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1. INTRODUCTION

The introduction of Bankers Automated Clearing Services (Bacs) payments is aimed at improving
the efficiency of payments to suppliers. The use of Bacs will avoid the risk of cheque frauds and
reduce administration time spent generating and posting cheques. In addition FMS6 will be able
to email remittance advices to payees.

Cheques are expected to be phased out in the future; therefore it is important that adequate
alternatives are in place. However, schools need to ensure that Bacs payments to suppliers are
made with consideration to the usual controls which are in place for cheque payments.

The procedures below apply to all Bacs payments, with the exception of those paid via payroll.
There are different methods by which Bacs can be paid so differing processes will apply according
to the method used. Currently the methods identified as suitable for use by schools are via online
banking or directly to Bacs with a school using their own BACSTEL IP software.

The following information identifies the rules and regulations that schools must adhere to if they

choose to adopt the Bacs system using Online Banking including Lloydslink Online Banking
(LOLI) and Lloyds Commercial.

2. GOVERNING BODY APPROVALS REQUIRED

The Governing Body must agree the use of a Bacs system within their school. Details can be
agreed by the Finance Committee and then be ratified by the full GB. This should be minuted
together with the Governing Body’s approval of the following before the application process
begins:
Key Personnel
e Who acts as the school’'s Approvers
e Who acts as the school's Payment Processor
e Who acts as the school’s Supplier Data Inputter
e Transaction limits
o Set transaction limit sufficient to cover salaries.
Please note: This limit will need to be agreed with the bank. Additional Bacs runs
cannot coincide with the 3 day processing period for salaries in order to prevent

exceeding the set limit.

The School Financial Management Policy and Scheme of Financial Delegation must be
reviewed to include the Bacs controls and procedures.

SEPARATION OF DUTIES — Payment Processors cannot be Approvers and it is recommended
that they do not act as the Supplier Data Inputter. For small schools a separate process is
permissible, see Annex 15. Arrangements should be in place to ensure the payment function can
continue during staff absences.
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OVERVIEW

Invoices are processed as usual and a Bacs run can be generated by the school’s accounting
system (FMS in most Hillingdon schools). Following this there are two levels of authorisation
required. In this way schools can ensure there is separation of duties to replace the two
signatories currently required on cheques issued by schools.

Once authorised the route of the payments is as follows:

BANK

< Bacs

SUPPLIER

BACS ONLINE BANKING PROCESSES

The school should approach the bank they wish to use and complete necessary applications once
Governor approval have been agreed and minuted.

SMART CARDS, READERS and PASSWORDS

Banks may issue smart cards and/or readers to each individual Approver and Submitter (the
Payment Processor is the online payment Submitter). They will be given some of the following
depending on which bank system is used: username, password, customer ID, pin numbers and
activation codes.

Care should be taken not to divulge personal pin numbers, activation codes or passwords to
ensure the security of the Bacs transmission. Where possible passwords should consist of a mix
of numbers and letters and should be changed regularly.
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ROLE OF THE SUPPLIER DATA INPUTTER

The Supplier Data Inputter would normally be a member of the schools administrative or finance
staff.

The Supplier Data Inputter is responsible for inputting supplier’s banking details on FMS6 which
include:

Supplier's bank name
Supplier’s bank sort code
Supplier's Account Number
Supplier's email address

Suppliers’ names and addresses can be exported from FMS for cutting and pasting onto letters
requesting this information and the method is shown on Annex 8. If this proves problematic an
alternative option is collecting data from paid invoices which generally will detail the bank
information required.

Any changes to this information should also be made by the Supplier Data Inputter. The source
documents from supplier should be used for checking and initialled by a second member of staff.
Checking is required because if the wrong information is entered and payment is made to the
wrong account, the school is liable for any resulting losses. The source documents should be kept
on file in a locked cupboard and the information should be treated as confidential. They effectively
becomes the bank mandate for paying the supplier. It is recommended that ad hoc checks are
made on the supplier information regularly using a FMS audit trail report of supplier data changes.
Details on how to produce this report can be found in Annex 13.

Instructions on how to set up access for the Supplier Data Inputter on FMS6 can be found on
Annex 6.

When a Bacs run is processed on FMS the report produced will display which FMS6 user last
changed the bank details for each supplier on the run.

ROLE OF THE PAYMENT PROCESSOR

Payment Processors would normally be the school’s finance staff. Payment Processors process
invoices on the schools accounting system, prepare Bacs runs ready for approval and are
responsible for submitting Bacs files online.
The Bacs Payment Processor should:

e Carry out usual checks and procedures on invoices

e For payments to individuals follow employment status checks

e Ensure normal controls are applied to Staff reimbursements which can be paid by Bacs

e Enter invoice details onto school’s accounting system
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e Ensure that enough funds remain in the bank to cover other payments including direct
debits due to be paid between the date of the Bacs run and the actual Bacs payment date

e Prepare Bacs run (see Annex 9).

e Import the Bacs run onto the online banking system and set a payment date which allows
sufficient time for Approvers to approve the payments. If any Approver misses this date the
run will have to be cancelled and reimported

e Place both the FMS and bank Bacs run reports together with all invoices and supporting
documentation in a folder ready for approvals. Invoices should follow the order of the Bacs

run report to enable easy cross referencing and checking by the Approvers

e Ensure paperwork, including FMS and bank reports, is passed to Approvers allowing
enough time to meet Bacs processing date

e Cancel Bacs runs for that are rejected by Approvers and reprocess as necessary

AFTER APPROVALS

The Payment Processor is the “Submitter” on the online banking system

On receipt of authorised paperwork submit Bacs payment using online banking

Email or print remittance advices for suppliers

Reconcile bank statements to Bacs payment runs

Once reconciled with bank statement, delete Bacs files from archive folder.

