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SECTION A: RECORDING, EDITING AND DELETING TRANSACTIONS

A1l.Recording an Income Transaction

A1.1 Background:

When School grants are deposited into school grant accounts the School Bursar/Administration
Officer will issue a school receipt for the amount received, and this will be approved by the School
Head and certified by the School Manager. The school must ensure that all grants received have
been entered into FEMIS.

When collecting fees for Students who are not eligible for FEG and are enrolled in Schools will (e.g.
fees for non-citizens), a School receipt must be prepared, and this will be approved by the School
Head and certified by the School Manager. These fees must be deposited into the FEG Bank Account
and entered in FEMIS.

Other receipts such as canteen revenue, hire of facilities and fundraising must not be deposited into
a bank account holding FEG funds and should not be entered in FEMIS. The school will maintain
separate records for these and report them separately in the Annual Financial Report.

Al.2 Before you start:

The following documents/information are required before recording income in FEMIS.

e Details of the receipt — including the official receipt issued and supporting documentation;
and

e School bank statements for the period the income was received.

A1.3 Detailed instructions:

A1.3.1 On the main school screen in FEMIS select the Finance button.

FEMIS -
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Welcome! Show these dashboard indicators for: IR - |
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Number of
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HT/Principal | DEO | SEO Spec. Ed.
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You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242,248




A1.3.2 Select “Income” button. This will bring up the Income Transaction data entry screen.

FEMIS B Log Out

Staff Classes/Students ebxams Reports = Teacher Subjects Teacher Accounts

o Y oeie]

Resources Maps Help >

) EE——— e O )
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m m m

Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary)

Expenses (Vouchers)

Enter INCOME here
Go to Reports | Financial | Income Detailed Repaort to get a nice printed report of income.
| Show Existing Income | Transaction ID:  NEW TRANSACTION

Date: [ 1®  carofacoums[ ]
Description: L 1 Detailamont: ||

Mo dollar signs or commas.

| Save Transaction | | Save and Start New Transaction | | Cancel/Start New |
Last Saved By: When:

A1.3.3 Enter the details for each field on the income transaction data entry screen and then
select the “Save Transaction” button. See detailed notes on each field below:

Date — this comes from the date of the bank deposit

Description — enter a detailed description of the revenue

Chart of Accounts — select the appropriate account for the type of revenue
Detail amount — enter the amount of the income (no dollar signs or commas)

FEMIS -

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

swic ] oot JNEI] rosmcurercites ] Svp St | P 5ort] Do 1 tewe ] oy ] Focd o Corter
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

Expenses (Vouchers) || Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary]|

Enter INCOME here

Go to Reports | Financial | Income Detailed Repaort to get a nice printed report of income.
| Show Existing Income |

Transaction ID:  NEW TRANSACTION

Date: ‘_ o Chart of AccouffgglGrant Income - Free Education Grants (Pri and Se
Description: 4 Detail Amount: ‘-
0 dollar signs or commas.
| Save and tartNew Transacton | | ConcelStrtNew |
Last Saved By: When:




Al34 You will get a message to confirm the income transaction has been saved.

FEMIS - Lot

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e o JUMRRN] oot | ope St ] P17 St Ooe o ] Ly | Fovd i e
e o EdmrgSporing Faitr | e Atentace | Srvee | vt ncaion | i

Expenses (Vouchers) ncome | Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|
Enter INCOME he wved! Transaction Number: 13216

Goto Reports | Financial | Income Detaned Report to get a nice printed report of income,
| Shovy Existing Income | Transaction ID: 13216

Date: 4/11/20 o Chart of Accounts: | Grant Income - Free Education Grants (Pri and Sec) v
Description: Grant Term 2 first install Detail Amount; 1400

No dollar signs or commas.
| save and start New Transaction | | Cancel/Start New |

Last Saved By: When:

Al1.3.5 Now you have completed adding an income transaction — well done!

A2.Recording an Expense Transaction
A2.1 Background:

As grants are public funds, Schools are required to apply the procurement processes and thresholds
as set out in the School Management Handbook prior to making any payments. The school will
prepare and approve a Purchase Order, Receive the Goods and Payment Voucher prior to recording
expenditure in FEMIS. Each separate payment requires a separate payment voucher and separate
cheque/remittance advice.

After the payment voucher is approved the School Bursar/Administration Officer will prepare the
cheque and this will be signed by two of the cheque signatories as per B3.3. If the School is utilising
internet banking the bank transactions will be authorised by the electronic signatories, and the
remittance advice will be filed with the payment voucher.

A2.2 Before you start:

The following documents/information are required before recording expenditure in FEMIS.

e Purchase Order (with certification that goods/services have been received)
e Payment Voucher

e Invoice (name of the supplier, address, date, details of items purchased)

e Photocopy of cheque/remittance advice (attached after signing)

e Original receipts (attached after payment)



A2.3 Detailed instructions:

A2.3.1 On the main school screen in FEMIS select the Finance button.

FEMIS = Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help »

[ Basic | Details ( Finance ) Infrastructure/Facilities | Supp Stat | [ Docs |
Duke of Edinburgh/Sporting Facilities [ surveys | school inclusion | wash |

Welcome! Show these dashboard indicators for: EIZ1 -

A Good Place To Start is Here ->

See the latest FEMIS

Number of Students: 875 Missing Citizenship Data: o
Missing Birth Cert (or passport) Numbers: o

Number of teachers: 45 All Student Financial Assistance: £0.00
Teacher Pupil Ratio: 15.00 Average Teacher Age: MNfA
Number of Classes: 18 Main student absent reason: Unknown

School Primary Secondary District National
Students: B75 155611 70222 17219 242821 Unapp 4 Disability A ts Waiting For
Student Days Absent: 4527 552394 259984 85007 868691

Approval
HT/Principal | DEQ | 5SEO Spec. Ed.
This school does not have | regi d in other schools at the same time. 1
Q o ]
You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248

A2.3.2 Select “Expenses (Vouchers)” button. This will bring up the Expense Transaction data
entry screen.

FEMIS -

Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

= RN e o | SuppSaf ] TSt Do Y e ] brry ] Fond 2 e
Duke of Edinburgh/Sperting Facilities | Teacher Attendance m m m

Asset Register » Income Upload Bank Stmts | Annual Exp Summary m

Enter EXPENSES (including Vouchers) here

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .
| Show Existing Exp E

p IDs are g d for all MoE expenses, not just this school | Print Saved Voucher

Transaction 1D VAT Rate: .0 %

NEW
oate @ [ amerpe Detail Line or ths expense
Type of Expense: | "l Description; l:l
Invoice Number: l:l Payee: l:l Detail Amount: l:l

Expense Amount: $0.00 cheque Number: l:l VAT Oives @no
Adding more than one detail
Void This Chegque [ ] line OYes @No
Last Saved By: When:

[ Add NEW Expense | e

A2.3.3 Enter the details for each field on the expense transaction data entry screen and then
select the “Add NEW Expense” button. See detailed notes on each field below:

Date — this comes from the date of the cheque (for cheques) or the date of a payment from
the bank account (for internet banking or direct payments).

Payment type — select bank payment for any payment from the School Bank Account (do not
use other payment types in FEMIS)



Type of Expense - select the appropriate account for the type of expenditure

Invoice Number — from the supplier invoice

Payee — enter the name of the supplier

Cheque Number: Enter the cheque number for the transaction

Description: Enter a detailed description of the expenditure

Detail amount: Enter the amount (including VAT)

VAT: Select Yes or No (depending on whether VAT applies to the item)

Adding more thank one detail line: Select Yes if you want to add multiple lines to the
expense transaction

FEMIS - Log Out

School Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e T e e e e e e |
Duke of Edinburgh/Sporting Facilities | Teacher Attendance | surveys | school inclusion | wasH ]

m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

Enter EXPENSES (including Vouchers) here

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For VWirement form or click here .

ISha_Ex_lst_mE;::| Exp IDs are g d for all MoE expenses, not just this school |P}{r{{5¥d\7&h?

Transaction ID: NEW VAT Rate: 9.0 %

Date: o Payment Type: [ bank payment | Detail Lines for this expense

Type of Expense: [ Administration and Office Operations - Office Stationeries « | Description:
- ——— — Detail Amount:
Expense Amount: $0.00 Cheque Number: VAT: ®ves OnNo

o e — Ll L P
> | Save and Print ]

A2.3.4 You will get a message to confirm the expense transaction has been saved.

FEMIS = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ovic | et inivsructreacites ] Supp | P/ start] Docs | temwe. ] Ly | Foot Gt
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m m

t i Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary]|
Enter EXPENSES (including Vouchers) here ed! Expense ID: 91682

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

N (I [ S LB
| Show Bxisting Expenses | Exp IDs are g ted for all MoE expenses, not just this school !__Er_iggt__g_a_\g_eg!o_t_j_qpfr_;
Transaction [D: 916822 VAT Rate: 9.0 %

Date: o Payment Type: [ bank payment | Detail Lines for this expense
Type of Expense: |Admfm5tration and Office Operations - Office Stationeries v| Description: l:l
Invoice Number: Payee: Betail Aot l:l
Expense Amount; £14,000.00 Cheque Number: VAT: ®ves Ono

Woid This Cheque l:l

Last Saved By: When: | Add Detail |
[ Cancel/Start New ] | Save and Print ] | Description |Amo|.ml‘ VAT ‘ ‘

|stationary for teaching|14,000.00[1260.00[Delete




A2.3.5 Now you have completed adding an expense transaction — well done!

A3. Editing an Expense or Income Transaction

A3.1 Background:

Schools may need to edit an expense or income in FEMIS for various reasons. These reasons may
include the following:

e Anerror was made in the data entry of the income/expenditure in FEMIS
e Anerror was made in the payment voucher (ie. it doesn’t match the invoice)

The detailed steps for schools to complete this process are set out below — the example shown is for
editing an expenditure transaction however the same process applies for editing income
transactions.

