RAC

SOFTWARE INC.
T

FMW-FIR

Financial Information Return

For Ontario Municipalities

2005 FINANCIAL INFORMATION RETURN

Welcome to the FIR2005!

To begin corpleting the FIR2005 using this S Excel spreadsheet, simply follow the steps below,

Please select the Municipality you wish to complete: [ Hanover T

|Addington Highlands Tp
|Adelaide.Metcalfe Tp
|Adjala-Tosorontio T
|Admaston-Bromiey Ty
[hiax T

2005 FINANCIAL INFORMATION RETUR

Municipalit: Hanover T MSO Office: Southwest Ont:

Tier: Lower-Tier Asitit Codi
Area: Grey Co MAH Code:

Submitting: FIR Schedules Only.
Version: 2005-¥01

DECLARATION OF THE MUNICIPAL TREASURER
Pursuant to the information required by the Provinee of Ortario under the Muricipal Affairs Act, the folowing schedules are
—Harhart

Schedule Tit Completion
10 REVENUE FUND RECEIPTS

12 CURRENT REVENUE FOR SPECFIC FUNCTIONS

20 TAXATION INFORMATION

22 MUNICIPAL and SCHOOL BOARD TAXATION

24 PAVMENTSIN-LIEU of TAXATION

26 TAXATION and PAYMENTS-IN-LIEU SUMMARY

28 UPPER-TIER ENTITLEMENTS UPPER-TIER ONLY
40 REVENILE FUND EXPENDITURES
2

50

52

60

)

72

ADDITIONAL REVENUE FUND INFORMATION

CAPITAL FLND OPERATIONS

SOLRCES of CAPITAL FLND FINANCIG and EXPENDITURES

CONTINUITY of RESERYES and RESERYE FUNDS

CONSOLIDATED FINANCIAL POSITION

CONTINUITY of TAXES RECEIVABLE SINGLELOWER_TER OhLY
79 LONG TERM LIABILITES and COMMITMENTS




FMW-FIR Installation and User Guide
Table of Contents

OVERVIEW 1
WHAT IS THE FMW -FIR IMODULE.......uutiiiiiiiiiiiiiie ettt ettt e e e e eeeaaae e e e e s eenaaaaeeeeeeseennnaaereeeesensnnnes 1
TECHNOLOGY OVERVIEW ....cciiiiiiiititieeeeeeeeiiareeeeeeeeeeiaaeeeeeeeeesiaseeeseeeeeseassseseeeeesaissaseeeeeeeaeestsseeeseeeaensrrreeeens 1

INSTALLATION 2
INSTALLING FMW FIR FROM THE RAC SOFTWARE WEBSITE .....cccvvvttiiititiiiiieeeeeeeeeeeeeeeeeereerereeeesreeereerre. 2
INSTALLING FMW FIR FROM A CD OR A DOWNLOADED FILE .....cccovviiiiiiiiiiiiieeeieeeeeeeeeeeeeereesessesessesessesreeee. 3

CREATING A DATA SOURCE 4
INTRODUCGTION ....coiiiiiieiiiteeeee e e eeeetee e e e e e e eeettaa e e e e e e eeeeaaeeeeeeeeeeaaaeaeeeeeeesiasssaeeeeeeeaastaseseeeeeaasssseaeeeeeeanssnreeeens 4
USING FMW ENTERPRISE AS A DATA SOURCE ......ccciiitiiuteeiieeeeeieiieeeeeeeeeeesaeeeeeeessesaseeeeeesseesssaesreesessssnnes 4
USING AN MS-EXCEL FILE OR A TEXT FILE AS A DATA SOURCE .....uvvviiiiiiiiiiiieeeeeeeeeeeieeeeeeeeeeeesaaeeeeeeeeeennnes 5
USING AN SQL VIEW AS A DATA SOURCE .....uceeiiiieiuiiesiieeniteenteensteesseessseessseessseesseesssessssesssseesssessssessssesssses 5

CREATING AND USING PROFILES 7
WHAT IS A PROFILE? ...ttt ettt ettt e e e e e ettt e e e e e e sataaeeeeeeeesanaaaaeeeeesssasaaseeeeesseananees 7
CREATING A NEW PROFILE ......cooiiutiiiiiieeeieiieteee e e e e eeeaaee e e e e e eesaaeeeeeeseesaaaeeeeeeseesssaaaseeeeesesasraseeesesssnssrareeeeas 7
OPENING AN EXISTING PROFILE .......uvveiiiiurieeiereeeeiiteeeeeeseeeeeiaseeeeesseeeesseeseensssesesseeeeenseeesenssseesensseesessreeeennes 9
CHANGING AN EXISTING PROFILE .....ccceiiiiiiiuiieieeeeeeieiiireeeeeeeeeeitseeeeeeeeesiisssseeeeseeasiasssseseseessesssseseseeessssnsees 10
ACCESSING THE SCHEDULES .....cceeeiiitttttieteeeeeeiitaeeeeeeeeeeeitreeeeeeeeestitsseeeeeseeasisssseaeseeeesssssseeeseeeessirsseeeseesennes 10