ROLE OF THE APPROVERS

Approvers would normally be the cheque signatories and would be issued with a smart card each
for the Online Banking system. The number of Approvers required should be the same as the
number of cheque signatories required by the school.

Approvers should:

e Check the documentation and authorise the certification stamp on each individual invoice.

e The online bank report must be kept confidential it contains bank details of suppliers
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e Check on the FMS Bacs run report that all suppliers’ bank account details were last
changed by the Supplier Data Inputter, whose FMS identification initials will show on the
report

e Check that there are sufficient funds in the account for the payment to be made by
checking remaining balance is positive and sufficient to cover the Bacs run payment

e Cross check suppliers and amounts to be paid on invoices against the FMS and online
bank reports and confirm that each individual payment should be made (i.e. by ticking
reports)

e Once checked, the reports should be signed and dated to show authorisation

e If any changes are required, then the reports and attached documentation should be
returned to the Payment Processor for reprocessing

e If all is in order then Approvers use their smart card to approve the Bacs run on the online
banking system

e More than one file should not be available for approval.

CONTROLS

ONLINE BANKING

e Employees may only log onto online banking systems from the school and not from remote
locations

e Only payments which have been generated through FMS can be made on the online
banking system

e An authorised signatory must compare and sign the FMS payment schedule with the online
system payment schedule

e Online system users must not share user names, customer IDs, passwords and PIN
numbers — this control is vital to ensure that no individual can both make a payment and
approve it in the online system. This ensures separation of duties and the essential system
controls which safeguard the funds in the school bank account

e Any member of staff who resigns should have their online banking access removed
immediately

e All transactions in the online banking system can be traced back to the individual who
made them. Schools must emphasise traceability of all transactions to individuals with
online banking access
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e Regular bank reconciliations should be carried out to ensure the correct Bacs payments
have cleared through the bank. Schools have access to online banking which enables the
balance to be checked soon after transactions have taken place.

e Lost cards should be reported to the Finance Manager/Bursar and bank immediately and
the loss recorded on a lost card report form (see Annex 12).

.SCHOOL COMPUTER NETWORK

e The folder holding Bacs files ready for uploading should have access restricted to the
Payment Processor only.

e Periodic checks should be made on any changes made to supplier details on FMS. This is
to ensure that only the Supplier Data Inputter is making these changes. See Annex 13 for
details on how to generate this report

e All FMS users should be made aware that an audit trail of changes is maintained by the
FMS system.

RECORD KEEPING

The supplier information source documents should be retained and treated as confidential as
should the online bank reports. Authorised Bacs run reports and all invoice documentation should
be retained and filed.

Invoice Fraud

Extra care should be taken where requests are received to change bank details for regular
suppliers. Schools should have a system in place to confirm ANY changes requested back to the
supplier by a known and different communication channel to check the request is genuine so that
fraud is prevented. The steps taken should be documented on the change request. Vigilance is
key and periodic testing of procedures is best practice.

SELF-EVALUATION

e An order is raised (where possible) prior to payment of the invoice
e There is an adequate separation of duties
e System access to Bacs files is restricted to the Payment Processor

e The set up details (sort code / account number / supplier name) agree to the
documentation provided by the supplier and ad hoc checks are carried out

e There is evidence of checking the bank balance and signed authorisation of the payment
by the Approvers before the Bacs file is submitted.
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ANNEX 1

SCHOOL FLOWCHART

OBTAIN
GOVERNOR
APPROVALS

SET UP FMS6 READY
FOR Bacs PROCESSING
Annexes 2, 3,4,5&6

COMPLETE
BANKING
APPLICATIONS

INPUT SUPPLIERS’
INFORMATION
Annex 7

INPUTTER

. PROCESSOR

1ST CHECK
DOCUMENTATION
AND AUTHORISE

APPROVERS

2NP CHECK
DOCUMENTATION
AND AUTHORISE

ANNEX 2

Guidance to Schools on Financial Management - Appendix 15
Schools Finance Team — L B Hillingdon — July 2020
Page 8




SETTING UP THE BANK ACCOUNT ON FMS FOR BACS

The following information is intended to give a guide to the processes involved in setting up the

BACS system for the first time.

SETTING UP THE BANK ACCOUNT

Tools
General Ledger Set Up
Tab 5 Ledger codes

O O O O O

Click on edit button

The Account Code defaults to
zero. Only a small number
banks

use this code field

For online banking the
Bacs File

Bacs user number needs
to be a dummy number
e.g. 999999

Highlight bank ledger code from which Bacs payments are to be made

Ledger Code Definition Ié
Ledger Type |BankAccount |
Code [Bro1
Description |BankAccount |
Ledger Graup [Bank & Petty Cash |
Account Mame |BankAccount |
Account Mumber [o1177112 |
Account Code El
EEEEEE |
A
T4 A\ |
\
ension | \ | |:| User Defined
* \
BACS File Type |B—‘-‘-—C52 |BACS S\andard 15 - Excl. Headers Trailers|
d | \
Debit Card Details Card Mumber | Card Hol§er Expiry Drate | Active El
1 \
/ \ \
L 1

The Bacs bureau number
Extension is

needed for banks that
require Bacs files in a
format other than the
default format. For Lloyds
Commercial Banking,

tick user defined and
enter CSV. For any user
still using LOLI this can be
left blank

needs to be left blank for
online banking

Bacs File Type depends on
the format required by the
school's bank. For Lloyds
BACS2 should be selected
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ANNEX 3

CREATING BACS FILE FOLDERS ON COMPUTER SYSTEM

The Bacs run file needs to go to a folder on the computer so it can be selected for upload to the

online bank system.

