MAS 90¢MAS 200 Order of Closing

Order | Own Closed | Module
1 0 0 SYSTEM WIDE BACKUP
2 0 B/M - BILL OF MATERIALS
3 0 0 W/0 — WORK ORDER PROCESSING
4 B/C - BAR CODE
5 P/O - PURCHASE ORDER PROCESSING
6 $/0 - SALES ORDER PROCESSING
7 I/M - INVENTORY MANAGEMENT
8 M/P - MATERIAL REQUIREMENTS PLANNING
9 T/C - TIMECARD
10 0 0 M/R - MAGNETIC MEDIA
1 0 O P/R - PAYROLL
12 | 0 A/R - ACCOUNTS RECEIVABLE
13 O 0 A/P - ACCOUNT PAYABLE
14 0 0 J/C-)OB COST
15 0 0 G/L - GENERAL LEDGER

This chart provides an outline of the processing order for MAS90 applications during Year End. The order logic

assures an application that writes to another application is processed first.

FOR EXAMPLE:

Sales Order Processing, which can post to I/M, A/R and G/L should be fully processed and closed before I/M, A/R or

G/L.

Some applications can send information, in addition to receiving information from another application.

FOR EXAMPLE:

J/C can post invoices to A/R; A/R can post invoices to J/C. Therefore, both J/C and A/R should be processed prior to
closing either application.

The first step to take in processing Year End is to make a backup of your company data. Year end in MAS90

can only be “reversed” by restoring from a backup.
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10.
11.

12.

13.

14.

15.

16.
17.

General Ledger Year End Processing Checklist

Backup the General Ledger files using a reliable backup system. Be sure to label the disks or tape
as having been done prior to Year End Processing.

Make sure the General Ledger system date is set to the last day of your fiscal year. If necessary,
you can change the date by double-clicking directly on the date in the lower right hand corner of
the MAS90 Launcher.

Make sure all activity and adjustments in modules integrated with General Ledger have been
completed in the year to be closed.

* The correct closing sequence requires processing the G/L after all other modules have been
processed.

Print and update the Recurring Journals. Refer to the Recurring Journal section on page 99 of the
General Ledger Manual.

Print the General Ledger Worksheet and log all essential adjustments.

* The General Ledger Worksheet can prove to be a useful tool in identifying and entering necessary
adjustments. The adjustments are logged directly on the Worksheet, then entered into the system
through General Journal Entry. The system does not require you to print the G/L Worksheet in order
to proceed with Year End Processing.

Enter adjustments in General Journal Entry. This includes entries logged on the General Ledger
Worksheet.

Print and update the Daily Transaction Register.
Note: The system will not allow you to proceed with Year End Processing until the Daily Transaction
Register has been printed and updated.

Enter budget revisions through Budget Revision Entry and update the Budget Revision Register.
Refer to Budget Revisions on page 25 of the General Ledger Manual.

Go to G/L Options and confirm the options are set correctly for following fields:
o Auto Budget Option field is set to the option you want for creating next years’ budget. For additional
information on the Auto Budget , refer to page 64 of the General Ledger Manual.
Number of Years to Reta!n Transactlon.Hlstory * Setting “Number of Years” to “1” will not retain
Number of Years to Retain Summary History history, “1” means current year only.

Make sure the Balance Sheet is in balance. If adjustments are required, refer to steps 5 and 6.

Print the General Ledger Analysis. The system does not require you to print the G/L Analysis in
order to proceed with Year End Processing.

Update and print the Custom Financial Reports. The system does not require you to print the
Custom Financial Reports in order to proceed with Year End Processing.

Select, modify, and update the Allocation Journal. Refer to Period End Processing on page 175 in
the General Ledger manual.

Select Period End Processing, and choose the Full Period End Processing option. Refer to Period
End Processing on page 179 in the General Ledger manual.

Select the reports you wish to print for the period. We recommend you print at the minimum:
1. Trial Balance

2. Standard Financial Statements

3. General Ledger Detail Report

Complete Period End Processing after all selected reports have been printed.

