Writing Off Outstanding Debtor Accounts on SIMS FMS

Please note that debtor accounts can only be written off

in the current

financial year. If the account was raised in an earlier year it must first be

copied forward into the current year.

This guide takes you through the process.

First, identify invoice to which the outstanding balance is to be written off. (An
Aged Debtor Report will help identify the debtor. A debtor Transaction Report

can then be run to pinpoint the invoice).

To Run an Aged Debtor Report

o Focus
o Accounts Receivable
o Reports
o Aged Debtor Report
o OK (leave all options blank for a full listing)
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ﬁ Focus Edit Report Tools  Window Help = ﬂ
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Aged Debtor Report
Selection e
Sequence Debtor Mame
Lser: 5YS Establizhrmert: Green Abbey School
Total Period of Quistanding Balance (days)
Dehior Number OQuistanding D-30 31-60 61 -90 91+
Barton Choral Sockety oLy IS om om 0.0 WDIS
Crafts & Fastines o042 515 om om 0.0 5500
Eagks Rughy Foothall Cinb linic 140000 o om om 140000
East Towmn Model Cars 00008 A5000 am om 0.0 &0
Eas tshire Caravan Chib 000021 147158 am om 0.0 147153
Eas tshire Couned Q00007 940000 om om oo 24000
Eas ts hare Ralbvay Chob 000028 50000 om om oo 000
Eas ttowrn Foofh all Cub 000001 0000 om om oo i)
STAFS Swrmmmg Chb L ni= 176250 om om 0.0 136250
Stadin 7 Dance Acadeny 000037 1,000m om om 0.0 10om
Willwr Crcket Chab [LaLiee) 000 om om 0.0 S0.m
18,723.13 0.00 000 000 18,723.13
(124 1,29 1,79 100%
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To Run a Transaction Report

o Focus
o Accounts Receivable
a Reports,
a Transaction Report
13 3
o Enter Date From as ‘01/01/1990
o Select Debtor (use magnifying glass for list of debtors)
o OK
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ﬁ Focus Edit Report Tools  Window Help = ﬂ
=) ?
Q A w B = &S
B
Transaction Report
Seledtion:
[ate Range 01011920 10 210382007
Debrtor Barton Choral Society
Tranzaction Type Al
Stams Al
Sequence By Reterence
Leer: 5Y5 Establishmert: Green Abbey School
Date Tran Referemce Trans ID Debior Recd From/! Payment JVNo. Amount Status Pay In
Type No. Bank A/C Type Slip. No.
130072001 Inv  GASOOOOL® 00042 Barbon Choral 011794 20000 Prizted
BOL0M v GASOOIOR2 0000225 Barbon Choral 019181 20000 Prizted
ZHLU20M v GASOOOIR 000052 BarbonChoral 025261 50000 Priztted
L0 Cre GASONDIL2 (GAS D00L0S) 00001l BatbonChoral oE2r2 -29000Frirted
01220 v GASOOOLO 000055 BarbonChoral 02375 120,00 Prirted
O7M0L2005 Iy GASOOOLZE 0000542 Batbon Choral 2408 400,00 Priztted
1010372005 Inv GASOO0153 0000419 Barton Cheeal 025077 00 Fosted
OFIF2005 Inv GAS000185 00000543 Barton Choeal 233 790.00 Prirtted
0502006 Inv G 5000225 00000433 Barton Choral 032831 75,75 Prirtted.
2lnerannl P PIRONO0I0 00000063 Bank &ccount 012428 <8000 Pos ted
01152001 P PENO0LR 0000073 Bank dccount 01323 -13000Fasted
oE0s2002 P PEN0IT? D00000R Bank fccount 015224 0000 Fosted
3020 P PENNT o002 Bank Account o20EE1 -1,100.00 Fasted
250520 P PENNE 0002w Bank Account o2t 40000 Fasted
25022005 P PR 0000406 Bank Account 024807 -1.575.00 Fosted
05052005 P PIEOGE 0000453 Bank dccount 0EEe? 4300 Fasted
111052005 P PR 000465 Bank fccount 026050 -74500Fasted
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From the Transaction Report identify both the invoice reference and the
invoice date. The invoice date will tell you which year the invoice was raised.




If the invoice was raised in a previous financial year you must copy it forward
into the current financial year. To do this select
o Select the financial year in which the invoice was raised (you must
come out of Accounts Receivable to do this)

o Focus
o Accounts Receivable
o Focus
o Invoice / Credit Note
o Double click on the relevant invoice
o Click on ‘Write Off’ button (far right of tool bar)
o Confirm to copy into next financial year.
o Select the next financial year and repeat from Focus above until copied
into current financial year
PBE,5IMS Accounts Receivable Module == ]
Focus  InvoicefCredit Mote Edt Report Tools Window Help
& GASO002Z G aw + =] %ol [T & — [ = =
R=TE
E;::T:@Wﬂ Invoice Date  [B5/0972006. | TawPoint Dtz [05/08/2005. [
o FamoyHawe = Peiod [E BN <. Date payment cue [FEA0/ZE, |
W:ﬂ:‘:nh Narrative Iles of School Premises - Autumn Term 2008
Fedoonn: B Zs 2] wows I
N — - vt henthen Tianssclion |0 00000693 | Status [Printed |
Notes Free Test Annotation | |
Eode Descripti n Unit cC Ledger Fund Pm:e - Oty - °/=i Net o at Code | VAT Amt

]
E

Cozst Centre |Lettmgs\ncﬂma ‘ Ledger |Latlings ‘ Fund |School Budget Share

VAT Summary|  Dutstanding Amt 76376 Mt Amount | £50.00 AT Amount [ 1378 Total | 76375

SIMS Accounts Receivable Module x|

@ Are you sure you wish to copy GASODDZ26 intg year 20077

es Mo | Cancel |

|Ed\t or view Write OFf details \ZUUG {13
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Once the invoice is in the current year.

Focus

Accounts Receivable

Focus

Invoice / Credit Note

Double click on the relevant invoice

Click on ‘Write Off’ button (far right of tool bar)
If not writing off whole invoice value double click on line and change
‘Write Off Gross Amount’, then Save

Enter description in ‘Journal Narrative Field’
Select ‘tick’ from tool bar

o Confirm “Yes’ when prompted
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%SlMS Accounts Receivable Module —|=] x|
Focus  Write Offs  Edit Repart Tools  ‘Window Help

- Qavwv+—|vXxSG|

=lol x|

Bl °F, write OFf Details = |

Debtor i
Wiite: Off Date 21/09/2007 Taw Point Date  [21,/09/2007
Barton Choral Society ﬂ
Address: Harmony House - Irvvoice GASO00226 O‘I Period [ &I

The Chage:

\Wentworth .
Newtan Joumal Marrative IDeblUr in adminstration

E asttawn

E i LI Transaction ID Invoice Dutstanding Balance 7E3.75
Motes |Recetve SU% discount Receipts are not included in the grid calculations belaw

T T —

WAT Description |VAT Incame Standard R ate |

L wike Off Net Amt Wite DIFVAT Amt Amtwiten O H
= ]

SIMS Accounts Receivable Module x|

On saving, the Write OFF 763,75 will be posted For Invoice Mo GASD00226 Debtor Mame Barton Choral Society, Do
you wish ta continue?

Cancel |

|Save all changes ka the current recard \ZUUT {1
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Congratulations! You have now written off the debtor balance from your SIMS
FMS.

Schools Finance Team
September 2007



