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4 – End-of-Year Operations
This Volume shows how to use the spreadsheet to  operations to

re-set the spreadsheet for the next financial period.

For information on:   a: the underlying principles of how the spreadsheet is designed to work:
b:  how it compares with other financial management software;  c: why current reporting

standards are not Fit-for-Purpose (particularly for small charities), see Vol.1;

For information on how to set up the blank spreadsheet for first use, see Vol.2;

For information on the daily/weekly/monthly use of the spreadsheet for regular data entry.
financial analysis, cash-flow monitoring, internal and external reporting see, Vol.3
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While it is Small Charity Support’s intention to provide you
with the best possible support and information as we are able,

it is important that you read and give due consideration
to the following notices.

The information contained in this spreadsheet and downloadable leaflets is provided in 
summary form and is made available for general information purposes only.   It has not 
been prepared with your specific needs in mind and is not advice of any kind (whether 
legal, financial, or otherwise). 

Please take the time to check the information in this spreadsheet and downloadable leaf-
lets is suited to your specific circumstances and if you are making any important decisions, 
such as on financial, legal or tax matters, you should consult a qualified professional ad-
viser who can provide specific advice based on your position. 

Small Charity Support does not assume any liability or responsibility to any person or 
entity for the information contained in this spreadsheet and downloadable leaflets and 
you should not rely on any information contained in this spreadsheet and downloadable 
leaflets.   Small Charity Support makes no representation as to, and does not assume any 
responsibility for, the accuracy, completeness or relevance of the information contained in 
this spreadsheet and downloadable leaflets. 

Please make sure that any sites you link to from this spreadsheet and downloadable 
leaflets are appropriate to you, as we do not endorse such websites and have no control 
over their contents or how (or if) that site operates.   Any links or references in this 
spreadsheet and downloadable leaflets to a company, entity, service or product does not, 
in any way, imply an endorsement.

© 2020  Small Charity Support

This materials in this spreadsheet and downloadable leaflets are made available
to charities and not-for-profit organisations under a

Creative Commons  Attributable – Non Commercial – Share Alike  License
That license lets you remix, adapt, and build upon this material non-commercially, as long as you

credit Small Charity Support and license your new creations under the identical terms.
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1. Creating a New Spreadsheet

1.1. Create Backups of the Previous Financial Year
a) Open the End-of-Year Spreadsheet for the financial year just completed;

b) Make at least one, and preferably two (or more) backup copies;

c) Save a copy of the Spreadsheet with a new name for the coming financial year.

The remaining instructions in this section apply just to the new spreadsheet for the coming financial 
year leaving the other copies of the spreadsheet for the previous financial year unaltered.

1.2. Update the Title Page

Go to the title page of the spreadsheet and update appropriately the new financial year end 
date in Cell-A11.

No other alterations are required.   The new financial year end date is replicated throughout 
the spreadsheet automatically as necessary.

Although it is not necessary to do it immediately, to avoid confusion later you will probably 
find it best to go also to the Budget Report worksheet and select a report date which is within
the new financial year. 

2. Prepare Accounts Worksheets,  Acc1-Acc4

2.1. Clear Previous Year’s Completed Transactions

The following instructions are illustrated using the Bank (Acc1) worksheet, but they should be
applied identically to all 4 account worksheets (Acc1-Acc4).

a) Make a note of the end-of-year figures.

Move to the Bank transactions worksheet and make a note of the
end-of-year Transaction Balance, Reconciled Balance and
Unreconciled Transaction in cells J2, K2 & L2 respectively;
It will also be useful to note the Debtors & Creditors (if any);

b) Select all the transactions which have been reconciled as “the money having
changed hands” in the previous financial year;

Click on the filter drop-down button for the Cash
Date, Column-H (CD)
In Microsoft Excel:  Scroll down and uncheck
the (Blanks) box
In LibreOfficeCalc:  Scroll down and uncheck
the (empty) box.
Note: DO NOT click on “Empty” at the top of the
drop-down box – this only selects rows where ALL
the cells in that row are empty.

