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Data Protection Disclaimer

Screenshots used in this presentation 

have been taken from a test system.

People & Financial Data depicted is fabricated for 
the purposes of training. Any resemblance to 

real people or situations is co-incidental.

Screen shots are used for illustrative purposes only.



Aims & Objectives

• By the end of today’s session, you will:
• Understand which year end tasks need to be completed.

• How to do the prelim close and final closedown.

• Have had a quick look at consistent financial reporting.

• Be confident about what you need to do to prepare for year end.

• Understand where to go for help and support.

• We will not
• Be covering aspects of year end which are pertinent to the finance 

team.



Agenda

Stage 1 : 
Preparation

Stage 2 : Setting up 
the new Financial 

Year and CFR

Stage 3 : Prelim 
Close

Stage 4 : New 
Financial Year

Stage 5 : Final 
Close

Questions and 
Further Help and 

Support



Stages

• There are two main stages to of end of year closedown: Preliminary 
and Final. 

• Schools should aim to do a Preliminary Closedown of a Financial 
Year as soon as possible in the new Financial year to ensure 
transactions fall into the correct year.

• Once preliminary close has been completed the only options available are 
Generation of reports and the processing of closing balance journals.

• Final Close – Only one final closedown can be done – SFOs will 
advise you when to carry out this process.



Stage 1: Preparation
Start these tasks as soon as possible.



Initial Tasks

• Payroll – ensure that you have processed all salary download 
files, and relevant journals entered and posted (where 
necessary) and all suspense items have been cleared.

• All AR invoices have been raised

• All Invoices have been entered

• Bank Reconciliation is up to date

• Coding amendments are entered and posted

• The amount of your Aged Creditor and Aged Debtor matches 
the amounts in the relevant ledgers for Creditor Control or 
Debtor Control ledgers in the Chart of Accounts.



Updating the 
Structure/Chart of Accounts



Updating the structure

• You may need to update the new financial year.

• The new year is based on the current year structure.

• Your SFO has already created the new year.

• You may need to update the new structure. This will be relevant 
if you have made changes in the old (current) year which have 
not been reflected in the new year. For example: new cost 
centres, ledger codes, etc



Updating Structures

• Tools > Define Financial 
Years > Update Next Year’s 
Structure

• Check each of the four tabs 
for anything that may need 
copying. 

• If you don’t have anything to 
copy these will be blank.

• On tabs 1 and 2 you will need 
to tag everything that you 
want to copy.



Updating Structures

• On tabs 3 and 4 you have 
the option to:

• Tab 3 – Copy Templates 
and Links

• Tab 4 – Copy Books and 
Products

• You won’t see any message 
on screen while copying is 
taking place.



System Check Reports



System Check Report

• Reports > Year End > System Checks

• This will identify any areas you need to look at.

• We recommend you run this frequently during the end of year 
process.

• When you run the report for the first time, leave the 
• ‘Include Transferable Transactions’ 

• & ‘Include Support Items’ unticked.

Run this 
report as 
often as 

you want.



System Checks Report Output



Accounts Payable
Also known as AP



AP : Orders and Commitments

Orders must be 
authorised and 

printed or 
cancelled if no 

longer required.

Purchasing cards 
– authorise orders 

to commit 
resources

STOP raising 
orders

Review Existing 
Orders



AP : Invoices and Credit Notes

• Not yet authorised should be Authorised or Cancelled

• Payments due have been made

• Allow time for payments to clear

• All invoices relating to external goods and services received on 
or before 31 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 
reimbursement.



Outstanding Orders

• Is the delivery still expected?
• Can the commitment be cleared?

• Chase the supplier if the goods are still due

• Have the goods been delivered on FMS?
• Reports > Accounts Payable > Purchase Order Reports > Purchase 

Orders > Outstanding Orders

• Reports > Accounts Payable > Deliveries > Deliveries Not Included > 
Detailed



AP: Clear Commitments

• Orders with an 
outstanding 
commitment that will 
never be delivered 
(e.g. item 
discontinued) will 
need that order line 
cancelling.



AP: Cancelling an Order

• When a 
complete order 
needs 
cancelling.

• Cancelling a 
purchase order 
is irreversible. 
Please check to 
make sure you 
have opened 
the correct 
order.



