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Attaché PRO End-of-Year 2018/19 Processing 
(New Zealand)

This area contains information and checklists for Attaché PRO end-of-year 
2018/19 processing for New Zealand as well as information about preparing for 
the new financial year. Aimed at supervisors, the information is of a generic 
nature and not intended as definitive instructions for end-of-year processing. 
We recommend you discuss your specific end-of-year procedures with your 
Attaché consultant.

 

• Which Attaché PRO version for EOY processing? (see page 6)

• Accounting End of Year (see page 7)

• Attaché PRO End-of-Year 2018/19 Checklists (see page 11)

• Checks and Balances (see page 42)

• General Ledger Final Adjustments (see page 48)

• Import from Another Company (see page 50)

• General Ledger Export to MYOB Accountants Office (see page 52)

• General Ledger Reporting (see page 53)

• Troubleshooting during End of Year Updates (see page 55)

• Locking Users out of Attaché PRO (see page 61)

• Attaché PRO Archiver (see page 63)

• File Recovery (see page 70)

• Scheduling (see page 74)

• Report Groups (see page 75)

• Read Only User Access Rights (see page 76)

 

 

REF: A001462
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Which Attaché PRO version for EOY processing?

Attaché PRO EOY processing minimum required: 

• Attaché PRO version 3.2.4.5 (April 2015)
• Recommended version: 3.2.5.1 (March 2017)

Attaché Software recommends upgrading to Attaché PRO version 3.2.5.1 as it contains several defect fixes.
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Accounting End of Year

It helps to understand what is happening with the software when an end of year approaches. The following 
describes the changes an end of year roll will have on each module, how to set up a copy company for the final 
adjustments and more.

• Accounting End of Financial Year Procedures (see page 7)

• What happens during end of year processing? (see page 8)

• Processing Steps for End of Year (see page 9)

Accounting End of Financial Year Procedures
Prior to commencing End of Year processing, it is essential that you understand the processes which take place. You 
should also be aware of the repercussions of not following the strict guidelines for completion of End of Year 
processing. These notes are designed to assist you in working through the year-end procedures. 

The following information describes only the main procedures for carrying out your end of year and are not 
detailed step-by-step instructions for each of these procedures. Please carefully read all the instructions before 
commencing and if you are unfamiliar with any of the procedures, please refer to your Attaché PRO documentation, 
the Online Help (F1) in Attaché PRO, documentation on the CBP Members website or your Attaché PRO Consultant. 
Assistance is also available through the Attaché User support line on 0900 56 442. Calls are charged at $35 per query 
to your telephone bill (GST exclusive).

If a problem occurs during the end of year update it is always best to stop and resolve any issues before continuing. 
This is especially important as changes made during end of period/end of year updates are irreversible. To assist 
you in resolving any issues or warning messages that you may receive there is information near the end of this 
booklet on troubleshooting.

Some modules are reliant on each other and as such the modules need to be rolled in a particular order depending 
on which modules you have installed. It is not necessary to complete end of year processing for all 'modules' at the 
same time. However it is prudent to complete the end of year run for Accounts Receivable, Inventory Control, Job 
Costing and Cashbook as close together as possible. Accounts Payable, Fixed Assets and General Ledger may be 
done later. Having said this, it may be that completing all end of year processing before entering transactions for 
the new financial year is preferable for your business. 

Remember, General Ledger journals can be used to accrue invoices for Accounts Payable, which arrive after the cut-
off date. You can create a duplicate General Ledger data file by archiving the company so as to enable current year 
processing to proceed and the adjusted 'last year' balances to be transferred into your live system when final 
adjustments have been completed in the archive of the 'last year company'.

With this in mind, you may wish to complete all end of year functions at the end of your financial year prior to 
entering any New Year transactions. 

Note: The following pages contain checklists that you may wish to use as a guide for processing your end of year. 

https://myattache.attachesoftware.com/x/fgG3AQ
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These checklists provided by Attaché Software are generic and not intended as definitive instructions for end of 
year processing. Any specific end-of-year procedures for your company should be discussed with your Attaché PRO 
Consultant.

What happens during end of year processing?
Accounts Receivable

• All MTD & YTD sales figures are cleared
• The customer balances for each period moves to the next ageing category
• The opening balance for each customer changes to equal their current balance
• General Ledger batch is created

Sales & Sales Analysis

• All YTD quantity, sales and cost figures are cleared

Inventory Control

• All MTD & YTD quantity, sales and cost figures are cleared
• The opening stock for each product changes to equal the quantity in stock
• Work in Progress from Bill of Materials is updated to General Ledger
• General Ledger batch is created

Cash Book

• All future transactions become current
• The opening balance for each bank account changes to equal the current balance
• General Ledger batch is created

Accounts Payable

• All MTD & YTD purchases and payment figures are cleared
• All future transactions become current
• The creditor balances for each period moves to the next ageing category
• The opening balance for each creditor changes to equal their current balance
• General Ledger batch is created

Purchase Analysis

• All YTD quantity, purchase and expense figures are cleared

Fixed Assets

• All MTD & YTD depreciation figures are cleared
• Historic Assets are deleted if auto-delete is selected
• The opening book value will updated for all assets (as shown on Annual Asset Summary)
• General Ledger batch is created

https://myattache.attachesoftware.com/x/fgG3AQ
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Job Costing

• All MTD & YTD cost and charge figures are cleared
• General Ledger batch is created

General Ledger

• Zero accounts have their account balances zeroed
• Hold accounts retain their balances from the previous periods
• Any post-to accounts will have their accounts balances transferred to that post-to account
• Posts end of year's period balances to last year's periods making them available for reporting in the new 

financial year
• Resets the current general ledger for the new year's processing
• Resets the next 'batch number' to 1

Processing Steps for End of Year
Attaché PRO modules that require an end of year update procedure to be processed are Accounts Receivable, 
Accounts Payable, Inventory Control, Cashbook, Fixed Assets and General Ledger. The summary processing steps 
detailed below are applicable to those modules.

1. Ensure processing has been completed for any related modules – including transaction entry and end of 
period updates for the whole year. It is important that the modules are in the last financial period prior to 
completing the end of year update.

2. Ensure all transactions have been entered into the module that is being updated
3. Print all the required reports for both month and year end (for more info see Report Groups)
4. If necessary, enter further transactions to correct any errors
5. Re-print reports after adjustments
6. Ensure all Attaché PRO users are out of the system
7. Backup data directory using Attaché PRO Archiver
8. Run a File Recovery
9. Process End of Year

10. Complete Housekeeping
11. Check and balance each module

Before rolling General Ledger into the New Year it is recommended that you keep an archive of this year's data. 
Instructions on how to do this using Attaché PRO Archiver (see page 63) are available - remember to take a backup 
and archive at the same time, this is in case you have any problems with your archive at a later date.

An advantage of taking an archive of your company to view last year's data is that you can use 'last year's company' 
to complete your accounts in period 13 and run reports to arrive at 'last year's' figures to key into the live company 
as comparatives. 
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Note: The above processes should be performed for each Company for which you enter transactions. You only need 
to do an End of Year update, not an end of Month as well. Do not do both updates. 
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Attaché PRO End-of-Year 2018/19 Checklists

The checklists below are for Accounts Receivable, Cashbook, Inventory Control, Accounts Payable, Fixed Assets, 
Job Costing and General Ledger modules. For each of the modules, the lists shown are not exhaustive. Moreover, it 
may not be necessary to complete all these tasks for the End of Year update. The lists are given as a guide only, and 
should not be thought of as hard and fast rules. If you are unsure please ask your Attaché PRO Consultant for what 
best suits your business.

The End of Period update process substantially reorganises the Attaché PRO data. Once the update process has 
begun there is no way to reverse the changes that are made, so be sure you know what you are doing and follow the 
instructions carefully. In any case, it is essential to back up your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable.

The end of year can get on top of all of us without an organised plan. The following checklists provide a generic 
listing of processes that will make this huge task seem simple.

• Accounts Receivable End of Year Processing Checklist (see page 11)

• Inventory Control End of Year Processing Checklist (see page 16)

• Fixed Assets End of Year Processing Checklist (see page 21)

• Cashbook End of Year Processing Checklist (see page 25)

• Job Costing End of Year Processing Checklist (see page 29)

• Accounts Payable End of Year Processing Checklist (see page 32)

• General Ledger End of Year Processing Checklist (see page 36)

REF: A001462

Accounts Receivable End of Year Processing Checklist
The End of Year process is completed at the end of the financial year. The update works through all customer 
records and ages the balances. Month to date sales figures will be zeroed in preparation for the new period. When 
doing an end of year update the year to date figures are also zeroed. If you also have the Sales Order Entry and the 
Sales Analysis module, the sales figures for each product are similarly updated.

There are a number of other procedures that should be completed before you begin this process, and the End of 
Period Update will warn you about some of these. You will need to complete some or all of the following tasks and 
print reports showing the financial transactions for the period. The steps you need to take will depend on the 
modules you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your 
business please contact your Attaché PRO Consultant. 
 
Note: Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the 
end of period update begins if you have Attaché PRO Archiver installed.
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1 http://myattache.attachesoftware.com/display/AAP/Job+Costing+End+of+Year+Processing+Checklist

Related Modules for Accounts Receivable:

Sales Order Entry

If you have the Sales Order Entry module you should:

• Print and post all current invoices and credits
• Print order and back order reports for the period
• Print stock availability reports for the period
• Print listings for Groups
• Print any other appropriate reports, including any custom reports

Inventory Control
If you have the Inventory Control module you should perform the end of period update for that module as closely to 
the end of period update in Accounts Receivable as possible. See Inventory Control End of Year Processing 
Checklist (see page 16) for more details.

Cashbook
If you have the Cashbook module installed it is prudent to perform the end of period update for that module as 
closely to the end of period update in Accounts Receivable as possible. You will need to ensure that all receipts 
entered in Cashbook have updated Accounts Receivable accordingly by posting the appropriate transactions on the 
bank reconciliations. See Cashbook End of Year Processing Checklist (see page 25) for more details.

Job Costing
If you have the Job Costing module you should perform the end of period update for that module prior to the end of 
period update in Accounts Receivable. See End of Year update in Job Costing1for more details.

Other modules you may have installed in your system will not affect the End of period update within Accounts 
Receivable.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Accounts 
Receivable (as well as in any related modules that you have installed as described above) for the current 
period – this includes any additional transactions or processing that are part of the End of Year and End of 
Month process.

