© PCSchool — Version 2011.2 End of Year Debtors

A full backup must have been done before continuing.

Refer to;
End of Year — Read First

Ensure no one is logged on to PCSchool prior to running the Debtor End
of Year Rollover as this module is integrated with both the Administration
and General Ledger modules

End of Year Debtors
This is a Generic Manual — Dates may not reflect this year

FCéchooI}
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End of Year Debtors

Important; For New Zealand Government Schools using Sundries only there is a separate manual
called End of Year Debtors NZ.

This manual covers;
Billing Pre and Post

Rolling End of Year Procedures Backup
NeLs§a_ry Debtors End of period After Rollover Checks
Prerequisites
S e Stugg::oli,azrllv Process:gg"After the

Billing Pre and Post Rolling

Billing can be completed:;

e Prior to rolling the debtors for the schools that wish to have their billing done early before the
new year has started
e After Debtors is rolled

Billing Prior to Rolling Debtors

Ensure;

e Any Student not returning has a tick in Student View/ Enrolment/
Exclude next Year

e Any Student repeating a year has a tick in Repeating Next Year

e With yet to Come Students; the Arrival Date and the Enrolment
Status is correct

¢ Run the Housekeeping routine to update the Students year Level
Next

e | Scholastic

Ensure;

The Billing macro is updated and correct

e Any bursaries are entered

When Billing a Tag Set is used and the students are selected
based on Year Level Next

Contact PCSchool if sibling discount is to be given

Accounts are Printed

Billing batches for the current year are unfinalised

Billing batches for next year are finalised

A Utilities is run to take the billing to the ledger to be finalised to
Next Year Pending

e No changes are made that will affect these batches if the Utilities
has been run

° Debtors

e | Finance The debtors batch created is finalised to January next Year Pending.
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Billing After Rolling Debtors

Prior to executing a billing run for the new year, ensure that the
Administration personnel have completed their end of year procedures;
e Current Students and New Students have been Rolled into their
correct Year Level for the Billing

e | Scholastic

e | Debtors End of Year procedures are completed.

The billing macro has been edited to incorporate any changes to billing
structure and $ fee charges.

e | Billing Macro

End of Year Procedures

DO NOT RUN the standard end of period rollover as the 2010 End of Year (EQY) process replaces
it.

The difference with the EQY rollover is it has a cleanup procedure, this will delete all receipt details
and fully paid transactions. If procedures are followed correctly, and the snapshot Workarea is
created, previous years details can be accessed through this Workarea when necessary.

After the Debtors EQY, the accrual batch created in the General Ledger should be finalised to
December, as the ledger will not have been rolled. Because of GST implications, and the fact that
this procedure will most likely not be done until January of the following year before finalisation the
date of this batch and its transactions should be edited to reflect the 31/12/2010, instead of the
actual rollover date.

B Ledger =5 ESR| 555
" Payment ¢ Online Receipt ¢ Pawoll © Batch Receipt ¢ Creditr Pavment ¢ Jownal ¢ Cred. Inv @ Debtors ¢ Pay Cancel
New < |Eriity: [COLLEGE =l ['Your Gchaol Mame [~ Exclude GST  Status:
+| No: 16 ... Description: |End of Period Debtor Accual Batch Tatal: 473282.05
Offget Account: | B2DDJ | DJ |Debtors - Tuition Fees Unapplied: 0.00
& Pint P |Date: |31 #12/2009 l Period: | 12J |December 2009 Lazt Chg Mo: ]
Tupe... | Reference Date > Description | Amount Fayee Code | wihio | Unappli... | -
473282.05 0.00
Important

Once the Debtors have been rolled into 2011 and the ledger is still sitting in the previous year all
Debtor receipt and Ledger accrual batches should be finalised as ‘Next Year — Pending’. Once
the ledger is rolled into 2011, you will be prompted to finalise any pending batches into the
appropriate periods.

Ledger Finalisation @
Batch Type: |Debtor Inw Moo |16 Date: |31 M2/2009
Select the period in the Ledaer to be uzed when finalizing this Batch |December 2009 j
o . December 2003 -
‘fou can select tor - Finalize into a period in the Current Year Prior ‘Year 2008

Jahuany Mext v'ear - Pending
February Mext vear - Pending
March Mext ‘vYear - Pending
April Hext Year - Pending
May Mext Year - Pending
June Nest vear - Pending

July Mext Year - Pending
= Auguzt Mext ear - Pending 7

Finalize inta a period in the Previous Year

Pend the Batch for Finalization in the Mest vear.

m

If Debtor Batches are not finalised into NEXT YEAR PENDING Journals will have to be done to
rectify the mistake.
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FLOWCHART OF PROCEDURES

Complete all the current year processing in the sundries and debtors - print all audit reports (Aged
Debtors, Account Summary, Debtors Reconciliation, Account Validity Report, Invoice and Receipt Reports etc)
- prior to proceeding with EQY procedures.

Ensure a COMPLETE BACKUP has been done by your IT Department before proceeding with any
of the steps shown below.

Immediately prior to performing any of the below procedures make a backup of the Debtors
Module through Utilities — Backup.

When performing the end of year rollover all other terminals must be logged out of PCSchool.
Choose the most powerful terminal available to run these routines — if possible, use the Server.

DO NOT PROCESS any following year transactions, i.e. billing and receipting until the rollover into
the next year is complete.

IF POSSIBLE CHANGE DATE OF YOUR PC TERMINAL TO 31°" DECEMBER OF THE YEAR
YOU ARE ROLLING FROM
Before beginning all steps below set your computer’s date to 31 December of the year you are rolling
from so that your rollover into the next year and any consolidation of transactions reflects that date
and NOT the date when this process is being executed.

Backup

Back up Before Continuing with the Roll Over
Path: PCSchool — Debtors — Utilities — Backup
Backup.

~ Debtors PCSchool Yer 2004 [PCSchool Play] User: PCSCHOOL
File Debtors General Ledger Swskem - Other Modules  Mawvigate  Window  Help

WDF Query Generator —-_ {h\ El . | =]

eMerge t!