A3.2 Before you start:

The following documents/information are required before editing expenditure or income
transactions in FEMIS.

e Purchase Order, Payment Voucher, Supplier Invoice, Photocopy of cheque/remittance
advice, and original receipts etc.

Note: It is not possible to edit a transaction in the following situations:

- The transaction is from a month where the monthly funds reconciliation (Bank Rec) has been
already been completed in FEMIS

- The transaction has already been marked as presented in the monthly funds reconciliation
(Bank Rec)

A3.3 Detailed instructions:

A3.3.1 On the main school screen in FEMIS select the Finance button.

FEMIS = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

omic 1 ety rinnce Y nriructurs i ] S St ] P77 Sat] Do ] esee ] L] Food snd Goneer
Dok o e~ aitier | ToncherAtndance | Sarveye | et icuion | wash |

Welcome! Show these dashboard indicators for: [EIE

Number of Students: 675 Missing Citizenship Data: o
Missing Birth Cert (or passport) Numbers: o

Number of teachers: 45 &ll Student Financial Assistance: 50.00
Teacher Pupil Ratio: 15.00 Average Teacher Age: NfA
Number of Classes: 18 Main student absent reason: Unknown

Schoel Primary Secondary District National
Students: 675 155611 70222 17219 242821 L

PP Disability iting For

Student Days Absent: 4527 552394 255984 85007 868651 Approval

HT/Principal | DEO | SEO Spec. Ed.
This school does not have regi d in other schools at the same time. 7 a 5
You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.248




A3.3.2 Select “Expenses (Vouchers)” button. This will bring up the Expense Transaction data
entry screen.

FEMIS - Log Out

Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Enter EXPENSES (including Vouchers) here

Goto Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

[ Show Existing Exp ‘ Exp IDs are g d for all MoE expenses, not just this school | Print Saved Voucher |

Transaction 1D VAT Rate: 9.0 %

NEW
Date: o l:l Payment Type: Detail Lines for this expense
Type of Expense: | "| Description: l:l
Invaice Number: |:| Payee: l:l Detail Amount: l:l
Expense Amount: $0.00 Cheque Number: l:l VAT Oves ®no
Void This Cheque l:l Adding more than one detail OYes ®No

line

Last Saved By: When:
[ Add NEW Expense | [ save and Prin |

A3.3.3 Select the “Show Existing Expenses” button

FEMIS - Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y oente JRI] el | Supp S | /7S] Do | teme ] Ly Food s Cre
oo o nurhiSpring Pt | T e | orvepe | oot ntion | wash

Enter EXPENSES (including Vouchers) here

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reparts | Finance | Application For Virement form or click here .

Qo Eusing pernses D

Transaction ID;

ense |Ds are generated for all MoE expenses, not just this school | Print Saved Voucher

NEW VAT Rate: 9.0 %
e @ —— Deti Lines for this expense
Type of Expense: | v‘ Description; l:l
Invaice Number: l:l Payee: l:l Detail Amount: l:l
Expense Amount: $0.00 Cheque Number: l:l VAT Oves ®no
T l:l Adding more than one detail Oves @a

line

Last Saved By: When:




A3.3.4 This will bring up a listing of all existing transactions recorded in FEMIS for that financial
year. You can navigate to find the transaction you want to edit by using the arrows.
Select the Edit button to open the Edit Transaction Screen.

FEMIS -

Log Out

Schoal Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

e e TWRSY e ] Supp St 77 Saf] Do ] b ] iy | Food o Caren
oo Ednrgsorin s | TochorAendnc | urveps | scoo nction ] whs

List Existing E: Ti

If you see a big blue arrow, click on the arrow to see other expenses. You can only see 10 expenses per page. Use the big blue arrows to move through many pages
of expenses for this year. Use the Year selector above to see expenses in another year, Expenses are listed in date order,

e

Help >

Expenses in Year: | Create New Expense Not on This Lrstj

Cheque
Number

Payment
Type

Account Heading

Account

m
(=}
=

915556 20/04/2020

m
(=¥
=

815557 20/04/2020

rr|
o
=

915560 20/04/2020

915565

1558!

915812

20/04/2020

20/04/2020

m
(=¥
2

20/04/2020

bank Administration and .
EEL i payment  Office Operations Edgay

bank Administration and o

4
EEL B payment  Office Operations Elecirmity
Ba Gujrat 8440 bank IT, Computers and Other IT, Computers
Education payment  TEST materials and TEST
Vinod
Patel&Ca Pte 8450 bk Libfary Bocks:and. o1 yibsesiy costs
ttd payment  Text Books
B Bank Building and Repairs and
te td 8452 t Compound Maintenance -

HiE Payment \ iaintenance Grounds
NARAYAN payment P P

IMaintenance

Maintenance

Yar Invoice No

()] Saved By
000 702.38 00 46925 9027 Delete
1000 299.19 oo 377 s027 Delete
3000 1,400 00 BOB-04 9027 Delete
4000 42244 00 944/127/923 9027 Delete
2000 11635 00 36300 simon_fin Delete
2000 250 00 01256 s027 Delete

A3.3.5 You can now edit the transaction as required and then select the “Update Expense”
button.

FEMIS -

School

owic ] oot

Staff

Classes/Students

eExams Reports > Teacher Subjects

Duke of Edinburgh/Sporting Facilities | Teacher Attendance m

Teacher Accounts

Log Out

Resources Maps Help >

rtesucorrrctie ] Svpp St 21 5] Do ]t ] tory | oot o
(oot incoion | wis

Enter EXPENSES (including Vouchers) here

=D O T (T [

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

[ shaw Existing Expenses |

Transaction ID;
Date: o

Type of Expense:
Invoice Number:

Expense Amount:

Update Expense

E: IDs are g

P

d for all MoE expenses, not just this school
915581

| Print Saved Voucher |

VAT Rate: 9.0 %

‘ bank payment

| Detail Lines for this expense

‘ Building and Compound Maintenance - Repairs and Maintenance - Grounds

(I

V| Description:

36300 Payee: R.C.Manubhai pte Itd

$116.35 Cheque Number: 8452
O —
simaon_fin When: 4/11/2020 1:54:00 PM

| Cancel/Start New ] | Save and Print ]

Detail Amount:

[ ]

VAT: Oves ®no
Add Detail |
| Description ‘Amount|VAT‘ |

|Maier|'an for old canteen‘l 16.35 |0.00‘De|ete

10



A3.3.6 You will get a confirmation to confirm the editing was saved.

Note you will not be able to edit a transaction that from a reconciled month or that has been
marked as presented on the bank reconciliation.

FEMIS - ko out

School Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Fose Y oves TR woovemrereome ] o out arrseny voe ] e ] ey o ot
Duke of Edinburgh/Sporting Facilities | Teacher Attendance | Surveys | school inclusion | wasH |

Exj yenses (Ve s} m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

Enter EXPENSES (including Vouchers) herg
Goto Reports | Finance | Expense Detailed to get'2

O expenses. Go to Reports | Finance | Application For Virement form or click here .

Show Existing Expenses Expense |Ds are generated for all MoE expenses, not just this school  Print Saved Voucher |
Transaction D NEW VAT Rate: 8.0 %
bate: @ [ paymentType: | <] Detail Lines for this expense
Type of Expense: | v| Description: l:l
Invoice Number: I:I Payee: I:I Detail Amount: l:l
Expense Amaount: $0.00 Cheque Number: I:I VAT Oves @No
Void This Cheque I:l Adding more than one
Last Saved By: When: ! e VleGBe
[ save and print |

A3.3.7 Now you have completed editing a transaction — well done!

A4. Deleting an Expense or Income Transaction
A4.1Background:

Schools may need to delete an expense or income in FEMIS for various reasons. These reasons may
include the following:

e Anerror was made in the data entry of the income/expenditure in FEMIS
e Aduplicate entry was made in FEMIS

The detailed steps for schools to complete this process are set out below — the example shown is for
deleting an expenditure transaction however the same process applies for deleting income
transactions.

A4.2 Before you start:

The following documents/information are required before editing expenditure or income
transactions in FEMIS.

e Purchase Order, Payment Voucher, Supplier Invoice, Photocopy of cheque/remittance
advice, and original receipts etc.

Note: It is not possible to delete a transaction in the following situations:

11



- The transaction is from a month where the monthly funds reconciliation (Bank Rec) has been
already been completed in FEMIS (you can use the Void Expense Transaction Function to
remove these transactions/cheques)

- The transaction has already been marked as presented in the monthly funds reconciliation
(Bank Rec)

A4.3 Detailed instructions:

A4.3.1 On the main school screen in FEMIS select the Finance button.

FEMIS -

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

N T————" ) (T 2
Duke o Bl Sportin Pt (urvps | ot trcuion | s

Welcome! Show these dashboard indicators for: LA - |

A Good Place To Start is Here -> | Set Up Your School

See the latest FEMIS updates by clicking HERE

Number of Students: 675 Missing Citizenship Data: o
Missing Birth Cert (or passport) Numbers: o

Number of teachers: 45 Al Student Financial Assistance: £0.00
Teacher Pupil Ratio: 15.00 Average Teacher Age: NfA
Number of Classes: 18 Main student absent reason: Unknown

School Primary Secondary District National
Students: 675 155611 70222 17219 242821 Ul

pproved Disability A ts Waiting For

Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | 5EO Spec. Ed.
This school does not have | regi d in other schools at the same time. |

0 ] 1]
You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248

A4.3.2 Select “Expenses (Vouchers)” button. This will bring up the Expense Transaction data
entry screen.