CREATION OF BACS FOLDER:

Go to “My computer” and follow the route:

o Simsroot / SIMS / Transfer / Out

(Please note that the drive in which Simsroot can
be found can vary at different schools).

Click into the Out Folder then select

o File
o New
o Folder

Right click on new file
Select rename
Overtype New Folder
With Bacs

O O O O

File  Edit

Ve

Fawvaorites

Tools  Help

OBackva 'ﬁ'

/.' | Search

address

|5 e simst Transfer

..........

& Transfer

File Edit ‘iew Favorites Tools Help
& Folder
@ Shortcut

Create Shorbeut

LY

Delete
REMAME

a Briefcase

.j Bitmap Image

7 Orade Discoversr Document

lﬂ_’] Microsoft Word Document

E'_] Microsaft Office Access Application
@ Microsoft PowerPoint Presentation
r;;_] Text Document

Properties

Close

4| Wave Sound
@_] Microsoft Excel Workshest
2] Compressed {zipped) Folder

File

Edit

Wiew  Faworites  Tools  Hi

GBack - \_J E 1]-

7 ) sgarch

address

) WHsims) Transfer Outk

There is a risk that this Bacs file could be uploaded more than once and payments duplicated so it
is important to create a sent folder for archiving used Bacs runs.

Once a Bacs file has been uploaded to the bank by the Payment Processor, the file needs to be
put into a sent or archive folder (see next page).
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CREATING A SENT BACS ARCHIVE FOLDER

& BACS

File Edit ‘“iew Favorites Tools  Help

Gﬁack - \_F:J - ljr

Address |7 Wsims) TransferOutiBACS

K.jSearch i Folders = B

0y HEST4IE 5
133 File

TEST416.055
033 Fil=
1 KB

Go to “My computer” and follow the route: as shown on the out directory box on
o Simsroot / SIMS / Transfer / Out / BACS

& BACS

File Edit Wiew Favorites Tools  Help

Then select T TR S
_ k73
Create Shorbcut @ Shortout -
(@] F||e Lizlats £ EBriefrase
P .j Bitmap Image
o New Froperties o
= ] Oracle Discoverer Document
o Folder Close 8] Microsoft Word Document

E_"I Micrasoft Office Access Application
f-"i] Microsoft PowerPoint Presentation
r._;j Text Document

|| Wave Sound

E_‘] Micrasoft Excel Waorksheet

[£] Compressed (zipped) Folder

& BEACS

o Right click on new file File Edit ‘iew Favorites Tools

o Select rename
o Overtype New Folder e . AN .
o With SENT BACS FILES Back ~ i&d l.‘.ﬂ

Address |5 Wihsims) TransferOutl BACS
'_’J BEMT BACS FILES:
1

The access to these files should be restricted to the Payment Processor please contact
your IT support to arrange this.

¢ ]
P Search

Guidance to Schools on Financial Management - Appendix 15
Schools Finance Team — L B Hillingdon — July 2020
Page 11




ANNEX 4

SETTING UP PARAMETERS FOR BACS PROCESSING ON FMS

o Tools
o Accounts Payable Parameters
o Tab 4 Cheque Layout / BACS parameters

.
Accounts Payable Parameters Iﬁ
(l: Order Header Tg:Order Print Details Ti: Authorisation Slips
4: Cheque Layout / BACS ParameiersTi: Deliveries Tg: Email pdf Orders
|:| Page Eject to Advance to Mext Cheque o AT L ik
Print the words "Cheque MNo." B e
Print Section Separators b
FEEEEE HE
Print Address on Advice Slip — s
CHEQUE ELEMENT POSITIONS i e PPy
E LR
Element et e
[Payee Name = L e i
[ e
| 4 Inches <> Centimetres ‘ SIMS Bank Fle —
Arw Town , Any Fiaoa, Aryshono O 4LU
Diake: 2210 TA2015
From Top Margin 978 e —— M:m;:m&mm::wgdi 3933399337
R T T EE——
From Left Margin 0.27 [ N A — :..-' . E .............
opATT e MmO 177U TAR
Reset Defaults Test Print
BACS 1D Code Days kept m Print Remittance Advice
@ Plain Stationery
Out Direct CASIMS TRANSFER\OUT\BACS R||Ea| <> Pre-printed Stationery

=/ \\\wm

For online banking a dummy Days Kept doe Mask Bank Account

Bacs ID code should be entered not affect the and Audit

i.e. BAC,123 or ABC online banking boxes should be
process ticked

Please check with your IT support to check the "Out
Directory" which should be on a secure area of the network.
This is where the Bacs file is sent ready for uploading to
the bank’s online system.

