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FMS 2023/2024 End of Year Summary

Procedures to prepare for year end — most of it should be familiar. More detail is
provided in the following pages — essential processes marked with a @_

v Year End Actions Before 15t April

O

Ooo

ooo

Ooo

1. Tidy Structure in the 2023 year (Optional)
o Optionally delete unused cost centre/ledger code links, cost centres and ledger
codes.
o Tools, General Ledger Setup, Tab 6: C/Centre Ledger Links to delete links,
o Tab 5: Ledger Codes to delete codes, Tab 2: Cost Centres to delete cost centres
2. Create the 2024 Financial Year
o Tools, Define Financial Years, Define/Edit Years &
3. Create the 2024 VAT Year
o Tools, Define VAT Periods &
4. Allocate to the Fund in the FMS 2024 Year
o Use the approved budget plan (or do this after April): Focus, Budget
Management, Fund Allocation
5. Allocate to Ledger Codes within Cost Centres in the FMS 2024 Year
o Use the approved budget plan (or do this after April): Focus, Budget
Management, Cost Centre Allocation
6. Authorise¥, Delete/Post¥, Pay In&, Reconcile Everything in the 2023 year
Authorise/delete unauthorised orders (Focus, Accounts Payable, Purchase Orders)&
Authorise/cancel unauthorised invoices/credit notes: Focus, Accounts Payable,
Invoice/Credit Note &
Post/Pay-in/delete all non-invoiced income receipts Focus, Non Invoiced Income,
Receipts &
Post Paying in Slips: Focus, Non Invoiced Income, Paying in Slips &
Post or delete all unposted Petty Cash: Focus, General Ledger, Petty Cash &
Post or delete all unposted Journals: Focus, General Ledger, Manual Journal
Processing &
Print Cheques: Focus, Accounts Payable, Cheque Processing
Reconcile Pay: Focus, Central, Automatic Reconciliation
Reconcile from Bank Statements in FMS 2023 year: Focus, General Ledger, Bank
Reconciliation
It is essential that all BACS transactions are reconciled before running the
Preliminary Close &
7. Ensure periods 1-11 are closed in the 2023 Year
o Tools, Close Period
8. Run a Year End System Check report on the 2023 Year
o Deal with anything that will stop the Preliminary Close: Reports, Year End,
System Checks &
9. TO BE COMPLETED ON 30" MARCH - Run your bank statement from 15t to
30'" March and enter any transactions to reconcile into the FMS 2023 year
o Focus, General Ledger, Bank Reconciliation 4
10. TO BE COMPLETED ON 30" MARCH - Run the month end reports, balance

your REC1 and submit to School Finance along with bank statement, unreconciled
listing and VAT &
11. Do not use FMS once the above has been completed on 30" March &
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v Year End Actions On/After 1st April

O 1. Invoices, payments and receipts.
o Do NOT raise any invoices, other payments or receipts in the FMS 2023 year
OR the FMS 2024 year (until AFTER the Preliminary Close of the 2023 year).
O 2. Open the FMS 2024 Year
o Tools, Define Financial Years, Define/Edit Years.
0O 3. BACS schools MUST reconcile ALL BACS runs in the FMS 2023 year prior to
the preliminary close
o You can delay the preliminary close until this is achieved but must NOT
process any other transactions in either year until after the preliminary close.
o Focus, General Ledger, Bank Reconciliation.
O 4. Run a Preliminary Close on the 2023 financial year
o Tools, Define Financial Years, Define/Edit Years.
0O 5. Use Year End Adjustment Reversing journals to manage sundry debtors and
creditors in the FMS 2023 year.
o Focus, General Ledger, Manual Journal Processing &
0O 6. Do the last autorec for period 13 in the FMS 2023 year
o Focus, Central, Automatic Reconciliation
O 7. Allocate to the Funds in the FMS 2024 year if not already done
o Many schools delay this until they have received the final budget plan.
o Focus, Budget Management, Fund Allocation®
0O 8. Allocate to Ledger Codes within Cost Centres in the FMS 2024 year if not
already done
Many schools delay this until they have received the final budget plan.
Focus, Budget Management, Cost Centre Allocation

v After receiving final Governor’s Report in May

0O 1. Run a Final Close on the 2023 year
o Tools, Define Financial Years, Define/Edit Years.
0O 2. Check the fund balance in the 2024 year
o Focus, Budget Management, Fund Allocation — increase or decrease Fund
Allocation to reflect the final allocations and carry forward on the Governor’s
Report.
O 3. Tidy the 2024 structure
Delete cost centre/ledger code links — delete ledger codes — delete cost centres.
Tools, General Ledger Setup, Tab 6 Cost Centre/Ledger Links then Tab 5 then Tab 2

School Finance 2
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Tidy the 2023 Structure (before creating the
2024 Year)

It may be possible to delete unused/unwanted cost centres in the 2023 year prior to
creating the 2024 year. Before you can delete a cost centre you must:

¢ Unlink all ledger codes from the cost centre.

e Remove the cost centre from any user defined reports or delete old reports
that use the cost centre.

e Remove the cost centre from journal templates.
e Remove the cost centre from Accounts Receivable products.
Unlinked/unused ledger codes may also be deleted.

Unlink Ledger Codes from Cost Centres in the 2023 Year

You can unlink a ledger code from a cost centre at any time if no budget or
transactions exist for that ledger code in that cost centre. If you unlink then nobody
can use that ledger code/cost centre combination in a transaction. Unlink all ledger
codes attached to a cost centre and that cost centre is effectively disabled.

» Click Tools, General Ledger Setup, Tab 6 C/Centre Ledger Links

r
General Ledger Setup li:-i-,l
f;:Fund Codes T;:Cost{entres T;: Profile Models Tﬂ: Ledger Groups Ti:ledgercades
b: CfCentre Ledger Links T]: Central Ledger Links T Tg: eProcurement Templates T

Looking for Sequence

@ Ledger/Fund Code <> Cost Centre Code

<> Ledger Description <> Cost Centre Description et C“Ck the mln us
edger-Fun e iah on i @ / .
005001 pther ) it Pey st Suppat St = button EI to unlink

10010-1 OtherE‘af‘f a code from a cost

10080-01 Other Ed, Staff NI ED3 Education Support Staff
10090-01 Other Ed. Staff Sup E03 Education Support Staff Centre
10100-01 Teaching & Sessional Staff Pay E01 Teaching Staff

10110-01 Teaching & Sessional Staff O/T E0l Teaching Staff
10180-01 Teaching & Sessiona | Staff NI En1 Teaching Staff -

Delete a Ledger Code in the 2023 Year

Unlinked ledger codes may be deleted. Do this for ledger codes:

e Created in error.

e Created as the wrong type (EX instead of ES or IN or vice versa).
» Click Tools, General Ledger Setup, Tab 5 Ledger Codes...
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r
General Ledger Setup

fg: CiCentre Ledger Links Tz: Central Ledger Links T

Tg: eProcurement Templates T

1 Fund Codes

2! Cost Centres

Ti: Profile Models Tﬂ: Ledger Groups

5: Ledger Codes

Looking for |B

| @Ledger(ode <>Descript\on <>ledgerType |
Code Description Type | = @
q0200 ICT Capital Exp Fund By Form Cap EX
30210 ICT Cap Exp Fund By Cap Grant EX lE‘
90220 ICT Cap Exp Fund By Schl Budget EX

90230 ICT Cap Exp Fund By Schoal Loan EX

EKC Bank Account EK
I:.'r:;:u:w::\t Bank &ccount

CRC Creditor Contral Account cC

[s1 Drebtar Control Account (s

ITF Fuel WAT Expenditure W -

Save

Delete a Cost Centre in the 2023 Year

Do this now for cost centres created in error or no longer required — do it before

creating the 2024 year.

» Click Tools, General Ledger Setup, Tab 2 Cost Centres...

Click the minus

button E to delete
the ledger code — if
it won’t delete then
hard luck — try again
in the New Year
after the final close
of this year

General Ledger Setup

X

rﬁ: C/Centre Ledaer Links TZ: Central Ledaer Links

TE: CFR Mappings

T 5 ePracurement Templates

1: Fund Codes | 2: Cost Centres

| 2 Profile Models

Tﬂ: Ledger Groups TQ: Ledger Codes

-,

Energy
Grounds Maint & Improveme
Other Occupation Costs

B Water & Sewerage
| 3

L& Supplies & Services

[ Capital Income B COST CENTRE DETAILS
I-E1 Capitation
-1 Contingency & Reserves
Cod E12BIKE
-2 Employees ode
& Income Descripti i
ption (DO NOT USE Bike Shed
I-E1 Other Expenditure | |
& Premises Abbreviation
Building Maint & Improvemer
B Cleaning & Caretaking Holder | |
D0 NOT USE Bike
Threshold

Check Spending

e

D

Click the minus button E' to delete the cost centre.

>
[ ]
year after the final close of this year.
[ ]
the bottom of any alphabetical list of cost centres.
[ ]

It won’t delete if it has been used this year so you may have to wait until the new
If it won’t delete you could rename it ZZZ Do not use... etc — it will then drop to

If no ledger codes are linked to the cost centre then it cannot be used.
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Create the 2024 Financial Year

» Click Tools, Define Financial Years, Define/Edit Years... to get

Define Years
Year State Periods Lowest Open  Archived |~ E‘
R N I | TR
2016 Finalized 12 13 No E|
2015 Finalized 12 13 No
2014 Finalized 12 13 No
2013 Finalized 12 13 No ~
Cpen Year ‘ Preliminary Close | | Final Close
Period |Start Date [Mame Status ~ \ﬁ [ Check Spending Against Cost Centre
1 01/04/2017 Apr  Open [#] Order Book Open
2/01/05/2017 May  Open |:| Crder Book Open - Restricted Users
3 01/06/2017 Jun Cpen
4(0L/07/2007 Jul  Open [ Record Deliveries
5 01/08/2017 Aug Cpen
6 01/09/2017 Sep Open .
Mext Year Begins I01/04/20158
7 01/10/2017 |Oct Cpen
& 01/11/2017 MNov Cpen
901/12/2017 Dec Cpen
10 01/01/2018 Jan Open I

Save

» Click the plus @ button to add a year to get...

Add Financial Year

Year Description po1s start Date lL/04/2018 ‘

Number of Periods

/_

<> User Defined
& Calendar Month
<> 28 Day

<> Capy From Previous Year

[ check Spending AgalV
Order Book Open
[ Order Book Open - Restricted Users

[] Record Deliveries

\—

Copy Service Term Mappings

Days per Period

]

Next Year Begins

1/04/2019 |

Save

You will have other, previous
years listed here — all years
prior to 2023 must have a
status of Finalized

Ensure this is ticked so you are
ready to start ordering in/after
April

It is now possible to restrict
access for users to specific cost
centres — it is unlikely that you
use this feature so ignore the
Restricted Users check box

» Complete as illustrated above and click Save to copy this year’s structure to the
next year — wait while structures are copied.

