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Foreword
The analysis and interpretation 

of relevant reports is an essential 

financial and management function for 

monitoring budget and making sound 

planning decisions.

School administrators and councillors 

require accurate and timely financial 

reports to manage current programs 

and to plan for the future requirements 

of the school. Collection and summary 

of financial data and the preparation 

and presentation of financial and 

management reports constitute the 

financial information system that 

is a key component of good school 

management. 

Introduction
A complete financial management 

system has the capacity to process and 

report on many types of data for many 

different purposes.

The accuracy and currency of the 

data that is entered into the system 

as transactions is crucial, and the 

extraction of the data as reports will 

only be as accurate as the data entered. 

This forms the basis of a school’s 

record of financial accountability, as 

well as, providing information to inform 

management decisions.

The regularity of monitoring reports 

depends on the report and its function; 

for example, a bank statement should be 

reconciled monthly, while a salaries report 

should be checked each pay period.

This booklet has been prepared to 

provide information on a selection 

of reports that are available through 

CASES21 Finance. 

Section 1
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CASES21 Finance Reports

2.1 Accounts Receivable

2.1.1 Families

 Menu: Financial\Families\Establish Fees and Charges

Report Name Report Number

List of Fees SA21001 •	 Provides a list of charges approved by the School Council. 

Menu: Financial\Families\Print Family Statements and Reminders

Report Name Report Number

Tax Invoice Print DF21401 •	 Prints family tax invoices for a specified batch number.

Tax Invoice by Fee 
Code

DF21402 •  �Prints a tax invoice for families when an invoice for a given fee code has been 
requested.

Family Statements
– Alphabetical 
– By Home group
– Reminder 

Alphabetically
– by Fee Code
– With Voluntary-

Alpha
– �With Voluntary-

Home group
– Portrait
– by Student ID

 
DF21304  
DF21305 
DF21306  
 
DF21308 
DF21314 
 
DF21307 
 
DF21317 
DF21307

•	 Family statements can be printed using several formats. Each option allows  

the operator to enter a footer message at the time of printing.

•	 Family statements may regularly be distributed to parents, and provide  

a comprehensive history of charges/payments/credit notes per student. 

•	 The statement provides a guide to funds that are outstanding by family.

Menu: Financial\Families\Print Family Financial Reports

Report Name Report Number

Family Trial Balance DF21102 •	 Summarises outstanding Charges per family.

•	 Includes the balance of the family account and funds that have not been 

allocated to a charge.

Family Transaction 
History

DF21110 •	 Provides a history of all transactions for each student in the family. 

•	 The selection can be for a single family, or a range of families.

Balance Integrity 
Report

DF21902 •	 Displays the account balance and the transaction balance for each family.  

This report is used to check for any discrepancies between the account and  

the transaction balance. 

•	 The balance in the ‘Difference’ column should always be zero.  

Contact the CASES21 Service Desk for advice if the balance is not zero.

Section 2
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2.1.1 Families (Continued)

Menu: Financial\Families\Print Family Financial Reports (Continued)

Report Name Report Number

Family Credit Notes 
Report

DF21309 •	 Provides details of any credit notes or reversed charges which have been issued 
for the family. 

Family Matching 
Transactions Report

DF21112 •	 Displays all invoices created for the family and any receipts or credit notes 
relating to each family’s charges. 

•	 The report can be selected by family or student, however, all transactions  
relating to the family will be displayed regardless of the parameter selected.

Charges by charge 
type

DF21113 •	 Can be generated for one or more charges. 

•	 Provides the total amount of the charge and total received from each student.

•	 Can be generated to display only outstanding charges.

Fee Code Receipt 
Summary

DF21114 •	 Displays the amount invoiced per fee code (YTD), plus the amount receipted 
based on receipt date ranges. 

•	 This report will allow schools to view the amount invoiced for the year and 
determine the receipts, credit notes and EMA which were used to pay the 
invoices during the date ranges.

Menu: Financial\Families\Process and Print Receipts

Report Name Report Number

Family Receipts 
Unallocated

DF21107 •	 This report lists each family receipt that has not been allocated to a charge. 

Menu: Financial\Families\Process BPAY Receipts

Report Name Report Number

Unprocessed  
BPAY Receipts

DF21904 •	 Provides a listing of all BPAY records that have been imported into CASES21 
Finance but have not been receipted to the families. Displays Family Key and 
Surname, BPAY reference, payment date and amount received. 

Allocated  
BPAY Receipts

DF21906 •	 A listing of all BPAY receipts that are allocated to a family charge. 

•	 The listing is displayed in student key and name order.

Unallocated  
BPAY Receipts

DF21905 •	 This listing is by family key and name. 

•	 It displays the BPAY amount receipted to the family but not yet allocated to a charge.

Menu: Financial\Families\Process Payments

Report Name Report Number

Family Payment 
Vouchers – Payee

DF21120 •	 The payee copy of the  payment voucher should be signed by the cheque issuing 
officer and forwarded with the payment if required. 

Family Payment 
Vouchers – School

DF21121 •	 The school voucher should be signed by both cheque signatories and attached 
to the documentation for each family payment as part of the school’s internal 
control process.
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2.1.1 Families (Continued)

Menu: Financial\Families\Process EMA Receipts

Report Name Report Number

Unprocessed EMA 
Receipts

DF21310 •	 Lists all EMA records that have been imported into CASES21 Finance but have  

not been receipted to the families. 

•	 It displays the EMA period and the unprocessed amount.

Allocated EMA  
Receipts

DF21311 •	 A listing of all EMA receipts that are allocated to a family charge. 

•	 The listing is displayed in student key and name order.

Unallocated EMA 
Receipts

DF21313 •	 This listing is by student key and name. 

•	 It displays the EMA amount receipted to the family but not yet allocated  

to a charge.

2.1.2		  Sundry Debtors

Menu: Financial\Sundry Debtors\View and Maintain Debtor Details

Report Name Report Number

Sundry Debtor  
Addresses

DR21001 •	 Displays a list of one or more Sundry Debtors and includes address, telephone and 

fax numbers.

Menu: Financial\Sundry Debtors\Print Invoices and Statements

Report Name Report Number

Sundry Debtor Tax 
Invoice

DR21401 •	 Prints an ATO compliant tax invoice, addressed to the sundry debtor with supply/
services details.