By ticking the Mask Bank Account box any bank details would be hidden on print outs (i.e. in a
similar way to debit/credit receipts where stars are displayed instead of card details).
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ANNEX 5

SETTING UP FMS FOR E-MAILING REMITTANCE ADVICES

This needs to be set up prior to filling in supplier details if you wish remittance advice to be sent
directly to suppliers. The remittance advices are sent in PDF format.

o Tools
o Establishment Details
o Tab 5 Email Set Up
o Edit BACs eadvices (88 Wointin Servers _ ==
Consult with your IT support to Server Purpose BACS eAdvices
enter mail server, port number, Mail Server | |
username and password.
P \‘-I>F‘ort Mumber
Use STARTTLS Encryption O
Requires Authentication |:|
Username | |
Password | |
EMAIL SETUP
It is advised that a “do not reply _ _
n - Return email Address |Donotreply@lgflmau.org.uk |
email is set up
Subject Line |Bacs|Paymer1tfrcum Green Abbey School |
The message W|” be received Message (Body) You should shortly receive payment from Green Abbey School via
i > EBacs payment to your bank account, The attached remittance
by the Suppller. advice provides the details of the payment(s) being made.
Keep Remittance Files
Test Mail Server Setup |
Save Cancel Help
b 1

To keep a copy of the PDF
generated file tick this box. When selected every PDF file is saved in a Remittance folder in the
Out Directory which was set up in Annex 4.
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ANNEX 6

DEFINING ACCESS RIGHTS FOR SUPPLIER DATA INPUTTER

Access rights can only be defined by the system manager for your school on FMS

o Tools
o Manager Users

anage Users

UserID Mame Cade Can login | == @
puthorise ____________juthorse | ¥ by
Enter Enter ENT vy E
EnterandAutharise EnterandAutharise EAA 1('
FISReviewer RWR

Read Read REA vy

sysman System Manager SYS v"

Userl Userl s1 vy
Userdefined Userdefined upl -y('

-
| Change Passward... | | Access Rights..,

jl/CIick on plus button

i p—— -
x
, o Enter details for supplier inputter
UserID |J Janes | o Create
User MName |SL||3|3Iier Data Inputter] |
1
User Code I:l
e
I
rS[MS FMS Module l-"—]
| Are you sure you wish to create a user for Supplier Data Inputter
o Yes

Yes | MNo |

g
-
| )
-

Set Password For User “fmscivic_Supplier Data Inp ﬂ

o Enter password

Enter Passwaord

Re-enter Passward

Minimum Length 6 Characters

Save

Cancel Help

o Save
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Choose Supervisor Defined Button

Select magnifying glass _— |

Access Level for J Jones

User Defined Access Level Browse

I

User Defined Access Level

g |,

I

Input Access Level Description “Supplier—

Inputter”

Click on magnifying glass

! Initial Access Level Browse

| %

Loaking far

Description

Mo Access

=

Read anly

=4

Authaorise anly

Enter and authorise

Supearvisor
EREG - Mo Access
EREG - Operator

{ [ = |

n=

Select Cancel

Help

Access Level for Supplier Data Inputter

S5

Finance Access

Equipment Register Access

<> Mo Access
<> Read Only
<> Enter Only

<> Authorise Only

<> Enter and Authorise

<> Supemvisar

<> No Access

<> Operator

<> Supervisor

<> Manager

\\Eombmed Access

r@ Supervisor Defined

/—r\

TET Centre Access

<> Restricted

Order Threshold

I Y
1

Save

——— —

klect plus button

User Defined Access Level Addition

Mew Access Level

"|SL||J|JIier Data Inputter

Initial Access Level

_/->|No Access

Create

o Highlight Enter only

o Select

Cancel

Help

Data
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User Defined Access Level Addition

Mew Access Level

|SL||:||:|Iier Data Inputter

| o Create

Initial Access Level

|Er1ter anly

reate

Cancel Help

User Delined Access Level Browse

Lser Defined Access Level

Lser Defined

(N[

Select Edit pencil

Access Rights For Supplier Data Inputter

I

Available Items
[Access Right =

AP Params - Auth Slips Edit

Apportionment Run

AR Book Close

4R Credit Note Autharise

AR Credit Naote Post & Print

AR Debtor Add

AR Debtor Edit

4R Invoice Authorise

AR Invoice Post & Print

AR Parameters Edit -

‘ i
) g
AP Params - chej Stat Edit :> Choose All AP Params iew

AP Params - PO Header Edit Farams - PO Heacler View
4P Params - PO Lines Edit <o Remave | |APParams - PO Lines View

4R Baok Add <3 Remove All | (4R Credit Nate Add

Chosen Items

3| Remove all existing access rights showing

AP Params - Auth Slips View

AR Book View

AR Credit Mote Cancel
AR Credit Mote Edit

AR Credit Mote Re Print
AR Credit Mote View
AR Debtor View

AR Invoice Add

AR Invaoice Cancel

AR Invaice Edit -

peate

Scroll down to Establishment Details View Suppliers view

Cancel Help Access Rights For Supj Data Inputter
Available ftems Chosen Items
Accass Right - Access Right

Salary Calculator Add Edit Delete

Salary Calculator View

Salary Periods Define C> Choose All

Salary Projections Run

SIMS .net Settings Ecit m

STMapping Run

Suppliers Define <3 Remove All

Suppliers Edit Catalogue

Suppliers Expart
Suppliers Import

Suppliers Search Catalogue

User Defined Reports Copy _I
User Defined Reports Create
User Defined Reports Delete -
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Choose the following access rights:

e Establishment Details
View

e Suppliers Define

e Suppliers Edit Catalogue

e Suppliers Export

e Suppliers Import

e Suppliers Search
Catalogue

e Suppliers View

e Users Change Password

e Users View

User Defined Access Level Browse

Access Rights For Supplier Data Inputter

Available Items

Chosen Items

User Defined Reports Create
User Defined Reparts Delete
User Defined Reparts Edit

