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Procedure to Year End Close a file

1. Backup client file

a. Open client file and make a Backup. Tick the Include Sub Folders option.
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OK Cancel Help

NOTE: You can use the backup in case something goes wrong in the procedure or as a
fall back in case the procedure outcome is not the desired one.
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Procedure to Year End Close a file

2. Year End Close the client file

a. Select Engagement/ Year End Close
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b. Click on the black triangle in order to specify the location you will create the new

year’s file.

Engagement

, O & B v

date History Mapping Groupings Structures Tickmarks

Document Account

nt i

L

Setup

sues Trial Balance  Adj. Entries  Other Entries

atements
Financial statements
Information store
Disclosure Checklist for Companies - Cap 113
Financial statements preparation checklist
Minutes - non resident shareholders
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Year End_Clean  Logk sian Save  Send rint
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Year End Close and Roll Forward x| in order to have the two
options

File to be Used for Next Year
File Path: | C\Pregram Files (xB5)\CaseWare\Data\
File Neme: | Browse.. |~
Roll Forward Opticns Browse for File...
] Compress prior year file Include BAK f Browse for Folder...

Update prior year balance data
[]Update next year's opening balance data with: Censolidated

R/E Account Mumber: 2330 Multiple...

I Rell forward Forecasts Update current year Budgets with Forecast

Update CaseView Roll Ferward Cells

[ Rell forward Budgets

[]Rell forward all Customn Balances

: “ »”
c. Browse for the folder and click “Select Folder”.
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"Select Folder"
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; Downloads
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=] Pictures Library 18/07/2016 File folder
B videos locales 09/02/2016 File folder
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== Software (\\CMS Script 16/12/2015 File folder
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Cancel
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Procedure to Year End Close a file

d. Enter desired name for the new client file. In the Roll Forward Options make sure
Update prior year balance data and Update CaseView Roll Forward Cells are

selected. Click OK.

Year End Close and Roll Forward

File to be Used for Next Year

File Path: I C:\Program Files (x86)\CaseWare\Data\

File Name: | ABC LTDl Browse...

[[] Compress prior year file

Roll Forward Options \
| Insert the new File Name I

Update prior year balance data

[] Update next ye ening balance data with: Consolidated
R/E Account Number: T
Tick the 2 boxes
[CJRoll forward Forecasts Update curre
Click OK

V] Updat®EazeView Roll Forward Cells ‘

[JRoll forward all Custom Balances

Include in Next Year's File

[[] Spreadsheet Analysis Data Annotations

[[] Document References

[[]Foreign Exchange rchans
[[JProgram Assertion Info [JNotes
[[] Program/Checklist Completion [[] CaseView Document References
[] Commentary Text [[] CaseView Tickmarks
[[] CaseView Notes
[[] Outstanding Transactions
Account Number: Multiple...

The procedure of Year End Close is now completed.
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