Source S Supplier Mett 0.00

Budget D1605 Tax 0.00

Analysis

Batch Ref. 9

Type aLL

Description Student Centred Funding/Faults Manage

-

Total o post T000.00

+ Update

Window

E_ Close window

2 Help

C“Ck v Update

Click Yes to post the transaction

[ J
Are pou sure pou wank bo post the selected items? Mo
ez
[ J
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e Check the Comparative Budget Report to ensure the allocation now appears as $103,000 in
the Current Budget column for C3205 Faults Management.
Reporting > Custom > Comparative Budget
Fixed Current Actual YTD Variance
Account Description Budget Budget
10REV Revenue Accounts
c1oo1 Secondary Voluntary Contributions 7 (50,000) (50,000) (200.00) (45,800}
C1305 P&C Donations (2,000} (2,000} 0.00 (2,000)
C1705 Hire of Facilties (4, 000) (4, 000) (500.00) (3,400}
C1805 Bank Interest {1,000} {1,000} 0.00 {1,000}
C1505 Sale of Aszets (10,000} (10,000} (9,050.91) (909)
CZx205 Healthways Grant (440.00) 4410
C3005 Bookshop - Books (12,000} (12,000} (9,450.91) (2,509)
| C3205 Student-centred Funding {100,000} (103,000} (3,000.00) (100,000}
The D1605 Faults Management account now displays $53,000 in the Current column.
20EXP Expenditure Accounts
D1025 Stationery & Office Supplies 20,000 20,000 50.00 19,950
D1085 Entertainment (FBT}-Employees 0.00
D1085 Entertainment - Non Employees 0.00
D087 Bank Fees and Charges S00 500 0.00 500
D1085 Purchasing Card (Surcharge) 0.00
D1455 Water 1,000 1,000 60.00 540
D1510 Facilties - cleaning 3,000 3,000 110.00 2 850
[D1805 Faultz Management 50,000 53,000 0.00 53,000 |
BALANCE OF GENERAL FUND (87 ,000) (87 ,000) (105,147.27) 15,147
o Close the Comparative Budget Report
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20 Transactions Il — Actuals
Journal Transfers, Credit Notes and Internal Charges are all methods used to correct the Actual

figures.

20.1Transfers

Transfers are used in RM Finance to transfer money between bank accounts.

Activity: Journal Transfer of Funds

Record the Journal Transfer on the correct form and then record a transfer of $2000 from the
Investment account to the cheque account on the Batch Register. Use batch number 10.
Reference is BS125

Hramzial Policy & Sendces Ganch

DEFARTMENT OF EDUCATION & TRAINING

Version 7.4 Nbvesder 2005

JOURNAL
TRANSFERS - DRANGE

JOURNAL TRANSFERS

«  Usg aniy to record transfers of monely between the School Bank (chequel account ano
the School fnvestnent accounts S Term Daposit gcoounts.

REFERENCE JT & 1
F

LATE TEAHSACTIONDETAILS ;MDUNT n FROM TO

Trapcfer fimds from Borestmetdta Cheque A0 pAIlL]] on Frurect Chegae
Batch Register —take 2 lines to record this one batch (11)
For the month of Period
BANK RELATED TRANSACTIONS
Reference Mo Adjustments/Reversals **
-I;{;'t):h?[ Bank Income Expend _ Accruals
satcn o | CEECE | rrom To  |Gwme | AC | Recmp | paymens | M| mcome | Epend | oo | s | SER ) T

[B] BRay.

10

B5125

B5125

2000

10

BS125

BS5125

2000

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 177 of 332
© 2019 Civica Pty Ltd



Transactions > Transfers
e Press <Tab> to accept the default date
e Enter BS125 as the Reference and press <Tab>
e Enter 10 for the batch number and press <Tab>
e Enter ‘Transfer funds from Invest to Cheque’ as the description
e Enter 2000 as the Amount Note the Current
e Select FROM Invest Alc Balances window to
e Select TO Cheque Account the right of the
Journal Transfers
Journal Transfer Screen
Controls
- -
Detail |Trunsfer funds from Invest to Cheque | Current Balances \/
Amount Cash Management 0.aa J
h *| #Cheque Account 11935.00
-~ - Investment Afc 94000. 00
From To b
Cash Management Cash Manogement
#Cheque Account
Inwestment Afc b
L
q
e Click OK
f '._-'\'-I Ok to BATCH a journal from Investment A ta
' Cheque Account 7
Mo ez
e Click Yes

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 178 of 332
© 2019 Civica Pty Ltd



Check the Batched Transaction Report

Transactions > Reports > Batched Transactions > Journal Transfers

e Check the Batched transaction report for Journal Transfers

- r Records W Transactions ]r Ad-Hoc ]r Custom ]
ESGEMERAL REPORTS Report Options

&11 transactions -~ g -
e ) LPE TR S IMCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings r ¥ Gross Totals
Purchaze Orders r [T Totals Only
&lternative Payee Transactions i I} short Repart Format
Bateh Mumber Report ¥ Journal Transfers o
FICN NUmber Fepor [ éecruals ete. = Include Descriptions 7
= Inclode Irvoice 7
i3 AUDIT REPORTS . [T Include User 04N 7
Transactions not yet printed (FROM BANK ACCOUNTS ... 1| 1 searchcriteria
Year End Statement [T Cash Management [T Repart Motes
Commitrment Surmmary ¥ Cheque dcoaunt X
EFTHBPAV.Certiﬁcation Lag ¥ Investment A/c rDESTINATIUN ™
Record Maintenance Log € Print
rinter
BAME REPORTS
= ¥ Screen

Reconciled transactions
Unreconciled transactions
Cazh Mavement

.

" Page Preview
rFIND TRAMSACTIONS BASED OM ... " Spreadsheet
.

Bank Balance 3 Ignote Search o0 p—
ange Sort Order
{3 Tax REPORTS j Simple Search 9 ‘
Tax Reimburserment {IMC) Detailed Search E—
Tax Reimburserment (EXP) | D mhated Seare rn |
e Click Print
Posting Detail Type Date Hett Tax Total Voucher
10
Tranefer funds from Invest to Cheque
Ref BS125 JNL 28 JAN 2019 2000.00 2000.00 Ci
10
Transfer funds from Invest to Chegque
Ref B5125 JHNL 28 JAN 2019 -2000.00 -2000.00 Ci
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Activity: Updating a Journal Transfer Batch

Transactions > View/Post Batch > Journal Transfers

e Enter Batch No 10 in the Batch Ref field

e Click Display

Find Batch

[ Find Batched Journal Transfers ]

T —
N R

e —
o E—

User Name I:I

- o

Controls

, Displa

Window
E_ Close window

D Help

e Click on ﬂl to change the No to Yes

7 Post Batch to Journal Transfers Accounts
-
Gross
Ref. [ate Period Walue "@J
BS125 28 JAH 2019 1 200000 YES '@'

2

Source / Supplier Nett
Budget Tax
Analysis

Batch Ref. 10

Type JHL

-

Description Transfer funds from Invest to Chegque

Z000.00
0.00

Total to post zoo0.00

-5 el

Controls

ik Find Batch

+" Update

Window

O Cloze window

P Help

e Clickon V Uit

Are you zure vou want to post the selected items?

N

Yes

e Click Yes to post the transaction
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Activity: Check the result of this Journal Transfer

Financial Summary > Investment A/c

7l Financial Summary

[Summaru Wiew | [nvestment &/

-~

Brought Forward
Income

Expenditure

Carry Forward

24000.00
-2000.00
0.00

Qz000.00

T2 Print
S

==Fl Close @ Help
@

e View the sum of $2,000 as a debit from this account

e Close the Financial Summary window
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Another report that shows the movement of this money from one account to another is the Cash
Movement report.

Transactions > Reports > Cash Movement

£5) BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance

e Deselect the Cash Management Account
e Click on Print

Chegue Account and Investment Alc
This years transactions only.
Supplier /
Source Reference Type Date Nett Tax Total Voucher
INC00 1235 INC 28 JAN 2019 -9450.91 -549.09 1 -10440.00 3
INC00A 1235 INC 28 JAN 2019 -500.00 -50.00 1 -550.00 32
INC00H 1235 INC 28 JAN 2015 -5050.51 -509.09 1 -10000.00 33
INCOO 1235 INC 28 JAN 2019 -440.00 0.00 8 -440.00 34
INCO0 1235 INC 28 JAN 2019 -200.00 0.00 0 -200.00 35
INCO0 1235 INC 28 JAN 2019 -20.00 0.00 8 -20.00 36
WATO01 2233 ESP 28 JAN 2019 60.00 0.00 0 50.00 37
GRADD1 2235 ESP 28 JAN 2019 5454 .55 54545 2 6000.00 33
SCIn0A 2235 ESP 28 JAN 2015 50.00 5.00 1 55.00 39
BOOOO 2237 ESP 28 JAN 2019 500.00 50.00 1 550.00 40
AZNO0 2238 ESP 28 JAN 2019 200.00 20.00 1 Z20.00 41
ALGOO 2234 ESP 28 JAN 2019 5000.00 500.00 2 5500.00 42
SUPOO 012350 ESP 28 JAN 2019 50.00 5.00 1 55.00 43
SUPOD1 012350 ESP 28 JAN 2019 2273 2271 25.00 44
SUPOM 012350 ESP 28 JAN 2015 27.27 2731 30.00 45
MARDO 012349 ESP 28 JAN 2019 110.00 0.00 0 110.00 45
ANYO01 012348 ESP 28 JAN 2019 200.00 20.00 1 220,00 47
INCO0 BS125 INC 28 JAN 2019 -3000.00 0.00 8 -3000.00 53
BS125 JNL 28 JAN 2019 -2000.00 0.00 -2000.00 56
BS125 JNL 28 JAN 2019 2000.00 0.00 2000.00 57

Totals -11167.27 -TRT.73 -11935.00

Total Income -24760.00

Total Expenditure 12825.00

Total Journals Qut 2000.00

Total Journals In -2000.00

Note: Both the debit and the credit transactions are visible here.

o Close the report
¢ Click OK to the following message:

20 Transactions Printed.
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20.2 Credit Notes

If a credit note is received from a supplier for whatever reason, it can be processed in RM Finance
to decrease the amount that the supplier is owed.

Note: if the credit note is received in the same period as the related invoice, it can be
processed as outlined below.

Credit Note processing is carried out in a similar way to expenditure processing, except we are
processing a credit amount from a supplier. As a credit note generally relates to a previous
transaction, the details entered such as analysis, budget and tax codes, should reflect those of the
original transaction.

The reference field is important as this relates to the cheque number

If you are using hand-written cheques, you should enter the number of the cheque on which you
have made the adjustment. This assumes that the cheque is written out for the lesser amount
(being the difference between the invoice and the credit note) and the invoice is entered for the full
amount and ensure you attach the credit note to the invoice.

Activity: Entering a Credit Note

The school has not sold some of the text books purchased from Bookland earlier. The school is
now going to return these to the supplier and because Bookland will credit their accounting
software with $44.00, it is necessary to enter a $44 credit against Bookland in RM Finance.

Record the following transaction on the Batch Register Use batch number 11 and Ref
2237, (the original cheque number), with a Credit Note batch of $44.00

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
ool | Bank | Expend Accrual
Batch* mi ncome pe _ ale
Date/Date T Credit Internal BAMw, | Prd
Batch No Cheque ANC Receipts Payments Income Expend e (Manual
Export From To FES} g1 | 4,23 (NO) {ESP) Notes ey (E50) Charge Only) Totals By
[B] BEay.
10 BS125 BS125 2 2000
10 BS125 BS125 1 2000
11 2237 C 1 44
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Transactions > Credit Notes

e Deselect ‘Create Cheque’
e Process as shown below
Supplier | Total | Ref | Batch | Detail Budget | Line Tax | O/N | Credit
No Code Total | Code Note No:
BOOO0O01 | 44.00 | 2237 | 11 Books D3005 |44.00 |1 004 | CR4567
returned
from Inv
P87632
7l Credit Note [~ |[3a]
Credit Note | controts
rSupph'er Eook | and Options
Date Periodlzl
Reference |zze? | [T £eais Ehagis BatchRer /11 |
LI_ Alternative Payes  Nong
Add new Credit Note line :
Anal ysis |DSDDD |Bookshop Purchases | [T tset
Detail  [Books returned from Invoice PE7PE3Z |
Budget  [D300S [Bockshap - Books |Bat.[ 2soooo |
Line Total | 44.00] 0/M [004 |Credit Note Mo.[cRasE? |
Taxcode [ 1] 10,00 % | Tax| 4.00] e
-
All Credit Note Lines > Cancel
Detail $ Hett § Tax % Line Total )
@ ¥Window
E_ Close window
[
| Totals 000 0.00 0.00 ? telo

Check the details and <Tab> to drop the details in to the bottom window

Click OK (or <Enter>)

Click OK (or <Enter>) to the cheque account
Click Yes (or <Enter>) to batch the Credit Note
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Check the batched transactions report.

