Finance Handbook ®_l.“

. _ THE DIOCESE
Last Reviewed: 23 September 2023 OF GLOUGESTER

ACADEMIES TRUST

un\ockmg potential

Looking at Bank Transactions

Overview

This section explains how local bank or imprest account transactions can be viewed in the finance
portal.

.. Menu
Reports — Balance Sheet

Bank details can be viewed in the finance portal (Hoge) using the Report — Balance Sheet option.

2. Balance Sheet Report

2.1. Bank Accounts

Bank Account data can be viewed in the portal using the Report — Balance Sheet option under the
Current Assets heading.

Q search B Reports ™ @ Help

% Balance sheet

Balance Sheet Report R, eroiect costing nc & exp.

E ‘Spend Summaries

= Sort By B 2022-z2023 W Test - COA
Code b ii Operational Reports
Y Filters
nc. Zero Balance
= Group By -
Organisation
Depariment
il Met Assets within this re
Fund = .
D=t croup E  Ressrves - Click on the + to
Uniit Report Totals open the list
nimmDan

2.2. Select the year and period to view

Select school if
you work across
multiple schools

Balance Sheet Report

S sort By 2002-2023 W B 20{wun) v s | Coaley Cof ETest-coA v
Code W i
Difference
- i Actuals Budget Difference
Y Filters = Code Description i o) ] PerCentage
f yTo)
nc. Zero Balance
Year
. Period selection \
selection .
This is the only

heading needed.
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2.3. Drill down to the detail

q Search

B Reports ¥ @ Help

% EBalance Sheet

Balance Sheet Report

r?
& Project Costing Inc. & Exp.

| Spend Summaries

S} Sort By Bl z022-2025 W

4 1 .
Code o a Operational Reports
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Y Filters

Previous Reports

; User Reports

Inc. Zero Balance

Hover over the code to be
able to select to drill down
to the transactions.

is Group By
— Drill Down Inde
Organisation
Department Artuals

Maminal

2.4. Type of Data

‘ Balance Sheet Report

COA-
Loczl

8% COAS400| | | 687447 | 815612 | 44867 |02-11-

2sgipz. MArESE 31/10/2022 = I I I | 2022 2 JML 368 218776
Aooumnt

ES]

COA-
Locs

?mgim Imprest  01/11/2022 Trjgfrortiock 2022 3 IML a7 CROL1122

- < mccount

\

5263 MHonE HQE Dotument

0.00 .00

0.00 | Nong w HQE Dotument

_

0.00 1235

Migrated PSF data will be on New data, i.e. data directly

this style of information. entered to Hoge.

2.5.

Use the [Close] button at the bottom of the report

Closing the Enquiry

(NPT P Ty ause 2 A £l MR

nt

WEAL 11 SIASIET PEMTIRL L Sk I - AR

260102
4

2.6. Exporting to Excel

Balance Sheet Report

If there is an attachment, e.g. an invoice,
the box will not be greyed out and you

can drill down to see the detail.

[rreray WA TUT W M
L A

3

Select the [excel] option to

export.
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3. Running the Report

Select refresh which can be found at the bottom of the actions list on the left hand side. Each time a
change is made you will need to refresh to update the results.

[3] export

B severincers
T Manage Filters
by columns
@ nelp

) mefresh

4. Remove unnecessary columns

] exeort Select the [columns] option, then move the columns not required
to the potential columns box, using the “Deselect function or
b sevesiners dragging them into the box.
Y Mancge Fiters Leowwown 0000000000000
A o Drag & Drop desired columns from the top 'Potential' grid into the "Active’ grid, click zave to confirm the column choice and their order.
l. columns i
+# Difference + Last Year
Fercentags {¥TD)
{¥TD)
@ Help »
0 e [ Deselzct All A ][ Select All s ]
R ES
+ Actuals - Budget - Difference # Budget
{¥TD) (7o) (T} Last wear

(¥To}

4

[Save] when complete.
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5. Save a template

ﬁ Save the template using the [Save filters] option.

e .

Filters) Unique Descriptive
Hame
Make Cefault
Columins

report.

[ ][ oo

Refresh
M Enter a unique name and select as default for the enquiry
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