Ernail

Email Log
Maintenance Yiew

Report Alias Setkings
Report alias Listings
Room Conkrol

Syskem File Maintenance
‘“Wark, Area Mainkenance
Incident Maintenance
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Important; Make sure your IT staff has completed the Backup procedure in the End of Year — Read
First documentation.

Also make your own backup of PCSchool before continuing.

- D Backup Data Files View !En

= |
=1 E YEAR Vear Level Descriptions
=1 E PERICD Financial Periods
[~ ] I*’ TOWNS Towns {2 | Selecar |
& ls LATE
g |; COUNTERS Do eloct A8 I
(=] STUDENT  SF: Studenk File
&gln FAMILY SF: Family " Reftesh List |
=1 iH TEACHER  SF: Staif File
=8 RE] TRAVEL Shudent Travel Detais
& I ABSENT  Absent Load File Selection |
| = = 15 DISCIPLI Discipine
15 EXTRACUR  Personal Development Codes
g Iw EXTRA Personal Development Save Fie Selecion |
& 0s KEY Kep
19 KEYUSAGE  Keplsage
g 20 INVOICE Invvoice Backup Data ‘
=1 K DEBTORC  DE: Deblor Comments
&2 ITEM DE: Diedbtor Caost Cenlre Filtet
=1 B DEBATCH  DE: Deblor Batch Header Fi ™ By Modula
= El DEBATCHC  DE: Deblor Batch tem Fis
= 1 B DEBATCHT  DE: Deblor Batch Tiansactions [LF #rFes
=} E3 SUBCHARG  DE: Subject Charge History _ :
=1 Fd SUBCHMAS  DE: Sublect Chasge Reference ~| F Em

In the Filter select All Module.

Click Select All — all the files should have a Red tick beside them.

Click Backup Data.

o WIN =

Wait while it creates the Backup.

Save the backup file
(B Backup Selected data files == ]

Diestination: IC:\F‘HDGHAM FILESYPCSCHOOLTESTAEackug _|

Filenarne; IDeblors EofY Backup 2001 0-31Dec200-Time-10-22-58
Cormments: IBackup created 16/11/2010 for KATE'S COLLEGE Uszer

Ermnail Ta: I
Last Backup: |12 Oct, 2010
Draps to Mext Backup: ID [ Eraze previous backup files?
E7] Email Backup | Create B ackup | Cancel |

e | Check the Destination. The default is the Local Drive PCSchool\Backup.

You may choose to rename the file, to signify that this is the Debtors End of Year backup.

Click Create Backup.

A Zip file will be created holding all necessary Debtors .tmp files should a restore be
required.
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Necessary Prerequisites

Several processes are required as Prerequisites to rolling Debtors;

e Finalise Batches

e Run an Account Validity

e Reconciliation Report

e Print Family Accounts and Reports

Prior to the End of Year Rollover you will need to ensure all batches have been finalised and that

your data integrity has been checked by printing necessary reports.
iZ] Debtors - PCSchool [SMCC] User: PCSCHOOL
Hot Keys NEElsdl

4 4

General Ledger  System  Utilities  Other Modules  Mavigate  Window  Help

Account Master File Information
Receipk Entry

Batch Eilling Wiew

Sundry Expense View

Invoice Yiew

Cuick Family Accounting Adjustments
Prepare Automated Debtor Payments
Execute Automated Debtor Payments
Student Yiew

Debtor's End of Period

Account Prinking
Account Yalidity
Bank Deposit
Burszary Prinkout
Cosk Centre Prinbout

Debtor Batch Printout

Debtor Transaction Listings

Family Based Debtor Reparts

Aged Debtor Repork

Invoice Reports

Receipt Reporks

Secure Debtor Comment Reports
Subject Charge Reference Printout
Sundry Account Printing

Sundry Transaction Aged Reparts
Yoluntary Contribution Reports

Finalise Batches
All existing Debtors receipt and Billing batches must be finalised;
Receipt Entry
Path: Debtors — Receipt Entry
e Finalise all receipt batches
Batch Billing View

Path: Debtors — Batch Billing View
e Finalise all billing batches
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Account Validity
Path: Debtors — Account Validity
Run this report to check the Family Balances are correct.

Leave From and To fields blank to include all families, select Print Errors Only
B Account Validity (o=@ ]|[=]
Select Family Code Range

From: | ﬂ To | ﬂ

Selection Crteria Print to % i
. . T P |
" Print Errors Only * Preview
7 Print All Active Accounts £ Printer Piier S |
" Comect e
[}’ Exit View Ezc |
1
Account Validity Listing Page 1
Print records All records Errors only Printed on: 10/11/2009
Shows no Account
Validity Errors Trans Master
Total Year Opening Balance: 0.00
Plus Current Year Invoices 0.00
Plus Current Year Receipts 0.00
Total Balance 0.00 0.00

If any family is balance it must be corrected before proceeding, refer to HELP — SEARCH —
ACCOUNT VALIDITY or phone PCSchool support desk.

Once all errors are corrected and you have zero balances take a copy of the report (either hard copy
or as PDF) for your records.
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Debtors Reconciliation Report

Path:

This report checks the debtor balances against the ledger control account. This report is only valid if

End of Year Debtors

Debtors — Debtor Transaction Listings — Debtors Reconciliation

Debtors proper is used. This does not apply if using Sundries.

