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What's New

IRIS GP Accounts vi11

IRIS GP Accounts v11 Overview m

Enhancements

In the Reconciliation View, a button has been added for Balance Report (F4)

In Setup > Alter Purchases Set-up > List of Payees, the 'List of Payees' is now shown in alphabetical
order

Clicking into the Quick Filter field, shown below the Help menu, will now display a flashing cursor to
indicate this field is in use

The SMTP prefix on emails has been made optional

Under Purchases Register > Suppliers Report F3 now selects or deselects all the suppliers displayed
in the checklist

The Main Code and Sub Code fields have been extended to show full information on reports

Pressing F1 on screens should now take you to the relevant section in the help file

Invoice.pdf files are now to be given unique names in order that several can be attached to one email
Under Purchases Register > Suppliers Report a radio button 'Unpaid' has been added allowing you
to print a report showing all unpaid bills for all suppliers or specific suppliers

In addition to the Filter/Quick Filter tool that originally enabled you to search for cashbook entries by
text, amount and reference, it will now enable to search by the main code or sub code. A button 'Show
Lodge Details' has also been added to the filter screen

Issues addressed

The issue when entering lodgements and pressing F2 in Cashbook View > Expenditure Only> Single
Month where the screen changes back to Income and Expenditure has been resolved

For users who are 'fees only', when you close the Fees Register Screen, it will now return you to the
Accounts selection screen

The issue with default payment method not changing has been resolved

The budget reports will now display the variance figures clearly

The Simple Notes Items Report has now been amended to landscape in order to show the notes
column on the same page
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Previous Releases
IRIS GP Accounts v10 Overview @

Enhancements

= In the Purchases Register, an “Add a Payee” button has been introduced allowing new payees to be
created when creating a purchase rather than having to cancel and go into the Purchase Register setup
screens

= In the Purchases Register, a “Suppliers Report” button creates a report of all purchases from each
supplier

= In the Purchases Register, several purchases from the same supplier can be combined into one
payment and one multi-line cashbook item

= In the list of Budget Reports, a “Rename a Budget Template” button allows budget reports to be
renamed

= A new “Year-on-Year Comparison” report allows any two years from the cashbook to be compared in
the style of a Budget Report

= Where appropriate, VAT amounts can now be added to the cashbook item of a linked NHS item

=  Budget Reports and templates can now be filtered by typing a cashbook code’s description in the new
filter box

=  Frequently-run cashbook reports can be added to the new “Favourites” tab and run from there rather
than from their original tab

= The tickertape message in the cashbook’s bottom righthand corner has been enhanced to provide more
detailed product- and NHS/GP-related information

= A new “Financial Planning” menu in the main cashbook window provides quick access to budget-style
reports and will be the basis for future financial enhancements

= In the Fees Register, two sets of letter templates can be used for invoices and reminders. Each client
can be set to use one or other of the two styles of letter as appropriate

=  Budget reports can be displayed with horizontal grid lines to assist with reading each row’s figures

=  Budget reports have been enhanced to highlight underspent expenditure and overachieved income
compared to budgeted expectations.

Issues addressed

=  Budget Report templates: an issue prevented far-right boxes from being scrolled into view and then
double-clicked for editing

=  Anissue with the Microsoft XML Parser prevented some GP statements from being imported directly
from Open Exeter

= In Purchases Register, after a “Pay Overdue Bills” run, the Total and Amount columns could become out
of sync

= Customers using the trial version of the package were unable to create full backups of their data

=  Accidentally dragging the mouse in a budget report template caused an error which required the
program to be exited and restarted

=  CO-OP BACS file amended

=  Various spelling mistakes and typographical errors have been corrected
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IRIS GP Accounts - Important Information

- IRIS GP Accounts v9 - Datasets and Backup Files

From IRIS GP Accounts v9 users can restore an accounts dataset from any backup file regardless of the version
of IRIS GP Accounts from which the backup was created.

Backup files that have been created by IRIS GP Accounts v9 cannot be read by earlier versions of IRIS GP
Accounts. This means that once an accounts dataset has been opened in IRIS GP Accounts v9 it can no longer
be opened in previous versions.

If any one PC in a practice is upgraded to IRIS GP Accounts v9 then all other PC’s that shall require access to
the same data will need to be upgraded.

Practice Managers who take backups home to work on will need to upgrade their home PC.

Accountants should upgrade to IRIS GP Accounts v9 to allow them to receive backup datasets from their clients
who are using IRIS GP Accounts v9. If an accountant alters a client’s dataset and returns an updated backup to
them, both the accountant and the practice must be using v9.

V9 New Features

- Cashbook Reports - Reconciled/Unreconciled Items

Introduced options to limit reports to reconciled or unreconciled items or ‘by default’ to all items. This has been
added to the first two ‘By-Date’ reports; Simple Income/Expenditure and Bank-Style Income/Expenditure.

- IRIS GPAccounts - GP Portal & FAQs

There is now a link from the help menu that takes you to IRIS Online for GP Practice Managers; providing access
to FAQs and useful information for both IRIS GP Accounts and IRIS GP Payroll.

- Fees Register - Invoice Numbering

New fees will be assigned an invoice number on creation. For existing user systems this number will begin from
the last Invoice ID used.

- Purchases Register - Purchase Numbering

New purchases will be assigned a purchase number on creation. For existing user systems this number will begin
from the last Purchase ID used.

- Purchases Register - BACS
GP Accounts now supports the following BACs formats:
Allbacs-CS BACS
Abbey National

- Fees/Purchases Register - Cashbook Link

Introduced a new cashbook link option to allow multiline Fees & Purchases to be added to the cashbook in
Multiline lodgements. Using the cashbook link for a fee or purchase displays a new wizard that allows the user to
select the type of cashbook entry to be created: single, multiple, lodgement. See Cashbook Link

V9 Modifications

- Fees Only Account - Cashbook Entry

The Cashbook entry button that was previously available from the Fees Register for a ‘Fees-only Account’ has
been disabled.

- Cashbook Entries - Duplicate Cashbook Codes
Correction applied to prevent the system from allowing duplicate cashbook codes. Duplicate main codes are now
correctly reported as an error and not created. Duplicate codes can be created if they are added as sub-codes
within a different main code.

- Cashbook Reports - By Partner/Detailed Partner Income/Expenditure Main code Report
(Breakdown by Sub Code)
Corrected issue identified when producing reports for previous years. Where a specific partner was selected
from the report wizard the report was produced for all partners and items with no partner name. Subsequent
pages of the report did not reference the doctor's name at the top of the page.
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- Cashbook Codes - Sub Codes

When adding Cashbook codes, the drop down list of main codes when using the "is sub code of" option, was
incorrectly displaying hidden codes. The dropdown now only displays available codes.

- NHS Entry - Split by doctor

When entering an NHS Entry it was possible to allow multiple lines to be entered against the same NHS code
split by the same doctor. When reviewing this NHS entry at a later date, only one split line per doctor would
appear against that NHS code affecting the total of that entry. Correction applied to combine duplicate split lines
into one. They will appear in NHS view with lodgement items displayed, as individual items.

- Open Exeter - Login Details

When entering ‘Open Exeter’ login details when importing into IRIS GP Accounts, the system displayed the
user’s password as it was entered. Altered password entry to display the characters entered as asterisks.

- Open Exeter - Field Mapping

Correction to Open Exeter import that permitted users to continue without all fields being mapped correctly which
in some circumstances would bring in incorrect balances into the cashbook.

- Open Exeter - Importing PPA Drug Statement

Re-instated the original CSV import file structure for PPA Drug payment statements, as the change advised by
Open Exeter which was to be effective from April 2008 was not implemented by them.

- Fees Register - Invoice Printing

Corrected position where Invoices were found to print to the Windows default printer rather than the specified
printer from the setup dialog.

- Fees Register - Multiline Fees
Corrected issue where after creating a multiline fee, then selecting ‘Client Type’ ie: Private Patient and ‘Bill to’.
When adding a line the ‘Client Type’ was found to be greyed out and was incorrectly defaulting to another type ie:
NHS. When adding a line this now displays the correct ‘Client Type’ and ‘Bill to’

- Fees/Purchases Register - Invoice/Purchase Numbering

Cancelling a Fee/Purchase mid way through entry previously generated gaps within the numbering system.
Invoice/purchase numbers are now only generated on completion of the transaction.

® VAT Setup - Rounding

When entering a value in the notional rent percentage box from Vat Settings > GP staff / premises adjustments >
Exempt Proportion of Cost/Notional Rent (non dispensing) field it was found to be incorrectly rounding the value
up to the next whole number. It is now possible to enter a number with up to two decimal places.

- IRIS GP Accounts - Application Banner

When starting IRIS GP Accounts opening the main application screen the header banner incorrectly displayed
‘No active account’. This now correctly displays the name of the account and the current view selected.

- Bank Reconciliation - Mouse Pointer

When in Bank reconciliation view, if the mouse was positioned over the reconciliation column of an unreconciled
item the cursor icon changed to a ‘tick’ mark. If F8 was pressed to leave the reconciliation view without moving
the mouse, the pointer remained as a tick mark whilst in cashbook view. This has now been corrected so that the
cursor correctly shows as an arrow when changing back to the cashbook view.

- eBanking - MS Money OFX import

When importing bank entries from an MS Money OFX file some items were identified as missing from IRIS GP
Accounts. Identified issue to entries imported on the same date system would import alternate items only. Whilst
all items could be viewed they did not import. Corrected to import entire statement including items with duplicate
dates.
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New Features

Bug fixes

Totals on Fees and Purchase Register screens/reports
Improved detailed reports on Fees and Purchases

Multiple Copy, Move , Delete and Total facilities on the Cashbook, Direct Debits and Memorised
items screens

Open Exeter download/import of Prescribing/Dispensing statements
Improved BACS export handling

New BACS export format (Natwest Internet banking)

Net income amounts now reported correctly when Drug discounts are recorded
Microsoft Vista compatibility

Resizable, setup screens for codes, memorised items etc.

Screen appearance improved

DVD-R/RW backup now supported

Improved handling of End of Year contras

'Create Contra' option in Reconciliation View

Simplified email to accountants

Email now supports multiple attachments

'Dispensing VAT' now referred to as 'Partial Exemption'

Increased Previous Cashbook years stored to 8.

Non-Recoverable VAT Report

e Fixed a problem with NHS ledger deletions when in non-date sort order
e Fixed a problem where VAT Return Total Purchases amount was set to zero
e  Fixed default Balances display to show Annual totals

e Fixed problem with standard VAT calculations if 1st month did not start on the 1st day of the
month

e Fixed problem with recording Dispensing codes in multi-line Purchases
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Purchases - Add a Payee E E

In the Purchases Register, an Add a Payee button has been introduced allowing new payees to be
created when creating a purchase rather than having to cancel and go into the Purchase Register setup

screens.

rlf_-'_'l Screen to add 2 new Purchase. - - et |
Parchass Mo
e a1 - o4
Larvice |
Groas Fas 000G vt X:Exempt = athmet 0.00
Pt Exemp. - Non Taxable = NetAmnt 0.00 &0
Date Bited [ ] Tay; Podnt E Motes
Duate Cege it Posz-date paymant [
Fay Methed . Write Chig -
Lheque Ref T Cashbook Link
Purchass Statys
Other Ref | Add (e -
B O i A F1: Hel % Cancel ' FOK

While you are creating a new purchase or editing an existing purchase, you can create a new Payee.
Clicking this button displays the usual screen for adding a payee:

-

Screen to add a new Payee.

lsme . Payed 6 Payes D 1 Hidden

Chegue Hame
Contact

Lddrass

Iel
Fax
Errai
Usual Payment methot  Write Chg -

Credit Terma 10 — days
BACS Detals
Bank hams:
Branch i F1: Help

Sort Code:
W Cancel
Account Numisesr,

Bank Rej (optonal » F2 0K

—

When you have completed this new payee's details, click the OK button.
This new payee is immediately available to use in your new purchase:
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r@ Sereen to sdd & new Purchass, - - “1
Furchass Ne;
Bayee: Payee 6 j B Edi Payee :quun
Payee Ret & 204 a Payee
Sarvice :
Gross fee: 0.00 @ et X:Exempt = VatAmat 0.00 il
P Exemp. - Non Taxable - MetAmat 0.00 [l
Date Bied E Tax Point [ i Hotes
Date Dye i Posi-date payment [
Fay Method : Write Chg o
Smcpse Rat' - Casnbook Link
Purchass Stalys
Other Ret : ] a5 v
psia [J 1 i F1:Help ¢ Cancel w FZOK

In previous versions of the software, if you had not created the payee before starting to create the new purchase,
you would need to cancel the Screen to add a new Purchase, go to the Purchases Setup to create your new
payee and then return to adding a new purchase.
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Purchases - Suppliers Report E m

In the Purchases Register, a Suppliers Report button creates a report of all purchases from each
supplier.

@ Poches fegister — [EEE—=—
[
|J_;!|_T.|wr Al Unpasd Bals ¢ AN Payees - it f@‘: |
| |5 panchass o Fuyee Hame Totnd Baed Fasd Gervice dhmgiant ik i
g aoonme Pergims | 1e0.00 2 180770 Plumlring 00w 17500
&  hooood Payen 2 250045 157010 Elecicity 25045 500
Q00004 Paryon 3 175000 1892AT 13MaM Flosk 175000 1750
E 000005 Peryoa 4 00 FMOTm TN Clganing 245 00 15,00
| ; 000006 Pavaa S TE00 1ReAT OdTaMm Gieedgrng T5.00 Exam
| U Fenvas 2 #£000 g amnn Gas 450,00 Bl
| nannog Penyae 4 3500 AnGNT MM Claaning 28500 15,00
ooooona P | 5000 o1 3 Flumbng 5000 12500
000010 Py 3 0000 2% 213 Flart 3500 00 Ewém
000011 Panyen & Y500 07MNRAY  ZRAEAT Gardenng 7500 Ewem
000012 Paywa 1 13827 WAl 221 lodical Suppbes 1000 0 Exem
Madicad Instramants 29015 12507
Mprical Cormumables o612 151001
i oo 3 Fayvaa 'S [ A R mmn 1500
' 19z 15.00
4578 15.00
| W0l Ewern
N
N
i
I
|
i -
F ¥
Taisl BS1244
i | B4 & raw Parchane & Chasge s Purchase o F1: Hel
[l " aod u lutine Purchase By Deteie s Purchase B F2 cmas

In the Purchases Register screen a new button has been added, Suppliers Report. This will generate a report
showing all purchases made with each supplier / payee.

Clicking this button will display the following screen:



ﬂ Purchase Reports Helpar ﬂ

Choose the options for this report.

For pasd purchases, you may aker the date range for the report, which s currently set to the entre Purchases Register
The report will kst all suppliers if none are selected
You may choose whether io have a page break afler aach suppler

— Choose which Purchases - 5 [ Choose which Supplers-

e
Paid o Unpaid C - Selected Suppliers
L] Asda Patnol Station
Paid - net yet in Cashbook C [ cee
[ egay
—Choase the report pericd (Tor Paid Purchases any) L J& Fitters Ltd
| Shell Petrol Station
% Selected Period: 09082012 [ - oroszes i
— Dther Options -

The report will normady show only one Suppser par page. With this option ticked,
the report will iry 1o f A% many supplers on & page as there i room for.

Plaase nobe thal selecting this aplion may producs some end-ol-page anomabes,
These do not affect the content of the report. Press F3 1o sslect or de-select all

X Cancel @ s B Frevious B Next « F1: Help

What's New

Using this screen, you may specify the date range of the cashbook transactions to be included in the report.
The report can be limited either to purchases which have been paid or those that have been paid but have not yet

been entered in the cashbook.

If you don't select a particular payee or a multiple selection of payees, the report will be generated for all the

payees from whom you made purchases during your selected date range.

When you have made your report selections, click the Next button to display the usual print options screen:

IEI- Purnchase Reports Helper : : - T — g

Current Report : Suppliers Report

Export format Dther Prinber sesings
@ “Wirnso® Excsl SV tarmsl Prinbar io wis
Ta formad Default Windows printer ~
Pagar Tray:
POF format [Acrobat) RIF Fermat (Verd)
| : O et Autornatically Select -
Fags Orientatisn Use Color?
: & Cokur Grayscal Black & White
| @ Pprirat @ Landscape =
- Export i File
Font size
Smal & Medium Large = Emad regeet
Prt Qualty v ]
]
Lra Text A Prink Praview
@ Stapdard

Carried from previoes
High Cruaity & Brint Reporn

Pior 0 el | iraiad e

3, Cancel Erst 3 Previcus B Frah 4 Fi: Help

As usual, you may then print or preview the report:
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IRIS Software Ltd [9999] Suppliers Report

All Paid Bills for All Suppliers

Date Paid between 05/07/11 and 06/07/11

Purchase Payee Name Total Due Billed Paid Service Amount  Vat Amount
1.|000002 Payee 1 100.00| 26/07/10 | 16/07/10 | 06/07/11| |Plumbing 100.00 14.89
2.|000009 Payee 1 250.00| 01/03/11 | 19/02/11 | 06/07/11| |Plumbing 250.00 3r.a3
3.|000012 Payee 1 1385.27| 01/02M11 | 22/01/11 | 0607111 Medical Supplies 1000.00 0.00
4. Medical Instruments 29015 43.21
. Medical Consumables 9512 12.40

173527 173527 107.73

Purchase Payee Name Total Due Billed Paid Service Amount  Vat Amount
6.|000003 Payee 2 250.45| 30/10/10 [ 151010 [ 06/07/11| |Electricity 250.45 11.92
7.|000007 Payee 2 450.00| 26/11/10 | 211110 | 06/07/11| |Gas 450.00 33.33

700.45 700.45 45.25
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Purchases - Combine Purchases E m

In the Purchases Register, several purchases from the same supplier can be combined into one payment
and one multi-line cashbook item.

= Details on adding paid items to the Cashbook can be found here

In previous versions of the software, any item in the Purchase Register, whether paid or unpaid, could be
entered in the cashbook as a single line expenditure item, or in the case of a multi-line purchase, as a multi-line
lodgement.

r@ Screen to change an existing Purchase. ﬁ-‘
Bayee: | B° Estrayee p"m =
Payee Bef: G752 B* 4dd a Payee
geraice - Cleaning 5" Asd multiple Purchase Enes
Gross Fee 295,00 H wat: T:15% »  WabAmnat iBAT H
Hon Taxable et Amnt: 256,53 ﬂ

Dote Bed - 1700772011 ) 7ax pone 1700772011 %) Notes
Date Dwe 2700772011 %) Post-date payment [

Pay Method : Credit Card -
LR R i Cashbook Link
Purchase Status
Othies Ref v AM o
Baia [] [ 11 ) F1: Help 3¢_Cancal " F2 0K

This version of the software allows several purchases from the same supplier / payee to be entered into the
cashbook as a single unified cashbook item.

In the Purchases Register, for your required payee, change the selection options to show either all paid bills that
have not yet been entered in the cashbook:

I Purchases Register

All Paid Bills - not yet in Cashbook

for Payee1

Daa

l§J Purchase No Total Paid Sen

o
% nooooz Fawee 1 10000 26/0770 16/070 06/0711  Flumbing
= 000003 Fayee 1 250.00 my03a1 19021 06/0711  Flumbing

or select all unpaid bills for a payee:

11
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All Unpaid Bills Ciyick fite

Payee Name Total Due

naooos Fayeed o J07A Cleanin

Mannnn meo..__ 4 anr N anHAAaMA andnaniA A [ IS

Next, select two or more purchases from those listed.
To do this, click on one purchase and then use Ctrl-Click to select any number of others.

If all the purchases you want to select are listed next to each other, you can click the first one to highlight it and
then use SHIFT-Click to highlight the last one; all intervening purchases will also be selected.

Or you can use a combination of Ctrl-Click and Shift-Click until all your required purchases are selected.
In the case of multi-line purchases, selecting any line of the purchase is the same as selecting all of them.

When at least two purchases have been selected, the new Add to Cashbook button will become available to
click.

1e Bills F# Purchases Setup @ Add to Cashbook

Report [F12] = Suppliers Report

In the following example, two single-line purchases have been selected. The first is for £250, the second for
£295, both inclusive of VAT.

12
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r M
Purchases Register - - = - — -— EIEW
il view = All Unpaid Bills for Payee 4 - Quick fiter: @]
Vat Amount Pay Method

|5 purchase No Payee Name Total Due Billed Paid Service Amount Vat

m

<
Total : 545,00
|5 Add a new Purchase [ Change a Purchase 5 Pay Overdue Bils ‘BB Purchases Setup |z Add to Cashbook © F1:Help
Ts* Add a Mutiine Purchase T/ Deiete a Purchase & Purchases Report [F12] < & Supplers Report @ 2z Close

On clicking the Add to Cashbook button, the normal screen for editing an existing purchase will be displayed:

13
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i ™
Screen to change an existing Purchase, u
Purchase Mo:
Payee : - =T
e Payee 4 J & Edit Payee Temp
Payee Ref: S"' Add a Payee
Service Amount Wat Wat Amount
qPNo0S: Cleaning | 25000 15.00% 3260 o
PrO0E: Dusting 295.00 15.00% 3847

B Change Line

@, Delete line
Purchase Total | 545.00|
Date Billed - B 7ax roint i Notes
Date Due E Post-date payment |:|
Pay Method : Write Chq -
Slnos sl - Cashbook Link
Purchase Status
Other Ref Add|| sl Change || &) Delete
Paid 06/07/2011 i @ F1: Help , Cancel & F2: 0K

Both purchases have been combined into one purchase for £545 including VAT.

Notice that the Service text on each line has been prefixed by the original Purchase Number from which the line
originated.

This purchase may now be edited and added to the cashbook in the usual way by clicking the Add button within
Cashbook Link .

As is usual for a multi-line purchase, the following screen will be displayed to allow you to choose whether to add
this purchase as a single-line item, a multi-line item or a multi-line lodgement:

14
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Multiline Fees import Assistant D - E@g

This azzistant will take vou through the steps reguired to import a Multiline Fees entry
into the Cashbook.

The package now allows thiz do to be one as a single entry, multiple entries oraz a
ledgement

How would you prefer to import thiz Multiline fee to the Cashbook?

What's New

0.00 Exempt Mist
0.00 Exempt Othe

-32.60 15%
-38.47 15%

0.00 Exempt Othe
Othe

utwith  kon

0.00 Exempt Cap

]
Import all lines as single entry @
N Create one cashbook entry for each line ()
! Create a muttiline lodgement ]
|
]
X Cancel B3 Frevious Next ) F1:Help
= = Y
Assuming that the Create a multiline lodgement option is selected, this will result in the following cashbook
entry:
I00ENT  BACS TEST 92 100.00 100.00
Cheque Lodgement 3 Line 1 3000.00
0207071 - Chegue  Lodoe ki S E586.00
Cheque Lodgement 3 Line 3 1586.00
080711 Payee 4 ju 250,00 -545.00
Payee 4 o 295.00
08/ Test106 400,00 -400.00
114071 Testds THo.on 145.00
2amym nn TFSTR4 20 annn annn

Notice the blue flag next to each item which indicates that there are notes attached.

In the Purchase Register, the two original purchases remain intact:

NN Fermot Instd

15
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r Purchases Register S —— — —— e—— — LE[M
S view ~ All Paid Bills for  All Payees = Quick fter: @]
3 |8} purchase No Payee Name Total Due Biled Paid Service Amount Vat Vat Amourt Pay Method -
S 000002 Payee 1 100.00 26/07/10 16/07/10 06/07/11  Plumbing 100.00 17.50% 1489 Cash
(C) 000003 Payees 2 260.45 30/1010 151010 06/07/11  Eleciricity 280.45 5.00% 11.92 Cash
000004 Payee 3 1750.00 16/02/11 13j02/11 050711 Rent 1750.00 17.50% 26063 Cash
: (050711 | Cleaning | 25000 1500% 3260 CreditCan
¥ 000007 Payee 2 450.00 26/11/10 211110 06/07/11  Gas 450.00 §.00% 3333 Cash
(060711 [[Dusting || 28500 1500%|  3847| CreditCard ||
000003 Payee 1 250.00 01/0311 1%/02/11 06/07/11  Plumbing 250.00 17.50% 3723 Cash
000010 Payee 3 3500.00 26/03/11 21,0311 05/07711  Rent 3500.00 Exempt 000 Cash
ooooz Payee 1 13685.27 0102/ 22/01/11 06/07111 - Medical Supplies 1000.00 Exempt 0.00 -+ Cash
Medical Instuments 29015 17.50% 4321 =
Medical Consumables 9512 15.00% 12.40
000013 Payea & 86.69 27/04/11 17/04/11 060711 - Stationary 11.79 15.00% 153 + Cash
Stationary 19.12 15.00% 2.49
Stationary 4578 15.00% 5497
Stationary 10.00 Exempt 0.00
‘ '
Total : anMra
[7] Add a new Purchase | & Cnange a Purchase 5 Pay Overdue Bais (5@ Purchases Setup 3 / ) Fl:Hep
'ﬂ"mauummmm ¥ Delete a Purchase ¢ @ Purchases Report [F12] & Supplers Report § F2: Close

Double-clicking the first line of the lodgement in the cashbook will display the usual screen for editing an existing

cashbook item:

-

Sereen to change an existing Cashbook Item.

S

20610772011

.

| Cashbook ID

Reference :

Text: Payeed

Gross Amount | £
Main Code: Cleaning

Sub Code :

Partner :

Vat
vatRate: T :15%

2 Expenditure item
5 P 267
~  (Prev Ref: BACS) Notes| M Tags| M eBank|
Multiple Purchases
(=] <re=[7 PHOOS: Cleaning
25‘[}.1}1}@ '3[15 Reconciled :[]
Memorise

- Personal: [] 4 Textonly

&1 Whole item

- WatAmt. : £

MetAmt: £

@ Reference

i) F1: Help

32.60 &
21740f@ XX Cancel

& F2: 0K
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Notice in the notes that this cashbook item originated from Multiple Purchases and that this particular entry
originated from Purchase Number 5.

Similarly, viewing the other line of the lodgement:

i N
Screen to change an existing Cashbook Item. Iﬁ
Cashbook ID
[ CO06/07/2011 @ Expenditure item e
Reference : T R Notes| M Tags| M eBank
Multiple Purchazes
Text: Payeed (=] <re=[1 | PNo0S: Dusting
Grozs Amount : £ 2‘9‘5.'0'0' 'glg Reconciled :[]
Main Code : {:|Eﬂning -
Sub Code : -
Memaorize
Partner : =~  Personal: [ ] 4 Textonly ¥
(@] Whole item
Wat
VatRate : T:15% ~  VatAmt.: £ 38.47 @ F1: Hep
NetAmt: £ 756.53 ¥ Cancel
o F2:0K
L

The notes show that this line of the lodgement originated from Purchase Number 8.
Returning to the Purchase Register, both purchases will now be listed in the All Paid Bills section.
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r Purchases Register

- e ——— —— S ———

A voew ~ Al Paid Bills
3 1S/ purcnase no Payes Name
e oooooz Payee 1
[C)] 000003 Payee 2
- 00004 Pavee 3
-
; 000007  Payee?2
000008 Payee 4
000008  Payee 1
ooomo Payee 3
00012 Payee 1
00003 Payea s
™
(] Add a new Purchase [ change a Purchase
Te* 4dd a Mutiine Purchase ¥ Delete a Purchase

Total

for Al Payees

Due Billed
100.00 26/07/10 160710

28045 30710410 15A0/10
1750.00 18/02/11 13/0211
450,00 26111410 2111710
285.00 0970411 29/09/11
26000 01/03/11 19/02/11
3500.00 26/03/11 210311
138527 /02711 22/m1
86,69 27/0411 17/04/11

@5 Pay Overdue Bils

& Purchases Report [F12]

(= © ]
- Quick fiter. @
Paid Service Amount Vat Vat Amount Pay Method =
06/07111  Plumbing 100.00 17.50% 1483 Cash
06/07/11  Electricity 250.45 5.00% 1192 Cash
05/07/11  Rent 1750.00 17.50% 26063  Cash —
[06/07/11| Cleaning || 250.00/ 15.00% | 32560 L
06/07/11  Gas 450,00 8.00% 3333 Cash
0607171 Dusting 295.00 15.00% 3847 Credit Card
06/07/11  Plumbing 250,00 17.50% 3723 Cash
05/0711  Rent 350000 Exempt 000 Cash
06/07111  Medical Supplies 1000.00 Exempt 0.00- Cash
Medical Instruments 289015 1750% 4321 £
Medical Consumables 9512 15.00% 12.40
08/07711 - Stationary 11.79 15.00% 153+ Cash
Stationary 1912 15.00% 2.49
Stationary 45.78 15.00% 5.97
Stationary 1000 Exempt 0.00
»
Total : 831741
[ Purchases Setup & A W F1:Help
. & Supphers Report @ F2: Close

The link between the purchase and the cashbook item is the same as for any purchase.

Double-clicking purchase number 5 to edit its details displays the following standard screen:
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Z Tax point: 17/0772011 7

. N
Screen to change an existing Purchase, - - ﬁ
Purchase MNo:
e Payee 4 j & Edit Payee 000005
Payee Ref: 8752 B"' Add a Payee
Service: (Cleaning ‘E"' Add muttiple Purchase lines

Gross Fee 250.00 f@  wat: T:15% ~  VatAmnt 32.60 [@
Pt Exemp. - Non Taxable Net Amnt: 217.40 =@

Date Billed : 17/07/2011

Date Due 27/07/2011 E Post-date payment [
Pay Method : Credit Card -
= iEger s - Cashbook Link
Purchase Status
Other Ref - ¢ [#f change W Delete
Paid 06/07/2011 i @ F1: Help , Cancel & F2: 0K
— — - - . — e — —

MNotes

To view the detail of the linked cashbook item, click the Change button to display the usual lodgement details

window:-
r A
(Z) To Change the multiple Expenditure Payment entry for 6th Jul 2011 =8
Datg : 06 July 11 [ ger: » Text Purchase Number:000005  [v] Reconcied[] DNotes  Bank
Date Grincome  GrExpend N Wain code Partner 7Tags VatAmount  Vat -
06/07Mm Payee 4 29500  Cleaning -38.47 16%
Total 545.00
Tl Addanewiem = > & @ F1: Help
z Change an tem T2 Desete an tem & Print kst of tems. Mini-calc: 0. a ﬁ FZ Ciose

In this way, the links between the purchases in the Purchase Register and the linked Cashbook item work in

identical fashion to any other purchase.
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Budget Reports - Rename a Budget Template E m

In the list of Budget Reports, a Rename a Budget Template button allows budget reports to be renamed.

-

Option to alter Budgets -

| B e |

Budget Templates for : Main Practice Account

Budget Hame Start Date

Years
|4 Practice Budget 01/04H11

Categories Balances -
1 Main and Sub codes Monthly

[

Add a Budget Template ) F1:Help
|3 Change a Budget Template

‘;l F2: Close

Clicking the new button results in the following screen being displayed:

i ™
Screen to enter a new name ﬁ

Please enter the new name

@ F1: Help
x Cancel
Mame: F'ra{:ti{:e Budget | o F2 0K

Entering an amended name in the text box (e.g. "Budget 2010-2011") results in the template being renamed:
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r
i -— —— - = | 5
Option to alter Budgets =R
Budget Templates for : Main Practice Account
Budget Hame Start Date Years Categories Balances -
| dBudget 2010-2011 010411 1 Main and Sub codes Monthly
| |
I
| 3
|
I
N
Add a Budget Template @' Delete a Budget Template & F1:Help
¢ 2 Show Budget Report
D Change a Budget Template D Rename a Budget Template ﬂ F2: Cloze

This new name will be used in all on-screen and printed versions of the budget report.
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Budget Reports - Quick Filter E m

Budget Reports and Templates can now be filtered by typing a cashbook code’s description in the new
filter box.

A budget report template, or the budget report itself, can contain many rows of data detailing each of the main
codes and sub-codes that it includes.

To assist in finding a particular code, a quick filter box is available, similar to the one at the top of the main
Cashbook display.

own of Main and Sub codes
» 310312 (HET Amounts)
ly for April 2011)

ik Simple Monthly for:  April 2011

=& Journal Template: Journal Template off

April 2011 April 2011 April 2011 April 2011 Totals To Totals To Totals To Totals To

only only only only AprN Apri Apr1 Apr1
[Actual) (Budgeted) (Variance £) (Budget %) [Actual) (Budgeted) (Variance £) (Budget %)

0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%

0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%

0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
400.00 0.00 400.00 0.00% 400,00 0.00 400,00 0.00%
0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%

95.00 0.00 95.00 0.00% 95.00 0.00 95.00 0.00%

0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%

To access the filter box, either click where it says "cashcode description" or press Ctrl-F on your keyboard.

As you begin to type letters, the display grid below will automatically change to display only those rows whose
cashbook code description contains what has been typed.

In the following example, if you start to type "inst", the display will be reduced to just the income code
"Institutional Fees" and the expenditure code "Medical Instruments".

- P U ——— — N
@ Practice Budget Report um
P Bu Breakd - as od Quick Fitter (Ctri-F) Report Style
ractice Budget - Breakdown of Main and Sub codes .
Period from 01/04/11 to 31/03/12 (NET Amounts) = @ © Simple Monthly for:  April 2011 ~ (O Detailed report
(Simpie Monthly for April 2011) - Use Journal Template: Journal Template off -
Category April 2011 April 2011 April 2011 April 2011 Totals To Totals To Totals To Totals To Overall
only only only only Apr i1 Apr 11 Apr 11 Apr 11 Budget
(Actual) (Budgeted) (Variance £)  (Budget %) (Actual) (Budgeted) (Variance £) (Budget %)
= Income 50613.42 0.00 50613.42 0.00% 50613.42 0.00 50613.42 0.00% 0.00
& Institutional fees 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
=} Expend. 950.08 0.00 950.08 0.00% 950.08 0.00 950.08 0.00% 0.00
= '1 Drugs & instruments 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
.'h Medical instuments. 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00

To clear the filter and return the display to showing all the cashbook codes, either click the clear button next to
the filter text box, or press Ctrl-Shift-F on your keyboard.
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This filter is also available in the screen used to amend a budget template.
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Budget Reports - Grid Lines E m

Budget reports can be displayed with horizontal grid lines to assist with reading each row’s figures.

In budget reports and budget report templates, horizontal lines can be displayed to assist with reading each row's
figures.

To display the lines, either right-click on the main grid and select Horizontal Grid Lines Visible from the popup
menu:

wuu wuu wuu (IRTITp vy XTI}
=nts 400.00 0.00 400.00 0.00%% 400.00 0.00 4
aid 0.00 0.00 0.00 0.00% 0.00 0.00
ted) 95.00 0.00 95.00 0.00% 95.00 0.00 H
es 0.00 a-aa Ao Ea 0.00 0.00
= 170494 v | Hide Blank rows 1204.94 0.00 12
4877348 Hide Selected rows B773.48 0.00 4871
=nts 50.00 50.00 0.00 f
z 0.00 Show non-empty Child rows 0.00 0.00
idges 0.00 0.00 0.00
Show all non-empty rows
BR 0.00 0.00 0.00
orts 0.00 Clear all Selections 0.00 0.00
eport 0.00 ] — — 0.00 0.00
o 0.00 Harizantal Grid Lines Visible 0.00 0.00
= 0.00 Bar Graph of Selected row 0.00 0.00
BES 0.00 0.00 0.00
s 0.00 Breakdown Pie Chart of Selected itermn 0.00 0.00
0.00 oo oo o0 0.00 0.00
0.00 0.00 0.00 0.00%% 0.00 0.00
J 0.00 0.00 0.00 0.00% 0.00 0.00
1SES 0.00 0.00 0.00 0.00% 0,00 0.00
or click the Report Figures Options button at the bottom of the screen:
Income Totals h0613.42 0.00 50613
Expenditure Totals 950.08 0.00 950,
Balance Totals 49663.34 0.00 49663,
ing Balances 49663.34 0.00 49663,

,;'j Report Figures Options - % Report Header Options  ~ = Print Rep

which will display the same popup menu as show above.

The horizontal lines will now be displayed:
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HRIHL Vat
Hosp. appointments

(N[5 5,

Income tax repaid
@ Tax (unallocated)
Institutional fees
Miscellaneous
NHS income
Other appointments
Other income
IE BluefCrange badges

P4 P P (P .

To hide the horizontal lines, simply select the Horizontal Grid Lines Visible option again to untick it.

QIR
400.00
0.00
95.00
0.00
1294.94
4377348
50.00
0.00
0.00

LURET
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

u
400.00
0.00
95.00
0.00
1294.94
4377348
50.00
0.00

0.00

wL
0
0
0
0
0
0
0
0
0

What's New
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Budget Reports- Underspent expenditure and overachieved E m
income

Budget reports have been enhanced to highlight underspent expenditure and overachieved income
compared to budgeted expectations.

In previous versions of the budget reports, any negative value was displayed in red and other figures were
displayed in black.

However, in the case of expenditure, if spending is down when compared to budget (e.g. -£50), this is good and
should be highlighted as such in the budget report, not in red.

Similarly, if an income target is set and the practice exceeds the budgeted expectation, this should also be
highlighted as good. However, if income is under budget, it's right that this should be shown in red.

By the same token, underspent expenditure is good and should be highlighted, whereas overspent expenditure
(which will show as a positive figure) is not good and should be shown in red.

An important change in v10 applies to the two Variance columns.

The difference between a practice's budget figures and their actual figures is shown in two ways: firstly as a
monetary difference; secondly, as a percentage of the target budget. These columns are labelled Variance £ and
Budget %.

The following examples explain how to read the two Variance columns:-

Income

Example 1: if an income target budget of £1234 was set against a cashbook code and the practice achieved
exactly £1234, then the practice hit 100% of their target income budget.

Example 2: conversely, if an income budget of £1234 was set and the practice achieved no income at all for that
cashbook code, then the practice was down one hundred percent against target, i.e. -100%

Example 3: if an income target budget of £1234 was set and an actual income of £2000 was achieved, this is an
increase of £766 against the budget figure, or 126% of budget.

Example 4: if an income target budget of £1234 was set, but the practice only achieved £1000, this is a
difference of -£234. Put another way, the practice was down -19% against their budgeted income target.

Expenditure
Example 5: if expenditure against a particular cashbook code is expected (budgeted) to be £1234, and the actual
expenditure figure comes to exactly £1234, then 100% of the expenditure budget was spent.

Example 6: if expenditure is budgeted to be £1234, but no cost is incurred, i.e. the practice spends none of that
budget, then expenditure is down -£1234 against the original budget, i.e. down -100% of budget.

Example 7: if expenditure is budgeted to be £1234 but £2000 is actually spent, then the practice overspent by
£766, i.e. they have spent 126% of their original budget figure.

Example 8: if expenditure is budgeted to be £1234, but only £1000 is actually spent, then expenditure is down
-£234, i.e. down -19% of budget

In the following screenshot, underspent expenditure and over-achieved income are highlighted in dark blue.
Conversely, underachieved income and overspent expenditure are shown in red. As a result, these figures
immediately stand out from the rest:
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r Practice Budget Report » D — e w— lﬂﬂw
Quick Fiter (Ctrl-F) Report Style
Practice Budget - Breakdown of Main codes only = = -
Period from 01101109 to 31112109 © Simpie Monthly for:  January 2009 ~_© Oetaled roport
(Simple Monthly for January 2009) Use Journal Template: Journal Template off -
Category January 2009 January 2009 January 2009 January 2009| Totals To Totals To Totals To Totals To Overall
only only only only Jan 09 Jan 09 Jan 09 Jan 09 Budget
(Actual) (Budgeted) (Variance £)  (Budget %) (Actual)  (Budgeted) (Variance £) (Budget %)
=] Income 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 -
15} Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
"} cCashintroduced 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 34245.06
7} Investmentincome 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 432060.82
3 Miscellaneous 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 3484.32
"} Other appointments 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
l‘ E Other income 6118.61 6930.72 -812.11 1.72% 6118.61 6930.72 81211 1.72% 54286.94
2] PMS Income 100350.88 8482092 15529.96 18.31% 100350.88 84520.92 15529.96 18.31%  MT7784.86
"} Reimbursements 0.00 250.00 -250.00 -100.00% 0.00 250.00 -250.00 -100.00% 850.33
(=] Expend. 30947.76 32400.00 -1452.24 -4.48% 30947.76 32400.00 -1452.24 -4.48% 580463.42
£} Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 312020.00 E
1=} Cleaning 312,00 0.00 312,00 0.00% 312,00 0.00 312,00 0.00% 145500
| Computer expenses 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 156.38
"} Drugs & instruments 976.46 2790.23 1813.77 -65.00% 976.46 2790.23 4813.77 -65.00% 37981.54
7} Financial expenses 51,87 598.55 -546.68 -91.33% 51,87 598.55 -546.68 -91.33% 10486.76
"} Hire/Maintenance 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 1287.75
g} Locum fees 13284.07 2169.18 11114.89 612.40% 13284.07 2169.18 11114.89 £12.40% 98759.71
12} Miscellaneous 400,00 400.00 0.00 100.00% 400.00 400.00 0.00 100,00% 6119.69
£} NHS Logistics 0.00 668.97 -668.97 -100.00% 0.00 668.97 -668.97 -100.00% 6725.84
IE] Office Supplies 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 217.19
7} Partner's Subscrip. 1990.55 2473.30 -482.75 -19.52% 1990.55 2473.30 -482.75 19.52% 22377.92 |
"} Postage & Stationary 0.00 0.00 0.00 0.00% 0,00 0.00 0.00 0.00% 22946
7} Premises expenses 3679.90 372714 47.24 A.27% 3679.90 372114 -47.24 A.27% 4242517
"} Professional fees 0.00 2457.50 -2467.50 -100.00% 0.00 2467.50 -2467.50 -100.00% 15613.50 =
Income Totals 106469.49 9200164 14467.85 156.73% 106469.49 92001.64 14467.85 M6.73%  1702712.33
Expenditure Totals 89363.04 87101.30 2261.74 102.60% 89363.04 87101.30 2261.74 102.60%  1594100.98
{ Balance Totals 1710645 4500.34 12206.11 349.09% 17106.45 4900.34 12206.11 349.09% 108611.35
Running Balances 110797.24 98591.13 105896.90
,: Report Figures Options % Report Header Options  ~ = Print Report @ F1:Help ﬂ;l F2: Close
L — — —— ——

NOTE: The colour highlighting is currently only available for the on-screen display of budget reports and cannot
yet be reproduced in the printed versions.

In the following screenshots, we will highlight the three main sections of this budget report: Income, Expenditure
and the column Totals.

Income:
Category January 2009 January 2009 January 2009 January 2009| Totals To Totals To Totals To Totals To Overall
only only onl only Jan 09 Jan 09 Jan 09 Jan 09 Budget
(Actual)  (Budgeted) (Variance £) (Budget ) (Actual)  (Budgeted) (Variance £) (Budget %)
= Income 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 -

1) Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
7y Ccashintroduced 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 34245.06
"y Investment income 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%  432060.82
Iz Miscellaneous 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 3484.32
"4 Other appointments 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
|| -IE  otherincome | 6118.61 6930.72 81211 M72% 6118.61 6930.72 81211 M.72% 54286.94
e PMS Income 100350.88 84820.92 15629.96 118.31%  100350.88 84820.92 15629.96 18.31%  1177784.86
") Reimbursements _ .00 250.00 -250.00 -100.00% .00 _250.00 725000 -400.00% 85033

In summary, in January 2009:

= Other Income was down £812.11, that's down 11.72% of expected budget

=  PMS Income achieved 118.31% of budget - an increase of £15,529.96 compared to expectations

= Reimbursements did not achieve any of the expected £250 which leaves us 100% down against our
target budget

Expenditure:
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Category January 2009 January 2009 January 2009 January 2009| Totals To Totals To Totals To Totals To Overall
only only only only Jan 09 Jan 09 Jan 09 Jan 09 Budget
(Actual) (Budgeted) (Variance £)  (Budget %) (Actual) (Budgeted) (Variance £)  (Budget %)
= Expend. 30947.76 32400.00 -1452.24 -“4.48% 30947.76 32400.00 -1452.24 -4.48% 580463.42
=) Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 312020.00 =
=) Cleaning 3M2.00 0.00 312.00 0.00% 3M2.00 0.00 312.00 0.00% 1455.00
| Computer expenses 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 158.38
| Drugs & instruments 976,46 2790.23 -1813.77 -65.00% 976,46 2790.23 -1813.77 -65.00% 37981.54
|  Financial expenses 51.87 598.55 -546.68 -91.33% 51.67 598.55 -546.68 -91.33% 10486.76
] Hire/Maintenance 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 1287.75
5] Locum fees 13284.07 2169.18 11114.89 612.40% 13284.07 2169.18 11114.89 612.40% 98759.71
Is) Miscellaneous 400.00 400.00 0.00 100.00% 400.00 400.00 0.00 100.00% 6119.69
5] NHS Logistics 0.00 668.97 -668.97 -100.00% 0.00 668.97 -668.97 -100.00% 6725.84
In summary:

= Cleaning unexpectedly cost £312. This hadn't been budgeted for at all
= Drugs & Instruments cost £1813.77 less than expected, a saving of 65% of the budget

= Unfortunately, £11,114.89 more was spent on Locum Fees than we'd budgeted for; a massive 612.40%
overspend compare to our original budget

Totals:
Category January 2009 January 2009 January 2009 January 2009| Totals To Totals To Totals To Totals To Overall
only only only only Jan 09 Jan 09 Jan 09 Jan 09 Budget
(Actual) (Budgeted) (Variance £) (Budget %) (Actual) (Budgeted) (Variance £) (Budget %)
Income Totals 106469.49 92001.64 14467.85 116.73% 106469.49 92001.64 14467.85 115.73% 1702712.33
Expenditure Totals 89363.04 8710130 2261.74 102.60% §9363.04 87101.30 2261.74 102.60% 1594100.95
Balance Totals 17106.45 4900.34 12206.11 349.09% 17106.45 4900.34 12206.11 349.09% 108611.35 |

In summary for Jan 2009:
= OQverall income exceeded expectations by achieving 115.73% of our target.
= Qverall expenditure was slightly above what was expected at 102.60% of the budget.

= Net Balance (Income less Expenditure) was £12,206.11 above what was expected, achieving a net
income for the practice of more than 349% than was budgeted for.

Year-on-Year Comparison

The Year-on-Year Comparison function follows the same format as for standard budget reports. It uses the
Variance £ and Budget % columns in the same way as described above and uses the same colour highlighting
for the on-screen display.
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Cashbook Reports - Favourites E m

Frequently-run cashbook reports can be added to the new Favourites tab and run from there rather than
from their original tab.

The list of cashbook reports currently extends to over 70 reports organised within 8 category tabs.

