schoolfinance.ie User Guide

Welcome to the schoolfinance.ie User Guide.

This User Guide has been written with you, the user, in mind. It aims to explain clearly how
to use the website, and all the features it contains.

Each of the features of schoolfinance.ie have been explained in clear English, screen shots
have been included for each feature, and worked examples are provided where needed,
ensuring that the User Guide is easy to follow.

schoolfinanace.ie is a powerful, yet user friendly website. Being a registered member of
schoolfinance.ie means you can easily and efficiently manage your schools finances, secure
in the knowledge that all your financial information is safe and backed up daily. You can do
everything from recording incomes and payments, to creating Monthly reports and much,
much more.

Navigating your way through the User Guide is simple. A Table of Contents and a Table of
Figures are available. To view the section for a particular feature, just click on the name of
the feature and you will be brought straight to the correct section.

A number of links are included in the User Guide. These links are coloured blue. For

example, if you see a link called Menu, and you click it, you will be brought to the section
titled Menu. These links are useful for relating back to other sections, without having to
search through the entire User Guide, or scroll up to the Table of Contents.
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Toolbar

The toolbar at the top of the schoolfinance.ie homepage is shown below.

get back on track

Figure 1 Toolbar

The top right hand corner, as highlighted in Figure 1, tells you if you are logged in or not. Only one
user can be logged in to your schools account at a time.

On the right hand side of the toolbar there are four buttons, Home, Logoff, Contact and Help.
Below is a description of each button.

Home

When you click the Home button, you will be brought back to the schoolfinance.ie homepage.
Logoff

When you are finished using schoolfinance.ie, you must logout of your account. To do this, click the
Logoff button.

Contact
To view the contact details of schoolfinance.ie, click the Contact button.
Help

If you need help using schoolfinance.ie, click the Help button to open the User Guide.



Register with schoolfinance.ie

To start experiencing the benefits of schoolfinance.ie you must register your school. To do this you
click on the Register button in the green toolbar.

Home Menu 30 day free trial About us Pricing Contact us

Figure 2 Register button which has been selected

Once you have clicked on Register, the following page will appear:

et back on track

Home Menu Register 30 day free trial About us Pricing Contact us

Complete the form below to
Register your School for the
first time.

School Name

School Roll Number
School Address Line 1
School Address Line 2
School Address Line 3
School Address Line 4

School Phone MNo.

School Area Code -
School Gender -
School Type -

Principal First Name

Principal Surname

School Email Address Not used for Logon
Financial Year ends on last day of .

User First Name

User Surname

User Email Address Used for logon and receiving emails
User Password

Confirm Password

Register your details

if you have any queries just send a mail to ; info@schoolfinance.ie

Figure 3 Register your school page

Fill in your schools details and click[Registeryourdetaiis| - A welcome email will be sent to the user email
address you provided. Your school is now registered with schoolfinance.ie. You can now start to

enjoy the benefits of being a registered member of schoolfinance.ie and change the way your school
manages its finances.

Once you complete the registration process, you will have to login.



Login

To login to your schools account on schoolfinance.ie, fill in your user name and your password in the
login section on the right hand side of the homepage. Your user name is the user email address you
entered when registering your school and your password is the one created by you during the
registration process.

Insert User Name and password to Login

Email schoolexample@gmail.com

Password sessssss

Sign in

Forgot Password

Figure 4 Example Login
Click [ Signin |0 login to your schools account.

When you are logged in, you will be automatically brought to the Menu screen.

If you have forgotten the password you chose when registering, you can click Foract Password = Thjs
will bring you to a screen where you can enter your user email address, as shown in Figure 5.

Password Reset
Enter your email address and select the submit button and we will send you a new password by email.

You should then change the password to something that you will easily remember

Submit

Figure 5 Password Reset screen
Enter your user email address, and click the button.
A new password will be sent to your user email address.

You can change this password by selecting Change Password, in the Setup Menu. The Setup Menu
can be found on the right hand side of the Menu.



Menu

The Menu button is located in the green toolbar on the homepage, as highlighted below in Figure 6.

Register 30 day free trial About us Pricing Contact us

Figure 6 Toolbar with the selected Menu Button

When you click the Menu button, you will be brought to the following page:

get back on track

Home Menu Register The Mission W= Contact us

Welcome Siobhan you are now

logged on. Record Payment
Record Income

You can now proceed to Search Payment

perform the tasks required on Search Income

behalf of Running Totals

Setup
Monthly Reports
Bank Reconciliation

School Example

Please refer to the menu on
the right

Figure 7 Menu page with highlighted menu on the right hand side

On the right hand side of the Menu page is a list of options, highlighted in Figure 7. These are as
follows:

1) Record Payment
2) Record Income
3) Search Payment
4) Search Income
5) Running Totals

6) Setup
7) Monthly Reports

8) Bank Reconciliation




Record Payment

The Record Payment option allows you to easily record the details of any payment made.

PAYMENT

To Add a new Payment Complete the Form Below and select the "Add Record” button
Day Month Year Payment Type | Reference No. Status Amount Category
* 02~ 2010 « | | enter value - Enter Value = A

[Payee ]

[Description ]

Add Record

Figure 8 Record Payment with highlighted fields

Figure 8 shows the page where you can record your payments.
A description of the highlighted sections in Figure 8 is provided below.
Day, Month, Year

The date is automatically set to today’s date. The day, month and year can all be changed. To
change the date, just click the arrow beside the day, month and year. A drop down menu will
appear, and you can select a different day, month and year by clicking on your preference.

Payment Type

You can select the method that was used to make a payment. Click on the arrow to see the drop
down menu. Click on either Cheque, Visa, Laser, Cash or Online Transfer to select the Payment Type.

Reference Number

If a payment was made by Cheque, you can record the Cheque number in the Reference Number
field. This field can be left blank if there is no Reference Number.

Status

The Status of a payment is selected by clicking the arrow to view the drop down menu. You can
choose from Outstanding, Cashed, Paid or Cancelled by clicking on the required status.

Amount

This is where you can type in the amount of the payment. You do not need to insert the Euro
symbol here, but do include decimal places.



Category

To select the category relating to the payment, click the arrow to see the drop down menu, and click
on the category required. A category must be selected; otherwise your payment entry will not
appear in Running Totals or Monthly Reports.

Payee

If the name of the Payee is known, you can type it in here. If a Cheque payment is being recorded,
enter the Payee exactly as shown on the Cheque.

Description

If you wish, you can include a short description relating to the payment. This field can be left blank if
you choose.

When you have filled in the details relating to a payment, click the |Add Record| b tton, The record of
the payment made is now saved and can be viewed at the top of the Payment viewing table,
located at the bottom of the Record Payment page, as shown in Figure 9. The payment section,

Figure 8, is reset once |AddRecord | has heen clicked. You can record another payment if you wish,
and each time lAddRﬂ| is clicked, your payment will be saved as shown in Figure 9.

