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OVERVIEW 
 

What is the FMW-FIR Module 
 

FMW-FIR is a tool that links the FIR Spreadsheets, as issued by the Ministry of 
Municipal Affairs, to your accounting data, and / or data from other systems such 
as Job Costing, Equipment Costing or HR/Payroll which might form the basis for 
the FIR. 
 
The FMW-FIR module provides an easy means to cross reference individual 
cells (schedules / column / row combinations) in the FIR spreadsheets to your 
source system(s). This process is usually the most time consuming and labour 
intensive part of completing the FIR reporting process.  
 
The FMW-FIR module can be used in conjunction with source data contained in 
FMW Enterprise (Financial Manager’s Workbench) or the source data may be 
contained in an Excel spreadsheet, an ASCII text file or a SQL view or table.  In 
the case of an SQL view, the data is accessed via an ODBC connection, which 
means that most accounting systems that are based on an SQL-type database 
may be accessed dynamically with this tool.     

 
Technology Overview 
 
The FMW-FIR module is a Java-based application.  This means it can be 
deployed and accessed directly from the RAC Software website.  A technology 
called Java Web Start™ is used to deploy the application.  The advantage of this 
technology is that every time FMW-FIR is accessed, the RAC website is 
automatically checked for updates, and if there are updates they are 
automatically installed.  This means that the user can be assured that the latest 
version of the application is always being used.   
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Installation 
 

Installing FMW FIR from the RAC Software website 
 
You should only download this application once you have a valid license 
agreement in place with RAC Software.  Otherwise you are in violation of 
RAC Software’s copyright. 
 
The RAC Software web site is located at www.racsoft.com. Select the 
Downloads hyperlink.  Click on FMW-FIR web page (preferred deployment 
method for FMW-FIR) 
 
 
 
 
 
 
 
 
 
 
 
The following will appear on your screen: 
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Once you are in the FMW-FIR deployment page, you can download the FIR handbook 
(this document) or invoke the FMW-FIR application.  If you are invoking the application 
for the first time, complete both steps 1 and 2, otherwise proceed directly to step 2 
(Launch FMW FIR). 
 
Once you have clicked the launch FMW – FIR, if this is the first time you are accessing 
the application, after the application download occurs (which might take a few minutes 
depending on the speed of your internet connection), you will see the following dialog. 
 

 
 
In spite of the warning at the bottom of the screen it is safe to click the Start button.  The 
application will then appear. 
 
When you access the application via the webpage again, you can launch it directly by 
clicking on step 2 of the web page.  In addition, you will be given the option of creating a 
shortcut to the application on your desktop, so that you can launch it directly without 
going to the FMW FIR web page. 
 
On each subsequent invocation of the application, the RAC website will be checked for 
updates to the application.  If updates have occurred they will be automatically 
downloaded and installed (which will take a few minutes).  If there are no updates the 
application will launch immediately from a version cached on your hard drive.    
 
Installing FMW FIR from a CD  
 
Because of the automatic update features described above, it is recommended that FMW 
FIR be deployed directly from the RAC website.  However for those customers unable to 
use the internet for this purpose you may request a conventional installation set on CD 
from RAC Software.
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Creating a Data source 
 

Introduction 
 
The FMW FIR Module is designed to allow the accessing of data from a variety 
of sources. This means that you can link your FIR module to your General 
Ledger or other source systems.  If you have FMW Enterprise (RAC Software’s 
flagship budgeting and reporting software system), there are built in links, which 
allow you to access its data directly from the FIR module without any technical 
intervention.  If you are planning to link another system into the FIR module, you 
will need to prepare a data source with the following fields. 

 
Class.   A Class is simply a means of distinguishing different types of 
data that are keyed differently.  For example if you are extracting 
operating data from a GL system and job / project data from a project 
system, and you need both types of data to feed the FIR module, you 
would have two classes, each with different key configurations.  If 
however all your data comes from a GL you would only specify one class 
in the data source. 
 
Key segments and descriptions. Each record of data within a class is 
described in terms of up to five key segments.  These are definable by 
the user.  For example a GL system's data might be defined by a 
Department key segment and an Account key segment.  Data coming 
from project costing system might have three segments, e.g. Project, 
Component and Account.  Each segment is also accompanied by an 
(optional) description. 
 
Amount:  Each record has an annual amount associated with it. 

 
Using FMW Enterprise as a data source 
 
If FMW Enterprise is your primary data source you will reference the appropriate classes 
defined in FMW Enterprise which relates to your General Ledger when creating profiles. 
 
You will usually reference your YTD Actuals Version from which the data will be drawn, 
although you could also access any version of data in the system.  This means, for 
example, that you can easily view both your budget and actuals in FIR format.  Each 
profile will reference a specific Version.  
 
When referencing data in the version, the FIR application will add together all calendar 
columns that are defined in the calendar that is referenced in the Class. 
 
