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1 Introduction

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

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

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

2.1 Installation of RM Finance Software

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

2.2 Starting Up

To start the RM Finance program:

RM Finance

e Double click the RM Finance icon on the desktop. If the data file has been linked to the RM
Finance software the following login screen is displayed:

. | -
B4 W Finance - u
() EM PLC 2004 EM Finance - Yerzion 8.00 - 10 August 2012

Australia Module - Mersion 8.00 - 10 August 2012

~
1. Select your user name from the 1ist below

Systern Administrator

Deputy Principal

Principal

RM&UST

Registrar -

Schaol Administrator
foe Cd

PR T T P - S P

| »

2. Enter your Password

Login I Quit |

Current Data File:
C:MKEYS WFINANCE TR AINING WFINAMCE DF1 @

Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration.

Users can now log in to the system - please go to Section 2.4 ‘Logging In’ for details.

Change Data File Iﬂ

Note: If the user wishes to change to a different data file before logging in click the Change
Data File icon as displayed above. This displays the Change data file screen as illustrated in
the following section. It should not be necessary for WA Department of Education schools
to use this feature. Refer to Section 21 ‘Changing the Datafile’ for further information.

Current Data File
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Current Data File:
K :“RMDE F IMAMCE.DF 1

The location and file name of the current datafile is displayed on the Login screen.

2.3 Selecting the Data File

If the data file has not previously been linked to RM Finance the Change data file screen is
displayed:

Change data file Iﬁ

Look in: | , RMDB j I::F '
L Name} Date modif... Type Size

g
heF | OLDDATA

|| Finance.dfl

Recent Places

Desktop

m

Sandy

i .-
|~

—

Computer
AL
)

Metwark

File name: || j Open |
Files of type: |Omnis 7 Data Files (*.df1) | Cancel

Mew Data File

Users will need to navigate to the correct drive, folder and file. Generally this is as follows:
K:\\RMDB\Finance.df1 Where

K:\ K: Drive on server
RMDB RMDB folder
Finance.dfl RM Finance data file

e Once the correct file has been located, double click the filename.
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2.4 Logging In

Perform the following steps the first time logging in to RM Finance.

e Click School Administrator from the registered users list.

e Enter ‘keys’ (without the quotation marks) in the Password field.

e Click Login or press <Enter>. A message may be displayed depending on when the last Bank
Reconciliation was carried out:

ou have not reconciled the bank, since 4 ALG 2008,

e Click OK to acknowledge receipt of the message. The main screen of RM Finance is then
displayed with the following located at the top of the screen:

7|RM Finance

File Edt ‘\West CoastDHS  System Manager

- - = - u - —
Finance - wom w €2 6 1@
- 8 -
w2 = West Coast DHS
5 % p E ﬁ w [@ w Thursday, SthJuly 2012
Records Transections Enquiries Financial Summary Period End Reporting Sustem Manager  Bank Period 5

Each section of the RM Finance module (eg. Records, Transactions, etc.) is documented in a
separate section of this manual.

The following additional icons are available from this window.

Change User
Selecting this option will log the current user out of RM Finance and display the login screen where
an alternative user name can be selected.

. ™
4 W Finance » u
(C) RM PLC 2004 RM Finance - Yersion 8.00 - 10 August 2012

Australia Module - Mersion 2.00 - 10 August 2012

.,

~
1. Select your user name from the Tist below

Systern Administrator
Deputy Principal
Principal

RMAUST

Reqistrar =
School Administrator

Coriar Cinnnan Canaolboand Sahonle

| »

A

2. Enter your Password

l—‘ Login I Quit |

Current Data File:
G AKREYS SFINANCENTR AINING \FINANCE DF @

%
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Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration.

Change Datafile

Eh

Selecting this option displays the Change data file screen from where a different datafile may be
chosen. Refer to Section 21 ‘Changing the Datafile’ for further information.

Change data file - ‘ ﬁ

Lockin: [}, RMDE x| BB

L Name Date modif.. Type Size

i
. OLDDATA
Recert Places
__| Finance.dfl

Deslktop
Sandy
L%
Computer
[ W
_d b

Network

File: name: || j Open
Files of type: IOmnis 7 Data Files (~.df1) LI Cancel |

Mew Data File |

Quit RM Finance
|8

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

[@ Do you really want to Quit RM Finance 7

NO |

If enabled the Safe Backup for the logged in user the Safe Back up window will open. A user may
back up at this point or exit. Refer to ‘Backing up the DataFile’ Section 20 for more information.
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. Safe Backup

rﬁh{ Do you want to Backup your data now 7

Select 'Yes' to start the SAFE backup program. or 'Mo’ to quit.

[ Include the ‘Crystal Repart' templates associated with this datafile?
B inciude “Last Years datafile™

e e |

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

‘west Coast District High School
‘wednesday, Z7th March 2013
Period 1

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

2.4.1 Changing the Password for the First Time

After logging on for the first time it is important to change the password immediately by performing
the following steps:

Click the File Menu.

Click the Change Password option. The Change Password screen is displayed.
Enter keys.

Click OK or press <Enter>.

Enter the new password.

Click OK or press <Enter>.

Enter the new password again.

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

The pazzword haz been changed.

e Click OK or press <Enter>.

Note: For security purposes it is extremely important that this password is changed
immediately. The system will allow three attempts to log on successfully. If this number is
exceeded RM Finance displays a message informing the user that there have been three
unsuccessful log in attempts. Double-click the RM Finance icon to try again.
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3 System Manager

Generally only one person in a school is allocated system manager’s access rights. This will
usually be the registrar.

=)

Sustem Ménager

If the currently logged in user has been allocated these access rights System Manager is available
from the toolbar via the icon. Clicking System Manager displays the following menu:

System Manager

@ Help
9

Organisation Details

Bank Details

Documents

Options

Preferences

Users and Passwords
Cruystal Reports Management

The System Manager menu is also displayed at the top of the screen from the menu bar:

| Systern Manager
Users and Password

MMain Menu

Clear Multi User Flags
Link To SBS Map

Bachkup Data File Ctrl+HE

Last Year Data

Crganisation Details

Bank Details

Dacuments

Opkions

Preferences

Crystal Reports Management

L3

Fix: Budgets

Access to System Manager allows the logged in user to access areas of the software that enable
the user to perform certain tasks that will allow other users to use the system, and allow the logged
in user to determine certain system settings. These include creating user accounts, entering bank
details and setting options.
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3.1 Organisation Details: Setting Up School Details

Click the System Manager menu.
Choose System Setup.
Click the Organisation Details button. The system displays the Organisation Details screen:

Organisation Details

2]

"

-

-
Organisation | West Coast District High Sohaal |

Controls

E District Details

Last Year
Data Path

( Address 1234 West Coazt Highway =
SCARBOROUGH
WaE01E
=
Phone [3122 458 | Fax [s12z 457 |
SchostWe [ ] Periad
Contact 1 |Marg Citizen |
Contact 2 [John Smith |
POPretic [ PO Prefix 2 L]

Menuy Mame | WEDHE

CARETSSFINANCESTRAIMINGWOLDD AT M3 1 207 LYR =

-

| Current Year

Currency 5

ymbal AT

Window

ﬂ Cloze window

P Help

Move between the fields using <Tab> entering the appropriate details.

o Click Hosrmtoetas e following is displayed:

District Details

-~

=

District |

Driztrict
Address

21

District Service Code

Losation Code /

District Co.

[3999

B & Murnbet

—— Insert School Code here

0K |

Move between the fields using <Tab> entering the appropriate details. In the Location Code
field enter the school’s code. This is a mandatory field and is required for FREDA reports.

In the User Number field enter a user number issued by the bank holding the account held by
the school. This is only necessary if using the Electronic Funds Transfer and/or Automatic Bank
Reconciliation facilities. See Section 17 * Electronic Funds Transfer Set-up and Use’ and
Section 18 ‘ Bank Reconciliation Set-up & Use’ for detailed information on these functions.

e Click OK.
e Click OK.
CiviCa
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Note: If a user number is not issued DOEWA schools may enter 999999.

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

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

e Click the System Manager icon.
e Click the Bank Details button. The system displays the Bank Details screen.

Bank Details e |

Account Name dccount No. Sort Code F/5 View

Cosh Mgnt AT 28763554 Gross .
*Cheque A/C 0g0g9s09s Gross
Term Deposit 1 09089073a7 Gross
Term Deposit 2 B65468 Gross

::Flmose @ Help
Q

Each bank account can have the following information attached to it:

3.2.1 Account Name
Name of the bank account. This is determined by the user and must be entered.

3.2.2 Account No.
The bank account number. It is highly recommended that this is entered.

3.2.3 Sort Code

A sort code can be attached to the bank account if required. (Not necessary for WA Department of
Education schools.)
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3.2.4 Identifier

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

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

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

3.2.5 Financial Summary View

The user can choose whether the financial summary figures displayed are inclusive of tax (Gross)
or not (Nett).

Note: This must be selected when the bank account is created and once transactions have
been entered against this account the selection cannot be changed. WA schools should
choose the Gross view.

3.2.6 Default Bank Account

One bank account may be labelled as the default bank account. For WA schools this should be the
main operating account. See Section 3.2.9 for details.

3.2.7 Adding a New Bank Account

e Click the Add button El The Add Bank Account screen is displayed:

Bank Accounts - Add ﬂﬂ

-~ -

Sort Code |:|

Identifier 1

Financial Summary Yiew (% Gross {7 Nett
[T Default Bank Accournt

Bank Other vI
BSE Mo 1]

e

Enter the Account Name, Account No. and Identifier.
Select the Financial Summary View.

Check the Default Bank Account, if appropriate.
Select the bank from the drop-down list, as follows:
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Bank

BSE Mo

aHZ
Bank ‘west

Bendigo
Commomwealth =

canc

Note: If ‘Other’ is selected as the bank, and ‘Enable EFT/BPAY’ has been selected via
System Manager > Options > Paths, the following message is displayed:

'E EFT Transfer cannot be used with a Bank Type of "Other",
-

e Enter the bank’s BSB, which is necessary if the school wishes to utilise EFT/BPAY
functionality. See Section 17 ‘ Electronic Funds Transfer Set-up and Use’ and Section 18
Bank Reconciliation Set-up & Use’ for detailed information on this functionality.

e Click OK to save.

3.2.8 Editing Account Details

e Click the Account to edit.
e Click Edit 2 The Edit Bank Account screen is displayed:

Bank Accounts - Edit - |
becount Name

dccaunt Mo, 999 999

Sort Code

1|

ldentifier
Financial Summary View 8 Gross & Nett
[¥ Default Bank Aceount

I

Eank ‘westpac

U

BESE Mo

|

e Edit the details as required. The Identifier is a mandatory field.
e Click OK to save.

3.2.9 The Default Bank Account

Having an account labelled as the default bank account can save time when entering transactions
into RM Finance. If there is one particular bank account that is used for processing above all
others, then this account should be marked as the default account. This means that when asked
for the bank account to select, the bank account when processing income and expenditure
transactions, the default bank account is automatically marked for selection. Clicking on OK will
then select this account. Note that the selected account can be changed before clicking on OK if
required.

In the example below, where the user is entering an Expenditure transaction, the default account is
marked with an asterisk and is selected when OK is clicked to enter the transaction into the
system:
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¥il Expenditure 2
Expenditure contr®
(5upp1ier OFFO01 Office Horks Options
Select Fund.
Please select the fund that you will use for the transaction you have just entered, :l
Cash Mant A/C 2876554 -
Term Deposit 1 0202007057 —
Term Deposit 2 BE5468 '
-
Taxcode [0 000% | [ax| 0.00] Funding Stream | NONE vI & Ok
Mett Cost Centre [ NONE -] a
All Expenditure Lines X Lol
Detail § Mett F Tax F Line Total )
Office Supplies 500,00 50.00 550.00 . Ell wWindow
E_ Close window
||
| Totals 50000 5000 550.00 ¢ belp

If the school does not have a default account, then the user is required to select a bank account
each time they enter a bank related transaction.

3.2.10 Setting the Default Bank Account

Click Edit £,

Bank Accounts - Add

Click the account to set as the default.

Click the Default Bank Account tick box.

[ ank Accounts-add 21 x|
- =
Account Name
Account Mo,
Sort Code l:l
Identifier
Financial Summary Yiew (8 Gross £ Mett
[ Default Bank éccount
Bank ANz -
BSE Mo [016 ]-[2ea |

Cancel |

Click OK to save. The selected account is now marked as the default. An asterisk (*) is

displayed next to the default bank account whenever the bank accounts are displayed in RM

Finance.

Note: If another account has previously been set as the default account, the default setting
is automatically removed from this account when an alternative account is marked as the

default.
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IMPORTANT

WA Department of Education schools should have their main operating
account (cheque account) marked as the default bank account.

3.2.11 Deleting a Bank Account

e Click the account to be deleted.

e Click the delete button . If it is possible for the system to delete this bank account, the
following message is displayed:

Delete selected bank account? Mo |

Yes

e Click Yes to delete the account.

Note: Bank accounts cannot be deleted if they have transactions against them.

3.3 Documents

The Documents section allows the user to define the style of documents.
e Click the System Manager menu.

e Click Documents. The system displays the Documents screen:

DocumentSetup ﬂil
(" .

PURCHASE DRDERS ... Controls

Purchase Order Style |DRDER FORM | Selectl , Cheque Alignment

Default No. Copies D

DEFAULT LABEL SETTINGS ...

across Page El width
Dowen Page EI Height
Top Left Bottom

CHEQUE REMITTANCE LAYOUT. ...

wWindow

E_ Close window

& Custom | Chustralis)CHD Ad Laser | Selectl P

3.3.1 Order Form

Clicking on the Select button allows the user to choose the style of purchase order form from a
number of layouts. The correct choice for Western Australian schools is Order Form. The default
number of copies to be printed can also be set.
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3.3.2 Default Label Settings

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

3.3.3 Cheque Remittance Layout

RM Finance supports a number of different cheque layouts. The correct choice for Western
Australian schools is the custom setting of (Australia) CHQ A4 Laser. Before printing cheques the
school may need to do a test print to ensure that the pre-printed cheques match the layout. This
cannot be done from this section. Refer to Section 10.13 ‘Cheque Layout’ for further information.
3.3.4 Cheque Alignment

, Cheque Alignrmernt

Should Cheque print settings require adjusting refer to section 10.13 Cheque Layout

Note: This option is not applicable to WA Department of Education schools. It cannot be
used in conjunction with the Australian Cheque Layout.

e Click OK to save the settings

3.4 Options

e Click the System Manager icon.
e Click Options. RM Finance displays the Options screen. The following screen shots show the
suggested settings for Department of Education schools.

3.4.1 Paths

’_r Paths T Display YTransal:tionsT Tax T Warnings Y Period End _]

" BUDGET LINKING... " allow EFT/BPAY Processing  |{ EFT Self Balancing Entry
{* Usze Default Path g " Dizable EFT/BPAY {* Required

" Prompt for Budget File {* Enable EFT/BPAY " Not Required

\ \
DEFAULT AWALYSIS CODES... " PCARD )

0 Dizable default Analysis Codes = {ifH

(% Enable default Analysis Codes 0 on

\ \

Cancel 114

3.4.2 Budget Linking Options
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This is for use with the RMMS budgeting module and the Use Default Path should be selected.

3.4.3 Allow EFT/BPAY Processing

If this option is checked and the School’s Location Code and User Number have not been entered
the following is displayed:

] EFT/BP&Y cannot be enabled because:
) The Location Code cannot be blank.
The Uzer Number cannat be blank.

e Enter this information via System Manager > Organisation Details > District Details.

3.4.4 EFT Self Balancing Entry

Select the option for whether this is required or not required. This is a required option for some
banks such as the Commonwealth Bank.

3.4.5 Default Analysis Codes

The Budget and Analysis codes have been linked in such a way that when the user enters the
budget code for a transaction, a default analysis code is displayed in the analysis code field. This
setting is enabled by default.

3.4.6 PCARD

When this option is set to ‘On’, schools have the ability to import a file downloaded from the ANZ
Bank’s Expense Manager application into RM Finance. This will allow the details of Purchasing
Card transactions which have been entered on-line to be transferred to RM Finance directly.
When the button is set to ‘Off the Purchasing Card functionality is disabled.

See section 19 on page 19-2 for further details on PCARD processing.

3.4.7 Display
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( Paths Daspiay:
-

=

r‘-FUND BALANCE BAR...

{* Do Not Show Balance Bar
" Show Balance Bar
Y

" B&NK ACCOUNT SELECTION...

{* 0K Button Required
" 'Click'and 'Pick’

N

Tax T Warnings T Period End -]

F

INCOME LINE ENTREY ..

{= Single Line Entru
% Multi-Line Entry

FRECDNEILIMIDN...

% Exclude Unprinted Cheques
i Include Unprinted Cheques
Y\ F

rﬁDDITIDNAL AMNALYSIS LEYELS

= Display Additional Analysis Levels
% Hide Additional Analusis Levels

N

4

EXPENDITURE LINE EMTRY ...

= Single Line Entry
{* Multi-Line Entry

=

r‘-I MWTERNAL CHARGES

i* Do not permit the ose of
incame analysis codes

€ Permit the use of income
analysis codes

" YIREMENT TYPE..
= Open Yirement
{* Balanced ¥irement
5 without Yirement Report

£ With Yirement Report

ADDITIONAL AMALYSIS DEFALLT
% Mo Default for Funding
Stream and Cost Centres

= NOME default far Funding
Stream and Cost Centres

Cancel (1] .4

3.4.8 Fund Balance Bar

If this option is turned on then the system displays the current balance of all bank accounts
alongside the processing screen when processing income or expenditure transactions. WA
Department of Education schools should select Do Not Show Balance Bar.

3.4.9 Reconciliation

This allows the user to specify whether to include un-printed cheques on the reconciliation screen.
WA Department of Education schools should select Exclude Unprinted Cheques.

3.4.10 Internal Charges

This option allows the user to specify whether income type analysis codes can be used in the
Internal Charges screen. The recommended setting for WA Department of Education schools is
"Do not permit the use of income analysis codes.'

CiviCa
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3.4.11 Bank Account Selection

If set to “Click and Pick”, the user does not have to click the OK button after selecting a different
account during transaction entry. It is, however, safer to select OK Button Required.

3.4.12 Additional Analysis Levels

The user has the choice whether or not to display the additional analysis levels (Funding Stream
and Cost Centre) throughout RM Finance. If these are not displayed, then they will not appear on
any of the processing screens, and therefore cannot be used. This function is not used in WA DOE
schools.

3.4.13 Virement Type

WA Department of Education schools should operate with a Balanced Virement, and print a
Virement Report giving a summary of the virement on completion of the transaction.

3.4.14 Income Line Entry

If Multi-Line entry is selected, the user may split one income transaction amongst a number of
different budget codes. Each split line can have its own amount, analysis and budget codes, detalil,
receipt number and tax code. The header record will contain the income source, total amount and
reference. It is recommended that WA Department of Education schools select this option.

3.4.15 Expenditure Line Entry

If Multi-Line entry is selected, the user may split one expenditure transaction amongst a number of
different budget codes. Each split line can have its own amount, analysis and budget codes, detall,
invoice number and tax code. The header record will contain the supplier, total amount and cheque
number. It is recommended that WA Department of Education schools select this option.

3.4.16 Additional Analysis Default

Note: This Function is not used in DOEWA schools

ADDITIONAL ANALYSIS DEFALL
(™ Mo Default for Funding
Stream and Cost Centres

¢! NOME default for Funding
Stream and Cost Centres

The first option allows the user to set ‘No Default’ values for Cost Centres and Funding Streams in
transaction entry windows. The user is then required to enter Cost Centre and Funding Stream
information.

The second option allows the user to set ‘None’ as the default values for Cost Centres and
Funding Streams in transaction entry windows. The word ‘None’ is displayed in these fields, as in
the following:
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Add new Expenditure line :
Analysis | | | [T tsset
Detail | |
Budget | | | Ban. | o.oo |
Line Total | 0.00] 07N | | invoice o ]
Taxoode [ | % | Tax | 0.00] AFunding Stream [MOME |
Hett K Cost Centre

3.4.17 Transactions

( Paths T Display T?T'Fﬁ'ﬁ'é'é'é'ii'ﬁ'ﬁ'éﬂr Tax _T Warnings T Period End 1
-~ =
rPURCHASE ORDERS... rRECEIF‘TS IM ADYANCE... SECURE ORDERS...
{ Ask for Post and Packaging (" Income and Expenditure (" Allow Editing of Orders
{* No Post and Packaging @ Income Only @ Allow Limited Editing
A\ A\
rPM"MENTS PRINTING... ) ExPRESS ORDERS...
O 0ff Default Description
% 0On
(% Cheques
¢ Payment Authorisation |
"EXPENDITURE TRANSACTIONS... || FORCE BATCHING )
{0 Invoice Mo, WOT required & an
& Imvoice Mo Required = 0ff
A\ A\
Y\
Cancel ‘ 0K |

3.4.18 Purchase Order Options

Note: This Function is not used in DOEWA schools

These options specify as to whether the system will prompt for Post & Packaging. Post and
Packaging can still be added to the purchase order even if it is turned off here as the default.

3.4.19 Payments Printing

Note: This Function is not used in DOEWA schools

If the school wishes to print cheques from the system set Payments Printing to On and select
Cheques. Do not select Payments Authorisation as this is specific to the UK .

3.4.20 Expenditure Transactions

It is possible to make the invoice field mandatory when entering expenditure transactions. WA
Department of Education schools should have Invoice No Required selected.

3.4.21 Receipts in Advance Options
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Note: This Function is not used in DOEWA schools

WA Department of Education schools do not use Receipts in Advance. However, it should be set
to Income Only.

3.4.22 Express Orders

Note: This Function is not used in DOEWA schools

This option allows the user to enter a default message which is displayed when an Express Order
is entered. WA Department of Education schools do not currently use purchase orders, so this
window can be left blank.

3.4.23 Secure Orders

Note: This Function is not used in DOEWA schools

This option controls how editing of orders may be processed.

3.4.24 Force Batching

If this option is on, then batching is automatically turned on when the user enters a transaction
processing screen in which entries can be batched. WA Department of Education schools should
have this option set to On.

3.4.25 Tax
2]
( Paths T Display YTransactiunsY Tax: T Warnings Y Period End 1
-~ -
TOLERAMCE CHECKIMG. .. Tax MARKING... Tax DEBETOR DEFALLT CODE...
" off & Do Not Mark Tax Trans.
(= 0n ™ Mark Claimed Trans
" Stopon Error
(& warnaon Errar
Check to Cents
Cancel | 114 I
3.4.26 Tolerance Checking
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If this option is turned on, then a message is received if the value of the tax field is greater than the
standard amount of tax (i.e. 10%) by the limit entered above when processing transactions. WA
Department of Education schools should have this option on. Warn on Error should be selected
and Check to 10 cents entered.

3.4.27 Tax Marking
This option is not applicable to Australian schools. It should be set to Do Not Mark Tax Trans.

3.4.28 Tax Debtor Default Code
This option is not applicable to Australian schools. It should be set to 1.

3.4.29 Warnings

2x]
( Paths Y Display YTransactinnsT Tax T Marnings: Y Period End 1
~ -
- -
RECONCILIATION WARNING... TRANSACTION DATE WARNING... BUDGET THRESHOLD WaARNING. ..

(™ Do NOT warn User (™ Do NOT warn User " No warning
{ Warn User & warn User @ Overspend Warning

Warn AfterDaus Date Older Than Days
L L

rBUDBET O¥ERSPEND \."\"nﬁul?r'llr-lﬁ__1 rDUF‘LICATE INVOICE WARNING. .. )

= Mo wiarning € Howarning
{* Overspend Order Warning & Duplicate Invoice Mo ‘Warning

\ \

Cancel | DK I

3.4.30 Reconciliation Warning

This should be set to Warn User after 30 days. A message regarding reconciliation will then
appear when logging on if the 30 day warning period has expired as a reminder of the last date
when a reconciliation was performed.

3.4.31 Budget Overspend Warning

This allows the school to indicate whether they want to be warned if an allocated budget has been
over spent. WA Department of Education schools should select Overspend Order Warning.

3.4.32 Transaction Date Warning

This allows the school to specify whether or not to warn users if a transaction being entered is
older than the system date by the specified number of days. WA Department of Education schools
should select Warn User and Date Older than 30 days should be entered.

3.4.33 Duplicate Invoice Warning

If this option is set, then a warning message is displayed if the same invoice number is entered
more than once for the same supplier. WA Department of Education schools should have
Duplicate Invoice Number Warning set on.
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3.4.34 Budget Threshold Warning

This allows the user to indicate whether they want to be warned if a certain budget threshold has
been reached (i.e. % of budget) as set by the user. WA Department of Education schools should
select Overspend Warning.

3.4.35 Period End

7| Options B[]
r Paths T Display -TTransactiuns-T Tax -T Warnings Yi'if"é?'i'iiﬁ"'fﬁﬁ? 1
-
YEAR END... PERIOD EMD REPORTING... YEAR END ACCRUALS. ..

(& Full Function Year End (" Do Mot Print Transactions ¢ Do not automatically accrue
¢ Limited Function Year End {* Print Transactions & Automatically accrue all
" Detailed Repart budget accounts beginning
¥ Short Report Format with N

Cancel ‘ 0K |

3.4.36 Year End

WA Department of Education schools should select Full Function Year End. The differences are as
follows:

Full Function Year End

Leaves all the current processing at year-end intact, commitments are carried through to the New
Year. Last Year’s data is closed on Year End Roll Over and is available for reporting purposes
only.

Limited Function Year End

Note: This Function is not used in DOEWA schools

Selecting this option forces the system to display a further two radio buttons. Selecting either of
these options will force the system to create an empty data file in the New Year with only
commitments carried forward (no balances or un-reconciled transactions). Where an order is part-
paid and there is some remaining commitment, a copy of the whole order is taken into the New
Year for information, but only the outstanding commitment is registered in the New Year.

e Allow Prior Year Transactions - This option will allow continued processing in the old year.
The school is able to enter only orders in the New Year up until the commencement of the year.
Thereafter all transaction processing is available. The reason for this is that in accounting
terms, actual figures (invoices, expenditure items etc.) may only be posted in arrears, so
cannot be entered into the New Year until the date of processing falls after the start.
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e Prior Look Only - Selection of this option will create an empty data file as previously
described, but will effectively close Year 1 and will allow only enquiries and reporting functions.
If the user does not select this function they are able to close the year as normal.

Notes: Any transaction posting in the old year will have no carry forward effect in the New
Year.

Opening balances for the New Year will have to be reviewed and updated until the old year
has been closed.

3.4.37 Period End Reporting

Select whether or not users are forced to print transactions (i.e. transaction log) when performing a
period end. WA Department of Education schools should select Print Transactions.

3.4.38 Do Not Print Transactions

If this option is selected the ‘Transactions not yet printed’ report will not be printed before rolling
into the new period.

3.4.39 Print Transactions

If Print Transactions is selected there is a choice of either a detailed report (8 lines per transaction
and all information displayed), or a Short Report Format (one line per transaction). Short Report
Format should be selected for WA schools. The ‘Transactions not yet printed’ report will be printed
before rolling into the new period.

3.4.40 Year End Accruals

This option allows the user to select whether or not any budget account balances should be
automatically accrued (carried forward into the new year) at year end. WA Department of
Education Schools should select Automatically accrue.

3.4.41 Do not automatically accrue

If this option is selected no automatic accruals will be posted. The balances of all budget accounts
will be reset to zero for the new year when year end is performed (unless accrual transactions are
entered manually by the user).

3.4.42 Automatically accrue all budget accounts beginning with ..

This setting allows the user to nominate a range of budget accounts for which the current balances
will be automatically carried forward into the new year. The user is able to nominate a range of
accounts which begin with a single character for automatic accruals. This single character can be
set within the software in Reporting > Custom > Reporting Parameters (see section 10.11 on page
10-14 for further information).

For WA schools the character will be set to ‘N’.
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This means that, on performing the year end process, the balances of all ‘N’ accounts will
automatically be retained and carried forward into the new year, without the need for the user to
create manual accrual transactions.

Note: The above options are preset in the school’s data file and should not be changed by
users unless notified by the WA Department of Education.

3.5 Preferences

The Preferences menu allows the user to specify where the Staff Records data file (not applicable
to WA Department of Education schools) and last year's RM Finance data file are located.

'ﬂ Preferences @‘

-

o
Path of yaur Staff Records datafile ¢ Integriz (" Classic

%

-~ -
Path of your previous years® datafile

KARMDESOLDDATANS T 1207 LYR o)

Cancel

3.5.1 Further System Manager Options

The screenshot below shows further functions that are available via the System Manager menu
from the menu bar:

Syskem Manager

Users and Password

Swsbern Setup 3

Clear Mulki User Flags
Link To SBS Map

Backup Data File k| +B

Last Year Data 4

Fix Budgets

3.5.2 Clear Multi-user Flags
This option would normally be used following consultation with RMA Technical Support.

3.5.3 Link to SBS Map
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This section is for use with the RMMS Budgeting System and is not applicable to DOEWA schools.

3.5.4 Last Year’s Data

This option allows the user to change to last year’s data file. See Section 16.7 ‘Using Last Year's
Data’ for further information.

3.5.5 Fix Budgets

This facility allows the user to take snap-shots of budgets at significant points in the year and
analyse the data via the Comparative Budget Report. When this routine is performed the system
copies the Current Budget figures at this point in time to be the Fixed Budget figures.

Other reports will also offer the choice of reporting against the fixed budget or the current budget.

Note: Budgets would probably be fixed once the annual budgets have been set at the
beginning of the year. Do not refix budgets during the year.

3.5.5.1 Fixing Budgets

Once the school has decided on the Budget Accounts for the year, the Budgets can be fixed.

e Click System Manager.

e Choose Fix Budgets. The system displays a message warning that if proceeding the last
snap-shot taken with the new data will be overwritten:

P | Selecting thiz option will copy the curent budaet account figures for reparting
and comparizon purposes. Any previous contents will be ovenaritten,

Proceed 7
Mo I Yes |

e Click Yes. The system will record the data and return the user to the main RM Finance screen.

The following reports can now be run to display either the current budget, the fixed (snapshot)
budgets, or both budgets combined:

e List of Budget Accounts.

e Budget vs. Actual vs. Committed.
e Budget Profiles.

e Comparative Budget Report.

3.6 Users and Passwords

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

3.6.1 Setting Up a New User

e Click the System Manager Menu.
e Click the Users and Password option.
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The system displays the Users and Passwords screen:

ﬂ Users and Passwords @
[ USER DETAILS Controls
€] Previous record
~ -
Initials [ Mext record
User Name |Sgstem Administrataor | @k Find record
1D Number [#] MNew record

Job Title |Sgstem Administrator |

[T Inactive 2 access Levels
£ - &l )
¥ Backup on Exit 7 Print
YWindow

T Close window

2 Help

e Click [#] Hew record

The system clears any displayed information and the cursor flashes in the initials field.
e Enter the user’s initials (up to 5 characters) then press <Tab>.

e Enter the user's name then press <Tab>.

e Enter the user’s ID Number then press <Tab>.

e Enter the user’s password then press <Tab>.

Note: The School Administrator can initially allocate a password for each user. The user
can change this later if they wish to do so.

e Enter the user’s job title.

e Do not click the ‘Inactive’ tick box (this will make a user inactive and they will not be able to log
in).

e Click the Backup on Exit box if the user is to be prompted to backup the data each time
he/she quits the system.

3.6.2 Setting User Access Rights

. ]
° CIle ficcess Levels

Note: The user needs to be in ‘add’ or ‘edit’ mode in order to set the access levels. If the
settings cannot be changed in the Access Levels screen, click the Edit button and then try
again.
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The system displays the Access Levels screen for this user:

Access Levels for RMAUST

" MOME |LOOK ONLY| FULL | BATCHING |
i Income SourcesSuppliers [ [ [
W Records Incame/Expenditure Analysis [ [ "
Budget Accounts [ [ o
Supplies Cataloque [ [ *
Tax o [
. Budgets [ [ (|
¥ Tranzactions Inoome o & r
Expenditure - [ Il
Transfers [ = [
Purchase Orders - [ Il
Express Orders [ [ I-
Accruals ete. i [ I
Reconciliation [ =
Enquiries [ "
Cheques [ (o
; Records [ @
7 Reparting Transactions [ [
#d- Hoc o O
Custom [ [
Financial Summaries [ [
fie] other Organisation Details [ [ o
Feriod End [ =
Change Data File [ *
System Manager [ [
Crystal Reports Management [ [
Expenditure Certify Button [ (o
X Expenditure Update Eutton [ [
:::;lClose @Help
9

The four check boxes on the left hand side determine whether the user will have access to each of
the main sections — Records, Transactions, Reporting and Other.

If the user is to access the Records section the Records box must first be checked, access can
then be set to this area.

Access Rights: Records

NOME | LOOK DMLY | FULL | BATCHING |
Income Sources/Suppliers [ [ [
P Records Inzame/Expenditure Analysis [ [ ol
Budget Accounts O [ [l
Supplies Catalogue (& [ [
Tax [ i

The Records section has three levels of access: None, Look Only and Full. Clicking None will lock
the user out of this section completely. Choosing Look Only will enable the user to view the
information only. They are unable to add, edit or delete. Full allows access to all Records as listed.

If the user does not have rights to a particular section the following screen is displayed if the user
tries to access that section.

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

Please contact your systern administrator if you have any
queries.

Access Rights: Transactions
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[MOME | LODK OMLY | FULL | BATCHING |

Budqets

I ncame
Expenditure
Transfers
Purchase Orders
Express Orders
Accruals et
Reconciliation
Enquiries
Cheques

¥ Transactions

clololslsloblolclo!
I [

Hislelslciclalale lale]

In the Transactions section another option - Batching - is available. If this box is checked, the user
is able to enter transactions in a batch, but is unable to update/post the batch. This is useful if there
is a staff member who is responsible for data entry only. Note that choosing full rights for these
sections will include the ability to batch.

e Click the appropriate check boxes on the left to determine access to this section.

Access Rights: Reporting

{ NONE | LOOK OMLY | FULL | BATCHING |

The Records section includes access to the Ad-hoc section of Reporting where the Crystal Reports
are accessed. The default setting here is None. The Custom section in Reporting is where the
Australian Reporting Module reports are accessed.

Records
Transactions
#d-Hae
Custom

¥ Reporting

alolelel
lslolo]

e Click the appropriate check boxes on the left to determine access to this section.

Access Rights: Other

(NOME | LODK ONLY| FULL | BATCHING |
Financial Summaries @ o
[ Other Organisation Details @ @ o
Period End e O
Change Data File [ql e
Systemn Manager @ o
Crystal Reports Management [ql e
Expenditure Certify Button @ o
Expenditure Update Button ol [

In this section access can be set for management of Crystal Reports. The Expenditure Certify
Button (for EFT transactions only) and Expenditure Update Button are important for users who are
responsible for updating batches. Apart from the Administrator, it is not possible for a user to have
full access to both the Certify and Update buttons.

e Click the appropriate check boxes on the left to determine access to this section.

Note: Generally, users would not be allocated System Manager access rights.

When the data has been entered:

e Click ¥ The Users and Passwords screen is displayed.
e Click OK to save. This user will now be added to the list of users on the Login screen.
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3.6.3 Deleting User Records

User records cannot be deleted.

User records may be made ‘inactive’ in the case where a user will no longer be using the RM

Finance system (see below).

3.6.4 Making User Records Inactive

If a user will no longer need to log in to RM Finance, their user record may be flagged as ‘inactive’.
Users whose records have been made inactive will not appear on the login screen.

3.6.4.1 To make a user record ‘inactive’

e Find the user record
2 Edit record

e Click
e Tick the ‘Inactive’ tick box’
e Click VoK to save

3.6.5 Printing User Records

A list of user records can be printed by clicking Erint - on the Users and Passwords screen.

A sample report is illustrated below.

RM Finance - West Coast District High School

U=zer Records

Page 1

Report Printed Wednesday, 7 April 2010 @ 11:35 AN - Period 4 (33.3 %)

Data for 2010
Initials User Hame ID Humber Job Title Inactive
ADKIN System Administrator EQQO0000 System Administrator
DFAQ DFAD DFAQ Inactive
DPRIN Deputy Principal Deputy Principal
PRIN Principal Principal
REG Registrar Registrar
RK RMAUST RK ADMIN
SCHAD School Administrator School Administrator
SFCS Senior Finance Consultant Schools EQCO0001 Senior Finance Consultant Schools
SH Susan Murray EQQ00011 School Officer

Total number of records =9

Swystem Manager = Users and Passwords = Print

3.7 Crystal Reports Management

The Crystal Reports Management functionality enables users to register and organise Crystal

Reports, also known as ad-hoc reports.
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e Click Crystal Reports Management. The following is displayed:

Crystal Reports Management

Crystal Reports uses ODBC to access your data file. ODEC access can be suspended at any point by clicking the Disable button. Disable crystal repo rts
pbdals Management
- .
Name Description Last Modified Last Modified By
iE3|
2
o

| [ »
\

j Manage Folders ﬂclose @He]p
-

3.7.1 Enable/Disable ODBC Access

Crystal Reports accesses the RM Finance data file through an ODBC driver. By default RM
Finance data files do not allow access to its data via ODBC, therefore it is necessary to Enable
ODBC access before the crystal reports interface is fully functional.

e Click Enable.

] Crystal Reports uses ODEC to access your data file, You w1l need to click on the Enable buttan Enable
befare the Crystal Reports interface can be used.

Update

—

Once enabled, ODBC access can be suspended at any point, by clicking on the ‘Disable’ button, or
updated using the ‘Update’ button:

|

3.7.2 Registering a Crystal Report

€1

Crystal Reports uses ODEBC o access your data file. ODEBC access can be suspended at any point Disable
by clicking the Disable button. —_—

Update

 —

Crystal reports must be registered before they are accessible to users of RM Finance.

e Click & to the right of the current reports list on the Crystal Reports Management window.
The following is displayed:

CIVICa RMFinanceManual.docx 11/04/13

3-24 of 383

© 2013 Civica Pty Ltd



Register Crystal Repork

"LOCATE THE REFORT...

\

ENTER THE REPORT REGISTRATION DETAILS...

Wame

Description -

>
Created using j Status | Active j
.

" SELECT THE FOLDER THE REPORT WILL &PPE&R N ...

- &

Register Cancel

Enter data for the report, similar to the following:

Reqgister Crystal Report

" LOCATE THE REPORT...

CAPROGRAM FILESWRM MANAGEMENT SOLUTIONSWEM - Q
FINANCELEXAMPLECRYSTALREPORTSY 9W0RG DETAILS RPT

¥
Created using [ version 9.x or above j Status | Active j
\

-
\
" ENTER THE REPORT REGISTRATION DETAILS... A
Marme Organisation Details
Description | |nfarmation held about the schaol. -

SELECT THE FOLDER THE REFORT WILL APPEAR IN ..

Folder One

Register | Cancel |

e Click Register. The following is displayed:

CiviCa

": The report has been successfully registered for use with the current data file.
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Note: Once a report has been registered, a copy of the aoriginal report is placed in the
‘Crystal Reports’ folder in the same location as the current datafile, as shown below.

. Ny,

’J CrystaReports ,J OLDDATA
1 1
FinanceDema. df 1
Omniz DataFile
LE E10KB....

All registered reports are physically named using a sequential counter (i.e. 1.rpt, 2.rpt) to ensure
unigueness as shown below:

l.rpt 2.rpt

Other Places

3.7.3 Editing a Registered Crystal Report

Once registered, a report’s details can be edited.

e Click Edit “ to the right of the current reports list on the Crystal Reports Management
window. The Update window is displayed:

Update Crystal Report

UPDATE THE REPORT REGISTRATION DETAILS...

Name Organisation Details |

Description | |nfarmation held abaut the schaal, ~

-
Created using [wersion 9. or above j Status | Active j

\

(" SELECT THE FOLDER THE REPORT WILL APPEAR IN ..

-

5

Update Cancel

3.7.4 Removing a Registered Crystal Report

As registered reports become redundant (either no longer needed or superseded by another
report), they can be removed.

e Click Delete 5 to the right of the current reports list. The following is displayed:

32 Are pou sure you want ko remaove the repart 'Organization Details'?
-

Mo
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e Click Yes. The report is unregistered.

Note: The associated file (e.g. “1.rpt’, located in the Crystal Report folder is retained for
archive purposes, as it may still be needed for use with a previous year’s date file.

3.7.5 Managing Crystal Report Folders

e Click the Manage Folders option at the bottom left hand corner of the Crystal Reports
Management window, as shown below:

,_.j.. Manage Folders

The following window is then displayed:

Manage Report Folders

-~ -

23 Folder One =

o)

Close |

Adding/Editing a Report Folder

e Click Add. The following is displayed:

Add/Edit Report Folder

Hame |

Description ~

0K I Cancel

A folder must have a unique name and may contain a description if required.

Removing a Report Folder

Report folders may only be removed if they contain no reports.

e Click Delete. The following message is displayed if the folder has associated reports.
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'E Thig folder cannot be deleted az it has aszociated reports.
-

If the report folder does not have any associated reports, the user is prompted to confirm that they
want to remove the selected folder, as shown below:

9

2

Are you sure you want to remove the folder ‘Folder 772

e Click Yes. The folder is removed.

See Section 11 on page 11-2 for detailed information on the use of Crystal Reports.

CIVICa RMFinanceManual.docx 11/04/13

3-28 of 383

© 2013 Civica Pty Ltd



CIVICa RM Finance Manual

Menu Bar Options




4 Menu Bar Options
4.1 File Menu Options

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

Change User Chrl4+1
Change Password
Change Data Filz
Freeze Terminal Chrl+F

Report Destinakion

Page Setup...

Print... Chrl+P
Fonts, Colours and Files 3
Gatei'ay

it Chrl+Q

About RM Finance. ..

4.1.1 Change User

This option allows a different user to log on. The previous user does not need to exit RM Finance.
Clicking on this option displays the logon screen.

Note that the Change User icon a2 in the top right corner of the screen can also be used.

4.1.2 Change Password

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

Changing the Currently Logged in User’s Password

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

Change Password e |

User Name School Administrater |

PMease enter OLD password I:l
concet_|

Enter the old password.

Click OK.

Enter the new password.

Click OK.

Enter the new password again.

Click OK. The following message is displayed when the password has been changed:
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The pazzword has been changed.

e Click OK.

4.1.3 Changing the Data File

=

This performs the same function as clicking on the Change Data file icon in the top right hand
corner of the screen. Refer to Section 21 ‘Changing the Datafile’ for further details.

4.1.4 Freeze Terminal

The Freeze Terminal function is found with the file menu. It allows the user to return the terminal to
a state whereby no further processing is possible until the password has been re-entered.

e Click the File menu.

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

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

WARNING
Do not switch the machine off as it will
affect the system configuration.

To un-freeze the machine.
e Enter the password and press <Enter>.

The user is returned to the screen to the same point before freezing the terminal.

Note: Do NOT switch off the machine whilst in frozen mode as this may interfere with the
system configuration.
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4.1.5 Report Destination

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

Set report destination

" Printer

 Boeen
" Page Preview
C Fle

 Pot

" Cliphoard

" Channel

Catcel

-

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

4.1.6 Page Setup

Clicking on this option displays the Print Setup screen:

e B

r— Prirker

Marme: Erother HL-730 (600 dpi] Properties. .. |

Status: Fieady

Type: Brother HL-730 (00 dpi)

Where:  LPTT:

Cormrment:
— Paper Orientation

Size: I.-’-‘«d j & Partrait

Source: IAutomaticaII_l,l Select j ' Landscape

Help | Metworls. . | oK I Cancel |

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

4.1.7 Fonts, Colours and Files

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

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

4.1.9 Quit

This is another way to exit RM Finance.

4.1.10 About RM Finance

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

Finance

~ -
Yersian T.82 Date 2 September 2010
Australia Module - Yersion 7.82 - 2 September 2010
Serial No. C8RSI 5M 758159 05005
Req. RMMS - RMMS
Application CMKEYSFINANCE 7S 24 FINANCENFINANCE. LER
Data KARMDENFINANCE.DF
Screen 1280x800 Free Memary 2,035,545 KB Free
Runtime 8.1 Type Mo ral
A\
pr -

{c) RMHS 1992-2005
A1 rights reserved. Use of this software is gowverned by a licence agreement and is
protected by copyright, trade secret, and trademark law.

N
F‘rint i’ Close @Help
o

Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration

Printing a Technical Fax Report

o Click @ in the About RM Finance window. The following message is displayed:

Do you wish to add any comments .
to the Technical Fax Repart?

:

Yes

e Click Yes if comments are to be added to the following screen:

User Commnent i |
~ -
Title: ‘ | ‘
Keywards: ‘ ‘
Comment:

|

e Add any necessary comments.
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e Click Print.

A technical fax report is produced. This displays system and product information along with some
system settings. A section of the report is displayed below:

Page 1
P.0O.Box 6172 EAST PERTH WA 6392
(08) G466 2959 {08) G466 2990
Technical Fax Report
To: R Asia Pacific Fax Number: (08 6466 2590
From: West Coast District Hinh Schooal Fax Number: 9123 4567
Tel Number: 9123 3456
PRODUCT & SYSTEM INFORMATION...
Product: R Finance Version: 7.82
] Australia Module - Version 7.82 - 2 September 2010 Runtime: 2.1
Serial Number: E;THSSI aM 758155 05005 - RMMS Printer: Bullzip PDF Printer BULLZIP
Data: KARMDBIF INANCE.DF1 Screen: 128000
Machine: ME YWindows 80586
Application: CAKEYSFINANCET8NFINANCEFINANCE LBR Video: Colour
DATAFILE SPECIFIC INFORMATION...

Number of Budgets: 49 Number of Transactions: ELs)
Number of Suppliers /| Income Sources: 18| o 6

Number of Analysis Codes: 147 | First Transact!un.
Number of Purchase Orders: o | Last Transaction: 101
Mumber of Lines: 0 | Discrepancy? ves

Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration

4.2 Edit Menu Options

e Clicking on the Edit menu on the top menu bar displays the following pull down menu:
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Unda Chrl+2

Cut Chrl+¥
Copy Chrl+C
Paste ZEr Y
Clear Del

Select Al Chrl+A

Paste From File..,
Paste Link
Remare DDE Link

Links...
Ohject
Insert Object, .,

This will enable the user to use some of the standard Windows editing features within RM Finance.

Note: Edit menu options are only available whilst on input/editing screens

4.3 RM Finance Menu Options

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

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

WCDHS  System Manager
Records Chrl+1

Transactions Chrl+2

Financial Summary  Ctrl+3

End of Period

Change Data File

Enquities Cerl+4

Reporting Chrl+5

Bank Reconciliakion Ctrl+-6

4.4 System Manager Options

Click System Manager in the menu bar. The following menu is displayed:

Syskem Manager

Users and Password

System Setup 4

Clear Multi User Flags
Link To SBS Map

Backup Data File Chrl+E

Last Year Data 3

Fix Budgets

Note: These functions are also accessed from the System Manager icon in the toolbar.

Users and Passwords

See Section 3.6 ‘Users and Passwords’
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System Setup

See Section 0 °

System Manager’
Clear Multi User Flags

See Section 3.5.2 ‘Clear Multi-user Flags’

Link to SBS Map
See Section 3.5.3 ‘Link to SBS Map’

Last Year Data
See Section 3.5.4 ‘Last Year’s Data’

Fix Budgets
See Section 3.5.5 ‘Fix Budgets’

CIVI Ca RMFinanceManual.docx 11/04/13

4-8 of 383

© 2013 Civica Pty Ltd



CIVICa RM Finance Manual

Records




5 Records

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

type of record, with a separate card for each record stored.

e Click Records.
=

Records

The system displays the following menu:

ﬁ Records

%Reports ':?) Help
=~ Q

Budget Records

|| Budget Accounts

| Budget Headings

[ Budget Groups

[0 profile Tupes

Analysis Records

[ Income / Expenditure Analysis

|| Analysis Feporting Links

Account Records

|| Income Sources £ Suppliers
[ Alternative Payees
System Records

|| Tax Table

[ Supplies Cataloque
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5.1 Budget Accounts

By creating budget accounts the user is able to monitor commitments (orders) and actual
expenditure (payments) against the budget originally set to see if the school is under or over-

spending.

5.1.1 Viewing Budget Accounts

e Select Records.

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

¥l Budget Accounts

rBudget Accaunt Description
Budget Heading | | [ Default Code

Inc Default Anal |:| Exp Default Anal l:l
\

Controls
<] Prewvious record
> Mext record

@ Find record

I
[ ]«
Q
Balance Remaining 0ox I:I Q

Q
Creditors Q
Prepayments aQ,
Debtors Q
% Threshald *arning El %

Eudget Allocation
Nett Current Year Expenditure

Orders Qutstanding

Receipts in Advance {Accruals)

=

Click Previous Record until a ‘D’ account is displayed, as in the following:

Budget Accounts

-
Budget Account Cescription
[D1025 | [Stationery & Office Supplies |

Budget Heading [T Default Code
Ine Default &nal |:| Exp Default Anal
"

[#] Mew record

¥Window

[ Close window

P Help

Controls

<] Previous record

[> Next record

@ Find record

-

2
a
Q
Balance Remaining ao.8 X Q
Q
 emq
—T
% Threshold Warning E

Budget Allacation
Mett Current Year Expenditure

Orders Qutstanding

Receipts in ddvance (Accruals)

=

Controls Available

[#] Mew record
ﬁ Edit recard
'IE Delete record
S

Profile

Window

E_ Close window

“? Help

The following controls are available on this window. The icons used have similar functions in other
areas of the software and therefore will not be documented in every section of this manual.
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4 Eredois record

Clicking on this option displays the previous record in the list.

b tetemd - Clicking on this option displays the next record in the list.

A Clicking on this option will allow a record to be located by entering search text in

either the Budget Account, Description, Budget Heading or Budget Group fields.

[+ lemard - licking on this option will allow a new budget account to be created.

£ Edit record

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

0 oeteresora (¢ budget account is displayed on the screen, this option allows the deletion of the

account in accordance with specified rules.

S Profile

Selecting this option will allow the user to assign a profile to this account.
The Budget Accounts screen contains the following information:

Budget Account

This field displays the school’s budget account code.

Description

This field displays the description corresponding to the account code.

Budget Heading

The Budget Heading field can be used to group budget accounts for reporting and searching. In
the example below 20EXP has been used as a budget heading to group the entire expenditure
budget accounts. Refer to Section 5.2 ‘Budget Headings’ for more detail. Clicking on this field
displays a budget breakdown for the displayed heading as illustrated below:

¥l Budget Breakdown d I ] |
P -
Budget Breakdown for ZDEXP Mett Outstanding Balance
Expenditure Orders Rernaining

%

P =
01005 Administration Supplies 3205. 46 [ ] 1059.54 &
01010 School Promotions 6.50 0.0o0 143 .50
01015 Office Supplies 994 .99 0.0o0 S05.01
0102s Photocopier Consumables 237917 0.0o0 1120.83
01205 Telephone CMobiles? 400,41 0.0o0 99.59
01303 Electricity 424719 0.00 13416, 21
01413 Gas Other 0.00 0.00 1766.00
01455 Hater 1311.55 0.0o0 T346.45
01475 Fubbi=sh Remoual 975 64 0.0o0 248936
01505 Gardening 232410 0.0o0 Z2E66.90 -
&3 Budgets Totals 93393, QSI 0.00 123733, D?|

A\

D teip
]

Double-clicking on a budget account in the list above will return the user to the budget accounts
screen with the selected budget displayed.
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Budget Group

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

Default Code

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

Note: Use this feature only if there is one code used far more often than any of the others
e.g. D1010. If this is not the case then do not make any code the default.

Inc Default Anal

An income default analysis code can be associated with each income budget code. For example
budget code C1001 should have a default income analysis code of C1000 associated with it on this
screen. When processing income transactions, the income default analysis code will be
automatically entered into the analysis code field by the system, thus making processing faster and
eliminating the need for the user to decide which analysis code should be used. All income budget
codes should have an income default analysis code entered on this window.

Exp Default Anal

An expenditure default analysis code can be associated with each expenditure budget code. For
example budget code D1010 should have a default expenditure analysis code of D1000 associated
with it on this screen. When processing expenditure transactions, the expenditure default analysis
code will be automatically entered into the analysis code field by the system, thus making
processing faster and eliminating the need for the user to decide which analysis code should be
used. All expenditure budget codes should have an expenditure default analysis code entered on
this window.

Note: Budget accounts which may have both income and expenditure transactions posted
against them (e.g. ‘N’ accounts) should have both an income default analysis code and an
expenditure default analysis code associated with them on this screen.

Budget Account Information

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

Q
Further information about any of these fields can be obtained by clicking on the spyglass to the
right of the field.
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% Threshold Warning

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

5.1.2 Creating a New Budget Account
e Select Records.

Select Budget Accounts.
CI|Ck New record

Enter the new budget account code and press <Tab>.

Enter the description and press <Tab>.

Click the drop down box, select the correct budget heading and press <Tab>.
Enter a Default Analysis Code (income and/or expenditure) and press <Tab>.
Enter a % Threshold if desired (Optional).

Click ¥

Example: To create a new budget account code e.g. D1010 Stationery & Office Supplies.

e Select Records.

e Select Budget Accounts.

e Click New record.

e Type D1010 and press <Tab>.

e Type Stationery & Office Supplies and press <Tab>.

e Click the drop down box, click 20EXP and press <Tab>.

e Enter a Default Expenditure Analysis Code and press <Tab>.
e Leave the Budget Group field blank.

e Click OK.

5.1.3 Finding a Particular Budget Account

Click Find record.

Click the search field (Budget Account, Description or Budget Heading).
Enter the information on which the system is to base a search.

Click OK.

5.1.4 Deleting a Budget Account

e Find the appropriate account as previously described.
e Click Delete record.
e Confirm to delete this account.

Note: It is NOT possible to delete accounts that have transactions against them until the
Year End procedure is run and there are no outstanding cheques or deposits.

5.1.5 Editing a Budget Account

e Find the appropriate account as previously described.
e Click Edit record.
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e Change any details as required (Description, Budget Heading or % Threshold).
e Click OK.

Note: It is NOT possible to edit a budget account code if transactions have been entered
against that code until the Year End procedure is run.

5.1.6 Profiling

Profiling is a valuable means of monitoring expenditure on a month-by-month basis. When a
budget allocation to a particular budget account in the Transactions section is made (see Section
6.1.2 ‘Making a Budget Allocation’), the user is prompted to profile the amount over the year. That
is to say the user will have the opportunity to split up the annual amount over 12 monthly periods to
reflect the way in which the school expects the actual expenditure to be made.