Action Date Pa_ly;rrggnt Refﬁlroe.nce Status Payee Amount Category =
[EDIT] |13/09/2009 Visa None Outstanding CARETAKING SUPPLIES £100.00 Caretaker/Secretary
[EDIT]|30/09/2009  |Cheque Cashed SUNDRY ACCOUNT £200.00 Sundry

[EDIT] |08/10/2009 Cheque Cashed STAFFROCOMITEMS £87.00 StafroomExpenses
[EDIT]|08/11/2009  |Cheque Cashed WASTE COLLECTION £65.00 Waste Charges E
[EDIT]|08/10/2009  |Laser Paid WASTE COLLECTION £65.00 Waste Charges
[EDIT]|16/12/2009 Online Transh Paid BANK £100.00 Bank Charges& Prof
[EDIT] [05/09/2009 Online Transh Paid INSURAMNCE CO. £375.00 Insurance
[EDIT]|11/10/2009  |Visa Paid ESB €750.00 Electricity
[EDIT]|12/11/200%  |Cash Paid ADVERTISING £50.00 Advertising & Intervi
;chT1 1RMI00G [Chanua D:;ri'rl DEDAID COMBAKY £200 nn Maintananra £ Dn;‘\- i

Figure 9 Payment viewing table with example recorded payments

Figure 9 shows an example of Recorded Payments. When you record a payment and click

@] the payment is saved. The 11 most recent recorded payments can be viewed in the
Payment viewing table at the end of the Record Payment page.

The records are stored in the order that they were recorded, so they may not necessarily be in date
of payment order.

Move the scroll bar to the right to view other details about the payment.

You can view more recorded payments by using the Search Payment facility.
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Status Payee Amount Category Description

Qutstanding CARETAKING SUPPLIES £100.00 .Caretaker,‘Secretary
Cashed SUNDRY ACCOUNT £200.00 Sundry
Cashed STAFFROOMITEMS £87.00 StafroomExpenses
Cashed WASTE COLLECTION £65.00 Waste Charges 1=
Paid WASTE COLLECTION £65.00 |Waste Charges
|Paid BANK £100.00 Bank Charges& Profess charges
Paid INSURANCE CO. £€375.00 Insurance Insurance paid for 4th class trip
Paid ESB £750.00 Electricity
Paid ADVERTISING £50.00 Advertising & Interviewir
T Baid REPAIR ~OMBAKY £ann nn M..:z.i.m!.cm'nnrn”—? Banaire |Ranairhrnlan windows : =
< >

Figure 10 Scroll bar moved to the right to view more details

Edit a Payment

If you wish to edit a payment, click the LERITI button on the left hand side of the payment record.
The following screen will appear:

Reference

Tran;gfction Day Month Year Payment Type T Status Amount Category

7 30 v 01 » 2010 v Cheque v None Cancelled ~ €£140.00 Waste Charges v
Payee

COUNTY COUNCIL

Description

Cheque cancelled, bins not collected

Make changes as required to the details above and click the "Update Record™ button

Update Record

Figure 11 Edit Payment Screen

The number in Transaction Ref is a reference number. This cannot be changed.

Update Record |

You can edit any of the fields, and when finished click"r . Your payment will be

updated and saved.
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Record Income

Click Record Income to be brought to the page where you can record income.

INCOME
Day Month Year Income Type |Reference No. Amount Category
22~ 02- 2000 « | entervalue - -

[So urce ]
[Descripti on ]

Add Record

Figure 12 Record Income with highlighted areas

To make a record of income received, fill in the fields highlighted in Figure 12. A description of each
of the highlighted fields is included below.

Day, Month, Year

The day, month and year is automatically set to today’s date. You can change the date by clicking on
the arrow beside the day, month and year, and selecting the required date by clicking it.

Income Type

Select the method in which income was received by clicking on the arrow to view the drop down
menu. You can choose from Cash Lodge, Cheque Lodge and Credit Transfer. Click on the Income
Type to select it.

Reference No.
You can insert a reference number if available.
Amount

Insert the amount of income received. The Euro symbol does not have to be included here, but
include decimal places.

Category

Click the arrow to reveal the drop down menu. Select the category the income belongs to by clicking
the category name. A category must be selected; otherwise your recorded income will not be
included in Running Totals or Monthly Reports.

Source
The source of the income can be included here.
Description

A description of the income can be typed here.

12



When all the fields are completed, click the | Add Record |

saved and can be viewed at the top of the Income viewing table, which is located at the end of the
Add Record

‘button. Your record of income will be

\button is clicked, the Record
Income section, shown in Figure 12, will be reset. Another income can be recorded. Each time an
income is recorded and the M‘ button is pressed, the record of income will be added to
the Income viewing table.

Record Income page, as shown in Figure 13. When the |

‘Action‘ Tranrii.ction ‘ Date ‘Income Type Refﬁlroe.nce ‘ Source ‘ Amount ‘ Category
EN |02/03/2009 |[Cheque Lodg [96565 |Des e200000  ||DES STANDARDIS
lepiTl 11 [15/12/2009  |Cheque Lodg (356930 [DEPARTMENT OF EDUCATION AND SCIE|€150000 [DES SUPERVISION
lenur| 10 |04/09/2009 |[Cheque Lodg|| |cAPITATION es50000  |[caPiTATION |
lenimi|o |23102/2010 |[Cheque Lodg]| [DEPARTMENT OF EDUCATION AND SCIE|£67000 || DES NN GRANT
|eoim|s 291012010 |[Credit Transte| |pes [c240000 [[DESLS GRANT
|enir1|7 [12/012010 |[CashLodge | |[FunD RAISER 70000 [FUND ACCOUNT
enimi|s [17/03/2009 |[Credit Transe| [DEPARTMENT OF EDUCATION AND SCIE|£40000 || DES LIBRARY
[epirls 201172010 |cheque Lodg (348715 [PETTY CASH 100000 |cAPITATION

|;|:I'\T'I"| |d. |'|9J"|n.l’9nrla |I'-'|'|:|n||r:[|r| nrn |R'3.7d.ﬁr\ ||—1|:Q |F"| nnn nn |I’1l:Q SrIFEMTE f-:l:"ﬁ %

Figure 13 Income viewing table with example recorded Incomes

Figure 13 shows your 11 most recent records of income.

The Income Records are stored in the order they were recorded, so they may not necessarily be in
date of income received order.