User Defined Reports Expart
User Defined Reports Inport
User Defined Reparts Print

User Defined Reports Supervisor
User Defined Reports View

User Optians Edit

User Options View

VAT Periads Add _I
VAT Periods Delete -

& Access Right
> Choose

<p Remove

Users View

Suppliers Define

Suppliers Eclit Catalogue
Suppliers Expart

Suppliers Impart

Suppliers Search Catalogue

< Remove All Suppliers View

Users Change Passward

Update —_—

Cancel Help

I

User Defined Access Level

User Defined

N]

Manage Users x|
Liser ID Mame Code Canlogin 22 lil
suthorise Authorise AUT vy
Enter Enter ENT W |E|
EnterandAuthorise EnterandAuthorise EAA \/

FlMSReviewer RWR _I
Suppie Datamputter v ||
Read Read REA vy
sysman System Manager SV >y
Userl Userl us1 W
Userdefined Userdefinad o1 v -
| Change Password... | ‘ Access Rights...

Close

o Select
laccess Levelfordones x|

Finance Access

Equipment Register Access

g <> Mo Access

<> Bead Only

<> Enter Only

<> Authorise Only

<> Enter and Authorise

<> Supervisar

<> Mo Accass
<> Operator
<> Supervisar

<> Manager

Combined Access

o Save

‘ @ Supervisor Defined

Supplier Data Inputter ‘

&

Save

o Close
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ANNEX 7

SETTING UP A SUPPLIER FOR BACS ON FMS

A supplier will need to be registered as a BACS Payable Supplier on FMS

Select:

(@)
(@)
(@)
(@)

Focus

Accounts Payable
Suppliers Details
Tab 2 Additional

Enter supplier’s bank details:

1)
2)

3)
4)
5)
6)
7

Account No

Account Code - this defaults to zero. Should this be required, then the single digit code
should be issued by the supplier

Account Name - this defaults to the supplier's name in Tab 1 and may be edited.

Sort code

Bank Name

Branch Address, if known

Payment reference number (this is to identify your school’s payment to the supplier, it may
be called a customer account number, reference or ID etc)

Please note that Payee Details are ignored with Bacs processing so make sure Payee in use is
not ticked. If a payee is to be used please ensure it is their bank details that are entered.

Frs Supplier Details 1ol x|
1: Basic Tg:w Ti: Catalogue Tﬂ: Review TE: ePracurement
BAMK DETAILS PAYEE DETAILS

Payeeain Use

Account Ma. 12345578 [l payesin
Payment to

Account Cade | |
Account Mame |Be-:l-f-3rc|shi|'e Mewspapers |

Address
Sart Code 01-01-01
Bank Mame |HSBC |
Branch

Telephone | |

o | |
Payment — Contact | |
Reference Ma GAL23 |
BACS Payable Supplier D Canstruction Industry
email FDF Remittance Advice | |
e-mail Address CITReference
|in-:-:umef.€.'-l:ue-:l forcshirepaper.co.ul | Expiry Date I:l
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To enable Bacs payments to be made to this

Suppller t|Ck the “BACS Payable Supp“er” BACS F'a}ra]ﬂe S|_||:||:||ie|'

box. e-mail PDF Remittance Advice
e-mail Address

To enable remittance advice to be sent to : ~ -
incomeibeckfordshirepaper.co.ul

supplier tick “e-mail PDF Remittance Advice”

and enter email address given by the supplier

of their department that deals with income.

CHEQUE PAYMENTS TO BACS ENABLED SUPPLIERS

There may be instances where schools will still wish to send a cheque to a supplier instead of
processing a Bacs run.

This is possible, but for the supplier’s invoice to appear in cheque processing, the “Show BACS
enabled Supplidr Transactions” button must be ticked on the tagging screen as shown below.

10 x]

Laaking for View:

| N =] f Y
Sequence | @ Date R\ | | > Ascending @ Descending |
Cross;l
Year

1
\
Cheque Processing x|

Run Date  Run Mumber |[Marrative
Items for Payment

20/01/2012 000351
20/01/2012 000350
13/12/2011 000349 GPC Dec 2011
13/12/2011 000348 GPC

13/12/2011 000347
01/12/2011 000346

Bank Balance Current 549,648.25 Tagged Items 0.00  Mew 0.00

aguence | & supplier <> ID, supplier < Invoice/Credit Note Mo, <> Pay By Date

Show BACS enabled Supplier Transactions

Supplier Mame SupplierID Invoice / Credit Mote Pay By Auth Amount
Mumber of Cheques 1 Mumber| Aqua-Pools Ltad Q0000041 APLA3ISE 09,/09/2011 AUT @a2.41
Beckfard Coundil 00000014 005510 07/09/2011 EAA 150.00
Beckfardshire Mewspapers 0000011 BREI0ATE 03/09/2011 151 273.60
BEDS Electrical Distribution 00000013 Beds1017 09/09/2011 EAA 1,080.00
Browns Travel 00000031 123a 19/07/2012 |Us1 1,000.00
Browns Travel 00000031 123 ASAP 51 -156.00
Period 1 Order  BANKOS019 ‘ Selection |  Tag || unTagan |
| == Badk | | HMext | Cancel | Help |
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ANNEX 8

HOW TO EXPORT SUPPLIER NAMES AND ADDRESSES FROM FMS

If you wish to send a blanket letter to all suppliers to obtain their details for Bacs payments, names
and addresses can be extracted from FMS.

