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CASHMANAGER SOFTWARE

END OF YEAR INSTRUCTIONS

INTRODUCTION

To ensure an easy transfer to our computer of your data recorded on disk, we ask that you carefully follow this instruction.

Please do not attempt to use the “Accountants Disk Transfer” procedure.  This may result in costly and unnecessary delays in the completion of your annual accounts.

Please follow the instruction sheet on the reverse side in order to ensure there are not costly mistakes.

Difficulties

If you experience difficulties, please contact one of our team members – they know what to do.

Kerikeri:  Clients phone Vivienne or Jenny
Paihia:     Clients phone Maureen
INSTRUCTION SHEET

1.
BANK RECONCILIATION

(a) Enter all cheques issued prior to your balance

date (e.g. up to 31 March)
Y/N

(b) Tick-off the Bank Reconciliation tick screen all entries

which have been recorded on your bank statement

prior to balance date

(c) Complete Bank Reconciliation process ensuring

the reconciliation is “in balance”
Y/N

(d) DO NOT FINALISE THE BANK RECONCILIATION

2.
GST

(a)
Complete your GST Returns as normal
Y/N

(b)
Do not finalise the GST Return
Y/N

3.
SUSPENSE ITEMS

(a) Please ensure that all items coded to suspense have

full details.

(b) Where applicable, provide us with supporting documentation

for suspense items e.g. Legal documents, HP agreements.
4.
EMAIL THE TRANSFER FILE TO PKF POUTSMA LEMON LIMITED


Kerikeri clients
-
Kerikeri@pkfpl.co.nz


Paihia clients
-
Paihia@pkpfl.co.nz


To make a file to attach to your email and after completing items 1 to 4 above:

(a) With CashManager open go to “File”

(b) Select “Export Data”

(c) Select “CashManager Transfer File”

(d) At this screen you need to select where you will “save” the file on your own computer.  To keep the process simple we suggest you select a ‘Folder’ in ‘My Documents’.  Make a new folder called “Cash2011”.

(e) Click on the button with 3 dots to take you to the next menu

(f) In the “Save In” box again, click on the pull down menu box and select “My Documents”

(g) Create a new folder by clicking on the yellow square box and name the folder Cash2011.

(h) Double click on your new folder to open it.

(i) Select “Save” ensuring that you still have a file name which you are saving.

(j) This returns you to the first screen where you will select ‘OK’.

Attach the saved file to an email sending it to us.
5.
BACKUP ONTO EITHER FLOPPY DISK /CD / USB STICK (x2)

(a) Refer to your CashManager Manual if you are unsure on

backup procedures.

(b) Backup two copies of the file.

(c) Copy No. 1 is for your records and should be labelled and 
retained for 7 years together with hard copies of reports


printed.


Copy No 2 is to be sent to us (if you have not emailed the transfer file as in No. 4 above) with your end of year questionnaire duly completed.  Please label your disk / CD / USB stick.

6.
YEAR END PROCEDURE

You are now ready to complete the year end procedure.

(a) Finalise the Bank Reconciliation.

(b) Finalise the last GST Return.

(c) Print off relevant reports for your records.

(d) Refer to your CashManager Manual for year end procedures.

(e) Remember when prompted by the computer to set the new year

budget with “Replace them with this year actuals”

(f) Continue to follow the prompts on the screen.

7.
NEW YEAR


You should now be ready to carry on with processing the new year’s


transactions.

