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Welcome to the Access Education Finance Release Notes! 

This document outlines all you need to know about this version of the software, it will provide you with a brief summary of the 

changes, and by using the hyperlinks you will be able to easily navigate through the document to find out detailed information 

about the new features, including screenshots and videos where appropriate. 

Please refer to the table of contents for a full list of what is included. 

 

About Access Education Finance 
 

Access Education Finance is the UK’s first completely online accounting package designed exclusively for the education sector. It 

supports schools, academies and Multi Academy Trusts.  

Integration with our budgeting & forecasting tool: Access Education Budgets is seamless and provides a detailed insight into the 

financial performance of each establishment. Access Education Finance helps schools to manage budgeting and accounting 

processes in line with the DfE and ESFA requirements and specifically supports the completion of CFR and SOFA Returns. 
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The following major features are included in this release, please select the appropriate links if you would like more details on the 

features. The features are grouped by Product/Area to help you find the information you need easily. 

 

 

Rebrand 
 
Rebrand of HCSS Accounting to Access Education Finance 
 
HCSS Accounting has been rebranded to Access Education Finance along with the other Access Education products as part of the 

move to Access Workspace. 

 

Read more about this feature 

 

 
Management Reports 
 
Management Report 
 
A new Management Report is now available at both Establishment and Consolidated level 

 Read more about this feature 

 
Cashflow Report 
 
A new Cashflow Report is now available at both Establishment and Consolidated level 

 Read more about this feature 
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The below section describes the features in more detail, including screenshots and videos where appropriate, this is ordered by 

the products/modules identified in Release Summary section. 

 
 
Rebrand 
 
Rebrand of HCSS Accounting to Access Education Finance 
 

As part of the planned move to Access Workspace we have taken the opportunity to rename HCSS Accounting to Access 

Education Finance. 

 

 

Note: As part of this release the whole of the HCSS product suite has been rebranded, please see below 
 

Previous New 

HCSS Accounting Access Education Finance 

HCSS Budgeting Access Education Budgets 

HCSS People Access Education People 

Assets Access Education Assets 

HCSS Curriculum RP Access Education Curriculum 

HCSS SEND Access Education SEND 

Release Contents 
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HCSS Web Companion Access Education Links 

FMS Multiview No Change  
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Management Reports 
 
Management Report 
 

In this release the reporting options in Access Education Finance have been enhanced with the addition of a Management Report. 

This report shows current period, year to date and full year information. It can be found in Reports > Management.  

 

In order to use this report you must set up Ledger Groups. To do this you must first turn on the option for Ledger Groups in the 

Ledger options menu.  

 

Go to System Setup > Ledger Options 

 

When in this menu check the Use Ledger Groups option and click Save. 

 

A new option will appear in the Chart of Accounts menu.  

 

Go to Codes > Chart of Accounts > Ledger Groups 

 

Note: If you want a non-master user to access this menu you will need to assign them the Access profile for Ledger Groups, this 

can be found in the usual place, System Setup > Users & Access Profiles 
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When you have selected Ledger Groups you will see the following screen. 

 

Click on the + icon to add a Ledger Groups, this will show the following popup screen. 

 

Enter a Code, Description and select the Section, this will display where the Ledger Group will appear on the report. 

 

You can then Cancel, Submit or Submit and add another Ledger Group. Once Submitted the Ledger Group will be saved. 

 

 

You can now re-order the Ledger Groups by clicking and dragging the icon. 

 

Re-ordering the Ledger groups will also dictate the order of the Ledger Groups on the report. When you click Save the order will 

be Saved. 
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Go to Codes > Chart of Accounts > Ledger Codes 

 

You will now see that the Ledger Codes screen has an additional column for Ledger Group. 

 

 

To assign a Ledger Code to a Group click in the Ledger Group column for the desired code and you will see a dropdown with the 

list of Ledger Groups. 

 

Any Ledger Codes not assigned to a Ledger Group will default to a holding group called “MISC – Unmapped codes”. 
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Go to Reports > Management > Management Report 

 

Note: If you want a non-master user to access this menu you will need to assign them the Access profile for the Management 

Report, this can be found in the usual place, System Setup > Users & Access Profiles 

 

 

The following screen will appear 

Enter the period you wish to run the report for along with the correct financial year. You also have the options to exclude Ledger 

Codes with the capital ledger type, tick the Exclude Capital checkbox to do this. 

 

When you select Generate the report will be downloaded by your internet browser. 

 

You will need to go to Downloads to view this. The location of the Downloads menu will depend on your chosen internet browser. 
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When you open the file you will need to click Enable Editing which will allow you to use the file. 

 

 

When you select the icons on the Ledger Groups this will expand and show the information for the individual Ledger 

Codes in the groups. 

