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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.

C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 5 of 91

© 2018 Civica Pty Ltd



Contents

1 EN Of YEAI PrOCESSES.... .o ittt e e e e e e e e et a e e e eaaeaannnes 10
1.1 Review N ACCOUNE BAIANCES:.......u et e e e e e et e e e e e e e e e eeenne 10
2 REVIEW OF N ACCOUNLS ...ttt e e e e e e e ettt e e e e e e e e e e eeattn e e e eeaaeeennnes 11
3 L1 g = U @ g F= T o =T PUSPPPPPUSPN 12
4 =Yoo e[l F= 1 T0] o (PSPPSR 18
5 Back UpP the Datafile .........cooiiieieiiiii e e e e e e a e e e aaane 18
6 GST ROUNGING. oot 19
6.1.1  Check the Batched Transaction REPOIT ...........uuuiiiieei i et r e e e e e e e e snnrreeeaaee s 21
oI A = = Todo ] o (o] =i o o PP OUPPPPRRRN 25
6.2 Print End of MONth REPOIS .....cuviiiiiii e e e e e et a e e e e e e e eaannes 27
6.3 SENA FREDA IEPOIS ... 28
6.4 Check the Automatic ACCrUal SEHINGS ......ccciiiiiiiiieie e e 29
6.5 ol od 1= 1L UURUPPPPRPP 30
6.5.1  Year ENd ANAIYSIS COUES.......oiiiiiiiiiiitiiee ittt ettt et e sttt e e s bbe e e e sbb e e e e abbeeeeanbneeeeanes 30
6.6 Prepare fOor AUTOMALIC ACCIUBS ... ..uuuuuuiiiieiitiiiiieiiiiiieeeebebbeeeeeee bbb eaeebbneebeneennee 30
6.6.1  Checking for X1 and X2 Supplier COUES. .......ccooviiiiiiiii 30
6.6.2  Clearing NeQatiVe AMOUNTS. .......ouiiiiii it e ettt e e et e e e e e e e s bbb e e e e e e e s abbbb e e e e e e e e sannbnrreeeaaeeaas 32
7 Take a Backup Of YOUF Data...........couuiiiiiiiiicecce e 34
8 Year End and AULOMALIC ACCIUAIS ......uuuiiie et e e e e e e e e 35
9 LI =N Lo T 39
9.1 Print the Comparative BUdget REPOI ..........uuuiiii i e e e e e e e eanees 40
9.2 Take a Backup of your data — New Year 2020 .........ccooiviiiiiiiiiieeeeeeie e 41
10 Making Adjustments to the Analysis and Budget Codes —............cccceeeiiieeiiiiiiiiiiiin e 41
10.1 Make any required adjustments to Supplier COAES.........ccovviieiiiiiiii e 41
10.2  EFT/EBR FOIAEIS ... 42
11 Creating and Importing the Budget into RM FINANCE ..........coooiiiiiiiiii, 43
11.1  EXcel CSV SPreadsheet ... 43
11.1.1 Creating a New Budget Code using Import from Financial Planning...............ccccccccc. 51
11.2 Importing the .csv file iNt0 RM FINANCE ..........cooiiiiiiiii e 53
11.2.1 Completing Budget ACCOUNE DELAIIS.........cceviiiiiie e ettt s s e e e s e er e e e e e s e e nnneeneeeaeeeeeannes 59
11.2.2 Check the Budget ANalySiS REPOI .....ccoii it e e e e e e s s e aeee e e e e e e ennnes 60
11.2.3 Review the Comparative BUAQEL..........ooiiiiiiiiiiie e e e e s e s e e e e e e s s s nnneneeeeaeeeeannnes 61
12 ACCESSING Last YEAr'S Data..........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeseeeeesee bbb 62
13 Operating the ReSErve ACCOUNTS ........uuii e e e e et e e e e e e eeeeeea e e e eeeeas 65
13.1 Using Internal Charges to Transfer from Reserve ACCOUNTS .........ccoeeeriiiiiiiiiiiieeeeeeeiiiiinnnn 65
13.2 END OF MONTH (DECEMBER) CHECKLIST ......cutuiiiiieaiei it ee sttt e e e e e 85
14 S]] o] o L0} ¢ S PP P PP TUPPPTTR SRR 87
I R 1 o T = (55 TR 87
142 FaX (CSC) i 87
14.3  EMAIl (CSC) i 87
15 Online Manuals and TraiNiNg NOES. .......coii i i e e e e 87
00 R @11V o= T Lo [ 1o [ o T 87
152 STIMS PIOJECT ..o 87
o PSSP 89
DEPARTMENT OF EDUGCATION ..ottt e et ea e e e e e e e e eeateea e e e e e eeeeeeneeennns 90
C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 6 of 91

© 2018 Civica Pty Ltd



Trainers — Use Finance Year End Datafile
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Training Outcomes

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

Prepare for Automatic Accrual of N Accounts

Understand the process for reviewing N account balances
Perform Internal Charges from D Accounts to N Accounts

Perform the Year End and Automatic Accruals procedure in RM Finance
Create Budget Excel Spreadsheet

Create a new budget account

Import budgets from an MS Excel spreadsheet

Update new budget details

View last year’s data

Operate the N Reserves to the C Transfer from Reserves Account
Perform Budget Allocations to C and D accounts

CIVICA

RM Finance Year End 2019 docx 7-Dec-18

Page 8 of 91

© 2018 Civica Pty Ltd



Activity: Logging On

e Double click on the RM Finance Icon on the desktop
e Select School Administrator from the list

e Enter the password of KEYS

rj'j

RM Finance

Login

Finance

(C) RM PLC 2004

EM Finance - Yersion 8.40 - 7 Decernber 20138
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

Corinie Cirnmns Cornlbemd Cobosdes

| »

2. Enter your Password

I....—| Login I

%

Current Data File:
CoSKEYSMFINANCE S TR AINING SF IM AMCE_YE AR_END .DF 1

e Click Login
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1 End of Year Processes

When running the period end routine in period 12, RM Finance will automatically change the period
end into a year-end routine and advance the period to period 1 for the New Year. The previous
year’'s data is preserved and can be used until the year is finally closed whereupon it is available
as Read Only, to allow viewing but not editing of information.

A full Year End function will have the following implications:

All budget code balances are set to zero (C, D and N accounts), if not using automatic accruals
All supplier turnover figures (period and year to date) are set to zero.

All analysis code turnover figures (period and year to date) are set to zero.

All unreconciled transactions are retained and labelled as transactions of type URC.

All outstanding commitments (purchase orders) are retained on the system.

The carry forward figures on each of the financial summaries become the opening balance
figures for the New Year.

Once the Year End is initiated, the system copies all the present transaction information into an
archive file and then removes this same information from the present data file.

1.1 Review N Account Balances:

As part of month end procedures and before closing the December accounts, the N account
balances must be reviewed in order to decide which amounts are to be accrued into the New Year.
The Comparative Budget will display the current budget figures in the C, D and N accounts.
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2 Review of N Accounts

Activity: View The Comparative Budget Report

Reporting > Custom > Comparative Budget Report

Before the End of Year rollover, it is important to review the D Reserve Transfer accounts which
hold budgeted funds to be transferred to the N Reserve accounts for future purchases.

The Comparative Budget Report is useful in determining which ‘N’ accounts should be accrued
into the new year and also which ‘D’ Reserve Transfer accounts still have large amounts of
money against them. This money would have initially been transferred from the ‘N’ Reserve
accounts for future purchases which may not have occurred, therefore it would be necessary to
move the money from the ‘D’ Reserve Transfer accounts back into the ‘N’ Reserve accounts in
order for them to be accrued into the new year.

Using the Comparative Budget Report, examine which amounts are to be accrued into the New
Year.

Fixed Current Actual YTD Variance
Account Description Budget Budget
SO0RES Reserve Account Transfers
De005 Admin Server Reserve Transfer 5,000 5,000 0.00 5,000
09105 Admin Furniture Reserve Transfer 0.00
09505 Building Fund Reserve Transfer 130,000 130,000 120,000.00 10,000
09505 Computer Eqguipment Resource Reserve 18,182 18,182 18,181.82 0
09515 Office Equipment Resource Res Trans 0.00
09905 Admin Photocopier Reserve Transfer 15,000 15,000 0.00 15,000
Balance for Reserve Account Transfers 168,182 165,182 138,181.82 30,000
SORESH Beserve Accounts
M1 005 Administration Server Reserve .00
M1 103 Admin Furn and Fittingz Res 0.0
M1 205 Administration Office Equipment Res .00
M1 305 Plart and Equip Replacement Reserve 0.0
M1535 Building Fund Reserve (120,000.00) 120,000
MN1755 Photocopier Replacemert Reserve (2,000,007 2,000
Balance for Reserve Accounts {122,000.00) 122,000
C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
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3 Internal Charges

Activity: Processing Internal Charges

Once the 30Res accounts have been reviewed and approval has been received, an Internal
Charge may be used to move the amounts from the D Res to the N Res accounts. We will move
5,000 from the D9005 Admin Server Reserve Transfer to the N1005 Administration Reserve
Transfer and 15,000 from the D9905 Admin Photocopier Reserve Transfer to the N1755 the

Photocopier Replacement Reserve.

Reports > Custom Tab > Comparative Budget

Fixed Current Actual YTD Variance
Account Description Budget Budget
JORES Reserve Account Transfers
D005 Admin Server Reserve Transfer 5,000 5,000 0.00 5,000
09105 Admin Furniture Reserve Transfer 0.00
Dos05 Building Fund Reserve Transfer 130,000 130,000 120,000.00 10,000
D9a05 Computer Equipment Resource Reserve 18,182 18,182 18,181.82 0
D9615 Office Equipment Resource Res Trans 0.00
\ 09905 Admin Photecopier Reserve Transfer 15,000 15,000 0.00 15,000 \
Balance for Reserve Account Transfers 168,182 168,182 138,181.82 30,000
SORES1 Reserve Accounts
W1005 Administration Server Reserve 0.0a
MN1105 Admin Furn and Fittings Res 0.00
MW1205 Adminiztration Office Equipment Res 0.0a
MN1305 Plart and Equip Replacement Rezerve 0.00
M1535 Building Fund Rezerve (120,000.007 120,000
[M1755 Photocopier Replacement Reserve (2,000.00) 2,000 |
Balance for Reserve Accounts {122,000.00) 122,000

Note: Some of the Building Fund Reserve Transfer has already been moved, but we would still
need to review the balance, however this will not be covered in training today.
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Complete the Internal Charges form

INTEENAL

DEPARTMENT OF EDUCATION CHARGES - YELLOW

INTERNAL CHARGES

Transferring Expenditure:

s Anintemal 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 to the N Reserve Account
Transferring Income:

» Anlintemnal Charge can also be used for the comrection of an income posting error in G and N accounts or to
transfer funds from N Reserves fo the Mandatory C2405 (transferred from Reservel account — System

Manager Option change required — refer to separate documentation
All Internal Charges:

o [fthe internal Charge relates to & prior transaction (current year) ensure the analysis and budget codes
relate to the onginal transaction.

o Do not mix income and expenditure Analysis codes in the same Intemal Charges transaction screen.
Take extreme care when entering N Analysis codes fo ensure Nexx(l) is used when transfering income
and Nxxx(Elis entered when transfering expenditure.

+ Provide a brief explanation for the reason for each infemal charge, and use a separate line for each
budget code.

s Printintemal Charge transactions via Reports/All Transactions (Simple Search on the transaction date)
and record on Batch Register.

REFERENCEIC#
e
TRAMNSFER BUDGET TQ BUDGET TO
DATE ACCOUNT DETAILS TYFE BUDGET | AMNALYSIS TRANSFER TRANSFER
IMNC/EXP CODE CODE FROM TO

5 C ] C

Admin Server Reserve Exp N1005 N1000E 5000 00
Admin Server Reserve Transfer Exp Deons Deooo 2000 0o

Photocopier Replacement Reserve Exp N175% N1720E 12000 00
Photocopier Replacement Transfer Exp Doons D900 12000 [il]

e Complete the Batch Register

BANK RELATED TRANSACTIONS
Reference Mo Adjustments/Reversals =

Typeof

Batch | Date/Date E‘?mn‘ Bank Income Expend Credit Internal Accruals BANIre Pro

AIC Receipts Payments I E: d e (Manual

No Export From To FE']TEE}I#E 1,2,3 (INC) (ESP) Motes n?.%me [‘I‘EDS?] Charge’ Only) Totals B

[B] BPay.
IC12 IC12 20000

Note: Internal Charges should be processed before running year end.
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Transactions > Internal Charges

e Click on Transactions | Transsctions
Click on Internal Charges

Enter Budget to Transfer from N1005 <Tab>
<Tab> past the Analysis Code

Insert Amount $5 000 <Tab>

Insert Reference IC12 <Tab>

Budget to Transfer to D9005 <Tab><Tab>
Amount $5 000 <Tab>
Enter Reference: IC12 <Tab>

i Internal Charges

Enter Description From Admin Server Reserve Transfer D9005 <Tab>

Insert Description To Admin Server Reserve N1005

-
Budget to transfer From [M100S administration Server Reserve

Account to be

Analysis Code Computer Equip Rep Res Credited
Amount S000.00
Curtrent Actual 0,00
Reference IC12 Actual if Posted ~5000 00
Date 16 DEC 2019 Budget .00
|Fr0m Adrnin Server Reserve D005 |

Description
"\

-
Budget to transfer To 2003

Analysis Code 2000

Amount 5000.00 Reference

Admin Server Reserve Transfer

Trans to Computer Equip Rep Res

IC12

Account to be
Charged

Description |To Admin Server Reserve N1003
\

e <Tab> to drop the transaction into the bottom window

Budget Analysis Actual Transfer If Posted
Da00s Do0oo0 0.00 5000, 00 S000.00
Total Transfers 5000.00

e
8

e Click OK ¥

0K, ta move expenditure from N1005 ta thoze shown in N
the ist? ﬂ

Yes

e Click Yes

CIVICA
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e Complete the Internal Charge as shown below to move funds to the Photocopier

Replacement Reserve

Transactions > Internal Charges

Budget to Transfer from N1755 <Tab>
<Tab> past the Analysis Code

Insert Amount $15 000 <Tab>

Insert Reference 1IC12 <Tab>

Budget to Transfer to D9905 <Tab><Tab>
Amount $15 000 <Tab>
Enter Reference: IC12 <Tab>

Enter Description From Photocopier Replacement Res D9905<Tab>

Insert Description To Photocopier Replacement Res N1755

ba

Internal Charges

e
Budget to transfer From |M1755

N1730E

Photocopier Replacement Reserve

Analysis Code Photocopier Replacement Reserve

Amount 15000.00

Current Actual —2000 . 00
Reference Ic12 fActual if Posted — {7000, 00
Date 16 DEC 2019 Budget .00

=]
E
(=3
3
3
-
=3
2
[=3
o
[=3
E
iy
=
el
T
=,
[
o
b
3
T
=2
3
A
Ll
v
=2
o
o
[=]
on

Description
"\

-
Budget to transfer To L9905 #dmin Photocopier Reserve Transfer

Transzfer to Photocopier Rep Res

IC12

Analysis Code 9200

15000.00 Reference

Amount

|To FPhotocopier Replacernent Fes N1755

\ Description

e <Tab> to drop the transaction into the bottom window

Budget Analysis Actual Transfer I Posted
09905 ujllala] 0.00 15000 . 00 15000 . 00 [Ill
il
Total Transfers 15000.00

e ClickOK ¥ 2

Ok to mowe expenditure from N1755 to those shown in the Ma
list?