Debtor Statements 
– Alpha

DR21304 •	 Statements can be printed for one or more debtors within a specified balance range. 

•	 Provides a comprehensive history of charges, payments and credit notes per debtor. 

•	 The statement is a guide to funds outstanding for each Sundry Debtor.

Menu: Financial\Sundry Debtors\Print Financial Reports

Report Name Report Number

Debtor Receipt by  
batch

DR21400 •	 This format is used to print sundry debtors receipts if the receipt  
was not printed before the batch was updated 

Sundry Debtor Trial 
Balance

DR21101 •	 Can be printed for one or more sundry debtors and lists aged balances. 

•	 Includes contact phone number and total of unallocated amounts per debtor.

Debtors Transaction 
History

DR21111 •	 Displays the history of transactions relating to invoices, receipts and credit notes 

for the debtor.
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2.1.2		  Sundry Debtors (Continued)

Menu: Financial\Sundry Debtors\Print Financial Reports (Continued)

Report Name Report Number

Debtor Transaction 
History 

(open item)

DR21112 •	 This report can be printed for one or more sundry debtors. 

•	 Lists details of Sundry Debtor invoices and any receipts recorded against  

each invoice. 

•	 Outstanding amounts are also displayed.

Transaction History DR21113 •	 Displays the history of sundry debtor transactions in batch number order.

Debtors – 
Outstanding 
Invoices and 
Journals

DR21114 •	 Displays details of outstanding invoices for one or more sundry debtors. 

•	 The details include account balance, and full amount of the invoice. 

•	 If the invoice has been partially paid the amount paid and the outstanding 

amount is shown. 

•	 Also displays amounts that have not been allocated.

Balance Integrity 
Report

DR21902 •	 Displays the account balance and the transaction balance for each  

sundry debtor. 

•	 This report is used to check for any discrepancies between the account  

and the transaction balance. 

•	 The balance in the ‘Difference’ column should always be zero. Contact the 

CASES21 Service Desk for advice if the balance is not zero.

Sundry Debtor 
Credit Notes

DR21309 •	 Provides details of credit notes generated for specified debtors.

Menu: Financial\Sundry Debtors\Process Payments

Report Name Report Number

Sundry Debtor 
Payment Vouchers 
– Payee

DR21120 •	 The payee copy of the  payment voucher should be signed by the cheque issuing 

officer and forwarded with the payment if required.

Sundry Debtors 
Payment Vouchers 
– School

DR21121 •	 The school voucher should be signed by both cheque signatories and attached 

to the documentation for each Sundry Debtor payment as part of the school’s 

internal control process.
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2.2  Accounts Payable

2.2.1	 Creditors

Menu: Financial\Creditors\Process Orders\Deliveries and Cancellations

Report Name Report Number

Deliveries Awaiting 
Invoices Report

CR21106S •	 Displays orders that have been delivered, or partially delivered, where 
invoices have not yet been received. 

•	 May be generated by Creditor, Program or Subprogram. 

Deliveries Due Report CR21105S •	 Displays details of outstanding orders due to be delivered or that have  
been partially delivered.

•	 May be listed by Delivery Date, Creditor, Program or Subprogram. 

•	 The total in the value column represents the amount outstanding. 

Menu: Financial\Creditors\Process Invoices and Credit Notes

Report Name Report Number

Creditor Credit Notes 
Report

CR21309 •	 May be listed by Creditor, Program or Subprogram. 

•	 Displays details of credit notes that have been issued to creditor accounts. 

Menu: Financial\Creditors\Creditors\Payments and Print Cheques

Report Name Report Number

Creditors Withholding 
Remittances

CR21113S •	 A statement issued to the creditor when tax has been withheld  
from the payment. 

•	 To be retained by the payee for taxation purposes.

Creditor Payment 
Vouchers – School

CR21112 •	 This voucher should be signed by both cheque signatories and attached to 
the documentation for each creditor payment as part of the school’s internal 
control process.

Creditor Payment 
Vouchers – Creditor

CR21117 •	 The creditor payment voucher should be signed by the cheque issuing 
officer and forwarded with the payment if required.

Menu: Financial\Creditors\Print Creditor Reports

Report Name Report Number

Creditors CR21001S •	 A list of creditors can be displayed by creditor key or title. 

•	 Lists the creditor name, address, email, telephone, fax number, ABN and 
payment terms.

Trial Balance CR21101 •	 Provides the balance of the creditors account reflecting partial payment  
of invoices. 

•	 Lists the current balance and aged balances ranging from 30–120 days.

•	 The balance on this report will be the same as the Accounts Payable  
Control account on the Balance Sheet.
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2.2.1	 Creditors (Continued)

Menu: Financial\Creditors\Print Creditor Reports (Continued)

Report Name Report Number

Cash Flow CR21109S •	 This accounts payable cash flow report may be used to determine funds 

required to meet outstanding payments due by a determined date.

•	 Also lists the due date for future payments, which can assist to monitor 

budgets. 

Outstanding Purchase 
Orders

CR21104S •	 Identifies outstanding purchase orders by creditor. 

Purchase Orders by 
Batch

CR21107S •	 Prints the orders processed within the selected batch. 

Deliveries Awaiting 
Invoices Report

CR21106S •	 Displays all orders that have been delivered, and the invoice has  

not been received.

•	 Can be generated by Creditor, Program or Subprogram.

Balance Integrity Report CR21902 •	 Displays the account balance and the transaction balance for  

each creditor. 

•	 This report is used to check for any discrepancies between the account  

and the transaction balance. 

•	 The balance in the ‘Difference’ column should always be zero.  

Contact the CASES21 Service Desk for advice if the balance is not zero.

Creditor Transaction 
History

CR21111 •	 Provides a history of all creditor transactions. 

Invoices Awaiting 
Payment-Detailed

CR21118 •	 Lists invoices that have been received but not yet fully paid. 

•	 Invoices that have been partially paid will still appear with the  

original invoice amount.

Completed Creditor 
Transactions

CR21114 •	 Displays the order, invoice and payment numbers that complete  

each transaction for the creditor.

Creditors Payment 
Summary Report 

CR21119 •	 Lists creditor invoices and the payment number (Cheque or  

Direct Deposit number). 

•	 The payment number (autogenerated by the system) is overridden  

by the cheque number when the cheque is generated. 

