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Month End Financial Accounts - Produce

This procedure explains the steps required to produce the month end financial accounts.
This action is dealt with by the the banking and accounting team.

The purpose of this process is to publish accurate accounts for the month end. This process will also help to ensure that the following
actions have been completed accurately:

e Control account reconciliation
e Bank reconciliation
e Admin reconciliation

To produce the month end accounts you first need to produce and check the trial balance, investigate discrepancies and take
corrective measures where necessary. Once the trial balance is deemed accurate you can run the month end financial accounts and
review them. If the report is not accurate you again need to investigate discrepancies and take corrective measures where
necessary. Once accurate the month end financial accounts are published.

Run trial balance

1. You begin this process by running a trial balance in Sage. From the left hand navigation menu select Reports and then Trial
Balance.

You are then be presented with the report. An example of this report is shown below:
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@ You can view the trial balance on the screen, print it or export it to excel.

2. Review the trial balance in order to decide whether or not it is accurate.

Trial balance not accurate

3. If the trial balance is deemed to be inaccurate, analysis of the report needs to be completed to enable you to determine what
corrective action is necessary. To aid in this, for each balance you can right click (or select shift and F10) and select Account.
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You will then be presented with a detailed view of the transactions that make up the balance. An example of this report is
shown below:

U0 Al WL - s
| 6 toe ko petorn thevipstion Wndaws | Mgy asport
FEL AP 20 FEDE B < @ BE (45 o oo e - s

Compary / Sbe [ E Chast of scosurs |04 CMEC
Selecton Cupercy GAP Fderce ey Accourd 10001 NP Mt o FLased
Dates 0w | [0mam Colecis Colecers o
Balance slection 2235000 car 3
e
i ——— =
[oats  [Document | | Vyon | st | Line |n debsa | Fied Pederence | Counterpat Account | Vas |bark]

@ You may also find it useful to do the following:

m Look at transactions on the BaNCS accounts. For more information refer to BaNCS Enquiry.

m Investigate further when you don’t understand a BaNCS transaction. For more information refer to CMS Financial
Enquiry (CFAT).

Take corrective action

4. Having identified where the discrepancy lies within the accounts corrective action is necessary. To correct the discrepancy you
either need to carry out:

m The control account reconciliation. For more information refer to Reconcile Control Accounts in related items.
m The bank reconciliation. For more information refer to Reconcile Bank Accounts.
m The admin reconciliation. for more information refer to Reconcile Admin Current Accounts.
If no rework is needed on the reconciliations you may need to:
m Post a BaNCS journal
m Post a General Ledger (GL) journal
m Post an RM journal

In order to correct the discrepancy. For more information refer to BaNCS Journals, General Ledger Journals and RM Journals.

Trial balance accurate

5. Once the trial balance is deemed to be accurate you can run the month end financial accounts in Sage. From the left hand
navigation menu select Reports and then Month End Accounts.

6. Check the financial accounts against the trial balance and review it for large unexpected transactions.

Month end accounts are correct

When the accounts are deemed to be correct you need to publish them.

7. To publish the accounts send an electronic copy of the month end accounts report to the head of the the banking and
accounting team.

Month end accounts are not accurate

8. If the month end financial accounts do not match the trial balance, you need to correct any discrepancy - go back to step 4.

BaNCS Enquiry

BaNCS Journals

CMS Financial Enquiry (CFAT)
General Ledger Journals

Reconcile Admin Current Accounts
Reconcile Bank Accounts
Reconcile Control Accounts

RM Journals
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