FEMIS - Log Out

Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ol
omic Y oomte JGRA] iercorFctii ] Sipp St /7Sl Ooe | v ] oy | P oGt
Couk or anogspring ] Toschor somonc | srvps | ot auion | s

Asset Register | Income Upload Bank Stmts | Annual Exp Summary m

Enter EXPENSES (including Vouchers) here

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

[ Show Existing Exp ‘ Exp IDs are g d for all MoE expenses, not just this school | Print Saved Voucher

Transaction ID: NEW VAT Rate: 9.0 %

oue: © e Dot Lings for tis expense
Type of Expense: | Y| Description: l:l
Expense Amount: $0.00 cheque Number: l:l VAT Oves ®No
Adding more than one detail
Void This Chegue’ |:| OYes @No

line

Last Saved By: When:

[ Add NEW Expense | e
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A4.3.3 Select the “Show Existing Expenses” button

FEMIS - Log tut

School Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y ot JERRRI] et | Supp S P17 S Do | tewe ] Ly Food o e
ou o g Spring e | Tscer At | Surveps | Scoot ntoon | wash

e ] o e ] o ki et Semmary | et o s

Enter EXPENSES (including Vouchers) here

Goto Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

T

Transaction ID: NEW VAT Rate: 5.0 %

ous: @ [ ramenpe Detal Line for thi xpense

Type of Expense: | v‘ Description: l:l

Invoice Number; |:| Payee: l:l Detail Amount: l:l

Expense Amount: $0.00 Cheque Number: l:l VAT Oves @No
TR l:l Adding more than one detail OvYes ®No

line

ense |Ds are generated for all MoE expenses, not just this school | Print Saved Voucher

Last Saved By: ‘When:
| Add NEW Expense | [ save and print

A4.3.4 This will bring up a listing of all existing transactions recorded in FEMIS for that financial
year. You can navigate to find the transaction you want to delete by using the arrows.
Select the Delete button to delete the transaction.

Note you will not be able to edit a transaction that from a reconciled month or that has been
marked as presented on the bank reconciliation.

Log Out

Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ieic Y oot JORGRRBAY iercoreeainies ] Sopp st Prrsun oo Y tesee ] iy ] Feod o o]
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

Asset Register m Upload Bank Stmts m Annual Inc Summary

List Existing B Tr
Expenses in Year; m | Create New Expense Not on This List |

g Exp
If you see a big blue arrow, click on the arrow to see other expenses. You can only see 10 expenses per page. Use the big blue arrows to move through many pages
of expenses for this year. Use the Year selector above to see expenses in another year. Expenses are listed in date order,

)

Last
Cheque S Rayiment Account Heading T Invoice No  Saved
Number Type By
) bank Administrat d .
Edit 915556 20/04/2020 EFL 8447 e MINISraton aNG b ctricity 1000 70238 00 46925 9027  Delete
payment  Office Operations
bank Administration and :
Edit 915557 20/04/2020 EFL 8448 2l RENAIOD AN Eiicitoty 1000 29919 00 377 9027  Delete
payment  Office Operations
. Ba Gujrat bank IT, Computers and  Other IT, Computers
Edit 915560 20/04/2020 3“1 8449 conman Ve e e 3000 1,400 00 BOB-04 9027  Delete
- Vinod Patel&Co bank Library Books and
1 4,
Edit 915565 20/04/2020 7 2450 S SRR Other Library Costs 4000 42244 00 944/127/923 8027  Delete
. R.C.Manukzhai bank Administration and
Edit 915581 20/04/2020 . "\ | 8452 payment  Offics Operations  TélePhoNey Fax 1000 11635 00 36300 9027  Delete
g | P Building and Other Building and
Edit 915812 20/04/2020 —odd 8454 . compound Compound 2000 250 00 01256 9027
— NARAYAN payment = -
Maintenance Maintenance
bank Administration and  Wages,Salaries -
Edit 912836 5/04/2020 sheenal singh 8419 an mnistestionand: Wages/Sakies 1000 40193 00 pay8she 0027  Delete

payment  Office Operations  Admin and Office
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A4.3.5 Now you have completed deleting a transaction — well done!

A5. Voiding a cheque or other payment
A5.1 Background:

Schools may need to void a cheque or payment in FEMIS for various reasons. These reasons may
include the following:

e The cheque is stale (ie. more than six months old and not presented at the bank)
e The payment needs to be cancelled due to issues with the goods/services.

The detailed steps for schools to complete this process are set out below.

Ab.2 Before you start:

The following documents/information are required before voiding an expense transaction:

e The payment documentation for the original transaction (e.g payment voucher, cheque butt
etc)

Note: The cheque voiding process posts a negative expense at the date of the cancellation. If you
want to just delete an expense transaction in the same month as it was created then please refer to
the instructions for deleting expense transactions.

A5.3 Detailed instructions:

A5.3.1 On the main school screen in FEMIS select the Finance button.

Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Duke of Edinburgh/Sporting Facilities

Welcome! Show these dashboard indicators for: IR - |
A Good Place To Start is Here -> | Set Up Your School
Se:the latest FEMIS updatu hy clicking HERE

vaiiable i the Finance

Number of Students: 675 Missing Citizenship Data: 0

Missing Birth Cert (or passport) Numbers: 0

Number of teachers: 45 4ll Student Financial Assistance: $0.00
Teacher Pupil Ratio: 15.00  Average Teacher Age: NfA
Number of Classes: 18 Main student absent reason: Unknown

School Primary Secondary District National
Students: 675 155611 70222 17219 242821 L

pp Disability ts Waiting For

Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | SEO Spec. Ed.
This school does not have | regi d in other schools at the same time. = B =
You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.248
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A5.3.2 Select Expenses (Vouchers) button, and then select the “Show Existing Expenses” button.

FEMIS - Log tut

School Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y ot JERRRI] et | Supp S P17 S Do | tewe ] Ly Food o e
ou o g Spring e | Tscer At | Surveps | Scoot ntoon | wash

Vo St | o Sumrry | Ao S

Goto Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

Qo outing Expences D

Transaction ID:

Enter EXPENSES (including Vouchers) here

ense |Ds are generated for all MoE expenses, not just this school | Print Saved Voucher

NEW VAT Rate: 9.0 %
Date: o l:l Payment Type: Detail Lines for this expense
Type of Expense: | V‘ Description: l:l
Invoice Number; |:| Payee: l:l Detail Amount: l:l
Expense Amount: $0.00 Cheque Number: l:l VAT Oves @No
AT e l:l Adding more than one detail OvYes ®No

line

Last Saved By: ‘When:
| Add NEW Expense | [ save and print

A5.3.3  Using the arrows you can find the cheque/expenditure item you want to cancel.
Select edit on the left hand column to open the details of that transaction.

FEMIS = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ovic ] Dot JGMNGRT] iiasrucursacites | Supp St | 71t Doce | Lewee ] ey | Food s cateen
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

List Existing Exp T

Expenses in Year: m | Create New Expense Not on This List \

If you see a big blue arrow, dlick on the arrow to see other expenses. You can only see 10 expenses per page. Use the big blue arrows to move through many pages
of expenses for this year. Use the Year selector above to see expenses in another year. Expenses are listed in date order.

€

Last

Payee I&umue Pa_l"'_r;;:m Account Heading Account v::; Invoice No  Saved
By
bank Administrati d “os
Edit 915556 20/04/2020 EFL 8447 o MINISIEANON BN ko cricity 1000 70238 00 46925 9027  Delete
payment  Office Cperations
: bank Administrati d :
Edit 915557 20/04/2020 EFL 8448 o mINStrAtion and g ricity 1000 20919 00 377 9027  Delete
payment  Office Operations
Vinod Patel&Co bank Library Books and .
Edit 915565 20/04/2020 pte Ltd 8450 payment  Text Books Other Library Costs 4000 42244 00 944/127/923 9027 Delete
R.C.Manubh bank Ad trati d
Edit 915581 20/04/2020 Flai i MINEENOn and rolephone/ Fax 1000 11635 00 36300 9027  Delete
pte ltd payment  Office Operations
Building and Other Building and
Emanual bank
Edit 315812 20/04/2020 8454 Compound Compound 2000 250 00 01256 9027 Delete
MNARAYAN payment L %
Maintenance Maintenance
bank Administration and  Wages/Salaries -
3 6 1 . : : 1. v
2836 6/04/2020 sheenal singh 8419 payment. Office Operations:  Admin and Office 1000 401.93 00 pay & she 2027 Delete

Bt B TR TR A b e S T
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A5.3.4  Select “Void this Cheque” and enter the date of voiding the cheque.
Note: you can’t enter a voiding date for a previous or future month (ie. you can only
enter a date from current bank reconciliation month).

FEMIS - Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

smic Y ovate JBBN] wieecr ot | Spp it ] 17 t] Do | toee ] i) Food s Gommr |
ouke ot murgsporting ] Tsche Atedane | urvey | scootncteon | wash

m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary]|

Enter EXPENSES (including Vouchers) here

Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go to Reports | Finance | Application For Virement form or click here .

Show Existing Expenses | Expense IDs are generated for all MoE expenses, not just this school | Print Saved Voucher
Transaction ID: 912841 VAT Rate; 2.0 %
Date: o Payment Type: Detail Lines for this expense
Type of Expense: | Building and Compound Maintenance - Wages/Salaries - Building and Compc v| Description: I:'
Invoice Number: Payee: Detail Amount: I:I
Expense Amount: $255.77 Cheque Number: VAT: Oves ®No

Void This Cheque

Last Saved By: 9027 When: :35: Add Detail |
[Upidieoperse| [ CancalfSirinew| [ Save and it | [ Description [AmountvaT |

|gardners wages-(27/03/20-9/4/20)[255.77_[0.00[Delete]

A5.3.5  This will void the expense transaction (removing the cheque from the unpresented
cheque listing) and post a negative transaction on the cancellation date against the
original allocation that this was posted to. The expense/cheque voiding is now
complete - well done!
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SECTION B: UPDATING THE SCHOOL ASSET REGISTER

B1. Adding assets to the asset register in FEMIS
B1.1 Background:

All assets purchased by schools with a value in excess of $500 must be recorded in the school Asset
Register on FEMIS in accordance with the School Management Handbook 2020. This process helps
ensure that assets are recorded properly for audit purposes and should ensure better accountability
and management of the assets.

