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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 NZ Gov Schools
This is a Generic Manual — Dates may not reflect this year

FCéchooI}
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End of Year Debtors NZ Gov Schools

NZ Government Schools — Flowchart EOY Procedures

Backup

Perform rollover into the next year

After Rollover Checks

Processing After the Roll

Transfer Paid Donations to the Voluntary area

Delete Unpaid Contributions/Donations

Consolidate unpaid balances to a B/Fwd Balance — (Optional)
Delete remaining paid transactions

ONoaRkwh

IMPORTANT
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.

When performing the end of year rollover in the New Year, 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 such as 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.
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1: Backup
Back up the PCSchool Before Continuing with the Roll Over
Path: PCSchool — Debtors — Utilities — Backup

The following procedure will only backup the data relating to the Debtors Module.

=) Debiors - PCSchool [Main Work Area] User: PCSCHOOL

HotKeys Debtors GenerslLedger Systern [UMslties| Other Modules Navigste Window Help

44 » M QEH @ X VDF Query Generator s oD 26
Backup

ehlerge

Errimil . ‘
Email Log .

Incident Mantenance

Maintenance Codes .

Feport Aliss Settingt .
Repo fhas Letngs

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.
[0 Backup Data Files View

Mumber | File Mame LUz Hame
= |
(=1 YEAR ‘f'ear Level Descriptions
(=1 FERIOD Financial Pesiods __
=] Towms {2 | Sekctai ]
(= ]
g DeSelectAl |
(=1 STUDENT  SF: Student File
&I FAMILY SF- Family " Redesh List |

1 - Stalf File
=1 iH TEACHER  SF: StalfF

1 L hedent Travel Details

| Rk TRAVE 5 Travel D

& ABSENT  Absent Load File Selection |
& s DISCIPLI Diisciphne
& s EXTRACUR  Pesonal Development Codes :
=1 Kl EXTRA Pessonal Development Save Fie Selection _|
=1 it KEY Kep
& 03 KEYUSAGE  KepUsage
=1 Kl INVOICE Invegice Eﬁm Diata

3 DEBTORC  DE: Deblor Comments
= |

2z ITEM DE: Debior Cost Canire B
(=) Fit
=1 B DEBATCH  DE: Deblor Batch Header Fie ™ By Module
(%) iza DEBATCHC  DE: Deblor Batch ltem Fie
=1 E3 DEBATCHT  DE: Deblor Batch Transactions m Al Files
=] B3 SUBCHARG  DE: Subject Chaige History : _
=k SUBCHMAS  DE: Subject Chaige Rieference | 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.
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At the next window Save the backup file.

Filename: |Chiis"Backup-19-12-2011-Time-08-53-31 Izl
Comments: [Backup created 19/12/2011 for Cheis's School User PCS

Emad T |

Last Backup: |9 Dec. 2011
Days to Mext Backug: |0 [T Erase previous backup fles?

EmaiBackup | Create Backup | Cancel

Check the Destination. The default is your local drive PCSchool\Backup;

1 e This is the best place to save this as it can easily be accessed if it needs to be
) restored.

e If you change the destination make sure you know where it is saved.

2 You may choose to rename the file, to signify that this is the Scholastic backup of a
" | particular Year.

Click Create Backup.

e | A Zip file will be created holding all necessary .tmp files.
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2: Perform Rollover into the Next Year

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 a 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

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

.

Begin Process ]

[ Esit View

1. | Current Period is 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 date to the end of the year. Eg 31/12/2099

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.

| Debtor End of Peric BEE

Period End Utiities | Housekeeping |

Current Pesiod: | 12 |December 2010

Net Period: | 1. [anuay 2010

Date performed: (31 Dec, 2010 .| ¥ Reset Account Messages
[ Clear Finalized Prior Year lnvoices
IIl [¥ Conscbdate Debtor Invoices

Consolidate Debtor Invoices 4
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. v

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
S (meis A Sertot Ceniry [~ 3338 .| [Foward Batance (Inc GST)

[4]
o

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

Consolidate
1. | Debtor Tick to open the Consolidation window.

Invoices

Zero This should be Ticked at the End of Year Rollover to remove any debit and
2. | Balancing credit entries that balance to zero. These transactions can still be

Transactions | accessed through the snapshot that is created.

