In this Webinar we will cover the Year-End
Close Procedures for each of the
following CYMA Systems modules.

— Accounts Payable (AP).
— Accounts Receivable (AR).
— General Ledger (GL).
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Critical Overview

e Inform IT Dept. -This process cannot be interrupted
v' Process Interruption can cause Data Corruption

* If possible, perform all Year-End steps on the server
v' Year-End steps will process much faster on the server

e All other Users Must be out of CYMA & Excel with F9
 Create a Backup of Your CYMA Company

* If needed, Create a New Fiscal Years in CYMA
v Major Process in CYMA; plan for hours of processing

 Recalculate Balances (AP, AR and GL)

 Create a 2nd Backup of Your CYMA Company
v This is not a Duplicate step

e Proceed with Year-End Close of CYMA modules
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Before closing the Fiscal Year in any
module, do the following:

— Make sure all other Users are out of CYMA and Excel
with the F9 Program installed.

— Make a Backup of the company data folder.

— When closing Fiscal Year's, close subsidiary modules
(AP & AR) first, then close the General Ledger
module last.
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Create a Backup:

v Ask your IT Dept to create a Backup or call us here at
MVI and we'll help you create a Backup

v Creating a Backup only takes a few minutes

v If anything unforeseen happens while processing the
Year-End-Close, a Backup will, “Save-the-Day”
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General Step for Creating a Backup:
v' Specific Backup Steps are unique for each Company

v |IF you are Not knowledgeable of these steps, contact your IT for
assistance or Call us at MVI

v Watch Real-View named, “Copy Company Folder”
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Identify your CYMA Company ID:

v' Look to the bottom of your CYMA Program, the Example below is
“SDH" for Sunny Day Hospice

File Maintain Enter Process Report Window Help

| ActveModue: [GeneialLedger | Curent Period: Penod 1, 2014
Fle:///C./CYMA/CYMAGNFP/ED Templates/Splash htmi = E] \Eli@
MVIkiss o2

sssssss

CYMA version 125

Fade This Page | Print | Chang
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Navigate to Your CYMA Installation:
v "CYMA4NFP"” or “CYMA4"
v Find Company, ours is “sdh”
v" Right Click and “Copy”

KB | » Computer » LocalDisk (C) » CYMA

| T T —— v f @ |
3 Favorites Name : Date modified Type Size ﬁ

I Desktop 4 Aatrix Forms 1/1/20134:23PM  File folder

& Downloads | EDTemplates 1/22/200310:19 AM  File folder

] Recent Places s Forms 1/22/201310:19 AM  File folder

4 NPD 1/22/201311:36 AM  File folder

4 Libraries L NPJOB 17772013 4:28 PM File folder

Documents b pay Y/2U/20131001 AM  File folder

J’ Music 4 sdh 3/27/20139:41 AM  File folder

= Pictures L Xml L1013 428 PM File folder
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Create a “Backup” Folder:

v' This “Backup” folder can be on your Desktop or a secure area on
your Server

v' Right Click and “Paste” the “sdh” into the “Backup” folder
v' Rename and Date the “sdh” Company folder for future reference

Organize - = Open Include in library = Share with = Burn MNew folder

2 Eovoiies Mame Date mt
Bl Desktop o sdh_4-23-200 423720
_i Downloads

“Zl Recent Places
- Libraries

Documents
Jl Music
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Recalculate Balance in AP, AR & GL.

— It is CYMA’s Recommendation you run this utility
prior to closing a Fiscal Year.

e When you close your GL Fiscal Year, CYMA will create any
necessary closing entries moving ending balances into your
Fund Accounts/Retained earnings.

v Closing entries are based off of ending account balances.

v If your ending account balances are incorrect, your closing
entries will be incorrect.

v NOTE: If you are confident your Ending Balances are Correct,
you do not need to Recalculate Balances.

— Find “Recalculate Balances” under the System Manager -
System - Utilities menu.
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Create Another Backup After Recalculating

Balances:

v This is Not a Duplicate Step.

v If something goes wrong with the following Year-End
processes, you Will restore to this 2nd Backup.
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Difference between a Period-End

Close and a Fiscal Year-End Close?

— Period-End Closes are “Soft Closes”; this helps
ensure that Period processes have been completed but

doesn't stop Users from Posting Transactions into the
Closed Period.

— Year-End Close is a “Hard Close”; you cannot
Post Transactions into the Modules (AP, AR and GL) after
the Fiscal Year-End, or Period 12 Close process.
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Year-End Close (Period 12 Close).

— There is no separate Year-End Close menu
process in Accounts Payable; it's a Fiscal Year-
End Close because Period 12 is being closed.

— The difference between Period 12 Close and
Periods 1-11Closes is the “Move Invoices and
Checks to History” checkbox will be checked.

