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Overview

The purpose of this document is to detail how to create and open a new Fiscal Year in
Sage X3. The following screenshots are specific to v12; while the process is generally
the same, terminology and placement of options and buttons may differ version to
version.

How to Create a New Fiscal Year
For this example, we will create Fiscal Year 20 (Calendar year is 2020).

1. From the main menu, go to Common Data > GL Accounting Tables > Fiscal
Years (GESFIY)
2. Click on “Fiscal Year” in the upper right corner

Q

B9 % i

Al Common data G/L accounting tables Default ~
T 1L L Fiscal year management —| | Fscal year | || Opening
Comnpony * Ledger type « [ seecmion <
UPEXP Qq: | Legal - UTILITIES ¢
UPExpress
Details HELP <
DIAGNOSIS <
Q 20Results Display: 25 - ="
1 1 Fiscal Year 1 2001 2001 01/01/01 12/31/01 i CQosed
2 2 Fiscal Year 2 2002 2002 01/01/02 12/31/02 # Closed
3 3 Fiscal Year 3 2003 2003 01/01/03 12731403 & Closed
4 4 Fiscal Year 4 2004 2004 01/01/04 12/31/04 4 Closed
5 % 5 Fiscal Year 5 2005 2005 01/01/05 12/31/05 & Closed
6 6 Fiscal Year & 2006 2006 01/01/06 12/31/06 * Closed
7 7 Fiseal Year 7 2007 2007 01/01/07 12/31/07 M Closed
L] 8 Fiscal Year & 2008 2008 01/01/08 12/31/08 g4 Closed
9 9 Fiscal Year9 2009 2009 01/ 1231009 B Closed
10 10 Fiscal Year 10 2010 2010 ovono 13110 4 Closed
n 11 Fiscal Year 11 2011 20m 0140111 123111 # Closed
23 12 Fiscal Year 12 2012 2012 o112 1273112 B Closed
13 3 Fiscal Year 13 2013 2013 o103 1273113 4 Closed
4 4 Fiscal Year 142014 2014 01/0114 123114 &= Closed
E 15 Fiscal Year 15 2015 2015 on 12315 B Closed
16 6 Fiscal Year 16 2016 2016 01/0ne 1273116 M Cosed
73 17 Fiscal Year17 2017 207 01011 123117 4 Closed
8 & Fiscal Year 18 2018 2018 ormng 1213118 & Closed
L I 19 Fiscal Year 19 2019 2018 ons 13119 4 Open
2
n
% Unpin

CEH (NexTec Dec 2019)




3. The Fiscal Year Creation window will appear
a. Note: The ‘next’ Fiscal Year is already predefined and the Y/N option
defaults to “Yes”
b. Click “OK” in the upper right corner

Default ~
Fiscal year creation (?) mssss—m) || o« X
UTILITIES ¢
Company
UPEXP HELP < =
UPExpress ' DIAGNOSIS... <
45

Q 20 Results Display: 10 v 12 8 «

1 3| 20 owow20 12/31/20 Yes ~ {—
2 :| 21 o1/oW2l 12/31/21 No =
3 3| 22 olou22 12/31/22 No v
a 3| 23 ovowuz3 12/31/23 No
s 3| 24 ovow24 12/31/24 No =
6 :| 25 o1/01/25 12/31/25 No
7 3| 26 o1/0126 12/31/26 No =
g | 27 owowzz 12/31/27 No =
9 | 28 o028 12/31/28 No =
10 :| 29 01/01/729 12/31/29 No
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4. You will return to the Fiscal Year Management Screen.
a. Note: The New Year (2020) is now at the bottom of the grid, without a

Description or Short Description.

Al Common data

T © 4L Fiscal year management

G/L accounting tables

Fiscal year | | Opening

Company Ledger type « SELECTION
I urEXP Q& Legal UTILITIES
UPExpress
Details HEE
DIAGNOSIS