Define Years

Year State

e fhotseerted |l ]
2 Mo

Periods Lowest Open  Archived  *

AN

2017 started L 1
2016 Finalized 12 13 Mo

2015 Finalized 12 13 Mo

2014 Finalized 12 13 Mo v

[ Pretiminary close | [ Final Clase |

Period |Start Date Name
1 01/04/2018 Apr
2/01/05/2018 May
3 01/06/2018 Jun
4 01/07/2018 Jul
5/01/08/2018 Aug
6 01/09/2018 Sep
7 01/10/2018 Oct
801/11/2018 Nov
9101/12/2018 Dec
10 01/01/2019 Jan

Status
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

- |i| [ check Spending Against Cast Centre
[£] Order Book Open
[] Order Boak Open - Restricted Users
[ Record Deliveries

01/04/2019

Next Year Begins

The Year State is Not Started —
even if Order Book Open is
ticked, no orders can be raised
until the year is started/opened
with the Open Year button — do
this in April just before the
Preliminary Close of the 2023
year

School Finance




FMS End of Year 2023 — 2024

» The 2024 year may be edited. Click the 2024 year and click the edit (pencil)

button.

Edit Financial Year -
Year Description [po1a StartDate  [1/04/2018
Number of Periads [ Check Spending Against C.C.
o Order Book Open
[] order Book Open - Restricted Users
& [ record Deliveries
<&

Mext Year Begins 1/04/2019 ‘

The 2024 year should start on the 01/04/2024, end on the 31/03/2025 (so the next
year starts on the 01/04/2025) and have 12 periods.

» If you make any changes click Save.

Create the 2024 VAT Year

The 2024 VAT year MUST be created — the start date must be 01/04/2024 — the end
date must be 31/03/2025 — the periods MUST be set to MONTHLY.

» Click Tools, Define VAT Periods... to get...
VAT Periods -

(]
12017 (vaT) 12 01/04/2017 @
2016 (VAT) 12 01/04/2016 E
2015 (vaT) 12 01/04/2015 ;ﬁ
2014 (VAT) 12 01/04/2014 v

Description Periods Starts -~

Period End Date Description Submitted Submitted VAT126 -~
1 30/04/2017 Apr
2 31/05/2017 May
3 30/06/2017 Jun
4 3107/2017 Jul
5 31/08/2017 |Aug
6 30/09/2017 Sep
7 31/10/2017 Oct W

» Click the @ button to add a VAT year.
VAT Periods -

Description | 2018 [VAT) <> Quarterly

<> Monthly

Start Date (TALHATE <> Number of Days

End Date 31,/03/2019 @ &> Copy From Previous Year

No. Periods Days Per Period

School Finance
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> Setto MONTHLY and ensure that the Start Date is the 01/04/2024 and the
End Date is the 31/03/2025.

» Click Save to get...

VATPeioss ——————B8 | The 2024 VAT year appears at the top

— ensure that the Start Date is

Descripms Starts ~ @

— o o 01/04/2024
2017 (VAT) 12 01/04/2017 E !Pg %

2016 [VAT) 12 01/04/2016 FEEE]

2015 [VAT) 12 01/04/2015 w

Period End Date Description Submitted Submitted VATI2E | ©
1 30/04/2018 Apr

;;E:jgi: ;‘*“ < Scroll down to see all the VAT periods
/) 7 un 0

2 31/07/2018 [ - ensure that the End Date of period 12
5 31/08/2018 Aug is 31/03/2025

6 30/09/2018 Sep

7 3110/2018 Oct w

» Click Save to save and close.

School Finance
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Budgeting

Fund Allocation to the 2024 Year
» Ensure that you are in the 2024 year.

» Click Focus, Budget Management, Fund Allocation to get...

s |01 ||Schoo| Budget Share | & 4
Fund Allocation Details IEI@
Looking for Sequence
| | @ Code <> Description |
Code Description Allocation Budgeted Reserves -
b1 [schaol sudget share Lol ool o0

Allocation Budgeted Reserves
D.DD” D.DD” o.0n

Totals

» Doubleclick the Fund line or click the Focus Mode browser to get...

“a |Ul ”School Budget Share ‘ L& 4L
@E Fund Allocation Details E@
1: Basic Tg: History
Fund Description School Budget Share Fund Code o1
Fund Allacation 0.00 Increase Allocation...
Total Budgeted against Fund 0.00 Decrease Allacation..
Reserves 0.00

» Click the Increase Allocation button to increase the Fund Allocation — work
from your budget plan (do separate increases for School Budget Share, Pupil
Premium etc.)

School Finance
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x|
Increase Allocation by
Period [1 [[er Q)
Marrative |SBS |

» Enter your School Budget Share and a narrative e.g. SBS.

» Click Save and Yes to confirm. Note that the Fund Allocation and Reserves
have increased.

» Repeat the Increase Allocation routine for your Pupil Premium, AFN
Funding, Devolved Formula Capital and so on.

» Click the History tab to see what you have done.

Frs Fund Allocation Details 10l x|
1: Basic Tz_: History h
View Type
’71ncrease Decrease
Marrative UserID Journal Date Amount - /
SBS SYS 000033 |04/01,/2012 400000.00
Standards Grant 5YS 000034 040172012 50000.00

» When done, click the focus browser # to see the fund line again.

%Fund Allocation Details N ] |
Looking for Sequence

| | | % Code > Description

Code |Description Allocation Budgeted Reszerves
m School Budget Share 500000.00 0.00 500000.00

e When you allocate to cost centres (on next page) the Budgeted value will
increase and the Reserves value will decrease.

¢ Additional funds/grants can be allocated at any time in the financial year.

e After a preliminary close of the 2023 year, the history tab will also show Opening
Balance Journals (carry forward) — after a final close you will also see Reversals
of these Opening Balance journals and new (adjusted) Opening Balance
Journals.

» Close when done.
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Fund Reports

Run the following report Reports > Budget Maintenance > Fund Allocation Audit Trail

Repaort Criteria - Fund Allocation Audit Trail

=

RN

<> Summary

Financial Year

Fund ‘

[a

Select the detailed option to
give the history of fund
transactions (leave Fund
blank)

Fund AIII:oIcation Audit Trail - Detailed

Selection

SEREEIN TS |

-4

User: EYE Estsblishment: = stun mary
Narrative UzerID Journal Date Amount
Fund Code : Dezeription :  School Budget Share
SBS 5Yg
Standards Grant SYS
Thrasheld Grant SYS

Cost Centre Allocation in the 2024 Year

Work from the Budget Plan. You may want to allocate to some cost centres from the
draft budget plan so that you can raise orders at the beginning of term.

» Ensure that you are in the 2024 year.

» Click Focus, Budget Management, Cost Centre Allocation ...

A [ [[reaching start | L B H 9
@ Cost Centre Allocation Details EI@
Looking for Sequence
‘ | @ Code () Description
Code Description Exp. Limit Inc, Limit o
CRO1 Contingenoy & Reserves 0 0
E01 Teaching Staff 0 0
E02 Supply Teachers 0 0
EO03 Education Support Staff 0 1]
E0d Premises Staff 0 0
E0S Admin & Clerical Staff 0 0
E0G Catering Staff 0 1]
Totals Expense Limit Income Limit Met Limit
| 7 | i | ]
Fund Allacation Expense Allocated Income Allocated Met Allocated
500000 | o | o] | 9|

School Finance
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» Double click or click the Focus Mode browse button £ to drill into a cost
centre as illustrated below (click again to toggle back to the list of cost centres
if required).

FHe Cost Centre Allocation Details =10) x|
Holder Threshold % Expense Limit _ Income Limit
| | | 100] g 0
Ledger Code  |Description Profile Madel Expense Income = g
10100-01 Teaching & Sessional Staff Pay Manthly (1] Z‘
10110-01 Teaching & Sessional Staff O/T Manthly 0
10130-01 Teaching & Sessional Staff MI Manthly 0
10190-01 Teaching & Sessional Staff Sup Manthly 0
-

4 3

) Expense Income
Total Allocated Budget ‘ []” l]|

Expense Income

Total Unallocated Budget 3l 0|

» Click a ledger code then click the Edit (pencil) button to get...
x|
Ledger |Teaching & Sessional Staff Pay | Period Budget - Add Remainder

May 29155
Profile Model ||\-10nth|3" “Q| un 29155 Spread Remainder

Jul 29155

octe

Allocate Aug 29155 Select for Spread...
ovager ] o s

Budget Oct 29155 Reset to Zero

Marrative | Mov 2155
Dec 29155
Jan 29155
Feb 29155
Mar 29295 -

» Key the allocation in the Budget to Allocate field and click Save to get...
=lolx]

Holder Threshold % Expense Limit  Income Limit
‘ | | 100 350000 i

Ledger Code  |Description Profile Madel Expense Income

a a

1011001 Teaching & Sessional Staff /T Manthly
1015001 Teaching & Sessional Staff MI Manthly a O_I
10190.01 Teaching & Sessional Staff Sup Manthly a 0

_lll
4
Expense Incame

Tatal Allocated Budget | 550000 0

-

N2

Expense Incame
q q

Total Unallocated Budget

» Allocate to another ledger code within the same cost centre ... and so on.

School Finance 11
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Frs Cost Centre Allocation Details

=10l x|

Holder Threshold % Expense Limit  Income Limit
400000 a

| | [_od

Ledger Code  Description Profile Maodel Expense me
10100-01 Teaching & Sessional Staff Pay Maonthly 350000 0
1011001 Teaching & Sessional Staff O/T Maonthly a

10130-01 Teachlng & Sessional Staff MI Maonthly 30000

-
4 3

Expense Incame
400000 0|

Total Allocated Budget

Income
q q

Expense

Total Unallocated Budget

Enter Narrative for Audit Trail

> Click the Focus Mode browse button

E
» Click the tick " to Save (or hit the F9 key) to get...

