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Course title
Finance Year-End Training (for Budget Holders and Finance Support Roles)


Course Objectives
· Understand how QM’s Year-End process works
· Learn about the Year-End memo from Finance
· Know how to use Agresso to get useful financial info
· Understand how to record costs or income that relate to a different period (accruals)


Course Format
This is a 1-hour course using on-screen examples and simple tasks like running past reports to spot invoice payments and accruals across financial years.


Before You Start
· You’ll need access to Agresso: https://ubw.unit4cloud.com/uk_qml_prod_web/ 
· Know if your budget is funded by grants (some carry over past July)

Guidance
https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/


Course topics       
1. Overview of QM year-end process (15 mins)
2. Planning ahead to reduce year-end work (15 mins)
3. Automatic versus Manual Accruals (15 mins)
4. Using Agresso before and after year-end (15 mins)


Key Actions for Budget Holders & Finance Support
· Talk regularly with requisitioners to stay in sync
· Check and update open POs using the goods receipting guide
· Contact Accounts Payable for unpaid invoices or claims:
https://www.qmul.ac.uk/finance/intranet/sections/accounts-payable/contacts/
· Use Agresso reporting to track activity or ask suppliers for account statements
· Chase suppliers on unpaid invoices (especially under £500, which need manual accrual)
· Don’t forget internal transfers - check with QM departments


Course Tutor
Hassan Mahmud
Directorate Administrative Officer
Student Experience




1. Overview of QM year-end process (15 mins)
	
1.1. Each year, the Director sets the overall Student Experience budget. Budget holders manage their areas and update forecasts to show expected savings, costs, or overspend on pay and non-pay.
1.2. Your monthly budget reports help reduce year-end surprises.
1.3. Finance Partner Nanda Beeharry provides support (n.beeharry@qmul.ac.uk / Teams).
1.4. The process begins in June with a Year-End memo sent to all Agresso users. Read it carefully.
1.5. If you’ll be away in July/August, assign your financial tasks with a proper handover.
1.6. The 2024/25 memo and related procedures are available at: https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/
1.7. Listed below are things to check which might include:

· Internal spend (Catering, Porterage, IT, etc.)
· ADHOC Recharges between departments
· HR or Student Ambassador payments due
· Income (e.g. invoicing external orgs or advance donations)
· Expense claims for externals or students
· Submit all July purchase card statements in Agresso by 6 August 2025



2. Planning ahead to reduce year-end work (15 mins)

2.1. Every month, check your budget spreadsheet report:
· See actual spend vs. budget
· Green = underspent, Red = overspent
· Use the “forecast” column if changes were agreed mid-year

2.2. Actual spend includes automatic accruals (over £500 net) which stay in that month permanently. This happens where a PO is goods receipted but the invoice hasn’t arrived. 
2.3. In the following month, the accrual is reversed carrying over budget for the late invoice payment repeating until the invoice is paid. 
2.4. These later reversals and re-accruals cancel each other out, so they don’t change your total spend. Only the first accrual affects your year-to-date figures.
2.5. Run helpful Agresso reports (mentioned later) regularly to track what has or hasn’t been invoiced.
2.6. In June, you’ll get a spreadsheet showing open POs. Check which are still active or can be closed. Email inactive PO numbers to servicedesk@qmul.ac.uk requesting closure.

2.7. Best practices
· Make sure POs are goods receipted properly (ask if unsure)
· Suppliers must email invoices quoting the correct PO number to: apinvoices@qmul.ac.uk 
· Chase late invoices pro-actively
· Ask Accounts Payable to check if missing goods receipts are holding up payments

Important
2.8. You can’t accrue costs without a PO. If no one tracked an invoice and it shows up 6 months late, the new PO will charge the wrong year and impact on your budget.
2.9. You can raise POs in July or earlier for next year’s items, but only goods receipt from 1 August (unless early payment is needed). 
2.10. If paying early, alert Nanda Beeharry so that Finance can adjust the cost. Ensure the PO description has dates of the future delivery.

