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A full backup must have been done before continuing  
see manual 1 End of Year Backup Information  

 
 
 
 

4 End of Year General Ledger Procedures 
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Please read manual 1 End of Year Backup Information  
before completing this manual 

 
 

Make sure no one is working in PCSchool before cont inuing.  
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Backup  
 

Debtors MUST be rolled over before beginning the General Ledger Roll Over. 
 

Back up the Finance  Module Before Continuing with the Roll Over  
This should be done even if a full Backup has been completed. 

 
This only backs up the data belonging to the General Ledger Module. 
 
General Ledger end of year procedure includes the e nd of period rollover. You do not perform 

a separate end of period rollover. 
 
Roll the General Ledger after Debtors, processing can be finalised back to Prior Year [2009] these 
will automatically finalise to December 2009. 
 
If the Ledger is not rolled processing can be done by finalising to Next Year Pending. These batches 
will be added to the Ledger when the Ledger is rolled into the relevant period. 
 
Our suggestion would be to roll the Ledger and finalise back to the prior year, when adjustments 
need to be made. This keeps figures current, providing accurate and timely management reports. 
Audit adjustments, can still be made to 2009 and all reports can still be printed and reprinted as 
needed. 
 
The GST file will not be affected by any financial roll-overs including the End of Year as this is date 
related not period related. 
 
Once rolled all the 2008 transaction details will be lost and only available through previous back-ups / 
workareas (only the previous year 2009 and current year 2010 will be available). 
 
 
 
Path:   PCSchool �  Finance �  Utilities �  Backup 
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Backup through PCSchool; 

1. Leave the Filter  default By Module . 
2. Click Select All this will tag all the files on the left. 
3. Click Backup Data  

 
 
 

 
 
Select the Destination and save the file; 

1. 
The Destination defaults to PCSchool\Backup ; you can select a different destination. Make 
sure you will be able to find the file later. 

2. You may choose to rename the file , to signify that this is the Finance backup. 
3. Click Create Backup  

4. 
A Backup Zip file will be created in PCSchools Backup folder or the destination of your 
choice. 
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Finalising Batches  
 
 

Important 
 

All Batches must be Finalised or Pending. 
 

Stop processing any further entries until the rollover has been completed. 
 

 
 

General Ledger Year-End Routine  
 
This process is best done on the fastest computer available. The first step is to print the necessary 
reports prior to the rollover. The second step is to perform the end of year routine. 
 
Ensure all other users have exited the PCSchool Application. 
 
Path:   Finance �  Gen Ledger 
 Sub Path:  Transaction Listing 
   Trial balance 
   Ledger End of Month 
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Transaction Listing 
 
Path:   General Ledger �  Transaction Listing 
 
Run a General Ledger Transaction Listing for the current year on all your accounts. 

 
 
 

Print to a PDF file. 
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Trial Balance 
 
Path:    General Ledger �  Trial Balance 
 
Run a Trial Balance.  

 
 
 
Ensure the Trial Balance is ‘In Balance’.  
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Ledger Roll Over  
 
Once all batches have been finalised or pended and you have printed the necessary reports you 
should now be ready to roll your General Ledger from your current year of 2009 into the new year of 
2010. 
 
If, throughout the year, you roll your ledger at the end of each month you should currently be sitting in 
Period 12 – December 2009. If you are not currently in this period you will need to perform an end of 
period and roll each month until your current period is December 2009. 
 
Path:   General Ledger �  Ledger End of Month 
 

 
 

1. Providing the Ledger is rolled each month the Current Period will read 12 . 
2. Period 12 should be December and tagged as EOY  (end of year). 
3. Select Ledger End of Period  to proceed to the next screen. 
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Perform Ledger End of Period: 

 
 

1. Current Period  must be December 2009 to perform the End of Year rollover. 
2. Next Period  will be January 2009. Not 2010. 
3. Tick This is a Year-End  
4. Current Period Year Description  will be 2009 
5. Change Next Period Year Desc  to 2010 

6. 

Select a Year-End Budget Option 
····  Replace with last years actuals – create a budget using last years figures. 
····  Same as last years budget – create a budget using last years budget figures. 
····  Last years actuals plus a percentage – create a budget using last years actuals and 

enter a percent figure to add to the amounts. 
····  Last years budget plus a percentage - create a budget using last years budget and 

enter a percent figure to add to the amounts. 
7. Click Perform End of Period to create you Snap Shot. 
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Create the Snap Shot of your Financial Data for 200 9: 

 
 

1. After selecting Perform End of Period a confirmation window will appear, say Yes. 
2. A second confirmation window will appear to create a Snapshot Workarea, say Yes. 

····  
The system will now proceed to copy data files, this may take some time depending on the 
size of your school and the speed of your computer. 

····  
Once the data files have been copied an information window will appear stating ‘The 
software will now copy programs to the Snap Shot’. Say OK. 
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Check your Snap Shot Work Area is Accessible and Op erational: 

 
 
The application must now 
restart. This means PCSchool will close and return to the main menu. 

Your Snap Shot will have 
been created: 

As long as no errors occurred during the process a snap shot / copy 
of your current Financial Data will have been saved as a new work 
area and named “Fin … 2009”. 

Check your snap shot work 
area 

On the main menu view find the new work area named “Fin … 2009” 
then select the Finance module. Check that you can see your data in 
this work area and print reports etc. 

YOU HAVE NOT 
COMPLETED THE YEAR 
END 

Return to the Finance module in the Main work area to complete the 
End of Year process. 