Debtors | General Ledger  System  Utilities  Other Modules  Navigate Window Help

Account Master File Information P_ ':i B % ﬁ G’ E] = g, '_: & =
Receipt Entry
Batch Billing View . .
Sundry Expense View - —%
Tt [ Debtor Transaction Reports (=] & |k
Quick Family Accounting Adjustments Period for Report: |Term 4 2009 j |:fﬂ0d Selection Criteria [T UseTagon:
Single Period Only

P Automated Debtor P I iy B i

repare Automated Debtor Payments From Family: | J L v T ndlnelding Parnd =1
Execute Automated Debtor Payments 1 TaLast Family ar: | J I
Student View Feport Style: |Debtnls Feconciliation j ,07
DeRlare b ot herod Report Alias: |DEBRECON.RPT
A t Printi

e AR Dutput destination
Account Validity i ‘Eusug[ doc J

2 @ Print to ‘Windowi © Expart to File i =
Bank Deposit i ‘ = FReselect Printer
B . CE Mal ‘Word far Windows J
Bursary Printout Frint ta Printer #port to Mai o DJ =
Wit View  Esc

Cost Centre Printout

Debtor Batch Printout .

Debtor Transaction Listings
Family Based Debtor Reports

QWY Y

Debtors Reconciliation 10/11/2009
DEBTORS
Total of Debtors Balances per Family Accounts $193,599.31
GENERAL LEDGER
GL Debtor Control Account Total
ENTITY ACCOUNT SUBACC CUR_YTD
COLLEGE 6200 0 204.881.06
COLLEGE 6200 10 0.00
Total 204,881.06
Plus
Debtor Open Invoices Not Accrued -11,281.75
Plus
Ledger Batches Not Finalised or Pending
Total
General Ledger Adjusted Total $193,599.31
IVariance between Debtors and General Ledger. 0.00

If there is an out of balance amount it must be corrected before proceeding, refer to HELP —

SEARCH — BALANCE TO LEDGER or phone PCSchool support desk.

Once you have a zero balance take a copy of this report (either hard copy or pdf) for your records.

Commercial in Confidence

9/27



© PCSchool — Version 2011.2 End of Year Debtors

Print Family Accounts and Reports

It is OPTIONAL, but recommended, to print these reports now. They can be printed later from the
Snapshot Workarea that is created when you roll, providing your rollover is successful.

Account Printing

Path:

Debtors — Account Printing and/or Sundry Account Printing

Any receipting, adjustments or invoicing performed since the last end of period will show as a brought
forward figure on the families’ next statement and it is important that these details can be re-printed if
required;

Save a copy to PCSchool Document Management.

e Print a hard copy or export a PDF copy of the Debtor family Accounts and if used the
Sundry Accounts
B Account Printing 2= =]
Fram Farily: |ADAMD1 J Print O ptions I UseTagSet
|T| + Al Bal lnc Credits " Allinc Credits or Cur Trans selag o8 .
2 To Lagt Family or: |ZZYANI3 T J " Print +ve Bal anly " +ve Balarif Cur Trans H
" Only if Curent Trans ¢ Print &l r
Account Heading: |End of Year 2009 Statemnent
Select an Family Tag
Date for Account: [Tem 4 2003 & Al Famies Email option
4, t
Optional Fee: |N0ne Charged j b ilizgaed ol Gl
(" Mot Tagged Only 0
Optional Fee Amant: 0.00 E
Frint based on which address option
I Period for Repart: |T'3”'“220':IS J + Account " Al Coresp € &l Other
Settlement Disc: 0.00 v Exclude Cr Card Disc Pririt O ptiot
* Prink &l " EMail Only " Nat EMail
D ate for Discount:
Print only if B alance abowe:
—i
Repart Style: | School Fee Account 1 m ~| ¥ Print Individualy 0.00
Print only if Account Status includes:
Report Alias: |ACCA55SG.RPT [~ Print Credit Card Mask [~ Pyt BPay Mask ,—
Dutput destination Export File Settings Pririt anly if Account Status Excludes:
" Print to \indow {* Export to File il ame: 12009 SRS 5
" Printto Printer € Expart to Mail L |PDF”|B
' Doc. Man. |Famiy -] & FEint IFI (F st View Esc
|
1. | Select Family range.
2. | Enter account printing details as per normal routine.
3. | Select report from drop down list.
Select Output Destination:
4. e Print to Window or Printer if you wish to print hard copies of accounts.
e Print to File if you wish to save a PDF copy of the accounts
Export File Settings;
e File Name; Enter a File name and if not saving to Document Manager select a
5. destination.
e Doc Man; if saving to Document Manager, select a Folder such as Family and tick
Print Individually.
6. | Select Print to start the process.
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Debtor Transaction Listing
Path: Debtors — Debtor Transaction Listing — Transaction Listing - Family

Print either a hard copy or export a PDF copy of the Transaction Listing for all families. This will
save a record of all debtor transactions for this year.

. Debtor Transacton Reports = | =B 2]
Pesiod fox Floport. [T oon 4 2009 ' x| o Smachan Chal IEI ™ UseTapSet
Fromponn [ =] | s resiraren | 1= of
r ToLastFamiyor | 2] I
Rt Shple [Tfs’.'..lx:lm Lastirsg - Farmdly L] |' ]
Repont ks [FAMTRANS RPT
et devstination - = Pt E
& Print 1o Window  Exportto Fie o o e Resebect P
 Priet bo Preter O Bt b Ml [ —] : = ]
F E}’ EwtView  Eu

In Period for Report select the last / final period for 2010

In Period Selection Criteria select Up To and Including Period

In Report Style select Transaction Listing by Family

- b bl

Click Print to Print to Window where you can print a hard copy or preferably a .pdf file as it
may be a lengthy printout.

Debtor Account Balances
Path: Debtors — Family Based Debtor Reports — Account Summary Report

Print an Account Summary Report to produce a list of Family Account Balances (both outstanding
and in credit) for 2010.

