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Chapter 1

Introduction

Closing the accounts for the year is usually something that people find difficult
because it's only done once a year and the final closure is ... well final. Once
you close down the year’s accounts, everything is locked down and you can’t go
back and make changes. That's why there is a draft close-down so you can
prepare everything in advance of taking the final step but still be able to cancel if
you need to. Then you only need take that final step when you have everything

organised to do so.

Important! It's not as scary as you think. Follow the steps documented in this
guide to close down your year. Remember, we are with you each step of the
way. And your auditors are there to support you too. You should only do a final
close-down on their say-so once they have approved the draft close-down

accounts.

Am | ready to do a year end?
If you are thinking about closing year end, ask yourself:

« Have I received all the bank statements up to the year end date?

Tip: You cannot close the year until you have received these because you

need to reconcile all your accounts against the bank statements for the year,
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although if you are asked to, you can perform a blank reconciliation for the

missing period at the year end and carry forward any unreconciled
transactions to the next year. Itisn’'t something we recommend but you may

be asked to do this by your auditors.

What if | don’t know my year end date?

If you don’t know your year end date, you can see the start date of the current

year on the Transactions section of the Fund Manager Dashboard.

For example, here we can see the year started on 1/9/2016:

Dashboard

Transactions

Transaction Summaly (Peried beginning 01/0%/2016)

Opening 158985.81
Transfers In 500.00
Transfers Out 500.00
Receipts 2391.00
Payments 1630.85
Balance 159745.96

[ Receipt ] [ Payment ] [ More Transactions v]

so the year end date will be 31/8/2017.

Can | continue to enter transactions in the new year before
closing the previous year?

One of the questions we are asked most frequently when people come to do
year end, is “Can | continue to enter transactions in the new year without closing
the previous year first?” The answer is YES. Transactions apply on the date they

are entered in Fund Manager, so transactions that you enter on dates that fall in

the new financial year are not counted within the previous year’s dates.

What are the stages you go through to close the year?

There are three stages and we’ll go through each in a separate chapter.
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1. Preparation - get ready to close the year

2. Draft close-down - do a dummy run and prepare accounts to hand to the
auditors

3. Final close-down.- only do this if your auditors have signed off on the

accounts you presented from the draft close-down

What if | don’t understand something or | need more help?

« You can see helpful information we share with you or have a conversation

with us through Fund Manager’s Conversations feature.

1. Hover the mouse over the

Help icon.

This produces a pop-up menu

Speak to Us
to choose from.

2. Selectthe Speak to Us icon.
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Th|S pI’OduceS the Conversations

with Fund Manager

Conversations with Fund

. Dan 3w ago
Ma nager wi ndow & Sull needing to close down?

Toby 4w ago
FAQ's to help you sall through Septemb...

[*i New Conversation

3. Toview a message we have

Toby Aw ago
FAQ's 10 help you sall through Septemb...

sent, click the conversation.

e The conversation is

expanded.

(] CIle the bOX Wlth the 3 Toby from Fund Manager

FAQ's to help you salil
through September

message. e

conversation to see the full

Note:

You can give us feedback
on how helpful you found
the message and this will

help us to improve the help

w ¢

we give you in future.

. Click Thumbs Up *

if you found it helpful
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o Click Thumbs Down
' if you found it

unhelpful

4. To start a new conversation or

This opens a new Fund Manager

ask us a question, click New

Conversation.

conversation and you can type ".
in your question to us in that =

window.

Typically replies in a few hours

« You can find out what the fields mean, what you can do on a screen and
how to perform different tasks from Fund Manager's Embedded Help

feature.

1. Hover the mouse over the

Help icon.
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This produces a pop-up menu

to choose from.

2. Selectthe View Help icon.

This produces the Help

window for the screen.

3. To view more information
about a field, click About the
fields.

This expands the drop-down
to show the list of fields on the
screen. Selecting a field
expands the drop-down to
show the description for the
field.

Transfer between Accounts

» About the fields
Howdol ...

p Transfer between two accounts
p Assign a name to the transfer

p Transfer a negative balance from
one account to another

Mare help is available on Pebble Support
Website.

How likely are you to recommend our Fund
Manager Support to other schools?

b About the fields

Transfer between Accounts

¥ About the fields

¥ Transfer From
The account you want to
transfer money from.

You can enter a character or
characters from the account
code in the Search field to
display the account.
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« You can find more support on using Fund Manager on Pebble’s Support

Website, available by clicking here.

Tip:

If you are reading this from a printed version, you can access the
Support Website by opening a browser, and entering
‘https://support.mypebble.co.uk/Content/support/fm/fm-home.htm’ in the

URL (without the inverted commas) like this:

= [ a@https://support.mypebble.co.uk/Content/support/fm/fm-home.htm

« If you need hands-on help or a confidence boost that you are closing down
everything correctly, you can book a chargeable session with one of our
specialists who will be able to help you. Please use this You can book me
link - to book a session and we will guide you through your year end. If we
need you to do something in order to close down successfully, we can also

schedule another session to finish the process off.


https://support.mypebble.co.uk/Content/support/fm/fm-home.htm
https://www.google.com/url?q=https://pebbleassistance.youcanbook.me&sa=D&source=hangouts&ust=1542356883553000&usg=AFQjCNEsn60tIFm73U8YcBS247SX1sNY6g
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Chapter 2

Preparing for year end

This chapter describes what you need to do before you begin to close down the

year end.

Year End Preparation Actions Check

1. Do | know my year end date?

Note: Remember if you're not sure when your year end is, O
check your start date on the Transactions section on the Fund

Manager Dashboard.

2. Have | received all bank statements up to the year end date?

If you have, that’s great. If you haven’t, you can wait until you
have received them all. You can continue to enter transactions in
the new year without closing the previous year first. However, if
your auditors require you to close the year even although you
don’t yet have all the bank statements up to the year end date,
you can perform a blank reconciliation for the missing period at

year end and carry forward unreconciled transactions to the next

financial year. It isn’'t something we recommend but you may be
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. Am | ready to do a draft close-down?

Year End Preparation Actions Check
asked to do this by your auditors.
3. Have |l identified and recorded which accounts | will use in the
new year and which accounts won'’t be used again?
Note: You may seek guidance from the external auditor, Head
Teacher or School Business Manager if you are unsure which O
accounts you can close and which you will use again.
Tip: Keep a list of those accounts in the best way for yourself.
That might be in an office document or spreadsheet.
4. Have | moved the account balances for accounts which won’t be
used again?
Note: You may seek guidance from the external auditor, Head
Teacher or School Business Manager if you are unsure which O
accounts you can close and which you will use again.
Tip: Keep a list of those accounts in the best way for yourself.
That might be in an office document or spreadsheet.
. Have | reconciled all bank accounts (even those with a balance 0
of £0.00 (zero) up to or beyond the year end date?
. Have | printed a list of cancelled transactions? O
. Have | checked my pupil data is up-to-date and mapped all .
relevant unmapped transactions?
. If my Fund Manager is integrated with ParentPay, do | know
what the expected payments from ParentPay are for the last 7-14 C
days up to my year end date?
|

10
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The following pages in the chapter will take you through these preparation

actions step-by-step.

