Private funds — use of SIMS FMS

In the first instance contact should be made with SIMS support to install a
second FMS Private fund database which as part of the school licence is free
of charge. Consider what cost centres need to be set up by reference to the
existing accounting structure. Examples could include the following:-
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An example of a typical structure

Bank Interest
School Uniform
School trips
School journey
Charities

Book fayre
Fundraising
Library / Books
Shop
Unallocated
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Where a single cost centre is used for a particular purpose then the
Cumulative Expense Analysis report can be used to obtain a breakdown of



income and expenditure. Alternatively, separate cost centres for expenditure
and income can be created. The advantage here is that the totals can be
seen at a glance.

Consider what ledger codes are to be used and which codes need to be
linked into particular cost centres:-

o The same ledger codes as used in the main FMS module
o A new simplified set based on common usage

A typical list of simple ledger codes:-
Income

Other fees & charges
Donation income
Shop sales
Commission income
Bank interest

School trip income

0000 D Do

Expenditure

Entrance fees & charges
Transport charges

Book fayre expenditure
Donation expenditure
Consumables

Bank charges

Payment to main school

OO000D oD

Petty Cash

If this is required then a Petty Cash ledger code needs to be created

Once the structure is set up you will then need to pass an Opening journal to
reflect the ledger balance brought forward from the previous accounting
system.

Goto

o Focus
o General Ledger
o Manual Journal Processing

o Click on E button
o Select Opening Balance option

This journal can be passed at any time within the first accounting year only
when a new FMS module is opened.
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bbb This wizard will take you through the process of manually entering a Journal
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bbb First, select the type of Jlournal you wish to create
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Select FD ledger code and credit the amount of the Bank ledger balance
(N.B. this may not be the same as the statement balance from the Bank)
so that the same value is debited to the Bank ledger code.

E.g. if your balance brought forward from your old excel system was £6,000
you would enter

FD credit £6,000
Bank debit £6,000

This journal assumes that all cheques drawn on the previous accounting
system have been cleared by the bank and receipts are credited to the bank.



However, in the actual bank account, the balance may be different due to a
timing difference of cheques being presented and receipts being deposited. If
this applies then please refer to Appendix A.

When completing the first bank reconciliation, the opening balance will show
nil, the opening ledger balance will correspond with the journal passed above
and the receipt entitled ‘b/fwd balance from old accounting system’ will be
brought down/reconciled to reflect the balance appearing on the bank
statement.

Now that the structure is set up and journals passed reflecting the correct

balance, an expenditure budget can be set up on appropriate cost centres
and ledger codes where there is a surplus or where expenditure has been
made and income is expected, then an income budget can be applied to a
cost centre with income ledger codes.

Once completed

Goto
o Focus
o Budget management
o Fund Allocation

You will now see figures that look like the following

e CFR
= Apportionment

is nil as CFR
system is not

‘Allocation’ is used

balance b/fwd

from old

accounting

system

generated by

opening journal

Reserves
Budgeted total T —— should be nil
is the same as i e e ST
‘Allocation’

You are now ready to use FMS in the usual way.
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If you have unpresented items, you will need to set up a ledger code entitled
‘Outstanding cheques as at 31/xx/201x’ and/or another named ‘Outstanding
receipts as at 31/xx/201x’.

Goto

Tools

General Ledger Set up

Tab 5

For outstanding cheques select Liabilities as type and for outstanding
receipts select Assets

o For ledger group select Control Code

00000

‘Outstanding cheques as at 31/xx/201x’
Goto

a Focus
o General Ledger
o Manual journals

o Click on E button
o Select Cash Book
o Credit the new ledger code with the value of the outstanding cheques

The Bank ledger code will automatically be debited with the same value.
Bank Reconciliation

When a cheque is presented for payment which is from the previous system
and is presently held in the Outstanding cheque balance you will need to take
the following action

Goto

a Focus
o General Ledger
o Manual journals

o Click on E button

o Select Cash Book

o Enter the actual cheque number in the bank reference field so that it
will appear in FMS for reconciliation purposes

o Debit the Outstanding cheque ledger code

The Bank ledger code will automatically be credited with the same value.
This will allow you to reconcile the cheque(s) in the bank.

‘Outstanding receipts as at 31/xx/201x’



Goto

a Focus
o General Ledger
o Manual journals

o Click on E button

o Select Cash Book
o Debit the new ledger code with the value of the outstanding receipts

The Bank ledger code will automatically be credited with the same value.
Bank Reconciliation

When a receipt is presented at the bank which is from the previous system
and is presently held in the Outstanding receipt balance you will need to take
the following action

Goto

a Focus
o General Ledger
o Manual journals

o Click on E button

o Select Cash Book

o Enter the actual receipt number in the bank reference field so that it will
appear in FMS for reconciliation purposes

o Credit the Outstanding receipt ledger code

The Bank ledger code will automatically be debited with the same value. This
will allow you to reconcile the receipt(s) in the bank.

N.B. For the first reconciliation you will need to pull down the ledger
balance, the amount of journals for unreconciled cheques/receipts and
the individual amounts for cheques/receipts as they are presented.