DEFINING THE FIR CELLS. 11
WHAT IS AFIR CELL ...ttt ettt e e e et e e e e e et a e e e e e e e eetaaaeeeeeeeeettaaeeeeeeeeetarreeeens 11
INPUTTING DATA DIRECTLY INTO A CELL ...uuvvvviiiieieiiiieeeeeeeeeeeisiaeeeeeeeeeesiaeeeeeeessessaneeeseeseessssnsesseessssnnsseesees 11
CROSS REFERENCING A CELL TO A DATA SOURCE ....uuvvvviiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeiaaeeeeeeseesaaaeeseeesseennnsaeeeas 11
MODIFYING DATA REFERENCES. .....uuvtiviiiiiieiiiiereeeeeeeeeseeeeeeeeeseeaaeeeeeeesseesssssessessseessassessesssssssssreseessesssnnnes 13
PN D) 0] 1N C B O A T b (0) N PN 15
AUDITING CELL OR SCHEDULE DEFINITIONS .....vvviiiiieiiiiiteeeeeeeeieiiieeeeeeesseesseeeeseessessissssssesssessmssssseessesssnnes 15
CARRY FORWARD OPERATIONS. ...ttt ettt ettt e ettt e et e e ettt e et e e e 17
COPYING FROM AN EXCEL WORKSHEET ...\ttt ettt et ettt et e et e ettt ettt e e 17
MERGING PROFILES. . ...ttt ittt e et e e ettt e e et e e et et e e ettt ettt e eeas 20

OUTPUTTING RESULTS 20
PRINTING FIR SCHEDULES ....oooiiiiiiiiiitiiiiee e e e eeeiiteee e e e e eeetreeeeeeeeeeeaaaeeeeeeeeesasssseeeeeeeestssseeeeeeeeensnsseeeeeeeeanaes 21
PRINTING REPORTS .......coiiiittiiiiiee oottt e ettt e e e e e ettt e e e e e e e e eataaeeeeeeeeeeataaeeeeeeeeeaassraeeeeeeennnees 21
OUTPUTTING THE FIR SCHEDULES AS AN EXCEL FILE ......cooiiiiiiiiiiieeeeeeeee e 22
OUTPUTTING A FILE FOR INPUT TO THE MMAH SYSTEM ......uutiiiiiiiiiiiiiieieiee ettt enaaaeee s 23

SUPPORT AND UPDATES 24




R A C| FMW FIR Application

SOFTWARE INC.
o

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.



R A C| FMW FIR Application

SOFTWARE INC.
o

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)

| @search GalFavorites (BHisoy |BN- S - 2 R D

GBack v = - (@ [0 | QSeach (Favaites (BHioy | B\ Sp - 5 @ R D

SOFTWARE INC.
@ . Addiess IE hitp:/ Avwn.racsoft.com/content/downloads/index. hitml
‘Industrial
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i @ mature, functional and highly flexible
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(password protected). Also available on CD.
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EMWEReriseV3 8000 e
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@ for Ontario Municipalities

-FIRv2000.01
-FIR weh pate (preferred deplovment method for EMA-FIR]

Fitlnstall exe
v 16MR seltinzinning

If you have not used FMW FIR previously you will need to do a one time download of Java |/ @

1 Weh Start. If you have done this siep previously proceed io siep 2. A_I—I@H FiHan..|| €]RAC So... _|@th e HOLDBEP GO 2D 23R
.

& Click here to download Tava Web Start.

b FEither Run the file from the download dialog or when download is completed,
douhble click on the downloaded file, to hegin installation, and follow basic
instructions

C. Proceedtostep2

2 Launch FI\I\T‘«‘ FIR‘
FIR Handbook (pdf format)

@ RAC Sofiware Inc. 2001-2002. This software is not shareware or freeware. Flease do not download unless
you have avalid license agreement with RAC Software Inc. or otherwise have heen granted permission to
download and use the software.
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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.

I

R AC| FMW-FIR Module S
SOFTWARE INC. ;

@ for Ontario Municipalities —
Ifynu]m.remtusedmIWFIRpmmuslyynum]lneedmd.naomhmedownlnadanm i
1. e Start. I you have e e Lo :

a  Clckheretod

b, Fither Run the
double click o1
ingtractions.