Backup the General Ledger files using a separate set of disks or tapes. Do not use the set you
used to back up the system in step 1. Be sure to label the disks or tape as having been done after
Year End Processing.
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How Are Files Affected During General Ledger Year End Processing?

The following table explains which General Ledger files are affected during Year End Processing.

G/L Parameters File (GLO0)

Current Fiscal Year: Current fiscal year gets set to the next sequential year.
Current Period: The current period changes to “1”.

Number of years to retain Transaction History: The system purges all transactions, from the G/L
Detail Posting File, dated prior to the number of years specified in this field. Entering “1” will only
retain transactions for the current year. This means if you have transactions dated in the current
year and next year, when you perform Year End for the current year, transactions for the current year
will be purged and the transactions dated next year will remain. It is advisable to retain at least 2 years
of transactions.

Number of years to retain Summary History: Upon closing the year, the system will purge summary
information from the G/L Budget and History File dated prior to the specified number of years.
Entering “1” will only retain summary information for the current year. This means if you have
summary information dated in the current year and next year, when you close the current year, that
summary will be purged and only the summary for the next year will remain. It is advisable to retain at
least 2 years of summary history in order to run comparative reports between the current and prior
year.

Auto Budget Option: The budget for the ensuing year can be automatically created based on how
you have set this option.

None: Next year’s budget will not be created at all.
Current Budget: The Current Budget from the current year will be copied to the Current Budget of
the next year.
Revised Budget: The Revised Budget from the current year will be copied to the Current Budget of
the next year.
Budget 3: Budget 3 (usually titled “Next Years Budget”) will be copied to the Current Budget
of the next year.
Actual: Creates next years budget based on this year’s actual postings.
Zero Budget: Creates next years budget with zero figures.

Journal Number Reset: If this field is set to “Year End”, the first journal entry number starts with “1”.

Retained Earnings account: The system verifies the assigned account number. Income and
expense accounts get posted to this account during Year End processing, resulting in the next year's
profit/loss balance. The system will only recognize one account as the Retained Earnings account.

Period End Allocations: Year End processing verifies if Period End Allocations have been performed.
If not, a prompt warning displays with an option to generate them at this time. It is not necessary to
generate Allocation Journals to proceed with Period End Processing.

G/L Accounts File (GL1)

The General Ledger Accounts File is read to obtain the account number, account description, account
type, and cash flows code. No records are modified during Year End Processing.
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G/L Detail Posting File (GL5)

Year End processing removes records from the G/L Detail File based on the setting in the
“Number of years to retain Transaction History” field in G/L Options. We suggest that you retain at least 2
years of history, which includes the current year and one future year.

GIL Break File (GL6)

Year End processing references the G/L Break File to for the defined account categories which have been
set up in Account Break Maintenance..

G/L Budget & History File (GL8)

Year End processing removes records from the G/L Budget & History File based on the setting in the
“Number of years to retain Summary History” field in G/L Options. It is advised that you retain at least 2
years of history. We suggest that you retain at least 2 years of history, which includes the current year
and one future year

The new year’s Beginning Balance figures are calculated for the appropriate accounts and written to the
General Ledger Budget & History File.

The current budget for the new year will be automatically created based on the setting in the “Auto Budget
Option” field in G/L Options.

G/L Fiscal Year Masterfile (GLC)

Year End processing will establishes the dates for the year being closed from the G/L Fiscal Year
Masterfile. A calendar record is created for the ensuing year, based on the format of the current year’s
calendar.

G/L Source Journal File (GLE)

Information regarding the “BB” source journal code is located in the G/L Source Journal File. This source
journal code is used when creating the beginning balance entries for the new year.

If you selected “Year End” for the “Journal Number Reset” field in G/L Options, the next journal number for
all Source Journal Codes will be reset to 0001.

GIL Drill Down File (GL_20)

Year End processing removes records from the G/L Summary Detail Drill Down File based on the settings
in the “Number of years to retain Detail/Summary History” fields in G/L Options.

