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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.



Introductions 

& 

Welcome

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.

All screenshots used in this presentation are from a fictitious school with fictitious data



AIMS

 Go through the year end tasks as 
well as how to do the year end 
close on the system

 Quick look at Consistent Financial 
Reporting

 Not be looking aspects of year 
end pertinent to Finance Team

 To be able to be confident about 
what you need to do to prepare 
for year end



Documentation

Bromcom Guidance

 https://docs.bromcom.com/knowledge-

base/bromcom-finance-end-of-year/

Checklist

➢ https://www.coventry.gov.uk/downloads/downl

oad/7501/bromcom

Slides and Recording

 https://www.schoolsict.digital/bromcom/

https://docs.bromcom.com/knowledge-base/bromcom-finance-end-of-year/
https://docs.bromcom.com/knowledge-base/bromcom-finance-end-of-year/
https://www.coventry.gov.uk/downloads/download/7501/bromcom
https://www.coventry.gov.uk/downloads/download/7501/bromcom
https://www.schoolsict.digital/bromcom/


Preparing for Year End

When completing your year-end tasks please ensure that no one else is using 

the Finance Module

 Before the Preliminary Close button is activated you will need to have carried 

out the following processes:

❖ The next Financial Year will need to have been added to the system (your SFO has 

done this)

❖ Click the Open Year button to start the new Financial Year. Unless the New Year is 

open you will not be able to close the previous year or perform certain procedure 

in the new year



STAGES TO YEAR END

There are two types of end of year 

closedown: Preliminary and Final. 

➢Preliminary Closedown – Any 

number of Preliminary closedowns 

can be done

➢Final Close - Only one Final 

closedown can be done



Preparing
 Prior to Year End, there are several 

areas that should be checked:

 Purchase Orders and Commitments

 Invoices (Accounts Payable)

 Bank Reconciliation

 Petty Cash Journals

 Non-Invoiced Income

 Automatic Reconciliation

 Journal Browser



Systems Check Reports
Reports > Finance > System Checks

Year End Checklist Document available 

https://www.coventry.gov.uk/downloads/download/7501

/bromcom 

https://www.coventry.gov.uk/downloads/download/7501/bromcom
https://www.coventry.gov.uk/downloads/download/7501/bromcom


System Checks
Reports > Finance > System Checks



System Checks
Transaction Type Status on Report Action Before Year End

Order Not authorised Delete or authorise

AP invoice Not fully authorised Cancel or authorise

AP invoice On hold
Change status or cancel 

commitment.

Credit notes Not authorised Cancel or authorise.

Non-invoiced income Created Delete or post

AR (invoiced income) Created or authorised Authorise and print, print or cancel

Petty cash Unposted Delete or post

All journals Unposted Delete or post

Suspense Outstanding Unreconciled salary Clear unreconciled items

Salary Commitments
Salary commitment must be cleared 

before FINAL close can take place
Clear salary commitments



Accounts Payable

Orders & 
Commitments

orders must be authorised and 
printed, or cancelled if no 

longer required

Stop raising orders

Review existing orders



Accounts Payable

Outstanding 
Orders

• Is the delivery still expected?

•Can the Commitment be cleared?

•Chase the supplier if the goods 
are still due



Accounts Payable

Outstanding 
Orders

• Have the goods been delivered on the 
system?

o Finance > Accounts Payable > Purchase 
Orders

o Deliveries Not Invoiced – check lines of 
orders for commitment. Trying to create 
a report for you to be able to download 
from repository



Show outstanding orders for 

all Suppliers

 Finance > Accounts Payable > Purchase Orders

View onscreen or use Grid to export



Outstanding orders for all 

Suppliers

 Finance > Accounts Payable > Purchase Orders

Deal with 
Unauthorised 

Orders

Authorise 
(and Print)

Delete



Purchasing Card Orders

Add an order for items 
already known –
authorise and print this 
(adds commitment in).  
These items can also be 
delivered.