Accessing FMW Enterprise as the data source is dealt with further under Profiles.  
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Using an MS-Excel file or a text file as a data source 
 
Data can be exported from the source system(s) into either a fixed field length text file or 
an Excel file and then accessed by FMW FIR. A specification for a text file that can be 
directly accessed is described below. 
 

Specification for standard fixed length text file data source 
 
Class   40 characters left justified 
Key_seg_1  20 characters left justified 
Key_seg_2  20 characters left justified 
Key_seg_3  20 characters left justified 
Key_seg_4  20 characters left justified 
Key_seg_5  20 characters left justified 
Key_seg_1_desc 40 characters left justified 
Key_seg_2_desc 40 characters left justified 
Key_seg_3_desc 40 characters left justified 
Key_seg_4_desc 40 characters left justified 
Key_seg_5_desc 40 characters left justified 
Amount   15 right justified, leading sign 
 
Each record should be terminated with a crlf. 
 
This file should be sorted by Class and then by the key segments. The first 
record of each Class section is a descriptor record that follows the same format 
as above but the fields are populated as follows. 
 
Class. Class name - same as the following records. 
Key_Seg_x :  all blank 
Key_seg_x_desc :  descriptions for each of the key segments - for example if 
key_seg_1 represents the account,  this field would have a description such as 
Account. 
 

 
 
In addition to a text file in the standard format any fixed length text file can be accessed, 
provided all the major data fields are present somewhere in the record.  The specification 
for the location of the fields for a non-standard text file is provided as part of the Profile 
setup. 
 
When using an Excel file as a data source it should be set up as with the standard text 
file (see box above) except that instead of fixed length fields, each field should simply be 
placed in a separate Excel column. 
 
Using an SQL view as a data source 
 
If you have an SQL - based source system (e.g. running on Oracle or MS-SQL Server or 
any other ODBC compliant database), you will need to install a view (or table) accessing 
the source system's data, which needs to represent your data in a specified format.  The 
format is exactly as described in the standard Excel / text file above, except that the fields 
are simply table or view fields instead of text fields or Excel columns.  In addition, a Year 
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field (representing fiscal year) must be added as the first field in each record (just prior to 
the Class field).  A view is the preferred means of accessing data because once the view 
is installed it can be directly accessed from the FIR module, and you are always 
guaranteed that your source data is current. 
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Creating and Using Profiles 
 

What is a Profile? 
 
When you open FMW-FIR, you will be asked to Open an existing profile or to 
Create a new profile. 
 
A profile defines the data source that will be used to populate FIR schedules, 
along with the ranges that you define to cross-reference the source data to 
individual cells. If you are in the FIR application for the first time, you will create a 
new profile. If you have multiple users of the FIR application each should create 
their own profile with one being the main profile. All profiles will be merged into 
the main profile when completed. 
 
 

 
 
Creating a New Profile 
 
Select Create new profile from the opening dialog, and click OK. If you have 
already created a profile in a previous session, you may select Open existing 
profile.   
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You have 5 choices for your data source when creating a new profile: 
� Demo Data 
� Text File 
� Excel File 
� View/Table 
� FMW Enterprise 

 
If you select Demo Data, there is no need to enter any additional information. 
Click OK.  This will allow you to experiment with some demo data embedded in 
the system - it will obviously not be useful in a real application. 
 
If you select Text file or Excel file you can enter the location of the file or click on 
Browse and locate and select the appropriate file. Your source data must be 
presented in the format described in the previous section. If your text file is not in 
the standard format, you can further define your text parameters by selecting the 
Text Parameter tab and entering the position (the first position in the file = 1) 
where each field can be found in the fixed length text record. (an example is 
shown below). 

 
As well as the locations of the key segment and descriptions and amount(s) 
fields, you can also use this dialog to define the names of the class and the key 
segments, which means that these do not need to exist in the file. 
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If you select View /Table or FMW Enterprise you will complete the following 
information: 

� DSN (ODBC Data Source Name) 
� User Name 
� Password 
� View Name (view) or Version (FMW) 
� Year  
 

 

 
The DSN (Data Source Name), User Name and Password refer to the ODBC 
connection information required to attach to either FMW Enterprise or another 
SQL-based system.  If a View / Table is used it must present information in the 
prescribed format.   
 
If FMW Enterprise is used as the source, be careful to type in the name of the 
Version that you wish to access exactly as it is (case–sensitive) in FMW. Other 
than this, no technical preparation of the data source is required - your FMW 
consultant will have installed the necessary components to interface the systems. 
 
Once you have created a profile, you can Save it by clicking on File and Save As 
or on the Save button in the tool bar. This will save your data source specification 
as well as any work you have done on defining ranges for cells, so these can be 
easily accessed the next time you open the application. Give the profile a name 
with a file extension of .fws and save it to your preferred file location (by default 
c:\My Documents). While you may have multiple profiles, if you have multiple 
sources of data for the FIR schedules, you can only access one profile at a time. 
 
