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[ WELCOME TO YOUR PASTEL XPRESS YEAR END GUIDE ]

When the Year End draws closer, we understand the overwhelming challenge which confronts you,
having to ensure that the whole year’s accounts are prepared correctly, and that your financial records
are completed for auditing. We are therefore pleased to issue you with your Year End Guide. The guide
highlights important steps when using your Sage Pastel software to ensure successful completion of
running your financial Year End.

We have prepared this step-by-step Year End Guide with easy-to-follow instructions and screen illus-
trations, in order to assist you in ensuring that your books are accurately balanced for a smooth rollo-
ver into the new financial year. This guide is produced exclusively for you, our Pastel Cover customer,
because we want you to spend less time in support queues and more time managing your business
efficiently. While most of the information in this manual is for both Pastel Xpress Start-Up and Pastel
Xpress users, some of the functionality might differ between the two products. Please be aware of
NOTED areas to make sure that you make the correct choices based on your product type.

[Website and online support ]

This guide is available electronically on the Customer Zone. Additionally, we have provided compre-
hensive tips, tricks, updated troubleshooting documents for common errors encountered and fre-
quently asked questions, which all aim to assist you in the Year End process. The Frequently Asked
Questions section in this guide contains time saving tips. Visit the Customer Zone to ensure you have
the latest documents at your finger tips.

[ Support]

Contact your local Sage business partner for support.

[ Contacting Sage Pastel ]

When contacting Sage Pastel, use the following telephone, fax numbers and e-mail addresses:

Switchboard 011 304 3400 info@sagepastel.com
Sales 011 304 3428 isales@sagepastel.com
011 304 3420
011 304 3436

Training 011 304 3415 itraining@sagepastel.com
Registration 011 304 3400 iregistrations@sagepastel.com
Website www.sagepastel.com
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Always have your Customer Number handy when contacting Sage Pastel Support
to ensure your call is routed correctly and efficiently.

[ SUMMARY OF THE YEAR END PROCEDURE ]

The Pastel Xpress Year End procedure is broken down into four major steps:

STEP 1: Before the Year End
a) User Access and Multi-Period Processing
b) Making Use of Period 13
¢) Running a Year End on a Network or Multi-User site.

STEP 2: Preparing for the Year End
a) The importance of making a Backup
i. How to make a backup
ii. Pastel Iron Tree backup Solution
iii. How to restore a backup
b) The Retained Income Account
i. What is a Retained Income Account
ii. How to create the Retained Income Account
c) Completing a Stock Take / Inventory Count
d) Updating Point of Sale Cash on Deliveries/Documents on hold
e) Making a Copy of the Company
f) Completing the necessary Printouts
g) Completing the Checklist

STEP 3: Running the Year End
a) What happens during the Year End Procedure
b) Running the Year End

STEP 4: After the Year End
a) Ensuring the Year End has been successful
b) Settings for the New Financial Year

This guide will assist in the correct processing of your Year End to prevent unnecessary pressure
and frustration.

[ STEP 1: Before the Year End ]

At the end of the financial year, you need to run the Year End procedure. With Pastel, this process
is automated and prepares the company for the New Year. During the Year End procedure, relevant
account balances and budgets will be transferred, transactions deleted and parameters set.
However, there is some preparation required prior to running the Year End procedure.

With Pastel Xpress and Pastel Xpress Start-Up, the month end process is not necessary, as it may
be with other accounting systems. This is because Pastel is a multi-period system.
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However, it is necessary to ensure that a user does not process entries into the incorrect month in
error, since this will result in incorrect values appearing on your reports and in your age analysis.
Prevent mistakes like these, by setting up user passwords and restrictions.

If you choose not to allow multi-period processing, you will need to run a Period Increment (i.e.
‘move’ the system from the current period to the next. E.g. change from month 1 to month 2 for rep-
etition). You will have to do this at the end of every month or first thing the following month to ensure
the user is able to process in the correct month.

a) User Access and Multi-Period Processing

- Go to Setup and select Users/Passwords.
- The following screen will display:

> Deselect the Multi Period Processing by
unchecking the Allowed option

b Pt s s
|Ban st M manu Seling Pres

| e ] o s e [raccmard

| € i s Sl Pracsy flmiows Ccat

st | [[omra e =]

- Select the relevant user’s setup
- Under the heading General Ledger, deselect the option Multi-Period Processing and click ok.
- To change the period you will need to do the following:

o Select Change at the top of the screen.

o Choose the option Period Increment, the following screen will be displayed.

Pesiod Increment
“Yiou morement the current period i you have users who are set up to process in
one period only. If all the users in ths company can work in mukiple penods, you
do not need to uze this option, Y'ou set up single petiod processing in the
\ . Setup._Uszers / Passwords menu apion.
( ] The cunent period i 1

To inctement to the nest period, click the Process button. Tio leave this screen
withowt incrementing the period, click the Canced butbon.

Click on Process to complete the increment

[ Famm )¢ Poces Y Cowd |

o Once you select the Process option, the period will automatically increment.
o This must be done every month.
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b) Making Use of Period 13

In Pastel Xpress 2009 we added functionality to make use of an additional period and to allow a period of
‘grace’ or ‘extend’ the time in which your Year End has to be completed.

