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Processing Year End

Before running the Year End please ensure the Before End Checklist has
been completed to avoid any delays

v
Every user on Sage Pastel Accounting must be logged out of the company.

The Year End needs to be completed on the server.

If the Year End cannot be completed on the server copy the data locally onto the workstation, add
the company, run the Year End. Copy the company back onto the mapped drive where the server is,
add the new company.

Remember to remove the company on the workstation and activate it from the server.

Processing the Year End

» Select Change > Year End, the following message will display, select Yes to proceed

Year End £3

9 The preliminary checks for the year end process may take several
—— minutes to complete based on your environment and the size of
the company.

If you receive the program state Not Responding, do not close
Pastel as the checks are still running.

Would you like to continue now?

H Yes No

« The Year-End Assistant will display

Select the option to make a backup before proceeding

. If the 131 period was setup, the following message below will appear, select Yes to proceed
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Year End Assistant - Sole Access Mode | &3

‘9, You selected the option Use Last Period as First Period of Next
¥ vear in Setup...Periods.
Would you like to copy the last period budgets to the first
period after the year end?

Yes No

+ The next screen will give an option to create a new company or run the Year End in the
existing company

Copy the Company to Another Company

Pastel stores transactions for bwo financial vears. Once you run the year end,
you loze the fransactions which are cumrently bwo years old.

It yous would still ke to keep those ansactions and balances available for
enquiries, you can copy the cument company to another company which will be
zaved at the current directory level “You can then open the copied company o
do enquinies on earlier balances and transactions, If in the future you decide that
you don't nead these older values, you can just delete the copied company.

Click the MNest button o continue with the Assistant.

@ [Creale a new compary caled |

(O Do not create a new company
[C] Run the Year End in the new company

Creating a new company:

Allows you to keep financial information for more than two years, because a new company is created
for each financial year.

Should you wish to have a look at history that occurred more than 2 years ago, the company data
for that year can be opened.

+ Ensure the option Create a new company called is selected. Type in the new folder name in
the block provided. Example if the current folder is YE2017 the new folder will be YE2018

+ Select Run the Year End in the new company

+ Select Next

* You will get a message that the company has been created. Select OK

» Print Reports: This screen is just a reminder of the Financial Reports that should be printed.
These reports can be reprinted after the Year End.

+ Select Next

* What the Year End Does: Provides an explanation what the whole process entails and
what changes will be made to your records

« Select Next and Process to confirm operation
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Not creating a new company:

» Selecting the option Do not create a new company will force you to create a backup, before
you can select Process to complete the Year End

The Year End can take a while depending on the size of the data. Please do not close
the process while the Year End is running.

You will receive a message that the Year End is complete.

Usage Business Solutions Pty Ltd
20 Bridge Street ¢ Pymble Corporate Centre ® Building 2 - Level 2 — Suite 3 ® Pymble ¢ NSW ¢ 2073
Tel: +61 2 9440 7216 | Fax: +61 2 9144 1290 | www.usagebusiness.com