Check that the module date is the last day of the financial year

Finish processing Receivables Transactions – receipts, invoices, journals, and credits

Add overdue interest

Write off bad debts and small credit balances

https://myattache.attachesoftware.com/x/fgG3AQ
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http://myattache.attachesoftware.com/display/AAP/Job+Costing+End+of+Year+Processing+Checklist


https://myattache.attachesoftware.com/x/fgG3AQ
  Attaché PRO End-of-Year 2018/19 Processing (New Zealand) | Attaché Help Centre

04 March 2019 Page 13 of 79

Note: Bad debts should be written off by entering a journal under Receivables | Transactions | Entry | 
Journal for the relevant Customer. Leave the General Ledger Account field blank. You can then edit the 
General ledger batch to allow for the GST content of the bad debt written off.

Mark all obsolete customers as one-time debtors so they can be deleted

Print unallocated credits report and ensure all allocations are completed

Print Statements or send them using Attaché Alex

Note: You may like to lock the Attaché PRO Company (see Locking users out of Attaché PRO (see page 61)) 
and remove any Users before printing the reports to ensure that no further transactions update Accounts 
Receivable.

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant. You can 
save time in the future by setting up a Report Group (see Report Groups (see page 75).)

Print listings for Sales Areas and Salespeople

Print a Customer Aged Trial Balance

Print an Overdue account list

Print a Nil sales list

Print a Customer sales list

Print any necessary reports from Sales Analysis (if you have this module under Receivables)

Print the Audit Trail

Print any other reports that are required for your business records, including any customised reports

Remember that you will need to print both end of month reports and end of year reports. This may mean printing 
the same report multiple times, but using different selections. If you have Foreign Currency, it is recommended to 
print reports in both local and foreign currency

Check Balances

Check the printed reports are correct and balance

Note: Pay special attention to any tax or audit reports

Print the Ledger Totals Report (from Receivables | Ledger Totals) – ensure that the balances total matches 
the transactions total

Check that the Ledger Totals Report matches the total balance on the Customer Aged Trial Balance

If necessary enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

Note: If any of the reports are incorrect or do not balance, refer to the Troubleshooting information (see 

page 55) or contact your Attaché PRO Consultant for further assistance.
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Caution: Do not continue the end of year processing until Accounts Receivable balances and you have 
confirmed the figures are correct. For more information, refer to Checks and Balances (see page 42).  

Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are open on the server. 
Failing to do this may corrupt your backup

Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the 
system. Check which Users are in Attaché PRO and ensure that they exit the company before continuing.

File Recovery on Accounts Receivable and Sales

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver installed it will 
prompt you to take a backup when you select to run the File Recovery, for more information refer 
to Backups (see page 63).

Run the file recovery on Accounts Receivables and Sales modules (see File Recovery (see page 70))

Confirm that no errors were received within the modules

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are 
unsure, contact your Attaché PRO Consultant.

Note: you may need to restore to a backup, refer to Attaché PRO Archiver (see page 63) for information on 
how to do this.

Check the History settings

The transactions are deleted during an end of period update dependant on your settings under Receivables 
| Settings | Balance & History.

 

Process End of Year in Accounts Receivable

Select Receivables | End of Period Update

Follow all instructions and select to take a backup when prompted by Attaché PRO Archiver (this backup 
should be kept as a permanent record of Accounts Receivable prior to End of Year)

When prompted, select 'End of Year Update'. Then continue to follow the instructions until the end of year 
update begins.

Note: that only one appropriate option should be selected (in this case 'an End of Year update'). Do not 
do both updates.

https://myattache.attachesoftware.com/x/fgG3AQ
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Accounts Receivable end of year selection screen

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update

Answer yes to print one-time debtors – you do not get another opportunity to print this report which shows 
the debtors that are being deleted

When the End of Year update is complete you will receive a message stating 'Accounts Receivable end of 
period update completed successfully'. 

Note: If you do not receive this message do not continue - refer to Troubleshooting during End of Year 
Updates (see page 55) or contact your Attaché PRO Consultant. 

 

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the Accounts Receivable end of 
year
 
Run the file recovery on the Accounts Receivables and Sales modules and confirm that no errors were 
received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances.

If you are unsure, contact your Attaché PRO Consultant. 
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Note: you may need to restore to a backup. 

Check that the Debtors marked for deletion were deleted during the End of Year update (use the printed 
report)

Ensure that the Accounts Receivable reports are correct

Print the Accounts Receivable Ledger Totals Report to make sure the transactions balance to the accounts 
balances and check that the transactions column only has an opening balance (i.e. no transactions)

Check that the Accounts Receivable Ledger Totals Report balances to the Customer Aged Trial Balance 
total.For more information refer to Checks and Balances (see page 42) 

Accounts Receivable End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system (note 
that if you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company).

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business. 

Warning: The End of period update reorganises the files substantially. There is no way to reverse an update, so be 
sure you know what you are doing. In any case, it is essential to backup your data files before performing an end of 
period update, because if a power failure or any other problem occurs during the update, the data on your system 
may not be recoverable.

REF: A001462

Inventory Control End of Year Processing Checklist
The End of Year process is completed at the end of the financial year. The update works through all stock items and 
makes the opening stock equal to the quantity in stock. Month to date quantity, sales and cost figures will be 
zeroed in preparation for the new period. When doing an end of year update the year to date figures are also 
zeroed.

There are a number of procedures that should be completed before you begin this process, and the End of Period 
Update will warn you about some of these. You will need to complete some or all of the following tasks and print 
reports showing the financial transactions for the period. The steps you need to take will depend on the modules 
you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your business 
please contact your Attaché PRO Consultant.

Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the end of 
period update begins if you have Attaché PRO Archiver installed, for more information see Attaché PRO Archiver (see 

page 63).
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Related Modules
Accounts Receivable

If you have the Accounts Receivable module you should perform the end of period update for that module as 
closely to the end of period update in Inventory Control as possible. See End of Year update in Accounts 
Receivables (see page 11) for more details.

Bill of Materials
If you have the Bill of Materials module you should:

• Manufacture all goods required for this month
• Print a component usage list
• Print a transactions list
• Print an audit trail
• Print any other appropriate reports, including any custom reports

Job Costing
If you have the Job Costing module you should perform the end of period update for that module prior to the end of 
period update in Inventory Control. 
 
Sales Order Entry 
If you have the Sales Order Entry module you should:

• Print and post all current invoices and credits
• Print order and back order reports for the period
• Print stock availability reports for the period
• Print listings for Groups
• Print any other appropriate reports, including any custom reports

Purchase Ordering
If you have the Purchase Ordering module you should:

• Ensure that all goods receipted have been entered
• Recost Purchase Orders if stock prices have been changed (if required)

Accounts Payable
If you have the Accounts Payable module installed you will need to ensure that all necessary transactions are 
entered into APIC Integration (Integrate to Stock).

Other modules you may have installed in your system will not affect the End of period update within Inventory 
Control.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Inventory 
Control (as well as in any related modules that you have installed as described above) for the current period – 
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this includes any additional transactions or processing that are part of the End of Year and End of Month 
process.

Check that the module date is the last day of the financial year

Finish processing Inventory Transactions – issue, credit, order, adjustment, receipt and transfer

Finish processing APIC Integration transactions

Print the stock list and enter adjustments for any obsolete stock using Inventory | Transactions | 
Adjustment

Process Stocktake using Inventory | Stocktake | Grid entry – check that all stocktake figures have been 
entered and updated. Refer to the Help (F1) in Attaché PRO for more information.

Mark any stock items for deletion under Inventory | Stock | General

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant (also 
see Report Groups (see page 75).)

Note: You may like to lock the Attaché PRO Company and remove any Users before printing the reports to ensure 
that no further transactions update Inventory Control.

Print a Stock Sales Report

Print a Nil Sales Report

Print a Sales and Valuation Report

Print a Stock On Order Report

Print reports for Groups – Product Group, Purchase Group and Stock Category

Print a Stock In Transit Report (if using ICBT) – confirm stock in transit is correct

Print the Audit Trail

Print a transaction list in stock sequence

Print any other reports that are required for your business records, including any customised reports

Remember that you will need to print both end of month reports and end of year reports.

Check Balances

Check the printed reports are correct and balance

If necessary enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

Note: If any of the reports are incorrect or do not balance, refer to the Troubleshooting information (see 

page 55) or contact your Attaché PRO Consultant for further assistance.

Do not continue with the end of year processing until Inventory Control balances and you have 
confirmed the figures are correct. For more information, refer to Checks and Balances (see page 42).  
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Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are openon the server. 
Failing to do this may corrupt your backup

Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the 
system, more information on how to do this see Locking users out of Attaché PRO (see page 61). Check which 
Users are in Attaché PRO and ensure that they exit the company before continuing.

File Recovery on Inventory Control

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver installed it will 
prompt you to take a backup when you select to run the File Recovery.

Run the file recovery on Inventory Control module (see File Recovery (see page 70))

Confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances.

If you are unsure, contact your Attaché PRO Consultant. Note: you may need to restore to a backup.

Check the History settings

The current year's transactions are deleted during an end of year update are dependent on your settings. If 
you have specified to keep the previous year's history in Inventory | Settings, then the current year's 
transactions will be retained in the history file and will not be lost.

Process End of Year in Inventory Control

Select Inventory | End of Period Update

Follow all instructions and select to take a backup when prompted by Attaché PRO Archiver (this backup 
should be kept as a permanent record of Inventory Control prior to End of Year.)

When prompted, select End of Year Update. Then continue to follow the instructions until the end of year 
update begins.

Note that only one appropriate option should be selected (in this case 'an End of Year update'). Do not do 
both updates.
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Inventory Control end of year selection screen

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update

Set the choice for deleting marked items to DELETE or LEAVE all marked inventory control items on file as 
required, and carry on following the onscreen instructions

Inventory Control End of period delete/leave marked items

Answer yes to print stock deletion result report – you do not get another opportunity to print this report

When the End of Year update is complete you will receive a message stating 'Inventory Control end of period 
update completed successfully'.

Note: If you do not receive this message do not continue - refer to Troubleshooting information (see page 55) or 
contact your Attaché PRO Consultant.
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Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the Inventory Control end of 
year. See Attaché PRO Archiver (see page 63) for more information.

Run the file recovery on Inventory Control module and confirm that no errors were received within the 
module. Refer to Types of Errors in File Recovery (see page 70) if necessary.

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances.

If you are unsure, contact your Attaché PRO Consultant. Note: you may need to restore to a backup.

Ensure that the Inventory Control reports are correct.

 

 

Inventory Control End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system. Note 
that if you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company, see Locking users out of Attaché PRO (see page 61) for more information. 

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business.

