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OPTIONAL CHECK SHEET

PLEASE GENERATE ALL OF THE FOLLOWING REPORTS AT THE SAME TIME
WITHOUT ANY TRANSACTIONS IN BETWEEN

FMS Guidance TICK
REPORTS/ DOCUMENTS REQUIRED on Page DONE

QUARTERLY:

COPY OF BANK STATEMENT - with two signatures

SYSTEM BANK RECONCILIATION - with two signatures 2

UNRECONCILED ITEMS LISTING - with two signatures 2

(Figures on above documents should match with I&E report)

INCOME & EXPENDITURE REPORT

3
VAT SUBMITTAL REPORT - signed by the Headteacher 4
VAT SUBMITTAL REPORT (MTD) saved in Excel 6
MONTHLY: (Set months during the year - see Returns Timetable)
COST CENTRE SUMMARY 9
ONCE REPORTS ARE COMPLETED:
Closing the period 9

Early returns are welcome.

Introduction

Each quarter schools are required to submit the following financial reports and documents to
the Schools Finance Team as detailed by the School Finance Returns Timetable. This
guidance document details the steps to produce these reports using the SIMS system.
Capital reports guidance is given in a separate document.



Bank Reconciliation

You must reconcile your SIMS FMS system to the quarter end bank statement position
(online bank statement prints will suffice) before running your Bank Reconciliation report.

To produce the Bank Reconciliation Report:

o Take the route Focus, General Ledger, Bank Reconciliation

. & Green Abbey FMS SQL Sever D
ThlS Focus Bank Reconcilistion Edit Repons Tooks Window Help

. B@geED EE @
screen Will  afF Free @ ¢ ¢ & =

[IETCD)

—_—
ppear. -
[ Y]
Sequence ‘ @ Date <> Stat. N | \ O dseending < Descending |
Swtose  [sstwo Aot e i, tho. sort Cade
[ swolesnkbcoosnt | s2ss |
wonas 99 Bank account o 03216
7220 508 Bank Account maniz w3z
13087204 807 Bank Account i ws2ts
22/08/2004 B06 Ban) ount 0TI 3216
150872014 505 Bank Account oumnu w321
080872014 504 Bank Account oz w3216
ov08/2014 803 Bank Account iz w3216
2sarms 892 Bank Account w2 w3216
saonae 01 Bank Account wniz w3z
o720 800 Bank Account oumnu w1
s 0772014 798 ank Account oz w3216
2708204 798 Bank Account oz w3216
0062014 797 Bank account o w3216
mze 796 Bank Account waniz w3z
s 0872014 795 Bank Account maniz wsats
500372014 794 Bank Account oz w3216
23052004 793 Bank Account o w3216
16052014 792 Bank Account o w3216
s zse 791 Bank Account wniz w3z
02057214 790 Bank Account Tz w3216
asovans 799 Bank account oz w3216
amuzms 288 aok dczount mam w0

o Highlight the last Bank Reconciliation you have used for the appropriate month
o Click on the printer icon on the top toolbar.

The Closing Balance at the bottom of your Bank Reconciliation report must equal the month
end bank balance as per your bank statement print.

Unreconciled Items Listing

To produce the Unreconciled Items
Listing: @)

@] Take the rOUte ReportS, General Bank Reconciliation - Unreconciled tems
Ledger, Bank, Un-reconciled ==
Transaction Listing. oo
o No transaction date needs to be —— igion v s

ente red Date Ref Bank Details Sour, Payments Receipts
23122014 004920 BKO! AR Refund for Dumny Debtor AR 5000 0.00

. 23120014 123456 BKOI AR Receipt 123456 AR 000 5000

o Cl |Ck 0 k 26012015 chq bounced BKO! chq bounced GL 1500 0.00
11022015 GPC Credit BKO1 GEC Credit GL 000 100.00

