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This user guide lists the stages required to close your accounts at the end of the financial year.  The key events are listed below with the dates that they must be completed by.  
The detailed working instructions can be found within Section 15 of the Star Accounts User Guide.
You will need to plan carefully how you will meet the various deadlines.  Please read the notes carefully before proceeding.  If you are unsure of any of the tasks please contact your Finance Support Officer.


	Key Dates
	No.
	Year End User Guide Section

	12th – 23rd March 2012
	1
	Review Commitments

	12th – 23rd March 2012
	2
	Enter Accruals (Sundry Debtors & Creditors)

	12th – 23rd March 2012
	3
	Clear Old Cheques / 0001 Subjective Code Errors

	On/by 23rd March 2012
	4
	Bank Reconciliation

	On/by 23rd March 2012
	5
	Subsidy Claim

	On/by 23rd March 2012
	6
	Backup Star Accounts

	On/by 23rd March 2012
	7
	Rollover – Running Year End

	On/by 23rd March 2012
	8
	Information required by Schools Finance

	Available 23rd March 2012
	9
	Import the 2012-13 Subjective Code list

	After 23rd March 2012
	10
	Import the 2012-13 Budget into Star Accounts

	From 1st April 2012
	11
	Import the 2012-13 ESPO Catalogue

	05th April 2012 (available)
	12
	Period 12 download 

	No later than 6th April  2012
	13
	Final Subsidy Claim.

	No later than 20th April 2012
	14
	Bank Reconciliation as at 31st March 2012 
(District Audit Requirement)

	27th April 2012
	15
	Period 13 download, send Final BCR’s to CSF

	9th May 2012 (available)
	16
	Period 1 Download




1. Review Commitments
A thorough review of all outstanding commitments (Orders and Debtors) should be carried out before the year end rollover is carried out.  Please refer to Section 15 (pages 8-11) of the Star Accounts User Guide for further guidance.
Review Supplier and Customer Codes and make those that do not need to be rolled forward ‘Inactive’. Please refer to Section 4 (Page 4) and Section 18 (Page 6) of the Star Accounts User Guide for guidance.


2. Enter Accruals (Sundry Creditors and Debtors)
An accrual is an accounting transaction for any goods or services that are supplied on or before 31st March where the invoice has not yet been paid, or where income due has not been received.  It is recommended that accruals are only entered into the accounts if failure to do so would have a material effect on the final outturn figures for the school.  Further guidance regarding what to enter as a creditor or debtor can be found in the Appendix at the end of this document. 

Before entering the accruals print all Budget Control Reports (BCRs).  The BCRs should be printed again after entering the accruals to check their effect on the budget.
Please refer to Section 15 of the Star Accounts User Guide for instructions on entering Sundry Creditors / Debtors.

Accruals must not be entered for Petty Cash Transactions.


3. Clear Old Cheques / 0001 Subjective Code Errors
Old Cheques: Any outstanding cheques held within Star Accounts that are over 6 months old should be written back to the accounts, either by reversing the transaction or entering a balancing entry into the accounts.

Please refer to the Frequently Asked Question “How do I deal with old cheques?” for further guidance. 

0001 Subjective Error: If a balance exists on Subjective code 0001 this should be journalled to a valid subjective code before the year end is completed.  Please refer to Page 19 or Section 15 for further details.
4. Bank Reconciliation
Complete a Bank Reconciliation using the latest bank statement received.  This is likely to be the Bank Statement as at 29th February 2012 for those schools who bank with the Co-Op.
5. Interim Subsidy Claim
Complete a Subsidy Claim on or before 23rd March ie: the day before you complete the rollover.  Please note this is NOT your final claim for 2011/12.  The final claim for 2011/12 cannot be completed until April.  (See note 14)
6. Backup Star Accounts

Please refer to the Main Menu screen to determine if you are using the NON SQL or SQL version.


Please refer to Section 16 of the Star Accounts User Guide for detailed instructions (NON SQL = Page 6, SQL = Page 13).
7. Rollover – Run Year End
Before Processing the Year End please ensure you have:

· Paid as many Invoices as possible relating to the current financial year.

· Banked all Income relating to the current financial year.
· Entered all Accruals (Debtors/Creditors).
· Entered any required Journal Corrections.

· Completed a Bank Reconciliation (if necessary)

Finally, the Headteacher must examine and approve all BCRs and be satisfied with the current position.  (Please Note: The period 12 & 13 downloads are yet to be received).

Please refer to Section 15 (Page 14) of the Star Accounts User Guide for further details regarding the year end rollover process.  
8. Information Required by Schools Finance

Ensure that the upload files created as part of the rollover process are sent via AVCO Anycomms / email.


9. Import the 2012-13 Subjective code list

This process should only be completed once your accounts are in Period 1 (April) of the new financial year.  Please refer to Section 15 (Page 17) of the Star Accounts User Guide for further guidance.

The subjective code list can be printed from the ‘Records’ tab by clicking ‘View Subjective Codes’ at any time.
Please Note: From April 2012 subjective codes within Star Accounts will be changing from the current 4 digit code to a 5 digit code.  Currently the fifth digit on all subjectives used is a 0 (i.e. 4085 becomes 40850), however, any number could be used as the fifth digit in the future.


10. Import the 2012-13 Budget into Star Accounts

Import the approved (by your Finance Support Officer) 2012-13 Budget Plan from the Budget Planner into Star Accounts.  This must only be completed after the 2012-13 Subjective Code List has been imported (Point 6 above).  

