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1st Termly Report         
Completion of 1st Termly Return - Solero
The termly return should be sent via Solero by 14th October 2011
The return for the first term of the 2011/12 Financial Year should be prepared when the accounts for August 2011 have been completed and before the Month 5 (August) period end is run.  

Control2011

If you are using the Control Form that is available on the FSS website there is a worksheet to assist you in preparing the SOLERO return. (This does not replace the Electronic Solero return)
Enter your opening balances (as per your year end LMSFR4)
Type in your approved budget 

The YTD Inc and Expenditure will be populated automatically when you do the Monitoring report for August.
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Enter any changes to the budget in the column ‘Changes to Budget’

For example on I08 the budget was 4990 but we have already received 5908 and expect to receive more, therefore you should show this additional income.
As there is no budget set for journey or trip income you must enter the amount you have already received plus any additional income you expect to receive. 
An entry reflecting the expected cost of the trip should be entered into expenditure E19 also.
Continue with the expenditure, looking at each line and noting any changes to the budget. 

If there is to be a saving enter the figure with a minus. 
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If there is to be an overspend enter the figure without a minus

At the bottom of the screen you will see a calculation of the amount of revenue you expect to carry forward, in this example it is £33,638.
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The figures from this report can then be entered onto the Solero return.

You will also require copies of the following:
LMSFR5    
- A copy of the Bank Reconciliation 

LMSFR5A 
- Petty Cash Reconciliation

A copy of the Bank statement which shows the reconciled balance as at 31st August 2011
A copy of your Electronic Solero Return when completed

These should be filed with the schools accounts.

· The LMSFR reports can be accessed by clicking on 


Reporting>Custom Tab.
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Click on ‘Report Set-up’ and overtype the dates with, 




Reporting Date To:     31 August 2011
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Reporting Date From:  1 April 2011
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It is recommended that all schools should perform a system reconciliation to ensure that RM Finance is in balance.
There is system reconciliation on the control form, which includes a VAT reconciliation.
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In the cell ‘VAT at Year End’ you must enter the amount of VAT that was showing as outstanding at the year end 31st March 2011.
Enter the VAT outstanding for each period
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Enter any VAT received

The example above shows that there is VAT outstanding from the previous year, this should be investigated.

The control form is available from the grid 

http://www.thegrid.org.uk/info/traded/financial
Submitting your return via Solero

Logging onto Solero                       www.thegrid.org.uk/solero
1. Select your school name from the drop down box.

· Enter your school number  

· Enter your password
2. You will then see the main “Systems Menu” screen. Select the Financial Returns link

Checking the balance brought forward figures

Please check these balances with the balances brought forward from 2010/11 on your system.
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Use this button to indicate that the return is complete.
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Completing the estimated outturn to the end of the financial year

If you are using the control form:

Copy the figures from the Solero tab onto the Solero Return

If you are not using the control form:

Estimate the outturn for each CFR heading by adding the actual spend to date to the expected expenditure for the remainder of the financial year.  
The total should then be input to the relevant CFR box for the Summer Term.
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Use the tab key to progress to the next heading.  

Note: You should enter the Outturns for Gas and Electricity as separate figures in E16 Energy.
Once the return has been completed click on the “Calculate Summary Totals” box to total the outturn.
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Saving the data
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Once you are satisfied with the calculation you can either save or submit the return.  The option to save the changes will record the figures input onto Solero for later / further analysis.

Printing 
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To print the report, click on the “Print” icon towards the top of the page.  Solero will launch Adobe Acrobat.  

To print the report, click on the print icon in Adobe.  The report fits neatly onto 2 sides of A4.  

There is a signature field for the Headteacher and Chair of Governors and this should be authorised locally and filed for internal monitoring purposes along with your working papers or control form.
Finalising / uploading the outturn

The option to submit the return will upload to the Authority.  
To upload the return, click on the “Submit Return” icon. 
Once the return has been submitted the Solero system will automatically forward an email to the Head teacher’s email address 
(head@<schoolname>.herts.sch.uk)
The email will confirm receipt of the return and advise the estimated balance carried forward at the end of the financial year. 
Please ensure that the return is not submitted without the authority from the Headteacher.
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Remember to submit your VAT returns monthly
VAT Return                    
Send to:-  
VAT Claims

Serco Finance

3rd Floor

New Building 

County Hall 

Postal Point CH0318

Hertford

New Goldsheets
There are some new analysis codes that need adding to RM Finance
	Sort Key
	Description
	Analysis Code
	Report Link

	I01
	Advance Skills Teacher Income
	700431
	29

	I01
	Consortium/local partnership income received from HCC 
	700452
	29

	I02
	16-19 Bursary Fund Income
	700442
	29

	I05
	Pupil Premium
	723601
	33

	I07
	Academy income from local area partnerships
	723531
	34

	I08
	Income from Academies, free schools and any other non maintained schools for services provided
	723511
	35

	I08
	Income from Universities for Student Placements
	723521
	35

	E19
	16-19 Bursary Fund Expenditure
	401840
	16

	E27
	Payments to Academies relating to local area partnerships
	553857
	24

	
	
	
	


The above codes need to be added as follows:-
In Records>Income / Expenditure Analysis
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New Record

Type 

Income

Analysis
723601

Description
Pupil Premium
Sort Key
I05

Report Link
33

OK
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New Record
Type 

Expenditure

Analysis
401840
Description
16-19 Bursary Fund Exp


Sort Key
E19

Report Link
16

OK

Analysis code that needs editing
720203 Specialist schools income currently on I06 – should now be coded to I07.  This can be edited as follows:-


Find

Analysis
720203

OK

Edit

Sort Key
I07
OK

Housekeeping

In Records>Analysis Reporting Links 

Find 

Code 
33

OK

Overwrite Standards Fund to 
Pupil Premium

OK

Find
Code
29

OK

Remove the reference to I14 and SSG

OK

If you are unsure of any of the above procedures please contact the 

Helpline ( 01992 555713 Option 2
Or

email (  : keys.fsshelpdesk@hertscc.gov.uk





























































































If a saving enter a minus
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