
“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)

To open the window for preparing closing journal entries at the end of a Fiscal Year
(or period, if needed), use the button labeled ‘Close Books Year End’ under ‘Task
Menus’ on the Navigation/Home window.  OR, simply type ‘CBE’ in the “Index’
field.

The windows that will open are designed to make it easier to post a journal entry to
‘close’ the Income Statement accounts at the end of a period.  It is 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
posting Adjusting Journal Entries.)

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
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.

The first account that is an Income
Statement account and the last
account account that is an Income
Statement account will already be
filled in for you.  If there is some
reason that you will not be ‘closing’
the balances in all of those accounts,
select the appropriate range of
‘Accounts To Close’.

Select the appropriate ‘Equity
Account To Close Into’.  Since all
Income Statement balances should
be closed into an Equity account,
those will be the only ones available
to select from.

Continue to the next page.



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

The “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.



Review the Closing Journal Entry Batch
After using the button to ‘Create Closing Entry’ shown on the previous page, the
program will pop up a window stating that a Journal Entry batch has been created.
If the button labeled ‘Exit and Review the journal entry batch.’ is used, the
window shown below will open.  See Help Documents available on the ‘Add/Edit
Journal Entries’ window for information on changing, deleting , or printing the
records.


