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Year End Housekeeping

System Reconciliation

There is a Comprehensive System Reconciliation available on the grid.
We strongly recommend that this is completed every month. If you have
not used it before you should do so now to highlight any problems that
your data may have before the year end.

Please follow this link to the Comprehensive System Reconciliation and
bulletin explaining how to use it.

http://www.thegrid.org.uk/info/traded/financial/manuals/rm/#control

After completing the System Reconciliation you should do the following
other quick checks on your data to ensure a smooth year end.

School Number
Should be the 3 digit Hertfordshire school number

e To check

Systems Manager >> on Organisation Details

Organisation Details 2|

' System Manager [quamsa(mn [any sohool | ] Controls

I ;
g) Help L& Humber School Establishment Mumber ) i
p=

System Setup Address =

frggnization Gefaifs

Bank Details =

Documents

Options Phone [ | Fex |

Preferences School N2 Periog

Lsers and Passwiords [ contsct 1 [Headteacher ]

Crystal Reports Management Contact 2 | ‘ o

ontac i

Import Budget PoPrefix [ | PO Prefix 2 [

Link To SES Map. Menu Name [ Any School |

D i ing Window
e Last Year K SRM FIMANCENOLDD AT ASHCCOLDT Z LYR —
Data Path - A Close window
) . Currancy Sumbol war P Help
Financial Year | 2015

e Financial Year should be 2015

Click on OK to save any changes

Recent New Analysis Codes
Have you put this on?

New Codes LMSFR Reports
Sort
Analysis Key/CFR
/Ledger Description Report Link Code LMSFR8 LMSFR11
301400 Op Lease - Comm Vehicles 19 E19 N N

Instructions on how to set the code up is included in Bulletin 221.
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LMSFR Reports

The list of reports should include

LMSFR2, LMSFR3, LMSFR4, LMSFR5, LMSFR5a, LMSFR6
LMSFR7, LMSFR8, LMSFR9, LMSFR10, LMSFR11, LMSFR Export
VAT Summary

e There should be no other LMSFR reports in the list.
e Make sure they are not called anything else. (Sometimes the letters
are mixed up).

e Make sure that they are pre-fixed LMSFR and NOt LMFSR for
instance.

e Just in case you ever wondered what it stands for LMSFR = Local
Management for Schools Financial Report

e Should you see an report with an incorrect name (where the
letters/numbers are the wrong way) around please call the helpline for
further advice.

e All income and some expenditure analysis/ledger codes that you
add to RM Finance during the year must be manually added to the
appropriate LMSFR report.

Should you need to add a code to the LMSFRS, see the example below.

Add New Code (UIFSM) 720751 to the LMSFRS8

-~

23] LMSFR REPORTS

Reporting i

Feparting

LMSFR 3
LMSFR 3 0OLD
LMSFR 4
LMSFR &
LMSFR Sa
LMSFR &
LMSFR 7
YAT Summary
LMSFR Export
LMSFR10
LMSFR11
LMSFRES

Click on >> Custom tab
Click on >> Additional Reports

_> [IIAdditiona] Reports
Click on >> Next Record [+ Hext record
until the LMSFRS is visible
Click on >> Edit Record & Edit record
Do not click on delete
Click on >> Find Analysis Record (. Find Anal ysis Record
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¥l Additional Reports

In the Select Analysis box use the scroll bar ¢
to find 720751and click on the code - - LFR -
fities 20711 | -
. eS| 72
Click on Select — |||
Inc & E
20201 |
. analysi | | |722001 | —
Click on OK 7zl =
Cancel Select
1)

LMSFR9

The reports should show;

Expenditure codes - 050, 401820, 405400, 046, 055, 401720
Income codes — 700381, 700401, 700351, 700341

To remove any no longer needed codes, please see the example below.

