“Closing the Books” at End Of Year (or period, if needed)

“Closing the Books” is the process of transferring the total of all Income and Expense accounts

to an Equity account. The net total of the Income and Expense accounts for the Fiscal Year is the
Net Income (or Loss) for the year. After the transfer, all Income and Expense account balances
should be zero as of the date of closing. Quite often, the Equity account that the balances are
transferred into is the “Retained Earnings” account, but this can vary depending on the structure
of your business. Ask your accountant for help with this process, if necessary. NOTE: The
detail data is NOT removed from the accounts with this process, and can remain on your books
as long as you wish.

Continue to the next page.



Open Window To Close Books At End of Year (or Period, if needed)

Task Menu

To open the window for preparing closing journal entries at the end of a Fiscal Year
View CHS Setup Steps

(or period, if needed), use the button label@ldse Books Year Endunder Task
Joh Budget, Bids, Costs (JB) fMenus on the Navigation/Home window. OR, simply tygeBE’ in the “Index’

Joh Status, Scheduling (JS) field.
Purchase Orders (PO) The windows that will open are designed to make it easier to post a journal entry to
Change Orders (CO) ‘close’ the Income Statement accounts at the end of a period. Itis NOT required

that these windows are used to prepare a closing entry. If your accountant prefers,
they can prepare their own journal entry manually. (See Help documents for
Current Payroll (PR) posting Adjusting Journal Entries.)

Vendor Bills, Checks (BI)

Draw Requests (DR)

On the window shown below, enter the ‘end of period’ date. Since this is a date-
sensitive program and Income Statements can be produced for any range of dates, it
Bank Deposits (DP) is NOT necessary to ‘close’ the books at the end of each month. Usually the date
entered on the window will be for the end of your fiscal year for accounting.

Accounts Receivable{AR)

Trial Balance/Cash Flow (TB)

Job Closing Entries (JCE) . . q .
Criteria for Closing Books End of Period [ iesy | Home |
Close Books Year End (CB (CBE in In ﬂEX']

The first account that is an Income | YWsualy Income Statement accounts are closed into an equity account (ke Retained Eamings) at
Statement account and the last fiscal vear end. Discuss this with your accountant,

account account that is an Income Closing Entry Date _:,

Statement account will already be

filled in for you. If there is some ACCOUNTS TO CLOSE: FROM-> (3000 - |T0 > 9500 -]
rﬁasorll that you V\II|I|| ?Or: be CIOSIng QUITY ACCOUNT TO CLOSE INTO-= o20) v |
the balances in & _O those ac ! . 2500 COMMON STOCK EQUITY
select the appropriate ra of Continue to Closi| g1 ADDITIONAL PAID TN CAPITAL EQUITY
‘Accounts To Closé et alkl
REMOTE USERS! Before closing the books for a period, | 2521 Prior Period Adjustments EQUITY

) _ your data file to your local computer. Then rename th{=5=0 PARTMERSHIP CAPITAL EQUITY

Select the appropriat&quity include something about the year (or period). =960 DRAWING ACCOUNT EQUITY

Account To Close Intd. Since alll
Income Statement balances should [LOCAL USERS! Before closing the books for a period, it's a good idea to make a copy of your data
. . file as a backup. Then rename the copied file to include something about the year (or period).
be C|OS€_d Into an Equity accou_nt, Call CHS if you need help doing this.

those will be the only ones availabl

to select from. Since this program is a date sensitive program, it is not necessary to close the books at the end of each
maonth. However, you may do so if your accounting methods require a manth end closing. Itis
recommended, howewer, that bocks are closed at year end only using this program.

A31%4
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The “Closing” Window

After the information is entered on the window shown to the
left, use the button labeled ‘Continue To Closing Window'.

This window will open displaying
all of the accounts that will be
closed and their balances. The
Total of these accounts is shown
on the bottom of the window.
Every account balance on the
window is subtotaled by Job and
Department. The entries made to
the Equity account will be totaled
by Job and Department, so that
the Trial Balances by Job and
Department can remain in bal-
ance. After you have reviewed
the balances and totals on the

screen, click the Command button—]
labeled ‘Create Closing Entry”. ~|

A Journal Entry will be created
and stored in the AJE Journal.
You may view (or edit) the entry
from the Add/Edit Journal Entries
screen.

Continue to the next page.

ACCOUNTS TO CLOSE:

Closing Entry Date -:=

EQUITY ACCOUNT TO CLOSE INTO->

/ Continue to Closing Window :

/

FROM-> |2000 = |TO-> (9300 -

/ - - -

LIST OF ACCOUNTS and BAL.

AKCES TO CLOSE

(=) En

I

Home

>

| Credits are shown as positive numbers and Debits as neqgative for viewing purposes.

I

GL NUM GL ACCOUNT NAME BALANCE  JOB DEPT
)] (S SalLES-DEVELOPED LOTS $63.067.69 |SHLW2000 CH
] 300 SALES-SINGLE FaMILY SPECS $554.523.94 |MONTS00 CH
B oo SALES-SIMNGLE FaMILY SPECS $450,000.00 |S¥LV410 CH
N 0o S&LES-SIMGLE FaMILY SPECS $646.500.00 |WEMTEE0 CH
] 20 SALES-SIMGLE FAMILY CUSTOM $592,43811 (H129 CH
B Nz0 SALES-SINGLE FaMILY CUSTOM $E57.271.09 |SYLW2M0 CH
] 3320 OVERHEAD INCOME $37.250.00 (H CH
B 3400 MISCELL&AMEOUS IMCOME $10539.29 |CREEK1115 OH

