PFM New User Overview

Day to Day Transactions
Entering Receipts

· TRANSACTION ENTRY – RECEIPTS

Do you need a printed receipt for the money received? Do you need it at the time of entry or later?
Before starting to enter money received, first select whether printed receipts are required. Receipts can be printed at the time of entry, or later in batches. If printed at the time of entry, receipts can be turned on for one or two receipts and then turned off again, or individual receipts printed as requested.
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To turn on/off automatic receipting (so everyone gets one at the time of entry) look to the bottom left of the receipts screen. Turn receipts on by ticking the Auto Receipts box. Tick the POS (point of sale) option to indicate you dave a dedicated receipt printer.

There are other options such as 3 per page, 6 and 9 or individual receipts (print onto compliment slip size paper) but these are more suited to printing in batches rather than at the point of receiving money. The Force Printer button can be used with the 3 per page option if there is an odd 1 or 2 entries at the end of the list. This forces the 1 or 2 to be printed, rather than waiting for a third to appear.

Receipts can be printed later in batches, using the SCREEN ENQUIRIES – COPY RECEIPTS option.

To print just a ONE OFF receipt, click on the grey box to the left of the line once entered, and press the letter R.

Receipts can be entered in one of two ways, depending on whether the account was set up as a lump sum or individual account.

Entering Receipts When Tracking Is Set To Lump Sum
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· Enter first few letters of the short code – it will jump automatically to the nearest code. Alternatively,  click on drop-down arrow and select from   list.    Press TAB
· Enter amount of receipt under the CASH and/or CHEQUE columns. eg 75 for £75.00 - press TAB

· Change date or simply press Tab to accept today’s date. Dates can be entered as 6 numbers eg 011202 or in dd/mm/yy format. 


TIP - to select one day previous to date shown, press the minus key -,  to select one day past date shown press plus sign +

· Enter any Notes to appear on reports & printouts

· Repeat for other entries.

Any CASH you enter will be added to the CASH RECEIPTS figure and any cheques will appear at the bottom of the cheques column.

The CASH IN HAND figure refers to any cash collected that you have not yet banked, or any cash drawn as petty cash (covered later).

Entering Receipts When Tracking Is Set To Individual – using By Short Code tab
You have two options when entering receipts where tracking is set to individual. You can either enter the receipts by Short Code or by Student. The By Student option is usually easier and quicker to use and has the advantage that students to not have to be set up in Account Maintenance as going on the trip, in advance.

By Short Code 

· TRANSACTION ENTRY – RECEIPTS – BY SHORT CODE
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· Enter short code or click on drop-down arrow and select from list - Press TAB

· A pop-up appears, with the list of all individuals arranged in classes, involved with this account. Note that the final column shows how much is actually outstanding from each individual, based on previous entries. The Outstanding amount does not change until the BANK IT button has been pressed.

· Click on ALL to see all students on this trip.

· Click on AMOUNT box next to first individual required, and enter amount of receipt eg 75 for £75.00 – TAB

· In Cheque number field, either leave as CASH if the receipt is in cash, or enter a letter cheque name or number if the receipt is  a CHEQUE.

· Change date or simply press Tab to accept today’s date.

· Repeat for other individuals

· To change to next class, click on drop-down arrow next to class and repeat. 
· If this account requires a permission slip, tick as appropriate
· Click on FINISHED when complete

Entries are automatically made into the Receipts screen, detailing the amount received from each individual.

Receipts - By Student tab

This option is useful when you do not know in advanced which students are attending a course. Using this option allows you to add students to a trip simply by the action of receiving money from them for the trip.

· TRANSACTION ENTRY – RECEIPTS – BY STUDENTS

Select the “By Student” tab in Receipts for this option.
When you select receipts By Student a small screen appears at the bottom of the screen as below:
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· Enter start of name or click on drop-down arrow and select from list - Press TAB

· Enter start of short code account or click on drop-down arrow and select from list - Press TAB

· Enter AMOUNT - TAB

· In Cheque field, either leave as CASH if the receipt is in cash, or enter a cheque name or cheque number if the receipt is  a CHEQUE.

· Change date or simply press Tab to accept today’s date.

· Enter notes if required

· Press the SAVE button to move onto next student.

· Repeat for other individuals

· Click on CLOSE when complete

Entries are automatically made into the Receipts screen, detailing the amount received from each individual.

To Change Or Delete A Line Or Lines

Click on box at the far left of the line – the line will be highlighted. Press the DELETE key.