Click on >> Custom tab
Click on >> Additional Reports

[ Me:xct d
Click on >> Next Record [ Mext recor

until the LMSFRO9 is visible

Click on >> Edit Record £ Edit record

Do not click on delete

Code LFMSFRS

H|ghl|ght Code 700391 Title 1 | SEM Earmaked Funding |
Titlez [ vear End Incomne and Expenditure Statement |
Title3 [ |
\
- - '

Cllck on Remove Selected Llnes Ine & Exp Analysis Codes 1inked to this report
Analysis Code Description I/E

OK aso Learning Support Assistants - SEM E -
FoOsS Hon-DOe| . Special Unjt cnd Bazes |
AatieE SEH Fopi | | noome . Teach e |
FO0401 SEN Pupi| Income - Mon—Teaching i
401820 SEN Resources — Curriculum E
405400 IT SEN E
TOO3S1 Special Unit Funding I
045 Teaching - SEN E
ass Administrative Staff — SEM E
401720 Admin — SEN E
00341 Mon-Statemented SEM Funds 1

-
£F Remove Selected Lines QU Find Anal usis Record

Check that all the LMSFR reports are showing the correct codes.

To make this check easier print the LMSFR3

% LMSFR8 should contain

o all income codes except OB, 746101 and 700111,

o LMSFRS8 should equal the total revenue income plus the total capital
income from the LMSFR3
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% LMSFR11 should equal
o Line 40 of the LMSFR3 - if not
e check the Goldsheets for CFR area |07 make sure all of
the codes have been included on the LMSFR11.

s LMSFR10 should equal
o Line 41 of the LMSFR3 - If not
e check the Goldsheets for CFR area 108 make sure all of
the codes have been included on the LMSFR10.

< The LMSFR9 should contain
o 050, 401820, 405400, 046, 055, 401720,
o 700381, 700401, 700351, 700341

Check Sort Keys and Links
To check which codes are linked to what run the analysis report

Click on >> Records
Click on Reports >> Income and Expenditure - _
Select Destination >> Screen 21X
Click on >> Print Report REPORT DPTIONS.... ]

" Analysis Listing ™ Profile Report
Tick next to >> Sort and Subtotal.... | e ey Surt ke T
TICk neXt to >> ShOW Fu" Detalled Reports [ Start New Page for Income and Expenditure 7
Click on >> Print

Cancel |
Check
o The analysis code showing at the top of this report should be 746101;
VAT

o All codes have a sort key,
o All codes have a line link except 746101 and OB

If you find that any analysis codes have a sort key or report link missing,
except where mentioned above, refer to the Goldsheets for the CFR & sort
keys and links.

Check the Sort Key and Line links for 720741 and 720751
Using the report just printed, check that 720741 and 720751 have the correct
links. Both codes should show against CFR Sort Key 118 and Link 56.

700111 Blank 114 0.00 0.00 | 52
720741 Additional Grants for Schools 14 0.00 3665.00 | 52

Turnover for 114 0.00 3665.00

In the example 720741 has been wrongly linked to CFR Sort Key 114 and Link
52.
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To give/amend a sort key and/or link
Click on >> Records
Click on >> Income/Expenditure Analysis

Click on >> Find Record
Enter >> the code and click on OK

- B
f ™
Tupe " Expenditure & Income ™ Inactive Controls
| Previous record
A [> Next record
Description | 4dditions] Grants for Schools |
Find d
Sort Key 4 [~ Default Analysis for Income ¢ Find recor
— [4] Mew record
\
i N £ Edit record

Turnover Period To Date Q E’ Delete record
Turnover Year To Date Q Defaults
Receipts in Advance { Pending) Q 48 Profile
Creditors { Pending) Q
Prepayments {Pending) Q
Debtors {Pending) Q

Window

\
= -

\_b O close window
Report Link 114 Spare Code

? Help

Click on >> Edit

Enter >> Report Link at the bottom of the page
Enter >> the Sort Key at the top of the page.

i B
i -
Tupe = Expenditure (& Income I Inactive Controls
Description | Additiona] Grants for Schools |

Sort Key I~ Default Analysis for Income

118

Turnover Period To Date Q

Turnover Year To Date Q

Receipts in ddvance { Pending) Q

Creditars {Pending} Q o

Report Prepayments {Pending} Q B

L|nk 56 — Debtors { Pending} Q
\

- -
_\A I Close window
Report Link & Additional Grant for schools

W Cancel

Window

2 Help

Clickon>> OK

Repeat this process for any other links or sort keys that are missing or should
be amended.

o Remember All codes except 746101 and OB have a link
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CFR Archive
At year end schools export their data from RM Finance into the CFR
Assistant.