Note: credit notes are always grouped with Expenditure

Transactions > Reports > Batched Transactions

e Check the box in front of Expenditure
e Check the box in front of the Cheque Account

r Records “]ﬁransactions‘l’ Ad-Hoc

-
aGENERAL REPORTS
A1l transactions

Eatched transactions

Future Postings

Purchase Orders

Alternative Payee Transactions
Batch Number Report

B

B

B

B

3 AUDIT REPORTS
El Transactions not yet printed
E “ear End Statement
B commitment Summary
E EFT/BPAY Certification Log
Record Maintenance Log
=5 BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance
£ Tax REPORTS
Tax Reimbursement (IWCD

1 Custom |

Report Options

"|MCLUDE TRANSACT IO TYPES ... |

sl
vl

-

[ accruals et

%

"FROM BANK ACCOLINTS ...

[T Cash Management
¥ Cheque Aceount
[T Investment &/C

‘FIND TRANSACTIONS BASED ON ... |
3 lgnore Search

j Simple Search

(SHOW REPORT wITH ...

[ Gross Totals
[ Tatals Only
¥ Short Report Format

= Include Descriptions 7

= Include Invoice 7
B Include User 04N 7
[T Search Criteria
[T Report Hotes

%

"DESTINATION ...
{~ Printer
% Screen
(™ Page Preview
(™ Spreadshest

Change Sort Order ‘

Tax Reimburssment (EXP) | D Detailed Search A ‘
e Click on Print
Posting Detail Type Date Nett Tax Total Voucher]
11
BOCOO1 Bookland
D3000 Bookshop Purchases
D3nos Bookshop - Books
Cheque Account
Invoice Number CR4557
User Order Number 004
Books returned from Invoice PE7632
Ref 2237 ESC 28 JAN 2019 40.00 400 1 44.00 ci
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Up

Transactions > View/Post Batch > Expenditure and Credit Notes

date the batch.

Enter 11 in the Batch Ref field and click Display

Fin

d Batch

(

Find Batched Expenditure ] Controls

[

O, Dpispla

e Click on ﬂl to change the No to a Yes

il Post Batch to Expenditure Accounts
-
Gross
Ref. Date Period Yalue '@
2237 28 JAM 2019 1 44.00  YES ]
A
Source # Supplier Bo0O01 Mett 40.00
Tax 4.00
Batch Ref. 11
Type ESC
Description Multi-Line Credit Note Transaction
Bank 1 Cheque Account
\
-
Total to post 44.00
.

B

Controls

@& Find Batch

+ LUpdate

Window

[ Close window

P Help

+ Update

Click on

Are pou zure pou wank bo post the selected items?

[ o |

Yes

Click on Yes to post the transaction
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Activity: Checking the Credit against the Supplier

Records > Income Sources and Suppliers

M Find record

e Click on
e Enter BO in the Short Name field and press <Enter>
e Click on the magnifying glass next to T/over PTD
=
Tlover
BTD 46000 I&J
e Click OK to print the report to the screen
Account  Analysis Budget Ref Invoice Type Date Nett Tax Total Voucher Rec.Ref. Rec. Date Bank
BOODO1 D3000 D3005 2237 P87632 SCHAD ESP 23 JAN 2019 500.00 50.00 1 550.00 40 1 Cheque Account
BOO001 D3000 D3005 2237 CR4557 SCHAD ESC 28 JAN 2019 -40.00 -4.00 1 -44.00 58 1 Cheque Account
Key Hett Gross
MG Incame 12 Income Correction Total Income 0.00
ESP  Expenditure ESC  Expenditure Correction Budget Amendments .00
ACR Accrual PRE Prepayment Expenditure Against Budget 450.00 S06.00
CRT  Creditor DET Debtor Internal Charging .00
ALL  Budget Allocation WIR  Budget Wirement Journal Transfers 0.00
JML  Journal Transfer CHG Internal Charge Accruals 0.00
Prepayments 0.00
Current Reconciled Totals Debtors 0.00
Default Account 0o Creditors 0.0o
Cther Accounts -34000 .00 Tax 46.00

URE - Prior year arreconciled transactions not incladed in totals

e Check that the Gross Total equals $506.00 which is correct ($550.00 - $44.00)

e Close the report
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20.3 Internal Charges

Internal Charges are to be used:

1) To correct posting errors, in the “D” and “N” Accounts when the wrong account has been used.

2) To transfer amounts to “N” Reserve Accounts, e.g. From D9005 Admin Server Reserve
Transfer to N1005 Administration Server Reserve.

3) To Transfer amounts from the “N” Reserve accounts e.g. From D9005 Admin Server Reserve
to C2405 Transfer from Reserve

Activity: Internal Charges

In order to accrue funds, it is necessary to transfer the actual amount from the D account range
where the item has been budgeted for, to the N account range where it can be accrued at year
end.

An internal charge will be used to transfer $10,000 expenditure (actuals) from the Admin Server
Reserve (N1005) to credit the Admin Server Reserve Transfer (D9005). The reference is IC#1
(from the Internal Charges form).

Record Keeping - Complete the Internal Charges Form

INTERNAL

DEPARTMENT OF EDUCATION CHARGES - YELLOW

INTERNAL CHARGES

Transferring Expenditure:

+  Anintenal charge can be used for the correction of an expenditure posting error in D and N Accounts,
and to transfer amounts from the D Reserve Transfer Account o the N Reserve Account
Transferring Income:

+ Anlintemal Charge can also be used for the corection of an income posting eror in G and N acoounts or to
transfer funds from N Reserves to the Mandatory C2405 (transferred from Reserve) account — System
Manager Qotion change required — refer to separste documentation
All Internal Charges:

s [fthe Infemal Charge relates {o a prior fransaction (current year) ensure the analysis and budget codes
relate to the original transaction.

e Do not mix income and expenditure Analysis codes in the same Intemal Charges transaction screen.
Take extreme care when entering N Analysis codes to ensure [Mxx(l) is used when fransferming income
and Nxxx(Elis entered when transfering expenditure.

»  Provide a brief explanation for the reason for each intemal charge, and use a separate line for each
budget code.

s Frantintemal Charge transactions vie Reports/All Transactions (Simple Search on the transaction date)
and record on Batch Hegister.

REFERENCEIC# 1

+
TRAMNSFER BUDGET TO BUDGET TO
DATE ACCOUNT DETAILS TYPE BUDGET AMALYSIS TRAMNSFER TRAMSFER
INC/EXP CQODE CODE FROM TO
3 C 3 C
Admin Server Reserve EXP N1005 N1000DE 10000 i)
Admin Server Reserve Transfer EXP Daoos Da000 10000 i)
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Complete one entry on the Batch Register use Ref IC#1, it does not get a batch number.

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
Date/Da Batch® Bank Income Expend Credit Internal Accruals BANIE. Proc
Batch N te Che AIC Recei] Payments I Expend Manual

® | Export | From To {%] . 1,2,3 tlm:m3 {ESP) Notes e (£sC) Charge™ to-S;] Totals By

[B] BRay.
10 B5125 2 2000
10 BS125 1| 2000
11 2237 C 1 44

IC1 10000

Transactions > Internal Charges

Enter N1005 as the budget to transfer the expenditure from & press <Tab>
<Tab> past the automatically populated Analysis code
Enter $10,000 the amount of expenditure to be transferred & press <Tab>

Enter IC1 for the reference & press <Tab>
Press <Tab> to accept the default date

Enter ‘From Admin Server Reserve Transfer D9005’ for the Description and press <Tab>

Enter D9005 as the budget to transfer the expenditure to and press <Tab>
<Tab> past the automatically populated Analysis code

Enter 10000 for the amount and press <Tab>
Enter IC1 as the reference and press <Tab>

Enter “To Admin Server Reserve N1005’ as the Description and press <Tab>

i

Internal Charges

-~

Budget to transfer From |N100S

#nalysis Code Computer Equip Rep Res

Administration Server Reserve

Armount 10000 .00

Curtent Actual .00
Reference IC1 Actual if Posted — 10000
Date 20 JAN 2019 Budget a.0o0
Description |Frc-rn Adrnin Server Reserwve Transfer 2005

-~

Eudget to transfer To o005

Analysis Code a00o

Arnount 10000.00 Reference

Admin Server RBeserve Transfer

Trans to Computer Equip Rep Res

Description |Tc- Adrmin Server Reserve N10O0S

<Tab> to transfer the details to the lower section of the screen
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Note the

credit
C 7l Internal Charges
balance of
R the N
E [ inistrati ] account
D Eudget to transfer From Administration Server Reserve
| #nalysis Code Computer Equip Rep Res
T
Current Actual 0.o0
Reference Ic1 Actual if Posted — 1000000
Date 25 JAN 2019 Budget f.00
Description From Admin Server Reserve Transfer DP00S
h
-~ -
C Eudget to transfer To
nal ysis Code T
H
A
Amount 0.00 Reference IE1 " oK
R Description To Admin Server Reserwe N1003S |
G \ X Cancel
E rBudget Analysis Actual Transfer If Posted ]
0a005 [ul=Tu]ulx] 0.00 10000, ad 10000. 00 [l-ll wWindow
/M—_‘ i} T Close window
L]
X Tatal Tra f . ¢ Help
Note the nil
balance of
the D
account
. " 0K
. Click

The following message will appear

—

0K to move expenditure from M1005 to those show in
the list?

|

es

Click Yes
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Activity: View the Internal Charges Report

As Internal Charges are not batched the All Transactions report for Internal Charges is

printed to show the movement of money.

Transactions > Reports > All Transactions

Note: the All Transaction Report can also be printed via (Reporting > Transactions > All

Transactions)

e Remove the ticks from Income, Expenditure and Budget Amendments

e Tick the box for Internal Charges

[ Records |[Transactions| Ad-Hoc

[ Custom |

{ ]
A GENERAL REPORTS Report Options
411 transactions

Batched transactions
Future Postings ™ fneome

Furchase Orders [T Expenditure
Alternative Payes Transactions I™ Budget Amendments

[¥ Internal Charges
Batch Number Report [T Journal Transfers

[T tccruals ete.

(|NCLUDE TRAMSACTION TYPES .. |

(SHOW REPORT 'ITH ...
¥ Gross Totals
[~ Totals Only
[T short Report Format
[T Include Descriptions 7
[T include Ireenice ?

5 AUDIT REPORTS b
Transactions not yet printed rFRDM BANEK ACCOUNTS ..

Year E.nd Staterment [ Cash Management
Commitrent Summary ¥ Cheque dccount

[T Include User 0/ 7
[T SearchCriteria
[T Peport Motes
Y\

EFT/BPAY Certification Log
D) s s [T Investment Asc { DESTINATION ... ]
e Click on Print
Posting Detail Type Date Nett Tax Total Voucher
DS000 Trans to Computer Equip Rep Res
09005 Admin Server Reserve Transfer
Inwoice Number
Order Number n/a
To Admin Server Reserve N1005
Ref IC1 SCHAD CHG 28 JAN 2019 10000.00 g 10000.00 59
N1000E Computer Equip Rep Res
N1005 Administration Server Reserve
Inwoice Number
Order Number nia
From Admin Server Reserve Transfer DB005
Ref IC1 SCHAD CHG 28 JAN 2019 -10000.00 8 -10000.00 &0

e Close the report

Note: this report needs to be printed and filed with the monthly reports
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Activity: Check the result of the Internal Charge

Reporting > Custom > Comparative Budget Report

e Click Print

The following report will be displayed:

Fixed Current Actual YTD Variance
Account Description Budget Budget
JORES Rezerve Account Transfers
D005 Admin Server Reserve Transfer 10,000 10,000 10,000.00
Dg205 Adminstration Reserve Transfer 0.00
Balance for Reserve Account Transfers 10,000 10,000 10,000.00
BALANCE ACCOUNTS
S0RESA Reserve Accounts
MW1005 Administration Server Reserve (10,000.007 10,000
M1630 Photocopier Resource Reserve 0.00
Balance for Reserve Accounts {10,000.00) 10,000

Examining the report you can see that the Actuals for the D9005 account now reduced the
balance of the account to 0.00 (a nil variance) and that the N account now has 10,000 in the
Actuals column allowing the user to accrue this amount into the following year during the year

end process.