Centres.
Frs Cost Centre Allocation Details =101 x|
Looking for Sequence
| | | @ Code <> Description |
Cade Description Exp. Limit Inc, Limit -
103 Private Income Q Q
CI4 Direct Revenue Funding a a
CROL Contingency & Reserves a a
FT T=aching Staft 400000 0|
EQ2 Supply Teachers a a
EQ3 Education Suppart Staff a a
EQ4 Premises Staff 0 0
-
Taotals Expense Limit Income Limit Met Limit
| 400000| | 0| | 400000|
Fund &llocation Expense Allocated Income Allocated Met Allocated
500000 | s00000] | o | 400000|

The Expense Limit
is the sum of all the
allocations for this
cost centre — the
value should
increase and
decrease
automatically and
match the Expense
value

Check there’s
nothing showing in
the unallocated box

You will see the sum of the individual ledger code allocations represented as the

Expense Limit for the cost centre as illustrated above.
» Doubleclick another cost centre and start again.

School Finance
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Unallocated Reserves

Use the above process to allocate any unallocated reserves (surplus budget) left
over after you have completed your allocations to ledger code 47220 in the
Contingency and Reserves cost centre.

The (Fund) Reserves (Focus, Budget Management, Fund Allocation) will show as
zero.

Code [Description Allocation Budgeted Reszerves -
o School Budget Share S00000.00 S00000.00 0.00

Remember that the Reserves will increase if you allocate to an income code — this
increase could then be allocated to ledger code 47220 in Contingency & Reserves or
elsewhere and spent.

If the school has a negative unallocated reserve then contact School Finance.

School Finance 13
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Allocations to Income Codes in ‘Income’ Cost Centres

The process is the same as that outlined above. Be aware that if you allocate to
income codes then the Reserves at Fund level will increase and this increase is
available to allocate to expenditure ledger codes and may be spent before you get
the incomel!

Also be aware that FMS reduces the Budgeted value — the ‘budgeted’ figure is the
NET budget position and does NOT reflect the detail of the total expenditure or
income budgeted — accountants would describe this as a reduction in expenditure
— (collar one at a party and ask them to explain).

Before allocating to income codes...

Code |Description Allocation Budgeted Reserves -
01 School Budget Share 50000000 50000000 0.00

After allocating to income codes...

Code (Descnption Allocation Budgeted Reserves -
1]] School Budget Share 50000000 475000.00 25000.00
|

Fix Budget

When the budget approved by the Governors has been allocated then use the Fix

Budget button & (top right of screen) to fix it (or click the Cost Centre Allocation
menu and click F|x Budget) — note that exclusive use of the FMS system is needed
to do this.

FMS takes a snapshot of the allocations. You can still edit any allocation or make
new allocations at any time.

Cost Centre Allocation Reviews/Reports

Chart of Accounts Review
Focus, General Ledger, Chart of Accounts Review (All Cost Centres).

=Tk
Looking for
| | |:| Exclude Cost Centres with Zero Value
Code Description Fixed Budget Current Budget |[Commitment Invoiced Actual C+I+A Remaining Budget =
CI04 Direct Revenue Funding a a 0.00 0.00 0.00 0.00 0.00
CRO1 Contingency & Reserves a a 0.00 0.00 0.00 0.00 0.00
EO1 Teaching 5taff 400000 400000 0.00 0.00 0.00 0.00 40000000 _I
EQ2 Supply Teachers Q Q 0.00 0.00 0.00 0.00 0400
EQZ Education Suppart Staff 0.00 0.00 0.00 0.00 Q.00
i v—— E—— s — — s — —
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Focus, General Ledger, Chart of Accounts Review (All Ledger Codes).

@B Ledger Browse

| e

Looking for i

Type ‘

Q] o |

”Q| DEchudeledgerCodeswwcherD\f’alua
BsE
|:| Exclude Balance Sheet Accounts

Code Description

Other Ed. Staff Pay

Type Fixed Budget Current Budget Commitment Invoiced Actual

Cel+d

-

Remaining Budget

10010 Other Ed, Staff 0T 1] 0.00 000 0.00 000 0.00
10080 Other Ed, Staff MI E3 1] 1] 0.00 000 0.00 000 0.00
10050 Other Ed, Staff Sup E3 1] 1] 0.00 000 0.00 000 0.00
10100 Teaching & Sessional Staff Pay E3 1] 350000 0.00 000 0.00 000 350000.00 m
10110 Teaching & Sessional Staff O/T E3 1] 1] 0.00 000 0.00 000 0.00
10180 Teaching & Sessional Staff NI E3 1] 30000 0.00 000 0.00 000 30000.00
10150 Teaching & Sessional Staff sup  ES 1] 20000 0.00 000 0.00 000 20000,00
10400 Supply Staff Pay E3 1] 1] 0.00 000 0.00 000 0.00
10408 Supply Staff MI ES 1] ] o.o0 o.o00 0.on o.00 o.o0
Budget Commitment Trwoiced Actual Total Remaining
400000,00 .00+ 000 + oo = 0,00 400000,00

Both of these reviews have a Fixed Budget column and a Current Budget column —

the Fixed Budget column will always show the allocations as they were when the Fix

Budget button was applied. The Current Budget column will always show the

allocations as they are as you move through the year.

Note also that both reports allow you to exclude rows with zero values.

Finally note that the ledger Code report above allows you to Exclude Balance Sheet

Accounts

|:| Exclude Ledger Codes with Zero YWalue
|:| Exclude Balance Sheet Accounts

School Finance
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Prepare the 2023 Year for Closure

Ideally, wind down new business as early as you can so that, by the end of March,
there is nothing outstanding on your system, i.e. nothing to transfer to the 2024 year.
Specifically:

o Run a System Check report on the 2023 year — this will identify transactions
that require further processing prior to a Preliminary Close.

° Authorise all unauthorised orders or delete them — authorised orders will
transfer to the new year.

o Check all authorised or partially invoiced orders — authorised orders will transfer
to the new year.

° Authorise all unauthorised invoices — authorised invoices will transfer to the new
year.

o Print all your cheques — unreconciled cheques will transfer to the new year.
o Post all unposted journals and petty cash.
o Pay in all unposted non invoiced income receipts.

o Reconcile everything you can — unreconciled items will transfer to 2024 (apart
from BACS transactions).

o Ensure periods 1-11 are closed.

o Run a System Check report again on the 2023 year again in case you missed
anything.

It is not necessary to cancel authorised orders/invoices as:

o Authorised orders will transfer to the new year and may be invoiced in that year.
o Authorised invoices will transfer to the new year and may be paid in that year.
The following pages cover these processes in more detail.
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Year End System Checks on the 2023 Year
Before running the Preliminary Close, you are STRONGLY advised to check the

2023

year to assess how much remaining preparation needs to be done before

closing the year.

>

Click Reports, Year End, System Checks.

Report Criteria - Year End System Checks -

Financial Vear

Transaction Type | HQ‘
ransferable Transa ctions
[ fncitide Sippart frems:

‘ @ Transaction No <> Transaction Date ‘

>

Page

Complete as illustrated and OK to get...

1, illustrated above,

indicates...

Selectio
Finans
Tr:

Incl

Incl

Bii

u;

Year End System Check Report

iser; $Y5  Estsblishment, New Pastures Primary

PO Quistanding
Order No Daie Supplier Original Amount Commitment Status
#00000013 (MPP) 04042012 County Suppliss 3230 3230 Hot authorised
PO Transfersh e
Order No Date Supplier Original Amount Commitment Status
T NPPOOOOO4 0404i2012  County Supplies 2000 2000 Transferable
T NPPOOOOOS 04042012 County Supplies 3392 1892 Transferable
PO Transferahle in Support
Order No Date Supplier Original Amount Commitment Status
TS NPROOOD0S 0404i2012  County Supplies 26175 000 Transfershle
O
Invoice/Credii Mote Mo Type Daie Order No Suppler Amount Siatus
ES33333 FI 040472012 ESPO 1,00000 Kot fully authorised
AP Transferahle
Invoice/Credit Note No Type Date Order No Supplier Amount Status
T C5iiiil FI 04/04/2012  NFPOOODOS Comty Supplies 1500 Transferahle
AP Transferahle in ort
Invoire/Credit Note No Type Date Order No Supplier Amount Status
TS C522222 FI 040472012 NPPO0000G Comty Supplies 26175 Transfershle
TS ES44444 FI 0410412012 ESFO 1,20000  Transferahle

Cheques Transferahle in Support

Cheque No Daie Supplier Amount Status
Please Note : Order Original Ameunt Excludes Discount

Legend: T - Transferable ; T5 - Transferable in Support

Printed on

08/12/201 a1 12 32 Page 1oi2

An unauthorised order — this must be authorised or deleted.

Two orders that are transferable to the 2024 year.

One order that will be transferred to the 2024 year in support of an unpaid
invoice or an unreconciled invoice.

An unauthorised invoice — this must be authorised or cancelled.

School Finance
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Two authorised but unpaid invoices — these will transfer to the new year.

Two authorised paid but unreconciled invoices — these will transfer to the new

year.

e Page 2 is illustrated below...

fear End $ystem Check Report

Cheques Transferab ke in Support

Cheque No Daie Supplier
TS 000005 04104/2012  ESFO
TS 000004 0404/2012  HCC

Non Invoiced Income Outstanding

ReceiptlNo Date Receired From

5 00000004 04042012 PTA

Petty Cash Quistanding

PC Trans No Date Description
#1000005 0404/2012  Unposted Expenditure

Journab Quistand ing

Youcher No Date Description
#0005 0410472012 Bller Direct

Inveiced Income - Inv.iCr. Notes Quistanding

Trans. ID Type Daie
00000010 R 040402012

Inveiced Income - Receipis OQuisianding
Trans. ID Daie

00000011 04mdi2012

Non transac tion reasons why preliminaryifinal close cannot be run and Warnings

Dehior
MoWhiteSox

Dehior
Green Onions

Descrip tion
Hext year must be started
The date today rust be in the new year

Please Mote : Order Original Amount Excludes Discount
Legend: T - Transterable ; T§ - Transterable in Support

Amouni Status
1,20000 Transferable
26175 Transferable

Slip No Amount Status
JRIEN 100,00 Unposted
Amount Status

Amount Status

Amount Status

Printed on D5/12/2012 at 12 32

Page 20f2

In the above illustration, from the top, we have...

Two unreconciled cheques — these will transfer to the new year.

One unposted non-invoiced income receipt — this must be deleted (if unprinted)
or posted i.e. paid in.

One unposted Petty Cash folio — this must be deleted or posted.

One unposted Journal- this must be deleted or posted.

A created (unprinted) Invoiced Income (Accounts Receivable) invoice — this

must be printed or cancelled.

A created (not paid in) Invoiced Income (Accounts Receivable) receipt — this

must be paid in.
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Unauthorised Orders
Focus, Accounts Payable, Purchase Orders ...