Go to Reports | Accounts Payable | Supplier Analysis | Supplier Information

Choose ‘Detailed Report’ and click on ‘OK’

Click on Export to Disk on right hand side of screen at the top

Under Export Options, choose ‘Full Report’ and under ‘Format’ choose Comma Separated Values format
(Csv)

Click on ‘OK’

Save file as ‘Supplier information’

Open Excel.

Click on Data tab

Then choose ‘from text’ and import ‘Supplier information.csv file by double clicking on the file

Choose ‘delimited’

Click on ‘Next’

Choose ‘Comma’

Click on ‘Next’

Click on ‘Finish’ and click on ‘OK’ to import data

On spread sheet the first line of the address shows in column A. The supplier name will be much further
along (say column R) and so will the postcode and contact. You may want to cut and paste these into the
appropriate columns or leave where they are. You may at this point, also delete all unwanted columns as all

fields associated with a supplier will be exported from FMS.
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SUGGESTED WORDING FOR INFORMATION REQUEST TO SUPPLIER:

To whom it may concern

................. School Supplier details request

We are planning to make all future payments by Bacs, so could you please forward your bank account
details to our finance department on company headed paper to (the member of school staff who is
inputting supplier bank info) and include the following details:

Your company or trading name / account name

Name and branch of your bank

Bank account sort code

Bank account number

Account Code (only if required for Bacs payments)

The reference number your company uses for this school’s account
An e-mail address for remittance advices

If you have any queries regarding the above, please do not hesitate to contact our finance department on
(phone number).

We would like to take this opportunity to thank you for your continued support, which is very much
appreciated and valued.

Yours faithfully
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ANNEX 9
PROCESSING A BACS RUN

PROCESS INVOICES

Invoices should be processed and the usual checks and procedures should be carried out:
o Use invoice certification stamp on each invoice
o Confirm invoice matches the order and record receipt of goods or services
o Ensure that the invoice has not been previously paid

o Ensure that prices and arithmetic are correct and accord with quotations, tenders,
contracts, or catalogue prices

o Ensure correct accounting treatment of tax
o Ensure that the invoice is correctly coded
o Ensure that discounts have been taken where available
o Ensure that appropriate entries are made in the accounting records
e For payments to individuals follow employment status checks.
e Staff reimbursements can be paid by Bacs and are subject to normal controls.
e Enter invoice details onto FMS or school’s accounting system by referencing the order and
noting payment against the ordered items, or inputting details of the invoice where there is no

order.

e Authorise the invoice on screen for payment.

Focus BACS Processing Edit Reports Tools Window Help

BA&S S 5 EE 8
CREATE BACS FILE N | @ & & W 5
ZE BACS Processing / EI@
A BaCS flle IS Created as fO”OWS: Payee Mame Amoun| tatus Remittance Creation Date i @
DC Maintenance Ltd
Select
o Focus =]
o Accounts Payab|e Psyment Details Run Date  04/09/2015 Cancelled on .
. Transaction Number Date supplier Total ey
O BACS PrOCeSSIng Invoice DC19195 07,/08/2014 DC Maintenance Ltd 579.00 F
o Plus button
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BACS Processing

TEST RUNS — It is recommended
that at least one test run is carried
out prior to the first payment being
made. This is done by ticking the |
“Treat the BACS run as a test :
button”. I

FIRST LIVE RUN - Itis also
recommended that the first “live”
Bacs payment should be made to
a supplier with whom there are
good contacts. Select a supplier

who will be able to feed back that

Bank Details

BACS User Mumber

Bank |Bank Account

I2Y

Account Mumber 01177112
sreroe [ i@

BACS

Processing Date

Sort Code 40-32-16

Run Marrative |

| << Back |

MNext > >

Cancel

| Help |

the correct payment and

remittance advice have been received. It is also recommended that for this first run, large

amounts are not processed.

Bank details are generated automatically (unless you have more than one Bacs defined bank
account for which you will have to choose the correct bank)

o Choose payment period

o Select processing date allowing sufficient time for approvals. This should be a date that will
not place undue time pressure on Approvers and should be a bank working day (i.e. not a
weekend or Bank Holiday). It should not be set for more than 31 days in advance. However,
the exact date of the run is governed by dates entered on your online banking system
not the date entered on FMS if the FMS date is missed it will not prevent payment.

o Enter narrative as Bacs [kl &
run and date Items for Payment

Bank Balance | Current 109.187.73 Taogged Items 38.60 New 109.149.13
O NeXt Sequence + Supplier 1D, Supplier Invoice/Credit Note No. Pay By Date

Auth |Amount

Supplier Name

Supplier ID  |Invoice/Credit No Pay By

The next screen will show the I CAPITA Group, The 00000021 | 256897 25/04/2009 [SYS 21.44
available invoices for | CAPITA Group. The |ooooooz1 9876543 |25/0472009 |SvS | 17.16 |
payment. Tag those which
are to be paid.
v
Period 12 Order  08BNKOOODDO2 Selection | [ Tag | [[unTagan]

o Select Next

[ 0 e I
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The summary of Bacs to be generated is then displayed.

i BACS P i _
@) CI'Ck on Bacs run rocessing

. Summary of BACS to be generated

report to print

re port Bank Balance | Current £2,315.70 Processing £78.00 New £2.237.70
Payee HName Supplier Amount o
GER Ltd Conzortium Stationers £23.50
The City Banking Financial Holdings Limited Fable Book Shop £5h4 50

| BALS Bun Heport I
=

o Note new bank balance on Bacs run report, to show balance has been checked and to provide
information for Approvers, alternatively print screen.

o PLEASE NOTE: this balance only shows the current ledger bank balance on the FMS system
and does not take into account any direct debits or bank transfers that may affect the bank
balance before the Bacs payment is made.

o Select Create, this screen will appear: I[ x|

If you require an audit printout of transactions
please enter a figure between 1 and 2.
If you do not require an audit report leave as zero.

