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Back Up Your Datafiles
Before you Archive your data please make a backup of your files
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Double click on the CFR desktop Icon and look at the path of your files, do not log in.
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Once you have noted the file path, quit CFR Assistant
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In the example that follows the CFR is on the K Drive 

Make a copy onto a USB Memory stick 

Click on ‘My Computer’ or ‘Explore’  

Double click on 
K Drive

Double click on 
RM CFR Assistant

There are 2 files that MUST be copied
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CFRDATA.DF1
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CFRDATA.DEF
· Right Click on CFRDATA.DEF
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Click on  - Copy

· Select your USB drive
·             Right Click – Paste
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·             Repeat for CFRDATA.DF1
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Log into CFR
User name 
Admin

Password
Keys
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Click on Utilities
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Click on General Preferences
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If your data is on the K Drive then the Import and Export pathname should default to the K Drive and NOT the C Drive.

To change the defaults:

Click on the spyglass and search for the Inbox and Outbox.
In this example the Default Import Directory should be:

K:\RM CFR Assistant\INBOX

In this example the Default Export Directory should be:
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K:\RM CFR Assistant\OUTBOX
· Click on Save
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· Click on Yes> Click on Close
The 2010/11 CFR Return has been validated centrally so can now be archived.

Check the CFR totals with the totals on the LMSFR4 that was created at the Year End.

In RM Finance

· Click on Reporting
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· Click on the Custom Tab

· Click on Report Setup
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Capital
The LMSFR4 balances should also agree with the brought forward balances on the Solero report produced for the termly return as at the end of August.
To check these reports with the balances on CFR:
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Click on Balance Tab
Scroll Down
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If there is a difference it will mean that your opening balance for 2011/12 will be incorrect.

Click on Close.

Do not continue if you have a discrepancy, contact the helpline for advice.
If any changes are made the datafiles must be backed up again. 
CFR now needs to be archived to take you into the new financial year, in readiness for the Current Financial Year 2011/2012 figures to be imported.
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To do this: -
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You have now completed the Year End process 2010/11 for CFR. 
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   Removing old export files
At year end when the data is exported the AnyComms extract will pick up all the old export files. To solve this problem these files need to be deleted.

Please do the following:

In My Computer or Explore

To remove old export files from the C Drive 

C:/Program Files/RM Management Solutions/RM CFR Assistant/Outbox

or from the K Drive
K/RM CFR Assistant/Outbox
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· Click on Edit

· Click on Select All
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· Click on File (do not click on Open)
· Click on Delete

· Confirm File delete

· Click on Yes
Set-Up Procedures for the 2011/2012 Financial Year
Within CFR [image: image49.png]CFR Manual Enty
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there are some details that need to be re-entered and some new fields that should be completed.

· Click on CFR Manual Entry

· Click on the General Details Tab
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The following fields are mandatory:-

· Contact Name

Please note:         Do NOT put full stops, dashes or commas in the name field as these are rejected as illegal characters when submitted.
e.g.   Mrs. F. Adams-Black.

· Email Address 

· Phone Number

· Accounting Method - This must be set to ACCRUALS
· If your school is exempt from Rates please tick the box

· If your school does not pay for its own insurance because the policies have been purchased centrally, please tick the box
· Has the school been involved in the preparation of the CFR return? Select  Yes
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Remember to click on Save
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·     Click on Yes

· [image: image55.png]Capital Income
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Click on the Capital Tab
What is your de minimis level for capitalising expenditure? - Enter £2000.00
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Click on Save
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Click on Yes
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Click on the Balances Tab

Please check the balances carefully
Look at the balances at the bottom of the screen 

The total of   
B02    +    B05   +   B06  
They should be the same as the Accrued Brought Forward on your RM Finance Budget Summary (Financial Summary 2)
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Please note 

The figures in the Balances breakdown will always default to B02, B05 and B06.

Leave them here until the year end when they should be allocated appropriately.

When you Import your 2011/12 data these figures will be updated.
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· Click on Save

· Click on Yes>Click on Close

The CFR Return does NOT need to be submitted until the end of the financial year 2011/2012
CFR – Importing  2011/2012 data
Double click on your RM Finance Icon

You do not need to log in
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Take note of the File Path which is displayed under Current Data File:

Within CFR 
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Click on Data Collection

Click on Data Bank
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Check that the File Path agrees with RM Finance, if not:-
· Click on the Spyglass

· Then search for the appropriate drive (Probably K Drive)

· RM Finance Folder

· RM Finance datafile (Probably FINANCE.DF1)

· Click on Open>Click on OK
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Are you sure you want to save the Data Bank?