Departmental Budgets will need to be manually entered into Star Accounts as these are removed during the year end roll forward.
11. Import the 2012-13 ESPO Catalogue
This process should only be completed once your accounts are in Period 1 of the new financial year from the 1st April.  Please refer to Section 4 (Page 5) of the Star Accounts User Guide for further guidance.

12. Period 12 Download (available from 5th April 2012)
Collect and process the Period 12 Download as normal.


Please Note: You do not need to switch back to last year as Star Accounts will automatically update the prior year archive file.  
You do not need to roll forward after completing this download.

Further guidance regarding this process can be found in Section 15 (Page 15) of the Star Accounts User Guide.

Prior Year Journals can be completed, if required, to move downloaded items to department codes.  Please refer to Section 11 (Page 10) of the Star Accounts User Guide.
To reclaim the VAT on the Period 12 Purchasing card transactions please refer to the Frequently Asked Question How do I reclaim VAT on Purchasing Card Transactions? for further guidance.

13. Final Subsidy Claim (To be submitted by 6th April 2012)

If you use the Debtors module to produce Subsidised Lettings Invoices you must submit your final claim for 2011-12 by the 6th April.  You must create the Subsidy Claim within the current datafile and not in the Prior Year datafile.  Any prior year claims submitted after this date will not be paid.


14. Bank Reconciliation as at 31st March 2012 (Audit requirement)
Please ensure you use a bank statement up to and including 31st March 2012. 

This process is not dependent on completing the period 12 download or loading your 2012-13 Budget

Further guidance regarding this process can be found in Section 15 (Page 16) of the Star Accounts User Guide.

If you do not bank with the Co-Op you must ensure that signed bank statements as at 31st March 2012 are either faxed to 01603 222505, or posted to Schools Finance, Room 064, County Hall, to arrive no later than 8th April.  

Please Note: Failure to meet this deadline will be documented in Norfolk County Council’s audit report and brought to the attention of County Councillors. 

15. Period 13 Download (available on 27th April 2012)
Collect and process the Period 13 Download as normal.
Please Note: You do not need to switch back to last year as Star Accounts will automatically update the prior year archive file.  
You do not need to roll forward after completing this download.

Further guidance regarding this process can be found in Section 15 (Page 15) of the Star Accounts User Guide.  This process may take a little longer than normal as it also produces a Year-end file in the Outbox.
Prior Year Journals can be completed, if required, to move downloaded items to department codes.  Please refer to Section 11 (Page 10) of the Star Accounts User Guide.

To reclaim the VAT on the Period 12 Purchasing card transactions please refer to the Frequently Asked Question How do I reclaim VAT on Purchasing Card Transactions? for further guidance.

16. Period 1 Download (available from 9th May 2012)
Collect and process the Period 1 Download, and complete the period end, as normal.
Delete Unused Staff Codes: Due to the mid-year change to download full staff codes in 2011-12 many schools have been left with staff codes ending     “-0” that will not be valid for staff members at the school in 2012-13.

Once the Period 1 download has been imported it is recommended that any unused staff codes are deleted from Star Accounts to avoid confusion when selecting staff codes within the Budget Planner.  
Please refer to Page 3 of Section 5 for further details.
APPENDIX
Materiality

A creditor/debtor is not considered material if it is for less than £100 and therefore should not be raised in your accounts.

Schools Using NCC Payroll 
(a.) Supply, overtime and travel claims for March should have creditor provisions made if the amount is deemed material.

Please Note: Creditors will not be entered at County Hall for supply work completed by teachers on contracts at your school or another school during March.  You will need to raise creditors for these amounts if material.

(b.) Do not include any sickness insurance claims that have been sent to County Hall before 31st March 2012.  These will be included on the Period 13 download.  
(c.) Do not include any Creditors / Debtors for NCC transactions, as these will automatically be included on either the Period 12 or 13 download.  Creditors / Debtors are permitted for Norse (Norfolk County Services) and Norfolk Property Services (NPS) as they are private companies.

All Schools

(a.) Creditors and debtors must be raised for Capital where appropriate and material

(b.) Non BMPP (Building Maintenance Partnership Funds) members wishing to make an in year contribution to the maintenance reserve must contact Heidi Acteson to ensure that this is completed before the 19th March.

(c.) Do not include any Debtors for outstanding Subsidy Claims that relate to the year 2011-12. The final claim must be sent by 6th April and will be included on the Period 13 download.

NORSE Catering Contract Schools Only

Debtors must be raised for any income expected for school meals during the period between the year end roll forward (23rd March) and the end of March. 

Type A Schools Only

Debtors must not be raised for the March or Final Advances payments.  These will be downloaded to the school in Period 13. 
Before proceeding with the year end please ensure that:


The Period 11 download has been completed and you are in Period 12 (March 2011-12)


Your accounts are upgraded to Version 5.4





You must complete the final reconciliation and send the P12 upload files via AVCO/email on / by 23rd March 2012





Complete





Complete





Complete





Complete





Complete





A COMPLETE BACKUP MUST BE TAKEN BEFORE THE YEAR-END ROLLOVER IS COMPLETED.





Complete





Complete





Complete





Complete





Complete





Complete





Complete





Complete





Complete





You MUST ensure that only ONE user is logged into Star Accounts before proceeding. 





Complete





Complete
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