Select how you wish to consolidate your brought forward invoices from;
¢ Ignore this Option; All transactions will be brought forward.
¢ Retain Cost Centres; Per Debtor, this will consolidate outstanding

Consolidate transactions to one amount for each Cost Centre used, for
3 Invoices to example, if a debtor owes 3 transactions for tuition fees they will
* | Balance consolidate to the 1 transaction for tuition fees.

Forward * 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. | OK Click 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.

— - — —

l_z Debtor End of Period = »

Period End Utiities ] Housekeeping |

Cunent Petiod: |

12 |December 2010

et Period: |

T‘J |January2‘l]ll]

Date performed: |31 Dee, 2010

Pesfosm End of Year, [v

Function

% Peiform Period End

" Ltities Only

E ¥ Fleset Account Messages

[Z]™ Clear Finalised Prior Year Invoices
[v Conzohdate Deblor [nvoices
-

EI [ Clear Yoluntary Donation History

[4]% Clear Bursary File

EI [v Clear Famidy Rebates

IEI [v Clear Finaksed Payment Plan detads

71~

Eegin Process |

Reset Account
Messages

[F Exit View
Optional;

e |Leave the tick to retain special messages, other than 0 or
10, that you may have tied to Debtors.

Clear Finalised Prior
Year Invoices

Optional;
e Leave the tick to clear any fully paid invoices from prior
years (eg. 2008 and 2009) in readiness for the next year.

Clear Voluntary
Donation History

Recommended;
e DO NOT to tick as this will preserve the history of all
donations received by the students/families.

Clear Bursary File

Optional;
e Leave the tick if special concessions are setup in this area
and you wish to clear and re-enter all special concessions
in the new year (eg 2011).

Clear Family Rebates

Optional;
e Leave the tick if rebates are setup in this area and you wish
to clear and re-enter all rebates in the new year (eg. 2011).

Clear Finalised Pay
Plans

Recommend;
e |eave the tick to remove all finalised pay plans in readiness
for next year’s payment plans against families.

Create Ledger
Accrual Batch

Default;
Ticked to create and accrual batch and cannot be removed.

Begin Process

Once you have completed all necessary steps outlined previously,
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.

d Bi= B

Period End ltities | Housekesping |

Current Period: | 12 [Dec:elrba 2010

Mest Period: | 1J [J::nﬂ}lZ‘l]ll]

Date performed: {31 Dec, 2010 .| ¥ ResstAccount Messages
W Clear Finalised Prior Year Invoices
W Conzolidate Debtor Invoices

Confirm
oS

Furnction ? J Do you wish to cater For Split Billing
' Perform Period End

" Utilities Ol | Yo I Mo

Begin Process ]

[F Exit view

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 Period - ﬂ

Period End Utiiies | Housekeeping |

Current Period: | 12 |December 2010

Mext Period: | 1J |.Januar_l,l 2o

9P Do vwou wish ko create a Snap Shot Work Area
q'/ ko skare the current Debtors For Fukure reference.

If the Snap Shot has already been successfully created

Perform wou may proceed to the period end withouk creating it again.
Funchio Vs Mo

+ Perf

" Utilities Orly

[v Clear Finalized Payment Plan detailz
—

| Beqgin Process |

[ Exit Wiew

Work Area Allow the system to create the backup Work Area;
. - . e This may take some time depending on the size of the files being
Confirmation .
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.

Period End Utiities | Housekeeping |
Current Period: | 12 |December 2010
Nest Period: | 1] Panuary 2010

Date performed: [31Dec, 2010 .| [ ResetAccount Messages
[¥ Clear Finalised Prior Yeat Invoices

Information E

-
Pertorm End of \.l, The software will now copy programs bo the Snap Shot
Function -

" Utilities On TR
{ inalized Papmert Flan defails
p Create Ledaer Accual Bateh
Begin Process |

[ Esit View |
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This is the final stage of creating the Snap Shot, when you have clicked OK to this you must make
sure the Snap Shot works.