Period 13 can be used in two ways but must be setup prior to completing the Year End process.

1. Period 13 can become period 1 of your new financial year (New way)
a. Making use of period 13 in this way, will allow you to continue your normal day to day processing
without the pressure of completing your Year End on the last day of the financial year.
b. After the Year End has been completed, any transactions processed in period 13, will
automatically be ‘moved’ to period 1 of the new financial year.
c. The previous financial year will reflect only 12 periods.
If you make use of this option, you must ensure you are aware of what the last period is.
e. If you have this option checked and your last period is period 12 and not 13, then period 12 will
become period 1 of the following year.
i. If you have this option checked and your last period is period 12 and not 13, then period 12 will
become period 1 of the following year.

Q

2. Period 13 allows you to extend the financial year by a period that is then included in the current
financial year (Traditional way)

a. The Year End process will close off the financial year at the end of Period 13.

b. Making use of Period 13 in this way will increase your financial year by one period which means
the financial year has 13 months as opposed to 12. E.g. if Period 1 in your current financial year is
March 2009, after the Year End, Period 1 in the new financial year will be April 2010.

c. If you make use of this option, you must remember when extracting reports you will need to use 13
periods to get an accurate annual figure.

To make your selection, go to Setup and then select Periods. Please note that the system is automatically
placed in single user mode, and processing cannot take place by any other users on the network.

The following screen will display:

; (|
This ear Periods | Last Vear Penods
ﬂ'ﬂ,ﬁ?ﬁ;ﬁﬂf“ﬁgﬁods Per | Description Start End [ Cancel ]
01 |March 01/03/10 /0340
02 | April /0440 A0/04410
Current Period 03 [May /05410 31/05/10
04 | June 01/06/10 30406410
sl 05 | July /0740 HAO7A0
B et b EHaa o | BEE ol 1./05/10 31/08/10 > . . . .
Firzt Period of Mext >
LU L e e 00910 | 30/09/10 Check this option if you wish
02 | Dctober 0110410 2110410 Period 13 to become Period 1
rAuto Create - [ 09 | Movember mA1A0 3041140
[] UseEnd Date 10 | December mAzA0 | :A20 of the New Year. Remember to
11 | January 01./01/11 31/0111 . .
12 Fabruay T BT T ensure the last period is correct
\. // 13 |March 01/03/11 /0311 before runr"ng the Year End
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¢) Running a Year End on a Network or Multi-User site

If you are making use of a multi-user environment where you run Pastel Xpress on a network, we
strongly recommend that you perform the Year End process on the server. If this is not possible then
we suggest that you copy the data to a local drive (C:\) on one of the workstations and complete the
Year End process on this local machine.

The Year End can be a lengthy process and by executing this on the server or local machine, you
will ensure the process is completed as quickly as possible, allowing your users to post transactions
again with minimal delay.

[ STEP 2: Preparing for the Year End ]

a) The Importance of Making a Backup

Data loss is an unforeseen but very real danger. Backups are therefore vital to retain the integrity of
your data. Multiple backup sets will enable you to restore your data as recent or long ago as you re-
quire. Typically you should use three sets of backup disks. These disks should be rotated (i.e. an odd
and even set of disks for different days of the week). With this method, previous backups could be
used should the latest backup set be damaged, requiring only minimal data recapture.

When creating the backup, make sure you backup the complete company. Avoid just backing up spe-
cific files, even if your backup program allows this type of operation, since it’s very easy to miss the
one file that’s crucial to the restoration process.

Always make a backup:

- Before doing a Year End (this backup should be kept in a safe place, separate from daily backups).

- Before making an adjustment, deleting or purging historical data.

- Before running any of the Data Integrity options on the File and Data Integrity menu.

Tips for your backup procedure:

We do not advise that you make use of stiffy disks for a critical backup, however if you have no
choice, remember to first format your disks.

It is advisable, if possible, to rather backup to a CD, DVD or removable hard drive.

You should label your backups clearly and in the case of a Year End backup never overwrite it.
It is also advisable, if possible, to keep backups in a fire proof safe.

As a precautionary measure, make more than two sets of backups and store them in different
physical locations.

If the Year End procedure does not complete for any reason you will have to restore the data from the
backup and redo the Year End procedure.

The Troubleshooting section at the end of this guide lists some errors that may occur during the Year
End procedure and in many instances restoring a backup is the only course of action.

It is also recommended that you run the Data Integrity function before making this final backup. This
will allow you to confirm that your data has absolutely no errors before initiating the Year End process.
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If you work in a multi-user or network environment, we recommend that you run the data integrity on the
server or copy the data to the local drive of one of the workstations. Running the Data integrity can be
time consuming on large sets of data and users are not able to process while this is running.

Remember to have a valid backup of the current data as it is prior to running the Data Integrity.

i. How to make a Backup

1) In your company, go to File and select Backup.

2) On the next screen, select the Verify Method as Ensure Files Readable.
3) Then double-click on the location you wish to backup to, click on Process to begin the backup.

