GUIDANCE FOR POSTING OF SALARIES ON FMS FROM

DATAPLAN REPORTS

This guidance is designed to assist schools in posting salaries and associated
elements correctly on SIMS FMS6.

STEP 1 — Approval and checking of payroll

Initially Data Plan will email requesting that the payslips and payroll analysis are
approved.
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Subject:  ePaysafe fle upkaad notfication from Cisksplan Payrol Limked

Sent; Tue O7JC2/2002 09:45

Susan has uploaded new files for penod 11 - February, Monthly, Frithwood Primary Schook
These files are

Paysiips month 11 2011.pel
Analysis of pay for period 11, 2011_12 pdf

You currently have 8 unapproved files
Please log on to ePaysafe to view and approve the files

Should you hawe any problems please contact us on one of the following numbers
Dataplan Payrol Limited on 0845 900 0071

Dataplan Education clients are requested to contact 0845 900 0273

Kind regards

ePaysafe
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Login to ePaysafe from the link as shown above, using your username and
password. Then answer the security question that you have already set up.
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This will bring up the welcome screen. Click on the link to ‘Approve files’.

%) ePaysafe Employers - Mozilla Firefox
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To Approve
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e
Upload Approve files ! You have B files from Dataplan waiting for your approval

Upload a file to Dataplan
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This leads to the files requiring approval, analysis and payslips for the current month.
Click on the payslips and the following will open in PDF. You will be able to check
each staff member’s payslip. Remember to check additional hours, absence and
any other variations to pay have been recorded correctly.

# Payslips month 11 2011, pdf - fidobe Reader

Fle Edt View Window Help
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I_. Pay & allowances Deductions =
TYkW Narrative Amount Narrative Amount s pered

Salary T11.87 ) Tax 840 | Gross pay for tax
===0THERINFORMATION=== NI1employee per 887 67058
Salary Scale Point NJC11|LGPS EES Pension 4129 -
===0THERINFORMATION=== Tetal pay
LGPS JOB1EES % 5.800 71187

If totals are correct and
you have checked your
individual salaries, (with
approval/agreement on
variations with HT) you
can approve the payslips

and analysis.
Tota N1
15.84
Total pay tid Gross pay tid Tax paid tid Employee NI t'd Total NI td Pensicn td SSP tid
To.date
el 8002.19 792152 202,00 3512 6594 80.67 000
Otrer fEFitle 1 TEACHINGASSISTANT
Annual Salary 854244
Basic pay rate 8.780300
PT Percentage 1 51.82890
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STEP 2 — Completing School Payroll Reconciliation Spreadsheet

Once salaries have been approved, we recommend that you use the School Payroll
Reconciliation spreadsheet (example on page 6) to calculate the required salary journals to be

posted onto SIMS FMS6. This spreadsheet will also ensure that these journals balance with
the total cost of salaries to the school.

Information can be extracted from the printout that is sent from Dataplan called “Analysis of

Pay” (usually page 1). This information is used to complete the lefthandside of the School
Payroll Reconciliation.

DATAPLAMN SCHOOLHAL LINGDOM

Arehgls of pay o peviod 11,
o . g m o . L

Pay group:

Tokal g ey
Empioyers NI
Empicyre. peaid
Employees ol pald
LGFE ERS Pansion
TCHE EREG Pamsdlon

Mafl oy
Hours-Basic [(np}
rours-Basic 3 {ng)
HeoLrs-CdT 1.50 [hed
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Salery

Salary 2

Salary 3
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First Aid [ph
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Baake PaEy 3 inp)
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Page 1 School summary sheet
“Analysis of Pay”

Use figures from this report to
complete the left hand side of
the reconciliation.

Please note:
Not all figures are required and
some are for information only.

Each school’s listing will vary
according to elements in
payroll.