3. Automatic versus Manual Accruals (15 mins)

Accruals Explained

3.1. Accruals help us record income or costs in the right financial year - even if no invoice or payment has been made yet. This is usually done by good receipting the PO on delivery.
3.2. Example: You order and receive books on 30 July (costs £700), but the invoice is paid later. Even though payment is in August (the new financial year), the cost belongs in July, so we receipt it in that year.
3.3. Key Rule: Don’t receipt or pay for things early for the next year. Only receipt costs for items delivered or services done up to 31 July.
3.4. NB: Subscriptions over £5,000 are split across years if needed. For example, January to January = 5/12 in one year, 7/12 in the next. Ensure the start and end dates are listed in the PO description.


3.5. Automatic accruals (system does it)

Happens if all the following apply:
· PO was raised in current financial year (P1–P12)
· PO was goods receipted by 31 July 2025, 5pm
· Value is over £500 net (per PO line item)
· Invoice is not yet paid

If the value is over £2,500, you may be asked for delivery proof.
Partial accruals are fine. E.g., if you’ve received 25% of goods, only receipt that part.


3.6. Manual accruals (you must submit them)

Needed if any of the following apply:
· PO is from last financial year
· Value is under £500 net (per PO line item) and Invoice is not yet paid
· Payment is outside Agresso (e.g. HR, Student claims)
· PO wasn’t goods receipted on time, even though delivery was by 31 July

3.7. Manual accruals deadline: 7 August 2025
3.8. Don’t rush. Ask for a sense check if unsure.
3.9. Include small unpaid items in your manual accruals if they help avoid repeat charges next year.
3.10. Check in Agresso first (from 1 August) to make sure payment hasn’t been made very recently. 
3.11. If still unpaid, use the manual accruals form template available at:
https://www.qmul.ac.uk/finance/intranet/sections/financial-accounting/year-end/
	






4. Before & After – Using Agresso Reports (15 mins)

4.1. Outstanding Purchase Orders Report

4.2. Shows all current open POs:
· Remove default text (COSTC and BUDCODE)
· Enter your cost centre or budget code (press Search)
· Check if POs are still needed (e.g. cancelled, duplicate, or overestimated)

4.3. This report shows:
· Ordered vs. Delivered amounts (excluding VAT)
· Remaining amount not invoiced (Net Amount Paid vs. To Invoice)

4.4. To find what’s been receipted but unpaid: Amount Delivered – Net Amount Paid = Unpaid (accrued).

4.5. General Ledger Transactions Report (budget code)

4.6. Shows all payments and general transactions:
· Remove default BUDCODE text and enter your budget code
· Enter dates (e.g. 202401 to 202412) and press Search
· Click transaction numbers to view PO invoices
If checking many transactions is too slow, ask your supplier for a statement showing what’s still owed.
4.7. Tip: If no invoice number is shown, it’s likely an accrual.
4.8. Barclaycard charges will show the cardholder name in the Supplier column.

4.9. AP: Has an Invoice Been Paid report
· Delete default "SuppID" 100002
· Enter PO number and Press Search
· Look at the Amount Outstanding column (all amounts include VAT)

4.10. A negative number = invoice unpaid
4.11. Zero = invoice paid.
4.12. Nothing appears = invoice not yet processed (may need to be resent to Accounts Payable).

After the Deadline – What Happened?
4.13. In early September, check if your accruals were posted:
· Use the General Ledger Transactions report
· Look at Period 12 (202412) for positive accruals
· Check Period 1 (202501) for matching reversals (negative)

Examples:
· Period 12: 24/25 Accruals-Coaching by ABCDEF – £2,400
· Period 1: REV Accruals- Coaching by ABCDEF – (£2,400)

4.14. Check against your manual accrual template if submitted.
4.15. Important: Once Year-End closes, no changes can be made. Final reports are final.
4.16. Think about what went well or what didn’t last year. Share lessons learned so we can improve local process and feedback to Finance. 
1