— Note: On the "Maintain Configuration” screen, set your
“Periods before archive” to 24 — 36 Periods (MVI
Recommends); this is set by your organization’s preference.
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Year-End Close (Period 12 Close).

— The difference between Period 12 Close and Periods 1-11Closes
is the Move to History checkbox will be checked by default.

] Maintain Configuration

[l

This Box will be checked
When Closing Period 12.

| Period End Close

BEE

AP [ Astons Peomed | qudsite% /

[~ Options
% oi:l_‘]:: Ending: [12/21/201

Close Perj

[v Move Invoices and Checks to History

NOTE: Back up your data files before

AP Period End Close Wil Do The Following
1)  Ensure that all posting prerequisites have been perfory

Period Information

~|@ AgngDas [30 @
/] peelizzim ook

- GL Account Defaults
4p: [0-00-2000-00 B[]
Discount: [1-20-6630-00 Q@

\ Sales: [120-6630-00 @

fystem Options
¥ Enable Recuring Invoices
¥ Enable One-time Invoicing
V¥ Enable Use Tax

[V Enable Electronic Funds Transfer

Have AP Module in Year and
Period you are closing.

rant Tracking

Options
iclude Product and Gty Columns
V' Update IC Quantities

2)  Clear the period-to-date totals in the Vendor Files.
3] Advance the Period.

Process

Cancel [
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™ Default Invoices to Update IC
[V Default Invoice Date into Posting Date

v nw-,epfe,msueam.mpmgl MVI Recommends entering

™ Require Purchase Order Number

24-36 in this box. When closing
A Period (Periods 1-12) and the
“Move Invoices and Checks
To History” is checked, Checks
And Invoices will be moved

To History beyond 24 Periods.

I~ Populate Only With Received PO Lines
™ Post Invoices to AP Upon Save

[¥ Use Transaction Classification Codes

[V Post Detail to GL ™ Post Thru GL T l—@
[~ Check Options
Defaul Trans Class 2: [
‘ ¥ PostDetailtaGL [ Post Thu GL S @
0K | Concel |
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Year-End Close (continued).

— Required Processing (Prerequisites Tab):
e Allinvoices posted to AP.
e Allinvoices posted to GL.
e All checks posted to GL.

e Required Reports printed.

— Aging Report, Vender Ledger, Invoice Register, and
Check Register

— Helpful Reports.

e Reports — Entry Reports
— Invoice - Unposted Invoice Register.
— Payment — Unposted Check Regis’rer
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Year-End Close (continued).
— Requirements (from “Prerequisites” Tab):

’ Make Sure All Requirements are Completed:

~ Period End Close « Allinvoices posted to AP.
_ — + Allinvoices posted to GL.
AP actonsPefomed || Prerequisites « Al checks posted to GL.
Prerequisite Completed?
---- REQUIRED PROCESSING - . 9
Have All Invoices been posted to AP? ° ReqU |red RepOrTS pn ﬂTed .
Have All Invoices been posted to GL? Ag i n g Re por‘l‘l Ve n d er Le d g er,
Have All Checks been posted to GL? 'Yes . . .
S RFRTIFEGEEFORTSES Invoice Register, and Check Register
Has an Aging Report been printed? Yes 1242772011
Has a Vendor Ledger been printed? Yes 12/28/2011
Has the Invoice Register been printed? Yes 12/28/2011
- L The Period.
/r /I
Proceﬁ Cancel |
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Impact of Closing the Fiscal Year on your
ability to print 1099 in Accounts Payable?

— None. The 1099’s Calculations pull from both
current and history files.

— 1099s always calculate with a January — December
Calendar Year regardless of your organization’s
Fiscal Year
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Year-End Close (Period 12 Close).

— Like AP, there is no separate Year-End Close menu
process in Accounts Receivable; it's a Year-End
Close because you are closing period 12 in the
Fiscal Year.

— The difference between Period 12 Close and
Periods 1-11Closes is the *Move Invoices and

Payments to History” checkbox will be checked.

— Note: On the "*Maintain Configuration” screen, set your “Periods
before archive” to 24 — 36 Periods; this is your organization’s
preference.
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Year-End Close (Period 12 Close).

 The difference between Period 12 Close and Periods 1-11Closes is the
Move to History checkbox will be checked by default.

__ Period End Close

This Box will be checked
When Closing Period 12.

AR i Actions Performed j] Prerequisites }/

|| B

Options
{ Close Period: |12

Ending [12/31/2008

Move Invoices and Payments to History

|
Nots: Backup your deta s before rurning HARIBLERLE B ICHBISRINIREE CIREIRIE]
Period you are closing.

AR Period End Close will do the following
1) Check to ensure that all posting prerequisites have been

2) Clear the period-to-date totals in the Customer and Sales Rep files.