C. Proceedto ste

This application is requesting unrestricted access to your local

2 Launch FI\I‘\T\ F & machine and netwark.

Do wou wwant to install and run: AW FIR.
Signed and distributed by: RAC Development

FIR Handbo«

Warning: Failed to verify the authenticity of this cerificate. Mo asserions can be

@ RAC Soffware Inc. Z001-2002. This s«| Made ofthe origin or validity of the code.
you have a valid license agreement witl
download and use the sofiware.

Iti= highly recommended notto install and run this code.

| Start || Detalls || Exit |

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.

File Edit Reports Help

aBE ¥Xh e B

x|
RAC Software Inc.
\ (®) Open existing profile
+ ./' g () Create new profile
A
‘ g’

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).

|
(Data Source | Text Parameters |
[] Lise record definition below instead of standard
Class F;om Iy Name
os. | Pos.
Class Name General Ledoer
Key Segment 1 4] 4] Fund
Key Segment 2 8 10 Department
Key Segment 3 12 14 Activity
key Segment 4 16 149 Tag
Key Segment 5 0 0
Key Segment 1 Description 0 0
Key Segrrent 2 Description 0 0
Key Segment 3 Description 0 0
Key Segment 4 Description 21 50
Key Segment 5 Description 0 0
Amount 1 g2 65
Amaount 2 68 82
Amaount 3 84 ek}
Armount 4 100 114
Amount 5 116 130
Amount 6 132 146
Amount T 148 162 —
rmont 1Fid 17; Bd

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.



R A C/ FMW FIR Application

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

dit Profile 2

(8) FMW Enterprise

DSN |FMW on Laptop
User Name [fmw

Passwore d [

Version |VTD Actuals
Year | 2000 e

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.

2005 FINANCIAL INFORMATION RETURN

Welcome to the FIR2005!

To begin completing the FIR2005 using this M3 Excel spreadshest, simply follow the steps below:

Please select the Municipality you wish to complete: | Hanover T 4 H

Addington Highlands Tp P
Adelaide-Metcalfe Tp

djala-Tosorontio Ty

Admaston-Bromley Tp

hjax T

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.

10
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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.)

& Cell Definition |
! Direct Input ® Ranges
Class [ Rv T % | Al [ From | To [ Al [ From To -

Account Account
Operating Mo 10000 Yes

I>Ij

‘ Insert || Delete | ‘ pudit_|

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).

11
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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.

12
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&1 C:\My Documents\FIRVFIR_ fws\M

File Edit Reports Help
BB Xh A o

NREVENUE FUND EXPENDITURES ) ) 2000FIR
Schedule 40 {3006 : 25101 Cambridge €

e jear anded Dacember 1, 2000 MunCode  MAH Municipality

| -

Department

® Ranges

7010101 Members af Council
7010102 General Governiment - Administration |
940117010103 Corporate - Overhead

0230 | 7010104 Other

e | 7020105 Planning & Zoning

7020106 Commerical & Industrial
02017030201 Trafiic & Transp. Admin

osa) (7030210 Roads Operations

oags | 7030301 Winter Cantrol

943 171130303 Parking

0610 | 7030481 Street Lighting

30 | TOB0101 Fire

asze | 7060201 Pratective Inspection and Contral
V50 17070121 Parks

| From ‘ To | All | From To

Department  Department Accounts Accounts
7030210 orm ACH B

I

0633

oiz3 7070201 Home for the Aged - Admmin oK I Cancel

v |TO70221 Recreation Facilities —
0520 70704072 Likraries i 20,74 1011 TTEEL TEROET 058 1355, 195

0330 o RS TEEd 818,68 ST TaaETe s e |0 EER
[ | 9017070610 Cultural Services

a60 [FO70801 Recreation Programs
o399 | T0B03M0 Cemeteries

4]

26,720 EEEE] 0] 1820167 B394 | 265,797 | BAead60 | 1aaEle

1010 o
1020 OK ‘ Cancel EAT R L EL L
1130 i
040 Cemeteer, . o EEnE ! 1 1R 3z 45,85 76 o
1033 Pleaze specify : []
1039 Sibigial [ eessm | 0] Eeave] s [N TN T W] aves | Tieg0s | gl
L B R e &= =3

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).

13
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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.

™. Cell Definition: Row 0250 Corporate Management Col 0001

X

) Direct Input % Ranges Rangen.diusimentnmuum:|34n?.ﬂ |

Class Ry | % | Al | From | To | Al | From | To -

Fund Fund Department  Deparment
Generalledger ¥ .,  qy00 g G G Mo 121 121
[ +]
| Inzart | | Delete ALt
~Mote
r
| OK ” Cancel ‘

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.