1
Any additional items 
purchased before the 
next statement need to 
be added to a new 
order in the new year 
(24/25)

2
When the statement is 
received, add it as two 
invoices across the two 
orders and process as 
usual

3



Accounts Payable

Cancelling 
an Order

• Where a complete 
order needs 
cancelling – nothing 
is delivered or 
invoiced

 Finance > Accounts Payable > Purchase Orders



Accounts Payable

Clear 
Commitments

• Clear 
commitment on 
a single line

NOTE: If an item has been delivered, you cannot clear the commitment until the 

delivery note has been adjusted to reflect that it has not actually been received.

Guidance note available : Cancel Remaining Items on a Purchase Order  

https://www.coventry.gov.uk/downloads/download/7501/bromcom 

https://www.coventry.gov.uk/downloads/download/7501/bromcom


Accounts Payable

Deliveries

•All deliveries received on 
or before 31st March  
should be input before the 
preliminary close is run



Accounts Payable

Housekeeping

• This may also be a good 
time to review your list of 
suppliers and whilst you 
cannot delete suppliers they 
can be marked on hold



Accounts Payable

Invoices and Credit Notes

• Not Yet Authorised should be Authorised or Cancelled

• Payment due have been made

• Allow time for payments to clear

• All invoices relating to external goods and services 
received on or before 31st March should be input before 
the preliminary close is run

• Any associated orders relating to outstanding invoices 
will be transferred to the New Year.

• Manual cheques are entered on system including Petty 
Cash reimbursements



Accounts Payable

 Invoices and Credit notes that show as Authorised but need clearing from the system 

In Bromcom, once an invoice has been authorised, if the posting period that it 
refers to has been closed, it cannot be edited or cancelled.  Therefore, the 
advice from Bromcom is to raise a credit note to clear it. 

These invoices and credit notes then sit as Outstanding in the Invoices and 
Credit Note screen. Guidance is available to show how they can be moved on to 
show as paid.  

The Invoice less the Credit Note must total zero for this to be carried out. 

Guidance note available : Clearing Invoices and Credit notes that show Authorised 

https://www.coventry.gov.uk/downloads/download/7501/bromcom 

https://www.coventry.gov.uk/downloads/download/7501/bromcom


Petty Cash

All transactions (Expenditure and 
Reimbursement) must be posted

Cash in Hand figure must match 
the actual amount in tin!

Finance > General Ledger 

> Petty Cash Processing 



Journals

Cash Book 
Journals for direct 

debits etc. that 
will be processed 
through the bank 
on or before 31st

March should be 
entered

Review any 
unposted Journals 

that need to be 
dealt with, these 

can either be 
Posted or 
Deleted.



Finance >General Ledger > Journals

Posting Unposted Journals

GREEN are ready to be posted

RED have an error and cannot be posted

To post a journal highlight and POST

To remove a journal added in error 

highlight and Contra/Del



Accounts 

Receivable

Non-Invoiced 
Income

• All income received 
on or before 31st

March must be 
entered

• All receipts and 
paying in slips must 
be posted



Accounts Receivable

Invoiced Income

Invoices for goods and services provided on or before 31st March must be raised

All invoices must be authorised and printed

All receipts and pay in slips must be posted

All receipts should be matched to invoices

 Finance > Accounts Receivable > Invoices & Credit Notes

 Finance > Accounts Receivable > Receipts

 Finance > Accounts Receivable > Pay In Slips



Accounts Receivable

Finance > Accounts Receivable > Receipts



Accounts Receivable

Finance > Accounts Receivable > Pay In Slips



Debtor Review

Reports >Finance > Aged Debtor

It is recommended that the 
Aged Debtor Report is 

reviewed and any debts 
that are considered 

unrecoverable are written 
off with correct 
authorisation. 

Please note that the Aged 
Debtor report is defined by 
financial year and will not 

identify outstanding 
transactions brought 

forward from a previous 
financial year 



Creditor Review
Reports >Finance > Aged Creditor

It is recommended that the Aged 
Creditor Report is reviewed to check 

all outstanding invoices are paid.



Bank 

Reconciliation

Keep up to date

Check for unreconciled expenditure

Check for unreconciled receipts

Don’t forget the Investment Account 
if you have one

Useful – Reports > Finance > Unreconciled Bank Transactions



Bank 

Reconciliation

The actual Bank Statement balance should match 

the statement balance within the Bank 

Reconciliation screen in Bromcom. 