3) Advance the period.

Cancel

Process I
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] Maintain Configuration =1 E3
AR i~ Company Options  CieditHold Treatment | Default Customer Data
o> Cuentvex[2008 -[@  Aong0ws [20 @ Invoice: [WaringOnly v Method & Openltem (" Balance Fomward
0 Pelnd[Elﬂ Puiod:ll;i:; IT Manual Invoice: |\Watning Only hd Terms Code: |NET30 @ﬂ
3 A Credit Memo: | Waming Only = Customer Type: [_
Finance Charge: Memo: | W aning Only - Price Code: [_@
inance Charges | Freight |~ Taxes Credit Hold Customers Finance Charge: |0.00
‘ Sales Rep Permissions 7 Credit Limk FHeToll: [—.—.
ire Prerequisite Repots for Period End Close .
e | MVIRecommends entering
ot 24-36 in this box. When closing
oo | A Period (Periods 1-12) and the |
ik “Move Invoices and Checks -
[ Dt To History” is checked, Checks |
v Use Grant Tracki . .

S And Invoices will be moved o
S To History beyond 24 Periods. |
¥ Post Deposits to GL in Detail _

- Eas lnuicss 104 Uoon i Discount: [+50380000 (@B | W Use Transaction Clsssifcation Codes
v Pﬂstlr-wocss T-hll.lﬁL |\7 Post Deposits Thiu GL vrion B ,7&.“'&“&'&& @ - Chxs1:,_.
D;“I;Lx?::emp::u[xpmm l BRI ] « Defaul Trans Class 2:
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Year-End Close (continued).

— Requirements (from the Prerequisites Tab):
e Allinvoices posted to AR.
e All deposits posted to AR.
e Allinvoices posted to GL.
e All deposits posted to GL.
e Required Reports printed.

— Tax Reports, Aging Report, Statements, Customer Ledger, Invoice Register,
and Payment Register.

— Helpful Reports.

* Reports — Entry Reports
— Invoice — Unposted Invoice Register.
— Payment — Unposted Deposit Register
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Year-End Close (continued).
— Requirements (from the “Prerequisites” Tab):

Make Sure All Requirements are Completed:

E— « Al Deposits posted to AR.
AR 4cions Perfomed I‘Pmeqmﬂeﬁ‘/\ Al Invoices posted to GL.
Prerequisite Complete=d? __[DatePi] o All Deposits posted to GL.
- REQUIRED PROCESSING -
Have All Invoices been posted to AR? Yes ) .
Have All Deposts been posted to AR? es * Required Reports printede
:a*e:::;m“:zﬂnmj D Et‘; :es Tax Reports, Aging Reports
ave eposits posted to GL? es 0
— REQUIFED REFORTS — S’rg’remen’rs Printed, and Customer Ledger
Have Tax Repoits been piinted? Yes 12767201 Printed.
Has the Aging Report been printed? Yes
Have Statements been printed? Yes 12/6/2010
Has the Customer Ledger been printed? Yes 12/6/2010 _vj
» °
- - Click “Process” to Close
The Period.
Process |
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Year-End Close (continued).
— Requirements (from the “Prerequisites” Tab):

1 Period End Close

%, CYMA IV Not-for-Profit Edition
File Maintain Enter Process Report  Window Help

Generate/Print Invoices., ..

eriod 12, 2008

J Active Module: IAcc

Past ko AR ¥
Paost ko GL 4

J Ifile:a"a’a’D:.n’EYMM[

Multi
Incorp|
§ Y §

Calculate Commissions. ..

Create Finance Charges. ..
Create Write-OFf Entries.

> Print Statements. ..

Print Tax Reparts. ..
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Auto Apply Unapplied Payments. .,
Prerequisite Completed? Date Printed " E | Price Change. .
---- REQUIRED PROCESSING - - V i
-

s Al e Fesreaat i, Vos CYMA | Period End Processes. ., »
R e L
Have All Invoices been posted to GL? Yes ]
Have All Deposits been posted to GL? Ves SR s
- REQUIRED REPORTS — Product Featurs
Have Tax Repoits been printed? Tes 12/6/2010 | —F [ Mewin Wersion 125
Has the Aging Report been printed? Yes—  [12/6/2010 | Tutorials
HaveSlalemertsbempr'nted? Yes 12/6/2010 Technical FAD
Has the Customer Ledger been printed? 'Yes 12/6/2010 LI Standard Deskto
| 2] I

Warkflaws

Process Cancel I
Control Center

Period End Close. ..