Tip: For your own records, we recommend keeping a track of what you do at

year end. This will help you when you or someone else comes to do the year
end close-down the following year. We have included checklists and space

for notes in the Appendix Your Checklists and Notes

1. Do | know my year end date?

If you don’t know your year end date, you can see the start date of the current

year on the Transactions section of the Fund Manager Dashboard.

For example, here we can see the year started on 1/9/2016:

| T = e ey

Transactions

Transaction Summ
Opening 158985.81
Transfers In 500.00
Transfers Out 500.00
Receipts 23591.00
Payments 1630.85
Balance 159745.96

[ Receipt ] [ Payment ] [ More Transactions v]

so the year end date will be 31/8/2017.

2. Have | received all bank statements up to the
year end date?

You know your year end date from step 1.

You need to have bank statements that include all transactions entered up until

the year end date in order to perform a year end.

11
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Can | enter transactions for the new school year even although |
haven’t closed the previous year?

The answer is Yes. You can enter transactions in the new financial year before
you close the year end for the previous financial year. This is because
transactions are tied to the year by the transaction date you select when you
enter them onto Fund Manager, so as long as you are entering the transactions
with a date in the new year, they will not be included in the previous year

accounting.

Can | enter transactions for the previous year?

The answer is Yes. You can enter back-dated transactions for the previous year

if you haven’t closed it yet.

For example, say you come back to school on the 2nd of September and are
very busy with the start of the new school year. It is only by the end of the first
week in September that you open a backlog of letters which contain payments
from parents for items purchased in the previous school year. You haven’t
closed the previous year yet. What do you do? You enter the payments with a

date in August. Then when you close the year which ends on 31 August, these

transactions will be included in that year’s accounts.

Receive You may need to wait a few weeks until after year end for the prin-
printed ted statements to arrive before you can close the year end.
bank state-

ments?

Work from  If you have access to online banking, you can log on and see the

online bank statements sooner than you can if you receive printed bank

statements? statements. It's sensible to wait until the year end date has passed
to be sure that all the transactions up to that date have been

captured on the statement online.

Depending on your bank, your online statement may show

12
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something like a Pending Transactions section. This shows you

what is coming soon to your statement but isn’t yet recorded on

the statement. Wait until all pending transactions for the year have

been recorded on the bank statement.

Troubleshooting

| need to close
the year but |
don’t have bank
statements up to
year end. Can |

do this?

This isn’t something we recommend but we understand that
it is something you may be asked to do. So if you can’t wait
until all bank statements come in to the year end date, you

can create a blank reconciliation statement in order to close

the year ahead of getting all bank statements in.

To do this:

W N

5.

Any outstanding items in the year are then carried forward to
the new year for you to reconcile later. The effect of this is
that items you might have completed at year end are carried

forward and completed in the new year.

. Open Bank & Cash > Reconcile a Bank Statement.

Select the Bank Account.

Enter the End Date as the year end date.

Enter the Closing Balance to be the same value as the
Opening Balance value.

Click Reconcile.

3. Which accounts will | use next year and which

will | close?

We cannot advise you on which accounts you need to close at year end

because every school is different. If you are at all unsure about which accounts

to close, or what account to move funds into if there are any left from the

13
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previous year in an account you need to close, then please check with your

Head Teacher, School Business Manager, or external Auditor for guidance.

For example, you might want to close accounts that were set up during the

current financial year for one-off or non repeating offers, such as:

« A specific trip that has now expired.
« Temporary supplies (revision guides or uniform).
« One-off offers (discos, tea and coffee).

o Charity fund.

1. Open Reports > Search Account Balances.

TRAINING SCHOOL

Change Organisation

Accounts Summary

:é;bd% 5
T e e .
Opening List Receipts by Receipt Number

Transfers In - -
List Payments by ChequeMoucher
Transfers Out Number - [ ] - il |

Transactions

Transaction Summary

2. Atthe top of the report, enter the details which will give you a report that
includes everything you need to get an overview of the accounts and how

they performed during the financial year you want to close.

TRAINING SCHOOL LogOut  Support
Change Organisation
Reports ~
Search Account Balances
I 1 ‘ - Select Account - T ) Sort into Account Groups
Account Group ‘ e v )" Only Changed Balances
Date FromTo  [01/092016 (31082017 ™ ¥ Include Transfers
2 Include VAT ¥ Include Out of Use

« Leave the account field blank as - Select Account -

« Leave the Account Group as ---------

14
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« Enterthe start and end dates for the year e.g. if the year started on
01/09/2016, enter this in the From box and enter 31/08/2017 in the

To box.
« Select Include Transfers.
« Select Include Out of Use.
« Click Print.
3. Check the report that is output as a PDF.

Search Account
Balances

Accounts Movement in Period Opening Balances Transfers In Transfers Out Receipts Payments Closing Balance

iz ] 231.15 159785.37 1785.00 1785.00 2387.00 2155.85

The header outlines how many accounts you have for school funds. As we

included out of use accounts, this is the total number of accounts that you

have, including out of use accounts.

Code Account S Opening TransfersIn  Transfers Out Receipts Payments

SKI17 Ski Trip 1715.00 0.00 0.00 0.00 0.00
2017/2018

FILE13 |Filey 2013 |~ 0.00 0.00 0.00 0.00

Each row on the report shows the figures for an account. Out of use

accounts are greyed out. Each account shows the Opening balance,

Transfers In, Transfers Out, Receipts, Payments and the closing Balance

for the financial year.

4. Use this report to check and verify:

« the closing balances are correct and can be used as the opening

balances in the new period.

« the account will be used in the next financial period.

Troubleshooting

which accounts | external auditor.

| need to close.

| don’t know Check with your School Business Manager, Head Teacher or

15
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What should |

do?

| don’t think the
closing bal-
ance is correct.
What should |

do?

The first thing you need to do is identify what the balance
should be. Then you can begin to consider how it might have

become out of balance.

For example, if you credited an amount to the account that
should have been credited to a different account, you can

resolve this by transferring money from this account to the
correct account, using Transactions > Transfer Between

Accounts.

4. Have | moved the account balances for accounts

which won’t be used again?

For the accounts that are not to be used in the next period:

1. If the accounts have a closing Balance thatisn’t £0.00 (zero), we

recommend that you transfer the balance to an account which is in use,

preferably a year end closing account.

Important! Remember, if you are at all unsure about which accounts to

close, or what account to move funds into if there are any left from the

previous year in an account you need to close, then please check with

your Head Teacher, School Business Manager, or external Auditor for

guidance.

2. If the accounts have a closing Balance of £0.00 (zero), mark these

accounts out of use.

Warning! You should not mark an account out of use when it still has

funds in it because these can easily be forgotten and lost.

16
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| need to create a year end
account to hold unused bal-

ances. How do | do that?

. Open Administration > Manage Accounts.
. Select Create New Account.

. Create the new Account with an Account

. Click Save.

Code e.g. TEMP - End of Year Temporary

Account.

| need to transfer money to
an end of year account. How
do | do that?

. Open Transactions > Transfer Between

. Select the account you want to mark out of

. Select the year end closing account in the

. Enter the closing Balance in the account

. Select a Date within the current financial

. Enter Notes to help you identify the reason

. Click Transfer.