Opening an existing profile 
 
Select Open existing profile. You will be presented with a dialog box to open a 
previously saved profile, which is contained in a file with an .fws extension. 
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Changing an existing profile 
 
Once in the profile you can modify the profile. Click on the File | Edit Profile menu 
option.  Make your required changes. 
 
One way that you can use the Edit Profile feature, is to view a different set of 
data (data source) using the same range definitions.  Once you have defined 
your ranges, simple select File | Edit Profile, and change the data source.  The 
whole FIR will then be calculated using the new data set.  The profile can then be 
saved under a different name or the original profile can be overwritten. 
 
Accessing the Schedules 
 
Once the profile has been defined or accessed, you will be presented with the 
FIR Schedules.  Each of the schedules may be accessed individually by clicking 
on the appropriate tab at the bottom of your screen. 
 
Select Control tab and select your municipal name. 
 

 
 

Select the 02 tab and enter your e-mail address on line 0028. 
Proceed to remaining tabs to access each FIR schedule. 
 
To view Performance Measurement schedules click on Edit and select Toggle 
PM.To hide MP schedules toggle off by selecting Edit/Toggle PM. 
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Defining the FIR Cells 
 

What is a FIR Cell? 
 
A FIR cell is defined by a unique schedule / column / row identifier.  Either the 
user provides the data definition for the cell, or it is a constant, or it is defined as 
a calculation from another cell or cells.  Any cells presented in white are editable 
by either direct entry or by referencing your data source with a set of ranges. 
 
As with all applications, you should regularly save your work as you go along, to 
avoid loss of data.  
 
Inputting data directly into a cell 
 
To input directly, simply select the schedule you wish to work on, and type in the 
cell as you would in a spreadsheet. 
 
Cross referencing a cell to a data source 
 
To cross-reference your data source to the cell, select the schedule you wish to 
work on, and double click on an editable (white) cell.  The following dialog 
appears on your screen, which can be used to define multiple ranges of source 
data to be included in the cell definition: (Note: your Class and From and To 
columns may have different names than shown in the sample below.) 
 
 

 
 
To complete a range, select the appropriate Class from the drop down box in the 
Class field. (If your data source is an Excel, Text or View file refer to File format 
document for the definition of Class). 
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The default for reversing a sign (Rv) is No. If you wish to reverse how a number 
is displayed then select Yes by clicking on the field. (Example: 100CR + 50DR 
would be displayed as (50) if you retain the default of No. 
If you want to insert more or less than 100% from this source, enter the 
appropriate percentage in the % column. 
 
The balance of the columns are From and To element columns where elements 
represent items such as department codes, account codes, funding source codes 
etc. as identified in your data source. You will enter a range for all elements 
defined in your data source. For example, if you have Department codes, 
Account codes and Object codes in your data source, enter a range for each 
element on each inserted line. You have the option of selecting ALL or entering a 
range of elements for each type. 
 
To enter a range of elements, click in the All column and select No by either 
selecting No with your mouse or pressing the letter N on your keyboard and 
press tab to move to the ‘to’ field. 
 
Data can be entered directly into the From and To fields or selected from a pick 
list.  To view a selection list of your elements, double click or right mouse click on 
the From or To fields and select the required element.  
 
You can select a contiguous list of elements to populate the To and From field by 
clicking on the first To element, pressing the Shift key and then selecting the last 
From element. Alternatively you can select a single element. 
You can also search for an element by entering in the element number or enter 
an * and a partial for full description. 
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You can enter as many ranges of elements as required for each cell. To create a 
new line either click on the next line and a new range line will automatically be 
created, or click the Insert button. 
 
To delete a line, click on the line and select the Delete button. 
 
Modifying Data References 
 
As indicated above, you may directly enter an amount/number/text into a cell by 
either entering the amount/number/text into the cell or double click on the cell 
and select direct entry.  If you have a cell defined as a set of ranges, and you 
then enter data directly into the cell, you will receive a warning and then the cell 
will be changed to a direct entry type, and your ranges will be deleted.   
 
You cannot have a combination of direct entry plus the data resulting from listing 
ranges. You may either have the result of direct entry or data compiled from 
specific ranges. 
  
You may also cut/copy and paste cell amounts by using the appropriate symbols 
in the tool bar for both direct entry amounts and ranges of elements within one 
schedule and from one schedule to another. You can only cut/copy one cell at a 
time but you can paste to multiple cells). 
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Once you have completed your cross reference you may make an adjusting entry 
to it by entering an amount in the Range Adjustment Amount cell at the top of the 
cell definition box. 
 