'_ Debtor End of Period -10] %]
Peiiod End Utiities | Housekeeping |

Cusrent Period: | 12 |December 2010

Information E

D: - The application must now re-stark ko re-assign data paths,
\I;) This is quite normal. Your Snap Shot will have been created
provided yiou received no errors ko the contrary.
Once you are back at the menu select the snap shot workarea
Debt HDT3 2010
ko test that ik has been successfully created and is accessible. At this time

P

& YO HAYE NOT COMPLETED THE YEAR. EMD

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

oK

Begin Process |

[F Exit View

The application must

now restart. This means PCSchool will close and return to the main menu.

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 ... 2010”.

Your Snap Shot will
have been created:

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

YOU HAVE NOT . .
COMPLETED THE Return to the Debtors module in the Main work area to complete

YEAR END the End of Year process.
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Check your Snap Shot Work Area

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 area once you have checked the information is correct and open the Main Work Area
or the Work Area you are rolling.

PCSchool Main Menu

' ]
.' '.

PCéchooI}

b ain ok Area
H DRIVE PLAY 1
H DRIVE PLAY 2
H DRIVE TEST 1
ebt HOT3 2010

B Liway L| 2} Foundation &

Puairit of Sale P I Tooks T

'__L}L Teachar Portal Attendance/8zsessment |

ft Scholssic S| @ Debtos 0| B Finance 7 |
| Eirtaever. |
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Complete the End of Year Rollover

You must return to the Work Area you are rolling and not the newly created Snap Shot Work
Area.

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

‘Z Debtor End of P o
— e Confirm J
Period End Utities | He
9 Do you wish to create a Snap Shot Work Area
-
Cumrent Penod: [ \‘f)

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

-
Petform End of Year v =

5 onation Histor
Confirm 4

\ ? ;‘ Procesd with End of Year - Only proceed if no errors ses
sprmert Plan details

Yes | o | 55l Bat

I Begin Frocess I

[F Exit View
1. | Click Begin Process to continue.

2 Select NO when asked Create Snap Shot. You have already created a snap shot of your
" | work area.

At 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.
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Once this has been finished the system will give a ‘Process Complete’ message.
Z Debtor End of Period - I I,_’fJ

Period End Utities | Housekesping |

Current Period: I 12 fDﬁ:ﬁmbet 2010

Mest Period: | 1..] [anuay 2010

Date perfomed: |31 Dec, 2010 .| ¥ Reset Account Messages

Information E f'ear nvaices

nvoices
. J Process Complete
Perform End of Year W

Function E

% Pertorm Period End
" Utiities Orly

ation History

s
¥ Clear Finalized Payment Plan details
r:

Beqin Process J

[ Exit Wiew

Update - Period Year Descriptor

Path: System — Period ID

The Debtor Period now needs to be changed; this must be done prior to processing any transactions.
Make sure you have 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
" Ledoss * [Deblorg ™ Credioes " Payiod

In the Year Range column change the all the date to the new current year description.

In Prev Year Desc change all the dates to reflect the prior year description.

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

Path: Debtors — Account Validity

After completion of the rollover, run the Account Validity routine again 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.

End of Year Debtors NZ Gov Schools

B Account Validity == =]

Select Family Code Range
From: | @ Te | ul
Selection Criteria Pt ta

. ) % Frint P
& Print Errars Ornly * Preview
" Print &l Active Accounts " Printer Priniter Setup
" C t

orree TF Esitview s

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 ]ii:mce 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
WESTO1 Mr J & Mrs M West 3,323.60
WHITEO1 Mr A & Mrs K Whitehead 3,720.96
ZUPANO1 Mr P & Mrs J Zupanic -6.80
ZZUNIDEN  Unidentified Deposits -200.00
2197,950.31 £197,950.3]]
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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4: 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 the New Year while the Ledger will still be in
the prior year. 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.

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.