Yes

e Click Yes

Account to be Credited

Account to be Charged
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Activity: Print the Internal Charge Report

Reporting > Transactions

e From General Reports select All Transactions
e Deselect Income, Expenditure and Budget Amendments
e Check Internal Charges
e Deselect all Bank Accounts
e Click Simple Search
f Records ]( Transactions “r Ad-Hoc 1( Custom 1
£ 5 ™
S GENERAL REPORTS Report Options
#11 transactions - " .
Batched transactions IMCLUDE TRANSACTION TYPES ... SHOW REPORT WITH ...
Future Postings O Incomel [¥ Gross Totals
Purchase Orders [" Expenditure [T Totals Only
&lternative Payee Transactions E F";dget ?nl:windments [T Shart Report Farmat
nternal Charges o
Batch Mumber Report [ Journal Transfars I Include Descriptions 7
[T &ccruals ete. = Include Inwoice 7
23 AUDIT REPORTS ‘r ol B Include User 04N 7
Transactions not yet printed FROM BANK ACCOUNTS .. [ Search Criteria
ear E_"d Statement [T Cash Management - [T Report Hotes
Comm1tment5u.rn.rnar.'u [7] Cheque Account \
EFTHBPAVFBrhﬁcatmn Lag [ Investment &/c rDESTINATIDN ™
Record Maintenance Log
(= Printer
5] BANK REPORTS
- (¥ Screen
Reconciled transactions L O Page Previ
Unreconciled transactions P ™ age Freview
Cash Movement FIND TRAMSACTIONS BASED OM ... { Spreadshest
;
Bank Balance D lgnore Search
Change Sort Order |
{23 Tax REPORTS Simple Search : L
Tax Reimbuorsement {INC) o : —
Tax Reimbursement (EXP) L D Flatled seare ‘ rn I
k

e Enter Today’s date in the date range in the From and To fields

o

Vi Simple Search [~ 7 |[m3a]

r ~
Fram To

Budgets

Supplier / Source

Analyses

Periods

Reconcile Ref

Youcher

Batch

I
|
|
|
Date |
I
|
|
|

Batch Date

User Order Number | | | |

%

=(Fl Clase @Help
L

e Click o
e Click Print
e View and close
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Posting Detail Type Date Hett Tax Total Voucher
Da000 Tranz to Computer Equip Rep Res

Oa005 Admin Server Reserve Transfer

Invoice Number

Order Number n/a

To Admin Server Reserve N1003

Ref IC12 SCHAD CHG 16 DEC 2019 5000.00 ] 5000.00 131
N1000E Computer Equip Rep Res

N1005 Adminiztration Server Reserve

Invoice Number

Order Number nia

From Admin Server Reserve 09005

Ref IC12 SCHAD CHG 16 DEC 2019 -5000.00 ] -5000.00 132
09900 Transfer to Photecopier Rep Res

09905 Admin Photocopier Reserve Transfer

Invoice Number

Order Number nia

To Phetocopier Replacement Res N1755

Ref IC12 SCHAD CHG 16 DEC 2019 15000.00 ] 15000.00 133
M1 7S0E Photocopier Replacement Reserve

N1755 Photocopier Replacement Reserve

Invoice Number

Order Number n/a

From Photocopier Replacement Res DS905

Ref IC12 SCHAD CHG 16 DEC 2019 -15000.00 2 -15000.00 134
Activity: Check the Comparative Budget Report

Reporting > Custom Tab > Comparative Budget Report
The D9005 an the D9905 should have nothing showing in the Variance column
Fixed Current Actual YTD Variance

Account Description Budget Budget

09005 Admin Server Reserve Transfer 5,000 5,000 5,000.00 l

09105 Admin Furniture Reserve Transfer 0.00

D9505 Building Fund Rezerve Transfer 130,000 130,000 120,000.00 10,000

D905 Computer Equipment Resource Reserve 18,182 18,182 18,181.82 0

D9E15 Office Equipment Resource Res Trans 0.00

09905 Admin Photocopier Reserve Transfer 15,000 15,000 15,000.00 [ ]

The N1005 should now show 5,000 in the Actual YTD column and the N1755 17,000 in the Actual

YTD column with both showing the Variance.

BALANCE ACCOUNTS
50RES1 Reserve Accounts
[ N1005 Administration Server Reserve (5,000.00) 5,000 |
N1105 Admin Furn and Fittings Res 0.00
N1205 Administration Office Equipment Res 0.00
N1305 Plant and Equip Replacement Rezerve 0.00
N1535 Building Fund Reserve (120,000.00) 120,000
N1755 Photocopier Replacement Reserve (17,000.00) 17,000
Balance for Reserve Accounts (142,000.00) 142,000
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Reconciliation

At this stage, a full bank reconciliation should be perfomed on all bank accounts, however as we

have not entered any transactions, we will reconcile the 0.00 amounts after the completion of the
BAS a little later in training.

4 Back up the Datafile

Activity: Back up the Datafile

A back up of the datafile must be taken before finalising the BAS and again after the BAS and
before initiating Year End.

Exit RM Finance

|8

e Click on Exit RM Finance

at the top right hand side of the screen

Confirm

[@ Do you really want to Quit RM Finance ¥

ND

e Clickon Yes

Safe Backup

féb'—- Do you want to Backup your data now ¥

Select es' to start the S&FE backup program. or "No’ to quit,

[ Include the ‘Crystal Report’ templates associated with this datafile?
B incinde "Last Years datafiie s

LTI S T

e Select to Include “Last Year’s datafile
e Click on Yes
e |n the file name enter: Pre Bas Dec 2019

File name: | Pre Bas Dec 2019

e Navigate to the External USB Drive (In training we will navigate to the Desktop)
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(You may need to create a folder and name it Pre Bas Dec 2019)

e Select the appropriate folder and click Save

Note: Refer to the RM Finance New Safe Backup notes for more information regarding
back up routines.

Note: Removable USB drives can be damaged by electrical currents, refer to the
manufacturer’s instructions regarding the safe removal and storage.

5 GST Rounding

Activity: Checking the GST Rounding

Reporting > Custom tab > Business Activity Statement

e Choose Period 12 to Period 12
e Ensure the Screen is selected as the Destination

( Records “r Transactions “r Ad-Hoc “r Custom |
'S .
{ZAGST REPORTING Report Options
Buziness Activity Statement
GST Transactions
GST Inquiry
GST Summary

Comparative Budget Report rSE.hRI:H )
{ZAFREDA REPORTING From Period

FRED® Supplementary Data To Periad

FRED Ledger

FRED® B&S

FRED& Bank Reconciliation \

FRED# Balance Account Analysis rDESTINATIDN 7
L Reporting Parameters = Printer
£ EFT Parameters {* Screen

f# Cheque Layout
Print

Create Data Migration Files %
REe-Print Data Migration Reports

e Click on Print
e Scroll to the bottom of the page and examine the GST rounding difference
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The value of vour obligations as calculated on a trangaction by transaction basis 26.06
The value of vour obligations as calculated on the BAS 26.00
This differs by 0.06

e Close the report

In order to be able to post this transactional difference, the print destination must be changed to
select the printer.

DESTIMATION ...

@ Frinter!
" Screen

e Click on Print

i BAS Post Options [~

-~ -

The walue of G5T a3 calculated in system 26 06 |

Rounding Difference 0.06

[ inst Tranzactional Difference

0K | Cancel ‘

\

e Check the box — Post Transactional Difference
e Click OK

The following message will be displayed at the top of the screen:

./.._-.\.

f h Batch a tranzaction for $0.06 far rounding of BAS
" From period 12 to peniod 127
~ [Thiz cannat be undaone]

[ [x] | Tes |

e Click Yes and the following message will be displayed:

I—"-'_.-\'- Please enzure that you have made a backup of the data file.

k. = 4 Click YES to continue, MO to abort the operation,
Mo | Yes |

e Click Yes and the BAS will be sent to the printer and the rounding difference will be posted to
an income corrections batch

C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 20 of 91

© 2018 Civica Pty Ltd



After finalising the GST rounding and prior to rolling over, whenever
the user clicks on Transactions, the following message will be

displayed to remind the user not to enter any transactions until a
period end has been completed.

i

g Reminder: The GST rounding for thiz month has been finalised.
Lk Do nat enter income or expenditure tranzactions until a period end has been

completed.
Q. I

5.1.1 Check the Batched Transaction Report

Transactions > Reports > Batched Transactions

e Check the box next to Income
e Select the Cheque account
e Keep Gross Totals on

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

- N

£ GENERAL REPORTS Report Options
411 transactions - o
EBatched transactions INCLUDE TRANSACTION TYPES ... SHOW REPORT 'WITH ...
Future Postings ! Income ¥ Gross Totals
Purchase Orders [T Expenditure [T TotalzOnly
#lternative Payee Transactions I Budget #mendments I} short Repart Format
Batch Number Report [T Journal Transfers

[ ecruals etc. B include Descriptions 7
B inclode Irvoice 7
3 AUDIT REPORTS . 5 Include User O#H 7
El Transactions not yst printed (FROM BANK ACCOUNTS . A Heri
[T SearchCriteria
fear End Statement [ Cash Management - [ Report Notes
Commitrment Surmmary

= mar W Cheque Account .
E EFT/BPAY Certification Log (mE rDESTINATIDN

Record Maintenance Lag € Print
rinter
=5 BANE REPORTS & Soreen
- *
Reconciled transactions L
Unreconciled transactions
Cash Movement

" Page Preview
rFIND TRAMSACTIONS BASED OM ... " Spreadshest

Eank Balance lgnore Search
Change Sort Order |
23 Tax REPORTS [ ] simpe Search g
Tax Reimbursement {INC) D betailed Search i
Tax Reimbursement (EXP) L elatled seare rin I

e Click on Print
e View and check the report

Note: The batched transaction report must be printed and filed with the monthly reports
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GST

ATOI Australian Taxation Office
C5000 Miscellaneous Revenue
C59099 GST Rounding

Cheque Account

GST Rounding difference

Ref GST

Posting Detail Type

:
=
]
=4

rc 16 DEC 2015 -0.06

Tax Total Voucher

0.06 1 0.00 ci2

e Close the report and update the batch

Transactions > View/Post Batch

Feminder: The GST rounding for this month has been finalized.

completed.

F l . Donot enter income or expenditure ranzactions uatil 2 period end has been

e Click OK to the Reminder message

e Click onIncome

Note: The rounding difference can be an Income or an Expenditure amount

e Click in the Batch Ref field and enter the batch ref GST

Find Batch
[ Find Batched |ncome ] Controls
r 7| QL pisplay

Batch Ref Q5T

[ate Range from l:l
ol e | AL

User Name l:l

P Help

E_ Close window

e Click on Display or press <Enter>

CIVICA
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e Click on

! to change No to Yes

il Post Batch to Income Accounts
i Gross
Ref. Date Period Yalue
GET 16 DEC 2019 12 0.00 YES
Source # Supplier ATOI Mett -0.06
Eudget C5999 Tax 0.06
Analysizs csooon
Batch Ref.  GST
Type 140
Description GST Rounding difference
Eank 1 Cheque Account
.
-
"

-5l

Controls

@k Find Eatch

+ Lpdate

Window

T Close window

2 Help

e The total to post appears in the lower window. Ensure this is $0.00 ( this is a rounding batch

so the total will always be $0.00)

° CIle v Update

Are pou zure you want to post the selected items?

e Click Yes to batch the transaction

Note: This could also be an Expense transaction

ClvViCa
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Activity: Checking the Tax Position

Once the BAS has been finalised and the rounding difference posted, the tax position on the
Budget Summary should now appear as a whole figure.

Financial Summary > Budget Summary

e Click on [|Firancial Summary
e Select Budget Summary from the drop down menu at the top of the screen

a

Financial Summary

Summary ¥iew | Dverall Including Tax -

Overall |ncluding Tax -

Cash Managernent
Cheque Account
Investment A/ h

—

| |

Financial Summary E

[5 IR EA | B udget Surmmary
~

SCHOOL BUDGET Budget Actual YTD Yariance
Prewious Year Closing -592,533.00 -592,533 .06 0.06
Revenue —60, 7638 .00 —49, 182.54 —11,585.46
Total Funds Available for Distribution -653,356.00 -641,770.60 -11,585.40
Expenditure £S5z, 318,00 Sz, 7622 129,555 72
Balance of General Fund —-1,038.00 -119,0058.32 117,970.32
Balance Accounts 0.00 -141,620.00 141,620.00
BALANCE FOR ALL ACCOUNTS -1,038.00 = - 259,590, 32
Tax Position 1,679.00
GRAND TOTAL —-258,949 .32
BANK ACCOUNT BALANCES Cash Management 0.00 =~
#Cheque Account 238949 32
Investment Afc o.o0
-
TOTAL IN BANK ACCOUNTS | 255,949 32 |

a\
Pr’int ﬂmose @Help
9

IMPORTANT

The Tax Position should be in whole dollars indicating that the
rounding difference has been posted
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5.1.2 Reconciliation

The BAS rounding difference has been posted and however the transactions equalling 0.00 must
be reconciled before initiating the Year End rollover.

