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YEAR END PROCEDURE

There are a number of steps involved in doing the year end.

Note: Backups can only be done from your Server machine. If you do not have access you will need
to speak to your system administrator or your IT department.

STEP 1: CREATE A BACKUP

Backing up using Microsoft SQL Server Management Studio

Open SQL Server Management Studio. The Connect to Server window will be displayed

gﬁ Connect to Server

? §m5°f Server2008R2

Pt

Server type: | Database Engine

Server name: |

Authentication: ' SQL Server Authentication

Login: |

Password: |

[ ] Remember password

Connect | Cancel || Help

|| Qiptions > |

Make sure that the correct Server name and Authentication method are entered and then click the

‘Connect’ button.

In Object Explorer, click the server name to expand the server tree.

Expand Databases, and select the correct DRIVE database.

A7 Microsoft SOL Server Management Studio

Ele Edit ¥ew Tools Window Community Help

; arver R
# [ Databases
[ Security
@ Server Objects
[£3 Replication
[ Management

(<] Im

Ready
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Right-click on the database name, point to Tasks, and then click Back Up...

File Edit Vew Tools Window Community Help

0 u_°T 715
= [B SOL Server 'RELATE (SQL Server 10.0.1600

I=) [l Databases

L3 System Datsbases

U
3 Security
[ server Chjects
3 Replication
[C@ Management

5 Script ~ [ Help

Source
Diatabase:

Recovery model
Backup type:
[] Copy Only Backup
Backup componert

(®) Database

O Files and filegroups:

Backup sst

Hame: \Drive_  Full Database Backup

Degeription [

Backup set wil expire:
Qs days
O on: 17/04/2009
Server:

Server\RELATE Destination
Back up o: (3 Disk Tape

Conneciion

Connection:
Server \RELATE

33 View connection propertiss

Progress

Ready

In the Database list box, verify the database name or select a different database from the list.

Select a page E;SScm'pt . EHEID

2 General
% Options

Source

Database:
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In the Backup type list box, select Full.

For Backup component, click Database.

Either accept the default backup set name suggested in the Name text box or enter a different name
for the backup set. Optionally, in the Description text box, enter a description of the backup set.

Choose the type of backup destination by clicking Disk or Tape, select Disk.

Click the ‘Add’ button. The Select Backup Destination window will be displayed

| Select Backup Destination

Select the file or backup device for the backup destination. You can create
backup devices for frequenthy used files.

Destinations an disk

(®) Eile name:
Files*Microsoft SGL Server\M3SGL10.RELATE\MSSGL Backup'| E]

CK

Cancel

Click on the E Elipse button to bring up the Locate Database Files window.

=%

[ Locate Database Files

Select the file:
@

{3 SAVGBVAULTS
{23 “ROXTMP
{3 Bdble45546abE7BechLci05aca2
{13 APEXDATA
{13 BOSV3
{23 Config.Msi
{3 d65(fBc55a21513d084ac366d4 7bae
{23 Documents and Settings
{3 Drivers
3 Irtel
{3 MSOCache
{_3 Program Files
I3 RECYCLER
{23 Relate documentation
{1 Relate Softwars
{3 ROS
{13 SWSetup
{3 System Volume Irformation
{3 SYSTEM.SAV
=3 temp
{3 WINDOWS

Selected path: C:"Program Files

Files of type

[¥]

| Backup Files{"bak;"tm)

Priva_

File name:

Give the Backup a name in the File name location and click the button.
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The Select Backup Destination window will be displayed again

|J Select Backup Destination

Select the file or backup device for the backup destination. You can create
backup devices for frequenthy used files.

Destinations on disk
(®) Fle name:

Cemo\Drive RS210409 E

QK ] [ Cancel

That path you want to backup to will now be displayed in File Name. Click the button. The

Back Up Database window will be displayed again. In the Destination you will see the path and the

name you have given for the file you are backing up. Click the button, the backup be
created.

STEP 2: RUN A RECALCULATION

Next you need to run the recalculation in DRIVE. This routine recalculates the WIP, Nominal, Fees
balances in your application and removes inconsistent entries that may exist in the DRIVE database.

To run the recalculation routine, select ‘Tools’, then select ‘Recalculation’, Full Recalculation (may
take a few minutes).

Click the button to begin the Recalculation.
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@ Recalculation hod

This option will recalculate balances and remove inconsistent entries that may exist
inthe database. Please backup your database before running this option sa that vou
can restore the same in case of any problem.

| Update Currency Amount

+| Update WIP Allocation Amaount

+| Update Fees/Purchase Allocation Amount
+| Update Yearflag and Period Mumber
+| Update WIP Analysis Balance

+| Update Mominal Analysis Balance

+| Update Client WIP Balance

+| Update Job WIF Balance

+| Update Client Fees Balance

+| Update Job Fees Balance

+| Update Supplier Balance

+| Update Client Accounting Bank Balance

Update Time Sheet Batch Total

+| Select/Unselect Al
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STEP 3: RUN A VALIDATION

Next you need to run the Validation in DRIVE. This is an integrity check on the data. This routine finds
any inconsistent entries that may exist in the database.

To run the validation routine, select ‘Tools’, then select ‘Validation Check’.

Click the button to begin the Validation Check.