14
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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.

-AMy Documents\FIRAFIR_fws\FIR 2001 Hlton Hills Excel fws
File | Edit | Reports  Help

~=1o ]

Schedule 22
Paste block
_ MUNICIPAL and SCHOOL BOARD TAXATION
Gy Insert section . o
Insert rows
Toggle PM sheets
99 LEVY INFORMATION
LTHT Taxes |  UTTames TOTAL i
] TOTAL 12,702,002 | 17,455,900 15,262,007 ¢ a3,450259 1 1. G
WO
RTC | Tax - - Pementof A2URHIES
Plopery Class Tax Rate Deccripion Tax Rt Tarable Assessmal DUCATION Taxes: TOTAL
RTQ | Band peny i Full Fite LT 5T ur EDUC TOTAL LT esT T
1 H ¥ 4 § 3 T & 9 m n 12 15 14 15 Lin}
LIST § LIST “* 5 OXERRERS | RO | IRRREKR | KRR 5 $ § 5
nz10 T " Commercial Full Decupied 1.4565 100% 152,009,301 1.56ATE2% DITTIIN 20650007 50063527 91,776 1,227,590 3,262,592 5,562,558
0228 oM " Commercial Geneml Only Mo Educ.) 1.4565 100% 1,762,000 1.56ATE2% DITTIIN 0.000000%% 1.301a52% 9,904 13,695 " 25637
02di cu L} Commercial Excess Land 1.d565 0% o, 555,630 05I50ET 4 0.5ddiin 1.445500% 2 33A55T 17,339 f2Xar 63,459 104652
0270 CX L} Commercial ‘wacant Land 1.d565 0% 3,006,255 05I50ET 4 0.5ddiin 1.445500% 2 33A55T 11,877 16,350 45,455 71,636
0510 GT i 0 iFaking Lot Full Dgupied 14565 1 100% SAS00 | NSRS | OTTHMN | ROGSI0D | D6di a8 307 i 1,346
0520 OT | 0 iOfice Building Full Dgupied 14565 1 100% Senal | NSGANEW | OTTMNW | 20GSODI% § Gd0GdE 1,85 2,558 574 11,130 [
0590 ou 0 Ofice Building Exioess Land 14565 ] 0% G000 | DABSORTSE | OSAANNY | 14dSS00% | 290d6TY 316 435 1,156 1,907 [

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.

£1c:\My Documents\FIR_NEWS\ROW. fws =e]
File Edit Reports Help
208 Xb o
Schedule 40 3100 | 5000 Perth Co
fortheyear ended December 3, 2000 Wi Gods™ R Wiy
Saates,
s | SO ot | TR b | LS g St oL
eroyer |14 AP B s US| Gt | st [Expendines
heriefts & &
T z 3 3 s [ 7 [ s k) "
3, 3, 3, $ 3 3, 3, 3, 3 3, 3,
Geners government
(|00 wembers o Gounat I o i
020 i | [} i i
D oo (e - o
o0 oter ﬂ:‘n
028 o
Protection s Il
on e O Direct Input ® Ranges |
0420 Police. 1
080 Conservati Class. [ R [ % [ a0 [ From | To [ A [ From To -
B B ROWTypelLoc ROW TypelLac ROW Object  ROW Object
 Pleages perations o o o
0435 P ROW Oy ti N 100.00 N 7010101 7010101 Ll 01001 01003
oan
Transportt
B0 Rosdways
R0 Wntercomt
o0 Tt
6y Farking
0 Svesti
00 it
038 Fieases
o609 ~
Rl K1 77777772 e
0810 Santary se ‘ D]
N = [ |
0830 wm,wnm‘ Insert Delete Audit }
00 sk cole
00 Wask i
| <[]\ Caver AT0 T IO
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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.

