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1. House keeping __________________________________________        

Housekeeping of transactions on HCSS Accounting can take place at any time, but is most important before 

running Year End. 

 

As part of the Year end process, any outstanding orders will be moved to the new year.  

 

To complete a part received or ordered Purchase Order, removing the outstanding commitment and closing the 

Purchase Order, the following steps should be taken: 

 

Go to Transactions>Orders>Purchase Orders: 

 

 
  

The View List of Purchase Orders will appear. 
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In the Action dropdown box, a Complete function is available.  

 

 
  

Select the Purchase Order(s) you wish to complete by clicking the tick box next to the order. 

 

Note – Multiple Orders can be completed at once. 

 

Click on Complete and the following message will appear: 

 

 
  

To complete the process, click on Confirm. 

 

The status of the Purchase Order will change to Completed. 

 

Note – this process is irreversible. 

 

Another area to consider as part of your housekeeping is to make sure that any unmatched receipts and payments 

are accounted for. The easiest way to check these is to look at the Aged Creditor and Aged Debtor Reports. They 

both have an On Account Column on them, which would mean there are payments or receipts that have been 

entered that do not have the corresponding invoices. 
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2. Create New Financial Year___________________________________ 

Before commencing any year end procedures, it is essential that the next financial year is set up.   

 

To do this, go to System Set-Up> Financial Year Setup: 

 

 
 

On selecting Financial Year Setup, the following screen will appear: 

 

 
 

Click on to add a new financial year. 
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Enter a Description of the New Year and click on Save. 

 

A new tab will appear on the screen displaying the new financial year. It will display Not Started until Period 1 has 

been opened. 

 

 
 

 

 

 

3. Open new period__________________________________________ 

It is possible to enter transactions in the new year before running year end on the current year. 

 

To do this Period 1 must be open. 

 

Go to System Setup>Financial Year Setup: 

 

 

Select the New Year tab: 
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Next to Period 1 will be the Open Button  

 

Click on that to open the period, selecting OK on the warning message. 

 

Once Period 1 is open in the new year, the software will default to that year and period 1. To work in the old year 

simply go to the drop down at the top of the screen and select the correct year. 

 

 
 

Note: no balances or accruals will have been carried forward at this point. 

 

Note:  each time you open HCSS Accounting, the system will default to the latest open year and period. 

 

 

 

 

4. Access Rights – Post After Year End Journals______________________ 

To ensure that only authorised users are able to post journals after Year End has been run, new access rights have 

been added to the Access Profiles pages. 

 

Go to System Setup> Users & Access Profiles: 

 

 
 

 

Select a profile to amend and click on the Journals tab. A new tick box is available. 

 
Select the relevant journals and click on Submit. 

 

Note: the Master Profile is automatically set. 
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5. Journals – Accruals and Prepayments___________________________ 

As part of the Year End process, you may need to enter Accruals or Prepayments to allow any expenses or income 

to be recognised in the accounting period in which it occurs. 

 

Go to Transactions>Journals: 

 

 

You will see the two new journal types. Both journals work in the same way so we will focus on Accruals. 

 

Note: Please make sure that you are in the correct year when posting these journals if you have opened period 1 in 

the new year. 

 

Click on Accruals. 

 

Then click on to open the screen. 

 

Enter the relevant details making sure that the journal balances to zero. 
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Click on Submit or Submit and Add another. 

 

The journal will have posted in the year you are in and once Run Year End has been processed, will automatically 

reverse into the New Year. 
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6. Before Processing Run Year End_______________________________ 

 

Before processing Run Year End, please make sure that you have completed the following: 

 

 All Salary Details and Payments for the current year 

 All invoices relating to the current year 

 Any Accruals and Prepayments based on your school’s financial regulations 

 Check that there are no unmatched payments or receipts (this can be viewed in the On Account column in 

the Aged Debtor and Aged Creditor Reports) 

 Carried out a final Payment Run for the current year 

 Posted any saved BACS Runs or Printed Cheque runs  

 Completed the final Bank Reconciliation for the current year 

 Produced the final VAT Return for the current year 

 Produced any reports required for the current year 

 

 

 

7. Run Year End____________________________________________ 

 

Run Year End does not close the current year, adjustments can still be made but no Purchase or Sales ledger 

transactions can be processed. 