 

The Period Section displays the Actual, Budget and Variance the period selected only. The YTD Section displays the Actual, Budget 

and Variance for all periods up to the period selected. The Full Year Section displays the Budget, Forecast and Variance for the Full 

Year. 

 

Consolidated Management Report 
 

In this release the reporting options in Access Education Finance have been enhanced with the addition of a Consolidated 

Management Report. This report shows current period, year to date and full year information. It can be found in the consolidated 

layer under Reports > Consolidated Management Report.  

 

In order to use this report you must set up Ledger Groups in all establishments. To do this you must first turn on the option for 

Ledger Groups in the Ledger options menu.  

 

Go to System Setup > Ledger Options 
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Note: If you want a non-master user to access this menu you will need to assign them the Access profile for Ledger Groups, this 

can be found in the usual place, System Setup > Users & Access Profiles 

 

 

When in this menu check the Use Ledger Groups option and click Save. 

 

A new option will appear in the Chart of Accounts menu. 

 

Go to Codes > Chart of Accounts > Ledger Groups 

 

Note: If you want a non-master user to access this menu you will need to assign them the Access profile for Ledger Groups, this 

can be found in the usual place, System Setup > Users & Access Profiles 
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When you have selected Ledger Groups you will see the following screen. 

 

Click on the + icon to add a Ledger Groups, this will show the following popup screen. 

 

Enter a Code, Description and select the Section, this will display where the Ledger Group will appear on the report. 

 

You can then Cancel, Submit or Submit and add another Ledger Group. Once Submitted the Ledger Group will be saved. 

 

 

You can now re-order the Ledger Groups by clicking and dragging the icon. 

 

Re-ordering the Ledger groups will also dictate the order of the Ledger Groups on the report. When you click Save the order will 

be Saved. 
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Go to Codes > Chart of Accounts > Ledger Codes 

 

 

You will now see that the Ledger Codes screen has an additional column for Ledger Group. 

 

 

 

To assign a Ledger Code to a Group click in the Ledger Group column for the desired code and you will see a dropdown with the 

list of Ledger Groups. 

 

Any Ledger Codes not assigned to a Ledger Group will default to a holding group called “MISC – Unmapped codes”. 
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When you have all the Ledger Groups set up that you need go to the consolidated layer and go to Reports > Consolidated 

Management Report 

 

 

 

The following screen will now appear 

 

Enter the period you wish to run the report for along with the correct financial year and the schools you wish to include in the 

report. You also have the options to exclude Ledger Codes with the capital ledger type, tick the Exclude Capital checkbox to do 

this. 

 

When you select Generate the report will be downloaded by your internet browser. 

 

You will need to go to Downloads to view this. The location of the Downloads menu will depend on your chosen internet browser. 

 

When you open the file you will need to click Enable Editing which will allow you to use the file. 
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The first sheet will show the report consolidated using information from all of the schools you have selected. There will be an 

individual sheet for each school as well. 

 

When you select the icons on the Ledger Groups this will expand and show the information for the individual Ledger 

Codes in the groups. 

 

The Period Section displays the Actual, Budget and Variance the period selected only. The YTD Section displays the Actual, Budget 

and Variance for all periods up to the period selected. The Full Year Section displays the Budget, Forecast and Variance for the Full 

Year. 
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Cashflow Report 
 
In this release the reporting options in Access Education Finance have been enhanced with the addition of a Cashflow Report. This 

report shows Actuals up the period selected and Budgeted values to the end of the year. These are compared to the cashbook 

balance providing a predicted balance to the end of the year. It can be found in Reports > Management.  

 

In order to use this report you must set up Ledger Groups. To do this you must first turn on the option for Ledger Groups in the 

Ledger options menu.  

 

Go to System Setup > Ledger Options 

 

When in this menu check the Use Ledger Groups option and click Save. 

 

A new option will appear in the Chart of Accounts menu.  

 

Go to Codes > Chart of Accounts > Ledger Groups 

 

Note: If you want a non-master user to access this menu you will need to assign them the Access profile for Ledger Groups, this 

can be found in the usual place, System Setup > Users & Access Profiles. 
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When you have selected Ledger Groups you will see the following screen. 

 

Click on the + icon to add a Ledger Groups, this will show the following popup screen. 

 

Enter a Code, Description and select the Section, this will display where the Ledger Group will appear on the report. 

 

You can then Cancel, Submit or Submit and add another Ledger Group. Once Submitted the Ledger Group will be saved. 

 

 

You can now re-order the Ledger Groups by clicking and dragging the icon. 

 

Re-ordering the Ledger groups will also dictate the order of the Ledger Groups on the report. When you click Save the order will 

be Saved. 
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Go to Codes > Chart of Accounts > Ledger Codes 

 

 

You will now see that the Ledger Codes screen has an additional column for Ledger Group. 

