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Title Script Reference

Complete the monthly REC1 FMS — REC1

Description & Objectives

Schools are required to complete the monthly REC1 to reconcile bank statements and
FMS.

Script Name Date Comments

Created By Schools Finance 03-09-2014

Modified By Schools Finance 01-10-2015

Modified By

Modified By

Prerequisite training Ref

N/A

Note

Before you complete REC1, you must have already run the following reports on 1°
working day of each month, please refer to guidance note on ‘How to run Vat
report’ for details.

e Vat Submittal Report
e Vat Full Report
e Trial Balance Report

Please also make sure all paper work are in front of you when you are doing REC1,
such as

Above reports

Latest Bank Statement

Unreconciled Bank Transaction Listing (step 5-7)
Bank History (step 8-10)

Previous month REC1 form
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Script Instructions

Step

Activity

1

Take the closing balance from the bank statement — enter this into No 1a on Recl.

If your old bank account is still open you need to complete No 1b. If your old bank
account is closed, you can leave No 1b blank.

Next you need to perform a bank reconciliation in FMS.

In FMS, Focus \ General Ledger \ Bank Reconciliation

P8 FMS SQL Server Database - SIMS FMS Module - [=] ]
Focus Edt Reporks  Tools  Window Help

Accounts Payable 2 | r'* E @
Central L4 A - Fﬁ
3

Non Invoiced Incame

Accounts Receivable (Invoiced Income) ... |

General Ledger Bank Reconciliation
Budget Management 3 Chart of Accounts Review
Personnel Links 3 Manual Journal Processing
Budget Planning. .. Petty Cash

Equipment Register. .. Journal Review

hange Financial Year. ..

Print Setup. ..

Exit Ale+F4

|Edit orview Bank Reconcilliation details |2Ul3 12)

. 15:23
=il | ﬁ A & o3msjz0l4

Page 2 of 16




FMS Training Guide

Nottingham

e
‘Smi{;; City Council

Step

Activity

2

Click ¥

Focus  Bank Reconciliation Edit  Reports  Tools  Window  Help

R @ & e 5 o

a |3266 HCurrentBankAccUunt | ] | ] @ =]
s Bank Reconciliation
Looking For
Sequence | @ Date <> Stat, Mo, | | OAscending @ Descending ‘
Stat. Date Stat. Mo, Account Account Mo, Sort Code
30/06/2015 3267 Current Bank Account 01234567 12-34-56
31/05,/2015 3266 Current Bank Account 01234567 12-34-56
30/04/2015 3265 Current Bank Account 01234567 12-34-56
30/09/2014 1 Current Bank Account 01234567 12-34-56
Add a Statement
DN |BKC ”Current Bank Account ”Q|
Mumber (01234567
Statement Mumber  [3263
Date 3070972015

Save

Cancel

Help
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Step | Activity

3 | You should check that the Open. Balance amount agrees with the balance brought
forward on the bank statement:

Click on

[ FMS SQL Server Database - SIMS FMS Module
Focus  Bank Reconciiation  Edit  Reports  Tools  Window Help

B @ & e B o B
&

a |3259 ”CurrentEankAccnunt ‘ o

5

¢ = [\ BNO &

P Bank Reconciliation M=l E3

\

5t Na. 3268 5t.Date  30/08/2015 Ack‘u. 01234567 Acc SortCode 12-34-56
Bank Ledger T4058.60 Open, Balance 121674.60 Close, e 121674.60

Sequence @ Date <> Reference \

Date Reference Description Type  Payments Receipts

Statement Balance
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4

Go through the bank statement, find each cheque on FMS in the unreconciled list

and check the amount matches, highlight the item and click | <~ Choose

Tick all the amounts on the bank statement that have been reconciled and circle
any amounts that are not on FMS as these will need adding to FMS later.

o s S Semverbatobase SiSTNS MO — == == = e~

us FMS S0 Server Database - SIMS FMS Module
Forus BankReconclistion Edi Reports Tools Window Help

B @& e F o @ &

é‘szss ”CuvrentBar\kAccount ‘ $ & §p = | H 5 &
— T
#»s Bank Reconciliation - [Olx]
St.Mo, 3269 St.Date  30/08/2015 Acc Mo, 01234567 Acc Sort Code  12-345
Bank Ledger 7405860 Open. Balance 12167460 Close. Balance 121874.60