() Cashbook Re Helper s e |
Q)] ports Helper

Choose the Report style

This page allows you to select the style of report that is to be produced.
Initially you will mainly wish to use the Detailed income and expenditure reports.
Press the Next button when you have made your selection.

|By Date | By Code | By Partner | NHS GP reports | Journal reports | Vat reports | End of Year | Others | Favourites |

Bl Simple Income / Expenditure report

{7 Bank-style Income Expenditure report

[ Simple Income report

Detailed Income report (Breakdown by Main code)

" Simple Expenditure report

= Detailed Expenditure report (Breakdown by Main code)

_.._,,..._.-
1
I*‘
=

i

3 Cancel First B Frevious B next ) F1: Help

The Favourites tab, introduced in v10, allows any of the listed reports to be copied to the Favourites tab and run
from there instead.
To add a report to the Favourites tab, simply right-click on it and select Add to Favourites list.
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’
Cashbook Reports Hel

PEL;.-_

Choose the Report style

This page allows you to select the style of report that is to be produced.
Initially you will mainly wish to use the Detailed income and expenditure reports.
Press the Next button when you have made your selection.

By Date | By Code | By Partner | NHS GP reports | Journal reports | Vat reports | End of Year | Others | Favourites

Simple Income / Expenditure repatt
Bank-style Income Expenditure 1
Simple Income report

{1 Simple Expenditure report

¥ cancel &8 st

Z| Detailed Income report {Breakdowrroywwanrcouey

Add to "Favountes” list

Remove from “Favourites” list

=] Detailed Expenditure report (Breakdown by Main code)

Previous Hext ) F1. Help

The report will now be available from both its original location and from the Favourites tab.

To remove a report from the Favourites tab, simply right-click on it (in either of its locations) and select Remove

from Favourites list.
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i TE—
(3) Cashbook Reports Helper et ]

Choose the Report style

This page allows you to select the style of report that is to be preduced.
Initially you will mainly wish to use the Detailed income and expenditure reporis.
Press the Next button when you have made your selection.

By Date | By Code | By Partner | NHS GP reports | Journal reports | vat reports | End of Year | Others | Favourites|
e

Simple Income [ Expenditure report

Add to "Favourites™ list

Remove from "Favourites" list

X Cancel B st Previous B next @ Fi: Help
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Financial Planning - Year-on-Year Comparison E m

IRIS GP Accounts v10 has introduced a brand new feature Year-on-Year Comparison.

This facility allows any two years from the cashbook data to be selected and the income and expenditure figures
for each, compared. Data from the current financial period, as well as data from any previous financial period can
be selected for comparison.

The Year-on-Year comparison is presented in the style of a standard Budget Report with side-by-side figures
and variance details. Using this new facility, a practice may compare their performance from one year to the next.

A new menu item, Financial Planning, appears at the top of the main Cashbook display:

: Apr 2010 - Mar 2009

SetBp  CA Options  Help

31 Ot _..n_ UE - VIl Frac ke
Beports

irchases regi Financial Planning  End of Year

Iy 2011
Inco

Text N. Gr. Income Gr. Expend Gr.Amount  Vat.Amount Vat
100.00 100.00 1489 176%

Selecting this option displays the follow drop-down menu, from which the Year-on-Year Comparison can be
selected.

ister

Year-on-Year Comparison

Gr. Income Gr. Expend

rdm nn rdmn an

Selecting the Year-on-Year Comparison option results in the following introductory screen being displayed:
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i -
Screen to create a Year-on-Year Comparison Report ﬁ

To Setup a Year-on-Year Comparison Report

This facility allows you to compare the income and expenditure figures for any two yvears.

Figures may be presented on a menthly, quarterty, half-yearhy or annual basis and may be broken down by
main code onby or by main code / sub code.

Press the Next key to continue...

) F1: Help B Previous Mext i} F2: close

Click Next to proceed to the first options screen:

i -
Screen to create a Year-on-Year Comparison Report ﬁ

Define the Period and Breakdown options

Period breakdown options Main and Sub code breakdown options
@ Monthly () Biannual (@ Main codes only
(71 Quarterhy ™) Annual {71 Sub codes and Main Codes
VAT options

Use Figures MNet of Wat amounts

) F1: Help 3 Previous Mext id F2: close
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As with standard Budget Reports, figures may be displayed on a monthly, quarterly, biannual or Annual basis.
The displayed figures can be broken down by main cashbook codes only, or by main codes and sub-codes.

If a practice is registered for VAT, the option to display figures as either gross amounts or net amounts can be
chosen.

When the appropriate selections have been made, clicking Next will display the second options window.

At any time, this first option window can be returned to change the basis of the comparison.

i |
@ Screen to create a Year-cn-Year Comparison Report I&

Select which two years to compare

YEAR 1

™) The Current Cashbook year : 1st January 2010 to 31st December 2010

i@ The last full Archived year 1st January 2009 to 31st December 2009

(7) A Previous Financial ear : 1st January 2009 to 31st December 2009
(7) One Calendar “ear starting from : 01 January 2009 r'ﬁ]
YEAR 2

i@ The Current Cashbook year 1st January 2010 to 31st December 2010

(™) The last full Archived year : 1st January 2009 to 31st December 2009

(71 A Previous Financial vear : 1st January 2009 to 31st December 2009
“) One Calendar ear starting from : 01 January 2010 M@l
¥J F1: Help 3 Previous E) Next i F2: Close

The second option screen allows the two years for comparison to be selected.
Typically, Year 1 would be the earlier financial period and Year 2, the more recent.
This screen defaults to comparing the last full archived year with the current cashbook year.

Each of the dropdown lists for the Previous Financial Year is automatically populated with all the previous
financial periods available in the Cashbook history as shown in the next screen:
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-

-
Screen to create a Year-cn-Year Comparison Report u
Select which two years to compare
YEAR1
(™) The Current Cashbook year ; 1st January 2010 to 31st December 2010 |
i@ The last full Archived year : 1st January 2009 to 31st December 2009 |
(7 A Previous Financial Year | 1st January 2009 to 31=t December 2009 ;I
i 1=t January 2009 to 31st December 2009
() One Calendar Year starting from : 1=t January 2008 to 31st December 2008
1=t January 2007 to 31st December 2007
YEAR 2 1=t January 2006 to 31st December 2006
1zt January 2005 to 31st December 2005
(@) The Current Cashbook year : 1st January 2004 to 31st December 2004
() The last full Archived year ; 1st January 2009 to 31st December 2009
(71 A Previous Financial ear : 1zt January 2009 to 315t December 2009
(7) One Calendar “ear starting from : 01 January 2010 rE‘I]
) Fi: Help 3 Previous Mext i} F2: close
b

Alternatively, any two calendar years starting from any date may be compared:

-

-
Screen to create a Year-on-Year Comparison Report g

Select which two years to compare

YEAR 1
|:-:| The Current Cashbook vear : 1=t Jﬂ.nuﬂ.r!f 2010 to 3 st December 2010 |
() The last full Archived year : 1st January 2009 to 31st December 2009 |
(@ A Previous Financial vear : | 1st January 2009 to 31st December 2009 |y I

(7) One Calendar “ear starting from : 01 January 2009 &ﬂ

YEAR 2
i@ The Current Cashbook year ; 1st January 2010 to 31st December 2010 |
i) The last full Archived year : 1st January 2009 to 31st December 2009 |

(71 A Previous Financial Year : 1s =t December 2009

(7) One Calendar Year starting from : 01 January 2010

&) F1: Help 3 Previous Mext id F2: close
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The start day and month in each year must be the same. As you alter one of the calendar dates, the software will
automatically keep the other date selection box in sync.

Finally, clicking Next will display the comparison report:

%) Practice Budget Report — e —— ——— & | B [
Ye. Year C ison Report - Breakdown of Main cod I Sk PRor (che T Ficport Shio
n- - n i
Year {: Jan 2009 to Dec 2003 - Year Z Jan 201040 Dec 2040 (HET Amounts) caehcode deserpton (g || S Moskky for: -January bl 2o
(Simple Monthly for January ) : Use Journal Tempiate: Journal Template off M |
Category January January January January Tatals To Totals To Totals To Totals To
January January January January
(Year 1) (Year 2) (variance £)  (Budget %) (Year 1) (Year 2) (variance £)  (Budget %)
= Income 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% -
| (Unassigned codes) 0.00 50.00 50.00 0.00% 0.00 50.00 50.00 0.00%
y Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
| Investment income 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
1] Misc. Income 0.00 640.00 640.00 0.00% 0.00 64000 640.00 0.00%
y Miscellaneous 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
_| Other appointments 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
y Other income B118.61 5580.00 -536.61 8.80% 6118.61 5580.00 -538.61 £.80%
y PMS Income 100350.88 99683.76 66712 -0.66% 100350.35 99683.76 -567.12 0.66%
1 Reimbursements 0.00 3979.84 392084 0.00% 0.00 3929.84 3929.84 0.00%
= Expend. 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
| Account Closure 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
1 Capital 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
=] Cleaning 312.00 455.00 153.00 149.04% 312.00 465.00 153.00 149.04%
.] Computer expenses 0.00 169.20 169.20 0.00% 0.00 169.20 169.20 0.00%
i Dr C. Dee 639077 5900.00 -490.77 ~T.68% 6390.7T 5800.00 -490.77 -T.68%
Is] Dr J. Kay T400.00 T400.00 0.00 100.00% T400.00 T400.00 0.00 100.00%
Is) DrKEN 2483.87 3850.00 1366.13 155.00% 2483.87 3850.00 1366.13 155.00% L
| Dr MEnn 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% r
ls} Dr 0. Phee 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
Is} Dr Q. Arr 6150.00 5840.00 -310.00 -5.04% 6150.00 5540.00 -310.00 -5.04%
| Dr 5. Tee 775,00 T400.00 -375.00 4.82% T775.00 T400.00 -375.00 4.82%
e Dru. Vee 0.00 0,00 0.00 0.00% 0.00 0.00 0.00 0.00%
_.] Drugs & instruments 976.46 240591 1429.45 246.39% 97646 240591 1429.45 246.39%
| Financial expenses 51.87 4.00 AT 87 -92.29% 51.87 4.00 -A7.87 42.29%
] Hire/Maintenance 0.00 0,00 0.00 0.00% 0.00 0.00 0.00 0.00%
_.] Locum fees 1328407 TT65.45 -5518.62 -41.54% 13284.07 TT65.45 -5518.62 -41.54%
| Misc. Expenditure T4842 0.00 -T48.42 -100.00% T48.12 0.00 -T48.12 ~A00.00%
B} Miscellaneous 400.00 0.00 -400.00 -100.00% 400.00 0.00 -400.00 -100.00%
Is} NHS Logistics 0.00 496,52 496,62 0.00% 0.00 496.62 496,62 0.00%
| Office Supplies 0.00 2145 2M45 0.00% 0.00 2145 2145 0.00%
y  Partner's Subscrip. 199055 211125 12070 106.06% 1990.55 21128 120.70 106.06%
| Postage & Stationary 0.00 618,72 618,72 0.00% 0.00 &18.72 618.72 0.00%
.] Premises expenses 3679.90 220538 -1474 52 -40.07% 3679.90 220538 -1474.52 -40.07%
|  Professional fees 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
| Repairs and Renewals 185.80 4583 -139.97 -76.33% 185.80 45.83 -139.97 -T5.33%
] Staff costs 35756.31 “1372 5477.41 15.32% 35756.31 4123372 5477.41 15.32%
| Sundry expenses 759.98 101,94 658,04 -86.59% 759.98 101.94 -558.04 86.50% -
Income Totals 106469.49 109883.60 3414 103.21% 10646949 109883.60 Han 103.21%
Expenditure Totals B9363.04 B9318.88 -44.38 -0.05% B9363.04 89318.66 -44.38 -0.05%
Balance Totals 1710645 20564.94 3458.49 12022% 17106.45 20564.94 3458.49 120.22%
| Report Figures Options = | Report Header Options = & Print Report @ Fi:Hep [ F2 Close

NOTE: The on-screen colour highlighting follows what's used in standard budget reports. As yet this cannot be
reflected in the printed version

As with a standard budget report, the report display options, e.g. Simple Monthly or Detailed, may be selected.
The Variance £ column and the Budget % column work the same as they do for standard budget reports except
that it is the left column (Year 1) which acts as the preset Budget column, and the right column (Year 2) which
acts as the Actual column. As a result, an increased income figure from one year to the next will show as a
positive increase.

As an example, we can see that the cost of Repairs and Renewals in January 2010 dropped by over 75%
compared to the previous year. Unfortunately, the cost of Drugs & Instruments showed a nearly 247% increase.
Overall net income, though, for January 2010 is at 120.22% of January 2009's net income, an increase of
£3458.49

= Detailed help on existing Budget Reports can be found here
=  Highlighting underspent expenditure and over-achieved income
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NHS Ledger - add VAT to Cashbook item of linked NHS item [d ]

Where appropriate, VAT amounts can now be added to the cashbook item of a linked NHS item.

In previous versions of the software, when creating a cashbook item from a linked NHS entry, any manual VAT
amount would not be recorded.

To Add a new Linked NHS payment for 1st Jan 2010. ==] =
NHS Template : = Standard New GM 3 E] PPA Drug Statement
Current NHS tem : Global Sum (] Hide Empty items
| W NHS Income items | MW NHS Debit tems |
MNHS Income items Amount.  Doctor Total  “at
I N T
Custrr\ 2o " | L. | L0 koA |
Nurs Screen to add a new Linked NHS Entry. - ﬂ
IuD _ Cashbook 1D
Drug LT 01/01/2010 ] Linked NHS Entry |
All:!:l Reference : = (PrevRef:) Hﬂt35| m Ta.gsl ™ eEla.n.k|
Antic
Viold. Text: MHS Payment E] <Fg=[_]
Mino|
| | Gross Amount £ 0.00(_] % Reconciled :[]
Flu i
Qual| Main Code : -
Qually
Sub Code : -
Wemorise
Q. Text only @ Reference
Vat

watRate : N : NHS mixed

Ptl. Exemption : Standard Income item

Date : 01 January 10 E Income : 0.00 Debitz: 0.00 MNHS Total : 0.00

Generally, this is correct as NHS VAT is handled automatically by the Partial Exemption codes and the Staff
and Premises allowances in the Setup screens.
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The software will now record any standard (i.e. not HMRC "NHS VAT" scheme) VAT amount that is entered here.

However, we strongly advise that you consult your accountant to ensure that it is correct to record standard VAT
against this NHS Income.
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Private Fees Register - Letter templates E

In the Fees Register, two sets of letter templates can be used for invoices and reminders. Each client can
be set to use one or other of the two styles of letter as appropriate.

=  More details on amending Fees Letter templates can be found here

It is possible to alter the letter templates in the Fees setup to suit the headed-letter style of the practice. This
applies to the main Invoice, First Reminder, Second (final) Reminder and the Receipt.

As of IRIS GP Accounts v10 it is possible to have two sets of letter templates. Each client can be modified to
specify which of the two sets of letter templates are used to create that client's invoices etc.

This will be particularly useful to a practice that wishes to use a different letter style when invoicing, for example,
a private patient as opposed to invoicing an insurance company or other professional body.

To create the second set of letter templates, simply click the new Copy Standard Letters button:

(£) To alter Fee Tracking Settings =RRCIN X

[E: Client Types /Fee codes €5 List of Clients | etters | Email

Inwaice / Letter Templates

= Standard Letters | Edit Selected Letter Hide Vat columns ]
Invoice

First Reminder
Second Reminder
Receipt

Print a copy of the letter : |:|

Email attachment format :

@ Copy Standard Letters - i
@ Adobe PDF Z) RTF

Interval between Reminders : 6 = weeks
Mext Invoice number: 0 =
Practice Contact Detailz
CA Licence -
Contact :
IB’ . . . Tel:
Edit Practice detailz Fax :

Do Label Writer Label Template:

| E Change

€} F1: Help [ F2: Close

The following confirmation message will be displayed:
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-

Option to copy the standard letters

=)

Do you wish to continue 7

. This option will create Alternative Letter templates from your existing
-'_J; Standard Letter templates

[ Yes

| {otio

Atfter clicking Yes, the following confirmation message will be displayed:

-
Copy Complete

)

:I Standard Letter templates have been copied.

5

after which the setup screen will show the two sets of letter templates:
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-

-
To alter Fee Tracking Settings E@g
izt of Clients [ Letters / Email
—Inwoice / Letter Templates
-+~ Standard Letters |4 Edit Selected Letter Hide Vat columns : |
: Invoice
First Reminder - o .
Restore Original Letters Print a copy of the letter :
Second Reminder B =oRY I:l
Eeae_lpt B Copy Standard Leliors Email attachment format :
Alternative Letters i@ Adobe POF & RTF
Invoice
First Reminder Interval between Reminders : b = weeks
Second Reminder . —
Receipt Mext Invoice number: li] =
CA Licence -
Contact :
. . . Tel:
[ Edit Practice details Fax -
— Dwmo Label Writer Label Template:
| B Change
& F1: Help [ F2: Close

In the setup screen for amending a client, that client will default to using the Standard Letters:

o

Client IDv 10003

-

Hidden []

Y
-

-
Screen to change an existing Clients. ——
WL ees Client 3
Client Type : LHW}‘ET
Contact: Mr Keane
- 10 Lawn Court
Bill
address . Hillock
HI44 OLL
Tel: (1202 BB8555
Fax: (1202 888666
Interval between Reminders : 4

Email: Keane@mail.co.uk

-

& F2: 0K

weeks i F1: Help X Cancel
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After creating the set of Alternative Letter templates, all existing clients will default to using your existing
Standard Letter templates. All new clients will also default to Standard Letters.

Clients will only use the Alternative Letter templates if explicitly set to do so.

i S . a— — — -
Screen to change an existing Clients.
- - - - o
Client I 10003
N : i
Name: Fees Client 3 Hidden [

Client Type © Lawyer -  Email: Keane@mail.co.uk

Use email for letters
Letters : | Standard Letters j

Billing 10 Lawn Court Standard Letters

Address . Hillock Alternative Letters

Contact: Mr Keane

Hi44 OLL
Tel: 1202 888555
Fax: 01202 888666

Interval between Reminders : 4 [+ weeks i} F1: Help X_Cancel @ F2: 0K

= |

The labels Standard Letters and Alternative Letters can be changed to more memorable labels if required, for
example, "Private Patients" and "Professional Orgs".

To change a label, highlight it as per the screenshot below:
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[ e

To alter Fee Tracking Settings

[ Client Types /Fee codes €5 List of Clients {3 Letters / Email

—Inwoice / Letter Templates

E‘ Edit Selected Letter Hide Wat columns : O]
| Restore Original Letters  Print a copy of the letter - []
_ : B Copy Standard Leliors Email attachment format :
== Alternative Letters i@ Adobe POF i RTF
----- Invoice —
..... First Reminder Interval between Reminders : b = weeks
----- Second Reminder . —
_____ Receipt Mext Invoice number: 0 S
~ Practice Contact Details
CA Licence -
Contact :
B . . . Tel:
Edit Practice detailz Fax :

— Dwmo Label Writer Label Template:

| m Change

& F1: Help [ F2: Close

Then click the label once more:



IRIS GP Accounts

-
To alter Fee Tracking Settings E@g

[E: Client Types /Fee codes €5 List of Clients (~Letters / Emai
—Inwoice / Letter Templates
& i Private Patients| | Edit Selected Letter Hide Wat columns ; ]
P b Invoice
----- First Reminder e .
Restore Original Letters Print a copy of the letter :
----- Second Reminder B opy N
Hene_lpt B Copy Standard L elier= Email attachment format :
== Alternative Letters i@ Adobe PDF i) ATF
..... Invoice .
..... First Reminder Interval between Reminders. b - weeks
----- Second Reminder -
MNext Invoice number: 0 =

..... Receipt

— Practice Contact Details
CA Licence "
Contact:
B . . . Tel:
Edit Practice details Fax :

— Dwmo Label Writer Label Template:

| m Change

&) Fi: Help I F2: Close

—

This will put the label into edit mode and anything that is typed will now replace the original label.

The same may be done with the Alternative Letters label:
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-

To alter Fee Tracking Settings E@g

[E: Client Types /Fee codes €5 List of Clients {7 Letters / Email
—Inwoice / Letter Templates
-~ Private Patients |4 Edit Selected Letter Hide Vat columns : |
[ Invoice
----- First Reminder - o .
Restore Original Letters Print a copy of the letter :
----- Second Reminder B =oRY I:l
Eeae_lpt B Copy Standard Leliors Email attachment format :
=1~ Professional Orgs i@ Adobe POF i) RTF
----- Invoice —
..... First Reminder Interval between Reminders 6 - weeks
----- Second Reminder . —
_____ Receipt Mext Invoice number: 0 S
~ Practice Contact Details
CA Licence -
Contact :
. . . Tel:
[ Edit Practice details Fax -
— Dwmo Label Writer Label Template:
| m Change

& F1: Help [ F2: Close

The changes to the labels will be reflected in each client's setup screen:

-
— -_—
creen to change an existung e M

_ClientD || 10009
Name : Fees Client 1

Hidden []

Client Type © Employer -~  Email: King@test.co.uk

. i W
Contact: Mr ng Use email for letters

Letters 1| Private Patients j
Billng ﬂ?ﬂﬁ:&“‘
Address : i
A TEST TES Professional Orgs

Tel: M202

Fax: 01202 111111

Interval between Reminders : 6

= weeks ) F1: Help X Cancel o F2: 0K
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Please note that clients who were originally set to use Standard Letters will automatically use the renamed
templates, e.g. Private Patients. Similarly, those that have been changed to use Alternative Letters will
automatically use the renamed alternative templates, e.g. Professional Orgs.

The Edit Selected Letter button will work, as before, to display a letter template editing window for the selected
template. The letter sets are entirely independent and a change to one letter, e.g. Invoice, does not affect the
Invoice template in the other letter set.

Restore Original Letters only affects the standard letter templates. The system standard templates can be
restored, if necessary, without affecting the alternative templates.

If you wish to restore all templates to their original settings, click Restore Original Letters to replace your
standard templates with the system default ones, then click Copy Standard Letters to copy them over your
current set of alternative templates.
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Enhanced Fees and Purchases Reports E m

Totals displayed on Fees and Purchases Ledger Screens
The total of all displayed Fees is now displayed on the Fees ledger. The amount displayed will depend on the
Fees View at the time - this is normally set to Unpaid Bills for all Clients but can be adjusted to display Fees items
for only a single client. This allows you to see the total of Unpaid Fees for a single client if required. Exactly the
same applies to the Purchases Register.

(4 Private FeSpRegister - oo <A ilEl
% i
S View ~ All Unpaid Fees for All Clients ~  Quick fiter:
E $ . Client Total Paid Date Service Client Ref Amount P 4
5] 13 St James Place Insurance 18.00 report from medical re... 2688 18.00
@ 14  Irwin Mitchell, Solicitors 27.00 Request for Records 2687 27.00
% 16 Irwin Mitchell, Solicitors 50.00 Request for Records 2690 50.00
f:j 17  David James 6.65 Consultation 2694 6.65
b 18 Foster Care Associates 17.62 Medical Report 2693 17.62
19 Irwin Mitchell, Solicitors 28.50 Request for Records 2691 28.50
20 Foster Care Associates 99.00 Medical Report 55.00 |_
Request for Records 44.00 |'—
423 CIC Fees Section 123.00 Medical Examination 0.00 =
™ b
Total : 143512
[Z] Adda new Fee [ change a Fee () Print Invoices/Reminders [ Fees Setup € F1:Help
Te" Add a Multiine Fee ¥2/ Delete a Fee < & Fees Report [F12] i F2: Close

Improved Fees and Purchases Reports
The existing 'Quick Report' option has been enhanced to give a more helpful report format.

In particular, if All Clients or Payees are visible, the report will do a detailed breakdown report of the amounts due
to, or from, each Client or Payee.
This should be helpful at the End of Year in the assessment of unpaid bills or fees for accrual purposes.
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Contra facilities E E

A fairly frequent requirement in working with Cashbook is the ability to make corrections for uncashed cheques,
erroneous entries or inadvertent duplicates. If the item concerned is still within the current accounting period, it
can be simply deleted. If however, the item is in a previous year, it cannot be deleted as it will have been
accounted for in recalculating the new Opening Balance for the current year. The standard way of making such a
correction in these circumstances is to create a 'contra item’', which cancels out the erroneous amount and
reconciliation status. IRIS GP Accounts now allows the creation of Contras in 2 different circumstances.

'Create Contra' option in Reconciliation View
There is now a 'Create Contra' button in Reconciliation View on the main Cashbook screen. Pressing this button
automatically creates a matching contra item for the currently highlighted cashbook item, reconciling both the
current item and the new 'contra item'. The contra item will have the same Cashbook Codes as the original but
will have a 'negativised amount'.
e.g. if the original item was for £117.50, the contra amount will be £-117.50. This will correct the Cashbook and
Reconciled balances, just as if the cashbook item had simply been deleted.

@ GP Accounts C.A, [1001:0001] : Maclean McNicoll Software  Main Accounts Group : Main Practice Account : Apr 2005 - Ma... E@g

File Accounts Cashbook Feesregister Purchasesregister Reports End of Year Setup CA Options Help
/1 cashbook Wiew ~ | [[3] Select Period [F5] ~ | April 2006 ~ |  Show Lodge Details [F6]: [ | Quick fiter:

Unrecenciled Income/ Expenditure for Whole Cashbook, Sorted by Date

@ Date « Re Gr. Amount Ref. Text N.  Gr. Income Gr. Expend Wat Amount &
15/02/06 32.90 BACS DWF - 1000307531 32.90 0.00 Exemg
v, 01/03/06 32.90 BACS DWP - 1000383639 32.90 0.00 Exemp
[=¢
% 04/03/06 32.90 BACS DWF - 1000425895 32.90 0.00 Exemg
a 10/03/06 32.90 BACS 000436133 32.90 0.00 Exempl---- "
|]
Unreconcile®#, 32.90 BACS DWP - 1000509807 32.90 0.00 Exemp
| [Mukple payment: sems | | | 3915426 3440...
e 01/06/06 8102.08 Vat Reclaimed 8102.08 0.00 : Star
E 26/06/06 65.80 BACS DWP - 1001219208 65.80 0.00 Exemp
= -
% el r
Unreconciled items only ~ ~ || Bank Balance at 14/07/06: ~ -286995.07|  Difference:  Find  Use Bank Date Reconciliation :
G AR | Exit | Overall Reconciled Balance : -286088.63| = -906.44 | [f} Update Recovery point
ﬁ Add an tem T ‘Eg"' Add a Lodgement - 1—11 Add an NHS entry & Reconcile H) 1o € Tips @) F1: Help
ﬁ Change an ftem fg Delete an tem = Quick Report [F12] @ Unreconcile tfj Create Contra @ F2: Close

b E

Improved 'Contra’ options in End of Year procedures
IRIS GP Accounts has always had a facility to create 'Contra’ items automatically as part of the End of Year
procedure, if items remained unreconciled after more than a year. The package would assume that these were
uncashed cheques or duplicated and create contra items automatically to balance them out of the books. Whilst
this could be helpful, in some circumstances it is not the correct course of action - some Accounts have never
been properly reconciled, either because this is not an activity done within the practice or because it is
inappropriate for the style of account involved e.g. Petty Cash. In this situation, a large number of contras could
be generated which are in fact incorrect.
The package now checks the number of Contra items that are going to be created and will not allow these to be
created automatically if there will be more than 25 - this would be unusual in normal operation and suggests that
this is an account which is never properly reconciled.
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Multiple Copy, Move, Delete and Totalling facilities E m

It is now possible to select a number of items from the main Cashbook screen and perform Copy, Move, Delete
or Totalling operations on all of the items selected.

The standard Windows method of selecting multiple items is available i.e. Hold down the Control (Ctrl) key and
click to select multiple items or hold down the Shift key and click to select a range of items.

These options are accessed via the main Cashbook menu or by right-click on the Cashbook grid.

‘Copy items'
The items selected will be copied to a new specified date. ltems within lodgements and whole lodgements may
be copied to any date within the current accounting period. NHS items cannot be copied but Direct Debit and
Memorised items can be copied via their Setup screens

'Move items'

The items selected will be moved to a new specified date. Items within lodgements and whole lodgements may
be moved to any date within the current accounting period. NHS items cannot be moved.

'Delete Items'
The items selected will be deleted. Items within lodgements but whole lodgements cannot be deleted this way.
Direct Debits and Memorised can be multiply deleted.

'Total Iltems’
The amounts for the items selected are totalled up and displayed in the Cashbook mini-calculator.
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Open Exeter: Drug Statement Imports E m

Drug Payment statements can now be downloaded and imported from Open Exeter

The Open Exeter website allows the display and download of nGMS, PMS and now , Drug statements. These
can be downloaded and imported directly into IRIS GP Accounts or imported via Open Exeter Direct.

At present only 'whole practice' statements are supported i.e. single Doctor statements cannot be imported.
Drug Statements are imported directly into the PPA Dispensing screen:

¥ Enter PPA Dispensing Drug Claim Statement

Thiz screen allows you to enter a PPA statement and make appropriate adjustments for Vat Partial Exemption purposes.
Please make sure you do not attempt to calculate the VAT until all of the items on the statement have been entered correctly.

Credit Debit
A Basic Prices (and expenses) 18013.87 0. Dizcount: 2013.95 =
B. Dispensing Fees: 3629.56 &0 Elastic Hosiery: 0. E
Oxygen Basic Prices: 0. Current Charge Rate: 1083.51 E
Oxygen Rent & Fees: 0. Previous Charge Hate: 0. E
C. Vat Allowance: 324.24 |58 Adjustments: 0.
AﬂjIJStmEI'ItSZ 0. E Advance ﬂeoﬂvﬂr}r: 17393.28 E
Advances (drugs): 16958.11 5 Previous Interim: [T} = |
Interim Payment: 0. ﬂ TOTAL DEBIT: £20,490.74
FOTM CREDY EHAISTE TOTAL GROSS PAYMENT: 15401

Dispensing Vat Adjustments
Exempt proportion Taxable Exempt
Use HMAC Standard Calculation: (&) 944 o Basic Prices: £16,313.36 £1,700.51
= ((CH7.50%100) / (A+B -D
i 3k L Dispensing Fees: £3,286.92 £342.64
'

Enter Exempt element Manually () 0. /@ %  Recalc Discount: £1,823.83 £190.12
) F1:Help X Cancel & F2: 0K
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Alterations to Dispensing VAT facilities E m

Renaming of 'Dispensing VAT' to 'Partial Exemption'
As a result of VAT regulation changes more practices are having to become VAT registered. Many of these will
fall under the Partial Exemption rules although they are not dispensing. In recognition of this change, references

to 'Dispensing VAT' have been changed to 'Partial Exemption, throughout the package. e.g. the Dispensing
codes are now called Partial Exemption codes and are labelled differently:

N vat

] Vat Rate : |S : Std. 17.5 ~|  wvatAmt: £ 57.62 @@
|

f{'| Ptl Exemption : Partially Taxable - Net Amt: £ 329.26 i@

This does not affect the operation of the Dispensing calculations in any way.

Reports altered to account for Income Drug Discounts
IRIS GP Accounts introduced the ability to code individual Drug Discounts so that they were regarded as
'negative expenditure' items for VAT Partial Exemption purposes.
B “wat

VatRate: $: Std. 17.5 ~  VatAmt: £ 133.23 @
i LSl ly taxable discuu _:j NetAmt: £ TE1.38

Fully taxable discount
Mon-taxable discount
L Partially taxable discount :

T = = o

This caused some confusion when running 'normal’ non-VAT Reports where they were also being treated as
expenditure items. This reporting behaviour has now been altered so that for non-VAT related reports, individual

Drug Discounts are treated as income items and are only treated as negative expenditure items on VAT-related
reports.

Non-Recoverable VAT Report

This report shows the amounts of Recoverable and Non-Recoverable VAT dependant on the Partial Exemption
De-minimis status of the period analysed.
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%

ﬁ Screen to Display Non—Recovsi_.-a;’le Vat Report I&IE&F
This screen dizplays the Cost for each Main and Sub code and the recoverable and non-recoverable elements of Vat, which are dependent on whether the De-minimis limit
currentty applies to the period of the report (usually Annual).
This report is of most value to accountants, helping with the preparation of the final annual accounts.
I~
Code 4 Cost Cost + Non-Rcvable Vat Non-Recoverable Vat Recoverable Vat
= Income codes
- T2 Global Codes
| =~ & Main Practice Account
+ a Other income [L] 84882.68 84882.68 -1404.24
- T2 petty cash
= Expenditure codes
= 2 Global Codes
| B Q Cleaning 1974.17 2252.07 277.90 4.04
- T2 Main Practice Account
+ Q Drugs & instrumeants 246810.38 250422.27 3611.89 39798.15
+ Q Hire/Maintenance 1731.27 201246 281.19 21.79
‘Q Postage & Stationary 2085.00 2306.60 221.60 28.26
+ Q Premises expenses 13597.00 14099.10 502.10 4.37
+- 4zl Professional fees 4926.02 5707.67 781.65 80.35
+- &3] Repairs and Renewals 2587.57 3021.62 434.05 18.34
+ Q Staff costs 146209.45 146235.99 26.54 0.03
a Telephone 2438.91 2805.06 366.15 533.76
- T2 petty cash
+- a Capital 9414.54 11045.60 1631.06 16.48
The Vat calculations are OUTWITH .. Print Report P
the De-Minimis Limit L
ﬂ FZ: Close

This would normally be of interest to your accountant who may find it helpful when adjusting the final accounts to
take the effects of the de-minimis rule into consideration.
The report normally shows all main and sub-codes for the accounts selected. If a set of sub-codes is hidden, any
amounts will be included in the row for the parent main code.
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Other enhancements E m

Email reports/backups now support multiple attachments
The internal email facility now allows you to attach other files in addition to an IRIS GP Accounts Backup file or
Error log.

@ To send an Email message |t
v

Message Type: Backup

- ‘ﬁ Email Setup

Send mailto:  CJohnThow@Thowca,co.uk

- CEREETET IS R

Comments:  How to restore the attached backup: In=zert Text to Comments
The following instructions apply to Microsoft Qutlook. If you Restore instructions

hawe a different email program, the exact instructions may
differ slighthy.

Open the email mezsage containing the backup.

1. Right-click on the File attachment (whose name will start

Attach Practice Backup Attach Error Log
) F1:Help
Other Attachments
GP Accounts 31-07-2007 2202 Quick Report from
Add Attachment X Cancel
EI Delete Attachmer - Send Email : <FZ>

Simplified Email reports/backups to Accountant

It is now much easier to email a backup to your accountant via the Backup facility then choose Backup to: Email
Accountant. If your accountant's email address is not known to the package, you will be asked to enter it.

53



IRIS GP Accounts

Accounts Package Backup Helper

This option allows you to backup your GP Accounts data to floppy disciz). The data
may be restored later if a problem occcurs.
You should always take a backup after attering Accounts data.

Place a formatted floppy disc into the selected floppy drive and press the "Next’ button
to start the backup process.

You may also save the backup to a hard disc by typing in the path, or send the backup

vid email.
Backup the Accounts package to : '_‘_[Emailﬂccountant ‘;j
(¢ CD/DVD D: A

iz= Windows Desktop
iz My Documents L
s Backup Cache only B
> Cancel P

[—] Email Gpacc Support

= Email Accountant

% Drive C: E
Drive E:

m

1

Other enhancements
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e The package should now be fully Microsoft Vista compatible
e Screens have been tidied to improve clarity

e Most of the setup screens e.g. To alter Codes or To alter Direct Debits, can now be resized and re-
positioned to suit your screen settings. The package will ' remember' the last setting.

e The CD writing facility has been updated and will now support DVD writers as well as being Vista

compatible. The Backup also now recognises some makes of Flash Drive that were not previously listed
in the 'Backup to' option list.

e The BACS Export facility has been improved with a new format 'Nat West internet Banking' . The BACS

Ref. field has also been lengthened.

e  Throughout the package, 'Doctors' have been renamed to 'Partners' in recognition of the growing

number of practices who have non-medical partners. This does not affect the function of the original
'‘Doctors' codes in any way, it is simply a renaming exercise.



What's New

ﬁ]l Screen to alter list of Partners, E@m

In%y parts of the package it is useful to have a list of all of the partners in the practice.
e.g. Cazhbook items are often attributed to a particular partner.

Partner Hame Open Exeter Hame

4DrAdam Alexander  DRRRATNAVEL | [
DOr B Burrows DR. BR BEAUMOMNT
Or Charles Craig DR M JEFFCOTE
DOr Derek Dalganrnos DR RVINEY

Dr Edith Evesham DR. 1AM BLOOR

Add a Partner B Change a Partner i Print lizt of tems &) F1: Help

¢/ Hide Partner. ] Show Hidden Partners i F2: Close

e = e

— —
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Welcome

Welcome! What is IRIS GP Accounts? E lz'

IRIS GP Accounts for Windows

Welcome to IRIS GP Accounts. This is a computerised cashbook package which allows the GP or Practice
Manager to keep track of practice finances, similar to the popular Intuit Quicken and Microsoft Money programs.

Accounts for General Practice

Where this package differs is that it has been specifically developed to work in the environment of UK General
practice, coping with the various complexities of the GMS contracts, PMS contracts, VAT and Dispensing
requirements. It has been developed by 2 working GPs and draws upon our nearly 20 years of experience in this
field with the feedback and suggestions of numerous Practice managers, GPs and Accountants.

Our philosophy has always been to keep the package as a simple as possible whilst meeting our practices real
needs in preparing and managing the practice accounts. We are conscious that the additional consumers of this
package are the practice accountants and we have always tried to make sure that the operation and output of the
program helps rather than hindering in their preparation of the full accounts. The support we have received from
CAs has been most heartening and a number of developments are planned which should further enhance
communication between the practice and the CA .

Why not 'Full Accounts' ?

We are sometimes asked why our package does not do 'Full accounts'. We have looked at this a number of
times in the past and discussed the idea with practice and accountancy clients. The consensus to date has been
that although some practices could manage a full accounting package, for many it would prove too complex and
confusing, resulting in muddled accounts which may actually cost more to put in order! Nevertheless we are
continually adding facilities to the package which help prepare the accounts to a higher level in the practice,
reducing the time (and cost) at the CA's office.

Monitoring and preparing the practice accounts is a laborious task. We hope that this package will relieve a great
deal of this effort whilst providing more information for the practice to use when planning future finances.
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Starting the package for the first time El lIl

When you start IRIS GP Accounts for the first time (or if you have removed all data from the package) you will be
presented with the following screen:

To setup a new GP Accounts package.

Welcome
It would appear that vou are using this package for the first time.

This "Setup Helper' will take yvou through a series of simple steps to let vou set up yvour new
package correcthy.

Select the first option below | am uzing the package for the first time .." if vou have never used
the package as this will zave some time.

Press the Next Button to Continue or Quit to leave the package....

i@ | am using the package for the first time

(7) Restore data from a Backup dizc or other location

(7 Reset the package data ‘Home Path’

X Cancel [.] Previous ﬂ F2 :Next ¥ F1: Help s i

New Users

If you are a completely new user (or have simply started from scratch) choose 'l have not used IRIS GP
Accounts ...." You will then be taken into the New Account Helper which will take you through the steps needed
to set up a new account.

Alter the Practice Data path

Choose this option if you know that your practice data is stored on another computer e.g. the practice server.

Restoring an IRIS GP Accounts backup

If you have a copy of an IRIS GP Accounts Backup disc (perhaps you have moved the package to a new
computer or are also using the package at home), choose 'Restore data ...". This will restore the data found on
the backup disc(s).
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The 1-month Trial package El lIl

If you are using the 1-month Trial package, the only limitation imposed is that you can only enter 4 months worth
of Cashbook data and you reports will be labelled with 'IRIS GP Accounts Trial package' rather than the Practice
name. In all other respects the package will function entirely normally.

To upgrade to the Full unlocked package please Contact IRIS Healthcare Solutions. On receipt of payment you
will receive an Authorisation Code which will allow continued use of the software.

Any data you have already entered will remain intact.
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Contact IRIS Healthcare Solutions E Iz'
HEALTHCARE SOLUTIONS

Contact Details

E-mail: gpaccsupport@iris.co.uk
Fax: 0844 815 5592
Support line: Mon-Fri 9am-5pm 0844 815 5681

IRIS Healthcare Solutions Web site for general information, tips and bug lists, latest upgrade information and
downloads

www.iris.co.uk/healthcare
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Welcome

Email Facilities El lIl

IRIS GP Accounts has been designed to allow you send emails including error reports or practice backups
seamlessly and directly to for support purposes or to your accountant.

fﬁ To send an Email message e e
Meszage Tvpe: ) Backup - 'ﬁ. Email Setup
Send mailte:  CJohnThow@Thowca,co.uk -

S MyEndeYearmckup{

Comments:  How to restore the attached backup: Insert Text to Comments
The following instructions apply to Microsoft Outlook. If you [:'EI Restore inetructions
hawve a different email program, the exact instructions may b
differ slighthy.

Open the email message containing the backup.

1. Right-click on the File attachment (whose name will start

Afttach Practice Backup Attach Error Log
¥} F1:Help
Other Attachments
GP Accounts 31-07-2007 2202 Quick Report from
e 7 Add Attachment ¥ Cancel
EI Delete Attachme 1 Send Email : <FZ>
Message Type
Selecting the Message Type is just a quick way of activating some of the attachment / subject line options
Send Mail to:

This box allows you to select from a list of standard email destinations or you can type any valid email address
into the box.

Subject /| Comment fields
The Subject field will be automatically filled with your practice details.

You may add any comments you like (polite ones only please!). Even if you are sending an error log, it is very
helpful to know the circumstances in which the error occurred.

Insert Text to Comments - Restore instructions

This button, inserts text explaining how to restore the backup into the comments box. This can be helpful if you
are sending the backup to your accountant.

Attach Practice Backup

If this button is selected, a backup will be taken automatically and attached to the email before it is sent. An error
log is included in the practice backup.

Attach Error log

If this button is selected, a copy of the Error log will be included as an attachment. This is very helpful for us in
debugging problems but please also include a description of the circumstances when the problem occurred in
the Comments field.

61



IRIS GP Accounts

Add / Delete Attachment

These buttons allow you to add or delete another file as an email attachment.

Email setup

If your practice now uses NHS web-based email (your email address will end with @nhs.net) , the internal IRIS
GP Accounts email must be setup to work with this. Press this button to supply your NHS mail email name and
password.

Send Email

Press the Send Email button or <F2> to actually send the email. If you have a dial-up internet connection, your
email may not be sent until you are next connected to the internet.
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[d [

IRIS GP Accounts is designed to allow you send emails including error reports or practice backups seamlessly
and directly to for support purposes or to your accountant.

In many cases you will not have to make any adjustments to Email setup which by default uses your internal
Windows settings. Unfortunately, with the advent of the new web-based NHSMail, you may find that the standard
Windows setting has not been configured correctly.

The Email Setup screen allows you to setup the package to email correctly in these circumstances.

It is reached from Setup - To alter Other Settings - Paylink, CA, Printer, Email settings:

Email Setup

GP Payroll link || Accountant details | Printer settings | Email settings |

Thiz page allows=s you configure the accounts package to =end emailz automatically.
Use the Default Windows email client’ setting if you are not working within NHSNet or you do not yet
hawe the new web-bazsed NHSMail.

Email settings

) Use Defautt Windows Email (%) Use NHS Mail:

WHSmail Email address  someone@nhs.net

NHSmail Email Password ™™

Ee st

Confirm Password

) F1: Help i F2: Close

Default Windows Mail Client
This is the standard setting, if you are still using MS Outlook, MS Qutlook Express or Lotus Notes for your
general emails, or you are using the package without NHSNet e.g. from home.

Web-based NHSMail settings
This is the setting to use if you are now using web-based NHS Mail (Your email address will end with @nhs.net).
In this case you will have to enter some other settings:

e NHSMail Login Name
This is the login name that you use when accessing NHS Mail (usually the same as your email address).

e NHSMail Password
This is the password you use to access your NHS Mail
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Setup Facilities

[ [

The Setup screen acts as the start menu to select a number of options that allow to configure your accounts

package.
Access the Setup facilities by selecting Setup from the main menu.
ﬁ} Setup options menu. Q ||

Setup Options Menu

To alter Accounts
To alter Accounts Groups

To alter list of Partners

To alter Journal Codes L
To alter Journal Layouts h il
To alter Vat zettings

To alter NHS Ledger Codes

To alter NHS Ledger templates

To alter HHS Open Exeter mappings

d@ o alter Accounts/Groups! Security Z To alter Memorised Lists

To alter Security settings To alter Default Text

E To alter Codes To alter Memorised items
To alter Cashbook codes @ To alter Other Settings
To alter Tag codes To alter Fee Tracking Setup

To alter Direct Debits/Credits
To alter Ref Humbers

To Alter Purchases Setup
Paylink, CA, Printer, Email settings
To alter Backup settings

\-_;\J Exit to Cashbook screen <F2>
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Accounts

Accounts E E

Accounts are the fundamental building block of IRIS GP Accounts. The package must always have at least one
account. The first account is usually the 'Main' practice account and represents the main bank account. You may
set up as many Accounts as you wish.

Each account will normally apply to a specific bank account, savings account or petty cash record. An account
may also be used to record partner's tax expense items e.g. motoring, subscriptions and insurance expenses or
for a separate business or charitable activity but accounts that do not refer to the core practice business should
normally be in a separate Accounts Group - see Accounts Groups.

When you start the package for the first time you will be asked to establish an account. After this if you wish to
add or alter an account simple select Setup - To alter Accounts from the main menu. You may only gain access
to this part of the program if you are logged in as 'admin’ or if you know the Admin Password. This is to prevent
the accidental alteration of accounts setup information. see Passwords and Security options for more information.

&'} Screen to alter Accounts settings. R A— 1 I&‘Elﬂ

Accounts for Accounts Group :  Main Accounts Group - {h Admin Password

Name Start Date  End Date Current Date Vat Account Type

| »

. N 01/04006 3110307 10/04/06 __Ptl. Exemption
petty cash 01/04/06 3103107 10104106 Fil. Exemption

m

@ Add an account Eﬁ Add Puchases only fg Delete an account & F1: Help

@ Change an account @ Add Fees only .\'__j Zero an Account @J Move Accounts @ FZ: Close

e You may add any number of Accounts.
e You can add a single Fees only account which gives access only to the Fees reqister

e If you mark an account as Fees only, anyone using this account is only given access to the Fees
Tracking part of the package. This can be useful if you wish to restrict certain staff members to Fee-
tracking data recording without letting them view other aspects of the Accounts. A Fees only account
does not need any further setup, other than a Name and password.

e You can add a single Purchases only account which gives access only to the Purchases register

e If you delete an Account, it's contents are permanently lost and cannot be recovered unless you have a
backup.

e If you choose to Zero an account you will be allowed to choose which elements of the account are to be
zeroed.

e You may move one or more Accounts to a new empty Group. Accounts cannot be moved to an existing
Accounts Group remember that after you have moved the selected accounts you cannot move them
back into their original Accounts Group.
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e The Admin password option allows you to change the Admin password.
e Add Fees only

See also:
To Add or change an account

Accounts Groups
Choose an Account
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Adding or Changing an Account E m

The New Account Helper

If you add a new account from the 'Alter Accounts Screen' or 'New System Helper' you will be presented with the
New Account Helper. This will take you through a series of steps which assist you in setting up a new Account.