. Receipt Entey [1] =iojx|
BotchMo: | 1612 _| Dater [Wed Jon19.2011 .| Pd | 1 Horuosy 2011 Diet Bank: |1 | _Awolosd |
Desc: [Dettes Rocets

Totd | $3,000.00 1
RecMo | Datesr | Famke Batch Type: |[Recept Na: [1612 Duste: [207/2010 B
H9E Jan 192011 ASHCR{
Sedaci the peead iny e Leviger o be wted when fnslsng thes Bstch  |Jamany ANU |
You can select b Frales inbo & penod in the Cunent e Febauasny 2010
March 2010
Finakiss infa a period in the Previous ear ok 2070 |
My 2010 |
P the Batch for Finakration i the Neot Year |30 2010 EI =
- : Judy 2010
T P P [ August 2010 | |
—— M - 7 September 2010
6 [pebe
1 e —1 Mipwerabe 200
Code: [COLLEGE = | [recarnber 2000 T
Dascription |Comersions Codege sty Mt Fant - Pardieg ]
Iial Cafenda Mearih | T Ofietdocr Bork | G000 Credior | 9080 Cw L"ftfﬁ::\'g::fp; Pmi —
Comert Pasint | [F3 fuprl Med ‘el - Pendirg
HqN:@-Pﬂﬂﬂg ies
GST Acct Mathod (4 - NOM CASH Hures M - Pending e
Juy Mead e - Perding Tt
r - Bagust Mest Year - Pending
| Porid | Poriod Duienpien Septembe Mesd am - Pending
1 Jarmasey Dchobees Mest Ve - Pending Pridasd
2 Febnsry Mowemnber Hes ear - Pending EMad
3 Maech Diecember Mesd Year - Pendinog

e - T - e sy Ay

=]

Fialisn Batch | | OwsBoich | VabdeeBach | Pt p | [F Ewveew |

1. | After rolling, the Debtors Module is now in the new year.

2. | The Ledger is still in the previous year, 2010.

3. | 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.
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Finalising Batches to the Prior Year

If both the Debtors and General Ledger modules are rolled into the New Year;
e To finalise a batch to the previous year, select Prior Year 20?? this will finalise to the 31%' of
December of the Prior year.
e This should be done keeping in mind that all of the reports have been printed based on the
information prior to rollover.

5: Transfer Paid Donations to Voluntary Payments

Financial Year Transfer of Paid Donation Transactions to Voluntary Payments

This process will transfer all paid ‘contributions and donations’ from the Sundries area to Voluntary
Payments. These details can then be accessed, at any time, through the Account Master File, tab 7
Vol P/ments providing the student’s record is on your database.

Reprinting receipts may have to be done through the created Snapshot.

This transfer can be performed in December, at year end, before the start of the new school year,
this would mean that any unpaid contribution balances are deleted and not brought forward as
outstanding into the New Year.

A further transfer of paid contributions at the end of March will accommodate any payments for the
New Year. This is required if the voluntary contribution letter is to accurately show all contributions for
the financial year, from April of the previous year to March of the current year.

Note: As the routine requires date constraint entries, transfers do not have to be done on the actual
day.

Once transferred a Voluntary Contribution Report will list all paid family donations for the current
financial year.

A Voluntary Contribution Letter is also available when parents request statements of donations for
submission of their IRD returns.

Transfer Process

Important

This routine should be performed after the Debtors Rollover into the next year as this creates a
snapshot work area with a copy of all transactions for the year.
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Path: Debtors — Debtors End of Period

(&

-|5) x|

Periad End Utities | Hausekeeping|

Current Period: | 1 |.Jar'|uarj,I 2011

Memxt F'eriu:u:l:| 'IJ |Januar_l,l 2011

Date performed: |31 Dec. 2D1D| . | = | | ResetAccount Messages

Furnction

" Perform Period End

+  tilities Only E

[ Clear Finalized Priar Y'ear lnvoices

-

[v Consolidate Sundmy Transactions
-

[ Clear Yoluntary Donation Histary

" Conzolidate taa Single lnvoice within Debtars Proper

" Conzolidate to a Single |nvaoice per Student within Det

(" Conzolidate bo Bal Fonsard within Sundry Debtors

~ — [ Y P O AL I .L PR I

1. | Date Performed

This will be the 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
Transactions

Tick to bring up the ‘Sundry Debtors Consolidation” window.
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Select the Option to Transfer to Voluntary Transactions:
ansodidation 5 El
Achion o be perfoimed
" lgroe this O ption

| Sumndry Diebbor

O Corgobdate 1o a Snghe nvoice within Debbors Proper

O Congobdsls o a Singke Invoics i Student wathan Diablon: Propss
" Congobdate to Bal Forsard within Sundne Debiors

