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Looking at Brought Forward Reserves 

Overview 

This section explains how reserves can be viewed in the finance portal. 

1.1. Menu 

Reports – Balance Sheet 

Credit card details can be viewed in the finance portal (Hoge) using the Report – Balance Sheet option.  

2. Balance Sheet Report 

2.1. Reserve Accounts 

Reserve brought forward (b/f) data can be viewed in the portal using the Report – Balance Sheet option 

under the Reserves heading. 

 

 

 

2.2. Select the year and period to view 

 

 

Click on the + to 

open the list 

Year 

selection 

Select school if 

you work across 

multiple schools 

Period selection 

This is the only 

heading needed. 
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2.3. Drill down to the detail 

 

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. 

 

 

Hover over the code to be 

able to select to drill down 

to the transactions. 
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4. Remove unnecessary columns 

 

 

 

 

 

5. Save a template 

 

 

 

 

Select the [columns] option, then move the columns not required 

to the potential columns box, using the “Deselect function or 

dragging them into the box. 

[Save] when complete. 

Save the template using the [Save filters] option. 

 

Enter a unique name and select as default for the enquiry 

report. 