For example, the school may receive a telephone account every three months with payments due
in March, June, September and December. The budget could therefore be profiled to reflect the
expected timing of this expenditure as follows:

Navigate to Records > Budget Accounts > Profile. The following is displayed:

Budget Profile

-
Current allocation 3; Controls
To &llocate Ff 3 Switch B
\ &7 Clear Profile
( F dula Prafils
1 o.00| 7| 0.00]
z | ooo| 8 0.00| B Butz
3| 106875 9] 1aesTs) .
4 ooo| 10 000 % Cancel
5| ooo| 11 0.00 i —
6 ross7s| 12 106a7s| Window
Automnatic Profile
|Uuarter'|g o | P hen

The above profile (by $) shows that there would be no expected expenditure in January or
February (Months 1 and 2); it would be envisaged to spend $ 1068.75 of the budget in March
(Month 3), and so on. Translating these dollar amounts to percentages would produce the
following:
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Budget Profile

(" ~
Current Allocation % Controls
\ &7 Clear Profile
( ) ¥ Gl Brofiis
' 0.00] 7 n.og|
2| ooo] & 0.0 B Buite
3| 25.00] el 25.00] o
4| D-DD| ID| U-Uﬂl ¥ Cancel
5 | ooo] 11 000 —
6 | 00| 12| 2500 Window
futomatic Profile
| Quarterly = | o
\ # Help

The above figure shows how the user expects to spend the total budget figure of $4275 over the
year—-$1068.75 in each of the months of March, June, September and December.

It is then possible to obtain reports to see how the budget is performing in relation to its profile. For

example, the figure below shows that there was less expenditure than expected in March, but more
than expected in June. This information can be found at the bottom of the Budget Analysis Report.

See Section 9.1.5 ‘Budget Reports’ for further information on this report.

Allocation profile by period

Allocation Actual Variance Allocation Actual Variance
1 0.o0 Q.00 0.00 7 0.00 0.00 0.00
2 0.o0 Q.00 0.00 g 0.00 0.00 0.00
3 1065.75 Q.00 1065.75 9  1063.75 0.00 1065.75
4 0.o0 Q.00 0.00 10 0.00 0.00 0.00
5 0.o0 0.o0 .00 11 .00 .00 0.00
53 1065.75 3000.00 -1931.25 12 106875 0.00 106575

Note: The profile for a budget does not affect the actual expenditure. It is purely a tool that
can be used for planning and reporting purposes.

5.1.7 Entering a Profile for a Selected Account

e Find the appropriate account as previously described in Section 5.1.3 ‘Finding a Particular
Budget Account’.

e Click the Profile button.

The system displays the Budget Profile screen for the selected account.
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[ Current Allocation 3; Controls
To Allocate G §Switch &
\ £# Clear Profile
( 1| # AutoProfile
' 1250 7| 1250
2| 1250| 8] 1230 Bf Buiz
3 12.50] 9 1250 v o
4| 1zs0| 10| 1250 o
5 1zs0| 11 1250|
6| 1250 12| 1250] Window
Automatic Profile
[By 12 =l 2 e
\

To represent the figures as percentages rather than in dollars:

e Click Fp §Switeh ®

. The following is displayed:

Do you want to profile using percentages ?
Existing profile will clzar.

e Click Yes.
e Enter the amounts as percentages, as in the following:

- ~
Current dllocation % Contyols
i &# Clear Profile
i ) ¥ Auto Profile
1 oon| 7| n.00|
| o.00| 8| 0.00] R
3 25.00] 9| 25.00| B
4 ooo| 10| 0.00| % Cancel
5| ooo| 11 0.00| :
& 2500 12| 25.00] window
Automatic Profile
[By 12 -] D Help
\

The percentages must be converted to dollar amounts using the following steps:
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e Click @ 2% The following is displayed:
Do you want to convert these percentages to dollars ? Mo

e Click Yes.

e Click OK.

Have pou finizhed profiing this budget ? Mo

e Click Yes.

Note: When profiling a ‘C’ budget account with dollar amounts the amount per period must
be a negative figure, i.e. written with a -* as in *-450.00’

5.1.8 Clear Any Existing Profile Details for this Account

¢# Clear Profile

e Click .
e Click Yes. Enter details of the new profile.

5.1.9 Dividing the Allocation Evenly Between the 12 Periods
e Click %82

e Click OK.

Hawe pou finizhed profiling thiz budget ?

e Click Yes.

5.1.10 Using a Previously Created Profile

Refer to Section 5.1.6 ‘Profiling’ for more details on how to define a profile.

e Click the Automatic Profile drop down box.
e Click the appropriate profile to select it.

e Click £ Auto Profile
e Click OK.

Havwe pou finizhed profiing this budget ? Mo

e Click Yes.

5.1.11 Exiting Budget Accounts

° CIle E_ Close window:
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5.2 Budget Headings

Budget headings are used to group budget accounts for reporting and searching purposes.

Examples of budget headings could be:

Heading Description Relates To

OOPRE |Previous Year’s Closing YYYY account.
Balance

10REV |Revenue Accounts Income accounts (‘C’ accounts)

20EXP |Expenditure Accounts Expenditure accounts (‘D’ accounts)

30RES |Reserve Account Transfers | Reserve transfer accounts (‘N’ accounts)

40UNA |Unallocated Budget 7777 account

50RES1 |Reserve Accounts Reserve accounts (‘N’ accounts)

60ADV |Advance Accounts Reserve accounts (‘N’ accounts)

70TRV |Trust and Suspense Reserve accounts (‘N’ accounts)
Accounts

80SFA |Non-Curriculum Student Used to group non-curriculum based student
Funded Activities funded activity accounts (‘N’ accounts)

90GST |GST Clearing Accounts Reserve accounts (‘N’ accounts)

Having these headings set up will influence the way reports are set out and will allow the system to
calculate and print subtotals on these categories. Some searches can also be made on budget

headings.

Note: Budget headings to be used in Western Australian schools have been determined by
the Department of Education. These are pre-set in the school’s Data file and should not be
altered without consultation with the school’s Senior Finance Consultant (Schools).

5.2.1 The Budget Headings Screen

e Select Records.

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

Budget Headings

21X

-~

OOPRE

Budget Heading

Controls

<] Previous record

Full Description |Previous ‘Year Clasing Balance

| [> Next record

h

Find record

[EI New record
ﬁ Edit recard

@' Celete recard

Window

E_ Close window

P Help
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5.2.2 Creating a New Budget Heading

5.2.3 Finding a Budget Heading

Click Find record.
Enter the name of the heading.

5.2.4 Deleting a Budget Heading

5.3 Budget Groups

Click New record.

Enter a heading (short code) then press <Tab>.
Enter a full description (this is printed in place of the short code on certain reports).

Click OK.

Click OK.

Find the appropriate heading as described above.

Click Delete record & confirm selection.

Budget groups can be used as a top-level grouping and allow the user to view the total income,

expenditure and balance of all Budget Accounts that are grouped.

5.3.1 Creating a Budget Group

Select Records.

Select Budget Groups.
Click New record.

Budget Groups

21X

-~

Code

Description

Code Type

]

Income

Controls

4 Previous record
[) Next record
@ Find record

[#] Mew record

Window
E_ Close window

P Help

Enter a Code, e.g. CAMPY.

Enter a Description, e.g. Yr 7 Camp 2007. Accept the default Code Type ‘Income’ for grouping
‘C’ and ‘D’ accounts, or if grouping on ‘D’ accounts change income to expenditure by clicking
on the red field.

Click OK.
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5.3.2 Attaching a Budget Group to a Budget Account
e Select Records.
e Select Budget Accounts.

Find or create a new Budget Account for the accounts to ‘Group’. For existing accounts click ‘Edit
record’.

Budget Accounts

rBudget Account Description ) Controls
[o1455 | [Hater |
Budget Heading 20E4P @ [~ Default Code
Inc Default Anal l:l Exp Default Anal
-
-~ ~
Budget A1location Q
Mett Current Year Expenditure Q
Orders Outstanding Q
Balance Remaining 4.0 % Q
Receipts in Advance (Accruals) Q v aK
O close window
% Threshold Warning %
P Help
\

e Type in the full code of the group or type in part of the code and press <Tab> to select from the
list of Budget Groups.

e Once correct group is selected click OK to save.

e Repeat above steps for all Budget Accounts required to be grouped together irrespective of
whether they are income or expenditure accounts.

5.4 Profile Types

Use the Profile Types section to set up pre-defined profiles. These can then be used when profiling
accounts and save the user from having to enter the profile amounts individually for each account.
Refer to Section 5.1.6 ‘Profiling’ for general information on profiling.

5.4.1 Viewing Profile Types

e Select Records.
e Click Profile Types. The system displays the Profile Types screen.
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21

[ ) Controls
Prafile MHame |Bg 12 | 4 Previous record
\ [ Mext record
i @& Find record
Month 1 % Month 7 % Gi] Mew record
Manth 2 % Month & %
Manth 3 % Manth @ %
Manth 4 % Manth 10 %
Manth 5 % Month 11 %
Manth & % Month 12 =

Window

[ Close window

D@ Help

5.4.2 Defining a Profile

e Click New record.

e Enter a name for the profile then press <Tab>.
e Use <Tab> to move between the accounting periods entering the percentage amount of the

total allocation to allocate to each month.

e Click OK

5.4.3 Finding a Profile

e Click Find record.

e Enter the name of the profile.
e Click OK.

5.4.4 Editing a Profile

Find the appropriate profile.
Click Edit record.

Make the appropriate changes.
Click OK.

Note: If a profile is edited or deleted the changes do not automatically flow through to
budget accounts with that profile.

5.4.5 Deleting a Profile

e Find the appropriate profile.
e Click Delete record.

e Confirm

choice
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5.5 Income/Expenditure Analysis Records

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

e Select Records.

e Click Income/Expenditure Analysis under the Analysis Records heading. The system
displays the Analysis screen:

[ analysis - |
- -
Type ™ Expenditure (¥ Income Controls
<] Previous record
- [»  Mext record
Description |
Find d
Sort Key I:l [~ Default &nalyzsiz for Income M AT e
[II New record
\
-~ ~
Turnover Period To Date I:I Q
Turnover Year To Date I:l Q Defaults
Receipts in Advance (Accruals) I:l Q &3 Profile
— )
E—
X Window
i A E_ Close window
P Help
;
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5.5.1 Creating a New Analysis Code

Click the New record button.

Choose the correct radio button to make the account either income or expenditure.
Enter the new code and press <Tab>.

Enter a description and press <Tab>.

Enter a Report Link (if applicable) and press <Tab>.

Enter a Sort Key. The options here are Expend, Revenue or Balance. The Sort Key can be
used for search purposes and also to make analysis records print out on reports in the order
selected.

e Click OK.

Note: If the Default Analysis for Income/Expenditure box is checked, this analysis code is
used as the default when entering transactions. Only do this if there is one analysis code
that is used more than all others.

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

When viewing this screen (but not in “New” or “Edit” mode) clicking on the contents of the Sort key
field brings up an Analysis Breakdown screen showing other analysis codes with the same sort
key. Double-clicking on any of these items returns the user to the Analysis window where the
selected analysis code is displayed.

Analysis Breakdown e
&nalysis Breakdown for EXPEND Turnewer Turnowver
FTD YTD
Do Administration 0.o0 6291.42 a
Di1i0o Leaze Payments .00 .00
D1zoo Telephone 0.00 400, 41
01200 Electricity 0.o0 4247 .19
0400 Gos 0.o0 0.0o0
01450 Hater 0.o0 1311.55
D1S00 Facilities 0.00 2796.23 2w
59 fnalysis’ Totals D.DDI 03303.93

5.5.2 Setting Analysis Code Defaults

Setting the system defaults in this section allows the user to define the defaults that are used when
adding new analysis records. The type of analysis, either income or expenditure, and the sort key
can be set up as defaults.

Note: The defaults only apply to those new records set up following the creation of the
defaults and they can be over typed during record set up. These defaults may also be
changed prior to setting up further records.

e Click B ke . The system displays the Analysis Defaults screen:
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Analysis Defaults

SORT KEY ..

Cancel | 114 I

e Specify the type as Income or Expenditure.
e Enter a Sort Key.
e Click OK.

5.6 Analysis Reporting Links

The analysis reporting links section is an advanced tool used by RM Asia-Pacific for producing
specialised reports. The user should ignore this button unless otherwise instructed.

5.7 Extended Analysis Levels

Note: This Function is not used in DOEWA schools

Two coding structures - ‘Funding Streams’ and ‘Cost Centres’ — are available from the Records
section of RM Finance to accommodate two further degrees of reporting analysis. Once created
these may be assigned to Income, Expenditure, Budget and Purchase Order (full and express)

transaction types.

A Funding Stream may be linked to (i.e. associated with) one or more Cost Centres. A Cost Centre
can be associated with more than one Funding Stream. This is done via Records > Cost Centres;
see Section 5.7.1 ‘Funding Streams’ below. When processing either income or expenditure, a
Funding Stream can be selected if required. Once a Funding Steam has been selected, one of the
Cost Centres which has been associated with that Funding Steam can be chosen. This enables
either income or expenditure transactions to be grouped and linked to special projects and
analysed in ways other than already provided by the analysis code grouping. For example,
transactions across a range of analysis codes may be linked to one Cost Centre to enable
reporting across this range.

Relationship Between Funding Streams and Cost Centres
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As noted above, a Funding Stream can be linked to many Cost Centres. A Cost Centre can also be
linked to more than one Funding Stream.

Funding Stream 1 Funding Steam 2
Cost Centre 1 Cost Centre 2 Cost Centre 3 Cost Centre 4

It is left to the discretion of the user when processing to choose the Funding Stream and
associated Cost Centre as applicable.

Note: These additional analysis levels are displayed on all relevant processing screens. If
the school does not wish to use them go to System Manager > Options > Display tab, and
choose to Hide Additional Analysis Levels. See Section 3.4.7 ‘Display’ for further details.

5.7.1 Funding Streams

The Funding Stream window appears as shown below. The standard controls are available for
scrolling, searching, adding, editing and deleting.

Funding Stream d |
- n
Funding Stream I:I Controls
Full Description | | 4| Previous record
. [»  Mext record
| General 1([:03t Centres) @& Find record
Eudget &llacation I:I Q [+] Mew record
——
Receipts in Advance {Accruals) I:I Q
L wWindow
- -
##%  Hote records may be edited in full prior to transaction types [ close window
\ being assigned to them, at wwhich point only the description
trial e adjusted. P Help
.

Creating a Funding Stream

Click Records.

Click Funding Stream.

Click New Record.

Enter a short name for the Funding Stream.

Enter a description.

The Cost Centres tab is displayed by default, as follows:
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- r General T{Cnst CentresY

Code Description

e Click the Add icon. A list of Cost Centres already set up is displayed:

Cost Centre Selection
s A
Code Description
CCl Cozt Centre 1 -
Ccz Cost Centre 2
cC 3 Cozt Centre 3
4 Cost Centre 4
[ Cost Centre 5

Select I Close

e Highlight the Cost Centres to associate with the Funding Stream. More than one can be
selected and CTRL + click can be used, such as in the following:

Centre 2
Cozt Cehtre 3

C i Eost Centre 4

Cost Centre 5

e Click Select. The Cost Centres are added to the list.
e Click OK to save.

Editing a Funding Stream

Click Records.

Click Funding Stream.

Find the Funding Stream to be edited.
Click Edit Record.

Make any required changes.

Click OK to save.
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Note: If the Funding Stream has not been associated with any transactions then both the
name and the description can be edited. If the Funding Stream has associated transactions
then only the description can be edited.

Deleting a Funding Stream

Click Records.

Click Funding Stream.

Find the Funding Stream to be deleted.
Click Delete Record.

If there are no transactions associated with this Funding Stream the following message is
displayed.

Delete this Funding Stream 7 No |

e Click Yes

If the Funding Stream does have associated transactions then the following message is received.

Thig Funding Stream record cannot be deleted.
Tranzactions are present which are attached to this
record.

Reporting on Funding Streams
Information may be obtained by drilling down on the spy glasses shown on the Funding Streams
screen.

To print the Funding Streams Analysis Report:

e Locate the required Funding Stream using the Next, Previous of Find controls.
e Click on the spyglass Q next to the ‘Actual’ field to display the following window:

Report Selection

m Analysis 1ist

Select the ‘Print Funding Stream Analysis’ radio option.
Click the Print button.
Select the required report destination.

To include Transactions for the current Period only click ‘Yes’ to the message shown below.
Clicking ‘No’ will include all transactions for the year to date.
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Frint the trangactions for thiz period only ?

e To display Transaction Descriptions on the report, click ‘Yes’ to the message shown below.
Clicking ‘No’ will display the Analysis Code and Reference in place of the description.

Show Tranzaction Descriptions on Report ?

The report will include a single Funding Stream, which may have multiple Cost Centres. For each
Cost Centre, ‘Cash Transactions Detail’, ‘Accrual Transactions Detail’ and ‘Outstanding Orders
Detail (Committed)’ sections are printed.

Where transactions have been posted against the Funding Stream but no Cost Centre has been
specified, an additional ‘NONE — Non-specified’ Cost Centre section will be included.

As Cost Centres can be associated with many Funding Streams, the Cost Centre totals shown on
the report below will represent the transaction posted against the specific Funding Stream/Cost
Centre combination.

The following is an example of the Funding Stream Analysis report:

RM Finance RMMS Page 1
Funding Stream Analysis Report Printed at 11:15 on Monday 23rd January 2006 - Period 12

Data for 2006
Funding Stream Description Allocated Spent Committed Total Difference
FUND 1 Funding Stream 1 11111 -1416.07 899.76 -516.31 405.20

Cost Centre Details (Year to Date)

Cost Centre Description Allocated Spent Committed Total Difference
COST1 Cost centre 1 0.00 -208.51 22.00 -186.51 186.51
a ran ion: tails (Year t

Account Description Date Nett Tax Gross Voucher
INC1 Hall Rental INC 19 JAN 2006 -200.00 0.00 -200.00 6
INC1 with VAT NC 20 JAN 2006 851 -1.49 -10.00 14

Expenditure 0.00 0.00 0.00

Income -208.51 -1.49 -210.00

Internal Charges 0.00 0.00 0.00

Totals -208.51 -1.49 -210.00

Accrual Transactions Details (Year to Date)

Account Description Date Nett Tax Gross Voucher
Receipt in advance ACR 18 JAN 2006 88.88 0.00 88.88 7
Totals 83.88 0.00 88.88
Qutstanding Orders Detail (Committed)
Account Analysis Code Desc Ordered Rec'd Paid Nett ToPay Order No.
SUPQ ANAL1Y CAT1 CATMEM1 1.00 0.00 0.00 10.00 10.00 1
SuPQ ANAL1 1 1 1.00 0.00 0.00 12.00 12.00 S
Totals 22.00 22.00

5.7.2 Cost Centres
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Cost Centres also provide an additional degree of reporting analysis. Cost Centres may have a
single or multiple Funding Streams attached to them. As Cost Centres are associated with

transactions, the budget allocation, actual, commitment and accrual fields for the Cost Centre is
updated (exclusive of GST). Further information can be obtained on the figures reported on this
screen by drilling down on the appropriate spy glass.

Cost Centres

21x]

-
Cade ]

Description |

%

’_r General 1||rFumiimj|Stn\:ams}

Eudget Allocation I:I Q
Actual I:I Q
Commitment I:I q
Receipts in Advance (Accruals) I:I Q
Creditors I:l Q
Prepayments I:I Q
Debtors I:l Q

%

~

g Note records may be edited in full prior to transaction types
being assigned to them, at which point only the description
may be adjusted.

Controls
<] Previous record
[> Next record

#% Find record

[#] Mew record

Window
E_ Close windosw

P Help

Creating a Cost Centre

Click Records.
Click Cost Centres.
Click New Record.

- ( General wrFunding Streamsj

Enter a code for the Cost Centre and <Tab>.
Enter a description for the Cost Centre <Tab>.
Click the Funding Streams tab. The following is displayed:

Code Description

1159
L

-

e Click the Add icon. A window displaying Funding Streams previously set up is displayed:
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Funding Stream Selection

i Code Description 1
F5 1 Funding Stream 1 s
F5 2 Funding Stream 2
F& 3 Funding Stream 3

Select I Close

e Highlight one or more Funding Streams to add. CTRL + click can also be used, similar to the
following example:

Code Description
Fs 1 Funding Stream 1

FS 2 Funding Streom 2

Funding Stream =

e Click Select. The Funding Streams are added to the list.
e Click OK to save.

Note: Funding Streams need to be created before the Cost Centres can be linked to them.
See Section 5.7.1 ‘Funding Streams’ for details.

Editing a Cost Centre

Click Records.

Click Cost Centres.

Find the Cost Centre to be edited.
Click Edit Record.

Make any required changes.
Click OK to save.

Note: If the Cost Centre has not been associated with any transactions then the name,
description and Funding Stream can be edited. If the Cost Centre has associated
transactions then only the description and the Funding Stream can be edited.
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Deleting a Cost Centre

Click Records.

Click Cost Centres.

Find the Cost Centre to be deleted.
Click Delete Record.

If there are no transactions associated with this Cost Centre the following message is displayed.

Delete this Cost Centre 7 Mo |

e Click Yes

If the Cost Centre does have associated transactions then the following message is received.

Thiz Cost Centre record cannot be deleted until the end
of the year az it has been uzed!

Reporting on Cost Centres
Information may be obtained by drilling down on the spy glasses shown on the Cost Centres
screen.

To print the Cost Centre Analysis Report for a single Cost Centre:

e Locate the required cost centre using the Next, Previous or Find controls.
e Click on the spyglass Q next to the ‘Actual’ field to display the following window:

Report Selection
@ Please select a report to print.

(" Print transactions Tist
& Print Cost Centre Analysis:

Select the ‘Print Cost Centre Analysis’ radio option
Click the Print button
Select the required report destination

To include Transactions for the current Period only, click ‘Yes’ to the message shown below.
Clicking ‘No’ will include all transactions.

Frinit the tranzactions for thiz period anlp ?

e To display Transaction Descriptions on the report, click ‘Yes’ to the message shown below.
Clicking ‘No’ will display the Analysis Code and Reference in place of the description.
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Shaow Tranzaction Dezcriptions on Report ?

The report will include a single Cost Centre, which may have multiple Funding Streams. For each
Funding Stream, ‘Cash Transactions Detail’, ‘Accrual Transactions Detail’ and ‘Outstanding Orders
Detail (Committed)’ sections are printed.

Where transactions have been posted against the Cost Centre but no Funding Stream has been
specified, an additional ‘NONE — Non-specified’ Funding Stream section will be included.

As Funding Streams can be associated with many Cost Centres, the totals shown on the report
below will represent the transaction posted against the specific Cost Centre/Funding Stream
combination.

The following is an example of the Cost Centre Analysis Report:

RM Finance Fin_713 Page 1
Cost Centre Analysis Report Printed at 11:13 on Thursday 26th January 2006 - Peried 12

Data for
Cost Centre Description Allocated Spent Committed Total Difference
COST1 COST1 1000.00 -100.00 200.00 100.00 900.00

Funding Stream Details (Year to Date)

Funding Stream Description Allocated Spent Committed Total Difference
FUND 1 FUND 1 1000.00 -100.00 200.00 100.00 900.00

Cash Transactions Details (Year to Date)

Account Description Date Nett Tax Gross Voucher
1 ABLAA INC 25 JAN 2006 -100.00 0.00 -100.00 8
Expenditure 0.00 0.00 0.00
Income -100.00 0.00 -100.00
Internal Charges 0.00 0.00 0.00
Totals -100.00 0.00 -100.00

Accrual Transactions Details (Year to Date)
Account Description Date Nett Tax Gross Voucher

Totals 0.00 0.00 0.00

Outstanding Orders Detail (Committed)

Account Analysis Code Desc Ordered Rec'd Paid Nett To Pay Order No.
S1 ANAL 1 HHFHFHGF Express Order Line 200.00 200.00 1
Totals 200.00 200.00
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5.8 Income Sources and Suppliers

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

Note: Department of Education schools should create two income sources, one with a code
of INCO0O01, the other ATOI. All income should then be allocated to INC0O01 unless thereis a
particular reason to do otherwise. If receiving a GST refund from the ATO then the code
ATOI should be used.

5.8.1 Income Sources/Suppliers Records

e Select Records.

e Under the Account Records heading click " tnmeasirees (2undliers...... . The system displays the
Income Sources/Suppliers screen:

Income Sources / Suppliers

21

-
Short Name

Sort Key
\

]
L]

£ Income Source
¢ Supplier

Full Name
Address

Controls

<] Previous record
[ Mext record
@ Find record

[#] Mew record

Post Code l:l Defaults
Phone Fa |
Contact
AEN
Reference | |
Alter native l:l Q
Payee
A YWindow
(" O Cloze window
T fowver Tlover
o L @ e [ 1Q 2 hel
.
Short Name

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

Sort Key

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

General Tab and EFT Tab

The introduction of Electronic Funds Transfer functionality (See Section 17 ‘ Electronic Funds
Transfer’) to RM Finance has necessitated the introduction of these two tabs. By default each
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supplier’s general tab displays the information outlined under the headings below. However, if the
user elects to make use of the EFT/BPAY functionality for the particular supplier, the EFT tab is
used to record this information. If the EFT/BPAY functionality is not used for a supplier, the only
EFT information that needs to be recorded is Payment Method (Cheque) and Remittance Method
(which can be set to ‘None’).

For detailed information on Suppliers and EFT/BPAY see Section 17
Electronic Funds Transfer’.

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

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

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

ABN

The ABN field is used to store the Australian Business Number of the supplier. If the supplier
has not supplied an ABN or it has not been entered in the ABN field the user is prompted to
take out withholding tax when making a payment. From 1 July 2007 there is a legal
requirement to have withholding tax withheld from payments over $82.50 (inc GST) if the
supplier has not supplied the school with an ABN.

Note: WA Department of Education schools have been advised to refrain from dealing with
suppliers that do not advise the school of their ABN.

Reference

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

Alternative Payee

This facility is designed to handle the situation where the supplier wishes the school to pay another
organisation, which is collecting payments on its behalf. If the supplier has an Alternative Payee,
then the Alternative Payee must be linked to the supplier in this screen. This is further explained in
the following section.
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Turnover PTD and YTD
As transactions are entered against each account the system keeps track of the turnover for both
the current period and the year to date. These fields cannot be edited.

T/fower T/owver
e R o

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

5.8.2 Setting Income Source/Supplier Defaults

Setting the system defaults allows the school to define the defaults that are used when adding new
records. The type of account, either income source or supplier, and the sort key can be set as
defaults.

Note: The defaults only apply to those new records set up following the creation of the
defaults and they can be over typed during record set up. These defaults can also be
changed prior to setting up further records.

e Click the Defaults button. The system displays the Account Defaults screen:

Account Defaults

TYPE ... SORT KEY ..

@& {ncome Source;

= Supplier

Cancel | 0K I

e Specify the type as Income Source or Supplier.
e Enter a Sort Key if required.
e Click OK.

5.8.3 Creating New Income Sources

Click Records.

Click Income Sources / Suppliers.

Click New record.

Check that the Income Source radio button has been selected.
Move from field to field using <Tab> entering the appropriate details.
Click OK.

5.8.4 Creating New Suppliers

Click Records.

Click Income Sources / Suppliers.

Click New record.

Check that the Supplier radio button has been selected.

Move from field to field using <Tab> entering the appropriate details.
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e Click OK.
The following is an example of supplier information:

Income Sources / Suppliers

21|

~

Shart MName HMICOo01
Sortkey [ |
\
| General Y EFT/BPAY 1
Full Name |M-ichae'|'s Muszic Machine
Address 18 Mulroney Drive —
FaLCOM RISE W & 6296
.
Phone o555 4220 | Fax  [o555 432
Contact
HEM 12 222 222 222
Reference |
Alternative I:I
Payes Q
h
-
A I X1 o R
o L 2@ Q
\

Controls

4 Previous record
[ Mext record
@ Find record

EI New record

Q Edit record

@' Celete recard
Defaults

@ Labels

Window

[ Close window

P Help

e On the General tab check that a fax number has been entered; this is a mandatory field if
using EFT functionality.

e Click the EFT/BPAY tab. The following is displayed:

{ General | EFT7EPAY |
.

B3E Mo

dcaunt No

Ernail

Bank Account Name

|
-]

EPay EBiller Code

Payment Methods

Remittance Method

W™ Cheque " Email
[T BPay 0 Print
I EFT = Mone

-

Enter the Bank Account name.
Enter the BSB for this account.
Enter the Account number.

Enter the BPay Biller Code if BPAY is to be used, maximum of 7 digits.

Enter the supplier's Email address.
Select the correct Payment Method.
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Note: If Cheque is selected then the Address field must contain information. If EFT is
selected then the following fields must contain data: Bank Account Name, BSB Number and
Account Number. If BPAY has been selected the BPAY Biller Code Must be entered.

e Select the Remittance Method.

Note: If email is selected an appropriate email address must be entered for the supplier. If

Print is selected the Address field must contain data.

The following is an example of possible information to enter:

Income Sources f Suppliers

[ Short Name = Income Source Controls

Sart Key I:I {* Supplier
"

I General I EFT/BPAY 1

Bank Account Name |T“1i0hae1's Music Machine

BSB Mo EE

decount Mo 599999999

EPay Eiller Code l:l

Email michael@rnmm.con.au

Payment Methods Remittance Method v oK

= i

B ¢ X o
L [ EFT = Mone wind il
i [ Close window

o [ ww g g Q P hen

h

Suppliers can also be entered and edited on the fly.

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

5.9 Alternative Payees

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

5.9.1 Creating an Alternative Payee
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Select Records.

Under the Account Records heading, select | MéltestivePawess — The following is displayed:

alternative Payee

21X

~

Short Name

|
I

Sort Key

%
’_r General Y EFT/BPAY 1

Full Name |

Aiddress —

Postcode

L]

Phone

HEN

|

Contact | |
|
|

Reference

Controls

4 Previous record
[ Mext record
@& Find record

[#] Mew record

Window
E_ Close window

P Help

Select New record.
Enter the details of the Alternative Payee.

If EFT/BPAY functionality is to be used with this Alternative Payee add this information by
first clicking on the EFT/BPAY tab. It is necessary to select at least one Payment Method.
For detailed information on this functionality see Section 17 ‘ Electronic Funds Transfer’.

Select OK. The following is displayed:

2]

[ ]
Alternative Payee
p
Short Mame HBCOOT

\
’_r General

Full Name

Aiddress

Postzode
P hane
Contact
AEM

Reference

| EFrspray |

[ 4BE Debt Collestors

882 Ramsay Street
S AN HILLE ' 4 &394

L]

5244 7777

Fax

D244 FTO0

| [raniel Harmetrsley

29 545 949 949

Controls

| FPrévious record:
[> Next record
M Find record

[EI Hew recard

f Edit recard

'@' Delete recard
3 Suppliers

Transactions

Window
T Close window

P Help

5.9.2 Linking an Alternative Payee to a Supplier
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Select Records.

Select Income Sources & Suppliers.
Select Find record to locate the Supplier record.
Select Edit record.
Click in Alternative Payee field and press <Tab>.

Select Alternative Payee from list (or add a new payee by selecting New Payee button).
Select OK.

Income Sources f Suppliers

- ~
Shart Mame = Income Source
Sort Key 9
.
I General Y EFT/BPAY ]
Full Name |wQstern Supply Co
Address 999 East Strest
EAST PERTH %4 6006
Phore | | Fax |
Contact
AHEM ‘99 999 990 993
Reference | |
Alternative Q ABC Debt Collect
Panse ebt Collectors
.
-~
o o
PTD Q ¥TD Q

Controls

T

X Cancel
YWindow

A Cloze window

@ Help

5.9.3 Using an Alternative Payee

Select Transactions.
Select Expenditure.

Enter Batch Number and payment details as per normal.
Click Alternative Payee check box.
Select OK. The Alternative can be seen in the following:

Expenditure

Expenditure

-~ =

Supplier Hestern Supply Co
[rate F‘eriodD
—
ber N [V Ereate Ehsaiie Batoh Ref[12 |
ebt Collectors
enditure 1ine :
Analysis [DS000 |Engtish | T Asset
Detail |Eng| ish Supplies |
Budget  [DSO0S [Engtizh |Bat.|  zravrav |
Line Total | 100.00| 0/M [209 | imvoice ho [sUPODT |
Taxcode [ 1] 10005 Tax| .04
All Expenditure Lines
Fiatail 4 hatt & Taw T 1ine Tatal

CiviCa
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Options
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X Cancel
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5.9.4 Alternative Payee Reports

This report shows all the transactions that used the alternative payee. Both the supplier with whom
the procurement was taken out and the alternative payee are shown for each transaction.

Select [Reparting:

Select the Transactions tab.

Select Alternative Payee Transactions.
Select the required report options.

Click Print.

A sample report is illustrated below:

EM Finance - West Coast District High School Page 1
All Transactions Report printed on 29 JARN 2003 at 0915 - Period 1
Data for 2008
Selected Tranzactions: &All Transactions Report
Posting Detail Type Date Hett Tax Total Voucher
WESOO3 Western Supply Co
ABCO0 ABC Debt Collectors
L5000 English
Ds005 English
Chegue Account
Invaice hlumber SUPOO
Oriler Mumber nia
Uzer Order Mumber 99
Batch Ret 12
English Supplies
Ref 123456 SCHAD ESP 258 JAR 2008 90.91 9.08 1 100.00 73
Tatal for Supplier  WESOO3 0.9 Q.09 100.00
Total for &t Payee  ABCOO1 0.1 9.09 100.00

Note: If the Short Report Format is selected Alternative Payee details are not included.

5.9.5 Alternative Payee’s Linked Suppliers

This report lists the alternative payees and shows the suppliers that are linked to each alternative
payee.

Select Records.

Select Alternative Payees.

Find the Alternative Payee record to report on.
Click 8 Sustters

Select the report destination.

Click OK.

A sample of the report is illustrated below:
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RM Finance - West Coast District High School Page 1
Repoart printed Tuesday, 29 January 2005 @ 9:19 Ak - Period 1 (8.3 %)

Alternative Payee:  ABCO0M ABC Deht Collectars

Selected Transactions:

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
WESQOS DE000 DE00s 123456 SCHaD ESP 29 JAM 2003 20.91 9.09 100,00 73

5.9.6 Alternative Payee’s Transaction Report
This report lists all the transactions against a selected Alternative Payee.

e Select Records.
e Select Alternative Payees.
e Find the Alternative Payee record to report on.

° CIle = Iransactions
e Select either period transactions (Print PTD button) or year transactions (Print YTD button).

Please respond

‘would you like to print the report with Period-to- Date or
Year-to- Date figures?

Print ¥TD Cancel

e Select the report destination.
A sample of the report is illustrated below:

RM Finance - West Coast District High School Page 1
Report printed Monday, 14 January 2008 @ 326 PM - Period 1 (5.3 %)

Akernstive Payee:  ABCO01 ABC Debt Collectors

Selected Transactions:

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
WESOODS Da000 DE00s 123456 SCHaD ESP 29 Jan 2008 90.91 9.09 100.00 73

5.10Tax Table

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

5.10.1 Tax Table Screen

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

ﬂTanTabIe @
’_( Qutputs -T Inputs Y Tax Return 1 . Controls
Print
; & Edit
110,008 216091 216,00 20173.24  54145.67
2 10.00% 0.00 0.00 0.00 0.00
3 0.00% 0.00 0.00 0.00 .00
4 0,008 6668, 46 0.00  41257.34 0.00
5 10,00% 0.00 0.00 0.00 0.00
6 46,508 0.00 0.00 0.00 0.00
746,508 0.00 0.00 0.00 0.00
§ 0.00% 60660 0.00  24958.85 0.00 .
YWindoy
A Close Window
| n.o0fs  4283.50 0.00 &75028.7 0.00
? Help
Code Description Rate (%)
0 GST free supplies or acquisitions 0.00
1 Taxed supplies or acquisitions 10.00
2 Capital Acquisitions which include GST 10.00
3 Capital Acquisitions with no GST included in the price 0.00
4 Input taxed supplies or acquisitions 0.00
5 Adjustments 10.00
7 Withholding Tax 46.50
8 Outside scope 0.00

Note: Tax Code 6 is redundant. Use Tax Code 7 for suppliers with no ABN.

It is very important that the Tax code is correctly chosen when processing transactions as the Tax
code is directly linked to the BAS report required by the ATO. See ‘Appendix A — Tax Codes for
WA Department of Education’ for more information.

Nett Month shows the Nett amount of all transactions that have been processed using that code
for the current month. Tax Month is the total amount of all Tax charged for that Tax code for the
current month. These figures are cleared and added to the YTD figures during end of month
processing. Nett YTD is the same as Nett Month but a total for the year to date. Tax YTD is the
same as Tax Month but a total for the year to date.

5.10.2 Inputs/Outputs

The Tax table automatically opens in Output view showing a summary of all income/sales
transactions received by the school. Clicking on the Inputs tab allows the user to view a summary
of all expenditure transactions paid by the school.

5.10.3 Tax Return
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e Click the Tax Return tab. The system displays the Tax Return screen:

-~

-

any Tax
\

Tax Reimbursed & Output Tax for the Period 1915818
Tax reclaimed in this period on Purchases and

other inputs 1139.45
Met Tax to be paid to Customs or reclaimed 278,73
by you {Difference between boxes 1 and 2) .
Yalue of outputs ($only) excluding

any Tax 19422.00
Walue of inputs ($ onlyd excluding 11465 .00

5.10.4 Printing the Tax Table Summary

The user is able to print a summary of the Tax Table or a summary of Tax Transactions for each

Tax code.

e Click =™  The following screen is displayed:

Tax Reporting
"REPORT TO PRINT .. | (DESTIMATION ..
= & f* Printer
(" Tax Tranzactions T Screen
Print
.

:(FlC]use @ Help
@

e Click Summary (Tax Table).
e Click either Printer or Screen.
e Click OK.

The following report is produced:

RM Finance - 29 JAM 2008 - Period 1
Tax Analysis
Code Rate MNett FTD Tax PTD Mett QTD Tax ATD
Sales Tax
a 0.00 % 200.00 200.00
1 10,00 % 18181.82 181818 1818182 191818
2 10,00 %
3 0.00 %

Note: The above figure shows a section of the report.

CiviCa
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An alternative is to:
e Click Tax Transactions. The screen will change to include a date range.

Tax Reporking
REPORT TO PRINT .. | [DESTINATION ...
¢ Summary {Tax Table) & Printer
% Tax Tranzactions " Screen
[¥ Detailed Report Print |
\
I —
::Flmose "?)He]p
-]
|

Enter the appropriate dates.
Click OK.

This report is used to produce a list of transactions that will support the figure in the BAS compiled
by the system. The transactions are selected using the same criteria as for the BAS.

RM Finance - West Coast District High School Page 1
Taxtransaction List - Reportprinted at 11:31  onthe 29 .JAN 2005 FPeriod 1
Account Analysis Budget Type Date Mett Tax Total Voucher
WATOO] D1450 D1455 2233 ESP 29.JAN 2008 B0.00 F0.00 40
Total for Tax code 0 6000 £0.00
S0 Dz27a0 D270a 2236 ESP 29.JAN 2008 50.00 5.00 55.00 41
BOO001 D000 D3004a 2337 ESF 29 JAN 2008 a00.00 A0.00 550,00 42
ALMOO1 D2430 Danoa 2338 ESF 29 .JAM 2008 200.00 20.00 220000 43
SUPOO1 D000 D1025 012350 ESP 29.JAN 2008 50.00 5.00 55.00 46
SUPODM Da0o0 Daooa 012350 ESP 29.JAN 2008 2273 2.27 25.00 47
SUFOM Da100 Dat10 012350 ESF 29 JAN 2008 27.27 273 30.00 48
ARYO01 D800 D1615 012348 ESP 29.JAN 2008 200.00 20.00 220000 a0
Boo0o1 Dz000 D300a 2237 ESC 29.JAN 2008 -40.00 -4.00 -44.00 61
ALMOD1 D2430 Da0oa 2238 ESC 29 JAN 2008 -200.00 -20.00 -220.00 64
ALMOD1 D3000 D3004a 2238 ESP 29.JAN 2008 200.00 20.00 220000 B5
S0 Dz27a0 D270a 2236 ESC 29.JAN 2008 -50.00 -5.00 -55.00 66
ALMOD1 D000 D3004a 2238 ESC 29 JAN 2008 -20.00 -2.00 -22.00 69
Total for Tax code 1 940.00 44.00 1034.00

Note: This is a summary of Tax Transactions and is not the report required by the ATO. It is
a useful report to check transactions have the correct Tax code applied. A similar report
can also be accessed in the Australian Reporting Module under GST Transactions. Refer to
Section 10.2 ‘GST Transactions Report’ for more information.

5.10.5 Editing Tax Code Rates

Allows the user to edit the rate only for each code. The other columns Nett Month, Tax Month,
Nett YTD and Tax YTD are system-generated figures and can only be viewed.
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Note: Editing the tax rate for the codes is not recommended unless acting on advice from

the WA Department of Education or the ATO.

5.11Supplies Catalogue

Note: This Function is not used in DOEWA schools

The Supplies Catalogue is used in conjunction with Purchase Order Processing to enable details of
goods and services regularly ordered by the school to be set up in a “catalogue” to save repeated
entry of details, and help eliminate mistakes. It is also possible to have catalogues issued by
suppliers on disk to be loaded into the system. Please contact RM Asia-Pacific for further details.

5.11.1 Viewing the Supplies Catalogue

e Click Records.

e Click | | Supplies Cataloque

The system displays the Supplies Catalogue screen.

Supplies Catalogue

2 x|

Code

Controls
<] Previous record

[ Mext record

Description
Price per Unit
Unit

Tax Code
Supplier

Sort Key

M Find record

EI New record

0.000

[ 1
R
[ ]
L |

5.11.2 Entering a New Catalogue Item

CiviCa

Click New record button.

Enter a code for this item (this is the number or letters used to identify items).
Press <Tab>.
Enter a full description of the item then press <Tab>.
Enter a price per unit then press <Tab>.

Enter a unit (each, gross etc.) then press <Tab>.
Enter a Tax code then press <Tab>.

Enter a Supplier to indicate from whom the item is supplied then press <Tab>.

ﬂ Edit record
Print

Import

Window

E_ Close window

D Help
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The Supplier field is linked to the Suppliers file set up within the Income Sources and Suppliers
section (see Section 5.8 ‘Income Sources and Suppliers’ for details).

e Enter a Sort Key (optional) then press <Tab>.

The Sort Key offers a means of grouping suppliers together for reporting purposes. Thus the
school may decide to have a Sort Key of ADMIN for all items relating to administration,
COMPUTERS to indicate computer suppliers and so on.

Note: We suggest that, whether intending to use the catalogue facility or not, set up a code
0 for items which are specified individually in the order. This will avoid the need to call up
the whole catalogue each time entering a line of an order for a non-catalogue item. To do
this insert a new item in the catalogue with the code 0 and leave the remaining fields blank.

5.11.3 Printing a Catalogue

e Click the Print button
e Select report destination
e Click OK

5.12Records Reporting

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

%«;’ Reports
L5

1. Click within the Records section or

2. Click "reperting . on the top menu bar and then selecting the tab.

For details of the reports held within this section please refer to Section 9.1 Records Reporting of
this manual.
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6 Transactions

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

e Click _Transactions

The system displays the Transactions menu.

P
% Transactions

%Reports "’:,’J Help
s ("]

Budget
EBudget
Yirements
Income
| ncome
Expenditure
Expenditure
Credit Notes
New Order
Express Order
Amend £ Process
Functions
Adjustments and Corrections |}
Internal Charges
Wiew # Post Batch =3

Payments —3
Accruals
ACCEUals - |

Bank Accounts
Reconciliation
Transfers

Note: If the option to ‘Automatically accrue’ has been selected in System Manager >
Options > Period End, then the accruals section will not be displayed on the above menu.

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

The Virements routine enables amounts to be deducted from the original allocations. These
amounts should then be reallocated to other budget accounts.

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

Purchase Orders (New Order, Express Order and Amend/Process) offer a complete
processing system for items that the school buys from suppliers. Orders can be raised and printed,
and deliveries recorded against these orders. Payments made to suppliers are then entered
against appropriate orders. This part of the system is where commitments are created and
subsequently transferred into actual payments.

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

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

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

This process is particularly useful to ensure that transactions are correct before posting, and to
allow staff to enter transactions onto the system but for the transactions not to be posted into the
accounts until they have been authorised.

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

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

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

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

The Reports section provides a menu of the various transaction reports available.
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6.1 Budgets

RM Finance enables the school to record not only initial budget account allocations, but also all
subsequent additional allocations and movements (Virements). The system will record all such
changes as individual transactions so that they can be seen on individual budget history reports.

6.1.1 Viewing Budget Allocations

e Select Transactions.
e Click [Memet  The system displays the Budget Allocation screen:

Budget Allocation

Budget Allocation | controts
rTupe & Expenditure ¢ Income Options
Budget dccount | | |
Date Period [1_|

Detail | | v ok
¥ Cancel
\ Window
7 ™ .
Current &llacation |:| [ Close window
Mew &llocation if transaction posted D Hal

Click = = . The following window is displayed:

2l x|

[¥ Batch Transactions

¥ Create Cheque

Post to Future Periods

This feature allows the user to post transactions to future periods. It cannot be selected if the
option to Batch Transactions is selected. WA Department of Education schools should not post
transactions to future periods.

Batch Transactions

For Western Australian Department of Education schools, this option is automatically set on and
cannot be turned off unless the system setting is adjusted via System Manager > Options >
Transactions.
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Budget Allocation Fields

Type
Click the correct radio button to reflect either an income or an expenditure budget allocation.
Budget Account

Either enter the school’s budget account code into this field (e.g. D1010, C1002, etc.) or press the
<Tab> key in this field to display the list of codes held on the system.

¥il Select Budget e [ ] 4
-~ -~
Budget Description Heading Controls
Sacondary Uoluntary Cont 8 . [:] Mew Eudget
C1041 $100 Gowerrment Subsidy Grant 10REV I— Bew Budiel
C104z Secondary Assistance Scheme 10REW |-
1051 Charges - Year 11 & 12 10REW
C1053 Charges — Home Ec Consumables 10REV
C1054 Charges — Countrywesk 10REV
C10s7? Charges — Student Activities 10REV
C1058 Charges - Other 10REW
C1060 Charges-Hon Sporting Excursions 10REW
C1061 Charges—Sporting Excursions 10REV
C1069 Yr 9 Canberra Excursion 10REV
C1189 SI0E 10REV
c1z201 Sheaf Magazine 10REW
ci1zoz Student Council 10REV -
C1202 Performing Arts Production 10REY Window
C1z04 School Ball 10REV
C1305 Donations from P & C 10REV
c1310 ASSPA Contributions 10REV
C14035 Fundraising - Taxable 10REY = L]
1410 Ciimdrmmi — i vmmbMan Tawak le hilnl=/= N - m
"

The list can be sorted by budget code, description or heading:

e Click the Description column header. The list is sorted by the description entered for the budget
accounts as in the following:

Eudget Description Heading
0z710 AIED Professional Dewvelopment 20EXF
C1310 ASSPA Contributions 10REW
H3125 Abcriginal Students Program Funds TOTRL
05225 Active Citizenship 20EXP
C3315 Additional Requests - in Adwance 10REW

If a Budget Code does not exist on the system and it needs to be added.

° CIle [II New Budget

e Enter the Budget Account details and continue processing the Budget Allocation.

Mew Budget Details

Description | |

Budget Heading IW—'I

Cancel 0K ‘

The following fields are available:

Date
The date of making the budget allocation. The system will default to today’s date.
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Amount

Enter the amount of the budget allocation as a positive figure. Note that budget allocations can be
reduced or increased by selecting either the expenditure or income radio button at the top of
screen as appropriate. Press the <Tab> key and check the bottom window to ensure that the
allocation is correct.

Reference

Enter a short reference code (e.g. AB2008)

Detail
Enter the details surrounding this allocation (e.g. Annual budget 2008)

Funding Stream

Select a funding stream if appropriate (optional).

Cost Centre

Once a Funding Stream has been chosen, the list of Cost Centres associated with the selected
Funding Stream (as entered in the Records section) is available. The entered budget will then be
applied to the Cost Centre. Note that this item is also optional.

6.1.2 Making a Budget Allocation

Select Transactions.

Click Budget.

Click the correct radio button for either Income or Expenditure.
Enter the batch number in to the Batch Ref field.

Enter the school’s budget account number.

Enter the budget allocation amount.

Enter the reference (e.g. AB2008).

Enter the detail (e.g. Annual Budget 2008).

Select a Funding Stream (if appropriate).

Select a Cost Centre (if appropriate).

Check that the amount allocated is correct in the bottom window

e Click OK.
e Click Yes (to batch the transaction).

6.1.3 Budget Allocation Examples
1. Allocation of expected income of $100,000 to budget code C1001.
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¥ Bud ocation E
Budget Allocation Contral
-~ ~
Type ¢ Expenditure (& |ncame Options
Eudget Account [c1o01 | Secondary Wsluntary Contributions & |
Date Period EI
Amount
Reference Batch Ref.
Detail | Annual Budget Allocation 2008 | \/ Ok
¥ Cancel
h Window
i -
Current Allocation O Close window
Mew &llocation if transaction posted 0_) Help
"

2. Allocation of an expenditure budget of $20,000 to budget account D5110.

Budget Allocation

) Budget Allocation | contrors
Tupe & Expenditure {7 Income Options
Budget Account |DSI 10 | Murngracy |
Date Period I:I
dmount
Reference Batch Ref. I:I
Detail [ Ainnual Budget alloeation 204 | " Ok

# Cancel

\ Window

rCurrent Allocation ] A Close window
Nesw &llocation if transaction posted ? Help

\

6.1.4 Correcting Errors in Budget Allocations

If errors are made when making budget allocations the only way to correct these is by a further
income or expenditure allocation. If the allocations have been batched but not yet posted, edit the
transactions in the batch.

Consider the following examples:

o Anincome budget allocation of $10000 was made to C1051 when it should have been
$12000.

Solution: Post a further income allocation of $2000 to C1051.

o Anincome budget allocation of $5000 was made to C1310 when it should have been
$2000.

Solution: Post an expenditure allocation of $3000 to C1310.

o An expenditure budget allocation of $9000 was made to D6010 when it should have been
$13000.

Solution: Post a further expenditure allocation of $4000 to D6010.

o An expenditure budget allocation of $8000 was made to D5050 when it should have been
$2000.
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Solution: Post an income budget allocation of $6000 to D5050.

Note: Always check the information given at the bottom of the budget allocation screen
before clicking on OK. This allows the user to check that the allocation is correct before
posting.

6.2 Virements

Virements are used for re-allocating budget amounts from one expenditure account to another.

6.2.1 Performing a Budget Virement

e Select Transactions.
e Click |Myirements

The first stage is to select the expenditure budget from which to vire. In the same way as for
budget allocations, the user must enter the amount, reference and description. This money can
now be allocated to one or more budgets. Some examples of virements would be transferring from
one expenditure budget account to another or transferring from unallocated funds to several
expenditure budget accounts.

7 Hip(1 ﬂ
Virement Contiins
- ~
Eudget to ¥ire From  |D2710 Staff Development — Admin
urtrent Al location 20000 . 00
Amourit 300.00 Allocation if Postaed 19500, 00
Reference Wi
Description Re Finance Committee Minutes dd/mmdyy
\
- ~
Eudget to &llocate To
Date 29 4N 2008 Period [ 1|
Amaunt 0.00
Reference
Description |
\ + 0K
i Current ] #location b ¥ Cancsl
Eudget allocation Allocation If Posted
05005 21000.00 S00.00 21500.00 & ]
Window
i} L close window
Allocations 500.00 P Help
.

When tabbing into the second set of entry boxes the user can enter details of one account at a
time. After entering the account details either Press <Tab> or Click .

The details are displayed in the lower window. The cursor will return to the top of the
Budget to Allocate to section of the screen to continue entering further account details if
necessary.

When all data has been entered:

e Click OK. The following is displayed:
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0K to pozt theze virements / allocations 7

e Click Yes.
e Each budget will now have to be profiled. See Section 5.1.6 ‘Profiling’ for further details.

Note: It is a WA Department of Education requirement that virements are recorded on the
appropriate form before they are processed.

Note: The Request for Virement form is automatically sent to the printer and needs to be
signed.

Important:

Virements Should Not Be Performed On C Accounts

6.3 Income
6.3.1 The Income Screen - Single Line Entry

Users have a choice of displaying the income screen in either one of two ways — either single line
entry or multi-line entry. This choice is available from System Manager > Options > Display tab.

¢ Single Line Entry

IMCOME LINE EMTRY...
¢ Multi-Line Entry

Note: The recommended setting for WA Department of Education schools is Multi-Line
Entry. Please refer to Section 6.3.2 ‘The Income Screen — Multi-Line Entry’ for further
information.

Single line entry displays the income screen as shown in the illustration below. This means that
one transaction containing all details can be entered on the screen at a time and then saved.

e Select Transactions.
e Click |-'”°ﬂ . The system displays the single line entry Income screen:

CIVICa RMFinanceManual.docx 11/04/13

6-9 of 383

© 2013 Civica Pty Ltd




F income ﬁl |

Income Controls

(1 Source] | & ootions
Date |29 oan 2008 | Period|1 |

Totdl [ 0.0
| Reference | Bstenmer. | |

Add new Income Tine =2

Analysis |

Dkl ] i
Budget ' |6 | |

Line Totsl | .09 Recaipt Mo, |

Taw code l—!| T 0,00

Bt 0.0 v ook

All Income Lines : o : - % Concal

o Click B to display the following:

Options

[¥ Batch Transactions

-

Post to Future Periods

Note: This Function is not used in DOEWA schools

If this option is selected, posting to a period in advance of the current one is allowed. This option
cannot be selected if the Batch Transactions option is turned on.

Batch Transactions

If this option is selected the transactions are held in a batch and not posted directly into the
accounts. This box is automatically checked on for WA schools due to the recommended settings
made via System Manager > Options > Transactions.

Income Entry Fields

Income Source

The income source (represented by the first three characters of the name followed by a three-digit
code). Press <Tab> in this field to see the list of income sources. New accounts can be created
from this screen by clicking on the New Account button.
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Note: Western Australian Department of Education schools will use INC0OO01 for all income
except refunds from the ATO.

Total
The total amount of the income transaction.

Date
The processing date of the transaction. The system will default to today’s date.

Analysis

This field is initially greyed out. The user must first enter a Budget Code into this field; by doing so
the default Analysis Code is then displayed in this field as set up when the Budget information was
entered (i.e. a default Analysis Code entered). Pressing <Tab> out of the Budget Code field then
makes the Analysis Code field editable. The analysis code from the Chart of Accounts (e.g. C1000
for a Contributions income item).

Reference

A short code to match this receipt to its banking. For example, secondary schools could use a Z
tape number from the cash register. Primary schools could use the last receipt number in the group
of receipts banked or the posting summary reference. If this is an item that has appeared on the
bank statement a reference to the bank statement number could be used.

Note: It is important to use a reference such as the posting summary reference that relates
to the total banked. Otherwise the receipts will not be grouped for easy reconciliation.
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Batch Ref.
The number for this batch.

Detail
A short description of the nature of the income.

Nett
The system will automatically fill this field calculating the value entered in the Total field above less
any tax.

Tax Code

Enter the appropriate Tax code (see Appendix A for further information) for the transaction. The
Tax field will automatically be calculated depending on the Tax code chosen and the Total
entered.

Budget
The school’'s budget code (e.g. C1001) for the income item.