Activity: Reconcile 0.00 amount transactions

Transactions > Reconciliation

e Click on Transactions [Transsctions

After finalising the GST rounding and prior to rolling over, whenever
the user clicks on Transactions the following message will be

displayed to remind the user not to enter any transactions until a
period end has been completed.

Reminder: The GST rounding for thiz month has been finalized.
Do not enter income or expenditure transactions until a penod end has been
completed.
akK I
e Click OK
Bank Accounts
e Click on Reconciliation L Beeciistion
e Select the Cheque Account
Selecta Fund
(SELECT & BaME ACCOUNT...
Coash Monagement "
Investment Afc
Cancel
e Click OK
e The Reconciliation window opens
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Chegue Account
i e T
[ate Group Inwoice Mo, Gross Amount  Rec b
13 OCT 2819 461 -EHZZ2.77  NO a
29 OCT 2819 471 .88 WO
12 OCT 2019 41 -Z0AAG .68 WO
29 OCT 2819 G7B9E5T -98.68  NO
29 OCT 20819 @9E HA 3156.83  NO
29 OCT 2819 GE & 249,98  NO
29 OCT 20819 7RI -489.56 N0
29 OCT 2819 7lI -1268 .86 WO
29 OCT 2819 721 -Z0AA .06 WO
29 OCT 2819 7BE 26 25.26  NO
29 OCT 2819 7RI -25.15 NO
12 OCT 2819 8I -218.21 WO
19 J&N 26819 BS1251 -1.82 NO —]
16 DEC 2819 G5TI .86 WO ¥
Reconciled Total o
A\

e Scroll down and select the GST transaction with a 0.00 value
e Double click on the transaction to change the word NO to YES

12 0CT 2819 GBI -£18.21 N0
19 1AW =819 EB531l251 -1.82 MO
1e DEC A.88 YES

-
Feconciled Total -310093.18 ﬂ

e In the details section on the bottom left hand side enter 12 as the Reference
e In the Date field enter 161219 (16" December 2019)

Details

Reference
Date |16 DEC 2819

Note: The date is always the day you perform your reconciliation

e Click LY %

The 0.00 transaction will be removed from the list.

[ close window

e Click on

Are you sure you wizh to cloze ?
ou will loze any unzawved work,

[t ]

Yes

e Click Yes to close the window

ClvViCa
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5.2 Print End of Month Reports

Report

Path

Bank Statements for each Bank Account
(to be checked and endorsed by the
Principal)

From your Bank

Bank Balance Report (Account Balance
Statement for each bank account)

Reporting > Transactions > Bank Reports > Bank
Balance

Unreconciled Transactions Report (for
each bank account)

Reporting > Transactions > Bank Reports >
Unreconciled Transactions

Comparative Budget Report

Reporting > Custom > GST Reporting >
Comparative Budget Report

Financial Summary

Financial Summary > Budget Summary

Income and Expenditure Analysis Listing

Reporting > Records > Income & Expenditure >
Leave radio button in Analysis Listing > Check all
three options (Check C, D & N balances agree with
FS Budget Summary)

Budget Analysis Reports (for cost centre
managers)

Reporting > Records > Budgets > Budget Analysis
> Enter the budget codes > Print

Schools Using EFT/BPay
Certification Log

Reporting > Transactions > Audit Reports >
EFT/BPay Certification Log > Click on N/S under
the Select Certified By heading > Print

Schools Using RM Billing
Transaction Summary Reports

Export Report

1. RM Billing>Reports>Transactional
Reports>Transaction Summary>Select all
students and all customers>enter date
range>adjustments reversals and refunds with
original Tx.

2. RM Billing>Reports>Transactional
Reports>Transaction Summary>delete
dates>show discount items with containing
month and year.

3. Utilities>Export to RM Finance. Export Report-
Nil Report.

CIVICA
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5.3 Send FREDA reports

Report

Path

FREDA Ledger Report

Reporting > Custom Tab > FREDA Ledger

FREDA Bank Reconciliation Report

Reporting > Custom Tab > FREDA Bank Reconciliation

FREDA BAS
(June and December only)

Reporting Custom Tab > FREDA BAS

FREDA Supplementary Data Form
(June and December only)

Reporting > Custom Tab > FREDA Supplementary Data

FREDA Balance Account Analysis

Reporting>Custom Tab> FREDA Balance Account

Analysis

CIVICA
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5.4 Check the Automatic Accrual Settings

Before initiating the Year End Rollover, it is important to check all the End of Year settings are in
order. The following is a recommended Health Check of the Period End and Accrual settings.

Activity: Check Period End Settings

System Manager > Options > Period End

e Ensure settings match those shown in the screen shot below

7l Options -2 [l
( Paths _T Display _TTransactinns_T Tax T Warnings | Bériod Eid: 1
i 1
YEAR END... PERIOD END REPORTIMNG. .. EAR END ACCRUALS. ..
¢ Full Function Year End {0 Do Mot Print Transactions ¢~ Do not automatically accrue
™ Limited Function Year End {* Print Transactions @ Automatically accrue all
(" Detailed Report budget accounts beginning
(& Short Report Format with N
A\
Cancel 0K

e Click Cancel if the settings are correct
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5.5 Accruals

As part of the Year End Process, RM Finance will automatically create an accrual transaction to
carry forward remaining balances in the ‘N’ accounts and the General Fund YYYY (ie the previous
year closing balance)

The final December Comparative Budget Report details the remaining ‘N’ accounts that will be
accrued into the New Year.

The YYYY to be accrued is the figure on the Comparative Budget Report and is shown in brackets
at the BALANCE OF GENERAL FUND in the Actual YTD Column.

5.5.1 Year End Analysis Codes
Year End Accruals will need to use the Analysis Codes - YYYYIl and YYYYE

5.6 Prepare for Automatic Accruals
5.6.1 Checking for X1 and X2 Supplier codes.

N accounts with a debit balance are processed using a Supplier code X1, whereas N accounts with
a credit balance are processed using a Supplier code X2.

Activity: Checking X1 and X2 Accrual codes

Records > Income Sources & Suppliers
e Click @& Find record

e Type X on the Short Name field and press <Enter>
e X1 — Accruals — Income Source should be displayed

7 Income Sources / Suppliers =)
r o

Short Name & Income Source Controls

srtkey | | +_JStppliee 4 Previous racard

%

[) Next record
I General |
V|

Find record
Full Name |hccrua]s

address EI New recard
ﬁ Edit record

E Delete recard

Puost Code Defaults
Phons S B Lobels

|
Contact | |
|

BN [sa

Reference | |

Ailternative I:l
Payee Q

Window

E_ Close window

e e
FTD Q v a,

P Help
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e Scroll forward one record using the blue chevron pointing to the right
il Income Sources / Suppliers @
-~ o
Shart Hame ®e = Incame Source Controls
Sort Key fol=tnpli=o <] Previous record
\
[» et Fecord:
I General Y EFT/BPAY 1
7 @& Find record
Full Name | Aocruals
address = [+] Mew record
&2 Edit record
. i Delete record
Post Code l:l Defaults
Phone e [ B Lobels
Contact
HEM A&
Reference | |
Alternative
Payee l:l Q
L Window
" h [ Close window
Tiover T/fover
o L 0] @ yyp Q 2 helo
\

Check that X2 — Accruals — Supplier is displayed

Note: Both these accounts should exist in your school’s datafile. Should either of them
not exist, then please contact your Senior Finance Consultant.

ClvVICa
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5.6.2 Clearing Negative Amounts

Prior to initiating Year End, it is important to ensure that the Print Payments screen has no
cheques pending, so any negative or zero amounts must be cleared from the print payments
screen.

Activity: Check for zero amounts in Print Payments

Transactions > Payments > Print Payments

Print Payments
-~ ~
Supplier  Alt Payee Invoice Mumber  Date Printed Amount ¥
-
-
0 Transactions Total B.8a
\
1
T : A : A .
¥ Print P t e Print Al 4, Print Selected Cloze Hel
rint Payments rim @ rint Selecte ﬂ ? p
|

Note: the screen should not display any negative transactions.

e Click o to close the window

Contact your SFC if you have any queries with regards to the above
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Activity: Check Reporting Parameters

Reporting > Customs > Reporting Parameters

e View Settings to ensure that they match those shown below.

Zl Parameters ==

rBUSINESS HUMEER...

AEBN[11122233344 |

.

rPfWG WITHHOLDI MG Té DETAILS...
PéG Lower Limit (53 73.00
Standard PAYG Code

Capital Acquisitions PAYG Code

.

.
BAS DETAILS...

Capital Acquizitions Minimum S0O00.00

.

YEAR END ACCRUALS

Accrue balance for accounts
beginning with

Debtors Account
Creditors Supplier

Previous Year Clozing Balance [ YYYY

0K | Cancel ‘

e Click Cancel if the settings are correct

ClvViCa
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6 Take a Backup of your data

This should be done using the New Safe Backup utility. This backup should be clearly labelled
“RM Finance Pre Period End Dec 2019 ” and stored in a safe place and never overwritten.

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 so we can now perform a backup.

Activity. Backing up with the SAFE Backup Program

Exit RM Finance

|8

e Click on Exit RM Finance at the top right hand side of the screen

Confirm

[@ Do you really want to Quit BM Finance 7

NO

e Clickon Yes

Safe Backup

»
Eb! Do you want to Backup your data now

Select "es' to start the SAFE backup program. or ‘No' to quit.

[<] Inzlude the ‘Crystal Repart templates associated with this datafile?
<] ineinde "Last Vears' datafile?

L e T

e Select to Include “Last Year’s datafile’

Note: Select to include Last Year’s datafile when backing up at school

e Click on Yes
e Navigate to the External USB Drive. (In training we will navigate to the Desktop)

Loak in: |_ Remowable Disk (E3) ﬂ

Select the Pre Period End folder

Select the appropriate Period

Open the Folder: Pre Period End 2019

Open the Period 12 Folder

Name the backup Pre Period End- Period 12 2019
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e Click Save

Safe Backup @
Archive successfully created at Ci\keys\Safe Backup'\RM Finance Pre Period End
Dec 2017 zip.

e Click OK

Note: Refer to the RM Finance New Safe Backup notes for more information regarding
backing up routines.

Note: Removable USB drives can be damaged by electrical current, refer to the
manufacturer’s instructions regarding safe removal and storage.

Note: The End of Year rollover is a Single User task. If other users are logged on, the
following warning message will show.

There are other people logged in to this data file. Year end is a single user
d l . process, please log out other users before contituing with pear end.

Note: Users undertaking the End of Year rollover must have ‘Write Access’to the Old Data
folder. If a user attempts to undertake the End of Year rollover without sufficient access,
the following message will show.

WABRMING! dccess to CARETSWFIMANCEATRAIMINGAOLDDAT A i denied.
. “'ear End cannot proceed,
Flease contact your spstem administrator for azsistance.

7 Year End and Automatic Accruals

The End of Year rollover is usually performed using an administrator log on. At your school this
could be either School Administrator or System Administrator depending on when your conversion
was completed. The Manager Corporate Services log on can be used if the user has sufficient
access rights to perform this task.
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Activity: Processing Year End

Note: Only the School Administrator or Manager Corporate Services should be logged on to RM
Finance during the End of Year Rollover.

e Open RM Finance

e Login as School Administrator and password Keys
e Click on Period End Period End

e Click Run Year End

i Year End (-8 | E3m]

‘Vear End Commitments

Move from Period 12
to Period 1ina new year

Run Year End

={Fltlose @ Help
9

I-"-._"\'-I The 'Tranzactions not yet printed' report haz not been printed,

L = 4 Do pou want o print this now 7
& [x] ez

e Click Yes

e Follow the printer prompts to change the page orientation from portrait to landscape and
back

Enzure the print arientation is set to landscape.

e Click OK

0K to update the transactions printed 7

es

e Click Yes and the following message will display

l Pleaze nate: |t iz advizable that a bank reconciliation should take place
LY

before continuing to nest year.

e Click OK
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The following message will be displayed:

|"/ -'\'-I Thiz process will automatically accrue the balances of all budget accounts

' beginning with M.

I i Yy
Do pou wizh to continue? ‘es

e Click Yes

The following message will be displayed:

Backup Warning

@ Lazt year's data is about to be closed. The data will be available
a far reporting only. Mo further changes can be made to the data.

¥0U HUST TAKE A& BACKUFP OF YOUR DATA
AND CONFIRM THE BACKUP WAS SUCCESSFUL.

Hawe you taken a successful backup of your data?

Note: It is essential that this back up is completed successfully

e Click Yes

The following message will be displayed:

Are you sure you wizh to proceed with the chozen No
period end ¥ -

Yes

e Click Yes

The accrual ranzactions will now be printed to the default printer,
_I_L Please check the printer and click OF when you are ready to print the report.

e Click OK

Note: the transaction report will be sent straight to the default printer. We are unable to
print this to the screen to view.
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e Follow the printer prompts to change the page orientation from portrait to landscape and back

The following window will open:

Save Last Year Archive as...

]/J Enter the Year End

Principal - “Wanda Cash

MCSto 02706419 - Em Bezell

File Name [311213 :
Archive Year End 2019
Hotes Manager Corporate Services - Stella de

Maornay

e Enter the date as 311219 without any spaces in the File Name

e Click Save

date 311219 (no
spaces)

Enter a brief description and add
any notes about special
circumstances at school.

- Updating Income and Expense analysis turnover.