-\My Documents\FIR_NEW\RDW.fws
File Edit Reports Help

aEs Xna

=T

Schedule 40 3100 . 68000 Perth Co i
for e year ended December 31, 2000 Wi Gode AR " Waniepaity
Salaries, (]
el u;;tncgn':"gs [ ?ﬁ:::?;d Bxnal | it d:l:t"cgh:":s D E TS
emplovee | "7 mm’f] senioes | TSR ransers [p,i"cir:] Omn tnds | adjustments | Expendibres
benefits & &
1 2 3 4 5 [ 7 H 3 [0 11
§ § k] k] 3 3 3 3 3 3 %
General govemment .
) Wlerbers of Councl . . E 675 240 | BT5240
220 General gowemmert - | ]
0230 Corporate ¢ - ! -
0200 Other
1299 )
i P“;T:‘“"’ 7 Direct Input # Ranges
w2 Poice
e E%oq) Class [Re [ % | Al | From | Te | A | From | Te

0440 Protective i

e ROW Type/Loc ROW TypefLoc ROW Object  ROW Ohject
1498 5 |ROW Operations Mo 10000 No 7010101 010201 Mo 01001 0100
0499
Transportati @l Audit Report - Schedule 40 [
00 Roadways T e e |
020 iier cont Class |
030 Trst ROW Operations | 7010101 01001 552,346.00 i
0G40 Parking ROW Operations | 7010201 01001 322,384.00 o
O Total Row 0210 Col 0001 875,240.00 -
v banspor |
89 oy Schedule Total 875240.00 _|~|[ g
0689 . (] [ o]
0310 Sanftary se - Print...
i , TN | TR
W Waemaene | Wsert | | petete | | auan | -

0 st cole
Es0 Waste dsp
0360 Recycling OK | Cancel

[«[[» [\ Cover ATD o7z ez g o 7o om0 7 0 2 (o0 7 o2 700 T ]

<]
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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

ﬂc:\My Documents\FIR_NEWAROW . fws
File Edit Reports Help

a@B XDA e

5 for the year ended December 31, 2000 bun Code MAH  Municipality
Oum purposes
revenue
Revenue Fund Revenues 1
§
0299 Taxation - Oum purposes (5LC 26 9133 04 - 72 2993 07) For UT (SLC 28 0299 12-28 029008 . ... ... ... .. .. . 0

04499 Payments-indieu of taxation (SLC 26 9533 08) For UT (SLC 28 0233 08)

Ontario unconditional grants

DG10 Cummunﬂyreinveshnentflmd...........................................;

0595 Other (Please specify) :

0696 Cther (Please specify) B

0B4T Other (Please specify) 8900000 ~sGa0a0a000005 8005

[IIEH] Other (Pleasespecityy L A cecoooo

{I[3:k] Subtotal 0
Conditional grants e

0810 Ortario concifional grants (SL@®ESM001). . .. .. L 2T 1,000,000

0520 Canada condlional grants (SLCA238002) . . . . .0 27 0

0849 1,000,000

W Revenue from other municipalities (LCAZEH003) . .. [«

19 Userfees and servioe oharges (SLOT2991004). ... ..o [ 9]
Licences, permits, rents, ete.

140 Traller revenue and permits . . . . . e

1420 Loencesand permills . . . . . . L L

1430 Fents, concessions and franchises . .

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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# Ele Edt view Insert Format Iools Data window Help -l= 5||

