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Introduction

This document provides customers and partners with help in carrying out their year-end closing and
demonstrates how SAP Business One can support the individual steps of the year-end closing process.

& CAUTION

The procedures described in this document do not guarantee the accuracy of the content or the
completeness of the year-end closing. You are responsible for carrying out all the appropriate
operations and providing the appropriate documentation to ensure accuracy. You must discuss
the process in detail with your tax consultant or the person responsible for your year-end
closing.

The document presents general concepts that you apply to your specific situation. The
character of this document is generic and globally based on the system procedures. Country-
specific regulations and other financial reporting principles are not covered.

é:) NOTE

Some of the SAP Business One functions and features cannot be automatically compliant with
IFRS. Therefore, adjustments have to be made for some localizations.

For the most recent information on product details regarding the year-end closing process, see
SAP Note 800291. This note also provides information about additional queries and tools
available for the year-end closing process.

Q NOTE

If you are working with the SAP Business One 8.8 release, note the following:

= |n SAP Business One 8.8, you can choose between two different skin styles for the
graphic interface of the application: Classic and SAP Signature Design. The default style
is SAP Signature Design. The screenshots in this document were taken using the
Classic skin style.

= |f you are working with a perpetual inventory system in SAP Business One 8.8, the
name of the Inventory Valuation report is Inventory Valuation Simulation Report. For
more information, see the online help for SAP Business One and the document How to
Set Up and Manage a Perpetual Inventory System in 8.8 in the documentation area of
SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation.
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Timing Constraints

It is not always possible to reconstruct a report backdated to the cut-off date in SAP Business One.
Therefore, we strongly recommend that once you have entered and completed all transactions for the
previous fiscal year, and before entering any transactions for the new fiscal year, you back up your
production database. The backup saves the status of the previous fiscal year.

& CAUTION

SAP Business One automatically calculates the item costs for items managed by the moving
average or the FIFO valuation method. You cannot access item costs backdated to a specific
cut-off date. Therefore, we recommend that after you enter all transactions for the previous
year, and before you enter anything for the new fiscal year, you save the item costs as of the
cut-off date in a specific year-end price list. You can then use this price list for the valuation of
the inventory backdated to the cut-off date. For information, see Material Valuation.

To ensure that no transactions are entered into the new fiscal year before the previous one is
completed, and that the year-end price list has been saved, we recommend that you not create
any new periods yet.

& CAUTION

You must manually ensure that all figures are reproducible using the appropriate printouts.

This also applies when you use queries. In this case, we recommend that you export the results
to a Microsoft Excel file and print them out.

© SAP AG 2009 5



SAP Business One 2007 A, 2007 B, and 2007 A SPO1 Tips for Year-End Closing B2

Preparation

Checks

Checking the Document Numbering

The Check Document Numbering report lets you verify that all documents are continuous and that numbers
have not been assigned twice. This report checks for any gaps in numbering and for double assignment of
numbers within the document number ranges. If no data is returned, the assignment of document numbers is
correct and without omissions (within the definition).

5

EXAMPLE
Administration — Utilities — Check Document Numbering

In the selection criteria window, select the checkboxes for all relevant documents with which
your company is working.

Check Document Mumbering - Selection Criteria

Choose Docurients bo Rewview

Sales Quatation Purchase Crder Goods Receipt Incoming Payrment
Sales Order Purchasing Crelivary Goods Issue Cukgaing Payrment
Drelivary Goods Return Irventory Transfer Deposit

Return AP Credit Mero Landed Costs

AR Inwoice AP Invoice Checks far Payment

AR Credit Mero A,/P Down Payrent

AR Dosen Payment

Murnber From To
Crakte Frorm 01.01.09 To 31.12.09 E
I ik | | Cancel Selact All Claar Selection

@ NOTE

This report only checks for correct numbering within the specified document number ranges. If
gaps exist in the document number ranges, the application does not recognize these gaps as
errors in the report.

& CAUTION

It is the responsibility of your organization to ensure that the document number ranges have
been set up correctly and that authorization settings allow only authorized users to change the
number ranges.
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Checking the Completeness of Documents

You can use the draft documents function to check whether all accounting-relevant documents are posted.
Examples of such documents include:

e Deliveries

e Returns

¢ Invoices

e Credit memos from purchasing and sales
¢ Inventory transfers

e Journal vouchers

At this stage, you should also check documents that are not relevant for accounting, for example, orders and
purchase orders.

T F

L1 EXAMPLE
®" Reports — Sales and Purchasing — Document Drafts Report
= Reports —» Banking —» Payment Drafts Report
= Banking — Outgoing Payments — Checks for Payment Drafts
® Financials — Journal Vouchers
Regarding completeness, only the documents that meet the following criteria are displayed:
e Open

e Forall users

Document Drafts - Selection Criteria

Lzer all - Open Only

Sales - &R Purchazing - &P

AR Down Payrent
AR Imvaices
AR Credit Mermos

AP Imvoices
AP Credit Mermos

Sales Quaotations Purchase Crders
Sales Orders Goods Receipt PO
Deliveries Goods Return
Returns &P Down Payrment

KR & RIEE]

Inwventary
Goods Receipt
Goods Issue
Imvenkory Transhers

| Ok | | Cancel

SAP Business One does not delete document drafts after their posting, but they are not
considered as open drafts. To delete document drafts, in the Document Drafts window, right-
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click the relevant draft row and choose Remove. Alternatively, select the relevant row and from
the Data menu, choose Remove.

& CAUTION

If a draft document refers to a period that is already closed, do not reopen the period to post the
document. Instead, enter the document with a posting date from a period that is open.
Checking for Negative Inventory

Before you take inventory, ensure that there is no negative inventory. If there is negative inventory, it is likely
that some goods receipt POs, A/P invoices, or other receipts into inventory have not been posted. You need
to post these before you begin inventory counting or any other year-end activities.

To check for negative inventory, use one of the following methods:
e Use the Inventory Status report:
a. From the SAP Business One Main Menu, choose Reports — Inventory — Inventory Status.
b. Specify the selection criteria and run the report.
c. Inthe report, sort by the In Stock column. All negative stock is displayed at the top of the list.
e Use the Drag & Relate function:
a. From the SAP Business One Main Menu, choose Drag & Relate — Inventory — ltems.

b. Use a filter with the following condition: In Stock is smaller than 0.

Checking for Execution of Payment Runs

You can use the payment wizard to check whether any saved payment runs that should have been executed
have the Recommended status. This ensures that you do not forget saved payment procedures that belong
to previous periods.

&

EXAMPLE
Banking —» Payment Wizard

Payment Wizard

Payment Run Selection

{:} Skark Mew Payrment Run

| @) Load Saved Payment Run

D View Executed Payment Runs

# Payment Run Mame Crate Takal Mo, of Payments Status

1 | udfiz20090901n1 01.09.09 ELR 25250 0 Recornrmended

2 |Wiz20091004n01 04,10,09 ELIR. 528,75 0 Recommended

3| wifiz20091004n03 04,1009 ELR 58750 0 Recornrmended

4 [ Wiz2009100402 04,10,09 EUR 000 0 Saved
[]
[v]

[] =a ta Final Step
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In the Payment Wizard - Payment Run Selection window, select the Load Saved Payment Run
radio button. To sort all payment runs by status, double-click the Status column header.
Checking Statistical and Clearing Accounts

In SAP Business One, you can use statistical and clearing accounts for various business transactions that
require a closing balance of zero to guarantee completeness of the business transaction. You must check
these accounts.

Examples for using statistical or clearing accounts include:
e Opening balances amounts
¢ Making external postings (for example, payroll)

e Making any corrections; all clearing accounts should be closed

Checking for Completeness of Bank Statements

In SAP Business One, whether you are using the Cash & Bank function of the Payment Engine add-on or
the Bank Statement Processing functionality, you can save bank statements as drafts. This function enables
you to access and finalize the bank statement at a later time or date.

To reconcile your bank accounts, you must first finalize or delete all the existing draft bank statements.

Q NOTE

Previously posted draft documents still exist in the system; you must delete them
manually.

=  For more information about bank statement processing, see the document How to Use
Bank Statement Processing in the documentation area of SAP Business One Customer
Portal at http://service.sap.com/smb/sbocustomer/documentation.

Inventory Count

Preparing for Inventory Tracking

Before performing inventory tracking, you must first ensure organizationally that no inventory posting takes
place during inventory tracking. The simplest way to accomplish this is to lock document numbering for the
following document types:

e Sales: delivery, return, A/R invoice, A/R credit memo

e Purchasing: goods receipt PO, goods return, A/P invoice, A/P credit memo
¢ Inventory: inventory transfer, goods receipt, goods issue

e Production: production order

Even when you lock these documents, you can still enter inventory balances as opening balances or
inventory differences. If necessary, you can prevent this by using authorizations.

© SAP AG 2009 9


http://service.sap.com/smb/sbocustomer/documentation

SAP Business One 2007 A, 2007 B, and 2007 A SPO1 Tips for Year-End Closing B2

—

L EXAMPLE
Administration — System Initialization — Document Numbering

To lock a specific document type, in the Document Numbering — Setup window, double-click
the document row and in the series window, select the Lock checkbox.

For example, to lock all deliveries, in the Document Numbering — Setup window double-click
the Deliveries row. In the Series — Deliveries — Setup window, select the Lock checkbox.

