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Quest 2020: Year End



Pre-Flight Checks System 
Maintenance

Reconciliation Year End Process

S I M P L F Y I N G  W H A T  O T H E R S  M A K E  C O M P L E X

Course Objectives:
At the end of this session you should be 

able to do:

These are the checks that you 
should be doing before you start 
your Year End process. 

Processes you should be 
completing for your yearly Sage 
system maintenance. 

Reconciliations you should be 
completing between your Sub-
Ledgers and General Ledger 

These are the processes that you 
have to do in Sage 300 to start a 
N3ew Year. 
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Pre Flight Checks

• Identify the carry forwards
• Ensure that all transactions are entered for the 

current Fiscal Year
• Check that all budget transfers are completed
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Identify the Carry Forwards

• Are there any PO’s that will be carried forward to 
the following year?

• Add 01 accounts for Carry Forwards if they do not already 
exist

• Change 01 accounts to inactive if they exist and are not 
being used. 

• Change the GL account in all PO’s being Carried Forward 
to the 01 account. 

• Complete any outstanding PO’s that are not to be carried 
forward.
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Budget Transfers
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System Maintenance

• Run a Manual Day End Process
• Post or Delete all batches in all modules (this 

excludes carry forward items) 
• Do not delete any open batches in the GL that have 

data and have come from the Sub-ledgers
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Running a Manual Day End Process in 
PO

Most, if not all of you will have this process setup 
automatically in GL Integration. 
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Post or Delete all batches in all 
modules



• Batch List Check:

• Check AP Invoice, Payment & 
Adjustment Batches are posted. 

• Check AR Invoice, Receipt & 
Adjustment Batches are posted

• Check Bank Reconciliations are 
posted

• Check GL batches are posted
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Reconciliation

• Run the Trial Balance and print
• Run the Aged Payables report and print

(Cut off by Fiscal Period 12, Sorted by Acc Set)
• Run the Aged Receivables report and print

(Cut off by Fiscal Period 12, Sorted by Acc Set)
• Agree balances on Trial Balance to sub ledger 

reports
• Confirm that Clearing Accounts have a zero balance
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Reconciliation

Creditors Control Account

Debtors Control Account

Check that the Print Destination is set to ‘Preview’

Bank Account
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Reconciliation

Creditors Control Account

Debtors Control Account

*Run the Bank Reconciliation report as soon as you have posted the reconciliation. 

Bank Account
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Clearing Accounts

Check that the ‘Goods Received not Invoiced’ clearing account’s 
balance is zero. If the account balance isn’t zero you need to 
identify the items that have been received and not invoiced. 

* This balance should also agree to the Outstanding Payables Clearing Report in PW. 
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Year ‘End’ Process

• Setup the Fiscal Calendar for the next Fiscal Year
• Take a Data Base Dump
• Create the New Year 
• Add any Additional Budget Lines
• Create New Cost Centers
• Load New Budget
• Document Numbering
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Fiscal Calendar

1.) Make sure you are 
in the ‘Last’ Fiscal Year
2.) Click the ‘Add’ 
button
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Database Dump

1.) Select the Database you want to dump
2.) Set the location where you want to store the Dump
3.) Set a description for the DB Dump
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Create New Year
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Add any additional required Budget Lines

Add new GL Accounts
*Don’t forget GL Setup: Segment Codes
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Add any additional required Budget Lines

Add new PO Account Sets
• This is a required step for the new CISI Codes
• The Account Set No is the CISI Code
• You need to add a GL Account before this step
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Add any additional required Budget Lines

Add new GL codes in PW
• This is a required step for the new CISI Codes
• The Account Set No is the CISI Code
• You need to create an Account Set in PO before this step
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Add any additional required Budget Lines

Add new PW Items
• This is a required step for the new CISI Codes
• The Item No is the CISI Code
• You need to add an Account Set before this step
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Create New Cost Centers
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Load New Budget

• Accord has a Budget 
Import Template

1.) Load New Budget
2.) Load ‘Carry Forward’ Budget
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Document Numbering

We recommend in all modules to change the Document Number. So the 
number starts with the year you are in. This makes it easier to identity ‘Carry 
Forward’ Items



Q&A Session
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