Lines cannot be changed once a receipt has been printed. If incorrect enter an adjustment line (same code, student etc as the original but with a negative amount) and then re-enter the line.
To Check Entries

Move your mouse and hover over any notes to read them fully – useful if your notes are long and cannot be easily read on the screen.

If the total figure at the bottom of the screen doesn’t tie up with your records or you simply want to know how far you have got, then you can check the entries made using the Print Screen Entries button at the bottom right of the screen. This allows you to check the entries made prior to banking.
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BANK IT 

You can use the BANK IT button, when you are ready to commit a batch of receipts to the bank. 

First decide how much of the CASH you wish to Bank and how much you wish to retain.  As a default, all the cash received will be banked. You can however, overwrite the CASH TO BANK figure in the white box at the bottom of the cash column.
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The far right hand box will add the cash and cheques to bank to give a total.

Now click on the BANK IT button at the bottom of the screen.
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You will be asked for the Bank Account this amount is being paid into. Choose from your various bank accounts.

You are then for a Paying in Slip number or reference. This should increase sequentially following your first entry in this box.

Next select the date the money was paid in to the bank.

Select whether you require a hard copy printout of the Banking – it may accompany your bank paying in slip, or simply be used for your own records.

Finally click on OK.

Reprinting Paying In Slips

If you forget to print a copying of a banking, or it fails to print there is the facility to reprint OLD paying in slips.To do so, go to TRANSACTION ENTRY – RECEIPTS.  In the bottom right of the corner is a button saying PAYIN ARCHIVE. Click this button and a list of old paying in slips appears.  

Entering Refunds

The refunds area is used when you have recorded a receipt for a trip, class or individual and that money needs to be refunded. Refunds can be made from Cash in hand or from the bank as a cheque. 

· TRANSACTION ENTRY – RECEIPTS – REFUNDS
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· Enter short code or click on drop-down arrow and select from list - Press TAB

· If a lump sum account, simply enter the amount of refund and the cheque number & date.

· If a class account, enter the amount of the refund to the appropriate class. You must enter a cheque number if it comes from the bank or leave as Cash if it is a cash refund.
· If an Individual account, enter the amount of the refund to the appropriate individual. You must enter a cheque number if it comes from the bank or leave as Cash if it is a cash refund.
To delete a line click on the grey box to the far left hand side of the line and press delete.

To amend an amount or date, go to line and make amendment.

To PRINT refund cheques, check the name on the cheque is correct. The name has been imported from SIMS.net. If it is not the correct name for the cheque, click in the NOTES field and amend the payee. Then press PRINT CHEQUES button to print.

To check entries, click on Print Screen Entries button.

To accept the refunds, click on Bank It.  Select Bank account these cheques are coming from and SAVE. If a cash refund, the system will ask you to confirm that you want the money to come from Cash in hand.
Entering Returned Cheques
· TRANSACTION ENTRY – RECEIPTS – RETURNED CHEQUES

· Enter short code or click on drop-down arrow and select from list - Press TAB

· If a lump sum account, simply enter the amount and the cheque number & date.

· If a class account, enter the amount of the returned cheque to the appropriate class. You must enter a cheque number

· If an Individual account, enter the amount of the returned cheque to the appropriate individual. You must enter a cheque number. 

To delete a line click on the grey box to the far left hand side of the line and press delete.

To SAVE click on the BANK IT button and select bank account the cheque was returned to.
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Entering Direct Credits 

This option is used for Direct postings that are credit your bank account without your intervention.

· TRANSACTION ENTRY –RECEIPTS – DIRECT CREDITS
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· Select the short code to receive the money 

· If a lump sum account, enter the amount received, reference if required and date 
· If an Individual account, enter the amount of the credit to the appropriate individual, a reference if required and date.
· Click on BANK IT and select Bank account being credited.
Entering Payments

· TRANSACTION ENTRY - PAYMENTS
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· Enter short code or click on drop-down arrow and select from list

· Enter the Bank Account you are paying from or select it from bottom left hand of screen by double-clicking account. Also can use + and – signs to move through bank accounts.

· Enter Cheque Number if a bank account payment, or Cash if a cash payment.
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Enter supplier code or click on drop-down arrow and select from list. If there is no particular supplier accept the Sundry supplier offered. If the supplier is not showing, but has been set up, click on ADD SUPPLIER and select from list. If this a complete new supplier not used before, click on the button to Add New Supplier to Supplier List.

A screen pops up for you to fill in the supplier details.

Enter details as required then click on the Save Changes button.