AP : Clear Commitments or Cancel 
Order
• Note If an order has lines 

on it that have been 
delivered and invoiced, 
you should always use the 
line (green) button not the 
top button, as the top 
button has the effect of 
cancelling the order and 
thus it will not show on any 
order reports unless the 
include cancelled orders 
option has been selected.



Accounts Payable

Deliveries 

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

Housekeeping

This may also be a good time to review your list of suppliers and 
whilst you cannot delete suppliers they can be taken out of use. 



Invoices and Credit Notes

• Must be authorised or deleted.

• Payment due have been made.

• Allow time for payments to clear.

• All invoices relating to external goods and services received on 
or before 31 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.



Turning off Ordering



Turning off Ordering

The Order facility can be switched 
off 

• Tools > Define Financial Years 
> Define/Edit Years 

• Remove the ✓ against Order 
Book Open

• The Book can be reopened if 
necessary to allow urgent orders 
to be placed 



Bank Reconciliation, BACS 
& Petty Cash



Bank Reconciliation

• Keep up to date

• Check for old unreconciled cheques

• Check for unreconciled expenditure & unreconciled receipts

• Don’t forget your investment account

• Any unreconciled bank transactions (excluding BACS transactions) 
will be carried forward to the New Year

• Cheques drawn in the old year can be cancelled in the new year, 
because orders, deliveries and invoices are all pulled forward in 
support of the unreconciled cheque.

• Useful Report Reports > General Ledger > Bank > Unreconciled 
Transaction Listing 



Unreconciled Transaction Listing

• You may find this report Useful 

• Reports > General Ledger > Bank > Unreconciled 
Transaction Listing



BACS Payments

BACS Payments are not transferred from one year to the next.

It is essential that all BACS transactions are reconciled before 
running the preliminary close.

One preliminary close has been run, you are only able to view 
payments.



Petty Cash

Useful Report -> Reports > General Ledger > Petty Cash – 
Unposted Folio Listing

All transactions (Expenditure and Reimbursements) must be 
posted.

Cash in hand figure MUST match the actual amount in the tin!



Journals

• Cash book journals for direct debits and bank transfers 
processed through the bank on or before 31 March should be 
entered on the system.

• Check in General Ledger | Manual Journals that all journals 
are posted. Delete any that are unposted and no longer 
required. The screen should be empty if all have been 
processed.



Accounts Receivable
Also known as AR



Non-Invoiced Income

All income received on or before 31 March must be entered.

All receipts and paying in slips must be posted. Check why and 
post or delete.

Any money received after your collection; you will have to bank it 
in the following week; but you can add it to the system.



Invoiced Income

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

• All invoices must be authorised 
and printed.

• All Receipts and pay in slips must 
be posted. If not posted -check 
why and post or deleted as 
necessary

• Receipts for cash or cheques 
cannot be posted unless they are 
included on a paying in slip.

• All receipts should be matched to 
invoices.



Receipts

• Accounts Receivable > Focus 
> Receipt

• Match receipts to invoices.

• Clear any that need refunds or 
are no longer required.

• Make sure any receipts added 
via bank transfer have been 
posted in the above screen.

• You must post bank transfers.

• Cash or cheque receipts are 
added to paying in slips.



Receipts continued

Accounts 
Receivable > 
Focus > 
Receipt



Paying In Slips

Finance > Accounts Receivable > Pay In Slips

Check the above screen to ensure that all paying in slips have 
been posted.



Salaries
Ensure you have up to date salary information in your system. You should 
have imported your salary downloads, cleared commitments and updated 
budgets.



Staff Salaries

Automatic Reconciliation – Suspense File MUST BE CLEAR

Salary Projections – ALL commitments MUST BE CLEAR



Clearing Salary Commitments

• Personnel Links – Salary 
Projection – Clear 
Commitment

• All commitments should be 
cleared in months where 
you have already run the 
salary download.



Salary File for March

This will be sent to schools in the normal way via SFTP.

This should be in schools by first week of April. 

Please run this as soon as possible



System Check Report

• Reports > Year End > System Checks

• This will identify any areas you need to look at.

• We recommend you run this frequently during the end of year 
process.

• Now turn on these two options
• ‘Include Transferable Transactions’ 

• & ‘Include Support Items’

• This will check that everything that is going to be 
transferred to the new year can be.

Run this 
report as 
often as 

you want.