The detailed steps for schools to complete this process are set out below.

B1.2 Before you start:

The following documents/information are required before entering an asset in the asset register.

e You will require the purchase documents (including the payment voucher, invoice, delivery
documentation etc)
o It will be useful to have the actual asset on hand to assist with some data required

B1.3 Detailed instructions:

B1.3.1 Onthe main school screen in FEMIS select the Finance button.

FEMIS - L0y Ok

S¢ Staff Classes/Students eExams Reports >

Teacher Accounts Resources

Teacher Subjects Maps  Help >

Sic Y el ( rnnc » Inrcurcites ] Supe Suit] P17 ] Do | teme. ] Ly | Food nd o
Duke of Edinburgh/Sporting Facilities m School Inclusion m

Welcome! Show these dashboard indicators for: IR0 -
A Good Place To Start is Here -> = Set Up Your School
See the latest FEMIS updates by clickin

Number of Students: 675 Missing Citizenship Data: o

Missing Birth Cert (or passport) Numbers: 0

Number of teachers: 45 All Student Financial Assistance: £0.00
Teacher Pupil Ratio: 15.00 Average Teacher Age: MN/A
Number of Classes: 18 Main student absent reason: Unknown

Schoel Primary Secondary District National
Students: 675 155611 70222 17219 242821 ] i Disability A ts Waiting For

PP

Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | 5EO Spec. Ed.
This school does not have | regi d in other schools at the same time.

0 o (]

You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248
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B1.3.2 Select the “Asset Register” button. This will bring up the Asset Registration data

entry screen.

FEMIS -

Scheol Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources

Maps

£ £50 ) s B ) £ 0 ) 0T
(<o ncion | i

Duke of Edinburgh/Sporting Facilities | Teacher Attendance m

q“» Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

Asset Register
Please check the school management handbook for which assets get added to the register,

| Show Existing Assets | Asset IDs are generated for all MoE assets, not just this school

Asset ID: NEW Asset Description: l:l
Asset Category:

Date of Acquisition: l:l Serial Number: l:l
Acquisition Mode: Make: l:l
Mode: [ 1] Department: [ ]
Status:

Disposal Methad: Disposal Date; l:l

Disposal Approved:

Last Saved By: Last Saved When:
Saved By: Saved When:
| Add NEW Asset |

Log Out

Help >

B1.3.3 Enter the details for each field on the asset registration data entry screen and then
select the “Add New Asset” button. See detailed notes on each field below:

Asset ID — this will be generated automatically
Asset Category — choose the most appropriate category

Date of Acquisition — this will be obtained from the purchase documentation

Acquisition Mode — choose from Donation, Purchase, Transfer
Status — choose from Disposed, In Use, Transferred

Cost — enter the purchase price from the supplier invoice
Asset Description — enter a detailed description

Serial number - if applicable enter the asset serial number
Make — enter the make (eg. Toyota)

Model — enter the model (eg. Rav4)

Department - enter the department that is responsible for the Asset

18



FEMIS -

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

[ sasic | oetaits [IRRSREEN] nsrastructure/acittes | supp statt | v sttt ] pocs | Leave ] tibrary | Food and canteen
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

|| Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary

Please check the school management handbook for which assets get added to the register,
| Show Existing Assets | Asset IDs are generated for all MoE assets, not just this school

EW Asset Description: | Hilux for school

Asset Category: Vehicles

Date of Acquisition: 1/9/20 Serial Numkber: XAPPAPAPA33434
Acquisition Mode: Purchase Miake:

Status: In Use v

Asset Register

Asset ID:

Cost: 50000

I I
<

Disposal Method:

|

Disposal Date:
Disposal Approved:
Last Saved By: Last Saved When:

Saved By Saved When:
gAdci NEW Asset_>_

Log Out

Help >

B1.3.4 You will get a message to say the asset has been saved. You can check this by selecting

show existing assets.

FEMIS -

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

e Y oot NEHBREA] el ] Supp S | /7S] Do teme ] Loy ) Food e
o o inrSpring o] Tnch teone | Survepe | scvootoctuion ] st ]

m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary)|

Please check the ST andbook for which assets get added to the register,

L Show Existing Assets _Ssset I1Ds are generated for all MoE assets, not just this school

Asset [D:

hssetDescription: [ |

Date of Acquisition: Serial Number: I:|
Acquisition Mode: ...select hd Make: I:I

Asset Category:

Mode oepartmen: [ ]
Status: ..select v
Cost: 0.00

I Ilﬂlﬂr

Disposal Method:

Disposal Date: [ ]

Disposal Approved:

Last Saved By: Last Saved When:
Saved By: Saved When:
Add NEW Asset

Log Out

Help >
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B1.3.5 You can review the listing of existing assets to confirm it was added correctly.

FEMIS = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ovic ] Dot JMNT] iastrucursacites | Supo St | 71 it | Doce | e ] ey | Food s cateen
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

t | Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary m

School Asset Register List

Assets Recorded in Year: m Asset Status: | Create New Asset Not on This List |

If you see a big blue arrow, dlick on the arrow to see other assets. You can only see 10 assets per page. Use the big blue arrows to move through many pages of
assets for this year. Use the Year selector above to see assets in another year.  Assets are listed in date order. You can't delete an asset. Contact Finance and
MEHA HQ for assistance in deleting an asset. Assets can be disposed by following the disposal process.

Asset  Asset Asset 5 Mode of Disposal Disposal Dateof  Historical
1D Type Description B e e Acquisition i Method Approved Acquisition Cost

Hilux for
school

Edit 12352 Vehicles Toyota Hilix ~ XAPPAPAPA33434 Purchase In Use 1/08/2020 $50,000.00 9027  7/12/2020

B1.3.6 Now you have completed adding the asset to the asset register — well done!

B2. Disposal of Assets on the Asset Register in FEMIS

B2.1 Background:

Approval from PSEHA must be obtained before disposing of any fixed asset purchased with Grant
Funds with an original cost of more than $500. Fixed assets may be disposed in the following ways:

e Sale of the fixed asset;
e Transfer the fixed asset to another school or state entity; or
e Scrapping the fixed asset.

The detailed steps for schools to dispose of an asset in FEMIS are set out below.

Note: If you want to delete an asset that was added in error, you will need assistance from the
MEHA Grants Unit. This document covers the disposal of assets when no longer in use.

B2.2 Before you start:

The following documents/information are required before disposing an asset in the asset register.

e  Written approval of disposal by PSEHA
e Details of the disposal (including method, date etc)

B2.3 Detailed instructions:

B2.3.1 On the main school screen in FEMIS select the Finance button.
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FEMIS - Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

S e e e
Welcome! Show these dashboard indicators for: X0 |
A Good Place To Start is Here ->

See the latest FEMIS updates by clicking HERE

Number of Students: 675 Missing Citizenship Data: 0
Missing Birth Cert (or passport) Numbers: [

Number of teachers: 45 4ll Student Financial Assistance: $0.00
Teacher Pupil Ratio: 15.00  Average Teacher Age: NfA
Number of Classes: 18 Main student absent reason: Unknown

School Primary Secondary District National
Students: 675 155611 To222 17219 242821 L
Student Days Absent: 4527 552394 259984 85007 868651

PP Disability Waiting For
Approval

This school does not have | gi d in other schoaols at the same time.

You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.248

B2.3.2  Select the “Asset Register” button. This will bring up the Asset Registration data entry
screen.

FEMIS 1 Log Out

Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

swic | et E—— ) I ) T )
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

Please check the school management handbook for which assets get added to the register.

9> Expenses (Vouchers)

Asset Register

__| Asset IDs are generated for all MoE assets, not just this school

Asset ID:

AssetDescription: ||

seralNomber: ||
Acquisition Mode: select Make: l:l
Mode pepartment [ |

Asset Category:

Date of Acquisition:

Status; ...select

Cost:

Disposal Method:

DisposalDate: ||

Disposal Approved:
Last Saved By: Last Saved When:
Saved By: Saved When:

| Add NEW Asset
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B2.3.3 Select Show existing assets

FEMIS -

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps

e Y oot TSR, morchrfaciies ] Sipp Sor | /T Sot] Do | Lo ] oy Food o Coroe
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

, || Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

bool management handbook for which assets get added to the register,
Show Existing Assets

sset IDs are generated for all MoE assets, not just this school

Asset ID:

nssetDescription: ||

seralNumber: [ |
Acquisition Mode: ...select e Make: l:l
Mode vepartment [ |

Asset Category:
Date of Acquisition:

Status: selet ~

Cost:

Disposal Methad:

DsposalDate [ ]

Disposal Approved:
Last Saved By: Last Saved When:
Saved By: Saved When:

| Add NEW Asset

B2.3.4 Now you need to select the asset you want to dispose. You can do this by selecting
the Edit button beside the asset in the listing.

FEMIS = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

sic ] el LM nrcrcr it ] Spp 5o | 27 5] Dos ] Leve ]ty ] Foodand o
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

. Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary

School Asset Register List

Assets Recorded in Year: m Asset Status: |1ﬂ Use V| | Create New Asset Not on This List |

If you see a big blue arrow, click on the arrow to see other assets. You can only see 10 assets per page. Use the big blue arrows to move through many pages of
assets for this year. Use the Year selector above to see assets in another year. Assets are listed in date order. You can't delete an asset. Contact Finance and
MEHA HQ for assistance in deleting an asset. Assets can be disposed by following the disposal process.