▪ Statement No = System Calculated Number

▪ Statement Date = Enter Statement Date from the Bank Statement

▪ From Statement = Enter the Opening Balance from the Bank Statement

▪ From Statement = Enter the Closing Balance from the Bank Statement

▪ Difference = Difference Shown (this should be 0.00)



Bank Reconciliation

If you have cancelled items e.g. cheques, BACS, 

contra journals etc, you need to select both entries 

and clear these from the Bank Reconciliation.  These 

should have a nil effect on the statement balance



Bank 

Reconciliation

Any unreconciled 
items will be 
carried forward 
to the New Year

Useful – Reports > Finance > Unreconciled Bank Transactions



Cancelling 
Unwanted Cheques

 Do not cancel a Cheque from a previous 
Financial Year, in this instance a Journal 
should be added to make up the 
difference, as it will affect your opening 
balances.

 Remember to cancel the Invoice and 
Purchase Order if the commitment is no 
longer required, or raise a Credit Note as 
appropriate.

 Remember to cancel the Cheque with 
your Bank



Salary 

Commitments

• Must be clear

Automatic Reconciliation 
– Suspense File

• All commitments must be 
cleared

Personnel Links - Salary 
Commitments



Salary 

Commitments

Finance > Salary Projections



Salary 

Commitments

Finance > Salary Projections > 

Actions > Amend Commitments



System Checks

Once everything has been checked 
run the System Checks Report again

This can be run as many times as 
you want

Reports > Finance > System Checks



Salary File 

for March

This will be sent to schools in the 
normal way via FTP

This should be on Tuesday 2nd 
April 

As the school is closed for the 
Easter holiday, your SFO will run 
the file



This cannot be produced until the beginning of April, so this will be run 

by your SFO

VAT Return



Setting Up the New Year

 The new year has 

already been set up in 

your system by your SFO



Creating VAT 

Periods

 The VAT periods have already 

been set up in your system by 

your SFO when defining the New 

Financial Year



Define Salary 

Periods

 The salary periods have already 

been set up in your system by 

your SFO when defining the 

New Financial Year



CFR – Consistent Financial Reporting

Statutory Return

The CFR Mapping has already been setup

As part of the preparation for Year End, need to look at CFR 
and check if any amendments are required.  Your SFO will 
check this.



Budget Monitoring by CFR

Reports > Finance > Budget Monitoring by CFR



Budget Monitoring by CFR

Reports > Finance > Budget Monitoring by CFR



CFR – Consistent Financial Reporting

CFR Mappings are already done for you

The system will carry forward ledger code/fund combination mapped to 
a CFR Code and heading from the previous Financial Year. Any new 
Ledger Codes will need to be mapped (your SFO will do this).

To run a CFR return, select Modules > Finance > Routines > CFR 
Returns



CFR – Consistent Financial Reporting

Modules > Finance > Routines > CFR Returns

Add in Default settings

Add Preliminary CFR

Add Final CFR

Link to CFR Mapping page



CFR – Consistent Financial Reporting

Modules > Finance > 

Routines > CFR Returns

 Fill in the relevant 

parameters and select 

Save.



CFR – Consistent Financial Reporting

 Select + Preliminary CFR Return

Modules > Finance > Routines > CFR Returns



CFR – Consistent Financial Reporting

 The information entered 

in the Defaults is 

automatically populated



CFR – Consistent Financial Reporting

 This will then show you any Errors or Queries



CFR – Consistent Financial Reporting

➢ You can then resolve these issues in the database as 

instructed

➢ You can check all of the figures by going through the 

tabs on the left-hand side.

➢ When complete select Regenerate



CFR – Consistent Financial Reporting

➢ Your SFO will advise and make the necessary adjustments 

➢ Guidance on creating the Final CFR return will be issued

To view CFR Report and IE Report

To create file for uploading

To authorise the return



Switch OFF Ordering – Old Financial Year

 Orders can be switched off in the old year, to 

stop orders being placed in the wrong year. Any 

outstanding Orders will be carried forward into 

the new year.

