FMS Training Guide

Nottingham

2 City Council

Title

Script Reference

How to complete Outturn Report for Schools not using the NCC

Web-based budget planner

FMS —-CEA

Description & Objectives

To complete outturn template, you will need to run Cumulative Expense Analysis report
from FMS and then follow the steps in this guidance.

Script Name Date Comments
Created By Schools Finance 09-09-2014
Modified By Schools Finance 14-11-2014
Modified By Schools Finance 02-10-2015
Modified By Schools Finance 29-07-2016
Prerequisite training Ref

N/A

FMS Navigation

Reports \ General Ledger \ Analysis \ Cumulative Expense Analysis
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Script Instructions

Step | Activity

1 |InFMS,

Reports \ General Ledger \ Analysis \ Cumulative Expense Analysis

FHE FMS SQL Server Database - SIMS FMS Module [_[5]
Focs Edit | Reports Tools Window Help

= G Hew Reports » ‘ E E
E @ Accounkts Payable »| i | @ ()

Cenkral 3 |

Petty Cash »
b dudi 3
General Ledger Setup b BalancesReserves.
Vear End »
CFR 3 »
Academies Reporting. b » dger Group Tokals...
Financial Reporting Suite Trial Balance: b Historical Expense Analysis
Bk »
VAT »
User Defined Reparts. ..

[Display a report showing Cumulative Expense Analysis
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2 | Select Ledger Code Summary and the correct financial year and untick ‘Show
movement up to period’

Then click ‘OK’

Focus Edit Reports Toels Window Help

R @& e B O

r Database - S5IMS FM

Report Criteria - Cumulative Expens%alysis -

/

View & Ledger Code Summary Cost Centre
<> Ledger Code Detail <> Cost Centre (Per Page]
Financial Year 2016 / &l

Cost Centre Group | / ||Q|

Fund

Ledger Group | ||Q|

[lishow Movement, up to Period: ” ”Q|

Expand all group details
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3

The following report will appear. Click on the ‘xIs’ icon

Focus Edit Reports T

ools  Window Help

R @& e E 3

[ M= IS

e

=

\

Cumulative Expense Analysis - Ledger Code Summary lLIi-

Selection :

Financial Year - 2016

Cost Centre Group - Al
Fund - All

Show Current Totals - Yes
Ledger - All

of 1 @ [dgu Bl A | pagewidth - Find | Next

Cumulative Expense Analysis - Ledger Code Summary

Show movement up to given period - NA Exclude Balance Sheet Accounts - No

Exclude Ledger Codes With Zero Value - No

User:SYS Establishm ent : The Farnborough Ac ademy
Ledger Ledger Total Allocated  Commitment cent. Invd Actual Remaining
Code Description

B Ledger Group: CEO2 New Consiruction

2007-03 Devolved Capital Building Work 0.00 0.00 0.00 0.00 0.00
2008-03 Other Capital Expenditure 0.00 0.00 0.00 0.00 0.00
Ledger Group Totals : 0.00 0.00 0.00 0.00 0.00

Ledger Codes Linked to CostCentres

Current Totals

El Ledger Group: CE04 New ICT Equipment

4375-03 IT Capital Equipment Hardw are 0.00 0.00 0.00 0.00 0.00

This dialogue box will allow you to save this as an excel file in your relevant folder.

|

Focus Edit Reports

Tools Window Help

B@m&e B S

FMS SQL Server Database - SIMS FMS Module - Beckhampton Centre PRU (892 - 1107)

E & 8

e e

Cumulative Expense Analysis - Ledger Code Summary == =2
1 of 1 & @M | ragewidth - Find | Next
~
a Save As - ]
4 [ Desktop » v 0] [ Search Desktop o] =
Organize ~  New folder = - @
- Eavai ~ Name Size Trem type Date modiied
»{ Favorites
B Desktop || Cumulative Expense Analysis - Ledger Code Summary.xis 42KB  XLSFile
18 Downloads @) Public Desktop 2KB  Shortcut
% Recent places € Network
4 Libraries
18 This pC _ M ThisPC
i Desktop A Dermot Jenkins File folder 03/12/2015 15:21
I] Documents
18 Downloads —
U Music Remaining
= Pictures
8 Videos
ks Local Disk (C:)
V< m >
File name: | CEA for P7 Qutturn| “]
Save as type: | Excel 'als) ~] 000
0.00
=) Hide Folders Save Cancel 0.00

B Ledger Group: CE04 New ICT Equipment
4375-03 IT Capital Equipment Hardw are 0.00 0.00 0.00 0.00 0.00
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4 | The Outturn template needs to be downloaded from:-

How to complete budget outturn report

You will see five tabs on the outturn template below.
Guidance tab - this shows you the steps to complete the outturn template.
Data tab — this is where you paste the Cumulative Expense Analysis report.