= Purchase Order Processing EI@
Looking for View
| |Un-Authorised ||Q|
Sequence | <> Order Number @ Date <> Source | | <> Ascending @ Descending |
Date Order Number Supp. Code  Supplier Order Status Order Method  Sowrce  Originator C\‘_rgasrs 2

oo 2017 froooooors oy pooonons—gple ——————————uotretaumorseg e s e |

» Change the View to Un-Authorised — either authorise orders with the
Authorise button or delete (unprinted orders) with the Delete E| button.

Once an order is authorised then it is deemed to be Outstanding — see next section.

Outstanding Orders

Focus, Accounts Payable, Purchase Orders ...

» Change the View to Outstanding to see orders that have not yet
been invoiced or have been partially invoiced.

Frs) Purchase Order Processing E@
Looking for View

| ”@ |Outstanding |

Sequence | <> Order Number &> Date <> Source || » Ascending @ Descending |

Date Crder Number Supp. Code Supplier Order Status Order Method |Source Originator c\.-'r_?asrs"

o207 feo000075 o) fprotoons—opie ——————————— ovetaunorsea e s b ||

25/08/2016 XMLO0D105 00000001 County Supplies Authorised EDI Transfer FMS SP

Authorised and partially invoiced orders will successfully transfer to the new year
where they may be invoiced. Any commitment associated with un-invoiced elements
of such an order will also transfer to the new year (against the same ledger code/cost
centre combination). So there is no need to cancel Authorised and partially invoiced
orders.

Unauthorised Invoices
Focus, Accounts Payable, Invoice/Credit Note...

& Invoice/Credit Note Processing IEI\EI
Looking for Status Type
e [oastoresd @ ]
Sequence ‘ 4 Inv./Credit Note No. <> Date < Trans ID <> Source <> Supplier < Amount | ‘ & Ascending <> Descending |

Invoice/Credit Mote No. Invoice Date TransID  Amount Status Order Number n:v!'ans’; Supplier SRC 2
siscas ———— — booiaoirpooooos2 | 50000 pmavtnorsed —Plon-order | | s Fa

» Change the Status to Un-Authorised — authorise any un-authorised
invoices/credit notes with the Authorise button or cancel with the Cancel
button (both un-authorised and authorised invoices may be cancelled).
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The invoices/credit notes now have a status of Fully Authorised — see next section.

Fully Authorised Invoices
Focus, Accounts Payable, Invoice/Credit Note...

» Change the Status to Fully Authorised — fully authorised invoices/credit
notes will all transfer to 2023 so no need to do anything to them!

Paid Invoices

» Change the Status to Paid — Paid invoices/credit notes will all transfer to 2023
so no need to do anything to them!

Reconciled Invoices

» Change the Status to Reconciled — Reconciled invoices/credit notes do not
transfer to 2023 — that’s OK so there is no need to do anything to them! Fully
invoiced orders associated with reconciled invoices don’t get transferred
either.

Summary

e Authorised orders will transfer to the new year so that invoices can be raised
in the new year — that's OK. The commitment associated with the order moves
to the new year.

e Partially invoiced orders will transfer to the new year so that further invoicing
can take place in the new year — that's OK. The commitment associated with
the invoiced lines stays in the old year. The commitment associated with the
un-invoiced lines moves to the new year.

¢ Authorised invoices will transfer to the new year — associated fully invoiced
orders will transfer in support of those invoices — that's OK too.

e Paid invoices will transfer to the new year — associated fully invoiced orders
will transfer in support of those invoices — that’'s OK too.

e Unreconciled cheques will transfer to the new year — that's OK — associated
paid invoices and fully invoiced orders will transfer in support of those cheques
— that’'s OK too.

e Reconciled cheques, associated invoices and associated fully invoiced orders
will not transfer — that’s OK.
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Journals
Focus, General Ledger, Manual Journal Processing...
Fve Manual Journal Processing =10/

Looking for Seguence View The U indicates that

|@Date <> Narrative ‘ |AHEr1triEs ”Q‘ th. . I .
[1templates [ ] Pasted [ series only IS Journa IS
_ - Unposted

nl, Mo, 'S Marrative Type Prd. Balance

-mu [March Sales Database m
Unposted journals must be posted with the Post button ) or deleted with the

Delete button E (only unposted journals may be deleted).

Posted journals will not transfer to the new year but may be reconciled in the new

year.

Petty Cash

Focus, General Ledger, Petty Cash...

FrE Petty Cash Processing

i [=[

Petty Cash Account Cash In Hand Unposted Expenditure
[Bank petty cash Q] | w0000 | 20,0
Looking for View

” |Alltransactions ”Q|
Sequence | @ Date <> Trans. Mo. | | <>Ascer1dir1g @ Descending |

Date Trans, Mo, Amount

Description e

Unposted
expenditure

Unposted expenditure may be deleted using the Delete Record E button or

posted using the Post

Non-Invoiced Income Receipts
Focus, Non-Invoiced Income, Receipts...

button.

Fus Receipt Details =] ]
Looking for Sequence View
| ” 4 Receipt No. > Date |Not Paid In ||Q|
<> Received From <> Amount @ All <> Mon Direct
Receipt Mo |Date Rec'd From Gross Amt |Method | Destination Slip Mo Status (s +

Seleclion| | Tag All

| I unTagan |

Pmcessingl | Erint Fleceipll |

PayIn I

Any non-invoiced income receipts NOT Paid In MUST be Paid In using the Pay In
—Pavin__|pytton (or pay in routine) or deleted using the Delete Record E| button.
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Non-Invoiced Income Pay In Slips
Focus, Non-Invoiced Income, Paying In Slips...

Fre Paying In Processing - 10| x|
Looking for View
| [[=] |21l Paying In Slips &Y
Sequence ‘ <> Reference @ Date < Amount ‘ ‘ <> Ascending > Descending ‘
Date Reference Amount Destination Status C‘f_rgasrs +

Any Pay In slips NOT paid in MUST be posted using the Post E button or deleted
using the Delete Record E button.

Accounts Receivable (Invoiced Income) Invoices/Credit
Notes

Focus, Invoice/Credit Note

JRT=IET
i
e [ &) e [
|L00king for Shatus _ﬂ

All Accounts Receivable invoices/credit notes must be printed or cancelled.

Accounts Receivable (Invoiced Income) Receipts
All direct debit/standing order receipts must be posted or cancelled.

All cash/cheque receipts must be cancelled or paid in using Focus, Pay In.

S=ET
Loaking | Wigw

Q0KIng rar

o Debor | Al oo IR 4|
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Close Periods in the 2023 Year

Ensure that you are in the 2023 year and periods 1-11 are closed — if not...

» Click Tools, Close Period or click the Close Period button E to close each
period up to and including period 11 (February).
Close Period -

The following period is available for closure
Year Period Mo Description

2017 1 apr

Close this period

» Click Close this period to get

Close Period

Period 1 dosed successfully

If there are unposted Petty Cash folios or Journals then you are warned but can still
close the period (stuff gets pushed forward each time but it is better to deal with it).

Year End System Checks (again) on the 2023 Year
Do this again in case you missed anything!
» Click Reports, Year End, System Checks...

Report Criteria - Year End System Checks -
View Financial Year
Transaction Type ‘ ”Q|

In
fin

Transactions .
<— [Complete as illustrated

Sequence

‘ @ Transaction Mo <> Transaction Date ‘

If you spot anything then you need to deal with it — otherwise at the bottom of the
report you should see ‘No transaction reasons why preliminary/final close
cannot be run’. The 2024 year must be started and the date must be in the 2024

year to actually run the close.
Don’t start any new transactions, relax and wait for the 2024 financial year to arrive.
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BACS Schools

BACS runs and payments are NOT transferred from one year to the next. Invoices
associated with a BACS run are NOT transferred to the 2024 year either.

Once a Preliminary Close has been run you will only be able to view BACS payments
in the 2023 year. No further BACS processing in the 2023 year may take place i.e.
cannot cancel, cannot print remittances and cannot recreate the run. You must
reconcile all 2023 BACS runs into the 2023 year on or before 30" March. Any
invoices associated with a 2023 year BACS run will acquire a status of reconciled in
the 2023 year’s invoice browse.

Therefore, it is essential that all BACS runs/transactions are reconciled before
running a Preliminary Close.

If you decide to run a Preliminary Close within one calendar month of year end, or a
BACS run within the last month of the year, you may receive a warning message
reminding you that you need to ensure that all BACS transactions and possible
contra transactions have been reconciled to the bank statement. This does not apply
to failed BACS files, as these never appear on bank statements. However, it is quite
possible for a BACS file to appear on one bank statement and any contra records for
BACS transactions which have failed to appear on a later statement.

e Our recommendation is that you DO NOT process a BACS run after 20th
MARCH. This allows time for any errors to be rectified and for all payments to
go through the bank account prior to the end of March.

e Ensure you get bank statements so that existing BACS runs may be
reconciled in the 2023 year.

¢ Delay the preliminary close if waiting for a bank statement.

If you delay the preliminary close then ensure that no other activity takes place in
the 2023 year.
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To be completed on 27t March

Please refer to “Final Accounts Month End Proforma” for a more detailed list of the
process.

1.

Run and reconcile the bank statement from 1st to 27th March

2. Run your normal month end reports
3.
4. Submit your VAT Long Summary txt and VAT Full Report (MTD) reports via

Complete your RECA1

email or Erica by 10am.

Submit your REC1, unreconciled listing and bank statement via email or Erica
by 10am.

On/After 15 April

. BACS schools MUST reconcile any BACS payments to the Bank Statement in

the 2023 year before the preliminary close (and may delay the preliminary
close until statements are available) — see the BACS advice on page 25

Run the Preliminary Close — anything outstanding will transfer except BACS
runs.

Run the March VAT Submittal (MTD) report and click submit.

4. Run the March VAT Full Report (MTD) report, save as a PDF and submit to

School Finance by 4pm on Monday 15" April
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Preliminary Close of the 2023 Year

What does a Preliminary Close do?

Closes period 12 (and any other open period) — no orders, invoices, petty cash
transactions, income receipts etc. can be raised in the 2023 year.

Transfers outstanding orders and their associated commitments to the same
ledger code/cost centre combinations in the 2024 year.

Transfers unreconciled transactions into the 2024 year — unreconciled cheques
transfer and drag the invoices (and orders) with them in support — unpaid
invoices transfer and drag the orders with them in support.

Aggregates all unspent Cost Centre balances and transfers a lump sum to the
2024 year at Fund level. Ignore this carry forward as FMS reverses it during the
Final Close.

Transfers Petty Cash balances to the 2024 year.