() vatidation Check
Check Journal Check WIP
V| Check Control and Master-Control record For Transactions V| Check Debit/Credit Amount in WIP Analysis and DebitfCredit Amount of WIP
| Check Sum of Debit/Credit For Transactions V| Check Allacation Amaount exceeding the Met Amount of WIP
V| Check Cost-Centre wise sum of DebitfCredit for Transactions V| Check Allocation Amount in WIP Allocation with Allocation in WIP
V| Check Sales Record reference in WIP V| Check Allacation Amount in WIP Allocation with WIP Biled Records
W| Check existence of Journal Nominal Code in Nominal Analysis W| Check whether Bill/Credit Note Raised agrees with WIP BilledProfit/Loss/accrued WIP
| Check Mominal Analysis DebitfCredit and sum of Journal DebitfCredit | Check Client WIP Balance
W| Check Allocation exceeding Gross Amount W| Check Job WIP Balance
| Check Allocation/Discount Amount in Allocation and Journal V| Check ¥ear Flag in WIP
W| Check Supplier Balance V| Check Write-OFf Allacation in WIP

V| Check Client Fees Balance
| Check Job Fees Balance
V| Check ¥ear Flag in Journal

V| Check Discount Amount Mismatch

V| Select{Unselect Al

| Cancel

The Validation Check should come back with all entries passed. If any tests are not passed then
email a copy of the Validation Report to support@relate-software.com. You cannot continue on with
the Year End procedure until the Validation Report is passed entirely.
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STEP 4: RUN YOUR REPORTS

Once the Validation Check is passed you will need to run your control checks to make sure your
figures are correct.

We recommend that you run the following reports:
e Client Balances

e Aged Debtors

e Aged Creditors

e Debtors Control

e WIP controls

e Bank Reconciliation

e Trial Balance
Ensure all figures are correct and that they tie in with each other.

Note: We recommend you always save a copy of these reports at the Year End.

STEP 5: MAKE SURE ALL STAFF HAVE LOGGED OUT OF DRIVE

All users need to be logged out in order to be able to run the year end. To check who is logged in;

Step 1: On your machine or server, go to Relate Software, Drive Database Administration Tools 3.0

@ Relate DRIVE Database Administration 3.0 — hod

= ) 82

Backup Database Change Database ser Administration

2 = 8

Restore Database Shrink Database Liser Preference

Step 2: Select ‘User Administration’

This screen will show you everyone who is currently logged in to the DRIVE database. If everyone
has logged out correctly, this should be blank. To remove the lock on the database either select the
person who you want to log off and click Delete, or else if you want to remove all the logins for all
users, select Delete All. The Refresh button can be used if you want to check has anyone logged in
or out since you opened up this screen.
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8) User Administration
User Activity
Lser Mame Machine Mame Ackivity

éHulFEe Duggan :

Conar Kerrigan CONOR-PC-WINZ | Edit Client

Conor Kerrigan COMNOR-PC-WINZ | Logged on to Drive
DCwayne Margan RELATE-D'WAYME | Logged on to Drive
Chatlie Downing CHARLIE-PC Logged on ko Drive
Cathal O'Connar TRAIMNIMGL Logged on ko Drive
Madine Bentaher MADINE-WINT Logged on ko Drive
Aoife Duggan AQIFE-THINE Logged on ko Drive

Delete ” Delete All ” Refresh ]

Adrniniskration Password

Change Password

It is advisable to ask people to physically log off first before manually removing the user

STEP 6: CHECK YOUR PERIOD DATES

Check that your period dates are set correctly.

Go to ‘Tools’, ‘Period Dates’

) Pericd Dates X
Practice Start Date - Practice End Date |31/12/2018 |~
No. of Periods 12 Generate Lock all previous years [«

FPERIOD MO. DESCRIFTION FROM DATE TO DATE LOCKED
1 January 2018 010118 = 31/01/18 ~ -~
2 February 2018 01/02/18 23/02/18
3 March 2013 01/03/13 31/03/18
4 April 2018 01/0418 30/04/18 A
5 May 2018 01/05/18 31/05/18
& June 2018 01/06/18 30/06/18
7 July 2015 01/07/18 31/07/18
8 August 2013 01/08/18 31/08/18
9 September 2018 01/09/18 30/09/18
10 October 2018 01/10/18 31/10/18
11 Movember 2013 01/11/18 30/11/18
12 December 2013 01/12f18 31/12/18
v
12
Reset al oK Cancel

Confirm that the dates shown are correct
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STEP 7: YEAR END ROUTINE

Once all the previous steps have been completed you will now be in a position to run the year end
routine. To run the year-end routine, select ‘Tools’, then select ‘Year-End’. The Year End window will
be displayed and you will need to select your Retained Profit Nominal Account.

[~ |
@ Year-End
Retained Profit Account -
| Cancel

Select the ‘OK’ Button to proceed

The Confirmation window will then be displayed and you will asked to confirm that you have backed
up your data and that your period dates are correct.

Confirm Py

Before proceeding with the Year End, please ensure the following;

2
1, ¥ou have backed up vour live data and checked the backup is in the specified location
2. ¥ou have checked your Period Dates are correct (Tools = Petiod Dates)

Do ywou want to continue Year End?

Click Here
o

\

Select the ‘Yes’ button to proceed. You will be offered the option to run the Validations again, you
will not be able to run the Year End unless the validations are all passed.

Confirm o

<P DRIVE will now run a validation check to ensure that there are no data integrity issues before you run the year-end
L)
\\/ (Year-End Date:31/12/2010).

Do you want to confinue?

UN-PASSED TIME

If there is any un-passed time in the current year you will not be able to proceed with the Year End.
You will be prompted.

To locate un-passed time you will need to run either the Staff Time Sheet WIP Analysis report or the
WIP Transaction listing.

COMPLETION

What happens in DRIVE:
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e Last years transactions cannot be amended e.g. bills, payments, and timesheets

e The Profit & Loss accounts in the nominal ledger are cleared and a retained profit figure is
generated which is posted as part of the opening balance journal for the next year

e An opening balance journal is generated dated the first day of the new year
e A Comparative trial balance is created

e Period Dates are rolled forward
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