 

 

To assign a Ledger Code to a Group click in the Ledger Group column for the desired code and you will see a dropdown with the 

list of Ledger Groups. 

 

Any Ledger Codes not assigned to a Ledger Group will default to a holding group called “MISC – Unmapped codes”. 

 

 

Go to Reports > Management > Cashflow Report 
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The following screen will appear 

 

 

Enter the period you wish to run the report for along with the correct financial year. It is possible to exclude Ledger Codes with 

the capital ledger type, tick the Exclude Capital checkbox to do this. The system can generate the Cashbook balance from all of the 

bank accounts or this value can be manually entered into the report by unticking cashbook balance.   

 

When you select Generate the report will be downloaded by your internet browser. 

 

You will need to go to Downloads to view this. The location of the Downloads menu will depend on your chosen internet browser. 

 

When you open the file you will need to click Enable Editing which will allow you to use the file. 

 

When you select the icons on the Ledger Groups this will expand and show the information for the individual Ledger 

Codes in the groups. 

 

If you did not select Use Cashbook Balance then you can manually enter your Bank Balance into the yellow highlighted cell, this 

will predict the Cashflow based on the Net Income/Expenditure. 

 

Note: You may wish to include the VAT Debtor on the Cashflow Report to provide more rounded information. The option to 

include this as part of the report will be included in a future release. 
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Consolidated Cashflow Report 
 

In this release the reporting options in Access Education Finance have been enhanced with the addition of a Consolidated 

Cashflow Report. This report shows Actuals up the period selected and Budgeted values to the end of the year. These are 

compared to the cashbook balance providing a predicted balance to the end of the year. It can be found on the consolidated layer 

in Reports > Consolidated Cashflow Report.  

 

In order to use this report you must set up Ledger Groups. To do this you must first turn on the option for Ledger Groups in the 

Ledger options menu.  

 

Go to System Setup > Ledger Options 

 

When in this menu check the Use Ledger Groups option and click Save. 

 

A new option will appear in the Chart of Accounts menu.  

 

Go to Codes > Chart of Accounts > Ledger Groups 

 

Note: If you want a non-master user to access this menu you will need to assign them the Access profile for Ledger Groups, this 

can be found in the usual place, System Setup > Users & Access Profiles 
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When you have selected Ledger Groups you will see the following screen. 

 

Click on the + icon to add a Ledger Groups, this will show the following popup screen. 

 

Enter a Code, Description and select the Section, this will display where the Ledger Group will appear on the report. 

 

You can then Cancel, Submit or Submit and add another Ledger Group. Once Submitted the Ledger Group will be saved. 

 

 

You can now re-order the Ledger Groups by clicking and dragging the icon. 

 

Re-ordering the Ledger groups will also dictate the order of the Ledger Groups on the report. When you click Save the order will 

be Saved. 
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Go to Codes > Chart of Accounts > Ledger Codes 

 

 

You will now see that the Ledger Codes screen has an additional column for Ledger Group. 

 

To assign a Ledger Code to a Group click in the Ledger Group column for the desired code and you will see a dropdown with the 

list of Ledger Groups. 

 

Any Ledger Codes not assigned to a Ledger Group will default to a holding group called “MISC – Unmapped codes”. 

 

Go to Reports > Management > Cashflow Report 
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The following screen will now appear 

 

Enter the period you wish to run the report for along with the correct financial year. It is possible to exclude Ledger Codes with 

the capital ledger type, tick the Exclude Capital checkbox to do this. The system can generate the Cashbook balance from all of the 

bank accounts for all establishments or this value can be manually entered into the report by unticking Use Cashbook Balance.   

 

When you select Generate the report will be downloaded by your internet browser. 

 

You will need to go to Downloads to view this. The location of the Downloads menu will depend on your chosen internet browser. 

 

When you open the file you will need to click Enable Editing which will allow you to use the file. 

 

The first sheet will show the report consolidated using information from all of the schools you have selected. There will be an 

individual sheet for each school as well. 

 

 

When you select the icons on the Ledger Groups this will expand and show the information for the individual Ledger 

Codes in the groups. 

 

If you did not select Use Cashbook Balance then you can manually enter your Bank Balance into the yellow highlighted cell, this 

will predict the Cashflow based on the Net Income/Expenditure. 

 

Note: You may wish to include the VAT Debtor on the Cashflow Report to provide more rounded information. The option to 

include this as part of the report will be included in a future release.  
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For further information related to this release or how to upgrade please use the following contacts: 
 
Your Account Manager or Customer Success Manager 
 
Support department 
 

 Support Portal  https://access-support.force.com/Support/s/ 

 Tel 0845 340 4547 

 
General Website: 
https://www.theaccessgroup.com/ 
 
 

 

 

 

How to Contact Us 

https://access-support.force.com/Support/s/
https://www.theaccessgroup.com/

