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Process Overview and Best
Practices

Tips to ensure smooth year-end processing



Process Overview — Best Practices

Daily / Weekly Activities Monthly Activities Year End Activities
Performed in a timely manner to Close Fiscal Periods in a timely Once Daily, Weekly, and Monthly
stay on top of tasks): manner (monthly): Activities are complete):
* Validate Shipments - Ensures all transactions with « Create New Fiscal Year and
. Enter Receipts financial impact are posted Periods
- Enter/Post Invoices, Credit » Address any period close » Close last period of previous
Memos, Returns, and errors during period close Fiscal Year
Zg}//'&nr\?n(tjc(.li’urchagng, Sales, process . Run the Fiscal Year End
o * Finalize all posted function to Hard Close the
* Close & Finalize completed transactions Fiscal Year
Work Orders
. « Verify all Collective Accounts * Run Financial Reports
Eﬂﬁgvlfysggéggélosely are in balance and all financial
monitor for errors reports are accurate

Critical Reminder: Verify Accounting Task is Active, and no Suspended Journals or Matchings
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Parameter Review and Key Validations

Date Parameters

ol + End date (ENDDAT)
Parameter values (?) OK : X « General Level
Chapter Company Site « This parameter should be set several years in the
SUP = future.
Supervisor . . .
Gr'oup * Itis compared to the System date when logging into
DEF X3 and if “Today’s Date’ is greater than the ENDDAT,
o th users will not be allowed to perform any functions.
R | 10 Results Display: 20 v = O . . .
[ [porometer | oescpon « This parameter is not dependent on Fiscal Year
1 % CRYDEF | Default country us Qi Folder Creatlon
2 i DATEDEBDFT | Default start date 01/01/2019 Q' Folder
3 ¢ DATEFINDFT Default end date 12/31/2019 0} 3 Folder ¢ DefaUIt Start date (DATEDEBDFT) and DefaUIt
4 } DATSTADEB | Statistical start date 01012019  Q : Folder end date (DATEFINDFT)
5 % atistical end date o older
H_  rrat - + General and User Levels
7§ EURO Euro code FUR Qi Folder » These parameters are used to define the date range
& i EUROCOD | Eurocalculatorcode  EUR Qi Folder in functions where a date range is required
2 3 ;:DG;AGE ::fzt!“tﬂ“guage ;:‘;mom 2 EE * e.g. Financial > Inquiries > Accounts dates are
— ! dependent on the Fiscal Year being created
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Parameter Review and Key Validations

Accounting Parameters

whers

Parameter values (7)

Chapter Compary Site
Group
Q R Displ
| Paramete SCript
1§ FRWAMNA ahytical f
i FRWGAC neral
3} GAUFNCL Closing documeant FI¥CL
4 & GAUFVEN Fizcal year end journa| FIVEM
f GAUFNRE Results journal FIYRE
& i GITECLOM MEWER
§ GTECLOTD
e § -GTECLOZ
s} GIECLO3

1 i GTECLO4 Year-and journal type

1" ; -GTECLOS

12§ GTECLOA Year-end journal type

13§ GTECLOY Year-end journal type

14§ GTECLOB

15 i GTECLOS

16§ - GTEFRW1 3 type MEWER
17§ GTEFEWID umal type NEWRR
1§ GTEFRW2

13} GTEFRW3 Carry-forward journal type

i GIEFRWA

Default ~

[ee] 7] 3

i)

B
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Verify the following Parameters are set to these values:

Fiscal year end journal (GAUFIYEN) = FIYEN

« Automatic Journal to calculate Opening Balances

Results journal (GAUFIYRE) = FIYRE

* Automatic Journal which rolls Income Statement accounts from

99999 (Suspense) into Retained Earnings
Year-End Journal Type (GTECLO1) = NEWPR

« Document type used for posting New Period Journal Entries that

are created during the Fiscal Year End Close

Carry-forward journal type (GTEFRW1) = NEWPR

Carry-forward journal type (GTEFRW10) = NEWPR
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Parameter Review and Key Validations