 Double click on the required year

 Remove the tick against Order Book Open

Finance > Maintenance > Financial Years and Periods 



Switch ON Ordering – New Financial Year

 Ordering for the new Financial Year, should be 

switched on

 Double click on the required year

 Add a tick against Order Book Open

Finance > Maintenance > Financial Years and Periods 



Base Pay 

Mapping

 Already copied into the new year 

by your SFO when the year was 

created

 Note: if any new mappings were 

created after the new year was 

opened, they will need to be 

copied or created in the new 

year.



Online Payment Mappings

 Online payment mappings need to be re-

entered in the New Year

 Your current Products should show

 Fill in the relevant details and select the 

correct Bank Account then select Save.

 Complete for all other Products, Running 

Balance Clubs and Dinner



Books

1. ORDER BOOK 2. PETTY CASH 
BOOK

3. AR 
INVOICE/CREDIT 

NOTE BOOKS

4. PAY IN BOOK

Finance > Maintenance > Books

Create new books with the new year prefix

When you are absolutely sure that you no 

longer need the 2023 books, don’t forget to 

‘Finish’ them

DO NOT CLOSE THE CHEQUE BOOKS



Year Close Final Checks

Run System Check 
Report again 

check everything 
is dealt with

Automatic 
Reconciliation has 

no unreconciled 
items

Salary 
Commitments are 

clear

Bank 
Reconciliations 
are up to date 



Year End Processes

Before the Preliminary Close button is activated you will need to 

have carried out the following processes:

 The next Financial Year will need to have been added to the 

system.

 Click the Open Year button to start the new Financial Year. 

Unless the New Year is open you will not be able to close the 

previous year or perform certain procedure in the new year.



Closing the 

Year

Finance > Routines > Close 

Financial Year Process





Confirm Readiness –

Step 1 Preliminary Year End Close 

➢ Where any errors are displayed, they must be resolved before the old year 

can be closed.

➢ When dealing with errors, the Confirm readiness process can be run as many 

times as required until all errors are resolved. Once there are no errors there 

will still be items that require attention. 

➢ It is recommended that all items requiring attention are also resolved or 

dealt with before proceeding further through the process.

➢ Where the system is reporting advice, this is a reminder to run reports, but 

as with all other readiness checks it is recommended that if these reports 

are part of the school normal year end process that they are run and saved 

or printed as required.



After 31 March and before doing a preliminary close

Print Outstanding 
Purchase Order Report

• Finance > Accounts Payable > 
Purchase Orders > 
Outstanding Purchase Orders

Run VAT Report for 
March P12

• Finance > Reports> VAT 
Reporting

Salary Download for 
March

Bank Reconciliation CFR Reports
Print Reports as 

requested by School 
Finance



THE PRELIMINARY CLOSE



Step 2 - Preliminary Close

➢ The first Preliminary Year End will automatically, close all periods and 

automatically create a Period 12, if you have not been closing down on a 

monthly basis.

➢ When you have completed the necessary Reconciliations, VAT submittals and 

Reports you will be able to complete the first Preliminary Close down.

➢ After this first Preliminary Close, Year End Adjustment transactions can still be 

completed. This may involve audit/accounting adjustments where necessary.

➢ Note that when doing the Preliminary Close you will be presented with another 

screen that reminds users of the tasks that may still need to be done.



If you need to undertake some of the tasks, then the process can be abandoned via the 

Abandon button. If you are confident that all tasks have been done, you can continue 

by selecting the Continue with Preliminary Close button.



Step 3 – Preliminary Year End Close and 

Closing Period 12

Following step 2, the system will then ask you if you need to Close Period 12 and 

leave Period 13 open for further adjustments. Adjustments may be required if 

transactions have been missed or if there are any post close audit changes to be 

made.

Note that transactions should only be posted to Period 13 if they are material. 

This means that only those transactions that are large values or where they will 

significantly impact the Balance Sheet or the Carried Forward items should be 

processed. Your SFO will advise on this.

When the required selections have been made, you can continue with the 

closure. Select the Continue with Preliminary Close option.





Step 3 – Preliminary Year End Close and 

Closing Period 12

The system then presents you 

with a box showing the 

balances to be carried forward 

to the Balance Sheet in the new 

year together with the surplus 

and deficit by fund. This can be 

printed for your records.