•	 Withholding tax is displayed where applicable.
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2.3  General Ledger 

2.3.1	 General Operations

Menu: Financial\ General Ledger\View and Maintain GL Details

Report Name Report Number

Chart of Accounts GL21001S •	 The Chart of Accounts is displayed by group/category, account  

code and title. 

•	 The type of account is listed as B (balance sheet), I (income)  

or E (expenditure)

Menu: Financial\General Ledger\Process Receipts

Report Name Report Number

Cash Receipts Report GL21002 •	 Lists details of receipts by bank account for a specified date range. 

Cancelled Receipts 
Report

GL21004 •	 Lists details of cancelled receipts by bank account for a specified  

date range.

Menu: Financial\General Ledger\Process Payments and Print Cheques

Report Name Report Number

Cheque Register GL21303 •	 Lists all cheques processed within a batch, in cheque number order.

Cash Payments Report GL21003 •	 Lists details of all payments by bank account for a specified date range.

Cancelled Payments 
Report

GL21005 •	 Lists cancelled payments by bank account for a specified date range.

Cash Payments greater 
or equal to $1,000.00

GL21007 •	 This report displays all cash payments that are greater than or equal to the 

specified amount given in the report parameters. The default is $1,000.00 

but can be changed if required. When interpreting amounts,  

the report will consider the reference number of the payment and any 

credit notes which are used to determine  

whether the payment should be included or excluded.

GL Payment Vouchers 
– Payee

GL21120 •	 The payee copy of the  payment voucher should be signed by the cheque 

issuing officer and forwarded with the payment if required.

GL Payment Vouchers 
– School

GL21121 •	 The school voucher should be signed by both cheque signatories and 

attached to the documentation for each General Ledger payment as part  

of the school’s internal control process.
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2.3.1	 General Operations (Continued)

Menu: Financial\General Ledger\Create Journals

Report Name Report Number

Journal Report GL21006 •	 Lists journal entries by GL code for a selected date range.

Menu: Financial\General Ledger\Reconcile Bank Accounts

Report Name Report Number

Bank Account 
Movements Detailed

GL21152S •	 Lists the opening and closing balances for specified bank accounts. 

•	 Displays the cash movement activity (receipts and payments) by date.

Bank Account 
Movements Summary.

GL21155 •	 Lists the opening balance, and total receipts and payments for all bank 

accounts within the requested date range.

Menu: Financial\General Ledger\Print GL Account Financial Reports

Report Name Report Number

Trial Balance with Dr  
and Cr Movements 

GL21103S •	 Includes balances for all general ledger account codes.

•	 Displays data for Current Month/YTD/Last Year. 

Operating Statement GL21150 •	 Identifies all revenue and expenditure by GL account for a specific period. 

•	 The expenditure data is subtracted from the revenue data to determine the  

net operating surplus/deficit for the current period and YTD. 

•	 Equivalent budget data entered against each item indicates a variance  

to assist monitoring and decision making. 

•	 Lists the annual budget figure and the actual figures for the previous year.

•	 Outstanding orders and capital expenditure information is also included. 

For more detail refer to Operating Statement Guide on the Financial 
Management website.  
http://www.education.vic.gov.au/management/financial/

Cash Flow Statement GL21151 •	 Shows the cash flow movements for each month by individual bank 

accounts or a combined report for the total amount in all bank accounts. 

Balance Sheet GL21160S •	 This report summarises the YTD financial position of the school. 

•	 Liabilities are subtracted from assets to determine accumulated funds.

For more detail refer to Balance Sheet Guide on the Financial Management 

website. http://www.education.vic.gov.au/management/financial/

Balance Sheet Specific 
Period

GL21161S •	 Summarises the financial position of the school (as above)  

for a specified month.

http://www.education.vic.gov.au/management/financial/
http://www.education.vic.gov.au/management/financial/
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2.3.1	 General Operations (Continued)

Menu: Financial\General Ledger\Print GL Account Financial Reports (Continued)

Report Name Report Number

Balance Integrity Report GL21902S •	 Displays the account balance and the transaction balance for each general 

ledger account. 

•	 This report is used to check for any discrepancies between the account and 

the transaction balance. 

•	 The balance in the ‘Difference’ column should always be zero. Contact the 

CASES21 Service Desk for advice if the balance is not zero.

Transaction History All 
Periods

GL21110 •	 Provides the history of all transactions for each general ledger account code. 

•	 Includes the batch number and the accumulated balance of the account.

Transaction History 
Specific Period

GL21111S •	 Transaction history for each GL code for a selected period.

Debtor Payment Activity 
Report

GL21163 •	 Provides a list of payments received from either families, sundry  

debtors or both.

Menu: Financial\General Ledger\Print GL Account Financial Reports

Report Name Report Number

Cash Report by Account GL21132 •	 This report shows the cash position by general ledger account with a 
comparison to accrued revenue (charges and GL receipts) and expenditure. 

•	 The revenue section also displays a collection rate percentage  
of invoices vs cash. 

•	 Capital expenditure is not included in the expenditure figures and is 
displayed separately.

2.3.2	 Program/Subprogram 

Menu: Financial\General Ledger\Print Program\Initiative Financial Reports

Report Name Report Number

Program Account 
Transaction Report

GL21114 •	 Lists opening balances for all general ledger codes relevant to the 
selected program(s). 

•	 Includes transactions that have been processed for the specified date 
range and dollar range.

Program Transaction 
History Specific Period

GL21117 •	 Lists actual general ledger transactions relevant to the selected 
program(s) for the specified period and dollar range.

Transaction History 
Specific Period by Initiative

GL21119 •	 Lists general ledger transactions relevant to the selected Initiative(s) for 
the specified period and dollar range.
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2.3.2	 Program/Subprogram (Continued)

Menu: Financial\General Ledger\Print Program\Initiative Financial Reports (Continued)

Report Name Report Number

Transaction History by 
Initiative

GL21116 •	 Lists opening balances for all general ledger codes relevant to the 
selected Initiative(s). 

•	 Includes transactions that have been processed for the specified period 
and dollar range.

Program Status Report KGLPROG21002 •	 Displays the period opening balance, total revenue and expenditure 
activity for each program within the selected period. 

•	 The current balance and the total of outstanding orders for each program 
is displayed. 