The steps are:

ook wN

7.

Give the new account a name and password.
Decide if this is to be a Fees only account - if so no more steps are required.

Choose the VAT settings required.

Define the Start and End dates of the current accounting period
Define the 4 month trial period start date (Trial users only)
Enter the Opening Balance

Add or check the list of partners in the practice

Choose the set of Main and sub-codes to be used

The new account is now ready to use. You may also want to setup Direct Debits and Credits manually before
starting to use the account.

Changing an Existing Account
An account's settings may be altered from the Setup - To Alter Accounts screen.

@ Screen to change an exasting Account. b |

Account ID
P *lMain Practice AccountiRd |

1001

Password : j996kbv

Start of Accounts Period :  01/04/2006 i‘ﬂ
End of Accounts Period:  31/03/2007 iﬁ
Opening Balance : £ 492291.27 | @

at Faciities - VAT On - Partial Exemption - @ F1: Help

c el

lgnare Reconciiation | | 25 o
o+ F2: 0K
'

Account ID
The Account ID is an internal number used by IRIS GP Accounts. You will not normally need to use it.

Account Name

Enter the name of this account. Although the package will accept duplicate names you should try to avoid this as
it can cause confusion.

Password
Enter a password for this account. You will only need to use this password if you are not using User Logins

security.

Capitals are ignored when the password is checked i.e. 'PASS' is equivalent to 'pass’.

Start of Period
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This the Start date of your accounting period or ‘accounts year'. Any date may be entered but be careful if you
are making changes to an existing account.

End of Period
This the End date of your accounting period or 'accounts year'.
e The date must not be before the Start date and may not be later than 18 months after the Start date.
e i.e. The accounting period may be set between 1 day and 18 months.

e  Most accounting periods are 12 months but you may occasionally be advised to run a short or long
accounts 'year' by your accountant.

Opening Balance

This the Opening Balance of your account. If you are not sure your accountant may be able to advise. You can
put any number in initially and adjust it later.

VAT facilities

Some practices, notably Dispensing practices will find the VAT facilities invaluable. you may set each account as
being VAT active or not. If you are a Dispensing practice you should choose the VAT On- Partial Exemption
option.

See VAT and Dispensing facilities for more details.

Ignore Reconciliation

When you perform End-of-Year procedures the package will check the account for unreconciled items and will
make suggestions on dealing with them. This is unimportant for accounts e.g. Petty cash or personal expenses
accounts where items need not be reconciled. If this field is ticked the End-of-Year procedures will ignore
unreconciled items.
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Choose an Account E m

This screen allows you to choose an account with which to work. Accounts Groups and their accounts and
arranged in a tree-like fashion. The access rights for each account are displayed for the currently logged in user.

Highlight the account to use then press the F2:0K button.
i Screen to choose an account - Active Accounts only @ |t o]

GP Accounts 2008 Version : 7.0.1.1

This package has more than one account available.
“ou may select the particular account vou wish to open from this screen.
Archive Groups (if vizible) are dizplayved in green.
Active Accounts only Start Date End Date Current Access
= m Maclean McNicoll Software [1001]
E- EI Main Accounts Group

petty cash 01104106 03T 10:04:06 Full access

Show Archive Groups : |:| E Hide Practice details X Cancel 4 F2: 0K

Show Archive Groups

If you have marked any older groups as 'Archive groups', these will only be listed if you tick the Show Archive
Groups box. This to try and prevent users inadvertently going into out of date accounts in error.

See also
Accounts
Accounts Groups
Archive Groups
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Zero an Account E m

Selecting the option to Zero an account presents you with a screen which allows you to select which pieces of
information in the account are to be removed. This can be helpful if you simply want to redo an account without
removing all of the codes and Sub-codes, NHS ledger data or Archived data.

Screen to choose Account zercing opticns. wJ

'ou have selected the option to zero an account. This will remove current data for this
account. Some of the zeroing is automatic but vou may choose to keep some aspects of the
account e.g. any existing codes .

Several aspects of the account will be zeroed automaticalhy -

All cashbook entries for the current vear wil be removed.

All balances will be reset to zero.

Which other aspects of the account to do vou wish to zero 7

To zero archived Cashbook items from previous years €) F1: Help
To zero any Main and Sub codes that are specific to this account |:| X Cancel
To zero all Direct Debits / Standing orders and other templates % o F2; 0K
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The Cashbook

The Cashbook Ledger E m

The Cashbook ledger is the main focus of most of the work you will do with the accounts package. We have tried
to make as much of the package as possible readily accessible from the Cashbook ledger screen. Although at
first view it can look rather confusing, you will quickly pick up the basic procedures.

You may want to look up the help pages on Adding or Changing a Cashbook item, Multiple lodgements and The
NHS ledger to familiarise yourself with these topics first.

Adding, Changing and Deleting Cashbook items

The buttons near the bottom of the screen let you do most of the adding and editing of Cashbook items and
linked NHS ledger items. Their function is fairly obvious from their description.

Jﬁ Add an tem i ‘E" Add a Lodgement i tl’ Add an MHS entry [A] NH3 Wiew [F7] %2 F1: Help
g Change an kem Va Delete an tem = Quick Report [F12] EE Reconciliation View [F8] m F2: Close
Opening Balance: _492291.27 Closing Balance: _996396.75 Mini-cale: 0.00

Changing the visible Cashbook period and lodgement details
You can change the period covered by the Cashbook ledger screen by choosing the Select Period <F9> button.

Iz Sd'sgt Period [F8] ~ | April 2006

Single Maonth it
Whole Cashbook

Current Year only

Current Accounts year

Previous Accounts year  F

T wowollZ
The Whole Cashbook option displays all the items in the Cashbook including those having dates in the
extra months allowed after the end of the Accounting period.

The Current Year only restricts the visible items to those that fall within the Accounting period.

The Single month option shows only items for the month specified.

Current Accounts year show data for this accounting period.

Previous Accounts year shows data for the previous accounting period. This is normally read-only.

You can move from month to month by selecting from the adjacent month list or use the hot keys:

<n> takes you to the next month
<p> takes you to the previous month
<m> takes you to the month list for selection

Click on the Show Lodge Details <F6> checkbox to switch between showing lodgements as bracketed detailed
items or as a single entry marker for the lodgement (often easier for reconciliation).

Changing the Cashbook View
The package lets you view the data in the Cashbook in a variety of ways. These are found from the Cashbook
View button which drops down a menu with various options . The simplest options are Income/Expenditure,
Income only and Expenditure only. These can be selected from the Cashbook View button/menu or pressing
<F5> cycles the View between Income/Expenditure, Income only and Expenditure only.

72



/1 cashbook View - [[3] Select Period [F9] -

View 'l."u'hl?ﬂ% Account

Income - Expenditure
Income anly
Expenditure only
MHS items anly

Recondliation View

Transfers only

Motes only

Set Filters...
Clear Filters

Sort by Date
Sort by Ref Mumber
Sort By Text
Sort by Main code
Sort by Sub Code
Sort by Amount

Sort Ascending

Sort Descending

Shift+F5
F3

F7
Fa

Ctrl+F5

Incon

Payrm:
Liverp
| Colle
- 100
- 100
Faym
ble loc
prum -
ma Ra
r-dru
r-dru
h Gas
d Rew

For a more detailed discussion of other options see Cashbook views.

Cashbook Balances

£
i

Introductory Topics

Normally 2 rows of balances are visible. The bottom row shows the Overall Account Opening and Closing

balances. It is not affected by the current Cashbook View.

The Balance row immediately below the Grid shows the Income, Expenditure and Balance totals for the Current
Cashbook View e.g. If you have an income only view the Expenditure total will always be 0.00.

The Balances rows can be hidden if you need more screen space - select Cashbook - Hide Balances display

from the main menu or press <Ctrl+Shift+F11>.

See Also
Cashbook Reconciliation
Automatic Transfers
The Balances Screen
Cashbook Filters

Moving items in and out of Multiple Lodgements
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Adding or Changing a Cashbook item E m

This is the screen you will use to enter Cashbook items - Income, Expenditure and Transfers. You can use the
mouse to move around the screen but it is often quicker and easier to use the keyboard if you learn a few short
cut keys -see Navigating Data entry screens.

@ Screen to change an existing Cashbook Item. m
Cashbook ID
Date  04/04/2006 & Expendure item 5304
Reference: DD - (PrevRef:) Nut&s| [ | Tags.l B eBank
Text: Royal College of GPs (=] <Fe=[]
Gross Amount ;£ 1!}!}.25 3’)3 Reconciled : [v]
Main Code ©  Partner's Subscrip. -
Sub Code: Dr Adam Alexander -

Memarize

Partner:  Dr Adam Alexander

V|

'TE Whole item

Wat
Vat Rate : X : Exempt -~ vatAmt: £ 0.00 &3 @ F1:Help
Ptl. Exemption : Non Taxable - Net Amt: £ 100.25 2 Cancel
 F2: 0K

The VAT and Dispensing related fields will not appear unless the active account is 'VAT Active'.
The Cashbook item must have a Date, Text and Main code or you will be alerted and it cannot be saved.

Cashbook ID

This is the unique number used internally by the package to identify a Cashbook item. You cannot modify this
number/

Date
Any date within the current 'Whole Cashbook' period can be selected i.e. the current accounting period + 6
months. The date chosen should normally be the date that the payment was received or made. See Entering a
Date for a more detailed explanation.

Reference

The reference field should hold a cheque number or other identifier such as BACS/DD. The drop down list
presents commonly used items, as well as current, previous and next cheque numbers. You can add your own
items to this list Via Setup->Memorised References or add the current Reference to the list via the Memorise -
Reference button below.

Text

You may type in any text or select from the drop down list of memorised text and items - see Entering Cashbook
Text for a more detailed explanation.

<F6> Checkbox

By default, automatic text matching is enabled for the Cashbook Text box. As you type in letters, the package will
try to find the nearest matching item on the list of default text or memorised items. While normally this is a helpful
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time-saver, in some circumstances, it can make it difficult to type in particular strings of text. Click on the <F6>
option or press the <F6> key to disable the automatic text searching.

Gross Amount

The Amount of the cashbook item, including any VAT. Any figure , including negative amounts may be entered,
or you can enter calculations e.g. "23+45=". Press the button to drop down a calculator. If you have VAT
switched on, the package will attempt to recalculate the Net and VAT amounts, based on the currently selected
VAT Rate. The 'Star' button simply back-calculates the Net amount from a Gross amount, assuming a Standard
VAT rate.

Reconciled

Tick this box if the item is reconciled against the bank statement. You should not normally reconcile or
unreconcile an item here but via Reconciliation View.

Main Code

Choose a Main Code from the list provided. See Main codes and Sub codes for more information. If you need to
add a new Main code, simply type in the text of the new code. The package will detect that this is a new code and
will allow you to set this up.

sub-code

Choose a sub-code from the list provided. See Main codes and Sub codes for more information. If you need to
add a new sub-code, simply type in the text of the new code. The package will detect that this is a new code and
will allow you to set this up.

Partner

If you wish to associate this item with a particular partner, choose the partner from the list provided. See Partner
Codes for more information. If you need to add a new Partner, simply type in the text of the new partner's name.
The package will detect that this is a new name and will allow you to set this up correctly.

If a partner is already selected and you wish to remove the association, simply delete the partner's name.

Personal
In some circumstances, you may wish to label an item as being personal to a particular partner

Tags panel
You may select one of more Tag codes for this account - see Tag Codes for more information

eBank panel
The eBank panel shows details for any matching eBank item.

Notes panel

The Notes panel allows you to enter further notes about this Cashbook item. Any test you enter here will be
searchable by the Cashbook Text Filter

Memorise Text
This will add the current Text to the list of Memorised Text items

Memorise Ref Number
This will add the current Reference number to the list of Memorised Reference items

Memorise Whole ltem
This will add the Cashbook item to the list of Memorised ltems - see Memorised Items.

VAT Rate

This field only appears if VAT is active for the active account. It must be completed or you will not be allowed to
save the Cashbook item. The drop-down list will display a list of available VAT rates. When a VAT rate is
selected the Net and VAT amounts will be calculated from the Gross Amount unless 'Mixed' is selected when the
amounts must be entered manually.

Linked NHS items are always given a 'Mixed' VAT rate even if the individual NHS ledger entries are all Exempt
or Zero-rated. See VAT facilities for more details.

Partial Exemption

This box will only appear if you have Partial Exemption switched on for this account. The Partial Exemption
category must be selected so that the package can make the correct calculations when preparing the VAT Return
reports. See VAT facilities for more details.

Net Amount
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The VAT Amount field only appears if VAT is active for the active account and stores the amount Net of VAT. Any
figure from -999999.99 to +999999.99 may be entered. All figures will be rounded to 2 decimal places.

You may use to pop-up calculator to perform simple calculations which will be placed in the Net amount field.

The Net Amount is usually calculated automatically from the Gross Amount or VAT Amount when the VAT rate is
selected. If you enter a specific Net amount, the Gross and VAT amounts will be calculated from the current VAT
Rate.

See VAT facilities for more details.

VAT Amount

The VAT Amount field only appears if VAT is active for the active account and stores the VAT amount on this
Cashbook item. Any figure from -999999.99 to +999999.99 may be entered. All figures will be rounded to 2
decimal places.

You may use to pop-up calculator to perform simple calculations which will be placed in the VAT amount field.

The VAT Amount is usually calculated automatically from the Gross Amount or Net Amount when the VAT rate is
selected. If you enter a specific VAT amount, the VAT rate will be set as 'Mixed' and you will have to manually
enter the Gross and Net Amounts. See VAT facilities for more details.
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Navigating Data entry screens E m

Whilst using the mouse to navigate is useful for beginners you will usually find it easier to move about data entry
screens if you learn a few simple key shortcuts. These will apply in most of the data entry screens in the
package.

Using keys to navigate a data entry screen

To move between the different data entry boxes or 'fields' you can either press <TAB> (the Windows standard)
or the <RETURN> key. <Shift-TAB> takes you back to the previous field.

Windows-style Navigation

If you prefer you can set the package to use the <RETURN> key in the standard Windows fashion - which is to
close the data-entry screen i.e. it acts like <F2>.

Some users find this easier as the other packages they are using work this way. The <F2> key still closes the
screen.

Set Windows-style Navigation via Main menu - Cashbook - Grid Settings - Other Grid Settings. -see Altering
Cashbook Display.

Accelerator Keys

You can move to specific fields by pressing the Alt key and the underlined letter in the field's description. The
underlined letter is not always the first letter.

e.g. for Main code, pressing Alt-M moves you to the Main code field or for Doctor, pressing Alt-O moves you to
the Doctor field.

Saving Changes

of F2Z 0K

When you have finished entering all of the details for this field, press <F2> or the F2:OK button to save the item.
It will not be permanently recorded until you do so. If any of the data in the entry boxes is incorrect you will be
alerted and will have make to corrections before the item can be saved.

Pressing <Shift- F2> is a quick way to Save an item then immediately Add a similar item

Cancelling Changes

If you wish to cancel this item press the <ESC> key or the Cancel button. If you have made any changes to the
item you will be asked to confirm that you really want to lose these changes.

Context-sensitive Help

¥4 F1: Help |

Pressing the <F1> key or the F1:Help button will bring up Help information appropriate to the data entry screen
on display.

Special Data entry fields
Entering a Date
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Cashbook Copy, Move, Delete and Totalling facilities

4 Cashbook View ~ |[[3] Select Period [F5] ~

Income/Expenditure for Whole Cashbook, Sorted by Date

Text N

§ & oae . Ret.
o 09/04/06 BACS DWW - 1000605004
© oamame  BACS DWP - 1000684523

10/04/06 2
1U,ﬂ]4,ﬂ]8 13

a(Filter

GP Farnum - training
Pharma Rapport - training disp

10,!04,#1]5 Ffizer - dr Add an Income ftem 14

10/04/06 DD British Gg
101818 Rix Charg

11/04/06 DD MHS Pen
12/04/06 101818 sundry fe
12/04/06 101618 sundry fe

Whaole Cashbook: Income: 70
& Addantem ~ T5* Add a Lodge
LA’ Change an kem ﬁ Delete an Ie

B Add an Expenditure item
Add an NHS entry

M Add an Income Lodgement

]
Gr. ncome  Gr. Expend Gr. Ampunt  Vat Amount -
3240 3290 0.00 Zero-
3290 3240 0.00 Zero-
108.00 -108.00 -16.08 Std. 1
199.75 -199.75 0.00 Std. 1
894.61
54614 81.34 Std.1
386.88 -386.88  57.62 Std. 1
0.00 Exerr

B Add an Expenditure Lodgement

Bookmark Selected ltems
Change an ftemn

Delete item (s)

Copy items(s)

Mowe temsis)

Del
Ctrl+C

Ctrl+X

Reconciliation View [FE]

6117.97 511797

17.62

14 99314

] Balance: 547627.08
NHS View [F7]

[ [

It is now possible to select a number of items from the main Cashbook screen and perform Copy, Move, Delete
or Totalling operations on all of the items selected.

The standard Windows method of selecting multiple items is available i.e. Hold down the Control (Ctrl) key and
click to select multiple items or hold down the Shift key and click to select a range of items.

April 2006 = | | Show Lodge Details [FB] . || || Quick fiter:

0.00 Exerr
262 Std. 1
0.00 Exerr

€ F1: Help

[ F2: Close

L B B B L B B ]

“

These options are accessed via the main Cashbook menu or by right-click on the Cashbook grid. Selected items
are highlighted and have a dot in the first column.

You will be warned if a move or delete will cause a change to the Reconciled Balance.

Copy items
The items selected will be copied to a new specified date. ltems within lodgements and whole lodgements may
be copied to any date within the current accounting period. NHS items cannot be copied but Direct Debit and
Memorised items can be copied via their Setup screens. The Months to Pay and Months Paid for Direct Debits
are not copied over.

Move items

The items selected will be moved to a new specified date. Items within lodgements and whole lodgements may
be moved to any date within the current accounting period. NHS items cannot be moved.
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Screen to Move selected Cashbook items to a different d... ﬁ

Select the date to which you wish to mowve or copy the selected items.

Please note that atthough NHS Ledger items can be moved to a different
date, they cannot be copied to a different date.

Move the selected items to :  [ELLIEIPICIT I
i &) F1: Help X Cancel " F2: 0K

Delete Items

The items selected will be deleted. Items within lodgements but whole lodgements cannot be deleted this way.
Direct Debits and Memorised can be multiply deleted.

You are about to delete 5 itemi(s)

3

i You have selected 5 item(s).

If you continue these iterns will all be PERMAMNENTLY
Deleted from the Cashbook

You are atternpting to delete a Cashbook item which has
previously been reconciled

Although this may be entirely correct, deleting previously reconciled
iterns is a commeon cause of subsequent reconciliation balance
problems.

Any links to an eBank statement itern will also be lost,

Do you wish to continue?

Total Items
The amounts for the items selected are totalled up and displayed in the Cashbook mini-calculator.
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= (IR ] H& Lnarges (R 11 LRI
£
B
6 (1071818 sundry fees 993.14
12/04/06 7118 E Winter (Flumber) 141.00 -141.00 -21.00!
17/04/06  BACS AR Mo Total calostated.. . s o 6391
170406 DD 4426 !
23311
. The selected items total of -4716.96 has been copied to the =
19/04/06 7118 -21.00!
19/04/06 7119 -39.48 !
el
Whole Cashbook: E‘:
& Addaniem - F
| Chanoe an kem s’ Dedete an tem _. Quick Regort TF121 8= Reconciiation View [FE1 e
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The NHS Ledger E E

One of the more complex challenges in recording IRIS GP Accounts information is that of the regular GMS 'Red
book' or New GMS contract payments. These are presented as a large number of items e.g. Capitation fees,
Temp Resident fees which can cover 'debits' e.g. Superannuation as well as income. Some of the items are
allocated to individual doctors e.g. PGEA or Superannuation.

IRIS GP Accounts has a purpose designed 'NHS Ledger' which makes it easy to enter this complex information
as quickly as possible.

The NHS ledger is reached from the Cashbook Ledger screen by selecting NHS items only from the Cashbook
View button, by pressing <F7> or by pressing the NHS only view button.

Switch off the NHS Ledger View by pressing <F7> again or by pressing the Off button beside the NHS Balances.

i -
i @ GP Accounilgtc.f-\. [1001:0001] : Maclean McNicoll Software Ma\in Acgoupt; G(OL:E: Main Practice Account : Apr 2006 - Ma... IEIM
| File Accounts Cashbook Feesregister Purchasesregister Reports Endof'Year Setup CA Options  Help
,G Cashbook View - @ Select Period [F9] - | April 2006 ~ |  Show Lodge Details [F6]: [| | Quick fitter:
4
HHS 'rtems for Current Yea T, Sorted h\r Da te
E % @ Date . Gr.Income Gr. Debits ~ MHS Balance Cashbook Balance Vat, =
=]
R 03/04/06 |BA I'IHS Payment - i)mgs . 57821.26| 90282.92 90282.92 .| |
i @ 27/04/06 BACS NHS Payment - | 187182.88 15320.18 171862.70 171862.70
EN
T 28/04/06 BACS MHS Payment - Motional rent P 1 5279.16 5279.16 5279.16
%, 02/05/06 BACS NHS Payment - Drugs | 147927.65 64685.99 83241.66 83241.66
25/05/06 BACS NHS Payment - Motional Rent 1 5549.18 5549.18 5549.18
01/06/06 BACS NHS Payment - Drugs | 149492.35 67676.14 81816.21 81816.21
30/06/06 BACS NHS Payment - GMS | 80860.609 15320.18 65540.51 65540.51 EI
30/06/06 BACS NHS Payment - Seniority + Chil 1 12705.50 12705.50 12705.50
30/06/06 BACS NHS Payment - Motional rent H/f 1 5279.16 5279.16 5279.16 i
1 ™ r
NHS View: Exit Current Year: MHS Total: 521557.00 Cashbook: 521557.00
d
Current Year: Income: 521557.00 Expenditure: 0.00 Balance: 521557.00
k
[ Egﬂﬂalinkaﬂ MNHS Entry hﬁ Add unlinked NHS Entry & F1: Help
3 @’ Change an kem Ta' Delete an tem = Quick Report [F12] m F2: Close
i
{ Opening Balance: A92201.27 Closing Balance: _006396.75 Mini-calc: 0.00 @8
e Y T %

The screen then restricts its display to NHS Ledger items. The package allows you to enter 2 types of NHS
ledger item.

You can press <F6> to show the breakdown of each entry. You may also adjust the period shown as for the
Cashbook ledger.

For more information on entering NHS data see - Adding or Changing an NHS Ledger entry.

Linked Entries
This is the usual method - after completing the NHS item, the package will create a linking income entry in the
main Cashbook ledger the for the same amount. You may access this entry directly from the Cashbook ledger by
selecting 'Change an item' and indeed you can add linked NHS items directly from the Cashbook ledger. This is
the preferred method of entering NHS data.

Unlinked Entries

Unlinked entries are largely a historical feature which have been superseded by Linked entries. They are created
in the same way but do not have an automatic linking entry in the Cashbook. You will have to create your own
entry in the Cashbook to account for this NHS data. Unlinked NHS entries do not appear in the Cashbook ledger
and can only be accessed by viewing the NHS ledger.

See also
Importing GMS payment details from the Open Exeter system
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Adding or Changing an NHS Ledger Entry E E

This screen has been carefully designed to simplify and speed up the tedious job of entering NHS statement
details. If you have access to the Open Exeter system you will find the ability to import payment statements
particularly helpful.

New GMS Contract
The NHS Codes and Templates have been updated to cope with New GMS contract and PMS payments.

Speeding up Data entry
Speeding up data entry is to setup and use templates which reflect the appearance of the printed statements you
receive - see NHS Templates. You may set up as many templates as you wish. If there are a large number of
items on the screen it can be difficult to find a particular NHS item (or the item may be missing from the template
you are using) - find the item you want from the Current NHS item list (these are always arranged
alphabetically). If the item is not on the current template it will be added to the end of the template.
If you go back to change an existing NHS entry, the package will have automatically hidden any empty items i.e.
those with zero amounts. This should make it easier to read and alter. If you wish to see all of the items on the
template untick the Hide empty items checkbox.

Doctor splits

If you need to split an item by doctor press <F3> or the Split item by doctor button. You will see the list of
doctors appearing. If a particular item is always split e.g. PGEA you can setup the template so that the split
always appears.

Click on Different parts of the screen for more detailed information:

r = _'I_h-! -
(4 To Add a new Linked NHS payment for 3rd Apr 2006, BN
e,
Lyt
NHS Template: = Standard New GMS E] @ PPA Drug Statement
Current NHS tem : Global Sum - o‘“' Eind ] Hide Empty items
‘ B NHS Income items | B NHS Debit tems |
NHS Income items Amount. Doctor Total Vat -
Globalsum =il _Im- b
Seniority [P] 0.00 —Shared ®
Seniority [P] 0.00 | |Dr Adam Alexander X
Seniority [P] 0.00/ | Dr B Burrows X
Seniority [P] 0.00| | Dr Charles Craig X
Seniority [P] 0.00 | Dr Derek Dalganrno X
Seniority [P] 0.00| L Dr Edith Evesham - X
MPIG Correction Factor [P] 0.00 0.00 X
Aspiration payment [P] 0.00 n.000 X
Contract adjustments [P] 0.00 0.00 X
Cost Rents Payment 0.00 0.000 M
Nursing Homes (Enh) 0.00 .00 X
TUD Services (Enh) 0.00 noo X
Date : 03 April 06 @ Income 0.00 Debits: 0.00 MHS Total : 0.00
|§] Split tem by doctor  <F3= [;5 Open Exeter Import % PMS Contract Adjust ¥ F1:Help
| Remove doctor splt =<F3= @' Open Exeter file léf_’;-:— einto a Template Xﬂancel w F2: 0K

See also
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The Open Exeter system

PMS Contract Adjustments

NHS Templates

NHS Ledger codes

Adding or changing a Cashbook item
Doctors' Details

Introductory Topics
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PMS Contract Adjustments E m

The standard PMS payment statement (both paper and Open Exeter) does not appear to hold all the detail of the
Contract payment amount correctly.

The Contract amount listed refers only to the original Contract value and may not include recent adjustments.
The overall payment amount on the statement is, however, correct, and if importing from Open Exeter, the
Accounts package will use this to create a Contract Adjustment entry so that the individual entry totals match
the overall payment total.

If you are entering a PMS statement manually, you can get the package to calculate the Contract Adjustment -
the difference between the Net Payment noted on the PMS statement and the NHS Total at the bottom of the
NHS data entry screen:

Press the PMS Contract Adjust button on the NHS entry screen:

hdjustment }

Thiz screen allows you to calculate and enter a PMS contract adjustment
from the PMS statement Net Payment total less the value of the PMS items:
entered so far.

Pleaze make sure you do not attempt to calculate this figure until you are
sure that all of the other PMS items on the statement have been entered

correctly.
Enter "Nett Payment (afier  [re T :
Superannuation) - m E
Less current PMS entry total 68847.36
% Recaclulate Contract Adjustment ; 30157.98
4 F1: Help X Cancel 4 F2: 0K

If you enter the Net payment Total (after Superannuation) noted on your statement, the package will calculate
and add a Contract Adjustment item to the PMS entry so that the overall total matches the amount paid in to your
bank.
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Multiple lodgements and payments E m

It is common practice to pay-in a number of cheques to the bank under a single pay-in slip. Only a single entry for
the total entered will appear on your bank statement. If these items were recorded in the accounts as individual
entries it would be very difficult to match them to the bank statement when performing Reconciliation.

The Multiple lodgements and payments facility allows you to bracket a series of items together so that their total
is always readily visible, particularly helpful when reconciling the cashbook.

The Show Lodge Details button or <F6> key let you view the lodgements as a single total or as a split series of
bracketed items.

Multiple Payments (Expenditure items) are more unusual but may be used for unusual NHS payments or for
mixed payments such as the Tax /NI payments to the Inland revenue.

See Adding or changing a Multiple lodgement or payment for more information.
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Adding or Changing a Multiple Lodgement or Payment E m
The process of adding or changing a multiple lodgement or payment is straightforward.

Adding a Multiple lodgement

Select the Add a Lodgement button on the Cashbook ledger screen (you may then need to specify Income or
Expenditure depending on the current Cashbook view).

Changing a Multiple lodgement
Select the lodgement item you wish to change on the cashbook ledger screen and press the Change an item
button. If the lodgement details are hidden you will be taken straight to the Multiple lodgement screen. If the
lodgement details are visible you will first be taken into the highlighted cashbook item. When you leave this item,
you will then be taken to the lodgement screen.
A normal Cashbook item entry screen will appear. When saved this will appear as the first entry on the multiple
lodgement screen. Press the Add an item button to continue entering items to the lodgement. When you are
finished press the F2:Close button and the items entered will be saved as a bracketed lodgement.

Deleting a Multiple lodgement

Multiple lodgements can only be deleted item by item. When the last item has been deleted press the F2:Close
button and the lodgement will completely disappear.

@ To Change the multiple Income Lodgement entry for 10th Apr 2006. Y ® F & @E@
Datg : 10 April 06 @ Ref: ~ Text Multiple lodgement:5items [=] Reconcied[#] Motes Bank
Date Gr. Income: Gr. Expend i Main code Subc -
 i0/4/66 101818 [ Charges 117501 other mcome——occhrges
10/04/06 101818 crem fees 372.00 Other income Cremation fe
10/04/06 101818 sundry fees 17.62 Other income Sundry fees
10/04/06 101818 sundry fees 093.14 Other income Sundry fees | _
10/04/06 101818 Dispensary OTC sales 18.25 Other income Sundry fees 1

T —

< [ b
Total : 2518.91

@ Add a new ltem t+ Add an NHS entry b_.; I : : @_p Import Bookmarked item(z) &4 F1:Help

| @’ Change an tem ‘g_@: Delete an item - Print list of kems Wini-calc: 0. m F2 Cloze

Lodgement dates and reconciliation

The lodgement will always take on the date of the last item entered and all the items in the lodgement will be
given this date. Similarly, reconciling one of the items will reconcile all of the items in the lodgement. This can
also be done from the Reconciliation checkbox on the Multiple lodgement screen.

Lodgement Ref numbers

Use the Ref. Number field on the Multiple Lodgement screen if you wish to give all of the items in your
lodgement the same ref number.

Lodgement Text

Use the Text field on the Multiple Lodgement screen if you wish to give the lodgement a name. The default
name will be Multiple Lodgement or payment with the number of items in the lodgement
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Lodgement Notes
Use the Notes button on the Multiple Lodgement screen if you wish to add or view the Notes for this Lodgement.

Lodgement eBank

Use the eBank button on the Multiple Lodgement screen if you wish to view the eBank entry which matches this
lodgement.

Printing a list of the Lodgement entries

Some banks are happy to accept the printed list of lodgement entries to accompany the pay-in slip rather than
having to write each entry on the slip itself.

See also
Multiple Lodgements and payments
Moving items in and out of Multiple Lodgements
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Moving items in and out of Multiple Lodgements E m

Occasionally it becomes apparent that an item which has previously been entered singly, should really be part of
a multiple lodgement or vice versa.

b Extract Selected tem(s) | U Import Bookmarked tem(s) i3 F1: Help

il e s x | - el =

The accounts package allows you to move items in and out of multiple lodgements or payments as follows:

Moving items into a Multiple lodgement

Select the items you wish to move. You can select more than one item in the normal Windows fashion by holding
down the CTRL key or by holding down the SHIFT key to select a range of items.

Now choose Cashbook - Bookmark Selected items from the Main menu.

Go into an existing lodgement/payment or add a new lodgement/payment.

At the multiple lodgement screen choose the Import Bookmarked items button.
The previously bookmarked items will be moved into the lodgement.

PN~

Moving items out of a Multiple lodgement

Select the items you wish to move. You can select more than one item in the normal Windows fashion by holding
down the CTRL key or by holding down the SHIFT key to select a range of items.

1. At the multiple lodgement screen choose the Extract Selected items button.
2. The previously bookmarked items will be moved out of the lodgement as single Cashbook items.
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Automatic Transfers between Accounts E m

It is common for practices to be using a variety of accounts which require regular transfers of funds between
them e.g. Petty cash <> Main Account and High interest Account <> Main Account.

It is possible to record these transfers manually by setting up Main or sub-codes for each account and simply
adding balancing entries to each account.

In fact, the package has a special facility to automate transfers between accounts. If you select *Transfer' which
is normally the first item on the list of Main codes, you will be presented with a list of available accounts in the
sub-code field - see Cashbook Main code.

Selecting an account in the Sub-code field (and saving the item) generates a balancing entry in that account.

e.g. Noting a 'Transfer in' item in the 'Main practice account' (i.e. an Income item) of £100.00 on 12/1/2001 from
the High interest account, automatically generates a 'Transfer Out' item (i.e. Expenditure) for £100.00 in the 'High
interest account' for the same date.

Apart from being quicker to enter initially, any changes or deletions you make to a Transfer item will be
automatically made in the corresponding item in the other account.

Transfer Views and Reports

The package allows you to view only Transfer items in the Cashbook Ledger by pressing the Cashbook View
button, a menu will appear, select Transfers only.

There are some Reports which specifically list and breakdown Transfer items -see Reports Facilities.

Limitations
There are some limitations to the automatic Transfer facility:
e  There must be more than one Account in the active Accounts Group.

e You can only make Transfers within a single Accounts Group i.e. Transfer between Groups are not
allowed

e The date you choose must be allowable in the corresponding account. This may occasionally cause a
problem if the two accounts have different accounting periods or if you have performed End-of Year
procedures on only one of the accounts
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[ [

The package has a filter/search facility which can help greatly in looking for matching items in the Cashbook and

Bank statement.
In general you will probably find Filters more helpful than Searches.

The Filter / Search Panel

Filters

The Quick Filter
At the main Cashbook screen, the Quick filter is accessed by pressing <Q>.
As you start to type in letters, the package will begin filtering. It works in the same way as the normal filter, in
picking up partial matches on Text, reference number or amounts:

Fie Accountz Cashbook Feesregister Purchases register Reports End of Year Setup CA Oplions Help

/1] Cashbook View + 3] Select Period <Fg= ~ | || Show Lodge Details <F6=: []|  Quick fiter. T @)

Inmme,'Expenditure Text Filter : "pfi", for Whole Cashbook, Sorted by Date
Gr.income  Gr.Expend  Gr. Amount Vat Amount Vat :\f
|

o Date ;
L /0700 oncs — ptoer~arg bons ebruary || goow6il | “£a9a 0 1335] ot other
& 10/04/06 BACS Pfizer - drugs bonus (January) £546.14 £546.14  £81.34 Si Other il
5 03/06/06 BACS Pfizer - drugs rebate £1,354.80 £1,354.80 £201.78 Si Otheri
% 25/06/06 BACS Pfizer - drugs rebate £1,190.93 £1,190.93 £177.37 Si Other i

This is a very quick way of identifying particular items. The filter will obey any other settings you have on the
Cashbook View
e.g. Single month only or Expenditure only.

Press the Orange button to clear the filter
If you quickly wish to search over the whole Cashbook, press <SHIFT-F5> which changes the view to Income

and Expenditure/Whole Cashbook.
The Text Filter
To activate the Filter facility, press <F> or press Filter/Search on the vertical tab bar at the left of the main

screen.
Click on different parts of the screen for more details:

90



Introductory Topics

§ “ou may use this option to search for @ Date
o a number or piece of text within the 01/04/0¢
@ Active account.

The =earch will look for partial matches 03/04/0¢
= and will ignore u:gp'rtﬂls. . 04/04/0¢
E Use the "fuzzy fiter to pick up possible

? mistyping errors on amounts €.g. typing 04/04/0¢
in 110.00 instead of 100.00 08/04/0¢
dF Use Whole Account <Shift+F5> 09/04/0¢
—Filter for tems containing ————— 09/04/0¢
| 'S 10/04,/04
“F SetFiter ¥ Clear Fitter 10/04/0¢
Find matching amounts onhy D 10/04/0¢
Use Fuzzy Aml:{l\lil'lt matching? [ 10/04/0¢
Ny 10/04/0¢

- Search for kems containing

10/04/0¢
- 11/04/0¢
4 Search /04
o i
s

The Filter/Search panel will appear ready for you to type the amount, text or reference into the filter box. When
you press enter or Set Filter, only items matching will be listed in the Cashbook screen. Filtering is not case-
sensitive and will look for matches in Amounts, Text, Ref. numbers and Notes. Partial text matches are identified
e.g. Filtering on 'smith' will find Smith, Smithson and Blacksmith.

Clear Filter
To clear the active filter, press the Clear Filter button or close the Filter/Search panel <Ctrl+F2>.

Fuzzy Amount Matching

Click on Use Fuzzy amount matching to show other entries that closely match the required amount but may
have been miskeyed e.g. 11.3 or 114.00 instead of 113.00.

This example shows the results of fuzzy matching on '100":

v ] . g Date Ref. Text N. Income Expend.
ou may u=e thiz option to =earch for
a number or piece of text within the 30/04/03 2938 MRS BOULTOM 200.00
Active account. 27/05/03 2956 MRS BOULTON 200.00
The search will look for partial
matches and will ignore capitals. 29/05/03 2961 AMNCILLARY STAFF - 200.00
f0&/
Uze the "fuzzy fiter’ to pick up 29[]5[]3 2362 ANCILLARY STAFF & 200.00
possible mistyping errors en amounts || b{ 12/06/03 12370 PETTY CASH 100.00
Eitter for itemz containing
100

[ % setFiter | | % Clear Fitter|

Find matching amounts onfy |:|
Use Fuzzy Amount matching?

rSearch for tems containing ———

Matching Amounts only

Click on 'Find matching amounts only' to restrict the filter to matching amounts i.e. matches on text and ref.
numbers will be ignored.

Searches

To activate the Search facility, press <S8> or press Filter/Search on the vertical tab bar at the left of the main
screen.
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The Filter/Search panel will appear ready for you to type the amount, text or reference into the Search box.
When you press enter or Search, the first item matching will be highlighted in the Cashbook screen. If you press
Search again or <F3>, the package will locate the next matching item.
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Cashbook Views E @

Changing the Cashbook view from the Cashbook Views button and menu allows you to look at your Cashbook
data in different ways.

Global View

Pressing <SHIFT-F5> selects the Global View = Whole Cashbook period and Income /Expenditure. This can be
helpful to select when you are searching or filtering for a specific item.

Income/ Expenditure Views

You may select Income/Expenditure, Income only or Expenditure only. pressing the <F5> key cycles between
these options. The Income/Expenditure view is the 'default’' view which will reappear if the Cashbook has to be
reset . The standard Cashbook view is now displayed in Date and Reference number order.

NHS only View

The items visible are restricted to NHS items only (linked and unlinked). you can view the detail in each NHS
entry by ticking the Show lodge detail <F6> checkbox.

Reconciliation View
This open the special Reconciliation view - see Reconciliation for more details.
Pressing the <F8> key also switches Reconciliation view on/off.

Notes only view

The Notes only view restricts the items on display to those which have an attached Note. It also makes the Note
more visible by expanding the Notes column.

Double-clicking with the mouse over the Notes column brings up a box which allows you to see all of the Notes
text and edit it if you wish.

Transfers only view
The items visible are restricted to Automatic transfers only.

Sort Options

The Cashbook is normally sorted by date and in ascending order. You may choose one of the other columns to
sort on e.g. Text, Ref Number, Main code, sub-code or Amount. You may also arrange the items in descending
order.

You can also change the sort order by clicking on the buttons at the top of the Date, Text, Ref Number, Amount,
Main code and Sub-code columns. Clicking once makes the selected column the sort column, clicking again
switches the sort from ascending to descending or vice-versa.

Saving the Default View

The currently active lodgement and period settings for the Cashbook can be saved via Cashbook - Grid
settings - Save current period/lodge settings. After doing so the account will always be opened with these
settings.

Other Grid Settings

Cashbook - Grid Settings - Other Grid Settings - use this screen to choose your cashbook colour scheme and
background colours and font.

Windows Currency Formatting

Amounts can be displayed using Standard Windows format i.e. £1,334.45 via Cashbook - Grid settings - Other
Grid settings - Tick '"Use Windows currency formatting'
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The Balances screen

[ [

The Balances screen allows you to view at a glance the monthly, quarterly, bi-annual or annual balances for the
Cashbook. The Balance screen always displays the complete cashbook totals and ignores any filters or views

that are currently set.

Pressing <F4> takes you to the Quick Balance screen.

i Balances for Feb 2003

Balance at the start of this vear :
Balance at start of this month ;

Income far this month

Expenditure for this month

Practice Balance at end of this manth ;

Reconciled Balance at end of this month

Unreconciled Income tems to end of manth :

Unreconciled Expenditure tems to end of manth ;

3529.64
27510.24

14608.96
11748.03

3037147
32856.65

x|

fiL] Detsiled Balances <Fd=

Pressing <F4> again takes you to the detailed Balances screen

& Cashbook Balances for Apr 2002 - Mar 2003 B

=101 x|

Fetiod covered Opening Closing | Feconciled | Gross Income Expend Unretﬂ
Balance Balance Balance Profit!Loss Incor
Cf. previous period 3529 54 3529 B4
April 2002 3529.64 3127.08 3127.08 -40256 12736258 127765.14
hay 2002 3127.08 121.47 121.47 -3005.61 §4583.64  87589.25
June 2007 121.47 -5070.75 -5070.75 -5192.22  97708.78 102901.00
July 2002 -5070.75| -33311.96 -33311.96 -28241.21 65642.54  93883.75
August 2002 -33311.96 7868.05 7918.39  41180.01 130679.49  89499.48
September 2002 7868.05 -6967.63 -6917.29 -14835.68  99524.65 114360.33
October 2002 -6967.63 -§271.55 -8221.21 -1303.92 173304.80 174608.72
Mowvernber 2002 -8271.55 -11061.02, -11010.68 -2789.47 9682507 9961454
Decamber 2002 -11061.02 £220.50 6270.84 1728152 133148.17 11586665
January 2003 622050 2751024 2772558 21289.74 131286.10 109996.36
Februanry 2003 27510.24 3037117  32856.65 2860.93 14608.96 11748.03
hdarch 2003 3037117 3037117  32856.65 0.00 0.00 0.00
April 2003 3037117 3037117  32B56.65 0.00 0.00 0.00
by 2003 3037117 3037117 32856.65 0.00 0.00 0.00 -
{I I Livwm = 00777 LY Tt L | Y e T T LT T A o Y % ot s S 2 nonn nonn oo _'I_I
raph Style etiods Visible
" Graph By Period | ¢ Breakdown - Fie € Breakdown - Bar I~ niana 7 ortie [ sl . Print ) F1: Help |
{% List by Period for September 2003 e
B e I bet figures [ Quarterl, [ Annusl |._|j Copy ﬁ] F2: Closel

Graph options

You can view the graph in Monochrome or 3d mode by checking the appropriate boxes.

Period options

You can change the visible periods by ticking or unticking the period checkboxes -e.g. you may only want to see
quarterly balances - untick all the boxes apart from quarterly.
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Output options
The Print button will print the list or graph, whichever is active at the time

The Copy button will copy the list or graph to the Windows clipboard. You can use Edit - Paste in another
program e.g. Excel or Word to paste the list or graph into this program.
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Cashbook Filters [d D]

Cashbook filters are a more advanced topic. As with as the simpler Cashbook views, filters can be used to alter
the display of items in the Cashbook ledger. Filters restrict the items visible e.g. Iltems with specified Main or sub-
codes or attached to certain doctors or containing certain pieces of text.

To select Filters choose Cashbook Views - Set Filters

To Select Codes for Filter _ x|

Expenditure Sub codes |

ze thiz =creen to choose the codes or
ﬂ sub codes to be included in this fiter.

FE1 7 Class 2 NIC

-1 Cleaning

-2 [T Distributions
-=[" Drugs & instrument
-0 [T Endowment premiu
01 7 Fees withdrawn

-0 [T Financial expenses ~ _ :
-2 T Hire/Maintenance Cxbordithe Ml podee

-8 [ Income tax Fald ¥ Evpenditure Suk codes
3 Leave ady withdraw
23 Locum fees

-=1T" Miscellaneous

-2 T Manthly drawings

-8 7 Other drawings
P T Partner's Siuherrin LI 4 F1: Help | x Cancel | o P2 OK

" Income Main codes

i Income Zub codes

Filters can be very useful in combination with the Quick Report if you need a particular list of items which are not
covered by the report facilities.

See also
The Cashbook Ledger
Cashbook Views
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Altering the Cashbook Display E E

Many of the colour, font and other settings can be customised from this screen. It is available from the Main
menu - Cashbook - Grid Settings - Other Grid Settings or by pressing the coloured icon in the top-left corner
of the main Cashbook Grid:

. @ Date Ref.
AN01707/ 11005 g

( To alter Cashbook settings 1

Cashbook Colour scheme Background Colors and Font

Single Cashboaok entry Colour 1 [ ] RGB: 255, 255, 255 |

Multiple Cashbook entry Colour 2 [] RGE: 255, 255, 255 |w

|
|
| Linked NHS entry Font Tahoma
| Unlinked NHS Entry ® Change Font
i Transfer tem Other Settings
I Personal Doctor Ttem [] Use Standard Windows Keys
i GP Payroll item ‘Flat' appearance
I [] Bank Date Style Recondliation
0 ] Full Cash Text Search (F& on)
I Play Sounds
i Use Windows currency formatting
| Use 2005 style cashbook headers
Use italics in Cashbook columns
|
|

Positive Amount (109.97)
Megative Amount (-109.97)

Search found Back color

Search found Text color 4 Use Standard Settings

X Cancel w F2: OK
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Entering a Date

Dates are used in a variety of places in IRIS GP Accounts, but unfortunately entering dates into computer
programs is always fiddly. We have tried to make this process as quick as possible by giving you a few shortcuts

and a variety of methods for entering a date:
Typing in the Date and using the Arrow keys in a Date field

e |tis often easiest simply to type in the date. Our Date fields are fairly smart and will normally interpret 2-
digit years properly e.g. for 7th July 2002 you would type 070702 then <Enter>

e The Left/Right Arrow keys move you between the Day, Month and Year parts of the Date field.

e The Up/Down Arrow keys will increase or decrease the active part of the date. e.g. if the cursor is over
the month, pressing the Up arrow key will increase the month by 1.

o]

bon Tue ‘Wed Thu Fri Sat Sun

t. n 2
' o8 13
14 15 1B

4 5 B =
m 11 12 13
17 18 19 20

e 01 20 23 24 25 26 27 fecc

28 23 30

o]

= Today: 17/02/2003

Key shortcuts in a Date field
These are not case-sensitive i.e. 'T' and 't' both select today's date.

pressing T
pressing D
pressing Y
pressing M
pressing H

selects Today's date
decreases the Day by 1
increases the Day by 1
decreases the Month by 1
increases the Month by 1

Using the Calendar with the mouse

Press the Calendar button to display the calendar and select the correct date. Note that the calendar does not do
any date checking. The arrow buttons move you back or forward through the months. Click on a date to select

it. The date is only checked when the item is saved.
Double-clicking with the mouse enters Today's date
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Entering Cashbook Text E m

Selecting from the drop-down list
The drop-down list displays a list of any Default text items and Memorised items which have been created. This
allows you to quickly enter the details of this Cashbook item. The list does not appear when recording
Memorised item

Text: ||DWP - 1000677953 ~| <Fe=[]
T NHS Payment - Drugs
s Amount £ | T Bpl Community Trust d

_ T DSS - 109980766
Wain Code: | y DSS - 109980766
T H M Customs & Ex...

subCode: | T NHS Payment - cost rent etc.
T NHS Payment - GMS advance
Parner: | T NHS Payment cost/notional rent 1
T RX Charges
T sundry fees |
+ o

e Ablue T preceding an item in the drop-down list signifies that this is a Default Text item. On selection
the Default Text is placed in the Text field - see Default Text items for further details.

e Agreen M preceding an item in the drop-down list signifies that this is a Memorised item. On selection

the Memorised item fills a number of the Cashbook item fields such as Text, Codes, sub-codes, Doctor
and VAT details - see Memorised items for further details.

