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Overview 

This guide covers Financial Year End procedures, which include closing a Financial Year. This 

guide assumes that all previous Financial Years have been closed. When completing your 

year-end tasks please ensure that no one else is using the Finance Module. 

Note: All pages below are subject to having relevant Roles and Permissions. 

Prepare for Year End Closure 

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 procedures in 

the new year. 

 

Types of Closedown 

There are two types 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. 

• Preliminary Closedown – Any number of Preliminary closedowns can be done. 

• Final Close - Only one Final closedown can be done. 
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Create a New Financial Year 

Before you close an old Financial Year, the New Year needs to be defined. A new Financial 

Year can be edited before the year is open but cannot be edited once the setup is completed. 

Schools can create the new Financial Year, any time before the start of the new Financial 

Year. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Financial Years and Periods. 

 

 

Select New to create a New Year. 
 

Enter the Year details, check Start Date of year and Start Date of next year. The system will 

assume that it will be the same as last year, check that the next year Start Date is correct. 
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You can choose at this point whether you Open the Order Book (or come back to this after 

the start of the New Year) Make sure you click on the monitor spend against cost centre(if 
 

needed) and click on order book open (all users). Click Save. 

 

 

Click on the newly created year and check the Start Date for each month is correct and that 

the next year begins on the correct Start Date. 

 

 

 

 

When you are satisfied that the information on this screen is correct, click on the Close button. 
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Creating VAT Periods 

Ensure that you are in the New Year that you wish to define the VAT Periods for. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section select 

VAT Rates & Periods. 
 

Go to the bottom of the screen and select New to create a new VAT year. 

 

 

 

Enter the VAT Year Name and Start Date, select periods of monthly/quarterly/number of 

days depending on how you report your VAT. 

 

Click the Close button to complete the process. 
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Define Salary Periods 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Define Salary Periods. 

 

 

To add the new Financial Year, select the Year from the drop-down menu and select the Auto 

Allocate option to allocate periods. 
 

 

 

Click Save to save year mapping details and Close. 

 

 

. 
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Base Pay Mapping and Salary Projections 

Note: If you do not use this part of the Module, please move on to the next section. 

For salary projections to be viewed and edited, salary periods must be defined. This will allow 

you to display commitments and pass actuals in periods in line with the salary periods defined. 

   Note: Make sure the new financial year is open- Finance>maintenance>financial years & periods.

  

Base Pay Mapping 
 

For Salary projections to correctly show the Base Pay Mapping will need to be remapped. Select 

Modules > Finance > Finance Home Page, then in the Staffing section, select Base Pay 

Mapping. 

 

Select Import Map 

 

 

Select Transfer from last year 
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Once the import is complete confirmation will be generated 

 

 

Click OK to complete the process. 

 

Salary Projections 

 
To ensure the Base Pay Mapping is mapped correctly we can look at the Salary Projections. 

Select Modules > Finance > Finance Home Page, then Staffing section, select Salary 

Projections. All mapping completed will be displayed. 
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Annual Award/Percentage Increase 

Apply the relevant pay increase for teaching staff and support staff for the relevant dates for 

budgeting purposes. This can be amended at a later stage. 

Select Modules > Finance > Finance Home Page, then in the Staffing section select Actions 

> %Annual Award 

 

 

 

Click in the Last Award box and select Add New Record 

 

 

 

Support staff will usually get any increase from 1st April and Teachers from 1st September. 

Enter the Date for the Annual Award Percentage adjustment to be applied in the From Date 

field. In the Percentage field add the expected Percentage amount. Use the tick to save the 

award. 
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Chart of Accounts Modifications 

 
This is a good opportunity to look at the structure in place and seeing if any modifications are 

required. 

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. 

The process of modifying the Chart of Accounts can be completed before the Financial Year 

has been started. 

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. 

 

 

Removing Cost Centres 

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. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Cost Centre Ledger Links 

 

 

 

This will display a list of the existing links. 
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Locate the first link against that Cost Centre and click the Remove button. The system 

prevents users from deleting links if they have been used during that Financial Year. 

 

 

Before a Cost Centre Ledger Link is removed a warning message is displayed. 

 

 

Select Yes if you are happy for the code to be unlinked. 

Once all the links with that Cost Centre are removed, an end date can be entered to hide Cost 

Centre from view. 

How to add an end date to Cost Centre / Ledger Codes 

A Ledger Code or Cost Centre can have an end date entered at any time. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Manage Timelines 

 

 

 

Select Timeline for and select the area that you wish to enter an end date from the drop 

down. 
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Search for the item you wish to enter an end date for. 

 

Select the item and double click on the Closing column. 

 

 

 

Enter the End Financial Year, this will enter a closing date for the selected item. 

 

 

 

 

Select Close. The selected item should not now appear in your Chart of Account for the new 

year. 
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Creating a New Cost Centre 

Select Modules > Finance > Finance Home Page, then select the new Financial Year as your 

Active Year. 
 

Select Modules > Finance > Finance Home Page, then in the Maintenance section select 

Cost Centres. 

 

Click New to add a new Cost Centre. 

Enter new Cost Centre Code and a Description and add an Abbreviation, the Holder can be 

left blank. If the Check Spending box is selected then a Threshold must be entered, the 

maximum is 99%. 

 

Double click Cost Centre Group and select the Group you wish to allocate the Cost Centre 

to. 

 

 

Click the Save button to add the Cost Centre. 
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Creating a Ledger Code 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Ledger Groups and Codes 

 

 

 

Click the Add Ledger Code option. 