Annual Program Budget 
Variance

KGLPROG21003 •	 May be generated for one or more programs and displays the comparison 
between annual budget and YTD revenue, expenditure and outstanding 
orders.

•	 The comparison between Capital Expenditure Budget, YTD Capital 
Expenditure and Outstanding Orders is also displayed.

Annual Initiative Budget 
Variance

KGLINIT21003 •	 May be generated for one or more initiatives and displays the comparison 
between annual budget and YTD revenue, expenditure and outstanding 
orders.

•	 The comparison between Capital Expenditure Budget, YTD Capital 
Expenditure and Outstanding Orders is also displayed.

Menu: Financial\General Ledger\Print Sub Program Financial Reports

Report Name Report Number

Subprogram Account 
Transaction Report

GL21115 •	 Lists opening balances for all general ledger codes for the selected 
Subprogram(s). 

•	 Includes processed transactions for the specified date range  
and their value.

Transaction History 
Specific Period By 
Subprogram

GL21118 •	 Lists general ledger transactions for the selected Subprogram(s) for the 
specified period and value.

Subprogram Status 
Report

KGLSUB21002 •	 Displays the opening balance, total revenue and expenditure,  
current balance and outstanding orders for each Subprogram  
for the specified period. 
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2.3.2	 Program/Subprogram (Continued)

Menu: Financial\General Ledger\Print Sub Program Financial Reports (Continued)

Report Name Report Number

Annual Subprogram 
Budget Variance

KGLSUB21003 •	 May be generated for one or more Subprograms and displays the 
comparison between annual budget and YTD revenue, expenditure and 
outstanding orders.

•	 A comparison between Capital Expenditure Budget, YTD Capital 
Expenditure and Outstanding Orders is displayed.

Annual Subprogram 
Budget Variance by 
Initiative

KGLSUB21004 •	 This report is a copy of the Annual Sub Program Budget Variance Report 

and includes the Initative field in the report parameter. This will assist 

multi-campus schools as it reports the Subprogram information by 

Initiative.

Cash Report by 
Subprogram Detail

GL21130 •	 May assist to keep track of any cash received or paid for particular 
Subprogram accounts. 

•	 All receipts and payments are listed and can be limited to a selection  
by date range. 

•	 A total for creditor and debtor unpaid invoices and outstanding orders  
is displayed for each Subprogram.

Cash Report by 

Subprogram Summary

GL21131 •	 This report displays the information as above for each Subprogram with  
a summary for each GL code displayed.

2.3.3		  GST/Tax 

Menu: Financial\General Ledger\Print GST\BAS Reports

Report Name Report Number

GST Calculation 
Worksheet for BAS

GL21400S •	 This worksheet is used to check that details of the BAS are correct. 

•	 If there are discrepancies the records should be corrected, the report  

run again and checked prior to completing the final BAS process.

BAS GST Detail GL21401S •	 Provides details of all GST transactions included in the BAS period. 

BAS PAYG Withholding 
Detail

GL21407S •	 Provides PAYG and withholding Tax details required when  

completing the BAS.

BAS Non Tax Detail GL21410S •	 Provides details of all transactions within the current BAS reporting period 

with the codes NP6 or NS6 ‘out of scope’. 

BAS GST Detail 
(Reprint Past Reports)

GL21403S •	 Provides details of all transactions included in previous BAS periods  

by GST type.

BAS GST Summary 
(Reprint Past Reports)

GL21404S •	 Summarises the GST amounts for a previous reporting period.
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2.3.4	 Last Years General Ledger

Menu: Financial\General Ledger\Last Years General Ledger

Report Name Report Number

Trial Balance with Dr  
and Cr Movements

GLPREV21103S •	 General Ledger Trial Balance for the previous year.

Operating Statement GLPREV21150 •	 Displays the final Operating Statement for the previous year.

Balance Sheet GLPREV21160S •	 Displays the final Balance Sheet report for the previous year.

BAS GST Detail GLPREV21401S •	 Displays the final BAS Detail Report for the previous year.

Balance Integrity Report GLPREV21902S •	 Displays the account balance and the transaction balance for  

each general ledger account in the previous year.

•	 This report is used to check for any discrepancies between the account  

and the transaction balance. 

•	 The balance in the ‘Difference’ column should always be zero.  

Contact the CASES21 Service Desk for advice if the balance is not zero.

2.3.5		  Budgets

Menu: Financial\General Ledger\View and Maintain Budgets

Report Name Report Number

General Ledger Budget 
Report

GL21154S •	 A budget comparison for all revenue and expenditure accounts. 

•	 Compares last year’s actual and budget with the current year’s annual 

budgets, YTD actual and YTD budget.

Budget Comparison 
Report

GL21170S •	 General ledger annual budget comparison report. 

•	 It can be printed for one or more GL codes displaying budget figures 

entered for last year, current year and next year.

Annual Subprogram 
Budget Report

GL21157 •	 A comparison of the actual revenue and expenditure against budget for last 

year and the current year. 

•	 The total of outstanding orders is also considered in calculating the 

uncommitted funds amount for Subprogram expenditure budgets.

Annual Program Budget 
Report

GL21158 •	 A comparison of the actual revenue and expenditure against budget for last 

year and the current year. 

•	 The total of outstanding orders is also considered in calculating the 

uncommitted funds amount for Program expenditure budgets.
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2.3.5		  Budgets (Continued)

Menu: Financial\General Ledger\View and Maintain Budgets (Continued)

Report Name Report Number

Annual Initiative Budget 
Report

GL21159 •	 A comparison of the actual revenue and expenditure against budget for last 

year and the current year. 

•	 The total of outstanding orders is also considered in calculating the 

uncommitted funds amount for Initiative expenditure budgets.

Budget Comparison 
Report by Subprogram

GL21172 •	 Available for one or more Subprograms. 

•	 Displays monthly or annual budget amount for last year, current year and 

next year’s budget.

Budget Comparison 
Report by Initiative

GL21173 •	 Available for one or more Initiatives. 

•	 Displays monthly or annual budget amount entered for last year, current 

year and next year’s budget.

Annual Revenue Budget 
Report

GL21168S •	 A summary report for general ledger revenue budgets comparing  

last years actual and budget amounts entered against the current budget 

and actual revenue. 

Annual Expenditure 
Budget Summary

GL21169 •	 A summary report for general ledger expenditure budgets comparing last 

years actual against budget amounts and the current budget against actual 

expenditure. 

