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Notes for Carrying out Year End Procedures are now available for download from 
the Dinner Money Planet on the Sims Home Page.  

Ideally all pupils will have a zero balance on the last day of term.  All efforts should be made to reduce 
any outstanding debts, particularly those belonging to pupils who will be leaving at the end of the year.  
Similarly, cash refunds should be given to those pupils who have large credit balances bearing in mind 
you need to leave sufficient money in their accounts to cover their remaining meals.  It is unwise to leave 
all your refunds till the last week as you may have insufficient Dinner Money cash in hand to refund all 
you need.  Once again if cash is in short supply priority should be given to the pupils who will be leaving 
the school.  It is VITAL that any closing balances are imported into the new year as opening balances. 

�  



“Spring” Clean Your System 
We appreciate that this is probably the busiest time in the school year but we would recommend setting aside a little 
time to carry out a good “spring” clean of your system.   
¨ In System Manager—tidy backups—leave only the 3 most recent backups 
¨ Delete old ctf files in your ctfin and ctfout folders 
¨ Delete exported B2B files these will be found in the following folders 
             X:\B2B\generated       and    posted 
             also X:\Program files\Microsoft sql server\BB\generated      and     posted. 
             Where X: is the generic drive (often E: or F: on File Servers and C: on Master computers) 
¨ Use the route Tools / Housekeeping and use the name format routine to tidy your data 
¨ Go through your e-mails, delete those no longer required and file the rest. 
¨ Update Parental Addressees (via Routines / Student) - any addressee not automatically generated indicates 

problems with your data (duplicate addresses or contacts and need resolving)�
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FOR THE ATTENTION OF TIMETABLER  
             If schools make any changes to their existing timetable (2005/2006) between now and the end of 
term and have not sent excluded periods to SQL, the excluded periods will be sent through automatically.  
(Before the June upgrade “include excluded periods” could be ticked if required but these were not normally 

sent to SQL;  this facility is now greyed out and schools therefore have no choice whether to include or not.  This will 
result in a message indicating that the timetable cycle does not match what is in SQL.  Schools will need to add the 
number of excluded periods into the cycle and send the timetable cycle  again (which will now include the excluded 
periods).  The timetable should be submitted again in the normal way to match the cycle.  Another issue relates to 
the new timetable for next year (2006/2007).   When schools try to load the timetable back into Nova-T4 everything 
will come up with the exception of teachers’ timetables.  This will be fixed in the July upgrade.  In the meantime 
close Nova-T4 down, log back in and load from SQL;  teachers’ timetables will appear.  

Attendance Code Conversion Utility  
As many of you are aware, the new DfES attendance codes are to be used from the start of the Autumn Term 2006.
             Those of you who attended the Attendance Code Conversion Seminars held recently will be aware that the 
conversion procedure is reliant on a Patch that is downloadable via SOLUS 2.  We are planning to make this Patch 
available from week commencing 10/07/2007.  (An automatic email will be sent to all schools advising of its avail-
ability).  If you would like to receive this Patch sooner, please contact the helpline. 
             For those of you who did not attend the Seminars, before downloading the Attendance Patch, we 
STRONGLY recommend that you ensure you have a copy of the “Attendance Conversion Utility” notes.  (These are 
currently available via the Portal Site on the SIMS HOME PAGE, and clicking onto the SIMS .net Planet).  
             Once the Patch has been downloaded; as recommended, we suggest that you DO NOT ‘edit’ or 
‘convert’ your codes until as near to the end of Term as is possible.  If feasible, it would be best if you can 
carry out this exercise over the Summer Holidays! 

FMS6 Bank Account—NEW DOCUMENTATION  
             Suspense Account—   Notes on the creation of an account for posting transactions whilst under query are 
available on the Portal. 
             Purchase Cards— Notes for managing Purchase Cards via FMS6 will shortly be available on the Portal. 
             FAMIS Transfers— Schools moving to FMS6 part way through the year will find some notes on how to 
process the FAMIS elements of the year on the Portal shortly. 
FMS6 UPGRADE—      All schools must be on version 6.80 before sending in their FINAL CFR.  FMS6 
upgrades separately from SIMS.net and currently still uses the Solus 1 procedure.  The URL for the 6.80 
upgrade is www.capitasolus.co.uk/fms05061883.  Please ensure a full backup is taken before 
opening Solus.  Notes on running a Solus upgrade and carrying out an FMS6 upgrade are on the Portal under the 
Finance Planet on the SIMS Home page.  NOTE the quoted version is an old one but the advice is still relevant. 