DEHESRY [t mado- - [a&[= s 22l m8s) v -8

arial - B %,

A1 =
A [ 8 [ ¢ [ o T E [T F [ & [ H ] [0 T T L M [ N o [ 7

1 | Fercent I—
[ 2 | 1 A L E of Ta;
| 3 | A Merged R Q D Line Tax Full s
| 4 |MARS Il | Rev Area E A | ] RTC Tax Property | Property Ratio Rate me
| 8§ |Year Code D Code Marme A [n] T HK RTCQ Band Class Desc pl22xx05  pl22xx06 pl2
| B | 2000 14401 u] 2415 Halton Hill: 5 b 10 RT 0 Residentia Full occup 1 100 2.
[ 7 | 2000 14401 a 2415 Halton Hill: S b 27 |RD 0 Residentia Education 1 100, 2
| 8 | 2000 14401 u] 2415 Halton Hill: 5 b 31 R 0 Residentia Farmland ¢ 1 o0 1
[ 9 | 2000 14401 u} 2415 Halton Hill: S b 50 | WT 0 Multi-Resic Full occup 2.4439 100 39
| 10 2000 14401 [u] 2415 Halton Hill: S b 110|FT 0 Farmland Full occup 0.25 100 75
[ 11 ] 2000 14401 u} 2415 Halton Hill: S b 140|TT 0 Managed FFull occup 0.25 1000 1
|12 | 2000 14401 [a] 2415 Halton Hill: 5 b 210/CT 0 Commerci: Full occup 1.4565 100 1.4
[ 13 2000 14401 u} 2415 Halton Hill: S b 228 |CM 0 Cammerci: General ra 1.4565 1000 1
| 14 | 2000 14401 [a] 2415 Halton Hill: 5 b 240 CcU 0 Commerci:*acant uni 1.4565 70 4
[ 15 | 2000 14401 u} 2415 Halton Hill: S b 270|CX 0 Caommerci:%acant lan 1.4565 70| 3
| 16 | 2000 14401 [a] 2415 Halton Hill: 5 b 310 GT 0 Parking LaFull occup 1.4565 100
[ 17 | 2000 14401 u} 2415 Halton Hill: S b 320 DT 0 Office Buil Full occup 1.4565 100
| 15 | 2000 14401 [a] 2415 Halton Hill: 5 b 330 DU 0 Office Buili®acant uni 1.4565 70
[ 19| 2000 14401 u} 2415 Halton Hill: S b 340 ST 0 Shopping (Full occup 1.4565 100 31
| 20 | 2000 14401 [a] 2415 Halton Hill: 5 b 350 50U 0 Shopping tacant uni 1.4565 70
[ 21 ] 2000 14401 u} 2415 Halton Hill: 5 b 510|IT 0 Industrial  Full occup 2.3599 100 68
| 22| 2000 14401 [u] 2415 Halton Hill: 5 b 53111 0 Industrial | Farmland « 2.3599 15
[ 23 | 2000 14401 u} 2415 Halton Hill: 5 b 540 1LY 0 Industrial “acant uni 2.3599 B5| 2
| 24 | 2000 14401 [u] 2415 Halton Hill: 3 b 570 [ 0 Industrial “acant lan 2.3599 65 7
| 25 | 2000 14401 u] 2415 Halton Hill: 5 b 610 LT 0 Large Indu Full occup 2.5359 100 12
| 26 | 2000 14401 [u] 2415 Halton Hill: 3 b 710 PT 0 Pipelines Full occup 1.0617 100 &
27
EE
29|
Ez
[N =
3z -~
14 [ 4[> [pi]ysSCHZ2GPL / 1«1 | jj_l
”D;aw- [}G}|Agtﬂﬁhapes-\ W OO 4|&v£-

p— T T T e P T

Highlight the data block to be copied and click on copy.

X Microsoft Excel - SCH22GPLSDF200 xls

ﬁﬁ\le Edit Yiew Insert Format Tools Data Window Help

PEHERY [t 2ad|v-o- @@ = 83 0dH -2

Arial “Aa abl | [ = | ¥ ® |
L
4] o [ rR [ s [ 7 [ w [ v [ w [ x [ =
Percent Lowwer Upper Lowwver Upper il
of Taxable  Tier Tier Educ Total Tier Tier
Tax Full Assess  Tax Tax Tax Tax Munic Munic Educ
RTC

P R ) Y Y [ [ )
acwmﬂmu\hwmacwﬂ"‘m”‘“’-ﬂ|m|

(RIS [ (] (] (] [
=\ S b g o | o | | oa s

w
()
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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.

Schedule 22
MUNICIPAL and SCHOOL BOARD TAXATION
Municipality Halton Hills T
1. GENERAL PURPOSE LEVY INFORHATION
T L T T
e TOTAL " " 1 G
MO penyonss | Taxmmoesclm el o oo ey o o P SIS | R
e s . s i : , ; " " 2 " " s i
LIST © LisT. * 5 OXRRXKKW | ILXKKRKK% | WRRKKRK% | 0.XKKKKR% H 3 5 ¥
201 o {Haton Hile T
1o KT . 0 iResidential Full Decupied 10000 100% 0 " 0 "
; : ; b
b i b b
b , b "
b ; b ,
b , b ,
b i b b
b , b "
; ; ; b
; " ; "
; : ; b
b , b "
b i b b
b , b "
b ; b ,
b , b ,
[« [[+] CONTROL ADZ ACRECKATD AT2 A20 ) 22A A28 F22C F.220 F O35

Click on Edit and select Paste Block. The result is shown below.