Click [OK]    This selects just the transactions
which have been reconciled with
the bank statement.
If you scroll down the example
worksheet you will see that the
rows where there are unreconciled
transactions (eg: 156, 164-165,
168-169) are hidden.
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c) Delete all the reconciled transactions;

Click on the range-name box at the top-left corner of the menu
bars, scroll down the drop-down list and click on “Acc1Trans”
to select all the Bank transactions data cells;

Press the keyboard [Delete] key to delete all the filtered
reconciled transactions.

DON’T WORRY ! – only the filtered transactions will be
deleted.   When you remove the filter all the hidden
(unfiltered) unreconciled transactions will be found to
have been retained intact.

Clear the filter on Column-H (CD) to display again
all the rows in the worksheet, most of which will
now be empty, leaving just the unreconciled
transactions.
The #VALUE which appears in Column-I (only in
MS-Excel, NOT in LibreOfficeCalc) is a consequence
of earlier cells being blank and will disappear when
the transactions are re-sorted as follows.

2.2. Carry Forward Incomplete (Unreconciled) Transactions

a) Sort the remaining unreconciled transactions into date-order

To move the remaining unreconciled transactions back to the top of the worksheet and in 
date order, follow the instructions in Section-3 Moving & Sorting Transactions which can be 
found in Volume 3 Data Entry & Analysis of the instruction leaflets.

b) Update the Brought Forward Balance

Finally, update the beginning of year brought forward amount by manually entering into 
Cell-H3 the “Reconciled Balance” amount from Cell K2 in the end-of-year spreadsheet for the
previous year (ie: as in 1.3(a) above.

The summary figures in columns J, K & L of the new-year’s worksheet now automatically 
replicate the corresponding figures in the previous end-or-year worksheet.
Except, of course, that at the start of the year there are no current year Receipts, Payments 
or Transfers into or out of the account.

2.3. Repeat for All 4 Accounts Worksheets

The above instructions, a) to e) are repeated for the other three accounts worksheets (Acc2 
to Acc4;  Cash, PayPal, Deposit) if they had any transactions in the previous year.
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3. Previous Year Out-Turns
In this section all references to “Copy & Paste” transactions data from one place to another 
(and, particularly, from one spreadsheet to another) are references to
       “Copy & Paste Special-  Values  ”
to ensure that only text and numeric values are coping to the new location.

The use of simple Copy & Paste will result in formulae and formatting being copied to the 
new location.   This can be a particular problem when copying between cells between 
different spreadsheets.   In this case formulae are copied as a link to the spreadsheet from 
which the cells were copied.

3.1. Funds Worksheet

Updating the Funds Worksheet to the new year is
simply a matter of copying the CdFwd data from the
previous year’s Funds Worksheet into the
corresponding BtFwd cells for the new year.

This can be achieved either manually by simply
retyping the values (including any pence) in the new
locations, or by coping & pasting the relevant values,
ensuring that any formulae in the new locations are not over-written.

3.2. Budget Report Worksheet

As with the Funds Worksheet, updatig the Budget Report Worksheet is simply a case of 
copying the end-of-year data from the previous year into the relevant column (Column B) in 
the new year’s Budget Report Worksheet.

However, care must be taken because the Budget Report “Prev Yr Out-turn” column contains
formulae to calculate the various sub-totals.   Those formulae will be over-written if the whole 
column is copied and pasted using Paste-Special-Values.

That may not be a problem, given than the copied sub-totals will be (should be) the correct 
values anyway.   But if, for any reason, it is subsequently be necessary to alter some of the 
individual Prev-Yr values the sub-totals will not adjust automatically.
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Note that the Budget amounts in columns D & E are not altered in the Budget Report 
worksheet.   They are, instead, obtained automatically from the Categories worksheet when 
the annual budget is reviewed (see Instruction Leaflet Volume 2 – Setting Up, sections 2.3d 
and 2.3f).

3.3. Assets Worksheet

No action is necessary.   The values in the worksheet update automatically as the financial 
year of the spreadsheet is updated on the Title page.

3.4. Investments Worksheet

As with the other worksheets, all that is necessary to update the Investments Worksheet is to
copy the CdFwd Quantity Held and Unit values from the previous year into the corresponding
BtFwd cells in the current worksheet, having re-set the in-year additions and disposals cells 
to zero.

