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RM Finance and Cheque Printing
RM Finance and Cheque Printing
The cheque printing facility produces a professional looking document which when used in conjunction with supplier addresses can save time and resources. This document has been produced to guide schools through the initial set up and use of the facility.

Cheque Printing Stationery

If you are interested in this service you can request an information pack from Charlotte Littlehales at Checkprint on 01455 615616 

or email
herts.schools@checkprint.co.uk
Before ordering stationery please check to see which way your printer feeds paper. You may find that the cheques need to be reversed, i.e. face down. If this is the case Checkprint will be able to reverse them before packing them in the box. 

Consider your printer. For security reasons it is advisable to use a printer located in your office. 
Do other people use your printer? They may interrupt your print. You may decide to have a dedicated printer.
RM Finance
The cheque printing facility is already available within RM Finance. The system requires pre printed, pre numbered A4 single sheet cheque stationery for use with laser printers.
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To make the best use of this facility it is advisable to enter the address details for each supplier. The addresses can be added or amended by clicking on Records >> Income Sources/Suppliers. 
To review each supplier click on Find Record, type in the short name and click on OK.

Click on Edit then add or change the address. 
Please note the name of the supplier cannot be edited, for example to add Limited.

[image: image2.png]3 8 0

Recards _Transastions Enquiries Fina

g Records

T rowrs P v

Budget Records.
Budaet Accounts
Budaet Headings
Budiet Groups
Prafile Tupes

Analysis Records
Income / Expenditure Analusts
nalusis Reporting Links

Account Records
Income Sources / Suppliers
Alternative Pauees

System Records
VAT Table
Supplies Catslogue.





Schools that have already input addresses may find that the details have changed. To avoid cheques going astray it may be preferable, initially, to delete non current suppliers and re input, when needed, with current details. A report is available under Reporting >> Records >> Suppliers Only which gives details of addresses and year to date turnover figures. For obvious reasons, the report can be quite long.

Factoring Companies

Some suppliers may choose to employ a factoring company to collect its debts. 
In Records >> Alternative Payees.
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Complete the information, remembering the Short Name, and click on ok.

[image: image5.png]Sharthame [ papeR P —
srtkes [ ] © Sumer

Controls

4. Previous record

D Hext record
4 Find recorg
Fulome [T apr e L
agarss = e
& it record
B W Delete record
poteos [ Fsie @ et





Return to the Income Sources/Suppliers screen, edit and type the short name for the factoring company into the Alternative Payee box and click on OK. This detail will now print on the cheque. It is not possible to use the spy glass to search for the alternative payees.
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To switch the cheque facility on
In System Manager >> System Setup >>  Options
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Click on Transactions Tab
Payment Printing section

Put the radio spot in ON 

The Cheque option with the radio spot against it appears.

Click on OK
Cheque Line Up

In order for the printing on the cheque to line up correctly, the following actions need to be taken;
In System Manager >> System Setup >> Documents
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Place the radio spot next to ORIGINAL
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Click on Cheque Alignment

Address Alignment Vertical should read    2
Cheque Alignment Vertical should read    –4
Before printing cheques you should do a test print to check the line up by clicking on Print Sample.
Once you are happy with the line up, click on Close Window then click on OK in the next screen.
It is possible that the alignment or cheque style in your school is different. It is worth spending time to ensure the cheques print correctly.

(Once the alignment is adjusted, the address will print in the correct place for use with a window envelope.
If you are familiar with RM Finance you will notice a difference in the Transactions >> Expenditure screen.
The Reference box will now display the words “Ref Number” which cannot be overtyped.  

This is to allow the system to allocate a cheque number to each payment at the time the cheque run is being generated.
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If you are entering more than one transaction for a supplier e.g. Hertfordshire County Council (County Supplies) these will be totalled up and put onto one cheque. 

The system only allows for a maximum of 25 lines for each cheque but, the system will warn you to de-select lines should you exceed the maximum.

Should the supplier employ a factoring company, place a tick in the Alternative Payee box. The factoring company assigned to that supplier will appear.
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If the factoring company has not yet been assigned to the supplier a list of available factoring companies will appear allowing you to select the correct one by double clicking. Once selected the master record for the supplier is updated with the information.
It is possible to set up a factoring company on the “fly”.
Manual Cheques
It is still possible to post manual cheques onto RM Finance even though the cheque printing facility has been activated.  

Un-tick the Create Cheque box when the manual cheque is being posted and Ref Number will disappear allowing you to fill in the number of the cheque you have used from the cheque book. 

The system will remember that you have un-ticked the Create Cheque box when you next post a cheque. Should you want to post the next expenditure onto the payment run, tick the Create Cheque box again.
TIP

· The automated cheque numbers are a 6-digit number. 