SCHOOL PAYROLL RECONCILIATION

1. Check payslips before approval.
2. Complete reconciliation summary below to ensure total figures correct.
3. Approve payslips and analysis on EFAYSAFE.
4. Pozt individual zalaries on FRS - this will create a credit on payroll control P01 For the total.
5. Post cash book and normal journals as below - these will debit payroll control PY01 to zera.
FROM DATAPLAN ANALYSIS OF PAY Cash Book Journals
REFORT DEEBIT PAYROLL CONTROL CREDIT BANE
Employer's Ml 0.00) OR METT PAY 0.00)
0.00) 0.00)
0.00) OR LGPS AYE 0.00)
TEACHERS ERS Pension 0.00) OR TEACHERS FEMSION 0.00)
OR TEACHERS avC 0.00)
METT P&Y 0.00)
OR LIMISEN 0.00)
SMIP Payment 0.00) OR GhBETU 0.00)
Tau 0.00
M employee per 0.00) OFR EXTERMAL SERYICE TEMAMCY 0.00)
0.00)
OR LEH MOT LOAR 0.00)
AOE admin fee 0.00 0.00
0.00)
0.00)
TEACHERS EES Pension 0.00) CREDIT UMION 0.00)
TEACHERS avC 0.00) OR HMRC 0.00)
consists of TAX
0.00) EMPLOYERS & EMPLOYEES M
0.00) STUDEMT LOARN
0.00 A2 af SMP recowvery
LGFS ahC 0.00 Mormal Journals  w
SCHOOL MGT LOARM 0.00)
Student Loan 0.00 OEEIT Payroll Contral
CREDIT MAT Loan cost centre
UNISOR 0.00 These are Normal
GMBETU 0.00) Childeare Youchers Journals which will not
DEEIT Payrall Eontrol affect the bank account
CREDIT LRI 0.00 CREDOIT Professional Fees cost centre
[Then pay invoice for childeare from professional fees)
EXTERMAL SERVICE TEMAMCY 0.00)
SCHOOL SERYICE TERARMCY 0.00) SCHOOL SERVICE TEMARNCY 0.00)
OEEIT Payroll Contral
0.00 CREDIT Fent cost centre
0.00)
0.00)
LEBH MQT LOARN 0.00) CEEIT Payroll Control
SCHOOL MET LOAMN 0.00 CREDIT Rent cost centre
0.00) ! admin kee 0.00)
OEEIT Payroll Contral
0.00 CREDIT Income cost centre
TOTAL COST TO SCHOOL OF SALAN 000 TOTAL JOURNALS 000
TOTAL COST OF SALARIES X
Imbalance Cycle Scheme!Cradit \
Charged o far ko the Bank, 0.00 UnionfChildzare Vouchers!Rent 0.00
Fiemaining charges 0.00 To be added to individual zalaries - Insert the Total
. Cost of Salaries
Coast ta the School o.on see guidance on separate tabs,

from the report
“Build up to Gross
Pay” Report into
the yellow cell




The School Payroll Reconciliation spreadsheet will calculate from the amounts entered, the
journals required to be posted on FMS6.

Also required is the total cost of salaries to the school. This can be found on the report named
“Build up to Gross Pay” as shown below.

CATAPLAN SCHOOLHILLINOGOON
BULD UP 10 GROSS PAY « HILLINGDON SCHOOLS for period 11 primed a¢ 11:83 an 10027912

O SUPPLYACTINGUP BACK  TAX FRST TIRRECRUT SEN S84 MIODAY SMP 33F  GROSS ms  ToTAL

PAYROLL TITLENST SURMAME SALARY BANMC  OT
remen PAYPAY1SPAY2O  PAY PAY PAY EXPEN  AD RETENT e cost

23427 300 000 a0 4%0 600 000 000 800 o 00 086

Fecort 6921837 28586 21721 000 TN 900 080 040 5205 SeA33 000 000 000 000 000 GO0 722804 436677 | Saassl |

Rncords: fisedes? SelechedsSi

Total cost of salaries can be found on
this report and is shown as the total of
the TOTAL COST column

Enter the total cost of salaries from this report into the yellow cell at the bottom right-hand side
of the School Payroll Reconciliation spreadsheet.

Variances will show as red in the cell underneath. Certain elements of the payroll will cause

an imbalance - these include cycle scheme and childcare vouchers. The way to deal with
these imbalances is identified in STEP 4 — posting individual salaries.

STEP 3 — Posting Payroll Journals on SIMS FMS6

Once the information from the Analysis of Pay has been entered on the lefthandside of the
School Payroll Reconciliation sheet the amount to be journalled will be automatically
calculated on the righthandside of the spreadsheet. Post the journals listed separately so they
show as individual items on your bank ready for reconciliation. Ensure the journals are posted
to the correct month.