Transfers Bank balances to the 2024 year.

The Preliminary Close Process

» Ensure that FMS is NOT running on other workstations.
» Click Tools, Define Financial Years, Define/Edit Years.

Define Years -

Year State Periods Lowest Open Archived ™ @
2017 Started 12 11 Mo |E|
2018 Finalized 12 13 Mo

2015 Finalized 12 13 Mo

2014 Finalized 12 13 Mo v
| Preliminary Close | | Final Close

Period Start Date Mame Status ~ || #| [] Check Spending Against Cost Centre

1 01/04/2018 Apr  Open [7] Order Book Open

2|01/05/2018 May |Open
3 01/06/2018 Jun Open
4|01/07/2018 Jul Open
501/08/2018 |Aug |Open
6|01/09/2018 Sep  Open Next Vear Begins
7101/10/2018 Oct Open
§01/11/2018 MNov  Open
901/12/2018 Dec  Open
10 01/01/2019 Jan Open v

I:‘ Order Book Open - Restricted Users

I:‘ Record Deliveries

» If you have not yet opened the 2024 year then do it now. Click the 2024 year
and click the Open Year button — the 2024 year will now have a status of
Started (see next illustration)
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Define Years -

Year State Periads Lowest Open  Archived |~ ||
pos  eted | a2l b [P
2017 Started 12 11 Mo —
2016 Finalized 12 13 Mo
2015 Finalized 12 13 No
2014 Finalized 12 13 No v

Open Year ‘ Preliminary Close ‘ ‘ Final Close

Period |Start Date |Name |Status ~||#”| [ check Spending Against Cost Centre

1 01/04/2018 Apr  Open
2/01/05/2018 May  Open
3|01/06/2018 Jun Open
4/01/07/2018 Jul Open
5 01/08/2018 Aug Open
6(01/09/2018 Sep  Open
7 01/10/2018 Oct  Open
801/11/2018 Nov  Open
901/12/2018 Dec Open
10 01/01/2019 Jan  Open -

[#] Order Baok Open
[ Order Baok Open - Restricted Users

[] Record Deliveries

Mext Year Begins

01/04/2019

» Click the year to be closed 2023.

» Click the Preliminary Close button (save your changes if prompted) — the
system runs through a series of checks as illustrated below

Preliminary Checks n

Validating Purchase Orders

Action Passed 4
Checking Spstem v ‘/

Checking Accounts Payable

Validating Cheques

Checking Mon Invoiced Income

Checking Invoiced Income

Checking Invoiced Income Books

Checking Invoiced Income Products

Lots of failures (X) for me because
| didn’t authorise my orders, post
my journals, petty cash, income
etc.

Validating Journals

Validating Petty Cash

/

b4k dk ShNE kAN b

Cuntinuz

o5 B

This report is the same as the
Year End System Check report
illustrated on p17

If your Preliminary Close fails then click the Report button — this will print a report
that is the same as the Year End System Check report illustrated on p17.

You will need to deal with the failures before attempting another preliminary close.

If you don’t get any failures then ignore this panel and carry on!

Checking System

Preliminary Checks n

Validating Purchase Orders

Checking Accounts Payable

A

VYalidating Cheques

Checking Mon Invoiced Income

Checking Invoiced Income

Checking Invoiced Income Books

Checking Invoiced Income Products

W¥alidating Journals

Walidating Pettp Cash

ANANANLNLNLNLNLNL VLN

oo

= [

| dealt with the above and ran the
Preliminary Close again this time
everything passed so...

» Click Continue to get...
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Select Transfer Mode ﬁ

%> Do not transfer Central Invoices Passed for Payment

<> Transfer all Central Invoices

M.B. Outstanding Commiments on all Orders [Local and Central),

will be transferred during the first preliminary closure,
A ——

» All Schools click the top option and click Continue.
x|

Action Status

Creating Cpening Balance Journal
Updating Budget Links

Transferring Qutstanding Delivery Motes
Transferring Cutstanding Purchase Orders
Transferring Cutstanding AP

Transferring Cutstanding Mon Invoiced Income

ANANANANANANAN N

Rebuilding Summary Totals

» The final checks take place — this may take a little while — click Perform Close
when all OK.

SIMS FMS Module x|

! E If you choose to continue the year will be preliminarily closed, this operation is not resversable. Are you sure you wish to continue?
L3

> Click Yes.
Define Years ﬂ

Mear State Periods Lowest Open  Archived L~
2014 started 12 1Mo
2013 = E
2012 Finalized 12 13 Mo B
2011 Finalized 12 13 Mo

2010 Finalized 12 13 Mo -
| Preliminary Close ‘ | Final Close

Period Start Date |[Mame |Status = |£| Check Spending Against Cost Centre

1 01/04/2013 #pr  Closed [7] Order Book Open
20170572013 May  Closed
3/01/06/2013 Jun  Closed
4/01/07/2013 Closed
5 01/08/2013 Aug  Closed [
01/08/2013 Sep  |Closed e e
0141072013 Oct  Closed
01/11/2013 Mov  (Closed
01/12/2013 Dec  |Closed
10 01/01/2014 Jan  Closed o

The 2023 year now has the status Closed - Not Finalized — Click Save.

D Order Book Open - Restricted Users

[1 record Deliveries

£

i
7
8
9

School Finance 28



FMS End of Year 2023 — 2024

After Preliminary Close Checks

Chart of Accounts Review

If you run the Chart of Accounts Review (Focus, General Ledger, Chart of Accounts
Review) for all Cost Centres then you will see commitments associated with
transferred orders — these commitments will appear in the same cost centres in 2024
that they were associated with in 2023.

M=

Looking for
| | |:| Exclude Cost Centres with Zero Value
Code Description Fixed Budget Current Budget |[Commitment Invoiced Actual C+I+A Remaining Budget 2
E12 Building Maint & Improvement 4] [i] 0.00 0.00 0.0 0.00 0.0
E13 Grounds Maint & Improvement a a 0.00 0.00 0.00 0.00 0.00
El4 Cleaning & Caretaking a a 0.00 0.00 0.00 0.00
E15 Water & Sewerage a a 0.00 0.00 0.00 0.00
El& Energy a a 0.00 0.00 55.00 -55.00
E13 Other Ccoupation Costs a a 0.00 Q.00 0.00 Q.00
E19 Learning Resources (Mot ICT} a a 0.00 0.00 99.00 -99,00
E19EMG Enaglish a a 0.00 0.00 0.00 0.00
E19MATH Maths a a 0.00 0.00 0.00 0.00
E20 ICT Learning Resources a a 0.00 0.00 111.00 -111.00
B fpambes | o 0 oo o] o] o)
-

If you run the Chart of Accounts Review (Focus, General Ledger, Chart of Accounts
Review) for All Ledger Codes then you will see commitments associated with
transferred orders — these commitments will appear against the same ledger codes in
2024 as 2023.

1=

Looking for View

I:I ‘Type | ” ”Q| Group | | W] Excude Ledger Codes with Zerg Vaiue! ‘
Code Description Type Fixed Budget |Current Budget Commitment [Invoiced Actual C+I+A Remaining Budget 2
10100 Teaching & Sessional Staff Pay ES 350000 350000 0.00 0.00 0.00 350000.00
10180  Teaching & Sessional Staff NI ES 30000 30000 0.00 0.00 0.00 30000.00
10190 Teaching & Sessional Staff Sup ES 20000 20000 0.00 0.00 0.00 20000.00
20200 Electricity EX 0 Q 0.00 0.00 55.00 -55.00
40020 Teaching - Equipment EX 1] a 0.00 0.00 99.00 -99.,00
43070 Internet Charges EX 0 1] 0.00 0.00 111.00 -111.00
BEC Bank Account BK 0 Q 0.00 2101.50 3536.50 -8338.50
DRC Debtor Control Account DC 4] a 0.00 26.00 26.00 -26.00 -

Budget Caommitment Invaiced Actual Total Remaining
40000000 000 + 000 + 000 = 0.00 40000000
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Optionally Check the Fund Allocation in the 2024 Year

You can see the carry-forward in the 2024 year. You can optionally adjust this but it
is NOT necessary as FMS will reverse out the carry forward when you do the Final
Close — any final adjustment can be made then.

» Click Focus, Budget Management, Fund Allocation...
i @ Fund &llocation Details EI@

Looking for Sequence

| @ Code <> Description |

Code Description

01 School Budget Share

If you have not yet allocated to the fund then the Allocation value is the carry-forward.
If you have already allocated to the fund then the Allocation value is the sum of your
fund allocations (SBS, Pupil premium etc.) and the carry-forward.

» Click the Focus Browser button to get the screen below....

ﬁ Fund Allocation Details EI@
1: Basic Tg: Histary
Fund Description School Budget Share Fund Code 01
Fund &llocation 997644.09

Total Budgeted against Fund 400000.00 Decrease Allocation..,

Reserves 537644.03

Optionally use the Increase/Decrease Allocation buttons to zero the carry-forward
and get the figure back to the known fund allocation prior to the Preliminary Close —
this is NOT necessary as FMS will reverse out the carry forward when you do the
final close.

If you have not allocated to cost centres then you can do it now or any time later —
allocations may be edited at any time.

» Click the History tab to see the individual allocations AND the carry forward.

ZE Fund Allocation Details EI@

1: Basic Tg: History
e Type
Increase Decrease

Marrative UserID [Journal Date Amount it ‘,’7
Standards Grant 5YS 000048 04/12/2012 50000.00
Threshold Grant 5YS onoon4s  04/12/2012 S0000.00
Qpening balance journal SYS 000055 01/04/2013 500000,00
Opening balance journal Y5 000055 01/04/2013 -2355,01

The carry forward is the difference between the two Opening Balance Journal lines —
this will be reversed at Final Close and a new carry forward calculated.
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Transferred Items

To see orders and invoices that have transferred to the 2024 year or have been
transferred in support of unreconciled payments then...

» Run Reports, Year End, Transferred Transactions...

Repor Criteriy - Year End Translersed Transsctions ﬁ
e Firuretinl Tear | ]ﬂ,
Transdan Type |AII q

[l inade Support Rems

Segpatrelt

< Frandaction Mo % Transaction Date

| oK Chnel Haip

» Complete as illustrated above.