To view more details move the scrollbar to the right. To view more saved records move the scrollbar

down.
Source ‘ Amount ‘ Category ‘ Description =

[e200000  [DES STANDARDISED | 4

ENT OF EDUCATION AND SCIE|€150000 [DES SUPERVISION | Supervision

N es50000  [CAPITATION | ]

ENT OF EDUCATION AND SCIE[67000 [ DES NN GRANT |
[c240000  [DESLS GRANT |Leaming Support Grant

ER |€?DD.DD |FUND ACCOUNT |Money raised from School Fundraising

ENT OF EDUCATION AND SCIE|€40000 | DES LIBRARY |Library Grant v

SH ero0000  [caPTATION |
|P‘| nnn nn ||—1|:Q QCIFMCE SRANT |f:r':\r|ffhr Qrianra Nanartmant i

F] T} 3

&
<

Figure 14 To view more details move the scrollbar

v
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Edit an Income
If a recorded income needs to be edited, click on the LERITI putton, located on the left hand side of
the income record. Figure 16 shows the page that will appear when the [ERITIputton is pressed.

Transaction Reference

Raf Day Month Year Income Type Mo, Amount Category
7 12 v 01 » 2010 ~ Cashlodge - £700.00 FUND ACCOUNT -
Source
FUND RAISER
Description

Money raised from School Fundraising

Make changes as required to the details above and click the "Update Record” button
Update Record

Figure 15 Edit Income

Transaction Ref is a reference number for the transaction entry. This number cannot be edited.

When the changes have been made, click on|UpdateRecord | The ypdated record will now be saved
and can be viewed at the top of the Income viewing table, located at the bottom of the Record
Income page.

14



Search Payment

The Search Payment feature allows you to search for payments which have been recorded. When
you select Search Payment in the Menu, you will be brought to the following page:

SEARCH FOR PAYMENTS

[Search for Payments from - - - to - - - ]

and/or

[Payment Type is - ]

and/or

[Categorv Code is - ]

and/or

[Payee is ]

Figure 16 Search for Payments

If you do not fill in any of the fields highlighted in Figure 16, and click the | Seacch | button, all
Payment records will be returned.

Alternatively, you can fill in all of the fields or some of the fields highlighted above in Figure 16, and
click the [ Seach  |pytton to submit your search.

Below is a description of the highlighted sections in Figure 16.

1) Date payments were made
You can search for payments made between two dates. Use the arrows to access the drop
down menus. Select the day, month and year the payments were made from, and the day,
month and year the payments were made to. The other fields can be filled in, although this

is not necessary. Click the L S2ah  |pytton to submit your search.

2) The type of payment
Payments can be searched for based on their type. Click the arrow to view the drop down
menu, and choose from Cheque, Visa, Laser, Cash or Online Transfer. The other fields can be
filled in, although this is not necessary. Click the | Seach  |pytton to submit your
search.

15



3) The Category the payment belongs to

To search for payments based on their category, click the arrow to reveal the drop down
menu and select the correct category by clicking the category name. The other fields can be

filled in, although this is not necessary. Click the _ Seach | hytton to submit your

search.

4) The Payee

Enter the name of the Payee. The other fields can be filled in, although this is not necessary.

Click the | Seach | hutton to submit your search.

The more fields you fill out, the more refined your search will be.

Example: Payments Search

SEARCH FOR PAYMENTS

Search for Payments from 01 ~ 09 ~ 2009 - to 31 - 12 - 2009 -
and/or

Payment Type is Cheque -

and/or

Category Code is -

and/or

Payee is

Figure 17 Search for Payments example

In this example, two pieces of information were known, the dates between which the payments
were made, and the type of the payments. The | Seach | pytton is clicked, and the search is
submitted.
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[Back to search

‘Action‘ Mo. ‘ Date ‘ Pa_F::gznt ‘ RefeNrOe.nce ‘ Status ‘ Payee ‘ Amount | Catec
[EDIT1[2 [19/17/2009  [Cheque | [Cashed [EIRCOM [£200.00 [Telephone &
[EDiTi[5 [13/12/2009  [Cheque [None [cashed [PLUMBING COMPANY [e265.00 [Maintenance
[Ep1T1[12 [16/12/2009  [Cheque | [Paid [REPAIR COMPANY [€300.00 [Maintenance
[Ep1Ti[18 [08/17/2009  [Cheque | [Cashed [WASTE COLLECTION [e65.00 [Waste Charg
[Ep1T1[19 [08/10/2009  [Cheque | [Cashed [STAFFROOM ITEMS [e87.00 [staffroomExe
[EDIT1[20 [30/09/2009 [Cheque | [Cashed [SUNDRY ACCOUNT [€200.00 [sundry

4 3

< >
[ [ ['Total fe1,117.00 ﬂ

Figure 18 Results of Search Example

Figure 18 shows the results of the example search. We can see that six payments were made by
Cheque between 01/09/2009 and 31/12/2009. If we move the scrollbar at the bottom to the right
we can view the rest of the information for each payment. At the end of the search results, is the

total figure for the payments, which is highlighted above.

To edit a payment, click on the [ERIT] putton, on the left hand side of the payment record. When

the [EDIT] putton is selected, you will be brought to the edit payment screen. For more information
on how to edit a recorded payment, see the Edit Payment section of Record Payment.

In the top left hand corner of the search results page is a link to [Back to search]. If this link is

clicked you will be brought back to the Search Payment page, where the details of the last search

have been saved. If in the above example the [Back to search] link was clicked, we would be brought

back to the page as shown in Figure 17.
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Search Income

If you need to search for recorded incomes, you can use the Search Income feature. This feature

allows you to quickly search for incomes.

When you click the Search Income link, you will be brought to the following page.

[Search for Income from - - -~ to - - v]

and/or

[Income Type is - ]

and/or

[Income Category Code is v]

and/or

[Source

)

| Search

Figure 19 Search for Income page

If you want to view all Income records, do not fill out any of the fields, just click the | Searcch |

button.

Alternatively you can fill out all or some of the fields that are highlighted in Figure 19. Note that the

more fields you fill out, the more refined your search will be.

Below are the fields that can be filled out:

1)

2)

3)

Date

You can search for an income if the dates between which it was made are known. Use the
arrows to view the drop down menus, and fill in the dates that the income was received
between. If known, the other fields can be filled out. To submit the search, click the

button.

Income Type

An income can be searched for if the type of the income is known. Click the arrow to access
the drop down menu. Choose between Cash Lodge, Cheque Lodge or Credit Transfer. If
known, the other fields can be filled out. To submit the search, click the button.

Income Category Code
If the income category is known, click the arrow to view the drop down menu. Select the
correct category by clicking on the category name. If known, the other fields can be filled

out. To submit the search, click the button.
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4) Source

To search for an income by its source, type in the source of the income. If known, the other
fields can be filled out. To submit the search, click the button.

