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Year End Close Process 

The purpose of Year End closure is to lock the figures for a particular year and prevent 
further adjustment. 
Clearly we recommend you only run the procedure when you are certain that no further 
transactions or amendments are necessary. 
We also strongly recommend that you discuss with an Accountant or Advisor before 
running the process. 
The process is very simple to complete and can be run at any time after the year end, 
when you are ready to do so. 
It has no impact on your continuing, as normalk to record information for the subsequent 
new year. 
For example 
 
Jan 08        Dec 08                 July 09 

 

 
                                                            Year rolls over            Close year 08 
                                                               to new year 
 

Running the Year End Close Procedure 

The procedure is accessed via the ENTITY NAME menu. 
ENTITY NAME  CLOSE FINANCIAL YEAR 

 
 
If there is a year to be closed, then the dropdown will display a pending year. As it is not 
necessary to close a financial year (although it is recommended) there may be one or 
more pending years. They will need to be closed in chronological order. 

Select the pending year and click SUBMIT. 

A warning message is displayed and requires confirmation 
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The year is now closed. All transactions in the closed year are displayed with a   tag and 
are now not available to be edited although they can be viewed and reported upon as 
normal. 

Reversing a Year Close 
If you have the appropriate access authority it is possible to reverse the last closed year 
end by locating the batch run and deleting it. 

ENTITY NAME  BATCH JOBS  RUN BATCH HISTORY 

 
♦ Click the   button adjacent to the year end close batch run. 
♦ The system will be restored to as it was immediately before the closure run 

 