. . . 11032015 DD BKO! DD - Gas - Mar 15 GL 12000 0.00

@) CI|Ck on the Pr"’]t ICON 230612015 cancelled cheque BKO1L Cancelled Cheque: oL 120,00 0.00
260062015 004924 BKO! Sportscens Ltd AP 3000 0.00

26062015 004925 BKOI The Priter Store AP 539.88 000

03/072015  Payroll error BKO1 Cotrect Payroll error GL 100.00 0.00

100072015 corection of VAT~ BKOI Correction of VAT GL 000 11750

03/092015  BACS136 BKO! BACS Rua 136 AP 579.00 0.00

03/092015 BACSISS BKOI BACS Rua 158 AP 21.36 0.00

161092015 123 BKO! Stip: 123 AR 000 100.00

24/092015  Overpayment received  BKO1 Refind of overpayment GL 000 300.00

20/002015 123436 BKO! to correct incorrect VAT GL 0.00 180.00

20002015 123456 BKO! to correct incorrect VAT GL 18000 0.00

16/102015  16/10/15 BKO1 Slip: 16/10/13 AR 0.00 1000

16112015 BACSI60 BKOI BACS Rua 160 AP 7.200.00 0.00

130012016 abed BKO! CBINL GL 000 1,000.00

190012016  SEOIGW BKOI CashLoan GL 000 $0,000.00

20012016 Jan CA BKO! TanCA GL 000 10,000.00

296124 9L357.50

Movement : 8289626CR



Please note: the Bank Reconciliation and the Unreconciled Items reports should be run
consecutively. It is important that no transactions are processed between producing these

two reports.

4
B

Bank Reconciliation

1
b
=,

Selection
Financial Year - 2005
Agcoun, - Disbursement Account
Accoun. Mumser - O41E2225
Sort Code - B0-09-23
Btalensn Nunoer - 473
Slatemen: Date - 156/04/2003
Usar:srs Esteb ishment:  sample school
Ref. Details Suuree Payments Receipts
Sup STAIT PAYE-h Suppur. Slal” PAYE-Mar(t3 3L 1280774 Lo
3 Teach PAYZ Ma-03 Teachers PAYE-Mar03 Gl 000 GZASTI0
C1/C672003  SF ircore Mard: SF income Mar03 GL .00 4 060.00
C1/Ce2003 SEN topup Mar03  SEM Top up ircoric-MarD3 GL 0.00 14,751.50
IFCEIZ003  LIGLA GOMES CLA LIGIA GOMES CT.AY [ 517,02 o.Co
T1GE2003 K Lower-100230 K Luwer 120230 GL 0.00 S9E.E3
THOS2M03 K Lower-100281 K Lower. 10028 Gl 0.00 TI0.10
] I‘. r-:2303 Teach PAYE Mar03  Teachers PAYE Mar(3 U 124.915.52 0.co
1 1'06_,.2303 E Temple R Teraple-supply Gl 740060 0.00
1062303 1 box F “ox GL 240,60 0.00
H’g?%%?i Vureeoniley ieins- 5. no. 473 GL 2,236.83 .00
- Hvsnen ] J004%2.5¢8 473 GL 137 48
To confirm that your " o
repOI’tS have been run 141,6%4.84 81L5TRM
SUCCGSSfU”y please CheCk Opening Balanze  1376347.60 CR
Movement 57116.83 LR
the bOttom Of your Bank Closmz Balance 131743077 CR
ReCOHCI ||at|0n re port tO Current Lecger Ba ance at time of printing  2150408.65 CR

ensure that:

Closing Balance (Bank Stmt. Balance) plus Unreconciled receipts total
less Unreconciled payments total
= Current Ledger Balance at time of Printing.

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

Once you are satisfied with your Bank Reconciliation reports both the Finance Officer and

Headteacher need to sign and date the Bank Statement, system Bank Reconciliation and
Unreconciled Items Listing report ready for submission to the Schools Finance Team.