Enter the number of Bacs run reports to be

printed options are 1 or 2. (| [
'= =
You are advised to create a back up file.
forsmsmoqne — |

\].J) BACS transmission file BAC3415,091 has been created in Wi\ 3IMS TRAMSFERLOUTBACS, ¥ou are advised to make a backup of this file now,

You will then receive confirmation of the Bacs run.

o OK x

L3
y BACS run completed paving 1 Suppliers for, 3 transactions, a total of 129,77
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@)

SIMS FMS Module x|

o Enter NO - Do not print at _
this stage (i.e. before approval :,:‘;,‘ Do you wish to print Remittance advice slips?
has taken place) this
instruction on FMS will email
remittance advices to Ves Mo |
suppliers and this should be
done at a later stage.

Place the Bacs run report together with all invoices and supporting documentation in a folder
ready for approvals. Invoices should follow the order of the Bacs run report to enable easy
cross referencing and checking by the Approvers

UPLOAD TO BANK

The Bacs run file is now ready for uploading onto your bank’s online system. Please follow your
bank’s instructions to upload the Bacs file and for approvals and submission of the file.

©)

Set a payment date which allows sufficient time for Approvers to approve the payments. If any
Approver misses this date the run will have to be cancelled and reimported

A report will need to be printed from the bank online system to accompany paperwork provided
to Approvers.

Lloyds Commercial Online instructions can be found in Annex 14 (please note these are
correct at time of writing and Lloyds does have a helpdesk for any queries)

Ensure all paperwork, including FMS and bank reports, is passed to Approvers allowing time to
meet the Bacs processing date.

Approvers should be provided with the Bacs guidance and it is recommended that they also be
supplied with your bank’s helpline number.

USING THE ARCHIVE “SENT BACS FILE” s e

After each Bacs file has been uploaded click and Z
drag the file into the SENT BACS FILES Folder.

zarch Folders | .:L') Es x n | Elv

’,] SEMT BACS FILES

e

By doing this after every upload at only one file
should be available for uploading to your bank’s online system. Once reconciled with bank
statement, delete the Bacs file from the SENT BACS FILES folder.
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APPROVERS REJECT BACS PAPERWORK

If any Bacs runs are rejected by Approvers then:

o cancel the run on the online bank system
o amend and reprocess as required on FMS (see Annexes 10 and 11)
o delete the file sitting on the school computer system’s Bacs folder.

AFTER APPROVALS HAVE TAKEN PLACE

Submit Bacs file on online banking system to enable payments to take place.
Generate remittance advices. On FMS select:

Focus

Accounts Payable

BACS Processing

Select appropriate Bacs file and click on print icon

O O O O

Fs Green Abbey FM5 SQL Server Database - SIMS FMS Module

Forus  BACS Processing  Edit Reports Tools Window Help

RALSED

B =] | \ [E5] e
A | E 9 s B E
F
Payee Hame Amount  Status Remittance  creation_date "@
v
BALS Run Repart
RunDate  21/0§/2012  Cancelled on
Payment Details
Cross A
[Transaction  Mumber Date Supplier Total Year @

lInvaice test320/6/12  20/06/2012 Browns Travel 400.00

FMS6 will email remittance advices to any supplier for which an email address has been
entered on the supplier details additional tab.

The system will print out remittance advices for posting to any supplier who does not have an
email address recorded.

All remittance advices are stored electronically under the SIMS file on the system and copies
can be printed, if required, for attaching to invoices and supporting paperwork.

Each PDF file will be named “Remittance_Advice_ NNNNNN_BBB.PDF”, where NNNNNN is
the supplier ID and BBB is the Bacs run number.

Alternatively record the Bacs run number on each invoice before filing
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ANNEX 10

HOW TO CANCEL A BACS RUN

Once a Bacs file is created it can be cancelled in the following way

o Focus
o Accounts Payable
o BACS Processing

Highlight Bacs run to be cancelled

Click on Cancel Bacs Payment Run Icon at top right of screen
N

-

il

AN
AW

X
/

| s ol
(]3] (1]

SIMS FMS Module x|

o Select Yes
\i\’/ Are vou sure you wank to reverse this BACS run, all transactions will be reversed,

Yes Mo |

I5¢

Cancel BACS Payment Run

o Enter reason Enter reason for BACS cancellation

& =

Invoices processed on this run will appear available for tagging on the next run.
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HOW TO CANCEL A SINGLE BACS PAYMENT

A single Bacs payment from within a run can be cancelled by selecting:

o Focus
o Accounts Payable
o BACS Processing

o Choose relevant Bacs run

o Highlight relevant payment Click on cancel button

A warning will appear requiring

confirmation

Then an explanation will be requested

The system will do the following automatically:

ANNEX 11

2| (3]

Payee Mame Amount Status Remittance creation_cate
Browns Travel 1,000.00 Unreconciled 25/06/2012
DC Maintenance Ltd 13,200.00 Unreconciled 25/06/2012 _I
bigicon Computs | 750 Umeconcied | W _psioeniz
Pembertons Bookshop 655.50 Unreconciled 25/06/2012 =
;’:y::t'?e:;‘i’l';” Loz RunDate  26/06/2012  Cancelled an
Transaction |[Mumber Date Supplier Total gr_rgas?s -
Invoice DaT12022 25/08/2011 Digicom Computers 1,237.90 F