This table does not reflect the exact order in which the files are affected. It is informational only, and should not be
used in an attempt to correct data that may be incorrect after completing Year End Processing.
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GL Year End FAQs

Q:

Can | print financial statements for the next year, prior to performing Year End?

Yes. Select the fiscal year to print, in the Fiscal Year field on the report selection screen. You can only
print Standard Financial statements for 1 future year.

NOTE
Do not manually change the year in General Ledger Options.

My beginning balance shows zero for my future year in account maintenance.

Check the Current Fiscal Year field in GL Options to confirm the setting was not manually changed to the
next year. Do not manually change the current fiscal year to print future year financial statements: select
the fiscal year to print, in the Fiscal Year field on the report selection screen. MAS 90 calculates any
account balances that roll forward to the future year. Also confirm that you do not have more than 2 years
open in GL. MAS 90 rolls forward the beginning balances into only one future year.

After performing Year End, | want to delete some accounts that we will no longer be using for the
current year, however | still want comparison financial statements. Will this work?

No. Prior year information is stored by account number. You need to retain those account numbers for as
long as you require comparisons.

Should | manually change the year in GL options if | want to post entries for the new year?

No. MAS 90 allows you to post to any future year. All entries will update to the correct future year based
on the existing current year setup.

How long before | must close the year in General Ledger?

MAS 90 allows you to post to unlimited future periods/years, however, you can only print accurate financial
statements for one future year. MAS 90 calculates any account balances that roll forward for 1 future year.
(One year beyond the current year in the GL options).

Can | perform Year End for General Ledger prior to any other subsidiary module?

No. General Ledger should be the last module closed. See the MAS 90 Order of Closing Chart for
assistance as to which modules to close first.

Why, after | close, did my Balance sheet accounts not roll the ending balances into my new year?

Period End processing knows which account to “roll forward” based on the Account Breaks and Account
Types setup in Account Maintenance. Confirm that Account Breaks are set correctly in Account Break
Maintenance (not Account Break Type Maintenance). Once that is confirmed, access Account
Maintenance and reselect the account type. Click the Accept button, do not just view the Account Type.
Follow the same procedure for all accounts that did not roll forward. Once complete, you must perform
Year End again.

NOTE

If the “Number of Years to retain Transaction/Summary History” fields in the GL Options screen are set to
“1”, then you must restore from the backup you made prior to performing Year End.
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GL Year End Helpful Hints

Make a backup of your General Ledger data files prior to performing End of Year processing. If there are
any system or hardware failures, you will be able to restore the backup and start fresh.

If you want prior year comparison(s), the two following conditions must be met.
1. The “Number of years to Retain Transaction History” field in G/L Options must be set to at least “2”.
2. The “Number of years to Retain Summary History” field in G/L Options must be set to at least “2”.

This field can be set as high as “99”. If set to “1”, then transaction and summary history will be removed
during Year End Processing.

NOTE:
1 year is the current year only, 2 years is the current year and 1 prior year.

In GL options, the Journal Number Reset field defaults to “Year End”. If you do not want the register and
entry numbers to be reset to “one” at year end, set the Journal Number Reset field to “Do not Reset.”

In GL options, the Auto Budget Option field defaults to “Current Year”. If you have already entered budget
information for the future year, make sure the Auto Budget Options field gets set to “None.”

If you need to make additional entries to the recently closed year, you can “reopen” the year by setting the
“Current Fiscal Year” field in GL Options to the currently closed year. You will then be allowed to post
entries to that year. However, you must perform End of Year processing again for the new entries to “roll
forward”.
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How To Fix An Out Of Balance General Ledger...

There are two ways the General Ledger gets out of balance. The following options will help you determine which way
your General Ledger is out of balance and how to fix it.