The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure you 
know what you are doing. In any case, it is essential to back up your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable.

REF: A001462

 

Fixed Assets End of Year Processing Checklist
The End of Year process is completed at the end of the financial year. Current depreciation figures will be zeroed in 
preparation for the new period. When doing an end of year update the year to date figures are also zeroed. The 
opening book value will be updated for each asset; this particularly affects assets that use the diminishing method 
of depreciation with a frequency of annualised.

There are a number of procedures that should be completed before you begin this process, and the End of Period 
Update will warn you about some of these. You will need to complete some or all of the following tasks and print 
reports showing the financial transactions for the period. The steps you need to take will depend on the modules 
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you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your business 
please contact your Attaché PRO Consultant.
  
Note: Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the 
end of period update begins if you have Attaché PRO Archiver (see page 63) installed.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Fixed 
Assets for the current period – this includes any additional transactions or processing that are part of the 
End of Year and End of Month process. 

Check that the module date is the last day of the financial year

Finish processing Fixed Asset Transactions – activation of new assets, disposals, depreciation runs for 
existing assets for the current year, transfers, revaluations, special depreciation, and depreciation rate 
changes 

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant 
(also see Report Groups (see page 75).)

Note: You may like to lock the Attaché PRO Company (see Locking users out of Attaché PRO (see page 61)) and remove 
any Users before printing the reports to ensure that no further transactions update Fixed Assets.

Print Depreciation Schedule

Print Annual Asset Summary (some of this will be information will be cleared or altered during the end of 
year update)

Print the Audit Trail

Print the Ledger Totals Report

Print a transaction list in asset sequence

Print any other reports that are required for your business records, including any customised reports. 
Remember that you will need to print both end of month reports and end of year reports 

Check Balances

Check the printed reports are correct and balance

If necessary, enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

Note: If any of the reports are incorrect or do not balance, refer to the Troubleshooting information (see page 

55)or contact your Attaché PRO Consultant for further assistance. Do not continue with the end of year 
processing until Fixed Assets balances and you have confirmed the figures are correct 
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Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are open on the server. 
Failing to do this may corrupt your backup

Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the system 
(for more information see Locking users out of Attaché PRO (see page 61)). See which Users are in Attaché PRO 
and ensure that they exit the company before continuing. 

File Recovery on Fixed Assets

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver (see page 63)

installed it will prompt you to take a backup when you select to run the File Recovery

Run the file recovery on Fixed Assets module (see File Recovery (see page 70))

Confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are unsure, 
contact your Attaché PRO Consultant. Note: you may need to restore to a backup. 

Check the Auto Delete setting

The transactions for an asset will be retained until the asset is deleted. If your setting under Assets | 
Settings for 'Auto Delete Historic Assets at end of year' is ticked then Historic Assets will be deleted as part 
of the end of year process if there are no current year transactions.

Process End of Year in Fixed Assets
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Confirm that the current period in Fixed Assets is set to the last period for the year (period 12 or 13 
depending on your settings). You can check this under Assets | Settings. 

Select Assets | End of Period Update

Follow all on screen instructions and select to take a backup when prompted by Attaché PRO Archiver (this 
backup should be kept as a permanent record of Fixed Assets prior to End of Year)

Choose Finish to begin the end of year process

When the End of Year update is complete you will receive a message stating 'Fixed Assets end of period 
update completed successfully'. If you do not receive this message do not continue - refer to 
Troubleshooting Information (see page 55) or contact your Attaché PRO Consultant. 

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the Fixed Assets end of year. 
See Attaché PRO Archiver (see page 63) for more information.

Run the file recovery on Fixed Assets module and confirm that no errors were received within the 
module (see File Recovery (see page 70))

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are unsure, 
contact your Attaché PRO Consultant. Note: you may need to restore to a backup (see page 63). 

Ensure that the Fixed Assets reports are correct

Update the end date for each period under Assets | Settings | Dates 
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Fixed Assets End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system (note 
that if you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company, see Locking users out of Attaché PRO (see page 61). 

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business.

The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure you 
know what you are doing. In any case, it is essential to backup your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable.

 

Cashbook End of Year Processing Checklist
The End of Year process is completed at the end of the financial year. It updates all bank accounts and makes the 
opening balance equal to the current balance. All future transactions will become current.

There are a number of procedures that should be completed before you begin this process, and the End of Period 
Update will warn you about some of these. You will need to complete some or all of the following tasks and print 
reports showing the financial transactions for the period. The steps you need to take will depend on the modules 
you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your business 
please contact your Attaché PRO Consultant.
  
Note: Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the 
end of period update begins if you have Attaché PRO Archiver installed.

Related Modules

Accounts Receivable

If you have the Accounts Receivable module installed it is prudent to perform the end of period update for that 
module at the same as Cashbook. You should ensure that all receipts for your Debtors have been entered. See End 
of Year update in Accounts Receivable (see page 11)for more details.

Sales Order Entry

If you have the Sales Order Entry module you should:
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• Ensure any cash transactions (e.g. Cash Invoices) have been entered and posted

Accounts Payable

If you have the Accounts Payable module installed you should ensure that all payments to your Creditors have been 
entered, and all remittances and cheque remittances have been printed if you have completed a payment run in 
that module. See End of Year update in Accounts Payable (see page 32) for more information.

Note: It is not necessary to complete the end of period update in Accounts Payable at the same time as your 
Cashbook module. The behind or future setting (this is controlled by Attaché PRO) for Accounts Payable allows 
transactions to be entered in Cashbook in a different period from those in Accounts Payable, and the future field on 
Accounts Payable transactions allows you to enter transactions into the future period in both modules.

Other modules in your system will not affect the End of period update within Cashbook.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Cashbook (as well 
as in any related modules that you have installed as described above) for the current period – this includes any 
additional transactions or processing that are part of the End of Year and End of Month process.

Check that the module date is the last day of the financial year

Finish processing Cashbook Transactions – payments, receipts, voids and transfers

Ensure all direct transactions (debits and credits) have been generated for the month

Ensure all transactions have been entered and Banking Summaries have been completed for the month

Ensure all Bank Statement Reconciliations have been entered and closed

Note: You may like to Locking users out of Attaché PRO2 and remove any Users before printing the reports to 
ensure that no further transactions update Cashbook.

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant 
(also see Report Groups3. )

Print a Bank Reconciliation report for each bank account. Ensure that it balances with the closed bank 
reconciliations and general ledger bank accounts.

Print the Cashbook report for each bank account

Print an audit trail

Print both Inwards and Outwards dissection listings

Print Inwards and Outwards tax code listings
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Print a Transaction list in bank sequence

Print a Cheque sequence listing and a Receipt sequence listing for each bank account

Print the Bank Totals Report, Statement Page Summary Report and Banking Summaries for all bank 
accounts

Print any other reports that are required for your business records, including any customised reports

Remember that you will need to print both end of month reports and end of year reports

If you have Foreign Currency you may like to print some of the reports in both local and foreign currency

Check Balances

Check the Bank Reconciliation Report for each bank account to ensure that the 'Balance as per Bank 
Statement' matches the closing balance on your last bank statement for the month

Check that all unreconciled or unpresented transactions that show on the Bank Reconciliation Report are 
correct

Ensure no transactions have been entered without a dissection code and that the totals for other dissections 
look sensible

Note: You can use the transaction lists and dissections listings to determine if the amounts are sensible and 
correct, also check the Cashbook Report

Check the printed reports are correct and balance

If necessary enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

If any of the reports are incorrect or do not balance, refer to the Troubleshooting information or contact your 
Attaché PRO Consultant for further assistance.Do not continue with the end of year processing until Cashbook 
balances and you have confirmed the figures are correct.

Read more information on checks and balances (see page 42) if required.

Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are open on the server. 
Failing to do this may corrupt your backup

Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the 
system, more information on how to do this see Locking users out of Attaché PRO4. Check which Users are in 
Attaché PRO and ensure that they exit the company before continuing.

File Recovery on Cashbook

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver installed it will 
prompt you to take a backup when you select to run the File Recovery. For more information refer 
to Backups5.
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Run the file recovery on Cashbook (see File Recovery6)

Confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances.If you are unsure, 
contact your Attaché PRO Consultant. Note: you may need to restore to a backup.

Check the History settings

The transactions are deleted during an end of period update dependant on your settings under Cashbook | 
Settings | Balance & History.

Process End of Year in Cashbook

Select Cashbook | End of Period Update

Follow all on screen instructions and select to take a backup when prompted by Attaché PRO Archiver (this 
backup should be kept as a permanent record of Cashbook prior to End of Year)

When prompted, select End of Year Update. Then continue to follow the on screen instructions until the end 
of year update begins.

Note that only one appropriate option should be selected (in this case 'an End of Year update'). Do not do 
both updates. 

Cashbook end of year selection screen 
 

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update.

When the End of Year update is complete you will receive a message stating 'Cashbook end of period update 
completed successfully'.
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If you do not receive this message do not continue - refer to Troubleshooting during End of Year Updates
(see page 55) or contact your Attaché PRO Consultant.

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the Cashbook end of year (see 
new Attaché PRO Archiver (see page 63))

Run the file recovery on Cashbook and confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. Refer to Types of 
Errors in File Recovery7 for more information.

If you are unsure, contact your Attaché PRO Consultant. Note: you may need to restore to a backup.

Ensure that the Cashbook reports are correct

 

Cashbook End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system (note 
that if you locked the company earlier, you will need to unlock the company before users will be able to enter the 
company – Locking users out of Attaché PRO8.

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business.

The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure you 
know what you are doing. In any case, it is essential to back up your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable.

REF: A001462

Job Costing End of Year Processing Checklist
There are a number of procedures that should be completed before you begin this process, and the End of Period 
Update will warn you about some of these. You will need to complete some or all of the following tasks and print 
reports showing the financial transactions for the period. The steps you need to take will depend on the modules 
you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your business 
please contact your Attaché PRO Consultant.
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Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the end of 
period update begins if you have Attaché PRO Archiver (see page 63) installed.  

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Job Costing 
for the current period – this includes any additional transactions or processing that are part of the End of 
Year and End of Month process. 

Check that the module date is the last day of the financial year

Finish processing Job Costing Transactions – Post Batches, Approve Transactions, Invoice Jobs, Complete 
Jobs 

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO 
Consultant (also see Report Groups (see page 75).)

Print a listing of job categories and job managers

Print a listing of disbursements 

Print either detailed or summarised listings of resources and/or activities 

Print an audit trail

Print a transaction list in either job or transaction sequence 

Print a report on Job estimates 

Print a report on Job progress 

Print a batch listing 

Print Job reports 

Print a job invoice listing 

Print any alternative reports which have been specially written for you. 