Example: Income Search

CH FOR INCOME

73]
T
e
-~

Search for Income from - v
and/or
Income Type is Cheque Lodge «
and/or

Income Category Code is
and/or

Source

Figure 20 Search for Income Example

r to

In this example, only one piece of information is known, the Income Type. To submit the search, the

button is pressed.

When the search is submitted, a new page with the search results will automatically appear.
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[Back to search

‘A{,‘tion‘ Transaction | Date ‘Income Type | Reference ‘ Source ‘ Amount ‘ Category
[EDITI|2 |08/09/2009 |[Cheque Lodg [35683 [DEPARTMENT OF EDUCATION AND SCIE|€250000 | DES FREE BOOK
[EDITI|+ [12110/2009 |[Cheque Lodg [837465 |pes [e100000  |DES SCIENCE GRANT
[EnrTl[5 201172010 |[Cheque Lodg [348715 [PETTY CasH e100000  [capiTATION
el |23102/2010|[Cheque Lodg | [DEPARTMENT OF EDUCATION AND SCIE|€670.00 | DES NN GRANT
[Eni|10 |04/08/2009 |[Cheque Lodg | |caPITATION le650000  [CAPITATION
(EDITI|11 [15/12/2009 |[Cheque Lodg [356930 [DEPARTMENT OF EDUCATION AND SCIE|€150000 | DES SUPERVISION
EpIT][12 |02/09/2009 |Cheque Lodg |96565 |DES [E200000  [DES STANDARDISED
4 1 3
d | -
- »
| | [Total [€15,170.00

Figure 21 Search results for example search

The results from the example search are shown in Figure 21. There were seven recorded incomes

received by Cheque. To view more details, move the scrollbar to the right.

If an income record has to be edited, click on the [ERIT] button on the left hand side of the income
record. You will be brought to the Update Record screen. For more details on how to edit a record,
see the Edit Income section of Record Income.

At the end of the search results page is the total about of income received in Cheque form. This is

highlighted in Figure 21.

In the top left hand corner there is a link to [Back to search]. If this link is clicked, you will be
brought back to the search page, where the search information has been saved. In this example, we

would be brought back to the page as shown in Figure 20.
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Running Totals

The Running Totals feature gives you a clear view of how much money was spent and received for
each Main Category between a specific time period. Running Totals will also tell you the Current
Balance for each Main Category. At the end of Running Totals you can see the overall totals for your
selected time period.

To view your schools Running Totals, select the Running Totals link from the Menu.

Get Running Totals From 01 08 2009 - to 02~ 03~ 2010

Search

Figure 22 Running Totals screen

The Running Totals screen will appear, as shown in Figure 22.
The From date is automatically set to the first day of your schools financial year.
The To date is automatically set to today’s date.

You can change the year of the From date by selecting the arrow to view the drop down menu, and
clicking on the date required

The To date can be changed by selecting the arrow to view the drop down menu and clicking the
day, month and year required.

When you have selected the dates for your Running Totals search, click the | Search |pytton.
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ot category Descriotion ____Jsub TotalFxarent orcowe —JChosha — wrent ‘
12 CAPITATION ]
12.01 Cleaning Wages £1,500.00

12.02 Cleaning Materials £450.00

12.03 Sanitary 0.00

12.04 Petty Cash [£150.00

12.06 Maintenance & Repairs E£565.00

12.07 Office £0.00

12.08 Telephone & Fax £200.00

12.09 |Advertising & Interviewing £50.00

12.10 [Teaching AidsEquipment [£0.00

‘12.11 \Waste Charges )6130.00 ‘ ‘ ‘ ‘ &

Figure 23 Running Totals search result

Figure 23 shows the screen that will appear when your Running Totals search is submitted. To view
more Categories, move the scrollbar down.

A description of the highlighted column headings is provided below.
Category Code

The Category Code is a code that has been pre-assigned to a Main Category and to the Sub
Categories.

Category Description

A description of the Main Categories and Sub Categories will be found in this column. You will notice
that Main Categories have been given all Capital Letters.

Sub Total
The Sub Total column shows the sub total for each of the Sub Categories.
Payment Total

The total for all payments for a category can be found at the end of each category list, as shown in
Figure 24.

Income Total

The Income Total for a category can be found at the end of each category list, as shown in Figure 24.
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Closing Balance

Any Closing Balance that was carried over for a category is found at the end of each category list, as
shown in Figure 24.

Current Balance

The Current Balance for each category is shown at the end of each category list, as shown in Figure
24.

12.12 Electricity [£750.00

12.13 Gas [£300.00

12.14 Insurance [£375.00 E
12.15 Professional Development £0.00

12.16 Bank Charges& ProfessionalFees €£0.00

12.17 [Traveller [£0.00

12.18 Special Class £0.00

12.19 StaffroomExpenses [£87.00

12.20 GiftsHonourarium €£0.00

12.21 Sundry £200.00

12.22 Substitute Teachers / SNA £0.00

| [Total for CAPITATION l€4,192.l]l]l€6,5l]l].l]l] £15,000.00 j£17,308.00 =

Figure 24 Example totals for the CAPITATION Category

In this example, the total for the CAPITATION Category, is as follows:

Payment Total came to: €4,192.00
Income Total came to: €6,500.00
Closing Balance was: €15,000.00
Current Balance is: €17,308.00

The Closing Balance in this example for CAPITATION was €15,000.00. This figure was entered in the
Setup Closing Balances section. Every Closing Balance figure in the Running Totals has come from
the submitted figures in Setup Closing Balances, for each specific time period. For more information
on setting up your schools closing balances see Setup Closing Balances.

Continue to scroll down to view all the other Main Categories, their Sub Categories and their totals.

23



The overall totals for the selected time period can be found at the end of the Running Totals screen.

Figure 25 shows an example of the overall totals.

21 FUND ACCOUNT
31.04 Fund Account €£0.00
[ [Total for FUND ACCOUNT [ fco.00 fcn.00 f€5,000.00 [£5,000.00
| | | | | | |
22 [DES SPECIAL GRANT
32.01 DES Special Grant £0.00
[ [Total for DES SPECIAL GRANT || l€0.00 l€n.00 l€6,500.00 [€6,500.00
| | | | | | |
23 DES PE GRANT
[ [Total for DES PE GRANT [ fco.00 fco.00 f€9o0.00 fes00.00
| | | | | | |
b [DES STANDARDISED TESTING
GRANT
24.01 DES Standardised Testing Grant [£0.00
otal for DES STANDARDISED
‘ ':FEST[NG R }cu.uu }cu.uu }cz,xmu.uu )62,400.00
|
[aLL OVERALL TOTAL ]| llea,192.00 |[€10,800.00 [€53,090.00 J[€59,698.00 |

Figure 25 Scroll down to the end of Running Totals to view the overall totals

In this example, the OVERALL TOTAL is as follows:

Payment total came to:

Income Total came to:

Closing Balance came to:

Current Balance came to:

€4,192.00

€10,800.00
€53,090.00

€59,698.00

m
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Setup

Clicking on Setup will reveal a list of options that will allow you to tailor your account on

schoolfinance.ie to suit your own needs.

zet back on track

Home Menu Register Setup menu 30 day free trial About us Pricing Contact us

Siobhan in this section you can
tailor the system to your own
needs

Create Main Category
Delete a Main Category]|
Create a Subcategory
Delete a Sub Category
Setup Closing Balances
Add Users

Change Password

Edit School details
Setup Payment Type
Setup Income type

by using the menu on the right

Figure 26 Setup section with the menu highlighted

Notice that when you are in the Setup screen, a Setup menu button has appeared in the green
toolbar.