Editing selected or highlighted text

If all of the text in the Text field is highlighted e.g. after a Default Text item has been selected, you will find that if
you try to amend the text it will disappear and be replaced by whatever you type. Although this is standard
Windows behaviour, it can be annoying if you are simply trying to make a adjustment to the existing text. To get
round this press <F6> which disables the Automatic text searching.
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Main Codes and Sub codes

Main codes and Sub-codes E m

Cashbook Main codes and sub-codes are the principal coding system for the Accounts package. They perform
the same function as columns in a manual ledger, allowing items of income or expenditure to be grouped for
presentation and analysis. It is vital that the layout of codes and sub-codes is discussed with your CA as this will
make the output of the package much more valuable. There are a number or report options available which allow
you to present different aspects of the practice's finances broken down by Main code or sub-code.

Each Account has it's own set of codes. Many CAs will be able to provide you with a set of standard codes which
they prefer their clients to use. Some of these are available with IRIS GP Accounts, in other cases your CA may
be able to supply these standard codes on a floppy disc or via email.

You may set up an unlimited number of codes and/or sub-codes for each account. It is also now possible to alter
the structure of the codes without causing corruption of existing data e.g. A sub-code can easily be 'promoted' to
a main code if required and a Main code can be made into a sub-code without any data loss or corruption.
Cashbook codes can be added to or changed by selecting Setup - To alter Cashbook Codes from the Main
menu or may be added directly from the main Cashbook item entry screen

@ Screen to alter codes and subcodes * l | (2] S

— Codes for Account:  Main Practice Account i Eitter
] B Income Codes W Expenditure Codes
Code Global ' Associated Partner Journal Code Vat
18| =& Income codes =
9 —fd sale of books Global Rent receivable xn ‘,‘
[ e z = ¥
ual — o] Sale furnit/fittings ¥i "
1 — 5] Sale of computers Xi
! —Q Sale of med eguip Xi I
i — 5] Sale of motor cars Q Xi
L — &) Sale of office equip Xi
PR " 5] Sale of surgery ¥i
“i =T cash introduced X
— ) Dr Adam Alexander Dr Adam Alexander Xi
—Q Dr B Burrows Dr B Burrows Xi
| -—Q Dr Charles Craig Dr Charles Craig Xi
i ——Q Dr Derek Dalganrmo Dr Derek Dalganrmos Xi
] | Lzl Dr Edith Evesham Dr Edith Evesham Xi
@ - T2 rlacs 1 NIC W [T
2| 1 m BT
i
[&] Add a Code ¥4 Hide a Code < Permanently Delete a Code g4 F1:Help
[ change a Code  Print list of Codes Show all Sub-codes ] Show Hidden Codes B F2: Close

Add a Code / Change a Code
See Adding or Changing a Code or Sub-code for more details.

Hiding codes or sub-codes

In the Dos program it was possible to completely delete a code or sub-code. This could occasionally lead to data
corruption if the deleted code was being used inadvertently. Rather than completely deleting codes, they are now
simply hidden and can be viewed and even reactivated after ticking the check box 'Show hidden codes'.

Permanently Deleting codes or sub-codes
It is now possible to completely delete unused Cashbook codes.
See Deleting a Code or Sub-code for further details
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See also
Journal codes
Doctor codes
Global Codes
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Global Codes E @

In previous versions of IRIS GP Accounts, cashbook codes were specific to only a single account and could not
be shared across accounts.

In IRIS GP Accounts, cashbook main codes can be changed to Global main codes. All such Global codes and
any sub-codes beneath them, will be visible to all accounts in an accounts group. This means that Global codes
can be used and reported upon across all accounts within an accounts group.

Current Income code :- (Main Code) Cash introduced

| Basic Detail | Doctor details | Vat details | Journal code C

Text of this cods: ash introduced

Type of code

-:E}- Thi= iz a Global code (available to all accounts)

LV

Existing main codes can be converted to Global codes but once a code is made Global it cannot be changed
back to an account specific code. Any sub-codes of this global code will also be globally available.

If you have codes in other accounts with the same name, these will be automatically renamed by appending [L]
(for local) to the name of the code e.g. if the code Telephone' exists in 2 accounts and it is made Global in
Account 1, the code in Account 2 will be renamed to 'Telephone [L]' so that they can be differentiated in lists and
reports:

Codes for Account : petty cash |
4 Income Codes . B Expenditure Codes
Code Global = Associated Doctor Journal Code
<3l Dr S A Lynch
-+ T8 Cleaning [L]

] Cleaners salaries
— iz Cleaning materials
[ q-;] Laundry
e;] Window cleaner wages
-+ T2 Distributions
Ll Nr & ¥ Mohlatt

In this situation, if you want to code all Telephone items under the Global code, you can delete and remap the
items under 'Telephone [L]' using the Cashbook Code Deletion facility

There are new options in Cashbook reports to allow Global codes to be analysed for 'By Code' and 'End of Year'
reports. Global codes cannot yet be analysed for Income/Expenditure analysis reports.
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Adding or Changing a Code or Sub-code E m

To add a new Main code or Sub-code or to change an existing Code select Setup - To Alter Cashbook Codes
from the main menu. Next choose 'Add' or 'Change' from the 'Alter Codes' screen

The Basic details part of the screen appears. You may move to the other parts of the screen by pressing the
"Tab' buttons at the top i.e. Doctor details, VAT details, Journal Codes.

See Global Codes for more information

¥ Screen to change an existing Cashbook code.

Current Income code :- (Main Code) Cash introduced |

Basic Detail |nnc1nr details | Vat details | Journal code | Code D |
——
Hidden [ ]

L Gl Cosh introduced | N

Type of code

@ This is a Global code {available to all accounts)

¥ F1:Help

X Cancel

& F2. 0K

The Partner details part of the screen lets you link a particular Partner's settings to this code. When the code is
selected the Partner's details will be selected too, saving data entry time.

Click on different parts of the screen to get more information:

| Basic Detail | Doctor details | Vat details | Journal code |

Iz this code usually associated with a particular Doctor ?

{#) This code is not associated with a Doctor

{) Associated with : |se

7 Automatically create a sub code for each doctor

Thi= option will allow the package to
automatically keep a list of sub codes for each
doctor under this main code. The list will be
adjusted if the list of doctors changes.

iCreate Doctor sub codes! [
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The VAT details part of the screen lets you link particular VAT and Partial Exemption settings to this code. When
the code is selected the VAT details will be selected too, saving data entry time.

| Basic Detail | Doctor details | Vat detaile | Journal code |

Iz this code associated with a usual Vat category ¢

{:} This code iz not associated with a Vat category.

Dizpensing category ©  Standard Income item L

The Journal Code part of the screen lets you specify under which Journal code this code is to be analysed. If a
code does not have a Journal code it cannot be analysed properly by the Journal Codes reports.

| Basic Detail | Doctor details | Vat details | Journal code |

Each main or sub code may be given a Journal code which allows a more simple overall
presentation of the accounts at the end of the financial year.
MWew sub codes automatically inherit the Anahrsiz group of their main code. Sub codes with
blank journal codes will be assumed to have the journal code of their main code.

Journal Template: MM3 GM3 Practice Accounts | w
Journal code: OTHER INCOME
A (none) 'A |
A NHS INCOME ['Tg]
Use thiz journal code for A APPOINTMENTS b
all sub-codes under this OTHER INCOME
item. D

A Insurance Fees
A Cremationz

A Rent receivable
A Inzurance claims .
A Sundry fees s

See also:
Global Codes
Partner Codes
VAT facilities
Partial Exemption facilities
Main codes and Sub-codes
Journal Codes

Journal Layouts
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Deleting a Code or Sub-code E m

The Cashbook code deletion facility allows codes to be completely deleted and not just 'hidden' as in previous
versions of the package. It is accessed via Setup - To alter Cashbook Codes - Permanently delete a code.

The Code deletion helper will check if the code is being used and offer several options depending on what it
finds:

The helper will analyse the current usage of the code you wish to delete to help you decide the most appropriate
option

The analyzis of code usage only takes a few seconds. One completed you may contunue by pressing Mext’

Analysis complete:

Other income
iginusze by..

76 Cashbook item(s)
56 Archive item(s)

L SR RS - st [ e R

1. The code is not being used - simply Hide it as in previous versions of the package.

2. The code is not being used - Delete it completely.
3. The code IS being used - allow you to remap any items using this code to a different code and then
delete it.

Hide this code but do not remove it completely {:}

Delete this code but re-code any cashbook items using it ey RECOMMENDED

Global codes may only be remapped to other Global codes:
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Option to re-code "Other income”' as:

Remap to ...

=

B

&,

Income codes

E Cash introduced
i—@ Dr Adam Alexander
= @ DOr B Burrows

I— @ Dr Charles Craig
%—@ Dr Derek Dalganrno
L&) Dr Edith Evesham
T8 Class 1 NIC

= Q Dr Adam Alexander
= @ Dr B Burrows

— @ Dr Charles Craig
—@ Dr Derek Dalganrno
— w5 Dr Edith Evesham

= T8 Fundholding [L]

= @ Fund savings
L L Mot ANl Morentars
111

(]
Global
Global
Global
[
[

Fitter :
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Show all Sub-codes

Use this screen to recode items using the code you
are about to delste.

Select the new code you wish to use for these items
and then press Next.

If the code you are trying to remap iz a Global Code,
you will only be able to remap it to another Global
Code.

If the code you are trying to map is a Main code
which has sub codes and you are trying to map it to a
subcode, its sub codes will be remapped to be sibling
subcodes.




Suggested codes
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[ [

The correct setup of Income and Expenditure codes and sub-codes is very much a matter for the practice and
accountant but you may find that it is useful to use these Demonstration codes as a basis for your discussions.

Income Codes/sub-codes
Capital
Cash introduced
Class 1 NIC
Dispensary Income
Drug Company rebates
NHS Script fees collected
PPA Dispensing Reimbursement
Private Sales
Travel Vaccinations
HMRC VAT
Hosp. appointments
Income tax repaid
Tax (unallocated)
Institutional fees
Investment income
Bank Depos interest
Build Soc interest
Current acc interest
Dividends receivable
Miscellaneous
NHS income
Other appointments
Other income
Attendance allowance reports
Benefits Agency reports
Blue/Orange badges
Cremation fees
Donations receivable
Drug bonus refunds
Employment medical exams (pre)
Employment medical exams (post)
HGV/Driving Licence medicals
Insurance reports
Medico-Legal report
Minor Surgery
Other medical fee income
Passport signing
Photocopy medical reports
Private dispensing
Private medical report
Private script fee
Rent receivable
Sale of travel packs
Service Charge (rent)
Sundry fees
Vaccination fees
PAYE deducted
Script monies

Expenditure Codes/sub-codes

107



IRIS GP Accounts

Capital
Computers
Furniture / fittings
Medical equipment
Motor cars
Office equipment
Surgery
Class 2 NIC
Cleaning
Cleaning materials
Gardening
Windows
Computer expenses
Hardware
Support fees
Drugs & instruments
Administered Drugs/Vaccines
Dispensary consumables
Dispensing drugs
Medical consumables
Medical instruments
Financial expenses
Bank charge/interest
Mortgage interest
Income tax paid
Insurance
General insurance
Staff Med Ins
Locum fees
Call Handling
External locums
Monthly drawings
Motor expenses
Other drawings
Spouses NHS Pension
Partners' prof exps
Partners' courses
Partnership Subs
Postage
Premises expenses
Electricity
Heating
Rent
Professional fees
Accountancy fees
Architects fees
Solicitors fees
Stock valuers fees
Surveyors fees
Repairs and Renewals
Building improvement
Building repairs
Script monies
Staff costs
NHS Pension Scheme
Staff non reimb
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Staff salary reimb
Staff training
Stationery
Sundry expenses
Books
Data protect registn
Donations paid
Minor surg expenses
Other items
Petty cash
Refreshments
Staff Xmas parties
Sundry equipment
Surgery furniture
Used drug disposal
Waiting room expense
Tax refunds (ptns)
Telephone
Mobile phones
Pagers
Surgery telephone
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End of Year procedures

End of Year Procedures E m

The package normally only stores 'live' data for a single accounting period of up to 18 months. After this, at some
point you have to perform End-of-Year procedures to archive the current year's data and reset the package to
work with the new year. These procedures are automated in the form of a series of Helper screens which take
you through the procedure step-by-step. The End-of-Year procedures can be performed at any time after the end
of the accounting period but the package will allow you to enter up to 6 Extra months beyond the end of the
actual period and it is probably best left for a month or two to get most of last year's items reconciled. This is not
essential, as the package will now carry over unlimited unreconciled items which can be reconciled later.

Note: Unlike the GP Payroll program you do not need an upgrade disc before moving to the next year.

To start the End-of-Year procedures select End of Year from the main menu:
To perform End of Year procedures -Fr'_'i

End of Year procedures for Main Practice Account.

Intro[%ucﬁnn

This series of screens allows you to run the End of Year procedure.
This will archive the cashbook and coding data for the accounts yvear which has just finished and reset the
Cashbook to hold data for the next accounts year.
Any data you have already entered for the next accounts peried will be retained.

The archived data is stored permanenthy and can be used to make year-on vear comparisons of income and
expenditure.
The dates of the next accounting period are calculated automatically but vou may change these if necessary.
e.g. If vou have a shortened or extended accounts vear.

The Current Accounts year is: The Hew Accounts year will be :

| 1st Apr 2006 to 31st Mar 2007 | | 1st Apr 2007 to 31st Mar 2008 |

Options to change the start and end dates of the New Accounts year.

Keep the New Accounts vear Start and End date settings as above : @

Change the New Accounts yvear Start and End date settings .

X Cancel Li Previous ﬂ Hext ¢ Fi:Help

Step 1 - Adjust the Start and End dates of the next Accounting period

The dates of the next accounting period are calculated automatically but you may change these if necessary, you
can also truncate or extend your practice accounting year as you wish.

Step 2 - To pay-in any outstanding Direct Debits/Credits

This screen allows you to pay-in direct debits and credits outstanding for any period you specify in the boxes.
Unless the items have been marked as "Confirm" they will be automatically paid into the cashbook. Items
marked "for confirmation are not paid in directly but are held back until they have been checked and altered if
required.

Step 3a - Current Year Reconciliation.

The package allows you to carry forward a record of any unreconciled cashbook items. These can be reconciled
at a later date when the bank statement becomes available.
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Some accounts e.g. Petty Cash may not need bank reconciliation and in this case you may choose to
automatically reconcile all the items.

To perform End of Year procedures if)

End of Year procedures for Main Practice Account.
Reconciliation (Current Year)

The accounts package will allow you to carry forward a record of any unreconciled cashbook tems. These
can be reconciled at a later date when the bank statement becomes available.

Some accounts e.g. Petty Cash may not need bank reconciliation - in this case you may choose to
automatically reconcile All tems.

S

Unreconciled Income items ; 12 Unreconciled Expenditure items ; 62

Reconciliation options

Carry forward unreconciled item records to the next accounts vear : @

Reconcile ALL cashbook items automaticalhy :

¥ Cancel @ Previous B Mext € F1:Help

Step 3b - Previous Year Reconciliation.

The package allows you to carry forward a record of any unreconciled cashbook items. Occasionally you may be
unable to reconcile items from the previous year i.e. the current year's previous year. These are usually
unpresented cheques which can normally be written off. The package will offer to automatically correct the
Cashbook by generating balancing Contra entries for these items. It may be wise to discuss this feature with your
CA first.

Step 4 - Print End of Year Reports.
The print screen allows you to choose a variety of print options.

The printouts selected will be printed in a single batch. You may also select to print any of the other Cashbook
reports at this stage.
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Zelect one or more End of Year reportz. These will be automsatically printed in a single "batek'.
Press the Next button when you have made your selections.

End of Year Reponts |
¥ Monthly Bank-style Income Expenditure report _iI
¥ Monthly Detailed Income reports{iBreakdown by Main code)
¥ Monthly Detailed Expenditure reports (Breakdown by Main code)
¥ NHE Simple listing report
¥ NHS Income Summary - Totals only
¥ NHS Income Summary - Monthly breakdown
¥ MHS Income Surmmary - Quarterly breakdown
¥ MHS Income Summary - Breakdown by Doctor
¥ MHS Debits Surmnmary - Totals only
¥ MNHS Debits Summary - Monthly breakdown
¥ NHES Debits Summary - Quarterly breakdown hd|

Step 5 - Take a Backup of the Current Accounting period.

It is always wise to do this , even if you use a system backup e.g. a tape streamer as it can be difficult to retrieve
data in the event of a problem.

Step 6 - Send an Export Disc to your Accountant.

This is a convenient point to create an Export disc for your CA if required - see CA Export Links for more
information.

Step 7 - Transfer the files and reset the Cashbook.
This is an automatic process.

Step 8 - Check the Direct Debits and Credits Setup

When starting the new accounting period it is worth checking your Direct debits and credits to make sure that
they are still being applied for the correct periods and months.

Finished!!
When you go back into the Cashbook you will see that any data that was entered in the Extra months has been
retained but is now at the start of the new accounting period. If you select Cashbook - Prev Year from the main
menu you will be able to read your previous year's data. This is in read-only form - you can look but not alter!!
your previous year's totals, main-code, sub-code and doctor totals are also stored in archive form and can be
analysed via the Analysis reports.
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Current and Previous Years E m

The package allows you to work with only a single 'Current’ accounts year, which is reset as part of the End of
Year procedures.

Up to 5 previous years of Cashbook data is retained by the package as 'Previous year' data. This is normally in
‘read-only' mode i.e. you will not be able to add, change or delete any 'Previous year' entries. Previous year data
is displayed in red.

It is possible to disable the 'read-only' status of previous year data but it should be altered only in exceptional
circumstances after guidance from your accountant.

To access Previous Year data, select Main Menu - Cashbook - Previous Year. or Select Period - Previous
Year. A further menu detailing the Previous years available will appear:

Single Month 13 ¢ Main Practice Account : Apr 2003 - Mar 2004

sf. v Whaole Cashbook M. Gr.lncome Gr.Expend Gr
Current Year only 73.00
v Current Accounts year 57.50

Iy Yama Wt S W Accounts period 01/04/02 to 31/03/03 J

DSS Insurance Dr Mac| W Accounts period 01/04/01 to 31/03/02 i

Powergen-Chydebank 60.00
D35S Insurance Dr Colville 10.00
DSS Insurance Dr Gregory 10.00

To return to the Current year, select Main Menu - Cashbook - Current Year or Select Period - Previous Year.
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Archive Groups E m

Previous versions of the Accounts program could only hold a single Previous year within the Cashbook. In order
to hold older data, it was possible as part of the End of Year procedures, to create a backup copy of the active
Accounts Group. Whilst this worked reasonably well, it did mean that a number of duplicate accounts groups
appeared on the 'Choose an Account' screen, and we found that a fairly common problem was for users to
inadvertently go into the wrong i.e. older Group in error.

Now that the package allows up to 8 Previous years to be retained, there will be no need for these older groups
to be created and over time they should fall into disuse and be deleted.

In the interim, we have added the facility to mark these older Groups as 'Archive Groups' via Setup - To Alter
Groups - Change a Group.

& Screen to change an existing Accounts Group.

Group ID - G

Ly CLEHIC [vdebank Medical Servises

Journal Layout: MMS GMS Practice Accounts w

End of Year Archive:

‘[JF1:HEI|:| Hxl:ﬂncel HVFZ:DK ‘

Tick the box marked End of Year Archive and then press F2:0K.

The next time you display the 'Choose an Account' screen, this Group will only be shown (in Green) if you have
pressed the Show Archive Groups button:

L|_“| Expenses JOUEA00S [
- S8 MMS Test Site [9398]
- :] Main Accounts

IIIIE

Mllngavle Property M
- _] Clydebank Medical Servises Arcl
[y cHC 02-03 0110
E - a v ' - an -a
T8 Hide Archive Groups T8 Hide Practice detailz

Hopefully, this will prevent these groups being used inadvertently.
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Passwords and Security options IEI Iz'

Your practice accounts data is sensitive and needs to be protected, both from prying eyes and inadvertent (or
even malicious) corruption of the data. IRIS GP Accounts offers two distinct methods of protecting your data. You
may change back and forward between these 2 methods at any time:

Accounts passwords

Each account is given it's own password. These passwords can only be changed if you have access to the
Admin Password. There is no need for each user to login when starting the package. The Admin password acts
as a Secondary password for more sensitive parts of the system and needs to be kept known by only one or two
people in the practice.

User logins

If User logins are enabled, the administrator will set up a 'User' with a user name and password for each member
of staff or doctor who is allowed access to the package. You may specify which specific accounts each user can
access. On stating the package you will be asked to login by entering your user name and password. | f
successful you will be allowed access to any accounts specified without having to type a password for each
account. A special login called 'admin' is always created with it's own Admin Password. If you login as 'admin’
and give the correct password you will be given access to all accounts and all parts of the system. It is obviously
very important to keep the Admin password known only to one or two people in the practice.

The Admin Password and ‘admin’ login

The 'Admin Password' is designed to protect the more sensitive parts of the Accounts program from being
inadvertently altered e.g. Altering Accounts, Codes and sub-codes, Restoring data from Backups. lItis initially set
to 'pass’.

If you are using User logins and wish complete access to the system, log in with 'admin’ as the user name and
the Admin Password.

To alter Security settings

You may alter the security settings and Admin password by selecting Setup from the main menu then 'Alter
Security settings'. You will then be presented with the following screen. Most of the options are self-evident.
The User Add, Change etc. buttons only become active if User logins is selected. User names and settings are
never deleted but can be hidden if the user has left the practice.

f 9
i Screen to alter Security and User login settings. Lihj

Security option in use.

If vou switch on "User Logins’ each user will have to login to the GP
@ To use User Logins Accounts package, providing their own password. You can then restrict

access of some users to only certain accounts.

i) To use Accounts passwords

If wou select "Accounts passwords' each account will have it's own

password but users will not have to "login® when they start the package.

A Change Admin Password

User Hame Password - j==
L || Add a New User
4 fthow pass
[
[
I} P& Hide User.
& F1:Help
|:| Show Hidden Users

£ ﬂ F2: Close

—*-
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User Login and Access rights

For each user added, you must supply a User name and password. For each account listed, you may set access
for this user to No Access, Full Access or Read-only, by clicking on the appropriate drop-down arrow in the
access rights column:

Screen to add a new Users.

0
Uszer Login Name : JTI . : User D |
: =
Password: pass Hidden &
Accountz Group . Main Accounts Group -
Account Access Rights
Main Practice Account Full access |E|
petty cash Full access |E| @ F1:Help
¥ Cancel
& F2: 0K
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Tag Codes E Iz'

Whilst many practices will have no need for Tag codes, experienced users have found that it is often helpful to be
able to highlight particular Cashbook items to bring to the partner's or accountants attention. This may be for a
number of reasons and may bear no relation to the items' Main codes or Sub-codes.

Examples include:
e Accrual items which appear in this year's Cashbook but in accounting terms refer to a different year.
e Contra items made to correct previous errors or discrepancies e.g. Cancelled cheques

e Projects e.g. Building works which encompass a range of codes.
There are specific Cashbook Filters and Cashbook Reports which allow analysis by Tag code.
To alter Tag codes, select Setup - To alter Tag codes from the main menu.

Y o N
&k Screen to alter Tag Codes. e i:"_i I&l@ﬂ_ﬁj
This screen allows you to enter a list of Tag codes.
These can be used to 'flag” particular entries separatety from their main or sub codes e.g. by project
or Accrual tems.
Tag Code Read only -
4 Accrual item Yes L
Contra iterm Yes
Practice ltem 1 Mo
Practice ltem 2 Mo
Practice Item 3 Mo
Practice ltem 4 Mo
Practice Item 5 No b
Personally administered item Mo
iﬂ Add a Tag Code L;f Change a Tag Code = Print lizt of items & F1i: Help
@l Hide Tag Code [] show Hidden Tag Codes @ F2: Close

e There is no limit to the number of Tag codes.
e The Accrual and Contra Tag codes are 'Read-only' and cannot be altered or Hidden.

e Like other codes Tag codes cannot be completely deleted but can be 'Hidden' so that they do not
appear on the usual lists.
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Enter a Password El lIl

This screen is used to enter the password for an account. Passwords are not case-sensitive i.e. PASS and pass
are regarded as identical.

Passwords are set for each account from the Accounts setup screen.
See Adding or Changing an account.
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Reconciliation and eBanking

Reconciliation E m

Reconciliation is always one of the more difficult and tedious tasks in working with the Cashbook. The process of
matching the Cashbook with the bank statement is a necessary activity but any small errors of transcription or
omission can make the process very difficult and time consuming.

We have designed the Cashbook reconciliation view to help this process as much as possible. To enter the
Reconciliation View, press <F8> or select Reconciliation view form the Cashbook Views button/menu on the
main Cashbook screen.

Bank Date Style Reconciliation

When the Reconciliation view is first entered, you may be asked to enter details of your bank statement - the last
date on the statement and the final balance on the statement.

Option to Ignore Bank Statement details

Some users prefer to work by reconciling against the last day in the Accounting period to make sure that all items
are included. If you would rather work this way you can choose to switch off the Bank statement details screen
via Cashbook - Grid Settings - Other Settings. Untick the box titled Bank Date Style Reconciliation:

Bank Crate Skyle Reconciliskion

In this case the reconciliation balance is calculated at the last date available to the accounts program - normally 6

months after the End of your accounting period.

This option can now also be adjusted from the Reconciliation View screen: Use Bank Date Reconcilition : [[]
Reconciliation View

The Reconciliation view now appears. As default it will display Unreconciled items only i.e. items that have

not been successfully reconciled with the bank statement.

Initially, the period viewed is set at the whole cashbook up to the Bank Balance date including unreconciled items

from the previous year's accounts - see End-of-Year procedures

As the Unreconciled items are 'checked off' and reconciled with the bank statement they will disappear from the

visible list.

If you wish to see Both Reconciled and Unreconciled items remove the tick from the Unreconciled items only

checkbox. Reconciled items have a green tick in the 'R' column.

When every item has been reconciled, the Reconciled balance should match the Bank Balance and the
Unreconciled balance will reach 0.00.

Using the Filter/Search facility

The package has a filter/search facility which can help greatly in looking for matching items in the Cashbook and
Bank statement.

To activate the Filter facility, press <F> or press Filter/Search on the vertical tab bar at the left of the main
screen.
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“ou may use thiz option to search for ﬁ ]
a number or piece of text within the 16/
Auctive account. 18/

The =earch will look for partial
matches and will ignore capitals. 21
. N 21/

Use the “fuzzy fiter to pick up
pos=sible mistyping errors on amountz 22/
e.g. typing in 110.00 ingtead of 100.00 2%

|{)ﬁ=Recm ery |WEB.3|‘|P. |=¢ Filter - Search (@Y Close - Ctrl+F2

—Fitter for tems containing —— | 24/
| 244

[ setFiter | [ % clarFiter] || 2%
25/

Find matching amountz onby |:| o
Uze Fuzzy Amount matching? |:| 2_'
o

- Search for tems containing 27!
271

- 01

p O

The Filter/Search panel will appear ready for you to type the amount, text or reference into the filter box. When
you press enter or Set Filter, only items matching will be listed in the Cashbook screen.

Set Use Fuzzy amount matching to show other entries that closely match the required amount but may have
been miskeyed e.g. 11.3 or 114.00 instead of 113.00.

To activate the Search facility, press <S> or press Filter/Search on the vertical tab bar at the left of the main
screen.

The Filter/Search panel will appear ready for you to type the amount, text or reference into the Search box. When
you press enter or 'Set Filter', the first item matching will be highlighted in the Cashbook screen.

See The Filter /Search tab for more information.

eBank Reconciliation

The combination of eBanking, i.e. using downloaded information from your bank to assist reconciliation is
particularly powerful and should save a great deal of time and potential frustration.

See eBanking for more information
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Resolving Reconciliation Problems E m

A few notes on resolving Reconciliation problems

Two of the most useful printouts are, from Reconciliation View F12 and from main Cashbook View F4 twice.
Remember in Recon. View there is a small box which you can tick or untick that shows all items or just
unreconciled items.

Make sure you're running the latest version of the accounts package

e Always take a backup after reconciling with your bank statement. This means you can always restore
this, which gives you a base to start if you have problems with a later reconciliation.

e Reconcile each entry on the bank statement in order and then check that the reconciliation figure on the
package matches the balance on the bank statement. This will only apply if you're using Option 1 above.

e  Check that no Direct Debits have been entered twice

e In main Cashbook View (the one that is on the screen normally) click the button at the top of the Text
column and this will sort the items in alphabetical order so making it easier to find duplicates.

e F4 pressed twice printed out is a useful printout.
The following is a good check that the package's arithmetic is correct and you've no option then but back to the
grindstone.:
Do a Quick Report in Reconciliation View. Then take the Reconciliation Balance + the total in the Amount column
of Quick Report (if this is a -ve figure you subtract it) and this should equal the closing balance.
Note: Closing Balance and Reconciled Bank Balance will only be the same when every item of income and
expenditure are reconciled.
When you go into the reconciliation view you are asked for the date you want to reconcile at. | would leave that at
the default of today's date rather than the date of the Bank Statement. Also leave the field for the Bank Statement
figure blank. In this method the black and red totals will be exactly the same and increase and decrease as you
reconcile and income or an expenditure item. If left figure is black the reconciled balance is +ve and if red then it
is -ve.
In main Cashbook View (the one that is on the screen normally) click the button at the top of the Text column and
this will sort them in alphabetical order so making it easier to find duplicates.
Check that DDs have not been entered twice.
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Creating Contra Entries E m

A fairly frequent requirement in working with Cashbook is the ability to make corrections for uncashed cheques,
erroneous entries or inadvertent duplicates.

If the item concerned is still within the current accounting period, it can be simply deleted. If however, the item is
in a previous year, it cannot be deleted as it will have been accounted for in recalculating the new Opening
Balance for the current year. The standard way of making such a correction in these circumstances is to create a
‘contra item', which cancels out the erroneous amount and reconciliation status.

'Create Contra’ option in Reconciliation View

There is now a 'Create Contra' button in Reconciliation View on the main Cashbook screen. Pressing this button
automatically creates a matching contra item for the currently highlighted cashbook item, reconciling both the
current item and the new 'contra item'.

The new contra item will have the same Cashbook Codes as the original but will have a 'negativised amount’
e.qg. if the original item was for £117.50, the contra amount will be £-117.50.
This will restore the Cashbook and Reconciled balances, just as if the cashbook item had simply been deleted.

@ GP Accounts C.A, [1001:0001] : Maclean McNicoll Software  Main Accounts Group : Main Practice Account : Apr 2005 - Ma... @@lﬂ

File Accounts Cashbook Feesregister Purchasesregister Reports End of Year Setup CA Options Help
/il cashbook View ~ Select Period [F9] = April 2006 ~ | | Show Lodge Detais [F6]: [T] | Quick fitter:
Unrecenciled Income/ Expenditure for Whole Cashbook, Sorted by Date

@ Date « Re Gr. Amount Ref. Text N.  Gr. Income Gr. Expend Wat Amount &
15/02/06 32.90 BACS DWF - 1000307531 32.90 0.00 Exemg
™ 01/03/06 32.90 BACS DWFP - 1000383639 32.90 0.00 Exemp
g 04/03/06 32.90 BACS DWP - 1000425895 32.90 0.00 Exemg
3 10/03/06 32.90 BACS 000436133 32.90 0.00 Exempl—l

Unrecondi 32.90 BACS DWP - 1000509807 32.90 0.00 Exemp
I Y I N T T
= 01/06/06 8102.08 vat Reclaimed 8102.08 0.00 : Star
% 26/06/06 65.80 BACS DWP - 1001219208 65.80 0.00 Exemp
&‘j =
% [ r

| Unreconciled items only ~ ~ | Bank Balance at 14/07/06: - Difference:  Find  Use Bank Date Reconciliation :

Reconciliation View : Exit | Qverall Reconciled Balance : -Eﬂﬁ-ﬁi B update Recovery point
[ Addan tem - ‘Eg"' Add a Lodgement - E’ Add an NHS entry « Reconcile ) Undo R | kg Tips ) F1: Help
B’ Change an ftem ﬁ-‘ Delete an tem = Quick Report [F12] @ Unreconcile ﬁ'j Create Contra ﬂ;l F2: Close
S
—
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eBanking E m

Most banks now offer some sort of electronic banking service, either by older-style 'dial-up' accounts or by more
modern 'Internet banking' via the web-browser. Aimost all electronic banking packages allow the client to
download full or partial copies of the bank statement onto the client's computer, in the form of an export file.
Although many cashbook packages allow the data from these files to be imported, this is usually done by loading
the data directly into the Cashbook. This does not allow for accurate reconciliation and coding of the imported
items. IRIS GP Accounts takes a different approach by loading the imported data into a local copy of the
electronic bank statement, known as the eBank Statement. The package can then use this data to directly assist
the process of reconciliation and accurate data entry. This integration of eBanking with the reconciliation is, we
believe, a unique and powerful feature which many practices will find indispensable.

Getting Started

Downloading the electronic Bank statement
Once you have established an electronic bank account, in most instances you will be given the option to export or
download part or all of the statement to your PC.

Bank file formats
Every bank varies in exactly how this is done and there is no single standard for the format of the data which is
downloaded. The banks are generally reluctant to publish details of their individual bank file formats but we have
been able to determine the formats used by a number of banks - Current Banks supported. Even if your bank is
not listed, as long as it offers downloads in OFX or Quicken QIF format, the package will be able to read the
files. If your bank only appears to offer a different format, please let us know and we will do our best to advise or
adapt the package.
If your bank offers multiple file formats, Microsoft Money/OFX is the best option, followed by Quicken/ QIF.
Download your bank statement export file to an easy to find location such as 'My Documents' or the 'Desktop'.
Now go into IRIS GP Accounts and go to the eBanking facilities Reconciliation View <F8> - eBank tab where
you will see a screen like this:

&% GP Accounts C.A. [1001:0001] : Maclean McNicoll Software (9398:MMS Test Site)

File Accounts Cashbook Fees Reports End ofYear Setup CA Options Help
Cashbook Miew - %l select Period <Fg= |- APl 2002 v
| Main Accounts : Main Practice Account : Apr 2000 - Mar 2002 : Bank Matching active : All items matched |
o | No eBank items visible | &
¥
e Deetail isti
8 ali2 | Listing
3
(=]
=]
@
=
z
0 No current visible eBank items
5
‘;; Bank Matching active : All currently visible eBank items have been matched
=
)
o
a
2 9 © © @ ©
= .
g Include matched eBank items : |:|
b Use fuzzy Ameount matching: |:|
o
#®| F
tl Import®fiew Bank downloadz
w
< >
Bank Amount matching - Use Bank Date Reconciliation : |
Overall Reconciled Balance : -43298.39
Reconciliation View : (i8]
& Add an tem - ‘E‘ Add a Lodgement - t|’ Add an NHS entry [y} € F1: Help
[ 2 3 &) 2 close
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Click on the button Import/View Bank downloads, the following empty eBank Statement screen will appear:

& To View the eBank statement

Thiz =creen =hows the current contents of the eBank statement. Thiz iz made up from bank ztatement downloads imperted from your bank.
Each time you download a new =tatement, the package appends the new detaile to the ebank statement.

Any previously imported entries will not be duplicated.

The eBank statement is empty.

|

G Import Bank file ¥ Clear eBank statement 3 @ F1: Help l l [ F2: ciose l

For more details on the eBank Statement screen see The eBank Statement.
Now press the Import Bank file button, and the Import wizard helper will start:
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& frmBankimport

eBanking statement import Helper - Choose import file format

The Helper will take you through the seriez of steps required to import an an-line Bank statement.
Select the Bank Impert file from thiz page or 2imply presz ‘Mext if vou wizh to work on a file that has already been imported

Choose Bank jmport file Barclays

format Citibank TS AT This is the most sophisticated
Clydesdale Bank Bank file format as used by Microsoft Money.
HOBS If wour in-line banking service offers OFX a=s a format , you
HSBC zhould use this format in preference to others.
LLoyds T5B
Nationwide This iz the file format as used by Quicken.

It iz less =ophiziticated than OFX but preferable to the CSV
formats listed below
If your in-line banking service dees not offer OFX as a format |

NatWest
kh Run ¥Web Browser Other

] ) = Royal Bank of Scotland you should use QIF if possible.
Import File settings B Quicken QIF
| RBos C3V EVR BTG ER This iz a very simple format but is non-standard
Date Format: [@5 Tesco and each bank will have itz own variety of CSV It is the least
@5 Woolwich sophisiticated and should enly be used if OFX or QIF are not
mmiddiyy B3 available from your bank.

If your en-line banking service iz not listed, it is likely that the GP
Accounts cannot import dataat present atthough it is usualty fairky
easy to add a new C3Y format - contact Maclean McNicoll for
advice

B (e

Select the appropriate Bank and Import file format for the tree and then press Next. you will then be asked to
Select and Open the Bank file that you have just downloaded, so navigate to My Documents or Desktop and
open the file. The file will be read in and a preview screen displayed. If you are happy that this is the correct data,
press Finish:F2. The import process is now complete and you will be returned to Reconciliation View with the
eBank panel active.

If the import has been successful, you are now ready to begin eBank Reconciliation.

Failed imports
You may find that the package reports an error when trying to read the import file. This may be because you have
selected an incorrect
file format or that the file itself has not downloaded correctly. Recheck the file format setting and if necessary re-
download the bank import file. Occasionally, the problem is the result of an incorrect Date format. You should
only normally need to change the date format under guidance.
Contact IRIS Healthcare Solutions if you are still having problems - it is particularly helpful if you can email us a
copy of the bank import file so that we can check it.
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eBank Reconciliation E m

eBank reconciliation can be a little confusing at first but it pays to spend a little time mastering it, as this will
greatly speed up the reconciliation process and help prevent time-consuming errors.

When activated via Reconciliation View <F8> - eBank Tab, you should see something like this, a variation on
the normal Reconciliation View screen.

Click on various parts of the screen for more information:

Main Accounts : Main Practice Account : Apr 2000 - Mar 2002
Bank Amount Match : "-10.00", Income/Expenditure for Whole Cashbook, Sorted by Date

5\__1 123 eBank items vizible | % Date |Re Gr.Amount Ref. Text H. Gr.Incom %
-—% Detaile | Listing 12/02/02 o -10.00 DSS Insurance Dr North

;H Date: 01104103 12/02/02 & -10.00 DD DSS Insurance-Dr McClell

= fet Debit 29/04/02 & -10.00 254 British Directory
Q et BRIT SOC M AND D H 08/05/02 o -10.00 DSS Insurance Dr Jones

= ) 12/05/02 & -10.00 DSS Insurance Dr Colville

E Amt: 10,00 12/05/02 & -10.00 DSS Insurance Dr Jones

';J.'—j e 12/05/02 & -10.00 DSS Insurance Dr.Neville

iC 12/05/02 & -10.00 DSS Insurance Dr-McMillan
¥ || Homaten 12/05/02 o -10.00 DD DSS Insurance-Dr Maclean

E 01/07/02 o -10.00/ 30 Royal Med Ben Fund

ﬁ - : - - 08/08/02 & -10.00 DSS Insurance Dr Gregary
— 9@ © @ @ @ wmizey 1000 DSS Insurance Dr Colile

hg Include matched eBank items : [] 12/08/02 o -10.00 DSS Insurance Dr Jones

B | Usefuzzy Amount matching: [] 12/08/02 v -10.00 DSS Insurance Dr.McMillan
g <4 Add eBank item to Cashbook 12/08/02 o -10.00 DD DSS Insurance-Dr Maclean

§ mportrview Bank downioads b 12/08/02 & -10.00 DSS Insurance Dr.Neville 3
< >

Bank Amount matching |+ Use Bank Date Reconciliation : [

Reconciliation View : ||

The eBank Panel
This panel shows the active item in the bank statement.
Unless Include matched eBank items is ticked, only eBank items which have not been matched to an item in
the Cashbook will be displayed. If this is ticked all items in the eBank statement will be included. This is often
useful in trying to sort mistakes, particularly if 2 items with similar amounts and dates have been incorrectly
matched.
Use Fuzzy amount matching allows you to show other entries that closely match the required amount but may
have been miskeyed e.g. 11.3 or 114.00 instead of 113.00.
Normally each eBank item is displayed as Details but you can display the eBank items as a list by clicking on
Listing.
The Video-like controls are used to step between the eBank items. The Red Stop button is used to delete an
eBank item - this should only be very rarely necessary, usually following data corruption.
Import/View Bank downloads, takes you to the eBank statement screen.
Add eBank item allows you to add an item from the eBank statement to the Cashbook.
The Clear match button unmatches the current eBank item from it's Cashbook item. This normally
happens automatically when you unreconcile a matched Cashbook item, and you should rarely have to use Clear
match.

Overall Reconciled Balance : -43298.39

eBank Matching and Reconciliation
eBank matching is the process of going through the unmatched items in your eBank statement matching them
with items in the Cashbook which are reconciled in the process.
The package helps speed up the process in 2 ways:

1. Unless the Include Matched eBank items box is ticked, only Unmatched items are displayed in the
eBank panel.

2. Bank Amount Matching is normally enabled. This means that as each eBank item is displayed in the
panel on the left, the Cashbook items on the right are filtered to show only those with a Matching
amount. The appearance of the Reconciliation 'tick' icon changes to help you see which items are
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matched and reconciled. Although it is perfectly possible to display only unmatched Cashbook items, we
found in practice that this could cause matches to be made incorrectly and it is actually easier to work
when ALL potential matches are visible. The package will always jump to the item whose date most
closely matches that of the eBank item but note that these dates often differ slightly.

The matching style can be altered via the Reconcilation View Style dropdown list. Other options include extra
matching on Bank Text or Bank Ref as well as the normal Unreconciled, Reconciled and All items views. This
can be helpful if you think an amount may have been entered incorrectly.

When you have found the correct match, click on the Cashbook item and Reconcile it in one of the usual ways:
e Press <R> to reconcile
e Press the Reconcile button
e Double click on the 'Re' reconcile tick column

The eBank panel will now move to the next unmatched item and rerun Bank amount matching for that item. Carry
on until all the eBank items have been matched!!

Adding an eBank item to the Cashbook

It is of course perfectly possible that some of the items in the eBank statement do not yet have a Cashbook entry.
One reason for this is that your Direct debit transfers have not been completed. For this reason the package will
always suggest that you transfer any outstanding DDs before starting eBank reconciliation.

To add an eBank item to the Cashbook, simply press Add an eBank item. This will bring up the usual Add a
Cashbook item screen, partially completed from the eBank item's details. You will, as a minimum, have to give
this new item a Main code or sub-code.

Pitfalls and difficulties

In an ideal world everything would run smoothly and a few clicks as above would have your reconciliation
completed successfully. Of course nothing is ever that simple. Here are a few of the common, potential pitfalls in
eBank reconciliation (and reconciliation generally).

1. ltems in Multiple payments /lodgements

It is only possible to Bank match against whole lodgements or 'unlodged items'. i.e. you cannot bank match
against individual items within a lodgement. For this reason, the Show lodge Details option is disabled whilst the
eBank panel is active. If you are unable to match an eBank item, one possibility is that you have field of record all
the items in a lodgement correctly i.e. one or more items is not included in the lodgement. Alternatively you have
entered an item in a lodgement which is displayed individually on the eBank statement. In these cases, it is
easiest to switch the style to Unreconciled only, Show Lodge Details <F6> and see if you can find the eBank
item (The filter may be helpful here) . If you have made such an error, you can use the move items in or out of
lodgements facilities to correct the error, then switch the eBank panel back on and continue matching.

2. Miskeyed amounts in the Cashbook item

It is of course very easy to miskey an amount when entering Cashbook data. This will make it difficult to find a
Bank match. If you cannot find the correct match, the first thing to do, is to click on Use Fuzzy Amount
matching. This tells the package to look for possible miskeying errors such as missed decimal places and
transcriptions. Although it will through up a number of 'stupid suggestions, you may well find the cause of the
problem e.g. you may have entered 113.40 instead of 11.34. The package will not allow you to bank
match/Reconcile without first correcting the amount.

If this still does not show a possible match, try changing to Bank Ref/amount matching or Bank Text/Amount
matching which use the Ref or Text fields from the eBank items to look for potential matches, even if the
amounts do not match, again usually because of a miskeying error.

As a last resort, switch to the Filter/Search panel and look for the item manually. If you do find the Cashbook
item, you will need to correct the amount manually before returning to the eBank panel to continue matching.

3. Multiple possible matches

A common issue in practice occurs when a number of potential Cashbook items with the same amount and
similar dates are displayed. to some extent the exact match does not matter but we have found that this can
cause some confusion later. It is for this reason that the Bank amount matching always displays ALL possible
matches in the Cashbook, even if they are already matched or reconciled. The Reconciliation Tick icon shows the
Reconciliation status of the items found. It is easy tot change the Bank match from one Cashbook item to another
but the package will alert you to this.