Sequence @ Date > Reference
Date Reference Description Type  Payments Receipts

statement Contents Chooser

Unreconciled

Date Reference Desaription Type  Payments Receipts =
17/06/2015 000018 Education Service Mottingham AP 440.00 0.00
27/07/2015 000020 Education Service Nottingham AP 6.00 0.00
23/07/2015 000021 Konica AP 300.00 0.00
01/09/2015 000022 British Gas AP 2000.00 0.00
01/09/2015 000023 County Supplies AP 300.00 0.00
0170572015 000024 ESPO AP 410.00 0.00
01/10/2015 000025 Bakery AP 1000.00 0.00
01/10/2015 000026 County Supplies AP 600.00 0.00
01/10/2015 000027 ESPO AP 5400.00 0.00 &
Sequence @ Date < Reference < Payments < Receipts | Met -47616.00 4T616.00 0,00 |
tooking o ‘ % Choose | ‘ £} Choose All ‘ ‘ 45 Remove | ‘ ¥ Remave All ‘
Reconciled

Date Reference Deseription Type | Pavments Receipts

You should end up with 4 entries in the Reconciled box.

s FMS S0L Server Database - SIMS FMS Module
Focus  Bank Reconclistion  Edit Reports Tools Window Help

R @ & e E o | EE 6
A e Jourencomercone TE & &

Fns Bank Reconciliation

i
St Mo, 3269 St Date 30/09/2015 Acc, Mo, 01234567 Acc, Sort Cac
Bank Ledger 74058.60 Open, Balanfe 121674.60 Close. Balance
Sequence <% Date < Reference /
Date Reference Description Type  Payments Rece
Statement Contents Chooser
Unrecondled /
Date Reference Description Type Payments Receipts
17/06/2015 | 000017 Education Servigh Nottingham AP 135000
01/09/2015 000024 ESPO AP 410,00
01/10/2015 000025 Bakery 2P 1000.00
01/10/2015 | 000026 County supgflies AP 500,00
01/10/2015 | 000027 ESPO AP 5400.00
011042015 oooo2E Mottinghagh City Council ap 25000.00
01/10/2015 | 000023 Vodafon AP 420,00
011042015 oooos1 Educatiofi Service Nottinghar AP 340,00
01/10/2015 | BACSO0L 45 Ryfn 001 2P 10000.00
/
Sequence @ Date <> Reference <> Paym/nts <> Receipts | Met -44576.00 4457600
Looking for =R
| ,I L= | & choose || & choosean | | < Remove || rRem
Reconciled *
Date Reference Description Type  Payments Receipts
270772015 oooo21 Konica ap 300.00
01/09/2015 | 000022 Btitizh Gas 2P 2000.00
0140952015 aooozs County Supplies AP 300.00

Click on El when completed, then click the save icon i,

~f 1A~
Ul 10O

U
ab
<
1)
an
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Step

Activity

5

To complete Section A 2a and 2b of the REC1 form:

In FMS, Reports \ General Ledger \ Bank \ Unreconciled Transaction Listing

F#E FMS SL Server Database - SIMS FMS Module HEE
Focus Edit | Reports Tools  Window Help

= =l Mew Reparts 3 | E E
E @ Accounts Payable | iHass B F—ﬁ C)

3
Central 2
Non Invoiced Income »
General Ledger 3 Petty Cash 3
Budget Maintenance 3 Audit 3
General Ledger Setup 3 BalancesfReserves. .
Year End »  Fund Review...
CFR. 4 Analysis r
fcademies Reporting 15 Transactions 3
Financial Reporting Suite Trial Balance (3
- B 3 Bank History:
VAT 13 Uni Tr ting...
User Defined Reports. . Historical Unreconciled Bank Transaction Listing. ..
Bank Statement Summary...
Cheque Mumber Report,.,
Bank Claim
Cash Flow Report, ..
Budget Variation Report, ..
|Disp|ay a report showing the Unreconciled Transaction Listing |2Ul3 12)

I . 15:42
=il ﬁ A & o3msje0l4
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Step | Activity

6
Select the Bank Account by clicking on the Qlicon.

Leave the from date Blank

Change end date for correct month in this case 30{09/2015

Click ‘OK’

s FMS SOL Server Database - SIMS FMS Module
Focus Edit Reports  Tools ‘Window Help

R @& e E S

Report Criteria - Unreconciled Bank Transactions

View Bank Account |BKC ||Current Bank Account ||Q|

Transaction Date from | ] to [s0r0sr2015  [EEE]
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Step | Activity