Funding Stream

Note: This Function is not used in DOEWA schools

Choose a Funding Stream if appropriate (optional).

Cost Centre

Note: This Function is not used in DOEWA schools

If a Funding Stream has been chosen, the list of Cost Centres associated with the selected
Funding Stream is available for selection. This will have the effect of updating the income figures
for the chosen Cost Centre with this transaction. This item is also optional.

6.3.2 The Income Screen — Multi-Line Entry
The Multi-Line option for entering income is selected via System Manager > Options > Display tab.

" Single Line Entry

IMCOME LINE ENTRY ...
{ Multi-Line Entry

Note: This is the recommended setting for WA Department of Education schools.

e Select Transactions.
o Click | Mimme . The system displays the multi-line entry Income screen:
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Income

|nCOIT|e Controls
(nc Source|:| ) Options
Reference| | BawhRet. ||
-
Add new Income Tine 2
Analysis | | |
Detail | |
Budget | | |Ba1.| |
Taxeode | | % | Tax 0.00
Voo
#11 Income Lines
[ 1
Detail $ Hett $ Tax $ Line Total % et
[+]|| | window
i [ Close window
Totals 0.oo 0.oo 0.00 ? Help
.

Please refer to the preceding section for general information about the fields displayed on this
screen. This section will outline the differences applicable to multi-line entry.

Multi-line entry is useful where it is necessary to break one receipt amount into portions, where
each portion may need to be allocated to a different budget code.

The top section of the screen will enable the user to enter a ‘header’ record for the transaction. The
header record will contain the following fields: Income Source, Date, Total, Reference and Batch
Reference. This information needs to be entered once for the overall amount.

In: Source|

pate |29 o 2008 | Peried |
Total [ 0.00
Reference | | estehper. |

The middle section of the screen enables the total receipt amount to be split into multiple smaller
amounts which can each be assigned to different budget codes. Note that the total of the smaller
amounts must equal the overall total entered in the header record. This section of the screen can
be completed several times until the overall total is reached.

Addl i IRcome 1ine =]
Analysis | [ ]

Detal

Budpet ] | Bat |

Line Total .00 Recwipt Mo

T code = Tax| [

Heit 0.00]

There are two additional fields present on this screen, which do not appear on the single line entry
window.

Line Total

This represents the individual amount for this line. The sum of the line totals must match the overall
total entered in the header section of this window.
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Receipt number

This field can be up to 15 characters in length. It represents the individual receipt number for this
line. It is not used for grouping in the reconciliation screen. Whilst multiple lines are being added
using the ‘Add new income line section’, this field will not be cleared. The value first entered by the
user is retained for each of the multiple lines. This facilitates easy editing of the receipt number
rather than re-entering the full number each time. This field is cleared when the OK button is
clicked and the entire transaction is saved.

The lower section of the Income multi-line window will list all multiple lines associated with this
transaction, enabling the middle section to be cleared ready for each new entry.

A1l Income Lines
Detail $ Mett § Tax % Line Total

=
o

Totalz 0.00 0.0o n.oo

Additional Icons Available on the Multi-Line window

@ Clear button
This will clear any data from the ‘Add new income line’ section and place the cursor in the Analysis
code field. It will not clear the header information.

£ Add button

Once the ‘Add new income line’ section has been completed, clicking on this button will move the
transaction to the lower ‘All Income Lines’ section. (Alternatively, the <Tab> key can be used to
achieve this.)

_@| Delete button
This button can be used to delete a line from the ‘All Income Lines’ section.

2| Edit button

Lines which have been added to the ‘All Income Lines’ section may be edited by clicking on them.
In this case the Add button is replaced by the Edit button and the line to be edited is re-displayed in
the ‘Add new income line’ section.

Note that the Income Multi-Line entry screen can also be used for entering single lines.
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6.3.3 Entering a Batch of Receipts (Multi-Line entry)

e Select Transactions.
e Click Income.

Entering the header information

e Enter the Income Source and <Tab>.

e Enter the date (or accept the default) and <Tab>.
e Enter the total amount and <Tab>.
[ ]

Enter the reference (Be careful — this reference is used for grouping on the reconciliation

screen) and <Tab>.
e Enter the batch number in the Batch Ref field and <Tab>.

Entering the Line details

e Enter the Analysis Code and <Tab> or press <Tab> wait until the field is populated with the

default code (if the default option is set).
Enter the Detail and <Tab>.
Enter the Budget Code and <Tab>.

Enter the tax code and <Tab>.

Select a Funding Stream (if appropriate) and <Tab>.
Select a Cost Centre (if appropriate) and <Tab>.

alternatively use the Add button).

Enter the Line total (this is the individual total for this portion of the transaction) and <Tab>.

Enter a receipt number (this can be the actual receipt number for this entry) and <Tab>.

Press <Tab> to move the transaction to the lower window and the Line details are cleared (or

Repeat entering the line details as described above until each line has been entered.

When all lines have been entered and are displayed in the lower window, check that the Total at

the bottom of the window matches the Total entered in the header.

All Income Lines

[etail £ Hemt £ Tax § Line Total
PEC Contr bt | oo 20, 00 () 20,00 & | ==l
Secorddary Usl Contribulicng 200, O 0,0 200 . 0D ~‘1
Lacat icm S imaming 440, 00 0.0 44000
Zale of Fixed Assels W00 .91 . o9 10000 . OOy El
Hal | Hire SO0, Ol B0, Ol 560,00 <
Fmia af Tmokmastim  nne Fan e seaan re

Totals 1964082 1918.138 21760000

T

Check this figure matches the header total

e Click OK.

Select Fund.

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

Cash Management 95765432

Ihwestment Ao 43230872

e Select the correct school bank account.

CiviCa

RMFinanceManual.docx 11/04/13
6-15 of 383

© 2013 Civica Pty Ltd



e Click OK.

OF. to BATCH Income hansaction 7

e Click Yes.
e Enter the income details for each remaining receipt as described above.

When all receipts have been entered:
e Print a Batched Transactions Report showing income (Transactions > Reports).

e Check that the individual entries are correct, especially the tax codes.

e Check that the total at the bottom of the report matches the total obtained from the adding
machine tape or Z tape.

e File this report for record purposes.

Go to View/Post Batch.
Display the relevant batch.
Click & to display the total at the bottom of the screen.
If no corrections are required click Update.
Click Yes. The batch is posted.

Example of Multi-Line Income

$21 760 has been received. This has come through on the bank statement and needs to be

entered against three different budget accounts as follows:

$10,440 C3000 Bookshop - books
$660 C1700 Hall hire
$10,000 C1900 Sale of Assets
$440 N31001 Vac Swim
$200 C1000 Secondary Vols — C
Smith
$20 N30001 P&C Contribs — C Smith

The illustration below shows how this has been entered:

. - —
Income e
Income Contrals
Inc Source 1HCOO01 Income B Options
Date (29 an zoos | Period|
Tatsl | 2176000
Reference | 1235 | BatchRef. |5
Add mew Income line =2 |
Aralysis |
Detail
= . R L
Budget | Bal. |
Lire Total Receipt Mo, | 1235
Tax code 'E: Tax 0,00
Nt v 0k
All Income Lines »”
Carcel
Detail § Hett § Tan § Line Tatsl
PEC Contrbulion 20.00 0.00 20.00 a |
Secordary Uel Corbribulions 200, 00 0.0 200,00 L&} Window
Upcot i cn Swissing 440,00 0.00 440,00
Zole of Fixed Assels w060 .91 w0a . 09 10000 . 00
Hal | Hire 500, 00 80,00 mm;lg 0 close windew
Fata ok Tak = PPl i
Totals 1984182 191808 21760.00 ? el
- [ =
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Note: It is a Department of Education requirement that batched transactions are recorded
on the appropriate form before they are processed.

Income entries, as with all transactions in RM Finance, cannot be changed once posted.
This is a deliberate feature, and is part of any true accounting system, to prevent fraud. If a
mistake was made this transaction should be reversed and re-entered with the correct
amount or process a correction transaction. Refer to Section 6.9.3 ‘Income Reversals’ for
more information.

Each of these transactions is given a voucher number and will show on every printed
transaction list as part of the system’s audit trail.
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6.4 Expenditure

There are several sections under the title of expenditure. Expenditure and Credit Notes are to be
used under circumstances in which a detailed copy of the purchase order is not required within the
computer system. This might happen, for example, if the school decides to continue to use paper
order forms and simply enter the totals of the orders into the computer system. It can also be used
for posting expenditure in cases where no order is raised (e.g. electricity, telephone, etc).

However, if the system is to analyse individual lines of orders under expenditure and budget codes
and keep track of their status, including part deliveries and part payments etc., the purchase orders
sections (New Orders, Express Orders and Amend/Process) should be used instead. Using
purchase orders will also enable the school to keep track of commitments, since it is from purchase
orders that the system records transactions as commitments. The system will increase the record
of turnover with suppliers and increase the analysis of expenditure on analysis and budget records
once payment has been processed.

Users have a choice of displaying the expenditure screen in either one of two ways — either single
line entry or multi-line entry. This choice is available from System Manager > Options > Display
tab.

(= Single Line Entry

EXPEMDITURE LIME EMTRY...
= Fulti-Line Entry

Note: The recommended setting for WA Department of Education schools is Multi-Line
Entry. Please refer to Section 6.4.2 ‘The Expenditure Screen — Multi-Line Entry’ for further
information.

Single line entry displays the expenditure screen as shown in the illustration below. This means
that one transaction containing all details can be entered on the screen at a time and then saved.

e Select Transactions.
o Click Hemenditure - The following is displayed:

Expenditure Batch Type Sele

Flease Select Batch Type...

O Efieqiie;
£ EFT Batch
" BPAY Batoh

e Select the Expenditure Batch Type.
e Click OK. The system displays the single line entry Expenditure screen.
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6.4.1 The Expenditure Screen - Single-Line Entry

The following is the Expenditure screen for Cheque expenditure batches:

Expenditure

Expenditure

-
Total Perind [1 |

Date  [20 oAt 2003 | InveiceMo. | |

%

~

Analysizs | | |
Reference Batch Ref. |:|
Detail [ |
Mett ¥ Create Cheque

Tax code [] % Tax | o.oo0] 04N | |
Eudget

[T Aaset

[T alternative Payes

-

Controls

Options

v ok

X Cancel
YWindow

O cCloze window

2 Help

The expenditure screen for EFT batches is as illustrated below.

ﬂ Expenditure
Expenditure

-~

Tatal Period El

Date 16 OCT 2008 | |Inwoice No. l:l

)

-~

final ysi I I
—,
QLEFT Rer BatohRef. [ |
Detail |
Tax code [T B Tax | 0.00)  O/N| |
Eudget
[T Azset

[T alternative Payee

L8 s

Controls

Options

v ok

)‘( Cancel
Window

[ Close window

P Help

The expenditure screen for BPAY batches is as illustrated below.
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,ﬂ Expenditure @!
Expenditure Controls

-~ -

"\
-~ -

sl — |
< BPAY Ref | j)aatch Rt [ ]
Detall : —_— |
Tax code [ ] | Tax | o.o0] 0N | Ok
Budget
[T Asset . Cancel

[T Alternative Payee wWindow

E_ Close %window

P Help

e Inthe Expenditure screen click MRE The following is displayed:

(g

W Eatch Transactions

B Create Cheque

Post to Future Periods

Note: This Function is not used in DOEWA schools

If this box is checked it will allow the user to post transactions to a period in advance of the current
period. It cannot be selected if the Batch Transactions option is set. Post to Future Periods option
should not be used by WA Department of Education schools.

Batch Transactions
If this option is selected, the transactions are placed into a batch rather than posted directly into the
accounts. For WA schools this option is automatically turned on.

Create Cheque

Check this box only if the system is to generate cheques. Clear it for handwritten cheques. This
can be set as a default via System Manager > Options > Transactions > Payments Printing.

Expenditure Entry Fields

Supplier
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The organisation from which the goods/services have been purchased. This is represented by the
first three characters of the supplier's name followed by a three-digit code (e.g. TELOO1 could be
Telstra). Press <Tab> in this field to see the list of suppliers. New accounts can be created from
this screen by clicking on the New Account button.

Total
The dollar amount of the expense.

Date
The processing date of the transaction. The system will default to today’s date.

Invoice Number
Supplier’s invoice number.

Analysis

The analysis code from the Department of Education’s Chart of Accounts (e.g. D1000 for an
Administration expenditure item). This is entered by default when the Budget Code is entered, if a
default code has been set up at the time of creating the Budget Code.

Reference

For system-generated cheques, the system will automatically fill this field with the text ‘Ref
Number’. Once cheques have been printed the system will automatically replace this with the
actual cheque number. For handwritten cheques, the cheque number should be entered into this
field. For other items (such as bank fees etc.) a reference to the bank statement could be used.

EFT Ref (EFT transactions only)

When entering EFT expenditure transactions the EFT Ref can be a maximum of 12 characters; this
is particularly relevant for multi-line transactions so that the export file produced includes a
description as individual detail lines are not sufficient.

BPAY Ref (BPAY transactions only)
When entering BPAY expenditure transactions the BPAY reference can be a maximum of 25
characters.

Automatic Increment of Reference Numbers

If Create Cheque is not selected, then the reference field will operate as follows. On entry to the
screen it is blank. It is up to the user to enter the first cheque number for the batch (eg. 123456).
When OK is clicked the transaction is saved and the details cleared from the screen. However, the
reference number field will not be cleared. The number previously entered in this field is
automatically incremented by one (eg. 123457). When the Expenditure screen is closed the field is
cleared.

Batch Ref.
The number for this batch.

Detail
A short description of the nature of the expenditure.

Nett
The system will automatically fill this field with the value entered in the Total field above less any
tax.

Tax fields
Enter the appropriate tax code for the transaction. The Tax field will automatically be calculated
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depending on the tax code chosen and the Total entered.

Budget
The school’'s budget code (e.g. D1010) for the expenditure item.

Asset
Check this box if the item purchased is an asset or a resource and it is to be transferred to Asset
Manager.

Alternative Payee

Check this box if the system is to generate the cheque to an alternative payee (as set up in the
records section) rather than the original supplier. If the supplier has an alternative payee, their
name is displayed on this screen adjacent to the Alternative Payee box.

Funding Stream

Note: This Function is not used in DOEWA schools

A Funding Stream may be selected for this transaction (optional).

Cost Centre

Note: This Function is not used in DOEWA schools

Once a Funding Stream has been selected, the list of Cost Centres linked to that Funding Stream
is available for selection (also optional). This will have the effect of updating the expenditure figures
for the chosen Cost Centre with this transaction.

6.4.2 The Expenditure Screen — Multi-Line Entry

The Multi-Line option for entering expenditure is selected via System Manager > Options > Display
tab.

(= Single Line Entry

EXPENDITURE LINE EMTRY...
{* Multi-Line Entry

Note: This is the recommended setting for WA Department of Education schools.

e Select Transactions.
e Click | Expenditure

The system displays the multi-line entry Expenditure screen:
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¥l Expenditure 2 x|
) Expenditure | contras
Supplier I:l Options
Reference I Create Cheque Batch Ref.l:l
[T alternative Pagee  Mone
.
Add new Expenditure line a
Analysis | | | [T #sset
Detail | |
Budgst | | | Bal. | 0.00 |
Line Tota] | 0.00] O/H | | imiceno[ ]
Tax code Tax .
(T % ™ oo v o
All Expenditure Lines X ST
Dietail $ Mett $ Tax % Line Total 1
= &_Il window
O close window
0 ||,
| Tatals 0.00 .00 0.00 < Help

Please refer to the preceding section for general information about the fields displayed on this
screen. This section will outline the differences applicable to multi-line entry.

Multi-line entry is useful where it is necessary to break one expenditure amount into portions,
where each portion may need to be allocated to a different budget code.

The top section of the screen will enable the user to enter a ‘header’ record for the transaction. The
header record will contain the following fields: Supplier, Date, Total, Reference, Batch Reference
and Alternative Payee check box. This information needs to be entered once for the overall
amount.

Supplier l:l
Date Period
Reference W Create Cheque Batch Ref.l:l

[T Alternative Payee  Mone

The middle section of the screen enables the total expenditure amount to be split into multiple
smaller amounts which can each be assigned to different budget codes. Note that the total of the
smaller amounts must equal the overall total entered in the header record. This section of the
screen can be completed several times until the overall total is reached.

Add new Expenditure line :
Analysis | [ | [ sset
Detail | |
Budget | | | Bat. | p.oo |
Line Total 0.00| 04N | | Invoice N0.|:|
Taxcode [ | % | Tax| 0.00]

There is one additional field present on this screen, which does not appear on the single line entry
window.
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Line Total
This represents the individual amount for this line. The sum of the line totals must match the overall
total entered in the header section of this window.

The lower section of the window will list all multiple lines associated with this transaction, enabling
the middle section to be cleared ready for each new entry.

All Expenditure Lines
Dietail $ Hett $ Tax % Line Total

ml=
8

Totals 0.an 0.o0 0.00

O/N
Enter the Order Number for these transactions.

Additional Icons Available on the Multi-Line window

&  Clear button
This will clear any data from the ‘Add new Expenditure line’ section and place the cursor in the
Analysis code field. It will not clear the header information.

L]l Add button

Once the ‘Add new Expenditure line’ section has been completed, clicking on this button will move
the transaction to the lower ‘All Expenditure Lines’ section. (Alternatively, the <Tab> key can be
used to achieve this.)

@] Delete button
This button can be used to delete a line from the ‘All Expenditure Lines’ section.

2| Edit button

Lines which have been added to the ‘All Expenditure Lines’ section may be edited by clicking on
them. In this case the Add button is replaced by the Edit button and the line to be edited is re-
displayed in the ‘Add new Expenditure line’ section.

Note that the Expenditure Multi-Line entry screen can also be used for single line entry.

6.4.3 Entering a Batch of Invoices — Multi-line Entry

e Select Transactions.
e Click Expenditure.

Enter the header information

e Enter the Supplier and <Tab>.

e Enter the Date (or accept the default) and <Tab>.
e Enter the Total amount and <Tab>.
[ ]

Enter the Reference (cheque number) or click ‘Create Cheque’ for a system generated cheque
or press the space bar to Create Cheque) and <Tab>.
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Tick the Alternative Payee box if required and <Tab>.
Enter the batch number in the Batch Ref field and <Tab>.

Enter the Line details

Enter the Detail and <Tab>.

Enter the Budget Code and <Tab>. The default Analysis Code, as set up when the Budget
Account was set up, will now populate the Analysis Code field.

Enter the Line total (this is the individual total for this portion of the transaction) and <Tab>.
Enter the Tax code and <Tab>.

Tick the asset box if this item represents an asset to be transferred to the Asset Manager
software and <Tab>.

Enter an Invoice number and <Tab>.
Select a Funding Stream (if appropriate) and <Tab>.
Select a Cost Centre (if appropriate) and <Tab>.

Press <Tab> to move the transaction to the lower window and the Line details are cleared (or
alternatively use the Add button) and <Tab>.

Repeat entering the line details as described above until each line has been entered.

When all lines have been entered and are displayed in the lower window, check that the Total at
the bottom of the window matches the Total entered in the header.

| AN Expenditure Lines 7 fanen

Detwil £ Nett § Tax % Liims Total

Maths Mide 27.27 2.7 0,00 J Window

Stat|onery 22.73 2.27 25.00 +

Filas and Folders 30,00 5.00 33,00 - O o window
S,

Totals 100.00 10.00 1000 ? Help

*

Check this figure matches the header total

Click OK.

Select the correct school bank account.

Click OK.

Click Yes.

Enter the expenditure details for each remaining invoice as described above.

When all invoices have been entered:

Print a Batched Transactions Report showing expenditure (Transactions/Reports).
Check that the individual entries are correct, especially the tax codes.

Check that the total at the bottom of the report is correct and matches the adding machine tape
total.

File this report for record purposes.

Go to View/Post Batch.

Display the relevant batch.

Click to select all transactions for updating and to display the total at the bottom of the
screen.

If no corrections are required click Update. The batch is posted.

Multi-Line Expenditure Example
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An invoice for $385 has been received from a stationery supplier. The items appearing on this
invoice need to be allocated to three different budget codes as follows:

D5110 Mathematics $30.00
D5310 Science $25.00
D5005 English $55.00

The illustration below shows how this has been entered:

Expenditure

) Expenditure contril B
Supplier Supply Hest Options
Date PeriodEl
Reference ¥ Create Cheque Batch Ref.

.I- Alternative Payee  None

Add new Expenditure line :

#nalysis | [ | [T Azt
Detail | |
Budget | [ | Bal.| 0.0 |
Line Tatal | 0.00] 07N | | imwoicemo | ]

Tax code [ | % | Tax| o.00] s

A1l Expenditure Lines x Laruel
Detail ¥ Mett ¥ Tax ¥ Ling Total .
Maths Aids 27.27 273 30.00 @ Window
Stationary 22.73 2.27 25.00
Files and Folders 50,00 5.00 55.00 E_ Close window
icl
Totals 100.00 10.00 110.00 ? (itEllD

Note: It is a Department of Education requirement that batched transactions are recorded
on the appropriate form before they are processed.

Expenditure entries, as with all transactions in RM Finance, cannot be changed once
posted. This is a deliberate feature, part of any true accounting system, to prevent fraud. If a
mistake is made the transaction should be reversed and re-entered with the correct amount

or process a correction transaction. Refer to Section 6.9.5 ‘Expenditure Reversals’ for more
information.

Each of these transactions is given a voucher number and will show on every printed
transaction list as part of the system’s audit trail.

If printing cheques from the system, the next step is to print the payments. See Section 6.12
‘Payments (Cheque Printing)’ for further details.

6.4.4 Processing Invoices for Suppliers with No ABN

It is highly recommended that schools refrain from dealing with suppliers who do not have an
ABN unless they can provide written evidence that their services are classified as a hobby. If the
school deals with a supplier who has not supplied the school with an Australian Business Number
(ABN) and does not fall into the category mentioned above, the school is obliged to deduct 46.5%
of the amount (only if it is over $75.00) from the payment and submit it to the ATO.
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6.4.5 Entering an Invoice for a Supplier with No ABN

Processing payments to suppliers with no ABN are handled in the same way as other expenditure
transactions and can be included in the same batch as suppliers who do have an ABN; there is no
need to process them in a separate batch.

Select Transactions.

Click Expenditure.

If cheques are to be printed by the system check the box next to Create Cheque.
Enter the batch number in the Batch Ref field.

Enter the Supplier and Total.

If the supplier does not have an ABN recorded in the system and the total amount is greater than
$75.00, the following message is displayed:

f "y 1 There iz no ABM far thiz supplier and the payment iz greater than $75.00.
L ¢ 4 PAYG Withholding will be applied, do you wizh to continue?

Ma

e Click Yes (If selecting No, the transaction is aborted.). The following message is displayed:

Ie' Do you wish to apply PAYE Withholding for this supplier?

Mo Yes

e Click Yes to apply the tax, or No if the supplier’s services are considered a hobby and the
school has been provided with written evidence that the transaction can continue as usual.

If ‘Yes’ is selected the tax code defaults to 7 (Withholding Tax). Please refer to ‘Appendix A — Tax
Codes for WA Department of Education’ for further information. This must be done to ensure that
the BAS report is correct.

The following message may then be displayed.

Tax codes have changed for all lines

Note: A tax code of 7 will now apply to each multiple line entered for this supplier.
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ﬂ Expenditure [ |
Expenditure | controis

.
Supplier Build It Furniture Co PAYG withholding Ao

Date Period[1 | will be applied at
Total 46.507%
Reference Ref Mumber | [ £raats Chaqis BatchRef. |
..I_ #lternative Payee  Mone
Add new Expenditure line :
Analysis | | | [ hsset
Detail | |
Budget | | | B | .00 |
Line Total | 0.00] 0N | | rweicemo [ ]
Taxcode |7 46.50% | Tax| 0.00] Vv ok
All Expenditure Lines X Lanzel
Detail $ Mett § Tax $ Line Total
Windoy

T Close window

&
ol

Totals 000 000 000 P el

Enter the expenditure details as described above.
Click OK.

Select the correct school bank account.

Click OK.

Click Yes.

Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information.

If the cheque is printed from the system the following statement is displayed on all suppliers’
remittance advices that have had withholding tax applied:
# PAYG Withholding at 46.50% applied.

6.4.6 Posting PAYG withholding transactions

If a supplier does not have an ABN the school is required to withhold 46.5% of the payment and
remit it to the ATO. The supplier will therefore only be paid 53.5% of the invoice amount. However
the total payment will still be recorded against the appropriate budget.

6.5 Credit Notes

The Credit Notes feature can be used to enter credit notes against accounts. If the credit note is
received in a later period than the invoice, and includes tax, it may need to be processed in a
different way. Refer to Section 15.2 ‘Decreasing Adjustments’ for more information if this situation
arises.

6.5.1 The Credit Note Screen — Single Line Entry

Credit Notes can either be displayed in single line entry or multi-line entry, depending on the option
chosen for expenditure transactions. This option is available from System Manager > Options >
Display tab.
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EXPENDITURE LINE ENTRY ..

@+ Single Line Entry
€ Multi-Line Entry

Single line entry displays the credit note screen as shown below. This means that one transaction
containing all details can be entered on the screen at a time and then saved.

° Select'_l’ransactions.
e Click | B Credit totes

The system displays the single line entry Credit Note screen:

Credit Note

) Credit Note | contrai®
Supplier I:l Options
[T alternative Payes

\

Add new Credit Note Tine p
Anal ysis | | | [ sset
Detail | |
Budgst | | | Eal.| .00 |
Line Total | 0.00] 07N | |credithote o[ ]
Tax code Tax
[ ] % | Tax| o.00 o
All Credit Note Lines ¥ Cancel
Detail $ Mett F Tax $ Line Total
Window
IE3
E_ Close window
E q
| Totals 0.00 0.00 .00 £ Help

o Click B . The following is displayed:

i

[¥ Eatch Transactions

[T Create Cheque

Post to Future Periods

Note: This Function is not used in DOEWA schools

If this box is checked it will allow the user to post transactions to a period in advance of the current
period. It cannot be selected if the Batch Transactions option is set. Post to Future Periods option
should not be used by WA Department of Education schools.

Batch Transactions
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If this option is selected, the transactions are placed into a batch rather than posted directly into the
accounts. For WA schools this option is automatically turned on.

Create Cheque
Check this box only if the user wants the system to reduce the amount on a system generated
cheque to this supplier.

Credit Note Entry Fields

Supplier

The organisation from which the school has received the credit note. This is represented by the
first three characters of the supplier's name followed by a three-digit code (e.g. TELOOL1 could be
Telstra). Press <Tab> in this field to see the list of suppliers. New accounts can be created from
this screen by clicking on the New Account button.

Total
The dollar amount of the credit note.

Date
The processing date of the transaction. The system will default to today’s date.

Credit Note Number
Supplier’s credit note number.

Analysis

The analysis code from the Department of Education’s Chart of Accounts (e.g. D1000 for an
administration expenditure item). The Analysis Code is entered by default when the Budget Code
is entered, if a default Analysis Code has been set up when creating the budget.

Reference

For system-generated cheques, the system will automatically fill this field with the text ‘Ref
Number’. This credit note will then be linked to a system generated cheque to this supplier. For
handwritten cheques, the cheque number should be entered into this field.

Batch Ref.
The number for this batch.

Detail
A short description of the nature of the credit note.

Nett
This will represent the total amount less any tax.

Tax fields
Enter the appropriate tax code for the transaction. The Tax field will automatically be calculated
depending on the tax code chosen and the Total entered. The Nett field will also be updated.

Budget
The school’s budget code (e.g. D1010) for the credit amount.

Asset
WA schools should not check this box unless instructed to do so by the Department of Education.
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Alternative Payee

Check this box for system generated cheques for an alternative payee (as set up in the records
section) rather than the original supplier. If the supplier has an alternative payee, their name is
displayed on this screen adjacent to the Alternative Payee box.

Funding Stream

Note: This Function is not used in DOEWA schools

A Funding Stream may be selected for this transaction (optional).

Cost Centre

Note: This Function is not used in DOEWA schools

Once a Funding Stream has been selected, the list of Cost Centres linked to that Funding Stream
is available for selection (also optional). This will have the effect of updating the expenditure figures
for the chosen Cost Centre with this transaction.

6.5.2 The Credit Note Screen — Multi-Line Entry

The Multi-Line option for entering credit notes is selected via System Manager > System Setup >
Options > Display tab.

EXPEMDITURE LIME ENTRY...

(™ Single Line Entry
% Multi-Line Entry

e Select Transactions.
e Click | Credit totes . The system displays the multi-line Credit Note screen.
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Credit Note

Credit Note -

p .| Controls
Supplier I:l Options
Reference| | [ CreateCheque BatchRer| |
[~ alternative Payes

.

#Add new Credit Note line p
Analysis | | | [T asset
Detail | |
Budget | | | Bat. | poo |
Line Total | 0.00] O/N | |creditbote bo.[ ]
Tax code % | Tax 0.00
(] ™| | .
All Credit Note Lines ¥ Cancel
Detail $ Mett $ Tax $ Line Total
Window
i3
E|_ Cloze window
HE ||,
Tatals 0.00 0.00 000 & Help

This window operates in a similar way to the Multi-Line Expenditure screen. Refer to Section 6.4.2
‘The Expenditure Screen — Multi-Line Entry’ for further information.

6.5.3 Entering a Batch of Credit Notes — Multi-line Entry

e Select Transactions.
e Click Credit Notes.

Entering Header Information

If cheques are to be printed by the system check the box next to Create Cheque and <Tab>.
Enter the relevant supplier code and <Tab>.

Enter the date or accept the default and <Tab>.

Enter the total amount of the credit note and <Tab>.

Select an Alternative Payee if required and <Tab>.

Click in the Batch Ref field and enter the batch number and <Tab>.

Entering Line Details

Enter the Detail and <Tab>.

Enter the Budget Code and <Tab>. The default Analysis Code is entered.

Enter the Line total (this is the individual total for this portion of the transaction) and <Tab>.
Enter the Order Number in the O/N field and <Tab>.

Enter the Tax code and <Tab>.

Enter the Credit note number and <Tab>.

Select a Funding Stream (if appropriate) and <Tab>.

Select a Cost Centre (if appropriate) and <Tab>.

Press <Tab> to move the transaction to the lower window.

Repeat entering the line details as described above until each line has been entered.

When all lines have been entered and displayed in the lower window, check that the Total at the
bottom of the window matches the Total entered in the header.
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e Click OK.

Select Fund.

Please select the fund that you wi11 use for the transaction you have just entered
Cash Management Q2765432

Ihwestment Afc 43259878

e Select the correct school bank account.

e Click OK.
0K ta BATCH Incoene lrarsaction 7 He
e Click Yes.

Enter the credit note details for each remaining credit note as described above.

When all credit notes have been entered update the batch as usual. See Section 6.11 ‘View/Post
Batch’ for more information if required.

Note: It is a Department of Education requirement that batched transactions are recorded
on the appropriate form before they are processed.

6.6 New Orders (Purchase Orders)

Note: This Function is not used in DOEWA schools

This section of the program is designed for use in circumstances in which a detailed copy of the
order is required within the computer system. It will analyse individual lines of orders under
analysis and budget account codes, and keep track of their status, including part deliveries and
part payments.

RM Finance aids in distinguishing between the Goods and Services element of the expenditure
and the tax element (if any). The system will increase the record of turnover with suppliers and
increase analysis of expenditure on analysis and budget records. The orders entered are recorded
in the system as commitments against the appropriate budget accounts.

Orders can be entered either directly into the accounts, or into a batch for future processing. If the
user has been given only batching access, the system will switch automatically to this mode. If the
user has full posting privileges batching can be turned on when appropriate.

6.6.1 New Purchase Order Entry

e Select Transactions.
e Click |Mueworeer  The system displays the Purchase Order Information screen:
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Purchase Order Information

-
Controls
pp B Dpetail -»
-
Description | |
FAQ. [ |
X Cancel
B Batchthiserder Ref. [ |
Window

Entering a New Purchase Order

CiviCa

Enter supplier code then press <Tab>. If the supplier does not have an ABN recorded in the
system, the following message is displayed:

@ Thiz supplier does not have an ABM - do pou wish bo continue with this order 7

Click Yes to continue. Otherwise click No and the Order is aborted.

Amend the date if appropriate then press <Tab>.

Enter an order number if using manual orders then press <Tab>.

Enter a description of the order then press <Tab>.

Enter the name of the person to whom the order should be delivered (FAO — For the Attention
Of).

Click the Batch this Order field if appropriate.

Enter a reference for the batch if batching the order (batch number).

Click the 2= tetel=

button. The system displays the New Purchase Order Detail screen:
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New Purchase Order Controll

rTo AAMT User Order Mo 1
FAQ EATCHED ORDER 0

\

" Add new Order line =
Cata]oguel:l Itemn .
Humber Q Desc
wo [ ] e[| reccom[)

wtes [ ros[  oross s[LIN
Eudget | | |Ba]ance

Analyziz | | | [T szt

my

-

\/ Enter Order
411 Order Lines > Cancel Order

Catalogue No. oty $ Hett $ Tax § Gross
= [1‘|| Window
c

D Hel
Totals .00 000 .00 - fER

e Enter the code from the supplier’s catalogue the school is ordering from (or O if not wanting to
enter a code—this is a mandatory field).
e Press <Tab> if the code is not known and the following screen is displayed.

[l code Filter ed B3
- -
Controls
Cat. Code begins with [ e
Size of List X Cancel
wWindow
-

Enter the code number and supplier information or leave these fields blank.
If the item to order is not in the supplies catalogue then it can be entered from this screen.
Click Search.

Double click the correct code. The system will transfer the details from the catalogue into the
appropriate fields on the screen.

If an incorrect code is entered the system displays a message telling the user that the code could
not be found and giving the user the chance to add it to the catalogue or to search for a correct
code.

Code Not Found

The code "45" could not be found.

You may enter this code as a new code or use the code
filter to locate another.

Code Filter Cancel
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6.6.2 Entering a New Catalogue Code

e Click the .N | button from the above screen or choose New from the Code Filter screen.
The system displays the New Catalogue Entry screen:

MNew Catalogue Entry

-~ -

Catalogue Code

Description

Price per Unit 0.0oo0

Unit of Measure
Tax Code

Supplier

HHEDIF

Sort Key

o |

e Enter the relevant details into the fields on this screen using <Tab> to move between the fields.

e When the details of the new item have been entered click OK. The system will transfer the
details to the order screen.

e Use <Tab> to move between the fields amending any of the details that become highlighted.

e When all the detalils for this item have been entered click the Add button (or use the <Tab>

key).
e Continue to add further items as described. When the order is complete Click Enter Order.

If the Postage and Packing option is selected within the Options section (see Section 3.4 Options
for more information) the system displays the Postage and Packing screen asking if a postage and
packing line should be entered on this order.

Post & Packaging

You have not entered any Post and Packaging.
‘Would you Tike to add it now 7

Do Not Add P & P H Add P & P |

e Confirm postage and packing choice as appropriate.
e Enter the postage and packing details as though it were any other line on the order.
e Click the Enter Order button.

If choosing to batch this order on the Purchase Order Information screen, the system displays a
message asking if it is OK to do so:

0K to batch this order ? Mo

e Click Yes
e Select the correct school bank account. The following message will then be displayed:
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Order successfully batched. Ho
Do yau wish to enter another arder.

e Answer as appropriate. If this order was not marked to be batched the system displays the
following message:

OK. to enter this arder ? Mo |

e Click Yes

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

Cash Mgnt A/C S276354 Y
Term Deposit 1 0902907337
Term Deposit 2 663468

e Click the appropriate bank account or accept the default.
e Click OK. The system will ask if the user wishes to print the purchase order now:

Do wau want to print this purchase order now ? Mo

e Answer as appropriate. If the answer is Yes to the above question the system displays a
message asking how many copies of the order to print:

Printing Order

How Many Copies of the Order do you require? lII

|

e Enter the appropriate number.

e Click OK. The system will send the order(s) directly to the printer connected to the machine
and will then ask if the user wishes to enter another purchase order:

| Order Mo.1 successfully entered. Mo
Do you wizh to enter another order. =
Yes
e Answer as appropriate.
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6.6.3 Removing a Line from an Order

e Click the line to remove.

e Click the Remove button. The system displays a message asking to confirm the removal of the
line:

Remowve this line. No
Are pou sure ?

e Answer as appropriate.

6.6.4 Cancelling the Whole Order

e Click the Cancel Order button. The system displays a message asking to confirm the order
cancellation:

Cancel this entire order. Mo
fure pou sure 7

e Answer as appropriate.

6.7 Express Orders

This facility has been designed to cope with the situation where a large number of orders are hand
written for a department and the user wishes to handle these through the system as a single line
order.

A default description can be entered for express orders. This can be done via System Manager >
Options > Transactions tab.

2x]
r Paths T Display TTransactinnsT Tax T Yarnings T Period End 1|
- -
(PURCHASE ORDERS... | { RECEIPTS IN ADVAMCE... SECURE ORDERS.. )
(% &sk for Post and Packaging " Income and Expenditure € Allow Editing of Orders
("~ No Post and Packaging & Income Only & Allow Limited Editing
rF‘M"I*’IENTS FRINTING... ) ExPRESS ORDERS...
= Off Default Description
& On s per the attached order farmg -
{* Cheques
= Payment &utharisation —
6.7.1 Entering an Express Order
e Select Transactions.
e Click ' ExpressOrder
The following screen is displayed:
CIVlca RMFinanceManual.docx 11/04/13

6-38 of 383

© 2013 Civica Pty Ltd



Express Order

Express Purchase Order | controis

~

EXPRESS ORDER INFORMATION

Supplier | | |
Description a

-

FaD. |
Total Amount m
of Order § Hett)

Eudget | | |

Analysis | | | +" Enter Order

. Cancel Order

[V Batch this order Ref.: [ tsset wWindow

Enter a supplier code and press <Tab> (or press <Tab> for a list).
Enter the date and press <Tab> (or accept the default of today’s date).
Enter a User Order Number (if applicable) and press <Tab>.

Enter a description if necessary or accept the default and press <Tab>.

In the FAO field enter the name of the person who will receive the order (if applicable) and
press <Tab>.

Enter the Nett total amount of the order and press <Tab>.

Enter a budget code and press <Tab> (or press <Tab> for a list). The default Analysis Code is
entered.

Select a Funding Stream (if appropriate) and press <Tab> (Funding Stream is Optional).

Once a Funding Stream has been selected a list of Cost Centres associated with that Funding
Stream is available for selection (optional).

If the order is to be batched, enter the batch number in the Ref field.

If this order represents an asset, check the asset box to have the details transferred to the
Asset Register.
CIle +" Enter Order

. The following message is displayed if batching is on:

OF. to batch this order? Mo |

Click Yes to batch the order. The Select Fund screen will then appear:

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

Coash Mgnt A/C 2876554 -
Term Deposit 1 0902907937
Term Deposit 2 BE5468
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e Choose the appropriate bank account or accept the default.
e Click OK.

6.8 Amend/Process (Purchase orders)

Purchase orders can be edited and/or received in part or in full and payment made against the
relevant purchase order(s).

6.8.1 Finding the Appropriate Order

e Select Transactions.
e Click [Weamniifraess | The system displays the Find Order screen:

Find Order e 4

ORDER DETAILS

Order Number l:l Outztanding
O A1 Orders

Description | |
I
T print @ Display ﬂtlose ?Help

6.8.2 Displaying the Order

e Enter the Order Number.
e Click Display.

OR
e Click the Outstanding or All Orders radio button as appropriate.
Outstanding orders displays only those not yet completed whilst All Orders displays a full list of

both completed and outstanding orders.
e Click Display. The system displays the Purchase Order List screen:
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¥l Purchase Order List

2l =10l

4

CFFO0 1 17 JUN 2004 Hs pet
OFFO01 17 JUN 2004 Stationery Order
QFFd1 17 JUH 2004 Stotionery Order

'm

=(Fl Close

Note: Express Orders are identified on this screen by the letter “E” appearing before the

order number.

e Double-click the appropriate order. The system will transfer the details to the Find Order

screen.

6.8.3 Printing the Order

e Click Print. The system displays the following message:

Printing Order

How Many Copies of the Order do you require? lII

Cancel |

e Enter the number of copies required.
e Click OK. The system displays the Set Report Destination screen:

Set Report Destination

@ Frintert
{0 Screen
¢ Page Preview
 File

= Port

¢ Clipboard

= Channel

Set the report destination
Click OK. The system will compile the report and send it to the selected destination.
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6.8.4 Process/Amend a Standard Order (Not an Express Order)

e Display the appropriate order in the Find Order screen as described previously in Section 6.8.1
‘Finding the Appropriate Order’.

e Click Display. The system displays the Amend/Process Purchase Order screen:

Amend / Process Purchase Order

Amend / Process Purchase Order

- -
wooldridges Uzer Order Mo, E78 Ordet Mo.
Fund Cheque &4/C a
Stationery Supplies
\
- -
Catalogue Mo. Oty § Mett ¥ Tax % Gross Rec'd Paid $0/5 1],

1.00 250 .00 S5 00 335 00

TOTALS 350,00 35.00 385.00 3s0.00  Print |
L
-~ ~
Stationery A
Receive Goods | Pay
Completions |
Purchase of Resource Materials
Teaching &ids & Equiment Change Order | #Fl Close

Note: Any item displayed in red on the screen can be “clicked on” and amended

6.8.5 Editing the Header Information

e Click either the name, description or funding source as is displayed in red:

wonldridges Uszer Order No. =¥ Order Mao.
Sally Srmith Fund Cheque &/C 4
Stationery Supplies

The system displays the Edit Purchase Header Information screen:

Edit Purchase Header Information e

Description | Stationery Supplies |

FaO. [satly Smith |

Fund Cash Mgnt A/C e

Term Deposit 1
Term Deposit 2

can |

e Amend the information as appropriate using <Tab> to move between the fields.
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e Click OK.
6.8.6 Receiving all Goods on the Order

e Click . The system will change the No in the column to a number equal to that of the
quantity of items ordered on the selected line.

To change the order of the displayed lines:
e Click . The system displays the Select Sort Fields screen:

Select Sort Fieldsé ﬂll

€ Quantity Ordered
= Mett Amount

{0 Tax Amount

¢ Gross Amount

¢ Quantity Received
™ Quantity Paid

= Status

[ Sort Backwards

Cancel | Sort I

e Click the appropriate radio button for the sort.

e Specify whether the system should sort in ascending (the default) or descending (sort
backwards) order.

e Click the Sort button. The system will sort the lines of the order from the choices made.

6.8.7 Printing the Order

. Print . .
e Click . The system displays the Purchase Order Print screen:
prine
@ & Fe Brint order (ORDER FORMN
" Print Order Status Summary
cne |

Click the appropriate radio button for the report to print.

Click the Print button.

Select the Report destination.

Click OK. The system will compile the report and send it to the appropriate destination.

The Re-Print order facility will just print an order form in the selected format.
A sample Order Status Summary report is shown below:
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RM Finance - West Coast District High School Printed 3 AUG 2004 @ 11:33
Order Status Summary Report Page 1
Order Ho. 4

Order Date 2.JUL 2004

Supplier Hame Wooldridges

FAQ Sally Smith

Description Stationery Supplies

Stock Oty oty oty 05

1} 1.00 350.00 35.00 385.00 1.00 Mo 350,00 P
Totals 350.00 35.00 J85.00 350,00

6.8.8 Receiving Goods by Line

e Click the appropriate line of the order.
o Click feceive6o0ds | The system displays a menu offering two choices:

Beceive Line
Feceive Part Chrl+R

e Click the Receive Line option. The whole line of the order is received.
OR

e Click the Receive Part option. The system displays the Receive Goods screen:

Receive Goods ed |
Quantity Ordered 1.00

Quantity &lready Paid For o.oo

Total Quantity Received

Cancel | DK I

This screen displays the quantity ordered, the quantity already paid for and the total quantity
received.

e Enter a figure for the quantity received.
e Click OK. The system will return the user to the Amend/Process Purchase Order screen and
update the selected line.

6.8.9 Completing an Order

Note: An order should only be completed if outstanding commitments are not going to be
honoured. The effect of this is to firstly remove associated outstanding figures from Budget
Records/Financial Summaries and secondly, to prevent further access to the order.

o Click _Completions | The system displays a short menu offering two choices:
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Cancel Line  Chrl+L
Cancel Order Chl+5hift+L

e Click the Cancel Line option. The following message is displayed:

\‘P/ Marking thiz line as complete will remove the remaining commitment,
-

Are pou sure ?
Mo | Tes

e Confirm the selection. The line of the order is completed and marked as such at the end of the
line.

OR

e Click the Cancel Order option. In this case the following message is displayed:

¥ | Cancelling thiz arder will remove any remaining cornemitrent,
= A you sure there are no further lines to be paid ?
Fleaze Mote: Once cancelled at arder cannot be paid.

Mo | res

e Click Yes to continue

The following confirmation message is then displayed:

Order 4 Complete.
Press OF to continue.

e Click OK. The system will return the user to the Find Order screen.

Note: Completed orders cannot be changed.

6.8.10 Changing an Order

o Click _thange0rder | The system displays a menu offering five choices:

Add Mew Line  Chl+hM
Edit Line Chl+E
Duplicate Line

P+F, Dizcounts 3

Delete Line Chl+Dr

6.8.11 Adding aLine
e Click the Add New Line option. The system displays the Add New Line screen:
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-~ -
o — G -
-

wo [ e [ e [o

et Tax Gross

Budget |:| Balance 0.0o
Analysis I:l

[] tisget

Funding Stream |NDNE - Mo Funding Stream selected ;I

Cost Centre |NDNE - Mo Cost Centre selected ;I
\

|

e Enter the data into the displayed fields pressing <Tab> to move between the fields.

e When data has been entered click the Add button. The system will save the order with the new
line added.

6.8.12 Editing a Line
e Click the line of the order to edit.
e Click Change Order |

e Click the Edit Line option. The system displays the Edit Line Details screen with the details of
the line being edited:

Edit Line Details

-~ -

Eﬁltlfﬂ]lgeg,r?e Q ::}:;‘2. Red Pens -
-
Teccus (1]
Hett 39.00 Tax 3.90 Gross 4z .90
Budget oo Statianery & Office Balance  -3470.68
#nalysis  pilooo Adrninistration
[ Asset

Funding Stream NOME - Mo Funding Strearn selected
Cost Centre MNOME - Mo Cost Centre selected

\

Cancel | Update

e Move between the fields using <Tab> and editing the fields.
e Click the Update button to save the changes.

6.8.13 Duplicating a Line

e Click the line to duplicate.
e Click Change Order |

e Click the Duplicate Line option. The following message is displayed.
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Duplicate the highlighted arder line ?
Aire pou sure 7

[ |

Yes

Confirm to duplicate this line. The system will duplicate the line and add it to the order.

6.8.14 Adding Postage and Packing or Discounts

Click Change Order | .

Click the P & P, Discounts option. The system displays a further menu offering two choices:

AddP and P Line  Chil+P
Add a Discount Line

6.8.15 Adding P and P
Click the Add P and P Line option. The system displays the Add Post and Packaging Line

screen:

Add Post and Packaging Line

~

T Em Post and Packaging
Mumber EF| Q

y priee [ Toccute [o]
Mett Tax Gross
Budget Stationery & Office Balance  -3500.68
Anal ysis Administration
[] Aszet
Funding Stream |NCINE - Mo Funding Streom selected ;I
Cost Centre [ronE - Mo Cost Centre selected ;l

|

Move between the fields using <Tab> entering P & P details.

Click the Add button to save the data. The user is returned to the Amend/Process Purchase

Order screen and the Post and Packaging will have been added.

6.8.16 Adding a Discount Line

Click the Add a Discount Line option. The system displays the Add discount line screen:
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Add Discount Line

- -
iautrarjgegrue q ::;:Srg Discount =
-

Oty 1.00 Price l:l Tax Code E

Hett Tax Grozs

Budget Stationery & Office Balance  -3515.63

Anal ysis Administration

[ azset
Funding Stream |NDNE - Mo Funding Stream selected ;I
Cost Centre |HDNE - Mo Cost Centre selected ;I

Cancel | Add

e Move between the fields using <Tab> editing the discount information.
e Click the Add button to save the discount line. The user is returned to the Amend/Process
Purchase Order screen and the discount line will have been added.

6.8.17 Deleting a Line

e Click the line to delete.
e Click Change Order |

e Click the Delete Line option. The selected line is deleted from the order.

Note: Lines that have been processed, either partially or in full, cannot be deleted

6.8.18 Paying an Order

Pay
e Click . The system will calculate the payments and display the Payments screen:
-
Catalogue Mo. Description To Pay Pay Hett Tax Gross Controls
5 0.00 0.00 puln)
2 Fhotocopy Paper 10,00 0.o0 0.o0 0.00 0.o0
45 Fed Pens 25.00 0.00 0.00 0.00 0.00
FF Fost and Packag 1.00 0.00 0.00 0.00 0.00
DI1sc Discount 1.00 0.a0 .00 0.00 a.0a
-
~ Pay
Totals o0.oo 0.oo 0.oo
[T alternative Payee  Mone YWindow
To Pay Pay Mett CT:;; Tax Gross E_ Close window
es.o0| [ EEE| [ o.00] [ ooo]  oao
k

6.8.19 Paying aLine
e Click the line to pay.
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e Enter the number of items to pay for in the Pay field.
e Click Y2  The system displays the Payment Details screen — see below.

6.8.20 Paying Part of a Line

e Click the line to part pay.

e Enter the amount to pay in the Nett field. If tax is to be included in the payment ensure that
amount of tax is manually calculated and enter it in the Tax field.

e Click Y2  The system displays the Payment Details screen:

P&YIMENT DETAILS....

ett Tax Gross

39.00 3.90 42.90
TRANMSACTION DETAILS ...
Referance Date 3 AUG 2004

Description | Fagrment for Ordee Mo 1

[ Create Cheque

e |

e Use the <Tab> key to move between the fields entering the relevant details.

e To print a cheque click Create Cheque (refer to Section 6.12 Payments (Cheque Printing) for
information on printing cheques).

Note: If using hand written cheques enter the cheque number in the reference field.

e Click OK to save the data.
e When finished processing this order click Close.

6.8.21 Process/Amend an Express Order

Display the appropriate order in the Find Order screen as described previously in Section 6.8.1
‘Finding the Appropriate Order’

e Click Display. The system displays the Amend/Process Express Purchase Order screen:
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Amend / Process Express Purchase Order 2lx]

Express Orders

i Office Works Uzer Order Mo, Qrder Mo, b
Fund Cheque &/C

Eudget Stationery & Office Analy=is Adrninistration E
| Funding Cost Centre
- -

Description Nett Received Paid 0s5
Yalue al ue Yalue Yalue

Az per the attached order forms 210.00 0.00 0.00 210.00
| POSTAGE AND FACKING 0.00 0.0o 0.0o 0.00

Payment Transactions A

Description ett Receive/Amend

Goods
Y
E= ray
-
Cancel
Remainder
Kett Tax Code Tax Gross i' Close
0.00 u} 0.00 0.00

L

Receive/Amend Goods

Use this option to receive the order by the value of the goods. At this stage it is possible to change

the analysis and the budget codes, however, once a payment has been made these fields are
fixed.

e Enter the details as appropriate:

Receive / Amend Goods

ORDER LIME

Nett Yalue Received to Date Paid Value trvailable to Receive

0.00 0.00 21000
To Receive { Reductions to the 'Received to Date' value should be entered as negative)

Budget Statinnery & Office

Analysis Administration

Funding Stream @ Cost Centre @

::;:3"2 Hption &z per the sttached order forms -

%

POSTAGE & PACKAGING ORDER LINE

P&F to Date P&P Paid Value
0.00 0.00

fdditional P&P {Reductions to the 'P&P to Date’ should be entered as negative)
Funding Stream | yone v| Cost Centre | nome - |
A

cae_|

e Click OK to save.

Pay

Once the goods have been received, use this option to make the payment. The Express Payment
screen is displayed as shown below:
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Express Payments

- -
Order Line
& Nane
To Pay Pay { Hett) Code Tax Gross
[ ziooo| [ ezrooo] [0 000 | zio.agf
Postage & Packing Order Line
| o ooo| (o] | ooo| | 0,00
Totals
| 21000 | 21000 | 0.o0| | 2ioa0|
A
Cancel | Pay

If Tax needs to be applied from the supplier invoice it should be entered at this point. Click the Pay
button to proceed. The Details window will then be displayed as follows:

PAYMENT DETAILS....

et Tax Gross
210.00 21.00 231.00
.
TRANSACTION DETAILS ...
Reference Ref Mumber Date | 3 A4UG 2004
Description ayment for Order number |
Invoice Mo

¥ Create Cheque

|

e Enter the details as appropriate.

e Click OK to save. The Express Order screen is now updated as shown below:

Amend / Process Express Purchase Order

i i
i Office Works Uzer Order Mo, Qrder Mo,
Fund Cheque &/C
Eudget Stationery & Office Analy=is Adrninistration E
| Funding MONE Cost Centre
- -
Description Nett Received Paid 0s5
Yalue Yalue Yalue Yalue
Az per the attached order forms 210.00 210.00 210.00 000 ¢
| POSTAGE AND FACKING 0.00 0.0o 0.0o 0.00
Payment Transactions A
Description Hett
ORDER
Fayment for Oeder number 210 o COMPLETE.
This erder cannot
- be changed.
FPayment for Order nurmber
Hett Tax Code Tax Gross i' Close
210.00 1 21.00 Z31.00
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Cancel Remainder
This option can be used to cancel the remainder of an order. If selected the following message is
received:

¥ | Cancelling this order will remoe any remaining comeitent, Are pou sune
Ly there are no further payments to be made?
Flease note - ance cancelled no further payments can be made.
i rl
Continue 7 Mo | ez

e Click Yes. The remainder of the order is cancelled.

Close
Use this option to exit the Amend/Process Express Purchase Orders screen.

6.9 Adjustments and Corrections

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

The Adjust/Correct function is also used to correct errors found in the BAS. If an error is made in
the current tax-reporting period (before period end has been undertaken or the BAS submitted), it
can be corrected by one of the following methods.

Note: If the error is discovered after areturn (BAS) has been submitted to the ATO, contact
the ATO for help.

6.9.1 Adjustments and Corrections Menu

e Select Transactions.

o Click | austments sna corrections 5 The yellow folder on the right of this option signifies that a sub-
menu exits.

The Adjustments and Corrections sub-menu is displayed:
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[

% Transactions

Adjustments & Corrections

Budget
Wirerment
Income

Reversal
Zdjust/Correct

Expenditure
Reversal
ddjustACarrect

Debtors & Creditors
Reversal

Bank Accounts
Un-Recancile

e Click @ to return to the main Transactions menu.

6.9.2 Correcting a Budget Virement

e Select Transactions.
o CIle | Adjustments and Corrections |

e Click the Virement button below the Budget heading.

The budget virement screen is displayed. To correct a virement, another virement must be done to
reverse/correct the original. Refer to Section 6.2 ‘Virements' if further instructions are required.