Method for Cash Book Journals

Post a cash book journal for each of the journals listed. They will show as individual items on
the bank to enable each item to be reconciled separately.

Focus

General Ledger

Manual Journal Processing

Plus to add a new journal

Select Cash Book Journal

Next

Enter correct period and narrative (e.g. June Teachers Pensions/June Cycle
Scheme)

Next

YV VVVVVVY



» Chose Bank Account and enter reference
> Finish

Then add journal line
» Select Ledger code PY01 (Debit to PY01 and Credit to Bank)
» Update and close
» Save
» Post

Method for Normal Journals

Focus

General Ledger

Manual Journal Processing

Plus to add a new journal

Select Normal Journal

Next

Enter correct period and narrative (e.g. June Rent)
Next

Finish

VVVVVVYVYVYYVY

Then add journal lines

Select appropriate cost centre

Enter details and Debit/Credit as shown on School Payroll Reconciliation
spreadsheet

Select Payroll Control PYO1 and enter Debit/Credit as shown on School Payroll
Reconciliation spreadsheet

Update and close

Save

Post

VVY Vv VYV

DEBITS ON BANK ACCOUNT

Cash book journals will now be ready for reconciliation. The table below shows typical dates
for when payments are taken from the bank.

Nett Pay Debited 15th DR PY01 | CR Bank
Teachers Pension Debited 20th DR PY01 | CR Bank
Teachers AVC’s Debited 20th DR PY01 | CR Bank
LGPS Pension Debited 20th DR PY01 | CR Bank
LGPS AVC'’s Debited 20th DR PY01 | CR Bank
Credit Union Debited 20th DR PY01 | CR Bank
GMB Fees Debited 20th DR PY01 | CR Bank
Cycle Scheme Debited 20th DR PY01 | CR Bank
HMRC Debited 19" of following month | DR PYO1 | CR Bank




STEP 4 — Posting Individual Salaries on SIMS FMS6

Posting of all individual salaries will create a CREDIT on payroll control (PY01) and a debit on
Teaching / Education Staff / Admin / Premises or Other Staff cost centres. Ensure individual
salaries are posted to the correct month.

Use the Build up to Gross Pay report supplied by Dataplan. An example of this report appears
on page 6 of this guidance. Each member of staff is listed on this report and their Total Cost
as shown on the last column on the right and these amounts are used for posting for all staff
except those in the cycle and childcare voucher schemes.

Cycle Scheme and Childcare vouchers: Please note for those members of staff who have
cycle scheme or childcare voucher deductions the Total Cost column does not include these
amounts so these need to be added to the Total Cost amount. Examples are given on
separate tabs on the School Payroll Reconciliation spreadsheet.

Once the Total Costs for each member of staff are known select:
Focus

Personnel Links

Individual Payments

Plus
Amend period no if necessary

Paid from: click ﬁ'

» Select Payroll Control

YVVVVYVY

\4

» Click on m to the right of contract details and a list of your staff will appear

Sequence | ® tame &> Service Term & Payroll Number & status

Highlight and chose the first staff member %
on your payroll breakdown sheet — highlight
the remainder one by one as they appear

on your breakdown.

Fayroll Humber  FTE Status [

PRI376ET
PRI333EE
PRIT2576

\

| & choose | [Dchoosean | | 4> Remove | | & Removen

ame Code | Service Term Payrall Mumber | FTE status

» Click update
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Individual Salary Payment

Note: Make sure

Date 1070472002 Period [1 [T[R] Week Ho that the salary is

Paid From [Pagroll Control =% _| Posted Total _m
z entered on the
Contract Details first line —

Code Service Temm Payroll Number FTE Status N
ADMIN. Sally HJ_|NJC - APT & C Cleri 43623 0.9583|Active otherwise the

commitment will

not clear. Delete
Payment Details | the bottom two

Led. Code Fund _ Ledger Description Commitment _Amount X
A007 01 |Administation/Fi Staff 1405.56 0.0 lines.

ion/Finance Staff 88.51 0,00’
n/Finance Staff 3 0.00

POEE

Click | to edit the top line, enter amount and E

Highlight and delete the remaining two lines

Highlight the next member of staff from the list above and repeat.