•	 The YTD outstanding orders for each expenditure code and the unspent 

budget for the current year are also displayed.

2.4  Assets

Menu: Financial\Assets\Produce Asset Reports

Report Name Report Number

Asset List AR21001S •	 List of assets showing asset code, quantity, description, make and model, 

category, location and department. 

•	 This report can be generated per Campus grouped by either title, category 

or asset key.

Asset Listing by Purchase 
Date

AR21002S •	 Expands on the Asset List but includes the purchase date and the value of 

the asset.

Asset Listing by Category 
(Active Only)

AR21003S •	 List of assets showing asset code, quantity, description, make and model 

reported by Category.

Asset Listing by Location 
(Active Only)

AR21004S •	 List of assets showing asset code, quantity, description, make and model 

and serial number reported by Location.
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2.4  Assets (Continued)
Menu: Financial\Assets\Produce Asset Reports (Continued)

Report Name Report Number

Asset Listing by 
Department  
(Active Only)

AR21005S •	 List of assets showing asset code, quantity, description, make and model 

reported by Department.

Asset Listing by Campus 
(Active Only)

AR21006S •	 List of assets showing asset code, quantity, description, make and model 

reported by Campus.

Asset Listing with 
Components  
(Active Only)

AR21008S •	 List of assets showing asset code, quantity, description, make and model 

where an asset is a component of another asset.

YTD Additions  
– Accounting

AR21122S •	 Lists all assets purchased or acquired by the school after transferring 

to CASES21 Finance. Includes asset code, category, description, date 

purchased and cost for the period selected.

Valuation of Assets  
– Accounting

AR21124S •	 List of assets showing asset code, description, original cost, additions,  

cost adjustments and disposals to produce the total cost  

of an asset, as at the ledger date by Category.

YTD Disposals  
– Accounting

AR21131S •	 List of assets showing asset code, description, category, disposal date, 

purchase cost excluding GST, sales proceeds, release type and any capital 

profit or loss on the disposal of an asset for the period selected.

Menu: Financial\Assets\Record Stocktake

Report Name Report Number

Asset Stocktake List by 

Location

AR21107S •	 List assets by Campus and then location to assist in stocktaking.

•	 displays asset code, description, serial number, purchase date, purchase 

price, category, sub category and quantity.
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2.5 Other Reports

Menu: Financial\General Ledger\Print GL Account Financial Reports

Report Name Report Number

Batch Reprint GL21901S •	 Reprints a summary of the batch details. 

•	 It should not replace the original Audit Trail retained for audit purposes.

Menu: Financial\Reference Tables\Financial Data Maintenance

Report Name Report Number

GST Types Report KGST21001 •	 Displays details of each GST category. 

Batch Status Report QB21001S •	 Displays information about the status of each batch or a range of batches. 

•	 Includes forward batches and whether the batch has been processed. 

2.6 School Level Payroll

Menu: Payroll\Employees\Print Standard Employee Reports

Report Name Report Number

Employee List in 
Alphabetical Order

PE21001S •	 Lists the employees salary details including YTD Gross, YTD Nett and YTD Tax.

Employee Record PE21003 •	 Displays the master file of payroll details for selected employees.

Menu: Payroll\Employees\Print Financial Payroll Reports

Report Name Report Number

Employee Transaction 
History 

PE21110S •	 Displays the history of all payroll transactions within the current financial 

year for one or more employees.

Employee Address Labels PE21201S •	 Prints address labels for all employees.

Menu: Payroll\Employees\Maintain and Report PAYG Details

Report Name Report Number

PAYG Reconciliation for 
the current year.

PE21703S •	 Reconciles the Payment Summaries at the end of the current Financial Year.

Menu: Payroll\Employees\Annual PAYG Reports

Report Name Report Number

PAYG Summaries – Paper (PE) 
PPD21101S

•	 Prints the Payment Summaries for each employee. 

•	 Can be printed as ‘Test’ to preview and check before printing the final 

employee copy as ‘Production’.

PAYG Notice to 
Employees

PPD21103S •	 The standard PAYG Notice issued with the Payment Summary to each 

employee.
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2.6 School Level Payroll (Continued)

Menu: Payroll\Employees\Annual PAYG Reports (Continued)

Report Name Report Number

PAYG Summaries – Paper 
(CR Vol Agree)

PPD21102S •	 Payment Summaries for each Creditor where tax has been withheld from 

payments during the Financial Year. 

•	 Can be printed as ‘Test’ to preview and check before printing the final 

Creditor copy as ‘Production’.

Menu: Payroll\Employees\Print Superannuation Reports

Report Name Report Number

SGL Superannuation 
History

PE21402S •	 Displays a list of SGL payments made for each eligible employee.

Superannuation 
Contributions by Fund.

PE21406S •	 Displays the amount to be paid to each Superannuation Fund for the period. 

•	 Lists Superannuation Guarantee Contributions as well as Pre Tax  

and Post Tax employee contributions.

Employees with Different 
SGL Percentage

PE21410S •	 Lists all employees where the SGL percentage is other than 9%.

Menu: Payroll\Payroll Processing\Print Reports for This Pay

Report Name Report Number

Fortnightly Salary 
Certification

PE21303 •	 Displays details of all transactions within the fortnightly payroll.

•	 �This report should be signed by both authorised signatories and filed with 

the payroll documentation for the same pay period.

Menu: Payroll\Payroll Processing\Print Post Payroll Updated Reports

Report Name Report Number

Payroll Exceptions PE21390S •	 Displays a comparison of the employees standard pay against the  

last pay period. 

•	 This period is determined by the Pay Date entered in the report parameters.

Employee Transaction 
History

PE21110S •	 Displays payroll data for each pay period, for one or more employees.

Member Superannuation 
History

PE21403S •	 A history of superannuation payments made for each eligible employee.

Menu: Payroll\Employees\Previous years Reports

Report Name Report Number

Past Years Employee 
Transaction History

PE21900S •	 Payroll history is retained for all employees for a period of seven years.  

This report will be available commencing with the 2006/2007 financial year. 
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Query Table
The following table can be used as a quick reference for 

generating reports relating to a specific query.

It should be noted there are several reports within the 

system that could relate to a query. This list is providing 

a number of report options, but is not a complete list of 

every report available relevant to the query. 

