Reconciling WISER to FMS6 – a quick guide

It is vital to be confident that WISER matches your FMS6 system. It ensures that you are not charged for anything that you are not liable for and that you can be confident in your current position. It also happens to makes CFR simple!!

It generally takes a couple of hours to do, including all the salary payments, and saves so much worry.

You may need to adjust this method depending on how you handle salaries, central invoices etc, but the principles still hold.

Expenditure / Income
1) Last Imprest claim

For each Imprest claim that has been processed since the last WISER, check that the amounts on the imprest claim match the amounts and codes on the WISER detail pages. No other action is required on these as FMS6 knows about them.

2) Staff on contracts

Check off each amount on WISER against the expected costs. Enter the amounts on FMS6 as 

· Either direct central payments
· Or individual or block salary payments

against the relevant ledger code and whatever your cost centres / service terms are for those staff.

(you can use direct central payment  or block salary payment for the total amount and do not need to split it up for individuals.)

3) Staff on timesheets / additional hours etc

Check each timesheet etc against the hours paid (and occasionally check the hourly rate!) and enter costs as direct central payments. Mark the timesheet with the WISER month number.

4) Centrally paid invoices

For each invoice you have sent to WDC to be paid, check that there is a correct entry on WISER. If you have already entered these on FMS6, then process as paid through a manual reconciliation. OtherWiSER enter as a direct central payment. Mark the invoice (copy) with the WISER month number.

5) All other entries

Going through the above should have dealt with almost all items processed on WISER but there are always the unexpected things that go through.

Check through the detail pages and find all unpaid payments / income.

If you are happy that they are yours, process as direct central payments / receipts on the relevant code.

In all the above, develop a system of marking each entry on the WISER print so that you know you have agreed it or actioned it as necessary. This will prove to be an invaluable tool whenever you need to look back over the year.

FMS6 now knows about everything on WISER so you are ready to reconcile!

However, WISER is very unlikely to match FMS6 as you will have written out cheques / banked income that WDC does not know about yet, so WISER will be a bit behind.

So:

A. Run off a dummy bank claim (as used when preparing an Imprest Claim) to yesterday but put NO to it being satisfactory and then delete the entry. This will have done nothing to FMS6 but will give you a list of the items processed that WISER does not know about.

B. Run a petty cash ledger code report as you do when making an imprest claim, using all dates since your last Imprest claim.

C. If you have invoices waiting to be paid, make a note of the amounts and which ledger codes they relate to. You can avoid this part by ensuring that there are no invoices outstanding; if you can, do a cheque run (this will need to be done the day before reconciling WISER) or hold off entering the invoices until WISER is reconciled. 

D. Run a current ledger code balances report in FMS6 and either print or save as an Excel spreadsheet – the easiest is: Reports / General Ledger / Trial Balance / Ledger Code Balances using period 13 or you can use the Ledger Code Cumulative Analysis Report to date
E. Copy the Totals from the Ledger Code Report into the column on the new WISER report headed “FMS6 to date”

F. Copy the Totals from any outstanding Imprest Claim already submitted to the LEA, but not yet on WISER, into the column on the new WISER Report, headed “Imprest not yet on WISER”

G. Copy totals of any figures from the dummy bank claim, petty cash ledger code report and unpaid invoices into the column on the new WISER Report headed “Dummy Imprest”

H. The spreadsheet will then automatically calculate the “Ledger Difference” and “CFR Difference” columns
I. Finally, check that each amount you now have for the ledger code matches that on WISER.

There should be a total match, but follow up any anomalies – either something has gone through on WISER that you have not spotted and put on FMS6, or there is something on FMS6 that WISER does not know about (apart from the things on the fictitious imprest claim!)

Either way you need to act – it will not go away on its own and will only get more buried and harder to find as the months go on.

Once you know what the problem is:

· To change FMS6 to match WISER, enter a direct payment / income or do a journal.

· To change WISER, make an entry on your next imprest claim or send in a journal transfer.

And check next month that it has been resolved!

So, in summary…

Put onto FMS6 all the new transactions

Print out the ledger code balances and adjust each by the things that WISER does not know about.

Then they will match!!

Timing

WISER reports should always be reconciled as soon as possible to ensure any problems can be spotted and resolved as early in the year as they can.  If you reconcile WISER soon after it arrives and then do an imprest claim, it allows you to put any adjustments on the imprest claim (or write them out as journal transfers for salaries) and get them processed for the next WISER.

Headteacher: the headteacher should check over the WISER print, checking any detail as required and sign to authorise.

Sept 2014

