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Submitting a VAT Short Summary Report 

There will be occasions when school holiday closure dates conflict with VAT deadlines and staff will not be in school when the deadline date expires.

On such occasions schools can initially submit a VAT Short Summary Report to School Funding Team on the day the School closes. 

Please ensure that once the Short Summary Report has been run no further transactions are entered onto FMS6 that day.

To run a VAT Short Summary Report in FMS6:

Reports - General Ledger – VAT Reports

Click the + button to access the VAT period you wish to report on.

Choose VAT Short Summary from the options displayed. Click Print.

You will be presented with a print preview of the report.

You can now click the printer button to obtain a paper copy of the report which can be faxed, posted or scanned and emailed to School Funding Team.

OR

You can choose the ‘Export to disk’ button. This will allow the export of the report into either Excel or Word. Ensure you have ‘Main Body’ selected in the ‘Export Options’ box and then select Excel or Word.

Please ensure the file name includes your school name and the VAT month.

This document can now be emailed to School Funding Team. 

Please note that even if you submit a VAT Short Summary Report you must still submit a VAT Submittal Form to School Funding Team once you return after the holidays.

Ensure you run the VAT Submittal report on the day you return before any transactions have been entered into FMS6.

This will ensure that the figures on the VAT Submittal are the same as those on the VAT Short Summary.

Running the VAT Submittal report and clicking ‘Yes’ to the prompt ‘Did the report print successfully’ will also close the VAT period and stop any figures being ‘back posted’ on your system which could cause a VAT imbalance.
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