! Account Summary Reports = |3 NE

Froen Faendy | J

[ T Last Famidy o [ J

Prirt crdy f Status mohades

Repoat Style [Acc-:ui -'S-my-liep-:-rl I.«llccH«-:llﬁw:-ce Iﬁnw éd-;!ﬂﬂ!l. E‘

Repodt Alias: [ACCSUM1.APT

Prirt Oplions

& Prnt A0 Bal Inc Dc&i@ T Prirt All inc: Credits of Custent Trans
" Pord +ve Bal orly " Pord +ve Bal o f Cusrent Tranzactons
£ Port ordy i Cunent Trans " Pord Al Credits Oindy
" Print A0 Cusrent Farmdes + Other Balances " Port A
Dhutpat destiruation
[Custet doc = @ PrinttoWindow ¢ Export to File
| ~| = Print P
" PrnkloPrirter Expest bo Mal
= {}' Exat s Eue

Select the Report Style of Account Summary Report

Select in Print Options, Print All Bal Inc Credits

=

Click Print you can print as a hard copy or to a .pdf file.
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Aged Debtor Report
Path: Debtors — Aged Debtor Reports — Aged Debtor Report - Detail

Print an Aged Debtor Report - Detail to produce a list of aged Family Account Balances (both
outstanding and in credit) for 2010.

B Aged Debtor Report [aoll®|[&R]
Select Famkey Select Aging Dates [Z]
i Bl | | AgngDas FiDsc200s gy | | VTS
Tar \ Aaging Date 1: |§1] Sep, 2009 ﬁ FA
Select ltem Mo . ==
Aging Date 2= {30 Jun, 2003
From: 0 g IT
e[ o0& AgingDate 3: [31Jan. 2008 [
Select on Student Carnpus: |.NI Ll

Rennut Selrrtinn
Report Style: |Aged Debtor Report - Detail [3] vl
Report Alias: |DEBTAGED.RPT

Cutpast destination E

Custist doc i
* Print to'Window  Export ta File | ":u

z : ; ord For Windows »
" Puantto Printer ¢ Export to Mail | e J
=

51 -
& Pint p | [FEsitViewes |

Leave Famkey blank for all families

Enter the Ageing Date of the last day of the year, i.e. 31/12/2011

In Report Style select Aged Debtors Report - Detalil

In Output Destination select to Print to Window.

Click Print you can print as a PDF file or as a hard copy but this may be a lengthy printout.

S e o=

The end balance on the Account Summary Report and Aged Debtor Report should balance with
each other.

If this is our do not continue until this is corrected.
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Sundry Transaction Aged Reports
Path: Debtors — Sundry Transaction Aged Reports — Sundry Summary by Family

If you use Sundry Accounts, print a Sundry Summary by Family to produce a list of Families with
Sundry Balances (both outstanding and in credit) for the end of the year.

! Sundry Transaction Reports o || =
Select Famkey Select Aging Dates E =T
v et
From: Ql AgngDate: [31Dec. 2008 [ gt 1
Te ’—% [ Use Student Tag Set
g AgingDate 1: [305ep. 2003 [ ,
Select Item No AgngDate 2 [0Jun. 2003 [ =
Frrom: u,g [
To IW Aging Date 3: [31 Jan, 2003 ﬂ IT

Select on Student Campus: |All -

Repart Selection
Report Style: |Sundry Surnmary by F amiy -]

Report Alias: [SUNSUMS.RPT

Oustput des:‘.nalmEI

Custlst doc

& PintloWindow " Export to File Cu =
C PinttoPrinter (" Export to Mad !_ bl =)
Report detad EI Repot Qider

@ Show detal & Famiy

 Showsummaty | | C Stock Code & Pt p| FEaviewes

Leave Famkey blank for all families

Enter the Ageing Date as the last day of the year, i.e. 31/12/2010

In Report Style select Sundry Summary by Family

In Output Destination select Print to Window.

In Report Detail / Report Order select to Show Detail in report and print in Family order.

S0 16 i1 [

Click Print to as a PDF file as a hard copy may be a lengthy printout.
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Debtor’s End of Period

Rolling from one year to the next impacts on the Debtors as follows:

Deletes all receipt detail.

Deletes all fully paid transactions — depending on option chosen.

e | Debtors Outstanding balances can be consolidated into b/fwd balance or as
individual transactions — depending on option chosen.

Creates an GL Debtors Accrual Batch.

e | Sundry Debtors | (Student sundry billing area) Deletes all receipt detail.

Path: Debtors — Debtor’s End of Period

The Current Period and the Next Period will both have the same Year, this is changed at the final
stage, prior to the start of processing for the New Year, and after the Rollover is completed.

i} Debtor End of Period e x

Period End Utilities | Housekeeping |

Current Period: | 12 [December 2010

Mewst F"erind:l l_l |Jama|y2ﬂ10 Iil

Date performed: |31 Dec, 20"1;[ ¥ Reset Account Messages
[v Clear Finalized Prior Year Invoices
¥ Consolidate Debtor Invoices

-
Perfarm End Eﬂhp [~ [Clear Voluntary Donation Histon
;"" cerfurm Period End V¥ Clear Bursary File

© Uil W Clear Family Rebates
7 Utilities Oy [v Clear Finalized Payment Plan detailz

.

Begin Process ]

[ Esit View

1. | Current Period will be the Final Period of the Year you are in.

Next Period will show the First Period of the next year;
2. e The Year will show the same as the current period; this is not changed until after
the Rollover.

3. | Change the Date Performed to the end of the year. Eg 31/12/2010

4. | Tick Perform End of Year, Perform End of Period will also be selected.
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Consolidate Debtor Invoices

New Zealand; The End of Year Debtors Consolidation process will preserve two years of outstanding
debtor invoice records, including unpaid Donations. This means:
e Any outstanding prior year debtor invoices (eg from 2009) will be rolled to Debtor Period -2
e Any outstanding current year debtor invoices (eg from 2010) will be rolled to Debtor Period -1
e All new debtor invoices after the roll (eg in 2011) will show in Debtor Period 1 and above

Consolidate Debtor Invoices relates to Debtors only and does not impact on Sundry Debtors.

Period End Utiities | Housekeeping |

Current Pesiod: | 12 |December 2010

Net Period: | 1. [anuay 2010

Date performed: [31 Dec, 200 J W Reset Account Messages
[w Clear Finalised Frior Y'ear Invoices
W Consolidate Debtor Invoices
Consalidate Debtor Invoices E3

Zeio Balancing Transactions E
If balance for a family = 0 adjust recoeds to delete the ransactions! ]
A Family with Curment Penod transactions will not be affected.