Before this process can be completed it is crucial that the old year CFR has
been archived and the system has been set up ready to receive the new
years figures.

Check if the CFR has been archived

Click on the Icon

Log in School Management Solutions - CFR Assistant
User name ADMIN 6.84.60 (21/02/08) CFR Mode

Password  keys ‘i%& UserNeme  [aDMN
Pazzward [esns

Click on >> Login |{m [ Login | [ auit |

Click on >> CFR Manual Entry %

CFR Manual Entry

Select>>  General Details | Seneratoetais]_

(if it is not already selected)

If the Year still shows 2014/2015 the archive has not been completed and the
instructions contained in Bulletin 219 should now be completed.

Year 2014 /2015 Is this d

A semdbim o Bl b I.\,-..-..—...-.I,-. I CND. indi

Children Centre Balances
Some schools will have lost children centres at the end of last financial year.
This section applies to schools that no longer have a children centre.

Schools will have posted accruals and carried balances forward in line BO6 at
year end.

It is possible that you may still have a balance left for the children centre.

If you have lost a children centre you must not have a balance left in BO6
at year end.
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To assess whether you will have a balance left in BO6 you must first complete
Bulletin 219 CFR Archive. Once you have completed the bulletin you must
pull the current RM figures into the CFR Assistant, as described in the
bulletin. If there is any negative income or expenditure and or any balance
showing in the BO6 area, please call the helpline for further advice.

To check for negative income

CFR

In CFR, click on Manual Entry LG

\ Data Collection

CFR Manual Entn

o

CFR ¥alidation
E30 - Direct revenue financing (rev cont to cap) £ 0.00 1
E31 - Community focused school staff £ 2523.08 F
E32 - Community focused school costs £ 1625.09 F

GeneraIDetaiIsl Income lExpendi'lurel Capital 1 Balances

/ [ | s || & cos |

Click on the Expenditure tab
In this picture you can see negative expenditure against lines E31 and E32.

113 - Donations and/or voluntary funds £| U.UU|

115 - Pupil focused extended school funding and/or grants £

116 - Community focused school funding / grants £'F
117 - Community focused school facilities income £ E
118 - Additional grant for schools £

GeneraIDetaiIsl Income lExpenditurel Capital 1 Balances

l [ Save ‘l & Close

Click on the Income tab
In this picture you can see negative income against 116.

Finally click on the Balances tab

B01 - Committed Revenue Balances £

B02 - Uncommitted Revenue Balances E| £

B03 - Devolved Formula Capital Balance E;

BOS - Other Capital Balances B[ e |-
BO6 - Community focused school revenue balances [ £ <

GeneraIDetaiIsl Income lExpenditurel Capital ! Balances

/ & save H & Close |
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This picture shows a balance in BO6.
This section is to make you aware that you may have an issue with the data.

If you do find that you have one of these issue please contact the helpline for
further information. There will be some adjustments that need to be made in
order that your data passes the Year End checks.

Writing Back Old Cheques
Please write back any cheques (over 6 months old) that are on your system.

To check if the reconciliation is showing any old cheques;

Click on >> Transactions
Click on >> Reconciliation
Select >> School Bank
Click on OK

School Bank

Controls

Late Group Invoice Mo, Gross Amount  Rec ES
4 FEB 2615 18@2570 CiE215392 S8 . 6E Nﬂﬂ

6’6 Group by
Fg sort

Print

3@ APR 2815 1@E345E 2698 275.88  NO

In the example shown both cheques should be removed.

e The first cheque number shows a U beside it, meaning that it was
unreconciled at the year end and was brought forward from the
previous yeatr.

e The second cheque number is over 6 months old and should be
reversed.