Accounts.

use in the Transfer From box.

Transfer To box.

you want to mark out of use in the Amount

box.

period which you are closing.

for the transfer e.g. Marking account out of

use in financial year 2016/2017.

Note: You can’t transfer the money

without entering notes.

| need to mark an account

out of use. How do | do that?

. Open Administration > Manage Accounts.

. Select the check box at the left alongside

the accounts you want to mark out of use
and which now have a balance of £0.00

(zero).

17
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3. Select Out of Use in the Batch Actions

section of the screen.

4. Click Update Account(s).

| know | created an account |The account may have been marked out of use.
but | can’t see itin the list of o ,
1. Open Administration > Manage Accounts.

accounts. Why not?
2. Click Show out of use.

3. Enter the name of the account in the Filter
field.

4. Select the account.

5. SelectIn Use.

6. Click Update Account.

5. Have | reconciled all bank accounts (even those
with a balance of £0.00 (zero) up to or beyond the
year end date?

Reconciliation is the process by which you and the bank agree the transactions

that have been entered and cleared on each bank account. As soon as the bank
statement(s) arrive you should reconcile the items that match with that statement.
This means that you won’t have to do a huge amount of reconciliation at the year

end, just the most recent bank statements.

Note: Transactions may remain Unreconciled if you have issued cheques to
someone who has not yet presented them. Where ePayments are made, the

reconciliation process tends to be quicker.

Often it might seem as if you don’t need to reconcile accounts which have a
balance of £0.00 (zero) because there is nothing to reconcile. However, you still
need to select the bank account and click Reconcile in order to record that you

have reconciled the account.

18
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If you attempt to close year end and you haven’t reconciled all bank accounts
you will see the message “You have not yet reconciled all of your bank

accounts”.

Identify all the bank accounts you need to reconcile
To check what bank accounts you have:
o Open Administration > Manage Bank Accounts.

This list of accounts shows accounts which are no longer in use in grey

italics and accounts which are in use.

You need to reconcile all bank accounts that are still in use except for the

Cash account and the ParentPay Settlement account, if you have one.
To see which statements you have reconciled throughout the year:

1. Open Bank & Cash > List Reconciled Bank Accounts.

2. Click Bank Account to order the list by account.

This shows you the accounts that have reconciled statements.

Reconcile bank statements

1. Open Bank & Cash > Reconcile a bank statement.
2. For each bank account you want to reconcile:
1. Select the bank account that you want to reconcile.

2. Click Reconcile this account.

Reconcile Bank Statement

Bank Account

[CURR ] [ School Fund (111873.87)

Last Reconciled Bank Statement
Last Page: 61 End Date: 31/12/2016 Previcus Closing Balance: 106325.22

Details Taken From the Statement to be Reconciled

First Page: Start Date: 01/01/2017 [ Opening Balance: 106325.22

3. Enterthe First Page, Last Page, Start Date, End Date and Closing

Balance details from the statement you are reconciling.

19
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4.

5.

Note: The Opening Balance should always match the figure on

the last bank statement you reconciled.

Reconcile Entries

Date Reference Number Notes Debit Credit
1201/2017 PO00433 742.25
06/0212017 P000439 316.00
0%/02/2017 Q4512595 200.00

01/03/2017 Q4512596 invoice 500.00

2200312017 Q5545457 Lakes trip 200.00

23/03/2017 PO00450 200.00
30/03/2017 Q4512597 500.00

DOoo0oobD o

Select the transactions in Fund Manager that match those on your

bank statement.

Tip: Remember that you can only reconcile transactions that lie

inside your start and end date.

Click Reconcile.

You will now see a list of all your reconciled bank statements.

Note: You can leave a reconciliation part-way through by clicking
Leave. However, if you do, you won’t be able to reconcile another
bank account until you either reconcile it (by clicking Reconcile) or
abandon it (by clicking Abandon). This is because whenever you
go back to the option Reconcile a Bank Statement, it will display

the part-completed reconcilition for you to continue.

3. Foreach bank account you have reconciled, you can print the reconciled

20

statement details in the following way:

1.
2.

Open Bank & Cash > List Reconciled Bank Accounts.
Click the Start Date OR End Date of the reconciliation you want to
print. This displays the statement for your reconciliation.

Click Print.
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Troubleshooting

I’'m trying to
reconcile
another bank
account, but |
am stuck in my
Current
Account. Why?

This is because you are part-way through reconciling the Cur-
rent Account. You must either complete reconciling the Cur-
rent Account, or click Abandon to come out of it. You will then
be able to select the bank account you need to from the

Account drop-down menu.

I’'m trying to

reconcile but

If all the transactions are not within the period specified the

statement won’t reconcile. You can: change the statement

cheque receipt
butit's not
showing on my
bank recon-
ciliation screen.
Why?

I’'m getting an  |dates or amend the transaction date. If you choose to amend

error. Why? the transaction date, you will need to clear the selection on the
Bank Reconciliation screen first. Then you will be able to
select the transaction to amend it.

| recorded a Cheque receipts don’t show on the bank screen like cheque

payments. They need to be recorded on a paying-in slip which
requires them to be paid to the bank. Then they will appear on

the bank reconciliation screen.

How do | find a
list of unre-

conciled bank

1. Open Bank & Cash > Bank History.
2. Select Unreconciled from the Status drop-down menu.

3. Click Search.

reconciliation
for Period End?

entries?
How do | per- 1. Open Bank & Cash > Reconcile Bank Statement.
form a blank 2. Select the Bank Account.

3. Setthe end date on your system to match the year end

date.

4. Setthe opening balance on the system from the bank

21
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reconciliation as your closing balance.

5. Click Reconcile.

This will force a blank statement through Fund Manager

so you will now have reconciled statements up to the

year end.

6. Have | printed a list of cancelled transactions?

You need to print the report of transactions that have been cancelled throughout

the year before you proceed to prepare a draft period close-down.

Warning! If you don’t print these now, you won’t be able to once you move to

the next stage.

1. Open Reports > List of Cancellations.

2. Click Print.

Troubleshooting

I've spotted a transaction | can- |If this is a single item transaction, re-enter the

celled in error. What do | do? transaction.

If it already paid into the bank, when you re-

enter the transaction, enter it back-dated.

7. Is my pupil data up-to-date and have | mapped
all relevant unmapped transactions?

If you import online transactions from a third party, such as ParentPay or sQuid,
you will need to ensure that your pupil data is up-to-date and you have mapped

all relevant unmapped transactions.

22
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Tip: It is most likely that you have done this already, but it is worth checking

because once you have done your year end you will be unable to import

retrospective transactions from the previous year.

Integrate with ParentPay, from the ParentPay menu in Fund
Manager

Use the Unmapped ParentPay Transactions report to view transactions that

have not been mapped.

Note: There may be transactions that you don't want to map - in this case you

can 'hide' these.

Use Map Accounts/Payment ltems to map accounts in Fund Manager with

Payment ltems accounts in ParentPay. Use Map Names to match names

For more information, see our online topic Importing ParentPay transactions

automatically using the integration tab.