Asset  Asset Asset Make Model Serial Number Mode of Stat Disposal Disposal Date of Historical

1D Type Description Acquisition " Method Approved Acquisition Cost

 Hiluxf -
352 Vehicles > *' Toyota Hilix  XAPPAPAPA33434 Plrchase  InUse 1/09/2020  $50,000.00 9027  7/12/2020
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B2.3.5  Change the status of the asset to “Disposed”, then enter the disposal method
(scrapped, sold or transferred) and disposal date, and then select the “Update Asset”
button

FEMIS - Los Ot

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

i oot JEHREN] inosocur ot | SuppSor ] 77 Sat] 0o ] terve ] oy ] Foosna ot
e o b poring it | Tene Atentnes | Srveps | scvoo ot | i

] Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

Please check the school management handbook for which assets get added to the register.

‘EMW_E_WEE‘ﬂg_ﬁ-"_SEI‘S_J Asset IDs are generated for all MoE assets, not just this school

Asset [D: 12352 Asset Description: | Hilux for school
Assel Category.

Date of Acquisition: 01/09/2020 Serial Mumber: XAPPAPAPA33434
Acquisition Mode: Make:

L Department;
Status: < Disposed
Cost: 50000.00

Disposal Method: L Scrapped ’ Disposal Date:

Disposal Approved:
Last Saved By: 9027 Last Saved When:  07/12/2020

Saved By: 9027 Saved When: 0771272020
j' Cancel/Start Newr

B2.3.6  You will get a message to confirm the asset has been updated as per the below.

FEMIS - tog Out

Schoaol Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

OB D0 T 0 U 5 58 U T
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary]|

Asset Regisgfsaved! Asset [D: 12
Please check the schodlmanagement handbook for which assets get added to the register.

| Show Existing Assets | Asset IDs are generated for all MoE assets, not just this school

EW Asset Description: l:l

seralNumper: ||
Make: [ |
pepartment: ||

Asset 1D

Asset Category:

T

Date of Acquisition:

Acquisition Mode: ...select

<

Model:
Status: ..select v

Cost: 0.00

i

Disposal Methad:

Diposal Date: | ]

Disposal Approved:

Last Saved By: Last Saved When:
Saved By: Saved When:
Add NEW Asset
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B2.3.7  The asset disposal is pending. The disposal will need to be approved by the MEHA
Grants unit. The disposal documents should be submitted with the approval from the
PSEHA and MEHA grants until will mark the asset disposal as approved.

FEMIS = Log Out

| Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

CACD T e O A R S T
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

L Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary m
Asset Register

Please check the school management handbook for which assets get added to the register,
| Show Bxisting Assets | Asset IDs are generated for all MoE assets, not just this school

Asset |D: 12352 Asset Description: | Hilux for schoal

Asset Category: Vehicles

Date of Acquisition: 01/09/2020 Serial Number: XAPPAPAPA33434

Acquisition Mode: Purchase Make: m

]
=]
=]
=]
=]
=]
=
)

Status: Disposed

Cost:

Disposal Method: Scrapped  ~

Last Saved By: 8027

Saved By: 8027 Saved When: 0771242020
\ .l}pdate Asset | ‘ Cancel/Start New

B2.3.8  The asset has been updated, but not deleted from FEMIS. It is now stored as a
disposed asset. If you want to view disposed assets you can select the “show existing
assets” button.

FEMIS E Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y oo TSR, mvorchsfaciies ] Supp Sor | /7S] o | toee ] iy FoodndCortoen
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

bool management handbook for which assets get added to the register,
Show Existing Assets JAsset IDs are generated for all MoE assets, not just this school

nssetDescription: ||

Date of Acquisition: Serial Number: l:l
Acquisition Mode: ...select e Make: l:l
Modek Department [ ]

Asset ID:
Asset Category:

Status: oselect v

Cost:

DsposalDate [ ]

Disposal Approved:

Disposal Methad:

Last Saved By: Last Saved When:
Saved By: Saved When:
| Add NEW Asset
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B2.3.9  Set the Asset Status to “Disposed”. This shows all disposed assets for the selected
year.

FEMIS -

Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

ovic | oot inresrocrelfaities_ Sup Sutt] T Sit] Doc | tewe. ] Loy | Foo s Cnten
Duke of Edinburgh/Sporting Facilities | Teacher Attendance m School Inclusion m

Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary

School Asset Register List

Assets Recorded in Year: mj Asset Status: Disposed ~ ‘ Create New Asset Not on This List |
If you see a big blue arrow, click on the arrow to see other assets. You can only see 10 3d5sets per page. Use the big blue arrows to move through many pages of
assets for this year., Use the Year selector above to see assets in another year.  Assets are listed in date order. You can't delete an asset. Contact Finance and
MEHA HQ for assistance in deleting an asset. Assets can be disposed by following the disposal process.
Asset = Mode of Disposal Disposal Dateof Historical
n Make Model Serial Numbe Stat
Description SKE < st SEmSSr Acquisition Y T Approved Acquisition Cost
. Hilue -

Edit 12352 Vehicles SCI:;(DIN Toyota Hilix  XAPPAPAPA33434 Purchase Disposed Scrapped - 1/08/2020 $50,000.00 9027 771272020
Edit 12345 Computers desc make maodel serial

Donation Disposed Scrapped 2/02/2020 $453,453.00 colin_fin 20/10/2020

B2.3.10 Now you have completed disposing of an asset — well done!
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SECTION C: RECONCILIATIONS AND REPORTING

C1. Completing the Monthly Funds Reconciliation (Bank Reconciliation)
C1.1 Background:

All schools are required to complete a Monthly Funds Reconciliation in FEMIS in accordance with the

School Management Handbook 2020. This process helps ensure that all transactions have been
recorded accurately in FEMIS and provides information on grant balances remaining in schools.

The detailed steps for schools to complete this process are set out below.

C1.2 Before you start:

The following documents/information are required before entering in the opening balance.

e The bank statement for the entire month for which you are preparing the monthly funds
reconciliation.

e You will also need to make sure all transactions (income and expenditure) have been
entered into the FEMIS for the month for which you are preparing the monthly funds
reconciliation.

C1.3 Detailed instructions:

C1.3.1 On the main school screen in FEMIS select the Finance button.

FEMIS = Log Out

Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help »

Welcome! Show these dashboard indicators for: IR0 -
A Good Place To Start is Here -> | Set Up Your School
See the latest FEMIS updates by clicking HERE

Number of Students: 675 Missing Citizenship Data: o
Missing Birth Cert (or passport) Numbers: 0

Number of teachers: 45 All Student Financial Assistance: £0.00
Teacher Pupil Ratio: 15.00 Average Teacher Age: MN/A
Number of Classes: 18 Main student absent reason: Unknown

Schoel Primary Secondary District National
Students: 675 155611 70222 17219 242821 ] i Disability A ts Waiting For

PP

Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | 5EO Spec. Ed.
This school does not have | regi d in other schools at the same time.

0 o (]

You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248
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C1.3.2 Select the “Bank Rec” button. This should default to the earliest month for which the
reconciliation has not been completed. You can select the month for which you are
trying to prepare the reconciliation.

Please note reconciliations need to be done in order and you will not be able to complete
a reconciliation for a given month if earlier month’s reconciliations have not been
completed.

FEMIS - L

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y oot JRRRRN] i/ Sepe St /7St e e ]ty Pt Cortom
o imrgspring | T temanc | srveye | oot coion |

Asset Register Expenses (Vouchers) | Incomu Iml Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

BANK RECONCILIATION PANEL

FEMIS TRANSACTIONS BANK STATEMENT TRANSACTIONS

Account: Year: 2020 v~ Month: (r
S

Al fchequene: [ ]

Display: rows Type: Display: rows Type:
atpom: [ ] amtTe: L 1
Text: |:| Include Recanciled: [ Text: l:l Refresh .7:

include Cancellec: [ Opening  4e000.00 closing 513425
Balance: Balance:

1234 | Closing Balance is Correct |
Ine/ Exp|Date Cheque Number|A t ($) ion Date Rec 1
E 7/01/2020 (8250 48.37 [ |Details| Presentation Date|Cheque Number|Withd Is|Deposits|Balance
E 7/01/2020 |8251 300.30) O |oetails 4/03/2000 365 216800 A4750.00
= P — ot 4/03/2020 376 243.05 4454695

A0E : T 5/03/2020 5369 327.00 1421995
E 13/01/2020/8253 110,00 O |petails £/03/2020 lRaal s prTT—
E 13/01/2020[8254 104,53 O |petails 7/03/2020 5386 318,45 43850.69)
E 13/01/2020(8255 595.00) O |petails [#/03/2000 8370 164,53 43746.16
. ———— — ot 7/03/2020 5371 190,00 4355616

bl 5 : —_ 7/03/2020 372 56.00) 43500.14)
E 13/01/2020|8257 5950.00] [ |Details 2 /03/2020 Fes R 4306615
E 13/01/2020l8258 389,20 M Ipetails 7/03/2020 la365 345,00/ 42715161
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C1.3.4 The left hand side screen shows the transactions that have been entered in FEMIS but
not yet marked as presented. The right hand side shows the bank statement
transactions which we will enter over the following steps.

Check that the opening balance matches the bank statement opening balance on the
first day of the month for which you are preparing the reconciliation. If this doesn’t
match you should check that previous months have been prepared correctly.

