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 Title  Script Reference 

 
 

How to complete Outturn Report for Schools not using the NCC 
Web-based budget planner 

FMS –CEA 

 Description & Objectives 

 
 
 

To complete outturn template, you will need to run Cumulative Expense Analysis report 
from FMS and then follow the steps in this guidance. 
 

Script Name Date Comments 

Created By Schools Finance 09-09-2014  

Modified By Schools Finance 14-11-2014  

Modified By Schools Finance 02-10-2015  

Modified By Schools Finance 29-07-2016  

 

Prerequisite training  Ref 

N/A  

  

 

 FMS Navigation  

 
 

Reports \ General Ledger \ Analysis \ Cumulative Expense Analysis 
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Script Instructions 
 

Step Activity 

 
1 

 
In FMS, 
 
Reports \ General Ledger \ Analysis \ Cumulative Expense Analysis 
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Step Activity 

2 Select Ledger Code Summary and the correct financial year and untick ‘Show 
movement up to period’ 
 
Then click ‘OK’ 
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Step Activity 

 
3 

 
The following report will appear.  Click on the ‘xls’ icon 
 

 
 
This dialogue box will allow you to save this as an excel file in your relevant folder. 
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Step Activity 

 
4 

 
The Outturn template needs to be downloaded from  
 
http://www.nottinghamschools.org.uk/index.aspx?articleid=6609 
 
You will see five tabs on the outturn template below. 
 
Guidance tab - this shows you the steps to complete the outturn template. 
 
Data tab – this is where you paste the Cumulative Expense Analysis report. 
 
Forecast tab - is for you to input forecast expenditure and income, notes in blue 
column and ‘Notes’ section at the bottom of the page. 
 
You can use either ‘CFR print’ tab or ‘To print’ tab to present your outturn position. 
 
CFR print tab summarises your outturn in CFR category. 
 
To print tab summarises CFR categories further. 
 

 

http://www.nottinghamschools.org.uk/index.aspx?articleid=6609
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Step Activity 

 
5 

 
Now you can copy and paste Cumulative Expense Analysis report to the ‘Data’ Tab 
of the outturn template. 
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Step Activity 

 
6 

 
Data will feed through to ‘Forecast’ tab automatically, you need select the school 
name, year and period and then input data to ‘Forecast further spend’ column 
in blue and also notes column on the right hand side or at the bottom of the 
sheet.  
 
For pay elements, you can use your budget planner to help you forecast further 
staffing costs. 
 
We have also provided a SupN deficit calculator to help you forecast support staff’s 
superannuation costs, please look at Schools Finance extranet, Finance forms 
section for details or click on the link on page 5. 
 
For non-pay elements, you will need to make estimates based on assumptions and 
known information. 
 
Please note: Income should be recorded as minus figures. 
 
You will also need to input Revenue reserves (in red cell) and Capital reserves 
(in red cell) from FMS. 
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Step Activity 

 
7 

 
Once you have completed the ‘Forecast’ Tab, data will be automatically updated on 
‘CFR print’ and ‘To print’ tabs (you don’t need to input any data on these tabs). The 
‘CFR print’ page summarises all information in CFR format and will tell you whether 
you are in surplus or in deficit. If you have made comments on the ‘Forecast Tab’ 
next to the bold CFR category totals, these will be fed through to this page. Also 
any notes you complete at the bottom of the ‘Forecast tab’ will feed through to the 
‘CFR print’ and ‘To print’ tabs.  You don’t need to complete ‘To Print’ tab if you prefer 
this output of outturn report. You can email this completed outturn to 
schools.finance@nottinghamcity.gov.uk . 
 
 

 
 

mailto:schools.finance@nottinghamcity.gov.uk
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Step Activity 

 
8 
 

 
As previous mentioned, once you complete the ‘Forecast’ Tab, data will be 
automatically updated on ‘To print’ tab (you don’t need to input any data on ‘To 
print’ tab). This page summarises all information in one page and will tell you 
whether you are in surplus or in deficit, you will need to make comments for 
significant variance by numbering the comment in Note column that 
references the ‘Notes’ box at the bottom of the form. Then you can email this 
completed outturn to schools.finance@nottinghamcity.gov.uk . 
 

 
 
 

mailto:schools.finance@nottinghamcity.gov.uk
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