Query Report Name Report Number

How much does a specific sundry debtor owe the 
school?

Debtor Statements – Alphabetical

Sundry Debtors Trial Balance 

Debtors Transaction History

DR21304

DR21101

DR21111

How do I find how much a parent has paid and how 
much is outstanding?

Family Statements-Alphabetical

Family Statement by Home Group

Family Matching Transactions Report

Family Trial Balance

DF21304

DF21305

DF21112

DF21102

How do I find out who has been charged and who  
has been paid for a specific fee code?

Charges by Charge Type DF21113

Can I list all the unallocated EMA receipts? Unallocated EMA Receipts DF21313

How much is owed to a creditor? Trial Balance

Invoices Awaiting Payment

CR21101

CR21118

Can I create a list of all outstanding invoices  
for a creditor?

Invoices Awaiting Payment CR21118

How can I check all payments made to a creditor? Completed Creditor Transactions

Creditors Transaction History

Creditors Payment Summary

CR21114

CR21111

CR21119

Can a report be produced to display all outstanding 
orders for a creditor?

Outstanding Purchase Orders

Deliveries Due Report

CR21104S

CR21105S

How do I generate a list of all paid creditor invoices? Completed Creditor Transactions

Cash Payments Report

CR21114

GL21003

How do I check PAYG withholding amounts  
for creditors?

Creditors Payment Summary Report CR21119

What is the Program/Subprogram budget? Annual Program Budget Variance

Annual Subprogram Budget Variance

KGLPROG21003

KGLSUB21003

Section 3
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Query Table (continued)

Query Report Name Report Number

How do I find the school’s YTD budgeted revenue 
compared to actual revenue?

Detailed/Summary Operating Statement GL21150

What is the school’s budgeted expenditure compared 
to actual expenditure?

Detailed/Summary Operating Statement GL21150

Has this receipt been recorded? Cash Receipts Report GL21002

From whom was the money received? Cash Receipts Report GL21002

How do I get a list of receipts for a specified period? Cash Receipts Report GL21002

Has this receipt been cancelled? Cash Receipts Report

Cancelled Receipts Report

GL21002

GL21004

Has this cheque been recorded? Cash Payments Report GL21003

To whom was the cheque paid? Cash Payments Report GL21003

How do I get a list of all payments for a period? Cash Payments Report GL21003

Has this cheque been cancelled? Cash Payments Report

Cancelled Payments Report

GL21003

GL21005

How do I get a list of all receipts and payments? Bank Account Movements Detailed. GL21152S

How are commitments represented on CASES21? Outstanding Purchase Orders CR21104S

Can I print a total list of credit notes entered? Creditor Credit Notes Report

Family Credit Notes Report

Sundry Debtor Credit notes report

CR21309

DF21309

DR21309

Can I reprint a BAS report from a previous year? Bas GST Detail

Bas GST Summary

GLPREV21401S

GLPREV21402S

Which report do I present to the finance committee for 
invoices to be approved for payment.

Invoices Awaiting Payment (Detailed) CR21118
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Sample Reports
Sample Reports  

(Which Report for Whom?)

Financial reporting is a means by which 

schools discharge their accountability.  

It is imperative to ensure relevant 

parties are provided with regular reports 

that are up to date and meaningful.

Because of the number of reports 

available through CASES21 Finance,  

a user is often provided with information  

that is irrelevant to their needs.

To help overcome “information 

overload”, suggested report names  

and their application are listed in the  

categories of:

4.1 Management Reports 

4.2 School Council Reports 

4.3 Finance Committee Reports 

4.4 Coordinator Reports 

4.5 Bank Reconciliation Reports 

4.6 Audit Reports

4.1  Management Reports 
Management Reports can be described 

as those reports used by administrators 

responsible for the day to day 

operations of the school, for example, 

Business Managers, Principals, and 

Assistant Principals.

The suggested reports that would be 

appropriate are listed below and can 

be located on the CASES21 Menu 

Financial/School Finance Reports/

Management Reports

Report Name Application CASES21

Operating Statement 
(Detailed)

•	 Identifies all revenue and expenditure by GL account for a specific period. 

•	 The expenditure data is subtracted from the revenue data to determine the 

net operating surplus/deficit for the current period and YTD. 

•	 Equivalent budget data entered against each item indicates a variance to 

assist monitoring and decision making. 

•	 Lists the annual budget figure and the actual figures for the previous year.

•	 Outstanding orders and capital expenditure information is also included. 

For more detail refer to the Operating Statement Guide on the Financial 

Management website. 

http://www.education.vic.gov.au/management/financial/

Sample report page 32.

GL21150

Section 4

http://www.education.vic.gov.au/management/financial/
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4.1 Management Reports (Continued)

Report Name Application CASES21 

Bank Account 
Movements Detailed

•	 Lists the opening and closing balances for specified bank accounts. 

•	 Displays the cash movement activity (receipts and payments) by date.

Sample report page 40.

GL21152S

Bank Reconciliation •	 Provides bank statement closing balances as well as listing any un-

presented cheques, deposits not recorded, and General Ledger closing 

balance.

•	 Each bank account must be reconciled at the end of each month, prior to 

proceeding to the next month data entry.

Sample report page 44.

Annual Subprogram 
Budget Report

•	 Lists each Subprogram and compares the annual budget allocated per 

Subprogram against the combined YTD actual capital and recurrent 

details (cash and accrual).

Sample report page 46.

GL21157

Balance Sheet •	 This report summarises the YTD financial position of the school. 

•	 Liabilities are subtracted from assets to determine accumulated funds.

For more detail refer to Balance Sheet Guide on the Financial Management 

website.

http://www.education.vic.gov.au/management/financial/

Sample report page 42.

GL21160S

Samples of the reports listed above are compiled in an appendix to this document. To help with the interpretation  

an “Application” and “What to Look For” is provided on the bottom of each report. Principals/Business Managers  

should not presume this to be an exhaustive list and should take into account local requirements.

http://www.education.vic.gov.au/management/financial/
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4.2 School Council Reports
An important role of School Council is to 

monitor the budget against revenue and 

expenditure (capital and recurrent). This 

is achieved by analysing specific reports 

that are produced from CASES21 Finance.

Schools are required to present as 

a minimum, the following financial 

information to school council for the  

relevant period.