=
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Year End Close is a “Hard Close” in CYMA.

e When you close a General Ledger Fiscal Year:
e You cannot Post info the GL from any module
e You cannot Post General Journal Entries into GL
e Users Can enter Prior-Year-Adjustments

* The General Ledger Fiscal Year Closing sends
information to History and creates Closing Journal
Entries.
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Year-End Close.
— “Purge” Section (Don't check these):

" Year End Close ﬂﬂ
G L v|mg Endng [0

® Lsbg tshieliss S LO0I0N Don't Check “Master Audit Information”

* Transfer Jounal Entries for the year to History 0
T ea e i ' Recalc GL Balances Don’'t Check “Inactive Accounts”

* Optionally Roll Forward Open PO Amounts

 Puge /41

™ Master Audit Information ™ Inactive Accounts

 Prerequisites For Operation

1. Allinformation from subsidiary modules for the year should already be posted to
the General Ledger.

2. All batches for the year should be posted within General Ledger.

3. Appropriate reports for the year should be printed and verified.

4. A curent backup copy of the General Ledger data files should have been made.

|Pmeess| Cancell
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Year-End Close (continued).
— Prerequisites (no separate tab)

"] Year End Close

_|o/x|| Make Sure All Prerequisites are Completed:

« Allinfo from Subsidiary Modules Posted to GL.

G L ~ Actions Performed By Operation
*Close the Year. (2008  ~

® Using the Net Asset Account |00 250000

* Transter Journal Entries for the year to History
* Update Account Balance Forward Amounts
* Optionally Roll Forward Open PO Amounts

« All Batches Posted within the GL.
« All Appropriate Reports from GL Printed.
* Has a Current Backup been Created?

~ Purge
™ Master M Accounts

~ Prerequisites For Operation

the General Ledger.

1. Allinformation from subsidiary modules for the year should already be posted to

2. All batches for the year should be posted within General Ledger.
3. Appropriate reports for the year should be printed and verified.
4. A curent backup copy of the General Ledger data files should have been made.

Plocess
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Year-End Close (continued).

— Prerequisites (no separate tab)

e Recommended Reports to find UnPosted Batches:
v'Run “Open Batches” report
v'Run “Out Of Balance Batches” report
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Year-End Close (continued).

1 Year End Close

~[al

GL
&

~ Actions Performed By Operation ~
* Close the Year. |2008° Endng [1o010008 —
Using the Net Asset Account: |10 250000

* Transfer Jounal Entries for the year to History V¥ Recalc GL Balances

Have Module in Year and
Period you are closing.

— 1

Check “Recalc GL Balances”.

* Update Account Balance Forward Amounts

* Optionally Roll Forward Open PO Amounts
= Purge
[~ Master Audit Information [ Inactive Accounts
— Prerequisites For Operation
1. Allinformation from subsidiary modules for the year should already be posted to
the General Ledger.

2. All batches for the year should be posted within General Ledger.
3. Appropriate reports for the year should be printed and verified.
4. A current backup copy of the General Ledger data files should have been made.

m’ﬁ

|

Note: CYMA version 14.x Does

Not have this option.

Click “Process” to Close the
Fiscal Year in General Ledger.

/
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Frequently Asked Questions:

— | changed my mind, can | reopen my Fiscal Year in
CYMA?

v No. You can only re-open your closed year by restoring
from a Backup

— Can | make Adjustments into a closed year?

v Yes. You can make Adjustments through the Prior-Year-
Adjustment option in CYMA

— What Journal IDs does Prior-Year-Adjustments
create, and Closing Entries create?
v AJ Journal (Prior-Year-Adjustment Entries)
v CS Journal (Closing Entries)
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Frequently Asked Questions (continued):

— Can | close into multiple Retained Earnings Accounts?

v Yes. The “Default Net Asset Account” is selected in the
“Maintain Configuration” screen—Users can also specify a
different “Net Asset Account” in the “Maintain Chart of
Account” screen.

— What's the impact of not Closing the Fiscal Year?
v CYMA is Open for unintentional Posting of Transactions

v Close your Fiscal Year when normal transactions are
completed for that Fiscal Year.

v Close your Fiscal Year at, or before, sending your Financial
information to your Auditor.

v Enter Auditor Adjustments through the "“Prior-Year-
Adjustments” option in CYMA.
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Critical Overview

e Inform IT Dept. -This process cannot be interrupted
v' Process Interruption can cause Data Corruption

* If possible, perform all Year-End steps on the server
v' Year-End steps will process much faster on the server

e All other Users Must be out of CYMA & Excel with F9
 Create a Backup of Your CYMA Company

* If needed, Create a New Fiscal Years in CYMA
v Major Process in CYMA; plan for hours of processing

 Recalculate Balances (AP, AR and GL)

 Create a 2nd Backup of Your CYMA Company
v This is not a Duplicate step
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Fiscal Year-End Close in CYMA

Presenter: Troy Gehrke
E-mail address: troy@multiviewinc.com
Phone: 828-698-5885
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