Check Balances

Check the printed reports are correct and balance

If necessary enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

Note: If any of the reports are incorrect or do not balance, refer to the Troubleshooting information (see 

page 55) or contact your Attaché PRO Consultant for further assistance. Do not continue with the end of 
year processing until Job Costing balances and you have confirmed the figures are correct 

Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are openon the server. 
Failing to do this may corrupt your backup
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Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the system 
(for more information see Locking users out of Attaché PRO (see page 61).) See which Users are in Attaché PRO 
and ensure that they exit the company before continuing. 

File Recovery on Job Costing

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver (see page 

63)installed it will prompt you to take a backup when you select to run the File Recovery

Run the file recovery on the Job Costing module (see File Recovery (see page 70))

Confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are unsure, 
contact your Attaché PRO Consultant. Note: you may need to restore to a backup

Process End of Year in Job Costing

Select Job Costing | End of Period Update

Follow all on screen instructions and select to take a backup when prompted by Attaché PRO Archiver (this 
backup should be kept as a permanent record of Job Costing prior to End of Year)

When prompted, select End of Year Update. Then continue to follow the on screen instructions until the end 
of year update begins. 

Note that only one appropriate option should be selected (in this case 'an End of Year update'). Do not 
do both updates.

Job Costing end of year selection screen

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update

When the End of Year update is complete you will receive a message stating 'Job Costing end of period 
update completed successfully'. If you do not receive this message do not continue - refer 
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to Troubleshooting information (see page 55)or contact your Attaché PRO Consultant. 

Housekeeping after the End of Year

Ensure you take a backup (see page 63)to keep as a permanent record of your data after the Job Costing end of 
year. 

Run the file recovery on Job Costing module and confirm that no errors were received within the 
module (see File Recovery (see page 70))

Note: If errors are received, further investigate these errors before continuing. If you are familiar with the 
errors reported, ensure any changes made are correct and check that the module still balances. If you are 
unsure, contact your Attaché PRO Consultant. Note: you may need to restore to a backup.  Ensure that the Job 
Costing reports are correct 

Job Costing End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system (note 
that if you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company, see Locking users out of Attaché PRO (see page 61) ). 

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business. 

The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure you 
know what you are doing. In any case, it is essential to backup your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable. 

REF: A001462

Accounts Payable End of Year Processing Checklist
The End of Year process is completed at the end of the financial year. The update works through all Creditor 
records, ages the balances and updates their opening balance for the new month to equal the current balance. All 
future transactions become current. Month to date purchases and payments figures will be zeroed in preparation 
for the new period. When doing an end of year update the year to date figures are also zeroed.

There are a number of other procedures that should be completed before you begin this process, and the End of 
Period Update will warn you about some of these. You will need to complete some or all of the following tasks and 
print reports showing the financial transactions for the period. The steps you need to take will depend on the 
modules you have installed in your Attaché PRO system. If you are unsure of what steps are appropriate for your 
business please contact your Attaché PRO Consultant.
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Note: Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the 
end of period update begins if you have Attaché PRO Archiver (see page 63) installed. 

Related Modules:
Purchase Ordering

If you have the Purchase Ordering module installed you should:

• Enter all invoices and credits
• Print any appropriate reports, including any custom reports

Cashbook

If you have the Cashbook module installed you will need to ensure that all payments entered in Cashbook have 
updated Accounts Payable accordingly by posting the appropriate transactions on the bank reconciliations. See 
End of Year update in Cashbook (see page 25) for more details.

Other modules you may have installed in your system will not affect the End of period update within Accounts 
Payable.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in Accounts Payable 
(as well as in any related modules that you have installed as described above) for the current period – this includes 
any additional transactions or processing that are part of the End of Year and End of Month process. 

Check that the module date is the last day of the financial year

Finish processing Payables Transactions – invoices, credits, journals and payments

Ensure as many Creditor invoices and payments are entered. 

Note: You can print the Received Uninvoiced Report from Purchases

For the transactions that you know should be accrued but aren't sure of the amount, make a list of these 
and enter the figure as a journal into General Ledger when you know the amounts. Instead of coding the 
amounts to the Accounts Payable Control account, use an accrual account.

Finish processing APIC Integration Transactions (Integrate to Stock) – goods received notes or invoices for 
goods received (needs to be completed before completing the end of period update in the Inventory Control 
module)

Allocate transactions – credits and payments

Print unallocated payments report and ensure all allocations are completed

Adjust small credit balances

Print cheques, remittances, direct credit schedules

Mark all obsolete creditors as one-time creditors so they can be deleted
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Accrue amounts for the following as required: PAYE, Accountant's Fees, Wages and Salaries from the last pay 
day to 31 March 2018, Holiday Pay, and any other necessary accruals

Note: You may like to lock the Attaché PRO Company (see Locking users out of Attaché PRO (see page 61)) and 
remove any Users before printing the reports to ensure that no further transactions update Inventory Control. 

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant 
(also see Report Groups (see page 75).)

Print a Creditor Aged Trial Balance

Print the Analysis Report for the current period

Print Audit Trail

Print Expense Codes List (available from Report Manager)

Print any necessary reports from Purchase Analysis (if you have this module under Payables)

Print any other reports that are required for your business records, including any customised reports

Note: Remember that you will need to print both end of month reports and end of year reports. You should 
print reports for the current and future periods.

If you have Foreign Currency, it is recommended to print reports in both local and foreign currency. 

Check Balances

Check the printed reports are correct and balance

Pay special attention to any tax or audit reports

Print the Ledger Totals Report (from Payables | Ledger Totals) – ensure that the balances total matches the 
transactions total

Check that the Ledger Totals Report matches the total balance on the Creditor Aged Trial Balance

If necessary, enter any further transactions to correct any balancing errors

Re-print and check the reports after the adjustments have been made

If any of the reports are incorrect or do not balance, refer to Troubleshooting information (see page 55) or 
contact your Attaché PRO Consultant for further assistance. Do not continue with the end of year 
processing until Accounts Payable balances and you have confirmed the figures are correct. For more 
information, refer to checks and balances (see page 42).

Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are open on the server.

Failing to do this may corrupt your backup. Use the 'Block Access to Company' option to lock the company 
to prevent Users from re-entering the system  (for more information see  Locking users out of Attaché PRO
(see page 61).) See which Users are in Attaché PRO and ensure that they exit the company before continuing. 

File Recovery on Accounts Payable and Purchases
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Ensure you take a backup before starting the File Recovery, for more information refer to Backups (see page 

63) . If you have Attaché PRO Archiver installed it will prompt you to take a backup when you select to run the 
File Recovery.

Run the file recovery on the Accounts Payable and Purchase Ordering modules

Confirm that no errors were received within the modules

If errors are received, further investigate these errors before continuing see Types of Errors in File Recovery (see 

page 70) for more information.If you are familiar with the errors reported, ensure any changes made are correct 
and check that the module still balances. If you are unsure, contact your Attaché PRO Consultant. Note: you 
may need to restore to a backup, refer to Attaché PRO Archiver (see page 63) for information on how to do this.

Check the History settings

The transactions are deleted during an end of period update dependant on your settings under Payables | 
Settings | Payments & History. 

Process End of Year in Accounts Payable

Select Payables | End of Period Update

Follow all on screen instructions and select to take a backup when prompted by Attaché PRO Archiver (this 
backup should be kept as a permanent record of Accounts Payable prior to End of Year)

When prompted, select End of Year Update. Then continue to follow the on screen instructions until the end 
of year update begins. 

Accounts Payable end of year selection screen

Note that only one appropriate option should be selected (in this case 'an End of Year update'). Do not 
do both updates.

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update

Answer yes to print one-time creditors – you do not get another opportunity to print this report
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When the End of Year update is complete you will receive a message stating 'Accounts Payable end of period 
update completed successfully'.

 If you do not receive this message do not continue - refer to Troubleshooting during End of Year Updates (see 

page 55) or contact your Attaché PRO Consultant. 

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the Accounts Payable end of 
year – refer to Backups (see page 63).

Run the file recovery on the Accounts Payable and Purchases modules and confirm that no errors were 
received within the modules, (see File Recovery (see page 70))

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are 
unsure, contact your Attaché PRO Consultant. Note: you may need to restore to a backup. 

Check the Creditors marked for deletion were deleted during the End of Year update (use the printed report)

Ensure that the Accounts Payable reports are correct

Print the Accounts Payable Ledger Totals Report to make sure the transactions balance to the accounts 
balances

Check that the Accounts Payable Ledger Totals Report balances to the Creditor Aged Trial Balance total 

 

Accounts Payable End of Year Update is now complete!

You can now start the End of Year update in your next module or allow Users to enter the Attaché PRO system (note 
that if you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company – see Locking users out of Attaché PRO (see page 61).) 

For each of the modules, the lists shown are not exhaustive. Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business. 

The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure you 
know what you are doing. In any case, it is essential to back up your data files before performing an End of period 
update, because if a power failure or any other problem occurs during the update, the data on your system may not 
be recoverable.

REF: A001462

General Ledger End of Year Processing Checklist
The End of Year process includes rolling from period 12 to 13 and then rolling period 13 into the first period of the 
new financial year.  Essentially for General Ledger, two end of period updates must be completed but an archive of 
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the company MUST be taken before rolling from 13 to period 1. The update works through all general ledger 
accounts and completes the following:

• Zero accounts have their account balances zeroed.
• Hold accounts retain their balances from the previous periods.
• Any accounts with a post to account specified will have their account balances transferred to that account.
• End of Year’s period balances are posted to last year’s periods making them available for reporting in the 

new financial year.
• The current General Ledger is reset for new year processing and GL batch number is reset to 1.
• The current year's transactions are deleted.

There are a number of procedures that should be completed before you begin this process, and the End of Period 
Update will warn you about some of these.  You will need to complete some or all of the following tasks and print 
reports showing the financial transactions for the period.  The steps you need to take will depend on the modules 
you have installed in your Attaché PRO system.  If you are unsure of what steps are appropriate for your business 
please contact your Attaché PRO Consultant.

Note: Always take a backup of your Attaché PRO system before you begin – the system will prompt you before the 
end of period update begins if you have Attaché PRO Archiver installed, refer to Attaché PRO Archiver (see page 63).

Related Modules:
You will need to complete the end of year update in all other installed modules to ensure that the appropriate 
batches have been created in General Ledger.