Series - Deliveries - Setup
humber String

£ Name First Mo, Mext ... Last Mo, Prefix  Suffic  Remarks Group  Period Ind. |Lock
S0l riary| 1 86 1 -pefault ~| [] |
| -]
=4
El
| L
_i ff:
=] (=]
Display Senes Linked to Selected Period(s) Indicator Al Periods -

You can use the Initial Quantities, Inventory Tracking and Inventory Posting function to prepare lists for
counting. You can print the count lists from the Inventory Tracking window. We recommend that you use the
selection options corresponding to the logistical organization of the warehouse.

)
l:l EXAMPLE

Inventory — Inventory Transactions — Initial Quantities, Inventory Tracking and Inventory
Posting — Inventory Tracking tab.

Specify the selection criteria and choose the OK button. The Inventory Tracking window opens.
To print the inventory lists without the current in-stock quantities, select the Hide Quantity
Stored checkbox.

Inventory Tracking

Find Warshouse Mame o General Warehouse

# Ttern Mo, Itermn Description Counted  Counted in Whse

1 |= A00001 IBM Infoprint 1312 ] (]
2 |=p sooo02 IBM Infoprint 1222 ] [~]
3 |=r A00003 IBM Infoprint 1226 ] ]
4 |ep A00004 HP Color Laser Jet 5 ]

5 |= A00005 HP Color Laser Jet 4 ]

6 |= A00005 HP 600 Saries Inc ]

7  |=pE10000 Printer Label ] =
8 |=pcooooi Motherboard P4 Turbo ]

3 |=pcooooz Motherboard P4 Turbo - £ [

10  |=r Coooo3 Intel P4 2.4 GhZ L]

11 |=r Coo004 Tower Case with Power s [ L
12 |=» CO000S WLAN Card L] [«]
13 |=p Coooos Metwork Card10/100 L =]

(|v| Hide Quantity Stored

' | o

Cancel

Reset DiefaLlt
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& CAUTION

To perform inventory tracking properly, you must adhere to the technical GAAP conditions for
the inventory. For specific information regarding GAAP requirements for inventory tracking,
consult your accountant.

Following are the three possible scenarios for open production orders by the cut-off day:

e Planned and released production orders with no receipts from production, with backflush component
issue method.

In this case, even though the components have physically been removed from inventory and placed
into production, SAP Business One shows them as still in inventory. Therefore, you need to adjust the
quantities counted in the warehouses by the quantities counted in production.

e Completed production orders with the backflush component issue method.

At the time of completion, the components are removed from the warehouse and the finished product
is received into inventory. This means that only the finished products are shown in the warehouse, as
long as they have not been removed for sales delivery.

e Open production orders with the manual component issue method.

In this case, components are issued manually as soon as the production order is released. Therefore,
you must ensure that all manual issues have been completed. Upon manual issue of components, the
quantities are removed from inventory and the values are posted from the inventory account to the
work-in-progress (WIP) account. As a result, SAP Business One no longer shows these items in the
warehouse and they do not have to be taken into account during inventory counting.

Q NOTE

Tips for counting open production orders with the backflush component issue method:

= Parent item quantities rejected in the receipt from production stage are brought into
inventory, even though they may not have been physically brought into inventory at the
end of the production process. The Rejected/Completed type and its quantity in the
Receipt from Production window is purely informational. Handle the rejected quantities
manually, either by disassembling the item or by issuing the item from inventory to
correct inventory figures.

= Determine the components of all open production orders, sorted by item, original
warehouse, and issue method. Print the result as a count list.

= Perform physical counting in production and enter the results into the count lists.
=  Print the count lists for the different warehouses.
= Perform physical counting in the different warehouses.

®= Post counting results for each warehouse as follows: Summarize the amounts counted
in the warehouse and in production for each item.

& CAUTION

If you perform further tasks after the count lists are printed, but before you start the count, we
recommend that you document the parameters with which the count lists were created, so that
they can be incorporated into the count results at a later stage.

© SAP AG 2009 11
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Posting Count Results
You also enter the count results on the Inventory Tracking window.

As soon as you enter an amount in the inventory list for each item, this item is considered to be counted. If
the counted quantity is 0, you must manually select the checkbox in the Counted column; the Counted in
Whse field remains blank. You can update the results at any time. This means that you can record the count
results one step at a time.

When you have recorded all the inventory quantities, open the Inventory Posting window and post any
discrepancies in quantity.

As soon as the in-stock evaluation is complete, SAP Business One clears the checkboxes in the Counted
column in the Inventory Tracking window.

@ NOTE

Since some accounting legislations have different rules that apply when it comes to
assigning and reassigning valuation methods, check with your accountant before you
change inventory values.

®"  You can have different inventory valuation methods for different items. SAP Business
One takes into account the inventory valuation method for each item when it determines
the item cost. To enable this, you must choose Item Cost as the price source when you
run the inventory posting. In this case, SAP Business One posts the inventory
differences automatically with the applicable item costs.

Initial Quantities, Inventory Tracking and Inventory Posting - £

Iritial Quantiby | Inwentory Tracking Imventary Posting

Tterns - Selaction Criteria

Code Fram To

Yendar Frarm Ta

Whiarehiouse 01 i General W arehouse

Thern (Sroup all >
| Itern Properties Ignore

||:| Allowe Inbound Posting without Price

Price Source for Whse Inventary Pasting Itern Cost -

I Ok | | Cancel

& CAUTION

The valuation of inventory differences, as described above, applies only when you perform the
inventory counting close to the cut-off date, before transactions for the new fiscal year have
been entered.

Therefore, we recommend that you save these item costs in a price list before you enter new
transactions. Then, the evaluation basis for the posting of inventory differences has to be this
price list.

© SAP AG 2009 12
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Note the following regarding the posting of inventory differences:

o Where local legislation does not permit manual adjustments in the Price column in the
Inventory Posting window, leave the Allow Inbound Posting without Price checkbox
unselected.

e You must manually ensure that the figures are reproducible. Before you post the
inventory, print the report with the adjusted amounts, and export it to a Microsoft Excel
file. After you post the inventory, you will not be able to redisplay the report with the
original values.

Q NOTE

If there are open production orders with the manual component issue method, you must post
the inventory differences counted in production using manual journal entries. This is necessary
because the components have already been removed from inventory. As a result, the offsetting
account for the posting of the inventory gain or loss must be the WIP account and not the
inventory account. Since differences are posted automatically once the production order is
completed, those manual postings must be reversed at the beginning of the new fiscal year.

éj NOTE

The date of the correction should be the same as the date of the count. If further inventory
transactions are performed between the time of the count and the time of posting, update the
date, and in the Inventory Posting window, choose the Update Quantities button. This updates
the report to show the quantities on the date entered.

& CAUTION

The Update Quantities feature updates the quantities to the backdated date only. The prices
used for valuation are not updated and always show the prices as of the current date when you
evaluate by item costs. To evaluate by item prices valid for a previous cut-off date, you must
use a price list, as described above.

Inventory Pasting
Trvwarbory Cffiel « Lhcreide Acosgs STI00000-01-001" Gunlos vardory Vidlencs
Ireeriory Cifat = Decraiss Al 12000000-01-001 Genlon lneentory Virlence
Daba et ez Ciataks R R T
112 09 ) &5 Garer sl Wimahuse
e s By O e | O D H. 03,
u:& feet] i o M| =18 A0AE01 USD 0 B I00000-01-001-01 = o |
2_]:& ADDDSE 1M Irdforpeind 1212 T, T-S-II - IR USD :—.:r EE D0 1 -0 188 =] s:mui |
3__JI$ ADCEY 1B Infoprnd 1232 el 4 | TE5000 USD i SII00000-01-001-91 £ R0 |
l_J=b ADDDNE 1M Irfoprird 1226 T 5?‘;: B 3753 LD fﬁ EE R0 101 -0 8 = SJI*JCIE
:.:__J:mm HP Color Licar ot § 24 FLE) -1 BILHET USD S S200000-01-001-01 = 52000 |
Héw HP Color Lasar Jof 4 & i: 0D USD S Sro0-01-001-08 & TrH0a )
_?_J':‘ ADQOCE  HP 600 Saries Inc 04 Ll 105201 USD S S2300000-01-001-01 = S23000 |
:_Iﬂn AGGOOT  HP 30 Pramburs Glo 5 k| 1 B0 8000 LESD é EXE0EN-01-001-61 5 CXEG &
l_Iﬂﬁm HP L) Addrass Labal 103 aa 34 l!-l'__ ] _?c::-mg-sr-:} CIEO0MG-01-00 -1 Qﬂm:_

Al ille

|

] e | e s |
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Working with a Nonperpetual Inventory System

If you do not use a perpetual inventory system, you need to post the inventory values using a manual posting
process in financial accounting.

Q NOTE

SAP Business One lets track the changes in inventory accounts and in the value of the items.
To track those changes, if you use a perpetual inventory system you should run the Inventory
Audit report.

For more information, see the document How to Set up and Manage Perpetual Inventory
system in the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation

However, if you use a nonperpetual inventory system you should run the Inventory Valuation
report.

For more information, see the document How to Set up and Manage Nonperpetual Inventory
system in the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation.

