
Welcome to the session.  We 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

Alison York
ICT & Digital



Welcome

Feel free to ask 
questions throughout 

either in the chat or 
put your hand up.

There will be time to 
ask questions at the 
end of the session.



Staffing

Bank Reconciliation

On-line payment

Reporting

Period End





• The file is sent to schools by Digital Services at the start of 
each month using FTP. This means that the file is ready in 
Bromcom for you to select for import.

• Once a file has been processed it is removed. Un-
processed files are automatically removed after 50 
days. These can be re-sent upon a request sent to 
schoolsict@coventry.gov.uk

mailto:schoolsict@covenety.gov.uk






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

CCC have 6 ledger codes 
for each type of payment

The ‘standard’ codes

xxx01 = Basic

Xxx81 = National Insurance

Xxx91 = Superannuation

The ‘additional’ codes

Xxx11 = Allowances

Xxx12 = SSP/SMP

Set up that payments up 
to £2000 will go straight 

through

Limit of £5 so payments 
against Overtime need to 

be ‘Approved’
Xxx13 = Overtime





www.coventry.gov.uk/schoolsict

http://www.coventry.gov.uk/schoolsict




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



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



Things to 
check for:

Payroll 
number

Valid 
contract

Valid role

Look at 
someone 
with the 
same job



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/


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’



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
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http://www.coventry.gov.uk/schoolsict
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