“Debits” do not equal “Credits”. The first way you can see that your General Ledger is out of balance is where the
“Debits” do not equal the “Credits”. You can see this on a Trial Balance report (must be run for all accounts)
where the Debit Column report total does not equal the Credit Column Report total. You can also see where the debits
do not equal the credits on a General Ledger Detail report or a General Ledger Detail by Source report. See below:

E Tnal Balance M= E3

ahc demo data j

TRISL BALAHCE FOR PERIOD EHDING (501000

ACCOUNT
HUMEEE CESCEIPTICON LEEIT CEEDIT
COTHER INCOME & EXPENIE: 2,207.29 79,178.37
PROVISION FOR INCOME TAXES
920-00-00 Provision for income taxes &7,050.00
EEPORT TOTAL: 3,735,082.32 3,735,072.32

#* TRIAL BALANCE REPORT MOT IN BALAMCE *+#¥

-
M 4] e | 2] 0] Q5 8|2

le

(Note the above Trial Balance report is run to show Ending Balances only)
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&5, Trial Balance M=l 3

250-01-04 Discounts earned 5,684 59CE 2,528.09 8,212 88CE J
250-02-04 Discounts allowed oo 2,207.2% 2,207.2%
255-00-04 Interest income 27,727 18CR 7.514592 55,242 6BCE
280-00-04 Miscellanecns 108,144 25CR 70,421.24 35,723.01CR
OTHEER INCOME & EXPENIE: 139,557 20CK 7282513 10,043.01 76,371 0BCE
FPROVISION FOR INCOME TAXES J
220-00-00 Provision for income taxes &7,050.00 uln) &7,050.00
FEPOET TOTAL: 10.00 47854 84 47854 B4 1000
#+ TRIAL BALANCE REPORT HOT IH BALANCE ##
ENN =
] 4] rees | 0| 0] a8 25 3| 2]

The above Trial Balance report was run showing Beginning Balance, Activity and Ending Balance. Note the Report
Total, Beginning Balance column does not equal zero. This shows that the out of balance occurred in a previous
period. An accurate report (when ran for all accounts) should show a Report Total for the Beginning Balance column
equal to zero when run for all accounts, the Debit and Credit will be the same amounts and the Ending Balance
column will be zero. If one or more of these are true, your General Ledger is out of balance.

How to fix the above out of balance:
a) Run the Trial Balance Report for all accounts showing Beginning Balance, Activity and Ending balance.

b) If the Report Total, Beginning Balance column does not equal zero, run the Trial balance report again, as in
step one, for the previous period. Continue this process until the Beginning Balance, Report total is zero.

c) You will now need to establish which entry is not a “double sided entry” (meaning the total debits for the entry
does not equal the total credits). Chose the General Ledger detail by Source Report off the Reports menu.
Print it for all journals, all batches and for the date range of the period that is out of balance. (Note: if your
report tends to be a lot of pages, you can print it to deferred print and view it from there).

d) Review the report to confirm each entry is a double sided entry. See the below entry for an example:

Note CD-0001 (first entry) journal totals: The total debits = the total credits.

Note CD-0002. This is an out of balance entry: the debit totals does not equal the credit totals.

E G/L Detail By Source Report [_ O] ]
CD-0001 0531103
ACCOUNT DESCREIPTION POSTING REMARES DEEIT CREDIT J
101-01-00 Cash inhank - Feg. checking AP CHECKE REGISTER 83,873.3%
101-01-00 Cash inhank - Feg. checking AP CHECKE REGISTER 17.057.11
200-01-00 Aecounts payable - trade AP CHECKE REGISTER 83,873.39
200-02-00 Aeccounts payable - other AP CHECKE REGISTER 17.057.11
JOURNAL CD-0001 TOTALS: 100,%30.50 100,%30.50

CD-0002 0571503

ACCOUNT DESCREIPTION POSTING EEMARES DEEIT CEEDIT
200-01-00 Aceounts payable - trade A4J/P CHECE REGISTER /DIV: 01 §,150.00
CD-0003 05119003 J
sl 1|
1 4] rees || m] wal o] & 2]

You will need to refer back to the original print out of this register to know what portion of the entry is missing.
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The screen below shows the accounts of the originally posted entry:

%9, G/L Detail By Source Report Hi= B3
POSTINGS FOR DATE 05/15/03 d
SOURCE POSTING J
JOURNAL DATE
CD-0002 Q515803
ACCOUNT DEICEIPTION POITING REMARES DEEIT CEEDIT
101-01-00 Cash inbank - Reg. checking AF CHECE REGISTER /DIV: 01 #,150.00
200-01-00 Aecounts payable - trade AF CHECE REGISTER /DIV: 01 &,150.00
JOURNAL CD-0002 TOTALS: &,150.00 ®,150.00
SOURCE CD TOTALS: &,150.00 $,150.00
REPORT TOTALS: &,150.00 $,150.00
s _’|J

W peet [ v 0] g

ks 82|

e) The Cash portion of the entry is missing. A one-sided entry will need to be made to re-enter the portion of the
entry that is missing. In order to do a one-sided entry, you must have Supervisor Rights setup for the user
code. (Supervisor Rights are setup per user in User Maintenance (off the Security menu) by checking the
Supervisor Rights box.) You will then have the ability to make an out of balance or one-sided entry.

f) Access General Journal Entry off the main menu

g) Enter the original source journal, batch number and posting date from the original register. In the lines screen
of data entry, enter only in the account(s) for the lines that are missing (Click OK after the completion of each
line). See below:

Boeneraldoumal by T |
Source Journal gl ﬂ E ntry Mumber ﬂ Allocate. . | Save... |

1. Header I 2. Lines I
Account Mo, Drescription
|1 0-071-00 gl Cash in bank - Beg. checking
FPozting Comment [rebit
[4/P CHECK REGISTER /DIV:01 | l oo |
Account Ma. Account Description # Camrment Drehit Credit

| | = | Met Balance A0 Tu:utalsl .EID“ .EIEI|

Hl 4 | 3 | “l Arccept | Cancel | LElete |§| ?l
| | SDC | ABC | 0841041933
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h) Click the Accept button to accept the entry. The following prompt will appear:

Z9 MAS 90 For Windows ]|

This Journal Entry is Out of Balance by: 5.150.000R
Thiz entry bMust Balance in order to Poszt to the General Ledger

Larrect | accept | Delete | Ore |

i) Click the One button. (If you do not have the “One” button, you have not setup the user with
Supervisor rights, or you have logged in as the user setup with Supervisor Rights.)

i) You will now be able to print the General Journal and update.

k) Once this is complete, confirm you are no longer out of balance (debits do not equal credits) by comparing the
totals of the Trial Balance report again for the same period. Now run the Trial Balance report for the next
period. Follow the above steps until you are no longer out of balance.

Another type of out of balance occurs when the totals per period from the summary file (GL8-used in printing the Trial
Balance report and Financial Statements) does not equal the totals per period from the transaction file (GL5-used in
printing the detail on the General Ledger Detail report). When this occurs, a “Out of Balance” line appears below
the last transaction of a particular account(s) when printing the General Ledger Detail Report. See below:

E General Ledger Detail Report [_ (O]
DETAIL POSTINGS FOR PERIOD O ENDING 01/31/03 d
ACCOUNT WO
PER DATE JOURMAL POSTING EEMARES BEGINNING BAL DEERIT CREDIT HET CHANGE ENDING BAL
100-00-00 Cash on hand 500.00 S00.00
OUT OF BALANWCE: 10.00 510100
500.00 10.00 i) 10.00 510100
REPORT TOTAL: 500.00 10.00 i) 10.00 510100
I =]
M et | 20| e acR) 1kl

This “Out of Balance” line can appear even if the report is ran for only one account. It will not, however, appear if the
General Ledger Detail Report is print by a Date range instead of by Period.

