IMPORTANT - For the Attention of the RM Finance Operator

RM Finance/CASH ACCOUNTS

USER BULLETIN No. 125
December 2006 

Tel No:  01992 555713

Fax No: 01992 555727

email : keys.fsshelpdesk@hertscc.gov.uk
Included in this Bulletin:

(
Important Changes to Analysis Code Linking
(  

3rd Quarter End Reporting 
· Completing the LMSFR2 Expected Outturn
· VAT Return
· Using the new Safe Backup

·  New Goldsheets

·  Reconciliation
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Important Changes to the LMSFR Reporting  Structure
Due to the additional CFR codes introduced by the DfES and the limitations of the LMSFR reports it is necessary for schools to make further changes to the structure of the linking of the analysis codes within the RM Finance software.

This involves schools re-linking analysis codes and merging headings to fit in with the limited number of lines available on the reports.
Please follow the instructions below to ensure that all of your analysis codes are correctly linked to the stated line.

Step 1:
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Go to Records 

Click on  Analysis Reporting Links.
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Click on Find Record
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In the Code box
Type 29 

Click on OK
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Click on Edit record

In the Description Type the following:

I01,I02,I03,I14  SBS,6th Form,SEN,SSG
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Click on OK

Click on Find Record 
Type 30 in the Code box 
Click on OK
Click on Edit Record

Change the Description to the following:

I15 Pupil Focused Income

Click on OK
Click on Find Record 

Type 31 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

I16 Comm. Focused Grants

Click on OK

Click on Find Record 

Type 32 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

I17 Comm. Focused Other Income

Click on OK

Click on Find Record 

Type 33 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

I04,I05 Minority Ethnic Funding, Standards Fund

Click on OK

Click on Find Record 

Type 15 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

E18,E29 Other Occupancy Costs, Loans

Click on OK

Click on Find Record 

Type 16 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

E19,E20, E21 Learning Res, ICT, Exam Fees
Click on OK

Click on Find Record 

Type 17 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

E31 Comm. Focused Staff Costs

Click on OK

Click on Find Record 

Type 25 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

E32 Comm. Focused Resources
Click on OK

Click on Find Record 

Type 20 in the Code box 

Click on OK

Click on Edit Record

Change the Description to the following:

E24 Special Facilities

Click on OK

Step 2:  
Some of these codes were changed for the 2nd  quarter, but these additional changes must be made.
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In Records 
Click on  Income/Expenditure Analysis.
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Click on Find
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In the Analysis box
Type 
700321

Click on OK

Click on Edit

Click in Report Link 

And change the Link to 29

Click on OK

Click on Find

In the Analysis box

Type   700331

Click on OK

Click on Edit

Click in Report Link 

And change the Link to 29

Click on OK

Click on Find
In the Analysis box

Type   
700335    ( This is a new code -  if you are a primary school you do not

                              need this code, so do not set it up
Click on  OK

Click on Edit

Click on the Report Link 

And change the Link to 29

Click on OK

Please note:

****

Analysis code 720711 -   Pupil Focused Ext Sch Other Income should now be grouped with Sort Key I08 and Report Link 35 – See below
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Click on Find

In the Analysis box

Type   
720711                        

Click on  OK

Click on Edit

Click on Sort Key

Change to I08

Click on the Report Link 

And change the Link to 35

Click on OK

Following the above procedure for linking the Analysis codes to the new lines, complete the list on the next page
CHECKLIST
Analysis Codes  -  Report Links to be changed 
	Analysis Code
	Correct

Sort Key
	New Report Link
	Change Made   (

	700321
	I02
	29
	

	700331
	I02
	29
	

	700335
	I02
	29
	

	700341
	I03
	29
	

	700351
	I03
	29
	

	700361
	I03
	29
	

	700371
	I03
	29
	

	700381
	I03
	29
	

	700391
	I03
	29
	

	700401
	I03
	29
	

	700411
	I03
	29
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700421
	I04
	33
	

	700111
	I14
	29
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700115
	I14
	29
	

	720701
	I15
	30
	

	720721
	I16
	31
	

	720731
	I17
	32
	

	404920
	E29
	15
	

	404930
	E29
	15
	

	403510
	E21
	16
	

	069
	E31
	17
	

	070
	E31
	17
	

	203700
	E32
	25
	

	203710
	E32
	25
	

	203720
	E32
	25
	

	
	
	
	


****   As mentioned above, this will need the sort key changing to I08
	720711
	     35       Change Sort Key to I08
	


3rd Quarter End Reporting         
The returns for the third quarter of the 2006/2007 financial year should be prepared when the accounts for December 2006 have been completed. 