Appendix B
Setting up Petty Cash




Step 1
Go to

a Tools

O

a Click on i button
a

General Ledger Setup
[g: CrCentre Le Ledger Code Definition Wizard

1 Fund Codes

The following information is needed to create a new Ledger Code:

Select the type of Ledger Code to create

pings
pdes

General Ledger Set Up and select Tab 5 Ledger Codes

<< Back Mext = » Cancel | Help

Select
Petty cash

. -]
:

[ & C/Centre Le Ledger Code Definition Wizard x|

1: Fund Codes

The following information is needed to create a new Ledger Code:

Select the group to which the new Ledger Cade belongs

[a)

pings
pdes

Click on
next

<= Back Mext = > Cancel

| Help ‘

Save

Select
Petty
Cash




: Fund Codes

The following information is needed to create a new Ledger Code:

Enter a news code

P02

Do

P
5

Enter a news description for the Ledger Code

‘Petty Cash|

A

Enter new
code and
description

Save

<= Back Finish Cancel Help

Step 2
Goto

o Tools

o Books and select tab 2 ‘Petty Cash Folio Books’

Define Books

1: Order Books

Tg: Petty Cash Folio Books

1 Ti: Cheque Books

\

Click on
Finish and
then Save

Frefiz  Start

CENT 1
9ELEA 1
9E0RD 1
99LEA 1
S90RD 1
EANEK 1
EAMK

End

100
999339
999333
999399
993399

1000
2000

Mext

b [~ o[l — |

86 Open Central

10 Closed Central

63 Closed Bank &Account

11 Clased |Central

98 Clased Bank Account
1000 Closed Bank Account
2000 Closed Bank Account

Status Payment Source

Default ¥ML Order Boak

I Y

\

Click on
Tab 2

Sawve

Define Books

|

1 Order Books

Tg: Petty Cash Folio Books

T}: Cheque Books

Prefix  Start

P00
PCOl
P03
P04
P04
P05
PCOE

1
1
1
1

101

Mext

Status

100 60 Closed
100 100 Closed
10 & |Closed
100 100 Closed
200 166 Closed
200 165 Closed
400 134 Closed

-

||
=

B3

Click on
‘+’ symbol

Save




1 Crder Books Tg: Petty Cash Folio Books

T;: Cheque Books

X
. —— Enter Ledger
pret «—T | Code and
Start Number 001 to 999 to
deflne a
prefix for your
book

Step 3
Before using Petty Cash for the first time
Go to

o Focus

o General Ledger
o Petty Cash and go into Petty Cash Processing

[ R [ttt | e " 2 w — wm s =
=
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty Cash [ $——zg | 0.0

Looking for Wiew

Click on
browser

E

<> Trans. Mo, ||<>Astendmg @ Descending |

Y,

‘AH transactions

SequEnce ‘ <% Date

Amount

Trans. Mo,

Description

Date

il 4 T Member

29/0472013 00000553
28/04/2013 00000552

125.00 Reimbursement of purchase of food CG
-500.00 Top Up petty cash

-
Expenditure highlighted
s Petty Cash Processing o |m] 3
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty casn =] 303 | 0,00 SeleCt
Looking for Wiews
il transactions correct
sequence [ G Date rTrns.o, || < Ascending 4 Descending | Pett CaSh
Petty Cash Account Browse x| y
Date Trans, No. |41
05/06/2013 00000554 COde
Petty Cash Account Funding Source CashInHand Unposted Exp =
29/04/2013 00000553
0472005 0000552 Petty Cash Bank Account 33303 0.00
Petty Cash Lloyds 0.00 0.00 L
»

Expenditure highlighted /




= ruuuuaas s st o | REM W T oae = m Y e
w5 Petty Cash Processing -0l x|
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty Cash &l | EEERE | 0.0
Looking for Wiew
@ |AII transactions qu
sequence [ @ oate O rams. o, || < e S ] Select the
e a——— et Ly Cash Acco
Diate Trans. Mo, Al Afunding source must be defined before use, | Correct
05/08/2013 00000554 T 5 R — a o et o I b k
Ped Cash Acci gase sele & funding source for pe’ cash accoumn
29/04/2013 00000553 i ‘ an
Petty Cash Lloyds
20/04/2013 00000552 Petty Cash iy b nt
Petty Cash Loy L aCCOU
Funding Source Balance d
I T
Expenditure highlighted Select c
e o] i

Petty Cash Acco

Date Trans, Mo, &)
05/05/2013 00000554
Petty Cash Acce
297042013 00000553
Petty Cash

29/04/2013 00000552
Petty Cash Lloy

Sequence | <& Date <> Trans. Mo. F Funding Source Browse

Il
Petty Cash Account Zash In Hand Unposted Expenditure
[Petty cash al 33308 | 0.00]
Looking for Wiew

@ |Alltransactiuns HQ‘

A funding source must be defined before use,

Please select the funding source for petty cash account
(Y P module

:\.’/ Assign funding source to petty cash account 7

e -

]

Select
Yes

i

The screen will now look as follows with Cash in Hand and Unposted

Expenditure

A I |l 8 ¢« & ¢ = | @ 9 &
e

Petty Cash Account Cash In Hand Unposted Expenditure
[Petty Cash Lioyas el | oy | 0.00]
Looking for gy