Check the Ensure Files Readable

\

~Yernfy Method ~Where to Backup to

Frocess

\

Option and click on Process to
start the backup

O No Checkin EEEE
(3 Ensure Filez Readable Cancel

- Images Mews Folder

A BICUpdate
[¥] Backup Images BIRES

File Mame File Description Records| Size [Bytes)
|

~

You cannot backup directly to CD or DVD from Pastel Xpress. There are many
variations of CD and DVD writing software. For us to make a choice of one of these as
our standard feature would limit your choice as a customer to a single backup solution
or alternatively make use of our online backup facility, Pastel IronTree.

J
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Therefore, if you are going to backup to CD or DVD, you will have to backup to your hard drive and
then copy the backup to CD or DVD.

i. How to Restore a Backup

To restore the data repeat the steps to backup your data as above, but select the Restore option.

If the company does not already exist on the local drive (e.g. you made a backup from one machine and
you wish to restore on another) then you will first need to create a company, with no data. The company
must have the same name as that of the company you are restoring. The Restore option will then restore

the data into the newly created company.

NB: Ensure that you are in the correct company within Pastel that you wish to restore data to,
Or you may receive an error.

To run the Data Integrity before your final Year End backup:
- Go to File.

- Select Data Integrity.

- Click on Next and the following screen will be displayed.

[==)

Begin Processing

The data integrity iz about to begin. If ermors are detected, they will be
corected. 'ou will receive a detaled report of errorz detected and comrections
made.

If your campany data iz large, this process can take zome time. Mote az well

\ that the integrity pragrar requires sole access to your company data - no uzers
Y can work on the company data whils the integrity i running.

d \.
\ (O Riebuild T ax Period and Date Only () Rebuild Inventory Categom File

\. (O Verify History Files Only
ntities Olnly Select the Option to Verlfy Data
C @ veiy thenw\ = ;)nl); a;?;hgntcligr onhPrclJ(ceSS
[ BAEKE H Stk ” O sta € Integrity chec

Click the Process button to start the data intearity check. Click the Cancel
button ta leave the Sssistant,

J[ cancel

- Select the option Verify the Data Only.
- Click Process.

Should you encounter any problems with your data verification please refer to the Troubleshooting
section at the end of this guide.

You also have the option to make your backup from within the Year End Assistant.
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b) The Retained Income Account

i. What is the Retained Income Account?

a. The Retained Income account is a Balance Sheet account to which the Profit or Loss for
the year is posted. This account must exist in order for the Year End procedure to be
processed.

ii. How to create a Retained Income Account

a. Go to Edit and select General Ledger.

b. Click on Accounts and search for the Retained Income Account to make
sure it does not exist.

c. If this account already exists then ensure that it is allocated to the B15 Retained Income
Balance Sheet Financial Category.

d. If this account does not exist then you can create it by clicking on New which will display
the screen below:

@ Edit General Ledger Accounts [E] =]
1 @R < €< X

Main Account Number  [5200] > Make sure the account falls within
Sub Account Mumber Elocked [] the 5000 range

Account D escription |F|etained Income / [Accumulated Loss) |

Control Account |None |

Details | Balances | Naotes Ensure you select the option

AR Ce » Balance Sheet

) Incame Stateme/ Balance Sheet Financial Cateqany

(@ Balance Shest |B15-F|etained Income — » Select the B15 Financial Category
- External Reference
- Tax Processzing

IND Tax Type Default ;I I ;I

e. Type in an account number, which should be within the range of Balance Sheet accounts,
which ar normally in the 5000-9999 range.

f. Type in a description and then allocate the account to the B15 Retained Income Financial
Category.

g. Click on the Save icon to save your changes and then the Exit icon to leave the screen.

If you are using the default standard Generic Chart of Accounts the Retained Income
account number will be 5200/000.
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c) Completing a Stock Take / Inventory Count

It is critical to do the Stock Take or Inventory Count before the Year End process occurs. By com-
pleting the stock take you are ensuring that the theoretical count (stock count on the system) is the
same as the physical count (the manual process of counting the stock items on hand). Should there
be differences the system will make the necessary adjustments to reflect the quantities as you cap-
ture them.

Pastel Xpress has not previously had the facility to complete a stock take within the software. Previ-
ously you only had the option to process Inventory Journals to update the quantities. A full stock
take option is now available with Pastel Xpress 2009. The Inventory Count Assistant will guide you
through the process of counting inventory quantities, and then reconciling physical and theoretical
quantities.

d) Running the Inventory Count Procedure

i. Update outstanding customer and supplier documents as well as any unposted inventory journals
in order to ensure an accurate count.

ii. Go to Process, and select Count Inventory

iii. You will be asked if you wish to rebuild your batch quantities before doing your inventory count,
we recommend that you do this to make sure that the physical quantities reflected during the
inventory count procedure are correct

Do you want to rebuild the batch quantities before you run the Count
Inventory option?

> We recommend you select Yes to
rebuild the batch quantities

iv. The first step in the Inventory Count procedure entails taking a Snapshot of your inventory file.
v. This Snapshot is a copy of the theoretical quantities on hand at this point in time, as it is reflected
in Pastel Xpress

G Count Irremtry Aaautam =4

Bark gn . r
The beth pal 1 preserimg ar mveriliny ourd 3 b lakis o prvethol of i evnbony
w quisniibey o & point in ime. Pathel thosea Fae guaniiier teparsiely kom ol other
it

% Vil ey ol 1 COUN your PRyl iy o hivtsd Bafois s 0 Brthing slie.
M o v il ey ittt srisiriheid el bsloin the phyencal courd, e s
1emorve them from pour warehouse hen Paiel vl maks roohee! sdustments.