Note: schools must not spend directly from the N reserve accounts. Monies held in the N
reserves must be moved to the C account range and the C and D budgets adjusted
accordingly. This will be covered later in training.
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20.4 All Transaction Reporting Options

The All Transaction report will allow you to search, sort and subtotal by batch number, supplier or
Budget Code whichever is most appropriate for your needs.

Activity: Searching & Subtotalling

Transactions > Reports > All Transactions

Select Transactions type Expenditure
Select the Cheque account

Leave Gross Totals on

Select the Short Report Format

Tick Include Descriptions

Tick Include Invoice

Tick Include Order Number

r Records ]IrTransactionsT Ad-Hoc

-

aGENERAL REPORTS
&11 transactions
Eatched transactions

Future Postings

Purchasze Orders

Batch Number Report

5 AUDIT REPORTS
Transactions not yet printed
ear End Statement
Commitment Summary
EFT/BPAY Certification Log

Recard Maintenance Log

£5] BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance

3 Tax REPORTS
Tax Reimbursement (IMC)
Tax Reimbursement {EXP)

@

Alternative Payes Transactions

[ Custom |

Report Options

(INCLUDE TRANSACTION TYPES .. |
™ fncame
W Expenditure
[T Budget &mendments
[T Internal Charges
[T Jdournal Transfers
M tecruals et

\

(FROM BANK ACCOUNTS ..

[T Cash Management
[ Cheque dccount
[T Inevestrent & A

\

(FIND TRANSACTIONS BASED ON ... |

D Ignare Search
Simple Search

(SHOWY REPORT W/ITH ...

¥ Gross Totals

] Tatals Only

¥ Short Report Format
W Include Descriptions 7
W Include Invoice 7
¥ Include User 07N 7

[T SearchCriteria

[T Report Motes

%

"DESTINATION ...

" Printer
{* Screen
(" Page Preview
(" Spreadsheet

Change Sort Order

D Detailed Search
\

Print

e Check the box to the left of Simple Search — To find transactions for one supplier only. Enter
the short code for the supplier in both sides of the search field as in the screen shot below

ﬂ Simple Search

[ 2 el

Fromm To

Budgets |

Supplier / Source |

sUPEEL | | | sUP@AL

Anal yses |

e Close the Simple Search window
e Click Change Sort Order
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Enter 1 next to Budget
Check the Subtotal box

[ 7| Sorting and Subtotal | % |[meam)
i

Sart Order | Subtatal
Audit Mumber
Budget
Supplier
Analyses

Periods

[ate

[=l=ll==]=]=]

Uzer Order Ma

[=]
-

:ﬂ Close @ Help
" ]

e Close the Sort window
e Click Print
e Click OK
Account Budget Description Reference User O/l Invoice Type Date Nett Tax Total Voucher Rec.Ref. Bank
SUPOD1 D1025 Filez and Folders 012350 o0& 1287% SCHAD ESP 28 JAN 2019 50.00 001 55.00 43 1
Total for Budget D1025 50.00 500 55.00
SUPQO1 D5005 Stationery 012350 oos 12875 SCHAD ESP 28 JAN 2019 2273 2271 25.00 44 1
Total for Budget D5005 2273 227 25.00
SUPOD1 D5110 Math Aids 012350 008 12873 SCHAD ESP 28 JAN 2019 2727 2731 30.00 45 1
Total for Budget D5110 2727 273 30.00

View and close the report
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To report by Batch Number

Choose All transactions Expenditure to the Cheque account with Short Report Format.
Tick Descriptions, Invoice numbers and Order Numbers

i Records |[Transactions| Ad-Hoc

Future Postings

-
S GEMERAL REPORTS

&1l transactions
Batched transactions

Purchase Orders
Alternative Payee Transactions
Batch Number Report

£ AUDIT REPORTS
Tranzactions not yet printed
ear End Statemant
Commitment Summary
EFT/BP&Y Certification Log
Record Maintenance Log

£ BANK REPORTS
Recanciled transactions
Unreconciled transactions
Cash Mavermnent
Eank Balance

3 Tax REPORTS

Tax Reimbursement (IHC)
Tax Reimbursement (EXP)

9 Custom |

Report Options
{INCLUDE TRANSACTION TYPES ... | [SHOW REFORT WITH .. 1
[T Incame ¥ Gross Totals

W Expenditure

[T Budget Amendments
[T Internal Charges
[T Journal Transfers
M accruals ete.

\

(FROM BANK ACCOUNTS ...

[ Cash Management -
[¥ Cheque dccount
[ Investment &/

-

"

(FIND TRANSACTIONS BASED ON ... |

[ Tatalz Only
[¥ Shart Report Farmat
¥ Include Descriptions 7
¥ Include [nevoice 7
¥ Include User 04N 7
[T Search Criteria
[T Report Hotes

.

(DESTINATION ...
(= Printer

{* Screen

{0 Page Preview
{0 Spreadshest

+ | lgnore Search

[ | Simple Search

D Detailed Search
L

Change Sort Order |

‘ Print I

Click on Ignore Search to clear any previous filtering

Click on Simple Search

Enter Batch Number 5 in each side of the window in the correct field

[ 2 el

ﬂ Simple Search

9

F

From To

=

Budgets

Supplier / Source

fnal yses

Periods

Recancile Ref

Youcher

Batch

Batch Date

|
|
|
|
Date |
|
|
|
|

Uzer Order Mumber |

ﬂ Cloze @ Help
a

Close the Simple Search window

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 195 of 332
© 2019 Civica Pty Ltd



Click Change Sort Order

Budget
Supplier
fnalyses
Periods

Date

Audit Number

Uzer Order Ma

rﬂ Sorting and Subtotal @ﬁ
-

Sort Order | Subtotal |

[=l=l=]==]=]

-

[=]

% r
L)
:ﬂ Close Help
a
e Enter 1 next to Supplier
e Check the Subtotal box
e Click Close
e Click Print
Account Budget Description Reference User QN Invoice Type Date Nett Tax Total Voucher Rec.Ref. Bank
ASBNOD1 05005 Books 2238 005 876543 SCHAD ESP  28JAN 2018 200.00 20,001 220.00 # 1
Total for Supplier AZMO0 200.00 20.00 220.00
ALGODM D210 Computer 2234 112233 SCHAD ESP 28 JAN 2019 5000.00 500.00 2 5500.00 42 1
Total for Supplier ~ ALG0O01 5000.00 500.00 5500.00
BOO001 D3005 Books 2237 004 PETE3Z SCHAD ESP 28 JAN 2019 500.00 50.001 550.00 40 1
Total for Supplier BOOOM 500.00 50.00 550.00
GRADD 02005 Trophy Cabinet 2235 ooz 666666 SCHAD ESP  Z&JAN 2018 5454.55 54545 2 §000.00 36 1
Total for Supplier GRADM 545455 545.45 §000.00
SCino1 02705 Prof Dev Course 2238 003 22888 SCHAD ESP  28JAN 2019 50.00 5.001 55.00 39 1
Total for Supplier ~ SCI001 50.00 5.00 55.00
WATO 01455 Water Charges 2233 987654 SCHAD ESP 28 JAN 2019 60.00 0 60.00 3T 1
Total for Supplier WATOM 60.00 60.00
e View and close the report
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21 Correction Facilities

As all transactions are entered in batches, the easiest way to correct an error is to edit the item
whilst it is still held in the batch. Items in a batch can be freely edited and adjusted. This highlights
the importance of thorough checking before the batch is updated.

However, in some cases, and for varying reasons, errors do not come to light until after the
transaction has been posted. If this is the case and the error is discovered in the current tax

reporting period, (i.e. before you have performed period end and submitted your BAS) one of the
following methods can be used for error correction.

IMPORTANT:
If an error is discovered after a return (BAS) has been submitted to the

ATO you should contact Financial Operational Support
(Financialservices.support@education.wa.edu.au) for help.

21.10ption 1 — Reversal (Preferred Option)

If an error has been made in an income or expenditure transaction, the transaction can be
completely reversed and then the correct details re-entered. You could use this option if:

¢ Any of the details (amount, budget or analysis code, details, supplier, cheque number, tax
code, bank account etc.) had been entered incorrectly.
e It was necessary to cancel a cheque.

Activity: Expenditure Transaction Reversal

Reverse the following transaction — it was posted to wrong budget account — D5005 - English rather than
D3005 - Bookshop - Books.

Record Keeping - Complete the Expenditure Transaction Reversal Form

DEPARTMENT OF EDUCATION TRANSACTION

REVERSALS - SAND

TRANSACTION REVERSALS
(INCOME & EXPENDITURE)

o A transaction reversal will essentially cancel the original transaction.

A reversal should preferably be done in the same period as the original transaction. If reversing a transaction from a previous period the impact on the BAS should
be carefully considered before proceeding with the reversal.

« Transaction reversals must be recorded with an explanation prior to processing.
o [fthe transaction is re-entered, details including the batch number should be noted on this form and Batch Register.

» After processing the transaction reversal_the resulting $0.00 (or original and reversal) transaction/s must be reconciled.
NOTE: Check Analysis

REFERENCE TR # & budget codes to
ensure ggﬁ:‘heing RE-ENTRY TRANSACTION
REVERSAL TRANSACTION transact (If required)
INC/ E B | anaALYsis | BUDGET AMOUNT BATCH | ANALYSIS | BUDGET | Tax AMOUNT
DATE ACCOUNT TITLE EXP g‘é CODE CODE s - ACCOUNT TITLE NO. CODE CODE | ™= $ .
English Exp 1 D2480 D5005 220 00 Bookshop Books 12 D3000 D3005 1 220 00
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Complete the Batch Register for the Reversal

For the month of

Period
BANK RELATED TRANSACTIONS

Reference No Adjustments/Reversals **

Date/Da et Bank I Expend A I

e Bateh* " ncome pen Credit Internal comals | panie | Proc
Batch No te [C] Cheque AIC Receipts Payments Income Expend (Manual
Export From To | Eerr 1,2,3 (INC) {ESP) Notes () (ESC) Charge™™ Only) Totals By
[B] BEay.
11 2237 C 1 44
IC1 10000

2238 2238 C 1 220

Complete the Batch Register for the Re-entry transaction

Note: reversals do not get a batch number but must be recorded.

Record the correct transaction which will be processed after the reversal has been done. Use batch
number 12 and the same cheque number 2238 as the reference. The batch total is $220

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/Da et Bank I Expend A I
e Batch® n ncome pen Credit Internal corals | paie | proc
Batch No te [C] Cheque AIC Receipts Payments Income Expend (Manual
Export From To | Her 1,2,3 (INC) (ESP) Notes () (ESC) Charge™ Only) Totals By
[B] BEay
11 2237 C 1 44
IC1 10000
2238 2238 C 1 220
12 2238 2238 C 220

transaction.

Step 1. Find and reverse the transaction that was incorrect — below are the details of the original

Supplier Amount Cheque Invoice No | Details Tax Code Budget
No
A&M $220 2238 876543 Books 1 D5005
Bookshop
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Perform the Reversal

Transactions > Adjustments and Corrections > Expenditure > Reversal

Select Period

SELECT PERIOD RANGE

From 1|t [t ]

Cancel | 0K I

e Enter the Period Range From 1 To 1
e Click OK

The Expenditure Reversal window will open and expenditure transactions for the period are
listed:

i Auto - Reverse Transactions =
Expenditure Reversal

Lo ; ; ; ; )
Find the tranzaction yau wish to reverze, select it fram the list ™ Group by Reference
below and press "Reverse" b by
- =
Date. Ref. Type Mett Tax Gross
28 JAM 2019 2237 ESC —40.00 =4 .00 =44 00 wu
28 JAM 2019 012342 ESF 200,00 20.00 220,00 —
28 JAM 2019 012349 ESF 110.00 0.aa 110.00
28 JAM 2019 012350 ESP 27.27 2.73 30.00
28 JAM 2019 012350 ESP 22.73 2.27 25.00
28 JAM 2019 012330 ESF S0.00 5.00 55.00
28 JAM 2019 2234 ESF S000. a0 S00. 00 3500 . 00
28 JAM 2010 2238 ESP 200,00 20.00 zz0.00 |
28 JAM 2019 2237 ESP 500.00 50.00 550. 00
28 JAM 2019 2236 ESF S0.00 5.00 o3.00 0
= =12 BT D B b 1 | == =454 55 =45 A5 [ n ninlnl
N
- =
Budget.
Analysiz.
Accaunt.
Youcher No. o
Reverse
N .