File Edit Reports Help

a@s ¥XBA 0=

mt Schedule 22

A Code: 1a MUNICIPAL and SCHOOL BOARD TAXATION
Huni Halton Hills T r ended D

1. GENERAL PURPOSE LEVY INFORMATION

s s e | T o

E= TOTAL. o0 o0 o0 o0 o ST | o0 o0 o0 o0 o el #LuEl el #LuEl

LR e s B e = s e EmonTed oA

wer ey % 8 oo | oo | oo | woomos s s s s
an o it
wio Y e el Voo o T e | e | vees | omeon e Tomwt igm npees i
MUA G RTC: Tax |FResidendaifam i Fatlo © Fate imem Ftes Ftes Rites HUBLUE! WULUE! WUALUE! WUALUE!
mun v e eres nd T [ [T e T T Y e
ezt RO P 0 [ResidentaiFam E qucation oy 1000 ¢ 100% BEEQEI L QO0NMOY P NAONONNEE P DAIGON0E | 040N . L) a1ar a1
st Rl i o0 {ResitemalFam Fam, fauaiting Devel. -Ph | 10000 © 100% LU0 | OISR P NIIETONS | MIGAS00 [ 0.METE2Z% Latn 1,941 LE0m 4358
e Lol o Bt | o om |ozsen v o Touees e i . i
) e e T | womw | oas vz Lusos i i e e i
e Cui cerat ) S o oz usn e ot e e T
e Ca T i oy L i | s | o s s E e e
e U e iy Ve [yt o o e i frin e T
o B ety e T | | oA L e o - i
wo T e e g Ve T e e | A St T e s
P T Ve [y [y i i o m - fh i
w0 T g IR T T e T T I i
w T o oyt 2 | I AT i o fr I
| «[| »[% CONTROL AD2 A CHECKATO AT2 A0 AZ2A A Z28 AZ2C A200 A24A 4 [«
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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.

File| Edit Reports Help

Edit profile... |v<i e 1nne 2]

Open profile...

Merge profile... Schedule 10
Save profile REVENUE FUND RECEIPTS

Save profile as... for the year ended December 05

Save as Excel... wn Purposes Reuenue
Print setup...
Print current... SLC 26 9199 04 - 72 2858 07) For UT [SLC 28 0294 12 - 28 02949 05)
Print all... on [SLC 26 9599 08) For LT [SLC 25 0299 0F)

1
5

Create file for MMAH...  |Ms
hip Fund (OMPPY . _ © © © © oo S7d, 00
Exit DMPE. . o
5as  Other
oese  Other
s Cther
6as  Other
0633

Conditional Grants

asto Ontato condiional grants (SLCA299100°) . . . . . L L L L L ] o792
viz0  Canada condfional grants [SLC12991002) . . . . . ... .o 4000
nzaa Suhtatal 0o

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.

A Open

Look in: |IjFIR '| @ @ @ -

D FIR Tax Schedules 20048 fvs

File name: |FIR’ Tax Schedules 2005 fivs | | Open
Files of type: | FMWW SS Profile (.fws) - | | cancel ‘

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.

L Marge

Scheaules |

000 COMTROL
001 02
01010
01212
020 20
224 228
220 22C
22D 22D
244 248
24D 24D
264 264
268 268
D40 40
D42 42
050 50
05252
060 60
o7o 7o
728 728
728728

[ox [ _conco
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Outputting Results

Printing FIR Schedules

You can print a schedule in several ways:

e Click on the print button in the tool bar.
e 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.

y Documents\FIR_NEW\Mur w =10l
ile Edit Reports Help

GBE e [E

REVENUE FUND EXPENDITURES ’ 2000FIR. =
Schedule 40 i 3006 25101 Cambridge C ;
frihe year ended Desember 51, 2000 Wi oz WAH . Munpaity
x|
021040001 Municipal Accounti 7010101 Members of Council 01001 Salaries - Permanent Full Time 201,776.00 2
0210 0001 Municipal Accounti 7010101 Members of Council 03002 Benefits - Health 12,887.00
0210 /0001 Municipal Accounti 7010101 Members of Council 03012 Benefits - Cther 5,875.00
Total Row 0210 C¢ 220,638.00
cemaiaousrament | 1210 /0003 | Municipal Accounti 7010101 Members of Council | 08001 Office Supplies - Ofice Supplies 19,876.00
20 embers of Council 0210 /0003 |Municipal Accounti 7010101 Members of Council |08002 Office Supplies - Duplicating Su 11,876.00
i et 99 0210 /0003 | Municipal Accounti 7010101 Members of Council | 07011 Materials & Supnlies - Other 5,001.00
égw Ofher. .. ........ 0210 0003 Muonicipal Accounti 7010101 Members of Council 07016 Materials & Supplies - Materials 9,876.00
L ctonsmie 0210 0003 Municipal Accounti 7010101 Members of Cauncil | 08006 Maintenance & Repairs - Equipt 3,088.00
::;: :”“ Tatal Row 0210 C¢ 49,727.00
win  Comsamanamay . 0210 0010 |INPUT (270,366.00)
e Gl DO e Tatal Row 0210 C¢ {270,365.00)
B SNt IERES . e " i
wdsé i Please specty 0220 0001 Municipal Accounti 7010102 General Gavernment- 01001 Salaries - Permanent Full Time 3,898,754.00
I "a"mnnmws‘;’“ 0220|0001 Municipal Accounti 7010102 General Government- 03002 Benefits - Health 101,765.00
W5 Foaduays 0220 0001 Municipal Accounti 7010102 General Government- 03012 Benefits - Other 10,876.00
(D M fTuThooaos Total Row 0220 Cc 4,111,395.00
s Paking. 0220|0003 Municipal Accounti| 7010102 General Government- 08001 Office Supplies - Office Supplies 176,543.00
B e 02300003 | Municipal Accounti 7010102 General Government- 06002 Office Supplies - Duplicating Su 21,766.00
s i Please speciy, itk 0220 0003 Municipal Accounti 7010102 General Government- 07011 Materials & Supplies - Other 3,867.00 L
s %0220 0003 Municipal Accounti 7010102 General Government- 07016 Materials & Supplies - Materials 33,654.00 ) |
wio  sanaw sewwr st | o | | [v]
w2 Som severststm =
s ests disposal
[ G s I 3 L I u : I T
wss | Please Specy H i i I i i i
e Sibiokal [2er [ vEan | e[ wem | twes | o[ Tomigrs | e | zeerr| gasiae | woriws |
o S ... [N
0 Hospieis SRS S
1050 . - g
00 Cametes B L BT
f0s | Plezse SHRCHY . ..i i =i
1033 it [_ergew O T O [ =l
A [[ o] Cowver ATDATZ A0 AZD A2A A AZEE A A 40 A 42 ASDASZ ABD 4B v
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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.