3500 COST OF 5ALE-LAMD HELD FOR DEV [$28.355.64) |SYvLV2000 CH
] 3600 COST OF 5ALES-SMGL FAM SPECS ($421.00] [H aH

3600 COST OF SALES-SMGL FAM SPECS [$587.772.28) |MOM Y500 CH
B 3600 COST OF 5ALES-SMGL FAM SPECS ($426.453.90) |5vLY410 CH
\\ 3E00 COST OF SALES-SMGL FaM SPECS [$605.846.EE) WERTEE0 CH
B ?BSO\ COST OF SALES-SMGL Fak CUSTOM [$502,755.54) |H123 CH
] 3620 \QST OF SALES-SMGL Fak CUSTOM [$554,356.03) |SvLV2010 CH
B 4ma S.&DTF\&E&SLIF‘EHINTENDENTS [$2.000.00) H OH

4130 HEALTH IM MCE - COMSTR. [$275.96] [H OH
] 410 REMT - FIEIZDE‘\;FIE\ ($31.31)|H OH

| TOTAL TO CLOSE INTO AEE'FWEFII 252l]| | $6.307.65 |
Create Closing Entry

Recaord: 14 1 k| H af 81




Review the Closing Journal Entry Batch
A Journal Entry batch has been created to close the  after ysing the button to ‘Create Closing Entry’ shown on the previous page, the

accounts elected as of the date selected.

program will pop up a window stating that a Journal Entry batch has been created.
If the button labeledExit and Review the journal entry batch! is used, the

Selesterael ine epiicns blou: window shown below will open. See Help Documents available or\tha/Edit

"Exit and Review the journal entry batch. y | Journal Entries’ window for information on changing, deleting , or printing the

I'm finished. Exit Closing Entry Windows. \

records.

Add/Edit Jowrnal Entries ((JE in index) - Entries Sorted By Entry Number i | Home
) ) Post Credits as a negative (minus)
Find Another Start a New Delete This amnount and Dehits as a positive
JE Batch JE Batch JE Batch {plus) armount. The TOTAL should
Change Doc ID equal zero when the AJE batch is
L IDoc ID: [Cls 12/2006 | JEDate:]| 12/31/06 | [complete.
Ent# GIL Account Mumber Jaob Denpt. Description Zost Code Type Markup|  Amount |
p [H0321 s | Edit S050-54LES- « [svLvzo00 - [cH « [FEnd Of Period Closing |0-0-MOME - - | 0.00%| $63,06769 | new | Copy
Line |DEYELOPED LOTS ] — [Ertry [ [ Line | Line
1352 Edit [[3100-SALES-SINGLE  + MONFSOO + [CH « [FEnd Of Period Closing |0-0-MOME - - | 0.00%[$584 52394 | Hew | Cop
AR T L PY
Lime |FAMILY SPECS Eritry* Line | Line
1355 w | Edit S100-SALES-SIMGLE - fsvL¥#10 = |CH « [FEnd Of Period Closing |0-0-MOME - »| 0.00%[$450,00000 | pew | Copy
Lime |FAMILY SPECS ] Eritry* Line | Line
EEEE] w | Edit S100-SALES-SIMGLE - [WENTSE0 - |oH « [FEnd Of Period Closing |0-0-MOME - »| 0.00%[$646,500.00 | pew | Copy
Line (Family SPECS | Entry* Line | Line
1356 w | Edit 3120-SALES-SIMNGLE - JH129 - |oH « [FEnd Of Period Closing |0-0-MOME - »| 0.00%[$592,435.11 | Hew | Copy
Line [FAMILY CUSTOM | Ertry* Line | Line
EEE w | Edit S120-SALES-SIMGLE - fsvLv2010 - |CH « [FEnd Of Period Closing |0-0-MOME - - | 0.00%[$657,271.09 | Hew | Copy
Lime |FARMILY CLUSTOM ] Eritry* Line | Line
13T w | Edit E20-0%ERHEAD - [H - |oH « [FEnd Of Period Closing |0-0-MOME - »| 0.00%| $37,25000 | pew | Copy
Line [[MCOME ] Eritry* Line | Line
1358 w | Edit 5400- » [cREEK1115 = [CH « [FEnd Of Period Closing |0-0-MOME - - | 000%| $10,539.29 | pew | Copy
Line |[MISCELLANECUS - Ertry* Line | Line
1350 w | Edit SSO0-COST OF SALE- - fsvLv2000 - |CH « [FEnd Of Period Closing |0-0-MOME - - | 0.00%](3258,35564) | Hew | Copy
Line ||LAMND HELD FOR DEY - Ertry* Line | Line
1300 w | Edit SEO0-COST OF SALES- - H - |oH « [FEnd Of Period Closing |0-0-MOME - -| 000%  (3421.000| pew | Copy
Line ||=MGL FAM SPECE ] Eritry* Line | Line
1391 w | Edit SEOD-COST OF SALES- - MONTSOD - |CH « [FEnd Of Period Closing |0-0-MOME - - | 0.00%[$587,772.28) | Hew | Copy
Line ||=MGL FAM SPECE ] Eritry* Line | Line
40352 Edie =3RNN-COST OF Sl Fae - BSy1vain - I"H *End (1f Perind Clasing [N-N-bOkE = Ui 542m 459 am |l mawe | eaee
Genl Ledger CE B |JOB REWVEMUES: Do not use this Journal Entrlez witidow to post Job Revenues that TOTAL
$0.00 should display on Job Cost and Revenue reports, Use the Add/Edit Deposits
witidowe and the Deposit Categories that are needed for the reports, If needed, [should be zera when finished) ==
post a "zero” deposit, Use the alocation lines on the Deposit window: to create the
deposit infout “journal entey”. (DP in navigation indesx)