6.9.3 Income Reversals

An income reversal will essentially cancel the transaction and remove it from the system. (Note
that the audit trail will show that the transaction has been entered and reversed.)

This facility could be used if:

e An error had been made and it was necessary to remove the entire transaction. (The
transaction could then be entered correctly if need be.)

e An error had been made in the type of Tax code entered. The transaction could then be
entered with the correct Tax code. (This type of error could be discovered when reconciling to
the BAS.)

e A cheque had been dishonoured by the organisation’s bank. (The transaction would be re-
entered only if another cheque or cash was received at a later date. Any associated bank
charges would have to be processed using a normal expenditure transaction.)
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Notes: An income reversal is the Department of Education’s preferred method of correcting
errors in income transactions. However income reversals should only be performed in the
current period due to tax implications.

It is a Department of Education requirement that reversals are recorded on the appropriate
form before they are processed.

Performing an Income Reversal

e Select Transactions.
e Click |.Ad1ustments and Corrections [

e Click the Reversal button below the Income heading.

The system will then prompt the user to select the period in which the transaction to be corrected
was originally made. A range can be entered here (e.g. from 1 to 3), but as noted above, only
transactions in the current period should be reversed.

e Enter the From and To range, pressing <Tab> to move between the fields

Select Period

SELECT PERIOD RAMGE
From 1] T[4 ]
Cancel | DK |
e Click OK.

The system displays the appropriate transactions in the Auto-Reverse Transactions screen.

Auto - Reverse Transactions

Income Reversal

Find the transaction you wish to reverse, select it from the list W] G by Fitisee

below and press "Reverse” p by
Pl -
Date. Ref. Type Mett Tax Gross
20 JAH 2008 1235 IHC —2400.91 -240. 09 = 10440, 00
20 JAH 2008 1235 IHC G000, 00 =G0, 00 =G50, 00
29 JAN 2008 1235 INC -2090 .91 -909.09 -10000. 00
29 JAN 2008 1235 INC —-440.00 0.00 —-440.00
29 JAN 2008 1235 INC -200.00 0.00 -200.00
20 JAH 2008 1235 IHC =20.00 0.00 —20.00
20 JRAH 2002 BS12S IHC =2000. 00 0.o0 =2000. 00
29 JAN 2008 BS126 INC —-40.23 0.00 -40.23
29 JAN 2008 BS126 INC -50000 . 00 0.00 -50000 . 00
N\
-~ -

Eudget.

Anal ysis,

ficcaunt.

Youcher Mo, u]

Reverse

h

ﬂ[ﬂuse @ Help
a
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e Click the transaction that is to be reversed. The system displays the full details of the
transaction in the lower window.

e Click the Reverse button.
e Confirm to reverse this transaction. The system displays the Select Date screen.

Select Date

[DATEDFCDRREETIDN

Cancel | DK I ‘

e Enter an appropriate date or accept the default.
Click OK. The system will re-display the transactions for the selected period.

. . n|
e To leave this screen Click
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Grouping by Reference

An option to group the transactions by reference is available on this screen.
i

If this option is clicked, then all transactions on the screen which have the same reference are
displayed as a one-line entry. In the example below all transactions with the reference 1235 have
now been grouped (compare this to the previous income reversal screen shot).

[F | 2]
Income Reversal

Find the group of transactions you wish to reverse, select it N
[ fram the lizt below and press "Reverse" I Group by Refersnce

-~
Date. Ref. Type Nett Tax Gross

1223 IHC -19241.82 -1912. 18 =21760,00
EZ125 IHC =2000.00 0,00 =2000, 00
ES126 INC -50040.23 0.00 —50040. 23

-

Reverse

={Fltluse @ Help
@

Once the option to group by reference has been selected, the transaction date will not be displayed
as this could differ for each grouped transaction. Also, it is not possible to display the details of the
transactions in the lower window.

When a line which is grouped by reference is reversed, a reversal transaction is posted for each
transaction within that group.

6.9.4 Income Adjustment/Corrections

This feature can be used to make corrections to the money moving into the school’s bank account.
An income correction is used when the school wishes to deduct income from an account - possibly
because of an incorrect posting. This is similar to the income entry screen but will record a debit
against the appropriate account(s).

This facility could be used if:

e An error had been made in an income entry and it was necessary to decrease the amount of
income received. (This type of error could be discovered when reconciling to the bank
statement.)

Note: It is a Department of Education requirement that adjustments are recorded on the
appropriate form before they are processed.

Making an Income Adjustment
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e Select Transactions.
e Click |.Ad1u3tments and Corrections |~

e Click the Adjust/Correct button below the Income heading. The system displays the Income

Adjust/Correct screen:

Income Adjust f Correct E|E|

Income Adjust / Correct

~

e

Analysiz | [ |

Reference |:| Batch Ref. I:l

Detail | |

Tax code Tax

Eudget

e Enter the Income Source and <Tab>.

<Tab>.
Amend the Date as appropriate and <Tab>.

Enter the appropriate Detail and <Tab>.
Enter the Tax code and <Tab>.

Controls

Options

v ok
'x_ Cancel
Window

O Cloze window

P Help

Enter the total amount for the correction (including Tax if appropriate) as a positive amount and

Enter the Reference (this must be the same as original reference) and <Tab>.
Click in the Batch Ref field and enter the batch number and <Tab>.

Note: The Nett amount is automatically calculated by the system based on the total entered

above and the tax rate.

e Enter the Budget code and <Tab>.

e Select a Funding Stream if appropriate (optional) and <Tab>.

Click OK.
Confirm selection.

Re-enter the transaction.

6.9.5 Expenditure Reversals

If a Funding Stream has been selected the list of Cost Centres linked to that Funding Stream is
available for selection (also optional) and <Tab>.

Click OK. The system displays the Select Fund screen and <Tab>.
Click the appropriate bank account or accept the default and <Tab>.

Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information.

An expenditure reversal will essentially cancel the transaction and remove it from the system.
(Note that the audit trail will show that the transaction has been entered and reversed.)
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This facility could be used if:

e An error had been made and it was necessary to remove the entire transaction. (The
transaction could then be entered correctly if need be.)

e An error had been made in the type of Tax code entered. The transaction could then be
entered with the correct Tax code (This type of error could be discovered when reconciling to
the BAS).

e [twas necessary to cancel the cheque associated with the transaction.

Notes: Expenditure reversals should only be performed in the current period due to tax
implications.

It is a Department of Education requirement that adjustments are recorded on the
appropriate form before they are processed.

Making an Expenditure Reversal

e Select Transactions.
e Click |.Ad1u3tments and Corrections |

e Click the Reversal button below the Expenditure heading.

The system will then prompt to select the period in which the transaction to be corrected was
originally made. A range can be entered here (e.g. 1 to 6) but, as noted above, only transactions in
the current period should be reversed.

Select Period

SELECT PERIOD RANGE

From To

Cancel | DK |

e Enter the From and To range pressing <Tab> to move between the fields. The system displays
the appropriate transactions in the Auto-Reverse Transactions screen.
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Auto - Reverse Transactions

Expenditure Reversal

Find the tranzaction wou wish to reverse, select it from the list W] Gy Filisisiies
below and prezs "Rewverse” Py
-~ -
Date. Ref. Tupe Mett Tax Gross
29 JAN 2008 2237 ESC —-40.00 -4.00 —44 .00 a
29 JAN 2008 BS126 ESP 10.56 0.00 10.56 —]
20 JAH 2008 2233 ESF 200,00 20.00 220.00
29 JAN 2008 012348 ESP 200.00 20.00 220.00
29 JAN 2008 012349 ESP 110.00 0.00 110.00
29 JAN 2008 012350 ESP 27.27 2.73 30.00
20 JAH 2008 012350 ESF 22.73 2.27 25.00
29 JAN 2008 012350 ESP 50.00 5.00 55.00 |
29 JAN 2008 2234 ESP 5000. 00 500.00 5500 .00
29 JAN 2008 2235 ESP 5454 .55 545.45 000,00
e w13 T T E= i ) FoR SO0 0 hxininn} SO0
a\
Pl -
Eudget.
Anal ysis.
Account.
Youcher Mo. 1]
Reverse
h

=§'Cluse @ Help
a

e Click the transaction that is to be reversed. The system displays the full details of the
transaction in the lower window.

e Click the Reverse button. If there is a cheque associated with this transaction or it has been
reconciled the system displays a warning message:

This ranzaction iz reconciled.
Do wou wish to continue 7

e Confirm that you wish to reverse this transaction. The system displays the Select Date screen:

DATE OF CORRECTION

Cancel ‘ 0K |

e Enter an appropriate date or accept the default.
e Click OK. The system will re-display the transactions for the selected period.

Grouping by Reference
An option to group the transactions by reference is available on this screen.

|t

If this option is clicked, then all transactions on the screen which have the same reference are
displayed as a one-line entry. In the example below all transactions with the reference 012350
have now been grouped (compare this to the previous screen shot).
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Auto - Reverse Transactions

Expenditure Reversal

Find the group of transactions vou wish to reverse. select it Tl )
fram the list below and press: "Reverze" b

- -
[ate. Ref. Type Nett Tax Gross
012348 ESP 200.00 20.00 220.00
012349 ESP 110,00 .00 110,00
012350 ESP 100,00 10,00 110,00
2233 EZF 60,00 0.00 0. 00
2234 ESP S5000.00 500,00 5500.00
2235 ESP 5454 .55 545.45 B6O00. a0
2237 ESP 460.00 46.00 50600
2238 EZF 200,00 20.00 220.00
ES126 ESF 10,56 0.o0 10.56

-

Reverse

::flC]ose @ Help
9

Once the option to group by reference has been selected, the transaction date will not be displayed
as this could differ for each grouped transaction. Also, it is not possible to display the details of the
transactions in the lower window.

When a line which is grouped by reference is reversed, a reversal transaction is posted for each
transaction within that group.

6.9.6 Expenditure Adjust/Correct

This feature can be used to make corrections to the money moving out of the school’'s bank
account. An expenditure correction is used when the school wishes to reduce expenditure from an
account - possibly because of an incorrect posting. This is similar to the expenditure entry screen
but will record a credit against the appropriate accounts.

This facility could be used if:

e An error had been made in an expenditure entry and it was necessary to decrease the amount
of expenditure. (This type of error could be discovered when reconciling to the bank statement.)

Making an Expenditure Adjustment
e Select Transactions.
e Click |.Ad1u3tment3 and Corrections |

e Click the Adjust/Correct button below the Expenditure heading. The system displays the
Expense Correction screen:

CIVlca RMFinanceManual.docx 11/04/13

6-60 of 383

© 2013 Civica Pty Ltd



Expense Correction

Expense Correction

Controls

-~

Supph’er|:| Dptions
Total Period (1|

&~

fnalysis | | |

Reference |:| Batch Ref. I:l

Detail | |

Tax code [] B Tax | o.00]  0/M | | v 0k
Budget

[T Azzet ¥ Cancel

[T Alternative Payes

-

YWindow

O Close window

P Help

Enter the Supplier and <Tab>.

Enter the total amount for the correction (including Tax if appropriate) as a positive amount and
<Tab>.

Amend the Date as appropriate and <Tab>.

Enter the invoice number of the original transaction and <Tab>.

Enter the Reference (this should be exactly the same as the original transaction) and <Tab>.
Click in the Batch Ref field and enter the batch number and <Tab>.

Enter the appropriate Detail and <Tab>.

Enter the Tax code and <Tab>.

Note: The Nett amount is automatically calculated by the system based on the total and the
Tax code entered above.

Enter the Budget code and <Tab>. The default Analysis Code is entered.

Note: WA schools should not check the Asset box unless instructed to do so by the
Department of Education.

Select an Alternative Payee (if applicable) and <Tab>.
Select a Funding Stream if applicable (optional) and <Tab>.

If a Funding Stream has been selected then the list of Cost Centres linked to that Funding
Stream is available for selection (also optional) and <Tab>.

e Click OK. The system will then display the Select Fund screen and <Tab>.

e Click the appropriate bank account or accept the default and <Tab>.

e Click OK.

e Confirm selection.

e Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information if required.
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6.9.7 Debtors and Creditors Reversal

This section works in the same way as the income and expenditure reversals. Refer to Section
6.9.3 ‘Income Reversals’ or Section 6.9.5 ‘Expenditure Reversals’ for further information.

6.9.8 Un-reconciling Bank Accounts

This section enables the user to un-reconcile a transaction that has been reconciled in error. When
this option is chosen the following screen is displayed:

Select a Fund

(SELECT & B&NK ACCOLNT...

Cash Mgnt A/C Y

Term Deposit 1
Term Deposit 2

Cancel |

e Select the appropriate bank account and click OK. The Un-Reconcile screen is then displayed
for the selected bank account:

Controls

PP
Date Group Invaice Mo, Gross Amount  Rec ﬁ gﬂ Group b

¥y sort

Print

& 0K

a

X Cancel

Window

A Close window

-

Reconciled Total -50625.60 ﬁ ? Help

Search Transactions
Reference I:I =
Q Display i

Detail:

e Enter the Reference (e.g. the Bank statement number or month) of the Bank Reconciliation to
adjust.

e Click Display.
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Note: Clicking on the display icon without entering a reference displays all the transactions
which have been reconciled.

The system will then display all the transactions reconciled in this bank reconciliation.

Use this screen in the usual manner (i.e. to unreconcile the transaction double click it and the Yes
will change to a No, then click OK). See Section 6.14 ‘Bank Reconciliation’ for more details.

6.10Internal Charges

Internal charges can be used to correct posting errors in the D & N accounts. Internal charges are
also used to transfer budget reserves from the D reserve transfer account to the corresponding N
reserve account. Internal charges should not be used in the C accounts.

Notes: Internal Charge transactions do not carry any tax codes. Therefore extreme caution
should be exercised when using this method to transfer money from one code to another to
ensure that there are no tax implications (the nett amount can be transferred). Internal
charges are not reflected on the BAS.

If an error has been made when entering a transaction, the preferred method of correction
is to reverse the transaction and re-enter it correctly. However if the transaction was for a
previous month, and it is only after the month end that the error is noticed, an internal
charge should be used to transfer the nett amount to the correct account.
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6.10.1 Posting an Internal Charge

e Select Transactions.

e Click |Wimersiceres  The system displays the Internal Charges screen:
Internal Charges El El
Controls

erge‘l te tracafer From | Bi0os adminiatration Server Beserve

Arlysia Code HOO0E Computer Equip Rep Rea

At [10000.00

I Currant Actual 0,00

Reference L) | |Actual if Posted - 100001 (0

Date 29 JAN 2008 Budget 6. 00

Description Travsfer sxperdiburs from PO00S reserve

- -
Budget to tramafer To |

Ariyais Code
Amaunt [o00 Rafarencs 1 v 0K
Desc i ption Transfer fo N1 008 reserve
X
\ 1 Cancel
Budget Analgyia [T Transfar IT Pecited
DS, (D0 0. ob 10030 00 100000 . G0 J + wWindow
gl|| L Clese window
J ? help

Total Transfers hle e le]

Entering Details of the Account to be Credited

e Enter the Budget code of the account to be credited and press <Tab>. The default Analysis
Code is also entered.

Choose a Funding Steam and Cost Centre (if applicable).

Enter the total nett amount to be credited and press <Tab>.

Enter a reference such as IC102 (refers to Internal Charge form #1 of 2002) and press <Tab>.
Amend the date if appropriate then press <Tab>.

Enter any detail about the transaction then press <Tab>.

Entering Details of the Account to be Debited

e Enter the Budget code of the account and press <Tab>. The default Analysis Code is also
entered.

Choose a Funding Steam and Cost Centre (if applicable).

Enter the amount to be transferred to this account and press <Tab>.

Enter a reference such as IC102 (refers to Internal Charge form #1 of 2002) and press <Tab>.
Enter any detail about the transaction then press <Tab>.

This transaction now moves to the lower window.

If the Internal Charge is to be allocated to more than one account the ‘Budget to Transfer to’
section can be completed as many times as necessary.

When all account details have been entered, check that the Total Transfers amount (displayed at
the bottom of the screen) equals the amount entered in upper window.

e Click OK. A message similar to the following is displayed:
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0K to move expenditure from DB305 to those shown in Mo |
the lizt?

Yes

e Click Yes to post the transaction.

The top section of this screen allows the user to select the budget account and analysis code of
the department being credited and the lower half of the screen will allow the user to enter the
Budget and Analysis codes of the department to be charged.

The screenshot above shows that the Science department was incorrectly charged instead of the
Maths department. This transaction will correct the posting error.

Internal charges can be checked before posting by looking at the ‘Current Actual’ and ‘Actual if
Posted’ balances which are displayed in both the upper and lower windows.

Notes: If unsure of the budget and analysis codes pressing <Tab> on an empty field
displays the list. Double-click the appropriate code to have the system transfer it to the
Internal Charges screen.

It is a Department of Education requirement that Internal Charges are recorded on the
appropriate form before they are processed.

Note: Internal Charges cannot be batched.

6.10.2 Printing an Internal Charges Report

As Internal Charges cannot be batched, an All Transactions report can be printed to list all Internal
Charge transactions.

e Select Transactions.

Select Reports.

Choose All Transactions.

Choose Internal Charges.

Choose other report options as required.

Click the print button. The following shows an example report:
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RM Finance - West Coast District High School

All Transactions

Page 1

Feport printed on 29 JAKN 2003 st 1255 - Period 1

Data for 20038
Selected Transactions: Al Transactions Report
Posting Detail Type Date Hett Tax Total Voucher
Daono Trans to Computer Equip Fep Res
Da00s Admin Server Reserve Tranzfer
Invoice Mumber
Order Mumber nia
Tranzfer to M1003 Reserve
Ref 121 REZ CHG 25 JAR 2008 10000.00 g 10000.00 g2
M1000E Computer Equip Rep Res
MW1005 Administration Server Reserve
Irvwice Mumber
Order Mumber nia
Tranzfer Expenditure from DI00S reserve
Ref 121 REG CHG 28 AR 2005 -10000.00 g -10000.00 25
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6.11View/Post Batch

Batching is the recommended way of entering transactions into RM Finance. Once a batch has
been entered it needs to be checked, corrections made if necessary and the Batched Transactions
Report printed. The batch can then be updated (posted into the accounts).

6.11.1 Viewing/Posting Batches
This function is used for all types of transactions which can be entered in a batch.

e Select Transactions.
e Click |10 tiew ¢ Post Bstch =

The yellow folder to the right of this option indicates it has a View/Post batch sub-menu which is
now displayed.

% Transactions

View / Post Batch

Budgets
| Budgets

Income
[ lncome

Expenditure

| Expenditure and Credit Notes
| Purchase Orders

[ EET/BP&Y Payment Summary

Debtors & Creditors
[ Accruals
[ Prepayments

| Lebtors
[ Creditars

Bank Accounts
[ Journal Transfers

Click the E to return to the main Transactions window.

6.11.2 Displaying a Batch

e Click the appropriate button for the transaction type (Income, Expenditure). The Post Batch
screen for the selected transaction type is displayed:
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Post Batch to Income Accounts 2

Ref. Date Period Value r@l Controls

@4 Find Batch

Source / Supplier

Budget ( Find Batched | ncome ] Controls
Analysis
Batch Ref. Fundi V| QL R

Date Range from l:l
Total to post :
. -  —

E_ Close window
User Name l:l

-

e For EFT transactions click EFT/BPAY Payment Summary. The Find Batch screen is displayed
as well as the following:
' G -
Ref. Date Perind Value  Certified Controls
@ || o4 einaesten
2]
#dd Rermittance
Meszage
= Print Payment
Source ¢ Supplier Nett 0.oo Summat
Tt o.00 15 certif
EBatch Ref. Funding Stream 2 Uncertify
Tupe Cost Centre
Description v Update
Bank
\ window
o -
Total to post L Close window
T
°

To find the desired batch, enter the search details into the smaller ‘Find Batch’ window (i.e.
enter the batch number in the Batch Ref field):

( Find Batched |ncome ] Controls

-

Q ispiag

Date Range from l:l
W] || Mine

[ Close window
User Name l:l
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e Click Display. The details of the batch is displayed for Income and Expenditure transactions:

Post Batch to Income Accounts

] E

Source / Supplier

-~ ~
Gross C
. ontrols
Ref. Date Period Yalue
ESJUNOS 24 JUN 2008 6 400,00

@& Find Batch

Mett
Tax
Batch Ref.
Type
Description v Update
Bank
" wWindow
i =~
Total to post T Close window

2 Help

T T

The following is displayed for EFT/BPAY transactions:

Source # Supplier

Hett

-~ -
Gross C
. . ontrols
Ret. Date Period Yalue Certified
EFT 24 JUN 2008 6 1115.00 MO

@& Find Batch

&dd Remittance
Message

Print Payment

Total to post

Sumrmatr
Tax -
4
Batch Ref. s*t
Tupe
Description & Updste
Bank
; Window
-

E_ Close window
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6.11.3 Viewing the Details of an Iltem in a Batch

e Click the item to view. The details of this transaction are displayed in the lower window:

Post Batch to Income Accounts

Gross
Ref. Date Period Value M Controls

24 JUH Z00S =] G000, 00 HO M Find Batch

Source / Supplier INCOD Mett 36364
Tax I6.36

Batch Ref. 209
Type IMC

Description Multi-Line Income Transaction v Update
Bank 1 Cheque Account
Window
i n
Total to post [ Close window
P Help

6.11.4 Editing an Item in a Batch

Click the transaction to edit.

Click Edit 2.

Make any changes as necessary.

Click OK.

Select the bank account.

Click OK.

Click Yes. The transaction is returned to the batch, with the corrections made.

6.11.5 Deleting an Item in a Batch

e Click the transaction to delete.
e Click Delete @/,
e Click Yes. The transaction is deleted.

6.11.6 Adding an Item to a Batch

This cannot be done from this screen. If the user wishes to add an item to a batch go to the
appropriate section where the batch is entered (e.g. income, expenditure, etc.).Enter the same
batch number into the batch reference field. Input the details of the transaction in the usual
manner. When the user clicks OK this item is added to the batch.

6.11.7 Checking the batch total
e Click ™| at the top of the screen.

This will change each No at the right of the transactions to a Yes in preparation for updating. The

total amount is displayed in the window at the bottom of this screen. Clicking on .@,' again will
change each Yes back to a No.
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6.11.8 Updating an Entire Batch

e Click ]| at the top of the screen to change every No to a Yes. The total to post appears in the
lower window.
Click ¥ et

e Click Yes.

6.11.9 Updating an EFT/BPAY Batch
See Section 17.10 ‘Updating EFT/BPAY Batches: Payment Summary Screen’.

6.11.10 Updating Selected Items in a Batch

e Double click (or highlight and press <enter>) on each transaction to update. The No will
change to a Yes.
o Click  umte

e Click Yes.

6.11.11 Updating Journal Transfer Batches

Select Transactions.

Click | 1 tigw ¢ Post Bateh =

Click the appropriate button for the transaction type (e.g. Journal Transfers).
Enter the search details into the top screen (e.g. Batch reference number).
Click the Display button. The following screen is displayed:

Post Batch to Journal Transfers Accounts e |

Gross h
Ref. Date Period o Controls

3 AUG 2004 5 YES @& Find Batch

Source ¢ Jupplier Mett 1000.00
Eudget Tax o.oo
Analysis
Batch Ref. 1 Funding Stream
Type JHL Cost Centre v Update
Description Transfer from Cash Mant to Cheque A/c
" wWindow
-~ ~
Total to post [ close window
P Help

Note: There will only be one entry displayed per journal transfer in this window. Two
transactions - a debit and a credit - are posted.

The gross value of the transaction and the total to post is shown as $1000.00 even though you
may expect to see $0.00 to post as the two sides of the transaction balance out. As the system is
displaying one entry here it will show the amount being transferred rather than a zero value. In the
reports it does list two separate transactions and the amounts post correctly.

Journal transfer transactions can be edited or deleted as required.
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6.12 Payments (Cheque Printing)

Clicking on payments displays the facility to print or reprint cheques or print a remittance report.

6.12.1 Making Payments

e Select Transactions.
e Click | | Pauments

. The yellow folder to the right of this option indicates that there is
a Payments sub-menu which is now displayed.

% Transactions 113

[ Print Payments
| Re-Print Payments
| Remittance Report

Payments

| Re-printed Cheques Report

| EFT/BP&Y

G

6.12.2 Cheque Printing

e Select Transactions.
o Click | Pauments

e Click | M erint Pauments

=

. The system displays the Print Payments screen:

Print Payments
L
Supplier  Alt Payee Invoice Number  Date Printed Amount v
AEMO01 2765432 27 MAR 2013 220,00 -
ALGOO1 112233 27 MAR 2012 5500.00
E0000 1 Pa7E32 27 MAR 2012 550,00
GRAOO 1 BEAEEE 27 MAR 2013 G000 . 00
SC1001 2888 27 MAR 2013 55.00
WATOO1 Q37654 27 MAR 2012 60,00
>
& Transactions Tatal 12385.88
\
1
G2 Print Payments s PrintAll s Print Selected :(FlCluse hetp
= e = @

This screen displays the items for which cheques are to be printed. The invoices are grouped by
supplier, and only one cheque is printed for each supplier (even if there are several invoices).

These are arranged in alphabetical order and sorted by supplier code.
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There are two options for printing cheques. Selecting all items for printing will print all the cheques.
Selecting individual items will print the selected items only.

6.12.3 Selecting All Items for Printing

e Click the . This will select all the cheques for printing

Print Payments

&1t Payee

Supplier Invoice Mumber  Date Printed Amount

. . ?!Zﬁ;;:: Print Payments
e Click Print Payments L~

6.12.4 Selecting Individual Items for Printing

Click the first payment to be made.

Hold the <Ctrl> key.

Click the next item.

Repeat the above process to select further payments

Print Payments

Supplier  Alt Payee Imvoice Mumber  Date Printed Amount v
REMO01 276543 2

ALGOO1 112233

BOCOO0 1 FE7632

GRAOO 1 27

SCI001 B 27 MAR 2013 55.00
HATOO1 987654 27 MAR 2013 60,00

?,%? Print Pauments
iy

Click Print Payments [=

to print the selected items

The system displays the Cheque Number screen:

Cheque Number 2

Please enter the first Cheque Mumber
far this Cheque Printing Run.

Cancel | 0K I

e Enter the number of the first cheque to be printed in this run (or accept the default).
e Click OK. The system will print the cheques and then ask if they printed OK:
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Have the Cheques printed OF 7

e Answer as appropriate.

Note: It is important to check the printer at this stage and make sure

that all cheques have printed correctly before clicking Yes.

If the answer is No the user will need to reprint all the cheques using the above steps. If the
answer is Yes (because most cheques printed correctly) and the user needs to reprint one or more
cheques the user must use the Re-print Payments option detailed in Section 6.12.6 ‘Re-printing
Payments’.
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6.12.5 Printing a Payment List

There are two options that will allow the user to print payment lists or reports that will display
details of the cheques.

T

Print 411

e Click Print All
and Amount

to print a Payments List with Supplier Name, Invoice Number, Date

Print Payments

Supplier

Alt Payes Invoice Mumber  Date Printed Arnaunt

Payments List {Cheques) Report printed on 27 MAR 2013 &t 1310 - Period 1
Data for 2013
Supplier Alt Payee  Invoice Number Diate Atnournt
A&MO01 876543 27 MAR 2013 22000
ALGOm 112233 27 MAR 2013 5500.00
BCO001 PavEI2 27 MAR 2013 550,00
GRA00 BEEEEE 27 MAR 2013 £000.00
=CIo0 85555 27 MAR 2013 55.00
WATOO] A37E54 27 MAR 2013 £0.00
Humber of Records 6 Total 12385.00

-
27 Print Selected
S

e Click Print Selected L= to print a list of selected cheques.

Print Payments

Supplier  Alt Payee Invoice Number  Date Printed amount o

ALGO0 1

BOCOO01

GRADO 1 Z )

Scioo1 ga8a8 27 MAR 2013 55.00

HATOO1 087654 27 MAR 2013 60,00
Payments List (Cheques) Report printed on 27 MAR 2013 &t 1322 - Period 1

Data for 2013

Supplier At Payee  Invoice Number Diate Amournt
A5M001 G7E543 27 MAR 2013 220,00
GRAO0 GEE66E 27 MAR 2013 G000.00
Humber of Records 2 Total 6220.00
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6.12.6 Re-printing Payments

If one or more cheques have not printed correctly, those items can be selected for re-printing.

e Click |MEe=ErintPamets | The system displays the Re-print Cheques screen:

Reprint Cheques

FROM TO

Supplier [ suPam1 |

Imvaice Mo | | | |

Date Printed | [ ] |

e Enter relevant selection criteria for the re-print.

This is most likely to be a supplier code, a range of codes or a series of dates. The example above
will reprint the cheque to Supply West (SUP001) originally printed on 29/01/2008.

e Click OK.
e Enter the next cheque number.
e Click OK.

If a number is entered that may have been used before the system will prompt the user to confirm
that this is OK.

e Confirm as appropriate. The cheque is reprinted.

Note: If the printer jams part way through the print run the user could choose to re-print
cheques from a particular stage through to the end. To do this enter the supplier code for
the supplier to start with into the FROM field and leave the TO field blank. This will print all
cheques starting from this supplier to the end. (Recall that cheques are sorted by supplier
code.)
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6.12.7 Printing a Remittance Report

o Click | W emtiane Report | T system displays the Remittance Report selection window:

-
CHEQUE MUMEBER ...

O —

SUPPLIER ...

A —

\

=

OPTIONS ...

[ Summary Report

DATE ..

Fram 1 J4N 2005
To 31 DEC 2008

G print
<

:::;lmose @Help
L

e Enter relevant selection criteria. If none are entered a complete list of all payments ever printed
by the system is displayed.

)
T print
e

e Click L=

e Select report destination.
e Click OK. The system will compile the report and send it to the selected destination, as in the

following:
FM Finance - West Coast District High School Printed 29 JAN Z008, at 16:15
Remittance Report Page 1
Date Invoice Ho. Detail Total
29 Jak 2005 12542 Service of Computer Equip by Mr Fix IT 220.00
Che Humber 012343 29 JAH 2008 Anyvtime Computer Repair Services 220.00
29 )N 2005 93TSET Cleaning of Gutters 110.00
Che) Humiber 012349 2% JAH 2008 Marty's 110.00
29 JAr 2005 12875 Filzs and Folders 55.00
29 )N 2005 1287s Stationery 25.00
29 Jap 2005 12875 Msths Aids 30.00
Che Humber 012350 29 JAH 2008 Supply West 110.00
3 Payments Printed Total 440.00

This report can also be displayed in summary format. The summary report shows cheque number,
date, supplier and amount only as illustrated below:
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RM Finance - West Coast District High School Printed 29 JAH 2008, at 1415
Remittance Report Page 1
Cheque Ho. Date Supplier Total
Chy Humber 012343 293 JAH 2003 Anytime Computer Repair Services 220.00
Che Humber 012349 29 JAH 2003 Marty's 110,00
Chy Humber 012350 23 JAH 2008 Supply West 110.00
3 Payments Printed Total 440.00

6.12.8 Reprint Cheques Report

Re-printed Cheques Repart .
! . : : The system displays the

Re-printed Cheques Report

FROM TO

Date Re-printed || | | |

Supplier | | | |

e |

A report of reprinted cheques for the supplier or date range selected with print

RM Finance - Demonstration School Page 1

Log of Reprinted Cheques/Payments Printed Thursday, 30 August 2007 @ 9:49 AW
Cheque Humbers

Date & Time User-ki Supplier Hame Value Original Reprint

30 &G 2007 09:49:36 SCHAD A& Bookzhop 200000 44455766 44455880

1 ertries listed Total 2000.00

6.13Accruals

6.13.1 Automatic Accruals

IMPORTANT

If the option to ‘Automatically accrue’ has been selected in System

Manager > Options > Period End then the Accruals section will not be
displayed on the Transactions menu.
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YEAR END ACCRUALS...

¢ Do not autarmatically accrue

% Automatically accrue all
budget accounts beginning
with M

System Manager > Options > Period End

This is the recommended setting for WA Department of Education schools. When this option is set,
the Transactions > Accruals section is not visible.

Transactions

Reports @ Help
Q

Budget

[ Budget

[ ¥irements

I ncome

[ Incame
Expenditure

[ Expenditure

[T Credit Motes

[ Mew Order

[ Express Order
[ Amend £ Process
Functions

[ Adjustrents and Corrections |
[ Internal Charges

[ Yiew £ Past Batch =
[ Payments =

>

Bank Accounts
|| Reconciliation
|| Iransfers

Transactions menu with Accruals section not visible

The closing balances of all ‘N’ accounts will be automatically accrued by the system when the year
end process is carried out. Refer to section 16 on page 16-2 for further details on the year end
process.

In this case manual accrual transactions cannot be posted by the user.

6.13.2 Manual Accruals

IMPORTANT

Manual accrual transactions should only be used if advised to do so by
the WA Department of Education.
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If ‘Do not automatically accrue’ has been selected in System Manager > Options > Period End,
then the Accruals section will be displayed on the Transactions menu as illustrated below.

YEAR END ACCRUALS...

+ Do not autormatically accrue

= Automatically accrue all
budget accounts beginning
with N

System Manager > Options > Period End

% Transactions

?@ Reports “"3) Help
~t a

4

.y

Budget
[ Budget
[ ¥irements

Income

[ Locome

Expenditure

[ Expenditure

[ Credit Notes

[ Mew Order

[ Express Order

[ amend £ Process
Functions

[ djustments and Corrections
[ Internal Charges

[ ¥iew  Post Batch

[ Payments
Accruals

N W W W

Accuals
Bank Accounts
[ Reconciliation
[ Transfers

Transactions menu showing Accruals
6.13.3 Types of Accruals

Where goods and services have been used but not paid for, then an adjustment is necessary in
respect of this overpayment or underpayment to reflect an organisation’s true financial state. This
adjustment is called an accrual or, in the case of payment before the goods and services are used,
a prepayment.

These accruals are of the following types:
e Receipts in advance

e Prepayments

e Debtors

e Creditors
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These screens are all similar in appearance but each type of accrual is processed slightly
differently by the system.

Notes: If manual accruals are being used, it is a Department of Education requirement that
they are recorded on the appropriate form before they are processed.

Manual Accruals should only be made in period 12 if advised to do so.

Click | dssruss = . The system displays the Accruals sub-menu.
P
% Transactions 7
Accruals

Receipts in Adwvance
Debit Accruals

Prepayments
Credit Accruals

6.13.4 Receipts in Advance

RM Finance allows the user to enter the details of any transaction that has already been committed
to the current financial year and has not yet been paid for. By entering the details of the transaction
here the user can accurately take into account these monies when performing their accrual at the
end of the year.

WA Department of Education schools should not need to use this feature. Contact the Department
of Education for further information on the operation of receipts in advance.

6.13.5 Prepayments

RM Finance allows the user to enter details of any transaction that has been pre-paid prior to
receiving the goods or services. By entering the details at this stage RM Finance correctly accrues
the amount at the time the user performs the Year End operation.

Department of Education schools should not need to use this feature. Contact the Department of
Education for further information on the operation of prepayments.

6.13.6 Debtors

The debtors facility may need to be used at Year End when it is necessary to carry forward the
balances on the ‘N’ accounts into the new year. Debtors can be used to carry forward any account
balances that are in debit.

e Click Mrebitawrusls| The system displays the Debtors screen:
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Controls

e -

alue Date Options

Period EI

L

- -

Reference |:| Batch Ref. I:I

Dietail | |

' v’ s

~ -

#nal ysis | | | ¥ Cancel

Budget | | | Window

Account | | | i
T Close window
P Help

Y\

Move between the fields using <Tab> entering the details.
Click OK.
Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information.

6.13.7 Creditors

The creditors facility may need to be used at year end when it is necessary to carry forward the
balances on the ‘N’ accounts into the new year. Creditors can be used to carry forward any
account balances that are in credit.

e Click Mctreditassruiala, The system displays the Creditors screen:
ﬂ Creditor |- ][]
Controls
- .
e Date Options
Period
- <
Detail | | v
oK
(o V| ¥ Ccaneel
#nalysis | | |
Budget | | ! window
Suppli
uppTEr | | | T Close window
P Help
e Move between the fields using <Tab> entering the details.
e Click OK.

Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information if required.

6.13.8 Manual Accruals for N accounts and Closing Balance YYYY
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Note: This section should be read in conjunction with the Year End Procedures guidelines
that are distributed to all schools by the Department at the appropriate time.

The advice below refers to manual accruals only. It is recommended that WA schools use
the option to automatically accrue unless otherwise advised.

If the school has money remaining in an ‘N’ account at the end of the year, this balance will
automatically be cleared to zero at year end. If this amount is to be carried forward into the new
year, then the necessary accrual transactions must be performed in order to do this.

The school may have a number of ‘N’ accounts for which the balances are to be accrued. Some of
these accounts may be in debit and others in credit. All debit balances should be entered in one
batch, and all credit balances in another.

Note: It is a Department of Education requirement that manuals accruals are recorded on
the appropriate form before they are processed.

Use the following procedure for manually accruing the balances in N accounts into the following
year:

e Select Transactions.
e Click Accruals.

Select Debit Accruals for the debit batch (all accounts with debit balances) or Credit Accruals.
for the credit batch (all accounts with credit balances).

Enter the value to be carried forward (as a positive number).
Enter the Reference (e.g. Accrual form no.).

Enter the Batch Reference number.

Enter any Detail (e.g. to be carried forward from the current year).

Enter the Budget account code to accrue this amount to in the new year. The default Analysis
Code is entered.

In the Account field (for Debit Accruals) use the account X1 or if entering credit amounts in the
Supplier field (for Creditors) use X2.

Select a Funding Stream and Cost Centre if appropriate.

Click OK. A message asking if it is OK to batch this transaction is displayed.

Click Yes.

Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information if required

6.14Bank Reconciliation

For each bank account that the school holds, the bank statement must be reconciled to the system
balance on a monthly basis. This is performed by matching transactions on the bank statement
with the transactions held in RM Finance. This process can also be carried out electronically using
Automatic Bank Reconciliation.

6.14.1 The Bank Reconciliation

e Select Transactions.

e Click |Meemsitision ' he|ow the Bank Accounts heading. The system displays the bank account
selection screen with the default account highlighted:
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(SELECT & BANK ACCOLINT ...

Cash Magnt A/C

Tetm Deposit 1
Term Deposit 2

e Select the appropriate bank account or accept the default.

Cancel |

e Click OK. The system displays the reconciliation screen for the selected bank account.

Chegue Account

Controls

' Er
Date Group Invaice Mo. Gross Amount  Rec b
29 1AM 2@@z 12351 -18440 .88 MO -
29 1AW z@@2 12351 -GGE A8 WO T
29 1AM 2@@z 12351 -1BE66 .88 MO
29 1AW z@@2 12351 -440,88 WO
29 1AM 2@@z 12351 -260 .88 MO
29 1AW z@@2 12351 -Z@.88 MO
29 1AM 2@@z Z233E Qe7E54 63,88 MO
29 1AM z2@B2  2236E 22222 S5.88 MO
29 1AM z2@@z Z237E PaveI2 550,08 MO
29 1AM zZ@@2  2238E 27E543 220,68 MO
29 1AM z2@@z Z235E BEEEEE GEAA .06 MO
29 1AM zZ@E2  2234F 112233 CEAA .68 MO
29 1AM 2@@3  @12358E 12875 55.@8 MO
29 JAM 2@A2  @1235AE 12875 25.06 WO *

Reconciled Total (i ]

c‘;’ﬂ Group by

Sort

[ &

rint

<

0K

4

Cancel

YWindow

E_ Close window

9 Help

Transactions

-

"

Reference I:I
Date |29 AN Z6E3

Detail: Bank Charges

6.14.2 Grouping Transactions

It is usually advisable to begin by grouping the transactions by reference in order to match the
amounts as they appear on the bank statement.

2)

C“Ck 5@ Group by

Continue 7

. The system will show the following warning screen:

Changing the group at thiz stage will rezet any transactions you have
reconciled.

e Click Yes. The system displays the Group Options screen for the selected account:
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Group Options for Cheque A/C

' -
First group by Reference I Controls
then by none | Bl store
& finally by none I
- s
- S| Ve
[0 Allow mixed transaction types.
{ie. Income and Expenditure X Cancel
Grouped Together)
Window
[0 Show Mett ¥alues
\

e Click the box next to First group by.
e Click the option required — usually this is Reference:

Group Options for Cheque A;C

- =
First group by Reference [: | Controls
)
then by none | Bl store
Analysis
& finally by Budget |
— e e 1y ' " it
p————— - K
0] alewmi  Do® .
{ie Iner  Invoice Mo, ¥ Cancel
Grouped  Crder Mo
Reference YWindow
[ Show MNett Yalues
k

To set these values as default for this account (recommended):
i
o Click % . The following warning screen appears:

P | Store these settings as the default for Cheque A/C.
\:/ Are You Sure 7

e Click Yes to confirm.
e Click OK. The system will group all the displayed transactions by the criteria entered.

Displaying a Group of Individual Transactions

e Click the appropriate entry in the upper window. The transactions that comprise it are displayed
in the transactions window below:
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Chegue Account

Controls

' ET
Date Group Invoice Mo, Gross dmount  Rec ﬁ &3 Group b
29 18N Z00E 220 B
70 AN ZBEE @1Z349E GE7SAT 110,88 N0 Fp sort
70 AN ZBEE  @173S0F 12875 116,86 NO .
29 1fN 2808 12351 -Z1768.88 MO Print
20 1N ZBRE  ZPISE 957654 GE.BE  ND
70 AN ZBEE  ZZI4E 112233 SSRE.EE  ND " 0K
79 1N ZBEE  ZZ3SE BEEEEE GEBE.EE  NO
70 IAN ZBEE  ZZIGE BEEGE B8E N % Cancel
79 1aN ZBEE  ZZSTE CR4SET SEG.EE N . LAncel
70 AN ZBEE  ZTSEE B7A54T 198,88 NO
70 AN 2888 BS125I -3@EE.EE NO window
70 1A ZBEE  B5125] 20068 O
70 JAN ZBEE  BS1ZGE B5126 18,56 N0 :
20 JAN 2088 BS1Z6I SBA4E.23  NO | s v

Reconciled Totalo 2 Help

Transactions

~

.

Reference l:l
Date |29 JAN 2002

H12348E

Ep ENTBEL

Detail: Service of Computer by Mr Fix-it

Click the individual lines to display the description of the transaction in the Transactions window

below the list.

6.14.3 Sorting the Displayed Transactions

Click * st

" Refe

" Tupe
{7 Imvoice Mumber
0 Order Humber

0 Analysis

Fence

{0 Woucher MNo.

. The system displays the Sort By screen:

Cancel | 114 I

Click the appropriate Sort category (date is often useful).
Click OK. The system will sort the transactions by the selected category. The Sort category
cannot be saved and must be selected each time the Bank Reconciliation screen is opened.

6.14.4 Finding a Transaction

Click the transaction at the top of the list.
Type *
Type the amount or the cheque number of the transaction to find (e.g. 150.25 or 001127). The
system will display the first occurrence of that amount or the cheque number in the list.

Note: The + and — keys can then be used to find further or previous occurrences of the
same amount.
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6.14.5 Reconciling Transactions Individually

e Click the transaction to reconcile by highlighting it.
e Press <enter>.

OR

e Double click the transaction to reconcile. The system will reconcile the selected transaction
changing the No to a Yes. If a mistake is made, repeat this process to reverse the effect.

When all the transactions to be reconciled have been selected:

e Enter a reconciliation reference — the period number eg 4 for April.
e Enter the date as last date of period (i.e. DDMMYY).
e Click OK.

The system will reconcile the selected transactions.

Note: Clicking on the ke hutton will select ALL of the displayed transactions for
reconciliation and change the No to a Yes for each of them. Clicking on this button again
will have the reverse effect.

6.14.6 Reconciling Term Deposits and Investment Accounts

It is a requirement that WA schools show evidence that all bank accounts have been ‘reconciled’
each month. This includes term deposits and investment accounts. In some months these types of
accounts may not have any transactions against them to be reconciled. However, it is still
necessary to show that these accounts have been checked as part of the end of month processes.

This means that each month it is necessary to carry out the following process for each bank
account where there are no transactions to be reconciled.

Go to Transactions > Reconciliation > Select the bank account

Enter the reconciliation reference (the period number)

Enter the reconciliation date (the last day of the month being reconciled)
Click on OK to save

Details

Reference |:|
Date |38 SEP ZB@EF

When the Bank Balance report is printed it will indicate that this bank account has been reconciled
to the date entered (e.g. 30 Sep 2008) as illustrated below. This report should be printed for each
bank account at the end of each month.
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ACCOUNT BALANCE STATEMENT for Demonstration School

Investment Aic

Tuesday, 30th September 2008 Period 9

Balance shown on actual statement @ 30 SEP 2008 121322.55

Add cash (if any) paid into the account,notTecorded on statement 0.00
Total 121322 55

Deduct cheques (if any) drawn, not recorded on statement 0.00
Total 12132255

Journal Transfers 0.00

Cash Book Balance @ Period 9 121322.55

6.14.7 Printing the Displayed Transactions

Sometimes it may be easier to print a paper copy of the unreconciled transactions and work with it
when locating transactions to reconcile.

e Click 2o to print a list of the displayed transactions. A report similar to the following is
produced:

RM Finance - West Coast District High School
Report printed at 09:13 on 28 JAM 2003, Period 1

Reconcilistion Report Chegue Account Page 1
Account Invaoice Mo Date  Order Mo, Analysis Budoget Reference Total
ARNO01 12542 298N 2008 nda L1600 1615 012345 22000 L1
tAR001 9375ET 298K 2008 nda 01500 L1510 012349 11000 1] ]
SUPOmM 12875 298N 2008 nda 01000 1025 012350 11000 [ ]] |
ICO01 298N 2008 nda M30001 M3005 1233 -217s000 L]
WA TO0 937654 298K 2008 nda 01450 L1455 2233 g0.00 | {| |
ALGO0M 112233 298N 2008 nda 01300 &0 2234 550000 | [
GRAO01 GE6666 298N 2008 nda Dz2000 L2005 2233 Gooo.00 |
SCI00 83888 298K 2008 nda 02700 L2705 2236 ooo | {L]
BCOOO01 CR4SET 298N 2008 nda 03000 D3005 2237 s06.00 [ ] |
A&MO01 876543 298N 2008 nda L3000 L3005 2238 19500 L] |
INCO01 298K 2008 nda c2000 C2035 B5125 -300000 (]
298N 2008 nda B5125 -200000 [ ] |
BANOOM BE126 298N 2008 nda 1000 C0&7 BS126 1056 | [ ]
INCO01 298K 2008 nda c1a00 C1805 BS126 5004023 [0

6.14.8 Reconciled Total
The current total of all reconciled transactions is displayed on this window.

| Reconciled Total - 45442 77 0 |

This can be used as an aid when reconciling, as the aim is to match this total to the Closing
Balance on the bank statement.

Clicking on the information symbol i will show the current reconciled total, the total of the
transactions remaining in the reconciliation window (unreconciled), and a projected reconciled total
(if all remaining transactions were reconciled):
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Cheque A,/C Info A |

Current Reconciliation Total -45442 77
Trangactions Total 9771.58
Projected Reconciled Total -35671.19

=§l Close

6.15Automatic Bank Reconciliation: Importing and Processing

e Click Bank
e Click Bank Reconciliation. The following is displayed:

¥l Select Fund

* Cheque Accaunt
Investment 4/C

{Mease select the fund that you will use for Bank Reconciliation

The accounts listed are those previously set up for use with the Bank Reconciliation function. The
default bank is highlighted.

e Highlight the bank account to reconcile.
e Click OK. There are two possible scenarios at this point:

e [f this is the first time the reconciliation has been run for that bank or if a previous import (for the
bank in question) has been cleared (the Finish button clicked and transactions reconciled) then
a new import file from the bank will need selecting for reconciliation.

e Highlight the name of the file to load into RM Finance, as in the following:

Look in: |L'f) Electronic Bank Reconciliation j

e

e Click Open. The Bank Reconciliation Matching Screen is displayed: The file is imported and
processed before the matching window is displayed, as in the following:

(#}Barkrec20080630 of
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Bank Reconciliation matching screen - Cheque Account

_(Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED

UHRECONCILED TRANSACTIONS

Date Type Amount Description Oate Type Reference Amount
12 JUH 2002 | —670.00 DEPDSIT BoE2 2V APR 2002 £ S00016 220,00
15 JUH 2002 | —670.00 DEPOSIT ==l Match =+ 2 MAY 2008 | QE7EG —-570.00
17 JUH 2002 | —520.00 ATOATOO93ES333444R 137 2 MAY 2008 1 98767 =710.00
23 WJUN 2002 E 46.05 ACC SERY FEETRAMS FEES-12324567 4 MAY 2008 | 02768 —&70.00
0 JUN Z002 | -21.20 CREDIT IMTEREST 10 MAY 2002 E 300022 215.00

24 JUH 2008 £ 0207240605 2099.00
Add 24 JUN 2002 E 0209240608 1115.00

Total Selected

Total Selected

RECONCILIATION TOTAL: -586274.27

+ Finish :'-fltlﬂ ?Help

e |f the user is still working on a previously imported file from the bank, then until this is dealt
with, in that the user has reconciled all the transactions they wish to reconcile, it is not possible
to import a new file for that bank; RM Finance immediately begins loading the data.

e The following two messages are displayed as the file downloaded from the bank, saved to the
K:\ drive and already worked with, is loaded into RM Finance.

By Loadng matched anzachons ..

a Loadng uneeconcied ansactions ...

e The Bank Reconciliation Matching Screen is displayed:
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Bank Reconciliation matching screen - Cheque Account

_( Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED UHRECONCILED TRANSACTIONS

Date Type Amount Description Oate Type Reference Amount

12 JUH 200 | —G70.00 DEFODSIT BOGZ 27 APR 2002 E SO00016 220,00

15 JUH 2002 | —670.00 DEPOSIT ==l Match > 2 MAY 2008 | QE7EG —-570.00

17 JUH 2002 | —520.00 ATOATOO93ES333444R 137 2 MAY 2008 1 98767 =710.00

25 JUN 2008 E 45.05 ACC SERW FEETRANMS FEES- 1234567 4 MAY 2008 | Q8758 —670.00

20 JUH ZOog | —Z1.20 CREDIT IMTEREST 10 MAY 2002 E S000Z2 213.00

24 JUH Zo0g E Q207240602 2099, 00

fdd 24 JUN 2002 E 0208240608 1115.00

Total Selected Total Selected
RECONCILIATION TOTAL: -586274.27 " Finizh ﬂc]ﬂi @ Help

- o

If the user attempts to import an invalid file (a file from another bank, for example) the following is

displayed and the import halted:

The import file iz ot valid.

6.16 The Matching Screen

On the successful import of the transaction file downloaded from the bank the Bank Reconciliation

Matching Screen is displayed:

Bank Reconciliation matching screen - Cheque Account

_( Unmatched T Hatched 1

IMPORT FILE LINES - UMMATCHED UMREECOMCILED TRANSACTIONS

Date Type Amount Description Oate Type Reference Amount

13 JUNH 2002 | —670.00 DEPOSIT ==l 27 APR 2008 E S00016 220,00

15 JUH 2002 | —670.00 DEPOSIT ==l Match > 2 MAY 2008 | QE7EG —-570.00

17 JUH 2002 | —520.00 ATOATOO93ES333444R 137 2 MAY 2008 1 98767 =710.00

25 JUH 2003 E 45.05 ACC SERW FEETRANS FEES- 12343557 4 MAY 2008 | Q5752 —670.00

20 JUH ZOog | —Z1.20 CREDIT IMTEREST 10 MAY 2002 E S000Z2 213.00

24 JUN 2002 E 0207240602 209900

fdd 24 JUN 2002 E 0208240608 1115.00

Total Selected Total Selected
RECONCILIATION TOTAL: -586274.27 " Finizh ﬂ[ﬁ]nse @ Help

— "]
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The Unmatched tab is displayed by default. The left hand side of this tab lists all the import lines
that have not been matched sorted in date order. The right hand side shows all unreconciled
transactions for the bank account grouped by reference and income/expenditure type. Therefore,
one line can represent a number of transactions including credit notes and corrections.

e Double click a transaction line in the right hand pane. A report is displayed similar to the
following:

RM Finance - Training School

Page 1
Unreconciled Transactions Report printed at 10:37 on the 24 JUN 2003 Period B (5E|_|j %)
Date Type Reference Description Amount
24 UM DB ESP 0207240608 Prirter HP 443,00
24 UM 05 ESP 0207240605 Englizh Supplies 22000
24 UM 05 ESP 0207240605 Maths Supplies 330.00
24 JUM 08 ESP 0207240605 Science Supplies 550.00
24 UM DB ESP 0207240608 Building Refpsirs 250.00
24 JUM 05 ESP 0207 240605 Muzic Equipmert Repairs 300.00

Click the Matched tab. The following is displayed:

Bank Reconciliation matching screen - Cheque Account

[ unmatched | Figicied |

IMPORT FILE LINES - MATCHED RECOMCILED TRAMSACTIONS
Date Tupe Amount Description Date Tupe Reference Amournt
10 JUH 2008 E 55.00 300011
10 JUH 2002 E 3300.00 500012 <4 Unmatch
11 JUN 2002 E FO.00 S00013
12 JUN 20028 E 220.20 500014
13 JUH 2008 E 2962.00 S00017
13 JUH 2008 | -2154 .00 DEFOSIT 5a52
13 JUN 2002 E 329.00 500015
15 JUH 2008 E 90.00 S00018
15 JUH 2008 E 250.00 S00019
17 JUH 2002 E FO.00 So00z0
18 JuUH 2002 E 55.00 500021
Total Selected Total Selected
RECOMNCILIATION TOTAL: -454372.80 %" Finish f\flcloi @ Help
- "]

The left hand side shows all the import lines which have been matched sorted according to date.

e Highlight a transaction line in the left hand pane. All matched transaction lines relating to that
line are displayed, such as in the following:
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Bank Reconciliation matching screen - Cheque Account

_r Unmatched Y Matched 1
IMPORT FILE LINES - MATCHED RECONCILED TRANSACTIONS
Oate Tupe Amount Description Oate Tupe Reference Amouint
10 JuUM 2008 E 55.00 500011 30 APR 2002 U S00017 312,00
10 JUH 2002 E 3300.00 500012 << Unmatih 30 APR 2003 U SO00017 550.00
11 JUN 2008 E 500013 30 APR 2002 U S00017 2100. 00
JUH S E
2 g E
I . OEPOSIT
12 JUN z008 E 320.00 S00013
15 JUN z008 E 90.00 S00018
15 JUM 2008 E 250.00 500019
17 JUH 2002 E 70.00 300020
18 JUN 2008 E 55.00 500021
Total Selected [ zg9g2 0n Total Selected
RECONCILIATION TOTAL: -D86E2V4ET w" Finish ﬂ[ﬂoi @ Help
—— -]

e Click the Unmatched tab to return to the unmatched transactions.