To check suppliers already on the system, use the pull down arrow next to Supplier Name.

To print a list of suppliers, click on Print List.

·    Enter amount of payment

· Accept or overwrite date

· Enter any notes required.

· Repeat for any other entries then click on SAVE
Printing Cheques

This option allows you to print cheques automatically for all the payments entered on the screen. Make sure that each line has a supplier selected (with address) otherwise the payment will be IGNORED if the supplier says SUNDRY.  Please see Appendix 7 for details of how to amend the cheque layout to your required format.
Correcting Incorrectly Entered Receipts & Payments

Incorrect Short Code Selected

Payments are most effectively corrected using the TRANSFER Short Code Expenditure option in the Transfer Area of Transaction Entry. This transfers expenditure incurred by an account to a different short code account.

Receipts can be corrected by using the TRANSFER Short Code Income option in the TRANSFER area of Transaction Entry. 

Incorrect Amount Entered 

Receipts by Individual or Class are most effectively dealt with by entering a NEGATIVE receipt to correct the error, and then re-entering the receipt correctly. This allows you to ‘remove’ money from specific classes or students.

To correct an incorrectly posted receipt, simply re-enter using the same short code, amount, date etc but this time make the entry a NEGATIVE. Then re-enter the posting correctly. Note that each entry will have an audit number and appear on all transaction listings.

The same procedure is appropriate for incorrect amounts on payments.

What if the account is not showing on the receipts or payments area?

You willl need to create the create in Accounts Maintenance.

Account Maintenance

To create a new short code, click on New Short Code button (bottom right) to clear screen entries.
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Short code 
Enter Alphanumeric code eg LONDON. This is the only field that CANNOT be changed, and it the field you use for data entry so choose wisely!   Press TAB to move to each next field.
Full Name
Enter full description eg London Trip Yr 11. Up to 30 characters. Press TAB to move to next field.
Date 
Enter date if appropriate in the format dd/mm/yyyy eg 25/06/2000 or in format ddmmyy eg 011203

Responsible Person
To select an existing name for responsible person, select from list in the detail area by clicking on the name and pressing the > button. Multiple Responsible Persons may be selected.
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To enter a new Responsible Person, enter their name in Responsible Person box at left of screen. Then you can choose to enter further details about the Responsible person by pressing the RIGHT ARROW and entering personal details, address, phone number etc. 
This is OPTIONAL. Further details do not have to be entered.

Budget Cost 
Enter expected cost for the account as a whole, eg a whole trip for 30 people may be expected to cost £6000 in total. This


will be used to check total expenditure against. 
BANK ACCOUNT AND OPENING BALANCE ONLY APPEARS WHEN YOU CLICK ON OR ENTER THE BUDGET COST FIELD.

Bank Account 
When setting up a short code, it may have an opening balance for the account. First select the bank account the balance is held in.



If you are setting the system up, or this is a new bank account you may need to create a new bank account on the system. Click on the NEW button.
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To create a new bank account, enter a 3 character code eg SF1 and a description eg School Fund Current A/c 1

Opening Balance 
Enter amount of opening balance for this account. See Appendix 2 for further information on opening balances.

Tracking Required
This determines how money received is recorded. Choose from :


By Lump Sum  - no record of who paid what, simply total money paid in and money out for the account.


By Class - keeps a record of which class paid how much and when


By Individual - keeps a record of each person, what they paid and when.

Suppliers
Enter one or more suppliers for this account.  Or you can leave this field BLANK - with no supplier. Suppliers are used when making payments to choose from, and in reports to see who you paid what to and when. They can also be used for printing cheques.

To select an existing supplier, select from list in right hand box by clicking on the name and pressing the > button. Multiple Suppliers may be selected.  Use the < button to deselect a supplier. 


To enter a new Supplier, enter the name in Suppliers box. 


.

Students

THIS WILL ONLY APPEAR WHEN YOU HAVE SELECTED TRACKING BY INDIVIDUAL.

Enter students for this account, eg those going on a trip.  Students can be imported from your Pupil Record System – see section on Setup.



First however, enter the contribution required from each student. This will then be the default contribution added to each student. It can however, be changed for individual students if required. 





Next, select students. To select names from existing list, click on name and press the > button.  Use < to deselect names.   Use >> to select ALL students and << to deselect all for the selected class.

Click on PAYMENT SCHEDULES or PERMISSON tabs to add information.

