For the Attention of the RM Finance Operator

RM Management Solutions

USER BULLETIN No.167
March & April 2011
Period 1
All RM Finance Schools
 PLEASE READ

The person operating your RM Finance software will require this Bulletin.

It contains information needed to begin the new Financial Year for the General Account.
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General Account
This bulletin is designed to guide you through the procedures for beginning the new financial year in RM Finance. It follows on from the Year End Bulletin and includes;

· Outturn Report for the Budgeting process
· Rolling into Period 1

· Archiving last years data

· Period 1 Checking

· Posting in Period 1 

· Period 1 March Bank Statements

· Entering your School Budget Share

· Entering your Approved Budget

· Fixing the Approved Budget

· Adding New Analysis Codes

· Changes to VAT submission
Running the Year End in RM Finance
If you have already rolled into Period 1, please go to page 5, Backing up Your Archived Data.

If you have not rolled into Period 1 then please follow the instructions below.

Once the Year End is submitted you should not enter any more transactions, until you are in Period 1

· Have you completed all year end procedures?

· Have you run all reports for the year end?

· Make sure that there are no batches left on the system.

· If there are any batches still on RM Finance, they MUST be deleted.

· Have you taken a back-up of RM Finance and CFR datafiles?

You are now ready to run the Year End to close the financial year 2010/2011
Click on >> Period End

Click on >> Run Year End
[image: image2.jpg]P

Hertfordshire





Click on >> Yes
· If you use purchase orders the commitments will be re-instated in the new financial year.
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Click on >> Yes
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Click on >> OK
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Click on >> Yes

Have you have taken a Backup?

If not, click on no and take a back up.
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Click on >> Yes
Type in the File Name:
           HCCOLD10
In the Archive notes:

Year ending 31st March 2011
Click on >> SAVE

After a short while of processing you may get the following message 
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The exceptions report will be found at the report address given. This will show any analysis codes that have been removed.  
Click on >> OK.
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Click on >> OK 
Away you go again, another year!
Backing up your archived data
After the year-end has been run, it is necessary to take a backup of your old year datafile.   

Close RM Finance
Open the ‘Safe’ back up using the icon
Click on >> Create Archive
Click on >> Add Files  (yellow folder with the red cross)
· In ‘Look in’  find the K Drive >RM Finance > OLDDATA
· Or if still on the C Drive > Program Files > RM Management Solutions > RM Finance > OLDDATA

· Select the file HCCOLD10.LYR

· Click on >> Open
· Highlight the Filename
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Click on >> Create Archive
· Click on the arrow next to ‘Save In’ drop down box and select the drive where you want to save the archive file. This could be saved to a USB memory stick.
· Type in the file name  HCCOLD10
· Click on >> Save
· Click on >> OK
You will need to keep this back up so that in event of a hard disk problem or computer theft, the correct files can be restored.

Keep for 6 years.

Period 1 - Checking

Please check the Following:

Print out the Financial Summaries;

· Overall Including VAT

· Budget Summary

· School Bank (Summary)

· Petty Cash (Summary
Check that;
· The Carry Forward figures on the Financial Summaries printed prior to the year end, agree with the Brought Forward figures now shown on these reports.

· The Accrued Brought Forward on Financial Summary, Budget Summary agrees with line 45 of your LMSFR3 that was printed in Period 12 at the year-end.
Entering March Transactions in Period 1
For Secondary and Middle schools please go to

Page 8 – April Transactions

This section applies to Primary, Nursery, Special and ESC’s with a 28th February closedown
It is important to remember that you will be entering transactions in April (Period 1) that you would have expected to enter in March (Period 12).

Posting Expenditure in the New Financial Year

When you click on Expenditure or Income for the first time in the new financial year, you may see the following message.
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RM Finance changes the financial year in the system to the new financial year when rolling into period 1, from 2010 to 2011.

To change the year back;
Click on > System Manager> Organisation Details 
Change the Financial Year back to 2010
Click on > OK
You will now be able to post the March Transactions.