&1 c:\My Documents\FIR_NEW' pal fw =10l

File Edit Reports Help

GBE e [E

REVENUE FUND EXPENDITURES . 2000FIR. -
Schedule 40 13006 25101 Cambridge C ;
P ——— i s gy

§ A, | e [ LTI e Lo i,

@lData - Schedule Cross Reference 5||
Class 72 74 [ 80 82 [ 84 [Unused[«]|
FIR 40 REVENUE FUNC 0410 0003 B

FIR 40 REVENUE FUNC 0610 oot

General Ledge 20100 Mayor & Coul 2001 Salaries - Full time 100.0%
General Ledge 20100 Mayor & Coul 2050 Benefits 100.0%
General Ledge 20100 Mayor & Coul 2181 Consulting Fees 100.0%
General Ledge 20100 Mayor & Coul 2182 Legal Fees 100.0%
S| General Ledge 20100 Mayar & Cour 2290 Mileage 100.0%
General Ledge 20100 Mayor & Coul 2291 Car Allowance 100.0%
General Ledge 20100 Mayor & Cour 2292 Meals 100.0%
General Ledge 20100 Mayor & Coul 2701 Lease agreements 100.0%

! General Ledge 20100 Mayor & Coul 3200 Supplies 100.0%
st ":;':m’:”"“ General Ledge 20100 Mayor & Coul 3999 Miscellaneous 100.0%
wien  mercomnl. . |General Ledge 21100 CAD Adminis 2001 Salaries - Fulltime 100.0%
e Tami General Ledge 21100 CAO Adminis 2050 Benefits 100.0%

General Ledge 21100 CAO Adminis 2182 Legal Fees 100.0%
General Ledye 21100 CAD AdMInis 7250 Mileage — 100.0%
General Ledge 21100 CAO Adminis 2332 Communications - Materials & Suj 100.0%
General Ledge 21100 CAO Adminiz 2350 ConfarencefSeminar 100.0%
General Ledge 21100 CAQ Adminis 2701 Lease agreements 100.0%
General Ledge 21100 CAD Adminis 2872 Office Stationery & Supplies 100.0% Z

= FEIENg —

v
S

L T S R
i

Siibioka [ vsgsew V] ] b [ I 7]

0 ATZ A0 A22 A28 A6 A BB AZE 440 A2 ASDASD ABD A | <[ >

84 Calculating ranges...

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:

™ Microsoft Excel

File Edit Wiew Insert Format Tools Data Window Help |
DdEhy|[imesd|o- - (a®l= el m@sl -
RN EEEEE :

|
A-l|ealria|r ¢ | =B 2B E ¢ |8

The workbook you are opening contains macros.,
Some macros may conkain viruses that could be harmful to your computer,

If wou are sure this workbaok is From a trusted source, click
‘Enable Macros', If you are not sure and want ko prevent

any macras from running, dlick 'Disable Macras', Tell Me Mare

W always ask before opening workbooks with macros

" Disable Macros 4 Enable Macros Do Mot Gpen

Rearly 1 ] S ] 7= ] — —
s | E A DX W =R 7| Zabos. | i | BYFRTe | R | ] ginst. | Ecded. [[3gMicr. [RGB GEHRHM 1m5am

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
FIO5XXXX.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

24



