Reports to aide School’s completion

of their Section16 Return
RM Finance

Guidance Notes

November 2005

Producing the Report
This guidance document details the steps required to produce these reports using the RM Finance System

Suppliers Report
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Click on REPORTING 
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and then RECORDS
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Select SUPPLIERS ONLY from Income Sources and Suppliers.  Choose Printer from the Destination menu then click on the Print button.

All Transactions Report
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Click on REPORTING 
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and then TRANSACTIONS
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Select ALL TRANSACTIONS from General Reports.  

In Report Options under the heading; Include Transaction Types, choose EXPENDITURE only.
From Bank Accounts choose School Bank and Petty Cash
Show Report with Gross Totals and Short Report Format
Choose Printer from the Destination menu
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Click on the Change Sort Order button
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Type ‘1’ in the Sort Order box next to the word Supplier and tick the Subtotal box

Click on the Close icon

Then click on the PRINT button.

Contact
Should you have any queries regarding this guidance document, please do not hesitate to contact Steffi Sandilands on 020 8820 7298.

Many thanks and good luck!

Steffi
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