Integrate with sQuid, from the sQuid menu in Fund Manager

Use Pending Import to view transactions that will be imported from sQuid offers
into accounts on Fund Manager. If transactions are greyed out this is because

you haven't yet mapped the offers to accounts.

Note: There may be accounts you do not want to import transactions from and

you would leave these unmapped.

Use Map Offers to Accounts to match sQuid offers to Fund Manager Accounts.

Use Map Contacts to match imported names with names in Fund Manager.

For more information, see our online topic Using sQuid with Fund Manager.
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8. If my Fund Manager is integrated with ParentPay,
do | know what the expected payments from
ParentPay are for the last 7 - 14 days up to my year
end date?

If your Fund Manager is integrated with ParentPay, you need to know the total
expected payments from ParentPay for the 7 -14 days leading up to your year
end. This is because ParentPay pay schools 7-14 days after parents have paid
online. Therefore, if a parent pays for a trip two days before your year end date,
the money will not be paid into the school fund until the next financial year. This
results in an unsettled epayment value. As long as you know what that figure
should be, there is no problem. But if the unsettled epayments value doesn't

match what you expect it to be, you need to consider why that might be.

How to | check that the Unsettled epayments values match?

Identify the unsettled epayments value for the year

—_—

.Select Administration > Period End Closedown.
. Enter your Date to for closedown.

. Click Preview.to view the Account Summary (Preview) for the period.

2 W ON

In section 2, you will see in the right hand column, the Unsettled

ePayments value for the period.

Check the epayments value matches what is found in the Bank History for the
year

1. Select Bank & Cash > Bank History.

2. Selectthe ParentPay Settlement Account in the Bank Account drop-down
3. Enterthe Date From and Date To dates for the period.

4. Click Search to display the epayments for the period.
5

. Add the Opening balance Credit and the Total Credit value for the year
together and then deduct the Total Debit value.
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Chapter 2 Preparing for year end

This value should match the Unsettled ePayments value you found when

previewing the Account Summary for the period.

If the values don't match, try to identify why not, using the suggestions in

the Troubleshooting section that follows.

Troubleshooting

Have you switched bank accounts in

ParentPay?

If so, some money may have been
paid into the wrong account and
you may need to make a manual

adjustment.

Have you entered adjustments in
ParentPay that are not needed in Fund
Manager and therefore not cancelled the

same in Fund Manager?

If so, you will need to cancel the
adjustments you made in

ParentPay within Fund Manager.

Have you re-mapped account codes in

Fund Manager?

If so, you may need to make a
manual adjustment from the
original account to the re-mapped

account.

Have you pulled through duplicated
transactions from ParentPay to Fund

Manager?

If so, you need to remove the
duplicated transactions from Fund

Manager.

9. Am | ready to do a draft close-down?

If you have successfully completed all the preparation tasks, you are ready to do

a draft-closedown.

If you have encountered any issues, you will need to resolve these before

proceeding. Use the Troubleshooting sections in this chapter to help you and if

you are stuck, open a conversation with us, using the Fund Manager

Conversations Feature described in What if | don’t understand something or |

need more help? (see Introduction on page 1)
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Chapter 3

Draft close-down

This chapter describes the reports which must print after you have done year

end preparation actions, described in the previous chapter Preparing for year

end on page 9 and before you do a final close-down.

The point of a draft close-down is to allow you to do a dummy run at the final

close-down and prepare the accounts for auditing.

When you prepare a draft close-down, this locks transactions within the time
period you are closing to give the view of the time period in entirety. This lets
you see what the final close-down will look like but allows you to cancel and
unlock the transactions during that time period if you made a mistake or need to

include more recent transactions within the final close-down.

Tip: You can cancel a draft close-down but you cannot cancel a final close-

down.
Draft Close-down Actions Check
1. Have | created the Draft Close-down? =
2. Have | checked the Account Summary report? u
3. Have | checked the Transactions report? O
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Draft Close-down Actions Check

Have | checked the Account Balances report? C

Have | checked the Bank History report?

ool s

Have | checked the Cash History report?

7. Have | checked the Bank Balances report?

O O o o0

8. Am | ready to present the accounts to the auditor?

The following pages in the chapter will take you through these actions step-by-

step.

Tip: For your own records, we recommend keeping a track of what you do at

year end. This will help you when you or someone else comes to do the year
end close-down the following year. We have included checklists and space

for notes in the Appendix Your Checklists and Notes

1. Create the draft close-down

1. Open Administration > Period End Closedown.

Period End Closedown

- Set Period Dates

Period Beginning Date: | 01/09/2014 | Date to: [ 31/08/2015

@ Period end closedown will save all of your transactienal records between the dates provided. This will then lock all your history and produce archived
reports.

- Archive
Date From Date To A S y T ion Report  Account Balances Bank History Cash History Bank Balances Closed

2. Enterthe period end date in the Date To field.

3. Click Preview to view a preview of the Account Summary for the Period.
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Chapter 3 Draft close-down

I Dashboard | Transactions | Reports ~ | Bank & Cash - | Administration -_

Account Summary for the Period: 01/09/2014 to 24/08/2015 (Preview)

This report is for preview purposes only, and is not necessarily a final representation of the state of this fund's accounts.

Section 1

Income Expenditure

FREEWILL DONATIONS 50.00 FREEWILL DONATIONS 0.00
Total Income 50.00 Total Expenditure 0.00
Excess of Expenditure over Income 0.00 Excess of Income over Expenditure 50.00
Section 2

Balance b/f 01/09/2014 Balance c/f 24/08/2015

Cash 84.06 Cash 134.06
Cheques in Hand 0.00 Cheques in Hand 0.00
Unsettled ePayments 0.00 Unsettled ePayments 0.00
Current Account 4598.90 Current Account 4598.90
Depesit Account 3000.00 Depesit Account 3000.00
Unbanked Cheques 122.50 Unbanked Cheques 122.50
Total 7805.46 Total 7855.46
Income Expenditure

Movement in Period 50.00 Movement in Period 0.00
Section 3

Amount owing to the Fund at Period End Amount owed by the Fund at Period End

Amount received in advance for a committed Waluation at cost price of Stock in Hand at

expense peried end

Total 0 Total 0

This report is for preview purposes only, and is not necessarily a final representation of the state of this fund's accounts.

[ Proceed to Close Down ] [ET Abandon

There are three sections in the Preview:

Section 1 This lists all the accounts that have been in use during the

period.

Section 2  This lists your bank and cash accounts with their brought

forward (b/f) balance and carried forward (c/f) balances.

Section 3  This lists unreconciled bank items in the period about to be

closed.

Complete the draft close-down by clicking Proceed to Closedown.

Note: This only creates the draft close-down. It does not perform a final

close-down.

This produces all the reports you need for financial period you are closing.
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Priod End Closedown

Set Period Dotes

Period Beginning Date: | 01/05/2015 | Date 1o e
0 Perind end closedoan will save all of your transaconal records betwsen the dates provided. This will then bock all your histery and produce archived
reports.

