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Tel: 01992 555753 (Option 1)

Fax: 01992 555727

Email: fss.helpdesk@hertscc.gov.uk
Year End for Academies
This Bulletin offers guidance on the transactional process of year end on FMS6, and should be used in conjunction with advice provided by your external auditors.
We would advise that you do not run the preliminary year end until your accounts have been finalised and approved by your auditors.
If you require advice or support for the Year End process please contact the Helpline on 01992 555753 (option 1) or e-mail fss.helpdesk@hertscc.gov.uk

Housekeeping\ Preparing for Year End

In preparation for your year end accounts, and to ensure accuracy, you should carry out the following housekeeping activities. 

Accounts Payable:
·  Authorise/delete any Purchase Orders with a status of Unauthorised. (Any unauthorised  POs will stop the year end closing)

·  Run Report for all outstanding Purchase Orders to check validity – cancel if necessary

·  Authorise/delete any Accounts Payable Invoices with a status of Unauthorised

·  Print a detailed Aged Creditor Report

· Check that only valid invoices remain as unpaid

·  Issue credit notes or cancel if necessary  

	
	√

	Accounts Payable Completed?


	


Accounts Receivable:
· Post/cancel any Invoices/Credit Notes/Receipts/Paying in slips in Accounts Receivable with a status of Un-posted/Unauthorised

· Print the Aged Debtor Report.  Check that only valid invoices remain as o/s.  Issue credit notes if necessary and match.

· Match unmatched receipts to invoices 

· Investigate small balances against debtors.  Write off if appropriate, issue refunds or invoice to clear.
	
	√

	Accounts Receivable Completed?


	


Non-invoiced income:

· Post/cancel any Un-posted Receipts and Paying in slips in Non Invoiced Income

	
	√

	Non Invoiced Income Completed?


	


General Ledger:

· Write back all cheques over 6 months old if required

· Enter all transactions up until the 31st August

· Post or delete any Un-posted Journals

· If you are registered for VAT and are using the VAT Control Account please ensure that the VATCN balance = outstanding VAT submittals. 
· Investigate and correct any discrepancy









· Complete a full System Reconciliation – a new one is available on the Grid at:
http://www.thegrid.org.uk/info/traded/financial/index.shtml
	
	√

	General Ledger Completed?


	


Run System Check:

· Reports
· Year End
· System Checks
This will produce a report that will list any items that will prevent you from running the ‘Preliminary Year End’. Correct any errors identified on the System Check report 
(  Remember

Please do not run the Preliminary Year End until your auditors have confirmed that you do not need to post any adjustment journals.
	
	√

	                            Run System Check?
	


Accruals

A spreadsheet is available to download from the Grid to record details of your accruals

prior to posting on FMS.
http://www.thegrid.org.uk/info/traded/financial/manuals/documents/YrEndAccruals11.xls
Accruals are posted using the Normal Journal facility in the last period that is open, and must be posted excluding any VAT.

You will need to create 4 separate journals, one for each accrual type:

· Creditors

· Debtors

· Receipts in Advance

· Prepayments

Accruals are posted as follows:

	Accrual Type
	Debit
	Credit

	Creditors
	Appropriate EXPENDITURE Ledger Codes & Cost Centres
	Sundry Creditors

(SC)

	Debtors
	Sundry Debtors

(SD)
	Appropriate INCOME Ledger Codes & Cost Centres

	Receipts In Advance
	Appropriate INCOME Ledger Codes & Linked Cost Centres
	RIA

	Prepayments
	PP
	Appropriate EXPENDITURE Ledger Codes & Cost Centres


Remember to enter a full description for each line entry on the journal.

Save each journal but do not post until you are sure ALL accruals have been included.

· Remember

· Do NOT set up a debtor or creditor for VAT.  FMS automatically accounts for this.
Reports to Print and Keep

Debtor & Prepayment Journals (see page 6)

Creditor & Receipts in Advance Journals (see page 6)

Balances & Reserves

Unreconciled Transactions Listing   

Photocopy of the Nat West (or other) Bank Statements(s) to the closure date

Aged Creditor Report

Aged Debtor Report   

	
	√

	Copies of Reports printed
	


Open New year 
Tools | Define Financial years | Define Edit Years

Add a year [image: image1.png]
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Check the information is correct. Eg. Number of Periods, Start date , Next year Begins.
Once confirmed Save [image: image3.png]Save




As you can see the Status is ‘Not Started’

To open the year Highlight the year and select Open year
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Save [image: image5.png]Save




Define Vat Periods
Tools | Define Vat Periods

Add 
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Check the information is correct eg Start date, End date, No. of Periods
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If you require Help or Advice please contact the Helpline:

( 01992 555753 Option 1

Or

e.mail (  : fss.helpdesk@hertscc.gov.uk
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