1

Important - For the attention of the SIMS FMS6 Operator

Financial Services for Schools

SIMS FMS6

USER BULLETIN No.122
September 2011
Included in this Bulletin

· 1st Termly return (April to August 2011)
· Termly return checklist
· Completing the LMSFR2 manually

· Using SOLERO to submit your return
Completing the 1st Termly Return
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The returns for the first term of the 2011/2012 financial year should be prepared when the accounts for August 2011 have been completed.  To negate the need for paper returns to be sent to the Authority you should use Solero to upload your estimated outturn.
The following information is required to be kept for internal school records as evidence of the information submitted via Solero:

1. A completed LMSFR2 signed by the Head Teacher and Chair of Governors – the revised forecast column must be completed.
2. Balances and Reserves Report from FMS.

3. The latest bank reconciliation(s) from FMS as at 31st August 2011 (or the latest bank reconciliation at the time of completing the LMSFR2).
4. A photocopy of the bank statements showing the reconciled balance as at 31st August 2011 (or which matches the FMS bank reconciliation above).
5. Unreconciled transactions listing for all bank accounts.

You should ensure that no other users are inputting transactions into FMS while printing the reports.  Remember to print these reports CONCURRENTLY to ensure that the balances shown on each report match.  This is particularly important if you are exporting a User Defined Report into Excel - print all the reports at the time that the .csv file is created.

Should you make an amendment on the system after you print the reports, re-print ALL the reports, again concurrently.

You may use the LMSFR2 User Defined Report in FMS6 to export your data into the FSS Excel spreadsheet in order to create your revised forecast.  This spreadsheet includes a useful calculation sheet that can be used to project income and expenditure to the end of the year to give a revised forecast that feeds through into the LMSFR2 front and back pages.  This spreadsheet can also be used to print off and complete manually if required.  If you would like a copy of  this spreadsheet please call the Helpline.  

Termly return checklist:

	Before submission, please ensure the following:
	(

	Check New Gold Sheet 

Please Make sure that you have created the new ledger code 723601 Pupil Premium and it has been linked to I05.
	

	Complete a system reconciliation - form and instructions available on the Grid at:

http://www.thegrid.org.uk/info/traded/financial/manuals/documents/FMSSysRecRevFeb2011.xls
	

	The Total Balances Carried Forward on LMSFR2  (Lines L & M) are equal to the Current Balance shown on the Balances and Reserves -.
	

	The amount shown on the Balances and Reserves report against the Bank account agrees with the Current Ledger Balance amount shown on your latest Bank Reconciliation report.
	

	The Revised Forecast Column on the LMSFR2 is completed
	


Completing the LMSFR2 manually

If you want to complete the return manually, you can get the budget and actual income and expenditure information needed by printing either of the following reports:
1 ) Cumulative Expense Analysis - Ledger Groups Totals 
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Ensure you select up to Period 13 when defining the reporting period.
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2)   CFR Report

You can also run the CFR Income and Expenditure report to produce the required totals to enable you to complete LMSFR2.
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Submitting your return via Solero

The following information has been compiled to guide you through the simplified termly reporting process.

1. Logging onto Solero

2. The financial return

3. Checking balance brought forward figures

4. Completing the estimated outturn to the end of the financial year

5. Saving the data

6. Printing

7. Finalising / Uploading the final figures

8. Exporting from Solero

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

· Enter your school number  

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

2. The Financial Return

The return consists of five parts:
Declaration 

The declaration has been included to authorise the return and confirm that the return has been prepared in accordance with accounting procedures, the VAT return has been separately submitted, monthly bank reconciliations are completed and the revised forecast has been completed to include all known income and expenditure.

Balances

The system displays the balances from the previous financial year end.
Expected outturn
The Approved Budget figures are pre-populated with the details held by the Authority.  The current term boxes are left blank for completion.

Summary

The summary displays the total and revenue balances carried forward.
Submission

There is the option to either save the return for later use or save and submit the return.

3. Checking the balance brought forward figures

The inclusion of this section will replace the annual letter sent from the School Funding Unit confirming the balances held at the Authority.  Please check these balances with the balances brought forward from 2010/11 on your system.
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4. Completing the estimated outturn to the end of the financial year

To estimate the outturn for each CFR heading add the actual spend to date to the estimate for the remainder of the financial year.  The sum 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.  

Once the return has been completed click on the “Calculate Summary Totals” box to total the outturn.
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5. Saving the data

If you are happy with the calculation you are then in a position to either save or submit the return.  The option to save the changes will record the figures input onto Solero for later / further analysis.
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6. Printing 

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.  

We have included a signature field for the Headteacher and Chair of Governors and this should be authorised locally and filed for internal monitoring purposes along with the LMSFR2 or Monitor Form, whichever is used.

There is no requirement to send this report to the Authority

 UNLESS requested

7. 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 Headteacher’s email address (head@<schoolname>.herts.sch.uk).  The email will confirm receipt of the return and advise the estimated balance to be carried forward at the end of the financial year. 

Please ensure that the return is not submitted without the authority of the Head Teacher.

8. Exporting from Solero

There is a facility to extract the figures from Solero.  By clicking on the “Extract xx <term> <year>” button, a link giving the option to open or save appears.  If you click on this link a new window opens displaying the details in an excel format that can be saved locally.
If you require assistance please contact the Helpline:





( 01992 555753 Option 1

Or

e.mail (  : fss.helpdesk@hertscc.gov.uk
Must be period 13





PLEASE NOTE:  All schools are required to complete and submit a 1st termly return by Friday 14th October 2011.
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