Fteportsforroupremm
Fn&rl::lal Peniod
\,,_3___
Archive
Date From  Date To A Sa Ti Rlpnn Mﬁm Chosed
0092014 308205 Report Tramsac tions Accourt Balances Bar& Hslnq- Cash History  Bank Balances
fund }8@  About Privacy | Terms and Conditions
manager § pebble g

Tip: The Closed column is empty. It will display an asterisk when you

do the final close-down.

Warning! When you click Report under Account Summary you will see

there are now three new buttons at the foot of the report.

[ Close Down ] [ Cancel Draft Period ] [ oee All Reports ]

DO NOT click Close Down here until you are ready to close the accounts
for the year in the final close-down.

Troubleshooting

How will I know if | |Once you have clicked Proceed to Closedown in step 4
am satisfied with |above, you will be able to examine all the reports
the information generated in detail.

presented in the )
If you are unsatisfied or need to make an amendment to

Account Summa
i anything you can click Cancel Draft Period.

report preview?

I’'m trying to This is usually because you have it selected on the Bank
amend a cheque |Reconciliation screen. You must clear the selection on the
payment but it's Bank Reconciliation screen first. Then you will be able to

not showing on select the cheque payment to amend it.
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the list so | can’t
selectit. Why?

Why can’t| see my
cheque receipts
after saving them
on the paying-in

screen?

Usually this is because instead of going through as a
cheque receipt, the transaction has gone through as cash. If
this is the case, you need to cancel the transaction and
record it again, making sure the Type is setto Cheque (on

Receipts).

| want to pay my
cash into the bank
on the Bank

& Cash > Pay
Receipts to Bank
screen but my
cash is showing
less than | thought
| had. What's

happened?

The first thing to check in this case is whether you have
recorded a cash payment instead of a cheque payment
because this reduces the cash in hand. The second thing to
check is whether you have recently cancelled cash trans-
actions. If you are in any doubt, the best way to identify
what's happened is to look at the Bank & Cash > Cash His-
tory report as this will help you to identify your most recent
transactions and possibly help you work out from there

what has happened.

2. Have | checked the Account Summary report?

The Account Summary report shows details of the income and expenditure for

each account during the year you are closing. It shows the balance of all bank

accounts, including cash and cheques in hand and any unsettled ePayments.

The Account Summary report has six sections. You’ve met the first three of these

in the Preview above. When you click Proceed to Closedown in step 1 above,

three new sections are added to this report. These sections are for signatories,

signing off on the final year end accounts.

Section 1

Section 2

This lists all the accounts that have been in use during the period.

This lists your bank and cash accounts with their brought forward

(b/f) balance and carried forward (c/f) balances.
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Section 3

Section 4

Section 5

Section 6

32

Note: The Current Account (c/f) balance is the balance at the
end of the year and includes all unreconciled items, which are

listed separately in Section 3.

This lists unreconciled bank items in the period about to be

closed.
The Amount owing to the fund at period end comprises:

« Cheques received by the school that have not yet been
presented to the bank i.e. they are not on the paying-in slip

to the bank in the period in which the cheque appears.

You can add these cheques on the paying-in slip and then
they won’t appear under Amount owing to the fund at period
end:

« Cheques that have been presented to the bank but have not
yet appeared on the bank statementi.e. the cheques are on
the deposit slip within the period but don’t appear on the
bank statement until the subsequent period. For example,
you deposited a cheque to the bank on 31st August but the
cheque doesn’t appear on the bank statement until 4th

September.
The Amount owed by the fund at period end comprises:

« Cheques you have written but which have not yet been

presented to the bank.

This is for the Treasurer and Headteacher to sign when the final

accounts are closed for the year.

This is for your Auditors to sign and fill in when the final accounts

are closed for the year.

This is for the Chairman of the Board of Governors to complete

when the final accounts are closed for the year.
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Troubleshooting

| want to add
cheques on a
paying-in slip
so they won't
appear under
Amount owing
to the fund at
period end.
How do | do
that?

Open Bank & Cash > Pay Receipts to Bank.

Here you have the option to pay any outstanding cheque
receipts into the bank onto a paying-in slip. This will then clear
these transactions from showing as owing to the fund at period
end. For example, if amounts owing to the fund at period end

are shown,

Section 3

Armount owing to the fund at perlod end
000050
000048
000047
Q00045
000042
000039
000040
000026
000035

Amount received in advance for a committed
RApENEE
Toial

10.00
100
10.00
100g
50.00
2500
17200
10.00
50.00

347.00

creating a new paying-in slip for these amounts

New Paying.in Slip
Chaques in Hand
e ]
Dain: Account Description Hame Class Year Receipi Mo, Amouni
1302015 SPORT2 Swimening Ciub  Biailey, Lauren B 10,00
Swarnming Payments
13015 SPORT2 Swimming Ciub  COOPER. Colt 8 10.00
Swanming Payments.
13022015 SPORT2 Swimming Ciub  BARDELL. Mark a7 10.00
Swsnming Fayments.
| 1302015 SPORT2 Swimming Club CARRUTHERS, &6 10,00
Fayments. Thomas
12122014 TRIP2 Matroland BARDELL, hark 42 50.00
Meircland Payment
4122014 SPORT2 Swimemning BROWN, Jack 35 10,00
Swamming Lessons.
N2Z04 SPORTI Free A Frve-a-side Pach  Cammel, Jack 35 50,00
Side League Bocking
0111014 SPORTY Frve A Five A Sade Team  Asson. Ashisigh &0 17200
Side League Sponsorship
01111014 TRIPY Beamish  Beamish Trip BROWN. Jack k] 500
Deéposit

Cheques iv be Paid in
Totsd Value of Cheques 0

Be

will result in Section 3 of the report showing
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Section 3

Amount owing to the Fund at Period End

Amount received in advance for a committed
EeXpense

Total

| want to see
what cheques
I've written
that haven’t
yet been
presented to
the bank. How
do | do that?

1. Open Bank & Cash > Bank History.

Here you have the option to view all unreconciled items

on the Amount owed by the fund at period end.

For example, if amounts owed by the fund at period end

are shown,

Amount owed by the Fund
Q000
000003
D000
DO0036
100001

Waluation at cost price of Slock in Hand at
peniad end
Total

£0.00
50.00
10.00
1000.00
125.00

1235.00

2. Select the bank account or All Bank Accounts.

3. Select Unreconciled for the Status.

4. Selectthe period end start and end dates in Date From

and Date To boxes.

Account History

Bank Account

[ ] [ Bank Accounts - ]

e [ Jows [ <] omeron

Date Bank Description Reberence
2TIA2014 CURR Paying-in Siip POOOO
OL1Z2014 SOUIDS oyl E000037
Q122014 CURR Direct Credt CO0005
04122014 CURR Direct Debit DA00001
G4 N4 CURR Direct Debit DOCoass
18122014 CURR Chidque Pay menl Q000002

C—Fowe [
==

125.00
1000.00
10.00
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3. Have | checked the Transactions report?

This report shows the volume and value of the transactions that have occurred

within the year.

Clicking the link for the Transactions report displays the report.

Here you can interrogate the report to find and view different types of

transactions, for example, transactions which have VAT included or those which

you have imported using Transactions > Import ePayments.