You should now enter any transactions that were not entered in Period 12 that have March dates, such as: -

· March Cheques 

Cheques that were not entered in period 12 - (even though they may have been entered as creditors)

· March Payroll 

If the payroll transactions were entered as creditors in Period 12, you should now enter the actual figures from the payroll report even if they are different to your creditors. 

· March Central Billing 

If these transactions were entered as creditors/debtors in period 12 you should now enter the actual amounts.

· March Income 

Estimates may have been entered as debtors in period 12 – if the money has now been received it should be entered as an income transaction.

DO NOT ENTER APRIL TRANSACTIONS YET  

DO NOT ENTER YOUR SCHOOL BUDGET SHARE AT THIS TIME 
March Bank Statements
Reconcile the bank to the bank statement at 31st March 2011
Click on > Reporting>> Custom Tab>Report Setup
Check that the Reporting To date still says 31st March 11
· Reconcile the bank to the bank statement at 31st March 2011 

· Reconcile the petty cash bank

· Print the LMSFR5 and LMSFR5A reports
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Send these reports together with a copy of the Bank Statement at 31st March 2011 to: -
March Bank Statements

School Funding Team
Postal Point CH0323

Room 343
County Hall

Hertford

SG13 8DF

The bank statement and reports should be submitted by 21st May 2011
If your school is not in the pooled banking arrangement, please send all pages of the March bank statement together with the reports.
Once the bank has been reconciled and the reports printed you can start entering April transaction in Period 1 as normal.

April Transactions

You may start entering your Period 1 transactions. The Approved Budget may not yet be available to enter but this will not prevent you from posting to the budgets.

Entering your School Budget Share

As the School Budget Share will now be received monthly, a schedule will be sent to you showing  the breakdown between CFR areas and Analysis codes. 

These amounts should be posted each month as per this schedule.
Dealing with your ‘Accrued Brought Forward’
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Check that the Financial Summary Budget Summary (example above)
Agrees with the break down on the LMSFR4 at the year end (example below)
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· Below is an example based on the above, please substitute your own schools figures as appropriate.

· Please make sure that you use the pence in the opening balance transactions.
Using the information on your LMSFR4

Transactions > Adjust Correct > Income > Adjust Correct
Income Source 
HCC




Amount

£36375.56 (This is the accrued b/f including pence)
Date


1st April 2011
Analysis

OB

Reference

OB

Detail


Accrued b/forward April 2011
DO NOT POST TO A BUDGET ACCOUNT

Transactions > Income
Income Source 
HCC

Amount

£10819.95 (The total of B01+B02 including pence)
Date


1st April 2011
Analysis

OB

Reference

OB

Detail


Revenue b/forward April 2011
Budget

USPEND


Transactions > Income

Income Source 
HCC

Amount

£25055.05 (The total of B03+B04 including pence)

Date


1st April 2011
Analysis

OB

Reference

OB

Detail


Capital b/forward April 2011
Budget

CAPBF
To avoid complications at year end, do not round these figures

Always allocate the pence
You may have a balance brought forward in B06 which would have been your additional income only for the Children Centre. The Children Centre Grant will have been set up as a Receipt in Advance in period 12 so will not be included.
We recommend that you treat this balance in the same way as the Revenue and Capital above.

Set up a new Budget Account for the Children Centre Carry Forward
Click on >> Records> Budget Account> New record


Complete

Budget Account >> CCBF

Description >> CC Underspend B/forward
Select Budget Heading >> USPEND

Click on >> OK
Post the Carried Forward Figure as follows
Transaction >> Income

Income Source 
HCC

Amount

£500.56 (The total of B06 incl. pence)
Date


1st April 2011
Analysis

OB

Reference

OB

Detail


Children’s Centre b/forward April 2011
Budget

CCBF

These four transactions should be reconciled; they will show as zero in the bank reconciliation screen.
· Please remember that the brought forward figures will also be posted as budget allocations, when the budget is entered.
Reports Required to Load the Approved Budget
Once the budget has been approved it can be posted onto RM Finance.
From FPSadvance print
· Year 1 Report