ﬂclose @He]p
Q

To find a transaction quickly, you are able to search by amount or by Cheque No.

¥ Group

e Place atick in the checkbox. This will group all transactions via their
reference number and allow the user to reverse a group of transactions at the one time

e Highlight 2238 (the cheque number of the cheque we wish to reverse)
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Expenditure Reversal

7 Auto - Reverse Transactions <=

Find the group of transactions pou wish to reverse, select it
from the lizt below and prezs "Reverse"

~
Date. Ref. Tupe Mett Tax Gross
012348 ESF 200.00 20.00 220.00

012349 ESP 110.00 0,00 110,00

012350 ESF 100. 00 10,00 110.00

2233 ESP 50.00 0,00 G0, 00

2234 ESF 5000.00 500,00 550000

2235 ESP 5454 .55 545,45 G000 . 00

2236 ESF 50.00 5.00 55.00

ESP 450,00 45 .00 S0 . 00

'\

e Click on _ Reverse_ | and view the following message:

Carrect this Transaction 7 Mo
Are pou Sure ?
Tes
e Click Yes

The date of the correction will be recorded for Audit purposes:

Select Date

DATE OF CORRECTION

Cancel ‘ 0K |

e Click OK to accept the default date or enter the required date (within this period)

e Click Close
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Note: when reversing a single line transaction the user can also enter a description for
the reversal. View the example below.

Select Date

D&TE OF CORRECTION

DESCRIPTION [Books - commECTED

Cancel | 1] 4 I

Note: the reversed transaction will be removed from the system, however an entry
showing the transaction was entered and subsequently reversed will remain as part of
the audit trail. The original and reversed transactions will also appear on the bank
reconciliation and should both be reconciled prior to posting the correct transaction. The
reversal should have the same reference number as the original transaction.

When a transaction is reversed, the BAS is adjusted accordingly.
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Activity: Examining the Effect of the Reversal

Records > Budget Accounts

e Click on @& Find record
e Enter D5005 for the Budget Code and press <Enter>
e Click on the spy glass next to Balance Remaining

Ealance Remaining 99 9 %

T

e Click on Full Budget Analysis

@ Please select a repart to print,

@

¢ Expenditure Breakdown

e Click Print and OK to print to screen
e Click No to ‘Print the transactions for this period only’

Print the hanzactions for thiz period anly ?

Yes

e Click Yes to ‘Show Transaction Descriptions on Report’

Show Tranzaction Descriptions on Report 7

Yes

e Follow the printer prompts to generate a Full Budget Analysis for this account to show the

effect of the reversal

Cash Transactions Details (Year to Date)

Account Description Order No Invoice No Reference Type Date Nett Tax Gross Voucher
ASN Bookshop Books 005 876543 2238 ESP 28 JAN 2019 200.00 20.00 220.00 41
upply West il 12875012350 ESP— 28 AN 2018 7 27 5.0 3
ASBMN Bookshop Books - CORRECTED 005 876543 2238 ESC 28 JANZ20MS -200.00 -20.00 -220.00 6?
Expenditure 22,73 227 25.00
Income 0.00 0.00 0.00
Internal Charges 0.00 0.00 0.00
Totals 22.73 2.27 25.00

Note: this transaction is automatically entered when the user performs a transaction

reversal.

e Close the report

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 202 of 332
© 2019 Civica Pty Ltd



Records > Income Sources and Suppliers
Check that the Supplier has correctly been credited with the $220.00

Click on #& Find record
Enter A in the Short Name field and press <Enter>

Income Sources ; suppliers ilil
- n
Short Hame A&MOO (" Incame Source Controls
Sart Key [ ] @ < Previous record
-
[ Mext record
General Y EFT/BPAY 1
r—l Y | @& Find record
Full Name | AdM Bookshop
New recard
Address 12 Kermbla Way - (=
wILLETTOM W 6154 & Edit record
= W Delete record
Past Code l:l Defaults
Phore | | [ ] B Labels
Contact | |
AHEN [12 765 gan 453 |
Reference | |
Alternative l:l
Payee Q
L Window
~ 7 A Close window
i i
PTD & o Q 2 Help
h

PTD is 0.00

Click on the T/over PTD in the lower left hand side of the screen and note that the T/over

Click OK to print. The report now correctly displays the cancelled out transactions

Account  Analysis Budget  Ref Invoice Type Date Nett  Tax Total Voucher Rec.Ref.  Rec.Date  Bank
ABMOOT D240 Dsoos 2% 76543 SCHAD ESP 28 JAN2MM9 20000 20001 22000 4 1 Cheque Account
ABMODT D240 Ds0os 2% 476543 WCS ESC 28JAN2019 20000 20001 22000 61 1 Cheque Account
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e Re-Enter the transaction to the correct account — D3005 Bookshop — Books using Batch
number 12, the same tax code and the same cheque number to aid reconciliation

Supplier | Amount | Ref Batch Details Budget | Tax O/N Invoice

Ref Code No
A&M $220 | 2238 |12 Books D3005 1 005 876543
Bookshop

Enter the details as per the screen shot below:

Transactions > Expenditure

il Expenditure
Expenditure

rSupph'er A&M Bookshop
Date F‘eriod
Reference [~ Create Cheque

[~ Alternative Payee None
.

Batch Ref[12 |

Add new Expenditure line :

[T Aszet

Analysis 03000
Detail  [Books |
Budget  [D2005 |Bal.| 254000 |

Line Total | Inevoice Mo, | 576543

|Bookshop Purchases |

|Bookshop - Books

220.00| 04N 003 |

Taxcode [ 1] 10w0 ]| Tax| 20,00

hett 200.00

e When all the details are correct press <Tab>

Note: as we have previously used the invoice number in the original transaction, the
software will ask for confirmation that the second use of the same Invoice number is
correct

Thig invaice number has already been uzed far this
supplier, do wou wigh to continue ?

_to |

e Click Yes to continue with the same invoice number

All Expenditure Lines

Dietail $ Mett F Tax $ Line Total
Books 200. 00 20.00 220.00 Il—l
iz
Totals zo0.oo z0.00 zz0.00

e Click OK (or press <Enter>)
e Click OK (or press <Enter>) to the Cheque account
e Click Yes (or press <Enter>) to batch the Expendure transaction
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Check the Batched Transaction Report

Transactions > Reports > Batched Transactions

Check the box in front of Expenditure
Check the box in front of the Cheque Account

[ Records |[Transactions| Ad-Hoc

-
Y GENERAL REFORTS

A1 transactions

Batched transactions

Future Postings

Purchase Orders
Alternative Payee Transactions
Batch Number Report

B
B
B
B
B

{23 AUDIT REPORTS

Transactions not yet printed
‘Year End Statement
Commitment Summary
EFT/BPAY Certification Log
Recard Maintenance Log

25 BANK REPORTS

Reconciled transactions
Unreconciled transactions
Cash Maovement

Bank Balance

£ Tax REPORTS

Tax Reimbursement (ING)

1 Custom |

Report Options

"IMCLUDE TRAMSACTION TYPES ... |
-

¥ Ezpenditure

r

[T Journal Transfers

[T #ceruals ete.

\

(FROM BANK ACCOUNTS ...

[~ Cash Mamagerment
¥ Cheque Account
[T Imvestment &

%

(FIND TRANSACTIONS BASED ON ... |

lgnare Search
D Simple Search

'\

(SHOw REPORT WITH ...

[¥ Gross Totals
[ Totals Only
I= Short Report Format
= Include Descriptions 7
= Include Invoice 7
[T Inclode User 0/H 7
[T Search Criteria
[T Report Notes

DESTIMATION ...

™ Printer
(% Screen
(™ Page Preview

" Spreadsheet

Change Sort Order ‘

Tax Reimbursement (EXP) L D betatled Search Al |
e Click on Print
Posting Detail Type Date Nett Tax Total Voucher
12
ASMOT A&N Bookshop
D3000 Bookshop Purchazes
D3005 Bookzhop - Books
Cheque Account
Invoice Number 876543
User Order Number 005
Books
Ref 2238 ESP 28 JAN 2015 200.00 20,00 1 220.00 Ci
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Update the batch

Transactions > View/Post Batch > Expenditure and Credit Notes

e Enter 12 in the Batch Ref field and click Display

Find Batch

( Find Batched Expenditure ] Controls

C, Display
Batch Ref

e Click on 4] to select the transaction for posting

2|

7l Post Batch to Expenditure Accounts |5 23]
" -~
Gross
Ref. Date Perind Valoe W Controls
e U 220.00 YES i} #4 Find Batch

Source / Supplier A& MO0 Hett 200.00
Tax Z0.00
Batch Ref. 12
Tupe ESP
Description Multi-Line Expenditure Transaction ‘/ Update
Bank 1 Cheque &ccount
b Window
i ™
Total to post 220.00 [ Ciose window
P Help
\
; +" Update
e Clickon e

e Click on Yes

Check the Supplier has been debited with $220

Records > Income Sources and Suppliers

Click on @& Find record

[ ]
e Type A in the Supplier short code field and press <Enter>
e Click on the spyglass next to T/over PTD

i
[ PTD 200.00 Q

Click OK to Print
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e View the report displaying a debit balance of $220 for the supplier

Account  Analysis Budget Ref Invoice Type Date Nett Tax

ASNMO0 D2480 D5005 2238 Br6543 SCHAD ESP 28 JAN 2019 200.00 20.00 1
ASNMO0 D2480 D5005 2238 Br6543 MCS ESC 28 JAN 2019 -200.00 -20.00 1
ASNMO0 D3000 D3005 2238 B76543 MCS ESP 28 JAN 2019 200.00 20.00 1
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Activity: Cancelling a Cheque

The school has paid for a Staff Development PD course, however the course has been cancelled
and the cheque has been returned, therefore the following cheque will need to be cancelled.