6.16.1 Matching Transactions

e Select a single line in the left hand pane.
e Select an unreconciled transaction from RM Finance on the right hand side, as in the following:

Bank Reconciliation matching screen - Cheque Account

_( Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED UNRECONCILED TRANSACTIONS

Oate Type Amount Description Date Type Reference Amount

17 JuN 2002 | =320, 00 ATOATOOIS2E323444R 137 27 APR 2002 E S00015 220,00

25 JUN zO02 E 46.05 ACC SERU FEETRANS FEES-12324567 2 MAY z00Z | 9aveT =710.00

30 JUN 2008 | —21.30 CREDIT INTEREST 10 MAY 2002 E  S00022 215.00

24 WJUN 2002 E 0207240602 2099 .00

24 WJUN 2002 B 0202240602 1113.00

Aidd

Total Selected Total Selected

RECONCILIATION TOTAL: -587614.27 +" Finish i't]ose @ Help
— a

e Click Match. In this example the lines selected disappear from the screen.

e Click the Matched Transactions tab. These transactions now appear in this list and also on
the Reconciliation window:
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Bank Reconciliation matching screen - Cheque Account

_r Unmatched T Matched -]
IMPORT FILE LINES - MATCHELD RECOMCILED TRANSACTIONS
Date Tupe Amount Description Date Tupe Reference Amaut
100 JUH 2002 E S55.00 500011 2 MAY 2002 U 93766 -670.00
10 JUH 2002 E 3300.00 S00012 << Unmatch
11 JUH 2002 E TO.00 S00013
12 JUH 2002 E 220,20 500014
13 JUH 2002 E 2962.00 S00017
13 JUH 2002 | —2154.00 CEPOSIT G952
13 JUH 2002 E 32900 500015
2 0.00 DEPOS|T
15004 5005 £ 9000 500018

Note: If the user attempts to match transactions with different totals the following is
displayed:

The selected total of the left must match the selected
total of the right.

Also, if the user attempts to match transactions of different type, e.g. an income and an
expenditure transaction, an error message is also displayed such as in the following:

You must match entries with the same type.

6.16.2 Bank Rec. Matching Screen: Creating New Transactions

It may be that transactions appear in the import file from the bank that do not appear in the list of
RM Finance unreconciled transactions.

This option allows the user to create a batched transaction from an import file.

e Click the Unmatched tab.
e Select a single line transaction in the left hand pane, as in the following:

Bank Reconciliation matching screen - Cheque Account
_( Unmatc hed Y Matc hed 1]

IMPORT FILE LIMES - UNMATCHED

Date Type Amount Description

17 JUN 2005 | 520,00 ATOATOQ 4R 127
25 JUN 2002 E 46.05 ACC SERV FEETRAMS FEES-1234567
30 JUN 2002 | -21.30 CREDIT INTEREST

e Click Add. The Expenditure screen is displayed, as in the following:
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Income

|nC0me Controls

Cne Soureel]l | o
Reference| | BatehRer. [ |

Add new Income Tine 2

%

Analysis | | |

Detail  |ATORTODOEEE333444R 137 |

Budget | | | Ba | |
Tax code | | k3 | Taxl 0.00
v
All Income Lines
Cancel
Detail $ Mett $ Tax $ Line Tatal i
[+]|| | window
| A Close window
Totals 0.00 0.00 0.00 D Help

e Enter the additional information required for this transaction: budget, account, analysis code
etc. The date, total and reference fields are already populated with information.

e Click OK.

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

CBA Cash Manage 31032243 -

Mot in Use

e Select the appropriate account.
e Click OK.

:) OF. to BATCH this Expenditure Transaction ?
-

ne [[vee | ® Click Yes.

Update the batch as usual (see Section 6.11 View/Post Batch); in this example:

Click Transactions.

Click View/Post Batch.

Select the type of batch — in this example Expenditure and Credit Notes.
Enter the Batch Reference.

Click Display. A window similar to the following is displayed:
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Post Batch to Income Accounts

( =
Gross
Ref. Date Period Yal e Controls
B Jun0a 24 JUN 2002 6 533.00 #& Find Batch
Source ¢ Supplier Mett
Tax
Batch Ref.
Type
Description v Update
Bank
; window
( =
Total to post A close window
P Help
\

e Highlight the transaction.

e Click ﬂl, changing the No to a Yes.
e Click Update.

e Click Yes. The following is displayed:

Reconciliation Reference

-~ -
Some transactions in this window are
set to automatically reconcile. Please
enter the recanciliation details below.

"

-~ -

Reference I:l
Date |38 JUN 2662

Cancel ‘ DK |

e Enter a Reconciliation Reference.
e Click OK. The transaction is updated.

Note: This transaction is then marked as reconciled as the details have come directly from
the bank to say this money has been received. This line is also removed from the Bank Rec
Matching window. This process is NOT reversible.

6.16.3 Unmatching Transactions

e If necessary navigate to Bank > Bank Reconciliation > Matched. A list of transactions similar to
the following is displayed:
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Bank Reconciliation matching screen - Cheque Account

[ unmateched | Fiatched: |

IMPORT FILE LIMES - MATCHED RECONCILED TRANSACTIONS
Oate Tupe Amount Description Date Tupe Reference Amaut
10 JUH 2008 E 55.00 S00011
10 JUn 2008 E 300,00 500012 << Unmatch
11 JuUn 2008 E 70,00 S00013
12 JUN 2008 E 220,20 500014
13 JUH 2008 | -670.00 DEFOSIT [=j=l v
13 JUN 2008 E 2952 .00 300017
13 JUH 20038 | —2154 .00 DEPOSIT BE52
13 JuUn 2008 E 329,00 S00015
15 JUN 2002 E 90,00 S00012
15 JUH 2008 | -670.00 DEFOSIT [=j=l v
15 JUN 2008 E 250,00 500019
17 JUN 2008 E 70,00 S00020
18 JUN 2002 E 55.00 500021
Total Selected Total Selected
RECONCILIATION TOTAL: -486277.05 " Fimsh =(ﬁlC'IDSE! @ Help
T g

Matched transactions are listed in the left hand pane.

e Click a matched transaction. The associated transactions are listed on the right, as in the
following example:

Bank Reconciliation matching screen - Chegue Account

_( Unmatched Y Matched 1]
IMPORT FILE LINES - MATCHED RECONCILED TRANSACTIONS |
Oate Tupe Amount Description Oate Tuype Reference Amount
10 JuM 20028 E 55.00 S00011 10 APR 2002 U S000 14 220,20
10 JuM 2002 E 300,00 500012 << Unmatch
11 JUN 2008 E 70.00 S00013
12 JUH 2008 E Z 000 14
13 JUh Z00s B 2952.00 S00017_

e Click Unmatch. The lines are unmatched; the transactions disappear from the matched screen
and are added to the Unmatched screen.

6.16.4 Finishing the Electronic Bank Reconciliation

Once the user is satisfied with all the matching of transactions that can be carried out, the user can
now complete the reconciliation process.

e Click Finish in the matching screen. The following is displayed:

:/' |2 the matching process complete? Are wou sure pou wish to continue?
-

e Click Yes. This process cannot be undone after clicking Yes. The following is displayed:

W Savingdata..
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Note: Any unmatched import lines still present are deleted.

The matching screen is closed and the Reconciliation screen opened, as in the following:
Chegue Account

Controls
~ )
Date Group Invioice Mo, Gross Amount  Rec b 55 Group b
24 JUN Z8AE BZA7Z4B6HEE Rl0 ZA99.00 MO
24 JUN ZBEE BZREZ4B6HEE TE1Z34 1115.88  NO ¥ gort
15 M&R ZB@E  SHEE1LL &76 EE.BE  YES _—
19 M&R ZBBE  SHGELZL Y67 330000 TES Print
71 MAR ZBAE  SHBHLS. 73 7000 VES
18 APR ZOAE  SOGEL4 29 2028 YES v 0K
78 APR ZEEE  SHBELS 7 329,88 YES
27 APR ZOAE  SOBALEL 76 Y % Cancel
38 APR ZOEE  SHGELT 1234 29200 VES . Lancel
4 MAY ZBBE  SHBHLE 7 o000 YES
4 M 7 256,88 YES ||| window
_ A ) 70,00 TES
18 MAY 2B  SODEZ Z EELBE  ES 3
16 MAY 2088 SEPAZZU 1 T5.08 WO v B Close window
Reconciled Total -558178.52 6 ? Help
N\

Transactions

Reference I:l SHEE2EL 70.88  JACHAL
Date |30 JUN 2662

Detail: &rt supplies

All unreconciled transactions for the selected bank account are displayed with matched
transactions marked as YES, ready for reconciliation.

e Enter a Reference, as in the following:

Reconciliation Reference

-~ -
Some transactions in this window are
set to automatically reconcile. Please
enter the recanciliation details below.

"
-~ "

Reference I:l
Date |38 JUN 2662

Cancel ‘ DK |

e Click OK. The following is displayed:

Sawing Detals
" Flease Wat ..

All the transactions that had been marked as reconciled are removed from the Reconciliation
screen. See the following screen shot and compare with the previous screen shot for this window:
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Chegue Account

Controls
o Frr
Date Group Imoice MNo. Gross Amount  Rec o &9 Group b
24 JUN 2888  A287248685E Ny 112 289988 NO
24 JUN ZBBE  BZA3z48685E fulal5] 1115.88  HWO & Sort
27 APR Z8B3  SEEE16L 76 22088  NO 5 i
16 MAY 2888 SBEEZZU 1 31588 HO Print
2 MAY 2BAS 95767l -7l@.88 WO
v 0K
'X_ Cancel
wWindow
E_ Close window
Reconciled Total -588178.52 ﬁ ? Help

Transactions

-~

%

Reference l:l
Date |38 JUN 2682

Detail: Contributions - Sec &,9,10

Note: If the user clicks Cancel instead of OK, the user is unable to return to the same point
and has to start from the beginning and re-import the data again.

e Click Close Window. The following is displayed:
Al ish to cloze ¥
ovtllsas 25 o H_I

e Click Yes.

6.16.5 The Matching Screen: The Difference Between Finish and Close

Click Bank
Click Bank Reconciliation.
Click OK.

If necessary select the appropriate bank account. If in the middle of doing a bank reconciliation,
it will jump straight to the matching window. If starting a bank reconciliation, then the Select
Import file is displayed as shown below.

If necessary select the appropriate file in the Select Import File window, as in the following:

Select the import file

Look in: |lf} Electronic Bank Reconciliation j =

D

[ X I =P

*JBankrec20080830. 1

Click Open.

W Wiing 277 endiies .

—
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The following appear along the bottom of the window:

«" Finish

:ﬂclose

&
?

Help

Clicking Close means any matched transactions are saved as such but no items are deleted from
the Matching screen. When the user returns to the Matching screen it is not necessary to reimport
the transaction file supplied by the bank as this file has not been finalised, i.e. the user has not

‘finished’ matching the transactions. There are still transactions to reconcile.

Clicking Finish means any unmatched lines still present are deleted from the Matching window.

The Matching window is closed and the Reconciliation window opened ready for reconciliation of
the matched transactions. If the user wishes to then return to the Matching window, the appropriate
transaction file supplied by the bank will have to be reimported before further matching and then
reconciliation can be undertaken.

6.17The Audit Log

e Click Bank

e Click Audit Log. The following is displayed:

‘Audit Log Options

Fram
\

‘SELECT PERIOD RANGE..

I:Ito

[ ]

to
a\

'SELECT TRANSACTION DATE RANGE.

fom [ ]

[ ]

Date

.

'SELECT RECOMCILIATION ...

1

DESTIMATION ...
¥ Printer

(™ Screen

(™ Page Preview
" Spreadsheet

Print

e Enter search criteria such as Period Range, Transaction Date Range or Reconciliation
Date/Reference.

Select a Destination.
Click Print. In this example the criterion was Reconciliation Date:

BM Finance - Training School

Criteria (Reconcilistion Reference iz "6"

Page 1

Feport printed Monday, 30 June 2008 @ 10:35 Ab - Period § (50.0 %)

Data for 2008

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
ABLO01 L5100 05105 500011 SCHAD URC 15 MAR 2008 50.00 5.00 1 £5.00 135
BEROMM D5400 05405 500012 SCHaD URC 13 MaR 2008 3000.00 300.00 1 3300.00 136
CAKO0 D5400 05405 500013 SCHaD URC 21 MAR 2008 B354 £.36 1 70.00 137
Dazoo DsT00 Dav10 S00014 SCHaD URC 10 APR 2005 20018 2002 1 22020 138
Cicoo D5400 05415 500015 SCHaD URC 20 APR 2008 293.09 2991 1 329.00 139
IMCO0 c10s0 21051 93765 SCHAD URC 29 APR 2005 -2154.00 -2154.00 141
GO0 D&000 05005 500017 SCHaD URC 30 APR 2008 283 64 2836 1 31200 142
GO0 L5400 5405 00017 SCHAD URC 30 APR 2005 500.00 50.00 1 30,00 143
GOO00 05400 05425 500017 SCHaD URC 30 APR 2008 1303.09 13091 1 2100.00 144
IMCO0 1000 C1002 Q5766 SCHAD URC 2 MAY 2005 -570.00 -570.00 145
HOTOO1 C000 01020 500018 SCHaD URC 4 may 2008 g1.82 818 1 90.00 147
IIM001 L5400 05420 500014 SCHAD URC 4 MAY 2008 22727 22731 230,00 145
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6.18Bank Transfers

In the RM Finance system a journal transfer refers to transferring money from one bank account to
another. For example, a school may wish to transfer money from their investment account to their
cheque account.

Note: To make adjustments and/or corrections to budget accounts (journal entries) refer to
the sections on Internal Charges or Reversals as appropriate.

6.18.1 Journal Transfers Screen

e Select Transactions.

e Click the |WImmsters  putton under the Bank Accounts heading. The system displays the
Journal Transfer screen:

Journal Transfer CinenT Ealances
Caszh Management 0.oa J
Controls #Cheque Account 63332350
f ) Investment A/c 72000, 00
Date 29 JAM 2008 Dptions
Referance  |BS125 Batch Ref.
Detail |Tr‘ansfer‘ funds from lnwest to Chegue |
% \/ Ok
- =
From To )( Cancel
Cash Management Cazh Managemsnt
#Chegue Account N
Irvestment Afc Window
E_ Close windaw
@ Help J
A\

The current balances of all bank accounts are listed on the right hand side for ease of reference.

6.18.2 Making a Bank Transfer

Click in the Batch Ref field and enter the batch number.

Amend the date if appropriate.

Enter a reference for the transfer.

Enter a short description in the detalil field.

Enter the amount.

Click the appropriate ‘From’ bank account.

Click the appropriate ‘To’ bank account.

Click OK. The system displays a message asking to confirm the batching of the transfer of
funds from account A to account B.

Click OK

e Update the batch as usual. See Section 6.11 ‘View/Post Batch’ for more information if required.
Once the batch has been updated the system will transfer the amounts between the selected
accounts.
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6.19Transaction Reporting
Reports which relate to the Transactions section of RM Finance can be accessed by either:

L. F7 Reports s . .
Clicking within the Transactions section

or

Clicking ' Reperting . on the top menu bar and select the | Transactions | tab.

For details of the reports held within this section please refer to Section 9.2 on page 9-20 for
further information.
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Enquiries

7 Enquiries
In the same way the FIND is used to locate a



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

7.1 The Enquiries Screen

jo)
e Click the Emuiries button on the top menu bar.

The system displays the Enquiries screen:

Enquiries d |
-~ ~
Youcher No. I:I Controls
Reference ( [ First recard
Nett <] Previous record
Tax [ NOT Printed.
Gross Dollar [> MNext record
[t Last recard
e ”: Standard Transaction M
User HOT Reconciled 1 Locate records
PO Mo,
I Mo, M Find record
Last Year Transaction
-
Receipt Mo, BatchRef [ |
07N
\
p ~ | Window
Analysis Account Budget
| | | | | | E_ Close window
| ] M | ? Help
.

Voucher Number

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

Transaction Type

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

transaction.

Reference

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

number etc.

Nett

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

CiviCa
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Tax
This field displays the amount of Tax (if any) and the Tax code.

Gross
The Gross field shows the total value (including Tax if any) of the transaction.

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

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

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

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

Funding Stream

Note: This Function is not used in DOEWA schools

If a Funding Stream has been linked to the transaction it is displayed here.

Cost Centre

Note: This Function is not used in DOEWA schools

If a Cost Centre has been linked to the transaction it is displayed here.

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

O/N
Enter Order Numbers into this field.

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

Other details

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

At the bottom of the screen the corresponding analysis code, account code (income source or
supplier) and budget code is displayed. The sort codes for the analysis code and account code and
the budget heading are displayed underneath.
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Note: Any item displayed in RED is available for further interrogation.

‘Red’ Fields

v

v

¥l Locate 2

Click a “red” item. The system will present a screen report relating to that item.
Clicking on the gross field displays the Locate Results screen.

.2 Scrolling through the Transactions

Click the = Previewrecord o4 b Nedreord by ttons to view the transactions.
Click M Hrstreord {5 moye to the first transaction on file.

Click M lestrewors 5 move to the last transaction on file. The system will prompt to say
whether to move to the last transaction entered or the last transaction of the previous year.

Answer as appropriate.

.3 Finding a Transaction with a Particular Value

Click @ lesterssuss  The oustem displays the Locate screen:

Aimount to Locate
Murmnber of Matches

e

[P Locate Results - 100.00 |
~ -

Youcher Gross Description

162 70,00 Hater charges -

149 T&.00 Hater charges

122 72,35 Feconciled Totals

74 79.53 Telstra Corporation

19 a0.00 Budget at Corwersion to Cash

142 a0.00 Charges for maths publications

75 87.29 Statewide Cleaning

122 22,00 Science Publications

163 88,00 Freight

122 94 54 FReconciled Totals

20 i00.00  Budget at Conwversion to

21 100, 00 Eudget at Corwversion to Cash

22 100, 00 Budget at Corwversion to Cash

23 100, 00 Budget at Corwversion to Cash

24 100,00 Budget at Corwersion to Cash

7= 104, 11 Courier Australia

147 110,00 Stationery Order

25 150. 00 Budget at Corwversion to Cash

26 150,00 Budget at Corwersion to Cash

121 164 .00 Reconciled Totals

27 180. 00 Eudget at Corwversion to Cash

Enter an amount to locate (+ve for expenditure, -ve for Income) then press <Tab>.
Enter the number of matches the system is to locate.
Click the Locate button. The system displays the Locate Results screen:
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In this example the system has displayed the requested amount ($100) and ten transactions either
side of this amount. If there is no exact match, the closest value to the locate amount is
automatically highlighted.

e Double-click any transaction in the list to transfer its full details to the Enquiries screen.

7.4 Finding a Specific Transaction

o Click # fmrrd  The following message appears:

21X

1. Click or tab into the field gou wish to find.

2. Enter the Criteria to find on.

3. Press the Return key or click OK to start the search, or press
the Esc key or click Cancel to abort.

[ Do Mot Show this Message Again.

Click Continue.

Press <Tab> to go to the field to search by.
Enter the search criteria.

Click OK.

For example: To find a particular cheque number:
e Press <Tab> to go to the reference field.

e Enter the cheque number.

e Click OK.

7.5 Finding Recently Entered Transactions

o Click M=t P Finance will prompt as follows:

Do you wish to find the wery last transaction entered or the last
transaction of the previous year ¢

Year End |

A to display the last transaction posted.

e Click -
OR
o Click | Yesrend |, display the last transaction posted in the previous year.
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8 Financial Summary

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

e Click finseisisummary. on the top menu bar.

8.1 Overall View

The system displays the overall financial position of the school:

Financial Summary 2]
[Summaru W e | Overall Including Tax j ]
e ~

Brought Forward §0330.31

Income 13780471

Expenditure 106589.04

Orders Outstanding 0.oo

Carry Forward 111545.95
\

Fﬁ%«? Print =§l Cloze @Heﬂp
—f =]

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

Income
The total income received for the year to date.

Expenditure
The total expenditure for the year to date.

Carry Forward
Combined totals of all bank accounts.

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

Summary ¥iew | Overall Including Tax

c0verall Including Tax
Eudget Suramaty

CEd& Cash Manage

CB& Chy & fe

Mot in Lise
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8.2 Budget Summary

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

Financial Summary

[Sum mary ¥iew | LRSIl

-~ -
SCHOOL BUDGET Budget Actual YTD Yariance
Prewious Year Closing -8,913.00 -§,912.85 -0.15
Revenue =74,498.00 -34,771.43 -39,726.57
Total Funds &vailable for Distribution -53,411.00 -43, 634 .25 -39,726.72
Expenditure 71,387.00 2,442 .50 62,954 41
Ealance of General Fund -12,014 .00 -35,241.69 23,227.69
Ealance Accounts 0.00 -11,684 .86 11, 65486
BALAMNCE FOR ALL ACCOUNTS -12,014.00 -45,926.55 34,012.55
Tax Pozition 3,663, 36
GRAND TOTAL -43,258. 19
BANK ACCOUNT BALANCES Cash Mgnt A/C 2000 . 00 =

*Cheque A/C 3425819
Term Deposit 1 2000. 00
Term Deposit 2 4000 00
-
TOTAL IN BANK ACCOUNTS | 43,255. 19 |

a\
Yﬁ%? Print :(Fl Cloze @He]p
~ o

Budget Column
Refers to the current or revised budget.

Actual YTD Column
Shows the actual income/expenditure this year.

Variance Column
Displays the difference between the budget and the actual.

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

8.3 Other Financial Summary Views

By selecting any of the bank accounts displayed in the drop down list, a summary is displayed for
the selected account in the format illustrated below:
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Financial Summary illl

-~ -
Brought Forward 51942 34
Income 13777171
Expenditure 106589.04
Carry Forward 9312501
;
%Print ='|:;'I21033 @Help
= L]

This example shows specific information for the school’s main operating bank account — brought
forward figures, income and expenditure figures and the balance for this account (carry forward).

Note: The School Administrator sets the account name and details.

8.4 Financial Summary Reports

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

IT pri
. ‘& Print
. Click

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

Chooze Repart

@ Financial Summary
 Summary ¥ Detail

0 Inc. and Expenditure - Analysis

" Unreconciled Transactions

.

-’jgg? Print =§'Cluse @Help
e a

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

8.4.2 Inc. and Expenditure/Analysis

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

8.4.3 Unreconciled Transactions

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

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

The reports are organised into four sections — Records, Transactions, Ad-hoc and Custom
(contains reports specific to Australia and previously contained in SIS Cash Accounts ‘Australian

Reporting Module’).

f Records -‘]lr Transactions -‘]lr Ad-Hoc -‘]lr

{2 GST REPORTING Report Options

Business Activity Statement

G5T Transactions

G5ST Inquiry

GST Summary

o

Comparative Budget Report SEARCH ..

{ZAFREDA REPORTING From Period
FREDA Supplementary Data To Period

FREDA Ledger

FRED# BAS

FRED& Bank Reconciliation
FRED# Balance Account Analysis

i Y )

£ Reporting Parameters
£ EFT Parameters

m‘ Cheque Layout

'\

"DESTINATION .

@ Frinter:
" Screen

Custom

Print

)
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9.1 Records Reporting

The following section is designed to give an overview of the standard reports available within the
Records section of Reporting.

To access these reports, click the tab. The following screen is displayed:

I Records 1( Transactions ]( Ad-Hoc “r Custom 1

{23 INCOME SOURCES & SUPPLIERS Report Options
dncame Sources only
Suppliers only

Incame Sources and Suppliers i ™
Suppliers only {3hort form} ST Eir
Suppliers with no AEH account

23 INCOME & EXPENDITURE ANALYSIS | | o | |

Incame anly Sort | |
Expenditure only
Income and Expenditure

[T Detailed Search

S5 BUDGETS b
List of Budget Accounts
2“399: :;3 ""fc_:”a‘ v Committed " SHOW REPORT WITH.. DESTINATION ... )
Udge rofiles
Budget &nal ysis [ Search Criteria = Printer

Budget History
Eudget Expenditure Breakdown
Default Anal ysis Codes

3 FUNDING 5TREAMS & COST CENTRES \
Funding Stream Analysis
Cost Centre Analysis
Funding Stream by Budget Account
Cost Centre by Budget Account

[T Report Notes % Screen
™ Page Preview

(™ Spreadsheet

Print Report

9.1.1 Method for Printing a Report
e Select the report by clicking on the appropriate button.
e Enter the required report options — see guidelines below.

Report Options

Search By...

This section allows the user to enter search criteria specific to the type of report chosen. This will
enable the user to report on selected items only. It can be left blank if no search criteria are to be
applied.

SEARCH BY ..

ccount [aanooo | to [azzees |

Sort | |

[T Detailed Search

Note: The detailed search requires specific knowledge of the database and is not designed
for general use.

Show Report With...

This section allows the user to specify whether certain information is displayed on the report:
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SHOW REPORT WITH..

[T SearchCriteria
[T Repart Hotes

Search Criteria

If the user enters some search criteria in the Search By section, and the user would like those
criteria to be included on the actual report, tick the Search Criteria box. The example below shows
how this would be displayed for a List of Budget Accounts report.

Criteria Entered:
SEARCH BY ...

Budget [c1000 | to [coses |
Heading | |

Group | |
[T Detailed Search

Header of the report showing criteria:

RM Finance - West [Coast District High School Page 1
List of Bllilget Accounts Feport Printed Tuesday, 29 January 2008 @ 2:31 Ph - Period 1 (8.3 %)
Data for 2008
Account  Description Heading Actual Budget
SpentRec'd Allocated Balance
C1001 Secondary Voluntary Contributions 8 10REY -200.00 -50000.00 -49800.00
C13039 P&C Daonations 10REV 0.00 -2000.00 -2000.00
C17058 Hire of Facilities 10REV -600.00 -4000.00 -3400.00
c18058 Bank Interest 10REW -40.23 -1000.00 -959.77
C1903 Sale of Assets 10REV -9090.91 -10000.00 -909.09
Balance for Revenue Accounts -9931.14 -67000.00 -57068.86

Report Notes

If the user would like to enter some notes of their own to be displayed on the report, select this
option. The following screen is displayed:

Report Header Motes

Please enter notes that will be added to the Report Header

con_|

Enter notes (up to 2 lines of notes can be displayed on the report) and click OK.
A pencil will now appear next to the Report Notes option to show that notes have been entered:
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SHOWY REPORT WITH..

¥ SearchCriteria
" B .

When the report is printed, the notes are included in the shaded box as shown below:

RM Finance - West Coast District High School Page 1

List of Budget Accounts Report Printed Tuesdar January 2008 @ 233 PM - Period 1 (5.3 %)

Data for 2008
Please forward this ta the relevant staff member

Account  Description Heading Actual Budget

Spemt/Rectd Allocated Balance
c1001 Secondary Yoluntary Contributions 8 10REY -200.00 -50000.00 -49300.00
21305 PEC Donations 10REY 0.0o -2000.00 -2000.00
Z1705 Hire of Facilities 10REV -600.00 -4000.00 -3400.00
1805 Bank Interest 10REY -40.23 -1000.00 -959.77
1805 Sale of Assets 10REY -9090.91 -10000.00 -909.049
Balance for Revenue Accounts -0931.14 -67000.00 -57068.86

The notes are retained whilst this reporting window is open (eg. Until the user leaves the Records
> Reporting window). Once this window is closed the notes are lost.

Destination

This section allows the user to select the destination for the report:

DESTINATION ..

(" Printer
& Screen
{0 Spreadsheet
0 Page Preview

Printing a Report

e Click the | PrintReport | 1) i

e If the user has displayed the report on the screen and wish to send it to the printer click lin
the top right hand corner. A menu box appears:

Show Paged Report
Open Page Preview

Prink Page
Prink Report

e Select Print Report to print the entire report, or other options as required.

9.1.2 Income Sources and Suppliers Reports
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{3 INCOME SOURCES & SUPPLIERS

Incame Sources only
Suppliers anly

Incorne Sources and Suppliers
Suppliers anly {Shart form)
Suppliers with no ABN

These reports show details on Income Sources and Suppliers.

Income Sources Only

This will give a list of income sources used by the school and show total turnover for period to date
and year to date. A portion of this report appears below; optional Report Notes have also been

entered.
RM Finance - West Coast District High School

Lizt of Income Sources

Report printed at 14:55 on the 29 JAN

ATOI Australian Taxation Office
Phaone

HCo01 Income
Phiore

Suppliers Only

Cortact

Fax

Sor

T PTD 000
TIO YTD 0.00

ABM 51824 753 556

Contact

Fax

Sart

T PTD 72882105

THD YTD 7288205
ABN

This displays the same information as above but shows details for suppliers.

Income Sources and Suppliers

This report combines income sources and suppliers on the same report.

Suppliers Only (Short form)

This displays only the code, name and address details for suppliers as illustrated below; note the

optional Report Notes entered.

RM Finance - West Coast District High School

List of Suppliers (Short)

Report printed at 14:53 on the 28 JAN

ABMIDY AEM Bookshop 12 Kembla Way
WILLETTOMN WA 8154

ALGOD1 Algar Burns Computing 277 Albany Highway

PERTH WA 6012
ANYODDA Anytime Computer Repair 120 High Strest
Services FREMANTLE WA 6160

Suppliers with No ABN

Account BPAY Phone
Details. Biller Code
Name

BSE

Aiz No

Name

BSE

Aic No

Name

BSE

Aic No

Fax

This displays the same information as above but only for those suppliers without an ABN entered

onto the system.

9.1.3 Examples of Income Sources/Suppliers Reports

Suppliers Only Report

1. To display a Suppliers Only report for turnover for Office Works (OFF001):

CiviCa
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SEARCH BY ...

Account |CIFFDDI | to |DFFDD1 |
Sort | |

[T Detailed Search

RM Finance - West Coast District High School Page 1
List of Suppliers Report printed at 12:4% on the 16 OCT 2008 - Period 1
Data for 2008
OFFO01 Office Works Contact
1122 Hay Street Fax
SUBIACO WA 5008 Sort
T/O PTD 54364
TIOYTD 543.54
Phone ABN 11123123123

2. To display a Suppliers Only report for all suppliers whose names begin with A:

SEARCH BY ..

hecount |,.‘~ | to |A22999 |

Sort | |

[ Detailed Search

RM Finance will search from the first code to the last code inclusive. AZZ999 will ensure that all
codes beginning with A are found.

3. To display a Suppliers Only report showing turnover for all book suppliers:

If the user wishes to produce a report on all book suppliers they have to firstly ensure that all these
suppliers were grouped under the same sort key (BOOK in the example below). This would need
to be set up in the Income Sources/Suppliers section of records. See Section 5.8 Income Sources
and Suppliers. A search could be carried out as follows:

SEARCH BY ...

Aecount | | 1o | |

Sart [Book |

[ Detailed Search

9.1.4 Income and Expenditure Analysis Reports

The next group of Records reports are based on analysis codes (that allow state-wide analysis of
accounts rather than the school’s codes). The following reports are available:

a IMCOME & EXPENDITURE AHALYSIS

Income only
Expenditure anly
Income and Expenditure

Income analysis codes and expenditure analysis codes can be reported on separately or both
together. When any of these reports are sent to the screen/printer the following screen is
displayed:
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Analysis Code Reporting Opki -

2]

REPORT OPTIONS. ...

@+ Analysis Listing ¢ Profile Report

[T Sort and Subtotal by Analysis Sort Key 7
[ Shiw Full Detailed Reports 7

B Start Mew Page for Income and Expenditure 7

Cancel

Analysis Listing

If the Analysis listing is chosen the recommended settings are as follows:

Analysis Code Reporting Optio:

2l x|

i REPORT OPTIDNS. ...

¥ Analysis Listing " Profile Report

W Sartand Subtotal by Analysis Sort Key 7
¥ Show Full Detailed Reports 7
¥ Start Wew Page for incame and Expenditure ¢

-

Print I

Cancel |

Note: The ‘Start New Page for Income and Expenditure’ option is only available when
selecting the ‘Income and Expenditure’ report.

This will produce a report similar to the following:

CiviCa

RM Finance - West Coast District High School Fage 1

Full Analysis Listing Report printed at 10:53 on the 14 JUN 2010 - Period 12
Data for 2010

Analysis Descriptian Sort Key Turnover PTD Turnover¥TD Type Link

el Previous Year Closing Balance 0.oo 0.oo |

Turnowver for No Sort Key 0.00 0.00

m1000l Computer Rep Res BALARMCE 0.oo 0.oo |

M11001 Furn & Fittings Rep Res BALAMCE n0.0o n0.0o |

M1 2001 Office Equip Rep Res BALAMCE 0.0o 0.0o |

M13001 Plant & Equip Rep Res BALAMCE n0.0o n0.0o |

M1 4001 Yehicle Rep Res BALAMCE n0.0o n0.0o |

M1 4501 Bus Replacement Reserve BALARMCE 0.oo 0.oo |

M1a00l Capital Works Reserve BALANCE 0.00 0.00 |

mH1GE00I Resource Replacement Resene BALARMCE 0.oo 0.oo |

M17a0l Photocopier Replacement Reserve BALANCE 0.00 0.00 |

m1300I Artwrarks Replacement Reserve BALARMCE 0.oo 0.oo |

M1aa0l Software Replacement Reserve BALANCE 0.00 0.00 |

m1a00l Library Reference Rep Reseme BALARMCE 0.oo 0.oo |

M1960! General Resere BALAMCE n.oo n.oo |

M2a00l Cash Advances BALAMCE 0.0o 0.0o |

MZE00] Inclaimed Money Account BALAMCE 0.00 0.00 |
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Profile Report

If a Profile Report is chosen, as shown below, then the profile and actual figures are compared

month by month for each Analysis code.

Analysis Code Reporting Option

21

-
REPORT OPTIONS. .

0 Analysis Listing

¥ Shiw Full Detailed Reports 7

¥ Sort and Subtotal by Analysis Sort Key 7

[+ &fart New Page far Income and Expenditure

Cancel | Print I

9.1.5 Budget Reports

This section of reports provides different ways to report on budget codes (the school’s codes).

{23 BUDGETS

Lizt of Budget Accounts

Budget ws Actual ws Cammitted
Budget Profiles

Budget &imal ysis

Budget History

Budget Expenditure Breakdown
Default &nal ysiz Codes

List of Budget Accounts

This report will list the budget account codes together with the Actual Spent/Rec’d, the Budget
Allocated figures and the balance.

Budget vs. Actual vs. Committed

This is a very useful report. Schools can choose to view the report with six different options as

shown below:

Budget ¥ Actual ¥ Enmmittecg e

SUMMARY OPTIDN

[¥ Show Full Detail (ie Budget dccounts)
L [T Mew Page for Each Budget Heading 7

DETAIL OFTION

0 With % Budget Spent

0 Show Accruals instead of Committed Column
{7 Show Reconciled Total Column

" Show Expected Qutturn

{7 Show Actual Spent for Period

% Comparative Budget vs Actual vs Committed

Cancel
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The last option (Comparative Budget vs. Actual vs. Committed) will probably be the most useful
one for schools. A section of a sample report appears below:

RM Finance - West Coast District High School Pane 1

Comparative Budget vs Actual vs Committed Report printed Tuesday, 24 June 2008 & 1:06 PM - Period 1 (5.3 %)
Data for 2008

Fixed
o Budget Current Actual

Account Description as at 29 JAN 08 Budget Comm. Difference

H0PRE

Y Previous Year Closing Balance -94000.00 -94000.00 -94000.00 .00

Balance for Previous Year Closing Balance -54000.00 -94000.00 -S40 00 .00

10REV

C1001 Secondary Yolurtary Cortributions 8 -50000.00 -50000.00 -200.00 -49800.00

21305 P&C Donstions -2000,00 -2000.00 0.0 -2000.00

c1705 Hire of Facilties -4000.00 -4000.00 -600.00 -3400.00

21805 Bank Interest -1000.00 -1000.00 -40.23 -859.77

1905 Sale of Azsets -10000.00 -10000.00 -9090.91 -909.09

C2005 School Grant -50000.00 -50000.00 -50000.00 0.00

2035 Commonwealtth Literacy Program -50000.00 -53000.00 -3000.00 -50000.00

3005 Bookshop - Books -12000.00 -12000.00 -9490.91 -2509.09

Ca015 hiscelaneaus Revenue -2953.00 -2935.00 .00 -2985.00

5939 GET Rounding -12.00 -12.00 0.00 -12.00

Balance for Revenue Accounts -182000.00 -185000.00 -12422.05 -112577.95

Note: The figure shows only a section of the report.

Budget Profiles Report

These reports allow the user to analyse how the actual expenditure/income compares to the profile
for each budget. Four different options are available as follows.

Which Profile Repork 2l

{7 Year to Date Analysis
= metual Profiles
0 detuals

Budget Profile Report Options

Monthly Analysis
This reports on the budget profile for the current month in either the current or fixed
budgets.

Year to Date Analysis
This is the same report as the Monthly Analysis report but figures for the current year to
date are displayed.

Actual Profiles
This report prints a list of all budget accounts in either current budget allocations or fixed
budgets and how this has been profiled.

Actuals
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This report displays the list of budget accounts and the actual expenditure per month in
either the current or the fixed budget.
Budget Analysis Report

Users are able to filter reports by 4 Budget Groupings, on selecting print the report will spool to the
Printer.

Report Options )
[ SEARCH BY .. )
Budget | [ to |
Eudget | | to | |
Budget | | tio | |
Eudget | | to | |
Heading | |

\
SHOW REPORT WITH.. DESTIMATION ...
[T SearchCriteria & Printer
R 1 Not
I Report Hotes ¢ Page Preview
0 Spreadzheet
Print Report

Note: This report cannot be viewed on the screen - it is sent directly to the printer.

This produces the following report that should be very useful to schools’ Cost Centre managers:
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RM Finance West Coast Distict High School Page 1
Budget Analysis Report Printed at 12:10 on Tuesday 24th June 2008 - Period 1
Data for 2008
Account Description Heading Allocated Spent Committed Total Difference
D500Z  English 20EXP 21500.00 272 0.00 22.73 21477.27
Budget Adjustments (Month to Date]
Description Date Type Allocation Current Allocated
Annual Budget Allocation 2008 29 JAM 2008 ALL 21000.00 21000.00
Re Finance Committe Minutes dd/mmiyy 29 JAM 2008 VIR 500.00 21500.00
LCash Transactiens Details (Month to Date
Account Description Order No Invoice No  Reference  Type Date Mett Tax Gross WVoucher
AEM Bookshop Books aos 878543 ZI3E ESF 20 JAN 2008 200.00 20.00 220,00 43
Supply West Stationery ooe 12875 012350 ESP 20 JAN 2008 2273 2.27 25,00 47
ARM Bookshop Books - CORRECTED 005 878543 238 ESC 208 JAN 2008 -200.00 -10.00 220,00 64
Expenditure 2273 2.27 25.00
Income 0.00 0.00 0.00
Internal Charges 0.00 0.00 0.00
Totals 273 .27 25.00
Accrual Transactions Details (Month to Date
Account Description Reference  Type Date Mett Tax Gross Voucher
Totals 000 0.00 0.00
Dutstanding Orders Detail (Committed]
Account  Analysis Code Desc Ordered Rec'd Paid Nett To Pay Order Mo
Totals 0.00 0.00
Allocati file £ .
Allocation Actual Variance Allocation Actual Variance
1 0.00 2273 -22.73 7 0.00 000 0.00
2 0.00 0.00 0.00 a 0.00 0.00 0.00
3 0.00 0.00 0.00 g 0.00 0.0g 0.00
4 0.00 0.00 0.00 10 3800.00 000 8600.00
5 0.00 0.00 0.00 1 0.00 0.00 0.00
i} 12000.00 0.00 12200.00 12 0.00 0.0g 0.00

The Budget Analysis report also displays the profile allocation and actual spending per period at

the bottom of the report.

If a report is required for one budget only this can be done by clicking on the spyglass next to the
balance remaining field in the Budget Accounts screen.

Budget Accounts

rBudget Account Description

|[D1oos | |Administration

20EXP

Budget Heading
Eudget Group

Inc Default Anal
-

[~ Default Code

Controls
<] Previous record
[>  Mext record

@k Find record

-

Eudget Allocation
Mett Current Year Expenditure

Orders Qutstanding

Balance Rermaining 50.0 %

Receipts in ddvance (Accruals)
Creditors
Prepayments

Debtars

% Threshold Warning

I
 wwQ
—[

[+] MNew record
£ Edit record
'@' Delete record

S8 Pruofile

500 _00 IC%S

[ cxq
[ ewq
[ ex[q
[ ewQq
[ wof=

Yindow

E|_ Cloge window
>

Help

Drilling down on the spyglass produces the following prompt:

CiviCa

fCIicking on this
spy glass will
produce an
analysis report for
the budget
displayed.

~

)
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Report Selection

@ Plesse select a report to print.

[ E:

{0 Expenditure Breakdown

e Click Full Budget Analysis
e Click Print
e Select the report destination. The following message is displayed:

Frint the tranzactions for this period anly 7

Yes

e Click No where the report should show the year to date situation. The following message is
displayed:

Show Tranzaction Dezcriptions on Report ¢ Mo

es

e Click Yes.
e The following message is then displayed.

Please enzure that vour printer iz zet to landscape.

e Click OK.
e The Print Setup screen appears.

Print Setup ﬂ ‘ "'." ) u

r— Prirter
Name: ~]  Propertes.. |
Status: Ready
| Type: IBM 2330 Plus
| Where:  LPTT:
| Comment:
| |
I — Paper Criertation
Il | Size: IM ;I " Portrait
Source: I.N_rtomaticalry Select ;I & landscape
Hep | Network... | ok | Cancel
e Choose Landscape and click OK
e The report is displayed
C IVI Ca RMFinanceManual.docx 11/04/13

9-13 of 383

© 2013 Civica Pty Ltd



Budget History Report

This displays the following report displaying one budget per page:

RM Finance - West Coast District High School F

Feport printed at 15:04 on the 29 JAK
Page 1

Budget History Report
RM Finance - West Coast District High School

Report printed at 13:18 on the 24 JUN 2008

Budget History Report
Diata for 2008

D5005 - English

Reason for Allocation! Virement Date Type Amount
Annual Budget Allocation 2008 25 JAM 2008 ALL 21000.00
Fe Finance Committe Minutes dd/mmifyy 29 JAN 2008 VIR 500.00
Current Allocation 21500.00
Current Balance 21477.27

The searching facility can be used to select a range of budgets, as described in Section 9.1.5
‘Budget Reports’.

Budget Expenditure Breakdown Report
This report shows budget expenditure breakdown by analysis code.

RM Finance - West Coast District High School Fage 1
Budget Expenditure Breakdown By Analysis Code [YTD) Printed Tuesday, 24th June 2008

Data for 2008
English Allocated Spent Committed Total Difference
(D5005/20EXP) 21500.00 .73 0.00 273 21477227
Analysis Mett Tax Gross
Purchase of Lbrary References Di24a0 000 0.00 .00
English D&000 22.73 27 25.00
Total 2273 227 25.00

Default Analysis Codes

Note: This report is only available if the default analysis code functionality is enabled via
System Manager > Options > Paths.
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RM Finance - West Coast District High School

Default Analysis Codes

Report Printed Tuesday, 24 June 2005 @ 1:20 PM - Period 1 (5.3 %)
Data for 2008

Page 1

Income Expenditure
Account Description Default Analysis Default Analysis
00PRE Previous Year Closing Balance
Y Previous Year Closing Balance Y WY NYE
10REV Revenue Accounts
C1001 Secondary Yoluntary Contributions § C1000
C1305 P&C Dongtions 1300
C1705 Hire of Facilties c1700
C1805 Bank Interest 1800
<1903 Sale of Assets 1900
C2005 School Grart c2000
2035 Commonwwealth Literacy Program 2000
3005 Bookshop - Books 3000
Ca015 hiscellansous Revenue C3000
C5999 GST Raounding 25000

CiviCa
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9.1.6 Funding Streams & Cost Centres

Note: These reports are not used in DOEWA schools

a FUNDING STREAMS & COST CENTRES
Funding Stream Analysis
Cost Centre Analysis
Funding Stream by Budget Account
Cost Centre by Budget Account

Funding Stream Analysis Report

(" INCLUDE. . A
Code Description
FS 1 Funding Stream 1 -
Fs 2 Funding Stream 2
FS 3 Funding Stream 3
-
.
" SHOWY REPORT W ITH.. DESTIMATION ... 1
& Printer
[ Report Motes  Screen
0 Page Preview
" Spreadsheet
a\
‘ Print Report I

e Select the Funding Stream to report on.
e Enter any notes to include on the report.
e Click Print Report. The following message is displayed:

Print the tranzactions for thiz period anlp ?

e Click as appropriate. The following is displayed:

Shaow Tranzaction Descriptions on Repart ?

e Click as appropriate. The following shows a portion of the report:

CiviCa
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RM Finance RM Finance Training School Page 1

Funding Stream Analysis Report Printed at 10:51 on Monday 31=st July 2006 - Period 10
Data for 2005
These are notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are
notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are notes.

Funding Stream Description Allocated Spent Committed Total Difference
F5H1 Funding Stream 1 0.00 0.00 0.00 0 0

Cost Centre Details (Year to Date}

Cost Centre Description Allocated Spent Committed Total Difference

ccy Cost Centre 7 0.00 0.00 0.00 0.00 0.00

Cash Transactions Details (Year to Date)

Account Description Date Nett Tax Gross Voucher
Expenditure 0.00 0.00 0.00
Income 0.00 0.00 0.00
Internal Charges 0.00 0.00 0.00
Totals 0.00 0.00 0.00

Accrual Transactions Details (Year to Date’

Account Description Date Nett Tax Gross Voucher

Totals 0.00 0.00 0.00

Cost Centre Analysis Report

" INCLUEE. . )
Code Description
cc 3 Cost Centre 3 -
cc o4 Cost Centre 4
CC S Cost Centre 3
cc 7 Co=t Centre 7
CCH Co=st Centre 1
CC2 Cost Centre 2
.
.
" SHOw REPORT WITH.. DESTINATION . ]
€ Printer
¥ Report Notes g2 & Screen
£ Page Preview
= Spreadshest
k
‘ Print Report I

e Select the Cost Centre(s) to report on.
e Click Print Report. The following message is displayed:

Print the transactions for thiz period anlp ?

e Click as appropriate. The following is displayed:
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Show Tranzaction Descriptions on Report ?

e Click as appropriate. The following shows a portion of the report:

RM Finance

Cost Centre Analysis

Report Printed at 10:55 on Monday 31st July 2008 - Peried 10

Data for 2005
These are notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are
notes. These are notes. These are notes. These are notes. These are notes. These are notes. These are notes.

RM Finance Training School

Page 1

Cost Centre Description
cC3 Cost Centre 3

Funding Stream Details (Year to Date)

Funding Stream  Description

FS3 Funding Stream 3

Cash Transactions Details (Year to Date)

Account Description

Expenditure
Income

Internal Charges
Totals

Accrual Transactions Details (Year to Date)

Account Description

Totals

Allocated

0.00

Allocated

0.00

Date

Date

Spent Committed

0.00

Spent

0.00

Hett

0.00
0.00
0.00
0.00

Hett

0.00

0.00

Committed

0.00

Tax

0.00
0.00
0.00
0.00

Tax

0.00

Total

Total

0.00

Gross

0.00
0.00
0.00
0.00

Gross

0.00

Difference

0

Difference

0.00

Voucher

Voucher

Funding Stream by Budget Account

(" INCLUDE... S
Code Description
Fs 1 Funding Stream 1
Fs 2 Funding Stream 2
Fs 3 Funding Stream 32
\
" SHOW REPORT WITH.. DESTIMNATION ...
{~ Printer
[¥ Report Hotes g% % Screen
(™ Page Preview
(™ Spreadshest
\
‘ Print Report I

e Select a Funding Stream(s).

e Click Print Report. The report is displayed on the screen, subtotalled by Budget Heading:

CiviCa
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RM Finance - §t Janets' School for Girls Page 1
Funding Stream by Budget Account Report Printed Wednezday, 1=t February 2006
Data for 2006

Funding Stream 1
Budget Hame Code Budget Actual Committed Spend Difference
Admin ADMIN 0.00 1088.99 0.00 1089.99 -1055.95
EXP 0.00 1089.99 0.00 1099.99 -1099.99
income INCOME 0.00 -200.00 0.00 -200.00 200.00
INC 0.00 -200.00 0.00 -200.00 200,00
Total 0.00 899.99 0.00 899.99 -899.99

Cost Centre by Budget Account Report

-

" INCLUDE ...

Code Description

[ ] Co=st Centre 3 -
cC 4 Co=st Centre 4

CC S Cost Centre 5

ot 7 Cost Centre 7

ey Cost Centre 1

oz Cost Centre 2

w

[ SHOW REPORT WITH..

¥ Report Notes 2

.

DESTINATION ..

{~ Printer
% Screen
(™ Page Preview
~ Spreadsheet

Print Report I

e Select the Cost Centre(s) to report on.

e Click Print Report. The report is sent to the screen as follows subtotalled by Budget Heading:

RM Finance - 5t Jan

ets' School for Girls

Cost Centre by Budget Account Report

Page 1

Printed Wednezday, 1st February 2006

Data for 2006

Cost centre 1
Budget Name Code Budget Actual Committed Spend Difference
Admin ADMIN 0.00 1059.5% 0.00 1059.59 -1055.55
EXP 0.00 1099.99 0.00 1099.99 -1099.99
income INCOME 0.00 -200.00 0.00 -200.00 200.00
INC 000 -200.00 0.00 -200.00 200,00
Total 0.00 899.99 0.00 899.99 -599.99
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9.2 Transactions Reporting

The following section is designed to give an overview of the standard reports available within the
Transactions section of reporting. To access these reports, click the | Transactions | tab. The

following screen will then

be displayed.

|( Records

-~
S GEMERAL REPORTS

#11 transactions

Batched transactions

Future Postings

Purchasze Orders

#lternative Payee Transactions
Batch Mumber Report

5 AUDIT REPORTS
Transactions not get printed
Year End Staternent
Commitrment Summary
EFT/BPAY Certification Log
Record Maintenance Log
3 BANK REPORTS
Reconciled transactions
Unreconciled transactions
Cash Movement
Bank Balance
3 Tax REPORTS
Tax Reimbursement {INC)
Tax Reimbursement {EXP)

1 |( Transactions 1|(

Ad-Hoc

Custom 1

A0

Report Options

[¥! fncome!
¥ Expenditure

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

'

"I NCLUDE TRAMSACTION TYPES ... |

"FROM BANE ACCOUNTS ..

[¥ Cash Management
¥ Cheque Account
¥ Investment 4/c

'\

lgrore Search

D Simple Search

D Detailed Search
A\

‘FIND TRANSACTIONS BASEDON ... |

(SHOw REPORT WITH ..
[¥ Gross Totals
[T Totals anly
[T Short Repart Format
= Include Descriptions 7
= Inclode Invoice 7
= Include User O/H 7
[T Search Criteria
[T Report Motes

'

(DESTIMATION ...
" Printer

(% Screen

" Page Preview
" Spreadshest

Change Sort Order ‘

Print ‘

9.2.1 Report Options

All of the reports have different Report Options depending on the type of report being accessed.
Clicking on each report heading in the list displays the Report Options on the right.

e Click All Transactions under the heading General Reports. The following options are displayed:

(INCLUDE TRANSACTION TYPES ... |
W
¥ Expenditure

¥ Budget &mendmernts
[T Internal Charges
[T Journal Transfers
| [T &ecruals ete.

(FROM BAMNK ACCOLINTS .

¥ Cazh Maragement

(SHOW REFORT WITH ...

¥ Gross Totals
[T Totalz Only
[T short Repart Format

[T SearchCriteria
[T Report Motes

-
-
-

™ Cheque dccount "

¥ Investment &/c

"

=,

(FIND TRANSACTIONS BASED ON ..

(DESTINATION .
0 Printer
% Screen
¢ Page Preview
| ¢ Spreadshest

Ignore Search
D Simple Search

Change Sort Order ‘

D Detailed Search |
h

Print |

e Click Transactions not yet printed under the heading Audit Reports. The following is displayed:

CiviCa
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FIND TRANSACTIONS BASED OM .| { SHOW REPORT WITH .. )

lgnore Search 7 Grass Totals
D Simple Search [T SearchCriteria
D [etailed Search [T Repart Notes

%

(DESTINATION ...

{ Printer
¥ Screen
" Page Preview
" Spreadshest

Change Sort Order |

| Print |

The following outlines some of the common options that are available:

Include Transaction Types...

Check the boxes to display the required transaction type or types (e.g. Income, Expenditure etc.)
At least one transaction type should be checked.

INCLUDE TRANSACTION TYRES ..
M i

[¥ Budget Amendments
[T Internal Charges
[T Journal Transfers
[T Accruals et

From Bank Accounts...

Check the box for the bank account for the transactions to display. At least one bank account
should be selected unless displaying non-bank transactions such as budget allocations.

FROM BAMNE ACCOUNTS

¥ CB& Cazh Manage -
¥ CBéChy A/
¥ Hatin Use

Show Report With...
This section enables the user to select how they wish the report to be displayed.

(SHOW REPORT WITH ...

¥ Gross Totals

5
EI- Include Descriptions 7
T Include Invoice 7
[T include User 0N 7
[T SearchCriteria

[¥ Report Hotes g

Selecting Gross Totals will have the report calculate the sum of all like transactions and display
these at the bottom of the report. Recommended for Department of Education schools.
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Selecting Totals Only displays, at the bottom of the report, the gross totals only (as above) with no
details of the individual transactions.

Choosing the Short Report Format option displays one transaction per line with details on
Account, Budget, Description, User, Transaction Type, Date, Nett Amount (if this box is checked),
Description (if this box is checked), Invoice Number (if this box is checked), Tax, Total and
Voucher Number. If the short report format is not selected full detailed reports are produced
including details of Invoice Number, Order Number and Reference and displays these details using
8 lines per transaction.

Search Criteria

If some search criteria is entered into the Search By section, and these criteria are to be included
on the actual report, tick the Search Criteria box. The sample report below shows both the search
criteria and report notes for an All Transactions report.

EM Finance - West Coast District High School Page 1

All Transactions Feport printed on 29 JAKN 2003 at 0740 - Period 1
Data for 2008

Selected Tranzactions: &l Transactions Report

Posting Detail Type Date Hett Tax Total Voucher

MY Previous Year Closing Balance

Invaice Rlumber

Qricer Mumbet nfa

Batch Ref 1

Annual Budget Allocstion 2003

Ref BA1 REG ALL 29 Jap 2008 -94000.00 7

Loy Julu) | Secondary Yoluntary Contributions §

Invraice Rumbet

Order humber nfa

Batch Ret

Annual Budget Allocation 2003

Ref BAZ REG ALL 29.JaN 2005 -50000.00 g

1305 P&C Donations

Ioeenice bl rnhar

Report Notes

If notes are to be entered and displayed on the report, select this option. The following screen is
displayed:

Report Header Motes

Please enter notes that will be added to the Report Header

»

o

Enter notes (up to 2 lines of notes can be displayed on the report; see the screenshot of the report
above) and click OK.

A pencil will now appear next to the Report Notes option to show that notes have been entered.
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(SHOW REPORT WITH ...

¥ Gross Totals

T Include Invoice 7
[T Include User 07N 7
[T SearchCriteria

[¥ Report Hotes g

.