On Completion of the Year End Process

“ear' Complete.
ou are now in period 1.

e Click OK

CIVICA
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8 The New Year

Activity: Checking the Current Year

System Manager > Organisation Details

i Organisation Details -7

-~ n
Organization | Training Schoal | Controls
% E District Details
- ~
Address 1224 West Coast Highway
SCARBOROUGH
whE012
Phone [9252 4589 | Fax [s258 4570 |
L — (]
Cantact 1 [5ue Smith |
Contact 2 |Jane Brooke | v ok
PoPrefiz [ | PO Prefix 2 ]
Menu Mame |Train1’ng Schaol |
Window
Lazt Year C:WKEYS W IMANCE L TRAINING WOLDD AT 44311219 LYR
Data Path A Cloze window
Current Year |2020 Currency Symbal VAT |Tax ]
| ySy ? Helo

A

Ensure the year is 2020

e View and close
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8.1 Print the Comparative Budget Report

Activity: Checking the Comparative Budget Report

Reporting > Custom tab > Comparative Budget Report

Examine the Comparative Budget and check

e All C and D accounts are 0.00

e Accruals are recorded accurately

e Credits and Debits are in the appropriate accounts

Check the Grand Total on the Comparative Budget Report equals the total in bank accounts on
the Budget Summary

Fixed Current Actual ¥TD Variance
Account Description Budget Budget

Tax Position {1,672.00)

GRAND TOTAL {258,949 32)

Important: Contact your SFC for assistance with making any

corrections.

Financial Summary > Budget Summary

i Financial Summary [ B 3]
(Summaru VAT Budget Surmmary
- -
SCHOOL BUDGET Budget Actual YTD Yariance
Previous Year Closing 0.00 -119,00%.32 119,008, 32
Revenue 0.00 0.00 0.00
Total Funds Available for Distribution 0.00 -119,008.32 119,008, 32
Expenditure 0.00 0.00 0.00
Ealance of General Fund 0.00 -119,008.32 119,008, 32
Ealance Accounts 0.00 -141,620.00 141,620.00
BALANCE FOR ALL ACCOUNTS 0.00 —-260,628. 32 260,628 .32
Tax Position 1,678.00
GRAND TOTAL -258,949.32
BAMK ACCOUNT BALANCES Cash Mamagement o.oo N
*Cheque Account 258949 32
Investment A/c 0.oo
— -
TOTAL IN BANK ACCOUNTS | 258,940,352 |
\
A .
) Print i' Cloze Hel
rin P

The Budget Summary must agree with the Comparative Budget Report
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8.2 Take a Backup of your data — New Year 2020

This should be done by using the Safe Backup method. This backup should be clearly labelled
(New Year) and stored in a safe place. We will not do this in training

9 Making Adjustments to the Analysis and Budget Codes —

Discussion Only

e Make adjustments to the school’'s Chart of Accounts as per DoE 2020 requirements.
e Print a copy of the current Chart of Accounts (obtained from the Finance Web)

e Compare the Level 1 Code (Analysis Code) and Title on the current Chart of Accounts with the
codes and titles on your school’s Full Analysis Listing.

(Records/Reports/Income & Expenditure — Analysis Listing, [XI Sort & Subtotal by Analysis sort
key,X] Show Full Details, [XI Start new page for Income & Expenditure).

e Create new Analysis Codes required (as indicated in the Chart of Accounts)
e Delete any Analysis Codes that are no longer required (as indicated in the Chart of Accounts)
e Edit Analysis Codes - (Records/Inc & Exp Analysis/Edit — Edit Description)

e Compare the Budget Headings, Codes and Titles on the current Chart of Accounts with the
school’'s Comparative Budget Report.

e Make the necessary corrections (ie add, edit or delete) to the school’s budget accounts.

Note: Budget codes with outstanding cheques against them at the end of the year cannot
be deleted when rolled over to the New Year. If there is an account with an outstanding
cheque against it, which will not be used in 2020, please label the account “Closed”.
(Records/Budget Accounts/Find - Edit)

Note: Budget codes must NOT be deleted in RM Finance if they are being used in RM
Billing. Ensure that any budget codes being deleted in RM Finance are NOT being used in
RM Billing or have an outstanding debt

9.1 Make any required adjustments to Supplier Codes

Discussion Only

e Delete any codes which are not needed and have not been used for 2 years.

Note: A Crystal Report is available to assist schools to identify suppliers without any
transactions over the past two years.

e Add any new codes required. Note: As you are unable to make these adjustments once
transactions have been processed, it is imperative that this task is completed at this time.

C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 41 of 91

© 2018 Civica Pty Ltd



9.2 EFT/EBR Folders

Discussion Only

Schools using Electronic Funds Transfer and/or Electronic Bank Reconciliation must archive 2019
records.

Electronic Funds Transfer

Create a new folder in K2\RMDB\Finance\Electronic Funds Transfer. Name this folder 2019 EFT
Archive. Highlight items to be archived and drag into the Archive Folder.

Note: do not archive the “Blank” document.

Electronic Bank Reconciliation

Create a new folder in K2\RMDB\Finance\Electronic Bank Reconciliation. Name this folder 2019
EBR Archive. Highlight items to be archived and drag into the Archive Folder.

Note: do not archive the “Blank” document.
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10 Creating and Importing the Budget into RM Finance
10.1Excel CSV Spreadsheet

Activity: Creating the Budget for 2020

There are two options for consideration when preparing the budget for the up and coming year.
Option 1:

Importing the budget into RM Finance using the ‘School Student-centred funding Preliminary
Cash Budget Autoload’ spreadsheet.

This spreadsheet is available from the Finance for School’s website and is used to prepare the
school’'s cash budget. It has an optional feature that can be used to import the budgets entered
into the spreadsheet into RM Finance.

Budgets entered in the various tabs of the downloaded spreadsheet will automatically transfer to
the ‘RM Draft Budget Tab’ and can then subsequently be used to create a .csv file for
importing into RM Finance.

Instructions COA Charts RM Finance Draft Budget

All the information and instructions are available for this option by clicking on the Instructions
tab.

As we do not have an internet connection in training, we will select Option 2, which is to copy the
accounts from the Comparative Budget and paste them into an Excel spreadsheet.

Option 2:
It is possible to create an excel spreadsheet by using the Comparative Budget report, which is
the basis for the .csv file that is used to import the budget transactions. Users can enter the

budget amounts and save the spreadsheet ready for importing into RM Finance.

The Excel Spreadsheet should be setup as shown below and saved as a CSV file. At School
save this file in a convenient location on your computer.

Note: It is essential that the spreadsheet is setup exactly as shown and saved in a .CSV
format. Refer to the ‘Importing Budgets into RM Finance’ for more details.

Note: Take a backup of the data file before running the Finance Planning Import.
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Activity: Create an Excel Spreadsheet using the Comparative
Budget

Start Menu > Excel

e Open a new blank Excel spreadsheet
e Enter the header information for each column exactly as shown below in the table

(You may wish to expand the cells in order to fit the text as shown below)

e Enterin cell 1A — Type (Inc/Exp)

Note: Ensure there is a space between ‘Type’ and (Inc/Exp). If there is no space, the
Excel spreadsheet will not Import.

e Enterincell 1B — Budget Account
e Enterin cell 1C — Description

A B C
1 |Type (Inc/Exp) Budget Account  Description

e Incell A2 type Inc (Type Inc exactly as shown. DO NOT enter in capitals
e Incell B2 type YYYY
e In cell C2 type Previous Year Closing Balance

A E C
Type (Inc/Exp)  Budget Account Description
Inc YYYY Previous Year Closing Balance

LW I 0% I =

Note: Exp would only be entered if a deficit is being carried forward. If this is the case,
contact the Senior Finance Consultant Schools (SFCS)

RM Finance > Reporting > Comparative Budget

e Maximise RM Finance
e Open the Comparative Budget

e Use the mouse to click and drag to form a box around the ‘C’ accounts (Do not include the
heading of 10 Rev or Revenue Accounts or the amounts)
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Revenue Accounts

C1001 Secondary Vol Contributions 7-10
c1002 Primary Woluntary Contributions
C1003 Pre-Primary “oluntary Contributions
c1o004 Kindergarten Woluntary Contribution
C1005 SIDE - PostTelco costs

Cc1042 Secondary Assistance Scheme
C1555 Donations

CA710 Hire of Facilties

C1810 Bank Interest

C2005 Do Mot Use

C25805 Canteen Sales

C3005 Bookshop

C3205 Student-centred Funding

C5005 Commissions

CL025 ATO Interest

C5998 BAS ATO Correction

C5o09 GST Rounding

e Press Ctrl+C to copy the selected information

Maximise the Excel spreadsheet

In the Excel spreadsheet, click in the cell B3

e Press Ctrl+V to paste the accounts from the Comparative Budget Report

A B

1 |Type (Inc/Exp) Budget Account
2 |Inc Y

2 C1l001

4 C1002

o C1003

& C1004

7 C1005

) C1l042

9 C1555

10 C1710

11 C1810

12 C2005

13 C2905

14 3005

15 C3205

16 C5005

17 C5025

18 C5998

19 5999

Description

Previous Year Closing Balance
Secondary Vol Contributions 7-10
Primary Voluntary Contributions
Pre-Primary Voluntary Contributions
Kindergarten Voluntary Contribution
SIDE - Post/Telco costs

Secondary Assistance Scheme
Donations

Hire of Facilities

Bank Interest

Do Mot Use

Canteen Sales

Bookshop

Student-centred Funding
Commissions

ATO Interest

BAS ATQ Correction

G5T Rounding

e Click on the square in the bottom right hand corner and drag down to the last budget account

Type [Inc/Exp)

[Inc I,
| |
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This will apply Inc against all the Income Budget Accounts

A B C
1 |Type(Inc/Exp) Budget Account Description
2 |Inc Yy Previous Year Closing Balance
3 |Inc C1001 Secondary Voluntary Contributions 8
4 |Inc C1002 Primary Voluntary Contributions
5 |Inc C1003 Pre-Primary Voluntary Contributions
6 |Inc C1004 Kindergarten Voluntary Contribution
7 |Inc C1005 SIDE - Post/Telco costs
8 |Inc 1042 Secondary Assistance Scheme
9 |Inc C1555 Donations
10 |Inc C1710 Hire of Facilities
11|Inc C1810 Bank Interest
12 |Inc C2005 Do Mot Use
13 |Inc C2905 Canteen Sales
14 |Inc C3005 Bookshop
15 |Inc C3205 Student-centred Funding
16 |Inc C5005 Commissions
17 |Inc 5025 ATO Interest
18|Inc C5998 BAS ATO Correction
19 |Inc 5999 G5T Rounding
e Return to the Comparative budget
e For training purposes, only highlight down to D5415 Design and Technology
20EXP Expenditure Accounts
D020 Photocopier Consumable
01025 Stationery & Office Supplies
1085 Entertainment (FBT}-Employees
D1085 Entertainment-Non Employees
D10&87 Bank Fees and Charges
Di0sa BAS ATO Correction
D1089 Purchasing Card {Surcharge)
[v1455 Water
635 Minor Waorks
01305 Purchase of Computer Equipment
D1310 Purchase of Computers - Maths
D1510 Office Eguipment - Learning Areas
Dz2010 Furniture - Learning Areas
D2305 Purchase of Artworks-&dmin
DZ355 Purchase of Communication Equip
D2405 Purchase of Admin Photocopiers
D705 Staff Development - Teachers
Dz2710 Staff Development - Admin
D2505 Canteen Purchases
D300s Bookshop - Books
04999 G5T Rounding
Ds005 Englizh
D5110 Numeracy
D5305 Science Consumables
D5415 Design Technology

e Press Ctrl+C to copy

e Paste in B column under the last C budget account
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A portion of the Comparative budget is shown below

B C
5999 GST Rounding
D1020 Photocopier Consumable
D1025 Stationery & Office Supplies
01085 Entertainment (FBT)-Employees
D1086 Entertainment-Mon Employees
D1087 Bank Fees and Charges
D1088 BAS ATO Correction
01083 Purchasing Card (Surcharge)
D1455 Water
D1635 Minor Works
D1805 Purchase of Computer Equipment
D1810 Purchase of Computers - Maths
D1510 Office Equipment - Learning Areas
D2010 Furniture - Learning Areas
D2305 Purchase of Artworks-Admin

Once the ‘D’ accounts have been copied, Exp must be entered.

e Type Exp under the last Inc cell then click and drag downwards on the bottom right hand
square. This will automatically enter Exp into all the cells.

18 |Inc C5999

20 [Exp Iojo2o| ——

19 |Inc 5939 GST Rounding

20 Exp 01020 Photocopier Consumable

21 |Exp 01025 Stationery & Office Supplies

22 Exp 01085 Entertainment (FBT)-Employees
23 |Exp D1086 Entertainment-Non Employees
24 |Exp 01087 Bank Fees and Charges

25 |Exp D1088 BAS ATO Correction

26 Exp 01083 Purchasing Card {Surcharge)

27 |Exp 01455 Water

28 |Exp D1635 Minor Works

29 |Exp D1805 Purchase of Computer Equipment
30 |Exp D1810 Purchase of Computers - Maths
31 |Exp D1510 Office Equipment - Learning Areas
32 |Exp D2010 Furniture - Learning Areas

33 |Exp D2305 Purchase of Artworks-Admin

34 |Exp D2355 Purchase of Communication Equip
35 |Exp D2405 Purchase of Admin PHotocopiers
36 |Exp D2705 Staff Development - Teachers

37 |Exp D2710 Staff Development - Admin
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Once Exp has been entered for the ‘D’ accounts, two more columns need to be added to specify

the Amount of the budget and a Description. These will be entered after column B.

e Click on the label column C

C «—

e Right click and select Insert

C M
ATO Interest | 6 Cut
BAS ATO Correction  E Copy
GST Rounding ‘s Paste Options:
Photocopier Consumi iy
Stationery & Office St & =
Entertainment {FET)- Paste Special.
Entertainment-Mon E Insert
Bank Fees and Charge Delete

This will create a new column
e Repeat to create another colum

e Label Column C ‘Amount’ and Column D ‘Reference’ as shown below

1 |Type (Inc/Exp)  Budget Account Amount Reference Description
Inc YYYY Previous Year Closing Balance

e Enter 119008 against the YYYY Previous Year Closing Balance and BA2020 under
Reference

1 |Type(Inc/Exp) Budget Account Amount Reference Description
2 |Inc Yy 119008 BA2020 Previous Year Closing Balance

e Re-type BA2020 in the Reference column

e Highlight both BA2020 dates and drag down on the bottom right hand corner cross

Reference
BAZ2020

BA2020 |
L| &

This will copy BA2020 against all the Budget Codes

Note: Enter all amounts as positive numbers and do not include cents, commas or the $

sign
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Reference Description

BA2020 Previous Year Closing Balance
BA2020 Secondary Vol Contributions 7-10
BA2020 Primary Voluntary Contributions
BA2020 Pre-Primary Voluntary Contributions
BA2020 Kindergarten Voluntary Contribution
BAZ2020 SIDE - Post/Telco costs

BA2020 Secondary Assistance Scheme
BA2020 Donations

BA2020 Hire of Facilities

BA2020 Bank Interest

BAZ2020 Do Mot Use

BA2020 Canteen Sales

Note: Any row containing a zero amount or a’ Do Not Use’ for either ‘C’ or ‘D’ accounts
may be deleted.

e Delete the following Budget Accounts — C2005 ‘Do Not Use’, D1085 Entertainment (FBT)-
Employees and D1086 Entertainment-Non Employees.