· Monthly Profiles Report
From the FSS page of the Grid print
· Advice on Budget Profiling

http://www.thegrid.org.uk/info/traded/financial/manuals/#financialadvice
Loading the Approved Budget Return onto RM Finance
In RM Finance
Click on >> Transactions> Budget
· It is easier if you batch the allocations because you do not have to profile the budgets until all of the amounts have been entered and agreed. This may save having to correct profiling mistakes.
Place the radio spot in Income
Click on >> Options

Place a tick in >> Batch Transactions

The Batch Ref can be left blank however
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Using the Year 1 report, begin the input, substituting your own figures.

Budget Account
SBS

Date


01 Apr 2011
Amount

500000.00
Reference

2011/12
Detail


2011/12 Approved Budget Return       (for example)
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Once completed click on the OK or press return on your keyboard.


You will see the following message, click on Yes
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You can now begin the next input line.
Did You Know….?

It is possible to use Copy and Paste where you want to repeat the same information over and over again.

In Detail type:     2011/12   followed by 4 spaces   Approved Budget Return 

Highlight the whole of this line

[image: image19.png]VAT MARKING.
© Do Not Mark VAT Trans

@ Mark Claimed Trans





Press CTRL button on your key board and as you hold it down press C button

This copies the information.
Press CTRL button on your key board and as you hold it down press V button

This pastes the information.

You can now paste this line of information by pressing CTRL & V into the Reference and Detail boxes whilst batching the budget. 
Continue until all the income budgets have been entered.
· Once all of the Income has been entered change the radio spot to Expenditure and continue to enter the Expenditure allocations.
· Don’t forget to allocate the difference from the FPSadvance Year 1 report to your CONTING budget as an Expenditure Allocation (if you have one!) Remember the pence!
· If at any time you wish to look at another part of the system you can close the window but please remember to select the batching option when you start entering the budget again.

Check that the total of the allocations agree
Click on >> Transactions> View / Post Batch> Budgets
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Click on >> Display
Click on the Hand button and the total will appear. 
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The Total to Post should equal the Total Expenditure plus Total Income plus Difference from the Year 1 report.
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Example

703800.00 +714000.00 +10200.00   =  1428000.00
If you find a difference, review all of the batched lines.

Highlight any line that needs changing;
· Click on the Pencil to amend a line. 

· Click on the Bin to delete a line.
· Click on Close Window.
· When you are ready to update the Budget Batch please refer to Page 16.
Set Up a New Profile

Because you cannot set up a new profile whilst updating a batch, it is better to review the profiles available to you before you start.
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Click on >> Records> Profiles Types
Click on >> Next Record
Continue to click on Next Record until all have been reviewed.

· For the first time, all schools in Hertfordshire will be receiving their school budget share in instalments. 
· Schools will receive 4% of their budget share on the 1st April
· A further 8% on April Central Billing  
· Then 8% each month 

· For ease we recommend that you set a new profile up to cope with this change.

To set up a new profile 
Click on >> Records> Profile Types> New Record 
A blank Profile Types box will appear

Input the Profile Name, in this case SBS
Type the percentages into the monthly boxes
In this case 12% in Month 1 and 8% in subsequent months
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Once all the profiles have been added click on OK.
This new profile will apply to the following budgets;

SBS 
Sixth Form Funding

SENINC (non statements SEN)

EMTAG

Updating the Budget Batch

TAKE A BACK UP NOW !!
· When all of your budgets have been batched you will need to take a back up of RM Finance. 
· Once you begin to profile the budgets you MUST complete all of the profiling without interruption to the system process. If by accident you have an interruption you must restore the back up, just taken, and start profiling again.
· Only click on Update once the figures agree because this next process cannot be interrupted.

