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If you would like a copy of the text in this leaflet in large print, 
Braille, audio tape or in another language please call 
Cambridgeshire Education ICT Service on 01480 – 376655 
 
 
 
 
 
 
To Contact the Helpline ring 08450 450973 
 
Email: ICT.Helpline@cambridgeshire.gov.uk 

 
 
 
 
 
 
 
 
 
 
 
 

Cambridgeshire Education ICT Service 
42 West Street 

Godmanchester 
Cambs PE29 2HJ 
Tel: 08450 450973 

Fax: 01480 376675 
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Introduction 

It has been agreed that from January, start of the Spring term all Schools will bank ALL the 
income they collect into their own Bank Accounts.  The Staff Meals element is already banked in 
this way and will continue as an income to Formula Funding.  However, the income from pupil 
meals does not, technically, belong to the school and needs to be held separately.  
 
Schools will be expected to back the money as they collect it and fill in the CAT form as normal.  
Approximately termly CCS will bill the school for the meals consumed (based upon the CAT 
form).  At the end of any given financial year the amount collected by the school should be equal 
to the value of the invoices from CCS and therefore will contribute nothing to the schools Carry 
Forward.  These amounts will not, therefore, be included on the CFR. 
 
Schools will be entitled to any interest arising from the presence of these amounts in their Bank 
Account. 
 
In order to accommodate this process it will be necessary to create a new Fund and link the 
Pupil meal income code and the CCS Meal charge code to this fund.  Both these codes can 
then be linked to the Catering Cost Centre. 
 
The Notes that follow lead the user step by step through this process 
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Adding a Fund 

 

The County has decided that schools should use Fund 25 for School Meals collection 

 

From the menu bar select Tools | General Ledger Set-up… 

Click on Tab 1 – Fund Codes 

Click on the Add button  

The new Fund screen appears: 

 
The Code offered is the next number in the existing sequences.  It can be overwritten with a 
preferred number. 

 
Since this amount must not report to CFR click in the box 

Click on Save 
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Adding/Amending Ledger Codes 

The codes for both the Pupil Meals Income and the CCS charge already exist on the system so 
all that is needed is to ‘clone’ the existing codes for the new fund.  The Codes involved are: 

41541470 – Supply of Meals and 41584300 – Pupil Meals.  

From the menu bar select Tools | General Ledger Set-up… 

Click on Tab 5 - Ledger Codes  

Locate the Ledger Code(s) required 

Double Click on the first one 

 

Do Not edit the 
description as it will 
then be changed of 
all versions linked 
to existing Funds 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the spyglass by the Funds 
window.  The currently linked Funds will 
show in the window. 
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Highlight the new Fund and move it across into the right hand window. 

Click on Save 

 
NOTE that the second fund has a CFR code of F/E for Fund excluded. 

Click on Save 

 

There is also an income code for the Sales of Milk & Biscuits etc – 41584330 which can be 
added here if required . 
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Linking a Ledger Code to a Cost Centre 

 

Until a Ledger Code is linked with a Cost Centre it is non-operational.  It can neither receive 
Budget nor be used in transactions. 

 

Use Tools | General Ledger Setup 

Select Tab 6 – C/Centre Ledger Links 

Click on Add  to create new links. 

The screen is divided into two sections: Cost Centres and Ledger Codes.  

Select the cost centre(s) from the top left window and transfer to the right using the THIN arrow.  

 
Select the new Ledger Code(s) from the bottom left window and transfer to the right using the 
THIN arrow 

Click Create Links to complete the process. 

 

Click on OK to the Number of Links created confirmation. 

Click on the Save button to return to the main SIMS FMS6 window. 



SIMS FMS6 BANK ACCOUNT  Dinner Money New Structure 

 Page 12 January 2007(Version 2) 
 

 

 



SIMS FMS6 BANK ACCOUNT  Dinner Money New Structure 

 Page 13 January 2007(Version 2) 
 

Linking to the County Reports 

As a Final step the new codes should be linked to all the User Defined Reports in use for Period 
End.  Start by studying a previously printed copy of the report.  It has been decided that since 
these amounts are not part of the schools Funds that the County needs them to be isolated from 
the main process.  However, it is necessary to report the totals to provide a fully balanced set of 
accounts 

The notes below provide detailed instruction for editing the BCR but all the User Defined 
Reports in use will need to be edited in a similar way.  It is advisable to study a printed copy of 
the report and decide where the codes should be linked or new rows added before beginning 
each edit. 

 

Sign in as SYSMAN 

 

 

Use Reports | General Ledger | User Defined Reports 

Double click on BCR MAIN 

 
Click on the spyglass by the Row Set 
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The Row set in use will be highlighted.  Open it for editing by double-clicking on it (or click on 

the edit button) 

 
The Row set details contains the rows familiar from screening the BCR.  Move down through the 
rows to the row for Recharges TOTAL.   

 
Move to Two Rows below this and click on the Insert button 

Select PBREAK from the left hand side and click Save 

Move down one row and click  the Insert key again 
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Select TEXT from the left hand side and click Save 

Move down one row and click the Insert Key 

Select TEXT from the left hand side, type School Meals (Pupil Meals) in the top box and click on 
Bold from the right hand box.  Click Save 

 
Proceed in this way to add the rows shown above ending with the SUM row (244 on this 
example). 

When adding a LEDGER Row click on the spyglass at the left of the window to bring up the 
Ledger Code list 

 

 

 

 

 

 

The instructions above end here. 
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Locate the relevant Ledger Code  

 

 

 

 

Click on the 
arrow to 
move it into 
the right 
hand 
window  

 

 

 

 

 

 

Then click Update to return to the Row definition 

 

 

 

NOTE Where schools are 
recording Milk etc income 
attach that code to this line 
as well, 

 

 

 

 

 

 

 

Click Save to  save the Row and return to the Row Set 
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The additions end with a SUM line which should look similar to the screen below 

 

 NOTE your line numbers may 
well differ. 

 

 

 

 

 

 

 

 

 

 

 

This new section of report will need to be added into the overall total for Income/Expenditure.  
Move lower in the Row Set to locate Net Revenue Expenditure  

 
Double click on it to open it for editing. 
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Click on the spyglass at the right hand side of the window 

Locate the sub-total for the new section and move it to the right. 

 
Click Update then click Save to save the edited Row 
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Checking/Updating the Retained Earnings row 

FMS6 creates two special codes whenever a Fund is added and these need to be added in the 
correct places 

Then move down to the Central Control row and link FC25 then Save. 

 
Now move a little lower to Devolved Capital and click the insert button to add a LEDGER row for 
Dinner Money. 

Click on the spyglass beside the window to get to the Code list 

Locate and link FD25 then click Update 

 

NOTE – the example shows 
several codes added to this line 
but the minimum requirement is 
the FD code 

 

 

 

 

 

 

 

 

Click Save 

Once the editing is completed: click Save to save the Row Set, click Select to install the 
updated Row Set into the Report, click the Blue Tick to save the revised Report. 

Repeat this for all the required reports. 