The Finance Committee will decide on the budgets for each C and D accounts, however for

training purposes, we will apply the same amount to most budget accounts due to time
constraints.

e Enter 30000 against Secondary Voluntary Contributions 7-10

1 |Type (Inc/Exp) Budget Account Amount Reference Description

2 |Inc YYYY 115008 BA2020 Previous Year Closing Balance

3 |Inc C1001 |3DDDD [8A2020 Secondary Vol Contributions 7-10
4 |Inc C1002 BA2020 Primary Voluntary Contributions

e Click on the square in the bottom right hand corner and drag down to the last C account

1 |Type (Inc/Exp) Budget Account Amount Reference Description

2 |Inc YYYY 119008 BA2020 Previous Year Closing Balance

3 |Inc C1001 30000 |BAZ020 Secondary Vol Contributions 7-10

4 |Inc C1002 30000 |BA2020 Primary Voluntary Contributions

5 |Inc C1003 30000 |BAZ2020 Pre-Primary Voluntary Contributions
& [|Inc C1004 30000 |BA2020 Kindergarten Voluntary Contribution
7 |Inc C1005 30000|BAZ2020 SIDE - Post,/Telco costs

8 |Inc C1042 30000 |BA2020 Secondary Assistance Scheme

2 |Inc C1555 30000 |BAZ2020 Donations

10 |Inc C1710 30000 |BAZ2020 Hire of Facilities

11 [Inc C1310 30000 |BAZ2020 Bank Interest

12 [Inc C2905 30000 |BAZ2020 Canteen Sales

13 |Inc C3005 30000 |BAZ2020 Bookshop

14 |Inc C3205 30000 |BA2020 Student-centred Funding

15 [Inc C5005 30000 |BAZ2020 Commissions

16 |Inc C5025 30000 |BA2020 ATO Interest

17 |Inc C5998 30000 |BA2020 BAS ATO Correction

18 |Inc C5999 30000|BA2020 GST Rounding

19 |Exp D1025 552020 Stationery & Office Supplies

C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 49 of 91

© 2018 Civica Pty Ltd



e You may wish to amend the amounts for GST Rounding, ATO Interest and any other budget
accounts that would not be receiving such a large income amounts

e Enter 20000 against the first D account

[ 19]exp D1025 | 20000/BA2020 stationery & Office Supplies |

e Click on the square in the bottom right hand corner and drag down to the last D budget
account

19 |Exp D1025 20000|BA2020 Stationery & Office Supplies

20 |Exp D1087 20000|BA2020 Bank Fees and Charges

21 |Exp D1088 20000 |BA2020 BAS ATO Correction

22 |Exp D1089 20000(BA2020 Purchasing Card (Surcharge)

23 |Exp D1455 20000|BA2020 Water

24 |Exp D1635 20000 |BA2020 Minor Works

25 |Exp D1805 20000(BA2020 Purchase of Computer Equipment
26 |Exp D1810 20000(BA2020 Purchase of Computers - Maths
27 |Exp D1910 20000|BA2020 Office Equipment - Learning Areas
28 |Exp D2010 20000 |BA2020 Furniture - Learning Areas

20 [Exp D2305 20000(BA2020 Purchase of Artworks-Admin

30 |Exp D2355 20000|BA2020 Purchase of Communication Equip
31 [Exp D2405 20000(BA2020 Purchase of Admin Photocopiers
32 |Exp D2705 20000(BA2020 Staff Development - Teachers

33 |Exp D2710 20000|BA2020 Staff Development - Admin

34 |Exp D25305 20000 |BA2020 Canteen Purchases

35 [Exp D3005 20000(BA2020 Bookshop - Books

36 |Exp D4599 20000|BA2020 GST Rounding

37 |Exp D5005 20000|BA2020 English

38 |Exp D5110 20000 |BA2020 MNumeracy

30 [Exp D5305 20000(BA2020 Science Consumables

40 |Exp D5415 20000 7 020 Design Technology

For training purposes, do not add amounts next to Budget Codes D1805 and
D2405

e Delete the amounts next to D1805 and D2405 (These will be used in a later activity)

24 |Exp D1805 I | BA2019
25 |Exp 01810 20000 BA2019
26 |Exp D1910 20000 BA2019
27 |Exp D2010 20000 BA2019
28 |Exp D2305 20000 BA2019
29 |Exp D2355 20000 BA2019
30 |Exp D2405 | BA2019
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10.1.1 Creating a New Budget Code using Import from Financial Planning

Users can enter any new Budget Codes and relevant allocations directly into the excel
spreadsheet. This will record the budget code details and allocations in RM Finance. Itis
essential to note, that only details of the budget code, name and allocation will be imported and
users must later enter the Analysis code, Budget Heading and attach a budget profile.

Activity: Adding a New Budget Code using the Excel
Spreadsheet

The Finance Committee has agreed to create a hew expenditure budget to allow for Resources
the school may require. It has been decided to allocate a budget of $20,000.00

e Click into Budget Code D2705

EXp D2705

e Right click and select Insert
e Select to add an entire row and OK

“Insert =

Insert
_ ) Shift cells right

) Shift cells down

[ QK ][ Cancel ]

e Enter budget details (as shown below).

[32]exp D2505 20000 BA2020 [Resources |

Note: Once the newly created budget(s) have been imported into RM Finance, users must
complete the budget account records to include the analysis code, budget heading and
budget profile for any new accounts.

Once all the budgets have been entered, the spreadsheet must be saved in a .csv format
e Click on File > Save As

e Navigate to C:\Keys\Finance\2020 RM Finance Budget Import — folder

., 2019 EM Finance Budget lmport
. 2020 RM Finance Budget Import
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e Name the file: 2020 RM Finance Budget Import File
e Select CSV (Comma Delimited) (*.csv) from the Save as type:

File name: | 2020 RM Finance Budget Import File

Save as type: | C5V (Comma delimited)

e Click
Microsoft Excel @

0 Some features in your workbook might be lost if you save it as CSV [Comma delimited).
| |

4 Do you want to keep using that format?

[ Yes ] I Mo I [ Help

e Click Yes

e Click Save H
e Click No to save any changes and close the worksheet

Before competing the import routine, ensure a backup of the datafile has been taken. This can
be done using the SAFE backup on exit process. Save the backup to a pendrive and label the
file Pre Budget Import 2020

e Maximise RM Finance
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10.2Importing the .csv file into RM Finance

Activity: Importing the Budget

IMPORTANT

The import routine should only be completed when the datafile has

been rolled over into Period 1 of the New Year and the budget
transactions are ready to be processed. The budget import routine
can only be run once.

System Manager > Import from Financial Planning

e Click on System Manager /Sttem Manager
e Click on Import from Financial Planning

r% System Manager
@ Help

System Setup

I Ornanisation Defails ~ "
| Bank Details

[ Documents

| Options

| Preferences

[ Users and Passwords

[ Crustal Reports Management

Import Budget

[ Link To 5B5 Map
Import fram Financial Planning

7| Import Budget from Financial Planning | & |mees]

Bl

-

rSelect a Financial Planning budget file to import

E Autornatically create new Budget Accounts if needed

~

rl mport History

—

| i Yiew 1ast import log

Close |

e Ensure Automatically create new Budget Accounts if needed is selected
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e Clickon 3'

e Navigate to C:\keys\Finance\2020 RM Finance Budget Import\2020 RM Finance Budget
Import.csv and double click or click Open.

At School navigate to where you have saved the file.

7| Import Budget from Financial Planning | 7 |[s3sl

rSelect a Financial Planming budget file to import

ChkeyshFinanceh 2020 RM Finance Budget Imports2020 RM
Finance Budget Irnport Filecsv

E Autornatically create new Budget dccounts if needed
Y\

rlmpnrt Histary

—

| {8 wiew last import Tog

Import Close
. Import |
e Click

I@' Are pou sure you wish to import the zpecified import file?
"\.,___/"

MHa Yes

e Click Yes

l Import completed succeszsfully.
i

e Click OK
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Import Budget from Financial Planning

rSe]ect a Financial Planming budget file toimport

E Autornatically create new Budget Accounts if needed
A\

rlmpnrt Histary

28 JAN 2020 12:05:55 Initial Budget Import -

A Viewlastimgortlug

Close

The date and time of Import are recorded in the Import History window

e Close the Import screen

Note: ‘Importing the Budget’can also be accessed through System Manager > Import
Budget > Import from Financial Planning located on the top toolbar.

System Manager |

Users and Password . | [ |
u |

System Setup r [@ L —!

Clear Multi User Flags u3t,3:m Marager  Bank

Import Budget 4 Link To 5BS Map

Backup Data File Ctrl+B | Import from Financial Planning

Last Year Data »

Fix Budgets

IMPORTANT

The import routine should only be completed when the datafile is in
Period 1 and can only be run once.
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Activity: View the Batched Transaction Report

Transactions > Reports

™,
° CIle @:ﬁ Reports

e Select Batched Transactions
e Select Transaction type Budget Amendments

r Records W Transactions Wl’ Ad-Hoc 1( Custom ]

r " ™
S GENERAL REPORTS Report Options
411 transactions e " -
sl R INCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings | ¥ Gross Totals
Purchasze Orders | [T Totals Only
Alternative Pagee Transactions [¥| Budget amendments I} short Report Format
Bateh Number Beport [T Journal Transfers o
E L p [ Acerusls ete. B Include Descriptions 7
= Include Invoice 7
{23 AUDIT REPORTS b = Include User 04N 7
Tranzactions not yet printed ‘FROM BANK ACCOLNTS .. 7] SearchCriteria
fear End Statement [™ Cash Management Y [T Report Motes
Commitment Summary ¥ Cheque Account \
EFT.-’BPAY_Certiﬁcation Liog [ Investment A/t rDESTINATIDN .
Record Maintenance Log & print
rinter
23] BANEK REI_:‘DRTS _ = & Sereen
Reconciled transactions L i
. . " Page Preview
Unreconciled transactions T ———
Cash Movement = | " Spreadshest
Bank Balance lanore Search
Change Sort Order |
{3 Tax REFORTS D Simple Search .
Tax Reimbursement (INC) Detailed Search —
Tax Reimbursement (EXP) X D elalled seare (il I
.

e Click Print
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e Check the Batched Transaction Report carefully to ensure that all budgets have been
allocated as required and that the new budget for Resources has imported successfully.

A portion of the Batched Transaction report is shown below

Budget-Fin
01510

Initial Budget
Ref BAZ020

Budget-Fin
02010

Initial Budget
Ref BA2020

Budget-Fin
02305

Initial Budget
Ref BAZ020

Budget-Fin
02355

Initial Budget
Ref BA2020

Budget-Fin
D2405

Initial Budget
Ref BAZ020

Budget-Fin
02505

Initial Budget
Ref BAZ020

Budget-Fin
D2705

Initial Budget
Ref BAZ020

Budget-Fin
02710

Initial Budget
Ref BAZ020

Office Equipment - Learning Areas

Furniture - Learning Areas

Purchase of Artworks-Admin

Purchase of Communication Equip

Purchase of Admin Photocopiers

Resources

Staff Development - Teachers

Staff Development - Admin

ALL

ALL

ALL

ALL

ALL

ALL

ALL

ALL

28 JAN 2020

28 JAN 2020

28 JAN 2020

28 JAN 2020

28 JAN 2020

28 JAN 2020

28 JAN 2020

28 JAN 2020

20000.00 C1
20000.00 C1
20000.00 C1
20000.00 C1
20000.00 C1
20000.00 C1
20000.00 C1
20000.00 C1
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Activity: Update the Batch

Transactions > View/Post Batch > Budgets

e Click on Display

e Click to change the No to a Yes
i Post Batch to Budget Accounts @
-~ -
Gross
Ref. Date Period Yalue Contralis
ERZ0Z0 28 JAH Z0ZzO 1 - 119002, 00 YES & i
BAZOZ0 22 JAN 2020 1 -30000.00  YES E 4 Find Bstoh
BAZ0Z0 22 JAN 2020 1 -30000.00  YES
ERZOZO 28 JAN 20z0 1 —-20000. 00 YES p
ERZOZO 28 JAN 20z0 1 —-20000. 00 YES
BAZOZ0 22 JAN 2020 1 -30000.00  YES
BAZ0Z0 22 JAN 2020 1 -30000.00  YES
BAZOZO 28 JAN 2020 1 —30000.00 YES
ERAZ0Z0 28 JAH 2020 1 —=20000. 00 vES Y
Source / Supplier Nett
Tax
Batch Ref.
Tupe
Description v Waikity
. wWindow
-~ -
Total to post -139008.00 0 close window
2 Help
-
. ~" Update
e Click

e Click Yes to batch the transaction

Note: The new Budget Accounts will require Profiles to be attached to them.

