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Last day of the Year Procedures

At the end of your fiscal year, use End of Year procedures to run reports on last year’s data. Use them to see how
your business did during the year and then prepare your system for the new year by shifting that data to last year.

Select a topic to learn how to prepare for and carry out your last day of the year procedures for Inventory and
Sales.
Topics

e  Preparation

e  Preparing Date, Time, and Printer

e  Running SHUTDOWN

Preparation

You defined an End of Year process for your system during implementation.

Find it by entering MDT in the launch bar, and Eagle will display the Modify Date Table.
The last line usually shows as period 12.

The last day of that period’s month is your year-end date.

When your Eagle system was set up, it included several groups of reports scheduled to run at certain times,
including the End of Year Queues.

Use the Schedule End of Day Queue (SEQ) to locate and review your End of Year Queue.

Locate your End of Year Queue by finding the one scheduled for the last day of the last month of the year.
Note that other reports may run on the last day in addition to your End of Year Queue.

Double-click the queue to inspect or change its contents.

It’s a best practice to review your End of Year Queue before the last day of that month to ensure it includes the
correct reports.

If you want to make changes and prevent errors in the process, contact the Eagle Advice line for help.

Make sure you have plenty of paper in the printer and prepare a new tape or DVD for your end of year backup.
Once you review your end of year queue, and prepare for printing and backup, you’re ready for the last day of the
year procedures.

Preparing Date, Time, and Printer

Everything you do for the End of Year process happens after the regular close of business.

If you use the Epicor proto base credit card authorization program, settle your credit cards after you close for the
day, but before you start the End of Year process.

Start in Network Access. Type the name of the queue that settles your credit cards in the function prompt and
press Enter.
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On the Report Queue Options window, type N and press F3 to run it now.
When the settlement report prints, confirm that it shows “passed” before continuing..
Now you’re ready to begin your End of Year procedures.

It’s important that you complete the steps in this specific order and complete the procedure on a single PC or
terminal.

This process closes the current fiscal year and shifts your data from the current Period-to-Date and Year-to-Date
fields to Last Year.

If you skip any of the steps, you may experience problems.
Enter CDT in the function field of Network Access and press Enter.
Set the date to the last day of your fiscal year, and the time to 5:30 am.

Doing this allows your system to stay on the last day of the year long enough for you to come in the next day to
that verify all reports ran, and Eagle shifted data to last year.

Press Enter, and then Y to confirm.

Load your printer with enough paper for the reports scheduled to print, and make sure there’s plenty of room in
the printer tray to avoid paper jams.

If you prefer to print reports later or have concerns about your data sitting out in a printer tray, you can set the
reports to spool instead.

While most Queues in Eagle are set up to run automatically, some long time Eagle users prefer to manually load
their queues at the end of each day. If this is you, follow these steps.

Manually load your End-of-Day Queues, followed by your End-of-Year Queue.
DO NOT load your End-of-Month queues.

From there, proceed with the next step .

Running SHUTDOWN

You can verify that the backup is successful, and the reports are printing before you leave for the day by running
the SHUTDOWN function manually.

Type SHUTDOWN in the Function field in network access and press Enter.

The End of Day review screen shows you the next backup tape or DVD to use, the queues scheduled to run, active
terminals, and any reports that are still running.

Make sure that all reports have completed running before starting the shutdown process

Use a new tape or DVD for the year end backup, and then store it for six months in case you need to restore any
data from it.

Press F3 to run.
The System Status screen displays.

Enter Y for both Do you want to perform a BACKUP now? and for Do you want to quit all active terminals?
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Press Run (F3) to start the backup.

Your backup can take anywhere from 10 minutes to an hour.
Once the backup is complete, store it in a safe location.

Eagle should start processing the queued reports automatically.

Once you confirm that Eagle is processing or spooling the reports, you’re done with the end of year procedures
and can leave for the day.
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