7
Print Report by clicking on =

Enter the total Movement figure\of report into No 2a.

| & Focus Page E eports  Taols Window Help

EBR&S® S

Bank Reconciliation - Unrecondi

Selection
Financial Year -

2o fank fesou N M1Eeser
Fi

To 20002015

Curent Ladger Balance 2t time of princing 7405860 CR

User: $Y§ Sohool

Date. Ref Bank Details

17062015 000017 BKC Education Service Nottingham
270772005 000020 BKC Eduration Service Nottinghara
0109/2005 000024 BKC ESPO

Movemeni : 1,766.00 DR

Have you had any Direct Debit or Bank charges on your Bank Statement that you
have not reconciled? Add up these items and enter into No 3.

Have you received any direct income amounts on your Bank Statement that you
have not reconciled? And also additional transactions posted after the period end.
Add up these items and enter into No 4.

Adjusted Bank Balance in No 5 is the calculation of

No 1 minus No 2 Add No 3 minus No 4
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Step

Activity

8

To complete the Section B of REC1, follow the steps:

In FMS, Reports \ General Ledger \ Bank \ Bank History

Frd FMS SOL Server Database - SIMS FMS Module
Focus  Edi | Reports Tools  ‘Window Help

=] . Mew Reports 3 | == E =
E @ Accounts Payable | 2 - m

= S

3
Central 2
Non Invoiced Income 3
General Ledger 4 Petty Cash r
Budget Maintenance 3 Audit 3
General Ledger Setup 3 Balances/Reserves. ..
Year End 4 Fund Review...
CFR 3 Analysis 3
Academies Reporting 15 Transackions 3
Financial Reparting Suite Trial Balance 3

VAT 3 Unreconciled Transaction Lisking. ..

Histarical Unreconciled Bank Transaction Listing. ..
Bank Statement Summary...

Cheque Mumber Report...

Bank Claim

User Defined Reports. .,

Cash Flow Bepart, ..
Budget Variation Report. ..

|D|sp|ay 3 repatt showing the Bank History

[2013 12)

=il

15:53
A =
R =
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Step

Activity

9

Change dates from the start date of the month to the end date of the month

Click ‘OK’

Bank History Parameters
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Step

Activity

10

Print Page
Enter the total Amount for the month in No 6.

Please note, No 5 Bank Balance and No 6\8ank History should equal, if not, you
need to investigate — see problem shooting page for guidance.

F FMS SOL Server Database - STMS M5 Madule - [Bank History]
I8 Forus Page Edt Reports Tools Window Help

RfgeE o EE @

A e |8 ¢ & \

Bank History by Date

il
court - Cument Bank Accourt Fccount Number - 1234667
rom 1D4/2018 To 0007201

User; 5Y5  Establishment; School

Date Reference Journal Payments Receipis Details Inv/CrdRec. No.
0009015 Bank opening balance 11957860 DR
0L092015 000022 000270 200000 AP British Gas S0s4dnt 200000 CR
0L092015 000023 000270 30000 AP County Supplies 38790 30000 CR
0L092015 000024 000270 41000 APESPO 123456 4000 CR

2,71000 1 115,680.60

Rocsipts - Payments 271000
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Step

Activity

11

To complete No 7 in REC1
From the previous REC1 bring forward the VAT amounts.

Check the bank history to see if you have been reimbursed for any VAT during the
month and remove any that have been paid.

Include the VAT amount (VAT to reclaim) from this month’s VAT submittal.
List all outstanding VAT by month.
To complete No 8 in REC1

Using the Summary Trial Balance Report that you ran after the VAT files, check for
Petty Cash (complete No 8) and Creditor (No 9) and Debtor Control (No 10).

F#E FMS SL Server Database - SIMS FMS Module HEE
Focus Edit | Reports Tools  Window Help

F @ Mew Reports 3 | E E @
E Accounts Payable 3 — - i
T Central 2
Non Invoiced Income »
General Ledger 3 Petty Cash 3
Budget Maintenance 3 Audit 3
General Ledger Setup 3 BalancesfReserves. .
Year End »  Fund Review...
CFR b Analysis
fcademies Reporting 15 Transactions
Financial Reporting Suite Trial Balance: Summary Trial Balance By Ledger Code,..

Bank
VAT

* vBd~ -

Trial Balance By I & E and Balance Sheet B Cost Centre...

