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Please note this document is intended as a guide only to assist with the Period process in TemplaCMS & Dimensions. It is
solely the responsibility of the customer to ensure that Period Ends are processed correctly.

Each step in this document is indicated by a step number and with a ‘D’ or ‘C’ in the first column where:

D = Dimensions
C=TemplaCMS

All point where back-ups should be taken are marked in ‘Red’. The user is welcome to take any additional back-ups if needed.

.m Templa CMS / Access Dimensions Cash Register Process

D 1 Sales, Purchase Nominal Ledger Period Ends:

These routines are identical. Before running the period end routine make sure that:
All transactions for the period have been entered.

All relevant batched transactions have been updated to the accounts. The user running the period
end routine will be warned if there are still transactions in the batch but will be allowed to continue.

All required reports have been printed and checked. In particular, check the Nominal Trial Balance

and that the Nominal Sales/Purchase Control Account agrees with the Aged Debtors/
Creditors Report.

A quick way to do this is to run the ‘Snapshot’ option. This can be found on the ’System Control’ menu
via clicking on ‘Company’ and then on the ‘Snapshot’ option at the top of the screen:

Horne Debtors Creditors Financizls Selling System Comg
1 & Info. (5 address @
Edit + Scrol 12t Defaults ;lhelp
&3¢ Custom Tzl Snapshot
Window Record Help
S 4a9afiR EeC gge BEEBEEREDND ©WEe
Company Details @
Company Name Branch ID Definable]  Notes Bank  Comms
Temnpla Cleaning & Support Services Ltd
Address User Field 1
Technology House
Mount Pleasant Road User Field 2
Town Phaone User Field 3
Hildenborough 01732832888
County Fax Factoring Message
Kent J
Postcode Country
TH11 91G
Company Reg. No. VAT Registration
12345678 132 4567 12
= E-mail J
support@templa.com ]

The following screen will appear, click on the ‘Validate’ icon:

¥) snapshat @

Sales Control JELEE—EJS

Purchase Control 47956.52

Bank Accounts 164517.41
Stock

= Valuation 0.00

Answer ‘Yes’to the following question:

Are you sure vou want to Yalidate the Snapshot Control Mo
Account iigures and Trial B alance? -

Ve

Document Ref: TEAM Software - AD Processing Guide - Period End.docx Version:

Page 3|6
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



The following screen will appear and inform the user whether the Customer / Supplier balances agree
or don’t agree with the relevant control accounts and if the ‘Trial Balance’ agrees.

The total of Customer Balances (£906973.14) does not agree to the total of
Sales Control balances (£906817.13).

The total of Supplier Balances (£42319.52) does not agree to the total of
Purchase Control balances (£47956.52).

The Trial Balance agrees!

DK

Please note: A period end can only be run in the nominal ledger after the respective periods have been closed
in the Sales & Purchase Ledger.

Take a back-up called ‘PrePeriodEnd_**_P#’ where ** is NL (Nominal Ledger), PL(Purchase Ledger) or SL
(Sales Ledger) and # is the period number for example ‘PrePeriodEnd_NL_1’

Running the Period End:
From the ‘Debtors’, ‘Creditors’ or ‘Financials’ tab click on the ‘Period End’ option:

Home Debtors Creditors Financials Seling System
[w] =3 Analysis =F Ejﬁ %:% ES Credit Mote = E; £ \ Records o j
< 5 - 2 7 . 3 ’EFJ Ll
Customers &l Terms Post  Invoice  Bulk Recebt Direct’ | Alocation AR Transactiont Period End

Batch Receipts Adjustment: ~ Debits - (Period 1)

49 MEeF uHe =IEEBLD FKE@

Period End (Period 1)

Close the current Sales Ledger
period.

Runs all the routines to close the
period and start a new one.

@  Press F1 for more help

On the following screen the current ‘Sales/Purchase Ledger period’ and the ‘Nominal Ledger Period’ that the
Sales/Purchase transactions are updating is detailed at the top of the window.

Period End @
- = v X @

The Sales Ledger Period is 1 and transactions are updated to Mominal
Ledger Period 1 Current Year

Carry out a
& Period End
" Year End

Delete
" Al allocated transactions

" Only allocated transactions up to
transaction date

+ DO NOT Remove transactions

The system will default to ‘Do not remove Transactions’ but transactions can be deleted if selected by the user,
either all allocated transactions or transactions up to a specific date.

Whichever option is selected only those transactions that have been allocated will be removed. Once removed
it will not be possible to restore any transactions unless the user reverts to a back-up.

To process the ‘Period End’ click on the ‘Green tick’:

Period End @
-] L v X @

The Sales Ledger Period is 1 and transactions are update OK [Nominal
Ledger Period 1 Current Year

Carry out a
{ Period End
™ Year End
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Answer ‘Yes’ to the following question:

v Onice the Peniod End iz running users within the 5 ales Ledger will not be able
! to pozt transactions unleszs they are being batched. Continue?

Mo Y'ex

The system informs the user which period the ledger will be moved too, click on ‘Yes’ to continue:

I'.r-._..ﬁ.'l Carrving out a Period End will make the next Sales Ledger Period 2. Are pou
¥ sure you wish to continue 7

Mo Yes

The following message will appear - if a backup hasn’t been taken cancel answer ‘No’ and take a backup first
before continuing. If a backup has been taken, click on ‘Yes’to continue:

1 take sure you have a backup copy of paur data befare running the Period
! End. Continue 7

Mo 'es

Once the ‘Period End’ routine is completed the following message will appear:

Period End complete!
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» TEAM Software

by WORKWAVE

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