Record Keeping - Complete the Cancelled Cheque Register for Cheque Number 2236

DEPARTMENT OF EDUCATION AND TRAINING
GENERAL LEDGER SYSTEM

[Flease retain this register in a file for 2asy access)

CANCELLED/REPLACEMENT CHEQUES REGISTER

ORIGINAL CHEQUE DETAILS DETAILS OF REPLACEMENT
CHEQUE (If applicable)

REASON FOR CAHCELLEDY PAYEE TATE CTHEGUE RE-
REVERSED ENTERED

DATE | “HESYE | AMPUNT CANCELLATION ON STSTEM ISSUED | NUMEBER | 2N
ISSUED [YES/ND) SYSTEM
[YES/NO]

223 55 | [a]u] FD Course Cancelled ez
[ ]

Complete the Expenditure Transaction Reversals form for Chq 2236 for $55 to D2705

' : “NOTE: Check Analysis
REFERENCE TR # & budget codes to
t‘*{:ﬂ;‘i;g;’??hemg RE-ENTRY TRANSACTION
REVERSAL TRANSACTION transactc (i required)
k-]
INC/ | EB | ANALYSIS | BUDGET AMOUNT BATCH | AMALYSIS | BUDGET | Tax [ AMOUNT
DATE ACCOUNTTITLE Exp | 2 5 CODE CODE . . ACCOUNT TITLE NO. CODE CODE | °°= s -
English Exp 1 D2480 D5005 220 00 Bookshop Books 12 D3000 D3005 1 220 00
Staff Development Exp 1 DZ700 DZ705 55 oo Not Required
¢ Complete the Batch Register for Chq 2236 (Reversals do not get a number)
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Date/Da ki Bank I Expend Accrual
Batch® " ncome pe Credit internal A2 | pAMe | Proc
Batch No te Chi AIC Receipts Payments I E: d o (Manual
Export From Te {g]l B 1,2,3 (INC) {ESP) Notes e 50 Charge Onily) Totals By
[B] BRay
1 2237 C 1 44
IC1 10000
2238 2238 C 1 220
12 2238 2238 C 220
2236 C 1 55
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Activity: Reversing the Expenditure Transaction

Transactions > Adjustments and Corrections > Expenditure > Reversal

SELECT PERIOD RANGE

Cancel | 0K I

e Enter the Period Range From 1 To 1 and click OK

i Auto - Reverse Transactions [T
Expenditure Reversal

Find the trangaction wou wish to reverse, select it from the list G by Fref
below and press "Reverse" foup by hiEterence
-~ -
Diate. Ref. Tupe Nett Tax Gross
28 JAN 2019 2237 ESC -40.00 -4.00 44 .00 a
28 JAN 2019 2238 ESF 200,00 20.00 220.00 =
28 JAM 2019 0123432 ESP 200,00 20,00 220.00
28 JAN 2019 012349 ESF 110.00 0.00 110.00
28 JAM 2019 0123350 ESP 27.27 2.73 20.00
28 JAN 2019 012350 ESF 22.73 .27 25.00
28 JAM 2019 0123350 ESP S0, 00 5.00 55.00
28 JAN 2019 2234 ESF 500000 500.00 5500.00
28 JAM 2019 2237 ESP S00. 00 S0, 00 S50.00
28 JAN 2019 2236 ESF 50.00 5.00 55.00
bl =T 1 W w I L e FSP EdSd4d 55 EdS ds AOO0_ 00
L

e Place a tick in the ™ Eeebfeene chockhox. This will group all transactions via their reference
number and allow the user to reverse a group of transactions at the one time
e Highlight 2236 (the cheque number of the cheque we wish to reverse)

i Auto - Reverse Transactions [T
Expenditure Reversal

Find the group of tranzactions you wizh to reverse, select it
fram the list below and press "Reverse"

-~ -
Diate. Ref. Tupe Nett Tax Gross
012348 ESF 200,00 20.00 220.00
012349 ESP 110,00 0,00 110.00
012350 ESF 100. 00 10,00 110.00
2233 ESP G0, 00 0,00 60.00
2234 ESF 5000, 00 500,00 5500.00

2

ESP D454 .55 545,45 G000, 00
2 ESF 5.00 .00
2237 EZP 46000 46 .00 S06.00
2238 ESP 200,00 20.00 220.00

° CIICk Reverse |
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Correct thiz Tranzaction ? Mo
Are you Sure 7

Yes

e Click Yes to Correct the Transaction
e Click OK to accept the date provided

Select Date

D&TE OF CORRECTION

Cancel | lTl
e Close the Expenditure Reversal window

Check that the Budget Account D2705 has been credited with $55.00

Records > Budget Accounts

CIle M Find recaord

[}

e Enter D2705 and press <Enter>

e Click on the spyglass next to Balance Remaining

e Select Full Budget Analysis and click on Print

e Select the Screen as the output option and click OK

e Click NO followed by YES and follow the printer prompts
WM‘%W Order No Invoice No Reference Type Date Hett Tax Gross
Science Teachers Assods ot Dev Couree - CORRECTED 02 deecs 25 e z5JaNa0is 000 o0 <eoo
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21.2 Option 2 — Adjust/Correct

This option is available for income and expenditure transactions and allows the user to make a
decreasing adjustment to an amount.

An income adjustment will have the effect of decreasing an income amount and an expenditure
adjustment will have the effect of decreasing an expenditure amount.

This option could be used if:
The amount entered into the system was overstated (in error)

Method for Performing an Adjustment/Correction

Click on Transactions
Click on Adjustments / Corrections
Click on Adjustments / Corrections under Income or Expenditure as appropriate

Enter the details of the transaction (Ensure that all details are exactly the same as the original
transaction except for date, batch number and amount. The amount should be the difference
between the incorrect figure and the lower correct figure.)

Click on OK

e Clickon Yes

Note: this type of error is sometimes identified when reconciling to the bank statement.

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 211 of 332
© 2019 Civica Pty Ltd



Activity: Decreasing Adjustment of an Expenditure
Transaction

We have discovered that an amount of $220 has been accidently and incorrectly posted for A&M
Bookshop. After checking Invoice No: 876543, we realised it should have been for the amount
of $198, so the transaction has been overstated by $22.00.

After identifying this error, we will now need to process an Expenditure Adjustment through an

Adjust/Correct transaction to reduce the posted transaction by the overstated amount of $22
using Batch No. 13

o Record Keeping — complete the Expenditure Adjustment Transactions form and Batch No 13

EXPENDITURE
DEPARTMENT OF EDUCATION oI RE | NK
EXPENDITURE ADJUSTMENT TRANSACTIONS
= Expenditure Adjust/Correct transaction
= Expenditure transaction
e This form can be used to record the fransfer of expenditure: - from a ‘D" Account to a ‘D" Account and an "N Account to "\ Account, and between D and N Accounis
« Process an ‘Expenditure — Adjust/Correct’ transaction to the Account you want to decrease.
* Process an ‘Expenditure’ transaction to the Account you want to increase.
o Care should be taken to use the appropriate tax code/s.
» Provide a brief explanation to describe the reason for each expenditure transfer.
REFERENCE ET #
EXPENDITURE ADJUST/CORRECT TRANSACTION EXPENDITURE TRANSACTION
(Marlk “Not Reguired” if no transaction is necessary)
T T
A | EXP-ADJICOR' A
BATCH vais | supee | <] AMOUNT BATCH | ANALYSIS | BUDGET | X [  AMOUNT
DATE ACCOUNT TITLE e N“-‘\LCODE BSE | ¢ ACCOUNT TITLE NO. CODE CODE |
o o
o| § (o D $ g
E E
Bookshop Books 13 D3000 D3005 |1 22 00 | Not Required

¢ Complete the Batch Register for Batch 13 — it is an expenditure adjustment of $22

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of
Date/Da Batch* Bank Income Expend Credit Internal Accruals BANME. Prol
Batch No te Chy AIC Receipts Payments I E; d o, (Manuzl ;
Export From To {E} EFFque 1,23 (INC) (ESP) Notes "(‘I’ﬁ:“]‘e {’éps"'g] Charge’ Oniy) Totals By
[B] Biay
1 2237 C 1 44
IC1 10000
2238 2238 C 1 220
12 2238 2238 C 1 220
2236 C 1 55
13 2238 1 22
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Activity: Enter the Expenditure Adjust/Correct Transaction

e Transactions > Adjustments and Corrections > Expenditure> Adjust/Correct

Type A and press <Tab>

Select A&MO0O01 as the Supplier and press <Tab>
Enter 22 as the amount and press <Tab>

Press <Tab> to accept the default date

Enter 876543 for the Invoice No. and press <Tab>

Enter 2238 for the Ref (same cheque number to ensure grouping at reconciliation time) and
press <Tab>

Enter 13 for the Batch No and press <Tab>

Enter Amount entered incorrectly/overstated for the Detail (no need to record that this is
an adjustment) and press <Tab>

e Press <Tab> to the Tax code field
e Enter 1 for the tax code and press <Tab>
e Enter 005 in the O/N and press <Tab>
e Enter D3005 for the Budget code and press <Tab>
7 Expense Correction =)
Expense Correction Contii®
Supplier [Aenont | AEM Bookshop Options
- -
fnalysis [D=000 | Bookshop Purchases |
Reference Batch Ref.
Detail |F|mount entered incorrectlyfoverstated |
Nett
Tax code [1] 1000 % Tax| z.00|  0/M[00S | W Ok
Budget I& Bookshop — Books
I st Current Balance 2340.00 # Cancel
[T Alternative Payes None window
O Close window
P Help
e Click OK,

e Click OK to the cheque account and or <Enter> three times to post the transaction to the
batch

e Click Yes to batch the transaction
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e Check the Batched Transactions Report

e Click t-‘-mlto return to the Transaction menu

e Check the box in front of Expenditure
e Check the box in front of the Cheque Account

{ Records |{Transactions| AdHoc | Custom |
S GENERAL REPORTS Report Options

#11 transactions - " .
e o) S TR INCLUDE TRAMSACTION T¥PES ... SHOW REPORT WITH ...
Future Postings [ ] [V Gross Totals
Purchase Orders ¥ :Expenchture [ Totals Only
Alternative Payee Transactions r ¥ short Report Format
[T Journal Transfers
Batch Number Report ™ Acoruals ete. [T Include Descriptions ?
= Inclode | rvoice 7
{23 AUDIT REPORTS b I Include User 04N 7
Transactions not yet printed rFRDM BANE ACCOUNTS ... [T SearchCriteria
Year End Statement [ Cash Management [ Report Notes
Commitment Summary ¥ Cheque Accaunt X
EFT!BPAY.Eertiﬁcation Log [ Investment A/c rDESTINATIDN .
Record Maintenance Log & Print
rinter
25 BANK REPORTS
: . & Screen
Reconciled transactions L i
. . {7 Page Preview
Unreconciled transactions e ——— s fshest
Cash Movement = | preadanes

Bank Balance ﬂ lgnore Search 0 E—
ange Sort Order
{23 Tax REFORTS j Simple Search . |
Tax Reimbursement {INC) Detailed Search N
Tax Reimbursement (EXP) ! D Blalled Jeare Print |
e Click on Print
Posting Detail Type Date Hett Tax Total Voucher
13
ASMOM AE&M Bookshop
D3000 Bookshop Purchazes
D3nos Bookshop - Books
Cheque Account
Invoice Number 876543
User Order Number 005
Amount entered incorrecthy/overstated
Ref 2238 ESC 28 JAN 2019 20.00 200 1 22.00 cl
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Update the Batch

Transactions > View/Post Batch > Expenditure and Credit Notes

e Enter 13 in the Batch Ref field and click Display
Find Batch
[ Find Batched Expenditure ] Controls

Q) Dpisplay

e Click on ﬂl to select the transaction for posting

il Post Batch to Expenditure Accounts
-
Gross
Ref. Date Period Value "@
2238 28 JAM 2019 1 22.00 YES ]
i
Source / Supplier A& MO0 Mett 20.00
Eudget p3005 Tax z.00
Analysis L3000
Batch Ref. 13
Type ESC
Description Amount entered incorrectlyfoverstated
Bank 1 Cheque Account
\
-
Total to post Z22.00
.

5l

Controls

@& Find Batch

+ Lpdate

wWindow

[ Close window

P Help

Click on " tstste
Click Yes

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 215 of 332
© 2019 Civica Pty Ltd



21.3 Option 3 — Internal Charges

Internal charges can be used for correction purposes under certain circumstances, for example:- A
transaction had been reconciled, but was later discovered that it had been posted to an incorrect
account, therefore an internal charge can be used to transfer the expense to the correct account.
This would also be useful in the case where you need to make a correction to a transaction in a
prior period if, for example, the transaction had been posted against an incorrect budget account
code. Internal charges are not reflected on the BAS.

Note: in cases where the transaction has not been reconciled, it is often better to reverse
the transaction and then re-enter it. We will not do an Internal Charge at this pointin
training.

21.4 Other Types of Corrections

Un-reconcile
An ‘un-reconcile’ facility exists to un-reconcile transactions which have been reconciled in error.
We will examine this facility after our monthly reconciliation.
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22 Direct Debits and Credits

Note: the Bank Statement Posting Summary form can be used for these transactions.

Direct debits (such as bank charges) and credits (such as bank interest) that appear on the bank
statement should be entered as either an expenditure or income batch.

Activity: Direct Debits and Credits

The monthly bank statement has arrived and any transactions directly debited or credited to the
school’s account should be recorded in RM Finance. Credits should be processed in one batch
(batch 14) and debits in another (batch 15).