When you perform inventory counting, you use the Inventory Tracking and Inventory Posting windows to
check and correct any quantity discrepancies. To update the warehouse quantities only, you also need to
perform the inventory posting process. To do this, run the report with the Allow Inbound Posting without Price
checkbox selected.

ﬂ EXAMPLE

Inventory — Inventory Transactions — Initial Quantities, Inventory Tracking and Inventory
Posting

© SAP AG 2009 14
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Reclassification of Business Partners and Bank Accounts with
Negative Balances

At the end of the year, you need to check the balances for business partners and bank accounts and make
any necessary reclassifications using manual posting.

This affects, for example, the following business transactions:

Postings made for the reclassification of customers and vendors with negative balances
Bank accounts with a negative balance

Balance extensions based on the condition that the same business partner has a balance as both a
customer and a vendor

Reporting of doubtful, non collectible receivables or receivable write-offs

Q NOTE

If needed for a specific business case, in the Journal Entry window, select the Reverse
checkbox for automatic reversal in the subsequent period. We recommend using an indicator to
identify these postings separately.

Journal Entry
Sariez HMurmbar Postireg Date  Due Dale Doc, Date  Ref. 1 Ref. 2 Trars, Code Rarnarks
Primary w5 311209 310208 3.12.09 -
Ciriginy rigin Ma. Tranz. Mo, Template Typa Template Indicator Project
- 1 - -
[} Fived Exchange Rate | [v] Rewerse | ] Adj, Trans, (Period 13)  [] ELY Repert [w] Autormstic Tax
01.01.10
[ Expand Editing Mode
M S HetRE 0 SA SociO e, OODRIEC),, SIS (EC) ) MR ) SN JOGOOVD,, T SR, [BO0GE
1 |I=:> L Vandor3 ELR, 1,000,00 GEP 1,000.00
2 IEQ‘ EEE030 Doubtful Debits EL# 1,000.00 GEP 1,000.00 *
3 |
| -
|| [
EUR 1,000.00| EUR 1.000.00| GBP 1,000.00 GeP 1,000.00
[ 1]
i Add Cancel [w] Dizplay in FC ._ Dizplay in SC feanicel Tamplats

& CAUTION

You must manually ensure that the figures can be reproduced using the corresponding
printouts and posting documents.

é:) NOTE

If you are using the doubtful debts calculation in the Aging report, the calculation of the report is
based on the gross values (including tax).

You can use the doubtful debts function to calculate doubtful receivable amounts. Depending
on legal requirements, ensure that the definitions for the doubtful debts are set correctly. From
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the SAP Business One Main Menu, choose Administration — Setup — Financials — Doubtful
Debts and define for a specific number of days the doubtful debt percents.

For example, to show 2% of all open receivables as doubtful on the cut-off date, set the
definitions to zero days and 2%.

When you post the adjustment directly from the Aging report, you can use only the separate
doubtful debts control account. If you need to reduce the doubtful receivables from the regular
control account, perform a manual adjustment journal entry.

@ NOTE

If you select the Display Credit Balance with Negative Sign checkbox on the Basic Initialization
tab in the Company Details window, vendors on the debit side are represented by a positive
balance and customers on the credit side are represented by a negative balance. If you do not
select this option, the values are displayed in the opposite way.

For verification for both vendors and customers, you can use the Account Balance detailed
view in the Business Partner Master Data.
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Performing a Year-End Closing

Changing the Period Status to Closing Period

To prevent users from creating documents for the previous fiscal year, you can change the status of the
period you are about to close to Closing Period. This means that only authorized users can post data,
documents, and transactions.

o

1 EXAMPLE
Administration — System Initialization — Posting Periods

In the Posting Periods window, click =+ for the period you want to set as a closing period.

Posting Period
Period Code 2009
Period Marme 2009
Sub-Periods Year
Mo, of Periods 1
Period Indicataor Default
Zategory 2009
Period Skakus Closing Period -
Crates
Psting Crate From 010109 Tao 1221/09
Due Date From 010109 To 1221/09
Docurnent Date Fraonm 010109 To 123109
Start of Fizcal Year n1/01/09
Fizcal Wear 2009
I pdate ” Cancel

You can have SAP Business One automatically set the status of a particular posting period to Closing Period
after the Posting Date To of that posting period plus a defined number of days have passed.
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—

L] EXAMPLE

Administration — System Initialization — Posting Periods

Posting Periods
General Pasting Date Cae Crate
# Period Code Period Mame Period Status From Ta From Ta
1 = 2008 2008 Lacked oif10s  dzjEL0e olonne 1zEii0e [4)
2 = 2009 2009 Closing Period 010109 dzjE0e ogone 120 [
3 = 2010 2010 Unlacked 01,0110 12/2110  0n0110 1220100 ||
Automatic Change of Period Status o 'Closing Period'
Drate ihen Autornatic Change I= Applied 10
| o | | Cancel Mews Period

For information about the authorizations required for period definition, see the online help for SAP Business
One and the document How to Define Authorizations in the documentation area of SAP Business One
Customer Portal at http://service.sap.com/smb/sbocustomer/documentation.

For information about posting periods, see the document How to Work with Multiple Open Posting Periods in
the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation.

Reconciliation

Reconciliation of Internal Reconciliation Upgrade Journals

If the company database has been upgraded to SAP Business One Release 2007 A or B, check the Internal
Reconciliation Upgrade Audit Trail report. We strongly recommend consulting with the company accountant
and reconciling all upgrade (RU) journals appropriately, such that the open items can be reflected correctly.

For more information about the new reconciliation engine, see the landing page in your language (Channel
Partner Portal - SAP Business Management Solutions — SAP Business One — Support — Support Self
Help & Library — New Reconciliation Engine — Enter) and consult the how-to-guides available for download.
See SAP Note 1051038.

If the menu item Inconsistency Audit Trail Selection Criteria Screen is missing from the Utilities menu and not
available to be displayed and activated in the Form Settings window from the main menu, it means that no
inconsistencies were detected. You may ignore this subsection.
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|_J EXAMPLE

Administration — Utilities — Internal Reconciliation Upgrade Audit Trail Report

Inconsistency Audit Trail Selection Criteria Screen
Type of Inconsistency all -
Origin Type of Motional' Dac, Al hd
Busineszs Partmer Type all -
BEusziness Partner From = To =
Upgrade JE Murnber Friam = To =
Paosting Date From To
Crae Date Frarm T
Cracurnent Crate Fram Ta
Upag. Journal Yalue (L) From To
| Ok | | Cancel

@ NOTE

To display all recognized inconsistencies, do not enter any restrictions in the selection criteria
window.

The resulting report displays all detected inconsistencies.

Internal Reconciliation Upgrade Audit Trail Report

Journal Entry Mo, 5> 329 Total Journal Entry Balance GEP 31344
Summary Explanations
IN 42 s closed but the associated journal entry transaction is not reconciled. ;l

Upgrade Journal Details Audit Tral Data

Type of Inconsistency  Journal Entry Mo, Journal Entry Row Mo, Origin EP C... EP bame Upgrade Journal Row Ya... Applied and Reconciled Do... Linked Document  Reconciliation Mo,
1|l Cancelled Reconiliat = 229 0 o I 43 > 1000 = Fruits R Us GBP 3134 [=]
2_| I ancelled Recondiliat = 330 [ o IN58 S 2500 = The Fruit Basket GEP 31543 [=]
3| D Partisl Exchange Rate=h 331 1 o P59 = 201 © Die Obst GmbH GBP (380.95) Il
4| Partial Exchange Ratesp 332 [ = F5 10 = 202 =p Bayrische Frucht Werke GmbH GEP (30.95)
5| Partial Exchange Ratcp 333 i o PS5 14 =p 202 = Bayrische Frucht Wierke GmbH GBI (30.95)
5| I Partial Exchange Ratec) 334 1 o Ps 12 = 5000 = The Cornucapia GBP (380.95)

o T 1+
e oK Internal Reconciliation Expand ‘ Collapse

To determine whether an RU journal has already been reconciled, follow the instructions outlined in SAP
Note 1148042.

In some instances it might not be feasible to reconcile all RU journals before the year-end closing deadline.
In countries where only the P&L accounts are closed off, appropriate reconciliation of RU journals is
postponed to a more suitable point in the future. For more information, see SAP Note 1385810.
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Reconciliation of Open Items and Balances for Business Partners

In SAP Business One, customer and vendor postings are written to balance sheet accounts stored with the
business partner.

To verify the accuracy of the postings, use the Trial Balance report. It is helpful to create separate financial
report templates for vendors and customers. You can then use these to display all totals and balances for the
relevant balance sheet account, and enhance them by adding the individual balances of the customers or
vendors when generating the report.

o

EXAMPLE

Reports — Financials — Financial — Trial Balance

Trial Balance - Selection Criteria
EF [ s Accounts

Frarm Ta

Customer Group Al -

Vendor Group Maore b

| Properties Ignore

Date Posting Date ¥ From 010109 =) To 31209 =)
Dizplay in Repart: Template  Chart of Accounts = [ Add Journal ouchers

v T Adjust k

[ Hide Zero Balanced fcct [ Show Details per Contral Account Hnere AdJUEMens

Hide Acck with Mo Postings [ Add Closing Balances

|:| Foreign Marnes
[] External Cade "w' Annual Report
Opening Balance For Period i) Quarterly Report

@) O From Start of Compary Activity () Manithly Report

() et Rewaluation
() OB from Start of Fiscal Year L Periodic Report I:l |
[] Fareign Currency | Expanded
|:| Systern Currency
[] Local and Systemn Currency
I (8] 4 | | Carcel | Salect All

@ NOTE

You can generate the report for business partners, for G/L accounts, or for both.

