Canadian Archive Fiscal Year Checklist
UPDATED: Sage 100 Contractor version 26.1 and later offers the option to combine archiving of the oldest fiscal year and the oldest payroll year during the Archive Oldest Fiscal Year process in Database Administration for Sage 100 Contractor.  To perform this action, the company database's Fiscal year-end date must be December 31, just like the payroll year-end.
[bookmark: _Hlk125476636]Perform all tasks, in the given order, for your current company data unless directed otherwise.
Review the Recommended Timeline of Year-End Tasks.
[bookmark: _Hlk125476742]Read about the archiving process in the Year-End Guide.
[bookmark: _Hlk125476773]Decide when to archive your oldest fiscal year. 
See When should I archive last year's company data?
Important! Do not archive your old fiscal year data immediately after advancing to period 1 of the new fiscal year. 
[bookmark: _Hlk125476850][bookmark: _Hlk125476944]Recommended: If you use Inventory, perform a 12-5 Inventory Audit and resolve audit errors. See How to audit Inventory

Find and print any unprinted cheques.
Complete the entry of all transactions and corrections for the old fiscal year data, including adjustments provided by your tax advisor.
Verify and update job statuses.
[bookmark: _Hlk125476979]Audit the books using the 1-6 Fiscal/Period Management window and repair any errors.
Print accounting reports for the old fiscal year, now or at any time after this step.
Back up your Sage 100 Contractor data. 
See How to back up your company data or Restore in Sage 100 Contractor. 	Comment by Glavina, Helen: We don't need this anymore, do we? Isn't backup part of the archive process now?	Comment by Glavina, Helen: @Amrein, Gerald Can I remove this step, or should I leave it in?	Comment by Amrein, Gerald: I assume that they put that in there just for insurance that they're getting backups. But yes, the backup process will create a backup anyway - though it may not be preserved as long as one they make manually. I don't have any strong preference as to whether that step is included. If support feels strongly then let's leave it in - otherwise we should probably take it out.
Use Database Administration to archive the oldest fiscal year. Select Archive Company Data > Archive Oldest Fiscal Year.  
See How do I archive my Fiscal Year in Sage 100 Contractor?
In the archive company, use the 7-2-1 Security Groups window to change the security rights of all user groups to No for Save, Delete, Void, Change Period, and Print Cheques