Year End Transferred Transactions Report E‘

Frasa s Taps - &8
bcleda g pari kama - Tar
Peian Drder . Tesanprion He

st VP DiaSsheged Fes Pamew bemary

P Trusaferred

e [ Dhuse et i, Cude Qrignal hsunt Hemuning
T  HFFIOOE G402 Comiy Sepples feeessuni] 00m ey
T  HFFO00003 QT2 Comby Sappled MLy W o
T PG GN2ENT  Cosnby Supples e k] oo
EO Trasaferred b Seppart

Dnder e Dam Sappler Sup. ol Dirighnal Ameuni Bemabning
TS HFF00CE GO Coemry Sopples [seneann] - TR o
AF Trasafeared

ImsieCredifaietis  Tipe Due Cmdier e Chegue e Sppler g Cnde Amswni  Hemaining
T CEm [ 4} QTN RFP LY Tty TRpFR [LLEER 1 am
T B3I Fi 14040003 WM i ESPO LIV RRE RS 1000 0 S
AP Tonsifeared s Sagpsri

DmwieCredlilase e Trpe Duie Ouder e Chey e Me Spplier By, el Ameuar  Bemulning
TS TR a [T HF PO, SO000 Cormity Seppbes s N T
T3 ERbiin L4 Q0400 T (Y Q0000 ESPO [Leciieend 1300103 Qg
ey mes Toassferrod s Spper

Cheywms [%e D Sapplier G, Cwbe fimeran)
TS oo MO RO OOOC000E 1,000
TS DOOO0S 40T ROC [ernrn wul) b i
Dt Lok el Lo Tioumscherred

L Bt Fram L]

T 000000 1E0e0LY  FTA FTAIN (=3 1345 a0m

Paara Nikw e Crgeal fresd Bnvitsla S
Lagef 7 - Traraiured . TH - Trewiersd & Fppet
Fromd on GIRAGETE 0 A D pm Faga 0 efl

All this lot has transferred so that invoices may be raised, cheques printed and
transactions reconciled — so...

e Unreconciled accounts payable transactions and non-invoiced income
receipts/pay in slips transfer into the 2024 year.

e Unreconciled journals do not transfer.
e Unreconciled Petty Cash Reimbursements do not transfer.

e Accounts Receivable invoices and Pay In Slips do not transfer.
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In the FMS 2023 year, any orders, transactions or local payments that have been
transferred to the FMS 2024 year will be marked with the following symbols:

e T: The listed item has been transferred to the next financial year and requires
additional processing.

e TS: The item has been transferred to the next financial year as a supporting

item, e.g., the order relating to an invoice may be transferred. This occurs if
invoices are still awaiting reconciliation.

e TR: A transaction has been copied in support and the item it is supporting has
been cancelled.

In the FMS 2024 year, any orders, transactions or local payments that have been
transferred from the FMS 2023 year will be marked with the following symbols:

e F: The listed item has been transferred from the previous financial year and
requires further processing.

e FS: The item has been transferred as a supporting item, e.g. the order relating
to an invoice requiring processing.

¢ FR: You will find this symbol placed against an item that has been copied in
support, but the item it is supporting has been cancelled. If further processing
is required it will be reinstated and available for completion.

Order Browse
The order browse in the FMS 2024 year might look something like this...

ZE Purchase Order Pracessing EI@
Looking for Wi
| (=] e Y
Sequence | > Order Mumber  <® Date <> Source | | Cr Ascending @ Descending |

Date Order Mumber Supp. Code  Supplier Order Status

County Supplies

0470452012 MPPODOOOG oooooool County Supplies Fully Invoiced Fras
04/m452012 MPPOOOOOS gooooool County Supplies Partly Invaiced Fhds
04472012 MPPODO004 gooooool County Supplies Autharised Fhds

Four orders have been transferred from the previous financial year.
The order browse in the FMS 2023 year might look something like this...

@ Purchase Crder Processing EI@
Looking for Wiy
[[=] Jan ISY
Sequence | <> Order Number < Date <> Source | | <r dscending < Descending |
N
Date Crder Mumber Supp. Code  Supplier Order Status Source Originatogy C‘f_rgasrs

19/12/2012 M PP 7 County Supplies

040472012 MPPOOOOOG gooooool County Supplies Fully Invaiced Fhs
047042012  MPPOOOOOS oooooool County Supplies Partly Invoiced Fras
04/04/2012  MPPOOOODO4 00000l County Supplies Authorized FrdZ

Four orders have been transferred to the next financial year.
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Invoice Browse

The invoice browse for both years may show a similar picture.

Receipts Browse

The Receipt browse in the FMS 2024 year will show transferred, posted but
unreconciled receipts.

Pay In Browse

The Pay In browse in the FMS 2024 year will show transferred, posted/paid in but
unreconciled Pay In Slips.

Manual Journal Browse

The Manual Journal browse will be empty as posted, unreconciled journals stay in
the 2023 year — however they will appear in the bank reconciliation screens in 2024
so that they can be reconciled.

Petty Cash Browse

The Petty Cash browse in the FMS 2024 year will be empty but show the transferred
cash-in-hand figure!

What can | still do in the 2023 year after a Preliminary
Close?
In the 2023 year you will still be able to:

¢ Reconcile staffing costs using the automatic reconciliation routine

e Create Year End Adjustment Reversing journals for sundry debtors/creditors (see
next page)

e Create Direct Payments/Receipts — very unlikely!

e Run reports etc.
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Sundry Creditors and Sundry Debtors

Sundry creditors and debtors processed for the school can be identified from the Bl
report FI038. This report can be run from Thursday 4" April

This report will identify all sundry creditors and debtors that the school itself raises
e.g. Biller Direct transactions for March, Utility Bills for March, use of a supply agency
processed for your school where the invoice will arrive in the 2024 year.

On this report Creditors will be identified as expenditure and Debtors as income.

Year End Adjustment Reversing Journals

If you buy a remote or on-site year end closedown these will be complete on your
behalf.

Create a Year End Adjustment Reversing Journal in the FMS 2023 year - this will
debit (or credit) the ledger code/cost centre in the FMS 2023 year AND reverse those
debits or credits for the same ledger code/cost centre combination in the FMS 2024
year.

2023 Year 2024 Year
Sundry Creditor
(Year End Reversing Debits the Ledger Credits the same Ledger
Journal for Code/Cost Centre Code/Cost Centre
expenditure due)
Sundry Debtor
(Year End Reversing Credit the Ledger Debits the same Ledger
Journal for income Code/Cost Centre Code/Cost Centre
due)
Examples:

Sundry creditor — biller direct charges that relate to March or before but won’t be
taken from the bank account until April.

Sundry debtor — catering income that won’t be received until April but for meals
served in March or before
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Processing Sundry Creditor/Debtor Transactions

Process a Year End Adjustment Reversing Journal in the 2023 year. This will
debit/credit the ledger codes/cost centres in the 2023 year (that’'s what we want) AND
credit/debit the equivalent ledger codes/cost centres in the 2023 year.

Run the FI038 report for period 013.2024 (period 13 2024)
Available Variants: Save Delete Show Variable Personalization

General Variables

Variable** Current Selection Description
Profit Center XOOKKX| X
Fiscal Period 013.2024 SP1 2024

This will also show reversal accruals from the previous financial year, posted in April
of last year (Period 1). To filter on the accruals processed in period 13, right click
over the text ‘Fiscal year/period’ select ‘Filter and then ‘Select Filter Value'.

FI038 - Line item Detail Debtors & Creditors: Schools

Back| Backto Start| Variable Screen | information | Print| Export te Excel |

Profit Genter -+ GiL Account:+ Fiscz

;'po. No. (GL View) = fem Text = Amount-+
ter
NCCA/11000 Ageney Staff P! Change Drildown

, 500003040 — R 60.00
60.00

~ Columns
= Key Figures

~ Rows L
Print Version

= Profit Center NEC111010 Agency Teachers ARR Smemae -630.00
Broadcast and Export »

00002581
00003040 - 95.00

T - 360.00

= GIL Account =
= Fiscal year/period Properties

= Doc. No. (GL View) Sort Fiscal yearlperiod b
© LEir=d Result 590.00

765.00

FB{:‘_I_.___I___:_J LN Sl U YT T
[ Ftr [ Select Fter Valie

HH Change Drilldow n 4
Rest Variable Screen

APR Print Versicn 00002531

Breadcast and Export
S 00003040

Properties 4
Sort Fiscal year/pericd

Result
Select the line SP1 2024, then click the ‘Add’ button, followed by ‘OK’. This will
produce a transaction report showing all accruals posted into period 13 only.

Creditors (debiting money from the 2023 year and crediting it into 2024) will show as

positive figures.
Debtors (crediting money into the 2023 year and debiting it from 2024) will show as

negative figures.

Using your FI038 report..........
» In FMS change to the 2023 year.
» Click Focus, General Ledger, Manual Journal Processing to get...
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|8 4 % ¢ = | @ 95 &
ZE Manual Journal Processing EI

Looking for Sequence e

|ﬁ| @ Date <> Marrative |AII Entries ”q|

[templates  [] Pasted [ series Only

-

Inl, Mo, (& Date Marrative Type Prd, Balance

[ N A N

» Click the Add Journal button W to get...
rAdd Journal Wizard g

This wizard will take you through the process of manually entering a Year End
adjustment Journal
) First, select the type of Journal you wish to creste
<> Year End Adjustment
<@ ¥fear End Adjustment Reversing |

<> Opening Balance

Help ‘

[ In future use direct entry rather than using this Wizard | <= Back || Mext »> Cancel

» Click the Year End Adjustment Reversing diamond and click Next.

Add Joumnal Wizerd i

Irfter pnlhnp dafail snd nartive

“*
O — oo [5” A
Supplinr q:‘

Humitiy | endrny Credfar

PENI S & Foack Yeaw o 024

Frar

Rpsyrigl  —— Ir
e T R Y

Cancel Halp

«a Back Rt s »

I Pisbare e Gineck eminy raSher Bhan wing thin Wissed
ireg

» Key a Narrative e.g. ‘Sundry Creditor 23/24’, choose Period 1 (or earliest
available period) and click the Next button.

_
Add Journal Wizard =5

Create new journal voucher
Selecting Finish will sawe this journal wvoucher header and take you into the line
detail entry farm,

| Help ‘

<= Back Finish Cancel

D In future use direct entry rather than using this Wizard

» Click Finish.
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Sundey Credms I n 4 '6 i' = E ‘3 ﬂ
. B e EEA
Katrateen [:um-'_rl:-:uw ]
Reweraal Vew i@ Feried I:E"E
SOURMAL UNES
lbedgar Fuea peacripnan CiCentre Daieription Denn Crndet =] (4]
b r | | I ﬂ

> Click the Add Journal Line button.

r\"ear End Journal Line Details M
Ledger Code |1200lJ ||Ad\rertising Casts |
Fund Code [0 |[schest Budget share &Y
Cost Centre |E08 ||IndirectEmpI0yee Expenses |

Amount 112.00
Debit/Credit @ Debit > Credit 1

Marrative |Ad\fertf0r Head |

Cost Centre -100.00 Combination  [-100,00 |

» Complete for the item on your FIO38 report.