i q 20Results Display: 25 -

1 3 1 Fiscal Year 12001 2001 12310 £ Closed

2 2 Fiscal Year 2 2002 2002 01/01/02 12131702 i Closed 11/22/119

3 i 3 Fiscal Year 3 2003 2003 01/01/03 12/31/03 = Closed 11422119

a i 4 Fiscal Year 4 2004 2004 01/01/04 12131004 £ Closed 11422119

s S Fiscal Year 5 2005 2005 01/01/05 12731705 i Closed 11/22/19

6 6 Fiscal Year 6 2006 2006 01/01/06 12/31/06 8 Closed 11122119

7 % 7 Fiscal Year 7 2007 2007 01/01/07 12731007 "% Closed 11722019

g & Fiscal Year 8 2008 2008 01/01/08 12/31/08 i Closed 11122119

9 9 Fiscal Year 92009 2009 01/01/09 12131109 8 Closed 112219

w | 10 Fiscal Year 102010 2010 01/01/10 1213110 = Closed 11/22118

w 3| 11 FiscalYear 112011 201 0140111 123 = Closed 112209

12 | 12 Fiscal Year 122012 2012 010112 12131112 i Closed 11/22119

13 3| 13 Fiscal Year 132013 2013 01/0113 12131113 £ Closed 11422119

M I| 14 Fiscal Yesr 142014 2014 01/01/14 123114 £ Closed 112219

15 I| 15 FiscalYear15 2015 01/01/15 12731715 % Closed

16 §| 16 Fiscal Year 162016 2018 01/01/16 12131116 8 Closed 11422119

17 i 17 Fiscal Year 17 2017 217 010117 1213117 M Closed 12118119

18 I| 18 Fiscal Year 132013 2018 01/01/18 1213118 i Closed 121819

19 i| 19 Fiscal Year 192019 2019 01/01/19 12/31719 £ Open

20 i 20 01/01/20 12r31420 = MNotopen

% Unpin

Default ~
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5. Fillin the appropriate Description and Short Description fields. Click the Save
Button in the right panel.
a. Note: The Description fields are essential, and used in various reports and
lookups. You may change or modify the text in the Description and Short
Description fields at any time.

All > Common data G/L accounting tables Default ~
T+ L L Fiscal year management [ Fiscalyear | | oOpening | )
Company = Ledger type * SELECTION <
| wBr O | Legal v
UPExpress HELP ¢
Details
DIAGNOSIS... <
i Q 20Results Display: 25

13 1 Fiscal Year 1 2001 2001 01/01/01 12131001 [ Closed 112219 (&)
2 3 2 Fiscal Year 2 2002 2002 01/01/02 12/31/02 M Closed 112219 ,5.
E 3 Fiscal Year 3 2003 2003 01/01/03 12/31/03 4 Closed 11422119 &#
4 3 4 Fiscal Year 4 2004 2004 01/01/04 12731704 4 Closed 122n9 9
s 3 S Fiscal Year 5 2005 2005 01/01/05 12/31/05 fh Closed 2
6 i 6 Fiscal Year 6 2006 2006 01/01/06 12/31/06 % Closed 112219 =
7 % 7 Fiscal Year 7 2007 2007 01/01/07 12731007 = Closed 12219
8 i & Fiscal Year 8 2008 2008 0v/01/08 12/31/08 % Closed 1mzne
9 S Fiscal Year 9 2009 2005 01/01/09 12/31/09 f Closed 112219
w i 0 Fiscal Year 10 2010 2010 ovono 123110 = Closed 12219
n i 11 Fiscal Year 112011 2011 0101111 1273111 % Closed 112219
12 12 Fiscal Year 12 2012 2012 ovoinz 1Z3nz M Closed 1142219
13 i 13 Fiscal Year 13 2013 203 01ons 12/3113 £ Closed 11422119
“u i 14 Fiscal Year 14 2014 4 01014 1273114 f Closed 1172219
5 i 15 Fiscal Year 15 2015 2015 01/01Ns 123115 % Closed 1z2ns
% 6 Fiscal Year 16 2016 2016 01/01/16 12/31/16 4 Closed 11422119
7 : 7 Fiscal Year 17 20017 07 ovonz 1231n7 B Closed 1211819
' i 18 Fiscal Year 18 2013 018 ovoine 12731138 M Closed 12nsng
9 i 19 Fiscal Year 19 2015 2019 0vong 12/3119 [ Open
H 20 Fiscal Year 20 2020 2020 01/01/20 12/31/20 B MNotopen
23 3

% Unpin
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How to Open a Fiscal Year
For this example, we will open Fiscal Year 20 (Calendar year is 2020).

Please Note: You are required to open the Fiscal Year before opening any associated
Periods.

To change the Fiscal Year from “Not Open” to “Open,” follow these steps.

1. From the main menu, go to Common Data > GL Accounting Tables > Fiscal
Years (GESFIY)
2. Click on “Opening” in the upper right corner.