Forecast tab - is for you to input forecast expenditure and income, notes in blue
column and ‘Notes’ section at the bottom of the page.

You can use either ‘CFR print’ tab or “To print’ tab to present your outturn position.
CFR print tab summarises your outturn in CFR category.

To print tab summarises CFR categories further.

A B c D E F G H J K L M N [0} P Q R s
1 Version 2 (Sept 2016)
2 Steps
3 1* Download Cumulative Expense Analysis from FMS*

2 Open the saved file then copy and paste Comulative Expense Analysis report to tab "Data”

3 Go to tab "Forecast”, select school name, year, period, and input into forecast spend and notes in Blue sections (please note income should be a minus figure)
Any notes made against the CFR total line will feed through to the ‘CFR Print’ tab.

4 Go to tab "CFR Print” for the summary of outturn report (notes in ‘Forecast tab will be fed through automatically.)

5 Alternatively, go to tab "To Print” notes will feed through from the forecast tab. All you need to enter are the no.s of the notes that refer to each area in column I

w | ~|o ||

10 *Step 1, In FMS, select Reports \ General Ledger \ Analysis \ Cumulative Expense Analysis.

11 Remaove the tick from "Show Movement up to Period’ then click 'OK’

12 When the report is produced click on the/xIs" icon and save. (Now follow from step 2 onwards)
13 [ —

14 |@ FMS SQL Server Database - SIMS FM L .
L o= : I‘ff T s Bése®s EEE
LT RN N & —

17 —

i "'-—-1&___1 B Comutative Expense Anslyss - Ledges Gade Summary [-Ta |
19 nepfn Criteria - Cumulative Expense Analysis = LI e :

20 o g Cumulative Expense Analysis - Ledger Code Summary Q b
pal Viere @ Ledger Fode Summary < Cost Centre

22 s < Cost Centre Per Page)
23
;‘; o [
2 rone o ..\

27 I —— ST —
28 unts

29
30
3
32
33
34 o [ o
35
36

B Adtr e CF0S e KTEqupnt
37 .

38

] —
46

a7
14 < » »| Guidance ~Data_JZTeta0 CFR Print MCEITa®r
Ready |
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5 | Now you can copy and paste Cumulative Expense Analysis report to the ‘Data’ Tab

of the outturn template.

4N

Data MTTE=E20" CFR Print_ 4

A B C | D E G H
1
2 Cumulative Expense Analysis - Ledger Code Summary
3
4 Selection :
5 Financial Year - 2016
6 Cost Centre Group - All
7 Fund - All
8 Show Current Totals - Yes
9 Ledger - All Exclude Ledger Codes With Zero Value - No
10 Show movement up to given period - NA Exclude Balance Sheet Accounts - Mo
"
12 User: 5YS Establishment : soocccoocoos Primary School
13
14
15
16 LedgerCode LedgerDescription Total Allocated Commitment Cent. Invd Actual Remaining
17 Ledger Codes Linked to Cost Centres
18 rrent Totals
19 Ledger Group: CEQ2 New Construction
20 200703 Devolved Capital Building W 0 0 0 0
21 2008-03 Other Capital Expenditure 0 0.00 0 0.00]
22 Ledger Group Totals : 0 0.00 0 0.00]
23
24
25 Ledger Group: CE04 New ICT Equipment
El 4375-03 IT Capital Equipment Hardware I U_I 0 0.00 0 0.00]
27 Ledger Group Totals : 0 0 0.00 0 0.00]
28
29
30 Ledger Group: CI01 Capital Income
3 8391-03 Other Capital Grant Income 0 0 0.00 0
32 Ledger Group Totals : 0 0 0.00 0
33
34
35 Ledger Group: E01 Teaching Staff
36 0050-01 Teaching Staff Basic Pay 56833 0 0.00 258511
a7| __ODSI-OL_______ TeschngStefN _________________ 81T __________ 0 & 0.00______ HUR_____
38 0052-01 Teaching Staff Superannuation 9366 0 0.00 426028
39 0053-01 Teaching Staff Overtime 0 0 0.00 0 0.00]
40 Ledger Group Totals - 72176 0 0.00 32745 96 39.430.04]

To Print

Select destination and press ENTER or choose Paste
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6

Data will feed through to ‘Forecast’ tab automatically, you need select the school
name, year and period and then input data to ‘Forecast further spend’ column
in blue and also notes column on the right hand side or at the bottom of the
sheet.

