New Monthly Monitoring

The new control form is designed to be used on a monthly basis as a monitoring tool. The form has an additional tab which can be used to help you compile the termly return figures. It shows the figures in Solero format, which makes the input onto Solero easier. 
How to use the Control Form

Copy the Control2011.xls onto your computer. It can be placed into your K drive or your C drive, etc.
DO NOT RENAME THIS FILE
This file will not work if called anything else.
[image: image1.png]File | Edt View Insert Format Tools Table

& open o
Close
Page Setup

o Pt Curl4p

L S:\HERTFORDO|CSF!,. \Bull35(YEMar08)
25\ \Using the Monthly Monitoring
35:\..\Using the Moritoring Form

4 SHERTFORDOI\CSFY,..\Team<7(FEBQE)
552\ \Secondary Traded Services Cert.




In RM Finance

Reporting

Records

Select Budget Profiles
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Select Spreadsheet

Click on Print Report
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Select Year to Date Analysis

Select Current Budgets or Fixed Budgets as appropriate
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Select the K Drive  

If you do not have access to the K Drive a change can be made within the Control Form to accommodate this, please ring the helpline for advice on this.
This Control form replaces the older version and has been designed to import the information from files saved on the K drive (not the C drive).
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The file must be named 
cash 
Click on Save

In addition to the above process you must also do the following in RM Finance.

In Reporting, Records tab
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Click on Income and Expenditure
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Set the destination to Spreadsheet

Click on Print Report
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Make sure Analysis Listing is selected
Place a tick next to Sort and Subtotal

Place a tick next to Show Full Detail

Click on Print
Select the K Drive in the “Save in” box
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The file must be named    analysis
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Open Control2011.xls 

Click on Enable Macros

If you do not see the above message the macro security may be set at the wrong level.
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If so, open a blank excel spreadsheet. 

Click on Tools >> Macro >> Security
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Make sure the Security Level

is set to Medium

Click on OK

Initially the spreadsheet will open on the Instructions Tab. This document explains the same process in more detail.
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Click on the Click Here tab 

Click on the Smiley Faces ‘Click Here’

This will import the data from the cash.prn and the analysis.prn that were saved on the K Drive.

You will see two messages, click on no to both of them.

The Monitor Report Tab

The control form will then automatically go to the Monitoring Report worksheet. 
This sheet now contains your data from RM Finance.
The balance at the bottom of the first sheet ‘Current Balance’ should agree with the balance of your Profile Year to Date report in RM Finance
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You should add relevant comments about variances to assist in the monitoring of the budget, the file can then be saved.

Each month you will bring in the current data and this will overwrite the figures but the comments will remain.
The Solero Tab

The new tab is provided to help schools produce their termly figures. The figures are generated from the analysis report and are therefore based on the analysis codes and not budgets.
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In the top box, enter the figures carried forward at the start of the year into the appropriate boxes.
Enter the Current Budget Figures for each heading into column D, income is at the top of the page, expenditure is at the bottom. 
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Once the Budget has been entered the box found at the bottom of the page will show the Contingency.
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Now complete the “Changes to Budget” column. 
If the budget will decrease, the change to budget figure should be entered as a negative, i.e. with a minus.
If the budget will increase, the change to budget figure should be entered as a positive, i.e. without a minus.
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Once the figures have been entered correctly the total box will show the expected carry forward figure.
The figures in the revised forecast column can be used to copy into the Solero system. 

Retaining Each Months Form
If you wanted to retain each months control form:

Save the file as normal


THEN
Save As using a different name.


Balance Tab
There is now a new tab to enable you to keep a check on your balance to ensure there are sufficient funds in the bank.


Scroll down until you see the Breakdown of Other Commitments and the Profiles.

Enter your year’s profiles taken from your RM Profile actual profiles Report



Once the actual profiles have been entered the total should be zero or a few pounds/pence depending on rounding.

These figures will then as if by magic automatically populate the Balance Indicator.

The profiles should be changed if there are new allocations or virements. Change these profiles as necessary in the yellow boxes.






Change the profiles here if necessary.


There is also a tab for the System Reconciliation
Financial Systems Helpline

Tel No: 01992 555713 Option 2
email : keys.fsshelpdesk@hertscc.gov.uk
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