· When batching the budget the profiles do not need to be entered however once the batch is updated you will have to profile all of the budgets before RM Finance will allow you to move to another screen. 
Tip:
 Do not update the budget batch if you are short of time or feel a bit stressed!
 it cannot be interrupted
In RM Finance
Click on >> Transactions> View/Post Batch> Budgets> Display 
Click on the Hand and double check that the total figure agrees with the FPSadvance Year 1 report, as described above.
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Click on >> Update
Click on Yes to the next message

As the School Budget Share is going to be paid to schools in monthly instalments, it is crucial that the profiles are as accurate as possible. These profiles will be used to monitor your monthly spend during the year.
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The profiling screen appears.
To profile the School Budget Share click on the Use Profile drop down box and select the new SBS profile.

Click on >> Profile> OK
Click on Yes to the next message.

The next profile box will appear.

Using the profile reports and your local knowledge continue to profile the budgets.

Type the profiles into the correct month or months or select a profile from the Use Profile list.
The Current Allocation and Total Budget boxes must agree before you are able to update.

Remember to use the Staffing Monthly Profile reports from FPSadvance.net to profile your staffing. 
The teaching profiles change in September to reflect any increments. Profiles may also change in September and January to reflect staff changes.
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To profile a budget by 12ths, click on By 12. 
If you enter a profile incorrectly you can click on Clear and select or type in a different one.
Profile in 11ths - the budget will be split evenly into all periods except 5 (August)
Profile using Support Services - the budget will be split into equal thirds in June, November and February.
Continue to profile all of your budgets.
Fixing the Budget
Once all of the budgets have been entered and updated you should now fix your budget.
This is so that there is an audit trail between the Approved Budget Return and the finance software should any changes take place during the year.
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Click on >> System Manager
This option is not available from the other System Manager button.
Click on >> Fix Budgets
Click on Yes to the next message
After a short time the processing will be complete.

Should you wish to run a report showing the Approved Budgets, change the budget selection when running reports.
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Recharge of Extended School Hub Operational Fees
It is recommended that Schools charge an operational fee to their Extended School Hub. The charge will cover, for example, a percentage of the Headteachers time and/or a share of the annual premises costs for the financial year. Please refer to Bulletin 153 (Feb 10). Available on the grid
Schools need to ensure that amounts charged in operational fees only relate to actual costs incurred in year and are clearly justifiable. Schools should have supporting details of the calculation of the operational fee available for audit purposes.

A new analysis code has been set up centrally for schools to use when charging operational costs, which has been placed in CFR area I01. You may have already set this code up during last financial year but may need to repeat the process this year;

Adding the new Analysis Code

Records>Income/Expenditure Analysis>New Record
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Make sure the Radio Spot is in Income
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Analysis ………….748700

Description………. Operational Fees to/from Ext Hub
Report Link………. 29

Sort Key…………. I01

Click on OK.

To make reporting easier, we suggest the following:-

In RM Finance>Records>Budget Records>

Set up two new budgets accounts for

· Extended School Operational Fees -  Budget Account within your Extended School Hub cost centre I15

· Income for Extended School Operational Fees -  Budget Account within the school cost centre I01 CFR area

Posting the Transactions

Debit the extended school cost centre with the operational fee, this should be posted as an Income Correction to Analysis 748700 to the budget within your Extended School Hub cost centre in the I15 CFR area

Credit the main school cost centre with the operational fee, this should be posted as an Income to Analysis code 748700 to the budget in your I01 cost centre

The Income and Income Correction will be shown on the same analysis code which will net off to zero, but the budget accounts within the cost centres will show the transactions 

Example of List of Budget Accounts after Postings
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All other transactions should be posted to the correct analysis code that the expenditure relates to, and not just to the analysis codes in E24 and E07.