For pay elements, you can use your budget planner to help you forecast further
staffing costs.

We have also provided a SupN deficit calculator to help you forecast support staff’s
superannuation costs, please look at Schools Finance extranet, Finance forms
section for details or click on the link on page 5.

For non-pay elements, you will need to make estimates based on assumptions and
known information.

Please note: Income should be recorded as minus figures.

You will also need to input Revenue reserves (in red cell) and Capital reserves
(in red cell) from FMS.

FIRE]| A B = i] E F © H 0 A
1 W il o 2
2 School Outturn Report Nottinghiam
3 Year 2016-17
4 Period
Total Spend &
Annual ‘Commitments Budget Forecast Forecast Year-End
5 Budget to Date Remaining further spend spend fullyear Variance Note
= & Revenue
=1 T 0050-01 Teaching Staff Basic Pay 56,833 25,851 30,982 25,000 50,851 5982
0051-01  Teaching Staff NI 5977 2635 3,342 2,800 5435 542
=3 0052-01 Teaching Staff Superannuation 9,366 4,260 5,106 4,800 8,060 306
=10 0053-01 Teaching Staff Overtime 0 0 0 o ] ]
= 00s7-01 Teaching Staff Alowances (First Aid) 0 0 0 o ] ]
- le 005A-01  SEN Allowance 0 0 0 0 0 0
- 13 00SF-01 Pay Protection Teaching Staff 0 0 0 o ] o
B 005J-01 Henorarium Teaching Staff 0 0 0 o ] ]
) 005K-01 Redundancy Teaching Staff 0 0 0 o ] ]
| - 15 E01 Teaching Staff 72,176 32,746 39,430 32,600 65,346 6,830  1.Underspend due to a.staff leaving in dec not replaced - supply cost impact
=KL 0060-01  Supply Teachers Basic Pay 0 0 0 0 0 0
- 18 0061-01 Supply Teachers NI 0 0 0 o ] ]
ERIE) 0082-01  Supply Teachers Superannuation 0 0 0 0 0 0
E| 0084-01  Supply Teachers Allowances. 0 0 0 ] 0 0
E 006F-01  Pay Protection Supply Teachers. 0 0 0 0 0 0
.22 0067-01 Supply Teachers Staff Incentive 0 0 0 o ] o
L - | 23 EO2 Supply Staff 0 0 0 o 0 0
= 24 0070-01 Education Suppt Staff Basic Pay 35242 20912 14,330 16,450 37,362 -2,120
- |25 0071-01 Education Support Staff NI 2531 1,551 980 1210 2,761 -230
.| 26 0072-01 Education Support Staff Superan 6,696 2673 4,023 4,400 7,073 -
- |27 007301 Education Support Staff Overtime 0 0 0 o ] ]
- 28 0077-01 Education Support Staff Incentive 0 489 489 o 469 469
- |23 007A-01 Education Support Staged Allowances 0 0 0 o ] o
- 30 007F-01 Pay Protection Education Support Staff 0 0 0 o ] o
R 007J-01 Henorarium Education Support Staff 0 0 0 o ] ]
- |32 007K-01 Redundancy Education Support Staff 0 0 0 o ] ]
| - | 33 EO3 Education Support Staff 44,469 25,604 18,865 22,060 47,664 3,195 2 overspend due to increase of a nother hours to cover sooo
= 34 0030-01 Premises Related Staff Basic Pay 0 0 0 o ] o
- 35 0031-01 Premises Related Staff NI 0 0 0 o ] ]
- 36 0032-01 Premises Related Staff Superan 0 0 0 o ] ]
.| 37 0033-01 Premises Related Staff Overtime 0 0 0 o ] o
- 38 0037-01 Premises Related Staff Incentive 0 0 0 o ] o
] 003A-01 IPremlsEs Related Slaaed Allowances II 0 0 0 o ] ]
=40 003F-01 Pay Protection Premises Staff 0 0 0 o ] ]
- H 003J-01 Henorarium Premises Staff 0 0 0 o ] o
R 003K-01 Redundancy Premises Staff 0 0 0 o ] o
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7 | Once you have completed the ‘Forecast’ Tab, data will be automatically updated on