EI- Include Descriptions 7

Note: It is not possible to select ‘Include Descriptions’ and ‘Include User O/N’ without also
selecting to include the Invoice.

When the report is printed, the notes are included in the shaded box as shown in the sample report
above.

The notes are retained whilst this reporting window is open (eg. Until the user leaves the
Transactions > Reporting window). Once this window is closed the notes are lost.

Destination...

This section enables the user to select the destination for the report (eg. screen, printer).

DESTIMATION ...
= Printer

¥ Screen

" Page Preview
€ Spreadshest

To produce the report in a spreadsheet format Spreadsheet can be selected as the destination for
the report. The system will create the report as a document on the school’s disk with the extension
.PRN. This document can then be used with another program such as Microsoft Excel or Word.

Alternatively, for quick copying and pasting into Excel or Word, hold down the left mouse button
and drag a box around the section of the report to copy (or the entire report if desired). From the
top line edit menu choose Copy. Then switch to the desired application (e.g. Excel) and choose
Paste. The document is displayed.

Find Transactions Based On...

This section enables the user to enter search criteria to find particular transactions. If Ignore
Search is ticked as illustrated below, then no search criteria are applied. If Simple Search is ticked,
search options can be chosen as outlined in Section 9.2.2 ‘Simple Search’ below. The Detailed
Search is only designed to be used by operators who have a comprehensive knowledge of the
database structure and is not intended for general use.

FIND TRANSACTIONS BASED ON ..

lgnore Search
D Simple Search
D Detailed Search

9.2.2 Simple Search
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Choosing this option displays the following choice of search criteria:

Simple Search e
i Frarm T )
Eudgets

Supplier / Source

Anal yses

Periods

Date

Reconcile Ref

Youcher
Batch

Batch Date

Funding Stream

Cost Centre

i’ Cloze @HeIp
Q

User Order Mumber

The example below displays the chosen report listing transactions relating to all budgets from
D5010 to D7010 (inclusive):

Simple Search d |
i From Ta 1
Budgsts osata| | [o7Lie

Supplier / Source

finalyses

Perinds

Date

Youcher

Batch

Batch Date

Funding Stream

Cost Centre

I
I
I
I
I
Reconcile Ref |
I
I
I
I
I
I

User Order Number

ﬂ Cloze @He]p
o

Note: Some fields may not appear as displayed above, depending on options selected in
System Manager.

9.2.3 Change Sort Order

This section allows the user to select the field(s) to sort the report. There is also the option to
subtotal these fields.

Change Sort Order

e Click
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The example below will sort the report first by budget codes and then by supplier and will provide a
sub-total for each budget.

Sorting and Subtof 7 x|

-~

Sort Order | Subtotal |

&udit Nurber 1l

Budget ? -
Supplier ? -
finalyses EI -
Periods ] [l
Date ? Il

r

User Order Mo

.

[=]

ﬂ Close "9) Help
9

Placing additional numbers next to fields will allow the user to further define the sorting hierarchy.

9.2.4 All Transactions Report

This report will allow the user to display transactions that have been posted. A sample section of
an All Transactions report appears below:

EM Finance - West Coast District High School Page 1
All Transactions Report printed on 24 JURK 2005 st 1327 - Period 1
Data for 2008

Selected Tranzactions: &1 Transactions Report

Posting Detail Type Date Hett Tax Total Voucher
IMCo01 Income

3000 Bookshop

23005 Bookshaop - Books

Chegue Account

Invaice humber

Oriler Mumber nia

Receipt Mumber 123

Batch Ref 5

Book shop books

Ref 1235 REG IMC 29 Jan 2008 -9430.91 -949.09 1 -10440.00 34
INCO01 Inzame

1700 Fees from Facilties Hire

c1705 Hire of Facilties

Chegue Account
Invaice hlumber

Oreler Mumber ]

Receipt Mumber 1232

Batch Ref 5

Haill Hire

Ref 1235 REG IMC 29 Jan 2008 -600.00 -60.00 1 -6E0.00 35

If Short Report Format (including descriptions) is chosen, the report would appear as follows.
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EM Finance - West Coast District High School Page 1

Report printed Tuesday, 29 January 2008 @ 7:42 AM - Period 1 (8.3 %)
Data for 2008
Selected Transactions: All Transactions

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
WYY BA1 REG ALL 29 JAN 2005 -84000 .00 7
C100 Ba2 REG ALL 29 JAN 2008 -50000 .00 =3
1305 BAZ REG ALL 29 JAN 2005 -2000.00 9
C1705 Ba2 REG ALL 29 JAN 2008 -4000.00 10
G1a0s AA2 BEG Al 29 |AM 205 1000 A0 14

9.2.5 Batched Transactions Report

This will allow the user to report on any transactions that are held in a batch. This report should be
printed and checked before updating a batch. Once the batch has been updated this report cannot
be used to display the transactions — they can be viewed via an All Transactions report.

FM Finance - West Coast District High School Page 1
Eatched | Fulur e Wansactions Reepont prirded on 29 JAN 2003 @ 0241, Period 1
[hata Tor 2008

ti il Ty [hate Hett Tax Total Woucher

]

C20m Inicanimee

3000 Brookshop

C3005 Bookshop - Books

Chdigie Bacoian

Fecept Number 123

Snde: o Texdbocks

Ref 1235 NG 30 JAN 2008 545091 94909 1 1044000 a

5

RGO ncome

1700 Fees from Faciities Mire

C1705 Hiré i Facllies

Cheaggue Account

Receipt Mumber 12352

Hall Hire:

Ref 1235 NC 30 JAMN 2008 E00,00 BD.OD 1 B50.00 a

]

0 ncome

9.2.6 Future Postings

This displays a report on any transactions that have been posted to a future period. This report is
not in use.

9.2.7 Purchase Orders

This will produce a report on all purchase orders currently in the system. There is the option to
display outstanding orders, completed orders or both. This report is not in use.

9.2.8 Alternative Payee Transactions

This will produce a report allowing the user to analyse by payee those transactions that have been
flagged to use an alternative payee.
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RM Finance - West Coast District High School Page 1

All Transactions Feport printed on 29 JARN 2008 st 09:55 - Period 1
Data for 2008
Selected Transactions: All Transactions Report

Posting Detail Type Date Hett Tax Total Voucher
WWESOOS ‘Western Supply Co

ABCO01 ABC Debt Collectors

Ces000 English

05005 Englizh

Chegue Account
Irreice: Murmber SUPOOY

Crdler Mumber nia

User Croer Murmnber 99

Batch Ref 12

English Supplies

Ref 123456 SCHAD ESP 29 JaN 2005 0.9 909 1 100.00 73
Total for Supplist WESOOD3 0.9 9.09 100.00
Tatsl for At Payee  SBCO01 2091 909 100.00

9.2.9 Governors Report

Note: This Function is not used in DOEWA schools

The Governors report allows the school to obtain a report which analyses transactions against their
allocated Funding Stream and Cost Centre. This report is activated when Show Additional
Analysis Levels is selected in System Manager>Options>Display>Additional Analysis levels.

9.2.10 Batch Number Report
This report will produce a list of income and/or expenditure batches which have been posted.

The following report options are available with this report:

Report Options
(INCLUDE TRANSACTION TYPES .. | (SHOW REPORT WITH . N
W Income [T SearchCriteria
W Expenditure [T Report Motes
! \
- - -
SELECT PERIOL RAMGE.. DESTIMATION ...
= Printer
From I:I 5 Screen
4 I:l ™ Page Preview
' = Spreadzheet
\ A
‘ Brini |

Either income or expenditure type batches can be selected (or both) to appear on the report.
A period range can be selected to display batches posted within that range.

The report shows the following information:
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Batch Number

The number entered in the batch ref field when entering transactions.

Type
The type of the batch (INC=Income, ESP=Expenditure).

Last Processing Date
The latest date entered in the date field for all transactions belonging to that batch.

Total
The total for the batch.

Date Last Updated
The date the batch was posted.

A sample report appears below:

RM Finance - West Coast District High School Page 1

Batch Humber Report Feport printed Tuesday, 29 January 2008 @ 8:03 A0 - Period 1 (8.3 %)
Data for 2008

Batch Humber Type Last Processing Date Total Date Last Updated

13 ESP 29 Jap 2008 220,00 29 Jan 2008

15 G 29 Jan 2008 -50040.23 29 Jan 2008

16 ESP 29 .JaN 2005 10.56 29 JAN 2005

B TG 29 Jap 2008 -21760.00 29 Jan 2008

E ESP 29 Jan 2008 12385.00 29 Jan 2008

7 ESP 29 .JaN 2005 440,00 29 JAN 2005

g TG 29 Jap 2008 -3000.00 29 Jan 2008

Total for all Batches: -B1744 67

9.2.11 Transactions Not Yet Printed

This is essentially a list of all transactions. This report is printed automatically when completing a
period or year-end and filed for audit purposes. Once the transactions for the current month have
been printed, they will not appear on the printout for the following month’s transactions:

RM Finance - West Coast District High School Fage 1
Report Printed Tuesday, 24 June 2008 @ 1:32 PM - Period 1 (8.3 %)
Data for 2008

Jll Transactions:Transactions Mot Yet Printed Report

Account  Analysis Budget Bank Ref User QIN Type Date Mett Tax Voucher
2 YYYYE Y AC12 SCHAD CRT 2D JAN 2008 -04000.00 6
Y BA1 REG ALL 20J&N 7
c1001 BA2 REG ALL 20 JAN 2008 8
C1305 BA2 REG ALL 20 JAN 20028 2

Note that a short report format is available for this report. This option is available from
System Manager > Options > Period End > Period End Reporting > Print Transactions >
Short Report Format. See Section 3.4 ‘Options’ for further information.

9.2.12 Year End Statement
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This report will print a summary showing funds brought forward from last year, total payments
made and total income received this year, and the final balance for the current year.

9.2.13 Commitment Summary

This report prints a summary of all outstanding commitments (purchase orders) on the system. It
will give a breakdown of the amount against each analysis and budget code, but will not show the

actual details of the orders. This report is not in use in WA schools.

9.2.14 EFT/BPAY Certification Log

The following screenshot shows the options for this report:

(SELECT BATCH NUMBER...

-

‘SELECT DATE UPDATED ...

\

Fom [ ] fom [
\ \

rSELECT FERIOD... | | SHOW REPORT WITH...
From l:l [T SearchCriteria

N —

.

'SELECT CERTIFIED BY...

M/
ADOM I H
OFAO
OFRIH
FRIN

LI

.

DESTINATION ...

i Printer
{* Screen
" Page Preview
{0 Spreadshest

%

At least one user must be selected from the ‘Select Certified By..” drop-down list for the report to

print. (Select N/S — Not Specified to display all users).
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EM Finance - Training School Page 1
EFT/BPAY Certification Log - Audit Report Report printed Tuesday, 24 June 2008 @& 10:51 AM - Period 6 (500 9%)
Data for 2008
Criteria Period from G106
Cetified by NS

Batch Ho Batch Total Certified By Date Time Updated By
Certified Certified
For hatches of type EFT
207 2099.00 FRIM 24 JUr 2008 10:23:55 REG
Total: 2099.00
For hatches of type BFAY
208 1115.00 PRIN 24 JUn 2008 10:37:35 REG
Total: 111504
Total: 3214.00

Approved by:

Principal’s name

Principal’s signature

Date

9.2.15 Record Maintenance Log

This report will print a list of any changes made to User records and/or Income Source/Supplier
records.
A sample report appears below.

RM Finance - West Coast District High School

Record Mainenance Log Page 1
User SCHAD Report Printed Wednesday, 7 April 20100 @ 11:59 AM - Period 4 (33.3 %)
Data for 2010
Table Name Record 1D Field Name Action Old Value New Value Date/Time User
Inc Source/Supplier WES002 Add 7 APR 2010 11:58: SCHAD
Inc Source/Supplier ALGO0 Bank Account Mame Edit Algar Burns 7 APR 2010 11:58: SCHAD
Computing
Inc Source/Supplier ALGOO0M BSB 1 Edit 306 7 APR 2010 11:58:56 SCHAD
Inc Source/Supplier ALGOOT BSB 2 Edit 099 7 APR 2010 11:58: SCHAD
Inc Source/Supplier ALGOM Account No Edit aresdaznz 7TAPR 2010115 SCHAD
Inc Source/Supplier ALG001 BPAY Biller Code Edit 6555 7T APR 2010 11:5 SCHAD
Inc Source/Supplier ALGDO E-mail Edit Alg@alg.com.au 7 APR 2010 11:5 SCHAD
Inc Source/Supplier ALGO0 Payment method BRAY Edit No es 7 APR 2010 11:5 SCHAD
Inc Source/Supplier ALGOO Payment method EFT Edit Nao es 7 APR 2010 11:5 SCHAD
Inc Source/Supplier ALGDO Remittance Type Edit None E-mail 7T APR 2010 11:5 SCHAD
Users FRB Add 7 APR 2010 11:5 SCHAD

Total number of records =11

Transactions =Reports = Audit Reports = Record Maintenance Log

9.2.16 Reconciled Transactions

This will produce a list of transactions that have been reconciled.

CIVICa RMFinanceManual.docx 11/04/13

9-30 of 383

© 2013 Civica Pty Ltd



9.2.17 Unreconciled Transactions

This report lists the unreconciled transactions that are currently held in the system. This report
should be printed after completing bank reconciliation. The totals of this report should match the
totals of income and cheques not recorded on the statement, listed on the Account Balance
Statement.

Note: The box for Last Year Transactions should be checked on, to ensure that any

unreconciled amounts from last year are displayed on the report.

9.2.18 Cash Movement Report
This report summarises all income and expenditure transactions. The following report options are

available.
Report Options
(SELECT SUPFLIER/SOURCE RANGE..| [SHOW REPORT WITH ... N
From I:I [T Search Criteria
to l:l [~ Report Nates
\
rSELECT PERIOD RAMGE.. ~
- -
DESTIMATION ...
Fram to
\ l:l |:| = Printer
e & Screen
SELECT DATE RAMGE..
(" Page Preview
v

.

" FROM BANK ACCOUNTS ...

% Euilding Fund
[ Cash Mgnt &/C
¥ Cheque &/T

™ Library Fund
¥ Term Deposit 1

p—

| v

Sort

Print

Click Sort. The following sort options are displayed:

[ report sort x|
"PRIMARY SORT.... " SECOMDARY SORT.... A
{ Youcher
™ Fund

\

(" Reference

(" Transaction Type
" Date

(= Period

(" Supplier / Source
= Analysis

" Invaice Number

" Reference

(= Transaction Type
( Date

(" Period

0 Supplier / Source
(™ Analysis

= Invoice Wumber

[] subtotal when Sort Changes

:ﬂ Clase

A sample report appears below:
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BM Finance - West Coast District High School Page 1
Cash Movement Prirted 29 JAM 2005 - Period 1
Data for 2008
Cheque Account only
This years transactions only.
Supplier /
Source Reference Type Date Hett Tax Total Voucher
TGO 1235 MG 29 Jap 2008 -9490.91 -949.09 1 -10440.00 34
IR0 1235 IMC 29 JAN 2005 -600.00 -60.00 1 -6E0.00 33
Moo 1235 IMC 258 JAM 2005 -9090.91 -909.09 1 -10000.00 36
ICO0 1235 IMC 29 Jap 2008 -440.00 000 8 -440.00 37
IO 1235 MG 29 JAN 2005 -200.00 ooon -200.00 38
TGO 1235 MG 29 Jap 2008 -20.00 000 & -20.00 39
WWATOO 2233 ESP 29 JAN 2005 E0.00 ooon 50.00 40

When the report is closed the following is displayed, depending on the number of transactions

printed:

11 Tranzactions Printed.

9.2.19 Bank Balance Report

The Bank Balance report can be used to show proof of balance after reconciliation. The following
report options are available:

Report Options

"SELECT & FUND....

Building Fund
Cash Hgnt A/C
Cheque A/C
Library Fund
Tetm Deposit 1
Term Deposit 2

DESTIMATION ...

 Printer
& Screen
" Page Preview
= Spreadzheet

‘ Print

e Select the bank account and report destination.

e Click |

Print

CiviCa
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ACCOUNT BALANCE STATEMENT for West Coast District High School
Cheque Account

Wednesday, 7th April 2010 Period 4
Balance shown on actual statement @ 31 MAR 2010 94152.40
Add cash (if any) paid into the account,not recorded on statement TR324.73

Total 17250713
Deduct cheques (if any) drawn, not recorded on statement 31605.73

Total 140901.40
Journal Transfers -78000.00
Cash Book Balance @ Period 4 62901.40
Please CONtACT s in the event of any query on the above figures

Certified that this summary is correct, has been completed and checked in accordance with
the instructions issued and that all sales money has been paid into the bank and duly

accounted for above

Signed rn————

Date e

9.2.20 Tax Reports

Tax Reimbursement (INC) and (EXP) reports are summary reports that can be used at critical
times such as mid-year and year-end to confirm tax transaction performed over a number of
financial periods. Tax reports required by the Australian Taxation Office (ATO) are outlined in the

Australian Reporting Module section of this manual.

WA Department of Education schools do not use the Tax reports in the Transactions section.
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10 Australia Reporting Module

The Australia Reporting Module has been added to RM Finance to fulfil the reporting requirements
of the Goods and Services Tax (GST) and Pay as You Go Withholding tax (PAYG) for the
Australian Taxation Office (ATO). The module consists mainly of the report required by the ATO
and reports to check the validity of the required report.

It also addresses the requirements for FREDA reporting.

The Australia Reporting Menu can be accessed in the following way:

e Click the 'Reporting. hytton on the top menu bar.
e Choosethe | cCustom | tah. The following screen is displayed:

. { Records || Transactions |[ AdHoc || Custom I
65T REPORTING Report Options

Business Activity Statement
GST Transzactions

GST Imgquiry

GST Summary

Comparative Budget Report rSE.ﬂ.RCH

EFREDA REPORTING From Period
FRED# Supplementary Data To Period
2
FRED# Ledger
FREDA B&S

FRED#A Bank Reconciliation \
FRED# Balance Account Analysis rDESTINATIDN 7

i e e

@ Reporting Parameters @ F r
£ EFT Parameters 0 Seresn

(7 Cheque Layout

Print
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10.1Business Activity Statement

The Business Activity Statement (BAS) Report is required by the ATO to claim Tax refunds or
make Tax payments. RM Finance will calculate the required figures. The user has to check they
are correct and copy the figures onto the BAS supplied by the ATO. Currently there is no provision
by the ATO to accept the BAS Report generated by RM Finance. The report can be printed for the

current or previous periods.

Printing the BAS
e Click Reporting.

e Click Custom.

e Click Business Activity Statement.
[ ]

e Click Printer or Screen as required.
e Click i .

Enter the required period(s) in the Search Options displayed on the right hand side.

The following report is produced, however it is suggested that Section 10.1 ‘Business Activity
Statement’ be read before printing the BAS.

Note: Using the direct print facility automatically generates a rounding transaction which
should not be processed other than as part of the end of month process.

RM Finance - West Coast District High School

Business Activity Statement
West Coast District High School
1234 West Coast Highway

Report printed st 05:19 on the 29 JAN 2005

Period covered by this report

SCARBOROUGH From Period To Period

WA 6018 1 1

Debits Credits

Goods and services 1A 1918 Credts for goodz and {1 B 1139

tax payshle services tax paid

Add 1A+1C+E 28 1918 Bl 1B+1D+1F+13 2B 1139

GET netamount 3 779

Total amounts withheld from 4 0

all payments

el 284445445447 8A 1918 Add 2B+55+68 8B 139
Met amount of your obligations 9 179

Supplies you have made

Acquisitions you have made

Note: The above shows only a section of the report.
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Tax Codes

RM Finance relies solely on the user to select the correct Tax Codes to compile the Business
Activity Statement.

Transactions should be double checked to ensure the right Tax code has been chosen using
information supplied by the Department of Education and the ATO.

The user can verify that the codes are correct by carefully checking the batched transactions report
at the time of updating the batch, or by checking the GST Transactions report or the GST Inquiry
report. The last two reports display the same information, but the GST Inquiry Report allows the
user to check transactions using specific Tax Codes.

10.2GST Transactions Report

e Click GST Transactions.
e Enter the required period(s) and sort order if required.
e Click Printer or Screen as required.

e Click Print |

The following report is displayed:

RM Finance - West Coast District High School Fage 1
Australian Repor[ing Module Repott printed ot 05:46 on the 29 JAN 2005 - Period 1

GET Transactions From Period 1 To Period 1

Account Analysis Budget Tvpe Date Nett GST Total Voucher
WATOOT D440 01455 2233 ESP 249 JAaM 2008 §0.00 §0.00 40
Total for GST code 0 G0.00 £0.00

ALMOO1 Dz480 Da00s 2238 ESC 29 JAM 2008 -200.00 -20.00 -220.00 G4
AMOO1 D2480 Da00s 2238 ESP 29 JAaM 2008 200.00 2000 220.00 43
ALMO01 03000 D300a 2238 ESF 29 JAN 2008 200.00 2000 22000 afd}
ALRO01 D3000 030045 2238 ESC 29 AN 2008 -20.00 -2.00 -2200 59
ARFOD 01600 D615 012348 ESFP 29 AR 2008 200.00 2000 220.00 50

Note: The above figure only shows a section of the report.

The detail for each transaction can be checked to ensure it is correct. Each GST code is grouped
together and totalled as in the example above. This type of report can also be printed from the
Tax Table; see Section 5.10 ‘Tax Table’ for further information.

10.3GST Inquiry Report

This report allows the user to select a particular GST code. The report will then list the transactions
associated with that code in accordance with the selected sort order.

e Click GST Inquiry.
e Enter the required period(s), sort order (if required) and tax code.
e Click Printer or Screen as required.

° Click Print
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The following report has the GST Code search set to 1 and the sort order set to subtotal on

supplier:

RM Finance - West Coast District High School Page 1
Australian Reporting Module Report printed at 05:43 on the 29 JAN 2008 - Period 1

GET Transactions  From Period 1 To Period 1

Account Analysis Budget Tvpe Date Nett GST Total Voucher
WATOOT D440 01455 2233 ESP 29 JAM 2008 §0.00 §0.00 40
Total for Supplier Code WAT001 60.00 £0.00

Total for GST code 0 &0.00 £0.00

ALMOO1 D240 Ds00s 2238 ESC 29 AN 2008 -200.00 -20.00 -220.00 64
ALMOO1 D240 Ds00s 2238 ESP 29 JAM 2008 200.00 20,00 220.00 43
AGMO01 D3a0o 03005 2238 ESF 29 .JAM 2003 200.00 20,00 22000 65
AGMO01 D3a0o 03005 2238 ESC 249 JAM 2008 -20.00 -2.00 -22.00 59
Total for Supplier Code ASMOO1 180.00 18.00 193.00

Note: The above is only a sample of the report.

The detail of each transaction for a specific GST code can be checked to ensure it has been

entered correctly.

10.4GST Summary

The GST Summary prints a summary figure for Inputs and Outputs.

e Click GST Summary.

The following report is displayed:

Australian Reporting Module

GST Table Summary

West Coast District High School
1234 West Coast Highway

SCARBOROUGH

WA 6018
GST Qutputs 191818
ST Inputs 1,13945
Difference 778.73

RM Finance - West Coast District High School

Report printed st 053:47 on the 29 JAKN 2005 - Period 1

Period covered by this report
From Period To Period

1 1

Note: If the difference is a negative figure the school is currently entitled to a refund from

the ATO. A positive difference indicates a payment to the ATO.
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10.5Comparative Budget Report
The Comparative Budget Report is a mandatory report that compares the current budget with what
has been actually spent and reports variances (if any).

e Click Comparative Budget Report.
e Select the report destination (Printer or Screen).

° Click Print

The following report is displayed:

RM Finance - West Coast District High School
Page 1
Comparative Budget Report Report printed st 0549 onthe 29 JAN 2008 Period 1 (8_3 %)
Fixe«d Current Actual YTD Variance
Account Description Budget Budyget
GEHERAL FUHD
GOPRE Previous Year Closing Balance
Y Previous “ear Closing Balance (94 0007 (94 0007 94,000.007
Balance for Previous Year Closing Balance {94,000} {94,000} {94,000.00)
10REV Revenue Accounts
21001 Secondary Voluntary Cortributions 8 (50,0007 (50,0007 (200.007 (49,5007

Note: The above shows only a section of the report.

10.6 FREDA Supplementary Data Report

The FREDA Supplementary Data report must be completed twice a year before period end and
year end, in June and December. The report enables the school to provide summary information
about Creditors, Debtors, Leases, Bank Balances etc., electronically to the Department of
Education.

e Click FREDA Supplementary Data. The Report options are displayed as follows:

"FILE SAYE PATH. .

GAFDANSDEZ00S015 DAT

"SCHOOL CODE...

5555

{* School
" ESC

Oth
© Other Print

10.6.1 File Save Path

This field will default to G:\FDA\SDyearmonthS.DAT. This may be changed but should not be done
so without advice from the WA Department of Education.

10.6.2 School Code
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This field is populated automatically by the system. If the school code is incorrect or blank it cannot
be edited here. It must be corrected in Organisation Details - for more information refer to Section
3.1 ‘Organisation Details: Setting Up School Details’.

e Click the appropriate description for organisation: School, ESC or Other

10.6.3 Print

e If all information is correct click on Print |

e The following screen is displayed:

Supplementary Data Form

-

1. Creditors - unpsid or outstanding Accounts | 0.0 | =
2_Debtors
i) Compulzory School fees and charges 0.00
i) Others 0.00
3. Total Prepayments 0.00
4_ Inventory (trading stock) balances
Eookshop/Unifarm Inventory 0.00
Canteen Inventory 0.00
Livestock Inventory 0.00
Other farmand agricultural produce 0.00
5. Total Petty Cash Fund {total advanced) &50.00
6. Dutstanding Lease Commitments
Mot later than 1 year 0.00
soeey DO HOT include
Later than 1 year and not later than two years [é leases arranged 0.00
Later than two years and not later than five years throuah the 0.00
Department
Later than five years Q.00
7. ¥alue of Sponsorships in Kind Received - Assets » $5000 | D.I:u:l|
4. Yalue of Sponsorships in Kind Received - Other | D.I:u:l|
9. Yalue of Donations in Kind Received - Assets > $5000 | D.I:u:l|
10. ¥alue of Donations in Kind Received -0Other | D.I:u:l|
11. ¥alue of Commissions in Kind Received - Assets > $5000 | D.I:u:l|
12. ¥alue of Commissions in Kind Received — Other | D.I:u:l|
13. ltemise ¥alue of Unspent, Specific Project Funds
Budget Account Description Amount
— | ooa)
| | =
I | o)
| | =
| I |'I|'|| b
A full picture of all fields is displayed below.
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This form must be completed by the user, in conjunction with the guidelines provided by the

Department of Education.
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Note: When the window opens for the first time, no user-entered data is displayed. The only
fields which contain data are those which are populated by the system.

Most of this data will need to be entered by the user. However, the blue shaded fields are
populated by the system as follows:

Item 5: Total Petty Cash Fund

The system will populate this field based on the figures entered against the appropriate analysis
codes for Petty Cash.

Item 14: Cheque Account Balance

The system displays the balance of the school’s main operating account in this field. The main
operating account must have the bank identifier set to 1 in order for the balance to be displayed
in this field. This identifier is set via System Manager > System Setup > Bank Details as shown
below. See Section 3.2 ‘Bank Account Details Set-up’ for further details.

The system will also display the name of the bank for this account (e.g. Commonwealth).

ﬂ Bank Accounts - Edit @‘
- -
Account Name
Account Mo,
Sort Code l:l
Identifier T
Financial Summary View 8 Gross & Mett
[¥ Default Bank Account
BSE Mo [o8e |-[595 |

Cancel

Item 15: Investment Accounts

All investment accounts and term deposits must have the bank identifier set to 2. This will
enable the system to display the balance of one of the investment accounts at line 15 on the
Supplementary Data screen. The balances of any further investment accounts/term deposits are
displayed in the section below this labelled ‘Other Investment Accounts’.

The bank name (e.g. Commonwealth) for each non-zero investment account will also be displayed.

Note: A school must not have more than 13 ‘type 2’ (Investment Accounts/Term Deposits)
accounts in order for this report to function correctly.

Item 16: Deductible Gift Recipient Fund(s)
Any deductible gift recipient funds including building funds and library funds must have the bank
identifier for the account set to 3.
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If a school has four accounts of type 3 or less, then all accounts with bank balances will be
reported separately. If there are more than four bank accounts of type 3 which have non-zero
balances then the balances of the first three accounts will be reported separately. The balances of
the fourth and subsequent accounts will be combined and reported at line 4 of this section.

Bank names for non-zero accounts will also be displayed.

Item 20: Itemise Value of Transferred from Reserves

Up to eight budget accounts can be entered in this section. Once the budget account code has
been entered by the user, the budget description and the ‘spent’ figure for the budget will be
automatically displayed by the system.

10.6.4 Save and Close button

The Save and Close button can be used when it is necessary to save the user data already
entered on the screen, whilst the user needs to perform some other task. Pressing Save and
Close will retain the user data and close the screen. The next time the screen is opened the
previously entered data will be displayed along with all fields populated by the system.

10.6.5 Cancel button

Pressing the Cancel button will clear all the user-entered data and close the screen. All user data
will be lost. The next time the screen is opened the only fields which will be populated are the
system generated fields.

10.6.6 Print button

When all information has been completely and correctly entered the Print button should be used.
The system will then check that all required data has been entered. It is at this point that error
messages may be displayed if there are any problems with the data which has been entered.

Some sample error messages appear below.

Errars

f Cheque rate must be >0 and <=100

! The |ast stocktake completion date must be entered!
9

The 'Schoal Azset Inpairment Test Annual Review' question must be
! % anzwered!

Click OK to the message and correct the reported problem on the data entry window.
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When all information has been corrected click on the Print button again. If everything is correct a
report showing the data which has been entered will be printed to the default printer and the
following message will be displayed:

\?/' Haz the farm printed K7
-

If ‘Yes’ is selected the FREDA file will be generated to disk and the following message received:

File G:A\FDAYSD200B0ES . DAT wiitten successfully.

If the user selects ‘No’ the form will remain on the screen and the following message displayed:

WARMING - The FRED Supplementary D ata file has

naot been generated!

Note: Once the FREDA file has been generated to disk, all user-entered data will be cleared.
The next time the FREDA supplementary data window is opened, the only fields containing
data are those populated by the system.

IMPORTANT
It is vital that all bank accounts within RM Finance are correctly tagged

with their identifier (1, 2 or 3) in order for this report to be generated
correctly.

10.7 FREDA Ledger

The FREDA Ledger report must be completed on a monthly basis before Period End. It is saved
on G:\\FDA\GLYYYYMMS.DAT (e.g. GL200801S.DAT for period 1 2008) and retrieved by the
Department of Education when required. The report consists of a list of budget codes along with
the relevant actual and budget figures for those codes. Bank Balances are also reported on this
report. The sum of all bank accounts tagged with ‘1’ will be reported, the sum of all bank accounts
tagged with 2’ will be reported and similarly the sum of all bank accounts tagged with ‘3’ will be
reported.
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Note: It is vital to this report that each bank account is correctly tagged with either 1, 2 or 3
via System Manager > Bank Details, as described above.

e Click FREDA Ledger
The Report options are displayed as follows:

"FILE S&YE PATH...

GAFDANGLZ00E015.DAT |

"SCHOOL CODE...

5555

¥ School
" ESC

ath
Q Other Print

File Save Path
This field will default to G:\FDA\GLyearmonth.DAT. This may be changed but should not be done
so without advice from the Department of Education.

School Code

The field is populated automatically by the system. If the school code is incorrect or blank it cannot
be edited here. It must be corrected in Organisation Details. See Section 3.1 Organisation Details:
Setting Up School Details for further details.

e Click the appropriate organisation description: School, ESC or Other.

e [f all information is correct click Print . If the report was processed correctly the
following message is displayed:

File G:AFDANGL2008015 . DAT written successfully.

e Click OK

10.8FREDA BAS

The FREDA BAS report will create an electronic version of the BAS report for a particular period. It
is saved on G:\FDA\ BSYYYYMM.DAT eg BS200801.DAT for period 1 2008 and retrieved by the
Department of Education when required.

e Click FREDA BAS. The Report options are displayed as follows:
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"FILE SAYE PATH...

GAFDANBSZO00S00.DAT

rSCHDDL CODE... PERIOD RANGE...
5555 Fram -
& School tn -
= ESC

= Other
Print ‘

File Save Path
The field will default to G:\\FDA\BSYYYYMM.DAT. This may be changed but should not be done so
without advice from the Department of Education.

School Code

The field is populated automatically by the system. If the school code is incorrect or blank it cannot
be edited here. It must be corrected in Organisation Details. See Section 3.1 ‘Organisation Detalils:
Setting Up School Details’ for further details.

Period Range
Choose the period for which to generate the BAS report. For example, to generate the report for
period 3, set both the From and To periods to 3.

If all information is correct:
° CI|Ck Print

If the report was processed correctly the following message is displayed:

"j File G:%\FDANBS 200801 DAT written successfully.
*

e Click OK

10.9FREDA Bank Reconciliation

The FREDA Bank Reconciliation report will report bank reconciliation data in an electronic format
for a particular period. It is saved on G:\ and retrieved by the Department of Education when
required.

Click FREDA Bank Reconciliation

File Save Path
The field will default to G:\\FDA\RCYYYYMM.DAT. This may be changed but should not be done so
without advice from the Department of Education.
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School Code

The field is populated automatically by the system. If the school code is incorrect or blank it cannot
be edited here. It must be corrected in Organisation Details. See Section 3.1 ‘Organisation Details:
Setting Up School Details’ for further details.

10.10FREDA Balance Account Analysis

This report collects data related to ‘N’ accounts (Balance accounts) only. It provides information
about transactions and account balances associated with ‘N’ analysis codes. It is saved on G:\ and
retrieved by the Department of Education when required.

Click FREDA Balance Account Analysis

File Save Path
The field will default to G:\\FDA\ANYYYYMM.DAT. This may be changed but should not be done so
without advice from the Department of Education.

School Code

The field is populated automatically by the system. If the school code is incorrect or blank it cannot
be edited here. It must be corrected in Organisation Details. See Section 3.1 ‘Organisation Details:
Setting Up School Details’ for further details.

10.11Reporting Parameters

The Reporting Parameters store the school’'s ABN, requirements of the lower limit for PAYG (i.e.
the amount paid before withholding tax is required to be withheld), and Tax codes for withholding
tax. The Capital Acquisitions Minimum and the accounts required for automatic accruals are also
recorded here.

K |ﬂ Reparting Parameters

e Clic

|. The following screen is displayed:
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ﬂ Parameters @

" BUSINESS HUMBER... ]
AEN | |

h

" PG WITHHOLDING TAX DETAILS... ]
PAYG Lower Limit ()
Standard PAYG Code
Capital Acquisitions PAYG Code E

h

" BAS DETAILS .. ]
Capital Acquisitions Minimumm

h

" YEAR END ACCRUALS ]
?g;;’#:j Ezl:l?:ﬁ for accounts
Debtors Account
Creditors Supplier
Previous Year Closing Balance

h

Cancel ‘

e Enter the school’s ABN.
e Check that all other values are correct
e Click OK

Note: Other fields should not be edited without advice from the Department of Education or
the ATO.

Year End Accruals
These values are automatically set by the software. Users should ensure that these accounts exist
in the datafile.

Accrue balance for accounts beginning with

If the option to ‘automatically accrue’ has been selected in System Manager > Options > Period
End, then the balances of all budget accounts which begin with the character entered in this field
will be automatically carried forward into the new year when the year end process is run.

Debtors Account
The income source account code to be used for the automatic debit accruals should appear here.

Creditors Supplier
The supplier account code to be used for the automatic credit accruals should appear here.

Previous Year Closing Balance
The budget account code which records the previous year closing balance figure should appear
here.
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10.12EFT Parameters

These parameters are required if the school is planning to make use of the Electronic Funds
Transfer functionality within RM Finance. For detailed information on EFT functionality see Section
17 Electronic Funds Transfer.

e Click EFT Parameters. The following is displayed:

EFT Payment File and Remittance Default Lo 2
-~ ~
Path Location for EFT Payment Files
Bjey
¥
~
Path Lacation for Remittance Files
-1 QJ
-
.
Cancel | 0K I

EFT Payment Files
These files are provided by the bank and downloaded to the school’s K drive.

Click on the magnifying glass at the end of the first field.
Navigate to a location where the files are saved to.

Highlight one of the files already saved to this location.

Click Open. The path is then set to this folder, as in the following:

Path Location far EFT Payment Files
[ K:Bank Rec Files'

Remittance Files
These files are created when RM Finance has been set to send a supplier an email in regards to
payment when using Electronic Funds Transfer.

e Click the magnifying glass at the end of the second field.

e Navigate to a location where the files are saved to.

e Highlight one of the files already saved to this location.

e Click Open. The path is then set to this folder, as in the following:

Path Location for Remittance Files
[ K \Remittance Files\

10.13Cheque Layout

Schools that use pre-printed cheque stationery may find that the cheque layout on RM Finance
does not match their stationery exactly. Before printing the first cheque, a test print should be
performed and if necessary the settings adjusted for the school’s layout.

e Click . The following screen is displayed with default settings:
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Cheque Layout Settings e |

(MARBINS... \ 1Top

Left cm
Bottarm cm
\

" MEASUREIMENT...

fLeft

" Inches
* cm
.

Test Print | DK Cancel

° Clle Test Print

Compare the test print with the pre-printed cheque stationery. If the test print does not conform to
the school’s stationery, the settings must be altered.

Top
Top refers to the reference line that is printed at the top of the remittance advice. This line can be
moved up or down the page depending on the size of the school’s logo etc.

Left
Left refers to the data actually printed on the cheque i.e. the amount, date etc. This may only be
moved to the right.

Bottom

Bottom refers to the same data as Left but this may be moved up or down, depending on the
school’s requirements.

The movements can be made in inches or centimetres. Once the numbers have been moved up or

down as required, perform another test print and compare to the school’s stationery. This may
have to be repeated a number of times to align the fields exactly.

e Click OK to save the settings.
Cheque settings must be set on each work station producing system cheques using RM Finance.

Cheque settings are saved as a text document located in the C:\keys\Finance\PLUGINS folder on
each work station or K:\keys\Finance\PLUGINS folder for schools using the Terminal Server.

Note: Each cheque will print up to 25 transactions per page. If any one supplier has more
than 25 transactions to be printed it is best to print two cheques.
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11 Ad-hoc Reports (Crystal Reports)

The ad-hoc report functionality is made available through Crystal Reports. Crystal Reports is
separate software to RM Finance which links with the data held within the finance module. It is
possible for users with experience with Crystal Reports to create reports that report on information
held in the school’s data file.

e Click Reporting.
e Click Ad-hoc. The following is displayed. In this example one report has been made available
called ‘Org Details’.

r Records ]r Transactions W Ad-Hoc 1[’ Custom ‘|
{3 Example Folder =] Report Options

B orq Details  FERRET BETAILS

Org Details
Org details

Created using Crystal Reports w9 or above
Last modified on 22 JUL 05 13:27:03.00 by michaek
Original Report Name ‘Org Details’

.

DESTINATION ...

" Printer
{* Screen
@ Page Preview
@ Spreadzhest

Print

4 o

\

11.1Crystal Reports Set Up

11.1.1 Crystal Reports Management

The Crystal Reports Management functionality, which is accessible from the ‘System Manager’
menu (as shown below), enables users to register and organise the Crystal Reports, being made
available to RM Finance users.

System Manager T
Users and Password
“2 Help |-
“ System Setup Main Manu
Organization Detail X N ;
I Oraanisation Details Clear Multi User Flags QOrganisation Details

|| Bank Details

Link To SBS Map Bank Details
| Documents
| Options Dc:c.uments
|| Preferences Options

Last Year Data references
Crystal Reports Management
Cruystal Reports Management Fix Budgets

The Crystal Reports Management screen is described in summary below:
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7 |RM Finance
File Edit WCDHS System Manager

Finance T L 82 Eh 1@

— m

2 @ ‘West Coast District High School

p @ ¥ % Monday, 14th January 2003
an . Period 1

=

Records  Transactions Enquiries Financial Surmmary Period End  Reporting System H;anager E:

/_% System Manager

@ Help
Q

Crystal Reports uses ODBC to access your data file. ODBC access can be suspended atany point | Disable
by clicking the Disable button. - 1 Cry5ta| rEDO rtS

System Setup Update Management
| Organisation Details ; -
|| Bank Details Hame Description Last Modified Last Modified By

| Documents [Ill

|| Options

| Preferences pl

| Users and Passwords -@l

| Cruystal Reports Management

Import Budget

[ Link To SES Map
[ Import from Financial Planning

.| Iﬂ_‘

’_»'3"' Manage Folders i'\!close @He]p
a

\

11.1.2 Enable/Disable ODBC Access

Crystal Reports accesses the RM Finance data file through an ODBC driver. By default RM
Finance data files do not allow access to its data via ODBC, therefore it is necessary to Enable
ODBC access before the crystal reports interface is fully functional.

e Click System Manager.
e Click Crystal Reports Management. The following is displayed:

Crystal Reports uses ODBC to access your data file. ¥ou will need to click on the Enable button Enable
before the Crystal Reports interface can be used.

Update

e Click Enable.

Once enabled, ODBC access can be suspended at any point, by clicking on the ‘Disable’ button, or
updated using the ‘Update’ button:

P

Crystal Reports uses ODEC to access your data file. ODEC access can be suspended at any point Disable
by clicking the Disable buttan.

Update

11.1.3 Registering a Crystal Report

Crystal reports must be registered before they are accessible to users of RM Finance.
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e Click & to the right of the current reports list on the Crystal Reports Management window. The

following is displayed:

Register Crystal Report

("LOCATE THE REPORT...

-
Created using j Status | Active j
L

1Q
¥
.
(ENTER THE REPORT REGISTRATION DETAILS... )
Mame
Lescription -

(" SELECT THE FOLDER THE REPORT WILL APPEAR IN ..

-l G

Register | Cancel

Enter data for the report, similar to the following:

Register Crystal Report

" LOCATE THE REFORT...

CAPROGRAM FILESSRM MANAGEMENT SOLUTIONSWRM & Q
FINAMCELEXAMPLECRYSTALREPORTSWW 9W0RG DETAILS RPT

-
Created using [version 9.x or above j Status | Active j
;

-
\
( ENTER THE REPORT REGISTRATION DETAILS... )
Marme Organisation Details
Description | |nformation held about the school. -

“SELECT THE FOLDER THE REPORT WILL APPEAR IN ..

Register Cancel |

e Click Register. The following is displayed:

CiviCa

'.': The report haz been successfully regiztered for uze with the curent data file.
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Note: Once a report has been registered, a copy of the original report is placed in the
‘Crystal Reports’ folder in the same location as the current datafile, as shown below.

=, e

’J CrystaReparts ’J OLDDATA

1 |
FinanceDema. dfl
Omnis DataFile
B10KB

All registered reports are physically named using a sequential counter (i.e. 1.rpt, 2.rpt) to ensure
unigueness as shown below:

1.rpt 2.rpt

Other Places

11.1.4 Updating a Registered Report

Once registered, a report’s details can be updated.

e Click Edit ﬁl to the right of the current reports list on the Crystal Reports Management
window. The Update window is described below:

Update Crystal Report

UPDATE THE REPORT REGISTRATION DETAILS...

Narme | Organisation Details

Description | |nformation held about the school, -

-
Created using | wersion 9.x or above j Status | Active j

\

" SELECT THE FOLDER THE REPORT WILL APPE&R [N ..

-

&

Update cancel

11.1.5 Removing a Registered Report

As registered reports become redundant (either no longer needed or superseded by another
report), they can be removed.

e Click Delete i to the right of the current reports list. The following is displayed:
\‘{) Are you sure you want to remaove the report 'Organization Details"?

Ha

e Click Yes. The report is unregistered.
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Note: The associated file (e.g. “1.rpt’, located in the Crystal Report folder is retained for
archive purposes, as it may still be needed for use with a previous year’s date file.

11.1.6 Managing Report Folders

e Click the Manage Folders option at the bottom left hand corner of the Crystal Reports
Management window, as shown below:

__.5’ Manage Folders

The following window is then displayed:

Manage Report Folders

-~

24 Folder One =

FTE

Close |

Adding/Editing a Report Folder
e Click Add. The following is displayed:

Add/Edit Report Folder

Hame |

Description

A folder must have a unique name and may contain a description if required.
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Removing a Report Folder
Report folders may only be removed if they do not contain reports.

e Click Delete. The following message is displayed if the folder has associated reports.

'E Thig folder cannot be deleted az it has aszociated reports.
-

If the report folder does not have any associated reports, the user is prompted to confirm that they
want to remove the selected folder, as shown below:

P e you sure pou want o remove the falder 'Falder 77
\.‘\"/

e Click Yes. The folder is removed.

11.2Using Registered Crystal Reports

Once registered, active Crystal Reports are accessible from the Ad-Hoc tab of the RM Finance
reporting function.

Note: If ODBC access is not enabled access to the Ad-hoc tab is disabled.

The ad-hoc window operates in a similar manner to the existing reporting functions, and is
described below:

Records Transactions || Ad-Hoc 1( Custom 1
3 Example Falder ;l Report Options

B 0rg Details ("REFORT DETAILS ..

Org Details
Org details

Created using Crystal Reports w9 ar above
Last mndified on 22 JUL 05 13:27:03.00 by michaek
Original Report Mame 'Org Details’

DESTIMATION ...

" Printer

{* Scresn

& Page Preview
8 Spreadshest

Print

4 o

e Open a folder.
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e Select a report.
e Select a destination.
e Click Print.

11.3Printing Errors

Where RM Finance cannot find the master template associated with the report, the following
message is displayed:

' Unable to find the master report template (3.pt) aszociated with the '0RG
. DETAILS report. The file may have been moved, renamed or deleted.

Where RM Finance encounters a problem printing a Crystal Report, the following message is
displayed:

' £, problem occurred whilst attempting to print the report. Pleaze zee the log file
. 'C:WProgram Files'\AM Management Solutions\Ak
FinancehCryztalR untimeFiles\CrystalR eportlauncher log' far mare details.

The error log can be viewed using Windows Notepad as shown below.

I CrystalReportLauncher.log - Notepad

Eile Edit Format View Help

21,/03,/2005 13:43:51 Error 523: Error in File C:“Program Files‘RM Management
solutions'RM Finance‘CrystalReports'4.rpt:IInvalid group condition. Error starting
printing of report.

21,/03/2005 14:04:03 Error 536: Error in File C:“Program Files“RM Management
solutions'\RM Finance\CrystalReports'\3.rpt:ZuUnable to connect: incorrect log on
Farameters. Error starting printing of report.

Note: Contact Customer Support for assistance in resolving such issues.
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12 Business Activity Statement (BAS)

A Business Activity Statement should be printed at the end of every month and checked to ensure
that all transactions are posted to the correct Tax codes. The ATO Business Activity Statement
should then be filled out and sent to the ATO by the 21* of the following month.

At the end of the month, and only after all reports have been printed and checked, the BAS report
should be printed directly to the printer (the BAS may be printed to the screen at any time) only
after:

e All transactions have been entered for the period.

A bank reconciliation has been done.

All reports have been printed and checked.

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

A back-up of the data has been made.

12.1Backing up the Datafile

It is imperative that a back up of the RM Finance data file is made at this stage - after the usual
end of month processing has been completed and before posting the rounding difference. Refer to
Section 0

Backing up the Datafile’ for further instructions on backups.

12.2Understanding the BAS

The Business Activity Statement contains two sections — the calculation section and the summary
section. The reports in RM Finance have been designed around the actual BAS statement —
showing the fields relevant to schools.

12.2.1 Viewing the BAS

CIle Reporting
Click | Custom l.

Click Buziness Activity Statement

Enter the From period (as the current period).
Enter the To period (as the current period).
Click Screen as the destination.

Click Print.

The Business Activity Statement is printed to the screen.

e Click the E in the top right hand corner of the screen to print the BAS.
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The Calculation Section

The calculation section shows the figures that are reported in each area according to ATO defined

calculations:
Supplies you have made Acquisitions you have made
Total sales & income & G1 21340 Capital acouistions G10 11500
other supplies
Exports 2 0 Cther acouisitions G11 1104
Cther GET free supplies G3 200 Thiz iz the total of your G12 12604
acouizitions
Input taxed sales & G4 40 Acquisitions for making G13 10
income & other supplies input taxed sales
Total of GST free and G5 240 Acquisitions with no ST G14 (1]
input taxed supplies in the price
Thiz iz the tatal of your G6 21100 Total estinsted private use (315 (1]
taxable supplies
Adjustments GT 1] This iz the total of your G116 T0
This is the total of your non-creditable acouistions
taxable supplies after 8 21100 Thiz iz the total of your G117 12534
adjustments creditable acquisitions
Divide &8 by 11 =9 1918 Adjustments G18 0
The iz the tatal of your
creditable acquisitions G19 12534
after adjustments
Divide G19 by 11 G20 1139
Amounts withheld from W4 (1]
invaoices with no ABM

The Summary Section

Amounts from the calculation sheet are automatically transferred to the summary section. The
amount shown at box 9 will indicate the total amount of your obligations.

If the amount at box 9 is negative the school is entitled to a refund of the amount shown.
If the amount at box 9 is positive the school is obliged to remit the amount to the ATO.

West Coast District High School

1234 West Coast Highway Period covered by this report

SCARBOROUGH Fram Period To Period

WA 6018 1 1

Debits Credits

Goods and services 1A 1918 Credits for goodz and B 1139

tax payable services tax paid

Al 1 249 C+IE 24 1918 Add 1B+ D+IF+1G 2B 1139
GET net amount 3 779

Total amounts withheld from 4 0

all payments

Dol 20+ g 450+ G 0T 8A 1918 Add 2B+5B+68 8B 1139

| Net amount of your obligations @ 779 |

The report above shows the school paying an amount of $779.00

The RM Finance report includes an additional statement check to confirm that the user has
processed all transactions correctly. This is displayed as follows:
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The value of your obligations az calculated on a transaction by transaction basis 778.73
The waluz of your chligations as calculated on the BAS 779.00
Thiz differs by 0.27

Note: The difference displayed should never be more than one dollar. If the difference is
significantly greater, then an error has been made in the processing of transactions and
must be corrected before proceeding.

12.2.2 Processing Errors — BAS

If an error has occurred when processing a situation may arise where there is a discrepancy on the
BAS as shown below:

The value of your obligations as calculsted on a transaction by transaction basis 852227
The value of your obligations as calculated on the BAS 536.00
This differs by 7986.27

If the discrepancy is more than $10 a warning message is displayed as follows:

(] There iz a discrepancy between the calculated and actual figures:
. 535.00 GST an BAS
852227 GST on Transactions

798627 Difference

This must be corrected before any further processing is carried out.

12.3BAS Troubleshooting Guide

If there is a significant discrepancy on the BAS it could be due to one of the following:
1) Incorrect processing of ATO refunds or payments

To locate an incorrect posting:
e Obtain a budget analysis report on the GST Clearing Account.

e Check that the account name is Australian Taxation Office for income and expenditure
transactions.

e Check that the nett amount of each ATO transaction is zero.
e Check that the tax and gross amount equal the amount of the refund/payment.

If any of the above details are incorrect, the transaction(s) should be reversed and re-entered
correctly.

2) User error in entering an income transaction against tax codes 2 or 3

To locate an incorrect transaction:

e Go to Reporting > Custom.

e Print a GST Transactions report.

e Check the Income section of the report.

e Check that there are no income transactions listed for tax codes 2 or 3.
If any such transactions exist they will need to be reversed and re-entered correctly.
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3) Adjusting the tax component of a transaction, so that it is not calculated by the system
as 1/11th

It is unlikely that this would occur in error, as a deliberate decision must be made to alter the tax
field. It would not occur due to incorrect key strokes. It is more difficult to track this type of error.
Individual transactions may need to be scrutinised via the GST Transactions report.

4) The ATO deducts $50.00 from the GST refund as a penalty for a late return.
a) Process the original expected GST refund from the ATO in the usual process using the
information below:
i) Income Source ATOI
i) Analysis Code  N3500I

i) Nett 0.00
iv) Tax Expected GST Refund
v) Tax Code 1

vi) Budget Code N3505

b) Perform an Expenditure transaction against D10xx (Miscellaneous Expenditure) for $50.00
i) Supplier ATOE
i) Tax Code 0
i) Analysis Code  D1000

Use the same Reference for both transactions so that they appear next to each other on the Bank
Reconciliation.

5) The ATO increases the GST refund by $50.00 due to interest added.
a) Postthe original expected amount of GST claimed by the usual process (see above)
b) Post the additional amount received ($50.00) to C50xx (Miscellaneous Revenue)
i) Income Source ATOI
i) Tax Code 4
i) Analysis Code  C5000

Use the same Reference for both transactions so that they appear next to each other on the Bank
Reconciliation.

Once the BAS has been checked using the GST Transactions report and the BAS Troubleshooting
Guide and necessary corrections made, the transactional difference can be posted.

12.4Completing the BAS

Once the final end of month reconciliation has been performed and a backup taken, the Business
Activity Statement should be completed. The BAS statement may be checked several times during
the month to view the school’s current tax position, so now the final statement can be produced.

IMPORTANT

This final correct statement must be sent to the printer.

12.4.1 Posting the Rounding Difference

The GST refund from (or payment to) the ATO is in whole dollars only (no cents). However, the
amount of tax calculated by the system will have been calculated including cents. Hence there will
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usually be a difference of less than a dollar between the GST recorded in the system and the
amount of GST paid. If the Rounding Difference is more than $1.00 do not proceed. Contact
Customer Support or the Senior Finance Consultant (Schools) for assistance.

IMPORTANT

Posting of the Rounding Difference must be done in the current period,
before period end.

Based on advice from the ATO, the system will round up or down depending on whether the
amount is above or below 50 cents. For example, if the system calculated a refund of $200.45, it
will round this down to $200.00. A refund of $200.00 will be received. This will cause a rounding
difference of $0.45 that should be posted to the GST Rounding expenditure account. If a refund of
$200.55 were calculated this would be rounded up to $201.00 and a refund of $201.00 would be
received. The rounding difference of $0.55 should be posted to the GST Rounding income
account.

IMPORTANT
Once the rounding difference has been posted the transaction cannot

be reversed or corrected. It is therefore vital that a backup of the
RM Finance data file be taken before posting this transaction.

In order to clear this rounding difference and so that it does not carry over into the next period,
there is an Automatic Posting to the school’s GST Rounding income or expenditure account when
the BAS is sent directly to the printer. Once the GST Rounding batch is updated it is vital that a
safe backup is performed. See SectionO *

Backing up the Datafile’.

This should be done immediately after the final BAS for the month has been printed.

12.4.2 Posting the Rounding Difference

Click Reporting.

Click Custom.

Click Business Activity Statement.

Enter the From period (as the current period).

Enter the To period (as the current period).

Click the radio button to make Printer the destination (if the GST Rounding posting option is
chosen).

e Click Print.

The Business Activity Statement is printed.