" Consobdate to Bal Forsard o mach shudent within Sundry Deblors

& Transler paid ransactons Lo Yoluntary Paymerits

™ Tiansber paid irarsactcns Lo Foundation

|Debtor Cost Centre Look
" Teansler paid irarsactons: 1o Held Daposts/Heomestsy e sl &=
 Delete Tranasctions vith Zero Balance o...| Dosirping

3 Redund of Fees
4 School Magazne
5 Clasmoom StabonayMatensls
& Sundiy Acthities
4 20 Resource Developemeant Conirb

" Dieleie Transachons regadess of balance

0 .._I | Primasy Tushion Fes
1002 Secondary Tustion Fee
|—°_| 1005 Boarding Fee
| 1008 Subject Lewes
Ok | Canea |

Congolidste Sundnes wathan the Cost Centre Range below
Selach charges up 1o and inchedng [enter date o blank for

N Eﬁ.mﬁl : I
Fircen [—-".:U_J T |E_j:l_ ¥

1. | Check the Radio Box Transfer paid transactions to Voluntary Payments.

Enter the Date;
2. e This will be the final date at either the end of the current financial year, 31* March or
the end of school year 31 December

Select the Cost Centre, From and To, used for the donations;
3. e |f your cost centres are not consecutively structured you may have to repeat this
process until all donation cost centres have been transferred one by one.

4. | Click OK to continue.
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Perform the Transfer Process

End of Year Debtors NZ Gov Schools

% Debtor End of Period

Pericd End Utiiies | Housekeeping |

Current Perniod: |

1 |Tern 12010

Mext Period: |

1..] |Tem1200

Date performed  p— —

tMessages

Prior ear Invoices

Furnction
" Perfarm Peri

f* Utilities Orly

ndry Tranzactions

onation Higtary

OK |

A Payment detailz

[~ Create Ledger Accrual Batch

Begin Process |

[ Exit WiewEs:

Contributions.

Click Begin Process to start the transfer the selected cost centre/s to Voluntary

Once the transfer has been done the system will advise ‘Process Complete’
Click OK then Exit View to close the view.

After the transfer of paid ‘donations’ the details can be viewed in the Account Master File.

Path: Account Master File Information — tab 7 Vol P/ments
1 General] 2 Bursary] 3 Inv.l 4 Hec.] B Sundries] & Hold Dep. 7 Yol F'.n"ments] g Stud Disc..] 9 Eomments] 0 Hebates] 1 Split1 4| *
Student > | Date > | Iber >3 | D escription |Amounl | Receipt | Last Payrn... | -
ADAM W 161172009 20 Resource Development 180,00 9995999 .00 =
Donations / Contributions
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Reports
Path: Debtors — Voluntary Contribution Reports
"B Voluntary Contributon Reports o ® &=
Select Fambey Select date range [T Use TagSet
From: E
To: : From: |1Apr, 2009 [
Select ltem No
From 0% To [31Dec.2008 [
Ta IEI 1] g!
Report Selection
Report Style: | Family Voluntary Contribution Lettes 7] -
Report Abas: olurtary Contnbution Reports
Dutput destination Print Option
& Pri C C
@ Piintto'Window (" Exportto File s Y LEm
 Piintto Printer " Export to Mad [E] - P based on which adcsess option
* Account O ARComesp AR Othes
: I~ Print Individualy
[Voll etter pdf Q
—— Report detal : 5
[FOF fie =] e & pin
Dol save s " Show summas
! - Z M Fut Vimaw £ ¢ |
1. | In Famkey select a family or leave blank for all.
2. | Select the Item No of your voluntary donation code.
3. | Enter Date constraints for the report.
4. | In Report Style select to print a Contribution Letter or Contribution Listing report.