Home Menu Register 30 day free trial About us Pricing Contact us

Figure 27 Setup menu button now in toolbar

If you are using one of the features of Setup, and you wish to go back to the Setup menu, instead of
clicking Menu in the toolbar, and Setup on the right hand side, you can select Setup Menu as shown
in Figure 27. This will bring you back to the Setup screen, as shown in Figure 26.

On the right hand side of the Setup screen there is a menu, which is highlighted in Figure 26.
From this menu, you can do the following:

1) Create Main Category

2) Delete a Main Category
3) Create a Subcategory
4) Delete a Sub Category

5) Setup Closing Balances
6) Add Users

7) Change Password

8) Edit School details
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Create Main Category

When Create Main Category is selected from the Setup menu, you will be brought to the Create a
New Main Category screen.

[Create a New Main Category ]

Figure 28 Create a New Main Category

From here you can create a New Main Category by typing in the name of the new category in the
text field which is highlighted in Figure 28. Click the | S4tmit | hytton so save your new category.

Below is an Example of creating a new category called Example Category.

Example: Creating a New Main Category

Create a New Main Category Example Category Submit

Figure 29 New Example Category

When you click the [.84mit | hytton, you will receive confirmation that your new category has been
successfully created, shown in Figure 30.

CATECORY

You have successfully created a new category for

ple Cateao

:you must now create a subcategory for this main category to allocate payments.

Figure 30 Confirmation of successfully creating a new category

A Subcategory must now be created for your New Main Category. If no Subcategory is created, the
New Main category you created will not work. For more information on creating a new Subcategory,

see the Create a Subcategory section.
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Delete a Main Category

Select Delete Main Category to be brought to the Delete a Main Category screen.

Note : You can only delete a main category provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this main category.

Delete selected Category ~ | Submit

Figure 31 Delete a Main Category screen

To delete a main category, you must first ensure that there are no amounts allocated to the category
you intend to delete.

To select the category for deletion, click the arrow to view the drop down menu. The drop down
menu contains a list of all the Main Categories. To select the category you wish to delete, click it.
Click the | S¥bmit | hytton,

Below are two examples. The first shows what happens when a category with amounts allocated to
it is submitted for deletion. The second shows a category with no amounts allocated to it being
deleted.
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Example 1: Category with amounts allocated

In this example, the category to be deleted is the DES FREE BOOK category.

Delete selected Category {DES FREE BOOK '+ | Submit

Figure 32 Deleting a category with amounts still allocated example

Click the |M button to submit this category for deletion.

Note : You can only delete a main category provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this main category.

an error occurred DES FREE BOOK has not been deleted. Please try again

. Payment Reference ‘ ‘ ‘
‘A{,‘tlon‘ TransRef ‘ Date ‘ Type No. Status Payee Amount
[EDIT][6 [0402/2010  [Visa | [Outstanding [SCHOOL BOOKSHOP [£500.00
Fl 1 3
‘Action‘ TransMNo. ‘ Date ‘Income Type ‘ RefeNrOence ‘ Source ‘ Amount ‘ Catec
[EDIT |2 |DS,‘09,‘2009 |Cheque Lodg |35683 |DEPARTMENT OF EDUCATION AND SCIENCE |€2,500.DD |DES FREEE
7 Copyright © 2009 SchoolFinance.ie. Al rights reserved. b

Figure 33 Unable to delete a main category example

Amounts had been allocated to the category DES Free Book. As a result, we are unable to delete the
category. As seen in Figure 33, we are alerted to the fact the DES Free Book was not deleted, as

highlighted.

We are also shown which payment and income records are associated with the DES Free Book

category.
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The allocated amounts can be edited by clicking [ERIT] on the left hand side of the record. For more
information on editing a record see the Edit a Payment and Edit an Income sections.

Example 2: Category with no amounts allocated

In this example, we will delete a category that has no amounts allocated to it. The category we will
delete is the Example Category

Delete selected Category : Example Category v

Figure 34 Example category to be deleted with no amounts allocated

Click the button to delete the category.

DELETE A MAIN CATEGORY
Note : You can only delete a main category provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this main category.

[You have successfully deleted Example Category from the system]

Figure 35 Successfully deleted category

As there were no allocated amounts in this category, it was deleted successfully, as highlighted in
Figure 35.
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Create a Subcategory

When a new main category has been created, you will receive confirmation that the new category
was created successfully as shown below.

You have successfully created a new category for

Example Category

[ you must now create a subcategory for this main category to allocate payments.]

Figure 36 Confirmation of successfully creating a main category

The next step is to create a subcategory for the Main Category, as highlighted in Figure 36.
To do this, select Create a Subcategory, from the Setup menu.

SELECT THE MAIN CATEGORY FOR Tl

Select the Main Category -

Figure 37 Create a subcategory screen

Below is an example of adding a Subcategory to a Main category. The Main category used in this
example is DES MINOR WORKS.
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Example: Creating a Sub Category

Select the Main Category DES MINOR WORKS | Submit

Figure 38 Selected main category example

Select the Main Category you want the Sub Category to belong to. To do this, click on the arrow to
view the contents of the drop down menu and click on the Main Category to select it. Click the

button to submit the Main Category as shown in Figure 38.

When you cIick, you will be brought to the following page:

SELECT THE MAIN CATEGORY FOR THE NEW SUBCATEGORY

19.02next subcategory code

Category Code Category Description
(Main category 19 DES MINOR WORKS
|Sub Category 19.01 Minor Works

[Create a New Sub Category 19.02 Submit

Figure 39 Create a new sub category screen
From the Create a New Sub Category screen, as shown in Figure 39, we can see the Main Category
that was selected, in this case DES MINOR WORKS. The Category code refers to the number of the

main category.