. B g |, . .
e Click in the Profile Window
Budget Profile -C1555
- -
Controls
1 1g8567| 7| -—1666.67| Current Allocation F5 ($) Switch (F)
2 [ -teses7| 8| -1886.67 L) &7 Clear
_ -20000.00
3| -teeess| o[ -1666.657) B
4| -tesesr| 10| -18ms.g7| Total Budget .
5| -tesesr| 11| -1e86.57) | -20000.00 | 49 Erofile
& ~1es667| 12| -1666.63
| |12 | v o
~ =
~ . | Window
Uze Profile No Profile -
? Helo
\
e Click OK

e Select Yes

e Continue ® 12 ynil all budgets presented are profiled
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10.2.1 Completing Budget Account Details

Activity: Complete New Budget Account Details

Complete the details of the new budget account for Resources created in the csv. spreadsheet.

Records > Budget Accounts

. Find recard
e Clickon £ e o

e Enter Budget code D2505 <Enter>

. ,.:? Edit record
e Click on

e Select the Budget Heading 20 Exp
e Enter Exp Default Analysis code D2500

il Budget Accounts

rBudget Account Description ]
| 02505 | | FResources |
Budget Heading Z0ERF - [~ Default Code
BulgetGroup | |
Inc Default Anal |:| Exp Default &nal

e ~
Budget allocation aQ,
Nett Current Year Expenditure I:I Q
Orders Outstanding Q
Ealance Remaining 1000 % Q
Receipts in Advance {Aceruals) Q
% Threshald *arning E

-8 fmesl

Controls

" 0K

¥ Cancel
Window

T Cloze window

“? Help

e Click ¥ %

Note: Budget account details must be completed for any new budgets created via the

import process before any money is allocated.
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10.2.2 Check the Budget Analysis Report

Activity: Check the Budget Analysis Report

e Click on the Magnifying Glass to the right of Balance Remaining

Balance Remaining 100.0 X 20000 _ 00 Q

e Select Full Budget Analysis

Report Selection

@ Please select a report to print.

o

e Click Print
e Select the Screen and OK
e Yes to this Print the transactions for this period only

Print the tranzactionz for this period anly 7

Yes

e Yes to Show Transaction Descriptions on Report

Show Tranzaction Descriptions on Repart ? Mo
Tes

Budget Details (Year to Date)
Account Description Heading Allocated Spent Committed Total Difference
D2505 Resources 20EXP 20000.00 0.00 0.00 0.00 20000.00
Budaget Adjustments {Month to Date)

Description Date Type Allocation Current Allocated

Initial Budget 28 JAN 2020 ALL 20000.00 20000.00

e View and close the report
e Follow the printer prompts back
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10.2.3 Review the Comparative Budget

Activity: View the Comparative Budget
Reporting > Custom > Comparative Budget Report
Comparative Budget Report Report printed at 11:30 on the 21 JAN 2019  Penod 1 (8_3 %].
Fixed Current Actual YTD Variance

Account Description Budget Budget
20EXP Expenditure Accounts
D1020 Photocopier Consumable 20,000 0.00 20,000
D1025 Stationery & Office Supplies 20,000 0.00 20,000
D1085 Entertainment (FBT)}-Employees 0.00
D1086 Entertainment-Mon Employees 0.00
D1087 Bank Fees and Charges 20,000 0.00 20,000
D022 BAS ATO Correction 20,000 0.00 20,000
D1029 Purchaging Card (Surcharge) 0.00
01455 Water 20,000 0.00 20,000
01635 Minor Works 20,000 0.00 20,000
D1805 Purchase of Computer Equipment 0.00
D810 Purchase of Computers - Maths 20,000 0.00 20,000
D510 Office Equipment - Learning Areas 20,000 0.00 20,000
Dz010 Furniture - Learning Areas 20,000 0.00 20,000
DZ305 Purchase of Artworks-Admin 20,000 0.00 20,000
DZ355 Purchase of Communication Equip 20,000 0.00 20,000
D2405 Purchase of Admin PHotocopiers 0.00

| D2505 Resources 20,000 0.00 20,000 |
D2705 Staff Development - Teachers 20,000 0.00 20,000
02710 Staff Development - Admin 20,000 0.00 20,000
D2505 Canteen Purchases 20,000 0.00 20,000
b3nas Bookshop - Books 20,000 0.00 20,000
04599 GST Rounding 20,000 0.00 20,000
0005 Englizh 20,000 0.00 20,000
03110 Numeracy 20,000 0.00 20,000
D3305 Science Consumables 20,000 0.00 20,000
D415 Design Technology 20,000 0.00 20,000
D¥S01 Integration Teaching/Learning 0.00
DrS02 Teacher Development - LiTech 0.00
D7s03 Electrenic Edu Resrce - LiTech 0.00
Balance for Expenditure Accounts 420,000 0.00 420,000

e A portion of the Comparative Budget is displayed

e View Budget Allocations to ensure they have been imported correctly.

e Close the report
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11 Accessing Last Year’s Data

Activity: Accessing Last Year’s Data

System Manager (top toolbar) > Last Year Data

e Hover over Last Year Data and choose Switch to Last Year

System Manager
Users and Password || |
L |
Systermn Setup 2 @ - =
Clear Multi User Flags 3ustE;m Manager  Bank
Import Budget 3
Backup Data File Ctrl+B
Last Year Data 3 Switch to Last Vear
Fix Budgets

The following message will be displayed:

Are you sure you wish to switch to last pears data. Mo

e Click Yes

The following message will be displayed:

Previous Year Data

-

‘fou have loaded a previous years data file. The following notes
were entered at year end.

Year End 2019
Marmager Corporate Services - Stella de Marnay
Principal - Wanda Cash

MCS to 02706719 - Em Bezell

Please note that once this data has been closed you will be unable
to enter any further transactions.

Press OFK to continue.

e Click OK

The screen now shows the following message:
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File Edit CLOSED DATA Systern Manager
||

Fnance = "w —m =" = LAST YEAR'S DATA
9 v o B & o & W

Records Transactions Enquiries Financial Summary Period End Reporting System Hénager Bank

Last year’s data can be accessed at any time to check reports, transactions and financial
summaries. Itis not possible to perform transactions in last year’s data. Contact your SFC if
you have any queries.

Activity: Viewing Reports Available for Last Year’s Data

Reporting > Custom

e Select Comparative Budget Report
e Click Print

r Records 1( Transactions W Ad-Hoc 1( Custom
£ 65T REPORTING Report Options

Business dctivity Staterment
GST Transactions

GST Inquiry

GST Surnmary

Comparative Budget Report

A portion of the report is shown below

Fixed Current Actual YTD Variance
Account Description Budget Budget
GENERAL FUND
00PRE Previous Year Closing Balance
\addi Previous Year Closing Balance (502 533) (202 538) (502 588.06) 0
Balance for Previous Year Closing Balance (592,588) (592,588) (592,588.06) 0
10REV Revenue Accounts
c1o001 Secondary Voluntary Contributions 8 (29,000} (29,000) (20,390.60) (3,509)
ci00z2 Primary Voluntary Contributions {1,000} (1,000} (1,000.00)
c1003 Pre-Primary Voluntary Contributions 0.00
c1004 Kindergarten VWoluntary Contribution 0.00
c1005 SIDE - PostTelco costs 0.00
cin4z Secondary Assistance Scheme 0.00
C1555 Donations (50) (50} (22.36) (27}
C1710 Hire of Facilties (5,000) (5,000) 5,955.23) (45)
C1810 Bank Interest (100} (100} (55.00) (45}

e View and Close the report
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Activity: Return to the current year

System Manager (top toolbar) > Last Year Data

e Click on Return to Following Year

Systermn Manager |

Users and Password || |
b

Systern Setup =

Clear Multi User Flags Suste.m Marager  Bank
Import Budget 3

Backup Data File Ctrl+B

. Last Year Data 4 T o Last Year
Fix Budgets Retum to Following Year
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12 Operating the Reserve Accounts

Schools will continue to accrue funds to the N Reserve for planned future expenditure.

When approval is given through the school governance process (e.g. Finance Committee) for the
expenditure of funds from the reserves, these funds must be transferred to a mandatory C2405 —
Transferred from Reserve Account and then budgeted to the D account for expenditure.

Note: It is recommended that this process is undertaken at the beginning of each year for
the total of all planned purchases for the year.

A Budget Adjustment is also made to the C2405 (Mandatory) — Transferred from Reserve
Accounts — (Assets) to reflect this transfer and a corresponding budget allocation is then made to
the appropriate D account in the D1800 — D2500 range.

12.1Using Internal Charges to Transfer from Reserve Accounts

Internal Charges are typically used to correct expenditure posting errors or transfer funds from the
D Reserve Transfer account to the respective N Reserve Account. If the appropriate System
Option is selected, Internal Charges can also be used to transfer income between C accounts or
between C and N accounts, therefore we can use an Internal Charge to move the money from the
N Reserve accounts to the relevant D Accounts, through the mandatory C2405 account using the
four steps outlined below.

1. Setting up the New ‘Transferred from Reserve Accounts’

(a) Creating the Analysis Code
(b) Creating the Budget Code

2. Processing the transfer from Reserve Account by
(a) Performing an Internal Charge

3. A budget adjustment is made to the C account and the D account which is appropriate for
the Expenditure, (ie the D1800 range through to D2500 range of accounts)

4. The expenditure for the purchase is posted to the D account.
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Activity: Set up new ‘Transferred from Reserve Account’

In order to perform an Internal Charge from the N Reserve Account to the D Expenditure
Account, the funds must be transferred to the relevant and mandatory C24XX -Transferred from
Reserve Account. If this is not already in place, the account must be created. The Analysis

Code must be created, followed by the Budget Code.

Records > Income/Expenditure Analysis

. [EI New record
Click L Metmart |

Ensure the 22521 putton is selected

Enter the Analysis Code C2400

Enter the Description Transferred from Reserve
In the Sort Key, type Revenue

Analysis

Type

Analysiz 2400

Description | Transferred from Reserve

Sort Key [~ Default Analysis for |ncome

Once the Analysis Code has been created, but Budget Code must also be set up.

Click OK

Records > Budget Accounts

CI|Ck [II Mew record
Enter the Budget Code - C2405

Enter the Description — Transferred from Reserve - Assets

Enter the Budget Heading — 10 Rev
Enter the Analysis Code — C2400

7

Budget Accounts

Budget Account Description

|l32405 | |Truns ferred from Reserwe — Assets |

Budget Heading 10REY - [~ Default Code
Inc Default Anal Exp Default Anal l:l

Click OK
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Activity: Set System Options to Transfer Between ‘C’ and ‘N’

Accounts

System Manager > Options

e Select the Display tab

e Click in the radio button to Permit the use of income analysis codes

i

Options

[0Sl

Display

I Paths

TransactiunsT Tax T Yarnings T Period End -]

=

I'-FUN[) BALANCE BAR...

f® Do Mot Show Balance Bar
¢ Show Balance Bar

Y

BAME ACCOUMNT SELECTION...

f* 0F Button Required
0 Click' and 'Pick’

Y

IMCOME LINE EWMTRY ...

(™ Single Line Entry
¢ Multi-Line Entry

F

I’-REEDNEILlnﬂuTII:IM...

& Exclude Unprinted Chegue:
= Include Unprinted Cheques
N

I’-nﬂ\D[)ITIEII‘»I»‘i"L AMALYSIS LEYELS

" Display Additional Analysis Levels
& Hide Additional Analyzizs Levels

N

EXPEMDITURE LINE ENTRY ..

¢ Single Line Entry
€& Multi-Line Entry

Y

I’-I HTERMAL CHARGES

™ Do not permit the use of

i is codes
68 Permit the use of incam
N analysis codes

| { WIREMENT TYPE...

N

" Open Virement

s Balanced Virement
7 without ¥irement Report
¢ with ¥irement Report

ADDITIONAL &MALYSIS DEFALILT

t* No Default for Funding
Stream and Cost Centres

{ NOME default for Funding
Strearn and Cost Centres

Y

Cancel 1.4

e Click OK

IMPORTANT

Once this option feature is activated, the Internal Charges transaction

screen is opened up to move both Income and Expenditure and the
default analysis codes will no longer appear automatically, therefore
the correct analysis code must be entered by the user.

It is very important that Income and Expenditure analysis codes are not mixed in the same
section of the transaction window. Imbalances will occur if the incorrect analysis codes are

selected. Ensure the following codes are used:

When moving: Budget Analysis
Code Code

Income Cxxxx Cxxxx
N MNaxoox|

Expenditure Dxxxx Dixxxx
INxxxx NxxxxE
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Activity: Process the Transfer using an Internal Charge

Approval has been received from the School Finance Committee to transfer $5,000 of funds
from N1005 Administration Server Reserve and $17,000 from the N1755 Photocopier
Replacement Reserve for the purchase of these items during the year.

These funds must be transferred from the N Reserve Accounts to the C2405 Transfer from
Reserve Account.

BALANCE ACCOUNTS

RAS0s Libwary Books Replacement Reserve innnin|

M1005 Administration Server Reserve (5 ,000.00% 5,000

M1105 Admin Furn and Fittings Res 0.0a

MN1205 Administration Office Equipment Res 0.a0

M1.305 Plant and Equip Replacement Reserve 0.0a

1535 Building Fund Reserve (120,000.00) 120,000
l MW1755 Phatocopier Replacement Reserve (17 000.007% 17,000

Balance for Reserve Accounts {142,000.00) 142,000

e Complete the Batch Register

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Type of Batch*
Date/Da Bank Income Expend _ Accruals
BatchNo | fte . 1o | [l Tteae AIC Receipts Payments et Income Expend otemal, | (Manual | BAME Plr;'f
Export rom o H AN 1,2,3 {INC) {ESP) ey (ESC) g Onily}
IC1] IC1 22000

C IVI Ca RM Finance Year End 2019 docx 7-Dec-18
Page 68 of 91

© 2018 Civica Pty Ltd



e Complete the Internal Charge form

INTERNAL CHARGES

Transferring Expenditure:

An internal 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 to the N
Reserve Account

Transferring Income:

An Internal Charge can also be used for the correction of an income posting efrorin C and N
accounts or to transfer funds from N Reserves to the Mandatory C2405 (fransferred from
Reserve) account — System Manager Option change required — refer to separate
documentation

All Internal Charges:

If the Internal Charge relates to a prior transaction (current year) ensure the analysis and
budget codes relate fo the original transaction.