Document Type: NEWPR

All Satup Financials SAGE ™

Tt 4L Document types El [

Entry type + Description * Short description *
| NEWPR O El | Meaw Period
Mew Period
Group

o Default Journal = NEWPR

« Journal Code must be ‘Open’

i | | Mew Pericd

« Sequence Number = NANEW

&
Identification
Defaut journal sl sequence no. Sequence number * Define “NANEW” sequence number
o / ;

&

»

P

NewPeros Nen Perod ourna « Typically starts with “NPxxxxxx"

Accessibility . . .
. R Vi sort ot « Multi-Company best practice — insert Company
@ [» ail | o] ) | Value into sequence number to easily identify what
/‘{“”\”\'@"\’\L\"\’\’J VAN AANNAN N\ journal entry belongs to which company
@ =L un oda R b, b L
Open itemn type | Others - Payment method Q:

* Ledger

» Set unused ledgers to “None” to avoid errors
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Parameter Review and Key Validations

Account Classes

All Setup Financials

T 141 Accountclasses

. Legislation +
UsA Qg :
Us4

Parameters

1 1
2 2
3 3
4 4
5 5
[ 7
T g
2

Description

Aszer
Liability
Equity
Revenue
oG5
Expensze

Other Income & Expense

Mormal

Mormal

Mormal

Mormal

Mormal

Mormal

Mormal

Yes

Yes

Yes

Mo

Mo

Mo

Mo

7 Results Display: 25

1 Debit -
1 Credit -
+ Credit -
+ Credit -
+ Debit -
1 Debit -
1 Debit -

Analytical sign

Expense
Expense
Expense
Revenue
Expense
Expense

Expense

Platinum
sa% Reseller

» Best practice
to validate
Carry Forward
flag is set
correctly per
account class
before
proceeding
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Parameter Review and Key Validations

Analytical Dimensions

F144 Dimensions  Carry Forward
@ General _ pyramids ~~ should always be
S Shore descrpon selected, even if
] [wr the dimension type
is used on an
- — Income Statement
;M A:m - Qi |company5itd6mpc1 {]  |f adimensionis
Descre Valdy st dte . ever shared
Rescon code between Balance
Sheet and Income
p— I crargeane | a Statement
- ’ ? accounts, X3 will
Pyramids look here to
Prromids determine carry
i forward setting for
e Qt Q: both.
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Accounting Task

Formerly known as ‘Journal Status Monitor’

« Best practice to validate Carry Forward flag is set

correctly per account class before proceeding

Recurring task status = Active

Journals on hold = 0
Matching =0
Query status = Standby

* Error Resolution: Double check the
batch server is active

V12 Note:

V12 requires recurring tasks to be set up.

Errors may occur if timeframe on the recurring task
doesn’t align with Accounting Task

SAGE ~
Accounting task (?) Activate Deactivate Update X
Sety
List v
UTILITIES < | O
i Q
] HELF 4 E1
ask Recurring task Recurring task status o
DIAGNQOSIS... <
1 i ACCENTRY WACCBESSAA Active 0 468217 | Standby 1271942019 -19:33
2 i
i
Platinum !
[sa% Reseller n@’-l\-e_c/




Soft Close versus Hard Close

Terminology Review

Soft Close

Hard Close

Simulation of year end close

Run the Year End Simulation function
(SIMULFINES) to set up Trial Balance for the
‘next’ or ‘new’ year

Updates and rolls Opening Balances and
Retained Earnings into new year without creating
any Year End or New Period Journal Entries

This function may be run as often as needed
when activity has been made to the previous
year

Actual close of the fiscal year.

Changes Fiscal Year status to “Closed” and
updates account values by producing a New
Period Journal Entry

All previous Fiscal Years and Periods must be
closed.

The “new” year must be in “Open” status, with at
least the first Period in “Open” status.

Once the Fiscal Year End Function (FIYEND) is
run and the year closed, no further activity can
be posted to the year.

X3 provides a function to Re-Open Year End
(OPNFIY). This deletes the New Period Journal
Entries and requires the Fiscal Year End
Function to be run again to close the given Fiscal
Year.