Consolidate Invoices to Balance Forsard Cost Centre to Use wher NO GST Charged

" Ignore this Dption ] | 9997 .| |Balance Forward (No GST)
' f

= L I Cost Centre to Use where GST CHARGED
>. il a Sigle Lost Lanty [~ 3338 .| [Foward Batance (Inc GST)

[4]
= |

Consolidation Choices for Debtor Invoices
(Choose the consolidation option that best fits your environment)

1 Consolidate Debtor Invoices;
) e Tick to open the Consolidation window.
Zero Balancing Transactions;
2 e This should be Ticked at the End of Year Rollover to remove any debit and credit
) entries that balance to zero.
e These transactions can still be accessed through the snapshot that is created.
Consolidate Invoices to Balance Forward;
Select how you wish to consolidate your brought forward invoices from;
¢ Ignore this Option; All transactions will be brought forwards.
¢ Retain Cost Centres; Per Debtor, this will consolidate outstanding transactions to
3 one amount for each Cost Centre used, for example, if a debtor owes 3 transactions
) for tuition fees they will consolidate to the 1 transaction for tuition fees.

e Create a Single Cost Centre; Per Debtor, this will consolidate all outstanding
transactions, regardless of the cost centre, to either the one cost centre with GST or
one without GST, the two cost centres will be required whether or not GST is
applicable.

4. | Click OK to accept the entries.
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Several options will be ticked by default, read the information below to determine if these are options
you wish to keep.

[z} Debtor End of Period Sfl=y

Period End Utities | Housekeeping |

Cunrent Period: | 12 |Decemba' 2mo

Mext Period: | TJ |January 200

Date peifoimed: |§1 Dec. 2010 E [ Feset Account Megsageg
[Z]™ Clear Finalised Prior Year Invoices
[v Conzohdate Deblor [nvoices

-
Peirfoim End of Year. v
m End of Year [3]r Clear Vohumtary Donation History
Lfmclhn II'IF Clear Bursary File
* Perform Period End EI :
W Clear Famiy Rebates

" Utilties Onl
o IEI [v Clear Finaksed Payment Plan detads

71~

Begin Process |

[F Exit View
Reset Account Messages is optional;

e Leave the tick to retain special messages, other than 0 or 10, that you may have tied
to groups
e Remove the tick to retain the messages

Clear Finalised Prior Year Invoices is optional;
2. e Leave the tick to clear the file of any fully paid invoices in readiness for the next year
e Remove the tick if you do not want the entries to be deleted

In Clear Voluntary Donation History it is recommended;
3. e NOT to tick as this will preserve the history of all donations received by the
students/families.

Clear Bursary File is optional;
e |Leave the tick if special concessions are set up in this area and you wish to clear and

= re-enter all special concessions in the next year
e Remove the tick to keep the existing details in the Account Master File
Clear Family Rebates is optional;
5 e |eave the tick if rebates are setup in this area and you wish to clear and re-enter all

rebates in 2011
e Remove the tick to keep the existing details in the Account Master File

In Clear Finalised Pay Plans it is recommended you;
6. e |Leave the tick to remove all finalised pay plans in readiness for next year’'s payment
plans against families.

Create Ledger Accrual batch;
e Defaults to Ticked to create and accrual batch and cannot be removed.

Click Begin Process once you have completed all necessary steps, and selected the
relevant options above you are now ready to proceed.
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If you have split billing you will be asked if you want to cater for it when you roll;
e Select Yes to split any un-split current invoices for spilit billing families prior to the roll.
e Select No to leave any current invoices un-split for split billing families.
' Debtor En d - o] x|

Period End Utities | Housekeeping |

Current Period: | 12 [Dec:aﬂ:ﬂ?ﬂll]

MNext Period: | 'IJ [Ja'ua}lZ]ll]

Date performed: |31 Dec, 2010 | ¥ ResetAccount Messages

W Clear Finalised Prior Year Irvoices
[¥ Consolidate Debtor Invoices

Confirm %
Fedoan Erd st vou P

Function \_:.:) Do you wish to cater For Split Billing
* Perform Period End

" Utilities Onby | o I Mo |

" r
Beain Process I
[F Exit Wiew

Create a Snap Shot

You must say yes to create the Snap Shot, this will be a new Workarea that will allow you to print
reports and check family details if necessary.

iZ Debtor End of Perio ﬂ_lﬂ

Perind End Ulkilities ] Hausekeeping |

Current Period: | 12 |December 200

Mext Period: | 1J |January 2010

P Do viou wish ko create a Snap Shot Wark Area
\{/ to store the current Debtors For Future reference,

If the Snap Shat has already been successfully created

Perform wou may proceed ko the period end without creating it again.
Functio Ves Mo

& Perf

" Utilities Onily

[V Clear Finalised Payment Plan details

-
[ Exit Wiew

Allow the system to create the backup Work Area;
. e This may take some time depending on the size of the files being copied and the
speed of your computer.
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An Information window will pop up click OK to continue creating the Snap Shot.
— Debtor End of Period SISl
Period End Utiities |Hmkew]

Current Period: | 12 |December 2010
Nest Period: | 1] Manusy 2010
Date performed: |31 Dec, 2010 ] ¥ Reset Account Messages

[¥ Clear Finalised Prior Year Invoices
Information E

-
Peiform End of 1 J The software will now copy programs to the Snap Shot

Function
@ PetomPe
" Utilities 0
it ¥ Clear Final
F
Begin Process
(F Exit view

This is the final stage of creating the Snap Shot, when you have clicked OK to this you must make
sure the Snap Shot ws.

 oebtor EndofPered BEE

Period End Utiities | Housekeeping |

Cusent Period: | 12 |December 2010

Information E

Dz ] The application must now re-start ko re-assign data paths,
\I\i) This is quite normal, Your Snap Shot will have been created
provided you received no errors to the cantrary.
Once you are back at the menu select the snap shot workarea
Debt HDT3 2010
ko test that it has been successfully created and is accessible. At this time

YOU HAVE NOT COMPLETED THE YEAR END

To do so re-enter the Application and re-run Period End
* but on this pass do not elect to create the Snap Shot

[rE

Begin Process

[ Ext View
The application must now restart;
e This means PCSchool will close and return to the main menu.