_

Transaction Report: 01/09/2014 to 24/08/2015

Account | - Select Account - v ‘ (%] Date Frem/To [ 01/0%/2014 :] 24/08/2015 :I
Group l:l Type: l:l Amount [ | All Transaction: ¥ |
Name I 1 Keyword [ 1
s [— ] e B e B
Transactions Accounts Names Transfers In Transfers Out Receipts Payments Total
1 1 1 0.00 0.00 50.00 0.00 50.00
Date Account Name Class Description + Notes Type Receipt Payment Reference GA
30/01/2015 DONS FREEWILL DONATIONS OMS - General Donations Money Cash 50.00
Totals including Transfers 50.00 0.00

Export CSV See All Reports

Troubleshooting

| have incorrectly recor-
ded a paying-in slip.
What can | do?

If the paying-in slip number is incorrect, or the amount

you entered is wrong, you can amend the slip.

1. Open Bank & Cash > Cancel/Amend Bank

Transaction.

Select the paying-in slip number (in blue) and it

will open the slip.
Make the amendment.

Click Amend Paying-in Slip to save the changes.

I’'m trying to amend a

This is usually because you have it selected on the
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paying-in slip butit's
not showing on the list
so | can’t select it.
Why?

Bank Reconciliation screen. You must clear the selec-
tion on the Bank Reconciliation screen first. Then you

will be able to select the paying-in slip to amend it.

I’'m trying to amend a
cheque payment but
it's not showing on the
list so | can’t selectiit.
Why?

This is usually because you have it selected on the
Bank Reconciliation screen. You must clear the selec-
tion on the Bank Reconciliation screen first. Then you

will be able to select the cheque payment to amend it.

4. Have | checked the Account Balances report?

The Account Balances report you view from the draft period end shows the

opening balances, receipts and payments, movement in period and closing

balances for all accounts. Transfer values are excluded from the report by

default but you should select Include Transfers to show the internal movement of

funds.

Note: If you have outstanding balances in out-of-use accounts, we

recommend you transfer these to an account which is in use, preferably a

year end closing account, so it will be easier for you to identify this pot of

money. If you don’t want to do this, then you must select Include Out of Use

so that your overall year end figures will show your true balance for the year.

Account Balances: 01/09/2014 to 31/08/2015

{ I | - Select Account -

) Sort into Account Groups

Account Group |

o Only Changed Balances

Date From/To I E I

[ Include VAT

Tip:

A balance is a calculated value. From the Reports menu you can see

account balances using three different reports which display a different set of
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transactions so the calculation of the account balance may produce a

different result:
« Account Summary

This report is most similar to the one you can view from the Draft Period
End. It displays only the income and expenditure for the current period
and the balance of those transactions. Transfer values can be included
or excluded from this report. By default they are excluded. If you choose
to Include Transfers, their values will be added to the receipts and
payments totals. That is what we recommend for the year end account
balances report because this then includes internal movement of funds.

Search Transactions

If you select a single account this report will display the same values

and balances as the Account Summary report, however here the

transfer values are included by default. On this report, however, they are

identified as transfer transactions and are NOT added to the receipts

and payments totals.

Search Account Balances

This report is the most comprehensive; for each account it includes an

Opening Balance, Receipts, Payments, Transfers and a Balance.

Troubleshooting

I don’tthink | The first thing you need to do is identify what the balance
the balance is | should be. Then you can begin to consider how it might have
correct. What |become out of balance. It might be as simple as not having

should I do? |selected Include Transfers or Include Out of Use.

5. Have | checked the Bank History report?

This report shows the debits and credits associated to each bank account within

the period.
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Aot Histor: STAONIGT1Y o 31082013

Bk Accouni

|| [ SRR Cumern Acoownt (16362 05 ]
Tyee ~n ] stss A 7] Date Prom | I L | -
==
Dave Raferangs Dwinin Crmiiy L]
s 00

AT [T 150,00
etz Poge 24 soom -
aroaRe1d ¥ [ awo0a -
0RO cogoos 2000 -
L EE=TTE] Q100236 1000
BEAQLIBIT  Cha 100227 20 00
BRAOIT01 CsazIE 100 00
BEAOIED Az 2000
BRAIFOID FO0O00T B0 0a -
FOABIGID Faying [T L] CELY -
DEAOER0TI Paying-in B oo s 2000 -
FOAOEDOIT Chadnis Payrnen Q100230 500 00 z
TROEIOID Teanstar Too TN a0 -
DEADEI01I  Chamus Paymman 2100238 ro0.00 -
FUOGR0IT Chagus Paymem Q100240 30000
FADEIONT Teamnsd Teozans 122 00
QTOWDOIY Ehace Payras 00T IS0 00
ORAOBZ0II Chegue Fayment a1ooTs 3000 00
ABOWTOIT  Chegue Fayment S100TAn 1300

Tarami Dra B sy TR0 GO ATRT GG

-« 1F > =

It can also show you your unreconciled items for the period if you select

Unreconciled from the Status drop-down and click Search.

Troubleshooting

| need to see unreconciled items for the 1. Open Bank & Cash > Bank

period. How do | do that? History.

2. Select the bank account or
All Bank Accounts.

3. Select Unreconciled from the
Status drop-down menu.

4. Click Search.

6. Have | checked the Cash History report?

This report shows the debits and credits associated with your Cash in Hand

account within the period.
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P .. 1 S —
[FETHY Type Dramis Flartu pompec Dauwiniy Crmadin
Dpning Malancs H31.36
Iz [ Dhnsar Money 000001 10 00
o0 (= Am Club Fass 000003 200
OWI12012 Cash A Clls F e QOO004 200
oW TN Cash A Cisb Fass 0O000E = 00
oL Cash An Clus Fass oo000s 200
ORI Cash A Club Fass Q0BG T 200
OWIIOIZ Cash A Chalts F o OCO008 200
oW AT Canh A Cisb Fass 000005 = o0
o Lo Canh An Clus Fass ooo01a 200
LR R A Canh Al Cluts Fass oEan11 2.00
oW 1F0NT Casi An Cish Fass 000013 7 00
ow Lo canh AR Clus Fass oo0013 200
o1 Canh A Club Fass ooo014 z o0
UL AR A Cash A St Faes oDa1E 200
oW 1FONT [ An Cisb Fass 000016 7 00
ow Lo Canh AR Clus Fass oooo17 zo0
oL Cash A Club Fass ooon 18 200
LR R A Cash A Clul Faes Ll L) 2.0
oW 1TONZ Cash AR Clut Fass 0E00Z0 2 00
Balance 1asz 7o

< 12IAEETED = =

Troubleshooting

| want to pay my
cash into the bank
on the Bank

& Cash > Pay
Receipts to Bank
screen but my
cash is showing
less than | thought
| had. What's
happened?

The first thing to check in this case is whether you have
recorded a cash payment instead of a cheque payment

because this reduces the cash in hand. The second thing

to check is whether you have recently cancelled cash trans-

actions. If you are in any doubt, the best way to identify

what's happened is to look at the Bank & Cash > Cash His-

tory report as this will help you to identify your most recent

transactions and possibly help you work out from there

what has happened.