Income and Expenditure Report

This must be generated immediately following  esrmmrm—

BEE W r 1 &S B e O

completion of the bank reconciliation.
o Take the route Reports, CFR, IE o ° - T owm =
Report Pos o= oE =
o Select “Year to Period 13’ - cooT B &
o Select Print to produce the report. S - T
An example of page 2 the Income and m A
Expenditure is provided right: = A N




The 1&E Report can be printed and scanned or saved as PDF and emailed to the team. If
you wish to save to PDF:

o Click on Printer Setup icon (please note this is not the Print Button)
on the tool bar E

o This brings up a Dialog Box, where it says name, scroll down

o Select Cute PDF writer or similar (Please note we can no longer accept XPS or OXPS
format files for technical reasons)

o Click on OK %

o Click on the Print icon on the tool bar, and then save.

Send the saved document as an attachment to schoolfinancereturns@hillingdon.gov.uk

VAT Reports

Initially please complete a reconciliation of your figures using the checking [ITJ
spreadsheet which can be accessed by clicking on the VAT calculator on the
right.

VAT calculator

The School Finance Team require the VAT Submittal report to be dated to the end of the last
quarter please ensure the end dates for each quarter are - 30" June, 30" September, 315
December, 315t March.

There are two VAT Submittal reports required by our team, a scanned copy of the paper
VAT Submittal and an Excel version of the VAT Submittal (MTD).

VAT Submittal Report

Firstly, you will need to generate the ‘old’ VAT Submittal report so that the VAT period will be
closed

Select:
VAT Reports ==
o Reports K'ﬁ
01/10/2015  31/12/2015  21/01/2016 o
O General LEdger 101/07/2015 30/09/2015 21/01/2016 @’
101/04/2015 30/06/2015 21/01/2016
O VAT 101/03/2015 31/03/2015 21/01/2016
01/02/2015 28/02/2015 21/01/2016
O VAT Reports 101/01/2015 31/01/2015 21/01/2016
. - 101/12/2014 31/12/2014 21/01/2016
o Click on the green ¥+ icon



mailto:schoolfinancereturns@hillingdon.gov.uk

This will take you into the VAT Period for which the report is required. (All reports that have
been printed and submitted previously will appear on this screen).

The type of report required is chosen on the next screen %
Please choose:

o VAT Submittal Report feport o

o VAT and Net T

o Print < VAT Long Summary Report

Creditor, eport
< @ VAT Submittal Report

AT Summary | ST @Vﬂf_ﬁ'ﬁg"i;{é't_j\
-
( Print LRM4 BPhrmat Export

Check carefully that the VAT Period date is correct and not a
previous quarter, if this applies contact your link officer.

Take care to choose the correct options before

clicking the PRINT button. =]

. 2 .
A request to confirm that the report has been = .=/ Didthereport print successfully?
printed will appear.

Yes Mo |

BEFORE CLICKING YES - Check your print out
to ensure it has net expenditure and income totals as these are required to complete our
submission to HMRC.

If "NO" is selected then FMS will not record that a VAT submittal was printed and leave that
particular VAT period open, allowing further entries to be made. This will lead to two reports
for a quarter with different VAT amounts causing confusion over the reimbursement VAT
value.

To avoid this make sure that the VAT Submittal report has been printed correctly (see
example below) then click YES to confirm print.