3 . Tobake & sagnhol. chok the Hasl bution ks ponlrue wih lhe Assslad
LA

[

> Click Next to take a snapshot

[ ] [ tetw J[ e || Coed ]
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vi. Click on Next to continue with creating the Snapshot for this Inventory Count. The following
screen will be displayed:

Chisen the Gjniation 1o Pmimm
Twl'puhﬂl%lmn‘mm ot e reav o ore ol Bhe

.- @ Prin a court shest on which tou i s the ohyweal ety on hors > Select to print a count sheet

(23 vt i ol the pyrsscel cuaniities an hard
i [E] Show o in nanshot anke
(] . AN It i bt Pl wshichy conbsing the physcsl guantisr on hand
Y (2 Privd i comand emince tegant stch shoans oa) wirlancons btvrn heonstsl sl
% Breice quanbieg
O Upiahe rmy dillerermts bt rvebec ol i ool qaseiibers, ol ot the

b Clear the sagnbed et upebifirg mvertony cpaniites

[ ] [ [ [ e ]

vii. Select the option Print a count sheet, which will print a document with the selected Inventory
Iltems and you can then enter the physical quantity on hand.

viii. No quantities are printed on the sheet, but a space is left to enter physical quantities that you
count.

ix. Click on Next to print the count sheets. Once you have completed counting all your stock and
entering the physical quantities onto your count sheets you can then click on the Next button
on this screen.

X. The following screen will be displayed:

Chanas lhe pesalmn o Pesloem
?wmiﬂﬂm-mdmrﬂm iou s e S onet of T

(23 Pord oy et shuoed iy mbach ot el e e el iy on buend

\

(3 Erlen e o the physcl quisiims 20 haed Select the option ‘Enter or
Ga:::_:mh#jwmw edit physical quantities on

hand’ to fill in the counted
quantities

{2 Pl & ol wanarion ropest whech shows o vonances bobween theoelcal and
phynical guanien

2 Updsie arw difesencies Between theoeical and physeal ouaribes, and chear the
ragahot

€23 s thn érumeionl vl Lqmiofry mromnicap ettt

sk |{ Bl || e |

xi. Now select the option Enter or edit the physical quantities on hand.

xii. Click on Next again to begin to enter the physical quantities. Before updating this screen you
need to ensure that the physical items have been counted as these may well differ from the
quantities that you have in the snapshot.
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?Qf Count Inventory Assistant Bﬂ
- Sequence Show
Search for "
Al ltems -
IInventor_l,J Code ;I | | [ Locate ] | I _I
Line number 1

Item Code Description Urnit | Bin Category | Barcode Quantity &
Fd 85530 Upper Body Massage 006 » |[tems in red may be
MASSED Full Bady Mazzage Q0e . X
MOIL/DEN Maszage Oil - Oak Tree (75wl b | SR450001 | 004 service items or could
A O LALAY Maszage Oil - Lavender [75 ml] | btl SR450001 | 004 have been |eft out Of
MOIL/ROSS Maszage Oil - Rosemary [7F5 | bl SR450001 | 004
PaIMOE0 Pain fweay [30] tablets bl MA255401 | 005 the snapshot
STOMCRF10 Stomach Crarnp [10] tabletz box | MR2E5401 | 005
STRESSEBOD Stress Ballz pack Qo1 »
WITB12 B12 Witaminz pack - 10 ml bos  |MAZ5R401 [ 003 b Enter the counted
VITMEZ0 Multi-B alance Yitaming pack. |box | MRAZ255407 | 003 ¥ quan‘tltles

Back ] ’ Mext ] [ Catcel ]

xiii. Once the physical quantities are entered you can print an Inventory Count Variance Report to
show the difference in physical and theoretical quantities. If necessary you can adjust any of the
physical quantities entered in the previous step.

[hanen thi Opnstion ba Paifom
o Fuese aiready Ankoen & Snatrthal of your el ' ou £n now da one of the
Relesmng

.,. 20 Pk & cuoarit shosd i whic h s will st Hha plgssicsl quaniity oo hand

- D) Drves cu e the physical qusniies onburd

. L] Sibeme e i sriagshd crds .
(] . O gt i ot s which coonisns the phyecal quanittes on hand Choose the Optlon to
@) Pk ok b r6eat i ehie i s hpsisticnt ard Print the count variance
i physical guantibes
q report

D%wwmmmmnmm.mmu
B

\ 4

0 Clam thw cropnied waband oyjelatesy erepriiny il

. . T T

xiv. You will be required to make selections on the report pertinent to your business.