To generate a separate report for customers, from the Customer Group dropdown list, choose
All, and from the Vendor Group dropdown list choose None.

To generate a separate report for vendors, from the Customer Group dropdown list, choose
None, and from the Vendor Group dropdown list choose All.

To display individual balances for each business partner, increase the value displayed in the
Level field in the Trial Balance window.

If you select the G/L Accounts checkbox and generate the Trial Balance report by

G/L accounts, you need to consider all control accounts that might be assigned to the different
business partners (that is, control accounts for assets, doubtful debts, bills of exchange, and so
on).
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Alternatively, you can use the G/L Accounts and Business Partners report. This report also displays the
combination of selected balance sheet accounts and business partners. It is suitable for processing business
partner balances and displaying details.

|__J EXAMPLE

Reports — Financials — Accounting — G/L Accounts and Business Partners

We recommend checking the complete reconciliation of business partner accounts at the end of each month.
You can use the Customer Receivables Aging report to reconcile the open business partner balances.

] EXAMPLE

®= Reports — Financials — Accounting — Aging — Customer Receivables Aging

= Reports — Financials — Accounting — Aging — Vendor Liabilities Aging

é:) NOTE

To print the open business partner balances backdated to the cut-off date, you need to set the
following parameters:

= Enter the period-end closing date (for example, December 31) as the end date in the
posting date range.

= Select the Display Customers with Amount Zero checkbox. Otherwise, the report does

not take into account any business partners that may have been completely cleared in
the new period.

Customer Receivables Aging - Selection Crite

Code Frorm To

Custormner Group All -

| Properties Ignore

[] contral Accounts | Selact All
Aging Date 31.12.09

Interval Drays * o

Posting Crate Fram To 21.12.09
Crue Date Frorn T

Cracurnent Crate Fram Ta

Cisplay Custorners with Zero Balance
[] pisplay Reconciled Transactions

| Ok | | Cancel

é:) NOTE

If foreign currencies are used, to show a total, you must select Local in the Currency field of the
displayed report.

If the balances for the business partners do not match those in the general ledger, we
recommend running the general ledger reports and the due date reports monthly to reconcile
each month separately (if you have not already done so at the end of the month).

© SAP AG 2009 21



SAP Business One 2007 A, 2007 B, and 2007 A SPO1 Tips for Year-End Closing B2

Reconciliation of Fixed Asset Accounts

If you are not using the Fixed Assets add-on for SAP Business One, you need to verify that the fixed asset
accounts correspond to the values in fixed asset accounting, which is performed externally from SAP
Business One.

If you are using the Fixed Assets add-on for SAP Business One, there is no need to reconcile the asset

accounts.
& CAUTION

If there have been any reductions (for example, discounts) or additional costs (for example,
freight) that have to be considered for a correction of the acquisition and production costs
(APC), you must check manually the acquisitions and retirements from the last year.

In the case of an acquisition, the entire value of the acquisition and production costs (APC) is
transferred as a journal entry to the asset G/L account. If the invoice is paid with a cash
discount, you must deduct manually the gross value of the cash discount from the value of the
APC of the asset. To do this, create a fixed assets credit memo with the value of the cash
discount or bonus. To add additional charges, for example, freight charges, to the acquisition
costs, manually create an acquisition related to the original fixed asset.

é:) NOTE

Values in the Fixed Assets add-on for SAP Business One are always net amounts.

Reconciliation of Bank Statements with Bank and Cash Accounts

For permanent reconciliation of bank and cash accounts with account statements from the bank, you can use
the Process External Bank Statement window to record bank statements and then reconcile them using the
reconciliation function.

)

EXAMPLE
Banking — Bank Statements and External Reconciliation — Process External Bank Statement

In some localizations (such as the US, the UK, and Canada), the external bank reconciliation function lets
you verify and reconcile the transactions recorded in SAP Business One against the balance received from
the bank, and to create adjustments, if required. If you use this function when working, we do not
recommend using the Process External Bank Statement window, since the External Bank Reconciliation
window creates a reconciled record in the Process External Bank Statement window (OBNK table).
Therefore, in the affected localizations, the Process External Bank Statement window is not visible in the
main menu by default.

@ NOTE

To show the Process External Bank Statement window in the main menu, click b4 (Form
Settings).

If you do not use the external bank reconciliation function, you need to check manually that the account
statements correspond to the balances in the bank and in the cash accounts. In this case, you can use the
General Ledger report, which displays all postings in one or more accounts within a specified period.

5

1 exampLE
Reports — Financials — Accounting — General Ledger
= SAP Business One displays the credit and debit postings in a separate column.

®" You can also use this report for the reconciliation of petty cash accounts.
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Whether you are using the cash and bank function of the Payment Engine add-on or the bank statement
processing functionality, you need to use clearing accounts for bank postings. Therefore, you first need to
transfer the postings for all the reconciled amounts to the appropriate bank account.

You should also take into account draft bank statements and draft payments according to country-specific
regulations, and, therefore, you should finalize or delete them. In addition, clearing accounts for each house
bank account have to be cleared at year’s end.

Q NOTE

Draft documents still exist in the system after they are posted, and, therefore, you must
delete them manually.

®  You can write off small discrepancies using the over/underpayment function.

=  For more information about external reconciliations, see the document How to Perform
Internal and External Reconciliations in the documentation area of SAP Business One
Customer Portal at http://service.sap.com/smb/sbocustomer/documentation.

=  For more information about bank statement processing, see the document How to Use
Bank Statement Processing in the documentation area of SAP Business One Customer
Portal at http://service.sap.com/smb/sbocustomer/documentation.

Reconciliation of Allocation and Expense Clearing Accounts

If you use the perpetual inventory system, the application posts purchase documents to one or more
allocation accounts. Once a purchase transaction has been completed, the corresponding allocation account
must have a balance of zero.

Additionally, if you use freight charges and you mark them as inventory-relevant, the same procedure applies
for the freight charges. Use the expense clearing account for the amount of the freight charges. Once the
purchase transaction has been completed, the balance of this account must be zero.

Q NOTE

To mark freight charges as inventory-relevant, open the Freight — Setup window. From the SAP
Business One Main Menu, choose Administration — Setup — General — Freight and for the
relevant freight charges select the Stock checkbox.

At the end of the year, you must reconcile the balances of the allocation accounts and the expense clearing
accounts. The remaining balances should correspond to the total of all open goods receipt POs and the
open goods returns.

With SAP Business One, you perform reconciliations for these kinds of accounts using the reconciliation
function in the Financials module. Perform the reconciliation regularly at the end of the month; otherwise, you
have a high number of transactions to reconcile at the end of the year. To simplify the process, you can run
automatic reconciliations.

Once the reconciliation for these accounts has been completed, the remaining balance should match the
open items in goods receipt purchase orders and returns.

&

|_| EXAMPLE

Financials — Internal Reconciliations — Reconciliation

é:) NOTE

This form of reconciliation is useful only if you have used meaningful prices in goods receipts.
Do not use it if dummy prices were entered at the time of the order and the actual prices were
entered at the time of invoicing.
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& CAUTION

You must manually ensure that the figures can be reproduced using the corresponding
printouts and posting documents.

@ NOTE

The following user actions can cause discrepancies in the allocation or expense clearing
accounts that have to be corrected manually:

®  Manual postings

You created manual postings with journal entries in the general ledger and used the
allocation or expense clearing account. To identify these manual postings, use the
following method:

1. From the SAP Business One Main Menu, choose Financials — Chart of
Accounts.

2. Find the relevant account and click = next to the Balance field.

The Account Balance window opens displaying all documents that created
journal entries to which the account is connected.

3. Inthe Posting Date From field, specify the relevant posting date.

4. Double-click the Origin column and search for the journal entries (displayed as
JE).

=  Manual update of the predefined G/L accounts settings

You manually changed the allocation or expense clearing accounts due to the following
actions:

e You changed these accounts in the G/L Account Determination window.

e You changed these accounts in the Warehouses — Setup window for an existing
warehouse.

e You changed the selected level in the Set G/L Accounts by field on the Inventory
Data tab in the Item Master Data window. As a result, these accounts were
changed. Alternatively, the selected level is Item Level and you manually
changed these accounts for the item.

= Redefinition of freight charges as inventory-relevant

You changed the definition of freight charges from inventory-relevant to not inventory-
relevant (or vice versa) while there were open transactions using this freight definition.

You can correct these discrepancies caused by user actions only by using manual journal
entries.

Reconciliation of Inventory Accounts

The G/L inventory account balance must correspond to the inventory values when you use moving average,
standard, or FIFO valuation methods.

The Inventory Audit report shows the details for each inventory account. It is possible to compare the
Inventory Audit report results with a particular inventory account balance. They should display the same
results, as long as you work correctly with the inventory accounts.

Since the Inventory Valuation report shows only values other than the one set for valuation methods per
item, you can no longer use it to determine the inventory account balances; however, you can use it for what-
if scenarios.
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To determine the actual stock balance, use the Inventory Audit report.