7. Have | checked the Bank Balances report?

This report shows the opening and closing balances for the period for each of

your bank accounts.
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Bank Balances: (1092012 wo 31/08/2013

Account

Code Account Opening Balance Balance

Cash in Hand 104.00 TEI IS

Cheques in Hand 000 0.00
DEFOD Budgat J2001.00 J2001.00
CURR Cument Account 1544600 14278.40
SETT Settlement Account 2289.00 1414 80
WWELL WELLBEING NAT WEST 40374742 0.00 0.00
Totals 4984000 AB4TT 55

Expot CSV

Troubleshooting

I don’tthink | The first thing you need to do is identify what the balance
the balance is | should be. Then you can begin to consider how it might have
correct. What |become out of balance. It might be as simple as not having

should | do? |selected Include Transfers or Include Out of Use.

8. Am | ready to present the accounts to the
auditor?

Are you satisfied everything is correct?

Note: Your close-down can’t be reversed and we recommend that you
always leave your close-down in a draft state until you are given audit

approval.
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Cancel Draft and make Are you satisfied

required corrections everything is
correct?

Present the draft accounts to
the auditors

Do you know how the auditors like to receive the accounts?

All six reports - Account Summary, Transaction Report, Account Balances
report, Bank History report, Cash History report and Bank Balances report - must

be made available to the auditors.

Pyriod End Closedown

Sot Perlod Dates

Penod Beginning Date: | (1082015 Damlol fues]

0 Peniod end closedoan will save all of your ransac bonal rec ceds betwsen the dates provided. This will then back all your histery and produce ars hived
reports

Repaorts for your previous

Financial Peniod
coshn, | Enee
T
Date From  Date To A 5 T Repori  Account Balonces  Bank History  Cash Closed

002014 310805 Report Transaclions Accourd Balanc es Bark Histery  Cash Histery  Bank Balances
fund 3888  abouwt Privacy  Terms ana Conditons b bl sass
manager 338! pe © g8

The most usual process is to print the reports and submit the printed copies
through the post. But some auditors may prefer to receive PDFs of the reports.

There is also an option to export each reportto a CSV file for auditing.

Note: Itis your responsibility to handle personal data in accordance with
GDPR law.

41



Period End Closedown - Your Financial Year End User Guide

Signing off the final close-down

You may remember from earlier that section 4 on the Account Summary Report
is to be signed by the Treasurer and Headteacher, section 5 is to be filled in and
signed by your Auditors and section 6 is to be completed by the Chairman of the

Board of Governors to complete.

Section 4

We certify that, to the best of our knowledge, the accounts shown above are correct.
Treasurer Headteacher
Date Date

Section 5

Audit Certificate

We have audited the accounts of the above Fund in accordance with (guidelines). In my/our
opinicn, there has been reasonable management of the Fund and the above Summary of Accounts is a true representation of the state of the Fund's affairs at
and its assets at that date were sufficient to meet all the liabilities of the Fund in full.

Signature of Auditor Date

Financial Qualific ation/Experience

Section 6

I can confirm that | am familiar with the contents of the Guidelines and that the audited Summary of
Accounts has been presented to the Board of Governors and | am satisfied with the state of affairs of the fund(s)

Chairman of Governors Date

Whether you get all of these sections completed and the order in which you get
them completed depends on your school’s usual process for completing year
end close-down. If you are unsure, check with the Head Teacher or School

Business Manager. The usual process followed by most schools is:

1. Present the accounts to the auditors first as they will take most time to go
through the accounts and return them.

2. Present them to the Headteacher after the auditors approve the
accounts,.when the Headteacher will sign.

3. Present the accounts to the Chairman of the Board of Governors.

Note: You must get audit sign off before you do the final close-down. Once
you have audit sign off and any adjustments have been made (if necessary),
the draft close-down can be confirmed by closing the year and doing the final

close-down.
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Chapter 4

Final close-down

This chapter describes how to do a final close-down.

Warning! Do not do a final close-down until you have ticked off all the

necessary final close-down actions required by your school’s auditors.

Final Close-down Actions Check
1. Have | got sign-off from the auditors? O
2. Have | got sign-off from the Head Teacher? u
O

3. Have | got sign-off from the Governors?

Tip: For your own records, we recommend keeping a track of what you do at

year end. This will help you when you or someone else comes to do the year
end close-down the following year. We have included checklists and space

for notes in the Appendix Your Checklists and Notes
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To do the final close-down
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1. Open Administration > Period End Closedown.

Period End Closedown

Set Period Dates

Pericd Beginning Date: | 25/08/2015 ‘ Date to: I i)

@ Period end closedown will save all of your transactional records between the dates provided. This will then lock all your histery and produce archived
reports.

Archive

Date From Date To A S y Ti ion Report A 't Bal Bank History Cash History Bank Balances Closed

01/09/2014  31/08/2015 Report Transactions Account Balances  Bank Histery  Cash History  Bank Balances

2. Click Report under Account Summary for the year you are closing.

3. Click Close Down at the foot of the report.

You will now see a prompt notifying you that once you close down a period
you can no longer record any transactions within the period date range

and that a confirmed period end close-down cannot be reversed.

In the Closed column you will see an asterisk *. This confirms you have

successfully done the final close-down for this period in Fund Manager.

All the reports for the period will remain on this screen so you can print and

re-print these as required.

Note: The Who's not Paid reportis NOT affected by close-down dates
and will continue to report transactions spanning a number of periods.
All other reports will now have a default date range that begins on the

new period start date.

Tip: Congratulations on closing the year. Remember to keep your notes

and checklists to help you next time.




Appendix

Your Checklists and Notes

All the checklists shown in the guide are available here for you to print out and
keep as you go through the year end process. There is blank space on the back
of each checklist upon which you can keep notes about your own process as

you work through it.

Note: We recommend that you retain the checklists and notes from year to
year to help you remember the following year what you did during the

previous year end.
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Preparing for year end

Year End Preparation Actions

Check

. Do I know my year end date?

Note: If you’re not sure when your year end is, check your
start date on the Transactions section on the Fund Manager
Dashboard.

. Have I received all bank statements up to the year end date?

If you have, that’s great. If you haven’t, you can wait until you
have received them all. You can continue to enter transactions in
the new year without closing the previous year first. However, if
your auditors require you to close the year even although you
don’t yet have all the bank statements up to the year end date,
you can perform a blank reconciliation for the missing period at
year end and carry forward unreconciled transactions to the next
financial year. It isn’t something we recommend but you may be

asked to do this by your auditors.

. Have |l identified and recorded which accounts | will use in the

new year and which accounts won'’t be used again?

Note: Seek guidance from the external auditor, Head Teacher

or School Business Manager if you are unsure.

Tip: Keep a list of those accounts in the best way for yourself.

That might be in an office document or spreadsheet.

4. Have | moved the account balances for accounts which won’t be

used again?
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Year End Preparation Actions

Check

Note: Seek guidance from the external auditor, Head Teacher

or School Business Manager if you are unsure.

Tip: Keep a list of those accounts in the best way for yourself.

That might be in an office document or spreadsheet.

