INLAND REVENUE SECTION 16 REPORTS

SIMS

GUIDANCE NOTES
November 2005

Inland Revenue Section 16 Reports – SIMS FMS6

Producing the Report

· Open FMS6

· Click Reports
· Choose the Accounts Payable option

· Choose Supplier Analysis
· Click on Inland Revenue S16 Report
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An Inland Revenue Section 16 Options box will appear in the middle of your screen.  To the side you will see a small box with a + in it

· Click the + sign
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A new box - Add Inland Revenue Period - will appear.  In the Start Date enter the beginning of the financial year (01/04/2004 for 2004/05) for which the report is required.
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The End Date will default to year end date.  Then click on Print.
Before sending the report to The Learning Trust, all fields must be complete, in particular the full address of the supplier given including postcode and a brief description of services rendered given.

To Update Suppliers Details / Services Rendered

· Click on Focus
· Choose the Accounts Payable option

· Choose Supplier
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Double click on the Supplier you want to update and amend the details accordingly
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LEA Reference.

Date Opened [1708/2002

VAT Registration No. [259-8461-13

Balance [0.00

Address  [Alexandra House
[Thormbury

Postcode [BS35 2NT

Delivery Code _Delivery Terms.

Account Number
Contract Number
Credit Terms

Credit Limit

days.

Min. Order [0.00

Order Method

Contact

Qe |

Telephone [01454 416600
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To enter ‘Services Rendered’,         enter a brief description in the ‘Service’ box.

                            REMEMBER TO SAVE
Steps to Ensure Suppliers Appear on Future IR Section 16 Reports
· When entering invoices, on the second screen, please ‘tick’ the Services box after you have entered the ledger code (the option is not available unless you          enter a ledger code)
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Please note – the ‘Services’ option is not applicable for codes E01 – E07

Submission

Once you have produced your report and the Head teacher has signed it off, please send it to:

Schools Support (Finance) Team

The Learning Trust

3rd Floor, Hackney Technology & Learning Centre

1 Reading Lane,

London

E8 1GQ

Should you have any queries regarding this guidance document please do not hesitate to contact Anton Ingham on 020 8820 7475.

Many thanks and good luck!

Anton
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