Your Snap Shot will have been created:

. e As long as no errors occurred during the process a snap shot / copy of your current
Debtors Data will have been saved as a new work area and named “Debt ... 2077”.

Check your snap shot work area;
e On the main menu view find the new work area the name will start with Debt and the
year you are rolling will be part of the name
e Select the new work area and check that you can see your data and print reports.

YOU HAVE NOT COMPLETED THE YEAR END
. e Return to the Debtors module in the Main work area to complete the End of Year
process.
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Check Your Snap Shot Works

The main menu will list the newly created ‘Snapshot’ of your Debtors data, you must go into the new

Workarea and check your data is available and reports can be printed.

Close this work are area once you have checked the information is correct.

PCSchool Main Menu

s @
«® ®e

PCéChO(;[}

*

b ain Wor Area
H DRIVE PLAY 1
H DRIVE PLAY 2
HDRIVE TEST 1
ebt HOT3 2010 |

# Scholsic S| B Debtor 0| B Finance
B ey L[| £ Foundation s | [ZiTTable Dev.

Poirit of Sale P I Tooks T

m Teacher Portal Attendance/8ssessment |

.

Uzer

Mew Exit
: | Mo
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Complete the End of Year Rollover

You must go into the Work Area you are rolling from not the newly created Snap Shot Work
Area.

Make sure you go through the full process again carefully following each step until you get to the
window that asks if you want to create a Snap Shot.

i Debtor End of P : B ' J
= X

Confirm
Period End Utiities | He
9 Do you wish to create a Snap Shot Work Area
Cumrent Penod: [ \“If)

o shore the current Debtors For Fubure reference.,

: If the Snap Shot has already been successfully created
Next Period: I- wou may proceed bo the period end without cresting it again,

Date performed: [ Yes Mo E

[T Congolidate Debtor Invoices
r

Perform End of Year [

5 — ] onation Histor
Confirm 4

\ ? J' Procesd with End of Year - Only proceed if no errors ses
wment Plan details

Yes . Mo | i

I Beagin Process I

[F Exit View
1. | Click Begin Process.

When asked to Create a Snap Shot select NO as you have already created a snap shot of
your work area.

3 When asked to Proceed with End of Year select YES to proceed with the end of year
" | rollover.

At this point the system will begin the process of deleting all receipt details, consolidating
transactions and updating family records as per the options you selected.

Commercial in Confidence 20/27




© PCSchool — Version 2011.2 End of Year Debtors

Once this has been finished the system will give a ‘Process Complete’ message, you still have one
more step before you are in the correct year.
2 Bl

Period End Utilties | Housekeaping |

Current Period: I 12 [Dacanhet 2010

Mext Period:l 1_[ |Ja'l|a|yﬁl10

Date performed: |31 Dec, 2010 =] ¥ ResetAccount Messages
Information E feat Invoices

nvoices
1) Process Complete
Perform End of Year, v \)

Functian E

% Perform Period End
" Utiities Only

iation History

s
W Clear Finalised Payment Plan details

¥ | Ba
Begin FProcess
[ Exit View

Update - Period Year Description
Path: System — Period ID

This is the final step of the Rollover for most schools, the Debtor Period now needs to be changed; to
reflect the current year, this must be done prior to processing any transactions.

Make sure you have Debtors selected then change the Year Range and the Previous Year
Description to reflect the period you are now in.

| =] Financial Period Identifiers

Erdily »> | Petiod>» | Month | Perod Desc | YearRange | LedgerPd | Fnal Penod | Prev yem dess [«
1 1 Januay 201 1 m] 2010
2 2 Febiuagy 2011 2 O 2010 |
3 3 Maich 2011 3 O 2010
4 4 Apdl am 4 O ano
5 5 May am 5 O 2000
[ £ June 2011 E O 2010
7 7 July 201 7 O 2010
8 8 August 2011 8 a 2010
] 9 Saplamber 201 s 0O mo
10 10 Ochober 2011 0 a 20
Ll 11 Mavember 20 1 O M0
12 12 December 2011 12 = 2010 -
Select Financial Area
T Ledge « @ " Credies ™ Payrod

Year Range; Change all to the new current year description, e.g. 2011

Prev Year Desc; Change all to reflect the prior year description, e.g. 2010

NOTE: If you wish to change how you use the Debtor Periods it is best to do it now, immediately
after the End of Year Rollover;
e You may wish to change from Monthly debtor periods to Quarterly or Term periods. Contact
the PCSchool Support Desk for more information or guidance.
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After Rollover - Checks

Path: Debtors — Account Validity

After completion of the rollover in your Main Work Area, run an Account Validity to ensure the year
end rollover was executed without error. If there are errors, you may need to restore your backup.
Contact PCSchool Help Desk for guidance.

B Account Validity == =]
Select Family Code Ranage
From: | ﬂ To | ﬂ
{
Selection Critenia Frint to
Frirt =
& Print Erors Only % Preview %
" Print All Active Accounts " Printer Pririter Setup
G t
o OF Esitview Esc
1

Account Validity Listing Page 1
Print records All records Errors only Printed on: 31/12/2009
Shows no Account -
Validity Errors Trans Master
Total Year Opening Balance: 0.00
Plus Current Year Invoices 0.00
Plus Current Year Receipts 0.00
Total Balance 0.00 0.00
Path: Family Based Debtor Reports — Account Summary
And
Path: Aged Debtor Report — Aged Debtor Report - Detail

Check that these two reports balance to each other and that these balances are still the same as the
reports printed before the rollover.