Year End Simulation

Used during Soft Close

Year end simulation (?)

Header

Ledger
Legal -

Criteria
All companies Company * Fiscal year
0 UPEXP Q | | 20 Qi

UPExpress
Start date End date

01/01/20 12/31/20

Selection

Genera | balance
™~ 1

Analytical balance

SAGE ~

Lo L] X

i}

B

Platinum !
[ Sage Reseller

No journal entry is created, but opening balances
have been updated to the New Year

This process must be re-run any time there is a
change made in the prior fiscal year

You will always run the process using the “new” or
“next” fiscal year (i.e., the fiscal year you want the
Opening Balances updated for).

You will want to run General Balance and
Analytical Balance during normal Soft Close
processing although there are certain situations
this may differ.
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Period Closing

Used during Soft Close

 Closing your periods in a timely manner throughout the year is
crucial, it prevents accidentally posting journal entries to prior
periods as well as reducing the time it takes to close the Fiscal
Year.

« Use your resources to ensure proper Period Closing processes
have all been completed. This presentation, associated slides, and
corresponding How To Guides are uploaded on the Webcast
website for your reference.

* Ensure all items have been completed will also help ensure a
smooth Year End Close!

((sage mar nextec




Reports

Period & Year End

* Once close is complete, run the following:
» Stock Status Report
« WIP Valuation Report
« Aged Trial Balance for all collectives (AP/AR/etc.)
 Trial Balance

 Financial Reports (Financial Data Extraction, Sage Enterprise Intelligence,
etc.)
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Year End Close

Step-by-step guide



Create the New Fiscal Year

Step 1

Al Common data G/L accounting tables Default ~ ‘ ’ .
144 Fiscal year management ==I=1 - °* Ihe New’ Fiscal Year
Company « Ledger type * SELECTION ¢
1] oo : s must be created and
UPExpress
s HELP < .
DIAGNOSIS... < € O ” t ft

it Q 20 Results Display: 25 - ¥ ." p e n p rI O r O a S O O r
1 3| 1 Fiscalvear 12001 2001 12/31/01 & Closed C h a rd CI Ose Of th e Cu rre nt
2 3| 2 FiscalYear22002 2002 12731702  Closed =
3 3| 3 Fiscal Year 3 2003 2003 12/31/03 = Closed &F
a i 4 Fiscal Year 4 2004 2004 01/01/04 12/31/04 £ Closed ® ye a r.
5| & 5 Fiscal Year 5 2005 2005 01/01/05 12/31/05 = Closed

it
6 i 6 Fiscal Year 6 2006 2006 12/31/06 # Closed ‘ .
7| § 7 Fiscal Year 7 2007 2007 01/01/07 12/31/07 “ Closed o TO Cre ate u S e F I S Ca I
8 | 8 FiscalYear82008 2008 12/31/08 % Closed ]
9 S Fiscal Year 9 2009 2009 12/31/09 £ Closed L) ] [ ]
m 3| 11 FiscalYear 112011 2011 01/01/11 123111 & Closed
[ - 12 Fiscal Year 122012 2012 12312 =1 Closed
13 3| 13 Fiscal Year 132013 2013 123113 = Closed 1122119 CO rn e r.
M i| 14 FiscalVear 142014 2014 1213114 & Closed
15 3| 15 FiscalYear 152015 2015 12731115 & Closed T . [T
% 3| 16 FiscalYear 162016 2016 01/01/16 12131116 = Closed ([ ] TO O p e n u S e O p e n I n g
w 3| 17 FiscalYear 172017 1237 % Closed 12118119 b}
® 18 Fiscal Year 18 2018 2018 01/01/18 123118 & Closed 1211819 . .
2 g S 4 button in u pper rig ht
2 20 Fiscal Year 20 2020 2020 01/01/20 12/31/20 £ Open
‘ corner
% Unpin

sage fur neaec,




Create New Periods

Step 2

* Period 1 must be “Open”

e e « NPJE will post against the
L | e o first day of the first period.

