
Welcome to the Webinar.  The session will begin shortly.
Please ensure that you also have an audio connection either through a headset and microphone 

attached to your computer or by telephone to the published number.
You will join the session muted but there is a chat facility available where you can type questions.

This session will be recorded and shared with colleagues after the session. By attending you agree 
and accept you may be captured in the recording.
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Welcome

Feel free to ask 
questions throughout 

either in the chat or put 
your hand up.

We will share these 
slides and the recording 
after the session.  They 

are designed to also give 
guidance

There will be time to ask 
questions at the end of 

the session.













Click to highlight the file and 
this will activate the Import & 
Reconcile button



Journal Rows are for items such as Apprentice Levy, Childcare Vouchers, SSO Rent etc

Salary Rows are the items attached to staff e.g. Basic, NI, Superannuation, Allowances etc



Take a CSV copy at this point.  This will help us to understand what is going into suspense at your school 
and assist us with sorting out queries



Other Payments • Bromcom currently is only set up to accept 
one ‘additional’ code

• In mapping we have chosen to use SSP/SMP 
as the additional code

• Therefore any payments for staff against 
the xxx11 Allowances or xxx13 Overtime, will 
currently go into suspense

• Bromcom are working on a development 
that will enable up to map all 3 ‘additional’  
ledger codes

• This development is scheduled to take place 
approximately late June

• Until this is in place, any items for 
Allowances and Overtime will have to 
remain in Suspense



Demo
- File Import 





IMPORTANT

• Processing Journal Lines creates Journals that 
have to be posted

• Clicking Reprocess after adding each cost 
centre to each journal will create a journal for 
each line

• Adding the Cost Centres to each line and then 
Reprocessing will create one journal to post 

THE JOURNALS FOR THESE LINES ARE NOT 
POSTED AUTOMATICALLY





Highlight the unposted Central journal(s) and select Post



Demo
-Journal Lines 



Salary Lines in Suspense 
If there is no Name showing, 
this is the equivalent of ‘Payroll 
Number not Found’ – go to the 
persons Staff Record, into their 
contract and under Payroll 
Information add the number in
NOTE: In Bromcom this is called 
the Contract Number



Salary Lines in Suspense 

If Base Pay Structure is blank, 
this is the equivalent of ‘Ledger 
not Mapped’ 

Please raise a ticket and we will 
investigate and resolve.  It will 
help us if you can provide the 
Name and the position they 
hold in your school



Salary Lines in Suspense - Contra 

If you have contra items –
Highlight both lines and click 

Deleted items still show by changing the status to deleted







https://docs.bromcom.com/knowledge-base/automatic-
reconciliation-status-report/

Reports > Finance > Automatic Reconciliation Status

https://docs.bromcom.com/knowledge-base/automatic-reconciliation-status-report/


Demo
-Salary Lines



Chart of Account Checking

Click on Journal Browser



Chart of Account Checking

Filter to show 
Staffing

Check the column on the far right ‘Note’ .  This will show any 
errors.  Please log this as a ticket for us to investigate and 
include a screen shot



Salary Commitment Actuals

Check if actuals match projections

Note:
Bromcom does not automatically clear commitments if 
salary actual is below the projected amount



Salary Commitment Actuals



Salary Commitment Actuals

You can compare 
the projected Basic, 
NI and 
Superannuation 
with the actuals



Salary Commitment Actuals
Basic £ 768.10 over commitment
NI £243.00 over commitment
Super £ 39.56 under commitment

768.10
243.00 +

1,011.10

1,011.10
39.56-

971.54Superannuation 
underpayment 
shows in 
commitment

Over Over less under



Clear Commitments



Clear Commitments



Clear Commitments

Select items 
to be cleared

Click ‘Clear 
Commitments’ 
THEN ‘Save’



Reinstate Commitments

Select items 
to be 
reinstated

Click ‘Reinstate 
Commitments’ 
THEN ‘Save’

Select ‘With Zero 
Commitment’



Demo
-Chart of Account
-Salary Actuals
-Clear Commitments







Dates for your Diary - Webinars
Session When Notes

End of Key Stage in Bromcom Monday 19th June – 10am-12noon How to do the Key Stage return in Bromcom.

Bromcom Finance Drop In Session Tuesday 20th June – 1.30pm – 3pm
An opportunity for you to drop in an ask any finance 

related questions you may have.

Bromcom Permissions Friday 23rd June – 10am – 11.30am
This session covers how to setup permissions in 

Bromcom.

End Of Year Webinar Monday 26th June – 1.30pm – 2.30pm How to complete your end of year in Bromcom.

MyChildAtSchool New Features Tuesday 27th June – 2pm – 3pm
Bromcom are making some changes to MCAS, this 

session covers those changes.

Bromcom Attendance Tips and Tricks Wednesday 28th June – 10am – 11.30am
Covers some helpful ticks and tips in using Bromcom 

Attendance.

Bromcom Safeguarding Thursday 29th June – 11am – 12noon A demo of the Safeguarding functions in Bromcom.

Bromcom MCAS Wraparound Thursday 6th July – 10am – 11am
Covers the best practice for setting up wraparound 

clubs in MCAS.