I Update & Close I ‘ Update & Mext Line

» Continue to add a line for every other item on the report
m ¢ * ¢ = H 95 &

[

‘Sundey CredRon

- o

w @ e EES
[er— [funary credrert

R — e Ol

JOUBNAL LINES

[

Ilua,h Fund Deieriplion Eiertne Diitrplsn Dbt Crodt - El
100 91 Adwertising Costs Eae Indirect Employee Expendes 1208 e |Z|
s Bl SeeR Teminsed & Deerlsgmant BAY ol Dewelopment & Tonineg a8 LT1] E

D s

T |
o — e — R T S—

» Click the Add Journal line button to add the ‘balancing’ line.
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Year End Journal Line Detast- — ﬁ
ledger Code  [SCR |[sundry creditors <« l@ Use the code SCR Sundry
Fndcode | ” Al Creditors
Cost Centre | ” |

Debit/Credit <> Debit @ Credit f

Marrative | |

| Update & Close ‘ Update & Mext Line

The amount will be the total of
the debits above

» Use the code SCR Sundry Creditors, key the total value of the credit, ensure
that Credit is bulleted and click Update and Close.

undry Credise | @B & & & = H 9 &

= Manusl lourmal Processieg e

e e

eyt l:und'.-".l-e-: har

SR N
JOURRAL LINES

Ledger Furd Depoription Siientry  Descrighan Duit Creant

1e8E 81 Adveitiseeg ot Edd Indiecol Employes Experded 11258 a0
13036 @1 Seal¥ Freining & Developaent E03 i Dievelogarbrt & Trainisg 50 080
ISE 1 Geousedd Mo E13 Groufes Munt & Feprovement T aE

Murratie

suwnce [odmas ] vowivesws [ s reniceeas

/— T | The ledger codes

are debited in the
2023 year and the
SCR code credits
the same ledger
codes in the 2024
- year

1%

» Click the floppy disc save button to Save and click the Post B button.

Now move onto your Sundry debtors from your FIO38 report (if you have any as not

many schools do)

» Click Focus, General Ledger, Manual Journal Processing to get...

| | ¢ % @ = H 5 &
& Manual Journal Processing =n =R
Laaking for Sequence Wiew
I—“ﬂ @ Date < Marative [air Entries =Y
[ templates [ Posted [ series Only
Inl. Mo, ' Date Marrative Type Prd, Balance = I
‘1| [ [ |a

» Click the Add Journal button & to get...
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-
Add Journal Wizard =50

This wizard will take you through the process of manually entering a Year End
Adjustment Journal

First, select the type of Journal you wish to create

<> Year End Adjustment

<> Opening Balance

Help ‘

[ 1n future use direct entry rather than using this Wizard | == Back INExt == I Cancel

» Click the Year End Adjustment Reversing diamond and click Next.

ddd foumnal Wioard —

Erder poiking Satail and namytie

S — S e T

Supplar : {il
Ktz :Sundn,,r Debtor ]
RN - T e

s [2 Per__]@

b Pusbiare i dlivect ey rafthier Shan kg this Wigsed | +a Bask | |Nﬂ*’-‘ | | Cancel Halp

» Key a Narrative e.g. ‘Sundry Debtor 23/24’, choose Period 1 and click the
Next button.

_
Add Journal Wizard [

Create new journal voucher

Selecting Finishowill save this journal wvoucher header and take you into the line
detail entry form,

Cancel | Help ‘

== Back I Finish I

D In future use direct entry rather than using this Wizard

» Click Finish.
Sundry Debtor - | b & & @ = H 959 &

B Manual Jeumal Precesing e
o @ e E A
Humrateen | Sundry Debtaor-
S L T VI T T
MMIRMAL BNES
-I.ldnlr .Iu'\-d.lhlnlptan .u;rcmm .Du'lmp&-un ‘tabe Teran “?

> Click the Add Journal Line button.
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Ledger Code (73000 [[inc from cont to visitsactivity

Fund Code

|01

|lsehootl Budget share

Cost Centre nz2 ”]ncume From Cont To Visits

1000.00

|<>Debit & Credit | 1

|Trip manies 0utstanding| |

Combination [-2,638.20

» Complete for the item on your FI038 report.

Amount

Debit/Credit

Marrative

Cost Centre 2,6358.90

Update & Close

‘ Update & Mext Line

» Continue to add a line for every other item on the report

» Click the Add Journal line button to add the ‘balancing’ line.

[sor

<—9

Ledger Code ||5und|]r Debtaors

Fund Code |

| Q]

Use the code SDR Sundry
Debtors

Cost Centre |

|
t
I |

[CY

Amount

Debit/Credit

Marrative

Cost Centre

I Update & Close I ‘ Update & Mext Line

The amount will be the total of

the debits above

» Use the code SDR Sundry Debtors, key the total value of the debit, ensure
that Debit is bulleted and click Update and Close.

JOURMAL LIMES

Debit Crdit/ ~

Ledger Fund Description
SDR

C/Centre Description
Sundry Debtars 1000.00 0.00

v

Marrative

Total Debits

Sundry Debtor | B ¢ ¢ & = | = ca =
Manual Journal Processing =)= S
Narrative Sundry Debtor |
e Yl i The ledger codes

are credited in the
2023 year and the
SDR code debits
the same ledger
codes in the 2024
year

(O[N]
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Click the floppy disc save button ® to save and click the Post B button.

» Click the Focus Mode browse button to flip back to the list of journals.

|Sundry Creditor for March Biller Direct | {} 0 I# = [E @ é
@ tdanual Journal Processing EI@
Looking for Sequence Wiewns
Dat M it |
| =] |® ate <> Mamative [ail Entries Q)
[ templates  WFgsied; [ Series only

Jnl Mo, S Date Marrative Type Prd. Balance o~
000056 € 0140472013 Sundey Creditor far March Biller Divect cL 13 *Balahced®
000051 PI04/0472012 Eiller Direct.., CE 1 *Balanced*

You will see the Year End Reversing Journal in the browse — it has a status of C —
you will also see all your other, posted 2023 journals.

The Chart of Accounts Review in both years illustrates what has happened.

gdit VAT Amount AT Code | * ({43

Led, Code  Fund Ledger Description Cost Code  |Cost Centre

i overtising Costs ru:!irr:n:t Employee Ext .00 m-
12030 01 5taff Training & DeveloplE0Y Staff Development & o.00 000

20100 01 Grounds Maintenance E13 Grounds Maint & Im| 0.00 0.00

SCR Sundry Creditors 357.00 o.00

In the illustration above, the chart of accounts review clearly shows the debits in
period 13 of 2023 against the digit ledger codes and...

Led, Code | Fund Ledger Description Cost Code  Cost Centre Debit i T &mount  WAT Code | * |§|
L"-.n:!'-.w'r:rti-sir'u; Costs rn:!irr:u:t Employee Ex -

12030 o1 Staff Training & DewelopiENY Staff Development & 0.0

75.00 0.00
20100 o1 Grounds Maintenance  E13 Grounds Maint & Imp 0.0 0.00
SCR Sundry Creditors 3870 0.00

In the illustration above, the chart of accounts ew clearly shows the credits in
period 1 of the 2024 year against the same ledger codes.

The Final Autorec File Relating to 2023

There will be one final 2023 autorec file — date range 23/03/24 to the 31/03/24 which
will be available from Thursday 18" April 2024.

Warning Message when Changing Years

A consequence of posting expenditure in the 2023 year via a year end reversing
journal or an imported autorec file is that every time you log on to FMS you may get
the message that Journals have been passed in the closing period of 2023 (shown
below)
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SIMS FMS Module il

f 0 1 lournals have been passed in the closing period of year 2015 that affect
WL the selected years opening balances. Itis advisable to re-run a
Prelirninary Close inwear 2015,

Just ignore this message and click OK — all gets sorted in the Final Close.

Update Electronic Catalogues

A number of suppliers have electronic catalogues available — these include:

e County Supplies
e ESPO (Eastern Shires Purchasing Organisation)

All schools may already have County Supplies and ESPO defined on their system — if
you wish to use other suppliers then you would need to add them to your system
prior to importing their catalogues.

Download the Catalogues

If you buy back ICT support from Notts County Council you should have access via
the portal to the catalogues around the end of March/beginning of April 2024 — if you
download catalogues earlier then you may just get the 2023 screens, catalogues and
prices.

» Go to the Notts School Portal and search for FMS Catalogues.

If you buy back your ICT support from another provider then you will need to contact
County Supplies, ESPO etc directly.

Each supplier that has provided us with an electronic catalogue will have a separate
link to their own catalogue on the catalogue web page.

County Supplies
e Click the link to the County Supplies catalogue.
e Click Save when prompted.

e Navigate to the I:\edit\county supplies folder (if this folder does not exist then
cancel and create it).

e You may be prompted to overwrite an existing file (last year’s catalogue) — if
so then overwrite/replace.

ESPO
e Click the link to the ESPO catalogue.

e Click Save when prompted.
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¢ Navigate to the I:\edit\ESPO folder (if this folder does not exist then cancel
and create it).

You may be prompted to overwrite an existing file (last year’s catalogue) — if so then
overwrite/replace.

Other Suppliers

e Repeat the process for other suppliers — ENSURE that you save the file into a
folder named after the supplier.
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Import the Catalogues into FMS

Take care with this process as there is a risk that you will import a catalogue into the
wrong supplier so the FMS catalogue will contain items from both suppliers!

County Supplies...
> Access the SIMS FMS module.

» Click Focus, Accounts Payable, Supplier.
» Doubleclick County Supplies.
» Click tab 3: Catalogue.

|00000001 HCounty Supplies ‘ & T ¢ = " 9
Supplier Details =
1 Basic T;: Additional Ti: Catalogue Tﬂ: Review T;: eProcurement

Last Imported On 042042012 | [ Import Catalogue | | clear Catalogue | | Print catalogue | (7] Catalogue in Use

Looking for Sequence
| @ Description < Par/ISBN Number ‘

Description Part / ISBM o Unit Cost | = E‘
[L PLY PLAIN TILL ROLLS 5PT0 OLLS 70 7353 mu
1.2Mx1. 20 UNFRAMED NOTICEBOARDRED #3396 35.000
1/2 WHITEBOARD 1/2 MOTICEBOARD1200x600MM ALUM FRAME NEW 12955 42.500

» Click the Import Catalogue button to get...
Supplier Catalogue Import =

Please Specify the Location of the Catalogue Upgrade File
Faor County Supplies

[ [[e]

» Click the Browse button to get something like...