Checklist
Finalise Transaction Entry and Processing

Before beginning the end of period update you must finalise transaction entry and processing in General Ledger (as 
well as in all related modules that you have installed as described above) for the current period – this includes any 
additional transactions or processing that are part of the End of Year and End of Month process.

Check that the modules date is the last day of financial year

Confirm that the current period is set to the last period for the year (period 12 - not period 13 for final 
adjustments)
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General Ledger period screen

Batches have been entered, printed and posted

All batches created by other modules have been printed and posted

Adjustments have been entered, printed and posted

Accruals have been entered, printed and posted

Check the accounts balances in General Ledger match those in the subsidiary modules (see Check and 
Balances (see page 42))

Note: You may like to lock the Attaché PRO Company (see page 61) and remove any Users before printing the 
reports to ensure that no further transactions update General Ledger. 

Print Reports

This is not an exhaustive list of reports. You may not require all of these reports, or you may need to print additional 
reports, including any customised reports. If you are unsure discuss this with your Attaché PRO Consultant (also see 
Report Groups (see page 75))

Print the Trial Balance

Print transaction list in account sequence (to file if necessary)

Print an audit trail

Print the Profit and Loss Report

Print the Balance Sheet

Print any other reports that are required for your business records, including any customised reports.

Note: Remember that you will need to print both end of month reports and end of year reports. More information 
on printing reports can be found in General Ledger Reporting (see page 53). 

https://myattache.attachesoftware.com/x/fgG3AQ


https://myattache.attachesoftware.com/x/fgG3AQ
  Attaché PRO End-of-Year 2018/19 Processing (New Zealand) | Attaché Help Centre

04 March 2019 Page 39 of 79

Check Balances 

Check that the debit and credit columns for the current year match on the Trial Balance

Check the printed reports are correct and balance

If necessary, enter any further transactions to correct any balancing errors

Note: Any adjustments other than those to correct any balancing errors can be entered in period 13 — 
for more information on how to do this refer to General Ledger Final Adjustments (see page 48).

Reprint and check the reports after the correcting transactions have been posted.

Note: If any of the reports are incorrect or do not balance, refer to the Troubleshooting information or 
contact your Attaché PRO Consultant for further assistance.

Warning: Do no continue with the end of year processing until General Ledger balances and you have 
confirmed the figures are correct.

 Make sure all operators have exited Attaché PRO and no other Attaché PRO tasks are open on the server. 
Failing to do this may corrupt your backup.

Note: Use the 'Block Access to Company' option to lock the company to prevent Users from re-entering the 
system (for more information see Locking Users out of Attaché PRO (see page 61)) . Check which Users are in 
Attaché PRO and ensure that they exit the company before continuing.

File Recovery on General Ledger

Ensure you take a backup before starting the File Recovery. If you have Attaché PRO Archiver (see page 63)

installed it will prompt you to take a backup when you select to run the File Recovery.

Run the file recovery on General Ledger (see File Recovery (see page 70))

Confirm that no errors were received within the module

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are 
unsure, contact your Attaché PRO Consultant. 

Note: You may need to restore to a backup. 

Archive your Attaché PRO data using Attaché PRO Archiver

For more information on how to use Attaché PRO Archiver to archive your data see Attaché PRO Archiver (see 

page 63). You should label the archive as GL prior to EOY and adjustments. 

Process End of Period Update in General Ledger (Period 12 to 13)

Select General Ledger | End of Period Update

Follow all instructions and select to take a backup when prompted by Attaché PRO Archiver.

Note: Before the update will commence, the system will check that there is no variance in the trial 
balance. If you receive any problems regarding this refer to Troubleshooting (see page 55). The system will 
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identify for which period the update will be performed and will complete an end of month or end of year 
update accordingly. As such it is important to check the periods before beginning the update. 

Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update

When the update is complete you will receive a message stating 'General Ledger end of period update 
completed successfully'

Note: If you do not receive this message do not continue - refer to Troubleshooting (see page 55) or contact 
your Attaché PRO Consultant. 

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the General Ledger end of year.

Run the file recovery on General Ledger and confirm that no errors were received within the 
modules (see File Recovery (see page 70)).

Note: If errors are received, further investigate these errors before continuing. If you are familiar with the 
errors reported, ensure any changes made are correct and check that the module still balances. If you 
are unsure, contact your Attaché PRO Consultant. You may need to restore to a backup.

Ensure that the General Ledger reports are correct.

General Ledger is now rolled into the Final Adjustment Period

General Ledger has 13 periods. Periods 1 to 12 are used for your standard financial year reporting. Period 13 
is called the 'Final Adjustments' period. This is the period where you can enter any end of year Adjustments 
that your accountant advises you to do. Refer to General Ledger Final Adjustments (see page 48) on how to 
handle this situation.

Create an archive company of the Attaché PRO data using Attaché PRO Archiver

Create a suitable name such as Year End 20xx/20xx. Remember to select to backup your data at the same 
time — keep this as a permanent copy. Read more information on how to use Attaché PRO Archiver (see page 

63)to archive your data to create a new company. Note: This archive company will remain in Period 13 
indefinitely. Refer to General Ledger Final Adjustments (see page 48) for more information.

Process End of Period Update in General Ledger  (Period 13 to 1)

Take a backup of your data. You should label the archive as GL prior to EOY and adjustments

In your live data select General Ledger | End of Period Update

Follow all instructions and select to take a backup when prompted by Attaché PRO Archiver.

Before the update will commence, the system will check that there is no variance in  the trial balance. If 
you receive any problems regarding this refer to Troubleshooting (see page 55).

Note: The system will identify for which period the update will be performed and will complete an end of 
month or end of year update accordingly. As such it is important to check the periods before beginning 
the update.
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Confirm the financial periods you are rolling from and to are correct by selecting FINISH to begin the end of 
period update.

When the update is complete you will receive a message stating 'General Ledger end of period update 
completed successfully"

WARNING If you do not receive this message do not continue — contact your Attaché PRO Consultant.

Housekeeping after the End of Year

Ensure you take a backup to keep as a permanent record of your data after the General Ledger end of year, 
see Attaché PRO Archiver (see page 63)

Run the file recovery on General Ledger and confirm that no errors were received within the module, see File 
Recovery (see page 70)

If errors are received, further investigate these errors before continuing. If you are familiar with the errors 
reported, ensure any changes made are correct and check that the module still balances. If you are 
unsure, contact your Attaché PRO Consultant. 

Note: You may need to restore to a backup.

Ensure that the General Ledger reports are correct.

General Ledger is now rolled into the New Financial year

You can now allow Users to enter the Attaché PRO system

Note: If you locked the company earlier, you will need to unlock the company before Users will be able to enter the 
company

Refer to General Ledger Final Adjustments (see page 48) for period 13 processing 

For each of the modules, the lists shown are not exhaustive.  Moreover, it may not be necessary to complete all 
these tasks for the End of Year update. The lists are given as a guide only, and should not be thought of as hard and 
fast rules. If you are unsure please ask your Attaché PRO Consultant for what best suits your business.

Note: The End of period update reorganises the files substantially. There is no way to reverse an update, so be sure 
you know what you are doing. In any case, it is essential to back up your data files before performing an End of 
period update, because if a power failure or any other problem occurs during the update, the data on your system 
may not be recoverable.

REF: A001462
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Checks and Balances

Before updating General Ledger for the financial year, you should check to ensure that your Attaché PRO modules 
balance correctly with General Ledger. To do this you will need to keep copies of the reports that were printed prior 
to updating each of the Attaché PRO modules to compare to the General Ledger account totals.

On the following pages is the information that can be used to reconcile Accounts Receivable, Inventory Control, 
Cashbook and Accounts Payable to General Ledger.

If there are any problems with these checks and balances correct them by making the appropriate adjustments 
before updating General Ledger, there is further information on this detailed under Troubleshooting (see page 55)

information.

Accounts Receivable
Once you have completed the updates for Accounts Receivable and Cashbook you will need to post the resulting 
batches in General Ledger to update the Sundry Debtors account. The amount in the Sundry Debtors account in 
General Ledger should then match to the total balance in the Customer Aged Trial Balance and Ledger Totals that 
were printed before beginning the end of year update in Accounts Receivable.

Receivables | Reports | Aged Trial Balance
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Receivables | Ledger Totals  

General Ledger | Reports | Trial Balance

Inventory Control
Once you have completed the end of year update for Inventory Control you will need to post the resulting batch in 
General Ledger to update the Stock accounts. The amount in the Stock on Hand account in General Ledger should 
then match to the total balance in the Sales and Valuation Report (based on your stock valuation method that is 
specified under Inventory | Settings) that was printed before beginning the end of year update in Inventory 
Control.

Note: It is possible to have multiple stock on hand accounts in General Ledger – if this is the case for your business 
you will need to print the Sales & Valuation Reports with the appropriate selections to allow you to reconcile each 
stock on hand account.
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Inventory | Reports | Sales and Valuation report

General Ledger | Reports | Trial Balance

Cashbook
Once you have completed the end of year update for Cashbook you will need to post the resulting batch in General 
Ledger to update the Cash at Bank. The amount in the Cash at Bank account in General Ledger should then match 
to the bank accounts balance for each bank account on the reports that were printed before beginning the end of 
year update in Cashbook.  
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Cashbook | Ledger Totals

General Ledger | Reports | Trial Balance

Accounts Payable
Once you have completed the updates for Cashbook and Accounts Payable you will need to post the resulting 
batches in General Ledger to update the Sundry Creditors account. The amount in the Sundry Creditors account in 
General Ledger should then match to the total balance in the Creditor Aged Trial Balance and Ledger Totals that 
were printed before beginning the end of year update in Accounts Payable.
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Payables | Reports | Aged Trial Balance

Payables | Ledger Totals

General Ledger | Reports | Trial Balance
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General Ledger Final Adjustments

Sometimes it is not possible to complete your end of year adjustments before you need to begin processing in the 
New Year. In this situation, we recommend to roll your live company into the New Year and continue processing, 
but by first taking an archive (copy of your company) so that you can enter period 13 adjustments into the archive 
company to finalise the accounts. Any changes made into the final adjustments period can then be imported to the 
live company. 

The steps to do this are detailed below:

1. After rolling General Ledger from period 12 into period 13, create an ARCHIVE company and give it a suitable 
new company name (for example Year End 20xx/20xx). Use Attaché PRO Archiver (see page 63) to create the 
archive and to take a backup of your data.  Note: This archive company will remain in period 13 
indefinitely. 

2. In your LIVE company complete your end of period again to move from period 13 to period 1 in the new 
financial year. This means you will be able to continue processing in the normal way for the new year.