¢ Record Keeping — Record two batches 15 and 16 and use the references BS126-1 to BS126-2
for Income Batch 14 and BS126-3 for Expenditure Batch 15 as indicated below

Batch 14 Total: $50,040.23
Batch 15 Total: $10.56
For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
et Bank L Expend Accrual
Date/Date Batch® i ncome pe Credit Internal als BAMIE, Proc
secnho | "ot | rom | o |lG@ewe | A | Reccs | vamess | RO | weome | epeo | Gl | e | SEE )
[B] BRay.
13 2238 1 22
14 BS5126-1 B5126-2 1| 50040.23
15 B5126-3 1 10.56

e Complete the tax code for each of the items and record it here

Description Debit Credit Analysis Reference | Budget | Tax
Code Code Code

Bank Interest Received 40.23 | C1800 BS126-1 C1805

Funds Transfer (Student 50,000.00 | C3200 BS126-2 C3205

Centred Funding)

Bank Charges 10.56 D1000 BS126-3 D1087
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Transactions > Income

e Enter INCOO1 as the Income Source and press <Tab>
e Enter 40.23 as the total and press <Tab>
e Enter BS126 -1as the Ref and press <Tab>
e Enter 14 as the Batch number and press <Tab>
e Enter ‘Bank Interest Received’ as the details and press <Tab>
e Enter C1805 as the Budget Code and press <Tab>
e Enter 40.23 as the Line Total and press <Tab>
e Enter 4 as the Tax Code and press <Tab>
e Enter BS126-1 as the Receipt Number
7l Income
Income
Total
Reference [B2120-1 | Batoh Ref.

Edit selected Income line 2

Analysis [C1800 [Interest Earned |

Detail  [Bark Interest Received |

Budget  [cC1805 |Esnk Interest |Ba [-roooon |

Line Total Receipt Mo,

Taxcode [4] 000% | Tax| 0.00

Mett

e Press <Tab> to drop the transaction to the lower window

All Income Lines
Detail F Mett F Tax § Line Total
Bank Interest Receiwved 40,23 0.00 40,23 m
Totals 40.23 0.00 40.23

e Click OK to the Cheque Account

Select Fund,

Plugas salect The Narsd 1hat gow Wil use fer Ehe transaction you have just antersd )

Cash Hanagesent SRS .
*Lhegse Rccount 1245670

Irvestaent Afc 4AITHETE

e

e Click Yes to Batch the transaction
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e Enter the second Income transaction (Funds Transfer)

e Press <Tab> to drop the transaction to the lower window

A1l Income Lines
Detail $ Hett %

Tax $ Line Total

Funds Tranfer—Mid Year Intak 5000000

0.00 S0000. 00

Tatals

S0000.00 0.oo

S0000.00

e Click

e OK to the Cheque Account

e Yes or <Enter> three times to post the transaction to the batch

Funds Transfer (Mid 50,000.00 | C3200 BS126-2 C3205 8
Year Intake)
7l Income
Income
rlnc Suurce I ncome ]
LRE:I’E:rIE:nCE: Batch Ref.
Add new Income 1ine =2
Analysis | C3200 |tudent-centred Funding |
Detail |Funds Transfer-Mid Year Intake
Budgst  [C3205 |tudent-centred Funding | Bl [-100000.00 |
Taxcode |8[ 000% | Tax 0.00
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Transactions > Reports > Batched Transactions

e Check the box in front of Income
e Check the box in front of Cheque Account

~
£ GEMERAL REPORTS
A11 transactions
Batched transactions
Future Postings
Purchase Orders

) i

Batch Number Report

5 AUDIT REPORTS
Transactions not yet printed
‘fear End Statement
Commitment Summary
EFT/BPAY Certification Log
Record Maintenance Log
5 BAMK REPORTS

Reconciled transactions

Unreconciled transactions

Cazh Movement

Bank Balance
£ Tax REFORTS

Tax Reimbursement {INC)

Alternative Payes Transactions

r Records ‘ll’TransactionsT Ad-Hoc

]l’ Custom ]

Report Options

3

Aceruals ete.

.

(|NCLUDE TRANSACTION TYPES ... |

"FROM BANK ACCOLINTS .

[T Cash Management
V¥ Cheque dccount
[ Investrment 4/c

%

‘SHOW REFORT WITH ...

[¥ Gross Totals
[ Totals Only
¥ Short Report Format
B Inclode Descriptions 7

I Inelode | rvoice 7
¥ Inclode User 04N 7

[ Search Criteria
] Report Motes

.

lgnore Search
D Simple Search

"FIND TRANSACTIONS BASED ON ... |

DESTINATION ...
{~ Printer
{* Screen
{0 Page Preview
(" Spreadshest

Change Sort Order ‘

Tax Reimbursement (EXP} ! D Detailed Search S ‘
e Click on Print
Posting Detail Type Date Hett Tax Total Voucher
14
INC OO Income
C1300 Intere=st Earned
C1805 Bank Interest
Cheque Account
Receipt Number B5125-1
Bank Interest Received
Ref BS125-1 INC 28 JAN 2019 40.23 40.23 ci
14
INCO0A1 Income
C3200 Student-centred Funding
C3205 Student-centred Funding
Chegque Account
Receipt Number B3126-2
Funds Transfer-Mid % ear Intake
Ref BS126-2 INC 28 JAN 2019 50000.00 50000.00 Ci

o Check the details of the transactions and then close the report
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Transactions > View/Post Batch > Income

e Enter 14 in the Batch Ref field
e Click on Display
Find Batch
( Find Batched | ncome ] Controls
Q) pispla
[ Batch Ref ]

e Click to change the No to a Yes
Vi Post Batch to Income Accounts @
-~
Gross
Ret. Date Period Yalue '@I Contiali
BES126-1 28 JAH 2019 1 40,23 YES 2
BS126-2 28 JAM 2019 1 S0000.00  YES E & Find Bateh
2]
Source F Supplier IMCO01 Hett 40.23
Tax 0.0a
Batch Ref. 14
Type INC
Description Multi-Line Incame Transaction v kil
Eank 1 Cheque Account
b Window

Total to post

5004023

E_ Close window

P Help

Click on  Lsdste

Click Yes

[
£

Click == to return to main menu
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Activity: Enter the Direct Debit Transaction

Process the one expenditure transaction using BANOO1 for the supplier, check the batched

transaction report and update the expenditure batch.

Transactions > Expenditure

e Ensure ‘Create Cheque’ is not ticked
e Enter BANOO1 in the Supplier Field and press <Tab>
e Enter 10.56 as the Total and press <Tab>
e Enter BS126-3 as the Reference and press <Tab>
e Enter 15 as the Batch number and press <Tab>
e Enter ‘Bank Charges’ for the detail and press <Tab>
e Enter D1087 for the Budget Code and press <Tab>
e Enter 10.56 as the line total and press <Tab>
e Enter 4 for the Tax Code and press <Tab> three times
e Enter BS126-3 as the Invoice number and press <Tab>
7l Expenditure
Expenditure
rSupplier Eark. ]
Total
Reference [B5126-3 | [~ Create Cheque BatchRef. 15|
[~ &lternative Payes  Mone
Add new Expenditure line a
4nalysis [D1000 [drministration | 7 Assst
Detail |Elank Charge |
Budgst  [D1087 [Enk Fees and Charges | B | 500.00 |
Line Total | 10,56 O/H | | Invoice Mo [Bstze-z |
Taxcode [4 ] 000 | Tax| 0.0
Nett
e <Tab> down to the lower window
All Expenditure Lines
Detail § Mett F Tax ¥ Line Total
Bark Charge 10.56 0.00 10.56 g
ci
Totals 10.56 0.oo 10.56
e Click OK

e Click OK to the Cheque Account
e Click Yes to batch the transaction

Check the Batched Transactions report for Expenditure
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Transactions > Reports > Batched Transactions

e Check the box in front of Expenditure
e Check the box in front of Cheque

( Records ]fTransactionsY

-

EGENERAL REPORTS
Al transactions
Eatched transactions

Future Postings

Purchase Orders

Eatch Mumber Report

=5 AUDIT REPORTS
Transactions not yet printed
Year End Statement
Cornmitment Summary
EFT/BPAY Certification Log
Record Maintenance Log

3] BANK REFORTS
Reconciled transactions
Unreconciled transactions
Cash Movemnent
Eank Balance

{29 Tax REPORTS

Alternative Payee Transactions

Ad-Hoc

1 Custom |

Report Options

“|NCLUDE TR&NSACTION TYPES ... |
i

(g
[T Journal Transfers
[T #ccruals et

\
‘FROM BANK ACCOLNTS ..

[" Cash Management
¥ Cheque Account
[T Investment A/c

‘FIND TRANSACTIONS BASED ON .. |
ﬂ lgnare Search

j Simple Search

(SHO'W REPORT WITH ...

¥ Gross Totals
[ Totals Only
[= Short Report Format
I} Include Descriptions 7
= Include Invoice 7
[T Include User 04N 7
[ SearchCriteria
[T Report Motes

"

(DESTINATION ...
¢ Printer

& Screen

" Page Preview

 Spreadsheet

Change Sort Order |

Tax Reimbursement (IWCD . N
Tax Reimburszment (EXP) X D Detailed Search Print |

e Click on print

Posting Detail Type Date Hett Tax Total Voucher

15

BANOO1 Bank

1000 Administration

D1os7 Bank Fees and Charges

Cheque Account

Inveice Number BS126-3

Bank Charge

Ref BS125-3 ESP 28 JAN 2018 10.55 4 10.55 Ci

Check the details of the transactions and then close the report
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e Update the batch

Transactions > View/Post Batch > Expenditure and Credit Notes

e Enter 15 in the Batch Ref field

Find Batch
[ Find Batched Expenditure ] Controls
, Displa
Batch Ref

e Click on Display
e Click ﬂ to change the No to a Yes

Vi Post Batch to Expenditure Accounts @
- -
Gross
Ref. Date Petiod Wal ue @ Contralts
B3 126-3 28 JAM 2019 1 10,56  YES | @& Find Eatch

2

Source £ Supplier BANOOT Mett 10.56
Tax 0.00
Batch Ref. 15
Tupe ESP
Description Multi-Line Expenditure Transaction v Wilefe
Bank 1 Cheque Account
. Window

Total to post 10.56 [ Close window

2 Help

e Clickon ¥ Ut

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

e Click on Yes

Note: some Banks apply GST to bank charges such as merchant fees. If GST is applied Tax
code 1 should be used to process the bank charges.
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Activity: Checking for outstanding batches prior to
reconciliation

Transactions > Reports > Batched Transactions

As a precaution, it is suggested that a check be run to ensure that all batches have been updated
prior to reconciliation. If a batch has been overlooked, then the following check will display the
batch and the user is able to complete the update.

Check all the boxes for the ‘Transactions Types’ options

r Records -]r Transactions -]r Ad-Hoc

e
A GENERAL REPORTS

Al1 transactions

Batched transactions

Future Postings

Purchase Orders

Alter native Payee Transactions
Eatch Number Report

£5 AUDIT REPORTS

Tranzactions not yet printed
Wear End Statement
Cammitment Summary
EFT/BEPAY Certification Log
Record Maintenance Log

Report Options

(|NCLUDE TRANSACTION TYPES ... |

M Income

¥ Expenditure

[¥ Budget Amendments
¥ Journal Transfers

N

(FROM B&NK ACCOUNTS .

[V Cash Management a
[ Cheque Account
W imvestrent &/c

Check all bank accounts

Keep Gross Totals on

Click on Print

The screen should flick and return without showing any transactions, confirming that they have all
been posted.
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23 Reconciliation

Reconciliation is accessed via Transactions. You will be asked to select the bank account that you

wish to reconcile.

Chegue Account
Controls

Date Group Invoice Mo Gross &mount  Rec 'EE; gﬁ, Group by
23 AN ZE19  @1Z343F 12542 220,88 N] a
Z8 JAM ZE19  G1Z349EF SE7EET 116,88 N0~ g Sort
23 JAM 2819 @1235AE 12875 118.88 MO = _
23 1AM 2819 12351 -Z176@.88 MO Print
23 AW 2819 2Z33E 937EG4 G388 NO
23 AW 2819 2Z34E 112233 CCOE. B8 MO + 0K
28 JAM 2819 223SE EEEEER GEEE.A8 WO
23 AW 2819 2Z36E 28883 @88 MO  Cancel
22 JAN 2819 2237E CRASET SEE.BE MO . LANEEL
23 AW 2819 2Z33E E7RG4T 193,88 MO
23 JAM 2819 BS125T -3068 .68 MO wWindow
23 1AM 2819 E5125] -Z068 68 MO
23 AW 2819 BS126-11 -40.23 MO :
28 JAN 2019 BS1ZE-21 SEPEE.E8  ND v T Close window

Reconciled Tnta] '? Help
N F

Details Transactions
Reference I:I
Date |28 1AM 2619
Detail: Bank Charge

23.1Grouping

Group by - allows you to group the transactions by a variety of methods in order to assist with
reconciliation. The grouping will be automatically set in your data file to group by reference.