: * |[f not open, you'll get an
error message

» Subsequent periods should
remain “Not Open”
* |[f open, they can accept

accidental future date
postings.

03/31/2020 3| Notopen

B9 % d Q

» Contact Support if saved in
“‘Open” status

((sage 2 K nexcec




Close Period 12 of Previous Year

Step 3

* Run the CLOPER Period End Report prior to attempting to close a
period.

» Correct errors and do not proceed until results are error-free

All

Repaorts

Reports

T T4 L Enterreport parameters

Report code

CLOPER

Q : Pre-closing verification

Parameters

‘Aramet

Compa Singl
Date'rang Rang
Ledger Singl
Print:sel Single

UPEXP

12/01/2019
Legal
MNo

0 0 0 PO O

io12/312019

SAGE ~

Pri

nt

Memo

Recall

O P00 P pPp o

Q

| J

B>

Re:

ne>f{e_c/:



Close Period 12 of Previous Year

Step 4

* When closing Period 12 of the Previous Year (2019) you will see a

Warning in X3.
» Select OK

. @ Warning

! Line 12 Close the last period of the Fiscal Year 19

CCCCCC
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Fiscal Year End (FIYEND)

Step 5 - May be run for Single or Multiple companies, and single or multiple ledgers

All Ledgers = No. (Default is Yes. However, if you set all ledgers to “No” and then Tab, X3 will fill in the ledger and Document and Journal

automatically).

The ‘New Fiscal Year’ is displayed

The Closing Document and Closing Journal should be blank (controlled in the Ledger setup)

May be run in Simulation mode to display the New Period JE that will be forthcoming at actual close

When run in Non-Simulation mode, the New Period Journal Entries will be created and displayed in the log file

NOTE: Year End and Period errors can be challenging. Please contact NexTec Support if assistance is needed working through any

processing errors.

Fiscalyearend (®)

Selection

Company Allle. ..

11| UPEXP QELega|

2z i Qi -
L4

Detailed log file
1

Ledger

Default =

OK

Memo

Recall

NEWPR () }

Simulatdon

ANX journal

NEWPR O :

X

Mw

4

Platinum
sage Reseller
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New Period Journal Entries (NPJEs)

What the NPJEs represent

* Running the Year End Close function will produce at least 2
NPxxxxxx Journal Entries based on your settings in the Ledger
setup

* The first New Period Journal Entry
» Calculates/updates all Opening Balances for the Balance Sheet accounts.
« What you see are actually the ‘Opening Balances’ for the new year!
* Prepares rolling Income Statement accounts into the Suspense Account
* The second New Period Journal Entry
* Rolls the Suspense account into the Retained Earnings GL account
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Example: New Period Journal Entry 1

Sage

All Financials Journals

F,

4 4 Journal entry NATPG : NA 1 page column entry

Header
Site Entry type * Number
| UPEUS Q @ | NEWPR Q | | NPO000O1 Q:
UPE USA Mew Period
Date * Journal * Transaction
| 01/01/20 el | NEWPR Q i | NA1PG
Mew Period
Category * Status *
| Actual v| | Final v|
Source Source transaction Source document Document date
| Automatic generation | FIYEMN | RAMN | | 5|
Rate type » Currency
| Daily rate -| - UsD H
US Dollar
Default due date Reference
| 01/01/20 2| | RAN
Reversal » Reversal date
[ No -l =]
Default description
| Carry-forward |
i Q
Site Cerl, GL Code Debit
1§ 21000 Qi Q ¢ 99999 Qi H
2 i 21000 Qi Q¥ 12400 Qi i 10.00