é/f—) NOTE
u

The values contained in G/L accounts, such as the variance accounts, negative
inventory adjustment account, miscellaneous inventory gains, miscellaneous inventory
losses, and so on, should also be handled within the year in process.

= If you use a nonperpetual inventory system you can run only the Inventory Valuation
report.

For more information, see the document How to Set Up and Manage a Nonperpetual
Inventory System in the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation.

Inventory Audit Report

When you use the Inventory Audit report, you can choose whether you want to run it using the posting date
or the system date.

In SAP Business One, the inventory value calculations are based on the system date. Therefore, to reflect
the correct inventory value, we recommend that you choose to run the report by system date. Running the
report by posting date is for information purposes only.

When you run the report by system date:
¢ Only inventory transactions whose system date is included in the specified date range are covered.
e The Inventory G/L accounts are analyzed based on the posting date.

This could lead to cases in which backdated transactions (in which the posting date is earlier than the system
date) are excluded from the Inventory Audit report but are included in the inventory G/L account analysis
performed for the same date range. To reconcile the inventory account, you should use the posting date.
Any backdated postings are marked.

@ NOTE

There might be discrepancies between the inventory account balance and the balance
displayed in the Inventory Audit report. Some of the reasons why this may occur are:

=  Multiple inventory accounts
= A changed inventory account

= A manual journal entry that was posted to the inventory account
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—

L] EXAMPLE

Reports — Inventory — Inventory Audit Report

Inventory Audit Report - Selection Criteria

Pasting Date * (From

Iterns
Code Frorm [
Itern Group

| Properties Ignore

[ s accounts

Wiarehouzes
Lacation ihze Cods
-
o 01
o 02
Crisplay
i) By Ttems

| l"m Surnmarize by Accounts |

[ aroup by wrarehouses
[] Display ©F For Ttemsfaccounts with no Tranzactions

[Re—er—

Cancel

To 21.12.09

= To

rhse MHarme

General Warehouse
W arehouse 02

[4][v]

Expand Collapze

In the selection criteria window, choose between Posting Date and System Date and specify

the range of dates to include in the Inventory Audit report.

Discrepancies may occur during reconciliation of the inventory accounts. If they are a result of using the

wrong G/L account, correct them through manual journal entries. If the inventory details are wrong, and you

also have to correct the related item cost, use the inventory revaluation function or a more appropriate

inventory transaction.

éj NOTE

As of SAP Business One 2007, the inventory revaluation function supports the FIFO valuation
method for all countries.

&

[:l EXAMPLE

Inventory — Inventory Transactions — Inventory Revaluation
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For more information about the Inventory Audit report and inventory revaluation, see the document How to
Set Up and Manage a Perpetual Inventory System in the documentation area of SAP Business One
Customer Portal at http://service.sap.com/smb/sbocustomer/documentation.

Accrual and Valuation

Accrual

Typical examples of accruals include:
e Revenue
e Payments from rent contracts
¢ |Interest revenue and payments

Normally, such revenue and payments are already distributed across periods by recurring entries. If this is
not the case, all revenue and payments that are not yet relevant for the corresponding period need to be
analyzed in manual adjustment journal entries.

For easier identification, you can assign specific transaction codes to these manual entries and mark the
journal entry to be reversed automatically on the first day of the new period.

Q NOTE

If you use reserve invoices in SAP Business One, you may have posted revenue for non
delivered goods. Depending on the local requirements, you may need to correct this manually.
To identify the open and undelivered A/R reserve invoices, open the Open Items List window.
From the SAP Business One Main Menu, choose Reports — Sales and Purchasing — Open
Items List and from the Open Documents dropdown list, choose A/R Reserve Invoices - Not
Yet Delivered.

Assets Under Construction

Assets under construction must be managed outside of SAP Business One. Manual posting is required for
correct time accrual.

Depreciation in the SAP Business One Fixed Assets Add-On

We recommend that you execute all depreciation runs until the last period of the fiscal year. You can see the
log of each depreciation run in the Depreciation Run window. To display the results of a specific depreciation
run, click &* in the relevant depreciation run row.
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—

L] EXAMPLE

Financials — Fixed Assets — Depreciation Run

Depreciation Run

Drepreciation Area Book depreciation -
Cepreciation To 1 w 2009 *

Posting Date 31.12.09 Posting Period 1/ 2009
Posting Description Depreciation run 36H

[ Summarize by Praject
[ Sumrnatize by Distribution Rule

Previous Depraciation Runs:

# Run Shatus Depreciation Area Depreciation To Posting Drate Depreciation Remnark Crate Tirne  Uzer Mame
1 |5 100000001 Mo Postings Book depreciation 31.1z2.09 21.10,09 0.00 Depreciation run 100000001 21,1009 1020 rmanager E
I Start | | Cancel Diisplay Remaove

é:) NOTE

If you use the indirect depreciation method, even though the balance sheet account for
accumulated depreciation has a credit balance, it must be included in the balance on the assets
side. With this method, the total balance of both types of accounts — the asset accounts and the
accumulated depreciation accounts — represents the actual asset value.

Low Value Assets: Germany

In the SAP Business One 2007 A SPO01 release, for the Germany localization, you can define fixed assets as
low value assets. According to the definition of a low value asset, a depreciation run may deactivate low
value assets after their useful life.

Valuation of Foreign Currencies

The valuation of realized exchange rate differences occurs automatically for payments and receipts. On the
closing date, however, the following items normally still need to be revalued according to a period-end rate:

e Open receivables
e Open payables
e Bank balances for bank accounts that are held in foreign currencies
e Balances for any other G/L accounts in foreign currencies
You can use the exchange rate differences function to revalue these stocks.

In addition, as of the SAP Business One 2007 A SP01 release, you can activate exchange rate differences
handling for deferred tax at any time for relevant localizations. However, once it is activated and transactions
have been processed, you cannot disable it. It is not activated by default for either an existing or a new

company.
&

EXAMPLE

Financials —» Exchange Rate Differences
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Each country must consider its own specifics on how to valuate unrealized exchange rates. In some
countries, foreign currencies are valuated according to the imparity principle, while in other countries it is

required to calculate full value each time.

To valuate only losses or only profits relating to the current exchange rate, from the Data Side dropdown list,

choose Gain Only or Loss Only, according to the business transaction.

Exchange Rate Differences - Selection Criteria

Busimeszs Partmer |:| &L Accounts

Code From Ta

Customer Group All -
Verndor Group All -
| Properties Ignore

Execution Crate Currency  #w

3 [] Conzider Recon, Date

Exch. Rate Gain Acck (AR o FO00Z0 Exch, Rate Loss Acct (AR DF BE0040
Exch, Rate Gain Acck (AP o FOO0Z0 Exch, Rate Loss Acct (AP = A
Exch, Rate Gain Acck [G,L) DF FO00Z0 Exch, Rate Loss Acct [G/L) D EE0040
I Execute | | Cancel Crata Side Eoth Sides - Prewvious Report

* all Currencies

& CAUTION

Even if you select Gain Only or Loss Only, the exchange rate differences function does not
consider the imparity principle when it selects G/L accounts. In this case, you must check the

results in the report and correct them manually for posting.

When you select business partners, the imparity principle is considered. However, it is applied to the total
balance of one business partner only and not to every open item separately. Therefore, we recommend that
you check the proposal report manually according to the local legislation requirements. You can exclude an

open item from the selection by deselecting its checkbox.

Exchange Rate Differences - Row Details
Code Marne CUFrency
W3 Wendar3 GEP
Journal IT Ealance Ealance [FC) Rata Ciffarance
= Cgr.En Cg7.E0 20000 -293.75
D = 35250 352,50 20000 -176.25
=t | Eg7 .50 -293.75
Update | | Cancel
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é) NOTE

The exchange rates used are those saved in the exchange rate table on the execution date.
The current exchange rate that is valid for the valuation must already be entered in the
exchange rate table before you execute the transaction.

When you perform the valuation for business partners, you must deselect the G/L accounts.

For G/L accounts, the Exchange Rate Differences report displays by default all accounts that have received
foreign currencies. However, you can opt to select only accounts relevant for valuation.

We recommend that you create an automatic reverse posting on the first day of the subsequent period.

Exchange Rate Differences

Execution Drate 31.12.09 Acct / BP Currency: All Currencies

Details on Transactions

Ref, 1 Code Femarks [] auto. Remarks Auta, Reverse Rewversal Crate

and w Adjustment ¥ear End 01.01.10

App. Code I arne Ealance Balance [FC) F.ate Difference

] w1 Wendorl 42200 422,00 EUR 2.0000 -211.50 [&]

[] w2 Yendor2 90,00 940,00 ELUR, 2.0000 -470,00 [w]
c] I Add | | Cancel Save Reject All Approwve All

& CAUTION

We recommend that you check the suggested accounts carefully. Often, you have to
differentiate between realized and unrealized exchange rate differences. The application
default shows the accounts that are set in the account determination setup, and the accounts
are normally set for realized exchange rate differences.

If revaluation is also required for the system currency, you should perform this separately. SAP
Business One provides the conversion differences function for this purpose.

g EXAMPLE

Financials — Conversion Differences

Material Valuation
In most countries, regulations affecting the year-end closing dictate how warehouse stocks are valued.

SAP Business One lets you track the changes in inventory accounts and in the value of the items. To track
those changes, if you use a perpetual inventory system, you should run the Inventory Audit report. For more
information, see Inventory Audit Report.
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However, if you use a nonperpetual inventory system, you should run the Inventory Valuation report. For
more information, see Working with a Nonperpetual Inventory System.