Ledger Code Balances. .. T

W Ledger CodefCost Centre Balances. ..
Ledger Code Complete Transaction Detail. ..

Cost Centre Balances...

Cost Centre/ledger Code Balances. ..

Cost Centre Complete Transaction Detail...

|Disp|ay a report listing the Summary Trial Balance by Ledger Code. |2Ul3 12)

E:l' ~ —— " . 16:07
gy & o | Frs R
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Step | Activity

12 | To complete No 9, 10 and 11 in REC1

CC=Creditors is No 9, if schools use Payroll Control, the balance in Payroll Control
(appears after petty cash) should also be included in No 9.

DC=Debtors is No 10

No 11 is the calculation of No6 add No7 add No8 minus No9 add No10

@ Focus Page Edt Reports Tools Window Help |5 x|

XY IF |8 &

é |Page 1

Summary Trial Balance

Selection
Summary Trial Balance - By Ledger Code
Finaneial Year - 2012

Periad - 1

Fund(s) - Al

User: 5Y¥S Establishment: Firbeck Primary School

Ledger Type: BK Description: Bank

Ledger Code Description Open Bal i Credit Chse Bal
BEC Crrent Bardk Seeount 100,35005 DR 1067841 80,67164 DR

Bank &ceount 000 000 000
Lloyds Bank account 000 000 000
Ledger Type Total 100,350.05 DR . 10,678.41 89,6764 DR

Ledger Type: Description:  Creditor Contral

Ledger Code Description Open Bal
Creditor Control Aceount ooo 19,044 85 8,366 47

Ledger Type Total . 10,044.88 8,366.47

Description: Debtor Control

Ledger Code Deserip tion Open Bal
DR Debtor Control &ecount 000

Ledger Type Total 0.00

[2013 12)

send a copy of the report ta printer

- SR 2 e
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Activity

13

To complete No 12-14 in REC1

No 12 is the figure carried forward from previous REC1, plus any new cash
advances.

New payments are generally issued in April, June, September and January. But
you will need to check your bank history to see if any new amounts have been
added to your FMS system.

No 13 is the previous month’s total net expenditure figure from the last REC1 and
from your current month’s VAT Submittal Report, add the Input Net total less the
Output Net total.

No 14 is the calculation is No12 minus No 13.

Please note No 11 Total Balance should equal No 14 Net Total, if different, please
see problem shooting page for guidance.

Tip:
To find out any Cash Advance posted:
Focus \ Budget Management \ Fund to bank journal

Vat reimbursement and single status payment should be posted as cash
book journal:

Focus \ General ledger \ Manual Journal Processing
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Step

Activity

14

No 5 and No 6 do not

The amounts in lines Firstly go back, retrace your steps and check your arithmetic.

lines No 11 and No | v
14 do not match,
what should | do?

v

v I
match, what should | Check that you have completed your bank reconciliation correctly,
do? and have selected all cheques for that month.

v" When reconciling cash advances, remember you have to choose
two transactions in FMS, for one transaction on the bank
statement.

v" Check that any un-reconciled report has been run for the correct
date.

v" Check that you have correctly added up all your
un-reconciled debits and credits from the bank

Statement.

v" Check to see if you correctly input last months unreconciled
credits and debits, or whether the amounts should have been
carried forward and added to this month’s total?

v" Also check the dates when your credits have been input into
FMS. If they have been entered into FMS, after the month end
you will need to include them in your direct credits.

v' Cancelled cheques.

The amounts in Firstly go back, retrace your steps and check your arithmetic.

Check that have used the correct VAT figures from your VAT
submittal, and you have not been reimbursed for some of the
amounts by cash advance (check bank history).

Check what date the trial balance and VAT reports were run. If
these were run late, you may have input some invoices onto FMS,
and this could affect the VAT, Creditors, Debtors, and Petty Cash
figures.

If the Creditor closing figure at line 9 shows a debit, this amount
should be added. If the closing figure is a credit this amount
should be deducted when calculating the total on line 11.

If the Debtor closing figure at line 10 shows a debit, this amount
should be added. If the closing figure is a credit this amount
should be deducted when calculating the total on line 11.

Check the total advances from Education by looking at the bank
history to see you have received some new payments. Under
normal circumstances this figure will only change in April,
September and January.

Check the addition on the net expenditure, especially if you have
received more income than expenditure, this will result in a
negative figure, and you should therefore add this figure to No 12.

Problem Shooting — REC1
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