In Print & Address Options you can select to:
e Print the report to paper
Export the report to PDF
Email the letters to parents
Save the letters to Family Document Management.
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Example of Contribution Listing

Voluntary Donations 01/04/2009

Family Code Eec. Date Bec. Number Amount
ADAMO1 161112000 009900 150.00
ADANMDOI Total: 150.00

Family Code Rec. Date Bec. Number Am ount
ALLINOL 16/11/2009 000000 150.00
ALLINO1 Total: 150.00

Family Code Rec. Date Rec. Number Amount
ANDRE01 1611172000 009900 150.00
ANDREO] Total: 150.00

Family Code Rec. Date Eec. Number Amount
APOSTO1 16/11/2009 000000 150.00
APOSTO1 Total: 150.00

School Total: 600.00

Example of Individual Contribution Letter
Kate's College
ABN: 12 345 678
123 Craigs More Road
TOWN 4000
Telephone 08 8912 3455 Facsimile 08 8912 3456
Email help@pcschoolnet
MrD & Mrs M Adam
Drive
TOWN 3000
Tax Deductible Donations/Contributions
Thank you for your generous and continuing support to Kate's College and we
greatly value vour commitment.
For tax deductibilitv purposes, below is a list of vour coniributions for the
period from 017042009 te 31/12/2009

Family Code Rec. Date Amount
ADAMO1 16/11/2009 150.00

Total: $150.00
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6: Delete Unpaid Contributions & Invoices

If unpaid contributions are not to be included in the outstanding balance brought forward amount in
the New Year this routine will DELETE the entries.

This routine can also be used, by stipulating the cost centre numbers, to remove other unpaid
invoices which are not to be included in the outstanding balances for the New Year.

Important
This routine should be performed after:

The Debtors Rollover into the New Year, as in Step 2, that created a snapshot. This snap shot
provides a complete Workarea of all transactions for the year you are rolling from.

Paid parent contributions/donations (Step 2) have been transferred to the voluntary area.

Path: Debtors — Debtors End of Period

Tndny Brbhan Laracidmion

1k

arilarry fi B o)

i e e
" Corackine i 8 gl bneoce wiie Dabian Fops
-] o Corculisie b n Sange lewm o gey baderd s [mbion Poge
Cigie pestiemssd |17 [ec R | Pt ot mid M Lot ook v Bal F o sifen Sy Dntion
Dl Frasonsd Focs Vo bsenscan
[~ STy S, N—

Dl bty Do, Hsbory

Cims sy Fis T Tareier pad baraaters ' Heid [egoety Hormntay

(Cownlbi 4 B Fienian] ba s sl vl el oA |
T rarien et Bobrasictiorss b Wokurary Pagmants

T bt 8 bt tard b | kit

Dl F sty Fikonies Erpiadn Toarasctona st Taes Baaren

] . vy fauy aa—r e i
- ‘ - [ ST e — S E

Eomates Liges eccmal Hlach

begnoen | f =
I;I-I:----u:._l 1]
e A

Gttt St i o o Casme Fnga i

bt Chaargen i b e ke et ke o blars b ol

T Dec 208 | e Farced
o [ X fa 3

6]+

In Date Performed select the 31% of December.

In Function select Utilities Only.

Tick the radio box Consolidate Sundry Transactions

Tick the Action to be performed Delete Transactions regardless of balance

Enter the Date, such as the last day of the year end.

Enter Parent Donation cost centre number (or whichever cost centre is required for
deletion) in both the From and To fields.

| R

Click OK to return to the Debtor End of Period Screen.
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[ Confirm ﬁ

This will destroy records within Sundry transactions
that have a balance.
Ensure that you have a current backup.

Proceed to delete this data?

Yes Mo

° | Confirm; Read the caution and only proceed if there is a current backup.

Perform the Deletion Process
@ Debtor End of Period |E| P [E= ]
Period End Utiities | Housekesping |

Current Period: | 1 iTerm'I 2010

Nest Period: | 1..] [Tem12mo |

[ ate performed: 131 Dec, 2009 _J [T Reset Account Messages

[T Clear Finalised Frior Year Invoices

™ Consolidate Debtor Invoice
- W Conzolidate Sundmy Tranzactions
r N T ination Histor
: Information ﬁ Y
— Function -
" Perform Period
5
{* |tiities Only

) Process Complete ment Plan details

Watch
Begin Process |

[ Esit WiewEsc

0K

e | Click Begin Process to start the transfer of Vquntary_ContriFutions.

Once the transfer has been done the system advise ‘Process Complete’
Then Click Exit View to close the view.
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7: Consolidation of Unpaid Invoices to B/Fwd Balance (Optional)

This routine should be run at year end if outstanding items, excluding unpaid donations and
contributions, are to be represented as a b/fwd balance in the next year.