If you do not use the perpetual inventory system, you can use the Inventory Valuation report to support the
following valuation types:

¢ Moving average
e Standard price
e FIFO

L1 EXAMPLE
Reports — Inventory — Inventory Valuation Report

In some countries, material valuation is generally based on the lowest value principle. To perform material
valuation according to this principle in SAP Business One, proceed as follows:

1. In Microsoft Excel, manually create a list with the lowest value prices.

2. Load these prices as a price list into SAP Business One.

3. Perform the valuation of warehouse inventory according to this price list.
4

Compare the values determined in the report with the inventory values determined in the system, and
manually post the discrepancies between them.

These accumulated adjustment postings could be entered in specific accumulated adjustment accounts (in
balance sheet accounts and P&L) on the last day of the period. We recommend that you identify these
values (by defining a transaction code) and reverse them on the first day of the subsequent period.

Q NOTE

Depending on your local legislation, if you do not valuate based on the lowest prices, you can
use the same procedure with any other price list.

& CAUTION

You must manually ensure that the figures are reproducible using the appropriate printouts.

You must also document the method for determining the valuation price in a manner such that
it can be reproduced (external to SAP Business One).

As a prerequisite for material valuation, you must complete inventory counting and inventory
accounts, and correct all differences.

Valuation of Completion of Production Orders and Projects

Depending on the scenario, either the work-in-process (WIP) has to be recognized by a manual journal entry
or it is already posted automatically by the system.

e When there are open production orders and the issue method of components is backflush, you must
post the WIP manually using the following method:

a. Determine the components of all open production orders, sorted by item, original warehouse,
and issue method backflush, and evaluated by the correct item costs for each item.

b. Perform a manual adjustment journal entry for the total of all WIP items for each inventory
account and transfer this value from the inventory to the WIP account.

c. Reverse this adjustment entry at the beginning of the new fiscal year.

¢ When there are open production orders and the issue method of components is manual, each
component value has already been posted to the WIP account.
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& CAUTION

The WIP in SAP Business One only relates to the direct material costs (value of the
components). It does not include any overheads or any other production or labor costs. You
must enter the overheads and any production costs manually.

In addition, as of the SAP Business One 2007 A SP01 release, you can handle exchange rate differences for
deferred tax. This can be relevant when items used in the production process were bought in foreign
currency. For more information, see Valuation of Foreign Currencies.

You can generate the Open Items List report by production orders as a basis for evaluating the quantities
planned, completed, rejected, and open of the released (but not closed) production orders.

L] EXAMPLE
Reports — Production — Open Items List

For more complex production orders (including production costs, and so on), you may have to include in the
concept the estimation of production and the corresponding posting of inventory changes or goods in
progress, especially if this has not already been taken into account as a supplement.

Allowances

You must perform any other allowances manually with an adjustment journal entry, for example, allowances
for doubtful accounts receivable.

Provisions

There are no functions available for deleting or creating provisions, for example, pension or vacation
provisions. Therefore, you must calculate and post provisions manually.

Accruals

To ensure that the balance is represented correctly, you may have to perform additional analyses, for
example, of receivables or payables accounts, to be able to classify different maturities. In this case, you
may need to transfer postings to a separate balance area using a clearing account.
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Reporting

VAT Report

Depending on the localization, you can use the VAT report to help you calculate data for your sales tax
return. Afterwards, you must manually transfer the resulting values to the sales tax return.

q
l:l EXAMPLE

Reports — Financials — Accounting —» Tax — Tax Report

You must manually post the transfer postings from the different tax accounts to one tax-payable account.
The latter account represents a receivable or payable against the tax authority. To be able to perform this
manual journal entry, in the Journal Entry window, deselect the Automatic Tax checkbox.

Series Mumber Posting Date  Due Drate Doc, Date Ref 1 Fef, 2 Trans, Code Rarnarks
Prirnary * k 0<.10.09 0. 10.09 04,1009 -
Origin Origin Ma, Tranz, Ma, Ternplate Type Ternplate Indicatar Project
- - -
[ Fixad Exchange Rate [] Rewerse [] &di. Trans. (Period 131 [| EU Repart [] autarmatic Tax

[+ Expand Editing Mode

# gl Acch/BP .. GL AcchBEP Mame Drebit (FC) Credit (FC1 Debit Credit Tax Group  Tax Armount  Gross .,
1 @ - ]
|
|
|
|
|
1 L
| [«]
_ [=]
[ [ I
I add | | Zancel Display in FC [ Display in 5C Carcel Termplate

& CAUTION

When you run the final tax report, select all tax codes and ensure that the error report
contains no data. From the Tax Report — Declaration window, choose the Error Report
button and make sure a ‘No data’ message is displayed.

= |f you use down payment requests, depending on the existence of open, unpaid-final
invoices related to down payment requests, you may need to enter a tax adjustment at
the end of the year. Currently in SAP Business One, the tax and base amounts for the
amount of the down payment request are corrected only upon payment of the final
invoice. As a result, you must adjust these tax and base amounts with a manual journal
entry by the end of the fiscal year and reverse them at the beginning of the new fiscal
year. For this adjustment entry, you also need to ensure that the Automatic Tax
checkbox is deselected (as shown above).
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Extended Tax Reporting: Germany and the United Kingdom

For Germany and the United Kingdom localizations, you can generate and save extended tax reports to be
submitted to the tax authorities. Extended tax reporting enables you to mark reported transactions and thus
prevent duplicate transaction reporting.

For information regarding the extended tax reporting functionality, see SAP Note 1311331.

Country-Specific Reports: Canada, Germany, Spain, and the United
Kingdom

For Canada, Germany, Spain, and the United Kingdom localizations, you can use the tax report to do the
following:

e Track what items were claimed from or paid to tax authorities in individual periods

e Claim from or pay additional items to tax authorities (if there were any added later on) for individual
periods

e Post the tax liability/receivable to the G/L account, when needed

e Save tax reports as they are generated and retrieve the saved reports in the future

Withholding Tax Report

The use of the Withholding Tax report depends on the localization. This report displays the withholding tax
amounts collected and paid during specific periods and helps you calculate data for your tax returns.

ﬂ EXAMPLE

Reports — Financials — Accounting — Tax — Withholding Tax Report

After defining the report, you can view it by business partner or by withholding tax codes.

Tax Declaration Box Report

The use of the Tax Declaration Box report depends on the localization. This report helps you calculate data
for your sales tax return. You must define the tax declaration boxes according to the reporting requirements
of your tax form. You then need to transfer the resulting values manually to the sales tax return.

You must post manually the transfer postings from the different tax accounts to one tax-payable account. To
be able to perform this manual journal entry, in the Journal Entry window, deselect the Automatic Tax
checkbox. The tax payable account represents a receivable or payable against the tax authority.

5

|_| EXAMPLE

Reports — Financials — Accounting — Tax — Tax Declaration Box Report

Tax Reconciliation Report

You can use the Tax Reconciliation report to reconcile the reported tax amounts with your G/L postings.

)

|_| EXAMPLE

Reports — Financials — Accounting — Tax — Tax Reconciliation Report
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EU Sales List

SAP Business One provides a report for determining data for the EU Sales List. After you run the report, you
must transfer the values to the official form. For some localizations, you can export the list to a file, which you
can later upload to the official form.

&
l:l EXAMPLE

Reporting — Financials — Accounting — Tax — EU Sales Report

Q NOTE

When you set up tax groups, it is important that you correctly enter the indicators Triangular
Deal and Goods Shipment for the corresponding tax codes.

The values in the EU Sales List consider item values. If documents of item type include freight
charges, then the EU Sales List reflects the freight. However, the EU Sales List does not
consider documents of service type and A/R down payment requests (even if paid).
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Documentation

é:) NOTE

The prerequisite for accuracy and completeness of reports is that you correctly assign all
relevant accounts in the chart of accounts to the hierarchies. The same also applies for the
financial report templates.

& CAUTION

You can mention journal vouchers in the balance sheet, the profit and loss statement, and the
Trial Balance report. Be sure to close all journal vouchers before you run the year-end closing.

Balance Sheet

You can create a financial report template for displaying the balance sheet that enables you to represent the
data in different forms, as required. When you print the balance sheet, you can choose between a T-account
display and a vertical report form.

%

[ | EXAMPLE

Reports — Financials — Financial —» Balance Sheet

é:) NOTE

To print the Balance Sheet report without journal entries for the year-end closing adjustment, in
the Balance Sheet — Selection Criteria window, select the Ignore Adjustments checkbox.

To print the Balance Sheet report at the end of the year, after the year-end closing transaction
has been executed, in the Balance Sheet — Selection Criteria window, select the Add Closing
Balances checkbox. In this way, the balance sheet shows the balance of the period-end closing
account.

& CAUTION

To print the balance sheet from the previous fiscal year correctly with the posted values of the
year-end closing account, you must select the Add Closing Balances checkbox. This shows the
result of the fiscal year you are closing in the period-end closing account. It also shows the
balance of the previous fiscal years in the retained earnings account.

