
WAUTON SAMUEL
FiNANCE MODULE: Frequently asked questions

· 1. How can I record expected funding for the year?
· 2. How to record the school's budget?
· 3. How do salary budgets get set?
· 4. How to record budget virements?
· 5. How to record adjustments for external funds?
· 6. How to record receipt of school funding (Cash Advances/Summary)?
· 7. How to record LEA deductions for school meals on Cash Summary/Oracle report?
· 8. How to recharge expenditure/income from one expenditure/income account to another?
· 9. How to recharge expenditure/income from one analysis code to another?
· 10. How to add a new Analysis Code?
· 11. How to reverse/delete Expenditure/Income that was recorded incorrectly?
· 12. How to correct bounced/cancelled cheques?
· 13. How to decide which income / expense account to use for a transaction?
· 14. How to remove old unreconciled items from prior years?
· 15. How to check which invoices have been paid?
· 16. How to set up employees to add monthly costs if they are not in finance?
· 17. How Do I get my employee costs (Gross/NI/Pension) to show up in the bank reconciliation screen?
· 18. What do you need to do to carry out a monthly return?
· 19. How to reprint reports for previous months?
· 20. What reports to use to check the reports that come out on the VAT Return?
· 21. What reports to use to check the reports that come out on the Cash Rec?
Answers

· 1. How can I record expected funding for the year?
From the Main Menu, left click on ‘Budgets’.

In the following screen left click ‘Add Funding Details’, ‘Update Funding Details’ or ‘Delete Funding details’ as appropriate.

Add Funding Details: Use this option after receiving LEA notification/update of the year’s funding.

Update Funding: To amend previously recorded details of funding already notified by the LEA. 

Delete Funding Details: To delete an entire set of funding details from the system.

Note: Right click on a button/topic to activate the online help facility for more information and guidance.
· 2. How to record the school's budget?
From the Main Menu, left click on ‘Budgets’.

In the following screen, left click on  ‘Expense Budget Allocations’ or ‘Income Budget Allocations’ as appropriate

· 3. How do salary budgets get set?
From the ‘Main Menu’ left click on ‘Employees’.

Once your employee details have been loaded correctly, 

Click on ‘Calculate Projected Costs’ to work out the required budget then  

Click on ‘Generate Budget Entries’ to have the system automatically set salary budgets based on your projected costs
· 4. How to record budget virements?
From the Main Menu, left click on ‘Budgets’.

In the following screen, left click on ‘Budget Virement Single’ or ‘Budget Virement Batch’

· 5. How can I record adjustments for external funds?
From the Main Menu, left click on ‘Transactions’. In the following screen, left click on ‘Ext Fund Adjustment’.

· 6. How to record receipt of school funding (Cash Advances/Summary)?
From the Main Menu, left click on ‘Budgets’.  

In the following screen, left click on ‘Central Fund Movements’.
Note: Use the ‘Breakdown’ button to indicate how the funding you have received should be split between income accounts & analysis codes.

This is especially important if you are required to produce a Balance Sheet.
· 7. How to record LEA deductions for school meals on Cash Summary/Oracle report?
From the Main Menu, left Click on ‘Transactions’, then ‘Other Expenditure’ and select ‘Central Fund’ to record the cost of meals paid centrally by the LEA.
Please see Q 6 for instructions on how to record receipt of reimbursements of the cost of free school meals received in a cash advance
· 8. How to recharge expenditure/income from one expenditure/income account to another?
From the Main Menu, left click on ‘Transactions’.

In the following screen, left click on ‘Internal Recharge’
· 9. How to recharge expenditure/income from one analysis code to another
From the Main Menu, left click on ‘Transactions’.

In the following screen, left click on ‘Analysis Adjustment’.
· 10. How to add a new Analysis Code
From the Main Menu, left click on ‘House Keeping’. 

In the following screen, left click on ‘Analysis Codes’ and enter the details of your new analysis code.

Note: Remember to include your new analysis code in the appropriate group. 