Step 3 – Preliminary Year End Close and 

Closing Period 12

Close the window and you should now be able to post transactions to Period 13. There are 

two types of journal:

• Y/E Adjustments – can be used to process transactions that do not need to reverse.

• Reversing – this is the same as the standard reversing journal and remains available.

Each journal type can now only be posted to Period 13



THE NEW FINANCIAL YEAR



Post Preliminary Closure Checks
Once the Preliminary closure has been completed, 
check the results of the process e.g., Purchase 
Orders/Invoices carried forward. Investigate the 
Opening Balance Journal created.

Go to Modules > Finance > Finance Home Page. 
Select the new Financial Year (2024-25)

Check the results of the first year end, for example 
Orders/Invoices carried forward into the new year. 
The Opening Balances should be checked to reflect 
the financial statements.

Go to Modules > Finance > Finance Homepage and then 
Journals in General Ledger section to display a list of 
journals. Locate the Opening Balance Journal it will have 
a period of 00. Check this corresponds with your previous 
year’s Chart of Accounts balances.



Opening Balance Journal
Modules > Finance > Finance Homepage > General Ledger > Journals





Seeing orders carried forward

Finance > Accounts Payable > Purchase Orders

Change Year to All



Seeing deliveries carried 

forward

Finance > Accounts Payable > Deliveries

Change Year to All



Seeing AP Invoices and Credit 

Notes carried forward

Finance > Accounts Payable > Invoices & Credit Notes

Change Year to All



Seeing AR Invoices and Credit 

Notes carried forward

Finance > Accounts Receivable > Invoices & Credit Notes

Change the date range



Chart of Accounts Modifications

 For Cost Centres that are no longer required, removing the Cost 

Centre/Ledger Code Link is the first step in the process. As no transactions 

have been passed against them at this stage of the new year, deleting the links 

should be possible.

 To process Reversing Journals, it is necessary to ensure that all the required 

Cost Centres and Ledger Links are in place in both Financial Years.

 The new Financial Year may be an opportunity to start the process of removing 

unwanted Cost Centres. It will not be possible to delete the Cost Centres until 

the old year has been finalised. However, it may be possible to delete the links 

between Cost Centres and the Ledger Codes. To enable the modification for 

the new Financial Year all Cost Centres no longer required will need to be 

unlinked.



Cost Centre Ledger Links
 Finance >Maintenance > Cost Centre Ledger Links



Add end date to Cost Centre / 
Ledger Codes

Once all the links with 
a Cost Centre are 

removed an end date 
can be entered to hide 
the Cost Centre from 

view.

Separate guidance will 
be issued for this



Adding New Cost Centres

New Cost Centres can be 
added

Separate guidance will be 
issued for this



THE FINAL CLOSE



Final Close

The Final Close should only be carried out when 
advised by Children’s Finance

CFR has to be reported to the Government mid 
July

The Final Close cannot be reversed

No financial transactions of any type can take 
place after the year has been finally closed

Previous Opening Fund Balances are reversed out 
and replaced with final Fund Balance journals.



Final Close
Finance > Routines > Close Financial Year Process

Make sure you are in the correct year to be closed



Final Close
Finance > Routines > Close Financial Year Process

Make sure you are in 

the correct year to be 

closed



Final Close
Finance > Routines > Close 

Financial Year Process

Make sure you are in 

the correct year to be 

closed



Final Close
Finance > Routines > Close 

Financial Year Process

Make sure you are in 

the correct year to be 

closed

The system will confirm the entries to be made in the new year 

Period 0 and confirm that the old Financial Year has been closed. 

This cannot be undone.



Final Close

At this point you 
can delete all Cost 
Centres and Ledger 
Codes no longer in 

use if required

Once the year has 
been finalised, it 

will only be possible 
to report on or 

archive the year



After Final Close - CFR Report

Guidance will be issued  
when you are required 
to produce the Final 
CFR Return



Questions



Thank you


	Default Section
	Slide 1: Bromcom Financial Year End Processes Webinar
	Slide 2
	Slide 3: AIMS
	Slide 4: Documentation
	Slide 5: Preparing for Year End
	Slide 6: STAGES TO YEAR END
	Slide 7: Preparing