Activity: Group Transactions by Reference

Transactions > Reconciliation

Select a Fund

(SELECT & ENK ACCOLNT ...

Cash Management

Investment Alc

Cancel

e Select the Cheque account as the account to be reconciled

e Click on OK
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Cheque Account
Controls
r E
[Date Group Invoice Mo, Gross Amount  Rec ﬁ &9 Group b
28 JEN 2819 @12343E 12542 220,88 NO «
28 1EN 2819 @12349E 98756T 116.88 N I Sort
28 JfN 2019 @12358E 12875 11@8.88  NO o
28 1fM 219 12351 -21760.68  NO Erint
28 1fN 2019 2233 937654 63.08  ND
IR AN 219 2234E 112233 SSEE.G MO &~ 0K
28 JEN ZA19  2235E FEEREE AE0E.00  NO
I8 AN 2019 2236E BRERE B.08 WO % Cancel
28 12N 2019 Z237E CR4SET SEG.EE N . LAncel
28 1EN 2019 223%E 876543 192.88  NO
28 1AM 2919 EBS1ZSI -3EE@.08  NO wWindow
28 JfN 2819 B51253 -2800.08 MO __|
28 AN 2819 BS126-1T -48.23 N0 3
28 JAN 2019 Bslz6-21 -SEEE@.0@ MO v B Clme vindow
Reconciled Tota]ﬂ P Help
\
Details Transactions
r
Reference I:I
Date |28 12N 2819
L Detail: Bank Charge

o,
. & Group by
e Clickon ~

The following message will be displayed

A Changing the group at this stage will reset any tranzactions you have

¥ reconciled.
Mo Yes

Cortirue 7

e Clickon Yes
e Click on the blue drop down field - First Group By
e Select Reference

Group Cptions for Cheque Account
First group by Reference | ] Controls
then by none H Stare
& finally by Analysis
 ———— Budget
—_———— ueg Vi
[ low m Account
{16 Inci Date ¥ Cancel
Grouped .
Inveoice Mo, windo
Order N
[0 Show Mel raer e
Reference

and the following message will be displayed
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|"/._-'\'-| Stare these zettings as the default for Cheque Account.
Y Areou Sure ?

Mo | Tes
e Click Yes
e Click OK
Cheque Account
Controls
r P
Date Group Inviice Mo Gross Amount  Rec 1{‘_‘] 55 Group b
Z8 JAM ZEl9  m1Z345E 17542 ZZE.08 MO
Z8 1AM 2619 @12549E 9575ET 118,88 NO | ¥ Sort
Z% 1AM ZE19 @1235EE 17875 11888 N0 _
Z8 1AM @19 12351 -Z176@.88  NO Frint
Z8 1AM ZB19 22ISE 937654 GE.BE N
28 1AM 2019 2254E 1122535 SSEE.EE N " 0K
Z8 1AM ZB19 2235E BEBEGH GREE.BE  NO
28 1AM 2819 2256E SE858 @.88 N0 % Cancel
Z8 1AM ZB19 2257E CR4567 SEG.BE N . =AncEl
28 1AM 2819 2255E 876543 198.08 N0
Z8 1AM 2819 BS1ZST -3BEE.EE MO window
Z8 1AM 2619 E5125] -20EE.68  NO__|
Z8 JAM ZE19 E5126-1T -4B.75 MO :
cl d

25 1N 2919 E5126-21 sopma.gn  no ||| L Cloewindo

Reconciled Tnta]ﬂ @ Help
\

The transactions are now grouped by their reference.

Note: grouping items by reference will result in one entry only being displayed for each
reference. The reference will usually be a cheque number (for expenditure) or a receipt or

Z tape number (for income).

For each batch use the last receipt number issued so that the banking appears as one

entry on the reconciliation.
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23.2Sorting

Use this option to sort your transactions to assist with locating them on the screen.

Activity: Sorting Transactions for Reconciliation

Transactions > Reconciliation

e Click on

{.’9 Sort

e Select Date as the sort field and click on OK

(" Reference

= Type

{0 Invaice Number
(= Order Number
0 Analysis

(" Woucher Mo

Cancel | 0K I
Cheque Account
Controls
~ T
Date Group Invioice Mo, Gross Amount  Rec {1 55 ﬁ'F'ﬁ'Li'g""ij""i
S48

B1Z349E 92756T ND F Sort
28 1AM 2019 @1235@E 12875 NO .
28 1AM 2019 12351 ] Print
28 1AM 2019 ZZ3IE RTES4 GE.BE  NO
28 1AM 2019 2234 112233 S5@9.88 MO & 0K
28 1AM 2019 ZZ3ISE EERREE GEEE.EE N0
28 1AM 2019 ZZ36E SE288 @.88  NO % Cancel
28 1AM ZB13  ZZITE CR4SE7 SH6.EE  ND . eancel
28 1AM 2019 ZZ3E 276543 198.88 MO
28 1AM 2819 Bsl2sI -3088.88 MO window
28 1AM 2019 B5125] -Z@0@ .58 N0 __|
28 1AM 20819 Bsl26-11 -48.23 MO ]
28 JAN 2019 BS1z6-2T SPEPA.BE N0 v R

.

Reconciled Total (i}

2 Help

Details

Transactions

-~
Reference l:l
Date |28 JAN 2619

\

220.86 ANTEEL

Detail: Service of computer by Mr Fix-IT

Note: sorting operates independently to the grouping — it simply allows you to sort the
entries by one of the displayed criteria. The sort option is not saved, and needs re-

setting every time you enter the screen.

Using grouping (and sorting) will assist in locating the amounts as they appear on your

bank statement.

You can use the “*’ key to help locate cheque numbers on the reconciliation screen. To
locate subsequent occurrences of the same numbers, use the ‘+’ key.
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23.3 Print Transactions

This option will produce a listing of the unreconciled transactions with check boxes on the right
hand side. Transactions can be manually checked off by hand if desired.

Activity: Printing a list of transactions prior to reconciliation

e Click on = ™
e Choose the screen and click OK

Transactions > Reconciliation

RM Finance - West Coast District High School

Report printed at 17:1% on 28 JAN 2019, Period 1

Reconciliation Report Chegue Account Page 1
Account  Invoice Mo Date Order No. Analysis Budget Reference Total
ANY001 12542 28 JAN 2019 nia 01800 01615 012348 22000 |
MARDO1 93756T 28 JAN 2019 nia 01500 01510 012345 11000 [
SUPOO 12875 28 JAN 2019 nia 1000 01025 012350 11000 [ [
INCO01 28 JAN 2019 nia N30001 M3005 1235 -217e0.00 [ [
WATOO01 537654 28 JAN 2019  nia 01450 01455 2233 60.00 | |||
ALGO01 112233 28 JAN 2019  nia D100 01810 2234 500,00 |||
GRADM 666656 28 JAN 2019  nia 02000 02005 2235 800000 |1 |
SCIo01 82888 28 JAN 2019  nia 02700 D2705 2238 oo [
BOOOO CR4557 28 JAN 2018  nia 03000 03005 2237 soe.00 [ |
AZNMO0 875543 2B JAN 2018  nda 03000 03005 2238 18800 [ | |
INCO01 2B JAN 2018  nda C3200 C3205 BS125 =3000.00 ()|
2B JAN 2018  nda BS125 =z2000.00 ()|
INCO01 28 JAN 2018  nia C1g00 C1803 B3125-1 -40.23 [ [
INCO01 28 JAN 2019  nia C3200 C3205 BS125-2 -50000.00 [ [
BANOO1 BS125-3 28 JAN 2019  nia 1000 D1087 B5125-3 1088 L
Total Income -74300.23
Expenditure Against Budget 12714.55
Journal Transfers -2000.00

e Close the print out to return to the reconciliation screen
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Activity: Reconciliation

Reconcile the closing balance on the bank statement: $76,591.67

There are a few transactions listed on the bank statement that are Direct Debits or Direct Credit

e Locate the first transaction to be reconciled 10.56 for the Bank Charge

Cheque Account
Controls

i s )
[iate Group Imvoice Mo. Gross Amount  Rec {: 5'5 Group by
25 AN 2819 @1Z349F OE75ET 116,66 ND
28 AN 2819 @12358E 12875 118.86 MO g Sort
28 1AM 2819 12351 -Z1766.88 MO B
28 18N 2919 2233E 937654 £E.0@  NO Print
28 AN 2819 2234 112233 S5E@.8E  NO
28 AN 2819 2235E BEEREE GEGE.BE MO DK
28 AN 2819 2236E 82888 @.68  NO
25 1AM ZE19 ZZ37E CR4SET SE6.BE MO % Cancel
28 1AM 2019 Z2Z38E 876543 192.80 MO . LAncel
28 1AM 2819 BS125I -SEEE.B8  NO
25 AN ZB19  BS125) -ZEEE BB NO window
28 AN 2819 BS126-1T -48.23  NO
28 1AM 2819 BS126-2T -SEHRAR A8 ND — :
28 12N 2519 3 B5126-3 R ~ I close window

Reconciled T-:-tal % Help
Y\

Details

Transactions

Reference l:l
Date (28 J&N Z@19

10.56

BANGEL

Detail: Bank Charge

e Double click the transaction to turn the word NO to YES - the software will jump to the next

transaction

-CHERE . BE WO
16.56

TES

-
Reconciled Total 10.56 | )

Continue to find transactions listed in the table and double click them to reconcile the amounts.

Description Debit Credit
Withdrawal/Cheque 2238 198.00

Funds Transfer -3,000.00
Interest -40.23
Funds Transfer -50,000.00
Funds Transfer -2,000.00
Deposit -21,760.00

The value in the Reconciled Total field will change to reflect the current reconciled total. Full

reconciliation will occur when the value in the reconciled total field equals the total on the bank

statement, in this case $76,591.67 et -7ese1e7 @
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Activity: Reconciling 0.00 amounts

Transactions that have been reversed in the system will have a balance of 0.00 and should be
reconciled at this time.

e Locate the transaction (Inv 88888) with a value of 0.00 and reconcile it

Cheque Account
i~ YT
Date Group I nvoice No. Gross Amount  Rec ’b
28 JAM 2819 @12350E 12575 118.668 WO &
28 1AM 2819 12351 -Z1760 .88 YES
28 JAM 2819 2233E RTESL GE.860 WO
28 AN 2e19 112233 S5@E .88 MO

28 JAN 219

i GARAA B NO

28 JAN @19 6 @.88  YES
28 JAN 2@19 CR4567 S@6.88  NO
28 AN 2819 2238E B7A543 198.88 YES
28 JAM 2819 B:125I1 -3000 .68 YES
28 JANW 2819 EB5125] -Z006 .88 YES
28 JAM 2819 BilZe-11 -48.23  YES
28 JAW 2E1%  EBS1Z26-21 -SHaa6 A8 YES
22 JAM 2819 BilZe-3E BilZa-3 18.56  YE: —

-
Reconciled Tatal -T76591 .67 0

e Check that the reconciled total is still $76,591.67

Activity: Saving the month’s reconciliation

Transactions > Reconciliation

e Click into the Reference field and type the number of the month being reconciled. Eg. Type
1 for January.

e Type the date on the Bank Statement to which you have reconciled (usually the last day of
the month) eg 310119 and press <Tab>

Details

Reference
Date |31 18N 2619

" 0K

e When the date and reference are correct click
e The reconciled transactions will be removed and the window can be closed

Are pou sure you wigh ta close 7 Mo
You will loge any unsaved work.
e
e Click Yes
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23.4The ‘Unreconcile’ Facility

There may be occasions when a transaction has been reconciled in error and the reconciliation
needs to be reversed.

Method for ‘Un-reconciling’ a Transaction

Click on Transactions

Click on Adjustments and/ Corrections

Click on Un-reconcile under Bank Accounts

Choose the appropriate Bank Account

Click on OK

Enter the Reconciliation Reference eg. 1

Click on Display

Double-click on each transaction to be un-reconciled (The ‘Yes’ flag changes to ‘No’)
Click on OK

Note: this will not be done in training.