 
 
You can also enter a note explaining your adjustment in the Note box at the 
bottom of the Cell Definition Box.  This note is for information purposes only and 
is not printed on the final FIR submission.
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Adding Rows & Sections 
 
In some schedules (22A,B,C & 24A,B,C) you may need to add a row or add a 
section. You may either click on the buttons in the task bar or click on edit and 
select the appropriate item. 
 

 
 
Auditing cell or schedule definitions 
 
You are always able to see for which cell you are entering a data source 
reference by the red cross hairs that outline the cell. 
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Click the Audit button to view the details of your source data reference amounts. 
You can print the details by clicking the Print button. There is also an Audit option 
for the entire schedule under Reports on the menu. 
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Carry Forward Operations 
 
In many cases, amounts entered in one schedule are automatically carried 
forward to another schedule. Carry Forward amounts are referenced on each line  

 
where the carry forward amount is placed. You are not able to enter data directly 
into these cells as they are locked. (SLC – Schedule Line Column) 
 
Copying from an Excel Spreadsheet 
 
Provided as the worksheet is properly formatted you can copy a block of data 
from an Excel worksheet into a schedule. 
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. 

 
 
 
Highlight the data block to be copied and click on copy.  
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Go to the schedule in FMW-FIR into which you want to copy the information. 
(Example Schedule 22A) Click on any cell within the area to be populated. 
 

 
Click on Edit and select Paste Block. The result is shown below. 
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Merging Profiles 
 
If you have multiple people working on their own profiles you will need to merge them all 
when completed into the main profile. First you open the main profile and select Merge 
Profile from the File drop down list.  
 

 
You will then be prompted to open the file where you have saved the FIR.fws files.  
Open the one you wish to merge into the main profile and you will receive a list of 
schedules available from the second profile to merge into the main profile. 

   
Select the schedule(s) you wish to merge and click ok. You will receive a warning asking 
if you are sure you wish to replace these schedules.  Click ok. 
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Outputting Results 
 
 

Printing FIR Schedules 
 
You can print a schedule in several ways: 
 

• Click on the print button in the tool bar. 
• Select File and Print current or Print all. 

 
To access your print settings, select File/Print setup. 
 
Note that there are some limitations in printing certain complex schedules (e.g. 
the tax schedules.  In these cases, save the FIR as an Excel file (see Outputting 
the FIR Schedules as an Excel File) and print from Excel. 
 
Printing Reports 
 
There are 3 reports located under the Reports button in the tool bar. 
 
1. Audit Report 
 
The audit report lists for each schedule the row, column and the cross-reference 
entered and the resulting cell amount. 

 
 
 



                              FMW FIR Application 
 
 
                                                                                                  

 22 

2. Data/Schedule Cross Reference 
 
The Data/Schedule Cross Reference report lists any cross-references (e.g. GL 
accounts) that have not been assigned to a schedule/row/column. It also lists 
cross-references (e.g. GL accounts) that have been associated by percentage 
with specific schedules.  

 
 
3. Ranges Report 
 
The Ranges Report lists all the mapping you’ve created between which row/cell 
intersects with which G/L account.  Displays for each schedule all cross 
references (ranges) defined and the total $ amount. 
  
 
Outputting the FIR Schedules as an Excel File 
 
You can save all of your schedules as an Excel worksheet by selecting File/Save 
as Excel and print from Excel. Note: this may be the quickest and most accurate 
printing method. This is not the file you send to the MMAH. 
 
All forms are protected in Excel. You may unprotect the worksheet but any data 
entry into the cells in Excel may affect the integrity of the FIR forms as they 
reside in the FIR application. 
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Outputting a file for input to the MMAH system 
 
Click on File and select Create file for MMAH. This procedure will copy all of the 
FMW-FIR schedules now populated with your data into the original Ministry Excel 
FIR spreadsheets and file name. 
 
The first screen you see will look as follows: 
 
 

 
 
Click on the Enable Macros button.  
 
Follow the prompts and click ok throughout this process. FMW-FIR will transfer 
all data in FMW-FIR into the original Excel Spreadsheet.  
 
Throughout the process you will see information flashing across your screen. 
You will then see at the bottom left hand corner a message that each of the 
schedules is updating (eg. Updating Schedule 24A) 
 
You will know that the process is complete when you see the original Ministry 
downloaded Excel file on your screen, no further processing is taking place and 
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you get a message box that says MMAH File Ready, click ok. The file will be 
FI05XXXX.xls where FI represents the Financial Information Return, the 05 
represents the year and XXXX represents your municipal number. You may now 
check each schedule for the transferred data. 
 
This file is now ready to send to MMAH. 

 
 
Support and Updates 
 
Phone: 905-842-7100 
Fax: 905-842-7101 
Support: support@racsoft.com 
 
Updates to the FMW-FIR module are continually posted to our web site 
www.racsoft.com  
 
   