4. Working with partially manually reconciled accounts

At least to start with, most practices will be working with a mixture of bank matched and manually reconciled
Cashbook items. Possibly the best strategy is to start using the eBank from a particular date when your
Cashbook data is completely reconciled. Only download Bank statement items from that date and from then on
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ONLY use Bank matching, do not manually reconcile as you will simply get in complete muddle and have to
start again!! The package will alert you if you try to manually reconcile when you have been using Bank matching.
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The eBank Statement E m

The eBank Statement represents a local copy of your electronic bank account, built up from downloads of bank
statement export files.

It is reached from Reconciliation View <F8> - eBank Tab - Import / View Bank downloads:

&% To View the eBank statement

This screen shows the current contents of the eBank statement. This is mads up from bank statement downloads imported from your Bank.
Each time you download a new =statement, the package appends the new details to the ebank statement.
Any previouzly imported entriez will not be duplicated.
Account Number: Hot available | Start Date: End Date : 05/09/03
Bank Date Bank Ref Bank Type Bank Payee Pay-in Withdrawal 7 Matched DateRef Payee:
28/05/03 Debit SCOTTISH POWER 51.00 Unmatched 28/05/03 |-51.00
28/05/03 DirDeb WEST DUNBARTOMNSHIR 201.00| Unmatched 28/05/03 |-201.0
28/05/03 DirDeb BT DIRECT DEBITS 11.00 Unmatched 28/05/03 |-11.00
28/05/03 001212 2000 Unmatched 28/05/03 |-20.00
28/05/03 DirDeb AESEL RECEIVABLES 3461.94 | Unmatched 28/05/03 -3461.
02/06/03 CashD CASH 200.00| Unmatched 02/06/03 |-200.0
02/06/03 DirDeb BMA MEMBERSHIF 9.96| Unmatched 02/06/03 -9.96
04/06/03 DirDeb CANDO BFS 76.61 Unmatched 04/06/03 -¥6.61
09/06/03 Ceposit PGO TAXD000474.48 178476 Unmatched 09/06/03 17843
09/06/03 001215 30,00 Unmatched 09/06/03 -30.00
09/06/03 CirCeb F AMD C PIP CLIENT MOM 50.00 Unmatched 09/06/03 -50.00
10/06/03 001217 100.00 Unmatched 10/06/03 |-100.0
11/06/03 DirDeb DINERS CLUB UK LTD 156.37 | Unmatched 11/06/03 |-156.3
12/06/03 DirDeb F AMD C FIP CLIENT MO 5000 Unmatched 12/06/03 |-50.00
13/06/03 Deposit ZR51T14TADSS RFP 321.04 Unmatched 13/06/03 321.0¢
430603 00125t | | | | 400.00| Unmaiched 13/06/03 |400.018
< >
ﬁ Impert Bank file h,gleareﬂankstatement & Print eBank Report l & F1: Help l l ﬁ;l F2: Close l

Import Bank file

This option takes you through the steps of importing data from a downloaded bank export file into the eBank
statement.

Clear eBank statement

This option will remove all entries from the eBank statement. you should normally only need to do this in case of
data corruption or other problems.

Print eBank Report
This option allows you to print a selected range of items from the eBank statement.

Account Number

This will often be unavailable as only a few banks provide the account number as part of their export facility. It is
shown purely for information.

See also

eBanking
eBank Reconciliation
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Reconciliation Recovery E m

Reconciliation continues to be one of the most frustrating and time consuming aspects of book-keeping, even
with the help of a computerised accounts package. Many users will have spent many fruitless hours-or days-
trying to correct a faulty reconciliation. At times the only way to get things 'straightened out' was to restore a
backup from a point where you knew that everything was reconciled correctly and start again!

'Reconciliation Recovery', which should help considerably in those instances where you cannot figure out what
has gone wrong.

The Reconciliation Recovery features are reached from Reconciliation View, then select the Recovery tab:

These options allow you to create a
Recondliation recovery paint. If,
later, you are having difficultes, you
can compare the current cashbook
with, or restore the data to, the
recovery point.

La=t Recovery pointis at :
J0th December 2005

@ Update Recovery point

Recovery Options
@ Display Discrepandes
ﬁ Restore Recovery point

@ Recover via Backup

The basis of the Recovery feature is the creation of a Reconciliation Recovery point, when you have successfully
reconciled your cashbook with your current bank statement. This then becomes the last known 'good' point and in
the future can be used to compare current data with 'recovery' data to spot possible discrepancies via
Discrepancy Reports, and if all else fails, to restore your data to the Recovery point, without deleting any items
subsequently added to the Cashbook.

To make the best use of this facility, It is clearly VERY IMPORTANT to update your Recovery Point, each time
you successfully reconcile you cashbook data with the current bank statement.

If you have never created a Recovery Point or the one available is too old, you can choose the option to create a
Recovery point from a standard IRIS GP Accounts Backup via Recover via Backup.
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Update the Reconciliation Recovery Point E m

The basis of the Recovery feature is the creation of a Reconciliation Recovery point, when you have successfully
reconciled your cashbook with your current bank statement. This then becomes the last known 'good' point and in
the future can be used to compare current data with 'recovery' data to spot possible discrepancies via
Discrepancy Reports, and if all else fails, to restore your data to the Recovery point, without deleting any items
subsequently added to the Cashbook.

To make the best use of this facility, It is clearly VERY IMPORTANT to update your Recovery Point, each time
you successfully reconcile you cashbook data with the current bank statement.

To create or update the Reconciliation Recovery point go to Reconciliation View - Recovery tab - Update
Recovery Point.

You will see the following screen:

# To update the Recovery Point

If you continue, the Reconciliation Recovery point will be updated by
making a backup copy of current Cashbook data.

The Recovery point date should normally be set to the current Bank
ztatement date or to Today's date.

WOU SHOULD NORMALLY CONTIMUE IF v OU HAWE SUCCESSFULLY
RECOMNCILED THIS ACOUNT.

Current Recovery point Date ©: 1=t February 2004

New Recovery point Date :  10/02/2004 @

@ Fitep | [ X Cancel | [ F2i0K

You should set the Recovery point date to the last date on your Bank statement or Today's date.
If you press <F2> the Recovery point will be updated.
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Reconciliation Discrepancy Reports E m

Reconciliation Discrepancy Reports are only available if you have previously created or updated the
Reconciliation Recovery point.

To make the best use of this facility, It is clearly VERY IMPORTANT to update your Recovery Point, each time
you successfully reconcile you cashbook data with the current bank statement.

To view Discrepancy Reports go to Reconciliation View - Recovery tab - Display Discrepancies.
A page with several tabs will appear:

Balances Discrepancies

This tab simply lists variations between current and Previous balances. This can give a general indication of
where the problem may lie but is unlikely to pinpoint it exactly.

B Introduction Zf& Balance Discrepancies B2 changed ltem Discrepancies | [§ Deleted ltem Discrepancis

Theze pages =how dizcrepancies between the current balances and cazhbook tems and thozse at the Recovery point.
Onby dizcrepanciez in Income and Expenditure up to the Recovery point date are dizplayed

Month Current Previous Difference
= Opening Balances

|| Reconciled Balance -1001158.84 13499.64 -113615.48
;] Opening Balance -121130.55 13529.64 -134660.19
= Apr03
;] Reconciled Income -30.00 93544.98 -93574.98
;] Reconciled Expend 60525.40 123396.34 -52870.94
;] Income -30.00 93544.93 -93574.98
-_] Expend 6763317 123406.34 5577317
=l May 03
;] Reconciled Income 44583.64 -54583.64
;] Reconciled Expend 540.00 37650.25 -57010.25
| Income 84583.64 -84583.64
;] Expend 40738.91 a7630.25 -53601.34

'Adjust for Simple Reconciliations'
Adjust for Simple Reconciliations

In calculating the discrepancies in reconciled balances the package will normally ignore 'Simple Reconciliations'
i.e. instances where an item that was previously unreconciled, has since become reconciled (as this is essentially
'normal'). If you wish to see the actual changes in reconciled balances, untick the checkbox marked 'Adjust for
Simple Reconciliations'.

Changed Item Discrepancies

This tab displays any items found which were reconciled at the Recovery point date but whose Date, Text, Ref
Number, Amount or Reconciliation/Bank match status has since changed. The fields noted to have changed are
highlighted with a blue border.
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B Iintroduction % Balance Discrepancies % changed Item Discrepancies 5 Deleted item Discrepancies | E Addition Discrepancie:

The Changed tems page displays any items found which were recoenciled at the Recovery peint date Last Recovery point is at
but whoze Date Text | Ref. number, Amount or Recenciliation status haz =zince changed 1st February 2004
Status Date Text Ref Humber Amount  Reconc. Discrepancies in ]
> Previous | 22/10/01|[Brian’s Windows-Galgate 5114 -13.000 Yes Date Text Amount
Current | 01/04/03 |[%(22/10/01) Brian's Windows-Ga 5114 13.00] Yes
Previous |23/01/02||Brian's Window Cleaning-Galgat 101 -13.000 Yes Date Text Amount
Current | 01/04/03 |[%(23/01/02) Brian's Window Cle 101 13.00] Yes
Previous  12/04/02 Eclatants 208 -11.00| Yes Reconc.
Current  12/04/02 Eclatants 208 -11.00| No
Previous  23M12/02 Dr.Junor-Locum-A4 618 -113.00 | Yes Reconc.
Current  23M2/02 Dr.Junor-Locum-A4A 618 -113.00| Mo

In the example above the last entry shows that the item for Dr Junor's locum was previously reconciled but is
currently reconciled. This may have been done in error and correcting this may resolve your reconciliation
problem.

You can immediately change the incorrect item by pressing '‘Change Current Item'

E Change Current ttem

Deleted Item Discrepancies

This tab displays any items found which were reconciled at the Recovery point date but which have subsequently
been deleted from current Cashbook data.

B8 Introduction % Balance Discrepancies @ Changed Item Discrepancies | @9 Deleted Item Discrep

The Deleted kems page dizplays any items found which were reconciled at the Recovery point date
but which have subsequently been deleted from current Cazhbook data.

Date Ref. Text Amount Rec. 7 Bank Match
b 12/04/03 DSS Insurance Dr Colville -10.00 4 Unmatched

In the example above the item for DSS insurance had been reconciled but has since been deleted. This may

have been done in error. If this is the case, you can immediately restore the item by pressing 'Restore Deleted
Item’

|| Restore Deleted ftem

Addition Discrepancies

This tab displays any reconciled items found in current Cashbook data which do not exist in the Recovery data
and which are dated prior to the Recovery date.

B Introduction % Balance Discrepancies | [2 Changed ltem Discrepancies | [§5 Deleted ltem Discrepancies EEH Addition Discrepancie

The Additions page dizplays any recenciled itemz found in current Cashbook data which do not exist in the Recovery data Last Recovery point is a
and which are dated prior to the Recovery date. 1st February 2004
Date Ref. Text Amount  Rec. ? Bank Match 4
» 16/09/03 DirDeb SAINSBURY VISA 244 31 W Matched

In the example above the Sainsbury item has been added with a date prior to the last recovery point and has

been reconciled. This may be an error. If this is the case it can be immediately deleted by pressing 'Delete
Addition’

"2 Delete Addition
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Remember that the Discrepancy reports can only act as a guide to possible inconsistencies in Reconciliation.
They cannot pick up all possible discrepancies and will often report situations that are perfectly valid. Only you
can decide if they explain your reconciliation problem.
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Restore the Reconciliation Recovery Point E m

In many cases you will be able to resolve a reconciliation problem with the help of the Discrepancy Reports but
occasionally, if the problem remains unclear, you may have to 'Restore Recovery point' data.

This will reset the reconciliation balance of the package to that at the Recovery Point, undoing any subsequent
changes, deletions or reconciliations.

However any items that have been added since the Recovery Point will be retained (but will become
unreconciled).

If you use eBanking, any items that have been added to the eBank statement will be deleted and any items that
have been matched since the Recovery point will become unmatched.

To restore the Recovery Point, go to Reconciliation View - Recovery Tab - Restore Recovery Point. You will
see the following screen:

#m To restore a Reconciliation Recovery Point

Last Recovery point is at :
15t February 2004

These zcreens take you through the process of restoring vour Caghbook data back to the
Reconciliation Recovery point.

The package wil automatically take a backup of your current Cashbook data and place it in the
Backup Cache - thiz can be restored if required via the normal Restore facilities.

The Recovery procezs wil only restore Cazhbook data and HHS ledger data.

Any itemz added =zince the Reconciliation Recovery point was updated will be retained but they will
be =&t to unreconciled and unmatched to the eBank statement.

“our Reconciled balance will return to the setting at the point when the Reconciliation Recovery
point was updated.

Prezs «<F2:= Restore Recovery Point to continue or press cancel to quit.

X Cancel o F2: 0K € F1: Help

Simply follow the instructions to restore the Recovery point.

The Restore Recovery process automatically places a current backup in the Backup Cache, so you can always
restore current data if the Restore Recovery itself causes problems.
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Create a Reconciliation Point from a Backup E m

In many cases you will be able to resolve a reconciliation problem with the help of the Discrepancy Reports but
occasionally, if the problem remains unclear, you may have to 'Restore Recovery point' data.

Although you should try to get into the habit of creating Reconciliation Recovery points on a regular basis, if you
do not have a suitable Recovery Point, it is possible to create a Recovery Point from a standard IRIS GP
Accounts backup.

To create a Recovery point from an IRIS GP Accounts backup, go to Reconciliation View - Recovery Tab -
Recover via Backup.
The package will run the normal Restore backup option. A good source of suitable backups is the Backup Cache,

which keeps copies of all of your recent backups, or may you select any other device or source e.g. floppy disc or
CD. You should try to select the most recent backup which is likely to have been correctly reconciled.

AR = YBackup Cache only o

Advanced Restore

X Cancel " B ) F1: Help

Simply follow the instructions to restore and create a Recovery point. The package will now have to re-open the
active account, closing Reconciliation View in the process. To continue, re-open the account, go into
Reconciliation View and click on the Recovery Tab at the left hand side of the screen (see Reconciliation
Recovery).

You will see that the package now recognizes that a Recovery point exists.

If you are having difficulties with reconciliation, you may now produce Reconciliation Discrepancy Reports or
Restore the Reconciliation Recovery point.
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Memorised items

Basic Topics

[d [

Most practices find that they have a number of commonly recurring Cashbook items e.g. regular payments to
suppliers or regular private income items e.g. Insurance medical.
This facility allows you to define a number of Memorised items each for income and expenditure. These items will
appear in the Cashbook Text field when you are about to enter the text description for an income or expenditure
item. When selected, most of the Cashbook data entry including the Reference, Amount, Main codes, sub-codes
and Doctor details is automatically completed which should save a considerable amount of typing.

Memorised items can be added or changed by selecting Setup - To alter Memorised items from the main menu
or may be added from the Cashbook item entry screen, by pressing the Memorise Whole item button.

="

:ﬁ} Screen to alter Meﬁf@ised items E # [
Memorized items for Account : Main Practice Account
| W Memorized Income tems | W Memorised Expenditure items |
Text Gr. Income Main code
| ADSS - 109980766 0.00 Class 1 NIC
™

B Add an ftem B Change an tem = Print liet of items
ﬁi' Delete an item

Sub code -

W# F1: Help

m F2: Close

e There is no limit to the number of Memorised items.
e  For more information see Adding or Changing a Memorised item

e [f you delete a Memorised item it is permanently removed.

See Also
Default Text items
Direct debits and credits
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Adding or Changing a Memorised item E m

This screen is used to add or change a Memorised item. It is almost identical to a normal Cashbook Data entry
screen but omits the Date entry box. If VAT is active for the account the VAT code, dispensing code and VAT
amount boxes will be visible.

Click on different parts of the screen to get more information

fﬂ Screen to change an existing Memaorised Item. 9 ||
Cashbook ID
Memorized Income item ¥
Reference : | =l Prevrer:) Notes| M Tags| M eBank
Text: DSS - 109980766 (=] <Fe=[]
Gross Amount :£ {}_ﬂ{} iy
Iain Code :  Class 1 NIC =
Sub Code : -
Partner : + Personal: []
(%
Wat
VatRate - X : Exempt >~ VatAmt: £ 0.00 @ Qliep
Pil. Exemption : Standard Income item = Met Amt: £ 0.00 X, Cancel
& F2: 0K

e The VAT and Dispensing related fields will not appear unless the active account is 'VAT Active'.
e The Cashbook item must have a Date, Text and Main code or you will be alerted and it cannot be saved

e See Navigating Data entry screens for useful information on using the keyboard to speed up your data
entry.

See also
Memorised items
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Most practices find that they have a number of commonly recurring Reference numbers or text.

Basic Topics

[ [

This facility allows you to record a list of memorised reference numbers. These items will appear in the
Reference Number field when you are about to enter the reference number for an income or expenditure item.

Memorised reference numbers can be added or changed by selecting Setup - To alter Memorised Ref.

numbers from the main menu or may be added directly from the Cashbook item entry screen.

TT—— Sp—

A

'ﬁ} Sc% to alter Memaorised Ref items

| - @&1

| W Memorized Ref. Income items | B Wemorised Ref. Expenditure 'rtern5|

Ref. -

PR T T 4

Add a Ref tem 2/ Delete a Ref. item € F1:Help

B Change a Ref. item & Print list of tems

ﬂ F2: Close

= - - R —

e An unlimited number of Memorised Ref nhumber items can be added but a long list is likely to be rather

unwieldy.

e 'Deleted' Memorised Ref. Number items are permanently removed from the package and cannot be

un-hidden.
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Memorised Text items E m

Most practices find that they have a number of commonly recurring Text descriptions for income and expenditure
items, e.g. Staff names or Insurance company names.

This facility allows you to define text items each for income and expenditure. These items will appear in the
Cashbook Text field when you are about to enter the text description for an income or expenditure item. This
should save a considerable amount of typing.

Memorised Text items can be added or changed by selecting Setup - To alter Memorised Text items from the
main menu or may be added directly from the Cashbook item entry screen - see Memorising Cashbook Text.

:E} Screen to alter Memcr% Text items e I&lﬂlﬁ

Memorised Text for Account : Main Practice Account -
W Memorised Income Text | W Memorized Expenditure Text
Text -

4 NHS Payment Drugs B

Bpl Community Trust

D33 - 109950766

H M Customs & Excise

MHS Payment - cost rent etc.
MHS Payment - GMS advance
MHS Payment costinotional rent

R¥ Charges
7| Add a Text tem | Change a Text item i) F1: Help
1'; Delete a Text item = Print list of tems ﬂs—_a| F2: Close

e An unlimited number of Memorised text items can be added but a long list is likely to be rather unwieldy.
e 'Deleted' Memorised Text items are permanently removed from the package and cannot be un-hidden.
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Doctors

Partner Codes E E

In many parts of the Accounts package it is helpful to have a list of the partners in the practice. In the NHS ledger
a number of NHS payments e.g. Seniority, PGEA and Superannuation are allocated to individual doctors. In the
Cashbook ledger it is also common for particular items to be allocated to an individual doctor.

There are a number of Reports options which will allow you to breakdown the income or expenditure allocated to
each doctor. This can be helpful in allocating Drawings where certain items e.g. PGEA are paid directly to the
partner rather than being pooled in the practice income.

Partners list Sub-codes.
A common situation is where a main code e.g. Drawings has a list of partners as sub-codes so that the drawings
issued to each partner can easily be analysed. The package has special facilities to add this list of partner sub-
codes and to keep track of any changes in the list of doctors. - see Main codes and Sub-codes.
The list of Partners can be added to or changed via Setup - To alter Partners from the main menu or may be
added directly from the Cashbook item entry screen - see Cashbook Partner Details

f 1
ﬁ]l Screen to alter list of Partners, I.Elglﬂ
In‘_l:‘l-r%',.r parts of the package it is useful to have a list of all of the partners in the practice.

e.g. Cashbook tems are often attributed to a particular partner.

Partner Name Open Exeter Hame -
|4 Dr Adam Alexander DR R RATHAVEL I_.
DOr B Burrows DR. BR BEAUMOMNT
Or Charles Craig DR M JEFFCOTE
DOr Derek Dalganrnos DR RVINEY
Dr Edith Evesham DR. [AM BLOOR
'% Add a Partner E LChange a Partner ¢ 4 Print lizt of tems i F1: Help
&' Hide Partner. [] Show Hidden Partners m FZ: Close
———

e Partner Codes cannot be deleted but may be Hidden to prevent data errors.

e The Open Exeter Id is used to link the partner with the unique identifier used by the Open Exeter NHS
payments imort facility

e  There is no limit to the number of Partner codes.

See also
Adding or Changing a Partner's details
The Open Exeter NHS Import facility
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Adding or Changing a Partner's details E m

This screen lets you add a new partner or change the details for an existing partner.
It is reached from the 'Alter Partners details' screen. See Partner codes for more information

@ Screen to change an existirf_‘i'r*r{ner. X
L
Partner IO
> -
Partner Name - Dr Charles Craig Hidden  [F]
i i & F1:Help
Open Exeter Code: DR [CHARLRESCCRAIG

x Cancel
4 F2. 0K

Name:
The name of the partner

Initials:
Shortcut initials for the partner

Open Exeter ID:

This the code or ID used by the NHS Open Exeter payments system to refer to the partner on their payment
statements. This is used to 'map' Open Exeter individual payments to IRIS GP Accounts partner codes. The
Open Exeter ID is usually set by the process of importing an Open Exeter statement but you may occasionally
need to edit it here.

Partner ID:
This is the internal ID used by IRIS GP Accounts to identify this partner - you should normally need to use this ID.

Hidden:
If this checkbox is ticked, the partner code is hidden. You may 'unhide' the code by unticking the box.

See also
Entering Cashbook Partner details

Reports
Main Codes and Sub-Codes
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Direct Debits and Credits

Direct Debits and Credits E m

It is possible to set up an unlimited number of Direct debits, Standing orders or Direct Credits (for known, regular
income items). These are imported into the Account from the main Cashbook ledger screen if they are past their
due pay-in date.

To setup or change Direct Debits and Credits select Setup - To alter Direct Debits and Credits from the Main
Menu:

ﬁ} Screen to alter Direct Debit and Direct Credit items. Q @Em

ftems for Account: Main Practice Account - ;(Z Jr?pll:ﬁd
‘ W Direct Debits W Dirsct Credits |

Day Text AMIJASOND JFMAMIJAS Gr. Expend Start from End After Confirm -

1

30 Drawings-A4 e KK 12000.00 Jun 2004 Mot Set Mo

30 Drawings-BB 000 e KK 12000.00 Jun 2004 Mot Set Mo

30 Drawings-CC 000 HE 12000.00 Jun 2004 Mot Set Mo

30 Drawings-DD @ e KK 12000.00 Jun 2004 Mot Set Mo

30 Drawings-EE = e KK 12000.00 Jun 2004 Mot Set Mo

31 Meritus Ltd re notional rent - - -———-——————————— HE 675.00 Apr2002 Mot Set Mo

[=] Add a new ttem [# Change an item  Print list of items ¥ F1:Help

ﬁ:' Delete an item Automatically Import Debits and Credits when Account opens : ﬂ] F2: Close

e Any number of Direct Debits or Credits can be created.

e If you change your Account Start or End Dates you may be asked to confirm the Direct debit settings,
although usually these will be adjusted automatically- see To edit an Account

e Similarly you will be asked to check the list of Direct debits and Credits after performing End of Year
procedures

e Direct debit and credits can be marked so that they have to be confirmed before they are paid-in to the
Cashbook - see Pending Direct Debits and Credits.

e Tick the Automatically Import Direct Debits and Credits option' if you wish these to be paid in
automatically (up to the Current date) when an account is opened.

See also
End of Year procedures
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Adding or Changing a Direct Debit/Credit

This screen lets you alter a Direct debit or Credit:
Click on different parts of the screen for more information:

[ [

@ S::reerrl‘to change an existing Direct Debit/Credit. |t o
L
{j T : Cashbook ID |
Day E = En}m D 20006/2004 @ Direct Debit tem 19 R
Reference: S0 v (PrevRef:) W Payin | paid| = Notes| ‘|”
M April -
Iext: Drawings - BB (=) <fe=] | May —
M June |=
Gross Amount £ 12000.00 @@ - V! July 3
/| August L
Main Code :  Monthly drawings - /! September
/| October
Sub Code: Dr B Burrows - ! November - |
Stop Debit/Credit
(" O Burrows v Personal:[] (@ Continue indefinitety
i) Stop after :
Confirm before payment into cashbook @[] 7 . @
Wat
Vat Rate : X : Exempt ~  vatAmt: £ 0.00 @@ @ F1:Help
PH. Exemption : Non Taxable ~  NetAmt: £ 12000.00 X Cancel
& F2: 0K
See also:

Direct Debits and Credits
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Paying-in Direct Debits and Credits E m

If you have set up Direct debits or credits you can import these into the active account by choosing Cashbook -
Pay-in Direct Debits and Credits from the main menu.

The Pay-in Direct Debits screen asks you to specify the period over which direct debits and credits have to be
'paid-in' to the Cashbook. The package will normally calculate these dates for you but you may override the

settings if you wish.

& 1o pay-in Direct Debits/Credits 5[

This =creen allovwes you to pay-in direct debitz and creditz outstanding for any period you specify
belowy . Unlezs the direct debiticredit tems have been marked as 'Confirm’, they will be
automatically paid into the Cashibook.

tems marked Yfor confirmation' are not paid in directly but are held back until you have checked
and attered them as required.

You will be alerted if there any nevw items waiting for confirmation.

—=elect the Period for Direct debiticredit pay-in
% Pay-in all Direct debits/credits overdus upto ©  19th Feb 2003

{ Pay in Direct Dekit foredits due between the following dates
From: 01072002 I3 1o: 19/02/2003 I=

X cancel

¥4 F1: Help

Direct debits and credits will normally be paid in up until today's date or until 6 months after the end date of the

account, whichever is earlier.
You will be alerted if there are any Pending Debits or Credits which await confirmation before being paid in.

See Paying-in Pending Debits or Credits
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Paying in Pending Debits and Credits E m

When setting up a Direct debit or credit you can specify that the item should be confirmed before being paid into
the Cashbook - See To edit a Direct Debit or Credit

In this case the item is not paid-in immediately but must be confirmed by selecting Cashbook - Confirm
Pending Direct Debits/Credits from the main menu.

This screen allows you to confirm and adjust any pending items before payment into the Cashbook.

I " . i — . - s A ol El
'a Ta check Direct Debit and Credits before they are paid-in. l = M

=

This screen allows you to check direct debits and credits before paying them into the Cashbook.
“ou may wish to alter detailz of thezse items e.g. the Amount or Date before finally paying-in 2ome or all into the Cashbook.
Only items that have been "Marked” will be paid-in when you press the "F2 . OK” button.

Date M Vat Amount Gr. Income Gr. Expend
» _l 9382l |  630.00/std.17.5:Pa 3
01003407 Moore & Smalley -03.82 53[] 00 Std. 17.5 : Parti

< [ [
B Change an item Eﬂ;] Mark item for pay-in ﬁ-" Delete all items ) F1: Help x Cancel
ﬁ" Delete an item [.E] Un-mark item for pay-in ﬂ» Un-mark all tems. 4 F2: 0K

e Each item that has to be paid-in should be 'marked' as only marked items will be paid in when you press
the F2:0K button.

e You may change any aspect of the pending item e.g. the amount or codes before it is paid-in.
e Items will remain in this pending list until they are paid-in or deleted.
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NHS Ledger Codes and Templates

NHS Ledger codes and Templates E m

The NHS ledger uses it's own set of codes to categorise data. These are mostly preset but you may add an
unlimited number of Practice-defined codes to suit local circumstances. -see Adding or changing an NHS ledger
code.

To alter NHS codes select Setup - To alter NHS ledger codes from the Main menu.

With the advent of new styles of GP contract, NHS codes are now given a category, New GMS, PMS or Red
Book:

Y Screen to alter NHS ledger codes.

Thiz screen allows you to view the NHS codes list. Only Practice-defined codes can be altered.

MHS Contract Style : Il Hew GMS -

| 1 NHS Ledger Income codes B NHS Ledger Expenditure codes

NHS code text Journal code Vat code Recovery
Global Sum

Mursing Homes (Enh)

IUD Senvices (Enh)

Drug Abuse (Enh)

Alcohol Misuse (Enh)
Anticoag. Maonitoring (Enh)
Violent Patients (Enh)
Minor Surgery (Enh)

Flu immunisation (Enh)
Quality Access (Enh)
Quality Money

ZzZzzzzzzzzZzxz
HEEEXEEARE X

[ ] Show Practice codes only ] iShow Hidden Codes!
|Z| Add a Code a & F1: Help
(&  Print list of Codes ﬂ] F2 Cloze
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Adding or Changing an NHS ledger code E m

Most of the NHS ledger codes are preset but you can add as many practice-defined codes as you wish to take
account of local variations in NHS payment categories.

This screen lets you add or alter a practice defined NHS code. You can now change the VAT and dispensing
code settings of preset codes.

Click on different parts of the screen to get more information:

Sc:re-:—:n to change an existing NHS ledzer code.

ttem Text . Aspiration Payment Recovery 650
Contract Style: | W [ERASLE »|  Hidden L
Journal
eode - (none)
tam
NHS EXPENSES
A PCG/LHCC expenses
A PMS expenses
A Fundholding expenses
A Levies
VatRate: X : Exempt v
Dispensing:  Non Dispensing |v @ F1: Help
Is this & "within Contract” item ? F] X Cancl
I= thiz item an NHS Advance recovery? IF] o F2: 0K
See also

The NHS Ledger
NHS ledger codes and templates

Journal codes
VAT facilities
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NHS Templates E m

One of the difficulties in entering NHS ledger data is the large number of potential items that may be involved and
the variations in paying methods that exist between Health Authorities and Health boards.

The NHS ledger templates screen allows you to setup or alter any number of templates each of which should
reflect the typical payment methods of your HA. The items on the template and their order can both be specified.
The package is supplied with 2 templates - quarterly and monthly.

When you come to enter data in the NHS ledger you can specify which template is to be used.

e.g. A practice's HA pays the bulk of the NHS payments on a monthly or quarterly basis, but Temp resident and
Emergency treatments are paid in the middle of each month. The practice should set up a template which has
only the Temp resident and Emergency treatment codes on it. This short list will appear if the templates is
selected when entering NHS data, making data entry much easier.

It is possible to generate NHS templates on-the-fly whilst entering data in the NHS ledger but you will usually
alter NHS templates by selecting Setup - To alter NHS templates from the main menu.

Templates are now grouped according to NHS Contract Style.

¥ Screen to alter NHS item templates.

MNHS itern templates are used to alter the NHS data entry =creens =o that they match the NHS items
that your practice normally use=. E.g. if you are not a training practice you may wizh to hide Training
Grant’.

| W lew Gms - BM3 Bl Red Book
Hame T Style 3

ype ~
| d Standard New GMS Practice defined New GMS &

-
[=| Add a Template | Copy a Template
&) F1: Help
IE Lhasge ¢ Template Import a Master template
1'; Delete a Template - m F2: Close

Copy a template
This option lets you copy an existing template, usually to act as the basis for creating your own modified
template.

Import a Master Template
The package comes pre-supplied with a small number of 'Master NHS templates'. This option creates a new
template based on one of these master templates. You may then alter this new template as much as you wish to
suit your local payment circumstances.
See Adding or changing an NHS Template for more details.
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Adding or Changing an NHS template

This screen is used to alter the settings for an NHS ledger template. - see NHS templates.
Click on different parts of the screen to get more information:

B Screen to change an existing NHS items template.

Template Hame . Local New GMS Default NHS Template : [ ]
Contract Style:  w [N -
| @ Template Income items W Template Debit items
MNHS Income items Split by Doctor Available codes
= Global Sum Ho + W New GMS ~
= d PMS
= Mursing Homes (Enh) Ho Contract Payment
= |UD Semvices (Enh) Ho -~ W Red Book
= Drug Abuse (Enh) Ho = Capitation Fees under 65
= | Alcohol Misuse (Enh) Ho = Capitation Fees 65to 74
= Anticoag. Monitoring (Enh) Mo = Capitation Fees over 75
®  Violent Patients (Enh) Ho = Adjust. Capitation Fees
®  Minor Surgery (Enh) Ho = Rural Practice Payments
= Flu immunisation (Enh) Hao = Deprivation Pay (Area 1)
= | Quality Access (Enh) Ho ® Deprivation Pay (Area 2)
= Quality Money Mo = Deprivation Pay (Area 3)
= Child Health Surveillance
= Basic Practice Allowance
= Employment of Assistant
£ S = Registration Fees w
&) Move ttem Up %a Hide from template |&| Add item to template
@ Mowve item Down s" Split by Doctor
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Reporting Facilities

Reporting Facilities E m

A number of different reports facilities are available. Rather than give examples of each printout it is probably
best to experiment with the different options and use the <Print Preview> option to look at each to decide which
ones will suit your practice. We know that some practices print out an example of each report and analysis and
keep them in a binder for future reference.

There are 4 main Reports options - click on the links for more details:

—_

Cashbook reports - These are generally detailed listings of items in the current Cashbook year.
2. Analysis reports - These allow year-by-year comparison of current archived data but by code and sub-
code totals.

3. Budget Reports - These allow comparisons between projected and actual income/expenditure.

4. Quick reports - This produces a report based on the current Cashbook view and filter i.e. whatever is on
the current Cashbook screen.

Report Output options

All reports let you choose from a variety of output and formatting options- the following screen will appear. The
Print preview option is particularly helpful for checking the output and formatting before the report is produced.
The package will store the settings you last used.

«= To Print a Report x|
| Current Report © Quick Report from Cashbook |

B = — : :
Export format - Cther Printer seﬂlngs'

Printer to use ;

% 'SV farmat (Excel, Works, Lotus);

Default Windows printer -
™ Tab' format FPaper Tray:
v Column headings [ Report headings Paper Feeder -
=T |
Page Crientation JUsze Calar?

 Colour % Grayscale 0 Black & Vhite

" Portrait ¥ Landscape
i "
Fort zize ", Export to File
e Small . i '
~ Mediurm Large = Display Graphs
" Print Qualt
4 — Income /Expenditure for Ja ﬂ Print Preiew
" Drait * i
Date Ref.
" Standard _
‘ ‘ ‘ = Print Report
i+ High Giuality 1. |00 | DD
i) F1: Help | IF2: close
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Cashbook Reports E @

Cashbook reports are used to produce detailed listings of the data in your Cashbook and NHS ledgers.

Many of the reports have a simple or detailed option. The Simple option shows only the simple listing, the
Detailed option breaks down the listing into Code, sub-code or Doctor rather like a traditional Cashbook with
multiple columns.

To run Cashbook reports - select Reports - Cashbook reports from the Main Menu.
A series of helper screen will take you through the options available - these are:

1. Report style
2. Report codes (where applicable)
3. Report period

See Reporting facilities for more information on the various output formats

Option to exclude Transfer amounts from Balance reports
This option applies to some Balances reports and allows Transfer amounts to be excluded from the report.

Option to Skip Blank columns
If this option is applied, any columns which are completely blank will be omitted to save paper

Option to prevent page breaks in multiple code / period reports

Normally the package changes to a new page with each code or period when printing multiple code or period
reports. This option causes the package to insert page breaks only when strictly necessary.
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Analysis Reports E m

Analysis reports are used to produce totals information i.e. they do not show details of individual Cashbook items
- select Reports - Analysis reports from the Main Menu.

A series of helper screen will take you through the options available - these are:

Analysis Style

Analysis Codes (where applicable)
Analysis Period

Analysis Totals

Pohb=

See Reporting facilities for more information on the various output formats
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Budget Style Analysis Reports E m

This style of report gives a quick overview and breakdown of both income and expenditure over a period of time.
It uses a similar style of presentation to the Budget Report with a tree-style breakdown of Main codes or sub-
codes. This view can be easily manipulated to hide codes with no figures or other codes which are of minor
interest in a similar fashion to Budget reports.

i Practice Budget Report - 10| x|

Budgetstyle report - Breakdown of Main and Sub codes
Period from 01/07/02 to 30/06/03

Budget Category July 2002 August 2002 | September | October 2002 | Hovember December | Janus
2002 2002 2002
Income 0.00 0.00 0.00 0.00 0.00 0.00 —
Cash introduced 110.00 200.00 B80.00 $0.00 200000 100.00 j
FHSA income 28859.62 51954.20 546T2.67 6167416 55490.T1 24867.59
Funiddholding 3160000 0.00 0.00 0.00 0.00 0.00
Income tax repaid 0.00 0.00 0.00 0.0:0 2351.40 0.0:0
Tax provisions 0.00 0.00 0.00 0.00 385.62 0.00
Other appointments 532.00 250,00 .00 0.00 0.00 0.00
Other income 0.00 0.00 0.00 0.00 0.00 0.00
__] Appraisals 0.00 0.00 0.00 0.00 0.00 500.00
__] Cremation fees 91.00 91.00 2T2.00 136.50 136.50 0.00
__] Insurance claims 157.90 84.90 221.24 110.10 125.36 2.0
__] Inzurance exams 1203.05 BT400 943.30 1059.30 201.T0 672,94 -
J | of
Income Totals 62553.57 5345410 5T420.21 82950.06 62601.29 26T731.08
Expenditure Totals 5834592 5068977 58048.64 T8723.94 59996.30 231218
Balance Totals 4207.65 2T64.33 -628.43 4226.12 2604.99 3489.60
| Report Figures Optians |, _ Prit Report @ F1: Help | [ F2 close |

Income / Expenditure Code Analysis reports are accessed via Main menu - Reports - Analysis.
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Quick Reports E m

Quick reports may be produced by selecting Reports - Quick Report from the main menu, by pressing the
Quick report button or the <F12> key.

The quick report will produce a printed copy of whichever Cashbook view is currently being displayed on the
Cashbook ledger screen.
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Print Preview E m

The Print Preview screen allows you to view on -screen an accurate representation of the format of the printed
report.

There are various option to zoom-in and out to see the pages more clearly. You can also use the
landscape/portrait buttons to experiment to see which looks better or uses less paper.
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The Private Fees Register

Private Fees Tracking E m

Overview
This feature will allow you to monitor the payment of private fees e.g. lawyers' reports, insurance company
medicals, PMAs etc. This should help ensure that the practice is being paid promptly and accurately.
Each practice maintains it's own list of Clients and Services provided. Each Service e.g. Medical Report, Travel
vaccination may be set up with a standard fee to speed up data entry.

If you wish the package can be used to generate pre-prepared invoices, reminders or receipts. Once paid, each
fee can be partially imported into the Cashbook.

Before you can use Fee tracking successfully you will need to spend a bit of time setting up your list of clients
and services offered - Fees Tracking Setup.
NB Fees tracking is designed for the average practice with a relatively small private fees element to income.

It may not be suitable for a substantially private practice or where you have a very large fee-based source of
private income.

The Private Fees Register
The Fees Register is accessed from the Main Cashbook Menu->Fees.

Private Fees Hegister

,C| Fees Wiew - | All Unpaid Fees | Clientz Shown : All Clients |v

S i i i S
“ou may use this option to search for u D~ Client Total Paid Date Service

a number or piece of text within the 2 [Bunkum and Scratchem 18.45| | p4/02/06Medical Report

Fees Register.The fiter will look for 3 Dawson and Creek 79.45 04/02/06 Medical Report

partial matches and wil ignore 05/02/06 Medical Examination
capitals.

It wil not look for client names - this
must be done via "Clients Shown' at
the top of the screen
“ou can restrict the view to items
performed or paid within the dates
selected below in the Fitter by Date

< Filter {©@)Close - Ctri+F2

Fitter by Text ——————————

% setFiter | % Clear Fiteer

Filter by Date

Fiter by : Date Performed |+

between 04/01/06 =
and 040206 i
4 setFiter | 5§ Clear Fiter [
< ] | [ )]
[&| Add a new Fee |4 change a Fee f—7 Print Invoices/Reminders @ Fees Setup ) F1: Help
&+ - .
E Add a Multiline Fee fg Delete a Fee = Buick Report El FZ: Close

This screen shows a list of all Private Fees recorded. It will normally display All Unpaid Fees from All clients
but you can alter the display to show different views of the register by selecting the Fees View button. This
screen lets you Add, Change or Delete existing Fees register records.

On occasion you may need to record a Fee which is made up of more than one line e.g. if you choose to bill a
law form for several medical reports against one invoice. The package allows you to record Multiline Fees and
produce Multiline Invoices. The screenshot above shows an example of a Multiline Fees record.

Add, Change or Delete Fees
See Add or Change a Fees record

Add a Multiline Fee
See Add a Multiline Fee record
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Fees View options

Save Current View
Grid View

These options allow you to adjust the layout of the Fees record view with multiple line, Column width, Column
order and Sorting options. See Fees Display options for more information.

e Allitems (Paid and Unpaid)

e  Unpaid items only

e Paid items only

e Unpaid items - Invoice overdue
The register shows any items which have been performed but have not yet been invoiced to the client.

e Unpaid items - 1st reminder overdue
The register shows any items which have been performed and invoiced but have not yet been paid. You
can determine the interval allowed before the reminder becomes overdue in Fees Tracking Setup. This
is to allow clients time to respond to earlier payment requests.

e  Unpaid items - 2nd reminder overdue
The register shows any items which have been performed and a first reminder sent but have not yet
been paid.

e Unpaid items - Final reminder overdue
The register shows any items which have been performed and a second reminder sent but have not yet
been paid.

Client Shown options

Normally, fees due by all clients are visible in the register. You can select a particular client to view from the
Clients Shown drop-down list.

Quick Report

The Quick report button will generate a simple report based on whatever view is currently in the fees register.
The usual options of Print Preview, Print or Export to file are available.

Print Invoices / Reminders
If any invoices or reminders are overdue, pressing this button will cause a batch of the appropriate invoices and
reminders to be printed (or emailed).
The package brings up the Print Overdue Invoices and Reminders screen, which lets you decide which
invoices/reminders should be printed. This screen also takes account of any Clients Shown settings on the main
screen i.e. If you have selected a particular client on the main screen, only overdue invoices for that client will be
shown.
This is unlike previous versions where the invoices and reminders produced took no account of the Clients
Shown settings and ALL overdue letters from ALL clients were produced.
The package keeps a note of the number and date of reminders created so that follow-ups are generated
automatically at a later date.
If the client has indicated that they prefer to receive invoices or reminders by email, the package will create an
email with the invoice/reminder as an MS-Word compatible attachment.
See Client Setup and Fee Tracking Letters Setup and Multiline Invoices for more information.

Fees Filter

To activate the Fees Filter, click on the vertical Filter Tab. Enter a piece of text on the Filter box and press Set
Filter. Only items matching the filter will be displayed. Partial matches are included.

You may also choose to filter on Date Performed, Date Paid, Date of First Invoice and Date of Last Invoice
looking for items dated between the Start and End dates you supply.

Adjusting the Fees Screen layout

Column width, Column order and the sort order of the display can all be adjusted - see Fees Display options for
more details.

Fees Setup
Fees Tracking Setup can be accessed by pressing this button.
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Fees only Account E m

Some practices have asked if it is possible to set up the package so that particular members of staff are able to
use the Fees Register without access to the other accounts.

This can be done by adding a new account as a Fees only account. If you set up an account as Fees only,
anyone using this account is only given access to the Fees Register parts of the package.

A Fees only account does not need any further setup, other than a Name and password.
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Add or Change a Fees record

This screen allows you to add or change a Fees record.
Click on different parts of the screen above for further help on each field or button:

[ [

fﬁ Screen tﬂdﬂﬁgEjn@ng FEEfanErmidei?LlL ey ____.__ - e o}
Client Type : Lawyer - Order Id: 19
L L rwin Mitchell, Solicitors j &5 Edit Client &' Add a Client |
service © Request for Records - W
Client Ref: 2691
_ Arioti Ji| vst: Z:Zero-rated - :
Gross Fee | 28.50 g Vat Amount: 0.00 !
|
By : - Personal D I
Our Bef: b - |
Other Ref: =" Add muttiple Fee fines
| Discount: 0.00 @ Discounted Fee: 2850 ) Cashbook Entry
| paia: O] | Tax Point & Frint Receipt|| P Er
: — Invoicing Status
Invoice / Reminders sent: 0 [d] Preview Inv. 5 Print Invoice X £l el
Next Reminderin: 6 |5 weeks P e < Cancel
Last reminder/invoice : G Status - o F2: 0K

Add a Multiline Fee Record

This option allows you to add a Fees record which consists of multiple lines.
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B Screen to change an existing Fee for Service details.

Cliert Type : Private Patient

- Imteoice Mo | LLIITLY s |
SNl ees Client 5 j 85 Edlit Cliert B add 5 Client
Date Setvice Amount Clier # |m| Invoice notes |
4 19/06/08 [Consultation | 123.45|Muttilin
1709508 Travel Immunisation 8712 Multilirn
1712708 Medical Report 30,00 Multilin
| Invaice Total | 22357 3
0 > Cashbook Link
Add line | change Line @ Delete line add | o =
Paid: [ ] Tay Poirt: & &
Imvaicing Status
' ' . ~ ! ! q W F1: Help
Imvoice [ Reminders sent: 0 & Presies Inv. & Print Invaice
Mext Reminderin: & |3  weeks = Email Invoice X Cancel
Last reminderinyoice E] Status - e F2 0K
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Client Setup E E

&% To alter Fee Tracking Settings

& client Types /Fee codes s List of Clients ) Letters / Email

Client Hame Client Type Contact Tel Fax Em
| 4 Bunkum and Scratchem Lawyer =

[ %

[ W

&Y Add a Client 2/ Hide a Client - Print list of Clients

| change a Client &” Dymo Label [] Show Hidden Clients

[{a F1: Help ] i F2: Close

This screen accessed via Fees Tracking Setup shows a list of all clients held in the package.

Clients cannot be permanently removed to prevent data corruption but can be hidden and only appear on the list
if the Show Hidden Clients option is ticked.

If you have a Dymo label printer, there is an option to produce a label for the selected client.
Choosing the Add or Change a Client buttons displays the following screen:
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Screen to change an existing Clients.

Client ID 10001
N :
Hame: Bunkum and Scratchem e L |
Client Type : Lamer P Email :
Contact: Mr Scrachett > email for letters [
Billng Rich Mansions .N.;:Ltes.i Invoice notes i
Address: Oxbraidge FATO Mr Schatchett
Tel:
Fax:
Interval between Reminders: 6 %  weeks ) F1: Help | | X cancel | | ' F2: 0K

Cs

The only compulsory field on this screen are the Name and Client Type.

If the client prefers you can tick the Use email for letters option - in this case, the automatic production of overd
invoices and reminders will create an email with attached invoice document rather than a printout.

You may set up a standard Invoice note for this client and set a specific Reminder interval for this client, which
will override the default setting.

ue
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Cashbook Link E E

The "Cashbook Link" buttons can be used to add Multiple Fees and Purchases to the cashbook. This is found in
the "Screen to change an existing..." Fee or Purchase edit window, as shown below:-

B Screen to change an existing Fee for Service details.