Cost Centres
Assign each short code to a different Cost Centre if you would like to be able to group accounts for reporting. Use the Add a Cost Centre button at the bottom left. Enter a name for your cost centre – we suggest the use of CAPITALS here for clarity. Click on SAVE. Call up the next short code and either assign it to a previously created Cost Centre by selecting it from the pull down list, or create another new one. To print reports based upon cost centres, go to Screen Enquiries (covered later)
Details 
Tab to Details and enter any general details required, such as Leaving times, Arrival times etc.

Limit Students
This option at the bottom left of the screen only appears if you have created a By Individual account. Use this if only the first say 50 students who register can go on the trip. If the number is met, you will then be warned every time you try to add an additional student to the trip.

There is no additional Saving action required- codes are saved automatically.
To enter a new short code click on the New Short Code to clear the screen and enter the next new account.
To print a list of accounts entered showing the code used, full name and cost centre allocated to, use the  Current Short Codes button at the bottom right of the screen, and either tick the box below to print in Cost Centre order, or leave unticked to print in alphabetical order on Short Code.
What if the student is not on the list?
First check if the student is on the system, just not on this trip. Go to Receipts – By Student and look for student in list.  If they ARE on the list, process their payment here.

If they are not on the list, Go to SETUP – STUDENTS. Click on View/Amend/Add Student 
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Check they are not here by using the pull down arrow next to NAME.
If not,click on ADD NEW and enter as required. 

Click on SAVE.
Transfers

Bank Transfers
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This option allows money to be transferred between bank accounts and to/from petty cash.

To transfer money :

FROM - enter bank account code you are transferring from or click on pull-down arrow and select account.

TO – enter bank account code you are transferring to or click on pull-down arrow and select account.  If you are transferring to a NEW bank account not previously used, click on the NEW button and enter a short code (3 characters) and description of this account.

DATE – defaults to today but can be amended – click on day (eg 24th)  and use the + and – keys to increase or decrease date. Do the same for the month or year.

REF – eg cheque number if drawing a cheque, or perhaps TF for internal transfer.

AMOUNT – amount to transfer.

Use the list at the right of the screen for printing a record of transfer. ‘Tick’ the boxes next to the transactions, to indicate which transfers to print.  Click on the PRINT button.
Account Transfers

Account transfer can be used to transfer money between short code accounts.
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FROM - enter short code account you are transferring from or click on pull-down arrow and select account.

TO – enter short code account you are transferring to or click on pull-down arrow and select account.  

DATE – defaults to today but can be amended – click on day (eg 24th)  and use the + and – keys to increase or decrease date. Do the same for the month or year.

REF – eg description or narrative.

AMOUNT – amount to transfer.

Use the list at the right of the screen for printing a record of transfer. ‘Tick’ the boxes next to the transactions, to indicate which transfers to print.  Click on the PRINT button.
Student Transfers

This option transfers money between students. This could be :
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Accounts Meintenance  Transaction Entry [invaicing | Screen Enguiies / Peports | Statutary Reports | Periad End | Setup|
Receipts | Payments | DD/SO | DirectPostings  Transfers | Bank Statements | Bank Account Balances |
Bank Transfers | Short Cade Transfers  Student Transers |

Transfer of Income between Students or between Short Cades or both 2

From  [ablett Evangeline [B4X] < T owithdraw €

= From [og/02/2009 =l

[T/BASTILLE E

[BASTILLE DAY 13/07/07
To [Ablitt Ermity [3BM]
[T/BASTILLE

[BASTILLE DAY 13/07/07

On 06 February 2003 B
et [wiong swdentselected  optional
Amount [5g Al

Cancel Transfer Print

Current Mode





Transfer from one student to another for the same trip / account

Transfer from one student to another for a different trip / account

Transfer for the same student from one trip to another

Note – the student must be linked to the account you are transferring FROM. You will be however able to transfer TO any ‘By Individual’ account

Select the student to transfer FROM

Select the account to transfer from

If necessary, tick to withdraw the FROM student from the trip completely.

Select the student to transfer TO

Select the account to transfer TO

Select date

Enter an explanation / description

Either type in an amount, or click on ALL to show all money paid by FROM student to FROM account.

Click on TRANSFER to accept.

Bank Statements
This area is used to reconcile bank accounts and provide information about each of your bank accounts and petty cash.