3. In your ARCHIVE company, continue doing period end adjustments (and any adjustments from your 
accountant) into period 13 until you are satisfied that the accounts are in order for the financial year. This is 
an ongoing process and will not need to be completed immediately. Note: If still running 3.1.0.7 or below, 
ensure that you print each batch before posting so that you have a record of what batches need to be 
entered into your live data. If you do not have the batches printed you will need to use a transaction list in 
transaction sequence for the current period.

4. Once you have completed your final adjustments in your period 13 ARCHIVE company take a backup (see 

page 63)to keep as a permanent record. You may like to create read-only access to this company so that no 
further changes can be made by other Users. Refer to Read-only access (see page 76).

5. Print your final accounts for the financial year from the ARCHIVE company (see General Ledger Reporting
(see page 53)). The reason for this is that the comparative figures for the year before (i.e. two years ago) will 
show in this company, but will not be available in the live company, as it has moved into a New Year.

6. In your LIVE Company (this will be in the current financial year) go to GL | Tools | Import Last Years GL 
Balances. Select the data path of your ARCHIVE Company and tick 'Adjust this year's opening balances'. See 
Attaché PRO help for more info on this tool. Note: this will only work if the company importing from, is in 
Period 13.

https://myattache.attachesoftware.com/x/fgG3AQ


https://myattache.attachesoftware.com/x/fgG3AQ
  Attaché PRO End-of-Year 2018/19 Processing (New Zealand) | Attaché Help Centre

04 March 2019 Page 49 of 79

Note: If still running 3.1.0.7 or below, this option will not be available so will be required to prepare a prior 
period batch (into period 0) for all the changes made in the ARCHIVE company data. You can either 
duplicate all the journal entries done by re-entering each batch that you printed for period 13, or take the 
difference between the final accounts as printed from the ARCHIVE Company and the end of year balances 
in the LIVE company. Remember to take a back-up prior to posting these batches. Contact your consultant 
to upgrade to the latest version.

7. As the Import Last Years GL Balances function affects the opening balances for the new financial year, any 
changes made will be reflected in the trial balance and transaction lists for each account affected. As such – 
if you have continued processing past period 1 in your LIVE company the balances that were printed at the 
end of each period will now reflect the new opening and closing balances.

8. Once satisfied with your live data you should take a back-up, run file recovery, check that your reports 
balance correctly as per housekeeping (see page 36) and ensure that all subsidiary modules still balance as per 
Checks and Balances (see page 42).

For any batches that you need to reverse or duplicate you can use the Copy batch function under GL | Copy 
Batch. Simply select a batch and click Copy Batch. If you want to reverse this batch, tick 'Reverse batch'. The Batch 
will then appear in the Batch Manager (GL | Batches) where you can make any changes before posting. More 
information on this can be found in the Attaché PRO help.
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Import from Another Company

Found under GL | Tools | Import from Another Company, this tool allows you the ability to import balances from 
other datasets to enable multi-company General Ledger consolidation. Using the F1 Help for detailed instructions. 
There is the option to import either transactions or balances from other companies into a master General Ledger 
consolidating accounts across multiple company, including companies in a Foreign Currency.

1. Select the data path the Company you wish to import from, please note that this must be a valid company 
path and the Ledger must be totalled.

Apply FC Exchange Rate – If the General Ledger for the other company is in another currency you have 
the ability to convert it to local currency by applying an exchange rate
Import Type: Different Import types can be specified

• Current Balances – Creates a transaction for each account for the current period which is a 
total of the current period balance of that account.

• Current Period Movement – Creates a transaction for each account which is the sum of all 
transactions in that account for the current period.

• Specific Period Movement - Creates a transaction for each account which is the sum of all 
transaction in that account for the periods selected.

2. General Ledger Accounts then need to be matched for the two companies. There is Import/Export 
functionality on this form so that once you have done this you can export the Chart of Accounts and save it 
for next time you import from another company.

3. You will be prompted to take a backup, if you have not done so already please take one now and confirm 
you have done this (if the Archiver Module is present, you will able to take a backup from this screen).
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4. Final confirmation will display confirming what is about to happen, by clicking 'Next' the import process will 
begin.
If any errors occur during this process you must restore to the backup taken prior to starting this 
importation process. 

5. Once this process is complete, print the Trial Balance to ensure the chart balances and is correct.
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General Ledger Export to MYOB Accountants Office

There is an application that will export Attaché PRO General Ledger information in a format that can be imported 
into MYOB Accountants Edition software. The export supports a variety of formats to suit the way that you and your 
accountant process the accounts. This utility can be found in the Attaché PRO program directory under 
GLExporter.exe

More information on this can be found in the Attaché PRO help (F1). If you are unsure or require more information 
contact your Attaché PRO Consultant.
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General Ledger Reporting

There are a number of reports that are available to give you the information that you require under GL | Reports. It 
may be difficult to decide which reports are necessary and more importantly which report has the information that 
you require.

The importance of a report can only be judged by the number of times you use that report to find useful 
information and every business uses different reports. The best way to decide which reports you want on a regular 
basis is to print all the available reports and then decide which is useful based on the information you can see.

Below is a list of reports that could be printed at the end of each financial period with details of the information 
that they provide. Remember, different report selections on the same report can show information for different 
periods.

Report 
Name

Description

Account 
Details

All the details relating to each account set up in the General Ledger will be shown on the Chart of 
Accounts report. These details can also be shown on the screen through the General Ledger | 
Accounts

Account 
Balances

Account balances will be shown on the Trial Balance report. You may run this report for any period 
in the current year or for the closing balances at the end of last year. These figures will include any 
adjustments you have made using prior period posting.

Budget 
Figures

Budget figures for each account will be shown on the Budget list.

Batches 
Entered

All the batches that have been entered into the General Ledger will be listed on the Batch 
Summary. You may print the report for all periods or a specific period and select posted, unposted 
or all batches.

Unposted 
Batch line 
details

Batches that have not been posted may be printed in detail using the Batch Manager and then the 
Print button.

Posted 
Batch 
Line 
Details

All the transactions created for a particular batch when that batch was posted may be printed on a 
transaction list. Select Transaction List in Transaction Sequence and then add a filter for the batch 
number you wish to display. If the batch was not entered in the current period, you will need to 
change the All/Current period option on the selection screen to All periods.
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Report 
Name

Description

Transacti
ons for 
each 
account

A Transaction list in Account Sequence will detail all the transactions posted to each account 
number. The report can be printed for the current period, all periods or for a nominated period. 
These transactions may also be displayed on the screen through General Ledger | Accounts – drill 
down.

Internal 
postings

Transactions created by post to accounts within your chart of accounts can be displayed on a 
Transaction list in Period Sequence. These internal postings may also be displayed on the screen 
for each account by selecting General Ledger | Accounts – drill down.

Transacti
ons for a 
specific 
period

Transactions for a nominated period will be shown on the Transaction List in Period Sequence.

Audit 
Listings

An audit trail or a list of all transactions entered into the General Ledger since the last audit trail 
may be printed from General Ledger | Reports | Transactions or Audit Trail.

Balance 
Sheet

The Balance sheet report can be printed from General Ledger | Financial Reports | Run

Trading 
Account

The Trading account report can be printed from General Ledger | Financial Reports | Run

Budgets 
Vs Actuals

A report showing Budgets versus Actual figures may be printed from General Ledger | Financial 
Reports | Run

Profit and 
Loss

The Profit and Loss report may be printed from the General Ledger | Financial Reports | Run
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Troubleshooting during End of Year Updates

Pay special attention to the messages that appear prior to the end of year actually beginning. Each message has a 
purpose and will prompt you to remember the things you need to do before you start the update. For example, it 
will warn you if there are no transactions in that module to update, or if the wrong period update is being 
completed. Further examples of these messages are detailed below, these can be applicable to a range of modules.

The message below indicates that no transactions have updated or been entered into Accounts Receivable. You can 
check this by printing the audit trail and/or transaction list (by transaction sequence). Select cancel to resolve any 
issues before beginning the end of period update or if you have confirmed that no transactions have been entered 
since the last end of period update select next to continue processing the end of year update.

The message below indicates that you are not in the last period of the year and are trying to complete an end of 
year update. You can check this in current processing periods and compare this to your current year in Financial 
Years. These options are both under System.

The message below indicates that if you update Accounts Receivable you will be placed more than one financial 
period ahead of Cashbook. This is not recommended and you should further investigate this before continuing with 
the end of period update. You can check this in current processing periods and comparing this to your current year 
in Financial Years. These options are both under System.
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The message below indicates the financial period that the update will move from and to. It also indicates that there 
are unresolved issues that are not recommended situations for updating the module, but it will let you continue 
with the end of period update.

The message below indicates that another User or process has access to and has locked the 'Accounts Receivable 
Customer' form. The end of period update cannot begin until the lock is removed.
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Note: If you select ok to this message, Attaché PRO will not begin the end of period update, if you leave this 
message and remove the lock the end of period update will begin.

If you receive an error message similar to below after beginning an end of period update see the information 
detailed below regarding lock error messages.

The above message indicates that Attaché PRO was unable to begin the end of period update as it failed to open 
files. This can occur if you are experiencing network troubles, if the files have been moved or deleted, or if there is a 
lock on the files that has not been released by another user or process. Select OK and check if there are Users in the 
system, ensure that the network is connected and there are no technical issues and re-try.

Troubleshooting tips
• Always keep a permanent copy of the backup taken prior to starting the end of year update in each module

• If you run a File Recovery and receive errors
• Further investigate any errors before continuing – Are you familiar with these errors? Are the changes 

made correct? Do your reports still balance?
• If you are unsure always contact your Attaché PRO Consultant
• Note: you may need to restore to your backup
• More information on file recovery (see page 70)

• What if the reports or checks don't balance?
• Enter any adjustments necessary and re-check the balances
• Do not begin the end of year update until you are happy that the figures are correct and balance
• If you have any problems or are unsure always contact your Attaché PRO Consultant
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• If a General Ledger retain amount is generated, you will need to restore your to the backup taken prior to 
beginning the end of period update and amend the chart of accounts appropriately before recommencing 
the end of period update.