(See ’Analysis Code Group Membership’)
· 11. How to reverse/delete Expenditure/Income that was recorded incorrectly?
There is a facility in the system that can be used to safely delete transactions.

It ensures that the integrity of your data is maintained and only allows transactions to be deleted where it is practical to do so.

From the Main Menu, click on ‘Delete a Transaction’.

Note: You will not for example, be able to use this function to delete a transaction that has been reconciled against the bank statement, or one for which VAT has been claimed.

For transactions that cannot be deleted using the method described above, you will need to enter a  ‘reversal’.  Where applicable, use the option already provided in various transaction screens.  Generally, your reversal should be a mirror image of the transaction you wish to delete and the sum of both transactions must be equal to zero.

· 12. How do I issue a replacement for a bounced/cancelled cheque ?
From the Main Menu, left click on either ‘Bank Accounts’ or ‘Suppliers’.

In the following screen, left click on ‘Reissued Cheques,’ and simply follow the instructions on screen to type in a new cheque number.
· 13. How to decide which income / expense account to use for a transaction?
Please consult the online guide / other information available on the DfES Value for Money (VfM) web site: http://www.dfes.gov.uk/valueformoney/index.cfm 

Or call their CFR Helpline Number 01325 392 626
· 14. How to remove old unreconciled items from prior years?
To clear an item from a previous financial year that is not likely to be presented at your bank, you should record a reversal for that item.  The two transactions effectively cancel each other out and can be included in your next bank reconciliation.  

From the Main Menu, left click on ‘Transactions’ 

In the following screen,

Click on Other Expenditure and record a reversal for payments from previous financial years. 

OR

Click on Other Income and record a reversal for receipts from previous financial years. 

Note: Both transactions can now be selected as having been reconciled when you perform your next bank reconciliation. 

· 15. How to check which invoices have been paid?
From the Main Menu, left click on ‘Suppliers’. 

In the following screen under ‘Reports’, left click on ‘Invoices’.

If required, Specify criteria for the invoices you wish to include in the report then left click on ‘Implement Selection’. 

Choose option 1, to view a list of paid/unpaid invoices.
· 16. How to set up employees to add monthly costs if they are not in finance?
From the Main Menu, left click ‘Employees’

In the following Screen, click on ‘Add Employees’ to record personal information about the new member of staff.

You should then also click on ‘Employees Duties’ and record the dutie(s) performed by the new member of staff

You can now record costs against this individual in the usual manner
· 17. How Do I get my employee costs (Gross/NI/Pension) to show up in the bank reconciliation screen?
Your employee costs should only show up when reconciling your local bank account if your LEA does not pay for your staff costs centrally.

If this is the case, you should record monthly staff costs in the usual manner, then From the Main Menu, left click on ‘Employees’

In the following screen, click on ‘Payroll Control Account’ to record a withdrawal by your payroll provider as it appears on the bank statement.
· 18. What do you need to do to carry out a monthly return?
Please refer to the “End Of Period Checklist” document
· 19. How to reprint reports for previous months?
From the Main Menu, left click on ‘Reports’

In the following screen, click on ‘Period End Reports’

Note: This facility produces the reports for the current period.  You can move the system back into a previous period by clicking on the 'Switch Periods' button on the House Keeping Menu.  You will need to obtain a password from Wauton Samuel in order to do this.
· 20. What reports to use to check the monthly VAT Return?
When you do a monthly VAT return, the system automatically produces the reports necessary to backup your VAT claim.

The ‘VAT Reimbursement Claim Forms’ for amounts paid/received by the school list all the individual transactions that make up your VAT claim.

The ‘VAT Claimed / VAT Reimbursed’ & ‘VAT Reconciliation’ reports offer two different summaries of the VAT to date

These reports should be checked to verify the figures on your ‘School Monthly VAT Return’
· 21. What reports should I use to check the Cash Reconciliation report?
Please refer to the “Checking the Cash Reconciliation Report” document
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