 

Please ensure that all transactions for the current year have been entered as this cannot be reversed. 

 

No other users should be using HCSS Accounting when Run Year End is processed.  

 

As an indicator to show if any users are logged onto the system please go to My Products>User Accounts. The list 

will display all users who have been logged on by date order. 

 

 
 

Run Year End is access controlled – to check who has access please go to System Setup>Users and Access profiles.  

 

To Run Year End, make sure you are in the current year (i.e. not the new year). 

 

Go to Year End>Run Year End: 
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Note: you will not be able to Run Year End until any saved BACS or Printed Cheque runs and saved Expenses have 

been processed. These can be viewed in Pending Items. 

 

Click on Run Year End. The following screen will appear: 

 

 
 

Click on  

 

The following screen will appear: 
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If you are sure you wish to continue, click on Submit. 

 

The system will proceed with Run Year End. 

 

If you get a message similar to the one below: 

 

 
 

…the Run Year End process will abort and you must contact HCSS Education Customer Support Team. 

 

The Codes may be: 

RYE-FYP 

RYE-OBJ 

RYE-CCTT 

RYE-DCTT  

 

When the Run Year end process is completed successfully, the following message will appear: 
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As part of the Year End process: 

 All outstanding commitments will have been moved forward to the new year (they will not appear on any 

reports for the previous year) 

 Awaiting approval Purchase Invoices and Purchase Credit Notes are carried forward 

 Awaiting approval Sales Invoices and Sales Credit Notes are carried forward 

 Accruals and Prepayments will have been reversed into Period 1 in the new year 

 An opening balances journal will have been created in the new year populating all the balances 

 

Once Run Year End has taken place, Period 13 is opened in the ‘old’ year for any adjustments. Reports can be run 

and all transactions can be seen. Only users with access to ‘Post to Previous Year’ will be able to post journals, no 

other transactions will be allowed. 

 

Note: the system will default to Current Year and Period. The Previous Year must be selected from the drop down 

at the top of the screen. 

 

Note: any adjustments that are made in the Previous Year that affect the Opening Balances will automatically post 

into Period 0 of the new year. 

 

 

 

8. Close Year______________________________________________ 

It is possible to leave the old year open until all required adjustments have been made and your accounts have 

been approved. Care will need to be taken during this time that transactions are being entered in the correct year. 

 

Once you are in a position to close the old financial year the following steps should be taken. 
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No other users should be using HCSS Accounting when Close Year is processed. To check if any users are logged 

on please go to My Products>User Accounts. The list will display all users logged on by date order. 

 

 
 

Close Year is access controlled – to check who has access please go to System Setup>Users and Access profiles.  

 

To Close Year, make sure you are in the current year (i.e. not the new year). 

 

Go to Year End>Close Year: 
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Select Close Year and the following screen will appear: 

 

 
 

It is important that you are satisfied that all transactions relating to the old year have been entered, as Closing Year 

End is irreversible. 

 

Note: If you still have unclaimed VAT for the old year - you should either run this before closing the year or if your 

VAT Return cycle means that you need to claim this in the new year then you may need to run the old year return 

and merge its results with the first new year return as appropriate. 

 

Click on Submit. 

 

You will be asked again if you are sure: 

 

 
 

By clicking on OK, you will continue with Close Year. 
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Once Close Year is completed, the following screen will appear: 

 

 
 

The old year is now closed. All transactions can be viewed and reports can be run in the old year. Reports for the 

old year can be run in the new year by simply changing the year in the selection criteria. 

 

 