To remove these unreconciled transactions

Note the cheque numbers
Close Window
Click on Yes to the next message

In Enquiries

Find Record

Type the first cheque number into the reference box (the one with a U next to
it) and click on OK

Note the information about budget, analysis, net, gross and vat, the date of
the transaction and the invoice number.

Find Record, again

Type the second cheque number into the reference box (the one with a E
next to it) and click on OK
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ﬂ Enquiries
~

L2 |l

ESP Controls

|]<] First record

Woucher Ho.
Reference 100345 Ly
Skip hire 30/04/2015
Mett 22917
VAT 4553 | & | NOT Printed.
Gross 275.00 Sterling
Dte 30 4P 2015 1
User ADMIN | o Standard Transaction
PO No. NOT Reconciled
Iy Mo 2698 School Bank
Current Year Transaction

Note the period number.
Close the window

To reverse the first cheque
Click on >> Transactions
Click on >> Adjustments & Corrections

Click on >> Expenditure Adjust/Correct

Enter the information and click on OK
Select School Bank
Click on Yes to the next question.

Remember to close the window.

<] Previous record
D Mext record

[l Last record

L Locate records

M Find recard

To reverse the second cheque posted in the current year

The transaction was posted in period 1.
To reverse this cheque

Click on >> Transactions

Click on >> Adjustments & Corrections
Click on >> Expenditure Reversal

Enter from1to 1

Click on >> OK

7% Transactions 4

Adjustments & Corrections

Budget
[ ¥irement

:':sme : Select Period
BYErsa

[ Adjust/Correct
Expenditure SELECT PERIOD RANGE

[ Adjust/Correct

Accruals

Bank Accounts

|| Un-Reconcile ‘

ﬂ Auto - Reverse Transactions

Expenditure Reversal

(-7 sl

below and press "FReverse"

[ Find the tranzaction you wish to reverse, select it from the list

™ Group by Reference ]

-~
Date. Ref.

20 AFR 2015 100345

Highlight the line

Click on >> Reverse

Type Mett YAT Gross

Woucher Ho. 21524

\
-~
Budget. REFUSE Refuse Collection
Analysis. 203000 Refuse Collection
Account. a&C &4&C Skip Hire

[ Reverse
—p
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Click on Yes to the next message
Change the date to the original date of the transaction

Change the narrative to say Written Back instead of Corrected

ﬂ Auto - Reverse Transactions
Expenditure Reversal
Date.

Find the tranzaction you wish to reverse, select it from the list
20 APR 20135

7 =

below and press "Reverse” ™ Group by Reference

d

Ref.
100345

Hett

VAT

Gross

Select Date

|

DATE OF CORRECTION

30 AFR 2015

[skip hire 30/04/2015 — Written Back] |

B

DESCRIPTION

Cancel |

2

Click on >> OK

Purchase Orders

If you use system purchase orders please print the Commitment Summary.

Click on >> Reporting
Click on >> Transaction tab
Click on >> Commitment Summary

f Records

EGENERAL REPORTS
A1 transactions
Batched transactions
Future Postings
Purchasze Orders
Alternative Payee Transactions
Batch Number Report
Accruals Report

i g e

3 &UDIT REPORTS
Transactions not yet printed
‘ear End Statement
—_— Commitment Summary

Also please print the Financial Summary Overall Including VAT
Click on >> Financial Summary button

Select >>  Summary View
wtions Enguiries Financial Summary Period End Reporting System PManac
ﬂ Financial Summary
(Summaru Wiew | Overall Including YAT

Print

o Overall Including VAT
o Budget Summary

“r Transactions

Report O

Make sure that the same amounts are showing on the Commitment Summary
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(S T LT RA OE R udget Summary

(Summaru Yiew | Overall Including VAT

=

Total Expenditure Allocations 1441200, 79 Brought Forward 196065 57
Actual Expenditure To Date 1300529 . 54 Income 138007472
R Expenditure 1431195812
Orders Outstanding A 0.1 g Orders Outstanding A TS
Budgeted Expenditure Unspent 120331, 14 Carry Forward P
Nett Gross
Comfnitment Commitment
BT F TORS T ST felapma) puEs] Lpma)
ADMB10/STOCK v21.88 2 A
Total Commitment 20340.11 24109.54

If the figures do not agree, please contact the Helpline.