· Click on YES

· You may get the following Warning
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· Click on OK
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Click on Import Data Now
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Click on Run Diagnostics

On the screen report the middle section of the report should only contain:

OB and 746101
 If there are more codes they will need to be ‘Mapped’ as in this example the code 723521 is not mapped to a CFR area.
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Details on how to map other codes is shown below.
If the report is only showing OB and 746101 

· Click on Close to close the report
· Click on Proceed >Click on Yes

You will get a message saying that the Data Import is Complete

You may have some issues at this point

Click OK to view these

They are generally codes that are in the map but are not in your RM Finance Datafile, these can be ignored.

To Map codes other than OB and 746101:-
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Click on Close to close the report and Cancel

· Click on Import Map

· Click on the yellow MAPPED on I08 

              (This is where the new code 723521 should be Mapped)

See Goldsheets for this information
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Any unmapped codes will show in black 
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Highlight the code 723521 and double click – this will then copy the code over to the Mapped Fields on the right of your screen.  723521 will now turn grey on the left hand side.
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Click on OK and Save>Click on Yes and OK
If you have any other codes that are in black (except OB and 746101) you should ‘Map’ them, taking care to select the correct CFR heading. 
OB and VAT should not be mapped

Always make sure you are in the correct CFR area by checking that the CFR Description at the top of the screen agrees with the Sort Key 
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Click on OK and Save>Click on Yes and Ok
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Re-Import the Data
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Click on Run Diagnostics

· Click on Close>Click on Proceed>Click on Yes
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In CFR Manual Entry

· Click on Balances Tab 
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Check the Balances

[image: image79.png][Map CFR Field

Mapping for field : 102 - Funding for sixth form students
Availatle ImportFields

7 [Wapped Fiids %
e rie : o
N

| =
Analysis | Description Sort Key Link 3 + | analysis Code - 700331 - Post 16 Collaboration 100%
700335 1619 Access 102 26 Inc D

_>l_I
e R T
e e et M o e 7] P -





In RM Finance:

· Reporting >[image: image80.png][cFR validation
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Click on Custom Tab
Print LMSFR3 to screen

Look at Line 45
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Compare the Balance C/Forward on LMSFR3 with the CFR balance B01 – B06
LMSFR3 

Line 45 Balance          291618.62
CFR
Revenue
226987.45  

CFR    Capital   
  64631.17
               Total            291618.62
If these totals do not agree, check that all codes are mapped

If in any doubt please ring the helpline for assistance
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 begin the process
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·             Click on OK
·             Click on Sort by Type
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Errors

Errors must be corrected. However, there are likely to be errors at this time of year because not all income and expenditure has been processed.
For example, if you have not yet paid your insurances this will create an error, but by the end of the financial year the insurance will be paid.

Or, there may still be an outstanding creditor or debtor.

You could leave these types of errors until the year end.

But some errors may be caused by incorrect posting and these should be investigated.
Queries

All Queries need to be explained in the Notepad


Write a brief explanation (Yes or No is not sufficient!)

Remember to Click on Save

· Click on Yes>Click on Close

When you have made notes about the Queries and corrected any Errors you must go through the Validation process again as above.
· Remember the Queries will still be showing, but they will have an explanation in the Notepad.

Further information will be sent at the Year End.

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
Helpline Dates

The helpline will be closed on the following dates: 

Friday 9th and Monday 12th December 2011 -   FSS will be relocating to Stevenage

The telephone number will remain the same.

Thursday 22nd December 2011 until we re-open on Tuesday 3rd January 2012
Thursday 5th January 2012 for staff training

All of us in FSS would like to wish you a very happy and peaceful Christmas.






   Click on ‘Click here to open the Notepad’








Click on CFR Manual Entry
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Click on Utilities








Click on Archiving and  Year End





Click on Archive and Advance Year











Click on Yes        





Click on Yes











Click on CFR Validation 















































(Do not enter full stops, dashes or commas in the name field
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