‘ - l oK ]
Inwentory Sort Order ICDde LI
Start | |

End IIIIIIIIIIIIII | Help

&| Inventory Count Variance

Prrirat T

Print Descriptions [

Show Zero Yariance [tems » Make the required
Show Uncaptured ltems IDD rot show | selections in order
Show [tems that have not been Shapshat | to print the Inven-
Blacked / Unblocked [Both =l

tory Count Variance
Report
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xv. Once you have printed your Inventory Count Variance report you are able to update your stock
file if you are happy with the variances reported.

xvi. If however you are not happy with the reported variances do not update the Inventory Count
but return to the Enter or edit the Physical Quantities option to make changes to the quantities
entered in order to correct your Inventory Count variances.

i1 Pard & courd kel on wisch pou wal enie ite phymesl guansey o hand

3 Erber o ol 0 phyincd quanblins on hared
[0 Shees it i irssihict ande
20 It & sat i scbich, .oy Bt hypsic ol quanitias on hiand

Chauam the Dipniation to Pofmm
ious Purw heacly Lk & anadsthiot o ot Ivventaty Yo SN now 3 o of ife
folkmary
'I‘
R

1D Pl oo womances et sbuch v vou vanares bitesen Bwivclical ond
phyptic ol quanthes

5 i oy (et ety i o e > Select the option to
1 D e ot vt ot o antes. Update the differences
between the counts and
QUSRERRY _ pet: ] e ] clear the snapshot

xvii. Once you resolved any differences, you instruct the system to update the variances.
The system makes the adjustments via inventory journals. If there are no differences to update,
you can clear the snapshot without updating.

It is critical that you update the differences in the correct period and on the correct
date to avoid ‘Date out of Period Processing’ errors. This update is normally done in
the last period of the year.

Ugsddastes awrnl Clein S magshasd
St the pered in which o weah o rveniony guariier. Dol Nest i
mmu“m.ﬁ-mmm

Penc T T - | » Ensure the Inventory Variance

TiwascicnDwte  [R0GA0 =/ is processed in the correct

%
‘ \. period
%

|th| [ ok J[ wew ]| Cown ]
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xviii. It is critical that you ensure the Snapshot has been updated correctly. You can do this in one
of two ways:

a. Run the Quantity Report by selecting View, Inventory and selecting this report. Make sure that
the ‘Show Zero Quantity Items’ option is selected. Check to see that the quantities have
actually been updated.

b. Alternatively go back into the Snapshot by selecting Process and Count inventory and
following the wizard as detailed above. Ensure that the quantities have no value which will
indicate that they have been updated.

e) POS Documents on Hold and COD’s

Before the Year End process is run, all the Open Batches need to be updated. This includes
documents that are On Hold and Cash on Delivery (COD) transactions in Pastel Point of Sale.

To update documents that are On Hold and COD transactions do the following:
i. Log into POS as the user that processed the COD or On Hold transaction. Once in the

program, go to Process| Point Of Sale, if you are not taken to the processing screen
automatically.

ii. Click on the Edit button.
iii. Select the document type that you would like to edit from the Search Types dropdown list.
A list of invoices will display. Left click on the first invoice and click on select.

-

iv. The invoice will display on your screen. Deselect the option On Hold or Cash On Delivery
by clicking on the Place on Hold or Cash on Delivery tab.

ﬂcCJLDC Mouunung "
" rg}"mm ﬂ_l'ln'l'imrl —: I'i" —_

MI fLOKE

Then go to Process | Update all Batches. Click on Start and all the invoices will be updated and
will not show on the Open batches screen.
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f) Making a Copy of the Company

This step is optional, but highly recommended. If you have enough disk space, you can create a
new company as a copy of your company prior to the Year End.

This is useful because you can continue to do queries on transactions and balances, which are
more than two years old. You can also choose whether you wish to run the Year End in the original
company or in the copied company.

If you decide to do this, we suggest that you change the password(s) on the copied company to
prevent you from inadvertently posting entries into that company. This is done under Setup, and by

then selecting Users and Passwords.

You can create this company from a screen within the Year End Assistant.

Copying the company is not a procedure which is sufficient as a backup, if your hard
disk fails you will lose the data of both companies.

Copy the Company to Another Company

Pastel stores tranzactions for two financial years. Once you wn the year end,
you loze the tranzactions which are currently two vears old,

|F oy would still like to kesp thase tranzactions and balances available for
enquiries, you can copy the curent company to anather compary which will be
zawed at the current directory level. You can then open the copied company to
do enquinies on earlier balances and transactions. If in the future you decide that
you don't need these older values, you can just delete the copied company.

Click. the Mext button to continue with the Azsistant,

Create a copy

\

(@ Create a new company called: I:I

O Do not create a new company

Run the Year End
in the new or copy
company

\ 4

[] Funthe Year End in the new company

|| [[ cancel

The above reports are recommendations only. Please consult with your accountant or auditor to make
sure that you have the comprehensive list of requirements prior to running the Year End process.

If you are using Pastel Xpress Start-Up you are not offered the opportunity to copy
your company in the manner detailed above. This is because Pastel Xpress Start-Up
is a single user, single company product.

Pastel Xpress Start-Up allows you access to one company only. You would need to
ensure you have a valid backup on your computer or backup device.
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g) Completing the necessary Printouts

We recommend that, at the very least, you make the following printouts before running the Year
End. You should then re-run these reports after the Year End to ensure that the process has been
successful.

i. Trial balance for the year including sub accounts.

i. Balance Sheet and Income Statement for the year.

iii. Detailed Ledger for all accounts and all periods.

iv. Customer and Supplier Age Analysis reports.

v. There may be other reports which are important to your business or are required by your auditor.

Be sure to print these reports as well.
vi. Budgets for this year and last year.
vii. Inventory Valuation and Quantity report.