Cliert Type: Private Patient - voice Mo: | 000012 |

=NHMFees Client 5 - &5 Ecit Cliert &* add a Clisrt

Date Service Amourt Clier # Mates | IMvoice notes
4 19/0(08 [Consultation | 123.45|Multilin|

17109508 Travel lmmunisation 8712 multiling
172108 Medical Report 30,00 mulilimm
| Invoice Total | 22357 7
£ 4 Cashbook Link
7| Add line | changeLine @ Delete line F add|| & "
Paid: [ ] %) Tai Point: (? (?
Imvoicing Status
] ] : ~ g g g & F1: Help
[rvoice f Reminders sent . 0 5 @ Previewy Inw. & Print Invoice
Mext Reminderin: 6 5 weeks = Email Invoice X Cancel
Last reminderinvaice E] Status : - e F20 0K

Add (for a single-line Fee or Purchase)
Selecting to add a cashbook link on a single line Fee/Purchase opens the normal ‘Screen to add a new cashbook
entry’.

Change

Selecting to change a cashbook link allows you to edit the cashbook entry from within the Register. If you change
Fees/Purchases entered as single cashbook items this opens the ‘Screen to change an existing cashbook item’.
Likewise, if you choose to change a Fee/Purchase that was entered as a multiple lodgement this opens a
lodgement edit screen.

Delete
If you choose to delete a cashbook link, this will delete the link but not the cashbook entry.

If you wish to delete a cashbook entry created through the cashbook link you will need to do this from the
cashbook screen.

Add (for a multiline Fee or Purchase)
Selecting to add a cashbook link on a Multiline Fee/Purchase opens the following wizard.
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B Multiline Fees import Assistant |Z||E|[z|

Thiz azsistant will take you through the steps required to import a Multiine Fees entry
into the Cashbook.

The package now allowes thiz do to be one as a single entry, multiple entries or az a
lodgemert

Hivwy weould wou prefer to import this Multiline fee to the Cashbook?
limport all lines as single entry {£}

Create one cashbook entry for each line ()

Create & multiling lodgement [ )

X Cancel [J Previous (= ¥ F1: Help

This allows you to enter your Multiline Fees/Purchases into the cashbook as a single entry, separate single
entries for each line or as a multiline lodgement. Select one of the three options and click the ‘Next’ button.

Import all lines as single entry

Selecting this option opens a standard cashbook entry window with the total of all lines from the Fee/Purchase
selected.

Create one cashbook entry for each line.
The wizard displays a window where you can select the cashbook code and subcode for each cashbook entry.

B Multiline Fees import Assistant |Z||E|[z|

Howy should each Cashbook entry be coded ¢

IJze a different Code f sub code for each cashbook entry (O]

llzethe same Caode f sub cade for all cashbook entries [
Main code -
Sub code -
X Cancel [J Previous Finizh :F2 4 F1: Help

The option to use a different code/sub code for each cashbook entry allows you to enter different codes for each
cashbook entry.

Choosing to use the same code/sub code for all cashbook entries and then selecting a main code and sub code
from the drop down lists will populate each cashbook entry with these codes.
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Create a Multiline lodgement
The wizard displays a window where you can select the cashbook code and sub code for each cashbook entry.
Choosing the option to use a different code/sub code for each cashbook entry takes you through cashbook entry
screens where different codes can be set for each new cashbook entry. After the lodgement has been created,
the cashbook lodgement edit window is displayed for the new lodgement.
Selecting the option to use the same code/sub code for all cashbook entries takes you straight to the lodgement
screen after creating the cashbook lodgement.
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Fees Tracking Setup E @

This screen is accessed from Main menu - Setup - To alter Fees Tracking setup or from Main menu - Fees
Register - Fees Setup.

¥ To alter Fee Tracking Settings =10 x|

I .“_L] Client Types ! Service Codes | g List af Client= | Letters f Email |

| Client Type / Service |
- [ Request for Records
[=]- Emplover

Sickness Cedificate
9 Medical Report

| Medical Examination
- Medical &Advice

= Loeal Authority

_.% Medical repaort

o
o [
=
o A
=
r

- [ Medical Examination
=- HHS

_.r Medical Report

_.% Medical Examination —

|| how Hidden Codes

7| &dd & Code | Change a Code U Hide a Code _ Print list of Codes

¢4 F1: Help | i F2: close |

The 'Tab' buttons at the top of the screen switch between the following options:

Client Types / Service Codes See Add or Change a Fees Code.
Clients See Add or Change a Client Record.
Letters / Email See Fee Tracking Letters setup.

General Concepts:

Client Type codes

Client type codes are used to group clients into broad headings e.g. Insurance companies, Lawyers, Private
patients. This makes it easier to find particular clients and allows Services to be allocated to each Client Type.

Initially you will presented with a list of pre-prepared Client types. You may alter this list as you see fit.

Services codes
Each Client Type is given a range of services e.g. Lawyers may have Medical Reports, Requests for records.

Each Service code may be given a Standard fee and VAT rate to speed up data entry. When entering a Fees
record you do not have to pick an item from the list of Services - any piece of text can be typed in.

Clients

Every Fees record must be allocated to a Client. The client record is assigned to a Client type group and their
contact and address details may be recorded to allow automatically mail-merged invoices/reminders to be
generated. If the client wishes you can indicate that they prefer to have communications via email rather than by
post.

Letters / Email

These settings define the format of letter/invoices and receipts along with other options such as practice contact
details for use in mail-merge and whether you wish copies of invoices and receipts to be generated.

The letters are stored , within the package in "RTF" format. The package includes a simple Word-like editor to
allow you to alter the letters to your own style. You may also edit the letters in an RTF compatible editor such as

167



IRIS GP Accounts

MS Word, then copy and paste the contents into the internal editor - this can be useful if you have a particular
letterhead that you wish to use. Please note that although the RTF format capabilities are extensive, not all MS
Word features will necessarily be imported or displayed correctly.

The letters have a number of 'Mail-merge Fields' which allow data from the package to be inserted automatically
into the document when it is printed. See Fees Mail-merge Fields for a full description.
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Add or Change a Fees Code E m

¥ To alter Fee Tracking Settings =10 x|

| &) Cliert Types / Service Codes | F Listof Clients | [ Letters /Emai |

|Client Type [ Service |
Medical Repart ;I
Fequest for Records
[=]- Emplover
Sickness Cedificate
Medical Repart
Medical Examination
Medical Advice
= Loeal Authority
Medical repaort
Medical Examination
=- HHS
% Medical Report
Medical Examination
Taoct ;I

|| how Hidden Codes

7| &dd & Code | ChangeaCode g Hide a Code _ Print list of Codes

¥4 F1: Help |

This screen allows to add change or hide Fees Codes. There are 2 types of Fees Code:

Client Type codes

Client type codes are used to group clients into broad headings e.g. Insurance companies, Lawyers, Private
patients. This makes it easier to find particular clients and allows Services to be allocated to each Client Type.

Initially you will presented with a list of pre-prepared Client types. You may alter this list as you see fit.

& Screen to change an existing Client Type code.

Code ID
3
Hidden [ ]
S LR Private Patient
i) F1: Help | | X cancel | |v’F2:DK

Services codes
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Each Client Type is given a range of services e.g. Lawyers may have Medical Reports, Requests for records.
Each Service code may be given a Standard fee and VAT rate to speed up data entry.

When entering a Fees record you do not have to pick an item from the list of Services - any piece of text can be
typed in.

If you choose the option to Add or Change Fees Code you will see this screen:

Screen to change an existing Fee Service code.

Code ID
SR 1
Higden [ ]
Client Type : Employer w
Usual Fee : 0.00
Uzual Wat Rate: L
@ F1: Help | | X cancel | |VF2:UK

Each Service Code must be given a Client Type code. You may also enter the Usual Fee and VAT Rate for this
Service code which will speed up data entry when you are entering Fee records.
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Fee Tracking Letters Setup E m

This screen handles a number of options related to Fees tracking letters:

Invoice / Letter Templates

_—- ;S'Eﬂ.ndﬂm Letters IE gdlt Selected Letter Hide Vat columns D
1 Invoice
"‘g First Reminder Iﬁ- I:l
1 Re=tore Original Letters Print a copy of the letter :
L'Er-l Second Reminder =
[ Receipt .
-] Interval between Reminders B : weeks

Email attachment format: () Adobe POF O RTF

Invoice / Letter Template options:

Edit Selected Letter

If one of the Letter templates is highlighted you may select this button to alter the contents of that template - See
Edit a Fees Tracking Letter

Restore Original Letters

This button restores the letter templates to their original settings as provided with IRIS GP Accounts - any
changes you have made will be lost.

Hide VAT Columns

If the new multiline letter format is being used, this box should be ticked if you do not need VAT columns on the
invoice/reminder letter.

Print a copy of the Letter

Normally only one copy of the document is printed. This option prints a copy for your own records even if the
original is sent by email.

Interval between Reminders

This figure determines how long a client is given to respond to an invoice or reminder before the next reminder is
sent.
Note that a maximum of 1 invoice and 2 reminders is sent.

Email attachment format

This determines whether emailed invoices use the Microsoft Word compatible RTF format or the Adobe PDF
format.

Practice Contact Details

Some of the Mail-merge fields will insert Practice details into the document, simplifying setup of the letters. To
edit the Practice Name, Address and other contact details, press the Edit Practice Details button.

Dymo Label Writer Template file
If you have a Dymo Label Writing Printer, use this option to select the appropriate Label Write Template file.
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Print Overdue Invoices and Reminders E m

This screen allows you to choose which overdue Fees invoices should be printed. Each item can be 'Marked' or
'Un-marked'. Only Marked items will be printed. New items are automatically set as 'Marked' In the example
below, the first item is marked and will be printed, whilst the second Multiline item is set as 'Un-marked' and will
not be printed when the F2:Print All Marked items button is pressed.

This screen shows unpaid, overdue items but takes account of any Client selections on the main Fees screen i.e.
in the example below 'All Clients' has been selected at the main screen. If, however, the client 'Dawson and
Creek' was selected on the main Fees screen, only items for that client would be shown here.

The titles at the top of each column can be clicked on to sort the items in different orders and the column width
and order can be adjusted as per the main Fees screen - see Fees Display options for further details.

€2 o Print Overdue Invaices and Reminders

This screen allows you fo check mvoices and receipis that are due fo be printed. v'ou may wish io alter detaiis of these items or prevent some of the iems being
printed at this peint. Only items that have been Warked wil be printed when vou press the T2 : Print Marked items * button
Current View:  Involces/ Reminders waiting to be printed for All Clients
l_.l Print Da Client Total Paid Date Service Chient Ref Amount Pe &
Bunkum and Scratchem 34.56 Medical Report 34.56
EI Dawson and Creek | _79.45] - 14/02/06Medical Report _EEE-
05/02/06 Medical Examination 3456 56.00
w
4| »
[ cnange an fem 1 Mark tem for grinting r Mark al tems. X, Cancel @ Fi:Help
s/ Detete an tem 7 Un-mark tem for printing B un-mark ai flems. & F2: Print All Marked ltems

Change an Item
Delete an Item

Allows you to edit or delete any listed items - see Add or Change a Fees record for more information

Mark Item for Printing
Un-mark Item for Printing

If an item is marked it will be printed. Unmark any items that you do not currently wish to print. A single-click on
the item concerned, over the Print column toggles the setting between Marked and Un-marked.

Mark all Items
Un-mark all items

These buttons, respectively Mark or Un-mark all of the items listed.

Print All Marked items
All of the marked items will be printed. The items are sent straight to the printer without any print preview.
See Fee Tracking Letters setup for further information on Invoice and Receipt printing.
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Edit a Fees tracking letter E m

This screen allows you to edit the appearance of your invoice/reminders or receipts. It is an 'RTF-compatible’
editor and in many ways works like Microsoft Word.
Microsoft Word files can be saved as RTF files and then read in to the editor via File-> Import.

= -

%2 'GP Accounts Letter Editor =hfF 3
Flle Edit MergeFields Insert Format

H & & 4 B E @ A lise v B I

=1

Aa

$ReminderType$

$PracticeName$
SPracticeAddressh
Tel SPracticeTeld

Fax SPracticeFax$
Email $PracticeEmail$

Contact $PracticeContact’

$Date$

To: BClientContactd
BClientMamed
SClientAddresss
SClienTel$
SClientEmaild

Invoice Number : $OrderlD%
SFeelinesd ]

The pieces of text surrounded by $$ e.g. $PracticeName$ are mail-merge field codes, used to merge data from
the accounts package into your letters -see Fees Mail-merge fields. Many can be selected simply from the Merge
Fields menu option

You may find it helpful to make use of the Multiline Fees merge field (Fee Details on the Merge Fields menu)
which takes care of most of the complex formatting of an invoice - see Multiline Invoices. The example shown
above is from one of the standard supplied letter templates and will produce a perfectly acceptable professional
invoice.

The 'Insert - Picture' option on the Letter editor may be used to insert a picture such as a Practice Logo.

When you have finished editing the document choose File-> Save and Exit.
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Fees Mail-merge Fields E E

The mail-merge fields are used with Fees tracking letters to insert information from the accounts package into
invoices/reminders and receipts. Most of the Merge Field can be entered from the Fees Letter editor Merge
Fields menu option

e.g. In an Invoice the mail-merge field $ClientName$ will be substituted by the name of the client when the
invoice is produced.

The following mail merge field are available:

|$0rderID$ |The internal unique number for this Fees record
|$Date$ |Today’s date

|$DatePerformed$ |Date that the service was performed
|$Service$ |The text of the service performed
|$PerformedBy$ |The partner who performed the service

The type of letter - Invoice, Receipt, First Reminder, Second
Reminder, Final Reminder

‘$Reminder Type$

|$FeeLines$ |Disp|ay all Fee line details - See Multiline Invoices

The $Feelines$ code pre-formats and inserts all of the following codes which are therefore no longer required:

|$GrossAmount$ |The gross amount (inclusive of VAT)
|$NetAmount$ |The net amount (exclusive of VAT)
|$VatAmount$ |The amount of VAT

|$VatRate$ |The VAT rate of this fee
|$Discount$ |Amount of discount

|$DiscountedAmount$ |Fina| fee after discount

|$InvoiceNotes$ |Text to put on an individual invoice/ receipt
|$DatePaid$ |Date item paid

|$PayRef$ |The practice paid reference
|$PracticeName$ |

|$PracticeContact$ |Contact name at the practice
|$PracticeAddress$ |Practice Address

|$PracticeTeI$ |Practice Telephone number
|$PracticeFax$ |Practice Fax

|$PracticeEmaiI$ |Practice Email Address
|$DateFirstInvoice$ |Date that the first invoice was sent
|$DateLastInvoice$ |Date that the last invoice was sent
|$InvoiceStatus$ |Current invoicing status
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Fees Display options E m

The display offered by the main Fees screen and Print Invoice/Reminders screen can be adjusted to suit your
preferences.

To adjust the display Sort Order

The sort order of the items displayed can be adjusted by clicking on the Title of the column. The items will be
sorted in order of the column selected. Clicking on the same column again will reverse the sort order i.e.
Ascending - Descending or vice versa. The sort order cannot be saved and will revert to the default order of
'sort by Order ID' when the main Fees screen is entered. The small coloured arrow indicates the active sort
column and direction of sort.

o W

D

To adjust Column Widths
Individual Column Widths can be adjusted by dragging on the small separator line between each Title.

All Unpaid Fees

nt 4.".., Total Paid
reak 70.45

To save the new settings permanently, choose Fees View - Save Current View.
To view the Grid with your selected Column Widths choose Fees View - Grid View - User Defined View.

To adjust Column Position
Individual Column Positions can be moved by dragging on the Title.

All Unpaid Fees

nt +||+ Total Paid
reak 70.45

To save the new settings permanently, choose Fees View - Save Current View
To view the Grid with your selected Column Widths choose Fees View - Grid View - User Defined View.

To adjust the Grid View

The Grid can be viewed in Single Line, Multiple Line or User Defined Views. Switch between these views via
Fees View - Grid Views or by pressing the small blue button in the top left hand corner of the Fees grid -
'Displaying 'S" in the screenshot below. This will change to S/M/U depending on the current view selected.

The Single and Multiline Views will use default column positions and widths - choose User Defined View to
display your stored column position and widths.

4ol Fees View >

~ & oDy  Total

To save the new Grid Views settings permanently, choose Fees View - Save Current View
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Multiline Invoices E m

The standard letter formats have been upgraded to show a more professional appearance and include support
for Multiline invoicing by the use of a $FeeLines$ merge field code which formats and displays multiple fee lines

correctly.
NOTE: If you plan to use Multiple fee lines, you will have to adjust your letter templates via Main menu - Setup -
To alter Fees Tracking setup or from Main menu - Fees Register - Fees Setup.

Existing letter templates will only handle the first fee line of a Multiline entry.
You will need to either:

1. Replace all of your letter templates with the new default templates by pressing Restore Default Letters.
This will remove any extra text of formatting such as practice logos or payment information you have
added but is the best option if you have made no or very few changes to the original default templates.

or

2. Add the new $FeeLines$ merge field code to your existing letter templates which will cause all of the
fees details (single or Multiline) to be printed in a neatly formatted block. You will need to remove a
number of other merge field codes as they will duplicate the data already 'merged' by the $FeeLines$

code:

|$DatePerformed$ ‘Date that the service was performed
|$Service$ ‘The text of the service performed
|$GrossAmount$ ‘The gross amount(inclusive of VAT)
|$NetAmount$ ‘The net amount (exclusive of VAT)
|$VatAmount$ ‘The amount of VAT

'$VatRate$ The VAT rate of this fee
|$Discount$ ‘Amount of discount
|$DiscountedAmount$ ‘Final fee after discount
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[ #2 GP Accounts Letter Editor

File Edit MergeFiglds Insert Format
H& &8 2R2EO v v B I U*%M E=3F
Y
$ReminderType$
$PracticeName$
SPracticeAddresss
Tel SPracticeTeld
Fax $PracticeFax5
Email $PracticeEmail =
Contact $PracticeContact’
$Date$
To: BClientContactd
SClientMame5
SClientAddresss
SClientTel$ i
IClientEmails
Invoice Number : $OrderlD%
$Feelines$ ]
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Fees Reports E @

The Fees Report button on the Fees Register page generates a printable report of the current Fees view. This is
largely a printed representation of what you see on the screen but if All Clients are visible, the report will present
a detailed breakdown report of the amounts due from each Client.

This should be helpful at the End of Year in the assessment of unpaid fees for accrual purposes.
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The Purchases Register

[d [

Purchases Tracking

Overview
This feature will allow you to monitor the purchase of items and services for the practice and keep track of bills
due for payment. The Purchases ledger is also used to pay bills via BACS payments or Cheque Printing.
Each practice maintains it's own list of Payees. As a minimum, only the Payee name needs to be recorded and
this will be done automatically if a new payee name is used when entering a new purchase item. Other details
such as BACS details may need to be recorded if you want to pay bills via BACS.
Before you can use Purchases tracking successfully, especially if you want to use Cheque printing or BACS
payments you will need to spend a bit of time setting up your list of payees and other settings - see Purchases

Tracking setup.

The Purchases Register
The Purchases Register is accessed from the Main Cashbook Menu - Purchases Register.

i) Purchases Register @ - lﬂlﬂlﬂ_hj

e a hen -

B View - All Unpaid Bills for  All Payees = Quick filter:
o 10 Payee Name Total Billed Service Amount

g &

& E-_----l__ll
@

=

(TS

h

m

< [ b
Total : 99.00
@ Add a new Purchase g Change a Purchase & Pay Overdue Bills ﬁgﬁ Purchases Setup W# F1: Help
Q F2: Close

'EE" Add a Multiine Purchaze T2 Delete a Purchase = Purchases Report [F12]

This screen shows a list of all Purchases Fees recorded. It will normally display All Unpaid purchases from All
payees but you can alter the display to show different views of the register by selecting the Purchases View
button. This screen lets you Add, Change or Delete existing Fees register records.

On occasion you may need to record a Purchase which is made up of more than one line e.g. you order a variety
of items - in this case the package allows you record Multiline Purchases. The screenshot above shows an
example of a Multiline Purchases record.

Add, Change or Delete Purchases
See Add or Change a Purchases record

Add a Multiline Purchase
See Add a Multiline Purchase record

Purchases View options
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Save Current View
Grid View

These options allow you to adjust the layout of the Purchases register view with multiple line, Column width,
Column order and Sorting options. See Purchases Display options for more information

Both Paid and Unpaid
All ltems whether paid or unpaid

Paid items only
Only items which have been paid.

Paid - not yet in Cashbook
ltems which have been paid but have not yet been linked to a Cashbook item

Unpaid - All
Only items which have not been paid.

Unpaid - due within the next 10 days
Only items which have not been paid and are overdue for payment or are due within the next 10 days.

Payee Shown

Normally, purchases from all payees are visible in the register. You can select a particular payee to view from the
Payee Shown drop-down list.

Purchases Report

The Purchases Report button will generate a simple report based on whatever view is currently in the Purchases
register. The usual options of Print Preview, Print or Export to file are available. If all Payees are visible a
Detailed report with breakdown by Payee will be presented.

Pay Overdue Bills
If any bills are overdue or due within the next 10 days pressing this button will bring up the Pay Overdue Bills
screen.
The Overdue Bills screen is also the means by which BACS payments and Cheque Printing are performed.

This Overdue Bills screen takes account of any Payee Shown settings on the main screen i.e. If you have
selected a particular payee on the main screen, only overdue bills for that payee will be shown.

Purchases Filter

To activate the Purchases Filter, click on the vertical Filter Tab. Enter a piece of text on the Filter box and press
Set Filter. Only items matching the filter will be displayed. Partial matches are included.

You may also choose to filter on Date Paid, Date Billed and Date Due looking for items dated between the Start
and End dates you supply.

Adjusting the Purchases Screen layout

Column width, Column order and the sort order of the display can all be adjusted - see Purchases Display
options for more details.

Purchases Setup
Purchases Tracking Setup can be accessed by pressing this button.
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Purchases only account E m

Some practices have asked if it is possible to set up the package so that particular members of staff are able to
use the Purchases Register without access to the other accounts.

This can be done by adding a new account as a Purchases only account. If you setup an account as Purchases
only, anyone using this account is only given access to the Purchases Register parts of the package.

A Fees only account does not need any further setup, other than a Name and password.
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Add or Change a Purchase Record E m
This screen allows you to enter details of a Purchase.
x|
Payee: Abacus v 8 EditPayee
Payee Ref: 234 Purchase i
Service . Accountancy 1" Add muttiple Purchase lines
Gross Fee: 200.00 =8
Date Biled : 10/02/2006 e Nolas
Date Due 20/02/2006 ﬁ Post-date payment I:I Extra work re pensions
Pay Method : Write Chq v ) cashbook Entry
Cheque Ref : L4
Other Ref : Purchase Statys  Partially paid|
Paid [ E ¥ F1:Help < Cancel o F2: 0K

Main Features
(click on different aspects of the screen shot above to display help on other elements):

Payee / Edit Payee

You may select an existing payee from the drop-down box or enter a new payee name - a new payee record will
be created automatically. You may wish to amend the details for this payee, especially if you intend paying via
BACS, as this option will only be available if the correct payment details e.g. Sort code and account number are
available.

Date Due / Post-date payment
The Date Due is normally calculated from the Date Billed + the allowed credit days for this payee or default
allowed credit days - see Add or change a payee and Purchases Tracking setup for more information. The date
due can be altered if required
The date appears in red if the bill is overdue and in orange if it is due to be paid in the next 10 days.
When Cheques are printed, the date on the cheque is normally set to today's date or a date set by you. If Post-
date payment is ticked and the Date due is greater than this 'default’ Cheque date, the later Date Due will be
used. This allows cheques to be post-dated when doing a print cheque run. See Cheque Printing for more
information

Pay Method

This allows you to enter the intended payment method for this item. The option to pay via BACS will only be
offered if full BACS details are available for the payee selected. Press the Edit Payee button if you need to enter
the BACS details for this payee.
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Date Paid / Cheque Ref

This is normally set automatically by the Pay Overdue Bills facility, which will normally also update the Cheque
Ref field. See Cheque Printing for more details.

Cashbook Entry
This allows to create a new entry in the Cashbook, linked to this Purchase item. The Cashbook item's Ref
Number field will be updated automatically by the Pay Overdue Bills facility. It is currently possible to link only to a
single Cashbook entry i.e. it is not possible for multiline purchases to be linked to a Cashbook Multiple
lodgement.

Add multiple Purchase lines

This allows to you to add more lines to this purchase record. See Add a Multiline Purchase Record for more
details.
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Add a Multiline Purchase Record E m

You may need to record a purchase which is made up of several 'lines'. In this case choose Add a multiline
Purchase from the main Purchases Register screen or from an existing single-line Purchase record.

Most of the fields on this screen are identical to those on the single line screen - see Add or Change a Purchases
record for more details.

' Screen to change an existing Purchase details.

Payes . Abacus |v | 87 edit Payee
Payee Ref: Purchase id- |:|
|_| Service | Amount | “fat |"'.-"at Amount | h]

dAccounting services | 20000 17.50] 2975
+| Audd line

% B Change Line

~| @ Delete line
Purchase Total | 200.00]
Date Biled :  05/02/2006 Iz Notes
Date Due 15/02/2006 [} Post-date payment []
Pay Method : Write Chq |
Cheque Ref - v || cashbook Entry
Other Ref:
Paid [] IE @ F1:Help % Cancel « F2: 0K

Multiline Record options
Use the Add, Change and Delete buttons to adjust the individual line entries:
The find options on the Purchase Lines details screen are identical to those on the single-line entry screen -

"Screen to change an existing Purchase [ine details.

Service: Shoes

Gross
Amount 200.00 |E
e RS - Std. 17.5 v Vvat: 29.78 |8
Dispensing : Non Dispensing |v Net : 170.22 |ﬂ

2 F1: Help ¥ Cancel o F2: 0K
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Add or Change a Payee Record E m

The screen shown below is reached via Purchases Setup - List of Payees - Add a Payee/Change a Payee.
Most of the screen is self-explanatory- other specific items are detailed below:

)

Name : Payee ID 1 Hidden [ ]

Cheque Name Giorgio Armani
Hotes

Contact: Hugh Jones

Addrezz . La Sneeza
Roma

Tel: +43 (113 347699
Fax :

Email :

Usual Payment method: BACS hd

Credit Terms © 14 . days
BACS Details
Bank Name: Barclays

Branch: Gorbals i) F1:Help

Sort Code: (1-04-56
X Cancel

Account Number: 4450568

Bank Ref (optionaly: 001 w F2: 0K

Cheque Name
This is the name as it should appear on cheques or BACS payments. It will normally default to the payee name.

Usual Payment Method

Select the method by which this payee should normally be paid. If you select BACS, you must ensure that the
correct BACS details are entered. The package will automatically select this payment method when you enter a
purchases record for this payee.

Credit Terms

Enter the number of days of credit allowed before items for this payee are due to be paid. The package uses this
figure to calculate the Date Due from the Date Billed.

BACS Details
You will need to complete the Bank name, Branch Name, Sort Code and Account Number for this payee if you
intend to use BACS payments.
The Bank Ref. field is optional and is used by some BACS Banking facilities especially those which use faxed
payment mandates.
You will also need to ensure that you have set up your own BACS details via Purchases Setup->BACS setup.

See Setting up the BACS payment facility for more details.
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Cashbook Link E E

The "Cashbook Link" buttons can be used to add Multiple Fees and Purchases to the cashbook. This is found in
the "Screen to change an existing..." Fee or Purchase edit window, as shown below:-

B Screen to change an existing Fee for Service details.

Cliert Type: Private Patient - voice Mo: | 000012 |

=NHMFees Client 5 - &5 Ecit Cliert &* add a Clisrt

Date Service Amourt Clier # Mates | IMvoice notes
4 19/0(08 [Consultation | 123.45|Multilin|

17109508 Travel lmmunisation 8712 multiling
172108 Medical Report 30,00 mulilimm
| Invoice Total | 22357 7
£ 4 Cashbook Link
7| Add line | changeLine @ Delete line F add|| & "
Paid: [ ] %) Tai Point: (? (?
Imvoicing Status
] ] : ~ g g g & F1: Help
[rvoice f Reminders sent . 0 5 @ Previewy Inw. & Print Invoice
Mext Reminderin: 6 5 weeks = Email Invoice X Cancel
Last reminderinvaice E] Status : - e F20 0K

Add (for a single-line Fee or Purchase)
Selecting to add a cashbook link on a single line Fee/Purchase opens the normal ‘Screen to add a new cashbook
entry’.

Change

Selecting to change a cashbook link allows you to edit the cashbook entry from within the Register. If you change
Fees/Purchases entered as single cashbook items this opens the ‘Screen to change an existing cashbook item’.
Likewise, if you choose to change a Fee/Purchase that was entered as a multiple lodgement this opens a
lodgement edit screen.

Delete
If you choose to delete a cashbook link, this will delete the link but not the cashbook entry.

If you wish to delete a cashbook entry created through the cashbook link you will need to do this from the
cashbook screen.

Add (for a multiline Fee or Purchase)
Selecting to add a cashbook link on a Multiline Fee/Purchase opens the following wizard.
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B Multiline Fees import Assistant |Z||E|[z|

Thiz azsistant will take you through the steps required to import a Multiine Fees entry
into the Cashbook.

The package now allowes thiz do to be one as a single entry, multiple entries or az a
lodgemert

Hivwy weould wou prefer to import this Multiline fee to the Cashbook?
limport all lines as single entry {£}

Create one cashbook entry for each line ()

Create & multiling lodgement [ )

X Cancel [J Previous (= ¥ F1: Help

This allows you to enter your Multiline Fees/Purchases into the cashbook as a single entry, separate single
entries for each line or as a multiline lodgement. Select one of the three options and click the ‘Next’ button.

Import all lines as single entry

Selecting this option opens a standard cashbook entry window with the total of all lines from the Fee/Purchase
selected.

Create one cashbook entry for each line.
The wizard displays a window where you can select the cashbook code and subcode for each cashbook entry.

B Multiline Fees import Assistant |Z||E|[z|

Howy should each Cashbook entry be coded ¢

IJze a different Code f sub code for each cashbook entry (O]

llzethe same Caode f sub cade for all cashbook entries [
Main code -
Sub code -
X Cancel [J Previous Finizh :F2 4 F1: Help

The option to use a different code/sub code for each cashbook entry allows you to enter different codes for each
cashbook entry.

Choosing to use the same code/sub code for all cashbook entries and then selecting a main code and sub code
from the drop down lists will populate each cashbook entry with these codes.
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Create a Multiline lodgement
The wizard displays a window where you can select the cashbook code and sub code for each cashbook entry.
Choosing the option to use a different code/sub code for each cashbook entry takes you through cashbook entry
screens where different codes can be set for each new cashbook entry. After the lodgement has been created,
the cashbook lodgement edit window is displayed for the new lodgement.
Selecting the option to use the same code/sub code for all cashbook entries takes you straight to the lodgement
screen after creating the cashbook lodgement.
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Purchases Tracking Setup E m

The Purchases setup screen (accessed via Setup - To alter Purchases Setup or Purchases Register -
Purchases Setup) has 4 sections:

List of Payees
Used to setup and list Payees (see Add or Change a Payee record)

Cheque Printing
Used to adjust the printer used for pre-printed cheques and the positioning of the cheques
See Setting Up Cheque Printing

BACS Setup
Used to setup the practices own BACS details and default BACS format (see Setting up the BACS payment
facility)

Other Settings

( To alter Purchases Register Settings

€5 List of Payees = Cheque Printing dip BACS Setup [ Other

Other Purchases Settings

Default Credit Days: 10 {E’

Default Payment Method 2

r Practice Contact Details
The DoczRus Practice
Contact : Anastasia McGlumpher
|# Edit Practice details The Surgery
= Gorbalz Central
Tel:
Fax :

™

4 F1:Help I F2: Close

Default Credit Days

This figure is used to calculate the Purchase items Date Due from the Date Billed. The Default Credit days figure
will be overridden by a specific Payee's own Credit days figure.

Default Payment Method
This is payment method you would normally use. The Payment method will be overridden by a specific Payee's
own payment method.

189



IRIS GP Accounts

Practice Contact Details
These are shared with the Fees register. press the Edit button to adjust the details:

"Screen to change an existing Practice.

Practice ID 1
LM The DocsRus Practice Hidden [ ]

Cheque Name: Drs Feelgu Email :

Contact: Anastasia McGlumpher

Address The Surgery Motes | Invoice notes
Gorbals Central
Tel:
[%ax:
Interval between Reminders : B & weeks € Fi:Help x Cancel 4 F2: OK
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Pay Overdue Bills E E

This screen allows you to choose which overdue Bills should be paid. Each item can be 'Marked' or 'Un-
marked'. Only Marked items will be printed. New items are automatically set as 'Marked' In the example below,
the first item is marked and will be printed, whilst the second Multiline item is set as 'Un-marked' and will not be
paid.

This screen shows unpaid, overdue cheques due to be printed. The tabs at the top of the grid show the number
of each type of payment which is overdue - BACS, Cheques to print, Cheques to Write and Items to pay by cash
or card.

It takes account of any Payee selections on the main Purchases screen i.e. in the example below 'All payees' has
been selected at the main screen. If, however, the payee 'Abacus' was selected on the main purchases screen,
only items for that payee would be shown here.

The titles at the top of each column can be clicked on to sort the items in different orders and the column width
and order can be adjusted as per the main Purchases screen - see Purchases Display options for further details.

; £ To pay Bills

This screen allows you to select purchase tems to pay by BACS or cheque. The BACS option creales a BACS file for export, the Print Cheques option will print
on pre-printed cheques, the YWrile Cheques and Cash opfions produce lists of items.
Purchases View: Cheques to Print (2) Bills Due within 10 days for All Payees
djptems to pay via BACS (0) | o Cheques to Print (2) | =l Cheques to Write (0) 8 tems to pay by Cash (0)
S Pay D Payee Name Total Due Billed Pad Service Amount Vi
95" 12~ [Gorgio Armani | 400.00/04/02/06]04/02/05] _____|ishoes | 20000 |
Vest 100.00 E
Socks 100.00
)(; 3 Abacus 200.00 15/02/06 05/02/06 Accounting services 200.00
w
€| >
[ change an tem =] Mark 2em for printing 2 Mark all tems. ) Print Cheques ¥ F1: Help
¥3 Delete an item ) Un-mark dem for printing B un-mark all items. BB Purchases Setup l F2: Ciose

Change an Item
Delete an Item

Allows you to edit or delete any listed items - see Add or Change a Purchases record for more information

Mark Item for Printing
Un-mark Item for Printing

If an item is marked it will be printed. Unmark any items that you do not currently wish to print. A single-click on
the item concerned, over the Print column toggles the setting between Marked and Un-marked.

Mark all Items
Un-mark all items

These buttons, respectively Mark or Un-mark all of the items listed.

Pay items via BACS/Print Cheques/List items for Written Cheques/List items for Cash or Card payment
The title of the Print button depends on the payment mode selected.
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Purchases Display options E m

The display offered by the main Purchases screen can be adjusted to suit your preferences.

To adjust the display Sort Order

The sort order of the items displayed can be adjusted by clicking on the Title of the column. The items will be
sorted in order of the column selected. Clicking on the same column again will reverse the sort order i.e.
Ascending->Descending or vice versa. The sort order cannot be saved and will revert to the default order of 'sort
by ID' when the main Purchases screen is entered. The small coloured arrow indicates the active sort column
and direction of sort.

riocs MWW

D
To adjust Column Widths
Individual Column Widths can be adjusted by dragging on the small separator line between each Title.

All Unpaid Fees

nt 4."., Total Paid
rerk 79.45

To save the new settings permanently, choose Purchases View - Save Current View.
To view the Grid with your selected Column Widths choose Purchases View - Grid View - User Defined View.

To adjust Column Position
Individual Column Positions can be moved by dragging on the Title.

All Unpaid Fees

nt 4."., Total Paid
reak 70.45

To save the new settings permanently, choose Purchases View - Save Current View.
To view the Grid with your selected Column Widths choose Purchases View - Grid View - User Defined View.

To adjust the Grid View
The Grid can be viewed in Single Line, Multiple Line or User Defined Views. Switch between these views via
Fees View->Grid Views or by pressing the small blue button in the top left hand corner of the Purchases grid -
'Displaying 'S" in the screenshot below. This will change to S/M/U depending on the current view selected.
The Single and Multiline Views will use default column positions and widths - choose User Defined View to
display your stored column position and widths.

4l Fees View -

~ 8 Dy Total

To save the new Grid Views settings permanently, choose Purchases View - Save Current View
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Purchases Reports E m

The Purchases Report button on the Purchases Register page generates a printable report of the current
Purchases view. This is largely a printed representation of what you see on the screen but if All Payees are
visible, the report will present a detailed breakdown report of the amounts due to each Payee.

This should be helpful at the End of Year in the assessment of unpaid bills for accrual purposes.

193



IRIS GP Accounts

Backup and Restore

Backup facilities E m

It is clearly important that you take regular Backups of your IRIS GP Accounts data. When you close the package
you are routinely offered the opportunity to back up your data and it is advisable to do so on a regular basis. The
package takes temporary backups before some critical activities such as data conversions and Restores - any
previous data will be automatically restored in event of a problem.

The Backup process
A simple helper screen takes you through the backup process. The first screen lets you choose the Backup
device/path.

Accounts Package Backup Helper

Thiz option allows vou to backup yvour GP Accountz data to floppy disciz). The data
may be restored later if a problem ocours.
“ou should always take a backup after altering Accounts data.

Place a formatted floppy dizc into the selected floppy drive and press the "Next’ button
to =tart the backup process.

You may aleo 2ave the backup to a hard disc by typing in the path, or send the backup
via email.

Backup the Accounts package to @ |oZs (ST 0 e Ty Ty VY b
Removeable drive A:
CD-ROM D:
r2s Windows Desktop

[ =3 Backup Cache only

Email Gpacc Support

This is normally Removable drive A: but you can put any valid drive letter or path in the device path field.
Several listed options are available:

e Windows Desktop - the file is placed on the Windows Desktop

e My Documents - the file is placed in the My Documents folder

e Email Gpacc Support - the backup file is attached to an email to Gpacc Support

e Email Accountant - if you have stored a valid email address for your accountant the backup file will be
attached to an email to that address -see CA Settings.

e Backup Cache only - the package automatically retains multiple copies of practice backups on the hard
disc in what is known as the Backup Cache (see Backup setup for more on this). If you want to backup
only to the cache, select this option.

e CD/ DVD Drive - the package now supports a limited set of CD and DVD writers. Although it will work
with most newer drives and Windows XP, earlier versions of Windows and older drives may not work
correctly.

You may also type in any of the following backup addresses:

e A Hard disc path such as c:\windows\desktop if you want to store the backup on the hard disc
o A Network path - Any typical UNC network path e.g. \\Server\users

e An Email address - use the format 'someone@somewhere.co.uk'. The package will start your email
program and fill in the address box correctly. The backup file will be attached automatically.

Press the Next:F2 button to start the backup.

New Backup Device options
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The package now supports alternatives to floppy discs such as Zip drives, USB memory drives and writeable
CDs/ DVDs and some 'web-based' backup storage systems. The package used to treat Zip drives and USB
drives as simple floppy discs and completely cleared them of all contents prior to creating the backup. This is no
longer done so that, if there is enough space, each Zip or USB drive can hold multiple IRIS GP Accounts
backups.

USB Drives

We have been particularly impressed with the reliability of the small USB drives that are available for about £20,
having put one through a full wash and spin-cycle on a couple of occasions without any data loss!! They are
about the size of a large key-ring and pug directly into the USB port which most modern PCs will have. They
have a much larger capacity than a floppy disc and will hold multiple copies of practice backups.

V. 52

CD/DVD Drives

We have also added support for writing to a variety of writeable and re-writeable CD and DVD writers. All of the
CD and DVD formats are supported. PLEASE NOTE however that writing to CDs remains a bit of a "black art"
and there are sometimes compatibility problems with particular CD writers, versions of Windows and CD/DVD
media.

We will do our best to resolve any problems but we cannot guarantee that CD Backups will work in any given
situation. In particular, problems are very likely in non Windows XP machines.

The Backup file
The package creates a single file with a name like:
"IRIS GP Accounts Backup 23-09-2008 1133 [1001] Dr Test and partners.gpz"

All of the data from all groups and accounts is stored in this file (It may span several floppy discs if you
have a lot of data).

The data is held in the 'Zip' compressed format which takes up much less space and can be easily emailed, It
can be encrypted so that the contents cannot be examined except via IRIS GP Accounts but this may cause it to
be rejected by anti-virus checkers if emailed.

The filename is designed to uniquely identify the time and date that the backup was taken.

See also

Backup setup
Restore facilities

CA Export links
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Restore facilities E E

The Restore process

This is more complex than backing-up. There may be a variety of reasons why you wish to restore IRIS GP
Accounts data.

e There has been a major crash with the loss of all data.
e A problem has arisen with a single account or Group.
e You are transferring data from another computer.

e You wish to look at old data without overwriting the current data.
The package attempts to handle each of these situations gracefully. It will examine the contents of the Backup file
and the current status of the data on your computer. It then offers the most appropriate solutions (although you
can usually choose other options if you wish).

& To Restore data from a Floppy Disc.

Thiz option allows you to restore your GP Accounts data from floppy dizsc(s).
The package wil check the floppy to determine the most appropriate place for this data to be restored.

Place the firzst floppy disc from the Backup into the selected floppy drive and press the "Next’ button to start the restore
process.

Choose "Restore =ystem fies' only if you have had a machine crazh and need to completely restore the accounts files.

Restore from : @ Removeable drive A: s !

o = Advanced Restore
.3 Removeable drive A:
ek CD-ROM D:

g5 Windows Desktop
2= Backup Cache only

lxﬂanwll [Bﬂm ] ’uFtHem

Advanced Restore

The package will normally restore the backup file from floppy disc but it is possible to backup and restore data to
your hard disc. Choose this option under guidance from IRIS Healthcare Solutions.

Restoring from Multiple copy locations

If the location you choose is able to hold more than one copy of a practice backup e.g. A USB drive, CD or the
Backup Cache, you will be presented with a screen like this, and asked to choose the correct backup to be
restored:
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& To Restore data from a Floppy Disc.

| Backups stored at the Selected location

| Backup Cache only

Basic Topics

The following GP Accounts Backup files have been detected at the chosen location.
Highlight the file you wizh to restore and press "Next’ to start the restore process.

= |
m

GP Accounts Backup 07-02-2004 2233 [1001] Maclean McNicoll Software
GP Accounts Backup 03-11-2003 1429 [9398] MMS Test Site
GP Accounts Backup 03-11-2003 1355 [9398] MMS Test Site
GP Accounts Backup 03-11-2003 1326 [9398] MMS Test Site
GP Accounts Backup 03-11-2003 1325 [9398] MMS Test Site
GP Accounts Backup 03-11-2003 1254 [9358] MMS Test Site
GP Accounte Backup 03-11-2003 1250 [9398] MMS Test Site
GP Accounts Backup 03-11-2003 1244 [9358] MMS Test Site
GP Accountz Backup 01-10-2003 2055 [1001] Maclean McNicoll Software

EEE I N

|~

lxcﬂnoml | Dnext | ’gFtHem

|

Restore from an Email

You can also now restore a backup very easily from an email attachment, see Restore from Email.

See also

Backup facilities
Backup setup
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Restore from Email E m

In previous versions of IRIS GP Accounts, restoring a practice backup from an email was a rather convoluted
task. It is now very straightforward.

Shut down the IRIS GP Accounts program

Run your usual email program e.g. Outlook, Outlook Express, NHS Webmail or Lotus Notes
Open the email containing the backup as an attachment

Double-click on the attachment icon for the backup .gpz file, then choose Open (or right-click and
choose Open).

PoN-~

lo: ian@gpacc. co.uk

B

subject:  Backup (11/02/2004) - GP Accounts C.A. [1001:0001] : Madean Mdicoll Software
sttachments:  |9)Gp Accounts Backup 11-02-2004 2104 [1001] Madesn McNicoll Software.gpz (132 KB)

Plea=ze =see the attached file.

5. IRIS GP Accounts should start running and automatically restore the data in the backup file.

This procedure will make it much easier for you to send and receive backups from IRIS and your accountant. You
may even wish to try sending emailed backups to yourself at home, rather than carrying floppy backups back and
forth.
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Backup Setup E m

This screen allows you to adjust some of the settings for the Backup facilities, in particular for the Backup cache.
Backup Setup is reached via Setup - Other settings - To alter Backup settings.

Default Backup Location : U2 My Documents

Backup Cache Settings -

Always place a copy in the Backup Cache : [—» Change Cache Location

Backup Cache Location :

cdip10gpacclappiCache

Backup Cache Size: 10 = M8 =
o g Clear Backup Cache

[] Encrypt Backup :
[] vse Internal GPZ format

@ Fi:Help [ F2: Close

Default Backup location
This is the location that is initially shown when you start the Backup helper.

Backup Cache Settings

Always place a copy in Backup cache

Unless you are very short of disc space you should always leave this option checked. The package will keep a
number of backups on your hard disc automatically.

Backup Cache location

This is initially set to the 'Cache' folder beneath the folder which contains the IRIS GP Accounts program
(normally c:\Gpacc). you should not normally need to alter this unless you wish for instance to change this to a
location on the Server. If you do this, the cache will itself be backed up as part of the normal server backup
process adding to data security.

Backup Cache Size

The backup cache is limited to the size recorded here (Initially 10 megabytes, enough for about 4-5 backups).
When the cache is full, enough of the oldest backups are cleared out to make room for the new backup.

Clear Cache
This option simply clears the Cache of all backups.

Use Internal GPZ format

Some NHS mail anti-virus scanners cause corruption to emailed backups. Using 'Internal GPZ format' should
help prevent this but should only be used if the recipient of the backup has GP Accounts Version 6 or later.

See also

Backup facilities
Restore facilities
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Backup to CD/DVD [« [»]

We have also added support for writing to a variety of writeable and re-writeable CD and DVD writers. All of the
CD and DVD formats are supported. PLEASE NOTE however that writing to CDs remains a bit of a "black art"
and there are sometimes compatibility problems with particular CD writers, versions of Windows and CD/DVD
media.

We will do our best to resolve any problems but we cannot guarantee that CD Backups will work in any given
situation. In particular, problems are very likely in non Windows XP machines.

The backups use 'multi-sessions' so more than one backup will be recorded on the CD / DVD until it is completely
full.

To Copy Backup Files to CD/DVD

Thiz =creen allows vou to write the backup file or files to a CD or DVD writer.
To =start the writing process, press "Write to CO.