T 14 L Fiscal year management ﬂ | opening

Company + Ledger type * SELECTION

L4
ek Qi I Legal v UTILITIES <
UPExpress
Detalls HELP <
DIAGNOSIS, <
Q 20Results Display: 25 = .
1 1 Fiscal Year 1 2001 2001 0101/ 1231/ M Cosed
2 2 Fiscal Year 2 2002 2002 o1/mi02 12/31/02 ® Closed
3 3 Fiscal Year 3 2003 2003 01/01/03 12/31/03 & Closed
4 4 Fiscal Year 4 2004 2004 01/01/04 12/31/04 4 Closed
5 5 Fiscal Year 5 2005 2005 01/01/05 12/31/05 & Closed 1172219
[ & Fiscal Year 6 2006 2006 01/01/06 12/21/06 ™ Closed 1172219
7 7 Fiscal Year 7 2007 2007 01/01/07 12/31/07 B Closed 11422119
] & Fiscal Year 8 2008 2008 01/01/08 12/31/08 B Closed 117229
9 9 Fiscal Year 9 2009 2009 01/01/09 12731009 & Closed
w3 10 Fiscal Year 10 2010 2010 01/017110 13110 4 Closed
noi 11 Fiscal Year 11 2011 2011 0101711 1231 4 Closed
12 12 Fiscal Year 12 2012 2012 01/0112 1273112 B Closed
12 3 Fiscal Year 13 2013 2013 01/01/13 12/3113 # Closed
4 4 Fiscal Year 142014 2014 4 1273114 &4 Closed
15 3 15 Fiscal Year 15 2015 2015 010115 123115 B4 Closed
16 6 Fiscal Year 16 2016 2016 01/0ne 1273116 M Cosed
7 17 Fiscal Year 17 2017 2017 o1n7 123117 £ Closed
8 & Fiscal Year18 2018 2018 o1/01ns 1213118 & Closed
L I 19 Fiscal Year 19 2019 2018 onns 13119 4 Open
2 i 20 Fiscal Year 20 2020 2020 01/01/20 12/31/20 &4 Notopen
7

4 Unpin

Al Common data G/L accounting tabiss Default ~

Q

B 9 % O
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3. The Fiscal Year Opening window will appear
a. Notice the Fiscal Year in the grid is “20” and the Y/N flag defaults to “Yes”
b. Click “Ok” in the upper right corner

Default ~
Fiscal year opening ©) X
UTILITIES L4
Company Ledger type
UPEXP | Legal ] HELP < =
UPExpress DIAGNOSIS... <
Other ledgers
i

- rom o [
1 20 010720 12/31/20 Ves - _

% Unpin
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4. The Fiscal Year Status is now “Open’

Al Common data G/L accounting tables

T 1L L Fiscal year management

Company * Ledger type »

EEE Q'

| Legal

UPExpress
Details

20 Results

Display: 25

1 H 1 Fiscal Year 1 2001 2001 01/01/0 12/31/01 &% Cosed 11422119
2 i 2 Fiscal Year 2 2002 2002 01/01/02 12/31/02 4 Closed 11122019
ER 3 Fiscal Year 32003 2003 01/01/03 12/31/03 “ Closed 112219
4 3 4 Fiscal Year 4 2004 2004 01/071/04 12/31/04 4 Closed 11/2219
5 3 5 Fiscal Year 52005 2005 01/01/05 12/31/05 & Closed 11/22n9
6 i 6 Fiscal Year 6 2006 2006 01/01/06 12/31/06 M Closed 11/22/19
7o 7 Fiscal Year 7 2007 2007 01/01/07 12/31/07 ) Closed 11/2219
B i & Fiscal Year 8 2008 p! 01/01/08 12/31/08 ) Closed 11/22/19
9 i 9 Fiscal Year 9 2009 p! 01/01/09 12/31/09 # Closed 11122119
1 10 Fiscal Year 10 2010 2010 01/01/10 12/31710 # Closed 11/22/19
1 H 11 Fiscal Year 11 2011 2011 o1/01/11 12311 £ Closed 112219
12 3| 12 FiscalVear 122012 2012 01/01/12 12131012 £ Closed 11422119
13 3| 13 FiscalVear 132013 2013 01/0113 12/31/13 # Closed 11/22119
14 3| 14 FiscalVesr142074 2014 01/01/14 12/31/14 = Closed 1122018
15 3 15 Fiscal Year 15 2015 2015 01/01415 12/3115 & Closed 11422119
1% i 16 [Fiscal Year 16 2016 2018 0101418 1273116 £ Closed 11422119
7 17 Fiscal Year 17 2017 207 oronN7 123n7 4 Cosed 1211819
8 i| 15 FiscalYear 152018 2018 01/01/13 1243118 & Closed 12118019
19 i| 19 FiscalYear 192019 2019 01/01/19 12/31/19 # Open
H 20 Fiscal Year 20 2020 2020 01/01/20 12/31720 % Open
a i s

Fiscal year | | Opening
SELECTION
UTILITIES
HELP

DIAGNOSIS

% Unpin

Default ~
=

<

<

<

<
G
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How to Open Fiscal Periods

Once a new Fiscal Year is created, X3 will automatically create the corresponding
Fiscal Periods based on the previous year’s period Start and End Dates. X3 will also
automatically account for Leap Years.