Drives
[Ee =l
(= C:A N
(= SHARE
[=: PRIDATA
(= APPS
(£ ACCOUNTS

1. Click the Drives drop arrow and click your | Drive to get something like...

Select Catalogue Location H

Drives

=H =l

Only primary schools may see the APPS folder — all schools should see the edit
folder.

» Doubleclick the edit folder to get...
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Select Catalogue Location x|

Drives

=i

| 7 county supplies
] espo

7 theConsortium
1 ypo

Drives

[=in =l

| & countysupplies

=

=

Careful: Ensure that you open the correct
folder or you will get county supplies
catalogue items in your ESPO catalogue or
vice versa — this can only be undone by
restoring from backup!!!...

» Doubleclick the County Supplies folder to get...

Select Catalogue Location E

» Click the Select button to get...

Supplier Catalogue Impork

x|

Please Specify the Location of the Catalogue Upgrade File
For County Supplies

ED

II:\EDIT\EI]UNTY SUPPLIES

[

» Click the Select button to get...

Imparting Supplier Catalogue

Inztaling / Updaling Catalogue For Supplier

2623 Racords Importad

-

» Wait until the process has finished. When the upgrade is complete close the
Supplier focus.

ESPO

Go through the same process but ensure that you navigate to the I:\edit\ESPO

folder
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Other Suppliers

Ensure that the supplier exists on your FMS system and go through the same import
process. Remember to navigate to the appropriate supplier folder.

Some schools use eProcurement — when accessing an eProcurement supplier
record e.g. ESPO, you may see the following alert...

e-mail Source Address x|

1 This supplier is flagged For order output as %ML, Toimport %ML Content Orders you must complete at least one of the 'e-mail Address

\‘) Source’ attributes on the eProcurement tab

Just click OK and forget about it.
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Final Closure (May)

Final closure will normally only be made after receiving the Governors statement —
this is due to be sent to schools via ERICA, week ending Friday 10" May 2024.

» Click Tools, Define Financial Years, Define/Edit Years... to get...

Define Years
Year State Periods Lowest Open  Archived @ ™ @
= I N I T
017 Started 12 11 Mo E
2016 Finalized 12 13 No
2015 Finalized 12 13 No
2014 Finalized 12 13 No v

Open Vear [ Pretiminary Close | [ Final Close,

>

Period Start Date MName Status

2/01/05/2018 May  Open
3 01/06/2018 Jun Open
4 01/07/2018 Jul Open
5/01/08/2018 Aug Open
6(01/09/2018 Sep  Open
701/10/2018 Oct Open
8 01/11/2018 Nov  Open
9\01/12/2018 Dec Open
10(01/01/2019 Jan | Open v

\ﬁ [ check Spending Against Cost Centre
101/04/2018 Apr  Open [4] Order Book Open
[ Order Book Open - Restricted Users

[ Record Deliveries

Next Year Begins

01/04/2019

Save

» Click the 2023 year and click the Final Close button.

-

Final Checks

==

Adtion

“alidating Purchase Orders
Checking Accounts Payable
YWalidating Cheques

Checking Mon Invoiced Income
Checking Invoiced Incame
Checking Invoiced Income Books
Checking Invoiced Income Products
“alidating Journals

“alidating Petty Cash

Checking Suspense

Passed

AN

ANANA NN N NANENLNEN

> Click Continue.

[ Final Close ===)

Action Status

v
Updating Budget Links v
Transferring Outstanding Delivery Maotes v
Transferring Outstanding Purchase Orders v
Transferring Outstanding AP v
Transferring Outstanding Mon Invoiced Income v
Rebuilding Summary Totals v
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FMS End of Year 2023 — 2024

> Click Perform Close.

SIMS FMS Module

===

 Ifyou choose to continue the year will be finally closed, this operation
_L is not reversable, Are you sure youwish to continue?

Mo
h
Define Years ﬂ

Wear State Periods Lowest Open  Archived -
2014 started 1 LMo
2013 3 e |E|
2012 Finalized 12 13 Mo b

2011 Finalized 12 13 Mo

2010 Finalized 12 13 Mo -

=
o

Feriod Start Date [hame Status
1 01/04/2013 Apr Closed
2|01/05/2013 May  Closed
3 |01/06/2013 Jun Closed
4/01/07/2013 Jul Closed
5017082013 Aug  Closed
6 |01/09/2013 Sep Closed
T0L10/2013 Oct Closed
§ 0171172013 Mow  Closed
9/01/12/2013 Dec  Closed
10 01/01/2014 Jan Closed

= || | [ check Spending Against Cast Centre
K

2023 now Finalized

Qrder Book Open
|:| Qrder Book Open - Restricted Users

D Record Deliveries

Mext Year Begins 0170452014

Sawe

» Click Save (cancel will not undo the final close).

FINAL CLOSURE CANNOT BE REVERSED
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FMS End of Year 2023 — 2024

Final Adjustment to the Fund in 2024

The preliminary close carry-forward is reversed at final close. All balances across all
cost centres are re-calculated, aggregated and carried forward to the 2024 year. The
FMS carry forward may equal your true carry forward (governor’s report) — hurrah —
drinks all round.

However, unfortunately, school carry forwards are rounded up or down to the nearest
pound (shown as a Budget Transaction in the new financial year on Bl report FI035),
and therefore you will need to change the fund balance in 2024.

» Click Focus, Budget Allocation, Fund Allocation.

|u1 ||5cham Budget Share ‘ T L
B Fund Allocation Details E@
Looking for Sequence
| @ Code <> Description |
Code Description Allocation Budgeted Reserves i
] 01 5choal Budget Share

The Fund Allocation includes the adjusted carry-forward — hopefully it will be spot on!

» Click the Focus Browser button (or double click the fund line) and click
the History tab to see the individual allocations AND the adjusted carry

|u1 ||Schamauuget5hare | Lo+
@ Fund &llocation Details EI@
1: Basic Tg: History

Tew Type

Increase Decrease
Marrative UserID Journal Date Amount i Iﬁ
Standards Grant SVE 000048 04/12/2012 5000000
Threshold Grant SVE 000043 04/12/2012 5000000
Dpening balance journal SYS 000055 017042013 S00000,00
Opening balance journal SYS 000055 01/04/2013 -2355.91
Reversal of previous Opening Balance Journal SYS 0o00G4  01/04/2013 -497644.09
Opening balance journal SYS 000065 01/04/2013 S00000.00
Opening balance journal 5YS 000065 010472013 -2354.91

» Click the Basic tab to get back to...

|01 ||Schumaudgat5hare | & L
Fund Allocation Details E@
1: Basic T;: History
Fund Description School Budget Share Fund Code 01
Fund Allocation 997645.08 Increase Allocation..,
Total Budgeted against Fund 40000000
Reserves 597645.09

Use the Increase/Decrease Allocation buttons to adjust the carry-forward and get
the figure back to the true fund allocation including the carry forward if necessary.
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Tidy the 2024 Structure

If you have cost centres that are no longer used then now is your opportunity to get
rid of them. You must:

disabled but you should then be able to...

Delete the cost centre.

Unlink Ledger Codes from a Cost Centre
» Click Tools, General Ledger Setup, Tab 6 C/Centre Ledger Links

General Ledger Setup

S

[2: Fund Codes

T 2: Cost Centres

] 3: Profile Models

| 4 Ledger Groups

5 Ledger Codes

Laoking for

B: C/Centre Ledger Links | 7: Central Ledger Links

I

| 2 eProcurement Temprates |

Sequence

4 Ledger/Fund Code

> Ledger Description

£ Cost Centre Code
< Cost Centre Description

Ledger-Fund  Ledger Description

Unlink ledger codes from the cost centre — the cost centre is effectively

[Other Ed. staff Fay
Other Ed. Staff O/T

10010-01

10080-01 Other Ed, Staff NI E03
10030-01 Other Ed. 5taff Sup ED3
10100-01 Teaching & Sessional 5taff Pay EOL
10110-01 Teaching & Sessional Staff OT E0L
10160-01 Tearhing & Sessional Staff NI E0L

Education Support Staff
Education Support Staff

Click the minus button EI
to unlink a code from a

Education Support Staff

Teaching Staff
Teaching Staff
Teaching Staff

Save

Delete a Cost Centre
» Click Tools, General Ledger Setup, Tab 2 Cost Centres...

General Ledger Setup

B

[ & c/Centre Ledger Links | 3: Central Ledger Links

Y

| & eProcurement Temalates |

1 Fund Codes 2 Cost Centres

1 & protile Mogels

|4 Ledger Groups 7 = Ledger cooes

LB all cost centres
£ Capital Expenditure
FE1 Capital Income
& Capitation
B English
Bcr Learning Resources
Learning Resources (Mot ICT)
B maths
e
1 Contingency & Reserves
FC Ermployees
& Income
FE1 OPEN
&1 Other Expenditure
S Premises
L1 Supplies & Services

cosT

RN EIED

Thres|

TEthption ama
Abbreviztion  [Drama

Holder

CENTRE DETAILS

1

Click the minus button EI
to delete the cost centre

hold 100

[F] check spending

Save

Delete a Ledger Code

It is also possible to delete unlinked ledger codes. Some schools still have a BKD
Deposit Account Ledger Code — We recommend that you delete this code (unless
you use it) and delete any old, redundant 4 digit ledger codes.
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FMS End of Year 2023 — 2024

Can do in the 2023 Year after a Preliminary

Close
All Reviews and Reports Yes
Direct Central Payments/Receipts Yes
Year End Reversing Journals Yes
Cash Book/Other Journals No
Fund Increase/Decrease Yes
Cost Centre Allocations No
Fund to Bank Transfers No
Import Automatic Reconciliation Files Yes
Structure Changes/Update Next Year Structure Yes
Add/Adjust/Cancel Petty Cash Transactions No
Add new Bank Reconciliation No
Process Orders No
Process Invoices No
Print Cheques No
Cancel Cheques Yes
Process/Cancel Non-Invoiced Income No
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Feedback

Please feedback comments on the effectiveness of the training and documentation to
Aaron Connor or Rachel Livesey

Telephone: 0115 9772211

e-mail: cyp.finance@nottscc.gov.uk




Nottinghamshire
County Council

Contacting Us

Email cyp.finance@nottscc.gov.uk
Phone 0115 9772211

Post Children & Families Finance
2" Floor
County Hall
West Bridgford
Nottingham
NG2 7QP