This process is optional, unpaid balances do not have to be consolidated. But if consolidated, all
subject charges, trips etc can be represented as one outstanding balance.

Important
This routine should only be performed after:

The Rollover into the next year, as in Step 1, that created a snapshot, such as debt data 20?7 on the
main menu. This is a complete Workarea of all transactions for the year

Paid parent contributions/donations (Step 2) have been transferred to the voluntary area and

Unpaid parent contributions/donations (Step 3) have been deleted

At least two ‘B/Fwd’ Cost Centres must be created if not already setup, one for any sundry
transactions where NO GST has been charged and one for any transactions where GST HAS been
charged.

Path: System — Cost Centres

JJ_

..-ebl-:-r Cosst Centre Lookup

Cocdee | 300
: e | Co_ | Deseripion [ oot | Subtior [Vae |-|
Dest |E‘:l-u'\-atﬁ‘-‘5'-:\|-|a'd|l|¢|:|'5Tl I 2 I 1I]‘53‘5-ptcﬁ[“mt| o
R ——t —- 10620 [ rwdrveand Drapanit
LT L] TaxRats X IEE 1065 Volurtary Fund
a '—”:IJ 205 Mircelanecaus Charges
en Ledg boc: | =l || 5000 Bttt/ Forwaed [ GST)
| BenLedg Subace: | 100 Lot Update: | T3] Biabarcn B Fonwaid [na G2T)
I Enchade from E ady S etlemant Dipcount Caloudston
Oniy appificable in a GST Raste bansition ! =
R
ﬁmeﬂaqEDm Toam Fiate Change Dabe: |07/0171500 gk | Ceoel | Sesch |

H - F“‘. uea“rl:ll x - l:.l EEHM“

Enter a unique Cod;
e You will need two Coded on to include GST and one with no GST

Enter a description you will need two, one for each Code;
2. e Balance B/Forward (incl GST)
e Balance B/Forward (no GST)

Enter the Tax Rate of;
3. e 15 for b/fwd balances that have tax component
e | eave blank for b/fwd balance that do not have a tax component.

Select a valid General Ledger income account and sub account number where the b/fwd
4. | figure will be credited;

e Select the correct GL Account one with GST and one with No GST.

5. | Save the new cost centre.
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Consolidating the unpaid balances to one cost centre

Path: Debtors — Debtor’s End of Period
I Dt Ut of Pavnd J Sk Cibdans Cotas o
Promped e Uit | Mol saprey | ot ) et oreb ]
7 legrai W Ciairs
Cumand Fascid " 1 i'l.... 1200 ||

" Coresnkiaie b o Sawghe b mten Diabioe) Piopes
. . P - =1
ok Posat | 1] [Te=i200 7 Comokiate b & Sngle brvocs pon Shadend weitwn Debior Prope

Doge pawiommaad | 11 Dosc. 2008 1 T Rt Arcost Msisages & Cormokdabe i Bl Forsed s Surdry Debion
I Clnan Frcaioned Poice foar i | ™ Laswpobdate v Bl Formind bin ek ket sty GuSTTTR

I_ | 7 T imaie pued e hione. b ol Fapmaniy
' Cerooktats Surdey Trarmacl |

7 Tt pusd] i fors ko Fourciaton
TP ——— — -

Furohon Ciow Bursany Pl T raraben puamd o b Hakd Depety Hemetay
Patoem Pemodl [red -
C I e Fgrwdy Asboles 7 Dopleite Tomrscinws weih Do Earse
i H Ukt (Dl
I CaF | Sp—
m i Frigteasd i Py 1 Daiete Toaruactions regardens of baarce

I Ot Lot Avtmusnl iy
Cirt Corbnt a2 Uit = Dol 1 dhpisindg (irniisbiiabon] Wi actars mbwws HOD5T
i || [y

w | Bbirstn B Formad P83 G5 1]
o Canrions 83 Linm i Db cribey pormokdated barasobors shews G55 DHARGED
e _| [Bnlrece BF s el 5T

Cinsilaiales Saaiiori vaiter Bah [ipil Coming Pigtade bt
Sl o0 g b ] o i anies e 0 blard bo
] [

[ D, 2008

W
- .
- E Y | ———pm

—t

In Function select Utilities Only.