Note: If

you wish to add schoolkeeper overtime, click instead of | and enter code A033

When all contract salaries have been entered ensure that the total shown agrees to your
payroll analysis.

>
>

Save
Post

Remaining ltems - These could be items for anyone without a contract on Sims Personnel

7 for instance supply/casual payments. In these cases a Normal Journal would need to be
completed.

Method

VVVVVYVYVYVY

for Normal Journals

Focus

General Ledger

Manual Journal Processing

Plus to add a new journal

Select Normal Journal

Enter correct period and narrative (e.g. A Smith Supply cover)
Next

Finish

Then add journal lines

Y VYV

Select appropriate cost centre
Enter details
DEBIT for charges e.g. supply and casual payments
CREDIT if the total posted to the codes is an overall debit
Select Payroll Control PY01 and enter Debit/Credit as appropriate to balance journal
Update and close
Save
Post

-10 -



STEP 5 — Checking Payroll Control Balances

Providing you have entered all salary payments and your salary cheque, the Payroll Control
Account should be balanced. To check this:

> Foous i e FTEIES
ost ost Centres edger edger Codes
> General Ledger 2 2

hart of Accounts Review
» Chart of Accounts s

Review ] Actual £ Budget £ i Variance £ Diig. Budg. £ i Variance £
14 -86.00 i 86.00 ] 8600
7|‘ﬁay .00 0 0.00 o .00
3 Jun .00 i 0.00 [] n.00
£ Jul 0.00 0 0.00 0 .00
Select All Ledger Codes 5 |Aug 0.00 0 0.00 0 0.00
5 5ep 0.00 0 0.00 0 .00
7|0et .00 i 0.00 [] n.00
8 Nov 0.00 0 0.00 ] 000
Type PY01 and select 9/Dec 0.00 0 0.00 0 0.00
10 Jan 000 0 0.00 ] .00
11 |Feb 0.00 0 0.00 [] 0.00
12 [Mar 000 i 000 ] [
13 [v/E .00 0 0.00 o 000 |
Budget Committed Invoiced Actual Tatal Remaining
£0 £405481.66 + £0.00_+ £86.00 =  E405395.66  £-405395.66

The actuals amount at the
bottom should say zero

If you are not processing a journal for HMRC until the following month this will remain
as a balance on PYO1

STEP 6 — Checking Commitments

Once salaries have been they should be checked against the commitments raised from
Personnel. There are a number of ways to do this and your link School Finance Officer can
advise on the best method for your school.

To see individual variances on screen:

Select:
ART_ Jim - TE - 1.0000 Fund: All Funds
» Focus e e FioAsta| 1.0000
} Genera| Ledger [ z,nn . Eumm Sal Paid Vanaliu [ P
> Personnel Links B e T oo
> Salary Projections i e
Sep|MPS 3.00 263 2352 2352 [ [} [
Oct|MFPS 3.00 143] 263  2352] 2362 [ [} [
Staff are listed within cost centres. o et e —
FEblREsTor oo
- - - Mar MPS 3.00 1) 1] 1)
Selecting a cost centre will show list of ozion s wes  o7ais  ovats s o o
individual staff. [ [ st [ von s i | | =

Select View Details to view individual staff.

-11 -



STEP 7 = Cancelling Commitments

Outstanding commitments for months to date should be checked and deleted if appropriate.

Select:
» Focus
» General Ledger
» Personnel Links
» Salary Projections

If a commitment is remaining for the current, or a previous month for which a payment
is not due

Select X to cancel commitment Bl

An employee started on 1% February but
received two months’ salary in March. Once the
March salary has been entered, the February
commitment should be cleared.

Select x|
Period
View
Cammitments for Period 11 llFeb I&| Service Tarm | " ”Q.|
Sub Group | " ”Q|
FMame Service Term Sub Group Payroll Mo FTE Commitment
: "
Click here to tag / Karsin, Gene WIC- APT& CStaff | Library Staff | PR251365 10278 2227
commitment to
cancel

Click ‘Clear |—__ |
Commitment’

Selection | UnTaadll | | TagAl

Save Cancel Help

Fracessing Zommitment

School Finance Team

| November 2012 [Deleted: February
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