The above reports are recommendations only. Please consult with your accountant or auditor to
make sure that you have the comprehensive list of requirements prior to running the Year End
process.
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h) Completing the Checklist
Use this handy check list to ensure you are prepared for your Year End procedure:

TASK DONE

BASE MODULE |:|

Have you updated all your Batches?

Have you run the Data Integrity with the following options:
- Verify history files only?

- Verify data files only?

- Rebuild batch quantities?

Have you set up your Retained Income account?
Are you happy with the way in which Period 13 will be treated?
Ensure there are no unreconciled bank transactions from more than 2 years ago.

INVENTORY MODULE

|

Have you completed your Inventory Count?

ADD ON MODULES

|

Have you updated your Point of Sale CODs and Documents On Hold?
GENERAL

Have you printed the following reports:

Trial Balance for the full year with sub accounts?

Balance Sheet and Income Statement for the year?

Detailed Ledger for all accounts for all periods?

Customer & Supplier Age Analysis reports?

A list of outstanding Sales Orders, Purchase Orders and GRNs?
Inventory Valuation and quantities report?

Budgets for this year and last year?

Have you made reliable backups and a Copy Company for easy reference

purposes? :l
[ ]

Have you logged in as the Supervisor?

2011 Pastel Xpress Year End Guide 18



[ STEP 3: Running the Year End ]

a) Running the Year End and what happens during the Year End Procedure
During the Year End process a number of things happen:
i. General Ledger, Customers, Suppliers & Retained Income

a) For Income Statement accounts, current year balances move to last year.

b) For Balance Sheet accounts, last year balances are retained as one total, and the current balance
moves to last year.

c) Current year balances are set to zero, except your opening balances for Balance Sheet accounts.

d) Current budgets move to last year budgets, future budgets move to current budgets, and next
year budgets are zeroed.

e) The Profit or Loss for the year is posted to the Retained Income account.

f) This year’s balances and sales/purchase values are zeroed.

g) This year’s transactions become last year’s transactions and no activity will be displayed for the
current year.

ii. Inventory
a) Costs, sales, and quantity values for the year are accumulated into the last year totals, and the
current values are cleared.

b) The closing balance of last year will be the opening balance for the current year.

iii. Periods

a) In the period table, the year will be incremented by an additional year and the period end dates
are adjusted if necessary, for example, for leap years.

b) The current period is set to one for single period users.

c) Note that the setting you selected for Use Last Period as First Period of Next Year, will remain
unchanged.

This Year Periods I Last v'ear Periods ok,
ﬂfﬁgﬁﬁf“ﬁg{iods Per | Description Start End [ C | ]
01 | March 01/03/10 31/03/10 i

02 | Apii 01/04/10 0/0410

Current Period 03 | May /0540 31/05410
04 | Jure 01/06/10 /0610
e Lact Poriod ac | |- 22104 01/07A10 710710

_ HseLa 06 | August 01/08/10 31/08/10
e o S et 01/0910 | 30/09/10
08 | Dctober 01400 H1A0A0

~Autn Create————— | 09 | Noverber mA1A0 304140
[] UseEnd Dats 10 | December 01240 1210
11 | Jaruan 0/ A1 710111

12 | February /0211 280211
13 | March 01/03411 710311
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You run the Year End procedure by selecting the Change and then Year End menu option. The Year
End is assistant-driven and will prompt you within the relevant screens, to guide you through a
successful Year End. Here are the steps in the Year End Assistant:

s - o " i
e e W =

Year End Backup

At the end of the financial year, you need ta run the year end procedure to
move into the new financial pear.

b . Pastel proceszes the year end pracedure automatically. Howewer, pou need ta

make some preparations before vou invoke the year end procedure. This
Aszsistant guides pou through the preparation procedures, and then runs the pear
\ end itzelf.

A u‘\ To make a backup now, click the Backup button.

It iz imperative that vou make a backup of the company prior ta running the year
end. Y'ou should keep thiz backup forever.

We suggest that you make at least bwa setz of backups, and store one setina
phyzical location different from the computer.

‘ Click the Mext button to continue with the Azsistant,

> Click on Next to begin the
Year End Procedure or click
on Backup if you wish to do
your Backup now

Backup ] [ Mest ] [

-

&3] Year End Assistant - Sole Access Mods

Copy the Company to Another Company

P ‘\ S T E Pastel stores tranzactions for bwo financial years. Once you run the year end,
g > viou |ose the tranzactions which are currently buo pears old.

HNTING

ehquinies, vou can copy the current campany b another company which will be
zaved at the curent directory level. You can then open the copied company to Ch ith
do enquiries on earlier balances and transactionz. If in the future you decide that oose to either

vou don't need these older values, you can just delete the copied company. Create a new COpy

| . 1f wou would still ke to keep those transactions and balances available for

..\\ . Click the Next button to continue with the Assistant. company or not. If
LA you choose to create
N\ @Lrdearewcamparyealedl || » a copy company, type
\ (") Do not create a new company in the COpy company
[[] Fun the Year End in the new company name. Click on Next to
continue

Back ] [ Mext ] [ Cancel

Be sure to have run the relevant reports required for your business. Click on Next to continue.