The VAT submittal report should show Net
code

Output and Net Input against each VAT

The VAT Submittal Report must be signed by the ™~ s m——
Headteacher, dated and sent to the Schools
Finance Team at the Civic Centre 4W/04 each ([ —= —=
quarter. :

Analysed sbove
Imeurred on establishment activities

and supporting information Is available within the

Please don’t forget to retain a copy of the signed N\
report. for the school’s records. e N vt

Signod:

R N\

Code poscription Hatg  DNetOuputs VAT Outputs Netlopss  YAT nputs
1 VAT Standard Rate 17.5% 17.50 0.0 000 2,000.00 350,00
2 VAT Zero Rate 0.00 0.00 000 19762 0.00

VAT Exenpt : 0.00 000 oo 2000 0.00
4 VAT Suandard Rate 1509 15.00 0.00 000 000 0.00
5 VAT Income Standard Rate 17.5% 17.50 0.00 0.00 0.00 0.00
L) VAT & Zeo Rated 0.00 Q.00 0.00 0.00 0.00

VAT t 0.00 a0 0.00 .00 0.00
VAT Income Stmodard Rate 15.0% 15.00 .00 0.00 .00 0.00
20.00 o.00 0.00 @00 0.00

3
1
T VAT Standard Rate 20% 20,00 o.00 0.00 .00 o.00
£ VAT Expenditure Non Resoverble 0.00 .00 0.00 .00 0.00

Total VAT: .00 0.00 217769 350.00

VAT to reclaim 350,00

Printed on OUDRA201Z 81 0122 3m . Page et



In order to confirm that the VAT quarter has been closed take the following steps

Select:

VAT Reports ===
O Reports Start End Submit E‘\

I d 017072015 3113/2015  21/01/201,
O Genera Le ger l01/07/2005  30/09/2015 zmuzm< ||

1o VAT 01/04/2015  30/06/2015  21/01/2016

01032015 310372015 |21/01/2016

o) VAT Reports 01022005 2802/2015  |21/01/2016

. . . 101/01/2015 31/01/2015 21/01/2016

o CI'Ck on the pnnter Icon 011220014 1A22014 2012016 |

You should now find that the option VAT Submittal Report has | “* =
been greyed out. This confirms the quarter has been | ™
successfully closed.
R <& VAT Full Repart
If for any reason the option is not greyed out go back to step 1 < VAT Shotsummar Reson
and generate the VAT Submittal Report once again. ) o
<
< VAT Full Report (MTD} !
If in doubt contact your link officer. virsens | & yarony Ovimens |
| Print H LRM4 Format Export ‘Can:e\ H Help ‘
VAT Submittal Report (MTD)
Select. VAT Reports @
Reports ;:'Irltﬂmls ::2;2015 ;I;T;uls é N
General LEdger 01,/07,/2015 30/09,/2015 210172016 —

VAT 01/04/2015  30/06/2015  21/01/2016
VAT Reports 01/03/2015 31/03/2015  21/01/2016
01/02/2015  |28/02/2015  21/01/2016
01/01/2015  31/01/2015  21/01/2016
01/12/2014  31/12/2014  21/01/2016

0 O O O

Hillingdon schools’ FMS systems will show
submittal dates for each quarter of the financial year

o Click on the printer icon

This will produce your quarter's VAT Submittal Report (MTD). (All reports that have been
printed and submitted previously will appear on this screen).



The type of report required is chosen on the next screen e

Please choose:
Bepct 4 VAT Full Report
<> VAT Short Summary Repert
o VAT Submittal Report (MTD) i
o Preview (Changes from Print once VAT S VTR
Submittal (MTD) selected e [ owow O owmane |
==
Print has now changed o
to Preview

< VAT Full Report

< VAT Short Summary Report
<> VAT Long Summary Report

<> VAT Creditor/Debtor Repert
<> VAT submittal Report

<@ VAT Submittal Report (MTD]
<> VAT Full Report (MTD)

VAT Summary ‘ <> VAT Only <@ VAT and Net ‘

5 VAT Submittal (MTD)

@ @00 | WholePage -

VAT Submittal

PP e RD

Select the Excel icon and save the file to a suitable location. The total VAT to reclaim figure

should be checked against the same total in the VAT Submittal (MTD) report. If they are
different for any reason, contact your link officer.

Both reports, a scanned copy of the VAT Submittal and an Excel version of the VAT
Submittal (MTD) can now be emailed to the team:

schoolfinancereturns@hillingdon.gov.uk or your Link Officer directly.
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You are now required to submit a VAT Full Report (MTD) detailing all the transactions that
have been recorded in the quarter.

