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Introduction:
VIMS (Vocational Institute Management Software) is a software tool to assist in the functional and
financial management of an institute or school. As an integrated system, it represents all the mayor
functions and their interactions, which might be difficult to grasp for somebody not familiar with
such an environment.
This guide was developed to overcome this difficulty by introducing and explaining the VIMS-Concept
step-by-step while also referencing the appropriate forms or reports. A Vocational Institute can be
described by the following 7 dimensions:
-

Fixed Assets (“Things” that are needed to perform the tasks in a Vocational School)
People (they use the assets to perform their work)
Functions (People have different functions that specify what they do)
Courses (The “products” you offer)
Activities (Each function has a set of standard activities it has to perform)
Time (All activities must be done at points in time)
Money (A special set of assets that represents the value of “things” and also measures
the cost and the result of activities over time)

These dimensions are not independent from each other, but closely interlinked. Being aware of these
7 dimensions is essential to grasp the concept behind VIMS.
This document is intended as an introduction only. More detailed information can be found in the
VIMS User Guide.
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Fixed Assets:
Let us assume you want to establish your own Vocational Institute. What kind of “things” will you
need?
1. First, you need some plot of land as the place, where your Institute shall be.
2. Next, you will need one or more buildings to house yourself and your students
3. Next, you will need some teaching equipment for the students so they can learn their
use. Examples: Sewing machines, Hair dryers, an oven, a pan, etc.
4. Next, you will need some school furniture to store the teaching equipment
5. Next, you will need some office equipment to document what you are doing. Examples:
Computer, printer, copier, etc.
6. Next, you will need some office furniture to place your office equipment and store your
office files
7. Next, you might need some kind of vehicle to visit your students, your partners. Example:
Bicycle, motor bike, car, etc.
8. Next, you might need some tools to do some repairs in your school. Examples: A ladder,
wheelbarrow, shovel, broom, hammer, etc.
This will cost money up-front to have all these items ready. So, you shall need money to purchase all
these things. You can of course start with renting a place where you establish your school. Then, the
purchase price for assets 1) and 2) is replaced by a monthly fee (rent) you have to pay to the owner
of the land and building. But let’s assume for the moment, you do not want to rent. What will be the
next step?

Inventory:
You must make a list of all the items you need to start the institute. The items on this list are called
“Fixed Assets”. This list not only shall have the item’s name and the number of times you need this
item in it, but also the time when you buy it and the price you have to pay to get it. Why?
Because all things on earth (apart from the land!) only are useful for a certain amount of time. So,
the value of an asset decreases over time. This is called “depreciation”. Therefore, you must order
your assets into groups that have similar life times. Vehicles, such as bicycles or motor bikes might
have a useful life of 7 years, a house might have a useful life of 30 years, a computer might have a
useful life of 5 years, tools might have a useful life of 3 years, land will last forever.
For any time after the purchase of an item, you therefore will have the original purchase price AND a
lower theoretical actual value called “book value” which represents the reduction in value due to
ageing. Usually, this reduction is calculated as a %. Example: If the useful life is 5 years, the purchase
price will be reduced by 1/5 = 20% one year later.
Given your list of assets you already established, it makes sense to group your items into these 8
categories. This is also what was done with the inventory in the form of EXCEL, that is the basis of
VIMS:
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Figure 1 VIMS Inventory: Cover sheet

This is the cover sheet where the results of the 8 categories are summarized. As example for all the
other categories, the sheet “School furniture” is shown next:

Figure 2 Inventory: Category School furniture
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The blue text for the items in the description field is a symbol that this text can be linked with a
picture of the item which will be displayed (if it exists) when clicking on the name.
Inventories usually are done at the end of a calendar year (which is the standard business year in
VIMS). Starting with last year’s inventory sheet, on the cover sheet the new end date of the current
year must be entered as the date when your new inventory took place, new items that were added
during the year must be entered. For, lost or broken items the quantity number must be reduced
accordingly (do not delete an item!).
When all 8 categories are controlled, the EXCEL sheet shall be stored UNDER A NEW NAME! that
reflects the new year.
Re-open the sheet and the sheet of the year before. Then, in the cover sheet for the current year
enter last year’s accumulated data into the marked field so the program calculates the correct
depreciation for the current year for each category:

Figure 3 Inventory: Calculating this year's depreciation of fixed assets
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VIMS accounts:
In VIMS, the 8 categories of Fixed Assets are represented in the form of 8 accounts. There is an
additional account in VIMS named “Financial assets” that can hold information of possible long-term
bonds or certificates your institute owns (e.g. from a SACCO).