This occurs because the period-end closing transaction posts the result of the period to the
period-end closing account with the last day of the fiscal year as the posting date. Additionally,
this routine creates a second posting, whereby this result is taken again from the period-end
closing account and posted to the retained earnings account. This is done with the first day of
the new fiscal year as the posting date. As a result, the balance of the period-end closing
account shows the result of the year to be closed, while the balance of the retained earnings
account shows the result of the previous fiscal years.

To analyze discrepancies in the balance sheet, you can proceed as follows:

i. Startatotals list and a list of balances (Trial Balance) as a monthly report.

ii. Determine in which month the first discrepancies occur.
iil. Startthe General Ledger report and test the different transactions with the Expanded
button chosen, or use the Document Journal report, which provides a clearer overview

by also allowing you to display totals for credit and debit.
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Profit and Loss Statement

To display the profit and loss statement (P&L), you can also create a financial report template to display the
data in the format required.

5

|:| EXAMPLE

Reports — Financials — Financial — Profit and Loss Statement

& CAUTION

If you want to print a P&L at the end of the year, after the balance transaction has been
executed, ensure that the Add Closing Balances checkbox is not selected. Otherwise, the P&L
will be zero, since all P&L accounts would be closed by the period-end closing routine, with the
last day of the fiscal year as the posting date.

If you print the P&L at the beginning of the new fiscal year after processing the year-end closing
transactions, the Add Closing Balances checkbox must be selected to show zero balances in
the current year.

Trial Balance

You can also create a financial report template to display the totals list and a list of balances (Trial Balance)
in the format required.

>

I:l EXAMPLE

Reports — Financials — Financial — Trial Balance

Q NOTE

To display the Opening Balances column, under the Display in Report section in the selection
criteria window, select the Opening Balance for Period checkbox and then you can select one
of the following options:

= OB from Start of Company Activity radio button

For balance sheet accounts, after the year-end closing has been processed, SAP
Business One displays the opening balances as of the first day of the reporting period.

For expense and revenue accounts, SAP Business One displays the cumulated closing
balance transactions from previous periods.

= OB from Start of Fiscal Year radio button

This option lets you show opening balances if they were entered using the opening
balances utility.

Usually, there is no opening balance shown when the selected period corresponds with
the same fiscal year. This option becomes relevant when the selected period deviates
from the fiscal year.
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Other Reports

Journal
Use the Transaction Journal report to display all journal entries created for your company during the year.

= - 4

[ 1 EXAMPLE

Reports — Financials — Accounting — Transaction Journal Report

Transaction Journal Report - Selection Criteri

Criginal Journal All Tranzactions -
Pasting Crake From 010109 Ta 1273109
Transaction Mo, From To

Ok | | Cancel | Series

In the Transaction Journal Report — Selection Criteria window, from the Original Journal
dropdown list, choose All Transactions. In the Posting Date From and To fields, specify the
year’s beginning and end dates.

Account Itemization for Balance Sheet and P&L

To view this itemization, print the balance or the P&L of the lowest level account, which is displayed when
you choose the highest level number from the account detail level dropdown list.

ﬂ EXAMPLE

Reports — Financials — Financial — Profit and Loss Statement

Account Statement List for Customers and Vendors

In the Trial Balance report, you can select business partners. Individual vendors and customers are
displayed in the lowest level of the accounts, which is the highest account level number. Business partners
are also displayed according to customer group/vendor group.

If you want to print the customers and vendors separately, select None for the customer group or vendor
group that you do not want to print.

&

EXAMPLE
Reports — Financials — Financial — Trial Balance

For more information, see Reconciliation of Open Iltems and Balances for Business Partners.

Open Items List and Aging Reports

You can use the Open Items List window to generate a list of open items, and the Aging reports for business
partners to generate a list of open items per business partner.
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—

L1 EXAMPLE
®= Reports — Sales and Purchasing — Open Items List
®= Reports — Financials —» Accounting — Aging — Customer Receivables Aging

®= Reports — Financials — Accounting — Aging — Vendor Liabilities Aging

Account Statements

You can use the General Ledger report to generate account statements for individual accounts and
individual business partners.

ﬂ EXAMPLE

Reports — Financials — Accounting — General Ledger

Asset History Sheet

If you are using the Fixed Assets add-on for SAP Business One, you can use the Asset History Sheet report
to evaluate the asset data by balance sheet account or by asset class. In addition, you can print the Asset
History Sheet report for the appendix of the year-end documentation.

Q NOTE

The Asset History Sheet report displays the numbers calculated for the date range of the
selected fiscal year. If you have discrepancies between this report and the values posted in the
Trial Balance report, you have to complete the depreciation runs for this fiscal year in Fixed
Assets and make sure all depreciation has been posted.

g EXAMPLE

Financials — Fixed Assets — Asset History Sheet

Asset History Sheet

Company CE_AW 03 Report Date 02,11.2009

Dapracistion Area Book depreciation Figcal Yaar O8.01,2009 - 31.12.2009

Assel Class

Balarce Account

#  Fined Axsets APC Start FY  Acquisition  Retirerent  Transfer  Write-wp  Acc. Depr.  NBV Start FY  Depr. In Curr. FY APCEnd FY  MBY End FY

A JI* 2-0002 - Grundsticke 1.700.000,00 0,00 0,00 0,00 0,00 0,00 1.700,000,00 000 1.700.000,00 1.700.000,00
S]] ** 0065 - 1.700.000,00 0,00 0,00 0,00 0,00 0,00 1.700,000,00 0,00 1.700.000,00 1.700.000,00
z |* Z=000% = Gebsude 1.230.000,71 0,00 0,00 0,00 000 E54.200,71 SES 200,00 24500, 00 1.230,000,71 Ed41 200,00
A JI** 0090 - Geschaftsbauten 1.230.000,71 0,00 0,00 0,00 000 E54.200,71 565.500,00 24600,00  1.230,000,71 541.200,00
5 {1*  Z-0004 - Maschinen 101.7%9 60 10.000,00 0,00 0,00 000 5165860 £0.135,00 023,00 111,79 60 #3.115,00
E | ** 0200 - Technizche Anlsgen und Maschinen 101,796 60 £0.000,00 0,00 D,Uli U,I].D S1EE8.60 E0, 132,00 9.023,00 Ill.m.ﬁ.ﬂ 49.115,00
2 lI*  Z-0005 - Fahrzeuge 0,00 52.980,00 0,00 0,00 0,00 0,00 0,00 2.000,00 56.580,00 56.980,00
|| ** 0320 - PKW 0,00 55.950,00 0,00 0,00 0,00 0,00 0,00 200000 56.380,00 55.950,00
z i Z-0006 = Betriebzauzst sttung 0,00 £.000,00 0,00 0,00 0,00 0,00 000 1.314,00 5.,000,00 2 586,00
A0 J1** 0400 - Betricbsausstatiung 0,00 £.000,00 000 0,00 0,00 10,00 0,00 1.214,00 5.000,00 2.686,00
11 ]| *  Z-0007 - Gaschiftzausstatiung 1.559,01 9.991.25 0,00 0,00 0,00 933,01 566,00 24,47 11.550,26 973278
E | ** 0410 - Batriebsaustatiing . gesch 1.559,01 9.991,25 0,00 0,00 0,00 943,01 556,00 824,47 11.550,26 973278
A31*  Z-000% - Geringwerlige Wirtichaftsgliter 0,00 410,00 0,00 0,00 0,00 0,00 0,00 410,00 410,00 0,00
dd || ** 0480 - GWGE bis 410 EUR 0,00 410,00 0,00 0,00 0,00 0,00 0,00 410,00 410,00 0,00
E | *** DE_AW _03 3)033,368,32 84.330,25 0,00 0,00 0,00 T16.852,32 2316 504,00 38.171,47 3.117.737.57 2.33}13,?3
|

To obtain a detailed presentation of all acquisitions, retirements, transfers, and write-ups, you can use the
accounting reports based on the journal entries. You can identify journal entries originating in the Fixed
Assets add-on by the reference /SBOFA/ in the Refl field and in the detailed description.
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Inventory Listing

To present a detailed list of your inventory values, use the Inventory Audit report run on the price list with
year-end item costs. For more information, see Inventory Audit Report.

—F

[ ] EXAMPLE

Reports — Inventory — Inventory Audit Report

Valuation According to Other Accounting Principles

It is not possible to perform the year-end closing according to more than one accounting principle in parallel
in one database. You must perform valuation by any other generally accepted accounting principles using
manual transfer postings. This document does not cover this procedure.
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Periods

For information about posting periods, see the document How to Work with Multiple Open Posting Periods in
the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation.

Restarting Document Numbering

If you want to restart document numbering in the new fiscal year with the same document numbers or a
different document number range, you need to define period indicators in SAP Business One before you
create the period. Define one period indicator for each fiscal year and assign the corresponding period
indicators when you create the document number ranges. You then assign the period indicator to the newly

created periods of the next fiscal year.

”
l:l EXAMPLE

Administration — Setup — Financials — Period Indicators

# Pericd Indicatar

1 |zo08 [=]
2 |eo0s [=]
E] 2010

4 CreFault

s |

|

|

| [+]
_ [~
I Ok | | Cancel

& CAUTION

If you have documents with the same document numbering in two different periods, you cannot
select different period indicators in the selection criteria for document numbering in the different

standard reports.

Creating New Periods

You must create the periods for the new fiscal year at the end of the current year, at the latest, and before
the balance is carried forward.