We can also see that there is one Sub Category of DES MINOR WORKS, and that is called MINOR
WORKS. The category code for the subcategory in this example is 19.01. The 19 refers to the code
of the Main Category. The .01 tells us that this is the first Sub Category.

To create a new Sub Category, fill in the text field as highlighted at the end of Figure 39. The 19.02
tells us that the new Sub Category will belong to the Main Category code 19, and will be the second

sub category.

SELECT THE MAIN CATEGORY FOR THE NEW SUBCATEGORY

19.02next subcategory code i
Category Code Category Description

Main Category 19 DES MINOR WORKS
Sub Category 19.01 Minor Waorks
Create a New Sub Category 19.02 Example Subcategory

Figure 40 New Subcategory to submit

When the name of the new sub category has been typed in, click the | S¥mit | bytton.

You will receive confirmation that the new sub category was successfully created, as shown in Figure

41.

SELECT THE MAIN CATEGORY FOR THE NEW SUBCATEGORY

You have successfully created a new subcategory Example Subcategory

Figure 41 Sub category confirmation
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Delete a Sub Category

Sub Categories can be deleted provided that there are no amounts allocated to the sub category.

MNote : You can only delete a subcategory provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this sub category.

Delete selected Category ~ | Submit

Figure 42 Delete a Sub Category page

To delete a Sub Category, select the Delete a Sub Category link. The Delete a Sub Category page
will appear, shown in Figure 42.

Click the arrow to access the drop down menu. Select the Sub Category you wish to delete by
clicking on the Sub Category. Click the button to delete the Sub Category.

If there is a payment allocated to the Sub Category, it cannot be deleted.

Below are two examples. The first example shows a Sub Category with an amount allocated to it,
the second shows a Sub Category with no amounts allocated.
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Example 1: Sub Category with amount allocated

In this example we will try to delete the Sub Category Insurance.

Delete selected Category ‘Insurance v | Submit

Figure 43 Delete a sub category with allocated amounts example

The Sub Category to be deleted was selected using the drop down menu. Click the button to
submit your selection.

MNote : You can only delete a subcategory provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this sub category.

‘Action‘ TransRef ‘ Date ‘ Pa_lyyrggnt Refiraqroe:nce ‘ Status ‘ Payee ‘ Amount
[EDITI[4 [17/01/2010  |[Online Transf{[None [Paid [INSURANCE COMPANY [750.00
[EDITI[15 [05/09/2009  |[Online Transf| [Paid [INSURANCE CO. [375.00

P
<«

Figure 44 Cannot delete sub category example

v

There were two amounts allocated to the Sub Category Insurance. As a result, the Sub Category is
unable to be deleted, as seen in Figure 44.

To view more details about the payments, move the scrollbar to the right.

If you need to edit any of the allocated amounts, you can do so by clicking the LERITI putton located
on the left hand side of the recorded amount. For more information on editing a recorded payment
and a recorded income, see the Edit a Payment and Edit an Income sections.
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Example 2: Delete a Sub Category with no amount allocated

In this example, we will delete DES PE Grant Subcategory.

'DES PE Grant -

Delete selected Category

Figure 45 Selected sub category with no amount allocated

To select the Sub Category, click on the arrow to access the drop down menu, and click the Sub
Category for deletion. To submit the Sub Category for deletion click the button.

DELETE A SUBCATEGORY
Note : You can only delete a subcategory provided that no amounts are allocated to it

The system will check and tell you which values if any are still allocated to this sub category.
category 33.02is now disabled
Figure 46 Successful deletion of a Sub Category

The Sub Category was successfully deleted as seen in Figure 46.
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Setup Closing Balances

To set up your schools Closing Balances, select Setup Closing Balances, from the menu on the right
hand side of Setup Menu. This will bring you to the Setup Closing Balances screen, as shown in
Figure 47.

Enter Year End date below

Maonth July A Year - GetBalances

Figure 47 Setup Closing Balances screen

Enter your schools Year End date.

The Month is automatically set to the last month of your schools financial year, which was selected
during the registration process.

If you want to change the Month, you can do so by clicking the arrow beside Month, to view the
drop down menu. Click the required month to select it.

Click the arrow beside Year to view the drop down menu. Click the correct year to select it.

To submit your Year End date click GetBalances|
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’:[ Category Description ] P\s at Date ] B! ?r:gﬂﬁf ’: <
CAPITATION 20100731 0.00

_ DEIS S8P 20100731 0.00 -
_ DES FREE BOOK 20100731 0.00
DES SUPERVISION 20100731 0.00

_ DES TV LICENCE 20100731 0.00

_ DES NN GRANT 20100731 0.00

_ DES RS GRANT 20100731 0.00

_ DES MINOR WORKS 20100731 0.00

_ DSFCA School lunches 20100731 0.00

_ DES ANCILLIARY GRANT 20100731 0.00

HDES SWS GRANT 20100731 ‘D.DD " -

Figure 48 Year End Balance Sheet

Figure 48 shows the Year End Balance Sheet. Below is a description of the highlighted headings.
Category Description

The Main Category titles are listed under Category Description.

As at Date

This is the year end date you selected. Itis in the format of Year, Month, and Date. In this example
the last day of July 2010 was submitted, so the date is 20100731.

Balance Amount
This column shows the balance for each of the Main Categories at the Year End date.

Enter in the Year End balance for each of the Categories. To do this, type in the balance for each
Category in the Balance Amount column. You do not need to include the Euro symbol, but do
include decimal places.

An example of this is shown in Figure 49 below.

Notice that the submitted Year End balances for each of your Main Categories, for a specific time
period, are included in the Running Totals for the same time period. In the example shown below in
Figure 49, the Year End balance of 15000.00 was entered for CAPITATION. In the Running Totals our
Closing Balance for CAPITATION was €15,000.00.
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Example: Setup Closing Balances

U Category Description }As at Date Bﬁ:gzﬁ? ’: =
CAPITATION 20090731 15000.00
_ DEIS SSP 20090731 2000.00 _ =
_ DES FREE BOOK 20090731 3250.00 _
_ DES SUPERVISION 20030731 5000.00 _
[ DES TV LICENCE 20030731 200.00 [
[ DES NN GRANT 20090731 400.00 [
_ DES RS GRANT 20090731 650.00 _
_ DES MINOR WORKS 20090731 1200.00 _
_ DSFCA School lunches 20090731 1050.00 _
_ DES ANCILLIARY GRANT 20090731 450.00 _
HDES SWS GRANT 20090731 ‘SSS.DD [ o

Figure 49 Inputted Balances

Figure 49 shows example Balance amounts which have been typed in for each Main Category.

