Month End Financial Reports

RM Finance

Guidance Notes

August 2007 
Introduction

Each month schools are required to submit the following Financial Reports to The Learning Trust by the 15th of the following month.

RM Finance Reports Required for TLT

Bank / Petty Cash Balances

Un-reconciled Transactions

VAT Reimbursement (EXP)

VAT Reimbursement (INC)

Governor’s Report

Budget Vs Actual Vs Committed (Financial Return)

Analysis Listing Report

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

Bank / Petty Cash Balances
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Click on REPORTING 

[image: image34.png]% the learning trust
the future for education in Hackney




[image: image32.png]% the learning trust
the future for education in Hackney



and then TRANSACTIONS
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Select BANK BALANCE from Bank reports and then select SCHOOL BANK under the heading SELECT A FUND… Choose Printer from the Destination menu then click on the Print button.

Repeat the above Process for PETTY CASH
Un-reconciled Transactions

To print this report click on Transactions
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and then select Reconciliation under the Bank Accounts heading from the list.

Highlight SCHOOL BANK and click OK
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This screen then comes up.
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Click on the Print icon

Choose Printer as your Report destination
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Click on the OK button

To Exit the screen click on the Close Window button under the Window menu.
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You will then be asked if you are sure you wish to close.

Click on the Yes button.
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Please ensure that your un-reconciled items are kept up to date. Anything on the screen older than 6 months should be looked into, and if necessary, credited or debited off.  Associated cheques should be cancelled with the Bank.  Schools may wish to issue a new cheque in these cases.

VAT Reimbursement Reports

Click on REPORTING 
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and then TRANSACTIONS
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Highlight VAT REIMBURSEMENT (EXP) from then VAT Reports menu

Select the Period Range
E.g. From 7 to 7 (For October)

Include transactions from SCHOOL BANK and Petty Cash (Leaving Central Fund or School Fund blank if you have this option)

Select Printer from the Destination menu.

Click on the PRINT button

Print the same report for VAT received by highlighting VAT REIMBURSEMENT (INC)
Do not include Petty Cash in this report.

Governor’s Report

To print this report click on REPORTING 
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and select Transactions
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Highlight Governors Report

from the General reports List

Tick the Report Notes box

Type in the report title: Financial Return – Month and Year
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Then Click OK.

Choose Printer from the Destination menu then click on the Print button.
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Budget Vs Actual Vs Committed Report

To print this report click on REPORTING 

[image: image15.png]RM Finance
File Edit 2001/2 COLVESTON Systern Manager

Rotort|| A e REBEOND © || e | Db, |[rm . B .| [6E

17:06





and Select RECORDS
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Highlight Budget Vs Actual Vs Committed and then tick Report Notes
Type in the report title: Financial Return – Month and Year
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Click OK
Choose Printer from the Destination menu then click on the Print button.
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Complete the report selection box.

Choose Show Full Detail and With % Budget Spent
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Click Print

Select Current Budgets in Budget Selection
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Click OK
Analysis Listing Report

To print this report click on REPORTING 
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and select RECORDS
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Highlight Income and Expenditure under the Income & Expenditure Analysis Menu, select Printer as your Destination and then click on the Print Report button.

In the Analysis Code Reporting Options screen

Tick the boxes for
Sort and Subtotal by Analysis Sort Key?




Show Full Detailed Reports




Start New Page for Income and Expenditure
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Then click the Print button.

Submission.

Once you have produced your reports and the Head teacher has signed off the Bank Reconciliation and VAT reports, please submit by the 15th of the following month to:

Schools Support (Finance) Team

The Learning Trust

3rd Floor, Hackney and Technology Centre

1 Reading Lane

London

E8 1GQ

Closing The Period.

Once you have completed your reconciliation and produced your set of monthly reports for submittal, you will need to close the period.

Click on Period End.
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Then click on Run Period End.
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You will then be asked a series of questions.  Please ensure that you have completed each task before you click on the Yes button.  If you are unsure, click on the No button and return into the main system to check your work.

[image: image26.png]RM Finance
File Ediit 2005/6 LONDON FIEL

Finance

End 2lx]

Fer e -

Move from Period §
to Period 6

Mstart| | e WEEONE 2

| Brb... | 2sea... | @rm 3

2%E 1145




Once you are sure click on the Yes button.

Click on the Yes button to print this report.  
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This report should be filed with the School’s reports and not sent to The Learning Trust.
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Click on the Yes button to continue with the closure.
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Click on the Yes button.

Ensure that you have taken TWO copies of your back up data, as one should be stored off site in case of unforeseen emergencies.
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Once you have done this click the Yes button

Your system will automatically update.

You will then be shown this screen
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Click on the OK button to complete the process.

Contact.

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

Many thanks and good luck!
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