2. | Tick Consolidate Sundry Transactions.

In Action select either:
3 e Consolidate to Bal Forward within Sundry Debtors (1 balance per family)

e Consolidate to Bal Forward for each student within Sundry Debtors (1 balance
per student)

Select the Bal Forward Cost Centre number for the;
4, o NO GST cost centre
e GST CHARGED cost centre

5 Select a Date for the transactions to be consolidated up to or leave blank for all transactions
" | in the Sundries.

The Cost Centre Range can be left as 0 to 9999 if all transactions are to be included in the
6. | Bal Forward balance;

e [f not select the cost centres

7. | Click OK to return to the Debtor End of Period Screen.
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Begin the Consolidation Process:
B Debtor End of Period =N =R

Period End Utiities | Hovsekeeping |

Current Period: | 1 |Term1 200

Nest Period: | 1..| |Tem12010 |

Date performed: |31 Dec, 2003 _J [ Reset dccount Meszages

[ Clear Finalized Prior ear Invoices

r
[v Conzolidate Sundy Transactions
ol
i 2 7 ihation Histor,
: Information &J 5
Function -
™" Perfarm Penod
o B3
(% Ltilities Only f

) Process Complete ment Plan details

watch
Beqgin Process |
814

= [F Exit Viewesc

e | Click Begin Process to start the transfer of Vquntary_ContrT)utions.

Once the transfer has been done the system advise ‘Process Complete’
Click Exit View to close the view.
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8: Delete Remaining Paid Transactions

Path: Debtor — Debtor End of Period

All other finalised (fully paid) transactions can now be deleted from the system. Only transactions
with outstanding balances will be brought over into the New Year.

I r o g R e e
I it Dmd of Pancat

Pt Enad Uniies | 14 . o b3 B Gt
s e Do

I =
[r ey - i [Temi X80 c ' 4 e _‘ Evaibiers
Vot P 1. [temiame 7 Db 18 Sl Lo e Shaded st Debiry Prges

Date pasiumsacit [ Dot 009 P . il P T RS T T ™ Coraciiaie ' Bal §orsd siban Loy Dalan
[ e Fiuainesd P ‘s by Comuoledate 1o B o Fored icr sk shaerd vt Sy Debbors
r
Tomraben o b Bora b ¥ ohurflory P iysrerds
W Cairaakisbe Tty Tiwne
I Cheae Vekertmy O - Timrats pumd vwramctord 10 Fourdaion
Furscius, I e iy Fls Toaralen gued baraachond b Fehd {iapoads Yome ey
T P Pasead [ 58
™ Clein F iy Pl T Deiete Tiarwmotuirs st Dol dard
- """"n"' [l e L _Se——

it T st regarden of balarcs
[ Comate Ladiger Acomaa Baicly

Carumbiain Soauiinr wiftw Pur Dol Conten Finrype Dot E
P b o b e g (et e o ik b ol : ]
EEE ] Sy -__h8

P [ 1_] 1=E FEEER

In Function select Utilities Only.

Tick Consolidate Sundry Transactions.

In Action select to Delete Transactions with Zero Balance

Ll b =

Enter a Date or leave blank for all transactions in the Sundries

The Cost Centre Range can be left as 0 to 9999 if all transactions are to be included in the
Bal Forward balance;
e If not select the cost centres

e

6. | Click OK to return to the Debtor End of Period Screen.
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Begin the Consolidation Process
B Debtor End of Period =N =R

Period End Utiities | Hovsekeeping |

Current Period: | 1 |Term1 200

Nest Period: | 1..| |Tem12010 |

Date performed: |31 Dec, 2003 _J [ Reset dccount Meszages

[ Clear Finalized Prior ear Invoices

r
[v Conzolidate Sundy Transactions
ol
i 2 7 ihation Histor,
: Information &J 5
Function -
™" Perfarm Penod
o B3
(% Ltilities Only f

) Process Complete ment Plan details

watch
Beqgin Process |
814

= [F Exit Viewesc

Click Begin Process to start the Deletion.

Once the deletion is complete the system advise ‘Process Complete’.
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