Debtors Account Summary
Debtor Period:1
Accosnt Rendered Current Inveices Currest Receipo Balamcez
WESTO1 Mr J & Mrs M West -3,323.60
WHITEO1 Mr A & Mz K Whitehead 3,
ZUPANO1 Mr P & Mrs J Zupanic -6.80 -
ZZUNIDEN  Unidentified Deposits -200.00 -200.00
8197,950.31 £197,950.31
Aged Debtor Report
asat 3171272009
Last Rept. Current 92 Days 184 Days 334 Days Total
THOMPOl MriK Thompicn 23 May 2007 1,031.25 1,031.25
THOMSOL Mr T Mathew & Mrs C Pauloss 13 May 2009 0.40 0.40
IUPANOL MrP & M JZupanic 6 May 2009 (6.80 (6.80)
IIUNIDEN Usidentified Deposits 29 Apr 2008 (200.00 (200.00)
Crand Total: 197,950.3] 197,950.31
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Sundry Transactions

Path: Debtors — Debtors End of Period

If you are a NZ Govt School please read the Manual or section in HELP referring to End of Year
Debtors NZ Gov Schools.

This section is only relevant if sundries are used.

In order to have all Transaction details available in the Snapshot Workarea, the consolidation and
cleanup of sundries must be run after the Debtors is rolled into the New Year.

® B

Period End Utiities | Housekeeping |

Current Perod: | 1 |Januar_l,l 2011

Mext F'eriu:ud:| 1J |Januar_l,l 2011

Date performed: |31 Dec, 2':'-“:'l | -] | PResetAccount Meszages

[ Clear Finalized Prior ear lnvoices

r
[v Conzolidate Sundm Tranzactions

-
[ Clear Yaoluntary Donation Histay

Function — —

™ Parfarm Periad End Sundry Debtors Consolidation

& tilities Orly .-’-'-.u:tiu:un. to be perfarmed:

" Conzalidate to a Single Invaice within Debtars Proper

" Conzolidate o a Single lnvoice per Student within Det

" Conzolidate to Bal Fonward within Sundry Debtars

F il Ldero v M1 4 1 L L sl T

1. | Date Performed This will be th.e date displayed against the cost centre the transactions
will be consolidated to.
2. | Utilities Only Check to activate the ‘Consolidate Sundry Transactions’ option.
Consolidate
3. | Sundry Tick to bring up the ‘Sundry Debtors Consolidation’ window.
Transactions
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Sundry Debtor Consolidation

All Actions to Be Performed are Optional, you must decide what options you wish to implement.
Sundry Debtors Consolidation L]

Action 1o be pedormed
" lgnees thes Oiption

* Concobdste bo a Single Irnvoice withan Dieblors Proper

" Contobdste bo & Sngle Irrvoice per Student within Debtors Proper
™ Consolidate to Bal Formand withn Sundry Deblors

4|  Consobdate 1o Bal Fomand for each student within Sundry Dablors

™ Tianafer paid ransactons bo Voluntany Payments

PEEERE

[ Transber pasd tranzactons bo Fourdation
" Tranafer pasd tranzactons to Held Deposte/Homestap
™ Dielete Transscton: with Zeio Balance

™ Diekste Transachon: regades: of balares

Cost Centie to !.!:f ] Drebsbors Lo deserbe consobisted bantachons wheia NO GST

=97 | [Bsiance B/Forwerd No GST)
Cost Centze to Use in Deblors lo describe conscldated ransactons where GST CHARGED

. %% _| [Ealance B/Formar ncl GST)

| e
Conpoldate Sundnes wathin the Cost Certre Rangs below
Sedacl ¢ hige: up o and including (enter dabe or blank: foe o) . .
[B] (2o 2008 | o | Concel |

Fooee [ 0. ] T« EE ]

Consolidate to a Single Invoice within Debtors Proper
e This will create one GST and one non GST invoice line within Debtors proper, for all
the outstanding sundry charges for each family.
e Sundry charges will be deleted on creation of the invoices within the Debtors proper.

Consolidate to a Single Invoice per Student within Debtors Proper
¢ This will create one GST and one non GST invoice within Debtors, for all the

2. outstanding sundry debtor charges for each student.

e Sundry charges will be deleted on creation of the invoices per student within the
Debtors proper.

Consolidate to Bal Forward within Sundry Debtors
3. e This will create one GST and one non GST b/fwd invoice within the Sundry Debtors,
of all the outstanding sundry charges for each family.

Consolidate to Bal Forward for each student within Sundry Debtors
4, e This will create one GST and one non GST b/fwd invoice within the Sundries for each
sibling within a family, for all their outstanding sundry debtor charges.

Transfer paid transactions to Voluntary Payments
¢ Refer to the next section if you are a NZ Govt School

S e Specific paid cost centres in sundries can be transferred to the Voluntary Payments
area, eg Building Fund Donations.
6 Transfer paid Transactions to Foundation

e Specific paid cost centres in sundries can be transferred to the Foundation area.

Transfer paid transactions to Held Deposits/Homestay

7. e Specific paid cost centres in sundries can be transferred to the Held Deposits /
Homestay area.
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Delete Transactions with a Zero Balance
e This will tidy up the sundries area by removing all transactions with a zero balance.

Delete Transactions regardless of balance
This will delete sundry charges regardless of balance. Be careful of this choice.

When consolidating you will need to nominate two cost centres;
e NO GST: for consolidating transactions with no GST.
e GST CHARGED: for consolidation transactions with GST.
A. | Note: Separate Cost Centres are necessary if any invoicing contains GST, these Cost
Centres must be linked to GL Codes with the appropriate GST status;
e Otherwise, select the same cost centre for both options if invoicing contains no GST
component.

Select the date and cost centre range of the invoices you wish to consolidate. Any invoices
after the selected date, or not within the selected cost centre range will not be consolidated.