One of the two following screens is displayed (but only if the report has been sent directly to the
printer). The first message is displayed when there is no Rounding Difference to post.
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BAS Post Dptions

[ Finalise B&S Transaction ’

Cancel |

Note: It is vital that a cross be placed in the “Finalise BAS Transaction”
box.

The following is displayed when there is a Rounding Difference to post:

BAS Post Dptions 2=l

The value of G3T as calculated in sustem L
Rounding Difference

T
< [] Post Tranzactional Difference

—

Cancel |

Note: It is vital that a cross be placed in the “Post Transactional

Difference” box.

e Check the appropriate box, either Finalise BAS or Post Transactional Difference depending
on which screen is displayed.
e Click OK. The following message is displayed if there is a Transactional Difference to post:

P | Batch atranzaction for $-0.27 for rounding of BAS
* .~ From period 1 ba period 17
[This cannat be undone]

e Click Yes if sure of wanting to post.

Note: As the response to this message defaults to No, if the user presses the <Enter> key
they will be selecting No. This is to ensure that Yes is not selected in error, as there is no
way to reverse this transaction. If No is selected for any of the messages the posting of the
rounding difference is aborted. To post the rounding difference the BAS report must be
sent directly to the printer following the above steps.

A final reminder to ensure a backup has been taken is displayed as follows:
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\‘P/ Fleaze enzure that you have made a backup of the data file.
-

Click **ES to continue, MO to abort the operation.
o |

e If a backup has not been made, click No and take one before proceeding.
e If a back-up has been taken, click Yes. The GST Rounding transaction has now been placed

into a batch and must be updated in the usual manner.

12.4.3 Updating the Rounding Difference Batch

Whilst still in the Reporting section, obtain a printout of the batch.

e Click Transactions.
e Click Batched Transactions.

e Select the following settings if unsure as to whether it is an income or expenditure batch:

-

(INCLUDE TRANSACTION TYPES ... | [SHOW REPORT WITH ..

[ Gross Totals
[ Taotals Only
[T Short Report Format

¥ Budget Amendrents
[T Internal Charges

[T Jdowurnal Transfers =
| [ Aecruals ete. =
; =
FROM BANK ACCOLNTS .. [T SearchCriteria
W Cash Managemant [T Report Motes
¥ Cheque Account %
W Investment &/c “DESTINATION . A
" Printer
{* Screen

\

™ Page Preview
rFIND TRAMSACTIONS BASED ON ... " Spreadshest
a\

lgnore Search
D Simple Search

D Detailed Search Print |
.

Change Sort Order ‘

° C“Ck Print

The report is then printed. It should be filed for reference.

RM Finance - West Coast District High School

Batched / Future transactions - BExpenditure

Report pricted on 31 JARKN 2008 @ 12:20. Period 1

Page 1

Data for 2008

Posting Detail Type Date Hett
GST

ATOE Australian Taxation Office

04300 Cther Expenditure

D4959 ST Rounding

Chegue Account
GET Rounding difference

Ref GST ESC 29 JAMN 2008 -2y

-
£

Total Voucher

0.00 Cl

Now update the batch as follows.

e Click Transactions. The following message is displayed.
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' Feminder: The GST rounding for this month has been finalized.
Do nat enter incorme or expenditure tranzactions until a period end has been

completed.

Click OK.

Click View/Post Batch.

Click Income or Expenditure as appropriate.
Enter GST as the batch reference.

Click Display. The following is displayed:

Post Batch to Expenditure Accounts

-~
Gross
Ref. Date Period Walue [‘E
GST 29 JAM 2008 A 0.00 L T
Z]
-
Source / Supplier ATOE Hett
Tax

e Highlight the GST line entry. The details for this transaction are displayed in the lower half of
the screen as follows:

Batch Ref.  GST Funding Stresm
Tigpe: E5C Cast Cendre
Description GST Rounding difference v Lot
Bank 1 Chesque
— window
o o .
? o

e

e Click or double click the line entry.

Note: The batch total to post is zero for this special GST transaction.

e Click Update.

e Click Yes. The transaction is now posted to the GST Rounding Income Account C5999 or GST
Rounding Expenditure Account D4999.

IMPORTANT
Go to the Reconciliation screen and reconcile the 0.00 amount of this
BAS rounding transaction. This will clear the transaction prior to the
printing of the Account Balance Statement.

Once the GST Rounding Transaction has been posted it is vitally
important that no further transactions are entered in the current period.
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If an attempt to enter a transaction is made the following reminder message is displayed:

' Reminder: The GST rounding for this month has been finalized.
[0 nat enter income or expenditure tranzactions until a period end has been

-
completed.

If an attempt is made to enter an adjustment or correction the following reminder message is
displayed:

YWARNING: The G5T rounding for this month has been
finalised. Do not enter adjustment or correction
transactions until a period end has been completed.

Do you wish to continue?

ND |

12.5Completing the BAS Issued by the ATO

Once confident that the BAS report is correct, it should be used to complete the Business Activity
Statement sent by the ATO. This will involve transferring the amounts displayed on the report to

the corresponding boxes on the actual statement.

The BAS needs to be submitted by the 21% day of the following month (i.e. the BAS for July will
need to be submitted by 21%' August).
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13 Tax Refunds and Payments

When submitting the Business Activity Statement the school may be entitled to a refund, in which
case the school should receive payment, usually electronically, within 14 days of lodgement of the
BAS. However if the school owes the ATO, a cheque for the amount owing should be submitted
along with the BAS.

13.1Tax Refunds and Payments

Tax refunds and payments must be processed in a special way. A special ‘tax only’ transaction
must be performed, as the amount that the school is receiving or paying is purely a refund or
payment of tax. This means that both the total and tax amounts are equal to the refund/payment
amount and the nett amount of the transaction is zero.

The method of performing this transaction will vary depending upon whether a Multi or
single line entry is selected for Income and Expenditure transactions.

13.2Tax Refund from the ATO

IMPORTANT

If this transaction is not processed correctly it will corrupt the tax
figures and this could cause a significant discrepancy on the BAS.

A Multi Line Entry refund cheque should be processed as follows:
Click Transactions.

Click Income.

Enter ATOI as the Income Source (must be ATOI — do not use any other code).
Enter the Date (or accept the default).

Enter the amount of the refund.

Enter the Reference (bank statement etc).

Enter the batch number in to the Batch Ref field.

Enter the Detail (e.g. GST reimbursed for January YYYY).
Enter the budget code (N3505).

The default Analysis Code should appear. If not enter N3500lI.
Do not enter the Line Total.

Enter 1 as the Tax code.

Now click with the mouse into the Tax field and enter the total amount and <Tab> (when
leaving this field the software copies the amount into the Line Total field automatically).

Check that the Line Total and Tax fields equal and the net amount is zero as shown in the
following screen shot:
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Income E|E|
Income Controls

rlncSource Australian Taxation Office Ootions
Reference Eatih Ref.
L

Add new Income line 2

Analysiz |N350l3| |Tax Clearing Accounts |

Detail |GST Feimbursement Jan 08 |

Budget  [nasos |58T Clearing Account | Bal.[0.00 |

Taxcode [1] 10.00% | Tax | 441,00

'z

A1l Income Lines
Detail % Hett $ Tax 4 Line Tatal

X Cancel

Press the <Tab> key until the detail line moves to the lower window as illustrated below:

#11 Income Lines

Dietail $ Nett § Tax $ Line Total
G5T Reimbursement Jaon 08 0.0o 441.00 441.00
Totals 0.00 441.00 441.00

Click OK to save.
e Select the school’s cheque account and click OK.
e Click Yes to batch the transaction.

Now update the batch as usual. Refer to Section 6.11 ‘View/Paost Batch’ for further information.

A Single Line Entry refund cheque should be processed as follows:

e Click Transactions.

Click Income.

Enter ATOI as the Income Source (must be ATOI — do not use any other code).
Do not enter a total.

Enter the Date (or accept the default).

Enter the Reference (bank statement etc).

Enter the batch number in to the Batch Ref field.

Enter the Detail (e.g. GST reimbursed for Jan YYYY.

Enter 1 as the Tax code.

Now click with the mouse into the Tax field and enter the total amount and <Tab> (when
leaving this field the software copies the amount into the Total field automatically).

Enter the budget code (N3505).
e The default analysis code should appear. If not enter N3500I.

Check that the Total and Tax fields equal and the nett amount is zero as shown in the following
screen shot:
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Income

Controls
-~ -
=] Options
IncSource #ustralian Taxation Office Jrians
-~ -
Analysis | | |
Reference Batch Ref.
Detail |GST Feimbursement Jon 08 | v Ok
N
Biudget M350 .
YWindow
E_ Close window
P Help

e Click OK to save.
e Select the school’'s cheque account and click OK.
e Click Yes to batch the transaction.

Now update the batch as usual. Refer to Section 6.11 ‘View/Paost Batch’ for further information.

13.3Tax Payment to the ATO

A Multi Line Entry payment cheque should be processed as follows:
e Click Transactions.

Click Expenditure.

Select Cheque.

Enter ATOE as the Supplier (must be ATOE — do not use any other code).
Enter the Date (or accept the default).

Enter the amount of the payment.

Enter the Reference (cheque number or turn ‘Create Cheque’ on).
Enter the batch number in to the Batch Ref field.

Enter N3500E as the Analysis Code.

Enter the Detail (e.g. GST payment to ATO — Jan YYYY).

Enter the budget code (N3505).

The default analysis code should appear. If not enter N3500E.

Do not enter the Line Total.

Enter 1 as the Tax code.

Now click with the mouse into the Tax field and enter the total amount and <Tab> (when
leaving this field the software copies the amount into the Line Total field automatically).

Check that the Line Total and Tax fields equal and the nett amount is zero as shown in the
following screen shot:
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7| Expenditure [-B =]
) Expenditure | controts
Supplier Fustral ian Ta=ation Office Options
Reference ¥ Create Cheque Batch REf-
[~ alternative Payee Mone
L
Add new Expenditure line a
Analysis |N35EIIZIE |Tax Clearing Accounts | [T Asset
Detail |GST Fayment to ATO January |
Budgst  [nasos [B5T C1earing decaunt | B | 0.00 |
Line Tatal | zz1.00] 04N | | Invoice Nn.
Tax code | 1 10,00 % | Tax 221.00
0 | o | v o
All Expenditure Lines x Canecl
Detail $ Mett $ Tax $ Line Total
Yindoy
1E3]
E_ Close windaw
E o
| Totals 0.00 0.00 0.00 & belp

Enter the Invoice number as NA (Not applicable).
Press the <Tab> key until the following message is displayed:

\‘?/ The Tax you entered iz outzide the 10 Cents Tolerance Band.
-

Is thiz comect ?

Click Yes. The detail line moves to the lower window as illustrated below:

All Expenditure Lines

Detail $ Mett $ Tax $ Line Total
GST Poyment to ATO January 0.oa 2z21.00 2z21.00
Totals 0.00 221.00 2Z21.00

g

Click OK to save.

Select the school’s cheque account and click OK.
Click Yes to batch the transaction.

Now update the batch as usual. Refer to Section 6.11 ‘View/Past Batch’ for further information.

A Single Line Entry payment should be processed as follows:

Click Transactions.
Click Expenditure.
Select Cheque.

Enter ATOE as the Supplier (must be ATOE — do not use any other code).

Do not enter a total.

Enter the Date (or accept the default).
Enter the Invoice number as NA (Not applicable).
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e Enter N3500E as the Analysis Code.

e Enter the Reference (cheque number or turn ‘Create Cheque’ on).

e Enter the batch number in to the Batch Ref field.

e Enter the Detail (e.g. GST payment to ATO —Jan YYYY ).

e Enter 1 as the Tax code.

e Now click with the mouse into the Tax field and enter the total amount and <Tab> (when
leaving this field the software copies the amount into the Total field automatically).

e Enter the budget code (N3505).

e The default analysis code should appear. If not enter N3500E.

Check that the Total and Tax fields equal and the nett amount is zero as shown in the following

screen shot:

Expenditure

Drate: Invoice Mo, ESJANDES
\

- o

Analysis |N3500E |Tax Clearing Accounts |

Reference Batch Ref.

Detail [65T Payment Jan0s |

et ¥ Lreate Theque

Tax code [1] 1000 & Tax| 2z1.00]  O/N | | v Ok
Budget HIS0S G5T Clearing Account

[T tsset Current Balaonce 0.00 K Cancel
[T alternative Pagee Mone

Window

E_ Close window

“? Help

EXpendlture Controls
p -
Supph’er FAustral ian Taxation Office Uptions

e Click OK to save.
e The following message is displayed:

} | The Tax you entered iz outzide the 10 Centz Talerance Band.
\,“'/ I5 thiz carrect ?

e Click Yes.
e Select the school’s cheque account and click OK.
e Click Yes to batch the transaction.

Now update the batch as usual. Refer to Section 6.11 ‘View/Paost Batch’ for further information.
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14 Period End

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

The Period End should only be run after:

All transactions have been entered for the period.

A bank reconciliation has been done.

All reports have been printed and checked.

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

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

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

14.1Backing up the datafile

It is imperative that a back-up of the RM Finance data file be taken at this stage - after the usual
end of month processing has been completed and before posting the rounding difference. Refer to
Section 0

Backing up the Datafile’ for further instructions on backups.

14.2 Period End

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

Note: Once the period end routine has been completed no further transactions can be
entered for this period, and it is not possible to reverse the period end or to ‘roll
backwards’. If further transactions are required to be entered in a previous period the user
must restore to the relevant back up.

e Click ‘FerindEnd The system displays the Period End screen:

[F reriod End 2l

Period End Commitments

Mave fram Period 4
to Period 5

Run Period End

:ﬂmose
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14.2.1 Commitments

Note: This Function is not used in DOEWA schools

If the school is nhot using Purchase Orders, this function will not need to be used at period end.

14.2.2 Removing/Reinstating Commitments

At period end, the facility exists to remove commitments (i.e. purchase orders) from the system.
This will have the effect of removing the committed amounts from the associated budgets and from
Financial Summary 2. In effect, they are removed from the system, but in actual fact, they are
placed in an inactive commitments area, so the details are not actually deleted. If the order
becomes active at a later date, then it can be reinstated, and the details do not have to be re-
entered.

To remove/reinstate commitments

o Click the = ™™™ ptton. The system displays the Remove/Reinstate Commitments

screen:

Remove / Reinstate Commitments 21

r Inactive "Il’ Qutstanding ]

Outstanding Orders

Order Mo Supplier [ate Description '@ll

1 OFFOO0H 23 JUL 2004 Office Supplies -

Remore Commitments

Removing Commitments
Select the order(s) to be removed in one of the following ways:

To select all orders:
e Click the M.

OR

Select those to be removed by:

e Clicking on the first order to be removed.

e Hold down the <Ctrl> key.

e Click the next order to be removed, and so on.

e Click the = Remove Commitments | ) ion The following message appears:
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“» | Femove highlighted commitments from budgets and financial surmmaries.
\“4/ Do wou wish to continue 7

Mo | ez

e Click Yes. The system will transfer the commitments to the Inactive Orders screen.

e To view this screen click the tab. The system displays the Inactive Orders
(Removed) screen:

Remove / Reinstate Commitments 2=

| Inactive 1]|r QOutstanding 1

Imactive Orders {Rermoved)

Order Mo. Supplier Date Description ‘@ll

1 OFFO01 23 JUL 2004 Office Supplies -

Reinstate Commitments

Reinstating Commitments
Select the order(s) to be reinstated by one of the methods previously described.

o Click the ' Remstate Commitments | b \tton The following message appears:

“} | Reinztate highlighted cormitrments back into budoets and financial

' summaries.
Mo | ez

Do you wizh ta continue 7

e Click Yes.
e Click the at the top right hand corner of the Remove/Reinstate Commitments screen.

The user is returned to the Period End screen.

14.3Running Period End

e Select FPerisdEnd

e Click ‘ RunPerod T ¢ Al batches have not been posted for this period the following message is

displayed:

B atched tranzactions are still outstanding. This period/year end process
e 'y cannot continue until these transactions have been dealt with,

[ o ]
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Click OK and then close the period end screen.

Note: All batches must be posted before the roll over into the next period can occur.

If there are no outstanding batches, the system displays a series of questions as follows:

P | The Transactions not yet prinked' report has not been prinked.
\:‘/ Do you want to print this now 2

Mo | Tes

e Click Yes and this report is sent to the printer. The following message is displayed:

The current period is 4. cloging the period will advance No |
the period to 5. Continue ?

Yes

e Click Yes to continue. The following is then displayed:

Are pou zure you wizh to proceed with the chozen Mo
penod end 7 -

Tes

e Click Yes to continue. The following is displayed:

Have you taken a backup of your data =

H

e Click Yes if a backup has been taken.

The period end will now be performed. This process should not be interrupted whilst this is
occurring. When complete, the following message is displayed:

'Period' Complete.
'ou are now in period 5.

e Click OK.

Note: If NO is selected to any of the above questions, the Period End is aborted.
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15 Tax Adjustments

An Adjustment will need to be performed if advised by the ATO or by Central Office. There are two
types of adjustments — increasing adjustments and decreasing adjustments.

15.1Increasing Adjustments

An increasing adjustment would have the effect of increasing the net amount of obligations to the
ATO. An increasing adjustment will usually be performed by use of the Credit Note or Expense
correction facility, or possibly by an income transaction.

15.2Decreasing Adjustments

A decreasing adjustment would have the effect of decreasing the net amount of obligations to the
ATO. A decreasing adjustment will usually be performed by use of the Income correction facility or
possibly by an expenditure transaction.

Note: A worksheet will need to be prepared to determine the adjustment amount. This is not
within the scope of this manual. See Chapter 13 of the Department of Education GST
Training Manual for details.

Increasing adjustment — an example

Last month, the school purchased a computer. This was recorded on last month’s BAS. However,
the computer is now found to be unsatisfactory and is returned for a full refund. An adjustment will
now need to be performed as the school claimed $500 of GST to which it is no longer entitled.

The details of the original transaction were as follows:

Supplier Total Includes | Inv. No. Analysis Ref Detail Tax Budget
GST? Code

Algar Burns | $5500 Yes 112233 D1800 002236 | Computer 2 D1810

Computing

In the above case, assume a credit note has been received from the supplier indicating a full
refund has been given.

Enter the following adjustment in a batch:

e Click Transactions.

e Click Credit Notes.

e Enter the batch number in the Batch Ref field.
e Enter the following details:

CIVI Ca RMFinanceManual.docx 11/04/13

15-2 of 383

© 2013 Civica Pty Ltd




Adjustment Transaction

Supplier Total Ref Analysis Detall Budget | Tax Cr Note.
Code No.
Algar Burns | $5500 CR111 D1800 Credit for D1810 5 CR111
Computing computer
returned

Note: Create Cheque should only be turned on if system generated cheques are being
printed and this amount is to be automatically deducted from the next payment to this
supplier. If the supplier has sent arefund cheque, do not turn on Create Cheque.

Tax code 5 should be used for all tax adjustments!

Note: Credit Notes are grouped with Expenditure.

e Print the Batched Transactions report

. It should appear as follows:

Batched / Future transactions

RM Finance - West Coast District High School

Report printed on 24 JUR 2005 @ 13:41. Period 1

Page 1

Data for 2008

Posting Detail

3

ALGOOM

C1a00

a10

Cheque Account
Invaice humber

Ref CR111

Algar Burnz Computing

Purchasze of Computer Equipment

Purchase of Camputers - Maths

CR1111

User Order Mumber 005
Credit Return falty computer

Type

EsC

=
P
=
&
e
H

24 JUr 2005 a000.00

a00.00 5

5500.00 C

Total Voucher

e Update the batch as usual. Refer to Section 6.11 ‘View/Post Batch’ for further information if

required.

Check the Business Activity Statement. It should appear as follows. This adjustment should now

appear at G7, and the overall position is that the school owes $500.
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RM Finance - West Coast District High School

Business Activity Statement
West Coast District High School
West Coast Boulevard

Report printed at 1553 onthe 3 MO 2005

Period covered by this report

West Coast From Period To Period

WA 6210 11 11

Debhits Credits

Goods and services 14 500 Credis for goodzand - 4B 0

tax payable services tax paid

Al 1A+ CHE 2A 500 Addd 1B+1D+H1F+1G 2B 0
GET netamaount 3 300

Total amaurts withheld from 4 1]

all payvments

Ad 28+3+58+58+7 8A 500 A 2B+58+88 8B 0

| Met amount ofyour obligations @ h00

Supplies you have made

Acquisitions you have made

Total zales & income & G1 0 Capital acquisitions G110 0
ather supplies
Exports G2 1] Cther acquisitions G11 1]
Cther GST free supplies G3 0 This iz the total of your G12 0
acquisitions
Input taxed sales & G4 1] Acouisitions for making G13 1]
income & other supplies input taxed sales
Total of GST free and G5 0 Acguistions with no GST G14 0
input taxed supplies inthe price
Thiz is the tatal of your G6 1] Tatsl estimated private uze (315 1]
taxable supplies
Adjustments GT RR00 This iz the total of your G16 0
This is the total of your non-creditable acouisitions
taxable supplies after G8 5500 Thiz iz the tatal of your GI17 1]
adjustment=s creditable acquisitions
Divice G3 by 11 G9 500 Adjustments G18 0
The is the total of your
creditable acquistions G19 1]
after adjustments
Divide G19 by 11 G20 0
Amourts withheld from w4 1]
imvaices with no ABM
The value of your obligations as calculated on a tranzsaction by transaction basis K00.00
The value of your abligations s calculated on the BAS H00.00
This differs by 0.00
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Decreasing Adjustment — An Example

The school hired out the hall to a gymnastics group, who paid the school in advance. The

gymnastics group have now determined that the hall is unsuitable and the school agrees to refund
the total amount. An adjustment will need to be performed, as this item was included in last

month’s BAS.

The details of the original transaction were as follows:

Total | Analysis Ref Detail Tax Budget
Code
$550 | C1700 1236 1232 — Hall Hire 1 C1710

As the school is going to issue a cheque, we will perform this adjustment as an Expenditure

transaction.

Enter the adjustment transaction as follows.
e Click Transactions.

Click Expenditure.
Check the box next to Create Cheque if printing system cheques.
Enter the batch number in the Batch Ref field.

Enter the following details:

Adjustment Transaction

Supplier Total Ref Analysis Detall Budget | Tax
Code
West Coast $550 002242 | D4800 Refund of D4820 5
Gymnastics hall hire

e Print the Batched Transactions report

. It should appear as follows:

RM Finance - West Coast District High School

Batched / Future transactions - Expenditure

Report printed on 4 SCT 2005 @ 03:55. Period 10
Dita for 2005

Page 1

Posting Detail

12
WESODT

West Coast Gymnastics

F
=
]
=
@

L4500

D520

AMZ Cheque
Irwoice Mumber

Refund
Refunc

2222

Refund of hall hire
Ret Ref Mumber

EsP 4 OCT 2005

a00.00

Total

Voucher

2000 35

430.00

e Update the batch as usual. Refer to Section 6.11View/Post Batch’ for more information.
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15.3How Adjustments are Reported on the BAS

Adjustments are recorded on the BAS at either G7 or G18. All adjustments made during a period
are grouped together and one overall adjustment figure is calculated. For example in our exercise
the first (increasing) adjustment meant the school owed $500. The second (decreasing) adjustment
means the school can claim back $50. The overall position therefore is that the school owes $450.
This is displayed in box 9 on the BAS. Box G7 will show the adjustment total (before dividing by
11) as in this case the overall position is an increasing adjustment.

The BAS should appear as follows, if no other transactions including GST have been processed.
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RM Finance - Cash Training School

Business Activity Statement

Cash Training School

Report printed &t 12:13 on the 30 SEP 2005

Period covered by this report

From Period To Period
9 9
Debits Credits
Goods and services 14 450 Credits for goodz and - B (1]
tax payable services tax paid
Add 14+1C+1E 2A 450 Add 1B+1D+1F+103 2B 0
G8T netamount 3 450
Tatsl amounts withheld from 4 1]
all payments
Add 2844458458+ gA 450 Add 28+3B8+68 8B 0
| Met amount of your abligations @ 450
Supplies you have made Acquisitions you have made
Total sales & income & G1 0 Capital acquisitions G10 0
other supplies
Exports G2 0 Cther acquisitions G11 0
Cther GST free supplies G3 1] This is the total of your G12 0
acguisitions
Input taxed sales & G4 1] Acquisitions for making G13 0
income & other supplies input taxed sales
Total of G3T free and G5 1] Acquistions withno GST - (314 0
input taxed supplies in the price
Thiz iz the total of yaur G6 1] Total estinated private use (G315 (1]
taxable supplies
Adjustments GT 4950 This iz the total of your G16 0
This is the total of your non-creditsble acquisitions
taxable supplies after 8 4950 This iz the total of your GI17T 0
adjustments creditable acquistions
Divice G8 by 11 G9 450 Adjustments G18 0
The iz the tatal of your
creditable acquistions G19 0
after adjustments
Divicle G19 by 11 G20 0
Amaounts wvithbeld from w4 (1]
invaices with no ABM
The value of your abligations as calculated on & transaction by transaction basis 450.00
The walue of your obligations as calculated on the BAS 450.00
Thiz differs by 0.00
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16 Year End

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.

16.1Full Function Year End

WA Department of Education schools perform a full function Year End.

This will have the following implications:

e All budget code balances are set to zero (C, D and N accounts), if not using automatic accruals

Note: If the school requires the balances in the N accounts to be carried forward they will
need to be accrued whilst still in period 12. Accruals can be posted manually by the user, or
there is an option which can be set to accrue certain account balances automatically. DOE
schools are advised to automatically accrue the balances of the N accounts (see following
section).

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.

16.1.1 Month End Procedures

The following month end procedures should be carried out as usual:

All batched transactions should be posted.

A final reconciliation should be performed on all bank accounts.

A backup of the data file should be completed.

BAS report should be checked, printed and transactional difference posted.
Reconcile the rounding difference.

Complete the BAS issued by the ATO.

Final reports should be printed.
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16.2 Automatic Accruals

To automatically accrue the balances of the ‘N’ accounts the following options should be set.

e Go to Reporting > Custom > Reporting Parameters
e Check that the values for year end accruals are set as follows

=

IIF"l"EPuR END ACCRUALS

Accrue balance for accounts .
beqinning with

Debtars Account #l

Creditors Supplier e

Presvdous Year Closing Balance | Y'Yy

e Ensure that all of the above accounts exist in the datafile

e Ensure that all N account budget codes have both an income default analysis code and an
expenditure default analysis code.

e Ensure that the YYYY budget code has both an income default analysis code and an
expenditure default analysis code.

Go to System Manager > Options > Period End
e Ensure the following option is set
YEAR END ACCRUALS...

= Do not automatically accrue

{* Automatically accrue all
budget accounts beginning
with M

e N account balances will now be automatically accrued when the year end process is run

16.3Manual Accruals

IMPORTANT

Do not follow the steps listed below if you are using Automatic
Accruals.

e Using the Comparative Budget Report, examine all N accounts carefully and decide which
amounts are to be accrued into the New Year (remember any amounts not accrued must be
cleared down to zero).

e Accruals of debit amounts need to be entered in one batch and accruals of credit amounts
need to be handled in another. Group all the positive amounts (debits) together and all the
negative amounts (credits) together.
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Calculate the amount to be accrued into the YYYY account using the following formula: YYYY
accrual = Total in Bank Accounts (from FS2) — N Account Credit Accruals + N Account Debit
Accruals +/- Tax Position (add if in a refund situation or minus if in a payment situation).

Use the Accruals form to write up the details of each accrual (including the reason for making

the accrual) for all chosen N accounts and the YYYY account.

a) Calculate and record on the batch register the total of the balances of all accounts to be
accrued which are in credit (negative amounts) including the YYYY account.

b) Calculate and record on the batch register the total of the balances of all accounts to be
accrued which are in debit (positive amounts).

Use Transactions >Accruals > Creditors to enter the batch of accounts that are in credit. Refer
to Section 6.13.7 ‘Creditors’ for more information if required.

Print the Batched Transactions report for the credit accruals batch and check all details
carefully.

If editing is required go to View/Post Batch > Creditors and make any corrections. Re-print the
batched transactions report.

When all entries are correct, go to View/Post Batch/Creditors and update the batch.

Use Transactions > Accruals > Debtors to enter the batch of N accounts that are in debit. Refer
to Section 6.13.6Debtors for further information if necessary.

Print the Batched Transactions report for accruals and check all details carefully.

If editing is required go to View/Post Batch > Debtors and make any corrections. Re-print the
batched transactions report.

When all entries are correct, go to View/Post Batch > Debtors and update the batch.

Print the Budget vs. Actual vs. Committed report showing Accruals instead of Commitments
and check that all accruals have been processed correctly.

Take a backup of the data file. This backup should be stored in a safe place and should never
be overwritten. It is preferable that the backup is performed using the SAFE backup program.
Refer to Section 20.1.1 ‘Using the Safe Backup Program’ for further information if required.
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16.4Performing a Year End (Automatic Accruals)

Note: Year End must be performed in single user mode. Please ensure that all other users
are logged out of the datafile before this process is commenced.

e Click FeriedEnd  |f RM Finance is currently in Period 12 the Year End screen is displayed:

Year End 2l

‘ear End Commitments

Maove from Period 12
to Period 1 ina new year

Run Year End

:ﬂclose

. Run Year End
e Click |

If there are any other users logged onto the datafile the following message will be displayed.

There are other people logged in to this data file. vear end iz a single uzer
l L process, please log out other uzers before continuing with vear end.

Click OK and ensure all other users are logged out before restarting the process.

If the currently logged in user does not have Windows write permissions to the relevant OLDDATA
folder then a message similar to the following will be displayed.

WARMING! Access to KARMDEBNOLDDATA, is denied.
l % vear End cannot proceed.
Pleaze contact pour system adminiztrator for assistance.

Click on OK and contact the system administrator at your school to ensure that users who are
authorised to run the year end process have the correct Windows permissions. Once this has been
rectified the year end process can be re-started.

It is possible (but unlikely) that the following message could be displayed whilst attempting to run
the year end process.

Erarl Unable to locate OLDDATA, folder.
l . Pleaze contact your ystemn adminiztrator.
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If you see this message, close RM Finance and log in again. This should rectify the problem. If it
does not, contact the system administrator at your school to have the Windows login permissions
checked.

If there are any batches which have not been posted the following message is displayed:

B atched tranzactions are still outstanding. This period/year end process
. cahnot continue until these transactions have been dealt with.

Click OK and close the Period End window. These batches must be updated before proceeding
with the Year End process.

Once all batches have been dealt with along with any other necessary processing, the Year End
process can continue. The following message will then be displayed:

\‘P/ The Tranzactions nat yet printed’ report has not been printed.
-

['o you want to prink this now ?
Mo | Tes

e Click Yes and the report is sent to the printer.

E Flease note: |tz advizable that a bank reconciliation should take place
-

before continuing to nest year.
Ok I

e Click OK.

, A
Do you wizh o continue? es

e Click Yes to continue

The Backup Warning now appears

Backup Warning

':‘:'J) Last year's data is about to be closed. The data will be available
] for reporting only. No further changes can be made to the data.

YOU MUST TAKE A BACKUP OF YOUR DATA
AND CONFIRM THE BACKUP WAS SUCCESSFUL.

Have you taken a successful backup of your data®?

e Click Yes if a backup of the datafile has been taken
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Are wou sure vau wish to proceed with the chosen Mo
period end 7 -

Yes

e Click Yes to continue (this is the final warning message)

Note: If answering No to any of the above questions, the year end is aborted.

The system will now check that all accounts which are necessary for automatic accruals exist. If no
problems are found, the year end process continues. However, if there are problems with any of
the required accounts, one or more error messages may be displayed. Refer to section 16.5 below
for an explanation of these messages.

If there are no problems found the system will create the accrual transactions. Working messages
similar to the following may be displayed whilst this is occurring.

B Cieating Accruals Part 1 - Please wait

.

The accrual tranzactions will now be printed to the default printer,
! Plzaze check the printer and click 0K when you are ready to print the repart.

e Check that the printer is connected and working and then click OK.

Engure the print arientation iz get to landscape.

e Click OK
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Cx

Print Setup

r Printer
Name: I\\SﬂtNDY\Brother HL-2040 series ;I Properties. .. |
Status: Ready
Type: Brother HL-2040 series
Where:  LPT1:
Comment:

— Paper Orientation
Size: IM LI " Portrait
Source: Iﬁulo Select LI % Landscape

Hep | Network. | ok | Cancel

e Select Landscape and click OK

The accrual transactions are printed to the printer. This report needs to be filed with the
‘Transactions not yet printed’ end of year report.

m= Printing Report
Flease wai...

210
Enzure the print arientation is st to portrait,
e Click OK
Print Setup ﬁ
— Printer
Mame: I\\SANDY\Brother HL-2040 series ;I Properties... |
Status: Ready
Type: Brother HL-2040 series
Where:  LPT1:
Comment:
— Paper Oriertation
Size: IM ;I % Portrait
Source: I.N_rto Select ;I " landscape
Hep | Network... | ok | Cancel

Select Portrait and click OK

- Updating tranzactions.. Please wait,

CiviCa

RMFinanceManual.docx 11/04/13
16-8 of 383

© 2013 Civica Pty Ltd



The Save Last Year Archive As.... Screen is then displayed:

Save Last Year Archive as...

-~ -
File Nare 311208
Archive Dec 2008
Motes

Outgoing Principal Mr J Briggs
Outgoing Registrar Mrs M ‘fates{

e Enter a name, for example, DDMMYY (up to 8 characters) for the archive then press <Tab>.

e Enter any notes (e.g. the year).
e Click Save.

The system will run the Year End process.

By Updating Customer and Supplier buthovver.

150

B Updating Budgets

mn Checking transactions.

209

mn Removing Last Years Transactions
Please Wait...

33

mn Saving DE210 Details.
Pleaze wWai...
52

£

The following message is displayed when the Year End procedure is complete.

“ear' Camplete.
Y'ou are now in period 1.

e Click OK.
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Note: The data is automatically closed as part of the Year End process.

16.5Possible Error Messages

One or more of the following error messages may be displayed during the year end process if any
problems are encountered with the automatic accruals.

16.5.1 Income Source X1 does not exist

Cannot continue because x1 iz not a walid income source code.
& I % Pleasze enzure that all accounts necessany for automatic accruals exist.

To fix this problem X1 must be created as an income source as illustrated below (via Records >
Income Sources / Suppliers).

ﬂ Income Socurces / Suppliers

[ Short Mame {* Income Source

General
Full Hare | Accruals - Income Source ]

16.5.2 Supplier X2 does not exist

Cannot continue becauze %2 is not a valid supplier code.
I % Pleasze ensure that all accounts necessany for autormatic accals exist.

To fix this problem X2 must be created as a supplier as illustrated below (via Records > Income
Sources / Suppliers).

ﬂ Income Sources / Suppliers

Short Mame " Income Source

General Y EFT/BPAY -‘]
Full Mame | Accruals - Supplier ]

16.5.3 Budget Account YYYY does not have default analysis codes
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Cannot continue becausze budget code ™Y™Y does naot have baoth an income
! + default analyzsiz code and an expenditure default analysiz code.

Pleaze enzure that all accounts neceszsany for automatic accruals exist.
To fix this problem both an income default analysis code and an expenditure default analysis code
must be created for budget account YYYY (via Records > Budget Accounts).

ﬂ Budget Accounts

Budget Account Description
|‘r"r"r"r' | |Preuious Year Closing Balance |
Budget Heading [~ Default Code

Eudget Group —
Inc Default Ana , Exp Default Ana

16.5.4 N accounts missing default analysis codes

Cannot continue becauze one or maore M accounts do not have the required
l L default analysiz code.
Fleaze enzure that all accounts neceszary for automatic accruals exist.

To find out which account/s is/are causing the problem go to Reporting > Records and print the
Default Analysis Codes report.

It is recommended that both an income default analysis code and an expenditure default analysis
code are created for each N account. Check the list of N accounts to see which ones do not have
both default codes set up.

The necessary default codes can then be set up via Records > Budget Accounts.

16.6 Performing a Year End (Manual Accruals)

If manual accruals are the chosen option, the year end process will run in a very similar manner to
that described above, except that the messages and actions associated with automatic accruals
will not be displayed/performed.

All other components of the year end process will operate in the same manner.

16.7Using Last Year’s Data

RM Finance allows the school to maintain the data from a previous year after the Year End routine
has been run. Data can be entered up to the point of closing the data after which no further
changes can be made. If transactions are entered into the old year the system will update the
financial summary opening balance figures in the current year automatically.

16.7.1 Switching to Last Year’s Data
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e Click the System Manager menu at the top of the screen.
e Click the Last Year Data option.
e Click Switch To Last Year. The following is displayed:

Are pou sure you wish to switch to last years data.

e Click Yes.

RM Finance displays the Previous Year Data screen showing any notes entered when running the
year-end procedure:

Previous Year Data
p .
You have loaded a previous years data file. The following notes
were entered at year end.

Dec 2008

Outgoing Principal Mr J Briggs
Outgoing Registrar Mrs M Yates

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

Press OK to continue.

e Click OK. The system switches to the previous year’s data file.
e Check the display on the top menu bar to see that it is last year’s data:

File Edit CLOSED DATA  Syskem Manager

Finance = "w —m =" LAST'YEAR'S DATA

3 v o B & ¢ &

RFecords  Transactions Enguiries Financial Summary Period End Reporting System Ménager Eank

Note: The datais in read only mode.

16.7.2 Switching Back to the Current Year

e Click the System Manager menu.
e Click the Last Year Data option.
e Click Return to Following Year.
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Syskem Manager
Users and Password | | [

System Setup 4 |

Clear Mulki User Flags
Link To SBS Map

Restore From Cld Keys Backup
Backup Data File Ctrl+E

Swikch to Last Year

Fix Budgets Return to Following Year

The system will switch back to the current year’s data.
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16.8 In Period 1 (After Year End)

e Print the Comparative Budget Report and check that all accruals are correct.
e Enter a payment for the ATO if necessary.

e Make any required adjustments to the analysis codes (if changes have been made to the
Department of Education’s Chart of Accounts).

e Make any necessary adjustments to budget headings. (These should be checked against the
headings listed in the Department’s latest Chart of Accounts.)

e Make any required adjustments to budget account codes (i.e. delete any codes which will not
be used) before any operations are performed in the New Year.

e Delete any unused suppliers if necessary.

e Transactions can now be entered for the New Year.
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17 Electronic Funds Transfer Set-up and Use
17.1EFT Set Up

The following information is specific to the set up of RM Finance for use with EFT functionality. For
general information on setting up RM Finance see Section 2 ‘Getting Started’.

Expenditure transactions identified as of type EFT are exported into an EFT Payment file for a
particular bank. These files can then be sent to the bank. Payment Files are files which instruct the
bank to pay particular suppliers. Remittance Files are created for a supplier where the school has
indicated that the said supplier is sent remittance advices via email, as in the following:

Income Sources / Suppliers

.
short Mame | ALGOO1 ¢ Income Source Controls
Sort Key ¢ Supplier

\
| General I EFT/BPAY 1
Bank Account Mame |"’-193" Burns Carnputing
&ccount b 999999
EPay Biller Code
Ernail abi@ab com.au
Payment Methods Remittance Method v Ok
™ Cheque o Emaill
[Tl BPay ¢ Print K Cancel
[ EFT € None )

L wWindow

i [ Close window

FTD _Q ¥TD Q 2 Hel

Note: It is necessary to first obtain a six digit User Number from the bank.

It may also be necessary to check the Location Code Number as this number is also a requirement

when using the EFT/BPAY functionality. Refer to 17.3 for further details

CiviCa
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17.2EFT Payment File and Remittance File Location

Entering the default location for where EFT Payment files are placed (not required for BPAY
transactions).

e Click Reporting.
e Click EFT Parameters. The following is displayed:

EFT Payment File and Remittance Default Locak e

-~ -

Path Location far EFT Payment Files
14|

- -

Path Lacation for Remittance Files
Q]

Cancel | DK I

To enter the path for the Payment files, click the magnifying glass at the end of this field.
Navigate to a Bank Rec file.
Click Open.

Repeat for the path for the Remittance Files. The following screenshot shows a possible
example:

[P EFT Paymuent File and Remittance Defaull Location: x|

e
Path Location for EFT Payment Files

CARMDEYFinancehElectronic Funds Transferh - Q

=
Fath Location for Remithance Files

CARMDENFInancs Electranic Funds Transfary -] &

Cancel | 0K I

Note: These folders will be automatically created during the installation process. If they do
not appear contact the Customer Service Centre for advice.
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17.30rganisation Details

Setting up the System Ready for EFT/BPAY Functionality

e Click System Manager.
e Click Organisation Details. Information has probably already been entered similar to what is
shown in the following:

7| Organisation Details 7=

-~ -

Controls

Organisation |West Coast District High Schaal |

E District Details

e
Address 1224 west Coast Highway
SCARBOROUGH W a4 6015

Phane [3122 4567 | Fax [9123 4568

T o

Contact 1 |Marg Citizen |

Contact 2 [John Smith | W §if
Poprefix [ | PO Prefix 2 []

Menu Name [ West Coast District High Sehos |

Yindow
Last Year K ARMDESOLDDAT 4411207 LYR ]
Data Path A Close window

Current Year CurrencuSumhtﬂ YAT | Tax ? Help

e Click District Details Eeustriteetsis  The following is displayed:

21

-~ -
District [west Coast |
Dristrict Joondalup
Address

Location Code #
Diztrict Service Code District Cost Centre Uzer Number
[ | [570e | 000123
\

0K |

Enter the Location Code / District Cost Centre number (school code).
Enter the User Number provided by the school’s bank.

Click OK in the District Details window.

Click OK to save.
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17.4 Bank Details

Click System Manager.

Click Bank Details.

Select the appropriate bank account.
Click Edit. The following is displayed:

Bank Accounts - Edit

Account Name Chegue Account

Account Mo,

Sort Code l:l

Identifier T

Financial Summary Yiew & [

[ Default Bank éccount

Bank Commanwealth -

BSE Mo 123

il

e There is no need to enter a Sort Code.
e Enter the bank Identifier. See the following table:

Account | Identifier
Main operating cheque account 1
Investment and term deposit accounts 2
Building and library fund accounts 3

e Select the bank from the drop-down menu. The list of banks available is pre-set and cannot be

altered. The list of banks is:
Other (default value)
ANZ

Bank West

Bendigo
Commonwealth
NAB

Westpac

O O O O O O O

Note: Electronic Bank Reconciliation is not available if Other is selected.

e Enter the bank’s BSB.
e Click OK.
e Close the Bank Details window.

CiviCa
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17.5 Options

Click System Manager.

Click Options.

Click Paths.

Under ‘Allow EFT/BPAY’ shift the radio button to Enable as in the following:

&llow EFTABPAY Processing

" Disable EFT/BPAY
& Enable EFT/BPAY

e Click OK.

Note: If the User Number has not already been entered the following is displayed:

] EFT/BP&Y cannat be enabled because:
. The Uzer Nurber cannot be blank.

e Under ‘EFT Self Balancing Entry’ shift the radio button to ‘Required’ as in the following:

EFT Self Balancing Entry

{* Requirad
™ Mot Required

This is mandatory for some banks e.g. Commonwealth Bank.

17.6Users and Passwords

Access will need to be set for those users using EFT/BPAY.
Click System Manager.

Click Users and Passwords.

Navigate to an appropriate user.

Click Edit Record.

Click Access Levels.

signatories to the cheque account).

Give access to Expenditure Certify Button to the principal and deputy principal only (if they are
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Note: An EFT batch must be certified by a principal or deputy principal. Access to
Expenditure Certify should only be given to such people.

Give access to the Expenditure Update button to the registrar.
Click Close.

Click OK.

Close the Users and Passwords window.

17.7Suppliers

e Click Records.
e Click Income Sources and Suppliers. The following is an example of supplier information:

Income Sources f Suppliers

- -
Short Mame aLGo01 ¢ Income Source Controls
\
| General Y EFT/BPAY 1
Full Name | Algar Burns Cormputing
Address PO Bosx 1345
DSEORNE FARK WA 6316
Phone [9222 z23z | Fax  [3222 4444 |
Contact | |
HEN 33 999 999 999 | Ok
Reference
. | )‘( Cancel
#lternative I:l Q
Payes
wWindow
i b A Close window
i o
PTD Q v Q P Help

Click the EFT/BPAY tab.

Click Edit Record.

Enter the Bank Account name.

Enter the BSB for this account.

Enter the Account number.

Enter the Bpay Biller Code if BPAY is to be used, maximum of 7 digits.
Enter the supplier's email address.

Select the correct payment method; ‘Cheque’ is set by default.

Note: If Cheque is selected then the Address field must contain information. If EFT is
selected then the following fields must contain data: Bank Account Name, BSB Number and
Account Number. If BPAY has been selected the BPAY Biller Code Must be entered.

e Select the Remittance Method; ‘None’ is set as the default here.
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Note: If email is selected an appropriate email address must be entered for the supplier. If
Print is selected the Address field must contain data.

The following is an example of possible information to enter:

Income Sources f Suppliers

3 ™

Short Mame ALGO01 £ Income Source Controls
\

I General I EFT/BPAY 1|

Bank Account Name | Algar Burns Comnputing

Aceount Mo )

EPay Biller Code

Ernail ab@ab . conn.au =

Payment Methods Remittance Method v ok

[¥ Cheque & Email

Cancel
[T BPay 0 Print * Cancel
[l EFT 0 MNone )
Window

E_ Close window

o e
PTD Q ¥TD Q

P Help

Suppliers can also be entered and edited on the fly.

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

17.8Alternative Payees

e Click Records.
e Click Alternative Payees. Information to add here is the same as outlined above for Suppliers.

As with Suppliers, Alternative Payees can be created and edited on the fly.

17.9 Entering an EFT or BPAY Expenditure Transaction

Note: ‘Allow EFT/BPAY Processing’ must be set within System Options.

e Click Transactions.
e Click Expenditure. The following is displayed:
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Expenditure Batch Type Selectio

Please Select Batch Type...

£ EFT Batch

{ BPA&Y Batch

e Select the batch type Cheque, EFT or BPAY. All subsequent transactions that are entered
whilst the Expenditure window remains open will be the batch type selected here.

e Click OK.
e Enter details for the transaction (s).

e If an EFT transaction enter an EFT reference maximum of 12 characters; this is particularly
relevant for multi-line transactions so that the export file produced includes a description as
individual detail lines are not sufficient. Conversely, enter a BPAY reference maximum of 25

characters if the transaction is of type BPAY.
e Enter all other relevant details.

Expenditure

Expenditure
rSupp]ier Joe's Repair Seruice
Date PeriodEl
EFT Ref [ I R1D | BatchRef 207 |
.I_ Alternative Payee  None
Edit selected Expenditure line :
fnal ysis | |Repa1’rs % Maintenance | |
Detail |Elui Iding Repairs |
Budget [D1510 [Building Maintenance | Bat. | .00 |
Line Total | 250.00] 0/N [199 | invoice Mo [RI0 ]
Taxcode [ 1] 10000 5% | Tax| 22.73|
All Expenditure Lines
Detail $ Mett $Tax  f Line Total
Music Equipment Fepairs 272,73 2727 200, 00 ﬂ
ol
A Totals S00.00 S0.00 550.00
e Click OK.

e Select the appropriate account.
Select Fund.

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

Cash Managemeant 98765432
Irvestment 43259875
e Click OK.

CiviCa
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ok

)‘( Cancel

¥Window

E_ Close window

2 Help
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b ] ) 0K to BATCH this Expenditure Transaction ?
-

Mo | Yes

e Click Yes.

The Batched Transaction Report should then be printed.

Note: If the selected supplier or alternative payee isn’t approved for the batch method a
warning message is displayed as in the following:

¥ | Waming - The selected suppler i not authonzed lor the sslacted payment
\"‘q) method of EFT. Do wou wizh to continue?
Mo || Yes

Select No to discontinue. Select Yes to continue processing the payment. On clicking OK
at the end of the data entry process the following message will appear:

| P | The selected supplier is not authorised for the selected payment method of
| a EFT. Do you want to edit thiz information now?
|

! MHo | Yes
Select No to discontinue select Yes to enter Supplier bank and reconciliations details

Edit Details

EFT/BPAY

Bank Account Mame | #lgar Burns Computing |

=

BSE Mo ERER
BPY Biller Code

Ernail abia

Payment Methods Remittance Method
¥ Cheque i+ E-mail

[T] BPaY i Print

[T EFT " Hone

Cancel | 0K |

17.10Updating EFT/BPAY Batches: Payment Summary Screen

e Click Transactions.
e Click View / Post Batch.
e Click EFT/BPAY Payment Summary.
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Note: Expenditure Cheque Type batches are displayed via Transactions > View / Post Batch
> Expenditure and Credit Notes.

e Type the Batch Reference.
e Click Display.

17.10.1 Adding a Remittance Message
e Click Add Remittance Message. The following is displayed:

Remittance Message

Please enter the required rermittance message

[T &dd mesage to all suppliers in batch

Cancel

Note: It is possible to add five lines of text.

e Tick the ‘Add message to all suppliers in batch’ to apply the message to all batch transaction
lines in the current batch.
e Click OK.

17.10.2 Print Payment Summary Report

Click the Print Payment icon.

Select the Report Destination.

Select Yes to display the Remittance Message.
Click OK to set the orientation to landscape.
Select landscape.

[ ]
[ ]
[ ]
[ ]
[ ]
e Click OK. The following shows a portion of the report:

RM Finance « Training Schol Fage |
EFTRPAY Payment Sy Rzt prirvad on 24 JUN 2008 a7 90:18 - Paead @
Dt dor 2008

P i reliin i 207

Reberence  Suppler Supplier A% Date Acabysin  Budgel  Detall b Uiser Het1 Tax Tax Tosal
[="2 Mame Payes Ho Code

EFT ALGOI Algar Bums. M IJHEE Da0D Cea2s Prinieer HP 1200 iz REG 408,18 &22 400

Saptial Rr Algar Burms Corgeang Lodge Raf ALGON Tiowoicn 112 40818 042 49,00

EFT SUPD Sumobi Wies 248 JUN 22 D5000 ] Eraial Sunoders TR REG 20000 X000 1 20,00

e Close the report.
e Click OK to set the orientation to portrait.
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e Select Portrait.
e Click OK to return to the post batch screen.

17.10.3 Certifying

Transactions need to be certified, in other words, authorised for updating. They cannot be certified
individually, only as a group.

Note: The Certify button is only available to the principal and/or deputy principal, i.e. a
cheque signatory other than the registrar.

e Click Certify. The following is displayed:

you want bo continue?

:‘) Certifization must be completed by the Principal ar the Deputy Principal. Da
-

£ )
Gross
Ref. Date Period Walus @ETTTNGY Controls
EFT 24 JUN 2002 [} 449, O YES i ;
EFT 24 JUN 2008 6 1oo.of  vES @k Find Batoh
EFT 24 JUN 2008 6 550.0 YES
[+] #dd Remittance
Messane
Print Payment
Source £ Supplier Mett 0.o0 Summary
Tax 0.oo i i
Batch Ref. 4 Uncertify
Type
Description W
Bank
» wWindow
i -
Total to post 099,00 O Ciose window
D Help:
\

Note: If the user clicks the certify icon again, the following is displayed:

'E All transactions are already certified.
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Note: If a certified transaction is selected and then either edit or delete selected the
following is displayed:

“» ' Editing thiz tranzaction will cauze al certified transactions bo become
\_"(J

uncertified. Do pou wizh ko continue?
Mo | Ves

e Click &umertitu to uncertify transactions. The following is displayed:

£} | Clinking an thiz buttan will cause all dizplaved certified tranzactions to became
‘-‘J.) uncertified. Do you want to continue?

17.10.4 Updating an EFT Batch
The Update button is only available to the registrar.

e Click Update. The following is displayed:

Aure pou sure you want bo post the selected ikems? No |

ez

Note: If all transactions have not been certified the following is displayed:

'E Al tranzactions must be certified before they can be updated.
L3

e Click Yes. The following is displayed:

Bank Processing Date

Please enter the bank processing date

[

This day must not be more than 30
days in advance of the current date
24 JUN 2008

Cancel ‘ 0K |

e Enter a bank processing date. An EFT Payment file is automatically generated and named:

/J BT SAhE e 105555
where 207 represents the batch number, 240608 represents the date the
folder was created (ddmmyy) and 102355 represents the time the file was created (hhmmss)
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Note: Navigate to Reporting > EFT Parameters to see the location of this save location.

e Click Save, retaining the location specified. The following is displayed:

\‘:J Frint the EFT Payment File report now?
-

Mo | Tes

e Click Yes. If the user selects No, the report can be created later. This is covered in section
17.11 EFT/BPAY Reports.

e Click OK to set the orientation to landscape.

e Select landscape.

e Click OK. There is no option to print to screen, i.e. the report is sent directly to the default
printer.

e Click OK to reset the orientation back to portrait.
Select portrait.
Click OK. The following is displayed:

Generate remittances now? Mo

e Click Yes. If the user selects No, the remittances can be created later.

Note: If the remittance method selected for the supplier via Records > Income Sources and
Suppliers > Supplier > EFT/BPAY tab is ‘print’, remittances are printed. If set to email, the
user is prompted to save the file as an RTF document (which can be opened in MS Word) in
the location specified via Reporting > EFT Parameters. If set to none, then nothing is
produced.

The following is an example of a remittance for sending via email:
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Training School
ABN
(Our ref: ATG001)

Algar Burns Computing
PO Box 1345

OSBOENE PARE WA 6916

ABN B6 096 945 138

Ph: 9201 0011

Faze: 5201 0087

Email: ab@ab.com.au

24 TIT 2008

The following payment has been credited to bank account number 9999959,

Lodgement Eeference Invoice Mumber(s)
ATGO01Inv 112 112

Amount
445 00

CiviCa
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17.11EFT/BPAY Reports

e Click Transactions.
e Click Payments.
e Click EFT/BPAY. The following is displayed:

% Transactions l‘ﬂ?

Payments

|| Print Payments

|| Re-Print Payments

|| Remittance Repart

. REe-printed Cheques Report

[ EFT/BP&Y o

Re-printing the EFT Payment File

e Click Re-print EFT Payment File. The default location is that specified via Reporting > EFT

Parameters.
e Select the file to be re-printed, as in the following:

Locate the EET Payment File to reprint

Lok in: | ) Electronic Funds Transfer j I‘fi‘ "

! [C3)207_240608_090836
k! m 5555 _240608_0905836.aba
My Recent
Documents

Click Open.

Click OK to set the orientation to landscape.
Select landscape.

Click OK. The report is sent directly to the printer.
Click OK to set the orientation back to portrait.
Select portrait.

Click OK.

Re-print EFT Remittance Advice

Click Transactions.
Click Payments.
Click EFT/BPAY.

CiviCa
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Reprint EFT Remittance Advice

-~ =

FROM Ta

Batch Ref.