To reconcile a bank account 
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Accounts Maintenance  Transaction Entty | Screen Enquiries / Reparts | Statutary Reports | Periad End | Setup |

Receipts | Payments | Direct Postings | Transfers Bank Statements \ Bank Account Balances |

04/02/2007
04/02/2007
04/02/2007
04/02/2007
05/02/2007
06/02/2007
06/02/2007
06/02/2007

Abandan

Cheque
Cheque
Cheque
Cheque
Cheque
Cheque
1

soo10z
soo100
soo103
soo101
soo108

Statement

Ref

e Statement [G752007 _ Stafement [

Date Opening Balance

Description Receipts Payrments

unary
Sundry
Sundry
Sundry
Sundry
Sundry

soo10z
500100 Some notes here
soo103
500101 notes
soo108
2128.00

8 £55.00 received £20.00 retained in cash £35.00
10 £40.00 received £10.00 retained in cash £30.00

Cornmit Changies

Statement Closing Balance  [¢127.00

Print Unrecanciled
Transactions

Print Reconciled
Transactions

Unreconciled Transactions  [¢52.00

Cash Book Balance £179.00





Select bank account from pull-down list top left. Enter the statement page number at top.
Reconciling Your Bank Statements

The list on the screen displays all the unreconciled items for this account. 

To reconcile an item simply click on the box on the far left hand side of the line. (To unreconcile those ticked in error, click again) As you tick, a count of ticked items shows at the top of the column.
The list can be re-sorted to help find items. Click on the grey bar at the top of the column to sort by, eg Receipts to sort receipts in numeric order, Payment, Description to sort by cheque number or paying in slip number or Date to sort by date.

To search for transactions within bank reconciliation use the FIND box on the left of the screen below the list of transactions. Type in the cheque / paying in slip etc to locate and click on the Filter button. The screen above will only show items matching your criteria. Click on Show All to return all outstanding transaction. The FIND box searches the description field, so you can search for numbers or words.
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Accounts Mintenance  Transaction Entry [invaicing | Screen Enguiies / Peparts | Statutary Reports | Periad End | Setup|
Receipts | Payments | DD/SO | Direct Pastings | Transfers Bank Statements | Bank Accaunt Balances |

AIC [CUR- Cunent account B Stetement [ 750172009 Stetement %175 955,35
Ref Dete Opening Balance

1 Dete Description Receipis Payments

15/01/2009 Refund cheque 110750 to J & H Gillnam for Gi 560 =
13/01/2009 Refund cheque 110742 to Mrs S Watson for Gib £5.60
13/01/2009 Refund cheque 110757 to Knella Construction £5.60
13/01/2009 Cheque 110788 Sundry 110788 Demelza House ch £90.00
13/01/2009 Cheque 110789 Sundry 110789 Ellenor Lions Ho £220.00
01/02/2009 Cheque DD Sundry DD SO £1.00
01/03/2009 Cheque DD Sundry DD SO £1.00

01/04/2009 Cheque DD Sundry DD 50

0

Find Filter Show Al Adjust

Fitters Cheque No or any ather tern in Description Statement Closing Balance  [¢125,998.45
Reconciled Transactions  [¢n.10
Abandon Cornmit Changies
Unreconciled Transactions  [¢33 85
Print Unreconciled Print Reconciled
Transactions Transactions Cash Book Belance £128,03231

Current Mode - Teresa




As you tick items, the boxes at the bottom right of the screen display the totals as follows :

Bank Reconciliation Adjustment

[image: image23.png]Bank Reconciliation Adjustment

Short Code Date ddmmyy  Payment Recaipt
INT [ 26/01/2008 £2150
Details

Cancel

[Bank interest 1/12/08-31/1/03

Save





This enables you to make adjustments and additions that appear on bank statements as you are reconciling, that you were not previously aware of. For example, an item of bank interest might be on the statement, or a paying in slip might differ from the amount you counted by a few pence or pounds.  Using the Adjustment option enables us to make the entry quickly and easily without leaving the Bank Statement area.

Click on the ADJUST button

Select relevant short code, accept or amend date, enter amount of receipt or payment, and enter notes.SAVE.
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Statement Closing balance is the Opening Balance + or – the items you have ticked so far. When all ticked, it should equal the closing balance on the paper statement

Unreconciled Items – the total of those items not yet ticked

Cash Book Balance – the overall balance of Opening Balance and all reconciled and unreconciled items in total.

Tick each item that appears on your statement, and when complete click on the COMMIT CHANGES button. This accepts your reconciliation, assigns a reconciliation date to each of the transactions reconciled, and produces a reconciliation report detailing your reconciliation activity.

We strongly recommend that you print this report and file it.

To ABANDON the reconciliation in order to start again, or do it later simply click on the ABANDON button.
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