If the COVDVD iz full we would 2uggest uzing a new CD but vou do have the option to
Eraze a Rewriteable CD or DWD.
CO-R or IWD-R dizce cannot be erazed.

SnEE Max Speed -
[ﬂ Cuick Eraze
I, FullEraze
‘ ¢ F1: Help ‘ X cancel ‘ (2% Write Data to CD
Speed

This should normally be set to MAX unless advised otherwise

Write Data to CD
Press this button when you are ready to write the backup to CD.
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Payroll Links

IRIS GP Payroll Links [d D]

@ IRIS GP Payroll

Many of our practices also use the IRIS GP Payroll package. We have developed a facility to allow the simple
and robust transfer of staff payroll, Tax and NI entries from the payroll package into the Accounts package.

Setup

The only setup that needs performed in the Accounts package is to specify the Accounts Group and Account into
which the payroll data should be imported.- select Setup - To alter Paylink, CA and Printer settings from the
main menu. Choose the Paylink Tab and select the correct account from the list shown.

This should not normally change unless you re-install your package on another computer.

& Screen to Alter Payroll Link and C.A. settings x|

GP Payrall link Accourtant details Printer/Fort settings |

= Dr.Ferguson and partner [6588]
Thiz screen letz you zet which account will = _:] Main Accounts Group
receive the payroll data exported bty the
Ferguzon GP Payroll package.
ou may alter this by selecting a different -] Payroll Account
account opposite

[=] Main Practice Account

The Ferguson GP Payroll link will impaort data into

Main Accounts Group
Payroll Account

¥} F1: Help ] F2: Close

The remainder of the setting up involves the Payroll package and you should refer to the Payroll manual for
details.

The Pay Run

After each Payroll run a file is created on the computer's hard disc which contains payroll information for that
month. The Accounts package detects the presence of these files and will display a screen showing a list of any
Pay runs which have not yet been 'imported'.

To view or import waiting Pay runs select Cashbook - Pay-in Payroll items from the main Menu.
To import a Pay run If you do not wish to import any Pay runs at this stage simply press <RETURN>.

The accounts package checks for any Pay runs which do not refer to the current accounts year and automatically
deletes any which are out of date.

When a Pay run has been successfully imported it's Pay run file is deleted.

Rerunning a Paylink import.
It is not unusual for practices to have to re-run the payroll to take account of an unexpected adjustment.
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The Accounts package keeps track of any imported payroll items and if the pay run has to be repeated the
original imported items are first removed.
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Cheque Printing

Overview E m

The accounts package now offers the facility to print cheques using standard pre-printed personalised cheque
stationery for single sheet laser or ink-jet printers, using the "Quicken" cheque stationery format. This can be
easily obtained from suppliers - see Pre-printed Cheque Stationery for details.

When a run of cheques are printed, the package will automatically update the cheque reference numbers and
Date paid fields for the purchase items involved, and will also update any linked Cashbook items.

Extra facilities are provided for occasions where the cheque print run fails and has to be restarted.

Before running cheque printing, you will need to setup the package to align the cheques correctly for your
particular printer -see Setting up Cheque Printing.
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Setting up Cheque Printing E E

This screen is accessed via Purchases Register - Purchases Setup - Cheque Printing.

|’ :

| ﬁ List of Payees | Iﬁgheque Printing | 3 BACS Setup | @ Other |

Cheque Printer

Use this screen to setup the printer you wish to use to print Chegques. This will initialty be =2t to the
printer you use for reportz and may not need to be alered.

Cheque Printer :  Default Windows printer w = Test Printer

Cheque Alignment

] . The=se options allow you to fine tune cheque alignment for your model of
Vertical: 0 {*'i printer. To test the alignment, load the printer with blank paper and press
Test Alignment. Check that the test print lines up correctly with the
pre-printed cheques (hold them up to the light). For more information on
Horizontal: 0 HH cheque printing, press the Help on Cheques button.
Chegue Height: i) {:i = Test Alignment @ Reset Defaults &) Help on Cheques

Dymo Label Writer Label Template:

| |E Change

&) F1: Help [ F2: Close

Cheque Printer

The accounts package will normally use the printer that you use for reports. If you need to use a different printer,
you can select it here. The Test Printer button prints a test page on the selected printer.

Cheque Alignment
These options allow you to fine tune cheque alignment for your model of printer.

The Vertical box adjusts the vertical alignment, by 1 mm, a positive number moving the printed text down the
page, a negative number moving the printed text upwards on the page.

The Horizontal box adjusts the horizontal alignment, by 1 mm, a positive number moving the printed to the right
on the page, a negative number moving the printed text to the left on the page.

Cheque Height is normally fixed at 89 mm and should rarely need to be adjusted.
Reset Defaults clears any adjustments you have made.

To test the alignment, load the printer with blank paper and press Test Alignment. Check that the test print lines
up correctly with the pre-printed cheques (hold them up to the light!).

Dymo Label Writer Label Template
If you have a Dymo Label Writer Printer, use this option to point to your chosen Label Template file.
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The Cheque Printing process E m

To print cheques, you must follow these steps:

1. When recording a purchase, select Print Cheque as the payment method.

2. You must make sure that the pre-printed cheques are correctly aligned for your printer - see Setting up
Cheque Printing and Pre-printed Cheque Stationery.

3. Go to the Pay Overdue Bills screen via Purchases Register - Pay Overdue Bills.

4. If there are overdue cheques to print, select the Cheques to Print tab and press the Print Cheques
button.

5. The Cheque printing assistant will now start, after an introductory screen you will be asked to enter the
cheque payment date:

f

3 Chegue Printing Assistant =] 1

Enter the Date which should be printed on the cheques - any date can be

entered, s0 please be carefull This date will be printed on each cheque,

unlezss the purchase item Date Due' iz greater than today's date and you
have ticked the checkbox “Allow post-dated cheque'.

Date to print on Chegques:  Q&/02/2006 FE]

X Cancel [J Previous Mext & F1: Help

Enter the payment date for each item. This will be overridden if you have selected 'post-dated cheque'
when recording an item and the Date due is greater than the Cheque payment date selected. In this
case the cheque will be dated with the post-dated 'Date Due' value.

6. The next step is to enter the cheque number of the cheque at the top of the first page of pre-printed
cheques. The package needs to know this so that it can update the cheque reference
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L Chegue Printing Assistant

Enter the cheque number of the top item on the first page of pre-printed
cheques. The package automatically update the Cheque reference numbers
for the purchase items printed.

Cheque Mumber at top of first page: | 3356

X Cancel Previous Mext ) F1:Help

7. The cheques are now ready to be printed. Make sure that the pre-printed cheques are inserted into your
printer in the correct order and the correct way round - this will depend on your printer make.

L Chegue Printing Assistant

You are now ready to print your cheques.

Pleaze make sure that the pre-printed blank cheques have been correctly
placed in you cheque printer, and that you have entered the correct Cheque
Date and =starting Cheque Number.

If you are happy that everything isready, press the Mext button to start
printing - as usual with Windows printing, there may be a delay before the
printer starts up.

Date to print on Cheques: 06/02/2006

Cheque Mumber at top of first page: 3356

¥ Cancel L Previous Next ) F1: Help

8. The next screen asks you confirm that all the cheques have been correctly printed.
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L Chegue Printing Assistant

The cheques have now been sent to your printer.
Be patient - t may take a few minutes for printing to complete.
If all of your cheques have been printed successfully, press the ™res’ button.

If you encountered any problems in printing your cheques, plase select the
"Mo” button. The package will allow wou to re-print 2ome or all of the cheques.

Were all the cheques printed successfuly? o Yes x Mo

4 F1: Help

If you answer 'Yes' the Purchase records and linked cashbook items will be updated and the process is
complete.

If you answer 'No', perhaps because the cheques did not all print correctly, you will be taken to two
screens that allow the process to be reset:

9. The first 'retry' screen asks you the cheque number of the last successfully printed cheque or you can
choose 'No cheques printed'

'#> Cheque Printing Assistant

ou have indicated that some or all of the cheques did not print successfully. I
you wizh to try again, please enter the chegue number of the last cheque that
was printed successfully
Thiz allows the package to update the correct chegue numbers for the successful
part of the print re-run.

Pre=ss "Mext’ when you are ready to try again.

Last Cheque Number printed sucessfully W
Mo cheques were printed
3306
X Cancel & Previous Mext &) F1: Help

10. The second 'retry' screen asks you to enter the cheque number of the first page of new pre-printed
cheques that you are about to use.
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#2 Chegue Printing Assistant

¥ou have indicated that =ome or all of the cheques did not print successfully. If
you wish to try again, please enter the Cheque number of the first cheque on the
firzt page of new blank cheques.

Thiz allows the package to enter the correct cheque numbers for the attempted
print re-run.

Press "Mext’ when you are ready to try again.

Cheque Humber at top of the new first page Q0400

X Cancel & Previous Mext ) F1:Help

The package will now attempt to reprint the cheques which did not appear correctly on the first attempt.

Partial Cheque Pages

The accounts package is currently unable to print partial cheque pages i.e. where 1 or 2 cheques remain on a
partially printed page. Test attempts to print these via the printer envelope feeder seemed to be more
troublesome than they were worth.

These partial pages should be used as manual written cheques or simply destroyed.
We will have another look at this issue for future versions.
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Pre-printed Cheque Stationery E E

The package must use special pre-printed cheque stationery suitable for laser or ink-jet printers.
It must be single-sheet, three cheques to a page and be of the style used by 'QuickBooks' and Microsoft Money.

The cheques must be pre-printed with your practice name, account details and cheque numbers. Pre-printed
cheques can be ordered from suppliers such as Business Stationery Direct.

The Cheque style to order is Intuit Laser/Inkjet Standard Cheques (INI-006).

o ey B
e gy B
By g e of e
Juny B Al BET1 (P D P
L TR e e 2 | LERTRTEY]
hl-l____ e — [
|
=TT
| o, £
i L=
| L]
i
-
POBDEELS Bi=3LSES RYILIETAS
h:\..- — Aoy Bl
Sy - Ay B
g o of Bewuian
oy B AW T 12=%5=58
- | = =] [omdl| __'—l 12345478
- — - 1 =
el S I ———
il i £
i i i
1
e
PODDNES Bi=3L5E0 LXILEETA
PT——
o P Ay e
w i Ay Bewrcn
n Sime Do o bearabey
e s AT T [ESTE
- y —en
[= ] I i 12IL3ETR
T —
T I
e e el S I -
pEsts, £
i reesane

#0000 BEE® = ARSI L FILGRTA®

The package is not compatible with other cheque styles such as Voucher Cheques.
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BACS Payments

Overview E m

The accounts package now offers the facility to make BACS payments electronically by creating payment
mandate files suitable for importing into Business Banking products such as Hexagon, Royline, Lloydslink or
Barclays Business Banking. Having imported the payment instructions, the Banking package forwards these to
the Bank's computer. These are specialised products which normally connect to the bank via a modem
connection, rather than through NHS Net or the internet. We are not currently aware of any standard internet
banking websites that allow BACS payment instructions to be imported.

Some banks operate a system where practices can fax BACS payment instructions. Although the banks do not
allow us to re-create the forms required, reports are available which provide the information required to be copied
on to the pre-printed BACS fax forms.

The list of BACS systems that are supported is not exhaustive. We anticipate that some practices will be using
different systems - in these cases, simply let us know and we will add the new format to the accounts package as
soon as possible.

Before using the BACS facilities , you will need to set up both your own practice BACS details and those of each
of the possible payees -see Setting up the BACS payment facility.
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Setting up the BACS Payment facility E E

Before you can make payments via BACS you must set up your own BACS practice details and tell the package
which BACS banking format you wish to export.

You can also select 'Fax printout’ as the BACS format, if you are using a Fax payment system. This will cause
the package to produce a printed report which should be helpful in preparing the BACS fax sheet required by
your bank.

The BACS setup screen is reached from Purchases Register - Purchases Setup - BACS Setup.
You will also have to supply BACS details for each of the payees for whom you want to pay bills via BACS
See Add or Change a Payee Record

( To alter Purchases Register Settings

ﬁ Lizst of Payees ﬁghﬂque Printing 05,&,:5 Setup &. Other

BACS Output format

Choose the BACS export file format that you wish to use. This includes an option to produce a report
which will help with faxed BACS payments - choose Fax Printout

BACS format RBoS Royline | v

Practice BACS Details
Bank Name:  Royal Bank of Scotland
Branch: Clydebank
Sort Code:  (1-02-56
Account Number: 3245789

Bank Ref (optional: 034

€} F1: Help i F2: Close
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The BACS payment process E m
To make a BACS payment electronically, you must follow these steps:

1. When recording a purchase, select BACS as the payment method. You will only be able to do this if
BACS details are available for the payee - you may have to press the Edit Payee button to add BACS
details for the payee. You must also have entered your own practice BACS details via Purchases
Register - Purchases Setup - BACS Setup. See Setting up the BACS payment facility.

2. Go to the Pay Overdue Bills screen via Purchases Register - Pay Overdue Bills.

3. [If there are overdue BACS items to pay, select the ltems to pay via BACS tab and press the Pay Bills
via BACS button.

4. The BACS export assistant will now start:

( 2 BACS Export Assistant =m ‘I

Enter the payment date for each BACS item - any date can be entered, so
please be carefull!

This date will be listed against each BACS item, unless the ‘Date Due'is
greater than the date chosen and you have ticked the checkbox 'allow
post-dated cheque', in which case the 'Date Due' is used as the BACS
payment date.

BACS payment Date . 06/02/2006

X Cancel Previous B next ) F1: Help

Enter the payment date for each item. This will be overridden if you have selected 'post-dated cheque' when
recording an item and the Date due is greater than the BACS payment date selected. In this case the BACS item
will be dated with the post-dated Date Due value.

NB - only some BACS systems allow payment dates to be specified this way.

5. The next step will depend on the BACS output you selected when setting up the BACS facility:
If you have selected Fax as the output format, the package will present the usual report printing screen
and produce a report which should help you compete your bank's supplied BACS fax forms. Otherwise
this output file/folder screen will appear, which will let you adjust the output file name and folder if
required. The default output folder is called MMS BACS and is in the My Documents folder, which
should make it easy to find.
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This screen allows you to alter the default names and locations for storing the
BACS export file, To complete the BACS transfer process you will need to
import this file into your BACS payment system,

BACS File Folder Change BACS folder

CihDocuments and Settingsilan.TRAMPUS\My Documents\MMS BAC S\

BACS File Name : MM3 BACS Export 06-02-2006 1309, txt

X Cancel & Previous Next ) F1: Help

6. The final screen confirms that the output file or report has been created.

Advanced Topics

As part of the process the package will have updated the Date Paid field and Cheque Reference fields
of the purchase items paid and updated the Ref Number field of any linked Cashbook items.

L& EACS Export Assistant

The MMS BACS export file has now been created and the purchase items and any
linked Cashbook items wil have been updated

The next step is to run your Banking BACS software and import the MMS BACS
export file from the location noted below.

Press the 'Finish' button.

BACS Export Folder : [~ Open Bacs Export Folder
CADocuments and Settingslan. TRAMPUS Wy DocumentsiMMS BACS,

BACS File Mame : MMS BACS Export 06-02-2006 1309 txt

X Cancel @ Previous Finizh ) F1: Help
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Adding GMS/PMS details from Open Exeter

Importing GMS/PMS statements from Open Exeter E m

What is Open Exeter?
The Exeter system is the program used nationally (not in Scotland) to manage GP GMS payments information.
"Open Exeter" is an adaptation which allows legitimate users e.g. PCTs or GP practices, access to parts of the
Exeter system via a web browser such as Internet explorer. To quote from the Open Exeter web-site:
"The Exeter System contains a wealth of information that has legitimate uses across a diverse range of bodies
and practitioners within the NHS. Open Exeter gives health authorities the power to grant access to this
information to authorized organizations ... NHS trusts, GP practices, laboratories, pharmacists. Full control
remains with the health authority; security is of the highest importance, and data protection regulations are
observed at all times".
In practice this allows you to look at your payment statements on-line and to download them to your PC in a file
format known as XML. IRIS GP Accounts is now able to read these XML statements and load them into the
package automatically.
You can now also view and import your statements directly without having to go to the Open Exeter website
using the 'Open Exeter Direct' option.
This should save a considerable amount of re-keying of GMS payment information although the Open Exeter
download may not include certain locally agreed items and these will have to be added manually.

Gaining access to Open Exeter

You will be have to be registered with the Open Exeter system to gain access and the first point of contact would
normally be your local PCT or PCG who will themselves have to be registered users of the system. Contact your
local payments officers or IT unit for advice.

or see the Open Exeter main page at:
http://www.connectingforhealth.nhs.uk/systemsandservices/ssd/products and services/demo/

For more details see:
Setting up the Open Exeter facility
The Open Exeter web-page
The GMS Import Helper
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Setting up Open Exeter Direct

Advanced Topics

[ [

Before being able to access Open Exeter Direct you need to establish a correct link and you will be asked to

enter the "Organisation Code" and "Data Source Cipher"
The Organisation Code is simply your usual Practice NHS code e.g. H85682
To discover your Data Source Cipher, you have to look up the Open Exeter web site:

1. Log on to the Open Exeter website with your username and password
2. Select the option from the application menu as seen in the screenshot below:

'gl_lps-n Exeter - Microsoft Internet Explorer

=I5

Fil= Edt ‘View Favorites Tools Help

EBack - = - 2] 3| Qoewch [Eifavortes Pmeda B 55- S = 5

Address |@ hittps: ffnsw.openexeter. nhs. ukjnhsiajoptions. jsp

j @ ||l ?

m Open Exeter

log-out | m
You are currently logged in with organisation code H85682

Application: Data Source:

|GP Capitation Statement ﬂ IMerlon.Sulwn and Wandsworth (LNP) ;]
[Breast Screening -
Change Password Utility

Organ Donor bonti
tems Of Service e
GP Patient Index

GF Capitation Statement

Doctors Details —Lt Log-in Setings I
Prior Motification Lists g 9
Organisation Maintenance

Vaccinations & Immunisations x

[Eoone T B mene

E

2|

Bstet||| AE V2 © A T D || Hrodor tosge .| Eitgsifien....| 10 dccounts ...|[Elopen Exete.. Bloamentt -...| [FVEBTUE [ & 0953

3. Simply scroll down to your selected organisation and take note of the cipher code. This can be seen in

the screenshot below.
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3 Open Exeter - Cipher, Q) Codes and PCT Codes - Microsoft Internet Explorer

File Edit ‘“iew Favortes Took Help

bk - =+ - @ [ A| Qsearch (EIFavortes Preda (B | B Sh A F

ckiress [ &) htps:Jruw.openexeter e ukjnhsial CipherQCodes | CipherQCodes. o =] @oo |unks ™
A CATNCASHIRE TICX EdsL Lancasie riA .
LA LANCASHIRE Qcy North West Lancashire HA
LD LEICESTERSHIRE acL Leicestershire & Rutland PCTs
LDS LEEDS QDH Leeds HA
ILIE LIVERPOOL QCc2 Liverpool HA
ILL LINCOLNSHIRE QCM LLincolnshire NHS
[LINA NORTH EAST LONDON (LNA) QAW 'NE London FHS Consortium LNA
LNB NORTH EAST LONDON (LNB) QA5 NE London FHS Consortium LNB
[LNC NORTH EAST LONDON (LNC) QAP NE London FHS Consortium LNC
LIND CAMDEN & ISLINGTON QAT Camden PCT & Islington PCT
LNE ENFIELD & HARINGEY QA4 Enfield & Haringey
ILNH BARNET QAQ Bamet PCT
L RO O & CHELSCA QA3 K & C and Westminster PCTs
LN HILLINGDON QA2 Hillingdon PCT
LML BRENT & HARROW QAR Brent and Harrow HA
vy Papbtbegaiadli QAV Ealing, Hammersmith & Hounslow HA
[LNN KINGSTON & RICHMOND QAG ‘South West London HA [LNN]
ILNP PRIMARY CARE SUPPORT SERVICE QAJ South West London HA [LNP]
ILNR CROYDON QAD Croydon PCSS
LNS SOUTH EAST LONDON QAH ‘South East London HA
|LNT BROMLEY QAC Bromley PCT
[LINVY GREENWICH QAA Bexley & Greenwich HA
(MAN MANCHESTER Qc3 Manchester PCT
.M.QE. MID GLAMORGAN QZH ‘Mid Glamorgan Database
.m TEES QDP Tees Confractor Services
N ‘GRAMPIAN 'SN999  Grampian Heaith Board
[NEVW NEWCASTLE-UPON-TYNE QDJ ‘Tyne and Wear CSA - Newcastle
INF NORFOLK QET Norfolk PCT <
[&] javascript dispdet{QAT) [T (5 [@ meemet

Astort| | A2 E & © & GE || Eirwortodse .| Elttpsilim....| @ sccounts ... |[Elopenete. Bocamenti- .| [FERTVE { & oo

4. Now go to the accounts package, and click on 'Add an NHS Entry', then click 'Open Exeter Import', and
then click the option as seen below and click 'Next'.
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WS Terplote:  » Standard New GMS - =l pPabng

Whole Cazhbook:

[ Adden tem

[ change an tem

&3 To import Open Exeter GMS statement

NHS GMS import Helper - |

The Helper vl take you through the series of steps required to import an NHS GMS summary from the: "Open Exeter™ ske.

mmmmmfuymmwmmuowmm contact your local PCO for Further advice on local
availabilky. Some information can be viewed at the Open Exeter information website,

Please note that this is NOT currently available to Scottish practices.

Ll

Yeu are stronlgly recommended to use the "Direct”™ option but othervise make sure you download the dy rac
hﬂrumwlmdtmudmmlrmﬂmldd-unﬂdﬂumwm mdorduudlnlutnlﬂsﬂbnlhu:w
package

il keep a copy
You may slso need to sdd some items manually - The Open Exeter statemants only incude nationaly sgresd ibems and it is common fior
local PCOs to add locally determined payments to the printed statement. This may be donw after importing the national ibems From Open
Exeter.

Please note that if you import a GMS statement you will remove any existing items in the GP Accounts NHS entry.

Exeter import options:

Import NHS payment details via Open Exeter Direct (Recommended)
Import NHS payment statement via Open Exeter file Download C
Adjust Open Exeter Direct connection settings lcl

X Cancel Presvious B ned:r2 ¥ F1: Help

LI

Rl

% 'E[ ] Spit temby doctor <F3» |- Open Exeter import 5% PMS Contract Adjust X cancel

1| 5 Remove doctor spit <F3> | | #B) View Open Exster fie [ Makeinto a Tempiate @ F1: Help ' FZ OK

) F1: Help
rz cose

| Opening Balance; GA968.03 Closing Balance: 996903 | Mini-calc: [T ]

Bseon| | 14 2 72

20 Hal || B ...| Epesiimw....|[Her Bjocument1 -...| VERocUel & mss

5. Finally, input your own practice code, as well as the cipher code you noted down from Open Exeter, and
all should be done.
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oddge Health Centre [5392] Main Accounts Group : Main Practice Account : Apr 2007 - Mar 2008

" GP Accounts Tor Tudor L

i To import Open Exeter G

NHS GMS import Helper - Open Exeter Direct Connection Settings ]

If you have not registered for Open Exeter, you wil need 1o do 50 betore corinuing. Your local PCO should be able to advise
you on the registration procecurs.

Thizs pape displays the confechion Seltings thal maust be completed betone you can sutomatically connect to Open Exeter and
pan an NHS payment. These settings will be found when you log into the Open Exster web s,

Once these connection seftings have been , you wll not b for Sham mgenin..
Crganesation Code < HB5682 B vew the Open Exeter webste
Ensble Loggng W

W Concel 3 revicus B pet:r2 @ F1: Help x|
Whale Cashibook:
& Addonten . p| [Elsmrembydocter 3 [ OpenExeter ipon 5 pMS Contract Adwst X Cancel F1: Help
2 [df change an tem 1 [ Remove doctor spit <F3= eliﬂfopmhﬂs fie [ wake into & Tempiate i F1; Help o FZ 0K Hr2 case

i]o:muamnw 6996303 | ClosigBurce  §9963.03 | Miicak 000
... |[ o &) - GEBovel & 0w

RAson| A2 V20 H G P || Erosrion .| &y
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Setting up an Open Exeter Import E m

The process of importing Open Exeter downloads is very straightforward but does require a couple of steps to set
up correctly:

Map Open Exeter Doctor codes to IRIS GP Accounts Doctors
Each Doctor on your list of Doctors must be given the appropriate "Open Exeter ID"

This is a locally defined Doctor code, to allow individually assigned amounts e.g. Superannuation to be recorded.
As IRIS GP Accounts has its own internal coding system you must set up an Open Exeter ID for each doctor on
the IRIS GP Accounts list of doctors

The easiest way to do this is as you run the GMS import helper which will alert you to any doctors who do not
have an Open Exeter ID assigned and give you the opportunity to do so. See below under 'GMS Import Helper'.

Entering or altering an Open Exeter ID can also be done via Setup - To alter Doctors and then select Change for
each doctor on the list- you will see an option to enter the Open Exeter ID for that doctor.

Map Open Exeter codes to IRIS GP Accounts NHS ledger codes
Each Open Exeter item must be mapped to an appropriate IRIS GP Accounts NHS ledger.

Some of these Open Exeter items are standard e.g. for Global Sum and MPIG Correction, but in others esp.
those for Enhanced services are defined locally and cannot be preset by us.

All Open Exeter items on the import statement must be mapped to an NHS ledger code. The easiest way to do
this is as you run the GMS import helper which will alert you to any Open Exeter items which have not been
mapped to an IRIS GP Accounts NHS Ledger code and give you the opportunity to do so. See below under
'GMS Import Helper'.

Entering or altering Open Exeter mappings can also be done via Setup->To alter NHS Open Exeter mappings.
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The Open Exeter Import Helper E m

The Open Exeter facility provides a convenient method of importing NHS New GMS and PMS payment
statements directly into IRIS GP Accounts. This saves typing and improves accuracy.

The new Open Exeter Direct facility, using 'web services' technology considerably simplifies this process, without
any need to use Internet Explorer.

The Open Exeter facility currently only works with New GMS, PMS and old 'Red book' statements.

Global Sum and PPA dispensing statements cannot be imported.

This Import Helper takes you through a short series of steps to ensure that the statement is imported or
downloaded correctly:

Import NHS payment details via Open Exeter Direct (Recommended) (=}
Import NHS payment aiatement via Open Exeler websie O

Adust Open Exeter Direct connection settings

To import files downloaded from the Open Exeter website

1. Select Import NHS payment statement via Open Exeter file download — when you press Next, you
will be asked for the location of the downloaded GMS XML document.

2. When you have located the document, press the Open button to read it in. The next screen will let you
view the statement in the same format as it appears on the Open Exeter website and confirm that it is
the correct payment statement

3. As for Open Exeter Direct - go to Step 5 below

To use Open Exeter Direct

4. Choose the option to import via Open Exeter Direct:

5. Enter your Open Exeter Direct connection setting details (Organisation Code and Data Source Cipher.
The package will store these settings and you will not be asked again. You may have to login to the
Open Exeter website via View the Open Exeter website to find these settings:

6. Enter your Open Exeter login and password, choose the Quarter for the statement you require and the
type of statement:

Open Exeler Direct Login Details
User code:
Password :
List payment statements for Apr 2006 to Jun 2006 -

the Quarier beginning:

The package will now communicate directly with Open Exeter and identify any statements available for
the selected quarter.

7. Simply choose the statement required and it will be automatically imported:
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The following Open Exeler siatments are avaiable to import via Open Exeter Direct.

Simply highlight the statement required and chick on Next

Statement Date Parinership Name Siatement Type ~
01.04.2006 Dr TopCat Hew GMS

g01.04.2006_lprioppog _____________________ews |

You may have to match up some payment statement elements with your IRIS GP Accounts NHS ledger

codes or Doctors.
See Open Exeter Import Helper for further advice.

& To import Open Exetor GMS statement

NHS GMS import Helpar - Details of iImpored File

* you e saated thal T & the comect GES palement press Next to mpor] e GRS deta oig e
GF ADCounlS pRCHBDE. IF Ml B fedl e COMes] GNS SIMDmen] prexs (e Prévidul DUTOn [0 Chedss [T T r—
argther dowriased fie oo

Opean-Exeter Online new GMS

Summary

Practice Code Payment Date
K12345 29.10-2004
Statement Summary Amounts
Growss Paymant 463757
Global Sum 25683 62
MPIG Correction Factor 14374 52
Aspiration 242367

Contract Adjustment [$8e

Vanance tlejtunls HIDL'I et
Less

Emgloyes Connibution ) 6 00% 1563 .02

Emgployer Contributicn & 14.00% 34T 05

MNC Contributions 0.00
-

[x:um ] [ﬂgrmt ] Eum F2 ! |I:.‘F1 Hee |

There is also an option to Print the statement if you wish.

Remember that the downloaded statement may not include some locally defined and allocated
payments or debits. e.g. Local Development monies

If this is the correct payment statement, press Next. The package now attempts to import the statement
into the IRIS GP Accounts NHS ledger.

Matching Doctors
Some items on the GMS statement will be allocated to individual doctors. At this stage you may need to tell the
package how to match up the doctors listed on the statement with those listed in IRIS GP Accounts. A screen like

this will appear:
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NHS GMS import Helper - Setup Doctors

This screen displays any Doctors listed by the NHS statement who have not been assigned to one of the doctors listed in the GP
Accounts package.
You must allocate all of the listed NHS doctors to one of the GP Accounts doctors or the data can not be imported.
In some case the actual name of the doctor may not be listed, only their code being given - this may be an assistant or registrar.

If the doctor is not listed you may add the docter by simply typing in the correct name - vou will then be allowed to add this doctor to the
list held in the GP Accounts package.

Open Exeter Name Open Exeter ID GP Accounts Doctor
DR. BS HURWITZ DR. BS HURWITZ j
Dr Adam Alexander
Dr B Burrows
Dr Charles Craig

Dr Derek Dalganrnos
Dr Edith Evesham

3

For each "Open Exeter Doctor" listed in the left hand column you will have to assign one of the IRIS GP Accounts
doctors listed. The list of IRIS GP Accounts Doctors will appear in the right hand column as you click on each
blank entry. Choose the correct Doctor. If the correct doctor is not on the list of IRIS GP Accounts doctors, you
may simply type in the new Doctor's name. The package will then bring up the usual screen to add a new doctor
and let you complete any other details:

The import process cannot continue until each "Open Exeter Doctor" has been matched with an IRIS GP
Accounts doctor but having completed the process once, the package will retain these settings and you should
not need to do this again unless a new doctor joins the practice.

Press Next when you have completed the Doctor matching process

“

Mapping Open Exeter codes

Some items on the nGMS statement may be unique to the practice or locality e.g. some Enhanced services. At
this stage you may need to tell the package how to match up the items on the statement with the NHS ledger
codes in IRIS GP Accounts. A screen like this will appear:
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NHS import Helper - Setup imported NHS Codes
This screen displays any Open Exeter codes which have not been mapped to an NHS GP Accounts NHS Ledger codes

Ledger code. You must allecate all of the listed Open Exeter codes to one of the NHS i -
Ledger codes or the data can not be imported. Fitter @J

To link the codes highlight them both and prﬂé:;f.}he ‘Link Selected Codes’ button or W Income codes | Wy Debit codes
double-click on the NHS Ledger code. “ou may add a new NHS ledger code by

Di ing Dy -
pressing ‘Add a new NHS ledger code’ or double-clicking on the Open Exeter code. e e =
m  Prescribing Drugs
Open Exeter Code Amount Linked to NHS Ledger code ® Trainee Payments
m  Prescrib. Drug Pay (Non-5R
LIS 3107 22
m  Cost Rents Payment
OQUTSTAN.PREM.PAYRN.31/07 -1860.00 s Clohal Sum
PARKING 07083 300104 20.00 » HNursing Homes (Enh)
PIS 3107 5298 .46 m UD Services (Enh)
REFUSE APO7-MAROE 30404 38.35 ® Drug Abuse (Enh)
RENT APROT-MARDS 30104 5976.92 9. OO ne EI0)
m  Anticoag. Monitoring (Enh}
SEXUAL HEALTH MES 31/07 319.68 ] ;
m  Violent Patients (Enh)
STOP SMOKING ~ 31/07 300,00 = Minor Surgery (Enh)
WATER APROT-MARDS 30/04 53.58 ®  Flu immunisation {(Enh)
m_ Cnalitv Access (Fnh 24
Il 1 3
& Do NOT Import this item A Link selected codes M= Add a new NHS Ledger Code

For each Open Exeter code listed in the left hand column you will have to assign one of the NHS ledger codes.
Press the 'Link selected codes' button when you have selected both the Open Exeter item and the NHS Ledger
code to which it will be mapped. Open Exeter items with negative amounts are displayed in red as it is likely that
you will wish to assign NHS Ledger debit codes to these items.

Use the Filter box to restrict the visible NHS ledger codes e.g. If you type in 'Drug’, you will only see NHS ledger
codes containing 'drug’. The Orange button clears the filter.

If the correct code is not on the list, press the '"Add a new NHS Ledger code button'. The package will then
bring up the usual screen to add a new NHS ledger code and let you complete any other details.

If you need to adjust the mappings at a later date, you can do this via Setup - To alter NHS Open Exeter
mappings

[P] Practice codes
You will see that some of the NHS Ledger codes are marked with [P]. This signifies that they are practice codes
and serves to distinguish them from 'standard' nGMS codes provided with IRIS GP Accounts. When the new
contract was first introduced, it was not clear which standard NHS codes would appear on the nGMS statements
and in the event some items such as 'MPIG correction factor' were not originally provided with IRIS GP Accounts.
Practices therefore may have created their own identically named codes.
The [P] suffix simply helps identify the practice code from the 'official' standard code. In general you should try to
use the standard NHS ledger codes for matching purposes.
The import process cannot continue until every Open Exeter code has been matched with an IRIS GP Accounts
NHS ledger code but having completed the process once, the package will retain these settings and you should
not need to do this again unless a new item appears on a future statement.
Press Next when you have completed the Open Exeter code matching process

Completing the GMS Import process

When the package has successfully imported the GMS XML document you will be asked if you wish to delete the
downloaded document. The choice is yours but it is not necessary to keep it, as a copy is stored internally by
IRIS GP Accounts and in any case it can always be re-downloaded from the Open Exeter website.

The familiar NHS ledger entry screen will now appear, hopefully with all of the Open Exeter data, including
individual Doctor amounts, imported correctly. You may view the original GMS XML document via the 'View
GMS Statement' button.

Possible Discrepancies - Please Note:

Although the overall totals in the NHS ledger entry should match those in the Open Exeter statement, you may
notice some discrepancies in individual items:
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1. GMS Contract Adjustment

This does not appear in the NHS ledger as it is made up of the total of the practice Variance details which are
imported individually

2. Items not included

The Open Exeter statement does not always include all items paid to the practice e.g. local one-off payments.
They will not appear in the Open Exeter statement and obviously will be missing from the imported data. You can
simply add on missing items to the NHS Ledger entry immediately after import.

%2 To Change an existing Linked NHS payment for 30th Nov 2005. E
NHS Template: = Standard New GMS Hide Empty items
Current NHS tem :  Staff Payment w f Find
E HHS Income items | B NHS Debit items
MHS Income items Amount. Doctor Total Vat
Sai Pament oM 7ioeos |
Rent/Rates- Notnl. Rent [GGH] 7089.04 7089.04) M
Global Sum 46221.26 46221.26 X
In House Services [P] 166.00 16600 X
Contract Balance Adjustment 19590.63 19590.63 X
MPIG Correction Factor [P] 15354.03 15354.03 X
Aspiration [P] 11403.46 11403.46 X
Date : 30 November 05 Income : 107826.47 Debits: 7826.47 MHS Total ; 100000.00
|=| Spit tem by doctor  <F3= ,__.; Import Open Exeter file % PMS Contract Adjust x Cancel
v & & € Fl:Help o F2 0K

At this stage you may wish to add any locally defined items which are missing from the Open Exeter document
e.g. local development funding.

Save the NHS ledger entry in the usual way. It can be altered or deleted in the future of you wish. Please note
that deleting the whole entry will also delete the stored copy of the GMS XML document and will need to re-
download it if you wish to recreate the imported statement.

3. PMS Contract Adjustment

The standard PMS payment statement (both paper and Open Exeter) does not appear to hold all the detail the
Contract payment amount correctly.

The Contract amount refers only to the original Contract value and may not include recent adjustments.

The overall payment amount on the statement is, however, correct, and if importing from Open Exeter, the
Accounts package will use this to create a Contract Adjustment entry so that the individual entry totals match
the overall payment total.

If you are entering a PMS statement manually, you will need to enter the Contract Adjustment manually - it is
the difference between the Net Payment noted on the PMS statement and the NHS Total at the bottom of the
NHS data entry screen.

See PMS Contract Adjustments for more details
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[ [

Some items on the nGMS statement may be unique to the practice or locality e.g. some Enhanced services.
When an Open Exeter statement is imported, you will need to set up the mappings between non-standard Open
Exeter items and your own NHS ledger codes.

If you need to alter this at a later stage, this can be done via Setup->To alter NHS Open Exeter Mappings.

(e Snm

Alter NHS Open Exeter Mappings

e o detup Open Exeter NHS statement import settings and code mappings

This screen displays any Open Exeter codes along with their mappings to the GP Accounts NHS Ledger codes
“ou must aliocate all of the listed Open Exeter codes fo one of the NHS Ledger codes or the data can not be imported

GP Accounts NHS Ledger codes

Open Exeter Code Linked NHS Ledger code

6% ADJ DR GILLAMS 04/05
APRIL 06 ADV.RECOVERY

HIV ENHANCED CARE 31107
MINOR SURGERY DES 31/07

Employees Superannuation (GPs
Advance Recoveries

WD Services (Enh)

Alcohol Misuse (Enh)

14% ADJ DR GILBERT 04/5 Employees Superannuation (GF Filter [ o)
14% ADJ DR GILLAMS 045 Employees Superannuation (GPs

44 RET SE55 JAN-MAR 06 Alcohol Misuse (Enh) W income codes | W Debd codes

6% ADJ DR GILBERT 04/05 Employees Superannuation (GPs = W New GMS

Ml

= Dispensing Drugs
»  Prescribing Drugs
s Trainee Payments
= Dispens. Drug Pay (Mon-5R)
= Prescrib. Drug Pay (Non-5R)

PBC 0T/08 o7 Violent Patients (Enh) = CostRents Payment
Sup Rem 05/06 Cert (AVC Adj - 23 Do Not Import B o
= Nursing Homes [Enh)
= JUD Services (Enh)
= Drug Abuse (Enh)
s Alcohol Misuse (Enh)
n  Anticoag. Monitoring (Enh)

= Wimbeemd Mndimmdn ek

“2 Do NOT Import this tem A Link selected codes ¥ F1: Help

3

%2 aAdd a new NHS Ledger Code Hide standard mappings: 7 il Fz Close

For each Open Exeter code listed in the left hand column you will have to assign one of the NHS ledger codes.
Press the 'Link selected codes' button when you have selected both the Open Exeter item and the NHS Ledger
code to which it will be mapped. Open Exeter items with negative amounts are displayed in red as it is likely that
you will wish to assign NHS Ledger debit codes to these items.

Use the Filter box to limit the NHS Ledger codes that are visible and make it easier to select the correct
mapping. The Orange button clears the filter.

If the correct code is not on the list, press the '"Add a new NHS Ledger code button'. The package will then
bring up the usual screen to add a new NHS ledger code and let you complete any other details.

Normally the standard mapping e.g. 'Global sum' are not shown but these can be displayed and the standard
mappings overridden if required.

[P] Practice codes
You will see that some of the NHS Ledger codes are marked with [P]. This signifies that they are practice codes
and serves to distinguish them from 'standard' nGMS codes provided with IRIS GP Accounts. When the new
contract was first introduced, it was not clear which standard NHS codes would appear on the nGMS statements
and in the event some items such as 'MPIG correction factor' were not originally provided with IRIS GP Accounts.
Practices therefore may have created their own identically named codes.
The [P] suffix simply helps identify the practice code from the 'official' standard code. In general you should try to
use the standard NHS ledger codes for matching purposes.
The import process cannot continue until every Open Exeter code has been matched with an IRIS GP Accounts
NHS ledger code but having completed the process once, the package will retain these settings and you should
not need to do this again unless a new item appears on a future statement.

225



IRIS GP Accounts

The Open Exeter Web page E m

If you have opted to use 'Open Exeter Direct' you can ignore these instructions which are only required if
you prefer to access the Open Exeter website and download the statement files from there.

Having registered for access to the Open Exeter system you will be given a log-in and password. Run Internet
Explorer or other web-browser as normal and navigate to the Open Exeter website. Having logged-in you will be
able to view a list of payment details for your practice.

1. Select the appropriate payment statement.

2. You will see an "XML" button on the web-page. Select this button to download the XML-based
payment statement to your PC.

3. You may be asked if you wish to Open the document or save it to a particular location on your PC —
choose the 'Save As' option. The actual location does not matter — you can save the XML document to
any location you choose but you will have to find it again when you import it to the Accounts package, so
it is advisable to save it to an easy location such as Desktop or My Documents.

4, The XML document has now been downloaded and you may log-off the Open Exeter website, close
down the web-browser and return to IRIS GP Accounts.
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Budgets

Budget Reports E m

Budget Reports allow you to set up projections of income and expenditure for future years, then run comparative
analyses to see if he actual figures match those expected. They are now a much more critical part of practice
financial planning with the advent of PMS and New GMS contracts. Variances are now shown in actual and
percentage terms.

The data is initially presented on screen but can be easily printed out or displayed as a bar or pie chart.
Budget Reports now have two report styles:

Simple Report style:

& Practice Budget Report

Practice Budget - Breakdown of Main codes only REFC_” 2= )
Period from 01/04/03 to 31/03/04 (Simple Quarterly for (Q) Apr 03 to Jun 03) © Simple Quarterly for: (Q) Apr 03 to Jun 03 _ | @rEzEE
Use Journal Template: Journal Template off -
Budget Category (Q) Apr03to (GQ) Apr3to (Q)Apr03to (Q)Aprid3to| Tofals To Totals To Totals To Totals To Overall
Jun03only Jun03only Jun03only Jun03only Jun 03 Jun 03 Jun 03 Jun 03 Budget
(Actual) (Budgeted) (Variance £) (Variance %) (Actual) {Budgeted) (Variance £) (Variance %)
B VAT 0.00 7251.28 -1251.28 -100.00% 0.00 7251.28 -7251.28 -100.00% 20293.11 ~
= Expend. 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
sl (Hidden codes) 0.00 27800.83 -27800.83 0.00% 0.00 27800.83 -27800.83 -100.00% 82158.89
1] Attached Staff 0.00 000 0.00 0.00% 0.00 0.oo 0.00 0.00% 27.00
N} Bank Charges 0.00 253.05 -253.05 -100.00% 0.00 253.05 -253.05 -100.00% 10065.09
|  Capital Expenditure 1804.32 0.00 1804.32 0.00% 1804.32 0.00 1804.32 0.00% 1804.32
Jsi] Computer Costs 0.00 8280.23 -8280.23 -100.00% 0.00 8280.23 -8280.23 -100.00% 8280.23
I Corrections 0.00 0.00 0.00 0.00% 0.00 .00 0.00 0.00% .00
1= Dr Gregory 30.00 5371.14 -5341.14 -09.44% 30.00 5371.14 -5341.14 -00.44% 24124.56
N} Dr Smith 30,00 334473 -3314.73 -99.10% 30,00 334.73 -3314.73 -99.10% 11034.14
] Dr.Colville 0.00 7929.02 -1929.02 -100.00% 0.00 7929.02 -1929.02 -100.00% 23026.14
Jsi] Dr.Jones 30,00 3994.76 -J964.76 -99.25% 30,00 3994.76 -3964.76 -99.25% 13299.16
1] Dr.Maclean 30.00 4665.49 -4638.49 -99.36% 30.00 4668.49 -4638.49 -99.36% 15056.76 "
Income Totals 0.00 11377401 11377401 0.00% 0.00 11377401 -113774.01 0.00% 394638.58
Expenditure Totals £491.85  102054.02 -95562.47 6.36% £491.85  102054.02 -95562.47 6.36%  383368.85
Balance Totals -6491.85 11719.99 -18211.54 -6.36% -6491.85 11719.99 -18211.54 -6.36% 11269.73
Running Balances -6491.85 5228.14 -12983.70
2 Report Figures Options | - 4 Report Header Options |~ o Print Report ’ & F1: Help ] ’ El F2: Cloze ]

This gives a concise comparison of actual v predicted figures against the overall budget. The period displayed is
determined when setting up the budget i.e. Monthly, Quarterly, Biannual or Annual.

Detailed Report style:

&% Practice Budget Report

Practice Budget - Breakdown of Main codes only RBFC_H == )
Period from 01/04/03 to 31/03/04 (Detailed) O simple Quartery for: (A} Apr 03 to Jun 03 ¥ (@ Detaied report
Usze Journal Template: Journal Template off -
Budget Category (Q)Apr03to (Q)Apr03to (Q)Apr03to (Q)Apr03to| (Q)Jul03to (Q)Jul03to (Q)Jul03to (Q)Jul03to | (Q)Oct03to (Q) O
Jun03only  Jun03only Jun03only  Jun 03 only Sep03only Sep03only Sep0lonly Sep03only | Dec03only Dec |
(Actual) (Budgeted) (Variance £) (Variance %) (Actual) (Budgeted) (Variance £) (Variance %) (Actual) (Bud
1=] VAT 0.00 7251.28 -7251.28 -100.00% 0.00 3848.18 -35648.18 -100.00% 0.00 ~
= Expend. 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
;] (Hidden codes) 0.00 27800.83 -27800.83 0.00% 0.00 25667.60 -25667.60 0.00% 0.00
;] Attached Staff 0.00 0.00 0.00 0.00% 0.00 27.00 -27.00 -100.00% 0.00
B Bank Charges 0.00 253.05 -253.05 -100.00% 0.00 32.84 -32.84 -100.00% 0.00
.J Capital Expenditure 1804.32 0.00 1804.32 0.00% 0.00 0.00 0.00 0.00% 0.00
.J Computer Costs 0.00 8280.23 -8280.23 -100.00% 0.00 0.00 0.00 0.00% 0.00
;] Corrections 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00
;] Dr Gregory 30,00 5371.14 -5341.14 -99.44% 94.50 5371.14 -5276.64 -95.24% 0.00
;] Dr Smith 30,00 334473 -3314.73 -99.10% 30,00 2252.73 -2222.73 -98.67% 0.00
.J Dr.Colville 0.00 7929.02 -7929.02 -100.00% 0.00 3949.49 -3949.49 -100.00% 0.00
.J Dr.Jones 30.00 3994.76 -3964.76 -99.25% 62.70 2902.40 -2839.70 -97.84% 0.00 -
< >
Income Totals 0.00 1137741 -113774.01 0.00% 2100.00 85202.07 -83102.07 2.46% 0.00 4
Expenditure Totals 6491.85 102054.02 -95562.17 6.36% 5982.72 8428330 -78300.58 T.10% 0.00 11
Balance Totals -6491.85 11719.99 -18211.54 -6.36% -3882.72 918,77 -4801.49 -4.64% 0.00 -
Running Balances -6491.85 5228.14 -12983.70 -16872.78 -15954.01 -20755.50 -20760.14 -
,') Report Figurez Optiong |- ¥ Report Header Options |~ & Print Report ¥ F1: Help ] ’ @ F2: Cloze ]
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The Detailed style shows each period individually with Overall Totals and Budget Totals for comparison.

