OSAS

GENERAL LEDGER

YEAR-END CLOSING CHECKLIST 4.5

Before any work is posted for Period 1 of the new year you must create a new GL Year.

1. Go to General Ledger.

2. Hit F9 and switch to Last Year.  

3. Go to File Maintenance.

4. Go to GL Accts.

5. Enter an expense GL account such as the telephone account.

6. Is there a figure in Period 13 of the actual year?  (Remember you are in Last Year) 
 If Yes, go to Periodic Processing, Update Current Year.  Enter No to Update Only.  This will update any information to the current GL year and close Last Year.  

If No, you will need to go to Periodic Processing, Clear and Close by Step, and Post to Master for period 13, run a trial balance to make sure the revenue and expense accounts year to date totals are zero.  Then follow the steps for Yes.

If Last Year Files Do Not Exist, hit F9 to switch back to the current year.

Now that you are sure that you only have a current year GL you can create a new GL year.
1. Go to General Ledger.

2. Go to Periodic Processing.

3. Go to Create Last-Year Data.  This function is used to create last year Master and Journal files so you can still do work in last year while continuing your work in the current year.  THIS MUST BE DONE BEFORE ANY WORK IS POSTED FOR PERIOD 1 OF THE NEW YEAR.
REMEMBER

1. After you have Created Last-Year Data all postings to the current year for AR/SO, AP/PO, PR, IN, FA, and BR, will go to the new year.  If you want the posting to go to last year you must post to (2) Last Fiscal Year, even though the year shown by Last Fiscal Year is not correct.  The year will be corrected when you perform a year-end for each module.

2. Use the F9 key to switch between current year and last year files when working in GL and PR.

3.   Update Current Year can be performed whenever you have entered and posted transactions in last year files and would like to update the beginning balances in the current year files without actually closing last year.  Go to General Ledger (last year), Periodic Processing, Update Current Year.  Enter Yes to Update Only.

The General Ledger month end procedure for year-end is the same as a normal month end.  Enter and verify all transactions for the last accounting period (usually period 12) for each company.  When they are correct, post the transactions to the Master file and print all relevant financial statements. **Remember to hit F9 and switch to Last Year. 

A month or two into the new year your accountant will provide you with closing entries.  Enter closing journal entries in period 12 and post them to the Master file. **Remember to hit F9 and switch to Last Year.

Print the year-end financial statements for each company, which will show the closing entries just entered.

MAKE SURE YOU BACKUP AT THIS POINT.

1. Go to General Ledger.

2. Hit F9 and switch to Last Year GL.

3. Go to Periodic Processing.

4. Go to Clear and Close by Step.  This will clear all revenue and expense accounts to a capital account (usually Retained Earnings).  Select the step (usually 1) and the period (13).

5. Print the GL Activity Report for period 13.  Check to insure that all closing entries are included and that the ending balances are zero for all revenue and expense accounts only.  If any revenue or expense accounts have a balance, go to Transactions and enter a manual closing entry in period 13, then go to File Maintenance, GL Accounts, and update the clear to account.

6. Post to Master for period 13.

7. Print a Trial Balance and make sure again that all revenue and expense accounts have a year to date balance of zero.  DO NOT CONTINUE UNTIL ALL REVENUE AND EXPENSE ACCOUNTS ARE ZERO.
8. You may now either close last year or keep it open until the end of the current year.  Keeping the last year enables you to go back to any GL period and run financials, etc.  If you would like to close last year:  

9. Go to General Ledger, Last Year (F9).

10. Go to Periodic Processing.
11. Go to Update Current Year.
12. Enter NO to update only.  This updates the current year and closes last year all at the same time.
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