Pastel Xpress Start-Up will not allow you to ‘Create a New Company’ it
Reminder is critical to ensure you have a valid, reliable backup of your data before
proceeding with the Year End.

2011 Pastel Xpress Year End Guide 20



Srevmsmmn ssercrse W

What the Year End Does
PA S T E L Pastel iz ready to run the the year end process. The year end will do the
A 0 TING

fallowing:

s N

- Update all general ledger accounts in the appropriate manner, and zera

| . the current year balances.
. - Delete lagt year transactions, and move the current year transactions to
last year.,
) - Copy current budgets to last vear budgets, future budgets to current
year budgets, and zero the future budgets.
. | . - Set the current period to period one. » This screen Confirms
. N - Increment the dates in the peniod tables by one pear. What the Year End proce_
N,
h: Mote the last point. Y'ou do not need to update the period table pourself, dure does_ CI|Ck on Next
\Q to continue

Click the Mext button to continue with the Assistant.

=]

The period table does not need to be updated manually. This increment will be done
automatically.

&) Setup Periods - Sole Access Mode =
This Year Periods I Last Y'ear Periods
ﬂﬂ;ﬁgﬁgf“ﬁ:{iods Per | Description Start End [ C | ]
07 | March 01/03/10 /1310 SN
02 | A 01/04/10 A0/04/10
Current Period 03 | May 01/05/10 /05410
04 | Jure 01/06A10 A0/06/10
oo Lact Foriod oo | L2100 01/07 A0 /0710
se Lasd 06 | August 01/0810 /0810
F i || p— 01/0940 | 30/09/10
08 | Dotober 01100 11010
- Auto Create————— | 09 | November mA140 30110
[] Use End Date 10 | December 01/12A10 /1210
11 [Jaruary 01/ A1 /0 A1
12 | February 01/02/11 28/02/11
13 | March 01/0311 /131
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[ STEP 4: After the Year End ]

Pastel Xpress retains transaction history for two financial years. It is possible to post transactions
in both the current year and last year. However the last year transactions are limited to Journals,
Cashbook & Bank Reconciliations. You cannot process any Customer or Supplier documents into
last year.

In order to process in the new financial year, a Year End has to be done at the end of the current
financial year. Although the Year End is not time critical, you will not be able to process any Docu-
ments, Cashbook Transactions, other Journals or the Bank Reconciliation in the new financial year,
until the current Year End has been completed.

Any invoices that are “ON HOLD” at the time of running the Year End procedure can be left on hold,
however, when the time comes to update these invoices they will have to be updated in the new
year. They cannot be updated in the previous year.

a) Ensuring the Year End has been Successful
Your final steps in successfully completing your Year End procedure are as follows:

i. Run the Data Integrity again, for more information, see the Step 2: Preparing for the Year End.
ii. Print the entry type details report for this year and look for date out of period entries.

a) To find this report select View, General Ledger and then Transactions and click on Entry Type
Details. (E.g. if the start of your current year is March 2009 and you find transactions for
March 2008 it means that the Year End did not complete successfully).

b) If you do find date out of period entries, you will need to restore your backup and re-run the
Year End process.

iii. Print the Age Analysis and compatre it to the Trial Balance and control accounts.

iv. Check the budgets to verify that the current year’s budgets are transferred to last year and next
year’s budgets (if you entered them previously) are now displayed in this year.

v. Print the Trial Balance and compare it to the previous year. Should your Trial Balance not balance
refer to the next section, Troubleshooting.

b) Settings for the New Financial Year

i. Make sure that the period setup is correct by going to Setup and then Periods to ensure the
dates for the new financial year are correct.

This “rear Periods l Last Year Penods ok
_Eiﬁger;lgppb::iods Per | Description Start End [ C | ]
01 | March /03410 /0310 s

02 | April 01 /04410 30/04/10

Current Period 03 | May 01/05410 21/0540
] 04 | June 0 /06/10 30/06/10
oo Lact Poriod aq | 22100 0 /0710 3170710

e L as! 06 | August 0 /08710 31/08/10

W P Betacal Henl | e ot 01/09/10 | 30/03/10
05 | Octaber o A0 310410

rAuto Create 09 | Movember 014110 3041110
] UseEnd Date 10 | December mA2/10 MA2A0
11 | January 0 /01711 /01711

17 | February 0 /0211 2802111
13 | March 0 /03/11 3170317
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ii. If you have made a copy company, ensure that you are processing the information in the correct
company for the new financial year.

iii. If you have completed your Year End on the server or local drive, ensure the other users on the
net work are able to gain access to the correct company to continue the day to day activities.

Congratulations, your Year End should now be complete!

[ TROUBLESHOOTING YOUR YEAREND ]
[ Open batches]

When starting the Year End procedure you receive the following error message:

This means that the company you are trying to run the Year End procedure in currently has open
batches. You will not be able to run a Year End procedure until all open batches have been updated.
To locate which users have not updated their batches use the following procedure:

1. Select View, then Open Batches option. The following screen displays:

Al Uzers User0 User 1 » Username
T aw revoice % v
01 CE 1 Payments A~ > Transaction Type
03 General Journal v
Mot Uged
Mot Used
Mot Uged
Mot Used
Mot Uged
Mot Used
Mot Uged
Mot Used
Mot Uged
Mot Used
Mot Used _Ll Jump to
) 4 L4

Pastel POS open batches found [ Jurnp Ta

| e | [ EEE |

2. Select the Open Batch, click on the Jump To button. This will take you to the relevant batch in
order for you to update it.