Figure 4 VIMS list of accounts

The account for “Office furniture” is shown as an example:

Figure 5 VIMS Account "Office furniture"

The “FOUNDING BALANCE” represents the value of all existing Office furniture on Jan. 1st. All the
other entries describe purchases of additional items within the year which must of course also be
entered (manually!) in the EXCEL sheet (see Fig. 2; Attention, the numbers shown here are examples
only as they do not match!)
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People:
A Vocational Institute brings together quite a number of different groups of people. These are:
-

Students
Employees
Industry Partners
Donors

These are groups that are in direct contact with the institute. Other groups such as government
officials, health care, security, religion leaders also can be involved but are not considered in VIMS as
they do offer guidelines or constraints.

Students:
Students are the “customers” of the institute that come and “purchase” its “products” which are its
courses. Students therefore will have a different “status” over time, starting with a “candidate” who
just enquires about the institute and its offerings, becoming “accepted” or “not accepted” when
he/she expresses interest to join the institute. If “accepted”, the student will be set “active” when he
actually comes when his/her course starts, or else is labelled a “no-show”.
An “active” student will become an ex-student when he finishes his/her course successfully (Status
“graduate”) or else is a “drop-out”, “fails” or is “expelled”.
The Master form of a student in VIMS can hold the following information:

Figure 6 VIMS Student Master form

Instead of the graphic, a picture of the person can be displayed.
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Employees:
Employees can be grouped by what function they perform within the institute (See “Function”).
Mainly there are teacher/instructors and others.
The Master form for an employee in VIMS holds the following information:

Figure 7 VIMS Master form employee

Instead of the graphic, a picture of the person can be displayed.

Industry Partner
Industry partner are local companies that accept students from the institute for practical trainings.
The Master form for an Industry partner in VIMS holds the following information:

Figure 8 VIMS Master form Industry partner
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Donors:
In VIMS, Donors are named “Bursary Partners” as their donation often is aimed to pay for a (group
of) student’s school fee (bursary).
The Master form in VIMS for Bursary Partners holds the following information:

Figure 9 VIMS Master form Bursary Partner

Functions:
Employees in VIMS are assigned different functions (and salaries). The functions can be defined once
but should be kept afterwards. A possible list of functions looks like this:

Figure 10 VIMS List of functions
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Each employee must be linked to one of these functions together with the agreed salary:

Figure 11 VIMS Linking employees to functions/salaries

Several functions are considered the main users of VIMS. These are
-

The director or principal
The Registrar
The Accountant
Any Teacher

For these, the start menu of VIMS was already structured to give them direct access to “their” set of
functions:

Figure 12 VIMS Start menu
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Courses:
Courses are the “products” the institute offers to its students. With the school year divided into
terms or semesters, courses are offered within the time window of a term or semester. Courses also
can span multiple terms or semesters. VIMS names these “Multi class” courses as their duration is
more than 1 term/semester (which then is counted as a “class”)
A basic principle of VIMS is that ONE student can only be assigned to ONE course! The current
version of VIMS does NOT allow a student to be assigned to – for example – “Tour guiding” AND
“Tailoring” at the same time!
Courses also have a course fee assigned for each term they cover. That course fee will be charged to
the student who chooses that course.
The Master form in VIMS for Courses holds the following information:

Figure 13 VIMS Master form for courses
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Modules:
Courses can be associated with a sub-structure named “Modules”. Modules also can have a Module
fee assigned that will be added to the course fee. A typical example would be a practical training, a
special course that is offered by a “Specialty teacher”, or an external final exam, whose cost was not
included in the course fee. Therefore, a module can also be associated with a teacher, and an
Industry partner who offers the practical training but charges for it.
The Master form in VIMS for Modules holds the following information:

Figure 14 VIMS Master form Module

The linkage is done like this:

Figure 15 VIMS Linking Modules to Courses

Similar forms link courses to course teachers etc.
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Activities:
The possible activities for the main users of VIMS are grouped as follows:

Director:

Figure 16 VIMS Activities for Director

The Director/Principal has access to all employees (current and former), the special groups of
teachers (course teachers assigned to a course and specialty teachers assigned to a module). He/she
can access all courses and modules, the current industry partners and how they are assigned to
Modules, the current (active) students and a list of students in their courses. Also, all bursary
partners (current and former) as well as a report on students receiving bursaries. The Director also
has access to the institute’s balance sheet (incl. P&L), all reports and the accounts of all Institute’s
bank accounts (accurate only when the account data was entered in VIMS!)

Registrar:

Figure 17 VIMS Activities for Registrar
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The Registrar is responsible to cover the acceptance process of new students, and to manage their
release process (“drop out”, “failed”, “graduate”, “expelled”). He/she also must maintain a current
list of all courses and their associated modules including the course and module fees, cover the
acceptance and release of employees and associate them with their correct function and salary in a
timely manner as well as the association of active course teachers to courses and specialty teachers
to modules. Please note, that only courses that have an active course teacher associated can be
offered to students!
The Registrar also must maintain an accurate list of all Industry partners as well as manage their
association with the institute’s students and modules. He also keeps track of all Bursary Partners and
is responsible to link any students receiving bursaries to them.
At the end of a term/semester, the registrar is responsible to trigger the move of students who are in
multi-class courses to their next class in the coming term/semester.

Accountant:

Figure 18 VIMS Activities for Accountant or Bursar

The Accountant or Bursar is responsible for all activities related to money, including all payments and
the management of the institutes bank and cash account(s). He is responsible to set salaries due and
pay out the salaries including NSSF and PAYE (Remember, the salaries in VIMS are the TOTAL salaries
which include the institute’s part of NSSF!), set other (personal) fees for students due (e.g.
accommodation, final exams etc. as long as these are not included in the course fee or module fee),
pay for all Operating supplies, Operating expenses, Subscriptions and Dues and Charges.
The Accountant must closely watch the institute’s cash flow to ensure that there is enough money on
hand to cover the costs. He must watch and act on the Accounts receivable, especially the
outstanding tuition fees! Deviations of actual cash balance and book cash balance for the institute’s
cash – and bank accounts must be discovered and documented asap!
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The accountant also is responsible to do the yearly inventory and calculate and document
depreciations.

Teacher:

Figure 19 VIMS Activities for Course teachers

The Course teachers are responsible for the successful completion of their student’s courses. They
also are the front-end persons to remind their students for any outstanding fees. For their assistance,
the weekly attendance list will show for every course the assigned students and their outstanding
fees, where attending students shall be ticked off daily at the start of tuition to document their
attendance and to grasp any potential drop-outs as early as possible.

Figure 20 VIMS Weekly attendance list
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Time:
For VIMS, the business year is the calendar year. It is structured in Terms (usually 3) or semesters
(usually 2) where the active schooling takes place. These segments are established by entering their
start- and end-dates into the following table (Registrar):

Figure 21 VIMS Defining Terms

All students pro forma have a start date equal to the term start date and an end date equal to the
term end date, even if they come later in the term or their course starts later. When they graduate
(or fail) the end date of the current term will be their official exit date. (The date when this was
entered is also stored but not shown). If the results of final tests are outstanding for a long time, it
can well be, that the student receives an exit date in VIMS which is the end date of the next term, not
the one where the test was made.
It should be avoided to wait long when data entry is needed. VIMS will take today’s date if nothing
else is entered which can lead to problems. At least, use the appropriate date when entering data.

