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Sage Pro Closing Procedure Checklist





  INITIALS 
  DATE
( Pre close preparation 
.

__________
__________
( Backup


.

__________
__________
( Clear all Flags
 


__________
__________

( Reindex application files 

__________
__________

( Reindex System files  


__________
__________
( Release all application to GL(1)
__________
__________
Accounts Receivable

( Release AR to GL if linked(1).

__________
__________
( Invoice Register
 


__________
__________

( Cash Receipts Register


__________
__________

( Sales Tax by Territory 


__________
__________

( Open Receivables Aging

__________
__________

( Sales Analysis Report


__________
__________

( AR Journal



__________
__________

Inventory Control

( Release IC to GL if linked(1).

__________
__________

( Inventory On Hand Report

__________
__________

( Inventory Analysis


__________
__________

( Consolidated Transaction Report
__________
__________

( Issues Report



__________
__________

( Receipts Report



__________
__________

( Adjustments Report


__________
__________

( Sales History Report


__________
__________

( IC Journal




__________
__________

Sales Order / Order Entry

( Open Order Report


__________
__________

( Operations Summary


__________
__________

( Orders by Salesperson Report

__________
__________

( Shipments Report


__________
__________

( Transaction Report


__________
__________

Purchase Orders

( Purchase Order Status Report 

__________
__________

( Open Order Report


__________
__________

( Receipts Report



__________
__________

Accounts Payable

( Release AP to GL if linked(1).

__________
__________
( Master AP Journal.


__________
__________

( Invoice Register 



__________
__________

( Aged Payables Report


__________
__________

( Cash Requirements Report 

__________
__________

( Unbilled (PO) Receipts Report

__________
__________






  INITIALS 
  DATE

( Check Register



__________
__________

( Bank Reconciliation Report

__________
__________


Job Cost

( Release JC to GL if linked(1).

__________
__________
( Transaction Journal


__________
__________

( A/R Aging by Job



__________
__________

( Inventory on hand and WIP

__________
__________

Work Order and Production Entry

( Manufacturing Journal


__________
__________

( Work in Process



__________
__________
Project Accounting

( Transaction Journal


__________
__________

Payroll 
( Release PR to GL if linked(1)

__________
__________

( Check Register 



__________
__________

( Deduction Report



__________
__________

( Payroll Register
 


__________
__________

( Project/Ledger Report, if applicable
__________
__________

( Tax Deposit, if used


__________
__________

( Tax File Report, if applicable

__________
__________

( State Wage and Tax Report

__________
__________

( Employee Wage and Tax Report
__________
__________

( Distribution Report, if linked

__________
__________
( Close Payroll



__________
__________

The consolidated closing procedure does not apply to Payroll.

General Ledger

( Release all modules to GL(1)

__________
__________

( Generate allocation entries 

__________
__________

( Generate recurring entries

__________
__________
( Make standard journal entries 

__________
__________
( Receive intercompany batches

__________
__________
( Import external entries


__________
__________
( Post all batches to GL 


__________
__________

( Print Posted Batch Summary

__________
__________

( Print General Journals


__________
__________

( Print Trial Balance


__________
__________

( Print Financial Statements and

    Analysis Reports as needed.

__________
__________
Close All modules  

( Close all modules


__________
__________
Archive All modules  

( Archive data



__________
__________
(1)   These can release all at once.  See the release to GL Addendum
www.SoftwareGeneration.net
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