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1. Summary
Before running year end, you must have:
» Ensured all transactions dated in the current year have been posted.

» Closed periods correctly for all Sage 200 modules. This includes reconciling your debtor and creditor
control accounts as well as producing reports.

» Ensured all normal period end tasks have been carried out, up to the final period.
» Checked the integrity of account balances by running the Verify Data routine.

» Printed the final Trial Balance.

» Printed the Profit and Loss and Balance Sheet financial statements.

» Printed all other reports required in the Nominal Ledger, such as budget reports, transaction listing,
and the deferred postings list.

» A backup of the data is done when all the above have been completed. A separate Help Sheet can be
provided with instructions for creating an Archive company as at Period 12.

Once the above has been completed, you can proceed with the year-end.

2. Outcomes of the year end

2.1 Profit & Loss
» The “this period” and “year to date” figures are set to O (zero).
» This year’s balance is moved to last year balance.

» A balancing Journal representing the retained Profit and Loss is posted to the Accumulated Profit
Account as specified in Nominal Ledger > Utilities > Ledger Setup > Default Nominal Accounts.

2.2 Balance Sheet

» The year-to-date balance is carried forward.

» Period figures are set to zero.

» This year’s balance is moved to last year’s balance.
2.3 Year End Report

» Areportis produced showing the before and after account balances for all Balance Sheet and Profit
and Loss accounts.
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3. Perform the year end

» Navigate to Nominal Ledger > Period End Routines > Year End

Year End X

Year End Reporis

Please confirm that the following reports have been produced for the year:
[JFinal trial balance report
|:| Final financial statements

DAII other reports reguired for the year

Please note that you will not be able to produce these reports for
! the year once this routine has been run.

When the year end routine has completed, we recommend that you run the
Nominal Accounting Maintenance option to remove your previous years profit
and loss transactions.

The check boxes are prompts for you to confirm that you have run the stated reports. Prior year
reports are also available within the Nominal Ledger after the year end is completed.

Tick all three boxes and click on OK. The system will now complete the Year End processing. When
completed, you will be prompted with the following question:

Sage 200

Year End processing complete, It is recommended that you
check and make sure the accounting periods for the next
financial year have been correctly set up. Would you like to
amend Accounting Periods?

This step is optional. You can check the new accounting periods now or later via the Maintain
Accounting Periods feature. We recommend that you do not open Period 1 until you have produced
an opening balance trial balance. See section 5.1 of this guide.

Year End processing is now complete.
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4. Moving/Removing P&L Transactions

Transactions belonging to the closed year can now be removed or moved to Historical.

» Firstly, check that the option to keep and archive nominal transactions is setup in Nominal Ledger >
Utilities > Ledger Set Up > Ledger Settings > Defaults.

Meminal Ledger Settings - *

Budget Headings | Budget Profiles | VAT Submissions

Previous Year Postings

Post entries for previous year

Last year end date: |3tnz2i2022 B
Account History

Keep nominal transactions

Kieep transactions for: 8| Calendar months
Archive transactions after this period

Ticking the options as per the screenshot above means that any Profit & Loss transactions will be
moved from “Current” to “Historical”. Current and historical transactions are viewed in the
Transaction Enquiry form.

Transaction Enquiry for 31100 SAL ADM — O X
Account Selection
Nominal account: | v 31100 [saL  [aom  |sales- peraut
Transaction Filter

Brought forward balance : B8348.90

TR VIR Historical Transactions

Trans. Date | PN |Reference | Narrative | Transaction Analysis | ebi Credit | User | Source
05/01/2022 2 0000000239 S|/ CASHO1 f 0000002 503.60 Us_ SOP
01/04/2022 4 0DDDDOOZ281 Sl 7 CASHO1 / 0DDO0O0DD2 0.00 1569.30 Us. SoP 2220
261042022 5 0000000273  SI/CASHOM 000 1281.40 Us.. SOP 2310
31/06/2022 5 0DDDODOZBE S/ CASHO1 f 0DDODDDZ... 000 168460 Us.. SOP 2361
28/08/2022 8 00DDODO307 S/ CASHO1 f 0DDODDD3... 000 975.00 Us.. SOP 2639
o1m2022 1 SI/FES001 / 0D00000! 0.00 330.00 BI Project 2121

Current Balance : 0.00

However, if you do not have the keep and archive transaction options checked in the nominal
settings and you choose to remove the Profit & Loss transactions, these will be deleted from the
system permanently.