The reports should be printed before the period end for December (Period 9) is run.  

These should be sent to:
School Funding Unit

Resources Division

Room 171

County Hall

Hertford

SG13 8DF

Due by  15th February 2006.

The following information is required:

1) A copy of LMSFR2 signed by the Head and by the Chair of Governors.      The Expected Outturn column must be completed – instructions given below.

2) A copy of the Bank Reconciliation (LMSFR5).

3) A photocopy of the Bank statement which shows the reconciled balance as at 31st December 2006.

4) A print-out of Petty Cash Reconciliation (LMSFR5a).

5) A print-out of Earmarked Funding (LMSFR8). 

6) An Income and Expenditure Analysis listing
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To print this report from RM Finance:

· Click on Reporting

· Click on Records Tab

· Select the Income & Expenditure Analysis 

· Click on Print

· Click in Analysis Listing

· Click in Sort and Subtotal by Analysis Sort Key.
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Print
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If your report does not say Data for 2006
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Click on System Manager
Organisation Details

[image: image26.png]



Change if necessary

Change if necessary 
Important :                   

Change the Report Dates

[image: image27.png]Financial Year

Currency Symbol





· Click on Reporting 
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Custom Tab
·  Click on Report Set Up



Reporting Date To:    
 31 Dec  2006



Reporting Date From:  
  1 April 2006
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Before starting it would be advisable to print out your List of Budget Accounts.

· From Reporting, Custom Tab and select  LMSFR2 

· Click on Print Reports 

Completing The Revised Forecast

You will be presented with the following screen.
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NOTE that at the top of the screen there may be a line for I17 Community Focused Income this should be ignored, but leave as zero
The figures that you entered for the 2nd Quarter will still be showing; these will need to be changed to reflect the changes made to the Analysis re-linking.

When completing the Revised Forecast you should consider any known variances that will affect the budgets. 

The following are the re-linking changes
Line 15  
should include totals for E18 and E29

Line 16  
should include totals for  E19, E20 and E21

Line 17 
should include totals for  E31
Line 18 
should include totals for  E22

Line 20
 
should only include totals for E24

Line 25

should include totals for  E32

Line 29 
should include totals for  I01, I02 ,I03 and I14

Line 30

should include totals for  I15

Line 31 
should include totals for  I16

Line 32 
should include totals for  I17

Line 33 
should include totals for  I04 and I05

Remember to increase expenditure accordingly to reflect visits and trips income.

(    PLEASE NOTE THAT LINE 22 MUST BE LEFT AS ZERO          (
· There is no space to enter Contingency   -   RM Finance will calculate contingency and this will become part or all of your Surplus Carried Forward - Line 45.

· The Underspend is calculated automatically on the LMSFR2


Click on PRINT
Check:

LMSFR2 

      In the first column Actual Results:-

· Total Surplus Carried Forward  on line 45 


Equals  
LMSFR5 Balance as per School Cash Book 



 Plus

Petty Cash Balance (if any).

· Line 22 on the revised forecast is showing zero.

LMSFR8

· The total income should equal line 42 (I01 through to and including I17  plus CI01-CI04)

System Reconciliation

A system reconciliation form is attached, please note that there is a new version for use with RM Finance. It is recommended that this be done at least every quarter to check that your system is in order.

VAT Return                                                                                                     
Send to:-

Karen Gibbs

School Funding Unit

Resources Division

Room 171

County Hall

Hertford

SG13 8DF
Please check that your school number is printed on your LMSFR reports before submitting them.
If you are unsure of any of the above procedures please contact the 

Helpline ( 01992 555713

or

e.mail (  : keys.fsshelpdesk@hertscc.gov.uk

Using the new Safe Backup

If you need to restore a datafile for any reason, it is important that you follow the correct procedures.
Click on the Safe Backup Icon



Click on Restore Archive


Select the location of your backed up file is

(This maybe a floppy disk or memory stick)

 

Highlight the zipped file that you wish to restore

Click on Open

The next process is very important:





Highlight the Filename

Take the tick out of Restore using folder names


Click on Restore Selected files
Drill down to the appropriate drive and folder


In this example the drive is K

And the folder is RM Finance

Click on OK

If you are certain you wish to replace your existing file Click on Yes

The restore only takes a few seconds.







You may have used 700115 for SSG. If so, change this report link 
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