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SIMPLFYING WHAT OTHERS MAKE COMPLEX

Course Objectives:

At the end of this session you should be

Pre-Flight Checks

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

able to do:

0.
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consulting

System
Maintenance

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

Reconciliation

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

Year End Process

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




SIMPLIFYING WHAT OTHERS MAKE COMPLEX

Pre Flight Checks

 lIdentify the carry forwards

« Ensure that all transactions are entered for the
current Fiscal Year

« Check that all budget transfers are completed




SIMPLIFYING WHAT OTHERS MAKE COMPLEX

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

&1 NAT19 - FA Funds Availability Transfers
File Help

TenslerNumber 14 4 » M Qo+

Reference HOUSEKEEPING END OF YEAR 16 tatus  |Posted
Description HOUSEKEEPING END OF YEAR 16 UserD [EEE |
Default Cost Center  |041-507-00

Diate 1212/2016 Year,/Period

Q, GL Account Accourt Desc.

OPTERIX-FUEL
OPTERIX-TRAVEL

Total




SIMPLIFYING WHAT OTHERS MAKE COMPLEX

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

P/O Pericdic Processing

Day End Processing

] NATROM - P/O Day End Processing
File Help

Last Processed Date and Time

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 Mumber

E

lreedice Batch List Ma. af Entries Total Amount | Ready Tao Post Source Applica

T

a2
3
a
3
-
o
]

Payment Batch List _ g o . o '_ E:::::j
Entered
Entered
Entered

T A07A202 ; atch 7.0 Euternal
E Entered

Entered
Adjustrent Batch List

Open... Hew... Ielete st Prirt....




Flow of Data

Batch List Check: Operational Modules

. Purchasing Purchase Orders
Check AP Invoice, Payment & Workflow
Adjustment Batches are posted.

Check AR Invoice, Receipt &

Adjustment Batches are posted

Check Bank Reconciliations are Financial Modules
posted

Check GL batches are posted Accounts Bank Services Accounts
Receivable Payable

General Ledger
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SIMPLIFYING WHAT OTHERS MAKE COMPLEX

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

AP Transaction Reports Bged Payables Creditors Control Account

. =
Bank Transaction Reports s oW . . Bank Account —_—
: Reconciliatio Trial Balance

=
hged Tl Balance Debtors Control Account

AR Transaction Reports s =

Check that the Print Destination is set to ‘Preview’
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Reconciliation =

Trial Balance

= Bank Account

Bark Recanciliation

3001172020 9 NATO Quest 210
Repot (GLTRLR1) Trial Balance as of 314 202020

Creditors Control Account

AP Aged Payables by Due Date (APAPAY11)

12464063

Net Income (Loss ) for Accounts Listed:

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

3041142020 13:0819 NATO Quest 2020 : P/0 Transactions
Repot (GLTRLR1) Trial Balance as of 311200020 .

Imvaice Entry

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.



SIMPLIFYING WHAT OTHERS MAKE COMPLEX

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

Fizcal vear |" " "ml ‘_ .-"4'.|::r'- ‘e
MHumber of Fizcal Penods o iustment Period

ock Closing Period

Legend: # = Locked

Start Date

End Date

1.) Make sure you are
in the ‘Last’ Fiscal Year

2.) Click the ‘Add’
button
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Database Dump

Database Dump

Diigiees ACCCOM: ACCCOM

C'atazet Directon o huzershaccordhdeskioph
Browse. ..

Dezcription DB Dump for Year End

l

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

Durnp
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Create New Year

G/L Periodic Processing

Create Mew Year o Create new account records for pr

Change the curment fiscal year to 2027,

fizcal calendar for 2021 before pou can proceed.
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Add any additional required Budget Lines

[Z] PTOLRD - G/L Accounts

General Ledger
E File  Help

GfL Accounts

Accounts PR |4 4 [D0FO1051

Dezcrption

Detal  Optional Fields  Trans. Optional Fields — Cuprency
Structure Code Budget Lines

MNormal Balance Account Type Income Statement

Account Group Current vear Budget Revenue

Group Category

[ ] Contral Account [ ] Ralup

[ ] Auta Allocation

oy .
() Inactive

Detail ulticurrency

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

Purchase Orders —p B= PTOLRD - P/O Account Sets

= File  Help

Arccount Sets

Acoount Set Code |4 4 F '::E +

er Consultants

[ Inactive

! |PO Receipts nat Invoiced [accrual)

J [Commander consultants

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

(-] PTDLRD - PW G/L Codes

Purchasing “orkflow

Py Setup

|:| |nactive

Delete

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

ltemz  Unitz  Tawes Optional Fields

PTDLRD - PW [tems [ it of bMeazure Converzion Factar | Requizition Unit of Measure | Beplenishment Unit of Measure
File  Help EACH

ltern Murnber |4 o (BRI P op O . -+ |Commander consultants

lternz  Unitz Taxez Optional Figlds

1] L LA -
1 TEes =]

Account Set Code 1 [Commander Consultants

Comrmadity Murmber |:| D ate Lazt Maintained

Wieight Unit of Measure

YWeight Conversion Factor ]

Default Combine O ption

Yendor Required

Add new PW Items parirent

» 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

Purchasing WWarkflow

FI 1!

Optional Fields
€, Filter Ta Account

{} PTDLRD - PW Cost Centers
File  Help
Irtegration  Account Filkers Optional Fields

Owveride G/L Account Segments

G/L Searnent C, G/L Segment Code
Budget ear od

Fund k anager FO3

Achiviy 0o

Default Location

1]
Center Manager I:I Q

Last Maintained [ ] Inactive
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Load New Budget

5/L Sccounts a

File

Customize... :I b q
[mport.. 'ear

Export..,

Budget Maintenance

Currency Type Functional

Clase Budget Amaunt

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

Budget Met

Copy, P

Copy, &

* Accord has a Budget
Import Template




SIMPLIFYING WHAT OTHERS MAKE COMPLEX

Document Numbering

Email Macro Setup  Reqgistration

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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