FEMIS - Lag o

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

e Y oot JRRRRN] i/ Sepe St /7St e e ]ty Pt Cortom
o imrgspring | T temanc | srveye | oot coion |

Expenses (Vouchers) m Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary|

BANK RECON ATION PANEL
GFEMIS TRANSACTIONS QEBANK STATEMENT TRANSACTIONS S

Account: Year: [ 2020 | Month:
I fenequene: [ ]

isplay. [30_Jrows e pisply pree -

ampoms [ | amtTe L ]

e | | incudeReconcied: [J Text L ] Refresh |

include Cancellec: [ Opening @ 4c000.00 closing 513425
Balance: Balance:

1234 Closing Balance is Correct
Ine/ Exp|Date Cheque Number|A t ($) ion Date Rec 1

E 7/01/2020 |8250 48,37 [ |petails P ion Date|Cheque Number]Withdrawals|Deposits|Balance
E 7/01/2020 |8251 300.30] O |oetails 4/03/2000 365 21800 A4790.00
= P — ot 4/03/2020 376 243.05 4454695

A0E : T 5/03/2020 5369 327.00 1421995
E 13/01/2020/8253 110,00 O |petails £/03/2020 lRaal s T
E 13/01/2020[8254 104,53 O |petails 7/03/2020 5386 318,45 43850.69)
E 13/01/2020(8255 595.00) O |petails #037000 8370 164,53 43746.16
. ———— — ot 7/03/2020 5371 190,00 4355616
bl 5 : —_ 7/03/2020 372 56.00) 43500.14)

E 13/01/2020|8257 5950.00] [ |Details 2 /03/2020 Fes R HSOERE
E 13/01/2020l8258 389,20 1 Ipetails 7/03/2020 3365 345,00/ 42715161

C1.3.5 Using the bank statement, you can enter the presentation date for the relevant
transactions on the left hand side of the screen (both revenue and expenses). This is
done by entering the date and ticking the box next to the date.

This will construct the school’s monthly bank statement in FEMIS on the right hand side
of the screen. Continue this process until all presentation dates have been entered for
the month. Only the unpresented cheques at the end of the month will be remaining
on the left side — you must check this carefully!

Note: If you find that some transactions on the bank statement are not listed as FEMIS
transactions, then you will need to check if they have been entered in FEMIS. If they
have not been entered do this first (via usual expenses or income process) and then
continue with the reconciliation process.
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FEMIS -

Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

CACD [ T O U O 58 0 2T
oue o EnrgSorin s | TochorAtenanc | srveps | scvon nction | whs

Expenses (Vouchers) @ Upload Bank Stmts | Annual Exp Summary | Annual Inc Summary

BANK RECONCILIATION PANEL

FEMIS TRANSACTIONS BANK STATEMENT TRANSACTIONS
Account: Year: - Month:
[--all-- v

chequene: [ ]
Display: rows Type: Display: rows Type:
amtprom: [ ] amtTe: ]

Text: l:l Include Recanciled: [ Text: l:l | Refresh

Opening Closing

Include Cancelled: O i, 45000.00 Balinces 8134.22
1234 | Closing Balance is Correct ]
Inc/ Exp|Date Cheque Number|A t (§ ion Date Rec| £ \
E [7/01/2020 (B250 4837 [ |Details Py ion Date[Cheque Number|With Deposits|Balance
3 7/01/2020 |8251 300.30 [ |petails 4/03/2020 3368 210.00 44790.00
- 4/03,/2020 18376 243.05 44546.55
E [7/01/2020 |B252 1943 [ |Details 5/03/2020 2360 227.00) 410,05
E 13/01/2020)8253 11o4[31/3/20 tails 5/03/2020 l5381 50.20) 1416915
E 13/01/2020|8254 104.53 [ |Details 7/03/2020 8386 318.46| 43850.69]
A 13/01/2020/8255 95.00 01 |etails 7/03/2020 8370 104,53 43746.16
— E 7/03/2020 8371 190.00] [43556.16
£ 12/01/2020,8230 173000 L |petails 7/03/2020 18372 56.00] 43500.16|
E 13/01/2020/8257 5950.00) [ |Details| /03/2020 3377 440,00 43060.16|
E 13/01/2020/8258 388.20| [ |Details m“ﬂw

C1.3.6 Once you have entered all presentation dates the transactions on the right side should
match up to your bank statement. Check that the closing bank balance from the school
bank statement (last day of the month) matches your closing balance on FEMIS. If so,
select the closing balance is correct button and confirm this.

Note: Please make sure this is correct as you can’t go back on this step.

FEM'S = Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

eemc Y oetie JOBMARA] orerctreraciiier | Supp St | P/ Saf] Do ] Lewve ] Liorry | Food an Cortoe |
Duke of Edinburgh/Sporting Facilities | Teacher Attendance mmm

——— ) T T T

BANK RECONCILIATION PANEL

FEMIS TRANSACTIONS BANK STATEMENT TRANSACTIONS

Account: Year: Month:
= eveauene: ]

Display: rows Type: Display: rows Type:

amtprom: [ | amtTe [
tee [ ] icudeRecondles: [ Text ]

Opening

Include Cancelled: = il 45000.00 2
1234 osing Balance is Corre e
Inc/ Exp|Date Cheque Number|A t (8 ion Date Red] 12
E [7/01/2020 |a250 4837 [ |Details Presentation Date|Cheque Number|With r
3 [7/01/2020 |8251 300.30) [ |petails 4/03/2020 S5he 1000 A0k
£ [7/01/2020 |a2s52 ) |zt 40312020 5278 243,05 24546.95
i etai
Lol 5/03/2020 3369 327.00) 4421095
3 13/01/2020/8253 110.00(31/3/20 [ |Detail 5/02/2020 381 T ATEDTS
E 13/01/2020(8254 104.53 [ |petails 7/03/2020 3386 31846 43350.69]
E 13/01/20208255 595,00 [ |Details (AAOST2020 8370 i Stk
- I p— T |etat 7/03/2020 3371 190.00) 43556.16
X etai
Lothl 2 7/03/2020 8372 56.00) 43500.16
3 13/01/2020(8257 5950.00 [ |petail 7/03/2020 e 4000 PR
E 13/01/2020(8258 389.20 [ |petails 7/03/2020 5365 345.00) 4271515
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C1.3.7 Now you have marked the closing balance is correct, select the refresh button and you
will be able to select the “Print Monthly Funds Reconciliation Report”. Select this
button and review the report. Check that all balances match your bank statement, that
the unpresented cheque listing is correct and that there are no unaccounted funds.
Once this is correct you should obtain the approvals for the report as per the School
Management Handbook 2020.

FEMIS - Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

o 1 Deto JUBRARGN] inierrectre Faciies ] Supp Saf | P/T St ] Doce ] toave ] tirary | Food and Conteen
e o aimburohSporting acttos | Tescher Attandunce | Surveys | Sevootinision | whsrs

E—— Ty ) (T ) g mmm—S

BANK RECONCILIATION PANEL

FEMIS TRANSACTIONS BANK STATEMENT TRANSACTIONS
Account: ear: 2020~ honth:
A= I cnequene: [ ]
Display: rows Type: Display: rows Type:
From: 01/01/2020 To: 31/12/2020
amtpom: [ ] amtTor 1
Openi cl
Include Cancelled: [ penng 45000.00 g 8134.22
Balance: = Ris
Print Monthly Funds Reconciliation Report
1234
. = ooy Daranice ks Correct

Inc/ Exp|Date Cheque Number|A ®P Date Rec|
E 7/01/2020 |8250 48.37| Details T2
E 7/01/2020 |8251 300.30| Details| Presentation Date|Cheque Number|With posits|Balance
E 7/01/2020 |8252 19.43 Details| HOSA2020 £ih 21000 AA0.00

- 470342020 8375 243.05 l44545.95
E 13/01/2020/8253 110.00| 31/3/20 Details e 55 327000 FPE
5 13/01/2020|8254 104.53 Details 6/03/2020 8381 50.50) l44189.15
£ 13/01/2020|8255 595.00 Details 7/03/2020 2386 312.46] l43850.69]
E 13/01/2020|8256 1750.00 Details| /082020 FET0 10453 AFPABI0

7/03/2020 2371 190.00] l43555.15

E 13/01/2020|8257 5950.00 Details| /03,2020 = =6.00) [23500.15
E 13/01/2020/8258 329.20] Details 7/03/2020 8377 440.00] l42060.16

C1.3.8 Now you have completed the monthly funds reconciliation process —well done! The
new approach will automate the process including compliance reporting.

C2. Generating the Grant Worksheet to determine amount of grant payable to the
school

C2.1 Background:

Payment of grants to schools are guided by the Policy on Financial Management Arrangements for
Schools. http://www.education.gov.fj/wp-content/uploads/2020/01/Financial-Management-
Arrangements-for-Schools.pdf

Article 10.1.1 to 10.1.5 of the Policy on Financial Management Arrangements for Schools defines the
Grant Payment Conditions. These are as following:

a. The School has a valid Grant Agreement with MEHA;

b. The School’s audited Annual Financial Report (AFR) and Bank Account Confirmation
Letter has been submitted to MEHA by 31 March each year;

c. Records of the School’s Annual General Meeting (AGM) have been submitted to MEHA
by 31 March each year;
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d. Class Audit completed in FEMIS by the School by week 5 of Term 1 and by week 4 of
Term 2 and 3 respectively; and

e. Expenditure made by the School up to the date of the proposed grant payment is
recorded in FEMIS and bank reconciliation is up to date.

Articles 4.1 to 4.5 of the Policy on Financial Management Arrangements for Schools provide details
on eligibility for the FEG and Articles 5.1 to 5.4 provide details on eligibility for the ECE Tuition
Subsidy Grant.