VAT Full Report (MTD)

After printing the VAT submittal (MTD) report for the

quarterly return please select: VAT Reports oo ==
1) Reports Start End Submit :E
|
o General Ledger 01/10/2015  31/12/2015  21/01/2016 6 ™
o VAT 01/07/2015 30/09/2015  21/01/2016 —
01/04/2015 30/06/2015  21/01/2016
o V'_A‘T Reports 01/03/2015 31/03/2015  21/01/2016
o Highlight last quarter 01/02/2015 | 28/02/2015  21/01/2016
o Click on the print icon 01/01/2015  31/01/2015  21/01/2016
0112/2014 31122014 210012016 | _
The type of report required is chosen on the next

screen

WAT Reports ﬂ

Please select:

View

VAT Year 12019-20

O VAT FU” Report (MTD) VAT Period
o VAT and Net e
o Preview o

<> VAT Short Summary Report
<> VAT Long Summary Report
<> VAT Creditor/Debtor Report

<> AT Submittal Report
mittal Kej
<& NAT Full Report (MTD)!
—
fedEunnany | <> vaTON @\m and Net )
Prwieﬂ/P LRM4 Format Export |

This will then produce the report on the screen.

AT Full Report =)

TR ‘Contrat jouna 081396

Ty “Convam o 0a1398

Select the Excel icon and save the file to a suitable location. This can now be emailed to the
team, schoolfinancereturns@hillingdon.gov.uk or your Link Officer directly.
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Cost Centre Summary

Please note that whilst all other reports are required quarterly the Cost Centre Summary is
requested at the end of set months during the year. This should be generated immediately
following completion of the bank reconciliation.

o Take the route Reports, General Ledger, Transactions, Cost Centre Summary
Transactions, Cost Centre Summary by Cost Centre.
o Leave the fund, date range and ‘Show Movement up to Period’ boxes blank.

The following is an example of a Cost Centre Summary report:

If you wish to e-mail the report to the LA, click on the 'Export to Disk' icon in the E
top right of the screen and save to disk in Excel 4.0 format.
Send the saved document as an attachment to schoolfinancereturns@hillingdon.gov.uk

Closing the period

Once you have completed your bank reconciliation and produced the bank reconciliation
reports, you should close the period providing there are no outstanding payroll issues to
address on your PY01 ledger code.

o Take the route Tools, Close Period
o You are then asked whether you wish to close the preceding financial period.
o Click the Close Period button.

When you close down a period, a number of processes take place:

e A check is performed for any un-posted petty cash expenditure.
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¢ All unposted balanced journals are checked. You are given the option of posting,
deleting or promoting them into the next period.

e Unbalanced journals are checked and you are given a choice of deleting them or
promoting them to the next period.

Please ensure that you close your period.

Submission

Once you have produced your reports please email to
schoolfinancereturns@hillingdon.gov.uk or your link officer directly.

For report submission deadlines please see the ‘LA School Finance Returns Timetable’.
This can be found in the Guidance section scrolling down to the Returns Timetable folder on
the LEAP Schools Finance webpage.

A signed hard copy of the bank reconciliation reports together with VAT Submittal must be
scanned and emailed. All other FMS reports should be emailed to
schoolfinancereturns@hillingdon.gov.uk in Excel or PDF Format only. Sorry we cannot
accept Income and Expenditure Reports in XML format, as large parts of the reports become
unreadable.

Separate guidance will be issued to schools each year for the financial year-end reporting
requirements.

Should you have any queries regarding this guidance document please do not hesitate to
contact your Link Finance Officer

Graham Young 01895 277687
Greg Watson 01895 250451

Rubina Kudhail 01895 277665
Davinder Devgon 01895 250458

Schools Finance Team

October 2021
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