 
 
 
The main menu will list the newly created ‘Snapshot’ of your Debtor 2009 Data. 

 
 
 
 
 
 
 



PCSchool  4 End of Year General Ledger 

Commercial in Confidence   12/18 

 

Proceed with the End of Year Rollover: 

 
 

1. Reselect your options as per the instructions Perform Ledger End of Period  above. 
2. Say YES to ‘Is this a Year End Process’. 
3. Say NO to ‘Do you wish to create a Snap Shot’, you have already done this. 

4. 
Say YES to ‘Proceed with End of Year’. This will begin the process of rolling your General 
Ledger into 2010. 

 
 
Should your computer fail during this operation the n restoring the backup done just before 
this end of year process is the only option. 
 
 

Rollover Complete: 

 
 

····  When the rollover has been successfully completed the above message will appear.. 
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Finalise Pending Batches: 

 
 

····  
The system will find any pended batches and you will be given the opportunity to finalise 
these batches to the correct 2010 period. 

 
 

Check the Trial Balance & Posting Accounts: 
 
Path:   General Ledger �  Trail Balance 
 
Once the Rollover is completed print out a Trial Balance for January 2010. 

 
 
Check that it is still in balance for both the Period and Year to Date. 
 
The Trial Balance should show only balance sheet items (Asset, Liability and Bank accounts) or 
balances for Income and Expense accounts from batches that have been finalised to 2010. 
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Optional Information 

Creating a Budget for the New Year  
 
Path:  Finance �  Gen Ledger �  Ledger file Import/Export 
 

 
 
 
Select the Budget features; 

 
 

1. Entity Select the correct Entity. 
2. From Account Select the first account for the Budget. 
3. To Last Account or Put a Tick in the box or select the last account. 
4. Account Classification Select from the drop down list or leave as All. 
5. Available Fields Double Click on the one you wish to use as a template 
6. Selected Fields The Field you selected will move over here. 
7. Task Required Have the check in Export to File.  
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Create and save the Report; 

 
 

1. File Name Click on the dropdown list to open the export choices. 
2. File Type Leave the default ‘Comma Separated’. 
3. Save In Select where to save the file. 
4. File name Leave the Default. 
5. Save Click to Save the report. 
6. Print Click to create the report. 

 
 
Enter the new Budget figures. There must be no commas and numbers must be whole. 
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To Import the Budget back in; 

 
 

1. Entity Select the Entity. 
2. From Account Select the first account for Importing. 
3. To Account or Put a Tick in the box or select the last account. 
4. Account Classification Select All 
5. File Name Find the file. 
6. Import From File Put a check in the radio box. 

7. Identified Fields 

Right Click and go down the list selecting the fields to import. 
····  In this example, it would be Account Number, 

Subaccount Number and B Next 12. 
····  You may wish to select individual months. 

 
 
The Budget will load, Click Print to Import the data; 
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OR using the Added Annual Budget to Ledger Import/E xport  
Now when importing your budget through the Ledger Import/Export facility you have the added ability 
in Version 2009 to import the annual budget amount and have it automatically distributed to the 
necessary periods based on the Budget Distribution Code. 
 
Budget Distribution Codes are created through System � Budget Codes . They can then be 
attached to Ledger Codes through Gen Ledger �  Model Account Entry  or Gen Ledger �  Posting 
Account Entry �  Budget Creation tab . 

 
 
When exporting your budget information through Gen Ledger �  Ledger File Import/Export  select 
the two new options in the Available Fields area and create your csv file. 

 
 
In the csv file you can enter in the total annual amount for each Ledger Code in the Annual Budget 
column. You can change the Budget Dist. Code for accounts or type in a code if it is blank (be sure 
you use a code that exists). 
 
When you then import the csv back into PCSchool through Gen Ledger �  Ledger File 
Import/Export  the annual budget amount will be automatically distributed to each budget period as 
per the distribution code in the csv file, otherwise the distribution code in the posting account will be 
used. If no distribution code in csv file or posting account then the annual budget will be distributed to 
Period 1. 
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Creditors End of Period  
 
This process can be run any time and does not need to be done when the ledger is rolled. 
 
Create a Backup before continuing in the same way a s you created it for the General Ledger. 
 
Process invoices and payments as usual and choose the period for finalisation of batches. If the 
ledger is sitting in the 2009 and you wish to finalise a creditor invoice or payment batch to a period in 
2010 select Period Next Year Pending. 
 
Creditors Housekeeping: Enables changes to a Creditor code, deletion of old creditors, transactions 
and finalised orders. 
 
If Invoices or payments are received in January 2010, they can be backdated to December 2009. An 
aged creditor report will reflect this. 
 
 
 
 

Payroll  
 
This is not a Year-End for Payroll, roll December as you would normally at the end of a month. 
 
Create a Backup before continuing. 
 
Australia & New Zealand: The End of Month procedure will automatically print a monthly detailed 
report showing all transactions that have occurred since the last End of Month. This process can be 
performed immediately after the last pay run within a month, not necessarily at the true month-end, 
simply edit the Period End Date to reflect the last day of the month. 
 
All reports can be printed by Date Selection Range and not Period Selection, while it is not 
compulsory to roll from one month to the next the End-of-Month report is only available when 
performing an End of Month routine. 
 
Click on Perform Period End to roll into the next period and to print the monthly figures. 
 
 
 
 
 
 

>>>>>> End of End of Year General Ledger Tech Tip <<<<<< 
Updated 25 November 2009 