•	 Balance of all bank accounts

•	 Budget against revenue and expenditure

•	 Accounts to be ratified

•	 Accounts to be passed for payment

•	 Commitments.

The suggested reports that would be 

appropriate are listed below and can be 

located on the CASES21 Menu Financial/

School Finance Reports/School Council 

Reports

Report Name Application CASES21

Operating Statement 
(Detailed)

•	 Identifies all revenue and expenditure by GL account for a  

specific period. 

•	 The expenditure data is subtracted from the revenue data to determine the 

net operating surplus/deficit for the current period and YTD. 

•	 Equivalent budget data entered against each item indicates a variance to 

assist monitoring and decision making. 

•	 Lists the annual budget figure and the actual figures for the previous year.

•	 Outstanding orders and capital expenditure information is also included.

For more detail refer to the Operating Statement Guide on the  

Financial Management website.

http://www.education.vic.gov.au/management/financial/

Sample report page 32.

GL21150

Balance Sheet •	 This report summarises the YTD financial position of the school. 

•	 Liabilities are subtracted from assets to determine accumulated funds.

For more detail refer to the Balance Sheet Guide on the Financial 

Management website.

http://www.education.vic.gov.au/management/financial/

Sample report page 42.

GL21160S

Samples of the reports listed above are compiled in an appendix to the document. To help with the interpretation an 

“Application” and “What to Look For” is provided on the bottom of each report. Principals/Business Managers should not 

presume this to be an exhaustive list and should take into account local requirements.

http://www.education.vic.gov.au/management/financial/
http://www.education.vic.gov.au/management/financial/
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4.3  Finance Committee Reports
The suggested reports that would be appropriate are listed 

below and can be located on the CASES21 Menu Financial/

School Finance Reports/Finance Committee Reports

Report Name Application CASES21

Operating Statement 
(Detailed)

•	 Identifies all revenue and expenditure by GL account for a specific period. 

•	 The expenditure data is subtracted from the revenue data to determine the net 

operating surplus/deficit for the current period and YTD. 

•	 Equivalent budget data entered against each item indicates a variance to 

assist monitoring and decision making. 

•	 Lists the annual budget figure and the actual figures for the previous year.

•	 Outstanding orders and capital expenditure information is also included. 

For more detail refer to Operating Statement Guide on the Financial 

Management website.

http://www.education.vic.gov.au/management/financial/

Sample report page 32.

GL21150

Cash Flow Statement •	 Shows the cash flow movements for each month by individual bank accounts 

or a combined report for the total amount in all bank accounts. 

Sample report page 38.

GL21151

Bank Account Movements 
Detailed 

•	 Lists the opening balance, and total receipts and payments for the specified 

bank account within the requested date range.

Sample report page 40.

GL21152S

Cash Receipts Report •	 A listing by bank account of all cash receipts in date order containing details 

of receipt number GL code, Program, Subprogram, Initiative (if applicable) 

and amount.

•	 Should be used to ensure receipt numbers are not missing.

Sample report page 50.

GL21002

Cash Payments Report •	 A listing by bank account of all cash payments in date order containing 

details of cheque number, GL code, Program, Subprogram, Initiative  

(if applicable) and amount.

Sample report page 52.

GL21003

http://www.education.vic.gov.au/management/financial/
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4.3 Finance Committee Reports (Continued)

Report Name Application CASES21

Invoices Awaiting 
Payment-Detailed

•	 Lists invoices that have been received but not yet fully paid. 

•	 Invoices that have been partially paid will still appear with the  

original invoice amount.

Sample report page 48.

CR21118

Balance Sheet •	 This report summarises the YTD financial position of the school. 

•	 Liabilities are subtracted from assets to determine accumulated funds.

For more detail refer to Balance Sheet Guide on the Financial Management 

website.

http://www.education.vic.gov.au/management/financial/

Sample report page 42.

GL21160S

Annual Subprogram 
Budget Report

•	 Lists each Subprogram and compares the annual budget allocated per 

Subprogram against YTD actual details (cash and accrual).

Sample report page 46.

GL21157

Journal Report •	 Lists journal entries by GL code for a selected date range. GL21006

Samples of the reports listed above are compiled in an appendix to the document. To help with the interpretation  

an “Application” and “What to Look For” is provided on the bottom of each report. Principals/Business Managers  

should not presume this to be an exhaustive list and should take into account local requirements. Schools should  

also consider providing the Finance Committee with a copy of their SRP Budget Management Report.  

https://www.eduweb.vic.gov.au/srp 

http://www.education.vic.gov.au/management/financial/
https://www.eduweb.vic.gov.au/srp
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4.4  Coordinator Reports
Teaching staff that have the 

responsibility of ensuring a program 

operates within budget should receive 

reports on a regular basis. This allows 

them to monitor what is being spent 

is in line with the aims of the Program 

and the Budget that was approved by 

School Council.

The suggested reports that would be 

appropriate are listed below and can 

be located on the CASES21 Menu 

Financial/School Finance Reports/KLA/

Coordinator Reports

Report Name Application CASES21

Annual Subprogram 
Variance Report

•	 Provides a summary of each Subprogram’s budgeted and actual data 

(cash and accrual).  Outstanding orders, and Capital Expenditure are also 

included.

•	 Enables the Coordinator to compare the budget against actual revenue 

and expenditure.

Sample report page 56.

KGLSUB

21003

Transaction History 
Specific Period by 
Subprogram

•	 Provides the Coordinator with a detailed listing of all transactions  

for a specific period.

Sample report page 54.

GL21118

Samples of the reports listed above are compiled in an appendix to the document. To help with the interpretation  

an “Application” and “What to Look For” is provided on the bottom of each report. Principals/Business Managers  

should not presume this to be an exhaustive list and should take into account local requirements. 
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Report Name Application CASES21

Cash Receipts Report •	 A listing by bank account of all cash receipts in date order containing details 

of receipt number GL code, Program, Subprogram, Initiative  

(if applicable) and amount.

Sample report page 50.

GL21002

Bank Account Movements •	 This report lists the opening balance and cash movements activity (receipts 

and payments) by date and document number for a specified bank account. 

•	 A running balance is calculated per line and the final line totals all receipts 

and payments for the date range selected as well as the closing balance.

Sample report page 40.

GL21152S

Bank Reconciliation •	 Provides bank statement closing balances as well as listing any  

un-presented cheques, deposits not recorded, and general ledger closing 

balance.

