


School User Group
Tuesday 19th June 2018 at 10am 
EA NW Teachers Centre Strathfoyle
Present: 	Claire Neill	Banbridge Academy 
	Pascale Baile	Belfast Boys Model School
	Suzanne Seaton	Belfast Boys Model School
	Mary McCready	Bligh’s Lane NS
	Anne Devine	Broadbridge PS, Eglinton
	Caroline Connolly	Holy Cross College, Strabane
	Siobhan Monaghan	Holy Cross College, Strabane
	Eileen Burns	St Catherine’s PS, Strabane
	Ann McAlister	St Cecilia’s College, Derry
	Colleen Canning	St Mary’s College, Derry
	Eileen Kelly	St Patrick’s PS, Pennyburn	
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In Attendance:		Hilary McVitty	iFS 
		Betty Grant	iFS
		Kirstie McAllister	iFS
		Nigel Vance 	EA Finance

Apologies:		Sarah Jackson 	iFS	
		Anne Anderson	Cooley PS, Omagh
	

Hilary McVitty welcomed everyone to the third School User Group and participants introduced themselves. 

1. Minutes from the previous meeting

The minutes of the previous meeting were agreed.
 
2. Matters arising

There were no matters arising from the previous minutes.

3. Updates on Ongoing Issues

Department Codes 

An update on the Department (Area) codes was provided.  60 codes have been set up and are now available for use on the system.  Each school can allocate area codes to departments to reflect the requirements of their school; it was re-iterated that HQ would not have any record of these.  As with all iFS documentation for schools a department code document is available on the EA NI website at http://www.eani.org.uk/schools/integrated-finance-system/

The LMS reports (B&Es and DTR) automatically run for all balances and transactions when opened by the school.  On completion, schools can choose individual departments by selecting the ‘Area’ code parameter.  


Budgeting at Department level

BG advised the Group that the facility to allocate budgets at department level within the school is available.  This will be done by virement, i.e. transfer budgets between codes; a first draft of the ‘Department Budget Virement’ form for schools was provided.   The Group were also advised that they should contact their local LMS Unit if they plan to budget by department.  

It is noted that this facility is only available after all the school budgets have been put on the Oracle system.  This is dependent on the budgets having been agreed by DE and EA following 3-year plans being accepted.  EA are hoping to have all the budgets on by September 2018.

Reporting

BG advised on reporting.  The reports agreed at the previous meeting have now been moved to Live and the schools notified.  The LMS reports (B&Es and DTR) automatically retrieve the data for all balances and transactions when opened by the school.  On completion, schools can choose individual departments using the ‘Area’ code parameter.  

The Encumbrance Report details all outstanding encumbrances/commitment against open or partially receipted Purchase Orders (POs) for a school.  
Actions:
1. A request was made to add the supplier name to the Encumbrance report.  iFS will investigate.

The Requisition Report details all requisitions raised by the school that have been approved within the school and have not been rejected by the Procurement section.   This is regardless of whether the goods have been received or not.  This allows the school to identify how much each department has ‘committed’ for the year – regardless of payment.  Requisitions are not on the DTR.  The PO will appear on the DTR in the period when it is receipted by the school.

Actions:
1. iFS will investigate the facility to use an end date in the report parameters when running this report.

Maintenance & Capital Accruals

Nigel Vance (EA Finance Manager) provided an update to the User Group.  He circulated a paper on Maintenance and Capital Accruals (copy to follow) and discussed the main points. 

There are different offline approval processes for controlled and maintained schools:

· all capital spend for ICT > £200 is approved by EA  
· all capital spend for Furniture & Equipment > £1000 is approved by EA
· building works (for enhancement) > £1000 for controlled schools is approved by EA
· building works (for enhancement)  > £1000 for maintained schools is approved by CCMS and DE

There are also separate funding streams for capital & recurrent expenditure and DE insist that they are managed independently, which is why schools must agree any planned capital spend on the school plan and any changes to the plan for capital spend need to be approved by LMS (NV).  

It is important when raising requisitions that the correct coding is used for capital.  

Nigel explained how the building maintenance monthly accruals and reversal journals work in conjunction with Manhattan system (the order system used to book building maintenance works) and discussed the examples included in his paper. 

If there are any issues with accruals being wrong NV can be contacted.  There were issues last year due to human error but the process is being refined to be more robust and consistent this year.  Journals should include an order number and who in EA raised it.  This is the person a school can contact if they have an issue.  Also included should be the contractor name and a description (no more than 100 characters).  It is not possible to have the payment reference number included for building work/maintenance orders.

Members were advised that only approved contractors should complete the work.

EA are working to ensure Property Services update the orders and journals on a timely basis and take more of a role in these.  

NV also advised that there is basic training available for caretakers on fixing minor issues in school but there is no extra pay available.

Actions:
1 Link to DE common funding to be sent to schools 
https://www.education-ni.gov.uk/publications/common-funding-scheme-201718

2 IFS will add the capital coding to the FAQs

The Group expressed their appreciation of Nigel’s attendance at the meeting and his help.  All their questions were covered.

Accounts 

No update was provided on the queries raised at the previous 2 meetings.  The Group was advised that iFS would work to obtain updates for the next meeting.   