• If you receive an error, warning or have a problem during the End of Year update
• Write down the details of the message and contact your Attaché PRO Consultant
• You may need to restore to a backup (see page 63)

• If you receive a 'lock' error message, this indicates that another User has entered Attaché PRO
• Check the Security User List and ask those people to exit Attaché PRO
• Do not cancel the lock, the system will continue with the end of period update once the lock is 

removed (the lock message will disappear) if you leave it
• If you need to cancel the lock or exit Attaché PRO during an end of period update, you must restore 

to a backup and try again

• Completion Messages
• When the End of Period is complete you will get a message on screen that states 'End of Period 

update completed successfully'

• If you cannot remember receiving this message and you think the end of period update is complete, 
you can print the system event report to check (System | Reports | Events)

• If you check the system event report and the end of update has commenced (first line) and the last 
line reads end of year update succeeded as shown above for Accounts Receivable then the end of 
period update has completed successfully for that module and you should be okay to continue

• However, if you check the system event report and the end of update has commenced (first line) but 
there is no line for 'AR end of year update succeeded' (last line above) or if the last line reads 'AR end 
of year update failed' then the end of period update has not completed and you should restore to 
your backup and retry the end of year update

• If you are unsure, take a backup and run file recovery on that module or contact your Attaché PRO 
Consultant

• If you do an End of Month instead of an End of Year
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• The system will warn you if it thinks you are doing the wrong update based on your financial periods

• If you select yes to this message, the system will continue with the type of update it believes to be 
correct, in this example an end of month update in place of the selected end of year update

• If you select no to this message the system will continue with the type of update you have selected, in 
this example an end of year update

• If you continue and complete the wrong type of update the data will be changed substantially - the 
changes made by this process are irreversible

• If you do complete the wrong type of update the only option is to restore to the backup taken prior to 
starting the end of period update, failure to do so will result in incorrect figures for the current and 
following financial year

Caution: If you receive a warning or error message and are unsure of how to proceed you should always contact 
your Attaché PRO Consultant before continuing. If any of the checks listed in the checklist are not correct you 
should also contact your consultant before continuing.

Remember the End of period update reorganises the files substantially. There is no way to reverse an update, so be 
sure you know what you are doing. In any case, it is essential to back up your data files before performing an End of 
period update, because if a power failure or any other problem occurs during the update, the data on your system 
may not be recoverable.

General Ledger Retain Amounts

If a General Ledger retain amount is generated, you will need to restore your data to the backup taken prior to 
beginning the end of period update for General Ledger and locate and correct the retain amount (normally this will 
require an amendment to the chart of accounts) before recommencing the end of period update.

There are a number of steps to follow which should help you to identify why a retain amount has been generated. 
We would recommend taking a backup of your Attaché PRO data using Attaché PRO Archiver before you begin.

1. Make a note of the amount that has been generated - does it ring any bells? You may immediately recognise 
it as an amount in one of your accounts, in which case you are well on your way to solving the problem.

2. Print out a copy of your chart of accounts and also a copy of your trial balance.
3. Check the trial balance to see if that amount appears on the report. If it does, have a look at the account in 

question. If the account is a profit and loss account and is not a closing stock account, the account should 
be a Z account. If it is the closing stock account it should be an H account. If the account is a balance sheet 
account it should be an H account unless it is the retain account, in which case it should be a Z account. If 
you make any changes to the Z/H flag you should run file recovery on the General Ledger module before 
performing the end of period update.
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4. Check on the chart of accounts that you have at least one looping structure in your chart, i.e. at least one 
account that has a post-to account against it. If you don't have any loops set up, refer to "Chart Structure" in 
the Attaché PRO Help (F1) for details on setting up a loop.

5. Lastly check that stock on hand in the balance sheet is the equal and opposite of the closing stock figure in 
the profit and loss. If you have several stock accounts, you should total these together and compare the 
totals not the individual accounts.

If you have checked all of these options and the system is still generating a retain amount, there is further 
information regarding retain amounts in the Attaché PRO Help and also on the CBP Member website. If you are 
unsure, we suggest that you contact your Attaché PRO Consultant for more help.
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Locking Users out of Attaché PRO

If you have the access right to do so, a new menu item has been added to the System menu allowing you block 
access to a company. Any Users already in the system will be able to continue to work but nobody else will be 
allowed to login except the user who locked Attaché PRO. This is particularly helpful when taking backups, running 
file recoveries or processing end of period updates, because in these situations another user in the system can 
cause data corruption.

To lock the company

Select System | Block Access to Company

You can also add a friendly message informing the users as to why access is blocked

This does not evict users from Attaché PRO, it simply stops additional users from logging in. When you click OK, if 
other users are in the system then you will be shown a list of active users. If there are Users listed in the Attaché PRO 
you will need to ask them to exit Attaché PRO. Before beginning any essential tasks you should always ensure that 
all users have exited out of Attaché PRO.
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To unlock the company 
You have two ways of unlocking the company, these are detailed below:

1. Select System | Unblock access to Company
2. Or simply select close or exit out of Attaché PRO. The system will display the following message, prompting 

you to unlock the company.

If you select yes to continue, Attaché PRO will close and the lock will be removed. If you select no, Attaché PRO will 
remain open and the lock on the Company will remain.
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Attaché PRO Archiver

Attaché PRO Archiver will allow you to quickly make a backup of your Attaché PRO data, restore a backup or create 
a new Attaché PRO company with a copy of the data (archive). This is particularly useful during end of year 
processing as you should take many backups and archive your Attaché PRO data.

• Backup (see page 63)

• Restore (see page 65)

• Archive (see page 67)

Detailed below is information on how to use Attaché PRO Archiver to back up, restore and archive your data. These 
steps make up an integral part of your end of year procedures and it is essential that you are able to complete each 
of these tasks – Attaché PRO Archiver will make this easy for you.

Backup
There are several ways to take a backup using Attaché PRO Archiver. If you select to begin a process inside Attaché 
PRO that would require a backup the system will prompt you and you can simply select Backup, examples of these 
are end of period updates and file recoveries.

If you are inside an Attaché PRO company you can select System | Tools | Backup data.

Detailed below are the instructions on how to take a backup from inside the Attaché PRO Archiver program, after 
selecting Backup from the menu shown on the previous page. 

Step 1 - Log in to Attaché PRO Archiver 

Simply choose the company you want to backup and enter your login information just as if you were entering 
Attaché PRO. Then Click next to proceed to the next step... 

Step 2 - Choose a backup filename 
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The Wizard will choose a backup name based on today's date and the name of the company you have selected to 
backup. If you want to use a different name type this into the filename or click the open button  to choose a 
folder and name.

If you want to change your mind you can click  Previous to go back to any of the previous options.

Once you are done simply click  Begin to start the backup. 

Backup in progress

The backup will start and you will see the fuel gauge scroll through to 100% and then the confirmation screen.

• At any point during the backup you can press Cancel to stop the backup. However, the backup file made 
would be rendered useless as it will obviously not contain all of the required data files for Attaché PRO to 
work properly; therefore, the wizard will automatically remove the partial backup file for you.

Step 3 – Done 
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That's it you are done!

Restore
It is only possible to restore data from within the Attaché PRO Archiver program. Select Restore from the main 
menu. If you do not have sufficient rights to access the restore option please see your Attaché PRO System 
Administrator. 

Step 1 - Login to Attaché PRO Archiver 

Simply choose the company you want to restore and enter your login information just as if you were entering 
Attaché PRO. Then Click next to proceed to the next step... 

Step 2 - Choose a backup filename 
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Click the  open button to choose an existing backup and choose a backup that you want to restore. Attaché PRO 
backups have a pbz extension.

Once you have selected a backup to restore the wizard will read the backup information from the file and update 
the screen to show you the company name contained in the backup, the serial number and the backup date and 
time.

If you want to change your mind you can click  Previous to go back to any of the previous options.

Once you are done simply click  Begin to start the restore.

Tip: Should you wish to view the contents list of the backup simply click on the  view button. 

Restore the data 

The restore will start and you will see the fuel gauge scroll through to 100% and then the confirmation screen. 

Step 3 – Done 
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That's it you are done!

Archive
It is only possible to archive data from within the Attaché PRO Archiver program. If you do not have sufficient rights 
to access the archive option please see your Attaché PRO System Administrator.

This will start the archive wizard. This wizard creates a new company in Attaché PRO and copies the data from a 
company that you choose to the new Attaché PRO Company. 

Step 1 - Log in to Attaché PRO

Simply choose the company you want to archive and enter your login information just as if you were entering 
Attaché PRO.

Then Click next to proceed to the next step... 

Step 2 - Choose a new company code and name
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Tip: Back up at the same time
If you want a backup also you can simply click the Also backup this data? checkbox. The Begin button will become a 
Next button and you will see the backup filename page that is shown during backup.

If you want to change your mind you can click  Previous to go back to any of the previous options. Once you are 
done simply click  Begin to start the archive (or Next if you are doing a backup and archive). 

Archive in progress

The archive will start and you will see the fuel gauge scroll through to 100% and then the confirmation screen. 

Step 3 – Done
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That's it you are done!

When you next enter Attaché PRO a new company will show in the company list, in this example the code would be 
'Y1' and the name 'Year End 2019'.
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File Recovery

This tool is designed to check the integrity of the Attaché PRO files. It will report any errors and inconsistencies 
found, and in most cases will either correct, reset to default values, or delete invalid data. It also recreates all index 
files, and checks that all records can be read within the files selected for recovery. It is important that a file recovery 
is run as part of our end of year processing to ensure that any problems are resolved in the current data. If you have 
Attaché PRO Archiver licensed for your Attaché PRO Company you will be prompted to take a backup before 
beginning the file recovery. 

When should you run file recovery?

• If there has been a network failure, or power problem
• If an error has been reported regarding bad data, or corrupted indexes
• A processing error has indicated some failure or problem preventing the process or update to complete
• Periodically, to ensure the integrity of your data, especially when it is being updated over a network
• When processing end of period updates

What you should do if a file recovery is required or scheduled?

• Always take a backup of your data before starting the recovery. If the files are corrupted from a network 
failure, recovery may delete data that it cannot reliably fix. File recovery cannot be a substitute for robust 
backup procedures, and may not always be able to correct data that is seriously corrupted.

• Never write over your last few backups. A problem with your data may not manifest itself until the next time 
you try to process an infrequent task.

• Discuss the need for a file recovery with your Attaché PRO Consultant before you start. They will be able to 
advise you whether this procedure is required, dependant on the problem you have encountered, and which 
modules and selections you should check.

• Ensure that all other users have signed out of the Attaché PRO system. File recovery can and will fail if other 
users are accessing the files being recovered. Ensure that the users know not to sign back into the system 
before the recovery task is completed. See details on how to lock the Attaché PRO (see page 61) Company.

How long does file recovery take? 
This is dependent on the speed of the machines, network, and also on the volumes of data stored. It is recommend 
that you schedule a file recovery to run overnight or when no-one will be using Attaché PRO. This minimises any 
down-time. For more information, refer to scheduling tasks (see page 74) in Attaché PRO. 