Q NOTE

To prevent accidental postings into the new fiscal year, we recommend that you not create the
new posting periods too far in advance. Otherwise, these periods are active by default, based

on the system date.
You can create a separate G/L account determination for each period. When you create a new posting

period, either with a date range prior to or later than the existing periods, SAP Business One automatically
takes the G/L accounts, defined in the G/L Account Determination window for the new posting period, from

the period covering the current system date.
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The G/L accounts used for the period end closing account and for the retained earnings account must
remain the same for the new posting period.

Using Period 13

In SAP Business One, you can separate postings that are related to the year-end closing of the whole fiscal
year. These should not appear in the operations result of period 12. SAP Business One has no separate
adjustment period for this. To separate these postings, you need to mark them as an adjustment posting.

5

l:l EXAMPLE

Financials — Journal Entry

Series Murnber Posting Crate  Due Date Doc, Date Ref, 1 Ref, 2 Trans, Code Remarks
Prirnaty T E 04.10.09 04,10.09 04,10.09 -
Crigin Crigin Ha, Trans, Mo, Template Type  Template Indicator Project
- - A
[ Fixed Exchange F.ate [ Reversa adj, Trans, (Period 12) |[] EU Report Autamatic Tax

[* Expand Editing Mode

# &)L Acch/EP ... G/L Acch/EP Mame Drabit (FC) Credit (FZ)  Debit Credit Tax Group  Tax Amount  Gross .

You can exclude adjustment postings from the following financial reports:
e Balance Sheet
e Trial Balance
o P&L statements

o General Ledger

e Document Journal
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Fiscal Year Change in Fixed Assets

Once you create new periods in SAP Business One, you can automatically transfer them to the Fixed Assets

add-on. To do this, access the Fiscal Years window in the Fixed Assets add-on setup and choose the

Refresh button.

5
l:l EXAMPLE

Administration — Setup — Fixed Assets — Fiscal Years

Fiscal Years (Fixed Assets)

# Fiscal Year Frarm Ta

1 |z007 01.01.07 311207
2 |z009 01.01.09 31.12.09
[z 2010 01.01.10 21.12.10
_

_

_

_

_

_

_

| Lpdate | | Cancel | Fefrash

Aictive
Mo
Fes
Fes

Mext Year

4

L |
0 ]

| Fizcal Year Change

At the end of the fiscal year, after reconciling the fixed assets, you perform a fiscal year change. As a result,
all fixed assets are carried forward into the new fiscal year. To perform the fiscal year change, use the

following method:

1. Select the next fiscal year row and choose the Fiscal Year Change button.

The Fiscal Year Change window opens.

2. Inthe Fiscal Year Change window, select the Close Fiscal Year checkbox to close the previous fiscal

year.

After you perform the fiscal year change, you can only add transactions for fixed assets into a new fiscal
year. This fiscal year change is effective for the Fixed Assets add-on only; it does not have any effect on

other SAP Business One modules.

&
l:l EXAMPLE

Financials — Fixed Assets — Fiscal Year Change

Fiscal Year Change (Fixed Assets)

Fiscal Year From 2009 * 01.01.09-21.12.09
Fizcal Year To 2010 01.01,10 - 31.12.10

[] <lose Fiscal year

Update | | Cancel
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Period-End Closing

To carry forward the balances of the P&L accounts to the corresponding account in the balance sheet (or
several different balance sheets), you can use the period-end closing function. You can store the results
initially as a report and then post them at a later stage.

If you make postings after entering the balances carried forward, you need to restart the period-end closing
routine to include these subsequent postings.

ij

L] EXAMPLE

Administration — Utilities — Period-End Closing

Period-End Closing - Selection Criteria
P/L Accounts Find 1 v
# R Account
1 x ¢ Turnower
23 x5 Costof Sales
7t ¥ O Operating Costs
174 x (= Mon-2perating Incore and Exper
189 |« S Taxation and Extracrdinary Therns
1
1 |E|
1
E— =]
Period 2009 * From 2009 bl To 2009 -
Fetained Earnings &ccount = 240000 Fetained Earmings
Petiod-End Closing Account S 350000 Period-End Clasing
| Execute | | Cancel | Previous Report Settings

When you execute the report, the Period-End Closing window opens:

Period-End Closing
Far Clazing Period 1 From 2009 Ta 2009
Ref. 1 Ref, 2 Crue Crate Document Cate  Remarks
311209 31.12.09 Far Clozing Period 1
Approved  Account Code  Account Mame Currency  Balance (LC) Ealance [FC) Ealance [SC)
] = 400000 Sales Revenue [Domestic) - Product Mol GEP -100,00 0,00 -100,00
= S00005 Raw Materials - Cost of Goods Sold GEP 130,00 0.00 130,00
30,00 | 3000
cl I Execute | | Cancel Create Auta, Remarks Save
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Q NOTE

In the Period-End Closing — Selection Criteria window, you can specify the same account in
both the Retained Earnings Account and the Period-End Closing Account fields.

& CAUTION

Before the balance is carried forward, check the accounts in the P&L appendix, and, if
necessary, do not carry these forward (for example, if they are statistic accounts).

Once you have executed the period-end closing for the selected expenses and revenue accounts, 2
transactions are created for each account and 2 journal entries are automatically created to reflect those
transactions.

The balances of those P&L accounts are posted to the period-end closing account on the same day (the last
day of the period) and the balances are reduced to zero. The first journal entry reflects this. On the first day
of the subsequent period, the period-end closing account is posted to the corresponding balance carried
forward to the retained earnings account in the balance sheet. The second journal transaction reflects this.

The balance of the period-end closing account is zero.

Country-Specific Feature: AT, BE, CL, CR, CZ, ES, FR, GT, HU, IT, MX,
PT, SK

It is possible to carry forward the balances of balance sheet accounts and business partners for the following
localizations: Austria, Belgium, Chile, Costa Rica, Czech Republic, France, Guatemala, Hungary, Italy,
Mexico, Portugal, Slovakia, and Spain.

In this case, for an easier audit of the journal entries, we recommended that you run the tool three times, as
follows:

1. In the Period-End Closing — Selection Criteria window, select only the BP checkbox (do not select
the Accounts checkbox).

2. For the second run, select only the Accounts checkbox and then select the profit and loss drawers
only.

3. For the third run, select only the Accounts checkbox and then select the balance sheet drawers only.

For more information, see country-specific documentation.
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Final Closing of the Period

To close the period, you change its status to Locked. Locking the period helps you prevent any additional or
accidental postings. Before you lock the current period, you must close the P&L accounts.

Changing the settings of the current period applies to only one workstation. This means that you can use the
authorization for period definition to control which users can define a period as current.

For information about the authorizations required for period definition, see the online help for SAP Business
One and the document How to Define Authorizations in the documentation area of SAP Business One
Customer Portal at http://service.sap.com/smb/sbocustomer/documentation.

=
[ ] EXAMPLE

Administration — System Initialization — Posting Periods.

In the Posting Periods window, click = for the period you want to lock.

Posting Period
Pericd Cods 2004
Pericd Marne 2004
Sub-Periods Year
Mo, of Periods i
Pericd Indicator Drefault l
Category 20019
Period Status Locked -
Crates
Paosting Drate From 01.01.09 To 21.12.09
Cue Crate Fraom 01.01.09 Ta 21.12.09
Crocurnent Crate From 01.01.09 Ta 31.12.09
Skart of Fizcal ¥ear 01.01.09
Fizcal Year 2004
Update || Cancel
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Checklist

No.

Task

RSP Check
Available

Responsible

Date Completed

Entry deadline for orders and purchase
orders

All orders and purchase orders for the old
period should be entered in the system.

X

[]

Perform preparation work

Check the document numbering.

Check the completeness of
transactions, including:

o Document drafts

o Documents pending
approval

o Recurring postings
o Reverse transactions

o Proposed exchange rate
differences and conversion
differences

Check for negative inventory.
Check for execution payment runs.

Check statistical and clearing
accounts.

Check for completeness of bank
statements.

AN N N N N NN

[]

Post deadline for A/P and A/R

Invoices
Credit memos
Deliveries

Returns

Perform inventory count

Reclassify business partners and bank
accounts with a negative balance

[]

Close period

Change period status to Closing Period
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No. | Task RSP Check Responsible | Date Completed
Available
7 | Perform reconciliation |:|
e Internal reconciliation upgrade v
journals
e Business partners v
¢ Fixed assets x
e Bank statements and bank and <
cash accounts
o Allocation and expense clearing x
accounts
e Inventory accounts x
8 | Determine accruals and valuation x |:|
e Accruals (including revenues for
undelivered A/R reserve invoices)
e Assets under construction
e Depreciation
e Valuation of foreign currencies
e Material valuation
e Work in progress
e Allowances
9 | Provisions and transfer postings x |:|
10 | Posting deadline for general ledger x |:|
11 | Reporting x |:|
Create and print reports
12 | Period-end closing x |:|
e Restart document numbering.
e Create new periods for the new
fiscal year.
¢ Change fiscal year in fixed assets.
e Perform period-end closing.
13 | Final closing of the old period x |:|
Change the period status to Locked.
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Copyrights, Trademarks, and Disclaimers
© Copyright 2009 SAP AG. All rights reserved.

The current version of the copyrights, trademarks, and disclaimers at
http://service.sap.com/smb/sbocustomer/documentation is valid for this document.
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