In the case where there is no previous Fiscal Period (i.e. this is the first Fiscal Year), X3
will create the Fiscal Periods based on a Calendar year January 1 through December
31 (01/01/xxxx through 12/31/xxxx). The Period Start and Period End Dates may be
modified after creation of the first Fiscal Year, if needed.

Please note: During setup, the Start and End Dates of the Fiscal Year must be properly
defined. This should already be complete before you perform your first Year End Close.

Period Status Explanation
The Period Status column contains three options:

a. Not Open — This is the original status assigned to the period by X3 when it is
created. This is a system generated status and cannot be selected after the initial
status has been changed and saved.

b. Open — The period is open and may accept transactions.

c. Closed — The period is not available to accept transactions.

Stock Status Explanation
The Stock Status column ONLY refers to the stock type of transactions such as
Shipments, Miscellaneous Issues/Receipts, Supplier Receipts, Physical Counts, etc.

Important Note: if a PERIOD status is set to “Not Open” or “Closed,” transactions will
NOT be able to post against the Period.

These are the following options and descriptions:

a. Open — Open indicates any stock transaction may be posted for this period.
b. Balance Adjustment — Balance Adjustment indicates that only ‘stock adjustment’
type postings are allowed.

a. For example, if you have a Purchase Invoice where the cost <>
PO/Receipt cost, once the Purchase Invoice is posted X3 will create a
subsequent ‘stock’ type adjustment to make the necessary adjustments to
inventory.

c. Closed — No stock or adjustment types of transactions are allowed.
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Perform these steps to open periods

1. From the main menu, go to Common Data > GL Accounting Tables > Fiscal
Periods (GESPER)
a. Notice the Period Status and Stock Status columns — these are explained

on page 8.
L o . . . . .
2. Click “Opening” in the upper right corner to determine which Fiscal Periods to
open.
All Common data G/L accounting tables Default ~
T 144 Periods ) || Opening || | closing | P
" Company * Ledger type Fiscal year * SELECTION <
| wEP Q | [ Legal - i 19 Q : | Fiscal Year 192019 S ¢
UPExpress
S S HELP <
Fiscal year start Fiscal year end Fiscal year status
01/01/19 2731719 Open DIAGNOSIS... <
Details
C
Period start Period end r:-a
1 i 01/01/2019 01/31/2019 || Open Open &
2 : 02/01/2019 02/28/2018 || Open Open [=)
3 : 03/0172019 03/31/2019 4| Open Open N
(&5 )
4 : 04/01/2019 04/30/2019 || Open Open
s i 05/01/2019 05/31/2019  2|| Open Open
6 : 06/01/2019 06/30/2019 || Open Open
7 & 07/01/2019 07/31/2019 f4l| Open Open
8 : 08/01/2018 08/31/2019 | Open Open
9 i 09/01/2019 09/30/2019 f%| Open Open
10 : 10/01/2019 10/31/2019 || Open Open
n : 110172019 11/30/2019 £l Open Open
12 : 12/0172019 12/31/2019 £#{| Open Open
13 [
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3. The Period Opening window will appear
a. By default, all Fiscal Periods will be set to “Yes” for the given year.

Default ~
Period opening (?) X
Copieiy Ledgér e UTILITIES <
uPEP Qi | Legal | HELP < &
UPExpress DIAGNOSIS.. <
Other ledgers
i Q 3 3 A El
B I8 0
3 &) 20Results Display: 15 v 12 @ &
'
13 20 Open 1 01/01/20 01731720 Yes ~ Notopen
25 3 20 Open 2 02/01/20 02729720 Yes ~ Notopen
83 20 Open 3 03/01/20 03/31720 Yes v Notopen
41 3 20 Open 4 04/01/20 04/30/20 Yes + Notopen
S 3 20 Open 5 05/01/20 05/31720 Yes ~ Notopen
€1 ¢ 20 Open 6 06/01/20 06/30/20 Yes ~ Notopen
Tl 20 Open 7 07/01/20 07/31720 Yes ~ Notopen
81 3 20 Open 8 08/01/20 08/31720 Yes ~ Notopen
9 3 20 Open 9 09/30/20 Yes ~ Notopen
0 3 20 Open 10 10/31/720 Yes « Notopen
n o 20 Open 11 11/01/20 1130120 Yes ~ Notopen
2 20 Open 12 12/01/20 12731720 Yes ~ Notopen
13 3 0 Notopen 0 No ~ Notopen
" 0 Notopen 0 No « Notopen
- 0 Notopen 0 No « Notopen