Supplier

Date

Period

|

e Enter relevant data such as in the following:

Supplier | ERCOO1 [1] ERCOO1 |

e Click OK. The Save Directory is displayed as set via Reporting > EFT Parameters, similar to
the following:

1keyvs\Finance|\RMDB\Electronic Funds Transfer

207 _740605_090536
Reprint_240608_092936
%] 5555 _240608_090836.aba
E:I Blank. bxk

ider Tasks #

newy Folder
this Folder ko the

A folder is created prefixed with ‘Reprint’ with the file saved inside, as in the following:

keysi\Finance\RMDEB\Electronic Funds Transfer\Reprint_240608_032936
S EALGO01 T 112
older Tasks &1 M5 P00 T2

Re-printing an EFT/BPAY Payment Summary

e Click Transactions.
e Click Payments.
e Click EFT/BPAY.

Note: This is not a true re-printing of the Payment Summary as this report will only display
updated transactions.

The following is displayed:
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Reprint Payment Summary

~

Batch Ref.
Date
Period

Date Updated

FROM

Ta

Options

W Include BP&Y batch types
¥ Include EFT batch types

Cancel |

Enter relevant data, as in the following example:

Date

Click OK.

| 24 JUN 2003

24 JUN 2008

Select the report destination.

Click OK.

Click Yes to include the Remittance Message.

EFT/BPAY Remittance Report

This report is similar to the usual Remittance Report but reporting on EFT and BPAY transactions
only.

Click Transactions.
Click Payments.
Click EFT/BPAY. The following is displayed:

EFT/BPAY Remittance Report

-~

FROM T0

Batch Ref. | ] |
Supplier | 1 |
Date | | |
Periad | 1 |
Reference | | |
Options ¥ Include BP&Y bateh types

[# Include EFT batch types
[T Summary Report

Cancel |

Enter the relevant data.

Click OK.

CiviCa
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The report displays the following information:

BM Finance - Training School Printed 24 JUH 2008, at 09:39
EFT/BPAY Remittance Detail Report Page 1
Type Reference Date Description Total
EFT 0207240605 24 Jurd 2003 Prirter HP 449.00
Lodgement Ref: ALGOMInv 112 Algar Burns Computing Total 449,00
EFT 0207240803 24 JUM 2008 English Supplies 22000
EFT 0207240605 24 Jurd 2003 Maths Supplies 330.00
EFT 0207240605 24 JUM 2008 Science Supplies 530,00
Ladgement Ref: SUPBT23 Supply WestBookland Total 1100.00
EFT 0207240605 24 Jurd 2003 Building Repairs 250.00
EFT 0207240603 24 JUM 2008 Music Eguipment Repsirs 300,00
Lodgement Ref: JOEGG1Iny R10 Joe's Repair Service Total 550.00
3 Payments Printed Total 2099.00

The Summary Report option displays the following:

EM Finance - Training School Printed 24 JUH 2008, at 09:41
EFT/BPAY Remittance Summary Report Page 1
Type Reference Lodgement Ref Date Supplier Hame Total
EFT 0207240608 ALGOD I 112 24 JUN 2008 Algar Burnz Computing 44900
EFT 0207240803 SUPO01T23 24 JUN 2008 Supply WestBooklsnd 110000
EFT 0207240603 JOED I R0 24 JUN 2008 Joe's Repair Service 550,00
3 Payments Printe« Total 209900

CiviCa

RMFinanceManual.docx 11/04/13
17-19 of 383

© 2013 Civica Pty Ltd



17.11.1

Certification Log: Audit Report

Users are required to print an audit report which tracks the certification of transactions. The Audit
Report will only report on EFT and BPAY transactions. The report is based on the updated
transactions file so that all transactions for the current year are available.

Click Reports.

Click Transactions.

Click Audit Reports>EFT/Bpay Certification Log
Enter data such as Date Updated, Period; a user must also be selected.
Select a Report Destination.
Click Print. The following is an example of some of the report:

Note: DOEWA schools must select certified by N/S (not specified) and show report with

search criteria

[ Records

3 GEHERAL REFORTS

A1 trarsactions

Batched ranssctions

Fulure Poatings

Purchee Ordera

Alterrative Payes Transsctions
Balch Number Repart

ElslElElEls]

o AUDIT REFORTS

[ Transsctions mt yat printed
[ tvear End Statement

B Commitiment Summary

[ EFT/ERAY Cartification Log

3 BANE REPORTS

O seconciled tramsctions

@ wnreconciled tramsctions

O caah Movement

[ Bank Eslancs

 Tax REPORTS

O Tax Reimbursement (INC)
ﬂ Tax Beimbursement {EXP)

CiviCa

1" Transactions [ Ad-Hoe ile Custom ]

Report Options

(SELECT BATCH NUMBER. . | (SELECT DATE UPDATED ... ]
From . | From |
te | w |

(SELECT PERIOD... | {3HOw REPORT WITH...
o [

W L¥

| SELECT CERTIFIED BY... 7 (DESTINATION . ]
(N . € Printer
|;"m” = Screen
|ceR1H € Page Previes
|PRIH ;l € Spresdshest

Print
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Page 1

EM Finance - Training School
EFTBPAY Certification Log - Audit Report

Criteria Period fromGto &
Certified by NS

Repoart printed Tuesday, 24 June 2005 @ 9:47 AM - Period 6 (50.0 %)
Data for 2003

Approved by:

Principal’s name

Principal’s signature

Date

Batch Ho Batch Total Certified By Date Time Updated By
Certified Certified

For batches of type EFT

207 2099.00 PRIM 24 Jur 2008 09:08: 36 REG

Total: 2099.00

Total: 2099.00

CiviCa
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CIVICAa RM Finance Manual

Bank Reconciliation Setup and Use




The following information is specific to the set up of RM Finance for use with EFT functionality. For
general information on setting up RM Finance set up see Section 2 ‘Getting Started’. For general
information on Bank Reconciliation see Section 6.14 ‘Bank Reconciliation’.

For each bank account that the school holds, the bank statement must be reconciled to the system
balance on a monthly basis. This is carried out by matching transactions on the bank statement
with the transactions held in RM Finance.

With the Electronic Bank Reconciliation it is possible to carry out the reconciliation electronically, in
other words, rather than using a paper copy of the bank statement to reconcile against, the school
downloads an electronic copy (an electronic file) of the statement using Internet Banking. This file
is imported into RM Finance and used for reconciling instead.

18 Bank Reconciliation Set-up & Use

Prior to accessing the Bank Rec. facility within RM Finance it is worth setting up the following on
the school’s K drive.

18.1Bank Reconciliation Files Folder

e Set up a folder on the school’s K:\ drive which is used as the folder in which to store transaction
files from the school’s bank as in the following example:

File Edit Yiew Favorites Tools  Help

OBack - \_/J - ﬂ' /..-\: Seatch {{~ Folders E\"
Address Iz K
Falders x

(B} Desktap = f’_! Bank Rec Files

B My Documents

18.2Downloading and Saving Bank Rec Files

e Log onto the bank’s website.
e Download the transaction files and save them to the folder created for this purpose as in the
following example:

& Bank Rec Files

File Edit “iew Favorites Tools  Help

OBack - \_’) - ?

Address Ihj K:\Bank Rec Files

»~ Search Folders

[=095-504494-9_Transaction-14-06-2008. gif:

»

File and Folder Tasks £
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18.3 RM Finance Bank Reconciliation Set-up

The Bank Reconciliation option is accessed from the main toolbar.

. T - | =
Finance u m = A
. _— |
Records Transactions Enquiries Fi nanciél Sumrmary Period End  Reporting System Ménage Bank)

(

It is also available from the menu bar, as in the following:

7 |RM Finance
File File Edit | WCDHS  System Manager

Records Chrl+1
Transactions Chrl+2 ]
]
5 " Financdial Summary  Chrl-d
Records Trans ar
End of Period u

Change Data File

Enquities Cerl+4

Reporting Chrl+5

Automatic R

0 Barameters  ank Reconciiation Ctrbé
Bank Reconcrramm T

e Click Bank and the following menu is displayed:

@ Bank Rec.
@ Help

Automatic Reconciliation
[ Barameters

| Bank Reconciliation

[ Audit Log

e Click Parameters. This option allows the user to enter the default location where the bank

import files would be expected to be located.
e Click the magnifying glass at the end of this field.

e Navigate to the folder where the files are stored, in this example
K:\Keys\Finance\RMDB\Electronic Bank Reconciliation

e Click the file downloaded and saved from the school’s bank, as in the following:

e Click Open. The following is then displayed:

Select the import file

Look in: |Lﬂ Electronic Bank Reconciliation j

7

(#Jgarkrec2000630 qf |

e Click OK.

CiviCa
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18.4 RM Finance Bank Details Set-up

The software needs to know from which bank an import file has come. These bank details may
have already been set up in the software if RM Finance has been set up for Electronic Funds
functionality.

Click System Manager.
Click Bank Details.

In the bank details window highlight the main bank account.
Click Edit. The following is displayed:

Bank Accounts - Edit

Aiccount Hame

Financial Summary Yigw & i«
[¥ Default Bank Account

Bank Commanwealth
BSE Mo [o88 |- [ 122

ldentifier

Enter Account Name.
Enter Account Number.
There is no need to enter a Sort Code.

Enter the bank Identifier. See the following table:

Account Identifier
Main operating cheque account 1
Investment and term deposit accounts 2
Building and library fund accounts 3

Select the bank from those in the drop-down list. The list of banks available is pre-set and

cannot be altered. The list of banks is:
o Other (default value)

ANZ

Bank West

Bendigo

Commonwealth

NAB

Westpac

O O O O O O

Click OK.
Close the Bank Details window.

Note: Electronic Bank Reconciliation is not available if Other is selected.

CiviCa
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18.5 Bank Reconciliation: Importing and Processing

e Click Bank.
e Click Bank Reconciliation. The following is displayed:

ﬂ Select Fund |

Please select the fund that you will use for Bank Reconciliation

Investment A/c

Cancel

The accounts listed are those previously set up for use with the Bank Reconciliation function. The
default bank is highlighted.

e Highlight the bank account to reconcile.

e Click OK. There are two possible scenarios at this point:

e [f this is the first time the reconciliation has been run for that bank or if a previous import (for the
bank in question) has been cleared (the Finish button clicked and transactions reconciled) then
a new import file from the bank will need selecting for reconciliation.

e Highlight the name of the file to load into RM Finance, as in the following:

Select the import file

Look in: |Lﬂ Electronic Bank Reconciliation j

I h

(#JBarkrec20080630 qf

e Click Open. The Bank Reconciliation Matching Screen is displayed: The file is imported and
processed before the matching window is displayed, as in the following:

Bank Reconciliation matching screen - Cheque Account

_r Unmatched T Hatched 1

IMPORT FILE LIMES - UNMATCHED UHRECONCILED TRANSACTIONS

Date Tupe Amount Description Oate Tupe Reference Amount

13 JuM 2002 | —-670.00 DEPOSIT GOEZ 27 APR 2003 E 500016 220.00

15 JuM 2002 | —-670.00 DEPOSIT G052 Match => 2 MAY 2003 | 95766 —-670.00

17 JUH 200 | —389.00 ATOATOS93E3333444R 137 2 MAY 2008 1 Q5757 =710.00

25 JUH Z00z E 45,037 ACC SERV FEETRANS FEES- 12343567 4 MAY 2002 | Q762 —G570.00

30 JUH 2005 | —-21.30 CREDIT IMTEREST 10 MAY 2002 E  S00022 215.00

24 JUN 2005 E 0207240602 2099, 00

Add 24 JUM 2008 E 0208240608 1115.00

Tatal Selected Tatal Selected
RECOMCILIATION TOTAL: -BEG274.27 " Finish #Flc:mi @ Help

- "]

CIVICa RMFinanceManual.docx 11/04/13

18-5 of 383

© 2013 Civica Pty Ltd



e |f the user is still working on a previously imported file from the bank, then until this is dealt

with, in that the user has reconciled all the transactions they wish to reconcile, it is not possible
to import a new file for that bank; RM Finance immediately begins loading the data.

e The following two messages are displayed as the file downloaded from the bank, saved to the
K drive and already worked with, is loaded into RM Finance.

By Loadng matched ranzachons ...

e The Bank Reconciliation Matching Screen is displayed:

Bank Reconciliation matching screen - Cheque Account

_|(Unmatched Y Matched 1

IMPORT FILE LIMES - UNMATCHED

UHRECONCILED TRANSACTIONS

Date Tupe Amount Description
13 JUH 2002 | -670.00 DEFOSIT Go5z
19 JUH 2002 | -670.00 DEFOSIT i=l v
17 JUH 2002 | —529.00 ATOATOS99E3ES333444R 137
25 JUN 2002 E 456 .05 ACC SERL FEETRAMS FEES- 1234567
30 JUH 2008 | —21.30 CREDIT IMTEREST

Total Selected

Match s>

J

Add

Date Type Reference Amount
27 AFR 2002 E  S00016 220.00
2 MAY 2008 | Q5706 -570.00
2 MAY 2008 | 98767 =710.00
4 MAY 2008 | 98763 —670.00
10 MAY 2008 E SO0022 315,00
24 JUM 2002 E 0207240603 2099.00
24 JUN 2002 E 0203240603 1115.00

Total Selected

RECOMCILIATION TOTAL:

-0BRE74.27

+" Finizh ::FlCluse “’? Help

If the user attempts to import an invalid file (a file from another bank, for example) the following is
displayed and the import halted:

The irmpart file iz not valid.

18.6 The Matching Screen

On the successful import of the transaction file downloaded from the bank the Bank Reconciliation

Matching Screen is

CiviCa
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Bank Reconciliation matching screen - Cheque Account

_( Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED UHRECONCILED TRANSACTIONS

Date Type Amount Description Oate Type Reference Amount

12 JUH 200 | —G70.00 DEFODSIT BOGZ 27 APR 2002 E SO00016 220,00

15 JUH 2002 | —670.00 DEPOSIT ==l Match > 2 MAY 2008 | QE7EG —-570.00

17 JUH 2002 | —520.00 ATOATOO93ES333444R 137 2 MAY 2008 1 98767 =710.00

25 JUN 2008 E 45.05 ACC SERW FEETRANMS FEES- 1234567 4 MAY 2008 | Q8758 —670.00

20 JUH ZOog | —Z1.20 CREDIT IMTEREST 10 MAY 2002 E S000Z2 213.00

24 JUH Zo0g E Q207240602 2099, 00

fdd 24 JUN 2002 E 0208240608 1115.00

Total Selected Total Selected
RECONCILIATION TOTAL: -586274.27 " Finizh ::Fltlni @ Help

— "]

The Unmatched tab is displayed by default. The left hand side of this tab lists all the import lines
that have not been matched sorted in date order. The right hand side shows all unreconciled
transactions for the bank account grouped by reference and income/expenditure type. Therefore,
one line can represent a number of transactions including credit notes and corrections.

e Double click a transaction line in the right hand pane. A report is displayed similar to the

following:
RM Finance - Training School
Page 1
Unreconciled Transactions Report printed at 10:37 on the 24 JUN 2003 Period B (5E|_|j %)
Date Type Reference Description Amount
240U 05 ESP 0207 240605 Prirter HP 445.00
240U 05 ESP 0207 240605 Englizh Supplies 22000
24 UM 05 ESP 0207240605 Maths Supplies 330.00
24 JUM 08 ESP 0207240605 Science Supplies 550.00
240U 05 ESP 0207 240605 Building Repairs 250.00
24 JUM 05 ESP 0207 240605 Muzic Equipmert Repairs 300.00

Click the Matched tab. The following is displayed:

CiviCa
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Bank Reconciliation matching screen - Cheque Account

[ unmatched | Fiched |

IMPORT FILE LINES - MATCHED RECOMCILED TRAMSACTIONS
Date Tupe Amount Description Date Tupe Reference Amournt
10 JUN 2008 E 55.00 300011
10 JUN 2008 E 3300.00 S00012 << Unmatch
11 JUN 2008 E T0.00 S00013
12 JuUH 2002 E 220.20 500014
13 JUN 2008 E 2962.00 500017
13 JUN 2003 | -2154.00 DEPOSIT 5252
13 JUN 2002 E 329.00 500015
15 JUN 2002 E 90.00 S00018
15 JUN 2008 E 250.00 500019
17 JUN 2002 E T0.00 S00020
18 JuUH 2002 E 55.00 500021
Total Selected Total Selected
RECONCILIATION TOTAL: -454372.80 %" Finish ﬂmose @ Help
— ]

The left hand side shows all the import lines which have been matched sorted according to date.

Highlight a transaction line in the left hand pane. All matched transaction lines relating to that

line are displayed, such as in the following:
Bank Reconciliation matching screen - Cheque Account

_(Unmatched T Matched 1

IMPORT FILE LINES - MATCHED

RECONCILED TRAMSACTIONS

Oote Type Amount Description
10 JUH 2008 E 500011
10 JUH 2008 E 500012
11 JUH 2002 E So001z
12 JUH 2008 E 500014
3 E oo S00017
12 JUH 2002 | DEPOSIT 5a6z
13 JUN 2008 E 500015
15 JUH 2008 E 500018
13 JUH 2002 E S00019
17 JUN 2008 E 500020
12 JUH 2002 E S00021

Total Selected F952.00

<< Unmatch

Oate Type Reference Amount
30 APR ZO02 U SO0017 21z2.00
30 APR 2002 U SO0017 S50.00
0 APR 2002 U SO0017 2100, 00

Total Selected

RECONCILIATION TOTAL: -SEEEV4EY

~" Finish ﬂm ?Hew

Click the Unmatched tab to return to the unmatched transactions.

18.6.1 Matching Transactions

CiviCa

Select a single line in the left hand pane.

Select an unreconciled transaction from RM Finance on the right hand side, as in the following:
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Bank Reconciliation matching screen - Cheque Account

_( Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED UNRECONCILED TRANSACTIONS

Oate Type Amount Description Date Type Reference Amount

17 JuN Zo0s | —529.00 ATOATOY922E323444R 137 27 APR 2002 E  SO0016 220.00

25 JUN zO02 E 46.05 ACC SERU FEETRANS FEES-12324567 2 MAY z00Z | 9aveT =710.00

30 JUN 2008 | —21.30 CREDIT INTEREST 10 MAY 2002 E  S00022 215.00

24 WJUN 2002 E 0207240602 2099, 00

24 WJUN 2002 E 0203240602 1115.00

Aidd

Total Selected Total Selected

RECONCILIATION TOTAL: -587614.27 +" Finish i't]ose @ Help
— a

e Click Match. In this example the lines selected disappear from the screen.

e Click the Matched Transactions tab. These transactions now appear in this list and also on
the Reconciliation window:

Bank Reconciliation matching screen, - Cheque Account

_( Unmatched T Matched _]
IMPORT FILE LINES - MATCHELD RECONCILED TRANSACTIONS
Date Type Amount Description Date Type Reference Amount
10 JUH 2002 E 55.00 500011 2 MAY 200z U 0E76E0 =670, 00
10 JUH 2002 E 2200.00 S00012 << Unmatch
11 JUH 2002 E T0.00 S000132
12 JUH 2002 E 220,20 300014
13 JUH 2002 E 2962 .00 S00017
13 JUH 2002 | —Z2124.00 DEFOSIT ===
13 WJUH 2002 E 22000 500015
3 | 0 DEFOS T
15 WJUH 2002 E 90.00 S00012

Note: If the user attempts to match transactions with different totals the following is
displayed:

The selected total of the left must match the selected
total af the right.

Also, if the user attempts to match transactions of different type, e.g. an income and an
expenditure transaction, an error message is also displayed such as in the following:

“'ou must match entries with the same type.
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18.6.2 Bank Rec. Matching Screen: Creating New Transactions

It may be that transactions appear in the import file from the bank that do not appear in the list of
RM Finance unreconciled transactions.

This option allows the user to create a batched transaction from an import file.

e Click the Unmatched tab.
e Select a single line transaction in the left hand pane, as in the following:

Bank Reconciliation matching screen - Cheque Account
_r Unmatched T Matched 1

IMPORT FILE LIMES - UNMATCHED

Date Tupe Amount Description

17 JUM 2002 | 9. 00 HTORTOY
25 JUN 2003 E 6.03 ACC SER
20 JUN 2002 | -21.30 CREDIT IMTEREST

e Click Add. The Income screen is displayed, as in the following:

Income
Income Controls

Date 24 JUN 2008 Period [5 |
Reference| | BatehRet. | |

\
Add new Income Tine 2

Analysis | | |

Detail  |ATORTODOEEE333444R 137 |

Budget | | |Ba1.| |
Tax code | | % | Tax| 0.00
Voo
All Income Lines w®
Cancel

Detail $ Mett F Tax $ Line Total :

[+]|| | window

]| A close window

Totals 0.00 0.00 0.00 D Help

e Enter the additional information required for this transaction: budget, account, analysis code
etc. The date, total and reference fields are already populated with information.
e Click OK.

Please select the fund that you will use far the transaction you have just entered.
CBA Cash Manage 210323243 -
Mot in Use
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e Select the appropriate account.

e Click OK.

\‘p 0K to BATCH this Expenditure Tranzaction ?
-

e Click Yes.

[ |

Tes

e Follow the Department’s standard procedures involving printing the Batched Transactions

report and entering the information on the Batch Register etc.

Update the batch as usual (see Section 6.11 View/Post Batch); in this example:

Click Transactions.

Click View/Post Batch.
Select the type of batch — in this example Income.
Enter the Batch Reference.
Click Display. A window similar to the following is displayed:

Post Batch to Income Accounts

Ref. Date

Period

E=Junls 24 JUH 2002 =]

Source 4 Supplier

Batch Ref.
Tupe
Description
Bank

.

Hett

Total to post

e Highlight the transaction.

e Click ﬂl changing the No to a Yes.
e Click Update.
e Click Yes. The following is displayed:

Reconciliation Reference

P

W

Some transactions in this window are
set to automnatically recancile. Please
enter the reconciliation details below.

=,

-

Reference I:I
Date |38 JUN 2662

Cancel ‘ DK |

CiviCa

Controls

@& Find Batch

+ Lpdate

Window

E_ Close window

P Help
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e Enter a Reconciliation Reference.
e Click OK. The transaction is updated.

Note: This transaction is then marked as reconciled as the details have come directly from
the bank to say this money has been received. This line is also removed from the Bank Rec
Matching window. This process is NOT reversible.

18.6.3 Unmatching Transactions

e If necessary navigate to Bank > Bank Reconciliation > Matched. A list of transactions similar to
the following is displayed:

Bank Reconciliation matching screen - Cheque Account

 unmateched | Fatched: |

IMPORT FILE LIMES - MATCHED RECONCILED TRANSACTIONS
Date Tupe Amount Description Date Tupe Reference Amout
10 JUn 2008 E 55.00 S00011
10 JUn 2008 E 300,00 500012 << Unmatch
11 JUN 2005 E T0.00 500013
12 JUN 2008 E 220,20 500014
123 Jud 2002 | -670.00 DEFDSIT 5o62
13 JUN 2008 E 2952 .00 300017
13 JuUn 20038 | —2154 .00 DEPOSIT Ba52
13 JuUn 2008 E 329,00 S00015
15 JUN 2008 E 90.00 500015
15 JUH 2008 | -670.00 DEFOSIT [=j=l v
15 JUN 2008 E 250,00 500019
17 JUN 2008 E 70,00 S00020
18 JUN 2002 E 55.00 500021
Total Selected Total Selected
RECONCILIATION TOTAL: -486277.05 ﬂﬁ'lose @ Help
]

Matched transactions are listed in the left hand pane.

e Click a matched transaction. The associated transactions are listed on the right, as in the
following example:

Bank Reconciliation matching screen - Chegue Account

_( Unmatched Y Matched 1]
IMPORT FILE LINES - MATCHED RECONCILED TRANSACTIONS |
Date Type Amount Description Date Type Reference Amount
10 JuM 2002 E 55.00 S00011 10 APR 2002 U S000 14 220,20
10 JuM 2002 E 300,00 500012 << Unmatch
11 JUH 2008 E 70,00 300013
12 JUN 2008 E 2 000 14
13 JUH 2002 E 2962 .00 300017

e Click Unmatch. The lines are unmatched; the transactions disappear from the matched screen
and are added to the Unmatched screen.

18.6.4 Finishing the Electronic Bank Reconciliation
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Once the user is happy with all the matching of transactions that can be carried out, the user can
now complete the reconciliation process.

e Click Finish in the matching screen. The following is displayed:

:/' |z the matching process complete? Are wou sure pou wish to continue?
-

e Click Yes. This process cannot be undone after clicking Yes. The following is displayed:

By Saving data .

Note: Any unmatched import lines still present are deleted.

The matching screen is closed and the Reconciliation screen opened, as in the following:
Cheque Account

Controls
r 2le )
Ciate Group Invoice Mo Gross dmount  Rec {j gﬂ Group b
24 JUN ZBEE BZE7Z4B6HEE Rl ZE99.00 MO
24 JUN ZBAE GZOEZ4B6HEE TE1Z34 1115.68  NO | T Sort
15 MAR ZBEE SHEELLL 276 SELBE  YES _
19 MAR ZB@E SHBELZ &7 330000 VES Print
Z1 M&R ZBBE  SHBELIL 23 7E.BETES
18 APR ZAAE  SHOH14 &5 220,20 YES v oK
20 APR ZOAE  SEGALSL 76 I29.88  YES
27 APR ZBEE  SHBELEL 76 ZZE.BE  ND % Cancel
30 APR ZOAE  SOGALT 1734 Z96Z.08  YES . Lancel
4 MAY ZBEE SHBRLE 76 GE.BE  VES
4 MAY ZAEE  SHBHLL 7 256,00 YES ||| window
ERFE & 70,00 YES
el z TES :
18 MAY 2008  SHBPZZU 1 HD - B close window
Reconciled Total -558178.52 o ? Help
X

Transactions

JACEAL

Reference I:I
Date |30 JUN 2662

Detail: &rt supplies

All unreconciled transactions for the selected bank account are displayed with matched
transactions marked as YES, ready for reconciliation.

e Enter a Reference, as in the following:

Refarence .E-

Dete [30 2N Zes

e Click OK. The following is displayed:

CIVICa RMFinanceManual.docx 11/04/13

18-13 of 383

© 2013 Civica Pty Ltd



Sawing Distady
" Flease Wt ..

All the transactions that had been marked as reconciled are removed from the Reconciliation
screen. See the following screen shot and compare with the previous screen shot for this window:

Cheque Account

Controls
o Frr
Date Group Invaice Mo Gross Amount  Rec 4‘_‘2 55 Group b
24 JUN 2885 B2ET2486B2E Y 112 20099 .88 NO
24 JUN ZEEE  BREE2486ESE QEE 1115.688 MO b gort
27 APR 2885 SEGE1EU 76 220.88 MO 5 .
18 MAY 2008  SODEZ2U 1 315.88 N0 Print
2 MAY 2885 98FEFU -718.88 N0
" 0K
X Cancel
Window
E_ Close window
Reconciled Total -588178.52 ﬂ ? Help
\

Transactions

-~

Reference l:l
Date |38 JUN 2062

Detail: Contributions - Sec &,9,10

.

Note: If the user clicks Cancel instead of OK, the user is unable to return to the same point
and has to start from the beginning and re-import the data again.

e Click Close Window. The following is displayed:

Are you zure you wizh to close ? Ho
ou will loze any unsaved work,

e Click Yes.

18.6.5 The Matching Screen: The Difference Between Finish and Close

Click Bank.

Click Bank Reconciliation.

Click OK.

If necessary select the appropriate bank account. If in the middle of doing a bank reconciliation,

it will jump straight to the matching window. If starting a bank reconciliation, then the Select
Import file is displayed as shown below.

e If necessary select the appropriate file in the Select Import File window, as in the following:
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Select the import file

Look ir: | ) Electronic Bank Reconciliation j L]

hdii B amant

e Click Open.
o Wiling 277 eriies .

—

The following appear along the bottom of the window:

o Finish ::FICWJ “‘?Help

Clicking Close means any matched transactions are saved as such but no items are deleted from
the Matching screen. When the user returns to the Matching screen it is not necessary to re-import
the transaction file supplied by the bank as this file has not been finalised, i.e. the user has not
finished’ matching the transactions. There are still transactions to reconcile.

Clicking Finish means any unmatched lines still present are deleted from the Matching window.
The Matching window is closed and the Reconciliation window opened ready for reconciliation of
the matched transactions. If the user wishes to then return to the Matching window, the appropriate
transaction file supplied by the bank will have to be re-imported before further matching and then
reconciliation can be undertaken.

18.7The Audit Log

e Click Bank.
e Click Audit Log. The following is displayed:

-

‘Audit Log Options

rSELECT PERIOD RAMGE.. A DESTIMATION ...
Fram 1o {* Printer

X |:| I:I { Screen

" Page Preview

(™ Spreadsheet

‘SELECT TRANSACTION DATE RANGE.. |

from [ ]

L

h

'SELECT RECOMCILIATION ..
Reference I:I Print

.

e Enter search criteria such as Period Range, Transaction Date Range or Reconciliation
Date/Reference.

e Select a Destination.
e Click Print. In this example the criterion was Reconciliation Date:
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EM Finance - Training School

Criteria  (Reconcilistion Reference is "6")

Page 1

Repart printed Tuesday, 24 June 2008 @ 11:17 AM - Period 6 (50.0 %)
Data for 2008

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
IRCO0q Z1000 Z1002 9537EG SCHAD URC 2 MAY 2007 -E70.00 -670.00 145
HOTO 01000 01020 500018 SCHAD URC 4 MAY 2007 81.82 818 1 30.00 147
IMO01 Ds400 Ds420 500019 SCHAD URC 4 MAY 2007 22727 22731 250.00 148
IRCO0q Z1000 Z1002 957ES SCHAD URC 4 MAY 2007 -E70.00 -670.00 149
JACO01 Dsyan Ds71s 00020 SCHAD URC 10 MAY 2007 E3.64 E.36 1 70.00 150
LEMODT 05400 05405 00021 SCHAD URC 10 MAY 2007 50.00 SO0 1 55.00 151
ATOI M35001 M3505 B=Jun0d REG INC 24 JUNM 2003 -539.00 1 -539.00 180
BAMNOOZ D000 01087 BSJUMOE REG ESP 24 JUN 2003 46.05 4 46.05 181
IRCO0q Z1800 C1805 BSJunog REG INC 24 JUM 2003 -21.30 4 -21.30 152
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19 Purchasing Cards Interface (PCARDS)

RM Finance contains an interface which allows files created from the ANZ Bank’s Expense
Manager application to be uploaded into RM Finance.

In order to use this interface the PCARD functionality must first be turned on in the RM Finance
datafile.

19.1Enabling the PCARD Functionality
To enable the PCARD functionality

o Go to System Manager > System Setup > Options > Paths
e Set PCARD option to ‘On’
e Click OK to save

T Display YTransactinns_T Tax _T ‘Warnings T Period End 1

" BUDGET LINKING... I alow EFT/BPAY Processing || EFT Self Balancing Entry
{* Usze Default Path g " Dizable EFT/BPAY {* Required

(" Prompt for Budget File (% Enable EFT/BPAY (" Mot Required
\ \

DEFAULT AMALYSIS CODES. .. rF‘CARD A

" Disable default dnalysis Codes = Off

{* Enable default Analysis Codes
\ \

Cancel ‘ 0K |

19.2Purchasing Cards Files Folder

e Set up a folder on the school’s K:\ drive to store the PCARD transaction files downloaded from
the ANZ bank as illustrated below.
e Save the files in this location once they are downloaded from the bank.

& PCARDS

File Edit ‘iew Favorites Tools Help

e Back - .\_) lﬁ P ) Search 1121 Folders -
Address |3 KiRMDE|Finance{PCARDS
Falders x |'°=j blank. txk
(@ Desktap o E] Pc_os0711 124103 bt
(3 My Documents — | [Zl pC_z20812_1640158 bxt
= My Computer
CIVICa RMFinanceManual.docx 11/04/13
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19.3PCARD Functionality

The PCARD interface is accessed from the Bank menu on the top tool bar.

7 |RM Finance

File Edit ‘West Coast DH3  Swstem Manager

Finance :-.: --./I\'_
5 &2 o BE M~ & (W

Recards Transactions Enguiries Financial Summary Period End Reporting System Hénage Bank
’ S ——

Once the PCARD functionality has been turned on in Options, the Bank menu will appear as
shown below.

L
@ Help

Automatic Reconciliation
| Barameters

| Bank Reconciliation

[ Audit Log

PCARD Processing

| Parameters

[ PCARD Import

Note: Access Rights to the PCARD Processing options are the same as for the Automatic
Reconciliation section. Users must have access to Transactions > Reconciliation. These

Access Rights are set up via System Manager > Users and Passwords > Access Levels >
Transactions > Reconciliation.

19.3.1 Setup the Default Location for PCARD files

e Click on Parameters
e The following window will open
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PCARD Parameters

Path Location of your PCARD Files

Cancel |

|

e Click on the spyglass

o Navigate to the folder created to hold the PCARD files

PCARD files Default Location

@l

ty Recent
Documents

[¢

Dezktop

=

LJ_

ky Documents

«

My Computer

iy Wetwark,
Places

@

Lok jr: | (3 PCARDS

= e [ e E-

File narme:

Filez of wpe:

|b|ank. [

|1l Files

[
=

Open |
Cahicel

e Double-click the blank.txt file
e The path will appear in the Parameters window

PCARD Parameters

Path Location of your PCARD Files

KARMDBSFinances PCARDSY

Cancel

e Click OK to save
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IMPORTANT

It is advisable that a pathway is set in PCARD Parameters before any

PCARD processing is carried out. If no pathway is specified here the log
file cannot be created (see section 19.3.3 below).

19.3.2 To Import a PCARD file

e Click on PCARD Import
e The Select File window will open in the default location

Select the Import file

Look ir: | (3 PCARDS > = B E

£] blank, kxt
l é [£] pc_nen711_124105 kxt

My Recent [£] PC_zz0612_164018 bt
Diocuments

@

Desktop

=

u Documents

&

iy Conmputer

£

My Metwork.  File name: I j Open I
Flaces
Files af hope: IShow * bt ;l Cancel |

e Choose the file to be imported
o The following working messages may be displayed during the import

B Importing, please wait.

200

- W alidating impart file, pleaze wait..

255

B Creating batch records, please wait..

———

o If the import is successful, a message similar to the following will appear
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Import file PC_220612_164018. kst succezsfully imported.
. Fleaze print, verfy and update thiz batch.

e Click OK
e Print and check the Batched Transactions Report
e Update the batch

19.3.3 PCARD Import Log file
After an attempted import a log file will usually be created.

The name of the log file is in the format ‘PClogddmmyy _hhmmss’.

This file will be saved in the location which is currently set in the new PCARD Parameters window,
accessed via BANK > PCARD Processing > Parameters.

Note: If there is no location set in BANK > PCARD Processing > Parameters, the log file
cannot be created and the following error message is displayed.

Unable ta create lag file.
. Mo Log file folder location has been entered.
See Bank » PCARD Proceszing > Parameters.

The log file will state whether the import was successful or not.

Some sample log files appear in the following sections.

19.3.4 PCARD Import Errors
The following errors may be received when attempting to import a PCARD file.

19.3.4.1 Import fileis not Valid

The Impaort file iz not walid.
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If this message is displayed it means that the name of the import file is not in the correct format.
The format of the name should be ‘PC_ddmmyy hhmmss.txt’.

The import will not proceed unless the filename is in the correct format.
Check you have selected the correct file for import.

In this case no error log file will be created.

19.3.4.2 Import file contains problems with Budget/Analysis codes
only

If the only problems with the import file are related to budget codes and/or analysis codes which
are present in the import file but do not exist in the datafile then the following message will be
displayed.

' Import file PC_220672_16401 3.kt could not be imported!
. Click. OF. to zee a list of the problems which were found.

When OK is clicked a screen report will be displayed which lists the offending analysis/budget
codes.

A sample report appears below.

RM Finance - West Coast District High
Page 1
PCARD Import Errors Report printed on 20 JUL 2012 &t 15:14 - Period 5 (41.7 %)
Data for 2012

Import File: PC_220612_163018.txt
The following codes inthe impart file do not exist in the RM Finance datafile. The import file cannat be imparted.

Pleaze create these codes in RM Finance and then try the import again.

Budget Codes Analysis Codes

L3005 DE000

These codes can be created in the RM Finance datafile (if appropriate) and the import can be
attempted again.

A sample log file for this scenario appears below.
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] PClog030712_101115.txt - Hotepad
File Edit Format Wiew Help

Import filename PC_220612_ 164018, Txt
Import Failed

Line 1 Field{s) 21

Line 20 Field{s) 22

19.3.4.3 File cannot be imported

If there is data present in the import file which cannot be successfully imported then a message
similar to the following will be displayed.

' Prablerms were faund with the irmpart file PC_210612_222222 tat.
1 Thiz file zannot be imported.
Pleaze contact the Custamer Service Centre far azsiztance.

An error log file will be created and saved in the default location.

In this scenario the error log file will list the line and field numbers where a problem has been
found.

The exact nature of the problem will not be reported. It is the responsibility of support staff to
determine the cause of the issue.

Note: Please contact the Customer Service Centre for assistance with identifying any
problems with the import file.

A sample log file for this scenario appears below.

P PClog030712_101902.1xt - Notepad

File Edit Format WView Help

Emport filename PC_210612_222222.txt

Import Failed

Line 1 Field(s) 42 ,43 ,44 ,45 ,46 ,47 ,48 ,49 ,50 ,51 ,52 ,53 ,55 ,56 ,57 ,58 ,59 ,60 ,6l ,62 ,63
Line 4 Field¢s) 4 ,15 ,1a ,24

Line 9 Field(s) 6

19.3.5 Successful Import

If the file imports successfully, then a message similar to the following will be displayed.
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Impart file PC_220612_164018.tst successfully imported.
L] '
. Fleaze pnnt, venfy and update thiz batch.

The Batched Transactions report can be printed in the usual manner and the batch can be updated
from Transactions > View/Post Batch > Expenditure and Credit Notes.

A log file will be created under this scenario and saved to the default location.

A sample log file appears below.

B PClog030712_103011.txt - Hotepad
File Edit Format Miew Help

fmport Filename PC_Z220612_ 164018, txt
Import successTtul
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20 Backing up the Datafile

Schools are strongly advised to make regular backups of their data. Using the ‘Backup on Exit’
facility is the recommended method.

20.1.1 Using the Safe Backup Program

The Safe backup utility is provided with the RM Finance software to make a backup at any time
and to any location. Ensure all users of RM Finance have logged out of the program.

Upon exiting RM Finance the following window will be displayed (if you have the appropriate
access privileges). From this window you can select to backup your registered ‘Crystal Report’
templates (these are included by default) and your ‘Last Years’ data file.

20.2Backup on Exit

This will enable the user to make a copy of the data file onto pen drive or other drive when exiting
from the RM Finance program. Ensure all other users of RM Finance have already logged out of
the system.

e Click the File menu.
e Select Quit. The following message appears:

[@ Do you really want to Quit RM Finance 7

NO |

e Click Yes

If the Back-up on Exit option has been ticked for the currently logged in user, the system displays
the following backup message:

Safe Backup

rébl Do you want to Backup your data now 7

Select 'Yes' to start the SAFE backup program. or ‘Mo to quit.

[ Include the ‘Trystal Report templates associated with this datafile?
B incide “Last Years datatiie s

e | e |

e Select to Include the “Crystal Report” templates associated with the datafile
e Select to Include Last Year’s datafile
e Click Yes

The Create Archive Screen will open
e Save in: navigate to the Removable USB Drive the back up is to be saved on.
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e Save within an appropriately labelled folder

For Example:

Save i |E} Finahce Pre Period End backup ﬂ &= E‘F v
_3 o0
: oz

tuy Recent )03
Documnents =04
08
08

ol

Desktop

L

Fy Documents

@

by Computer

File narme: | j Save |
My Metwork  Gave as type: |Zip files [ zip] | Cancel

Places

@

e Open the appropriate folder

Create Archive

Savein |E}D1 j &= I'j( '

My Recent
Daocuments

)

Desktop

L

ry Documents

&

by Computer

@

My Metwork,  Save as type: |Zip files [*.zip)
Places

File: narne: |F'F'E Jan 08 j Save |
ﬂ Cancel

e Save

Safe Backup

Archive successfully created at E:\Finance Pre Period End backuph11YPPE Jan 08, zip,
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Note: The actual file shown on the message above will depend upon the location of the
removable USB drive.

IMPORTANT

When taking a backup ensure that all other users have
logged out of RM Finance.

20.2.1 Restoring the Data from a Backup

IMPORTANT
Please contact the Customer Service Centre to restore data.
Schools must not attempt to restore a file. Only Customer

Service Centre staff or the Senior Finance Consultant
(Schools) can restore data.

e Create a new folder called Datafile DDMMYY (today’s date) on the K drive or elsewhere. Copy
the original data file into this folder.

e Start up RM Finance and check that the restored data file is correct.

Note: Extreme caution should be exercised when restoring from a backup. The original data
file should not be over-written.
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21 Changing the Datafile

The Change Data File option allows the school to create further empty data files ready for use and
to switch between these data files. The school may wish to create separate data files for a number
of reasons, say for the school canteen. There is no limit (other than disk space) to the number of

data files that can be held on the system.

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

e Click the Change Datafile icon displayed in the top right hand corner @ . The system

displays the Change Data File screen:

Change data file Iﬁ
Look in: | , RMDB j I::F '
L= Name} Date modif... Type Size
oy
e | OLDDATA
Recent Places
|| Finance.dfl
Desktop
m
Wl
Sandy
[
L:*
Computer
[ w
)
Metwark
File name: | j Cpen |
Files of type: |Omnis 7 Data Files ".df1) ﬂ Cancel
Mew Data File

21.10pening the School’s Data File

e Navigate to the location of the school’s file (usually this is K\RMDB\Finance.df1).
e Select the file and click Open or double-click the file name.
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21.20pening Another Existing Data File

Navigate to the correct drive and folder.
Double-click the name of the data file.

Note: If an attempt is made to link to an incorrect data file corruption could occur to the RM
Finance software requiring it to be re-installed.

21.3Setting up a New Data File

Click the New Data File button.
Enter the name of the data file (up to 8 characters with the extension .DF1).
Click Save.

The system will create an empty data file and display the log-on screen (see Section 2.4 ‘Logging
In” for further information.):

Legin

L4 G Finance . m

() RM PLC 2004 EM Finance - Yersion 7.82 - 2 Septernber 2010

Auztralia Module - Yersion 7.82 - 2 September 2010

P

\

=,

1. Select your user name from the 1ist below

Sustern Adrninistrator

2 Enter your Password

| Login | Ouit ‘

Current Data File:
K ARMOESFINAMCED DF1 @

Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration

Log into the system as the System Administrator with the password ‘keys’. The following
message is displayed:

:/' Set up a new data file 7
-

e Click Yes to continue. The system will then display the Organisation Details screen. (See
Section 3.1 ‘Organisation Details: Setting Up School Details’ for more information on System
Setup.)

e Set up the data file as required.
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Note: The Change Datafile option is also available from the Login screen.
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22 Version Upgrades

Periodically new versions of RM Finance are released with improved features and functions. The
upgrades are often installed remotely for Schools by the Department of Education. Once an
upgrade has been installed the user will notice the new version number and a message to
reorganise the datafile if this has not already been undertaken.

22.1Logging on as School Administrator

e Ensure a backup is taken of the datafile before reorganising the Datafile.

e On opening the upgraded version of RM Finance a message will appear detailing the upgrade.

I@' Rt Finance has detected that pour datafile may need reorganizing, [+7.60 to
ey .70

Please press YES to continue, or MO to quit and exit Bk Finance.

Mo Yes

Note: The version numbers and dates displayed on this screen will be that of the
current/new versions and may be different from the above illustration

e Select Yes to reorganise the datafile

Opting for No will quit RM Finance.

Note: Check the version numbers carefully to ensure that the new version is a higher
numbered version than the original it is replacing.

e Verify the upgraded version on the Login screen
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- |
[C) RM PLC 2004 RM Finance - Mersion 8.00 - 10 August 2012

Australia Module - Yersion 8.00 - 10 August 2012

1. Select your user name from the 1ist below

System Administrator -
Deputy Principal —
Principal

RMAUST

Registrar —
School Administrator -
Coarimee Cirmmrmmn MCarmnnldnrmd Cobasla

2. Enter your Passward

| Login I Ouit |
N
Current Data File: u
C:MEETS WF INANCE S TR & 1M MG SF INANCE .[F1 -1}

Note: The version numbers and dates displayed on this screen will be that of the current
release to schools and may be different from the above illustration
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22.2 Opening an Upgraded Datafile with an older Version of RM Finance

It is strongly recommended that upgraded versions of a datafile are not

opened with older versions of RM Finance. To do so could cause data
corruption and the loss of data.

If you are the System Administrator user then if an attempt is made to open a datafile with an older
version of RM Finance the following warning will appear.

Note: The version numbers in the screen shots below are only an illustration. Version
numbers may differ depending on the current release to schools.

W arning - v'ou are opening this datafile [7.70]) with a previous version of Bk

Finance [7 B0 IF you proceed thers iz a possibility of data coruption. Click
ez bo proceed, Mo to quit BM Finance.

You should select No to quit the application.

If you select Yes the datafile will be reorganised to the lower version. On completion of the down
grade the Login screen\will appear. Details of the version downgraded to will appear.

24, Finance -

[C) RM FLC 2004 EM Finance - Yers\on .00 - 10 dugust 2012
Australia Module - Yersiqg 8.00 - 10 August 2012

-~ -
1. Select your user name from the list below

Sustem Administrator -
Deputy Principal I—
Principal

RMAUST

Registrar —
School Administrator -
Crrimwr Oiranos Coaccaldoed Cobonls

2. Enter your Password

| Login | Quit |

Current Data File:
C o MEEYSSFINAMCE S TR A INING SF INANCE DFA %

'

22.3Logging on as a User other than System Administrator

Should a user other than the Administrator log in after the datafile has been reorganised using an
older version of RM Finance a warning message will appear. On clicking OK, RM Finance will
close.
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W arning - You are opening this datafile [7.70] with a previous verzion of B
l . Finance [7.60]. v'ou need to update thiz workstation o Ak Finance will now

aquit,
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23 Appendices

23.1Appendix A — Tax Codes for WA Department of Education

Tax Code

Purpose

GST Free supplies or acquisitions

Code 0 would be used when processing income or
expenditure items which do not include GST

Taxed supplies or acquisitions

Code 1 would be used for ‘normal’ income or expenditure
transactions which include 10% GST

Capital Acquisitions which include GST

Code 2 would be used for processing expenditure
transactions for capital acquisitions which have GST
included in the price

Capital Acquisitions with no GST in the price

Code 3 would be used for processing expenditure
transactions for capital acquisitions which have no GST
included in the price

Input-taxed supplies or acquisitions

Code 4 would be used for income or expenditure transactions
in input-taxed situations (refer to the Department of Education
GST Training Manual)

Adjustments

Code 5 would be used to adjust the GST amount recorded in
a previous tax period (see Section 15 Tax Adjustments)

Withholding Tax

Code 7 would be used if withholding tax from a supplier who
does not have an ABN

Outside Scope

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

Note: Tax Code 6 is redundant.
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23.2Appendix B — BAS Troubleshooting Guide

If there is a significant discrepancy on the BAS it could be due to one of the following:

Incorrect processing of ATO refunds or payments

To check:

e Obtain a budget analysis report for the GST Clearing Account.

Check that the supplier code used for the ATO is ATOE.

Check that the income source code used for the ATO is ATOI.

Check that the nett amount of each ATO transaction is zero.

Check that the tax and gross amount equal the amount of the refund/payment.

If any of the above details are incorrect, the transaction(s) should be reversed and re-entered
correctly.

Operator error in entering an income transaction against tax codes 2 or 3

To check this:

e Go to the Australia Reporting module (Reporting>Custom tab).

e Print a GST Transactions report.

e Check the Income section of the report.

e Check that there are no income transactions listed for tax codes 2 or 3.

If any such transactions exist they will need to be reversed and re-enter correctly.
Operator adjusting the tax component of a transaction, so that it is not calculated by the

system as 1/11"

It is unlikely that this would occur in error, as a deliberate decision must be made by the operator to
alter the tax field. It would not occur due to incorrect key presses. It is more difficult to track this
type of error. Individual transactions may need to be scrutinised via the GST Transactions report.
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23.3APPENDIX C - Processing Summary

INCOME PROCESSING

EXPENDITURE PROCESSING

1. Run adding machine tape for all 1. Run adding machine tape for all
transactions to be processed. transactions to be processed.

2. Enter batch details on the Batch Register 2. Prepare a Batch Header to go into the
(numbering should be sequential). invoices file.

3. Select Transactions. 3. Enter batch details on the Batch Register

4. Select Income. (numbering should be sequential)

5. Enter transaction details. Note: For receipt 4. Select Transactions.
references use the last receipt number. 5. Select Expenditure.

6. Select School Bank as the fund to use for 6. Enter transaction details.
the batched transactions. 7. Select School Bank as the fund to use for

7. OKto batch? Click Yes. the batched transactions

8. When transactions for this batch are 8. OK to batch? Click Yes.
completed, exit and print batched 9. When transactions for this batch are
transactions report from completed, exit and print batched
Transactions/Reports and then Exit. Note: transactions report from
Operator must enter Budget code. Transactions/Reports then Exit.

9. Go to View/Post Batch. 10. Go to View/Post Batch.

10. Select Income. 11. Select Expd./Crd. Notes.

11. In answer to the prompt Find Batched 12. In answer to the prompt Find Batched
Income? Enter the batch number. Expenditure? Enter the batch number.

12. Click Display. 13. Click Display

13. Click the hand to display the batch total. 14. Click the hand to display the batch total.

14. Check the balance matches the adding 15. Check the balance matches the adding
machine tape. machine tape.

15. Check the transactions 16. Check the transactions.

16. If an error is noted click the transaction(s) 17. If an error is noted click the transaction(s)
with errors. with errors.

17. Click Edit. 18. Click Edit.

18. <Tab> to the field or fields that require 19. <Tab> to the field or fields that require
editing and amend. editing and amend.

19. Re-check totals. 20. Re-check totals.

20. Re-print the batch report if edited, step 6. 21. Re-print the batch report if edited, step 6.

21. When correct, update the batch within the 22. When correct, update the batch within the
view/post batch screen view/post batch screen.

22. File printouts; attach tape to receipt book 23. File printouts; attach to Batch Header.
with batch number quoted.
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23.4Processing Summary—Reversals & Adjustments

REVERSALS

ADJUSTMENT PROCESSING

This is the recommended method to
correct posting errors in the current
period.

Stage 1

1. Prepare a Transaction Reversal form
with details of Reversal.

Select Transactions.

Select Adjust/Correct.

Select either Income or Expenditure
Reversal.

Enter period range From and To.
Click OK.

Select from the list of transactions the
transaction that needs to be reversed.
8. Click the Reverse button.

9. Confirm to reverse the transaction.
10. Click OK.

Powmn

Noo

Stage 2

11. It is recommended to reconcile
reversals ASAP, before doing the
correct posting transaction with the
same reference number.

12. Go to Transactions/Reconciliation

13. Select OK for Cheque account

14. Find the transaction by reference; it will
have a zero balance.

15. Click to reconcile.

Stage 3

16. Post original transaction correctly.

Ppwn

o 0

© N

10.
11.

12.

13.

14.

15.

16.
17.
18.

Transcribe details of adjustment to be
made on the Adjustment form.

Select Transactions.

Select Adjustments &Corrections.
Select either Adjust/Correct under
Income or Expenditure, whichever is
applicable. Note: Expenditure & revenue
adjustments must be batched separately.

Enter transaction details.

Select School Bank or other account that
is to be adjusted.

OK to batch?

Click Yes.

When transactions for this batch are
completed, exit and print batched
transactions report from Transactions >
Reports then EXxit.

Go to View/Post Batch.
Select either Income or Expd./Crd. Notes
depending on the type of adjustment done.

In answer to the prompt Find Batched
Expenditure or Income, enter the batch
number (batch ref). Click Display.

Click the hand to display the batch total.
Check the balance matches the total of the
journals. Check the transactions.

If an error is noted, click the transaction(s)
with errors then click Edit.

<Tab> to the field or fields that require
editing and amend.

Re-check totals.

Re-print the batch if edited, step 9.
When correct, update the batch in the
view/post batch screen and file printouts.
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23.5Tips for Transaction Processing

Budgets How to increase a e Go to Transactions/Budget.

budget allocation. e Click Income radio button.
e Enter the detalils.

Complete Budget e Go to Transactions/Budget

Allocation Form. (_) olra sa.c lons u get.
e Click expenditure radio button.
e Enter details.

Revising budget To revise expenditure budgets use

allocations. Virements between D to D accounts
and/or D to ZZZZ unallocated accounts.

To correct a budget. Budget allocation transactions cannot be
reversed. An equal and opposite budget
allocation needs to be made.

Creating a new budget | Create and link to an Analysis Code and

account. Heading, as per the RM Finance Manual
section 5.1.2 and the DOE Chart of
Accounts.

Cheques If not printing system It is advisable to disable the Create

cheques. Cheque option in the System/Options
menu.

If printing system Create Cheque option in System/Options

cheques. menu must be turned on. Payments must
be printed before doing the Bank
Reconciliation.

Unable to tab into the The Create Cheque option is clicked on.

reference field to enter | Turn off the Create Cheque option, to

a cheque number when | allow input of individual cheque numbers.

entering payments.

Have entered two Reverse one of the entries and re-enter it

cheques using the with the correct cheque number.

same cheque number.

How to set up the See Manual section 10.13.

printer for printing Compare page 4 DOE guidelines for

cheques. Cheque Layout.

To print a list of un- Go to Transactions/Reports

presented cheques. Select Unreconciled Transactions
Print
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Batching

Add a transaction to an
existing batch, if having
exited before
completion.

e Go to Transactions / Expenditure or
Income.

e Enter the additional transactions
using the existing batch number. It is
added to the batch.

Unable to view/post a
batch on completion.

e Goto View/Post

e Click display, without nominating a
batch number. This displays on
screen all transactions batched,
regardless of number.

How to print a batch
after updating.

e Go to Transactions/Reports.

e Select ‘All transactions’ — display the
specific transactions to screen and
pick out the voucher numbers.

o Repeat the ‘All Transactions’ report
with simple search using the voucher
numbers and print.

Reconciliation

‘Reconcile to’ date
shown on Bank
Balance Report.

This can be achieved when completing
the Bank Reconciliation by changing the
date displayed to the last day of the
month the school is reconciling.

To find amounts in the
Bank Reconciliation.

Go to the top of the list of transactions
and use the *’ Find function. This
searches downwards.

Entries that are
corrections.

All corrections and reversals need to be
reconciled as they are processed.

23.6 Department of Education Forms for Use with RM Finance

The forms, which are required to be completed as part of financial procedures, can be found in the
Schools Information System section of the Finance Web:

http://det.wa.edu.au/finance/detcms/portal

Alternatively please refer to the Senior Finance Consultant (Schools).
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25 Support
25.1Support (WA)

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

Contact details below:

25.1.1 Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

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

25.1.2 Fax (CSC)
9264 4701

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

25.1.3 Email (CSC)

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

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

25.1.4 Online Manuals and Training Notes

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

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

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help
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