Scroll down to the end of the screen to submit your Year End Balances, as shown in Figure 50.

il | | 1 I
REIMBURSABLE PAYMENTS (20090731 3000.00

| FUND ACCOUNT 20090731 5000.00 _

| DES SPECIAL GRANT 20090731 6500.00 [

I DES PE GRANT 20090731 900.00 _

| DES STANDARDISED TESTING (20090731 2400.00 _

m

Figure 50 Scrolldown to submit your balances

Click the [Submit| hutton to save your Year End balances.
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Add Users

You can add other users to your schools account on schoolfinance.ie by clicking Add Users in the
Setup Menu.

Firstname Surname Email
Siobhan Murphy schoolexample@gmail.com

To create a new user complete the details below and select the Add User Button

[ Firstname Surname Email Password Verify Password }

[ Add User

Figure 51 Add Users screen

The Add Users screen, as shown in Figure 51, will appear.

The name of the person who registered your school with schoolfinance.ie will be listed at the top of

the Add Users screen, as will their user email address. This is the email address they use to Login.

To add another user, the details at the end of the Add User screen need to be completed.

The new user has to type in their First name and Surname, their email address, and their password.
They need to type in their password twice, first in the Password field and then in the Verify Password

field.

Their email address cannot be the same as any other user email address provided.

When their details are filled in, click the [ AddUser |hytton to save the new users’ details.
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Firstname Surname Email

Siobhan Murphy schoolexample@gmail.com
To create a new user complete the details below and select the Add User Button
Firstname Surname Email Password Verify Password

Laura Dunne myemail@hotmail.com  sesssssss sessnsese

Add User

Figure 52 New users details filled in

Once the [ AddUser |hytton has been clicked, the new users’ details will be saved. You will be brought
back to the Setup Menu screen.

To see the new users’ details, click Add Users, in the menu on the right hand side of the Setup Menu
screen.

Firstname Surname Email
Laura Dunne myemail@hotmail.com
Siobhan Murphy schoolexample@gmail.com

To create a new user complete the details below and select the Add User Button

Firstname Surname Email Password Verify Password

[ AddUser

Figure 53 Add Users screen with new users details added

Figure 53 shows all the saved users’ details. The details are saved in alphabetical order based on the
email address.

New users do not receive an email with their user details, so choose a password that can be
remembered easily. If a password is forgotten, it cannot be retrieved as passwords are encrypted on
the system. A new password can be sent out to the User email address provided, by clicking on the
Forgotten Password link, located under the Login section on the schoolfinance.ie Homepage.
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Change Password

If you wish to change your password, click Change Password on the right hand side of the Setup
Menu. This will bring you to the Change Password screen.

To change your passwaord enter your old password and then enter a new password and retype in the verify passwaord field

i : Cld New erify
H FEIEE ‘Surname ‘Emall ‘Password Password %assword
[l | |
|—|Siobhan |I\-'1ur;:|h3.r |schoolexample@gmail.l
Update Details

Figure 54 Change Password screen

To change your password, type in your current password into the Old Password field. Then type in
your new password twice, first into the New Password field, and second into the Verify password
field.

To save your new password click|_Update Details |

Below is an example of changing your password.
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Example: Changing your password

To change your password enter your old password and then enter a new password and retype in the verify password field

- - Old MNew erify
H FAGEIE ‘Surname ‘Emall ‘Password ‘Password P;assword
[l | | | | |
|—|Siobhan |I’\.'1ur;:|h3.r |schoolexample@gmai|_|"uu" |"""" [sessssssl

Update Details

Figure 55 Changing your password example

When you have typed in your old password, your new password and verified your new password
click [ UedateDetails | save the new password.

If you type in your old password incorrectly into the Old Password field, you will receive the
following warning, as highlighted in Figure 56:

To change your password enter your old password and then enter a new password and retype in the verify password field

: < Old N ew erify
H Firstname ‘Surname ‘Emall Password Password %assword
H ‘ ‘ LPassword is J ‘
incorrrect

|—|Siobhan |Murphy |Schco|examp|e@gmail.| | |

Update Details

Figure 56 Password is Incorrect

7
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If you do not correctly verify your new password in the Verify Password field, the following warning
will appear, as highlighted:

To change your password enter your old password and then enter a new password and retype in the verify password field

: : Old New erify
H FEIEDE ‘Surname ‘Eman Password Password ’;’lassword
Password
verification
failed
|—|Si0bhan |I\f|urph3.r |schoo|examp|e@gmai|.| | |
|Update Details

Figure 57 Password verification failed

You will be brought back to the Setup Menu screen when your password has been successfully
changed.

You can use numbers and/or letters in your password.
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Edit School Details

To change your schools details, click Edit School Details from the menu on the right hand side of the

Setup Menu.

School Name School Example
School Role Number 186095

School Address Line 1 The Street
School Address Line 2 Co Dubliln

School Address Line 3
School Address Line 4

School Phone No. 1234567

School Area Code DUBLINCTY -

School Gender Mixed -

School Type Primary -

Principal First Name Tracey

Principal Surname Byme

School Email Address schoolexample@gmail.com
Financial Year ends on last day of July -

Update Details |

Figure 58 Edit School Details screen

To change any of the details, except the School Roll Number, click on the text field or drop down
menu.

When you have completed editing your schools details click| Update Details |

Below is an example of a schools details being edited.

m
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Example: Edit Schools Details

In this example, we will change the phone number and the end of the financial year.

Change your details
below and select the
update button below
School Name
School Role Number
School Address Line 1
School Address Line 2
School Address Line 3
School Address Line 4
School Phone No.
School Area Code
School Gender
School Type
Principal First Name
Principal Surname

School Email Address

School Example
186095

The Street

Co Dubliln

(87654321 ]

DUBLINCTY =
Mixed -
Primary -

Tracey
Byme

schoolexample@gmail.com

Financial Year ends on last day of

Update Details

Figure 59 Highlighted edited phone number and financial year

To submit the edited details click|_Urdate Detais |

You will be brought back to the Setup Menu screen when you have successfully updated your

details.

m
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Monthly Reports

To get monthly reports for your school click on Monthly Reports on the right hand side of Menu.

Get Monthly Report From First Day ofl 07 - 2009 ~|to the last day of 12 ~ 2009 ~

| Produce Report J

Figure 60 Monthly Reports screen

Your monthly reports are from the first day of your selected month and year, to the last day of your
selected month and year. To change the month and year, just select the arrow to reveal the drop
down menu and click on your selection.

For your Monthly Report to be produced click|_PreduceReport |

In the example below, we will produce the Monthly Report from the First day of September 2009 to
the Last day of October 2009.