‘CFR print’ and “To print’ tabs (you don’t need to input any data on these tabs). The
‘CFR print’ page summarises all information in CFR format and will tell you whether
you are in surplus or in deficit. If you have made comments on the ‘Forecast Tab’
next to the bold CFR category totals, these will be fed through to this page. Also
any notes you complete at the bottom of the ‘Forecast tab’ will feed through to the
‘CFR print’ and ‘To print’ tabs. You don’t need to complete “To Print’ tab if you prefer
this output of outturn report. You can email this completed outturn to

schools.finance @nottinghamcity.gov.uk .

JE1 2| CRR] E o E F G H 0 3 K L ] il (] P R
1 School Outturn Summary Report Nottingham
2 vear  2016-17 f
3 Period
Total Spend & Nates - (any notes made in the Forecast' tab on the CFR category row
commitments to Budget Forecast further Forecastspend  YearEnd  will populate into this section i.e an entry made on E01 Teaching staff
4 Annual Budget Date Remaining spend for full year Variance  cell 16 will show on this sheet in cell J&)
=] 5 Revenue
[ | & E01 Teaching Staff 72176 2746 29,420 32,600 65,246 6,820 1. Underspend due to 2. staff leaving in dee not replaced - supply cost impact
12| E0Z Supply Staff 0 0 0 0 0 0
#_|E03 Education Support Staff 44,469 25604 18,865 22,060 47,664 3,195 2. ouerspend due ta ncrease of a.nother hours to cover s
H | 2z E04 Premises Staff 0 0 0 0 0 0
| 30 E05 Administrative Staff 10,713 8,074 4539 4539 10,713 0
[ | 3 E06 Catering Staff 0 0 0 0 0 0
44 |EO7 Other Staff 1311 751 560 630 1,381 E(
57 |E08 Indirect Employee Expenses 0 0 0 0 0 0
| &2 E09 Development & Training 200 0 200 200 200 0
I# | &5 E10 Supply Teacher Insurance ] 0 0 0 0 0
[# | 57 E11 Staff Related Insurance 0 0 0 0 0 0
&9 |E12 Building Maintenance & Imp. 305 120 185 135 255 50
75 |E13 Grounds Maintenance & Imp. 187 -500 867 500 0 187
M | 77 E14 Cleaning & Caretaking 3,260 8,321 12,081 9,621 800 2,480
| 2 E15Water & Sewerage 400 314 25 2 400 0
| s E16Energy 1,188 479 709 708 1,187 1
# | % E17Rates 1,113 0 1113 1,113 1,113 0
82 |E18 Other Occupation Costs 495 560 -85 a7 930 435
85 E19 Learning Resources 1,070 1,150 -80 1,260 2,410 1,340
M | E201CT Learning Resources 0 0 0 0 0 0
H | 1e E21ExamFees 100 80 20 0 80 20
|1z £22 Administrative Supplies 2910 533 2377 419 952 1,958
137 | E22 Other Insurance Premiums. 41e 0 414 14 414 0
133 | E2¢ Special Facilties 300 150 150 100 250
|12 E£25 Catering Supplies 0 0 0 0 0
H |15 £26 Agency Supply Staff 4500 0 4,500 4,000 4,000
[ | ®a E27 Boughtin Services - Curr. 1,000 0 1,000 750 750
[# |15 E£28 Boughtin Services - Other 4516 9,706 5,190 4234 12,840
L |12 £29 Loan Payments & interest 0 0 0 0 0
185 | Total Revenue Expenditure 150,607 68,946 81,661 83,839 152,785 2178
= 166
|17 108 Other Government Grants 0 0 0 0 0 0
# |70 107 Other Grants Received 7,500 5240 1,280 -1,280 7,500 0
|72 108 Facilties & Services Income 38629 9,745 28,884 26720 36,465 2,184
[ |13 109 Catering Income 0 0 0 0 0 0
181 | 110 Supply Teacher ns. Recsipts 0 0 0 0 0 0
183 | 111 Other Insurance Receipts. 0 0 0 0 0 0
M |15 12 Contributions to Visits 0 0 0 0 0 0
[# |19 113 Donations and Private Funds ] 0 0 0 0 0
8 | 200 15 Pup Focus Ext. Sch. Funding 0 0 0 0 0 0
- | 212 6 Com Focus Ext Sch.Funding 0 0 0 0 0 0