The grant is calculated for all eligible students from audited school roll from the previous term. The
school roll is audited when the class audit is completed in accordance with the FEMIS Training
Manual and Policy. The grant is calculated based on the school roll at the date the FEMIS class audit
is due to be completed. For term one, this is at the end of Week 5, and for terms two and three this
is at the end of week 4.

The total paid for each type of tuition grant shall be determined by equitable formulae approved by
the Permanent Secretary in consultation with the Honourable Minister. The amount paid per student
depends on the number of students on the school roll. The formulae can be found at
http://www.femis.gov.fj/docstorage/secure_library/Finance/05e33a99-f509-4187-811f-
ce271e59aa72 New%20Tuition%20Fee%20Free%20Education%20Grant%202020.pdf

The detailed calculation for each school can be seen on the Grant Worksheet. The Grant Worksheet
indicates the total number of students on the school roll based on class audit for the previous term.
The school roll is then broken down further into eligible students and non-eligible students.

The instructions for generating the Grant Worksheet are set out below

C2.2 Before you start:

To determine the grant amount payable for any given term, the class audit must be completed in
FEMIS for all classes and streams for the school for the previous term (refer to class audit
instructions in the FEMIS user manual)

C2.3 Detailed instructions:

C2.3.1 Onthe main school screen in FEMIS select Reports>Finance>Grant Worksheet

FEMIS - tog Our

School Staff Classes/Students eExar s Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

o aTudents >

Infrastructure/Facilitie- Leave | Librar
it i >
Duke of Edinburgh/Sporting Facilities | Teacher Atter

Welcome! Show these dashboard indicators for: |[Elind8

E==Finance > g Detailed Report

R s Early Warning Reports > Income Detailed
A Good Place To Start is Here -> Set Up Your School,

See the latest FEMIS updates by clicking HERE

|3 |

Virement Form

P woronety

Transport vouchers Despatched to Schools

Mumber of Students:

Data Quality Reports eTransport Data Entry

+

Missing Birth Cert (or passport) Numbers: o +

Number of teachers: 45 School Holidays and Term Dates - School Asset Register
Teacher Pupil Ratio: 15.00 School Contact List + Budget Expenditure Report

Number of Classes: et Basic Indicators Report (audited) Monthly Funds Reconciliation

R nd Expenditure Report (by A t
School Primary Secondary District National ettt oter penditure Report iy Aocatnt)

Students: 675 155611 70222 17219 242821 [ pp Di: ility A iting For
Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | SEO Spec. Ed.
This school does not have o regi d in other sck Is at the same time.

o o o

You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248
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C2.3.2 Select the year, district, school, school type and term that you want the grant
information on. Enter the instalment payable percentage — this is 100% if you want to
know the full grant payable for the term. Then select “Print” or “Get Spreadsheet”.

FEMIS - G

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Grant Worksheet - This report breaks down the grant calculation for each student in a school.

Print a report that shows how the grant calculation is applied to your school.
The grant is not available for non citizens.

Year: @l

District; =alE=

School: r
School Type: --All— hd

Term: E

Inatallment Payable Percent: |40 %

Get Spreadsheet Raw Data

C2.3.3 Youcan now download and review the report. Refer to the notes below for further
explanation on this report.
C2.3.4 Now you have completed the generating the Grant Worksheet — well done!

Note on Students Ineligible for receiving School Grants

The eligibility of students is based on the Policy on Financial Management Arrangements for Schools.
The categories shown for non-eligible students in the Grant Worksheet are as follows:

Non-Citizens/Non-residents;

Outside the permitted age-range;

Two schools at the same time; and

Non-eligible students appearing more than once.

a0 oo

Each of the categories is explained further below.

Non-Citizens/Non-residents - As per the Policy on Financial Management Arrangements for Schools
only Fijian Students are eligible to receive the FEG or ECE Tuition Subsidy Grant. Students that do
not hold Fijian Citizenship are included in this category.

Outside the permitted age-range - Registered ECE Centres receive a Tuition Subsidy Grant for each 5-
year-old child as per the date ranges specified in the Preschool and Year 1 Enrolment Policy. The child

must be turning five years old on before 30™ of June of that school year (ie. within the preceding 12
months). Any student on the class audit that does not fall within the approved date rates is included
as “outside the permitted age-range”. This is based on the date of births entered in FEMIS on the
school rolls.
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Two schools at one time - This includes students that have been recorded in more than one class audit.

This could be for the following reasons:

a. Astudentis listed on the school roll at more than one school; or

b. Astudent has been recorded in two streams at the same school.
Students that are recorded more than once on FEMIS are not counted in eligible students until the
issue has been resolved.

Non-eligible students appearing more than once - This means a student has met more than one
condition for being non-eligible for a grant. For example, the student is not a citizen and they have
been recorded in two schools at one time.

A school can verify which students have been entered more than once on a school roll by generating
a Data Quality Report for “Students entered twice in different schools”. This report lists all
students have been entered more than once, and it will indicate whether the student is entered in
two streams in the same school or if the student is entered twice in different schools.

C3. Generating the Budget Expenditure Report
C3.1 Background:

All schools are required to prepare a monthly Budget Expenditure Report in accordance with the
School Management Handbook 2020. This process helps ensure that all stakeholders are aware of
the remaining budget available for the school on each allocation.

The detailed steps for schools to complete this process are set out below.

C3.2 Before you start:

The following documents/information are required before generating this report:

e The monthly funds reconciliation must be completed before generating the Budget
Expenditure Report. This is important as this process ensures that all transactions have
been posted into FEMIS before the report is generated.

C3.3 Detailed instructions:

C3.3.1 On the main school screen in FEMIS select Reports>Finance>Budget Expenditure
Report

FEMIS - Lagoot

School Staff Classes/Students eExanm . Reports > “eacher Subjects Teacher Accounts Resources Maps Help >

e ruaents >
Infrastructure/Facilitie- Librar
[ Basic | Detaits | Finance ] Sandiard Exarminations = [ teave ] Library]
Duke of Edinburgh/Sporting Faci Teacher Atter =

E=Finance > Spending Detailed Report
Show these

. Eary wearung Reports > Income Detailed
A Good Place To Start is Here ->
e Surveys > Virement Form

Staff > _ Grant Worksheet

School > | Transport Vouchers Despatched to Schools
MNumber of Students:

Missing Birth Cert (or passport) Numbers: (o] Hata Ganlity Repirts Sheateport Dt fotiy

Number of teachers: 45 School Holidays and Term Dates - School Asset Register

Teacher Pupil Ratio: 15.00 School Contact List Budget Expenditure Report o) |
MNumber of Classes: 18

Basic Indicators Report (audited) Monthly Funds Reconciliation

sc I Primary ndary District National Year to Date Income and Expenditure Report (by Account)

Students: 675 155611 70222 17219 242821 L d Disability A Waiting For

PP

Student Days Absent: 4527 552304 250084 85007 868691 Approval

HT/Principal | DEO | SEO Spec. Ed.
This school does not have d g d in other schools at the same time.

o o o
You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.248
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C3.3.2 Check the school is correct. Enter the date for which you want to generate the
report. Generally, this is the last day of the month. Then select “Print” or “Get
Spreadsheet”.

Note: It is important that the Monthly Funds Reconciliation (bank reconciliation) is
completed up to the same date as this ensures FEMIS is up to date and accurate before
generating the budget report.

FEMIS - ko out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Budget Expenditure Report
This report lists the budget allocation for a school.

District: —All- Changing District will refresh the Schoal list.

School Type:

Get Spreadsheet Get CSV File

C3.3.3  You can now download and review the report. You should obtain the approvals for
the report as per the School Management Handbook 2020.

repv 1.1

FEMIS Budget Expenditure Report

School Classification: --All-- District: --All-- Schoo]:_Up To: 31/8/2020

APPENDIX 13

At: 9/09/2020 3:21:21 PM
Funding Category Original Virements $ Adjusted Expenditure § Balance $ Executio

Allocation $ Allocation $ nRate %
Administration and Office Operations $560,502.14 $560,502.14 $23,198.69 $537303.45 4%
Building and Compound Maintenance $373,668.09 $373,668.09 $15,375.36  $358292.73 4%
Capital Works $0.00 $0.00 $0.00 $0.00 0%
IT, Computers and TEST materials $280,251.07 $280,251.07 $29,855.83 $250395.24 11%
Library Books and Text Books $186.,834.05 $186,834.05 $9,994.35 $176839.70 5%
Phys Ed, Arts, Music and Science $186,834.05 $186,834.05 $16,351.99 $170482.06 9%
Equipment
Teaching and Learning Materials $280,251.07 $280,251.07 $4,691.14 $275559.93 2%
Totals $1.868.340.46 $1.868.340.4 $99.467.36 $1.768.873.1

& 1

Prepared By: Approved By: Verified By:
School Bursar School Head School Manager
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C3.3.4  Now you have completed the generating the budget expenditure report —well done!

C4. Generating the Year to Date Income and Expenditure Report (by Account)
C4.1 Background:

Schools may wish to see the total transactions posted to each income or expenditure account for the
year to date. This will assist in managing the school budget and ensuring adherence to the
percentages prescribed for each allocation category.

C4.2 Before you start:

The following documents/information are required before generating this report:

e The monthly funds reconciliation must be completed before generating the Income or
Spending Detailed Reports This is important as this process ensures that all transactions
have been posted into FEMIS before the report is generated.