The FAQ document is always being amended to reflect any updates but a few issues were discussed:

· Items that are required for immediate use for tuck shops and fresh produce for HE class can be ordered direct from supplier and when the invoice is received, this should be sent to your local accounts office for payment
· Texts can be ordered from TXTLocal through i-proc
· There is no change to the procedure for fuel cards, i.e. no i-proc order is required and the invoice is sent to your local Accounts office as usual

The user who requests a new supplier set up should be notified when this has been completed.  The new supplier form is not yet on the website.  

Actions:
1 iFS to liaise with the Supplier Maintenance team

2 iFS to see if this form can be uploaded
Procurement 

In Sarah’s absence BG advised the Group of 2 documents which were issued to answer the queries raised at previous meetings.

1 An ‘Advice for Schools Using iProcurement’ document (copy available) was provided by Procurement and has been issued to all schools and was circulated to the group. 
It is a summary of the 7 key contracts and it is hoped to reduce the number of calls to the Procurement section.

2 A ‘School Orders & Invoices’ document (copy available) was provided by Procurement and has been issued to all schools.  This provides advice on retrospective requisitions and how to manage other bills such as utilities, bins, exam fees, Home Economics, etc.  A copy was circulated to the group. 

3 Sample templates for teachers to list the goods they wish to order were discussed by the group. 

4 The schools queried if there is an easier way for them to know if an item is not on contract; if they can’t find them within the store.

Response:  Sorry, no easy way but if not in the Oracle Store schools can check 
· The procurement extranet for a contract schedule;
· Phone the procurement helpline; or 
· Email procurement
 
5 The group also queried if invoices received for photocopiers should be split, to enable the rental charge to be requisitioned in advance and matched to one invoice and the second to relate to photocopying charges which can be requisitioned retrospectively.

Response:  Yes Charges are split.  A requisition for Rental charges can be raised in advance.
Photocopier payments are dealt with in the FAQ (copy available)
  
6 It was mentioned that Procurement had advised that they do not know how to cancel a purchase order line if the item is no longer going to be delivered.  
 
Response:  Procurement staff do know how to cancel a purchase order line and currently do carry out this process.

7 A number of other issues were discussed in relation to Procurement.  

· Some items are difficult to find due to the names and descriptions held in the system, e.g. a search for ‘glue stick’ will not bring any results.  Members were encouraged to forward any such examples to Procurement to allow the ‘alias’ name to be added to the item.

· Changes to orders (requisition approved and PO created) including cancelled lines need to be completed by Procurement.

Actions:
1. It was requested that the list of categories be updated to include the finance code.  iFS to complete. 
4 	Training

BG advised that iProcurement Requisitioner training sessions have completed

· 777 schools have received full hands-on training
· 235 schools have not applied or requested hands-on training

Online training and user guides are available on the EANI website, as is the iFS Team’s helpline number.  iFS will monitor future requests from schools who have not requested hands-on training and determine if more training sessions are required.   

5	 Communication

The Frequently Asked Questions (FAQ) document is regularly updated.  

iFS are currently working on a newsletter and remind the School User Group to provide some tips and experiences of using iProcurement as a starting point.  

The Group said the best tip is never press the ‘Enter’ button!

6 Expanding membership of the Schools’ User Group

Membership of the School User Group was promoted at the iProc training and the numbers expressing an interest has increased.  Many staff expressed the wish to be included in emails but may only be able to attend a meeting when held locally.

It was also agreed that when emails are being sent to schools iFS will copy in the admin staff that iFS have contacts for.  iFS are trying to build this database of contacts.  Admin staff were included in the recent email about Encumbrance/iProcurement reports.

7 C2K FMS update

The training information has been forwarded to C2K to assist their decommissioning of FMS to Read Only.  A letter from C2K will be issued this week – copy provided to the group.

8 Any Other Business

Report request

Nigel Vance discussed a request from a school governor for a report to be created in the format of the schools’ three year plan at summary level.

Decision: This is not required as the LMS B&E currently provides this information in a format that schools prefer to use.  They can provide the information to their Board of Governors as necessary from this.  
It was also noted that the schools’ reporting dashboards are getting busy with the recently added reports and this could add more confusion.  
However, it was agreed that it can be revisited at a later date if demand rises.



Period 12 & 13 reports

These reports will not be available until the stocktake is fully completed as the figures may be impacted.

Nigel Vance explained to the group that EA policy has changed, and equipment not included in the assets register but has a reasonable value can be included in the stocktake.  This, and industrial action currently being taken within schools, has had an impact on the length of time this exercise has taken. 

The value of the stock is credited to the school and the average figures for each type of school are:
Nursery schools - £14,000
Primary schools - £36,000
Post Primary schools - £79,000

In addition, although the stock will depreciate over the next few years, a baseline figure of 30% will be held for those schools that have completed the EA stocktake, as opposed to the current 6%.

Notifications in Oracle

The group asked for guidance on how to clear down the ‘Notifications’ from Oracle.

Actions:  
1. iFS to provide a guide

School User Group – Thanks

The group commented that the SUG was a great idea; they really appreciated it and found it very useful.  They thanked iFS for establishing and facilitating it.

9 Date of Next Meeting

The date of the next meeting and the frequency of meetings was discussed.  Although initially agreed to hold a meeting every 2 months during the school year this was revised to once a term.  The last meeting will be in May as June is too busy for the schools.  

The meetings will be held in rotation at various EA locations to facilitate involvement by as many schools as possible.

The next meeting will be on Tuesday 2nd October 2018 at 10am, in the Boardroom at EA HQ Dundonald.
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