	Year End Checks
	Slide 8: Systems Check Reports Reports > Finance > System Checks 
	Slide 9: System Checks Reports > Finance > System Checks 
	Slide 10: System Checks 
	Slide 11: Accounts Payable
	Slide 12: Accounts Payable
	Slide 13: Accounts Payable
	Slide 14: Show outstanding orders for all Suppliers
	Slide 15: Outstanding orders for all Suppliers
	Slide 16: Purchasing Card Orders
	Slide 17: Accounts Payable
	Slide 18: Accounts Payable
	Slide 19: Accounts Payable
	Slide 20: Accounts Payable
	Slide 21: Accounts Payable
	Slide 22: Accounts Payable
	Slide 23: Petty Cash
	Slide 24: Journals
	Slide 25: Posting Unposted Journals
	Slide 26: Accounts Receivable
	Slide 27: Accounts Receivable
	Slide 28: Accounts Receivable
	Slide 29: Accounts Receivable
	Slide 30: Debtor Review
	Slide 31: Creditor Review
	Slide 32: Bank Reconciliation
	Slide 33: Bank Reconciliation
	Slide 34: Bank Reconciliation
	Slide 35: Bank Reconciliation
	Slide 36: Cancelling Unwanted Cheques
	Slide 37: Salary Commitments
	Slide 38: Salary Commitments
	Slide 39: Salary Commitments
	Slide 40: System Checks 
	Slide 41: Salary File for March
	Slide 42: VAT Return
	Slide 43: Setting Up the New Year  
	Slide 44: Creating VAT Periods
	Slide 45: Define Salary Periods
	Slide 46: CFR – Consistent Financial Reporting
	Slide 47: Budget Monitoring by CFR
	Slide 48: Budget Monitoring by CFR
	Slide 49: CFR – Consistent Financial Reporting
	Slide 50: CFR – Consistent Financial Reporting
	Slide 51: CFR – Consistent Financial Reporting
	Slide 52: CFR – Consistent Financial Reporting
	Slide 53: CFR – Consistent Financial Reporting
	Slide 54: CFR – Consistent Financial Reporting
	Slide 55: CFR – Consistent Financial Reporting
	Slide 56: CFR – Consistent Financial Reporting
	Slide 57: Switch OFF Ordering – Old Financial Year
	Slide 58: Switch ON Ordering – New Financial Year
	Slide 59: Base Pay Mapping
	Slide 60: Online Payment Mappings
	Slide 61: Books
	Slide 62: Year Close Final Checks
	Slide 63: Year End Processes
	Slide 64: Closing the Year
	Slide 65
	Slide 66: Confirm Readiness –  Step 1 Preliminary Year End Close 

	After 31 March
	Slide 67: After 31 March and before doing a preliminary close

	Prelim Close
	Slide 68: THE PRELIMINARY CLOSE
	Slide 69: Step 2 - Preliminary Close
	Slide 70
	Slide 71: Step 3 – Preliminary Year End Close and Closing Period 12
	Slide 72
	Slide 73: Step 3 – Preliminary Year End Close and Closing Period 12
	Slide 74: Step 3 – Preliminary Year End Close and Closing Period 12

	New Year
	Slide 75: THE NEW FINANCIAL YEAR
	Slide 76: Post Preliminary Closure Checks
	Slide 77: Opening Balance Journal Modules > Finance > Finance Homepage > General Ledger > Journals 
	Slide 78
	Slide 79: Seeing orders carried forward 
	Slide 80: Seeing deliveries carried forward
	Slide 81: Seeing AP Invoices and Credit Notes carried forward 
	Slide 82: Seeing AR Invoices and Credit Notes carried forward 
	Slide 83: Chart of Accounts Modifications 
	Slide 84: Cost Centre Ledger Links
	Slide 85: Add end date to Cost Centre / Ledger Codes
	Slide 86: Adding New Cost Centres

	Final Close
	Slide 87: THE FINAL CLOSE
	Slide 88: Final Close
	Slide 89: Final Close
	Slide 90: Final Close
	Slide 91: Final Close
	Slide 92: Final Close
	Slide 93: Final Close
	Slide 94: After Final Close - CFR Report

	End
	Slide 95: Questions
	Slide 96: Thank you