C4.3 Detailed instructions:

C4.3.1 On the main school screen in FEMIS select Reports>Finance>Year to Date Income and
Expenditure Report (by Account)

FEMIS - Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

E==Students >

Infrastructure/Facilitie~ Leave Librar
Standard Examinations > -
Duke of Edinburgh/Sporting Facilities | Teacher Atr~-

Welcome! Show these dashboard indicators for:

E=Finance > Spending Detailed Report

Early Warning Reports > Income Detailed

A Good Place To Start is Here -> |Setlllp'lc_n.|rsdu_mi

Surveys >
See the latest FEMIS updates by clicking HERE

Virement Form

+ 4+ 4

Staff > Grant Worksheet

<

School > Transport Vouchers Despatched to Schools

Number of Students: +

L_Jm_ i C_l M Data Quality Reports eTransport Data Entry
Missing Birth Cert (or passport) Numbers: i} %
number of teachers: 45 School Holidays and Term Dates + School Asset Register
Teacher Pupil Ratio: 15.00 School Contact List - Budget Expenditure Report
MNumber of Classes: 8 Basic Indicators Report (audited) Monthly Funds Reconciliation

: to Date Income and Expenditure Report
School Primary Secondary District National : L

Students: 675 155611 70222 17219 242821 Unapp! Disability A ts Waiting For

Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | SEO Spec. Ed.
This school does not have stud gi d in other schools at the same time.

0 o o
You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.248

C4.3.2 Check the school is correct. Enter the date for which you want to generate the
report. Generally, this is the last day of the month. Then select “Print” or “Get
Spreadsheet”.

Note: It is important that the Monthly Funds Reconciliation (bank reconciliation) is
completed up to the same date as this ensures FEMIS is up to date and accurate before
generating the budget report.
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FEMIS -

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources

Year to Date Income and Expenditure Report (by Account)

This report shows the total transactions posted against each acccount for the year to date,
District: —All- Changing District will refresh the School list.

School Type:
scoc: [
Aggregate By:

Get Spreadsheet

C4.3.3  You can now download and review the report.

FEMIS Year to Date Income and Expenditure Report
(by Account)

School Classification: —All— District: —All— Schoo || N |}  EIIIIEE Uoto Date: '2020-
May-31" Summary By: School

At: 27/11/2020 11:03:27 AM

Account no Account Description income/ Expenditure
YTD

Ba-Tavua

s027 I

Administration and Office Operations
1002 Accounting/Audit Fees $2,000.00
1008 FNPF - Admin and Office $1,199.18
1009 Internet $313.59
1012 Security $4,215.33
1013 Telephone/ Fax $173.61
1015 Wages/Salaries - Admin and Office $5,493.52
1017 Other Admin and Office Expenses $4,596.84
1019 Ink Toners $650.00
1021 Electricity $3,950.32
1022 Water Rates $468.00
1024 School Events $1,148.30

Total Administration and Office Operations $24,208.69

C4.3.4 Now you have completed the generating the Year to Date Income and Expenditure
Report — well done!
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C5. Generating the Detailed Income/Spending Reports
C5.1 Background:

Schools stakeholders may wish to generate detailed income or spending reports to verify individual
transactions for specific allocations or accounts.

The detailed steps for schools to complete this process are set out below.

Note: The explanation below is for the Spending Detailed Report - the same process applies for the
Income Detailed Report.

C5.2 Before you start:

The following documents/information are required before generating this report:

e The monthly funds reconciliation must be completed before generating the Income or
Spending Detailed Reports This is important as this process ensures that all transactions
have been posted into FEMIS before the report is generated.

C5.3 Detailed instructions:

C5.3.1 On the main school screen in FEMIS select Reports>Finance>Spending Detailed Report

FEMIS - Log:u

School Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

E=Students >
CACD D T
Standard Examinations >
Duke of Edinburgh/Sporting Facilities | Teacher Atter —

K=Financ~ - i port =
Wel ! Show these dashbeard indi

A Good Place To Start is Here -> | Set U
See the latest FEMIS updates by clicki

Early Warning Reports > ¥ Income Detailed

Surveys > Virement Form

Staff >  Grant Worksheet

School > Y Transport Veuchers Despatched to Schools

Number of Student:
bl b o Data Quality Reports eTransport Data Entry

Missing Birth Cert (or passport) Numbers: 0

Number of teachers: 45 School Holidays and Term Dates = School Asset Register
Teacher Pupil Ratio: 15.00 School Contact List Budget Expenditure Report
Number of Classes: 18

Basic Indicators Report (audited) Monthly Funds Reconciliation

Year to Date | d Expenditure Report (by Ac ]

School Primary Secondary District National AL DAS ARG A1) gereRitiie Raportiling Recownt
Students: 675 155611 70222 17219 242821 1 d Disability A

PP
Student Days Absent: 4527 552394 259984 85007 868691 Approval

HT/Principal | DEO | SEO Spec. Ed.
This schoel does net have stud regi d in other schools at the same time. 5 = 5
You last logged on 21/11/2020 5:32:00 AM from computer address 45,117.242.245

C5.3.2 Check the school is correct. Enter the “from” and “to” date for which you want to
generate the report. Then select “Get PDF” or “Get Excel”.

Waiting For

Note: It is important that the Monthly Funds Reconciliation (bank reconciliation) is
completed up to the same date as this ensures FEMIS is up to date and accurate before
generating the detailed report.
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FEMIS - Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >

Expense Detailed Report
This report provides a detailed breakdown of spending per schoal.

District: —-All-—- Changing district will refresh the school list,

school Type:

School:

(Cimn N |

To :

Payment Type:

CoA Effective Date: [p7/12/2020 0
--All-- fal
Administration and Office Operations - Accounting/Audit Fees Hold down
Administration and Office Operations - Bank Charges the <CTRL> key while

Account: Administration and Office Operations - Conferences dlicking to select
Administration and Office Operations - Electricity more than one school if
Administration and Office Operations - Entertainment& Refreshments several schools are listed.
Administration and Office Operations - Equipment Rental ~

Summary Report:  []

Get Excel | | Raw Date

C5.3.3 You can now download and review the report. Now you have generating the detailed
report— well done!

FEMIS Spending Detailed Report
For School: [ (scc Grant Worksheet Report for grant

calculation details)
For: 01/01/2020 to 31/10/2020

Payment PV Date Cheque Payee Payment Payment
Voucher ID Number Type Voucher Detail
Amount

Administration and Office Operations

Accounting/Audit Fees
890246 18/02/20 8343 Nandha& Co bank payment $2000.00
Total Accounting/Audit Fees $2000.00
Electricity
871197 20/01/20 8269 energy Fiji Limited bank payment $446.95
871202 20/01/20 8270 energy Fiji Limited bank payment $193.34
871231 20/01/20 8273 Vision Marketing bank payment $517.50
890236 18/02/20 8341 energy Fiji Limited bank payment $565.57
890239 18/02/20 8342 EFL bank payment $246.09
907467 17/03/20 8405 energy Fiji Limited bank payment $661.97
907471 17/03/20 8406 energy Fiji Limited bank payment $317.33
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C6. Generating the Asset Register from FEMIS
C6.1 Background:

All assets purchased by schools with a value in excess of $500 must be recorded in the school Asset
Register on FEMIS in accordance with the School Management Handbook 2020. This process helps
ensure that assets are recorded properly for audit purposes and should ensure better accountability
and management of the assets.

Printing the Asset Register on a regular basis and providing this to the School Management
Committee and other key stakeholders will ensure that everyone is aware of the school assets

The detailed steps for schools to complete this process are set out below.

C6.2 Before you start:

The following documents/information are required before entering in the opening balance.
e All assets purchased to date should be added to the Asset Register.

C6.3 Detailed instructions:

C6.3.1 On the main school screen in FEMIS select Reports>Finance>School Asset Register

FEMIS - Topiut

Staff Classes/Students ebxams Reports > Teacher Subjects Teacher Accounts Resources Maps Help >
E==Students >

Infrastructure/Facilitier Leave Library —
Standard Examinations > - -
Duke of Edinburgh/Sporting Facilities | Teacher Atter — g rarac
C=Finance

Spending Detailed Report

School

1 indi = 3
Welcome! Show these dashboard indicators for: 21]2 Early Warning Reports > Income Detailed

A Good Place To Start is Here -> | Set Up Youl

Surveys > Virement Form
See the latest FEMIS updates by clicking HERE

Staff > . Grant Worksheet

School > Transport Vouchers Despatched to Schools
MNumber of Students:

Missing Birth Cert (or passport) Numbers: 0 Loty Chiality Sriorts eiranspict Daty Entry

MNumber of teachers: 45 School Holidays and Term Date
Teacher Pupil Ratic: 15.00 School Contact List Budget Expenditure Report

MNumber of Classes: 18

Basic Indicators Report (audited) Monthly Funds Reconciliation

Year to Date | d Expendit Report (by A it
School Primary Secondary District National Set SOt OIS A peseliiie Report by Account

Students: 675 155611 70222 17219 242821 u d Disability A Waiting For

PP

Student Days Absent: 4527 552394 239984 85007 868691 Approval
HT/Principal | DEO | SEO Spec. Ed.
This school does not have students registered in other schools at the same time. G 5 4

You last logged on 21/11/2020 5:32:00 AM from computer address 45.117.242.248
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C6.3.2 Check the school is correct. Then select “Print” or “Get Spreadsheet”.

FEMIS - Log Out

School Staff Classes/Students eExams Reports > Teacher Subjects Teacher Accounts

Resources Maps Help >
School Asset Register
This report lists schools assets at a school.

District: —All- Changing District will refresh the School list.

Asset Status:

Get Spreadsheet | | Get CSV File |

C6.3.3 You can now download and review the report.

FEMIS School Asset Register
School Classification: —-All- District: —All- Schooi:—

At 9/09/2020 4:14:04 PM

Classification  District Code Name Asset ID Asset Type  Assets Desc Make Model
Secondary Ba-Tavua 9027 _ 12347 Equipment desc 212120 model
Secondary Ba-Tavua 9027 12349 Vehicles School vehicle Toyota Rav 4
C6.3.4 Now you have generated the Asset Register Report —well done!
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