Do not mix income and expenditure Analysis codes in the same Internal Charges
transaction screen. Take extreme care when entering N Analysis codes to ensure Nxxx(l)
is used when transferring income and Nxxx(E)is entered when transferring expenditure.
Provide a brief explanation for the reason for each internal charge, and use a separate line
for each budget code.

Print Internal Charge transactions via Reports/All Transactions (Simple Search on the
transaction date) and record on Batch Register.

TRANSFER BUDGET TO | BUDGET TO
DATE ACCOUNT DETAILS TYPE BUDGET | ANALYSIS TRANSFER TRANSFER
INC/EXP CODE CODE FROM TO
$ [ L3 [
Admin Server Reserve Inc N1005 N1000I 5000
Transfer From Reserve-Assets Inc C2405 C2400 5000
Photocopier Replacement Res Inc N1755 | N17501 | 17000
Transfer from Reserve-Assets Inc C2405 C2400 17000
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Process the Internal Charge to move funds from the Admin Server Reserve to the
Transfer from Reserve Account C2405

DO NOT ADJUST THE DATE

Transactions > Internal Charges

e Enter Budget to Transfer from N1005 <Tab>
e Add the Analysis Code N1000I
e <Tab> Insert Amount $5 000 <Tab>
e Insert Reference IC1 <Tab>
e Enter Description Transfer to C2405 — Transfer from Reserve <Tab>
e Budget to Transfer to C2405 <Tab> <Tab>
e Amount $5 000 <Tab>
e Enter Reference IC1 <Tab>
e Enter Description Transfer to C2405 from N1005
7 Internal Charges
- Account to be Charged. Nett
Budget to transfer From administration Server Reserve amount iS transferred FROM the
Analysis Code Camputer Equip Rep Res appropriate N ReS account.
— Note use of N1000I
R e
Diate Budget 0.o0
| Description [Transfer ta C2405/Transfer fram Reserve |
(Budget ta transer To Transfarred from Reserve - Assets Account to be Credited. Income is
Analysis Code Transferted from Reserve Transferred TO the C2405
account
Arnount Reference Ic1

=
3
™
5
A
T
S
o
g
[zl
]
5
]
on
Ed
o
=
=
]
=]
on

! Description

e <Tab> to drop the transaction into the bottom window

Eudget Analysis actual Transfer If Posted
C2405 C2400 i} 5000. 00 —5000. 00 El
Ci
Total Transfers S000.00
. oK
e Click

OF. to mave income from M1005 to those shown in the No
Jit?

Ve

e Click Yes
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e Complete the Internal Charge as shown below to move the funds from the Photocopier

Replacement Reserve to the Transfer from Reserve Account C2405

Transactions > Internal Charges

Budget to Transfer from N1755 <Tab>

Enter the Analysis Code N17501 <Tab>

Insert Amount $17 000 <Tab>

Insert Reference IC1 <Tab>

Enter Description Transfer to C2405 — Transferred from Reserve <Tab>
Budget to Transfer to C2405 <Tab> <Tab>

Amount $17 000 <Tab>

Enter Reference IC1 <Tab>

Enter Description Transfer to C2405 from N1755

b

Internal Charges

-~

Eudget to transfer Fram |M1735 Photocopier Replacement Reserve

Account to be charged

#nalysis Code M1 7501 Photocopier Replacement Reserve

Amount 1700000

Current Actual — 17000, 00
Actual if Posted 0.0
EBudget 0.oa

0

Reference
Date 28 JAN 2020

3
3
o
=2
un
T
=
-
[=3
o
[
I
=]
a
T
=
nd
o
a
@
T
-
B
=3
E
A
Ll
i
T
=
=
b

Description
A\

~
Budget to transfer To C2405 Transferred from Reserve - Assets

#nalysis Code Cz400 Transferred from Reserve Account to be Credited

Amount 17000.00 Reference IC1

Description |Transfer to C24035 from N1735
%

e <Tab> to drop the transaction into the bottom window

Budget Analysis tictual Transfer If Posted
c2405 C2400 =5000. 00 17000, a0 —22000 .00 [Ill
8
Total Transfers 17000.00
) " 0K
e Click

OF to move income from M1755 to those shown in the No
list?

Yes

e Click Yes
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Activity: Print the Internal Charge Report

Transactions > Reports

?jg% Reports
=

From the General Reports select All Transactions
Deselect Income, Expenditure and Budget Amendments
Check Internal Charges
Deselect all Bank Accounts
Click Simple Search

r Records wr Transactions 1( Ad-Hoc

-
GGENERAL REPORTS

A1l transactions

Biatehed tranzactions

Future Postings

Purchase Orders

Alternative Payee Transactions
Batch Number Report

5] AUDIT REPORTS
Transactions not yet printed
Year End Statement
Carmmmitment Surnmary
EFT/EPAY Certification Log
Record Maintenance Log
5] BAMK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance
{4 Tax REPORTS
Tax Reimbursement {IHC)
Tax Reimbursement (EXP)

1( Custom ]

Report Options
"INCLUDE TRANSACTION TYPES .. | (SHOW REPORT WITH .. )
[T Income [¥ Gross Totals

[T Expenditure

[T Budget Amendments
[¥ Internal Charges
[T Journal Transfers
[T Aceruals ete.

.

"FROM BANK ACCOLINTS ...

[T Cash Management
[T Cheque dceaunt
[T Investment &/c

.

'FIND TRANSACTIONS BASED ON ...

D lgnore Search
Simple Search

[ Totals Only
[~ Shart Report Format
B nclode Descriptions 7
B nclode revoice 7
B Inelode User 04N 7
[T Search Criteria
[T Report Notes

%

"DESTINATION ...
{~ Printer

* Scresn

(™ Page Preview
(= Spreadshest

Change Sort Order ‘

D Detailed Search
.

‘ Print |

Enter Today’s date in the date range in the From and To fields

ﬂ Simple Search

o sl

-
From

To

Budgets

Supplier / Source

Analyses

Periods

Reconcile Ref

Youcher

Batch

|
|
|
|
Date |
|
|
|
|

Eatch Date

Lw!

User Order Number |

%

o Click “Wew=

e Click Print
e View and close

=(Fl Cloze @ Help
9
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Posting Detail Type Date Nett Tax Total Voucher
C2400 Tranzferred from Reserve
C2405 Tranzferred from Reserve - Aszets
Invoice Number
Order Number n/a
Transfer to C2405 from N1005
Ref IC1 SCHAD CHG 28 JAN 2020 -5000.00 8 -5000.00 187
NA000I Computer Equip Rep Res
N1005 Adminiztration Server Rezerve
Invoice Number
Order Number n/a
Transfer to C2405/Transfer from Reserve
Ref IC1 SCHAD CHG 28 JAN 2020 5000.00 8 5000.00 188
C2400 Transferred from Reserve
C2405 Transferred from Reserve - Aszets
Invoice Number
Order Number n/a
Transfer to C2405 from N1755
Ref IC1 SCHAD CHG 28 JAN 2020 -17000.00 8 -17000.00 189
NAT50I Photocopier Replacement Reserve
N1755 Photocopier Replacement Reserve
Invoice Number
Order Number n/a
Transfer to C2405/Transfer from Reserve
Ref IC1 SCHAD CHG 28 JAN 2020 17000.00 8 17000.00 150
View the Comparative Budget report to check the effect of the Internal Charge
Reporting > Comparative Budget
e Click Print
BALANCE ACCOUNTS
M1905 Library Books Replacement Beserve 000
N1005 Administration Server Reserve 0.00
N1105 Admin Furn and Fittings Res 0.00
N1205 Administration Office Equipment Res 0.00
N1305 Plant and Equip Replacement Reserve 0.00
N1535 Building Fund Reserve (120,000 00} 120,000
N1755 Photocopier Replacement Reserve 0.00
The N1005 and N1755 now have a zero balance as the money has been moved out of the
suspense accounts.
The C2405 now has $22000 as a result of the funds being moved from the N accounts to the
Transfer from Reserve Account
C2405 Transferred from Reserve (22,000.00) 22,000
C2410 Transferred from Reserve-Other 0.00
e View and close
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Activity: Process the Budget Allocations to reflect the transfer

of funds

A budget allocation to the C2405 Transfer from Reserve must be performed in order to reflect the

transfer of funds from the N Reserves.

e Complete the Batch Register

BATCH REGISTER

For the month of

Period

BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals =
Batch | DatelDa [Tgi%i:fuf e | Bank Income Fxpend Credit internal | AeCU | pAne | Proc
Mo E,fm From To [[E} Ezr; 1]“;?3 R’imé,’“ Pﬂ(’l’zspl)m Notes '"('i’,"c’;’e Et’épsﬁc")d Charge™ "‘!.‘:w;" Totals By
1C1 1C1 22000
1 BA2 BA2 220001
Transactions > Budget
{* Income
e Selectthe button
e Enter Budget Account; C2405
e Enter Amount: 22 000
e Enter Reference BA2
e Enter Batch Reference: 1
e Enter detail: Transfer from N Reserve
i Budget Allocation =
Budget Allocation Contra®
-
Tupe " Expenditure  (® ] Options
Eudget Account |C2405 | Transferred from Reserve - Azsets |
peroa [1]
mount
Reference EaZ Batch Ref. |:|
Detail |Tr’ansfer frram M Reserve | v ok
)(_ Cancel
h YWindow
rCurrentM]ocation 0 Close window
New &llocation if transaction posted ? Help

%

e Click ¥ %
e Click Yes to Batch the transaction
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Print the Batch Transaction Report

ijogg?' Reports

Click L=
Select Batched Transactions
e Select ||7 E‘Udgetﬁmendments|

A ]

Custom

- ( Records “r Transactions ]( Ad-Hoc
ES)GENERAL REPORTS Report Options
#11 transactions -~ -
il SRR INCLUDE TRAMSACTION TYPES ...
Future Postings [
Purchase Orders O
Alternative Payee Transactions ¥/ Budget amendments
Bateh Number Report [T Jdournal Transfers
[ accruals et
5] AUDIT REFORTS b
Tranzactions not yet printed rFREIM BAME ACCOUNTS ...
Year End Statement T Cash Management =
Commitment Surmmary ¥ Cheque Accaunt
EFT/EPAY Certification Log [ Investment A/t
Record Maintenance Log
5] BAME REPORTS
Reconciled transactions Z

%

Unreconciled transactions
Cash Movemnent
Bank Balance
5 Tax REPORTS
Tax Reimbursement (INC)

‘FIND TRANSACTIONS BASED ON .. |

lgnore Search
D Simple Search

(SHOW REPORT WITH ...

¥ Gross Totals
[T Taotals Orly
I} Short Repart Format
B Include Descriptions 7
B Inclode Irvoice 7
B Inclode User 04N 7
[T SearchCriteria
[T Repart Motes

'\

"DESTINATION ..
= Printer

¥ Screen

¢ Page Preview

" Spreadsheet
h

Change Sort Order |

Tax Reimbursement (EP) X D Letailed Search Print I
. ‘ Print |
e Click
Posting Detail Type Date Nett Tax Total Voucher
1
C2405 Transferred from Reserve - Assets
Transfer from N Reserve
Ref BAZ ALL 28 JAN 2020 22000.00 c

Update the Batch
Transactions > View Post Batch

Select Budgets
Enter Batch Number 1 and Display

i1 |

e Click ﬂ to change No to Yes

), Dpizpla

[ Batch Ref
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Vi Post Batch to Budget Accounts =)
# =
Gross
Ref. Date Period Value My Controls
BAZ 28 JAM 2020 1 22000 .00 YES

@& Find Batch

S =

Source # Supplier Mett 0.00
Eudget Cz405 Tax 0.oo
Analysis
Batch Ref. 1
Tupe ALl
Description Transfer from M Reserve v Update
b YWindow
~ ™
Total to post 22000.00 [ close window
P Help

e Click Undate

Are pou sure you want to pozt the zelected items? Mo

Yes

e Click Yes to update the batch

The Profiling screen will appear as we have made adjustments to the budgets.

e Click to split the budget into 12 equal parts

Budget Profile -C2405
- -
Controls
1 -1833 33 7 -1833.33 Current Allocation % Stwiteh (%
z | -tmzzaz| 8| -1E33.a3 £$ ) &7 Clear
- a _ ] -22000.00
z 1833 33 [ -1g33.33 e
4| -tgmzzz| 10[ -1E33 33| TotslBudget .
s| -iessas| 11| -wesmsas| | -22000.00 | et [Pl
& | -1szzaz| 12| -1833.37]
| | v oo
b =
- . | Window
Uze Profile Mo Profile o
P Help
\
e Click OK
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Have you finished profiing this budget? Mo

Yes

Click Yes

Check the Comparative Budget Report

Reporting > Comparative Budget

Fixed Current Actual ¥YTD Variance
Account Description Budget Budget
C2405 Transferred from Reserve - Assets (Z2,000) (Z2,000.00)
e View and Close
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Expenditure will be made.