Suspense account

Carry-forward enury

SAGE ~

o] [ ©
~ mia

I Q

B>

Platinum
Reseller




Example: New Period Journal Entry 2

Sage

All Financials Journals

F o4

SAGE ~

4+ L Journal entry NATPG : NA 1 page column entry EI >
~
Header -~
Site * Entry type * Number
[uPEus  Q i| [Newpr  Q i| | NP0O00D2 Q:
UPE UsA Mew Period
Date * Journal * Transaction
01/01/20 = NEWPR Q NATPG c
Mew Period
|
Category * Status * =
| Actual v| | Final v| &
Source Source transaction Source document Document date ]
| Automatic generation | FIYRE | RAN ‘ | &= N
Rate type * Currency
| Daily rate v| - UsD :
US Dollar
Default due date Reference
[ 01/01/20 @] [Rran
Rewversal Reversal date
[ No -] |
Default description
| Carry-forward |
i Q
Site Crrl. GL Code Debit Credit Description Cnt GL Code
1% 21000 Qi Q i 99999 Qi 10.00 Carry-forward entry Qi H
2 i 21000 Qi Qi 32000 q: 10.00 Carry-forward Qi H »
Platinum
Reseller




Fiscal Year End Function

Things to Remember

* No need to have all users logged out of X3 to run the functions associated with
Year End

* Depending on your version of X3 (typically V7 and higher)
 Fiscal year-end function Hard Closes the year by setting the flag to “Closed”
* Creates “New Period” journal entries
 NEVER modify or reverse a New Period Journal Entry
 How To Guide - Fiscal Year End Close will be provided for reference

 Remember: if you run Fiscal Year End Close in Simulation mode, you still must
perform the Hard Close to complete Year End Processing.
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Fiscal Year End Function

If Adjusting Entries are Required

 Use Reopen Fiscal Year to delete

New Period Journal Entries

Reopen fiscal year (?)

Company *

UPEXP Q :

UPExpress
Selection

Log file

Default ~

Lo ] X

i}

B

* Then use Reopen Period function to
make adjusting entries in December

Default ~

Reopen period (?) OK

X

Company *
‘ UPEXP Q ‘
UPExpress

Selection

]}

B>

« Reminder: Don't forget to re-close the Period and Fiscal Year after adjusting

entries are made
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Other Considerations

Helpful Reminders



Other Considerations

Including but not limited to:

* Budget Updates
» Update Standard Costs

* Review and update BOMs, Routings, etc.

* Cost Rollups and Transfers
» Used to copy, create new costs
* Run Inventory Valuation Report for accuracy

* 1099 Processing

n@f{e_g



Cost Rollups and Transfers

Including but not limited to:

* A cost roll-up will adjust the product for any material, labor, machine
or overhead changes that will affect the Bill of Material

» Simulated cost roll-up allows the user to see what effect the new
standard cost would provide before making the changes.

* A cost roll-up should be done when any of the above change;
however, in a standard cost environment it is recommended a cost
roll-up be done at least once a year.
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1099 Processing

Review in early January

« X3 provides for 1099 processing and reporting, including forms

« Setup is done within the Supplier on the Financials Tab or may
default from the Supplier Category and will serve as the default
1099 flag during invoice entry

* Ability to uncheck 1099 at the invoice level

* Ability to enter balances if going live in the middle of a year
 Calculating 1099 function

* Printing forms and reports

* Don’t wait until drop-dead date to TEST - especially form printing!
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1099 Processing

Review in early January

- Declarations

» Tax management

~ Fee declaration
» Others

# United States

~ Setup

1099 beginning balance

Supplier 1099 box
1099 box

“ Processings

Calculate 1099 payments

1099 payment summary

1099 generation

Platinum
sage Reseller

* 1099 Beginning Balance
« Enter beginning balance if X3
implemented in mid-year OR just
Implementing 1099’s
 Calculate 1099 payments

* May be run as many times as necessary

* 1099 Payment Summary

« May be used to alter specific invoice
amounts if needed

e How To Guide on 1099 Form
Generation available on website

ne>f{e_c/:



Additional Maintenance & Ultilities

Available options



Additional Maintenance & Utilities

Avalilable options

« Account Merge
« Merge two GL accounts into one

* BP Merge
» Close out existing BP into a new BP (e.g. change in legal name)

 Control Account transfers

* Resynchronizations — use with caution
* Financial Utilities Menu
* Fully test in Test Folder first
» Contact X3 Support for further assistance on which resynch is needed
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X3Support@nextecgroup.com

For any questions, issues, or support needs
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