 

 

Enter Ledger Code, Description and select Ledger Type and Ledger Group from the drop- 

down lists and select a Start Date. 

 

 

At the bottom of the screen the Extended Details can be entered for certain types of codes 

(Income, Expenditure, and Salary) The Extended Details include Short Code, Service check 

box, Profile to be used, VAT to be applied and Fund Code. 

 

Click the Save button. 
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Creating the Cost Centre/Ledger Links 

 
Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Cost Centre Ledger Links 

 

 

Click Add. 

 

 

Select the required Cost Centre at the top of the screen. Select Add to add Ledger Code. 

 



Page 16 of 26 
Version 1 

 

Type the Ledger Code you wish to link in the search box at the top of the screen. Select the 

required Ledger Code and click Save. 

 

 

Click the cross Close. 
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CFR Mappings (maintained schools) 

 
Note: If you do not use CFR Codes, please move on to the next section. 

When you create a new Financial Year, you should map CFR Codes and Ledger Codes to the 

LA structure. 

 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

CFR Code Mapping. 

 

 

 

 

Select each CFR code, the middle column will display any linked Ledger Codes. 

 

 

 

To link Ledger Codes to a CFR Code, select the required Ledger Codes and click the Add 

option to move it to the middle column, several ledger codes can be selected at once. 

The Validation Report can be run to identify any unmapped/mapped ledger codes. The 

system will have carried forward any ledger code/fund combinations mapped to a CFR Code 

and heading from the previous Financial Year. Any new Ledger Codes will need to be 

mapped. 

 

If you already have CFR codes mapped in your current financial year you can export those 

mappings into the new financial year. 
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In your current Financial Year (the year you are about to close) Select Export 

 

 

 

 

 

Select Export 

 

The export will be added to your downloads. 

 

Select > Modules > Finance > Finance Home Page 

From here select the new financial year as the ‘Active Financial Year’ 
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In the Maintenance section, select CFR Code Mapping > Import 

 

 

 

Click Choose File and select your export from your downloads or the file where saved. 

 

 

Click Import 
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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. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Financial Years and Periods. 

 

 

 

Double click to edit the old year and switch off the ordering facilities be de-selecting the Order 

Book Open tick box. Then click save and close. 
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Switch on Ordering – New Financial Year 

Ordering for the new Financial Year, should be switched on. 

Select Modules > Finance > Finance Home Page, then in the Maintenance section, select 

Financial Years and Periods. 

 

 

Select the new Financial Year. 

Double click to edit the New Financial Year and switch on the Ordering Facilities in the new 

year by selecting the Order Book Open tick box. 
 

 

Click Save then Close. 
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Entering Cash Allocations 

Note: If you do not use this part of the Module, please move on to the next section. 

Select Modules > Finance > Finance Home Page, then in the General Ledger section, select 

Journals. Click Cash Book. 

 

 

 

 

Enter a narrative i.e., Period 1 advance, select Bank Account, a reference must be entered, 

this can be a copy of the narrative. Select Save 

 

 

 

The journal line will appear at the bottom of the screen. Click Add Lines to add journal details. 

The Cash Book Line Details screen will display. 
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Enter the required Ledger Code, the system may sometime automatically default Cost Centre, 

Fund Code and VAT Code. Enter amount as Net. The advance will be recorded as a Credit. 

Enter a remark i.e., Period 1 advance. Click Save. 
 

Record each sum against the specific code. 
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Online Payment Mappings 

You will also need to complete your online payment mapping in the New Year. 

First ensure you have Products, Clubs or Dinner set up (see How to Configure Online 

Payments) 

Go to Modules > Finance > Finance Homepage and Select Online Payment 

Mappings from the Routines section. 

 

 

 

Your current Products should show (if any are missing you may need to add these – 

see above). If you need to map other products untick the Show Only Active Products box. 

 

 

To add a Mapping highlight the Product and select View/Edit. 

https://docs.bromcom.com/knowledge-base/how-to-set-up-online-payment-configurations/
https://docs.bromcom.com/knowledge-base/how-to-set-up-online-payment-configurations/
https://docs.bromcom.com/knowledge-base/how-to-set-up-online-payment-configurations/
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Fill in the relevant details and select the correct Bank Account and VAT code then 

select Save. 

 

 

 

Complete for all other Products, Running Balance Clubs and Dinner 
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Copyright 

This document and the software described in it are copyrighted with all rights reserved. Under 
copyright laws, neither the documentation nor the software may be reproduced, copied, translated, 
or reduced to any electronic medium or machine-readable form, without prior written consent from 
Bromcom Computers Plc. Failure to comply with this condition may result in prosecution. 

This computer program is the intellectual property of Bromcom Computers Plc. The program is 
protected under copyright law and is licensed for use only by the user who has subscribed as a 
customer of Bromcom Computers Plc. Sale, lease, hire rental or re-assignment to, or by, a third party 
without the prior and written permission of Bromcom Computers is prohibited. 

 
Disclaimer: Bromcom's policy is one of constant development and improvement. We reserve the right 
to alter, modify, correct, and upgrade our software programs and publications without notice and 
without incurring liability. 

Copyright: 
 

Bromcom Computers Plc 
Rutland House, 
44 Masons Hill 
Bromley 
Kent 
BR2 9JG 
United Kingdom 

Web: www.bromcom.com (Main Site) 

https://support.bromcom.com (Users Site) 

Tel: (Helpdesk) +44 (0) 20 8290 7177 

Update 2025 
This is the last page of the doc. 
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