Complete the Batch Register

Complete the Budget Allocation(s) (Expenditure) to the appropriate D account(s) from which the

BATCH REGISTER

For the month of Period
BANK RELATED TRANSACTIONS
Reference No Adjustments/Reversals **
Date/Da Type :f“falch‘ Bank Income Expend " Accruals .
I R O et A A B B - o - I S R
1C1 1C1 22000
1 BA2 BA2 220001
2 BA3 BA3 22000E
Transactions > Budget
(=
e Selectthe button
e Enter Budget Account: D1805 <Tab>
e Enter Amount: 5 000
e Enter Reference: BA3
e Enter Batch Number: 2
e Enter Detail: Transfer from N Reserve
v Budget Allocation (7|
Budget Allocation Contral
- -
Tupe (& Expenditure (O Income Options
Budget Account |D1805 | Purchase of Computer Equipment |
Detail |Transfer from N Reserve | v Ok
X Canecel
h YWindoy
o -
Current dllocation [ Close window
| Mew Allocation if transaction posted ? Help

e Click

OF. ta BATCH this transaction 7 Mo

Yes

e Click Yes to batch the transaction
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Complete the Budget Allocation for the Purchase of Photocopiers
&
e Select the button
e Enter Budget Account: D2405
e Enter Amount: 17 000
e Enter Reference: BA3
e Enter Batch Number: 2
e Enter Detail: Transfer from N Reserve
i Budget Allocation [-7|[m3a]
Budget Allocation Contrims
p .
Type {® Expenditure & Income Options
Budget dccount [B2405 | Purchase of admin PHotocopiers |
period [1_]
Reference Batch Ref,
Detail |Transfer from N Reserve | W Ok
'X_ Cancel
\ YWindow
rCurrentAHocah’on ] E_ Close window
Mew Allocation if transaction posted ? Help
o Click ¥ %
0K to BATCH this tranzaction ? Mo
Yex
e Click Yes to batch the transaction
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Check the Batched Transaction Report

ijcgg?' Reports
<

e Click L=
e Select Batched Transactions

Select | v Eudget Amendments |

[ ]
r Records wr Transactions ]( Ad-Hoc 1(
F ]
R GENERAL REPORTS Report Options
A1l transactions P ~
el ] BTG S INELL_IDE TRANSACTION TYPES ... SHOW REPORT WITH ...
Future Postings | [¥ Gross Totals
Purchase Orders | [ Totals Only
Alternative Payee Transactions [V Budget Amendments [= Short Report Format
Bisteh Number Report [ Journal Transfers o
atch Number kepor [ fccruals ete. B Inclode Descriptions 7
B Inclode Irvaice 7
5] AUDIT REPORTS ‘r ” [ Inelude User 07K 7
Transzactions not yet printed FROM BANE ACCOUNTS .. [7] Search Criteria
Year End Statement T Cash Management ”
Commitment Summary ¥ Cheque Assount .
EFT/BPAY Certification Log [ Investment A/c F
DESTIMATION ...
Record Maintenance Log
=5 BAWK REPORTS
>
Reconciled transactions L
Unreconciled transactions P =
Cash Movemant FIND TRANSACTIONS BASED ON ...
a\
Bank Balance - | lgnore Search
29 Tax REPORTS ] simpe sesroh Change Sort order |
Tax Reimbursement {INCY D Detailed Search
Tax Reimbursement {EXP} | satied Jeare

Print |

e Click ‘

Posting Detail Type

2

01805 Purchase of Computer Equipment

Transfer from N Reserve

Ref BA3Z ALL

2

Dz2405 Purchase of Admin PHotocopiers

Transfer from N Reserve

Ref BA3 ALL

=
=4

Tax Total Voucher

5000.00 ]

17000.00 ci

e View and close the Report
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Update the Batch

Transactions > View/Post Batch

e Select Budgets
e Enter Batch Number 2
e Click Display

e Click g to change No to Yes

B

7l Post Batch to Budget Accounts
i b
Gross
Ref. Date Period Yalue Controls
EA3 28 JAM 2020 1 5000.00  YES ;
ER3 28 JAM 2020 1 17000.00  YES ) @h Find Batch
2]
Source / Supplier Nett
Tax
Batch Ref.
Type
Description v Update
. Window
i =
Total to post T2 000,00 O close window
P Help
\

e Click

%" Update

e Click Yes to update the batch

The profiling screen will appear as we have made adjustments to the budgets

Budget Profile -D1805

1 a7 0.00| Corrent Allocation
z non| 8] 0.00] £$ o
3| ooo| 2| 0.00] 0.00
4 ooa| 10] 0.00] Totel Budget
5| ooa] 11 0.00] | 5000.00 |
& | ooo| 1z | o.00]
A
-
Use Profile Mo Frofile =

Controls
F () Switch (F)
& Clear

B By1z

0
Q‘

Profile

<

ok

Window

2 Help
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to split the budget in to 12 equal months

Budget Profile -D1805
i n
Controls
1] 4687 7| 416.67|  Current Allocation F () Switch (®)
2| seer| B[ 41567 t$ )
3| s1eer| [ 415.67 5000.00
4| 41667) 10 a15.67| TetalBudget N _
s[ ates?| 1] 467 | 5000.00 | &8 Profile
g 41667 12 416,63
| | 12| | .
A\
" . | Window
Uze Profile Mo Profile .
? Help
A\
e Click ¥ %

Have you finished prafiling this budget? Mo

Yes

e Click Yes

Continue to profile until all budgets are profiled

Budget Profile -D2405

r -
Controls
1 14667 T 1416.67| Current Allacation &5 Switch (%
2| sies7| 8] 141667 t% ) £7 Clear
9 . 17000.00
3| 1eeer] 8| 1416.87 B T
4 141867 10 141657 Totsl Budget
58 Profile
s| 141667 11| .67 | 17000.00 | of Erofile
& 141667 12| 1416.53
| | -
. =|
. . | wWindow
Use Profile Mo Profile -
P Help
X
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e View the Comparative Budget Report

Reporting > Comparative Budget Report

e View the D1805 and D2405 accounts

Fixed Current Actual ¥TD Variance
Account Description Budget Budlget
(D805 Purchase of Computer Equipment 5,000 0.00 5,000
D1810 Purchase of Computers - Maths 20,000 0.00 20,000
D1510 (Office Equipment - Learning Areas 20,000 0.00 20,000
D010 Furniture - Learning Areas 20,000 0.00 20,000
D2305 Purchase of Artworks-Admin 20,000 0.00 20,000
D2355 Purchase of Communication Equip 20,000 0.00 20,000
\I}24IIIE- Purchase of Admin PHotocopiers 17,000 0.00 17,000

e Close the report

Note: The purchase of Computer Equipment and the Photocopier would then be processed
against the appropriate D accounts for the full price ie Nett plus GST

CIVICA
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F

FREDA ...ttt ettt ettt et sttt st e s esaaeenaaesnteesaeeenes 86
|

Importing 2012 BUdZELS ......veeeeviiecieeeeiiee e 43
L

(TS A T [ D ] S 62

LOBEING ON .ttt ettt e e e s 9
N

N AccoUNt BalanCes........ueueueueeeeeninineeaaas 10, 12

Negative AMOUNTS ..cccvuviiiieeeeiriieeee e e e e e 32
(0]

Operating the Reserve ACCOUNTS.......ccccvveeeeiiveeeriveeeeiieeeennnes 65
R

RECONCITAtION. ... vieiiieiieteceee e 25
S

S ettt sttt s b e e teesaaeean 40

SUPPLIEr COUES ....eeiiieeiiieieeiee e 41
Y

YEAr ENG ...ttt 35

FUIl FUNCHION ..ciiiiiiic e 10

Year End Analysis COAES ......eieviuiiiiiiiiieeciieecree et 30
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12.2END OF MONTH (DECEMBER) CHECKLIST

1. PROCESSING

e Complete all transactions.
(Check all batches are updated.)
(Check balance of N3505 is 0 — A balance in this account indicates a GST posting error.)

e Perform reconciliation of all bank accounts. (Clear 0.00 transactions by reconciling them)

Review Reports

(Note — the reports printed at this time are for review only, they are not the ‘final’ reports. Please
discard any printed reports after reviewing. The final reports are printed as part of the ‘Print
End of Month Reports” at Step 4.)

(Grand total on Comparative Budget Report must equal the Total in Bank Accounts on the Budget
Summary)

(View the Budget Summary and Full Analysis Listing reports to screen to ensure C, D and N balances
agree)

(Print BAS to Screen to ensure there are no negative figures in the G1 — G20 boxes. Check the
rounding difference is less than $1.00)

2. Backup RM Finance Datafile.

[Safe backup via Start/Programs/RMMS] (Label Pre-BAS)
(Refer to RM Finance Manual for further information.)

3. BAS

e Print BAS report to printer.

e Post rounding difference batch (if no rounding finalise BAS on system).

e Print & Update rounding difference batch. (either income or expenditure)

e Reconcile 0.00 from Reconciliation.

e Verify school “Tax Position” is equal to current BAS plus outstanding ATO refunds.
e * Complete manual BAS issued by ATO. *Principal to endorse.
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4. PRINT END OF MONTH REPORTS FOR RM FINANCE

¢ *Account Balance Statement (Reporting/Transactions/Bank Reports/Bank Balance), for all
accounts-operating A/C, investment A/C’s & building funds.

e *Unreconciled Transactions report (unpresented cheques/deposits)
(Reporting/Transactions/Bank Reports/Unreconciled Transactions). Note: This report can be
printed in short report format.

o *Comparative Budget Report (Reporting/Custom/GST Reporting/Comparative Budget Report).
Comparative Budget Report — FARM (for Farm and Ag Schools - additional report for review)
(Records / Reports / Budget vs Actual vs Committed / Enter Group = FARM/Comparative vs

Actual vs Committed.

e *Certification Log (for schools using EFT/BPay) (Reporting/Transactions/Audit
Reports/EFT/BPAY Certification Log/Click on (N/S) under the Select Certified By heading and
Print report). If nil report print screen dump — Shift>PrintScreen — paste into a word
document.

*Principal and registrar to sign all the reports listed above.
Principal to sign bank statement.

¢ Income and Expenditure Analysis Listing , detailed report (Reporting/Records/Income &
Expenditure — Analysis/Income and Expenditure/Print Report/Tick the following M Sort &
Subtotal by Analysis sort key, ¥ Show Full Detailed Reports, M Start new page for Income &
Expenditure) and Print.

Check C, D & N balances agree with FS Budget Summary
¢ Financial Summary (Click on Financial Summary in the top menu and select Budget Summary
from the summary view and print). It is recommended the principal signs and dates this report.

¢ Budget Analysis Reports for cost centre managers (Reporting/Records/Budgets/Budget
Analysis/Enter the budget codes/Print).

Ensure all reports balance.

5. Run FREDA Reports

Refer to the Financial Reporting Information Package for December for SIS Users.
(Do Not perform any further transactions ( after sending your FREDA Reports) until advised by
your SFC.)

6. Backup RM Finance Datafile again.

[Safe backup via Start/Programs/RMMS]
(Refer to RM Finance Manual for further information.)

7.Complete Year End and Automatic Accrual Process

Once advised to do so by your SFC

8. Back up the New Year Datafile before doing any processing.
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13 Support

Should you require support please contact the Customer Service Centre (CSC) at the
Department of Education and Training.

Contact details below:

13.1Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

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

13.2Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

13.3Email (CSC)

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

Please include your ID number, contact details and a brief description of the problem.

14 Online Manuals and Training Notes
14.1Civica Education

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

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

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

14.2STIMS Project

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

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

Links to the RM manuals are also available from the STIMS website or by going to Help within
Integris
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DEPARTMENT OF EDUCATION

BATCH REGISTER

For the month of Period

BANK RELATED TRANSACTIONS

Batch
No

Date/Date
Export

Reference No

From To

Type of
Batch*
[C] Cheque
[E] EFT

[B] BPay

Adjustments/Reversals **

Bank Income Expend Credit Internal
A/IC Receipts Payments Notes Income Expend Charge*
1,2,3 (INC) (ESP) (IC) (ESC) 9

Accruals
(Manual
Only)

BA/Vire
Totals

Proc
By

*Reversals and internal charges are not batched but must be recorded. Billing batches are prefaced with a ‘B’. Accruals are entered if manually

processed.
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INCOME
TRANSFER -

DEPARTMENT OF EDUCATION

INCOME ADJUSTMENT TRANSACTIONS

= Income Adjust/Correct transaction
= Income transaction

e This form can be used to record the transfer of income: - from a ‘C’ Account to a ‘C’ Account,- from an ‘N’ Account to an ‘N’ Account, and between N and C
Accounts

Process an ‘Income — Adjust/Correct’ transaction to the Account you want to decrease.
Process an ‘Income’ transaction to the Account you want to increase.

Care should be taken to use the appropriate tax code/s.

Provide a brief explanation to describe the reason for each income transfer.

REFERENCE IT #

INCOME ADJUST/CORRECT TRANSACTION INCOME TRANSACTION
(Mark “Not Required” if no transaction is necessary)
T
.
INC-ADJ/COR’ A
ANALYS! | BUDGE | x| AMOUNT BATC | ANALYSIS | BUDGET | X |~ AMOUNT
ACCOUNT TITLE BATC S T c ACCOUNT TITLE HNO. | CODE CODE
HNO. | copbe | cope | o S
DATE s C bl % ¢
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DEPARTMENT OF EDUCATION

INTERNAL CHARGES

Transferring Expenditure:

An internal 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 to the N
Reserve Account

Transferring Income:

An Internal Charge can also be used for the correction of an income posting error in C and N
accounts or to transfer funds from N Reserves to the Mandatory C2405 (transferred from
Reserve) account — System Manager Option change required — refer to separate
documentation

All Internal Charges:

If the Internal Charge relates to a prior transaction (current year) ensure the analysis and
budget codes relate to the original transaction.

Do not mix income and expenditure Analysis codes in the same Internal Charges
transaction screen. Take extreme care when entering N Analysis codes to ensure Nxxx(l)
is used when transferring income and Nxxx(E)is entered when transferring expenditure.
Provide a brief explanation for the reason for each internal charge, and use a separate line
for each budget code.

Print Internal Charge transactions via Reports/All Transactions (Simple Search on the
transaction date) and record on Batch Register.

REFERENCE IC #

DATE

TRANSFER BUDGET TO BUDGET TO

ACCOUNT DETAILS TYPE BUDGET | ANALYSIS TRANSFER TRANSFER
INC/EXP CODE CODE FROM TO

$ c $ c
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