@ |Alltransact|nns ”Ql
SEqQUEnCE | @ Date <> Trans. No. || <> Ascending @ Descending |
Date Trans, Mo, Amount Description ]

o]

Click on plus to select Expenditure or Reimbursement
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E| I | e '} VA ] | m Y =
s Petty Cash Processing -0l x|
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty cash Lioyds el nog| | w0

Looking for Wiewe
IE‘ ‘AH transactions qu
Sequence ‘ # Date <> Trans. Mo, | | <> #scending < Descending |
Date Trans, Mo, Amount Description ﬂ
Select Transaction Type 5[
1 <> Reimbursement
4

Step 4

Follow these steps to for an initial allocation or a top up of the float

Issue a cheque from the Private Account and pay back into the Private

account.

Select
Reimbursement

Enter
amount
and
narrative

il I 8 ¢ v % = | ®H 9 =
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty cash Loy [al nog| | 0.00]
Looking for Wiewe

IE‘ ‘AH transactions qu
Sequence ‘ @ Date <> Trans. bo, || <r mscending <& Descending |
Date Trans. Mo, Amount Description ﬂ
<> Expenditure @Ee
4

[[TEENDIC [T RE T | E oW v W - | ' ]
Petty Cash Account CashIn Hand Unposted Expenditure
[Petty cash Lioyds | [ oog] | 0.01]
Transaction Mumber

Date 19/11/2013 General Led,
Amount |1DD.DD | drawn from |Schoo| Budget Share [Control] |
Cheque Book | " HQ,\
Chegque Number ‘ | | Print Cheque |
Cheque Payee ‘ ‘
£
Marrative ‘Im\tia\ allacation ‘
| Wiews Qriginal ‘ | Wiew Adjustment ‘

Post transaction

11



Post
transactio
n and
select Yes

Focus  Petby Cash  Edit Reports Tools  Window Help
R @&« B S

é|#000063? ”UnpustedREimbursement & ﬁ} {}\ P = | W 9 & 5 E B
| -loix]

Petty Cash Account Cash In Hand ‘ Unposted Expenditure
|Petty Cash Lloyds | \ U.UU| | U‘UU|
1
¥

Transaction Mumber  #0000637 \
Date 19/1172013% Gerferal Ledger Journal l:l

Period

Amount drawwn from |Schnn| Budget Share [[lntm\] |
Cheque Baok | " ||Q,\

Chegue Number ‘ || Print Cheque ‘

s Green Abbey FMS SOL Server Database - SIMS FMS Modi !

Chegue Payee

Marrative ‘Imtia\ allacation Ves

| Wiews Original | |ViewAdjustment|

In this example £100 has now been allocated

é|nnnnnsss ||Init\a|a|lncatinn ‘ 4 % § = | H 9 &
=101x|

Petty Cash Account Cash In Hand Unposted Expenditure
[Petty Cash Lioyas el | oy | 0.00]
Looking for Wiew

IE |Alltransact|ons ”Ql
Sequence | @ Date < Trans. No. || <> Ascending < Descending |

Date Trans. Mo, Amount Description

Reimbursement highlighted

Step 5

For expenditure from Petty cash just follow the following steps

i I | = w Voo o= m Y =
s Petty Cash Processing =10l]
Petty Cash Account CashIn Hand Unposted Expenditure
[Petty Cash Lioyas [al | 00 | 0.00]

Looking for Wiew

IE‘ ‘AH transactions qu
SequEnce ‘ % Date <> Trans. Mo, || > Ascending @& Descending |
Date Trans, Mo, Amount Description ﬂ

X Select
expenditur
e

@ Erpenditure | <> Reimbursement

—
\
4
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reen Abbey FMS SOL Server Database - SIMS FMS Module

us Petty Cash Edit Reports  Tools  Window Help

il & e E U |

! |¢uuuuess Hunposted Expenditure | EH | W 9 &
s Petty Cash Processing -0 x|
Petty Cash Account Cash In Hand Unposted Expenditure
[Petty cash Lioyas | [ w000 | 0.00]

Transaction Number Petty Cash Book ‘ ” ”Ql -
1

Folio Mo, Description Exc, WAT 5I Select browser

and then the

Looking for  Sequence

[ (oo o4

B

Code Descrpton | & correct ledger
Cost Centre 1ta 400 COde
Ledger Code _I Z|
Transaction Totals Exc, WAT WAT :|
[ LT
gl

4

| | Luu.uy| | u.uy |

L [m-n- 11 - 11a~"1 |

figl 1] paateiad -
Petty Cash Expense Folio ﬂ

ion
Falio Mo, I:I Receipt Date Budget Remaining
Cost Centre [ I [ | cost centre

” ”ql Combinatian

Ledger Code

= | Fund I |G varregistration o, [ ] Com plete
Description .
; | \ details as
Total inc. AT vatcode [ | [BY reqUired

‘m‘|

Total exc VAT Costto Establishment

Post transaction, enter narrative of Petty cash Sheet number and print
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