3. Take note of the detail displayed at the bottom left corner of the screen — the above example
shows that there are open Pastel POS batches. The user would then need to open the POS
application and update the batches.
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Should you continue to receive this message after updating all the batches, contact
your Pastel Dealer or the Pastel Support Line.

[ Point of Sale System Date Error ]

Pastel Point of Sale uses the computer date for all the processing that is done. If a yearend has not
yet been run, and the system date is set to the 1st day of the new financial year, users will get an
error message that the date does not fall within the financial year set up in Pastel:

oot .. 8]

The Poing of Sale trancsrrinm date does mot fall within the finamcl
year gt up in Pastel Partner or Pasted Npeest. To check the financial year
datms, o lo Setup . Pemady m Paytel Partner of Paclel Kprew. To
ingrement the curent pericd, go to Change . Perod Increment in
Faitel Pariner of Pailel Hpres

o ||

To resolve this, users should run the year end procedure in order for the current dates to roll over to

the next financial year. Alternatively, you can get delay running the year end process by extending

your financial period to 13 months. Follow these steps to set this up :

e | ogin as a Supervisor user in Pastel.

® Go to Setup | Periods.

¢ In the number of periods box, type in 13.

e Tick the option Use Last Period as the first Period of Next Year. This will carry over all
transactions processed in the 13th period to the first period of the new financial year.

¢ Click on the OK button to save your changes.

[ Data Integrity Errors ]
When running your Data Integrity you may receive any one of the following errors:
Account xyz is missing

Pastel runs through the transaction file and the master files for the General Ledger, Customers and
Suppliers. The integrity check may find a transaction to a specific account in the transaction file, but
when it gets to the master files, that account is not there. It then stops the integrity check immediately
and gives you this error.

You then need to re-create the account in Pastel. Please be aware that since the integrity check stops
at this point and reports an error, there may be other errors which have not yet been found. After creat-
ing the account to correct the error, you will need to start the integrity check from the beginning again.

\
Due to the complexity of the correction of the Main account Balances / Sub
Account Balances and the Account Balances / Transactions and Last Year Profit
and Loss out, we recommend that these errors be corrected by a Certified Pastel
Dealer only.

J
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Main Account Balances / Sub-Account Balances

In your General Ledger Master file, you have records for each Main Account and immediately fol-
lowing each Main Account, are records for the related Sub Accounts should there be any. Pastel
adds up the values in each group of sub accounts, and checks whether the total for each period is
the same as the values for that period in the main account record. If it is not, you will get the error
relevant to the Main / Sub Account Balances. This discrepancy between the balances in the main
and sub accounts needs to be corrected before doing anything else.

Account Balances / Transactions

Pastel goes through the transaction file and adds up the transactions per period, per account. It
then goes to the Customer, Supplier, or General Ledger Master Files and checks whether the bal-
ance stored for that period for the relevant account, corresponds with the total of the transaction
records in the transaction file. If they do not correspond, you will have errors appearing under this
section heading. The error will list the account, the master file balance, the transaction file balance,
and the difference between these two amounts.

Last Year Profit and Loss out by X amount

Each year a profit / loss is made by the business and this can be seen on the Income Statement.
When a Year End is run, the profit / loss for the New Year is reset to zero, because the profit / loss
figure is added to the Retained Income for the previous year (The retained Income balance is made
up of all the previous profits / losses since the business began) and you can see this figure on the
Balance Sheet.

[ FREQUENTLY ASKED QUESTIONS ]

This section provides a list of common Year End queries and answers to help you quickly resolve
any problems you may encounter.

Q: Can | print my previous year Financial Reports after | have run a Year End procedure?
A: Yes you can, when printing your reports make sure that you un-tick the “This Year” tick box.

Frint Ta IScreen aK.
Use Sub Accourts f 1

.
Print Zera Items (|
This rear O Help Deselect this tick box
Period Start |D1 - 01403409 - 31/03/09 March LI

Period End |12 01402110 - 2802110 February v |
Show which Comparative INone ;I

Include Dpening Balances |
Frint Balance Sheet Accounts Firgt
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Q: Can | process transactions in the previous year once | have completed the Year End

procedure?

A: Yes, you are able to process General Ledger Transactions, Customers and Supplier Journals,
Cashbook transactions and a Bank Reconciliation in the previous year by clicking on Settings on any
batch processing screen and un-ticking the “This Year Transactions” option.

" Contra Account

|84DDHDDD | | Current Account | | Cloze |

- Proceszzin

~ Increment References

Deselect the This Year

(] S-re > . .
Feneit Do ciintiors O No Transactions option
Fiepeat Cost Codes O Once

[ &llocate Setlement Discount

rTa
T ax Processing |

Q: What other types of problems can | encounter during Year End and what should

| do if | do encounter them?

A: You could encounter any one of the following problems whilst running your Year End procedure:
e A power failure.

e Your computer could freeze.

® You could encounter a data error.

In the above situations you will need to restore your backup, correct the errors, and restart the Year
End procedure.

@ -
_— o
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~
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