Trigger dates
VIMS is time driven. There are several dates called “Trigger dates” where specific actions by the
Registrar or the Accountant is required. The system will come up with an appropriate message on
start-up.
The end date of a term is a trigger where the system asks the Registrar whether to advance all
students in Multi class courses.
Another trigger date is each 28th of a month, where the accountant is asked to check the list of active
employees in order to set their salaries due.
Another trigger date is the 1st of December where the system reminds the Accountant of the
upcoming year end to ready all accounts for the year closure. After Jan.1st the Accountant is
reminded to close the last business year.
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Money:
As everywhere, money plays a big part also in a Vocational Institute as it “measures” assets but also
activities and services. Therefore, all assets but also all activities can be related to money.
Example Assets:
-

The purchase price and the book value of the fixed assets
The purchase price of operating supplies (e.g. water, internet, electricity…)
The purchase price of operating expenses (e.g. Office expenses, Advertising, Travel,..)
The amount of money in your bank account
The amount of money in your cash box

Example activities:
-

Teaching: The salaries of the teachers and other staff
Teaching: The course fees and other school fees

Example services:
-

Rents to be paid
Accommodation fees
Insurance fees
Taxes
Bank charges

Managing the money flow is the responsibility of the accountant/bursar. The critical points here are
the Institute’s bank account(s) and the Institute’s Cash book, as these are the only places how money
can come in or can flow out of the system. (Similar to a water tank where the water level inside is
defined by the amount of water going in and the amount of water running out in a given amount of
time).
During the business year, another key aspect the accountant needs to watch is the amount of money
that is owed to the institute (= Accounts receivable and especially Tuition fees outstanding). The task
is to turn all outstanding fees into “real” money in the bank as quickly as possible. (Because
outstanding fees won’t pay your salaries!)
The value (money) the assets represent at a given point in time (e.g. Jan. 1st) must have come from
somewhere. This place is called “Liabilities”. There are only 2 sources feeding the Liabilities: The
owner of the institute or somebody external.
The part, the owner brought to the table is called “Equity”, the part from some external source is
either a “Credit” from someone or a debt to someone (e.g. the employees in the case of salaries
outstanding).
Total Liabilities is the sum of Owner’s part and all external parts and it must be equal to the Total
Assets which belong to the institute.
Assets and Liabilities together form the “Balance Sheet”. Here is an example of a balance sheet as of
Jan 1st:
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Figure 22 VIMS Balance sheet as of Jan 1st

Because no business was done on Jan 1st, there was no revenue and also no expenses yet. Therefore,
the Profit&Loss still is 0
The year progresses, revenue is made and expenses must be paid. This is documented in the revenue
– and expense accounts which together form the “Profit & Loss Statement”. As long as Revenue is
bigger than Expenses, you make a profit. If it is less, you make a loss.
Let us see, how the Balance Sheet and the P&L statement looks like for Oct.30 in our example. Here
is the VIMS Balance Sheet and P&L statement for this point in time:

Figure 23 VIMS Balance Sheet and P&L as of Oct. 30

You can see, that the total Assets (and Liabilities) have grown to 646,519,100 because Fixed Assets
grew, money now is in the bank and students owe the institute 63,817,000.
On the Liability side, this growth stems from a debt (Outstanding salaries) and a profit of 117,582,100
How this profit comes about is detailed in the P&L statement on the right.
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Another indicator to watch is the “Cash flow” which is just the amount of “real” money coming into
the bank- and cash account(s) minus the amount that went out from these accounts. In contrast to
any Accounts receivable / Tuition fee outstanding, where you never can be sure, how much of it you
eventually will get, the “Cash flow” is real money you can use as long as it is positive!
The method how data is filled into the accounts of the P&L or the Balance sheet is called a
“Transaction”, which must be performed by the Accountant. The principle is simple: You have 2
accounts: One, where money comes from and one where this money flows in. That’s it.
VIMS already has packaged a number of these transactions in groups according to typical usage:

Figure 24 VIMS Possible Business Transactions

A typical transaction looks like this:

Figure 25 VIMS Buy Operating Supplies
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Each transaction will get a unique number (Journal ID) when stored in the internal journal file (“Add
to Journal”). When the transaction is committed (“Journal Uncommitted” shows all transactions that
still must be committed), the data will be distributed into the accounts.
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