ACCOUNTS RECEIVABLE MONTH END/YEAR END
Make sure all sales journals and cash receipts have been posted.

Run Sales Tax Report (Periodic Processing, Sales Tax Report)
Calculate finance charges (Open Invoices, Calculate Finance Charges)
Run Statements. (Open Invoices, Statements)
After statements are run:

Go to Sales Order
Go to Periodic Processing

Go to Periodic Maintenance

Have You:                                

 --Printed Statements?                  

 --Printed the Customer Analysis Report?

 --Backed Up Your Data Files? –Enter Y for yes.  If you enter N for no the program will close.  
Choose One:  -Enter #1 Period-End Maintenance or  #3 FOR YEAR END          

Clear:                         
 YTD Finance Charges? –Enter N for No  (Yes at year end)     

 Customer High Balances? –Enter N for No. (NO at year end)
The current period/fiscal year will appear.   If it is not the current period/fiscal year its ok but you should change it.  Go to Accounts Receivable, File Maintenance, Tables.  The table ID is ARPDx.  Change the numbers that need to be changed and page down.  

P to print

Select printer.  The only thing that will print is any error messages and the amount of finance charges posted.

PRINTING AN AGED TRIAL BALANCE

You will want to print an aged trial balance now to have an end month balance.

Go to Sales Order
Go to Open Invoices

Go to Aged Trial Balance

Aging Date- Last day of the month
Cutoff Date or  Period – Period works best.
Include Paid Invoices After – If you want to see payments for the month enter the date one month from the end of the month, If you want to only see invoices that are not paid enter the date of the first of the next month.

Age By- 1 – Invoice Date
Print By – 1 – Customer ID 

Past Due Customers Only?  NO (this is good to run when doing collections.
Full Detail?                YES 

Balance Forward Customers?  NO  

Zero Balance Customers?     NO  

Print Page Breaks           NO  

P to print

Select printer

Final Step for Month End

Go to Resource Manager

Sales Tax Reporting
Clear Sales Tax

Have you printed the sales tax report – YES

Hit enter for all remaining fields.

Page down.

If this is not done before the first AR invoice post then sales tax from the new month will combine with sales tax from the prior month.