Example: Monthly Report

Get Monthly Report From First Day of 09 ~ 2009 - to the last day of 0~ 2009 -

[ Produce Report

Figure 61 Monthly Report example from September to October

When you click[  Produce Report ], your monthly report will open in your browser window, as shown

in Figure 62. Your Monthly report will open using Adobe Reader. To download the latest version of
Adobe Reader, click the following link:

http://get.adobe.com/uk/reader/?promoid=BUIGO

Click the - ® "¢ ' hitton to begin the downloading process.
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http://get.adobe.com/uk/reader/?promoid=BUIGO

Bl /2 @ ® M - K ¢ Find

DES FREE BOOK
DEPARTMENT OF EDUCATION AND SLHINCE

Category Total €2,500.00
DES SCIENCE GRANT
DES €1,000.00
Category Total €1.000.00

DES LIBRARY
DEPARTMENT OF EDUCATION AND S€IENELE

Category Total €400.00
DUBLIN CORPORATION
COQUNTY COUNCIL €400.00

Figure 62 Monthly Report example

Figure 62 shows the screen where your Monthly Report will be viewed. To view more pages of your

Monthly report, move the scrollbar down.

DES FREE BOOK

DES SCIENCE GRANT

DES LIBRARY

DUBLIN CORPORATION

The highlighted sections in Figure 62 are explained below.

Siobhans Test
This is where the name of your school will be.

Report for Period 01/09/2009 to 31/10/2009

This shows you the time period of your report. In this example the report is from 01/09/2009 to

31/10/2009.

Report produced on: 01/03/2010

This shows you the date that you produced your report.

Opening balance at: 01/09/2009 €53,090. 00

This shows you your opening balance on the first date of your selected month. In this example the

Siobhans Test
(Report for Period 01/09/ 2000 31710/ 2009) (Report Produced on : 01/03/ 2010 |
[Opening Balance ar : 01/09/ 2009 €53,090.00 |
CAPITATION CAPITATION
CAPITATION €6,500.00 Cleaning Wages €1.500.00
Cleaning Materials €450.00
Petty Cash €150.00
Waste Charges €65.00
Electricity €750.00
Gas €300.00
Insurance €375.00
StaffroomExpenses €87.00
Sundry €200.00
Category Total €6.500.00
Category Total €3,877.00

m

opening balance at 01/09/2009 was €53,090.00. The opening balance is the closing balance figure of

the previous month.
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Income

The left hand side of the Monthly Report screen shows all the incomes received. The Main
Categories are written in bold. The Sub Category and the Category Total are written beneath their
Main Category.

Payment

The right hand side of the Monthly Report screen shows all the payments made. The Main
Categories are written in bold. The Sub Categories are listed below each Main Category. The
subtotal for each Sub Category is written beside each Sub Category. The Category Total is written at
the end of each category.

On the left hand side, the Income side, of Figure 62, we can see that the Main Category
CAPITATION, has a Sub Category called CAPITATION. The CAPITATION Sub Category has a subtotal
of €6,500.00. The Category Total is €6,500.00. This is the total income received for CAPITATION for
the selected period.

On the right hand side, the Payment side, of Figure 62, we have the Main Category CAPITATION.
Beneath the Main Category heading is the list of Sub Categories. Beside each Sub Category is a
subtotal for payments for that Sub Category. In this example the subtotal for the Petty Cash Sub
Category is €150.00. At the end of the Sub Category list we can see that the overall Category Total is
€3,877.00. This is the total payments for CAPITATION for the selected period.
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Figure 63 shows the last page of the example Monthly Report. On the last page you will see your
Total Income and Total Expenditure figures and the figure for the Closing Balance, which have been
highlighted in Figure 63.

SEHk S @ 2 /2 (8 ® %% - &) 1 Find

[Tmn] Income is : E]D.SO0.0D] [Tnlnl Expenditure is : €3,877.00 ]
Flnsing Balance at :31/10/ 2000 €60,013.00 ]

[

Figure 63 Last Page of Monthly Reports

In this example:
The Total Income is €10,800.00.
The Total Expenditure is €3,877.00.

The Closing Balance figure at 31/10/2009 is €60,013.00. This figure will be the Opening Balance for
01/11/2009.

You can print and/or save your Monthly report. In the top left hand corner of Figure 62, there are
two highlighted symbols.
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Printing your Monthly Report

=
Figure 64 Print button

Figure 64 shows the Print button. If you want to print out your Monthly Report, you can do so by
clicking this button.

The Print window will open on your screen, as shown in Figure 65.

Print &J
(F'rinter R

Mame: [HF' Photosmart C5200 series v]

Comments and Forms:

Status:  Ready

\Type: HF Phatozmart C5200 series [Document and karkups -

J
ﬂnt Fange \ Preview: Composite

o 4l

) Current wiew

) Current page

e

I Pages 1-2

Subset |4l pagss in rangs -

@ Reverse pages
[ Fage Handling

LCopies: 1 $ Callate

Page Scaling: Fit to Printable Area

Auto-Botate and Center

[] Choose Paper Source by PDF page size

~ptitel Units: Inches Zoom: 97%
1/2(1) H

b

Figure 65 Print window

The first highlighted section shows the area where you select your printer. This will be automatically
set to your default printer. If you wish to change the printer, click the arrow to reveal the drop down
menu and click on your preferred printer.

The second highlighted section lets you decide if you want to print all the pages, the page that is
currently being viewed, the page that is currently selected or specific pages. Click on your choice to

select it.

The third highlighted section shows where you decide how many copies of the report you want
printed. This is set to 1 by default. Click on the arrows to change the number of copies. The up
arrow increases the number and the down arrow will decrease the number of copies to be printed.

When you have completed updating the Print window, clickl_2¢_]. vour report will now begin to
print.
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Saving your Monthly Report

o

Figure 66 Save button

Figure 66 shows the Save button. If you want to save your Monthly Report click this button.

The Save window will open, as shown in Figure 67.

[ @ Save a Copy...

[Sa\rei_n: ﬂm '] (< W
L= Name} Date modified Size Folder path
=

Recent Places l

SunDownloadManager
File Folder

! | Contacts
Desktop File Folder
I il ﬁ! Desktop

File Folder

m

Slobhan
L Documents
i File Folder
Computer
- Downloads
i ownload
gy ! File Folder i
Metwork
F'Ie name: report_month?2_test -
[Sa\re as type: [Mobe PDF Files (*pdf) '] [ Cancel ]
J

ke

Figure 67 Save window

The first highlighted section is where you select where you want your Monthly Report saved. You

can change where your report is saved by clicking the arrow to view the drop down menu, and click

to select where you want to save your Monthly Report.

The second highlighted section shows the file name. You can change the name of your file by

clicking on the default file name, deleting it, and typing in a new file name.

The third highlighted section shows what format the file will be saved in. The file will be saved as an

Adobe PDF file.

When you have completed the Save window, click_%2=_]. Your file is now saved to your selected

folder.
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