•	 Each bank account must be reconciled at the end of each month, prior to 

proceeding to the next month data entry.

Sample report page 44.

Samples of the reports listed above are compiled in an appendix to the document. To help with the interpretation  

an “Application” and “What to Look For” is provided on the bottom of each report. Principals/Business Managers  

should not presume this to be an exhaustive list and should take into account local requirements.

4.5  Bank Reconciliation Reports
Examples of suggested reports useful when reconciling the bank accounts are: 
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Report Name Application CASES21

Chart of Accounts •	 The Chart of Accounts is displayed by group/category, account code and title. 

•	 The type of account is listed as B (balance sheet), I (income) or E (expenditure)

GL21001S

Trail Balance with Dr  

and Cr Movements

•	 Includes balances for all general ledger account codes and displays data for 

Current Month/YTD/Last Year. 

GL21103S

Batch Status Report  

ALL Batches

•	 Displays information about the status of each batch or a range of batches. 

•	 Includes forward batches and whether the batch has been processed. 

QB21001S

Outstanding Purchase 

Orders

•	 Identifies outstanding purchase orders by creditor. CR21104S

Invoices Awaiting 

Payment – Detailed

•	 Lists invoices that have been received but not yet fully paid. 

•	 Invoices that have been partially paid will appear with the  

original invoice amount.

CR21118

Cancelled Payments 

Report

•	 Lists cancelled payments by bank account for a specified date range. GL21005

Cancelled Receipts Report •	 Lists details of cancelled receipts by bank account for a specified date range. GL21004

Journal Report •	 Lists journal entries by GL code for a selected date range. GL21006

Annual Subprogram 
Budget Variance Report

•	 Provides a summary of each Subprogram’s budgeted and actual  

data (cash and accrual) Outstanding orders, and Capital Expenditure  

are also included.

•	 Enables the Coordinator to compare the budget against actual revenue and 

expenditure.

KGLSUB 
21003

Transaction History  

All Periods

•	 Provides the history of all transactions for each general ledger account code. 

•	 It includes the batch number and the accumulated balance of the account.

GL21110

YTD Additions – 

Accounting

•	 Lists all assets purchased or acquired by the school after transferring to 

CASES21 Finance. Includes asset code, category, description, date purchased 

and cost for the period selected.

AR21122S

YTD Disposals – 

Accounting

•	 List of assets showing asset code, description, category, disposal date, purchase 

cost excluding GST, sales proceeds, release type and any capital profit or loss on 

the disposal of an asset for the period selected.

AR21131S

4.6  Audit Reports
The following reports will be required to be produced for school auditors:
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4.6 Audit Reports (Continued)

Report Name Application CASES21

Bank Account Movements 

- Detailed

•	 Lists the opening and closing balances for specified bank accounts. 

•	 Displays the cash movement activity (receipts and payments) by date.

GL21152S

Bank Accounts 

Movements Summary

•	 Lists the opening and closing balances for specified bank accounts. 

•	 Displays the summary of cash movement activity (receipts and payments)  

by date.

GL21155

Operating Statement •	 Identifies all revenue and expenditure by GL account for a specific period. 

•	 The expenditure data is subtracted from the revenue data to determine the net 

operating surplus/deficit for the current period and YTD. 

•	 Equivalent budget data entered against each item indicates a variance to assist 

monitoring and decision making. 

•	 Lists the annual budget figure and the actual figures for the previous year.

•	 Outstanding orders and capital expenditure information is also included. 

For more detail refer to Operating Statement Guide on the Financial Management 

website. 

http://www.education.vic.gov.au/management/financial/

GL21150

Bank Reconciliation 

Statements

•	 Provides bank statement closing balances as well as listing any un-presented 

cheques, deposits not recorded, and general ledger closing balance.

•	 Each bank account must be reconciled at the end of each month, prior to 

proceeding to the next month data entry.

Balance Sheet 
(Certified)

•	 This report summarises the YTD financial position of the school.

•	 Liabilities are subtracted from assets to determine accumulated funds.

•	 Will include a certification statement that must be signed by the Principal and 

School Council President.

For more detail refer to Balance Sheet Guide on the Financial Management 

website.

http://www.education.vic.gov.au/management/financial/

Sample report page 42.

GL21160S

Other reports that may be required by school auditors include:

Report Name Application CASES21

Cash Payments Report •	 Lists details of all payments, for the selected date range, by bank account. 

•	 This should be used to ratify payments and ensure that cheque numbers are 

not missing.

GL21003

http://www.education.vic.gov.au/management/financial/
http://www.education.vic.gov.au/management/financial/
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4.6 Audit Reports (Continued)

Report Name Application CASES21

Cash Receipts Report •	 A listing by bank account of all cash receipts in date order containing details 

of receipt number GL code, Program, Subprogram, Initiative (if applicable) 

and amount.

•	 Should be used to ensure receipt numbers are not missing.

GL21002

Asset Stocktake by 
Location

•	 List of assets showing asset code, quantity, description, make and model, 

category, location and department. 

•	 This report can be generated per Campus grouped by either title, category or 

asset key.

AR21107S

Fortnightly Salary 
Certification

•	 Displays details of all transactions within the fortnightly payroll. PE21303

Subprogram Account 
Transaction Report

•	 Lists opening balances for all general ledger codes for the selected 

Subprogram(s). 

•	 Includes processed transactions for the specified date range and their value.

GL21115

Creditor Transaction 
History

•	 Provides a history of all creditor transactions. CR21111

Sundry Debtor Transaction 
History (Open Item)

•	 This report can be printed for one or more sundry debtors. 

•	 Lists details of Sundry Debtor invoices and any receipts recorded against 

each invoice.

•	 Outstanding amounts are also displayed.

DR21112

Family Charges by Charge 
Type

•	 Can be generated for one or more charges. 

•	 It provides the total amount of the charge and total received from  

each student.

DF21113

Family Matching 
Transaction Report

•	 Displays all invoices created for the family and any receipts or credit notes 

relating to each family’s charges. 

•	 The report can be selected by family or by student, however, all transactions 

relating to the family will be displayed regardless of  

the parameter selected.

DF21112

Family Transaction History •	 Provides a history of all transactions for each student in the family. 

•	 The selection can be for a single family, or a range of families.

DF21110






