Have | reconciled all bank accounts (even those with a balance

O
of £0.00 (zero) up to or beyond the year end date?
6. Have | printed a list of cancelled transactions? O
7. Is my pupil data up-to-date and have | mapped all relevant 0
unmapped transactions?
O

Am | ready to do a draft close-down?
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Your Checklists and Notes

Draft Close-down

Draft Close-down Actions Check

1. Have | created the Draft Close-down?

Have | checked the Account Summary report?

Have | checked the Transactions report?

Have | checked the Account Balances report?

Have | checked the Bank History report?

Have | checked the Cash History report?

Have | checked the Bank Balances report?

I N~ w DN
O o o o o o g

Am | ready to present the accounts to the auditor?
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Your Checklists and Notes

Final close-down

Final Close-down Actions Check
1. Have | got sign-off from the auditors? O
2. Have | got sign-off from the Head Teacher? C
|

3. Have I got sign-off from the Governors?
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Glossary

B

Bank account
An account held with a bank for
purposes of managing your
funds, e.g. current account, sav-

ings account.

Box
Another name for an entry field in
software e.g. a text box where
you can enter text information to

be used by the program.

Browser
A program, sometimes known as
a web browser, which lets you
navigate and browse the Internet

e.g. Microsoft Internet Explorer,

53

Google Chrome, Mozilla Firefox

or Apple Safari.

Button
Something which you can click
in the program to make some-
thing happen e.g. clicck the Save

button to save the information.

C

Charity
An organisation - normally non-
profit-making - which has a char-
itable status within the UK gov-

ernment's definition.

Cheque in hand
A cheque or cheques which you

have not yet paid into the bank.

Close a period
The objectives of closing a

period are to: draw a line under
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your transactions for the period;
close any accounts that will not be
used in the next period; determine
which accounts will have their bal-
ances transferred to the new
period; balance your income and
expenditure for the period with that

of your bank

Comma Separated Value

The name given to a file which
stores values that can be read by
computer programs. Each line in
the file is a record and each record

is separated by a comma.

CSV

The name given to a file which
stores values that can be read by
computer programs. Each line in
the file is a record and each record

is separated by a comma.

Ccvv

Three digit card security number,

usually on the back of the card.

D

Dashboard
A particular screen within a pro-
gram which provides you with the
ability to access and use the fea-

tures within a module.

Database
A store of information for use in a

computer.

Dfe number
A seven digit number, identifying

English or Welsh schools.

Direct Credit
Payment direct into a person's or
organisation's bank account. For
example, payment via BACS or

bank interest.

Direct Debit
Payment direct out of a person's or
organisation's bank account. For
example, payment via BACS or bill

payment.

Draft period end
A preview of what the period end

report will show. Producing a draft



Glossary

period end will generate all the
reports required for a financial
period e.g. Account Summary
Income and Expenditure; Trans-
actions; Account Balances; Bank
History; Cash History; Closing

Bank Balances.

E

ePayment
Payment made across the Inter-
net, for example, parent online
transactions.

eReceipt
Payment received across the
Internet, for example, Paypal
transactions.

F

Field
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The name given to a box where
you enter information in a com-
puter program. This may be text,
numbers or a date, depending on
the type of field.

Fiscal Accountability

Accountability for the way that
money in your school is used and
managed. This may be the
domain of the school business
manager but will more likely
involve a number of senior man-

agement staff within the school.

For Profit

This is used to describe an organ-
isation whose purpose is to make

a profit. Charities are not for profit.

Fund Manager

G

Pebble's fund management soft-
ware, helping you to manage the
income that comes in and goes

out of your school.

Gift Aid

This is a UK government scheme
which lets registered charities
reclaim a percentage of tax on

donations from UK taxpayers.
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H

HMRC
Her Majesty's Revenue and Cus-
toms department within the UK gov-

ernment.

Icon
A button in a computer program
which represents an action or an
object and is usually identified by a

picture.

Intercom
Pebble's online support platform.
This is what you use when you
communicate with our support

team.

N

Negative Payments
Payments where monies are
returned to the pupil for over-

payment or refund.

o)

Offline
An activity which takes place on a
computer while the computer is not
connected to the Internet.

P

ParentPay
An ePayment system which allows
parents (also staff) to pay for items
online.

Pop-up
A window in the computer program
which pops up on top of another
window on a computer screen.

S

School Reference Number
A seven digit number, usually
made up from three digits and four

digits.

Screen
A window of the computer program

e.g. the dashboard of a module.
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Support
Material assistance for your pro-
jects. Or in the case of software
queries, advice and guidance on

how to provide a solution.

V)

Unpresented transactions
Transactions that have not been
presented to the bank. For
example, you have received mon-
ies in or made payments out but
these have not yet been recorded
by the bank and so don't appear

on bank statements.

Unreconciled transactions
Synonymous with Unpresented

transactions.

W

Web Browser
A program, sometimes known as
a web browser. which lets you
navigate and browse the Internet
e.g. Internet Explorer, Google
Chrome, Mozilla Firefox or Apple

Safari.
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Window
A screen in the computer pro-
gram e.g. the dashboard of a mod-

ule.



Period End Closedown - Your Financial Year End User Guide

58



Index

A

account balances 10, 13-14
account balances report 36
account summary report 30-31
annual income and expenditure 31
auditing accounts 27, 40

auditor approval of final accounts 43
B

balance calculations 36

bank accounts 19

bank balances report 39

bank history report 37

bank reconciliation 1,10, 18-19
bank statements 1,9, 11-12, 19

blank reconciliation 9, 21
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C
calculating balances 36

can | enter transactions in the new
year before | close the previous

year 12

can | enter transactions in the pre-

vious year 12
cancelled transactions 10, 22
cancelling draft close-down 27
cash account 19
cash history report 38
cash in hand account 38
checklists 45
closing balances 15-16, 39
complete draft close-down 29
complete final close-down 44

conversations feature 3, 25
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create draft close-down 28 N

D notes 45

draft yearend 27-28 (0]

draft year end preview 29 online bank statements 12

draft year end reports 29 opening balances 39

E outofuse 15

embedded help feature 5 out of use accounts 17

F P

final close-down 43 parentpay settlement account 19
final close-down approval 43 part-complete reconciliation 20
final close-down confirmation 44 prepare accounts for auditing 27
final yearend 43 presenting accounts to auditors 40
H print list of cancelled transactions 22
help 3 print reconciled statements 20

I printed bank statements 12

include out of use 15 R

include transfers 15 reconciliation 1, 10, 18-19

L reconciliation part-complete 20

list reconciled bank accounts 19 reports not affected by close-down 44
M S

moving account balances 16 search account balances 14
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Index

support website 7
-
transactions report 35
transfers 15,17, 36
troubleshooting
account balances 15, 37
account summary report 33
bank balances 40
bank history 38
bank statements 13
cancellations 22
cash history 39
draft close-down 30
moving balances 17
reconciliation 21
transactions report 35
U

unreconciled transactions 2, 9, 21,
32,38

W

who's not paid report 44
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Y
year end date 2,9, 11
year end draft 3, 27
year end final 3,43
year end preparation 3,9
year end reports
account balances 36
account summary 31
bank balances 39
bank history 37
cash history 38
transactions 35
year end stages 2

year startdate 2, 11
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