Use Journal Template
A Journal Template can be applied to the budget report to give a 'higher level' view of the data. You will only get
meaningful results if you have spent a little time assigning each of your main and sub codes to a Journal code.
See Adding or Changing a Code or Sub-code.

Running Balances
If you have entered an estimated Opening Balance as part of the Budget Report Setup, the Running balance
column gives a good indication of cashflow.
A number of options are available on this screen to manipulate the appearance of the report.
Budget Reports are accessed from Main Menu - Reports - Budget Reports. This screen allows you to add,
change delete or run Budget Reports.
See Setting Up Budget Reports for more information.
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Setting up Budget Reports E m

When you choose to add a new Budget Report you will be presented with a series of screens to help you set this
up.

The first will ask you to give the Budget report a name

The next screen looks like this:

Screen to change an existing Budget.

Define the Budget Period and Breakdown options

¥ou muzst define the period owver which thiz budget iz to run, the kind of period breakdown you wizh to be
presented and whether to include only main codes or both main and sub codes in the budget.

Budget period Main and Sub code breakdown options

Budget from:  01/04/2003 E:'] ) Nisin codies oele

Y
for 1 % years (") Sub codes and Main Codes
Budget Period breakdown options

() Monthiy (") Biannual
Use Figures Net of Vat amounts

{(®) Quarterly ) Annual

([@eoins | [Bre |

Budget Period
This is the period for which you wish the comparison to run. e.g. In March 2002 you set up a Budget report to run
from 01/04/2002 for 1 year to allow comparison of actual figures from April 2002 - March 2003 with those
projected.

Period Breakdown Options
Select the type of period breakdown to display

Main / sub-code options
Do you wish to display only Main codes or both Main and sub-codes?
Use Figures Net of VAT
Do you wish to display Net figures (VAT accounts only)?
Press Next to move to the next screen.
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Screen to change an existing Budget.

Pre-fill the new budget with exizting figures

%ou may =implify the process of =etting up your new Budget by pre-filing the figures from existing Cashbook
data.

%ou may alzo adjust these figures to anticipate inflation.

Budget figurez Pre-fill optionz

O Start with blank figures - do not pre-fill Budget amounts

@ Pre-fill figures from the last full Archived vear : 1=t April 2000 to 31t March 2001
{:} Pre-fill with figures from Current Cashbook year ; 1=t April 201 to 31st March 2002
Agsume Annual Income inflation rate : 0 o % Agzume Annual Expend. infliationrate; 0 o+ %
Estimated Opening Balance : 0.00

T

This screen allows you to automatically generate the projected budget figures, based on existing figures held in
the package, either from the existing year or from previous archived years. If you wish you can opt to start with
blank figures and simply enter your own.

Income and Expenditure Inflation Rates
These percentages will be applied to the Budget figures to adjust for anticipated inflation.

Estimated Opening Balance

If you enter an estimated Opening Balance here, the Budget Report can be used to estimate futile cashflow.
Press Next to move to the next screen.

Practice Budget Template adjustment

When you are happy with your selection, press Next. The package will generate your Budget figures and will
present you with the screen to adjust the Practice Budget Template. This allows you to individually alter figures
which are incorrect or to zero out rows which are not important e.g. which involve very small amounts.
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=% To adjust Practice Budget Template

Practice Budget - Breakdown of Main codes only
Period from 01/04/03 to 31/03/04
Budget Category (Q) Apr03 to| (Q)Jul03to | (Q) Oct03 to | (Q) Jan 04 to
Jun 03 Sep 03 Dec 03 Mar 04

=R Income 0.00 0.00 0.00 0.00 ~
_J (Hidden codes) 36057.57 33051.65 15812.57 18083.65
_J Attached Staff 2100.00 1500.00 1500.00 1500.00
I Bank Interest 16.32 23.13] 12.09 33.05
_J Capital introduced 5002.14 28850.00 0.00 0.00

_J CLY PCT 0.00 20.50 0.00 0.00 _
_J FHSA | Health Board 166650.30 128786.69 141762.03 114148.26
_J FHSA Drugs 25207.27 49514.31 64547.56 57150.18
_J Forms & Letters 0.00 16.00 0.00 0.00
_J Funds Transfer 650,00 0.00 12922.00 950.00
_J GGHA 25509.72 25635.82 38113.66 40514.71
_J Insurance Reports 596.40 621.92 444.80 501.70
_J Non NHS 2964.87 2964.87 3705.80 J985.44
_J Out Of Hours 0.00 53.51 0.00 0.00
_J Private Medicals 10.00 134.20 22.00 0.00

_J Private Patients 0.00 5.39 0.00 0.00 w
Income Totals 271697.24 279079.54 302911.41 244662.39
Expenditure Totals 286700.14 277926.53 303749.15 252046.20
Balance Totals -15002.90 1153.31 -B37.74 -7383.81
Running Balances -15002.90 -13849.59 -14687.33 -22071.14

ﬂ Budget Figures Options |~ DE Budget Setup Options = Print Budget Template ¥ F1: Help l ’ x Cancel ] ’ o F2: 0K

Press F2: OK to complete Budget Setup.
You will be asked if you wish to view the resulting Budget Report.
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The Budget Report Screen E m
& Practice Budget Report ] 10 x|
Practice Budget - Breakdown of Main codes only
Period from 01/07/03 to 30/06.04
Budget Category Juby 2003 Julby 2003 July 2003 August 2003

{Budgeted) {Actual) {Variance) {Budgeted)

= Income 000 .00 0.0 i~
Iy cashintroduced 90.00 0.00 -50.00 250.4
I FHSA income 5903453 0.00 -30034.53 354034
“ [ other appointments 35.33 0.00 -35.33 4001
. _j Other income 1698.50 0.00 -1698.50 974,
[ Superannuation -2.12 000 212 -2
[ 'Transfers' 0.00 0.00 0.00 0.4
_— Expend. 0.0 .00 0. i
: i _:] Cleaning 0.00 .00 .00 X}
[y Drugs & instruments 1924.42 0.00 -1924.42 204
= —:'I Fees withdrawn 0.00 0.00 0.00 L
Income Totals 60356.24 0.00 -60856.24 5T026.44
Expenditure Totals 47253.31 0.00 -47253.11 55351.15
Balance Totals 13602.93 0.00 -13602.93 1675.29

j Feport Figures Options |v % Report Header Options |v . % F1Help | ﬂ] FZ Cloze |

This screen displays the results of a Budget report. It shows Income and Expenditure codes for the selected
period with a breakdown by month, quarter, bi-annual or year with Budgeted, Actual and Variance and Variance
Percent columns.

The Budgeted amount is the figure predicted when setting up the Budget.

The Actual amount is the current figure found.

The Variance £ amount is the difference between Budgeted and Actual figures.

The Variance % percentage is the difference between Budgeted and Actual figures expressed as a percentage

Report Style Columns
The Simple report style shows 3 sets of columns:
e Figures for selected period only e.g. "May 2004 only"
These are the figures for the selected period alone, in this case May 2004 alone

e "Totals to May 2004"
These are the totals from the start of the budget period to the end of the selected period, in this case
May 2004

e  Overall Budget
These are the totals for the Budget to the end of the budgeted period.
The Detailed report style shows 3 sets of columns:
e Figures for a single period only e.g. "April 2003 only"
These are the figures for a single period alone, in this case May 2004 alone

e "Totals to March 2004"
These are the totals from the start of the budget period to the end of the budget period, in this case May
2004

e  Overall Budget
These are the totals for the Budget to the end of the budgeted period.

Use Journal Template
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A Journal Template can be applied to the budget report to give a 'higher level' view of the data. You will only get
meaningful results if you have spent a little time assigning each of your main and sub-codes to a Journal code -
see Adding or Changing a Code or Sub-code.

Running Balances

If you have entered an estimated Opening Balance as part of the Budget Report Setup, the Running balance
column gives a good indication of cashflow.

As well as displaying the figures, the Budget Reports screen allows you to manipulate the appearance of the
report in several ways:

Hiding Columns

If you wish you may hide the Budgeted, Actual or Variance columns. This can be helpful in simplifying the report
for printout or graphing purposes.

Press the Budget Headers Option button or right-click over the Column Headers.

Hiding Blank rows

The report will automatically hide any blank rows i.e. a row whose figures are all zero. You can make these
empty rows visible by pressing the Budget Figures options button and unticking the Hide empty rows menu
option.

Hiding Selected Rows

To select a row click once on that row. You can select additional rows by holding down the CTRL key and clicking
on another row.

To hide the selected rows press the Budget Figures options button and click on 'Hide Selected rows'.

Show Hidden Rows

To make hidden rows reappear select their parent code i.e. if this is a sub-code, select the main code, if a Main
code select either Income or Expenditure. Now press the Budget Figures option button and select Show non-
empty Child rows.

You can show all the hidden row by selecting Show All non-empty rows.

Hide and Show Sub-codes

To show or hide sub-codes click on the +/- button next to the relevant Main Code or double-click on the Main
code.

Totals Tracking

As you show or hide different rows you may notice that the package keeps track of the figures that are hidden
and adds them to the next visible 'parent’ row. e.g. if you hide a sub-code row any figures in that row will be
added to the next visible level up i.e. the Main Code row. If the sub-code is subsequently 'unhidden’ the Main
code figure will be reduced by that amount.

The same thing happens if you hide a Main code, with any figures being added to the 'root' Income or
Expenditure row.

This means that whatever rows are hidden, the totals visible will remain the same.

'Hidden Codes' rows

If you have items recorded using a main or sub-code which has been hidden via Setup - To alter Cashbook
Codes, the figures for these items will appear in the 'Hidden Codes' rows.

Printing facilities
The Print Reports button allows you to output the report in various ways e.g. Print, Print Preview or Export to a
File.

Graphing facilities
See Budget Graphing Options
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Budget Graphing Options E m

Bar Graph of Selected Row
This option displays a bar chart of the current figures in the selected row over time. you can printout this chart or
copy it to the Windows clipboard for pasting into another Windows program e.g. Word.

Breakdown Pie Chart of Selected item
This option displays a pie breakdown chart of the figures under the selected item. e.g. If you click on the column
for April 2003 and the Main code row for Drawings, you will see a Pie chart of Drawings for April 2003 broken
down by any sub-codes.
You can printout this chart or copy it to the Windows clipboard for pasting into another Windows program e.g.
Word.
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Journal Codes

Journal Codes E m

Journal codes are a third optional level of coding separate from Main and Sub-codes. These will be used, we
would envisage, with the help of the accountant. They are used to simplify and regroup data under headings
found in the Revenue or Profit and Loss account, which you will find in your annual accounts. There will be less
Journal codes than Main or Sub-codes as the idea is to amalgamate these entries into broader headings to
simplify the final accounts.

To use this facility you have to give each Main or Sub-code a Journal code. Many of the former will be grouped
under a similar Journal code. There are Journal codes setup for all NHS codes and all Main and Sub-codes. The
NHS Journal codes that come with the package cannot be changed. Your CA may also have supplied a set of
Journal codes and layouts - these cannot be altered. Any Journal codes you add and those set up for Main and
Sub-codes can be added to and change as you wish.

You can setup different Layouts or Templates containing different lists of Journal codes for each Group and these
can then be used by any of the accounts in that group. You attach the Layout to the Group through the Group
Change screen - see Adding or Changing an Accounts Group.

Lastly you have to link every Main and Sub-code with a Journal code via the Main and Sub-code setup screen -
see Adding or Changing a Code or Sub-code

To setup or alter Journal codes select Setup - To alter Journal Codes from the main menu.

£3: Screen to alter Journal codes. (%)

@ Journal Income codes | Wl Journal Expenditure codes
Journal codes Journal Code Type
S Transfersin NHS standard
C APPOINTMENTS C.A. defined
C OTHER INCOME C.A. defined
C Insurance Fees C.A. defined
C Cremations C.A. defined
C Rent receivable C.A. defined
C Insurance claims C.A. defined
C Private patients C.A. defined
C Sundry fees C.A. defined
C Mew Summary Code [1] C.A. defined
C MHS INCOME C.A. defined
[[]:show Practice codes only [ ] Show Hidden codes
& _ Print list of Codes

See Journal Layouts for further information.
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Journal Layouts E m

Journal layouts define the way that your Journal code information is presented when you run a Journal report.
you may have been supplied with a specific Journal layout by your accountant.

To alter Journal layouts select Setup - To alter Journal Template Settings from the main menu.

Y Screen to alter Journal layouts.

Journal Layout Journal Layout Type
{C MMS GMS Practice Accounts C.A. defined

[ ] Show Hidden layouts

®

.ﬁ 2 ﬂ-—_u| FZ: Close

Select the layout you wish to change
This screen allows you to arrange the various Journal codes in the order you wish.
You may only alter the layout if you have created this yourself. Layouts supplied by IRIS or your accountant
cannot be altered.
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£% Screen to add a new Journal Layout.

Name: Journal Layout Hidden [ ] 200
| & Journal Income Layout B Journal Expenditure Layout
Journal layout Available codes
I- Insurance Fees Transfers in
u Cremations APPOINTMENTS

OTHER INCOME

Rent receivable

Sundry f

" Hndry tees Private patients

Hew Summary Code [1]
HHS INCOME

0 Insurance claims

F1: Hel
Move Up Move In _ Print layout Add temiz)

Move Down Mowe Out 1'.; Remove item
4 F20 0K
See also

Journal Codes
Adding or changing a Journal code
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Adding or Changing a Journal code E m

You may use this screen to add or edit a practice-defined Journal code. CA defined and IRIS defined Journal
codes may not be altered.

& Screento change an existing Journal code. ] 5'
Journal Code 1D 1043 Hidden [~ ‘ & F1: Help
IRl O THER INCOME X Cancel
journal code
e P20 0K
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Groups

Accounts Groups E m

If you have more than one account you may wish to place some of these in a separate Accounts Group. Each
Accounts Group should hold accounts which pertain to one aspect of the practice finances. Most of the accounts
you set up will be in the 'Main practice group' including the principal bank account, any subsidiary bank or
savings accounts and the petty cash account. Partner's expense accounts should be placed in separate groups
as should any non-practice activities e.g. charitable activities, separate business interests.

Setup or alter Accounts Groups by selecting Setup - To alter Groups from the main menu. This option is Admin
Protected.

1 Screen to alter Accounts Groups

Group Hame Date Created Date Altered Backup Date 5
|4 Main Accounts Group (03 -04) 16/10/01 25/01/05 05/01/05
Main Accounts Group (02-03) 16/10/01 29/06/04 05/01/05
Main Accounts Group [1] 16/10/01 06/12/04 05/01/05
b
@ Add a Group |_z LChange a Group h_;__ Reindex Lodgements
f‘g Delete a Group IiLI Clear a Group

e 'Deleting' a Group completely removes the Group from the system

e 'Clearing' the Group removes the data but retains the Group name.

e In both cases the Group data is permanently deleted!! It cannot be recovered unless you have a backup
stored.

e The 'Reindex Lodgements' option is not normally required unless there has been a problem with
lodgement totals or brackets being corrupted.

See Adding or Changing an Accounts Group for more information

See also
Accounts
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Adding or Changing an Accounts Group E m

To add a new Accounts Group or change an existing Group select Setup - To Alter Accounts from the main
menu. Next choose 'Add' or 'Change' from the 'Alter Accounts Groups' screen

Click on different parts of the screen to get more information:

& Screen to change an existing Accounts Group.

Group ID 8

Group Name . WO L

Journal Layout: MMS GMS Practice Accounts »

End of Year Archive:

¥ F1: Help ||xcanoe| ||¢F2:m< |

See also

Accounts Groups
Journal Codes

Journal Layouts
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[ [

This option allows you to move one or more selected accounts to a new Accounts Group. Tick the Accounts that

you wish to move to a new group.

They cannot be moved back again so choose carefully!

B To Move Accounts to a New Group.

e

Choose the accounts you wish to move to & new Group

Thiz zcreen allows you ta chooze which
accounts are to be moved to & new Group.

Consult the Help screens (Press =F1=) for
advice on which accounts should be grouped
together.

Femember that ance the accounts have been
moved they CARKN MOT BE MOWVED BACK
without restaring your data from a backup
dizc.

PLEASE MAKE SLRE that you have selected
the correct accounts.

X Cancel | (e et |

™ Main Practice Account
™ Maticresvide

W Business Premium

[ July 1999 - Main Practice

g
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VAT and Dispensing VAT

VAT for GP Practices E m

Most practices are VAT exempt because the vast majority of their income items are exempt from VAT i.e.
Medical services both NHS and private. Whilst this relieves the practice of the burden of keeping VAT records is
does mean that VAT cannot be reclaimed on expenses such as telephones, computers and other overheads.
Dispensing practices differ in that the dispensing element of their income is not VAT exempt (it is zero-rated) and
they can opt to register for VAT. A dispensing practice is regarded as 'Partially exempt' by HMRC.

Those of you have the misfortune to work in Dispensing practices will be very familiar with the joys of calculating
VAT returns whilst juggling with Dispensing categories, Partial exemption and the de-minimis rule. This can be
very confusing and time-consuming but is important as if applied correctly it can be financially very advantageous
to the practice. Similar issues apply to practices who may have a sizeable proportion of income which due to
recent changes in VAT regulations, are now regarded as Taxable items rather than Exempt.

We have received a great deal of advice on VAT and the Partial Exemption rules from practice managers, GPs,
CAs and VAT specialists and while no system can cover all the possible vagaries of VAT, we feel that we have
developed a very complete package to help you accurately record and calculate your VAT and Partial Exemption
Returns.

Entering VAT related data in the Cashbook
If VAT is switched on for the account you will see specific data entry fields for VAT and Partial Exemption
Categories. Every Cashbook item must be given a VAT category and if Partial Exemption is switched on, be
given a Partial Exemption category.

When you select a particular VAT rate the package will calculate the appropriate amount of VAT to apply to the
item.

VAT Categories
As well as the usual VAT rates such as the Standard rate (17.5%) and the Fuel rates there are 3 categories of
VAT coding which all apply a VAT amount of nil. Clearly the VAT category applied will not directly affect the
overall VAT balance. It is nevertheless important to use the correct category as it will have an impact when
calculating the Partial Exemption allowance — see below.
e X =Exempt.
The item is exempt of VAT. The VAT amount will always be Nil. Most medical income is VAT Exempt.
e Z=Zero-rated
The item is not exempt of VAT but the rating for this item is Zero percent. The VAT amount will always
be Zero. Some medical items e.g. NHS Dispensing fees are Zero-rated.
e 0= Outwith
The item is regarded as not being within the scope of the VAT system. The most common items to
which this applies are Drawings, tax and N.l., wages (but not reimbursement of salaries) and VAT
payments to or from HMRC.
e M= Mixed
It is sometimes not possible to allocate a specific VAT code to a Cashbook item as it represents a
mixture of variably rated items. The amount of VAT must be entered 'manually'.
Note: NHS payments are always automatically given a VAT code of Mixed (M) as the calculation of the
VAT categories of each NHS entry is done internally — see below

Partial Exemption Categories

Cashbook expense items need to be allocated a dispensing category so that the package can calculate the VAT
due/received properly under the Partial exemption rules

There are 4 expenditure categories:

o f=Fully Taxable - the expense is completely attributable to the Taxable (Dispensing) part of the
business.

e d=Drug Dispensing - the expense is completely attributable to the Dispensing business and is a
pharmaceutical. For calculation purposes, this is identical to the Fully Taxable category.

e p = Partially Taxable - the expense is partly attributable to the Taxable (Dispensing) business and
partly to the Medical business (e.g. general practice and surgery overheads).

o n =Non-Taxable - the expense is wholly attributable to the Medical side of the business (e.g. only used
in the consulting room).

There are 4 income categories, designed to handle individual drug discounts which although income payments
have to be handled within VAT calculations as reductions on expenditure (see below):
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e i = Standard Income item - the vast majority of income items.
e d = Fully taxable drug discount - the discount is completely attributable to a taxable drug purchase.

e p = Partially taxable drug discount - the discount relates to a mixed purchase of taxable and exempt
pharmaceuticals

e n = Non-taxable drug discount - the discount is wholly attributable to an exempt drug purchase.

Recording Drug Discounts

Drug discounts which appear as separate cheques/BACS are awkward to record as although they may appear in
the Cashbook as income items, from a VAT perspective they should be regarded as reductions on expenditure.
Previously it was recommended that you record drug discounts as 'negative expenditure' items which in turn
made reconciliation tricky. IRIS GP Accounts now allows you to flag drug discounts using a series of new Income
dispensing codes:

\at
Vat Rate : 5:5td. 17.5 %  wvatamt: £ 49.87 & L

S EF ully taxable drug disco RN Z LA 474 7
Fully taxable drug discount

Mon-taxable drug discount »
Partially taxable drug disco
Standard Income item

Non-drug discounts (the majority of income items) should be recorded as Standard Income item. When the
package carries out the partial exemption calculations, it will correctly treat any income items with a drug discount
dispensing code as a reduction on expenses.

There is no need to re-code any existing drug discount items recorded using the negative expenditure method,
these will continue to be handled correctly.

Although treated as reductions on income for VAT calculation purposes, these items will be correctly reported as
income items on non-VAT related reports.

The VAT Partial Exemption Rules

A good familiarity of the VAT Partial Exemption rules is crucial to understanding how IRIS GP Accounts
calculates the figures for your VAT return. It is easier if we break the process down into several steps.

1. Determine the total VAT on Non-Exempt Expenses
This is simply the total of VAT on expenditure items coded as being Fully Dispensing or Drug dispensing.

2. Determine the total VAT on Exempt Expenses
This is the total of VAT on expenditure Items coded as Non-Dispensing.

3. Determine the Claimable VAT on Partially Exempt expenses

Some expenses e.g. Telephone and other general overhead costs are shared by the dispensing and medical
parts of the business. The Total VAT on these items is referred to as 'non-attributable input tax'.

The VAT inspector will allow a proportion of these expenses to be regarded as Non-Exempt and VAT can be
reclaimed on this proportion of the 'non-attributable input tax'

This percentage is known as the "Claimable proportion of non-attributable Input Tax".
There is a standard way of calculating the Claimable proportion, termed the "Standard Method".

IRIS GP Accounts will calculate this figure for you using the Standard method but you may override this with
another figure if your accountant has agreed another method with the VAT office.

See below for details of the way that the Standard Method is calculated.

4. Subtract the Adjustment for VAT Exempt Pharmaceuticals

Normally Drugs are supplied to patients as dispensed items and are regarded as Non-exempt. If, however, they
are administered to the patient directly by the doctor e.g. injectables used in the surgery, HMRC currently regard
them as being 'medical’ and therefore Exempt. Some practices keep a note of these items so that the VAT
amount can be deducted before the final VAT Return calculations are made.

5. Check if the "De-minimis Limit" applies

Usually only VAT on Fully Non-exempt expenses and the Claimable proportion of Partially-exempt expenses can
be reclaimed.

However, if the amount of VAT not reclaimable (the "exempt" VAT) is less than the 'De-minimis limit' (Currently
£625 per month) you may reclaim the VAT on all expenses. This is very often the case for Dispensing practices.
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IRIS GP Accounts will calculate if the de-minimis limit applies when preparing the VAT return report and will
guide you as to how much VAT can be reclaimed. You must make sure that the package knows the current de-
minimis limit. Although this rarely changes, it can be altered via Setup - To alter VAT and Dispensing settings.

6. Calculate the VAT Return!!

Determining the "Claimable proportion" using the "Standard Method"
It may be helpful to understand in detail how the package uses the Standard method to calculate the Claimable
proportion of partially exempt items.

It is calculated as the proportion of Taxable Sales (i.e. All income not Outwith VAT and not Exempt) to Total
Sales (i.e. All income except Outwith VAT).

This calculation is straightforward for 'normal’ Income items but becomes very complex for NHS payments.

Advances and Recoveries
The nature of NHS payments with advances (e.g. Staff payments, Leave pay) and Recoveries makes things
rather more complex.
Each NHS code has a fixed VAT and a Partial Exemption code.
The package also allows NHS Expenditure codes to be designated as 'Recoveries'.

We have been advised that Recoveries should be linked to income for the purposes of these calculations i.e.
when calculating Total Sales these are regarded as "negative income" and are subtracted from the Total Sales
amount.

For this reason you will sometimes see negative amounts in the Total Sales column of the NHS itemised listing.
If you add your own NHS codes you must ensure that their VAT, Dispensing and Recovery settings are correct.

Note: Some VAT advisors and HMRC inspectors dispute this handling of advances and recoveries, preferring to
see both coded as 'Outwith'. If so advised, you can change the standard VAT and dispensing codes for NHS
ledger codes via Setup - To alter NHS Ledger Codes - Change an item. This will not affect any NHS ledger
items already entered.

Cost and Notional Rent payments

To complicate matters further it may be possible to apportion a percentage of these Income items as being
related to Dispensary use and therefore Non-exempt. This can affect the calculation of the Claimable proportion.

e.g. If the agreed figure relating to the dispensary was 40% for cost-rent, although this is normally an Exempt
item, it would be regarded as 40% Taxable Sales (i.e. Zero-rated) and 40% of the Total Sales figure would
therefore appear in the Taxable Sales column on the NHS Simple listing.

The proportions of Premises payments agreed with the VAT office can be entered or altered in IRIS GP
Accounts under Setup - To alter VAT and Dispensing settings.

Staff Payments

New GMS and PMS contract payments will not separately identify actual Staff pay amounts within the Global
Sum. This means that it is not be possible for the Accounts package to calculate the taxable element of Staff pay
as above, as could be done with the Redbook contract.

We have been advised that it may be possible for the practice to agree a monthly 'notional' Dispensing staff pay
figure, based on historical amounts. This figure would have to be agreed with the VAT inspector and you should
clearly take advice on this first. If such a figure is agreed, in you can enter this figure via Setup - Dispensing.

VAT Reports
Most of the Reports relevant to VAT are to be found under Reports - Cashbook Reports - VAT.

You may also find the NHS Simple listing report helpful if you are struggling to understand calculations of Total
and Taxable Sales.
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VAT facilities IEI Iz'

Most practices will have no need of VAT facilities but you may find the Cashbook VAT Calculator button useful
if you need to enter a Gross amount but have only been given a Net amount on an invoice. Pressing this button
will add VAT at the standard rate to the amount in the Gross Amount field.

VAT Facilities

In order to use the VAT facilities you must 'switch-on' the VAT settings for the account - see Adding or changing
an Account. If you are not a dispensing practice, select VAT - Dispensing off.

When you are entering a Cashbook item you will be able to enter a VAT rate, Net amount or VAT Amount. All of
these fields are linked to the Gross amount and unless the 'Mixed' rate is selected, changing one of the fields will
force the others to be recalculated.

The Mixed rate should be used when the VAT amount cannot be calculated from the Net or Gross amounts. This
most often occurs when an invoice has been received which covers a mixture of standard and zero-rated items.
You will have to enter the specific VAT amount yourself.

VAT Setup

All of the current VAT rates in use are supplied with the package but you may occasionally have to modify these
if they are changed by the Chancellor. You can add or change VAT rates and should always make sure that the
'Standard' rate is specified.

To alter VAT settings select Setup - To alter VAT Codes and VAT settings from the Main menu.

:ﬁ} Sd‘qﬂ;n to alter Vat settings. |t v
Vat rates| GP staff/ premises adjustments | Partial Exemption de-minimis limits |
Thig screen allows you to add or alter Vat rates as these are altered by the Treasury. :m'h.
Description Rate Shortcut Read-onhy
Exempt 0.00 X
Cutwith 0.00 o Yes
Zero-rated 0.00 rd Yes
Mixed 0.00 M Yes
Std. 17.5 17.50 5 es
Fuel rate 3 8.00 8 Yes
Fuel rate 5 5.00 5 Yes
[Z| Add a vat code 2
) F1: Help
,..f |:| Show Hidden Vat codes
@ F2: Close

Press on the Dispensing tabs for access to the Dispensing Setup options.
See - Adding or Changing a VAT Rate for more information.

VAT Reports

Activating VAT for an account will cause VAT related columns and rows to be added to many of the Reports
produced by the package. You will also find a number of specific VAT reports to aid in the production of the VAT
Return to HMRC.
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VAT in the NHS ledger
VAT is usually not important in the NHS Ledger as none of the current items are VAT rated i.e. they are all
outwith VAT, Exempt or Zero-rated. This does however have an impact on Dispensing practices operating with
the Partial Exemption rules. The VAT rates for NHS ledger codes are preset, only practice -specific codes which
you add will need a VAT rate noted. - see Adding or Changing an NHS ledger code.

See Also
VAT Dispensing facilities
Reporting facilities
Adding or Changing a Cashbook ltem
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Adding or Changing a VAT Rate E m

This screen lets you add or change a VAT rate. It is found from the 'Alter VAT codes' screen Setup - To alter
VAT Codes and VAT settings from the main menu.

Click on different parts of the screen to get more information:

& Screen to check the existing ¥at code. (Read only) ﬂ

Wat ID |
[ =

Hidden [T

“at Rate H

ShartCut: 9 ¢ F1: Help

x Cancel

Description : Fuel rate 8

See also
VAT facilities
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Partial Exemption Setup E m

Most practices are regarded as VAT exempt because the vast majority of their income items are exempt from
VAT i.e. Medical services both NHS and private. Whilst this relieves the practice of the burden of keeping VAT
records is does mean that VAT cannot be reclaimed on expenses such as computer equipment. Dispensing
practices are different in that the dispensing element of their income is not VAT exempt and they can opt to
register for VAT. A dispensing practice is regarded as 'Partially exempt' by HMRC.

Those of you have the misfortune to work in Dispensing practices will be very familiar with the joys of calculating
VAT returns whilst juggling with Dispensing categories, Partial exemption and the de-minimis rule. This can be
very confusing and time-consuming but is important as if applied correctly it can be very advantageous to the
practice.

We have received a great deal of advice on Dispensing VAT from practice managers, GPs, CAs and VAT
specialists and while no system can cover all the possible vagaries of VAT, we feel that we have developed a
very complete package to help you accurately record and calculate your Dispensing VAT Returns.

Partial Exemption Categories

Cashbook items need to be allocated a Partial Exemption category so that the package can calculate the VAT
due/received properly. There are 4 categories:

1. Fully Taxable - the expense is completely attributable to the non-Medical/Dispensing part of the
business.

2. Drug Dispensing - the expense is completely attributable to the Dispensing business and is a
pharmaceutical.

3. Partially Taxable - the expense is partly attributable to the non-Medical/Dispensing business and partly
to the Medical business.

4. Non-Taxable - the expense is wholly attributable to the Medical business.

You must enter a Partial Exemption category for each Cashbook Item - see Cashbook Partial Exemption code

Partial Exemption Setup

The package needs to know some additional information to perform the Partial Exemption calculations correctly.
To enter this setup information select Setup - To alter VAT codes and VAT Settings from the main menu.

1. NHS Partial Exemption Adjustments
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Wat rates| GP staff/ PTEMBEE%WEHTS | Partial Exempticn de-minimis limits

The package must know the proportions of Cost rent’ Motional rent which have been agreed
as being exempt from WAT i.e. are connected with the medical practice business rather than
dizpensing activities.

Mormally this figure iz agreed with Customs and Excise.

Cos=t rent must be recorded using the "standard” NHS ledger code:
"Cost Rent payment”

Motional Rent must be recrded with the standard NHS ledger code:
“Rent-rates Notional Rent GGH"

Exempt Proportion of Cost/Motional Rent (i.e. non-dispensing) : 100 a0

Similarly, you may wish to enter the element of Staff payments regraded as
‘Tizpenzing related” and therefore Taxable.

The New GMS contract payments will not specify Staff payment amounts - in this
case yvou should discuss uzing a Monthhy Notional Taxable Staff pay amount

Monthly Noticnal Taxable Staff Pay amount : £ ﬂ.ﬂﬂ

Cost/Notional Rent NHS Exempt Proportions

The package must know the proportions of NHS Cost rent allowances which have been agreed as being exempt
from VAT i.e. attributable wholly to the medical business.

Enter the appropriate percentage figure here. If you record a Notional or Cost Rent payment in the NHS ledger,
the appropriate taxable element will be calculated correctly.

NHS Staff Pay Notional Exempt Amount

The package must know the amount of NHS Staff pay reimbursements which has been agreed as being exempt
from VAT i.e. attributable wholly to the medical business.

You will have to agree a Notional Staff Pay figure with your VAT inspector. Ask your accountant or VAT advisor
about this.

Enter the appropriate Monthly amount here and it will be taken into account when performing the partial
exemption calculations.

The previous option to enter an exempt percentage of staff pay has been discontinued as the new contact
payment systems do not identify a separate staff payment element on which the percentage could be calculated.

2. De-minimis limits
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Wat rates | GP staff/ premises adjustments | PE"‘.%KEF"DTW” de-minimis. limits

The package must know the current "De-minimis® limit in erder to calculate the correct
amount of WAT reclaimable under the Partial Exemption rules. Refer to the Vat guide
supplement "Partial exemption® for more detailed information.

Please make zure that you enter the MONTHLY de-minimis limit. The package wil
automatically calculate the correct amount for the period covered by the fax return.

Monthly Vat De-minimis Limit & 625.00

The monthly de-minimis limit should be entered here. It is currently £625.00
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VAT and Partial Exemption Reports E m

These reports are specially designed to enable you to complete your VAT return, adjusting the amounts due
according to the Partial Exemption rules.

By Date || By Code | By Doctor | NHS Reports Journal | Vat e
Report style
Vat Retumn report

Vat ltemised report (Income/Expenditure)
Vat ltemised report (Income only)

Filtered Vat ltemised report {Income/Expenditure)
Wat Totals Summary report

I
|
F
A8 Vat ltermnised report (Expenditure only)
EE
E
& Annual Partial Exemption Adjustment report

Once you have selected the period of the VAT return the package will attempt to calculate the non-attributable
expenses proportion based on the so-called 'Standard' method advised by Customs and Excise. This proportion
is based on the percentage of Taxable Income (including Zero-rated income) to Total Net income. Other 'Special’
calculation methods are allowable and if your accountant has advised you otherwise you may wish to enter a
different proportion in the Special Method field.

The next screen will ask you to enter a figure for VAT exempt Pharmaceuticals i.e. drugs ordered for the
Dispensing business ( and therefore Vatable) but which are not dispensed but are used by the doctors directly
(and therefore VAT Exempt).

The package will use this figure to adjust the final total of VAT due or receivable.

The VAT Return report gives a full breakdown of the partial exemption calculation method and the final figures of
VAT Payable or Due.

The Detailed VAT itemised reports show the itemised breakdown of the VAT calculations cross referenced to
the VAT Return report.

The Filtered VAT itemised report allows you to restrict the report to specific VAT codes e.g. only Standard rated
items.

VAT Return Linked Cashbook Entry

When you have printed the VAT Return report, you will have the option to automatically create a linked Cashbook
entry, which also keeps a permanent record of the report. This is very helpful in allowing the package to
automatically calculate the figures for the Annual Partial Exemption Adjustment Report.

| (Use Color?
{(*) Colour () Grayscale ) Black & White
dzcape
L8 Export to File
.C; Large @ Email report
i
ture for Ja
15 Print Preview
Ref. .

oo = Print Report

I Press Next to record Vat Return in the Cashbook

it Ed Previnus EJ Hext ) F1:Help

Each such linked Cashbook entry stores the details of the VAT Return and is used by the Annual Partial
Exemption Adjustment report in its calculations:
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T Cashbook 1D |
Date - at Return . —
| MNotes W Tags | M eBank
Text: Vat Reclaimed | <Fe=[]
Gross Amount (£ 10414.12 ?9\17
Main Code:  QOther income |
Sub Code |w
Wat
vatRate: O : Outwith Vat Amt. : £ 0.00 g Fittien
Dizpensing:  Standard Income item Net Amt: £ 10414.12 X Cancel
Vat return start date:  07/04/2006 [] [1 wview Linked vat Return o F2: 0K

Annual Partial Exemption Adjustment Report
On an Annual basis you will be required by HMRC to calculate an annual adjustment which takes into account

any previous VAT monies paid or received. If you have used the facility to record Linked Cashbook VAT Return

entries, the package can calculate the adjustment taking into account these previous amounts.
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PPA Dispensing Statements E m

Entering the correct data from NHS PPA Dispensing Drug claims statements is complex because HMRC expects
certain elements to be split between taxable and exempt amounts, whilst the statement only offers a mixed
amount i.e. for Basic Prices, Dispensing Fees and Discount. The package has now added specific codes for
these split items and a special data entry screen which allows these items to be recorded and the split amounts
calculated correctly. To access this screen go to Cashbook - Add an NHS entry and select NHS template -
PPA Dispensing statement.

If the NHS entry is empty, this will automatically bring up the PPA data entry screen:

Statement

Thiz screen allows you to enter a PPA statement and make appropriate adjustments for Vat Partial Exemption purposes.
Please make sure you do not attempt to calculate the VAT until all of the items on the statement have been entered correctly.

Credit Debit
A Basic Prices (and expenses) : 18013.87 0. Dizcount: 2043.95
B. Dispensing Fees: 3629.56 Elastic Hosiery: o,
Dxygen Basic Prices: 0. Current Charge Rate: 1063.51 E
Oxygen Rent & Fees: 0. Previous Charge Rate: 0. E
C. Wat Allowance: 324.24 58 Adjustments: o. &
Adjustments: o. = Advance Recovery: 17393.28 =8
Advances (drugs): 16958.11 E Previous Interim: E H
Interim Payment: 0. H TOTAL DEBIT: £20,490.74

= £38,925.78
AR LT, ' TOTAL GROSS PAYMENT: £18.435.04
Dizpensing Vat Adjustments
Exempt proportion Taxable Exempt
Use HMRC Standard Calculation: (5) 944 % Basic Prices: £16,313.36 £4,700.51
= ((CH7.50%100) { (A+B -D
it Ak L Dispensing Fees: £3,286.92 £342.64
'

Enter Exempt element Manually () 0. & % | Recalc Discount; £1,823.83 £190.12
€ F1: Help . Cancel w F2 0K

The split elements may be calculated according to the HMRC recommended method or by using any other
Exempt percentage suggested by your VAT advisor and acceptable to HMRC.

When this screen is saved, the items will be displayed using the PPA dispensing template:
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To Hra new LlnkFH:TNH payment for 'Istpr 'ifllﬁ.

NHS Template: = PPA Dispensing statement v
Current NHS tem : Dispensing- Fees (Taxable) | | JCEind Hide Empty tems
‘ @1 NHS Income items | W HHS Debit items

MHS Income items Amount.  Doctor Total WVat

Dispensing- Basic (Exempt) £1,700.51 £1,700.51  Xi

Dispensing- Basic (Taxable) £16,313.36 £16,313.36  Zi

Dispensing- Fees (Exempt) £342.64 £342.64 Xi

Dispensing- Fees (Taxable) [3286.92 = | £3,286.92| 7Zi

vat Allowance £324.24 ' £324.24  Xi

Dispensing- Advance £16,958.11 £16,958.11 7Zi
Date : 01 April 06 §% mcome:| £38092578  Debts:| £20,490.74 NHS Total ;| £18,435.04
[7 Spittem by doctor  <F3= | Open Exeter Import & PNS Contract Adjust 3 Cancsl
;_;;I_i Remove doctorapli <F3= @ View Open Exster fils fg_'_'-;--:- o g Template ¥ F1. Help 4" F2: OK

The correct taxable/exempt proportions will be used when calculating a VAT Return and drug discounts will be
treated as reductions on income for VAT purposes.
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NHS Ledger VAT coding [ [

IRIS GP Accounts is supplied with a number of standard preset NHS ledger codes with appropriate VAT and
Dispensing codings. We have taken specialist advice in setting these codings but there are some settings which
are disputed by local HMRC inspectors and other VAT advisors.

It is now possible to override the preset codings if recommended by your local HMRC inspector or VAT advisor.

This is done via Setup - To alter NHS ledger codes - Change a Code

Screen to ck:ge an existing NHS ledger code. )
ttem Text : Drug Recoveries e s
Contract Style : B Dispensing (]  Hidden 0
S NHS EXPENSES
code :
tﬁ none

A PCG/LHCC expenses
A PMS expenses

A Fundholding expenses
A Levies

Dizpenzing: Fully Taxable & 4 F1: Help
Iz thiz a "within Contract” tem ? |:| X Cancel
Treat as a Reduction on income: for VAT # o F2: 0K
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Recording Drug purchase discounts E m

Drug discounts are awkward to record as although they may appear in the Cashbook as income items, from a
VAT perspective they should be regarded as reductions on expenditure. Previously it was recommended that you
record drug discounts as 'negative expenditure' items which in turn made reconciliation tricky. IRIS GP Accounts
now allows you to flag drug discounts using a series of new Income dispensing codes:

\at
\at Rate : 5:5td.17.5 %  watamt:E£ 49,832 & L1}

SR ully taxable drug discol A Tt wATAIE P

Fully taxable drug discount
Non-taxable drug discount b
Partially taxable drug disco
Standard Income item

Non-drug discounts (the majority of income items) should be recorded as Standard Income item. When the
package carries out the partial exemption calculations, it will correctly treat any income items with a drug discount
dispensing code as a reduction on expenses.

There is no need to recode any existing drug discount items recorded using the negative expenditure method,
these will continue to be handled correctly.

Although treated as negative expenditure items for Partial Exemption calculation purposes, Drug purchase
discounts will be treated as normal income items in non-VAT related reports.
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Non-Recoverable VAT Report

The Non-Recoverable VAT Report is accessed via Reports->Cashbook->VAT.

This report shows the amounts of Recoverable and Non-Recoverable VAT dependant on the Partial Exemption
De-minimis status of the period analysed.

Advanced Topics

[ [

%

® Screen to Display Non—Recove"r_.-i_)le Vat Report lﬂlﬂl&r
This screen displays the Cost for each Main and Sub code and the recoverable and non-recoverable elements of Wat, which are dependent on whether the De-minimis limit
currentty applies to the period of the report (usually Annual).
Thiz report is of most value to accountants, helping with the preparation of the final annual accounts.
I
Code B Cost Cost + Non-Revable Vat Non-Recoverable Vat Recoverable Vat
= @ Income codes
- T& Global Codes
| =~ T8 Main Practice Account
+ Q Other income [L] 84882.68 84882.68 -1404.34
- T8 petty cash
=+ @ Expenditure codes
=+ T2 Global Codes
| = a Cleaning 1974.17 2252.07 277.90 4.04
- T Main Practice Account
+ ‘Q Drugs & instruments 246810.38 25042227 3611.89 39798.15
+ Q Hire/Maintenance 1731.27 201246 281.19 21.79
a Postage & Stationary 2085.00 2306.60 221.60 28.26
+ Q Premises expenses 13597.00 14099.10 502.10 4.37
+ Q Professional fees 4926.02 5707.67 781.65 80.35
+ ‘Q Repairs and Renewals 2587.57 3021.62 434.05 18.34
+ Q Staff costs 146209.45 146235.99 26.54 0.03
a Telephone 2438.91 2805.06 366.15 53.76
- T8 petty cash
+- Q Capital 9414.54 11045.60 1631.06 16.48
The Vat calculations are OUTWITH . Print Report i
the De-Minimis Limit L
ml FZ: Close

This would normally be of interest to your accountant who may find it helpful when adjusting the final accounts to

take the effects of the de-minimis rule into consideration.

The report normally shows all main and sub-codes for the accounts selected. If a set of sub-codes is hidden, any

amounts will be included in the row for the parent main code.

The report only displays main and sub-codes where the VAT amount is non-zero.
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CA Export and settings

CA Export Links [ ]

Whilst most accountants are able to read the normal IRIS GP Accounts backups into their own copy of
the package, some have asked to be sent the data in format which can be easily imported into their own full
accountancy packages. This was originally developed with the accountancy firm PKF and has proved a
successful method of reducing the work involved in preparing the full practice accounts.

As well as the PKF Link format we are able to produce CA Export data in a variety of other formats which it may
be possible for your accountant to use - this may be preset when you selected your CA setting - see CA settings

Select the CA Export option from File - Export Cashbook data to CA from the main menu.
@ Option to Export Cashbook details |t

This option allows vou to send a "Backup / Export Link’ disc to vour accountant.
“ou should of course discuss this with your CA first?
if vou are exporting to floppy then place a formatted floppy disc into the selected floppy drive and press the 'F2°
button to start the export process.

Export Fie format : | - |

Export these Accounts | 5] Main Practice Account

¥ petty cash
b € F1:Help
Send Export to @ Removeable drive A: E] x Cancel
T,
i g
rj F2: Start Export

You will be asked to specify which accounts are to be exported, the Export format, a copy of a normal IRIS GP
Accounts Backup file is automatically included.

As for standard IRIS GP Accounts backups a single 'zip' file is produced which is normally copied to floppy disc
but may be copied to hard disc or sent to your accountant as an email attachment.
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CA Settings (4]

When you start using the package you are asked to specify your accountant If your CA appears on the list,
select that option otherwise use the standard settings. It is also possible that if your CA is not on the list he/she
will be able to provide a floppy disc or CD with their preferred settings.

@ Screen to Alter Ii"ﬂ:y?:rll Link and C.A. settings (e S

GP Payroll link ACCUUHBNHEM Printer settings | Email settings

Practice Accountant get to : Maclean McNicoll Standard codes

This option allows you to use the settings recommended by your accountant.
If these are not supplied with the package vour CA may have given vou a "CA Import’ disc
which will do the same thing.

If wvour accountant is not listed and cannot supply a "CA Import disc’ the package will use
standard settings.

| @ Choose Accountant settings from :

| () Import CA settings from (g Removeable drive A: [~] dd i

Accountant's email address :

€4 F1: Help i F2: Close

Setting the CA correctly, simplifies some of the setup of the Accounts package:
Your CA may have provided sets of :

e Approved Main codes and Sub codes

e Approved Journal codes and Journal layouts

e  Export link formats
If you enter your Accountant's email address, the Backup facility will include a setting to email an attachment of
the Backup file directly to your CA.
We will be working closely with a number of accountancy firms to help them set up their own standard settings
for use by clients.
You can alter the CA settings at any stage by selecting Setup - To alter Paylink, CA and Printer settings from
the main menu.
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