Symbols used on the report

• Note the transfer symbols shown against the transactions 
• T = Transferred 

• TS = Transferred in Support i.e. an unreconciled cheque has been 
transferred with its supporting invoice(s), delivery(ies) and order(s)



System Checks Report Output



VAT Returns

• These cannot be done until 
the start of April. 

• Please complete your return 
as soon as possible and 
submit to the VAT Team.



Stage 2: Setting Up the New 
Year and Consistent 
Financial Reporting (CFR)
Most of these tasks are checking tasks as some of this work will have been 
done for you by your school's finance officer.



Consistent Financial 
Reporting
This is a statutory return which is generated from your finance data.



CFR – Consistent Financial Reporting

• Statutory Return to the DfE

• The CFR Mapping has already been setup

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

• The system will carry forward ledger code/fund combination mapped 
to a CFR code and heading from the previous financial year. If any 
new Ledger codes are required, then your SFO will set these up for 
you.

• Look in the booklet for the CFR flow chart etc.

• There are some reports available Reports > CFR 



Budget Share Apportionment

• Budget Management > Fund Allocation

• Check that your budget share has been apportioned for CFR, 
you will have been notified what your apportionments are. SFO 
will have probably entered this for you.



Order Books



Books

• Tools > Books

• Click Add Book or Close 
Book

• Create your books with the 
new prefix.

• Free Unused numbers to 
enable unused numbers to be 
used if necessary.

• DO NOT CLOSE THE 
CHEQUE BOOK

Order 
Books

Petty 
Cash 
Book



Accounts Receivable Books

• AR > Tools > Manage Books

• Click Add Book or Close 
Book & Re Use numbers as 
necessary

• Create your books with the 
new prefix.

• Free Unused numbers to 
enable unused numbers to be 
used if necessary.

Invoice/Credit 
Note Receipt Book Paying Book



Turning On Ordering



Turning On Ordering

The Order facility can be switched 
off 

• Tools > Define Financial Years 
> Define/Edit Years 

• Add the ✓ against Order Book 
Open



Final Checks



System Check Report

• Reports > Year End > System Checks

• This will identify any areas you need to look at.

• We recommend you run this frequently during the end of year 
process.

• Now turn on these two options
• ‘Include Transferable Transactions’ 

• & ‘Include Support Items’

• This will check that everything that is going to be 
transferred to the new year can be.

Run this 
report as 
often as 

you want.



After 31st March and before 
Preliminary Close

Print Outstanding 
Purchase Order 

Report

Run VAT Report for 
March P12

Salary Download for 
March

Equipment Register 
Import (if necessary)

Bank Reconciliation CFR Reports

Print Reports as 
Requested by School 

Finance



Stage 3: Preliminary Close



Final Checks

• Run System Check Report again and check everything is dealt 
with and deal with anything outstanding.

• Automatic Reconciliation (salary download) has no 
unreconciled items

• Salary Commitments are clear

• Bank Reconciliations are up to date



Preliminary Close

• Before starting, ensure that you have carried out all previous 
steps and you are happy to close. Check with your SFO. They 
may undertake this process for you.

• Do not close period 12 this is automatically closed for you as 
part of the year end process.

• Ensure that you take a successful FMS backup before you 
start.

• Earliest time you can do a preliminary close is 1 April 2025



Preliminary Close

• Prelim close will close all existing periods except period 12

• When period 12 is closed on final close, the system will create 
p13 and balances are calculated and transferred to period 0 in 
the new year.

• You cannot do any bank rec in the old year after prelim close 
has taken place – as all outstanding items are transferred to the 
new year. Make sure your bank rec reconciles to the actual 
bank statement BEFORE you close.

• Don’t forget your investment account.



Performing a Preliminary Close

• Tools > Define Financial 
Years > Define/Edit Years

• If the Preliminary Close button 
is not active, this is usually 
because the previous year is 
still open.



Check CFR before you continue

• Before prelim close, you are 
warned to check your CFR 
reports.

• Do this before running the 
close



Checks

• The system will run some 
checks.

• If any check shown, then you 
must review the issues before 
you can continue.

• If all green ticks are shown 
then the system is ready to do 
the preliminary close.



Select Transfer Mode

• Not completely relevant 
to CCC schools.

• Select Transfer all 
Central Invoices



Further Checks

• Once all checks have been run 
through, you will get a series of 
green ticks.

• Once finished you will be able 
to click Perform Close this will 
run the preliminary close.