-
4 4

SIMS FMS Module

Yes | Mo

\‘..:) Are yiou sure wou wank ko cancel this BACS payment,

]

ancel BACS Payment Run

|

Enter reason for BACS cancellation

Save

Caneel

tagging on the next run

e Ajournal will be posted onto the bank crediting the transaction

The invoice processed will now revert to the status “not paid” and will be available for
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ANNEX 12

Bacs Approver Smart Card — Lost /Stolen Notification

Cardholder Name

Department / Contact Number

Card Number

Date Lost/Stolen

Location Lost/Stolen

Brief Report of Circumstances
Lost/Stolen

Date Reported to Bank

Name of Contact at Bank

Date Reported to:

Schools Finance
Officer/Manager/Director or Bursar
or Business Manager

(School to complete this box with
appropriate title)

Give this form to the Schools Finance Officer as confirmation of your telephone call to the Bank
and retain a copy for yourself.
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ANNEX 13

EMS Audit Trail Report of Supplier Data changes

An audit report showing changes made on Supplier Data can be accessed on FMS via:

o Reports

Yiew . )
Financial Year |2I]1 1]

o General Ledger

o Audit User [ R
Audit Type
o Audit Trail S P O s Pasabie s Y
o Leave User blank
Audit Date [mml tol
o Audit Type -
Accounts Payable - -

o Audit Sub Type —
Supplier Details

This will list all changes made to the supplier details - but this does show bank account details and
sort code numbers so should be treated as confidential information. With this in mind it is
recommended that this report should only be viewed and not printed to help ensure security of
information.
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ANNEX 14

LLOYDS COMMERCIAL BANKING ONLINE PROCESSES

Checking Bank balance is sufficient to cover Bacs payment

o Go to the Commercial Banking Online home page:

https://cbonline.lloydsbank.com/PrimaryAuth/

LLOYDS BANK

'H‘ W Acoountsand balances  Manage papyments % Reporting v A Adfrminisiralion W

Workflow

heaing Allwork e lprn In Pand ing or Pand ing second aporeval phabey Frail you prg emibied tovies

Tihere weere o peswlis far this seach. Semch again™

Users

hming | s

Recands 4

o Log in with your credentials

o Select Reporting

o Select Balance and Transition Report and click on this report
o Select Posting Date

o Choose “between” to give dates for statement required. In order to check balance today’s
date is required as the end date.

o Choose the account required

o View results
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https://cbonline.lloydsbank.com/PrimaryAuth/

Uploading a Bacs file from FMS

From the home page:

(@)

@)

Select Manage Payments

Select Import Payments

In Format Section select CAPITAFMSBACS / FMSSIMS

Select Import

Debit Account Information — select Account Number required

Value date - select date for Bacs run to go out. The date selected needs to be at least 2
working days from the upload and approvals date, bear in mind the approval process and
make sure enough time is allowed for this.

Select the Bacs file exported from FMS, so select Choose File

Follow the file path to the folder I'\SIMS\TRANSFER\Out\BACS

Select correct file. Previous files should have been archived (see pages 10, 11 & 25 of this
guidance) but if not take care to choose correct file.

Select Import
Double-check the payment batch details against your Bacs report.

Log out using the log out button (otherwise you will be locked out of the account and will
need to wait before logging in again).

Instructions for Approvers

Go to the Commercial Banking Online home page:

https://cbonline.lloydsbank.com/PrimaryAuth/

Log in with your credentials

Select Manage Payments — depending on settings this may lead directly to the Bacs run, if
not:

e Select Payments
e Select Payment Management

Choose Bacs run to approve
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https://cbonline.lloydsbank.com/PrimaryAuth/

Select View and scroll down to Beneficiary Information. Check amounts against the
Bacs run report and invoices.

Select Approve once checks are completed

Log out using the log out button (otherwise you will be locked out of the account and will
need to wait before logging in again).

Sign Bacs run report
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ANNEX 15

SMALL SCHOOL ARRANGEMENTS

It is appreciated that the role of a Supplier Data Inputter is an ideal situation as it maximises
segregation of duties but this is not always possible in smaller schools. Here there will typically be
a Finance Officer who will be acting both as a Supplier Data Inputter and the Payment Processor.

Source documents

A file should be maintained which holds the hard copy of bank details for each supplier whether it

be copy invoice, letter or e-mail confirmation. This is effectively the bank mandate for the supplier.
Schools should have a system in place to confirm ANY changes requested back to the supplier by
a known and different communication channel to check the request is genuine so that fraud is
prevented. Vigilance is key and periodic testing of procedures is best practice.

Approver

The Bacs Run Report from SIMS FMS shows for each payment the date and by whom a change
to the Payee Bank Account Details was made. Generally these will be historic and will have been
checked by a second member of staff.

If there is a recent date change, the following steps should be taken:-

e Confirm the change was made by the Payment Processor and no other user

e Refer to the source document (Bank Mandate), check the change has been authenticated
correctly and second checked by another member of staff

e Check the Audit Report for further detail if clarification required

e If in doubt refer to the supplier for confirmation

N.B. Checking the bank details on an invoice to the details uploaded to the bank is not going to
assist in preventing internal fraud. Bank details need to match those that have been authenticated
and checked by another member of staff.
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