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Background 

This document is part of a series that provides an overview of good practice procedures that should be 
followed and controls that should be applied in any financial management system. A brief description is 
given of their implementation Dimensions for Academies. Detailed process notes covering the 
implementation in Dimensions for Academies are also available. 

Having a financial year divided into periods allows monitoring of performance throughout the year.  Many 
businesses’ years start on the anniversary of their incorporation and most have twelve monthly periods. 
However, there are often good reasons for starting the year at a convenient time and occasionally 
businesses have odd periods, and occasional not even of the same duration.  In the case of academies, the 
choice is quite simple and obvious, years start on 1st September, which is the start of the school year, and 
reporting is done monthly. 

In most organisations, monthly reports are provided to directors or trustees; normally mid-month when the 
previous month’s figures are available. A golden rule that is sometime broken, is that once results have 
been reported they should not be changed; it makes accurate monitoring of performance very difficult 
when numbers move.  If mistakes have been made they should be corrected in the period in which the 
mistakes are discovered and highlighted in those figures. 

Accounting systems allow months and years to be ‘closed’ such that no more entries can be made; hence 
the terms ‘month-end’ and ‘year-end’. 

The Dimensions system requires a minimum of one period but there can be up to 13 periods in a year. The 
thirteenth period often being used for auditor’s adjustments. 

At the end of the year, after the audit, and any adjustments are made, the year will be closed and opening 
balances for the new year updated. 

In Dimensions it is possible to post forward into future periods (up to 24 periods forward from the last open 
period). It is also possible to restrict this ability to designated people and also to force individual users to be 
able to only post to the current period or current year. This helps prevent mistakes. 

Month End 

What is achieved 

The periods for the sales, purchase and nominal ledgers are closed separately and can be closed at different 
times, however the sales and purchase ledgers must be closed before the nominal period can be closed.  
Closing a period stops any transactions being posted to the period and rolls the period forward. 

Dimensions has the ability to do a ‘soft close’; this means that the posting period is rolled forward for most 
users and they can no longer post to that period.  The system will default to the new period, which is 
known as the working period. Users that have been granted the appropriate permissions can continue to 
post adjustments to the soft-closed period  as well as the working period.   

How we do it in Dimensions 

The system should always be backed up before closing a period.  It is also advisable to have all users log out 
while running the period end so that there are no transactions caught in the middle of the roll of the 
period.  It only takes a few minutes to run the period end procedure. 

In the tab relating to the Ledger you want to close (Customers, Suppliers or Financials), there will be a 
Period End Option.  If using the ribbon navigation, this will be the last option on the right side of the ribbon.  
This will also tell you what period you are currently working in.  When clicking this button a Period End 
screen will appear,  this gives you the option to carry out a Period End or a Year End.  There is also an 



 

Page 3 of 3 

option to delete transactions at this point.  Hoge 100 would not advise you to delete transactions.  When 
you save your choices, the system closes the period and rolls the period forward. Endears 

At the end of the financial year, once all the transactions have been entered and the necessary adjustments 
are made, a year end is run.  This closes the year to any further transactions and rolls the figures forward as 
the new financial year opening balances. The figures on the system at the close of the year should be those 
that have been agreed with the accountants and auditors and reported to DfE, HMRC, Companies House, 
etc. 

It is worth noting that auditors often suggest adjustments are made by adjusting the I&E reserve account. 
This is a bad practice: adjustments should be made to the appropriate I&E accounts so that the accounting 
system’s figures are identical to the statutory accounts. 

Year End 

What is achieved 

By closing the year, no further transactions can be posted into it.  This is to stop any transactions being 
made in the year once the accountants and auditors have agreed the figures for the year that are to be 
submitted for tax purposes.  By closing the year and preventing further transactions, if HMRC requests 
information for the year, your figures will be a true reflection of the accounts you have reported and have 
the information as entered.  When the year is closed, the system will roll the figured forward into the 
balance sheet and these will be the brought forward balances from the previous year into the current year. 

How we do it in Dimensions 

The system MUST be backed up before closing a period and all users must be logged out while running the 
year end; there is no going back after the procedure has run if you do not have a backup.  It is also good 
practice to keep a backup of your year end for 6 years so that in the event of an HMRC inspection, you have 
full details of all your accounting transactions for the year. 

In the tab relating to the Ledger you want to close (Customers, Suppliers or Financials), there will be a 
Period End Option.  If using the ribbon navigation, this will be the last option on the right side of the ribbon.  
This will also tell you what period you are currently working in.  When clicking this button a Period End 
screen will appear,  this gives you the option to carry out a Period End or a Year End.  By selecting Year End, 
the year end process is initiated and run.  When saving this there is no going back so be sure that you are 
ready to close the year before clicking the button. 