4. Unpin

CEH (NexTec Dec 2019)



4. To control which Fiscal Periods are Open, use the dropdown menu in the Y/N

Column to select Yes or No. To close a period, select “No”

a. Note: Keep the first period of the new Fiscal Year set to “Open”

Period opening (?)

Company * Ledger type
[veexe  Q i| [regal
UPExpress

20Results Display: 1

1 20 Open 1 010120 Yes Not open
2 20 Open 2 02/01/20 Yes ~ | Notopen
3 20 Open 3 03/01/20

B 0 Open 4 040120 Yes

s Open Yes + Notopen
6 0 Open Yes ~ Notopen
7 0 Open Yes + Notopen
8 0 Open 8 Yes * Notopen
9 0 Open Yes ~ Notopen
0 i 20 Open 10 10/01/20 Yes » Notopen
n 20 Open 11 1101720 Yes ~ Notopen
|3 20 Open Yes ~ Notopen
13 3 0 Notopen 0 No * Notopen
" 3 0 Notopen 0 No ~ Notopen
|3 0 Notopen 0 No ~ Notopen

CEH (NexTec Dec 2019)
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5. Click the next period, and X3 will automatically change the remaining Periods to

“No”. Click “OK” to save changes.

Defauit ~
Period opening () =4 X
Company * Ledger type UTILITIES <
[wexe  Q | [ Legal HELP < &
UPExpress DIAGNOSIS. <
Other ledgers
E Q g L B a’
I RN
o 1] O
Q 20Results Display: 15 ~128 .
Fiscal year status
1 20 Open 1 01/01/20 01731720 Yes ~ Notopen
2 20 Open 2 02/01/20 02/29720 No v |Notopen
8|2 20 Open 3 03/01/20 03731720 No ~ |Notopen
4 20 Open 4 04/01/20 04/30720 No ~ |Notopen
5 20 Open 5 05/01/20 05/31/20 No ~ |Notopen
6 20 Open 6 06/01/20 06/30/20 No v |Notopen
7 20 Open 7 07/01/20 07731720 No ~ |Notopen
8 : 20 Open 8 08/01/20 08731720 No ~ |Notopen
) 20 Open 9 09/01/20 09/30720 No ~ |Notopen
0 20 Open 10 10/01/20 10731720 No ~ |Notopen
n| 3 20 Open 11 11/01/20 11730720 No ~ |Notopen
2 20 Open 2 12/01/20 12/31720 No v |Notopen
13 0 Notopen 0 No ~ Notopen
1 0 Notopen 0 No ~ Notopen
15 0 Notopen 0 No ~ Notopen

% Unpin

This completes the process of creating and opening a New Fiscal Year and opening
new Fiscal Periods.
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What to do if All Periods Are Set to Open

If you leave all periods set to “Open” and accidentally save the Period Opening screen,
X3 will not allow you to go back and change the status to “Closed.” All periods will be

able to accept accounting transactions.

If this happens, please contact X3 Support to reset the Period Statuses.

| Opening | | Closing |

Al » Commondata > G/Laccounting tables
T 144 Periods
Company + Ledger type + Fiscal year «
UPEXP Q& | [ Legal

UPExpress

Fiscal year start Fiscal year end

Details

iQ 12 Results Display: 25

Period status Stock status
1§ 010172019 01/31/2019 [ | Open Open
2} 02/01/2019 02/28/2019 %1 | Open Open
3 ¢ 03/01/2018 03/31/2019 %1 | Open Open
4 @ 40172018 043072019 | Open Open
5 & 05/01/201% 05/31/2019 | Open Open
6 § 06/01/2019 06/30/2019 [ | Open Open
T i 07/01/2019 077312019 %1 | Open Open
& ¢ 08/01/2018 08/31/2019 %1 | Open Open
9 & 0S/01/2018 09/30/2019 | Open Open
i 10/01/2019 10/31/2019 | Open Open
" & 110172018 11/30/2019 [ | Open Open
12§ 12012019 12/31/2019 %1 | Open Open
13

Default ~
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