The following steps will fix the Out of Balance:

1. Make a backup of your General Ledger data files for this company. (Unless you have Alternate
Directories, you will want to make a backup of the \MAS90\GLABC directory (use your company code
instead of ABC)). If you are familiar with SUDATA, you can use that to make a backup. It is very
important that a backup is done prior to completing the following steps.
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2. You will want to Rebuild the following data files before going to step 3. You can Rebuild the data files
by accessing the File Analysis and Repair Utilities menu item off the Utilities menu and chose #3-
Rebuild Key files. At the System prompt, type in GL and press ENTER. At the company code, type in
your 3 digit company and press ENTER. A list of files will appear on your screen. Type “Y” next to the
following files:

G/L ACCOUNTS FILE (GL1)
G/L DETAIL POSTING FILE (GL5)
G/L BUDGET & HISTORY FILE (GL8)

After you press ENTER on the last “Y”, press the F10 key twice to bring you down to the bottom of the
last page. Answer “YES” to the following prompts:

e ARE ALL SELECTIONS CORRECT? (Yes, No, END): [Yes ]
e DO YOU WANT TO SCAN FILES FIRST? (Yes, No): [Yes ]
e DO YOU WANT TO SAVE ORIGINAL FILES? (Yes, No):[ Yes ]

3. Once all 3 files are rebuilt, you will want to Rebuild Application Source files for GL for the same
company code. Answer “Yes” to rebuild the sort files.

4. Once you have completed the above step, exit from the Utilities menu and access General Ledger.

Access the Setup menu and chose Fiscal Year Maintenance. You must have Supervisor rights setup
for the user code you are using. (Supervisor Rights are setup per user in User Maintenance (off the
Security menu) by checking the Supervisor Rights box.)

The below screen will prompt:

w9 Fiscal Year Maintenance M= E3 |
Fizcal Year 2003 gl Current *ear

Mumber of accounting periods

Period Start Date End Date

1. 01./01/03 01/31./03 Caloulate |
2 0240703 n2/2a/03
3 03/07./03 03/31./03 Becalculate |
4, 04.,/01./03 04,/30/03
A 05/07./03 0553103
E. 06/07./03 0&/30/03
i 070703 073103
g 08/01./03 0a./31/03
g 09/071./03 09,/30/03

10. 10/01/03 10/31/03

11. 11/01./03 11/30/03

12 1240103 12/31/03

13

W ] seeept | gncel | Do |5 9
| | SDC | ABC | DB/03/1933
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6. The Current Fiscal year setup in your GL options will be displayed in detail. (See above) If you have
Supervisor Rights setup, you will have a Recalculate button in addition to the Calculate button.

(Recalculate is a utility that will clear the net posting balances, not beginning balances, and rewrite the
balances per period based on the records in the GL5 transaction file. Recalculate can be invoked either
automatically as a result of the user changing either the Period Ending Dates or by clicking on the Recalculate
button. If there are records missing from the GL5 transaction file, the GL8 balances may still be wrong after
the Recalculation is done. In some instances, one-sided journal entries may be used to correct the entry or
entries (see 1°%)

7. If you are viewing the year that is “Out of balance”, click on the Recalculate button.

The following prompt will appear:

29 MAS 90 For Windows |

You have changed vour accounting periodz. Thiz iz a major change.
[ arder to continue, pour general ledger zummany information must be
re-calculated. Do pou want to gave changes?

Mres Mo Cancel

8. Click the Yes button after the Recalculation is completed, the Net Posting Balances will be as accurate
as the transaction information they are based upon.

9. Reprint the General Ledger Detail Report for all accounts to confirm no “Out of Balance” lines are
appearing in the detail of any accounts. Also confirm that the Beginning Balance column, Report Total
is equal to zero, the Debit/Credit column amounts equal and the Ending Balance column, Report total is
also equal to zero.

Whatever action is taken, it is very important that a current backup of all the General Ledger data files is made prior to
running any utility.
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Accounts Payable Year End Processing Checklist

Backup the Accounts Payable files using a reliable backup system. Be sure to label the disks
or tape as having been done prior to Year End Processing.

