Canadian General Ledger 
Year-end Checklist
Note: Perform all tasks, in the given order, in your current company data, unless directed otherwise.
Review the Recommended Timeline of Year-End Tasks. 
Read Knowledgebase article, What do I need to know about the fiscal year-end process in Sage 100 Contractor SQL.
[bookmark: _Hlk125474302]Back up and verify your Sage 100 Contractor data. 
See How to back up your company data or Restore in Sage 100 Contractor (SQL).   
[bookmark: _Hlk125474316]Log in to your Sage 100 Contractor company as Company Administrator, and then select the Open company exclusively checkbox.
[bookmark: _Hlk125474434]When you are ready, change the default posting period from 12 to 1 of the new fiscal year. 
See How do I advance to period 1 of the next fiscal year?
Note: All periods from both the old and new fiscal year are available until you archive the old data.  
[bookmark: _Hlk125474462]Use Manage Period Availability in the 1-6 Period/Fiscal Year Management window to lock the periods you do not want anyone to post transactions to.  
See How do I lock or unlock a posting period?
Example: Lock periods 1 - 11 of last fiscal year. Leave period 12 open to make year-end adjustments as needed. 
Log out so that you no longer have exclusive access.
Important! Wait to archive your fiscal year until after you enter and post all adjustments and corrections for the old year, as recommended by your tax advisor
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Year-end Checklist 

Note: Perform all tasks, in the given order, in your current company data, unless 

directed otherwise. 

 Review the Recommended Timeline of Year-End Tasks.  

 Read Knowledgebase article, What do I need to know about the fiscal year-end 

process in Sage 100 Contractor SQL. 

 Back up and verify your Sage 100 Contractor data.  

See How to back up your company data or Restore in Sage 100 Contractor (SQL).    

 Log in to your Sage 100 Contractor company as Company Administrator, and then 

select the Open company exclusively checkbox. 

 When you are ready, change the default posting period from 12 to 1 of the new fiscal 

year.  

See How do I advance to period 1 of the next fiscal year? 

Note: All periods from both the old and new fiscal year are available until you 

archive the old data.   

 Use Manage Period Availability in the 1-6 Period/Fiscal Year Management 

window to lock the periods you do not want anyone to post transactions to.   

See How do I lock or unlock a posting period? 

Example: Lock periods 1 - 11 of last fiscal year. Leave period 12 open to make year-

end adjustments as needed.  

 Log out so that you no longer have exclusive access. 

Important! Wait to archive your fiscal year until after you enter and post all adjustments 

and corrections for the old year, as recommended by your tax advisor 