If you decide to not remove the Profit and Loss transactions for the year and leave this unchecked,
then it will retain the Profit & Loss transactions in the “Current Transactions” tab until they reach the
age that has been setup on the Nominal Account setting “Keep Transactions For”. You can then
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move\remove the transactions based on their age using the “Archive balance sheet and profit and

loss transactions” option in Account Maintenance.

» To proceed with the removal\move of the P&L transactions, go to the Account Maintenance feature
found in Nominal Ledger > Period End Routines > Account Maintenance.

Check the box under Year End and click on OK.

Account Maintenance - *

Archive Transactions

[JArchive balance sheet and profit and loss transactions
Archive up to: Maintenance has not previcusly been run

Please make sure that you have backed up your data first.
! Archiving transactions may remove documents attached

Year End

Remove profit and loss transactions from previous financial year

Maintenance has not previously been run

We recommend that you select this option after you have
! completed the year end process.
Pleaze make sure that you have backed up your data first.
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5. After Year End

5.1 Opening Balance Trial Balance

Once the year end and, if relevant, removal of transactions has been completed, we recommend that you
check your accounting periods. This check is to make sure that the correct number of periods have been
created and the end dates are correct. To do this go to Accounting System Manager > Accounting Periods >
Maintain Accounting Periods. If you wish to produce an opening balance trial balance, DO NOT open Period 1
yet.

Run your preferred Trial Balance report for Period 1. This should only show the Balance Sheet accounts with
the opening figure for the year to date.

5.2 Opening Period 1

You are ready to open Period 1 when you're satisfied that the periods for the new year have been created
correctly by the system.

After period 1 is opened, any postings for that period which have previously been in the Deferred Waiting
Postings List will move to Current Waiting Postings. You can then update them as normal to the nominal
ledger.

5.3 Prior Year Adjustments - Setup

If any adjustments are required to be entered to last year’s accounts, these can be done via a Prior Year
Journal.

» This needs to be setup in Nominal Ledger > Utilities > Ledger Setup > Ledger Settings > Defaults.
Ensure the Post entries for previous year is ticked. Ensure the option “Post entries for previous year”
is ticked.

» The “Last year end date:” should default to the correct date.

Mominal Ledger Settings - s

Previous Year Postings

EIu::IgEtHEa::Iings Budget Profies | VAT Submissions

Post entries for previous year

Last year end date: 31122022 [
Account History

Keep nominal transactions

Keep transactions for: E| Calendar months

Archive transactions after this period
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Enabling this option allows you to enter adjustments specific to the last financial year. A prior year journal
can be entered via Nominal Ledger > Enter Transactions > Previous Year Journal Entry. These journals do not
post an automatic reference like standard journals. A reference should be entered for traceability.

N.B. You can only enter adjustments for the last financial year.
5.4 Prior Year Adjustments — outcomes of posting to Balance Sheet accounts
If you enter a previous year journal to Balance Sheet account, this updates the following values:

» The period balance of the nominal account for the date of the journal. This is shown when you run a
prior year trial balance for that period.

For example, if the journal is dated in November of the previous year, then November's balance is
updated. When you run a prior year trial balance for November, then the new value is reported.

» The closing balance for the nominal account at the end of the previous year. This is shown as the YTD
value for this nominal account when running prior year reports.

For example, if the journal is dated in November (period 11), the YTD value for the previous year is
updated. When you run a prior year trial balance for December (period 12), a new YTD value is
reported.

» The current year to date balance. This is shown on your current year reports.

For example, if the journal is dated in November of the previous year, then the YTD balance on the
current year is updated. When you run a trial balance for the current year, a new YTD value is
reported.

5.5 Prior Year Adjustments — outcomes of posting to P&L accounts
If you enter a previous year journal to a P&L account, this updates the following values:

» The period balance of the nominal account for the date of the journal. This is shown when you run a
prior year trial balance for that period.

For example, if the journal is dated in November of the previous year, then November's balance is
updated. When you run a prior year trial balance for November, then the new value is reported.

» The closing balance for the nominal account at the end of the previous year. This is shown as YTD
value for this nominal account when running prior year reports.

For example, if the journal is dated in November (period 11), the YTD value for the previous year is
updated. When you run a prior year trial balance for December (period 12), a new YTD value is

reported.

» The value of the Accumulated Profit nominal account (as this account would have been affected by
the Year End). This is shown on your current Balance Sheet.
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For example, if the journal is dated in November of the previous year, the Accumulated Profit for
your current year is updated. When you run the trial balance or Balance Sheet for the current period,
then value of the previous year journal is reflected there instead.

5.6 Prior Year Adjustments — Reporting

You can report on previous year journals by running the “Previous Year Journal Listing” report found in
Nominal Ledger > Nominal Reports > Account Analysis.
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