· When using manual cheque numbers it will make it easier to reconcile if you enter leading zeros.  e.g. manual cheque number 1234 could be entered as 001234.
· It may be easier to use manual cheques to pay for staff claims where VAT is re-claimed.
Purchase Orders and Cheque Printing

The posting screens for purchase ordering look different to the expenditure posting screen, however the principles are still the same.
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Should the supplier employ a factoring company, place a tick in the Alternative Payee box. The factoring company assigned to that supplier will appear.
If you have not assigned a factoring company to a supplier account, once the alternative payee is ticked, a box will appear for you to select the correct details for the cheque. Double click the correct payee to select.
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It is also possible to set up a factoring company on the “fly”.

If you have already assigned a factoring company to a supplier the payment screen shows it. Should you forget to accept the Alternative Payee, the system will issue a warning.  
If you click on No you are given the chance to accept the allocated factoring company. If you click on Yes, at this stage, the cheque will be made out in favour of the supplier instead of the factoring company.
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Click on Pay

The cheque Details screen allows you to place a cross in the Create Cheque box if it is not already there.
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Enter the invoice number. The description can be edited however the detail appears on the cheque remittance. Care should be taken when changing these details.
Processing Automated Cheques 
When you have entered your transactions and are ready to create the cheque run:-
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Click on 
Transactions

Click on  
Payments. 

Select 
Print Payment
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You will then be presented with the Print Payments box

This box will contain your transactions.
To select all the cheques
To select all of the cheques to print, click the red tick. Click on the print button.
To select one cheque 
In the Print Payments box click anywhere on that cheque line to highlight it. Click on the print button.
To select a few cheques

To select more than one cheque, hold down the Ctrl key and click on the lines to be paid. Click on the print button.
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You are presented with the Cheque Number? box 
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The first time you print a cheque you must enter the very first cheque number of the batch.  The system will subsequently remember the next number to be used but this must still be checked to make sure it agrees.

Click on OK to print the cheques.
You will then see a message asking whether the cheques have printed OK.
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Click on Yes if you are satisfied that they have printed ok.

Click on No if you wish to print them again.

The cheque number is printed on the remittance advice and should always agree with the number on the cheque itself. If it does not agree, click on No and repeat the process.
Once you are satisfied with the cheque run and have clicked on YES, the cheques will then be available for you to reconcile against your bank statement. 
TIPS: 

· Occasionally the printer might feed two cheques at a time.

· To prevent this from happening, always fan the leading edge of the cheques before loading them into the printer. 

· ALWAYS check that the last cheque number of the run agrees to the remittance advice before you click Yes to the question 'Have the cheques printed OK? '

· If it does not agree, click No and print again as per the instructions above.

· Should you have an invoice and credit note equalling zero for the same supplier, you will not be able to remove the lines until they are paid with another expenditure line for that supplier.

Remmittance Reports

It is good practice to keep a log of all cheques whether used or spoiled for security reasons. 

When you have completed a cheque run, print a remittance report which lists all the cheques you have just printed. 
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In 

Transactions/Payments
Click on 
Remittance Report
Enter the first cheque number of this run and leave the “To” box empty for a report showing all the cheques produced.
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If you want a short report put a tick in Summary Report.
The report will look like this.
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If you need a more detailed report, leave the tick out of the summary box.
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This report displays the details of the cheque.
It would be good practice to keep a copy of this report as a cheque log.
Corrections – Where the cheque has not been printed.
Should you need to reverse a cheque that has been placed on the payment run, but not printed.
In Transactions >> Adjustments and Corrections >> Expenditure Reversal. Enter the period range.

Highlight the payment in the usual way. You will see that instead of the cheque number the reference column will read Ref Number. Click on Reverse.
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You will see the following message. Click Yes to this and the following message.
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You will be allowed to enter the reversal date and details as usual and click on OK.
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The transaction has been completely reversed on the system.

Corrections – Where the cheque has been printed.

Should you need to reverse a cheque that has been printed.

In Transactions >> Adjustments and Corrections >> Expenditure Reversal. Enter the period range.

Highlight the payment in the usual way. Click on Reverse.

Click Yes to the next message.
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You will see another message.
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Care should be taken at this point.  What is the reason for cancelling the cheque?
If you need to amend the factoring company choose No.

When you click No the transaction will be removed from the system and will have to be input again once the factoring company has been changed.

If you need to amend the address of the supplier choose Yes.

When you choose Yes the transaction will be placed back on the print queue again BUT before printing the new cheque amend the supplier address.

IMPORTANT 

YOU MUST READ AND REFER TO YOUR FINANCIAL HANDBOOK

See Part IV, Section 4 of the Financial Handbook for Schools.

SECURITY 

Unused cheques must be stored in a locked cupboard or safe. 

· You should keep a log of the cheques,

· You must retain any spoiled cheques.
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