RM Finance Training 2.5 Day Notes 2019 7-Dec-18

Page 233 of 332
© 2019 Civica Pty Ltd



24 Period End
24.1End of Month Processing

At this point we have covered the first 4 steps of Month End Processing

1) Complete all processing for the month.
2) Check for any outstanding batches

Transactions > Reports (Sheaf of papers) > Batched Transactions
o Check all the boxes for the Transactions options

Check all bank accounts

Keep Gross Totals on

Click on the printer icon

Click on screen, and click on OK

O O O O

Nothing should happen! The screen should flicker and return without showing any
transactions, confirming that they have all been posted. If any batch still exists a report will be
displayed and the user should examine the report and then update the appropriate type of
batch.

3) Perform a reconciliation of all bank accounts (as appropriate).
4) Ensure that all reconciliations balance.

We will now check the following reports which are displayed in the following pages
5) Check the following reports

Bank Statements for (from your Bank)
each Bank Account

i > >
Bank Balance Report Transactions > Reports > Bank Balance

Unreconciled Transactions > Reports > Unreconciled Transactions > (short report
Transactions Report format)

Comparative Budget Reporting > Custom > Comparative Budget Report

Report

Budget Summary Report | Financial Summary > Budget Summary

Records > Reports > Income & Expenditure Analysis > Income and
Expenditure

Click on the printer icon and in the next dialogue box put a check mark
in all boxes

Full Analysis Listing

All End of Month procedures, checklists and information can be found on the DoE website
www.det.wa.edu.au/finance
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Activity: Comparing the Financial Summary — Budget
Summary with the Income & Expenditure Analysis Listing

Financial Summary > Budget Summary

e Make a note of the Actual YTD figures for:

Revenue
Expenditure
Balance Accounts

Records > Reports > Income and Expenditure Analysis

aINCUME&EXPENDITUREANALYSIS
Inearme only
Expendit

. Print Report |
e Click b

e Tick all boxes in the report options window and =" |

Analysis Code Reporting Options E|E|

i REPORT DPTIONS....
{* analysis Listing  Profile Report

¥ Sort and Subtotal by dnalysis Sort Key 7
¥ Show Full Detailed Reports 7

[+ Etarf Hew Fage for ncame and Expenditure

Cancel ‘ Print |

e Make a note of the figures for:

Turnover for Revenue (C accounts)
Turnover for Expenditure (D accounts)

Turnover for N Income a/c eg N1000I NI
(Described as Turnover for Balance)
Turnover for N a/c Expenditure eg N1000OE -NE

Subtract NE accounts from NI accounts - Balance =

Remember: When you deduct a minus figure from a positive figure you actually add them.

Note: the two sets of figures should match exactly. If there is a discrepancy check your
Finance Manual or for further information on troubleshooting this problem contact
Financial Operational Support (Financialservices.support@education.wa.edu.au)
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24.2End of Month Procedures

At this stage of the training we have now completed all processing for the current month. We have
performed bank reconciliation on the main operating account and have ensured that this is correct.
We have viewed the month end reports and we will now perform a backup.

So we have completed Steps 1 to 5 of the Month End Procedures.

Activity: Checking the Rounding Difference

Before printing the final BAS, check that the statement is correct. View the amounts displayed at
the base of the report and check that they do not vary significantly.

Reporting > Custom > Business Activity Statement > Period 1to 1

The walue of your obligations az calculated on a transaction by tranzaction bazis 7873
The walue of your obligations as calculated on the BAS 779.00
Thiz differs by 027

e Print the report to the screen and check that the rounding difference is not more than $1.00.
e Close the report

Activity: Backing up the Datafile

Exit RM Finance

e Click on Exit RM Finance at the top right hand side of the screen

Confirm

[@ Do you really want to Quit RM Finance 7

NO

e Click on Yes
e Select to Include “Last Year’s datafile?”and Crystal Reports

Safe Backup

7
Eh‘! Do you want to Backup your data now ¥

Select es' to start the S&FE backup program. or "No® to quit.

[<] Include the ‘Trystal Report’ ternplates sssociated with this datafile?
[ inciude “Last Vears datafile s

e | e ]
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e Click Yes

e Navigate to the External USB Drive. (In training we will navigate to the Desktop)

Create Archive

Save in:

: 2 [CJ)Finance Pre BAS Back up

ty Recent

[N Y

| & ® ef E-

e Select the Pre BAS Back up folder
e Select the appropriate Period folder
e Name the File: Pre BAS January 2019

Create Archive 2] x|

Save i IE} m ;I B £k Ea-

Desklop

%

My Documents

.

Iy Computer

-

Iy Metwork

File: name: IF'le BAS JAM YY'Y.zip ;I Save
=]

T
Cancel |
A

Save az bype: IZip files [*.zip]

e Click <SAVE>

Safe Backup %]

Archive successfully created at E:Z014Pre BAS JaN YYYY.zip.

e Open RM Finance and Log on as the Manager Corporate Services with the password of

keys

Manager Corpor:
Princi pal

RMAUST —
School Administrator

4

Cerdne Cinnnan Canaoldend Cobenls

2. Enter your Password

|uu | Login I Quit

Note: refer to the RM Finance ‘Backing up to a Pen Drive’ notes for more information

regarding backing up routines.
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Activity: GST Rounding

Prior to doing the backup the BAS was checked and verified that the rounding difference was
0.27cents. It is now necessary to post this transactional difference.

Reporting > Custom > Business Activity Statement

e Choose from Period 1 to Period 1
"DESTINATION |

e Select the Printer radio button | & Printsr
e Click on Print

The BAS Post Options screen will be displayed.
7| BAS Post Options [~ 5| 3]

e -

The walue of G5T as calculated in system |
Rounding Difference

(<] Fost Tranzactional Differe noe

‘ 0K | Cancel ‘

e Check the box to Post Transactional Difference
e Click on OK

The following message will be displayed:

"-I Batch a tranzaction for $-0.27 for rounding of BAS
' From period 1 bo period 17
[Thiz cannot be undone)

Mo | Yes |

e Clickon Yes

The backup reminder message will then appear as follows:

Tes |

e Click on Yes, as we have completed a backup

The transaction has now been placed in a batch.

As the user selects to view the batched transaction the software presents the following warning

Feminder: The GST raunding for this month has been finalized.
l % Do not enter income or expenditure tranzactions until a period end has been

completed.
Ok |

e Click OK
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Transactions > Reports > Batched Transactions

e Check the box in front of Expenditure
e Check the box in front of Cheque Account

{ Records |(Transactions] Ad-Hoc | <Custom |

~ . ™
ESGEMERAL REPORTS Report Options

411 transactions P Y {5H0w REPORT WITH ™

e ) LPE TR S INCL!JDE TRAMSACTION TYPES ...

Future Postings [ ¥ Gross Totals

Purchase Orders ¥ Expenditure [ Totals Only

&lternative Payee Transactions I” Budget Amendments I} short Repart Format

Biateh Num ber Report [ Journal Transfers o

Atch Number kepor [ decruals ete, F Include Descriptions 7
Include [rvaice 7

{23 AUDIT REPORTS . [ Include User 04H 7

Transactions not yet printed (FROM BANK ACTOLNTS ... 1| 1 searchcriteria

Zear E.':d Statt;ment [ Cash Managernent [T Repart Motes

ammitment Summary ¥ Cheque dccount L
EFT/BPAY Certification Log [ Investment A/c rDESTINATIDN y
Recard Maintenance Log & print
rinter
25 BA&NK REPORTS
: . % Screen
Reconciled transactions L i
. : " Page Preview

Unreconciled transactions ) TR BT FESEm A |

Cash Movement = | " Spreadsheet

Bank Balance 3 Ignare Search
{23 Tax REPORTS j Simple Search Change Sort Order ‘

Tax Reimburserment (INC) Detailed Search —

Tax Reimbursement {EXP) i D ehalled aeare | [ |
.

e Click on Print
o Check the details of the transactions and then close the report

Posting Detail Type Date Nett

GST

ATOE Australian Taxation Office

4500 Other Expenditure

D4999 GST Rounding

Cheque Account

GST Rounding difference

Ref GST ESC 28 JAN 2019 -0.27

027 1

Total Voucher

0.00 c1
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Update the Batch

Transactions > View/Post Batch > Expenditure and Credit Notes

e Enter GST in the Batch Ref Field

Find Batch
[ Find Batched Expenditure ] Controls
Q, Displa
Batch Ref G5T | ]

e Click on Display
e Highlight the transaction line to view the details

I Post Batch to Expenditure Accounts ==
[ Gross h
Ref. Date Period Yalue Controls

28 JAM 2019 1 0.00 MO #w @& Find Batch

Source £ Supplier ATOE Mett -0.27

Budget D4999 Tax 0.:z7

Analysis D4a00

Batch Ref.  G3T

Tupe ESC

Description GST Rounding difference v Wikite

Bank 1 Cheque Account
. YWindoy
-~ -

Tatal to post E|_ Cloze window

@ Help

IMPORTANT

This batch must be updated before performing a period end. If this is

not done, there could be significant problems with your data. You
should also reconcile the resulting 0.00.

e Click on ﬂl to change the No to Yes
e Click on Update

e Click Yes
e Click ﬁ to return to the main menu

Note: the batch total will be zero for this special type of transaction.
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Activity: Reconcile & Record the 0.00 transaction

Transactions > Reconciliation

e Select the Cheque Account
e Click OK

e Locate the transactions just posted with the reference of GST and the value of 0.00 (it should

be the last transaction in the list

Chegue Account
i 2o
Date Group I nvoice No. Gross Amount  Rec (b
28 JaN B12342E 12542 Z28.88 MO
28 JaN B12349E 98756T 118.88 MO
28 JaN B12358E 12875 118.88 MO
28 JaN 2233k 957854 e@.88 N0
28 1AM 2234E 112233 So5EE.88 MO
28 JaN 2235E GREEGEA GOAGE.AG MO

28 1AW 2237E CR4567 SEG A0 NO

Reconciled Total -76591.67 o

e Double click the transaction to change the word NO to YES

CR4567

SH6. KO

e Enter 1 in the Reference field and press <Tab>
e Enter 310119 in the Date field and press <Tab>

Details

Reference
Date |31 JAN 2819

e Click OK and the transaction will be removed from the screen
° C“Ck E_ Close window

Are pou sure you wizh to close 7 Mo
ou will loze any unzaved work,
Yes
e Click Yes
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Activity: Check the Result of posting the GST

Check the Budget Analysis Report on D4999 to see the result of this posting.

Records > Budget Accounts

e Click on Find Record #
e Enter D4999 and press <Enter>

ﬂ Budget Accounts @
rBudget Account Description ] Controls
= [55T Founding |
Budget Heading I~ Default Code 4 Previous record
Budget Group I:l [> Next record
- -
Butget ATostion @ || O Honconard
Nett Current Year Expenditure Q ﬁ Lot
Orders Outstanding q W Delete record
a5, "
Balance Rermaining ox q o8 Prufile
Receipts in ddvance (Accruals) Q
T
@ |[eraen
T Close window
% Threshold Warning %
P Help
e Click on the spyglass next to Balance Remaining
e Select a Full Budget Analysis and click PRINT
e Click OK to print the report to the screen
e Click NO to ‘Print the transactions for this period only?’
e Click YES to ‘Show Transaction Descriptions on Report?’
°

Follow the Printer prompts

Cash Transactions Details (Year to Date)
Account Description
Australian Taxation Offic GST Rounding difference
Expenditure

Income

Internal Charges

Totals

Order No

Invoice No Reference Type

GST

Date Nett Tax Gross

ESC 28 JAN 2019 0.27 -0.27 0.00
0.27 -0.27 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.27 -0.27 0.00

your school by the ATO

website.

You would now use the BAS report generated by the system to complete the BAS issued to

It is also possible to submit the BAS electronically through the Taxation Department’s
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Activity: Run Freda Reports

FREDA LEDGER REPORT

e Goto Reporting > Custom
e Select FREDA Ledger report

e First Time report is run: Select School type of School, ESC or Other. This selection will be
saved and this step will not need to be done when the report is run in the future.

e Click Print to run the report
Check that you get the message that confirms that the report has been successfully run

FREDA BAS REP