For example:

Books or equipment should be posted to an analysis code in E19

Catering and provisions should be posted to an analysis code in E25

Training should be posted to an analysis code in E09
Recharge of Children Centre Operational Fees

It is recommended that Schools charge an operational fee to their Children Centre. The charge will cover, for example, a percentage of the Headteachers time and/or a share of the annual premises costs. 
Schools need to ensure that amounts charged in operational fees only relate to actual costs incurred in year and are clearly justifiable. Schools should have supporting details of the calculation of the operational fee available for audit purposes.

There are two analysis codes to use
· 700205 Inc to School from Children Centre for Operational Fee 

· 720725 Charge to Children Centre for Operational Fee

You may have already set this code up during last financial year but may need to repeat the process again this year.
To set up the codes;

In RM Finance

Records > Income/Expenditure Analysis > New Record
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Make sure the radio spot is next to Income

Analysis …………. 700205

Description………. Inc to School from Children Centre for Operational Fee 

Report Link……… 29

Sort Key………….. I01

Click on OK.

New Record

Analysis …………. 720725

Description………. Charge to Children Centre for Operational Fee
Report Link………. 31

Sort Key……………I16

Click on OK.
You may already have set up two budgets accounts to enable you to monitor.

· Inc to School from Children Centre for Operational Fee in  I01 CFR area

· Charge to Children Centre for Operational Fee in  I16 CFR area

Posting the Transactions

The income received by the school from the Children Centre, should be posted as an Income to Analysis 700205 and the new budget in I01 CFR area.

The charge paid by the Children Centre should be posted as an Income Correction to Analysis 720725 and the budget in the Children Centre Cost Centre I16 CFR area.

VAT Submission
· To reflect the changes to the School Budget Share instalments and to help schools with cash flow it is recommended that  you should submit a VAT return each month. 
· Up until now schools have been used to submitting the returns on a quarterly or termly basis.

· In the past the VAT Team have received more than one claim for a period. This can occur when schools continue to post in the current period after the VAT claim has been submitted. Also there have been claims for period 1 to 3  then 3 to 6.

It is important that a full system reconciliation is completed every month. This will highlight where incorrect claims have been made in order to inform the VAT team.

To reflect monthly VAT submission the System Reconciliation has been changed. Please see the link below.
http://www.thegrid.org.uk/info/traded/financial/manuals/#financialadvice
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The VAT Reconciliation section now shows a box for each month’s submission.
· There is a box for the VAT debtor from the year end.  This must be completed in order to make the reconciliation balance.

· Once the VAT re-imbursement is received it should be entered in the received box. 
· The Total O/S VAT box (line S) should agree to the Outstanding VAT box (line O).
If the VAT received is less or more than the amount claimed it should be investigated and resolved without delay.

In addition to the new reconciliation spreadsheet Financial Services for Schools recommend that the VAT Marker in RM Finance is switched on.

This process ensures that the VAT transactions once printed cannot be re-printed.
In RM Finance
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Click on >> System Manager> Options
Click on >> VAT Tab

Place the radio spot next to 
>> Mark Claimed Trans
Click on >> OK
Click on >> Reporting> Transactions Tab>

VAT Reimbursement (EXP) (for instance)
Place the radio spot next to Printer
Once the report has printed you will see the following message

Click on No if you see any errors that need correcting. You can now make the changes and re-print the report.
Click on Yes if you are happy with the VAT Reimbursement Claim Form.
You will now be unable to re-print or view the transactions that have been marked.
If you are unsure about any of the issues contained within this bulletin, please contact the Financial Services for Schools Helpline for assistance.

And Finally:
Have you……?
· Completed the Period 1 checking

· Entered the remaining March Transactions (28th Feb closedown schools only)

· Reconciled the bank to 31st March 
· Sent in the Bank Statement and LMSFR5 (28th Feb closedown schools only) due by 21st May 2011
· Posted April Transactions

· Entered the School Budget Share

· Entered the Accrued Brought Forward

· Posted and Profiled the Approved Budget
· Checked for any lurking old batches
Now you can continue with the normal month end procedures and monitoring your budgets for period 1.
Just think, only 11 more months until the next year end!
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