4. Payments/Receipts in Advance – (Managing the “TeaPots”)

If you entered any Payments or Receipts in Advance in the previous year (see guidance 
Volume 3 – Data Entry & Analysis, section 7.2e – Ad hoc Receipts & Payments in Advance)  
they can be brought forward and incorporated into the current year’s transactions as follows.

Return to the spreadsheet containing the previous year’s spreadsheet and filter the 
transactions for those categorised as “Payment in Advance” or “Receipt in Advance”’

In the “Better Living” example Banks (Acc1) worksheet there are 4 such transactions.
The first two, dated 01-Jan-19 were for advance transactions brought forward from the 
previous financial year which ended Dec-18.
The last two, dated towards the end of the financial year ended Dec-19 are (1) a “Payment in
Advance” deposit for the hire of a venue for the following year’s conference and (2) some 
“Receipts in Advance” for bookings to attend that Conference.

Those last two transactions had not been allocated to the charity’s “Networking” category 
and “ConfRegistrations” category  (respectively) for that financial year to avoid distorting the 
charity’s financial reports for the earlier conference in that year (ie: to which they did not 
relate).   Instead, being assigned to the “Payments in Advance” and “Receipts in Advance” 
categories enabled them to be both identified as “money changing hands” transactions in 
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conformity with the rules for managing Receipts & Payments financial reports and identified 
as being “matched” with an activity in a different financial period (ie: as debtors and creditors,
respectively in Accruals financial reporting jargon).

Each of those two transactions is copied individual and then pasted (Paste-Special-Values) 
TWICE into the first empty rows of the Bank (Acc1) worksheet for the new financial year 
(ie: immediately below the unreconciled transactions brought forward from the previous year.
They are then amended as follows.

1: The dates of the transactions are amended to the first day of the new financial year to 
show that they are to be treated as current year transactions.

2: The category for the advance payment of the deposit for the venue is amended to 
“Networking” so that the transaction is now included in the current year’s financial reports
as part of the expenditure for the current year’s conference.

3: The transaction amount in column-G is amended from a minus (payment) to a positive 
(receipt).   This, along with the previous amendment is, effectively, taking the £500 
deposit money out of the conference funds category to replenishing the £500 “borrowed” 
from a “TeaPot” (the Payments in Advance category) in the previous financial year.

4. The transaction category for the receipts for bookings for the conference is amended to 
“ConfRegistrations” so that the transaction is now included in the current year’s financial 
reports as part of the receipts for the current year’s conference.

5: The transaction amount in column-G is amended from a positive (receipt) to a minus 
(payment).   This, along with the previous amendment is, effectively, taking back the 
£300 which had temporarily been put in a “TeaPot” (the Receipts in Advance category) in
the previous financial year.

6. Finally, the “Cash Date” in column H is set to 1 for all four amended transactions so that 
they are reported as having been completed (the money changed locations, if not 
“hands”) in the current financial period for the purpose of producing Receipts & 
Payments reports.

7. Repeat the process for any other Accounts worksheets (Acc2-Acc4) as necessary.

Explanatory (Technical) Note:
The “Receipts in Advance” category lies within the “Income” group of transactions.   So a negative 
amount recorded in that category is, in accountancy jargon, a “contra” transaction, reducing the 
charity’s total income rather than increasing its expenditure.   Similarly the “Payments in Advance” 
category lies within the “Expenditure” group of transactions.   So a positive amount recorded in that 
category reduces the charity’s total expenditure rather than increasing its income.

So the above “TeaPot” transactions do not alter the charity’s total income or expenditure for that 
financial period.   They simply re-allocate the transaction amounts from one category to another.
This is as near as the Simple Accounts Spreadsheet gets to “traditional” double-entry bookkeeping.

In practical terms, this makes reporting receipts & payments in advance across different financial 
periods much easier to understand than using the “Credits/Creditors, Debits/Debtor” jargon of double-
entry bookkeeping (and achieves the same outcome).   And most non-accountants can understand 
the process of putting money aside in a “convenient place” (eg: a “TeaPot”) for use at a later date.
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