VAT

The system reconciliation as mentioned earlier includes a VAT
reconciliation section. Please see the link below.

The most common differences may be due to duplicate VAT claims which
have been submitted and paid. Equally differences can occur when
transactions are posted in RM Finance after the VAT Claim has been
submitted but before the system is rolled into the next period.

Differences are highlighted by completing full system reconciliation every
month. It will highlight any problems that have occurred during that month.

http://www.thegrid.org.uk/info/traded/financial/manuals/rm/#control

Inter-school Transactions
¢ No inter-school transfers of money should be made after 14™ March
between Hertfordshire Schools.
e If you receive income from another Hertfordshire School please ensure
that it is paid into your bank by the 14™ March in order that the funds
are cleared on the final March bank statement.

Checking Codes for Inter-School Transactions

It is important when receiving monies from another school, that they are
coded correctly. It is important to make sure not to over inflate income
especially when the other establishment is another Hertfordshire maintained
school.

Hertfordshire County Council had set up a number of codes that can be used
for this purpose.

01 700195 Transfer Funds to/from another HCC School

107 742005 Transfer Funds to/from another HCC School

© Herts for Learning 2014
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108

720801

Income from another HCC School for Services Provided

To check which schools, if any, you have received from during the year in RM
Finance

Click on Reporting >> Transaction Tab

r Records

aGENERAL REPORTS
11 transactions
Batched transactions
Future Postings
Purchase Orders
#lternative Payee Transactions
Batch Mumber Report
Accrusls Report

25 AUDIT REPORTS
Transactions not yet printed
‘ear End Statemnent
Commitment Summary

5] BANK REPORTS
Reconciled transactions

Make sure that

Scroll down the report to check for income where the income source is

another school.

1 f Transactions 1(

Ad-Hoc

W Custom 1

Report Options

[T Budgets
[ Internal Charges
[T Journal Transfers
[T Accruals ete.

\

{INCLUDE TRANSACTION TYPES ..

(FROM BANK ACCOUNTS .

[ Central Bank
¥ Petty Cash
¥ Schonl Bank

Income is selected
Short Report Format is selected

e Include Invoice
and run the report for the whole year.

is selected

PARENTS 728101 MUSICING 100053
PARENTS 725101 MUSICING 100093
HCLINC 722001 HCLINC HCLDEC
HCLING 72210 HCLING HCLDEC
SCHOOL 720801 FACINC 100085

{SHOW REPORT WITH ...
[¥ Gross Totals
[T Totals Only
¥ Short Report Format
[T Include Descriptions
¥ Include Invoice 7

[T search Criteria
[T Report Motes
\

(DESTINATION ..
= Printer
{% Screen

7 Page Preview

ADMIN IC 31 DEC 2015
ADMIN - INC 7 DEC 2015
ADMIN - INC 183 DEC 2015
ADMIN - INC 18 DEC 2015
ADMIN - INC 183 DEC 2015

264.00
-264.00
-3045.80
-75.54
-250.00

3

-1511 6

In the example, the very last item is income received from a school.

Check that the code used is one from the list.

Should you find an income from another school has been posted to an
incorrect code you should reverse the item and re-post using a correct

transfer code.

Details on how to reverse transactions are shown above in “Writing Back Old

Cheques” above.

264.00
-264.00
-3045.20
-90.65
-250.00

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

Helpline 01992 555713 Option 2

Or

email Y8 : fss.helpdesk@hertsforlearning.co.uk
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