Student - Family Removal

Path: Scholastic — Administration — Student - Family Removal

This process involves both Administration and Debtors. The only time to run this is immediately
following the Debtors End of Year Procedure. This routine will allow the removal of departed
students with a zero balance.

Group Removal

Students may have departed a couple of years previous, been sent to alumni, and now there is no
reason to hold them within the current student database. By selecting Group Removal and a
previous year’'s date of departure, the system will scan and remove students and families based on
the Date of Departure and a Debtor and Sundry balance of $0.00.

_m‘l Student & Family Rermoval = || =] E2
Deletion Options
" Individual Student ' Group Removal " Individual Farnily
Select Student Code to Delete:; D ate Departed Prior to Select Family Code to Delete:
| l 31 Dec, 2004 | [o

[v Send Deleted Students to the Alumni File

G0 BeginDeleton | [F  Evitview  esc |
[ Delete Debtar Tranzactions if Balance to Zera

e | Group Removal | Select to remove student records in bulk.

It is best to select a date at least one year before prior to the departure
date. This will then retain information on your immediate leavers.
e You may wish to retain the last five years of leavers.

Date Departed
Prior to

The system will only delete those students who have no outstanding
balance, eg. either have no transactions against them, or any
transactions total to zero.

This option is only available when Debtors is in period one.

Delete Debtor
e | Transactions if
Balance to Zero
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Individual Student

End of Year Debtors

Individual Students can be deleted providing they have no transactions.

.!'J Student & Family Removal
Deletion Options
* Individual Student

Select Student Code to Delete:

|F'E|LANEE| 5

T

v Send Deleted Students ta the Alumni File

[v Delete Debtor Transactions if Balance ta Zero

" Group Removal = Individual Family

D ate Departed Prior to Select Family Code to Delete:
|

s

“

@ BeginDeletion | [P Exitview x|

Information

]

/L |

rd

Iol Can't Delete Student - Invoice Charges Exist

_—

OK

Individual Student

Select to remove an individual student.

Student Code to Delete

Select the student to be removed.

Delete Debtor
Transactions if Balance
to Zero

The system will only delete a student who has a balance of zero.
If the student being removed does have a transactions then you
will be advised “Can’t Delete Student”.

This option is only available when Debtors is in period one.

NOTE: When deleting an individual student and the system finds that there are no other siblings
attached to the family, then the system will also delete the family record.

Processing After the Roll

Most schools will perform the Debtors End of Year a few weeks before performing the General
Ledger End of Year. As a result the Debtors will be in 2011 while the Ledger will still be in the 2010.
Because of this special care needs to be taken when finalising Debtor Receipt Batches or Debtor
Accrual batches to ensure they are posted to the correct period of the General Ledger.
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When you finalise a Receipt Batch you are finalising it to the Ledger so you must select the
Ledger period. If the Ledger has not been rolled you must finalise the Batch in the Next Year —
Pending range. Once the Ledger is rolled the batches in pending can be finalised to the correct
period. If this is not done the batches will have to be Journalled to correct the mistake

. Receiptbatey [1] -19]]
Batch Mo | 1612 | Date: [Wed-Jan13. 2011 .| Pd | 1 Hanuay 2011 DetBarkc 1 ] _@g;oﬂj

O Al oo~ Fooien B
I.gw| $3,00000 |
RecHo | Datess | Famke Batch Type: [Recepd Me [1E12 Date; [2700/2010 -
E2H9E Jan 192011 ASHCRL
Seaci e perainnd iru ot Linchgen s bos irtne] i sy et Bsbeh | Jpswamy MU | ‘
‘fou can select b Fnaliee inbo & penod in the Curent s Fedizany 2010
Mach 2010
Finakzs into a period in the Frevious Vear 25 2010 |
by 2010 |
Pard the Batch for Finalication in the Nest Yea. | yurre 2010 El -
_ _ Juby 2010 '
1 Tende | oo = oot August 2010
e Septembe 2010
(ST | _|ccicte 2010
1 e Miwarabast 2000
Coder [COLLEGE =] [ | Drecarnbes 2010 i
Dcerphion | Cometsions Codege Jarusmy Mest ‘Foai - Pending ]
Il Csfendlas basith | T OietAcer Boekc | OO0 Credior | 9060 Cre Febwuszne Hest Yen - Pending —

Match Nesd ‘vear - Pendirg

fiprd Med ‘o -;emhg

Ml Me - Persdirg F
JHHEI -F‘enﬁ'-g ik
Hhuly Hend e - Perading [

ugust Mewd ear - Pending
September Mest e - Perding

Cursent Pericdt | [F]

GST Acct Mathod [ - NON CASH

| Pariced | Poriod Dipenpten

1 Jarmuey Dichobees Mest Vea - Pending Prirde
Febnuary Mowember Nest Yiear - Pending EMad
1 Warch [ ecembeer Besdt e  Pendinn
_E - 7 | e sy e
Frafio Batch | | CwsBoch | vabdooBach | Pt p | [F Emveew |

After rolling, the Debtors Module is now in the new year, 2011,

The Ledger is still in the previous year, 2010.

Lo Lt

When finalising the batch, be sure to think carefully which period to post the transitions to.

If the Debtors are sitting in the New Year and the General Ledger is still in the Previous

Year;

4, e Tofinalise a debtors batch to the previous year finalise directly to the period.

e This should be done keeping in mind that all of the reports have been printed based
on the information prior to rollover.

If the Debtors are sitting in the New Year and the General Ledger is still in the Previous

Year,;

5. e To finalise a debtors batch to the New Year select Next Year (January, February
etc.) Pending.

e These batches will be finalised when the Ledger is rolled into the New Year.

Finalising Batches to the Prior Year

If both the Debtors and General Ledger modules are rolled into the New Year;
e e.g. 2011 and you wish to finalise a batch to the previous year, select Prior Year 2010 this
will finalise to the 31%' of December 2010.
e This should be done keeping in mind that all of the reports have been printed based on the
information prior to rollover.

Commercial in Confidence 27/27