• The operation is not reversible, 
so please be sure you want to 
continue. 



Final Warning

• Review the Warning on screen.

• Ensure your SFO is happy for you 
to perform the prelim close.

• Pay particular attention to the 
warning regarding BACS 
transactions.

• This operation is irreversible.

• If you are happy click Yes.

• Once closed the year will be 
marked as ‘Closed’ not 
‘Finalised’.



Transferred Transaction

• Reports > Year End > Transferred Transactions

• This will show you all items which have been transferred into 
the new year.



Stage 4: New Financial Year
Checks that you should undertake.



The New Year

No transactions can be entered now in the previous year

Accounts payable orders – all orders transferred are listed.

Accounts Payable Invoices – All invoices transferred are listed.

F or FS in the cross-year column, which indicates that the orders / invoices 
have been carried forward to the new year.



Opening Balance Journal

• General Ledger > Journal 
Review

• Review this to check what has 
been transferred into the new 
year.



Transactions carried forward

• To view the items carried forward.

• Reports > General Ledger > Transactions > Cost Centre 
Summary Transactions > Cost Centre Summary by Cost Centre

• Shows commitments for the individual cost centres

• Budgets should be increased to take account of the outstanding 
commitment(s) that have been bought forward from the old year.

• If orders have been bought forward incorrectly, they can be 
cancelled in the new year.

• If orders have been placed in the new financial year, then the 
commitment figure will include these.



Reminders

• The commitment is bought forward automatically and so will 
affect the Cost Centre budgets immediately in the New Year 
when the Preliminary Close has been run. If you have entered 
temporary budgets and have commitments carried forward, the 
budget available will be after the commitment has been taken 
off it.

• You will not be able to close Period 01 in the new financial year 
until the prelim close has been run. If you try to, you will receive 
the following message – “You cannot close Period 1 as the 
previous financial year is still open. Please run the Prelim or 
Final Close routine in the previous financial year.” 



Stage 5: Final Close
This process is reversible and must only be completed once you and your 
Finance Officer are happy you are ready to do so.



Final Close - Warnings

The Final 
Close should 

only be carried 
out when you 

have been 
advised by 

School’s 
Finance

CFR must be 
reported to the 

Government 
mid July.

The Final 
Close cannot 
be reversed.

No financial 
transaction of 
any type can 

take place 
after the year 

has been 
finally closed.

Supervisor 
level access 
can do the 

final year end



Final Close is irreversible

• Makes sure that your SFO 
has given the go ahead.

• You will receive other 
documentation on how to 
perform the final close.



Final Close

• Tools > Define Financial 
Years > Define/Edit Years



Less than 28 days

• If the final close is being performed within 28 days of the end of 
the financial year, you will get a message asking you to confirm 
this.



CFR Warning

• Make sure you have run a 
preliminary return during the 
financial year. 

• If you have not already done so 
run your CFR now.



Finally closed

• Final checks are run 
through, some additional 
warnings maybe displayed.

• This process is irreversible, 
so please make sure 
everything is complete 
before you do this.

• Click Perform Close



After Final Close

• Reports > CFR > CFR 
Report

• The Final button.

• This will only show after the 
year has been closed.



Final CFR Report

• Click Export to XML 
to produce your file.

• Take a note of where 
the file is saved as 
this where you will 
need to upload it from 
to collect.



Any Questions?
Feel free to turn on your camera and/or microphone or ask questions in the 
chat. 



Documentation

• Our Guidance Booklet
• www.Coventry.gov.uk/schoolsict 

• End of Year Check list
• https://www.schoolsict.digital/guides 

• Slides and Recordings
• https://www.schoolsict.digital/sims 

http://www.coventry.gov.uk/schoolsict
https://www.schoolsict.digital/guides
https://www.schoolsict.digital/sims


Help and Support

Digital Services

• For issues relating to Software 
faults, bugs, ‘how do I?’ 
queries, anything that needs 
to be escalated to FMS

• Email

• schoolsict@coventry.gov.uk 

• Phone

• 024 7678 6620

Schools Finance Officer

• Queries relating to how to 
handle specific financial 
situations, budgeting advice, 
financial procedures advice

• Contact your individual 
school’s finance officer

mailto:schoolsict@coventry.gov.uk
tel:+442476786620


coventry.gov.uk

Thank you 

for your time
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