How do I run a file recovery?

• Take a Backup – if you have Attaché PRO Archiver (see page 63) installed you will be prompted before 
beginning the end of period update

• Select the option from System | Tools | File Recovery
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• Select the modules required to be checked. Because the modules highly integrate the data between them, if 
in doubt, select all modules for recovery

• Check any options required, or as advised by your Attaché PRO Consultant
• Press the recover button

Never close down Attaché PRO while a recovery is executing, as this will leave the files in a very unstable condition, 
always requiring the company to be restored to a backup of Attaché PRO data

• Always review the file recovery log if any errors are reported

Review the error log 
The error log gives you errors and warnings about the integrity of Attaché PRO data files. These include:

• When a recovery of a module was performed, and who initiated it.
• A list of errors.
• The number of errors found.

If you are persistently getting the same messages on subsequent file recoveries of the same data, this would 
indicate one of the following problems that need to be addressed.

• A problem is not being corrected by the recovery, it will be reported each time.
• There is a faulty network connection that is sometimes failing. This is often the case when data is being 

corrupted in random ways with no discernable pattern, but can eventually be traced to one particular 
workstation. The most likely cause, when the same function on another workstation does not produce the 
same problem.

• The network environment has not been configured correctly for use with Attaché PRO, i.e. opportunistic 
locking and write caching

• A problem in the software that is not being corrected by file recovery. A reoccurring error that can 
persistently be traced to the same function on all workstations may possibly be a programming problem. 
These should be reported to your Attaché PRO Consultant for referral to Attaché Software for investigation.

Type of Messages 
The types of file recovery errors summarised on the following pages are to give you an indication of the why these 
messages may be reported. (The actual list of all messages is very extensive, and it is not practical to list all these, 
and their causes). If you receive an error and you are unsure of what it means you should always contact your 
Attaché PRO Consultant before continuing, as you may need to restore to a backup.

 <filename> Bad header; bad free list; bad data in file; file error reading data; read corrupted record; bad file 
structure; file missing; corrupt index; read deleted record; duplicate key error; locate past eof;

These types of errors indicate the specified <filename> cannot be opened, or that the records in use or available for 
reuse do not match the information specified for that file, or that the data is corrupted in an unrecoverable way. 
This problem cannot be solved by file recovery, and the data must be restored from a previous back up. 

<filename> Adjusted header Recordsused; <filename> Adjusted header First unused

These types of errors indicate a possible problem with the data in the file, but that the system has reset the file 
information to match the actual records with data or deleted records. It is possible however that the data is 
unreliable, and should be checked for completeness.
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<filename> Lock record or Unlock record error; failed to reindex

This type of error indicates that the required file is unable to be given exclusive access to the file recovery task, or 
that the data files are in some way unrecoverable. Ensure that all users are signed out of the Attaché PRO system 
before attempting a further recovery. Sometimes when a network failure occurs, while the system is in use Attaché 
PRO does not release the access that users were holding. Closing down the network connection, or the user's 
machine may alleviate this problem.

<transaction> deleted as it is not in a linked list of transactions; changed <filename> link from x to 0

These types of errors indicate that a process failed during the adding and updating of a specific transaction. File 
recovery will delete the transaction that is not linked to its owning entity (e.g. a customer, stock item etc.) and reset 
the links. It is possible however that the data is unreliable, and should be checked for completeness. 

<entity> balance x changed from <value> to <value>

This type of error may follow on from the one above, and is a result of transactions making up a balance being 
different to the balance on the file. This is an expected result if a network failure occurred during the processing of 
transactions, and indicates that a transaction may have failed to complete the full process. The entity involved 
(customer, supplier, bank account etc.) should be reviewed to determine what further process is required to fix it. It 
is possible however that the data is unreliable, and should be checked for completeness. If in doubt, restore to a 
backup, and run File Recovery again until no errors are reported and then reprocess the data entered since the 
backup was taken.

Transaction for missing <entity> deleted; deleted <record> with invalid parent

These types of errors can indicate data corruption, as for a transaction to be added, the entity must have originally 
existed. This scenario would suggest that the entity should still exist, but doesn't. It is possible however that the 
data is unreliable, and should be checked for completeness. If in doubt, restore to a backup, and run File Recovery 
again until no errors are reported and then reprocess the data entered since the backup was taken.

<filename> <record> has invalid <field value> changed to <new value> 

This type of error indicates data that has failed validation, but is not likely to cause critical errors if it is reviewed 
and corrected.   For example, a customer may reference a salesperson that has been removed from the salesperson 
list.

Branch stock for item allocated changed from x to y. 

Stock is allocated immediately on entry, to ensure it is not assigned more than once, but the failure occurs before 
the order is saved. This type of housekeeping resets the allocated / back ordered quantities to reflect the orders 
actually saved.

General ledger < Variance detected>; Retain amount detected; Ledger is out of balance 

These types of errors are not data corruption, but indicate a problem where the chart of accounts has been 
modified and is no longer valid, the network failed when posting batches,  or prior period batches posted have 
caused a balancing error brought forward. To continue, the errors causing the misbalance must be corrected, more 
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information on this is detailed in Checks and balances. (see page 42) Contact your Attaché PRO Consultant for 
assistance to correct the chart of accounts, or to process journals that will correct the balances.
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Scheduling

Attaché PRO Scheduling allows you to schedule an Attaché PRO event to occur at a particular time. For regular 
tasks you can also make these events reoccur. When you are completing your end of period updates it may be 
helpful for you to use the scheduler to make events occur the night before you intend of completing the updates. 
For example, you may like to schedule a backup or archive using Attaché PRO Archiver, followed by a file recovery. 
You can also schedule your reports to be exported, printed or sent by Alex, this is made even easier if you use 
Report Groups.

This means that you could have a backup taken, file recovery run and the most of the reports printed overnight 
when no-one is using Attaché PRO, so that you and the other users of your Attaché PRO system don't have to wait 
for these events to occur. Leaving checks and balances, final adjustments and the processing of the end of period 
update to be done.

More information on scheduling can be found in the Attaché PRO help (F1) under Scheduling and Attaché PRO. This 
provides detailed steps on how to schedule each event to occur. If you are unsure or require more information 
contact your Attaché PRO Consultant.
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Report Groups

This feature allows you to set up groups of reports which can then be scheduled, processed or printed. This feature 
is very helpful and would save time if you set up a Report Group for each module, then when running an End of 
Period or End of Year update all the necessary report can be printed at the click of a button.

To create a new report group select System | Scheduler | Report Group, here you can add a group for each 
module, selecting the necessary reports. Once setup, the reports can be Printed, Exported or sent via Alex.

 
More information on Report Groups can be found in the Attaché PRO help under Using Attaché PRO Reports | 
Printing from Attaché PRO | Report Groups. This provides information on how to setup Report Groups. If you are 
unsure or require more information contact your Attaché PRO Consultant.
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Read Only User Access Rights

Once you have archived and taken a backup of your Attaché PRO data after end of year processing there are two 
ways of making the company Read Only. There is a new setting under System | Settings | General Tab tick 
'Company is Read-Only'. This will mean all users (except SYSADMIN) will not be able to change or update the data.

Alternatively, you can change the access rights of the Users in that Attaché PRO company to ensure that they 
cannot change or update the data, but so that they can still print reports or view information. This allows you to 
control access on a user by user basis. To achieve this you must have sufficient rights yourself; if this is not the case 
please see your System Administrator. Steps on controlling read only access rights per user are detailed below.

Creating a new group
Select System | Groups

• Insert a new group by clicking on the green plus icon or pressing F4.
• Enter a code (e.g. READONLY): Up to 20 characters may be used to enter the user group code. Any 

combination of characters may be used from the keyboard; however, letters will automatically be converted 
to upper case if entered otherwise.

• Enter a description (e.g. Users with Read Only Access): Up to 50 characters may be used to enter a 
description.

• Save the group by clicking on the green tick icon or pressing F9.

Setting rights for the Group
For each group, rights can be allocated to each form, control (access over each tab on master files and transaction 
forms), and report within each module. Some of access rights are related to other access rights in other modules – 
e.g. Bank Accounts in Accounts Payable and Cashbook. For reports, access is either full access or no access. For 
forms access is either full access or no access, and in some cases read-only access (these forms have been specified 
below).

To change the access rights of each option (form/controls/report/module options) either:

• Tick the boxes to View/Amend/Add/Delete or
• Right click on the mouse and select the rights from the drop down menu to apply to entire section.
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Setting Read Only Rights
Set the rights for each of the reports to full access or no access as desired. Reports do not change the data and 
therefore if access rights are set to 'View', this is essentially the same as read-only.

Set the rights for each of the forms and controls below as desired; for all other forms set access rights to no access. 

The following forms can have view only access:

Note: New security model apply to these forms which allows "view" only access over each tabs/controls for some 
modules.

Accounts Payable

• Cash Book Bank Accounts*
• Controls

• Creditors*
• Controls

Accounts Receivable

• Cash Book Bank Accounts*
• Controls

• Customers*
• Controls

Bill of Materials

• Alternate Components
• Bills
• Reservations
• Reservations Manager

Cashbook

• Bank Accounts*
• Controls
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• Direct Credit
• Direct Debit
• Direct Transfer

Data Transfer

• Import Definitions Maintenance
• Maintain Export Definitions

General Ledger

• Accounts*
• Controls

• Batch Manager
• Batches

Inventory Control

• Kitsets
• Stock*

• Controls
• Invoicing and Pricing*

• Controls

Payroll

• Employee
• Job and Payroll Timesheets
• Timesheet Line Details

Special Pricing

• Foreign Currency Contract Prices
• Foreign Currency Selling Prices

 System

Look at the System module and assign access rights as desired – for example, you will probably want to allow the 
users in the view only group to update their password, but you won't want them to access tax settings.

Save the group access rights by clicking on the green tick icon or pressing F9. 

Assigning Users to the Read Only Group

Once the users have been added under System| Attaché PRO Users and the read only access group added, please 
complete the following steps to assign users to the read-only group:

• Select System | Users
• Insert a new user by clicking on the green plus icon or pressing F4.
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• Click on the QuickFind icon in the user column and search for the user – find them and click OK.
• Click on the QuickFind icon in the group column and search for the read only group and click OK. That user 

has now been allocated the access rights according to their allocated group.

• Save the changes by clicking on the green tick icon or pressing F9.

Test this by logging in to Attaché PRO as a user that is assigned to the read-only group. Ensure that no data 
processing can be completed or changes made to the software, but that the necessary reports can be printed 
and the relevant information can be viewed.
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