- | 20¢| 17 Com Focus Ext. Sch. Faciit 0 0 0 0 0 0
LH | 208 18 Additional Grant for Schooks 0 0 0 0 0 0
W 4 » v [TGUidance" Data A=Y=t CFR Print JENT [«
Ready |
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8 | As previous mentioned, once you complete the ‘Forecast’ Tab, data will be
automatically updated on “To print’ tab (you don’t need to input any data on ‘To
print’ tab). This page summarises all information in one page and will tell you
whether you are in surplus or in deficit, you will need to make comments for
significant variance by numbering the comment in Note column that
references the ‘Notes’ box at the bottom of the form. Then you can email this
completed outturn to schools.finance @nottinghamcity.gov.uk .
A B C ] E F G H |
. Nottingham
Qutturn report as at period Year: 2016-17 m
1
applicablg
£.Total |E£. Budget £. Forecast| £. Year- | no.s referrEd
£. Annual Spend | Remainin spend for end to in note|
2 Budget YTD g full year |wvariance below)
3 Staff Costs
4 Teaching Staff (E1) 72176 32746 39,430 32600 65,346 6,830
5 Supply Teaching Staff (E2,E26) 4,500 0 4,500 4,000 4,000 500
[ Mon Teaching Staff (E3-ET) 56,493 32429 24 064 27,329 50 758 -3,265
T Indirect Employee Expenses (E8-E11) 200 0 200 200 200 0
] Supphy Teacher Ing. Receipts (110} 0 0 0 0 0 0
] Sub-Total Staff Costs 133,369 65175 63194 64,129 125 304 4 065
10 Premises Costs
11 Building Maintenance & Imp. (E12} 305 120 185 135 265 50
12 Grounds Maintenance & Imp. (E13) 167 -500 667 300 0 167
13 Cleaning & Caretaking (E14) 3,260 -2,821 12,081 9,621 200 2,450
14 Energy (E16) 1,188 479 709 708 1,187 1
15 Other Premises Costs (E15E17-E18, E23) 2422 a74 1,548 1,983 2 857 -435
16 Sub-Total Premises Costs 7,342 -7,848 15,190 12,947 5,099 2,243
17 Supplies & Services
18 Learning Resources (E19, E20-E22) 4,080 1,763 2,47 1,679 3,442 638
19 Other Supplies & Services (E24,E25) 300 150 150 100 250 50
20 Sub-Total Supplies & Services 4,380 1,913 2 457 1,779 3692 688
21 Other Expenses
22 Bought in Services (E27, E28) 5,516 5,706 -4,190 4924 14,690 9174
23 Financing Costs (EZ3) 0 0 0 0 0 0
24 Sub-Total Other Expenses 5516 9,706 -4,190 4,924 14,690 -9.174
25 Total Revenue Expenditure 150,607 68,946 81,661 83,839 152,785 -2,178
26 Income
27 Grants (108, 107} -7,500 -£,240 -1,260 -1,260 -7,500 0
28 Other Income (108, 109, 11-13) -38,629 -0, 745 -28,884 -26,720 -35 465 -2, 164
29 Extended Schools Income (115, H7-118) 0 0 0 0 0 0
30 Total Revenue Income 46,129 -15,985 -30,144 -27,980 43,965 -2,164
k) Revenue Reserves 42 000 42 000
32 Total Revenue Funding 146,478 Revenue Surplusi-Defic 37,668
33
34 Capital Expenditure (CEQZ, CEQ4) 0 0 0 0 0 0
35 Total Capital Expenditure 1] 0 0 1] 1] 1]
36 Capital Income (CEQ1} 0 0 0 0 0 0
7 Total Capital Income I ol 0 0 0 0 0
33 Capital Reserves 0 0
39 Total Capital Funding [1] Capital Surplus/-Deficit [1]
40
a1 Total Surplus/-Deficit 37,668
42
43 NOTES: (these will populate from the 'Forecast' Tab)
44 1 |Underspend due to a staff leaving in dec not replaced - supply cost impact. Incorporates expected 1% increase to salaries from seppem
4% Z|overspend due to increase of a.nother hours to cover xo0ex. Also includes pension deficit charge
46
a7
42
4%
4 4 v ¥ | Guidance =~ Data JFE=E@ CFRPrint | To Print %1
Ready |
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