Note: Best Software recommends you keep this backup stored separately from your daily and
monthly backups.

whh =

The Accounts Payable system date is set to the last day of your fiscal year. You can change
the date by double-clicking directly on the date in the lower right hand corner of the MAS90
Launcher.

All invoices and checks have been entered and updated for the current year.

If your fiscal year coincides with the calendar year and your company issues 1099 Forms for
vendors, then print, verify, and clear the 1099 Forms.

Select “Period End Processing” from the Period End menu, and choose the Full Period and
Year End Processing option.

Select the reports you wish to print for the period. We recommend you print at the minimum:

Aged Invoice Report
A/P Trial Balance
Check History Report

Note: The A/P Trial Balance report should balance with the A/P account on the G/L Trial Balance report when
printed for the same time period. The A/P Aged Invoice Report is not designed to balance with the A/P or G/L
Trial Balance reports. This is due to the fact that the Aged Invoice Report is based on the Invoice date or Due
date while both A/P and G/L Trial Balances are based on the date the transactions were actually posted.

The following reports contain information which gets purged or consolidated following Year End Processing:

©

Vendor Purchase Analysis

Monthly Purchase Report

Accounts Payable Analysis

Check History Report (Based on the A/P Option “Number of months to retain Check History”)

Complete Year End Processing after all selected reports have been printed.

Backup the Accounts Payable files using a reliable backup system. Be sure to label the disks
or tape as having been done after Year End Processing.

Best Software, Inc.

MAS 90°



Files Affected During Accounts Payable Year End Processing

When Period or Year End Processing is performed in Accounts Payable, records are modified, written to, and/or
deleted from several files. The following table illustrates these changes.

Accounts Payable Parameters File (AP0)

Current Fiscal Year: Current fiscal year gets set to the next sequential year.
Current Period: The current period changes to “1”.

Number of days to retain Paid Invoices: The system purges paid invoices from the A/P Open Invoice
file and the A/P Invoice Transaction History file that have a payment date prior to the specified number of
days. You can retain a maximum of 999 days (2.74 years) of paid invoices. How long you decide to
retain paid invoices will directly impact the size of the A/P Open Invoice file (AP4), the A/P Invoice
Transaction History file (API), and therefore the hard disk space needed to store these files. The size of
these files impacts the time needed to process the Aged Invoice Report.

Number of months to retain Check History: The system purges the A/P Check History file of any
checks dated prior to the specified number of months. You can retain a maximum of 99 months (8.25
years) of check history, however this directly impacts the size of the A/P Check History file IAPB) and
therefore the hard disk space needed to store this file.

Accounts Payable Vendor Masterfile (AP1)

All “Period to Date” and “Year to Date” fields are set to $0.00

The system purges Temporary Vendors with a balance of $0.00.

Accounts Payable Open Invoice File (AP4)

Records are deleted from the Accounts Payable Open Invoice File based on the “Number of days to retain
Paid Invoices” setting in A/P Options.

Accounts Payable Check History File (APB)

Records are deleted from the A/P Check History File based on the “Number of months to retain Check
History” setting in A/P Options.

Accounts Payable Invoice Transaction History File (API)

Records are deleted from the A/P Invoice Transaction History File based on the “Number of days to retain
Paid Invoices” setting in A/P Options.

Accounts Payable Vendor Memo Maintenance File (APP)

The system purges memos associated with temporary vendors which were purged due to $0.00 balances.

Best Software, Inc.
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Accounts Payable Analysis Data File (APX)

Year end processing performs just as period end processing, which replaces the existing record in the A/P
Analysis Data File with a new record. This new record contains the following information:

e The date the file was last updated, (when processing Period End, it will use the last day of the period)
e The period end dates for the prior 6 periods.

e The number of invoices, the total payables amount, over 30 days amount, and over 60 days amount
for the prior 6 periods

This information is used when printing the A/P Analysis Report and the accompanying graph.

This table does not reflect the exact order in which the files are affected. It is for informational use only. It should not
be used in an attempt to correct data that may be incorrect after completing Year End Processing.
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