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Palladium Accounting Year End Guide 
 

This document is designed to assist you in preparing and successfully running your financial year-end. 

   
Year End Preparation 
 

1. Backup 
It’s always wise to make a backup before you proceed. There are 2 ways of making backups in Palladium 
Accounting. Firstly you can make a backup from within your company by clicking on the backup option 
highlighted below, and then choose a location to process the backup to. 

 
 

The second option is to use the Palladium Server backup utility. The Palladium Server will give you an option 
for to create a Local or a Remote backup. The Palladium Server backup utility is generally installed on the 
server machine. Please note that we offer a hosted offsite backup facility to all our Supported clients. 
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2. Cash Out POS Drawers (Enterprise Clients only) 
Before performing the year-end function, you first have to ensure that you have cashed up all PoS Cash 
Drawers. To do this go to Point of Sale | Cash Drawers and select the relevant drawer to cash out.   

 

  

3. Exclusive Mode 
To be able to perform the year-end process you first have to obtain exclusivity to the company to ensure no-
one else processes during this time. To see who is logged in to the company use the option to “View Users In 
Company” as seen below. You can access this feature by going to Control Panel | Company Administration | 
View Users In Company. 
 
 
 
 
 
 
This will show you all users currently in the company and give you the option to “Kill Selected Session” which 
will instantaneously log the selected user. Be advised that the user will not get a chance to complete the 
transactions they are currently processing; therefore this feature should be used as a last resort for logging 
users out of the system. 
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Once all users are logged out, select Exclusive Mode that is situated in the Control Panel |Company 
Administration  section 

 

 
You will select OK to continue. 
 

 
 
 
 
 
 
 
 
 
 

4. Check Data Integrity 
The check data integrity option allows you to verify that your data is balancing. The Check Data Integrity 
feature is situated in  the Control Panel | Company Administration Section.  

 

 

 
The following window will now appear: 
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5. Finish Entering History 
You will not be able to run the Year End until you run the Finish Entering History option (for new clients during 
the take-on procedure only). Click on the “Close History Option” as indicated below. Using this function means 
that you will not be able to capture or change any more opening balances. This however does not mean that 
you are unable to process transactions in the previous financial year. 
 

 
 
Year End Procedure 
Once all the topics covered above have been applied, you may proceed to run the Year End. This option is 
available on Control Panel | Company Administration | Perform Year End  
 

 

 
The option to “Set Earliest Transaction Date to 1st of New Year” is not ticked on the example below, this is 
because I still need to post entries in the previous financial year. You can, however change the Earliest 
Transaction date as you see fit and change it to post transactions to the previous period then change it back 
again when complete. 
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Possible Errors while running the Year End 
 
When running the Check Data Integrity option you may find that your data is out of balance.  
Possible causes: 

� History take on was captured incorrectly, which means that your ledger account history does not match 
your sub-ledgers (customers, vendors, and inventory). 

o View the ledger account balance and compare it to your sub ledger account and recapture the 
correct account balances. 

� Processing a journal entry directly into a linked (control) account. (Note that there is a security setting 
in the Company Setup | Options to block the posting to control accounts.) 

o View the Ledger Transaction report and reverse the transaction. 
� If you change account sets in your inventory often, your inventory summary may report that it is out of 

balance. Your total inventory figures do match, but the summary by account does not.  
 

o In that case, you will see a fix inventory button appear. This function will automatically create 
a journal entry to balance the inventory between inventory accounts. 

 
After Year End Procedures 
1. Release Exclusive Mode 
This will allow users back into the system, go to Control Panel | Company Administration | Exclusive Mode, 
confirm the operation by clicking on the OK button. 
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2. Verify the Earliest Transaction Date 
To check that the Earliest Transaction Date is correct, go to Control Panel | Setup | Date Settings tab. 
 

 
 
3. Copy new General Ledger Accounts to the Previous year 
This function is used if you create a new account in the current year, to be able to process transactions to this 
account in the prior year go to General Ledger | Accounts and select Previous Year as shown below then click 
on Copy.  
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The new accounts will appear as shown on the screen below and you will select the account you wish to copy 

to the previous year and click on the Ok button to confirm. 

 
 

 

Additional Support 
Should you have any further queries please feel free to contact your Business Partner or contact or Help-Desk, 
below.  
  

Support Hours 
Monday – Thursday 08:00 - 17:00 
Friday             08:00 - 16:30 
 
 
Palladium Support Contact Details 
Email: support@palladium.co.za 
Tel: 0861(PALLAD) 725 523  
 
Palladium Upgrade Queries: 
Email: sales@palladium.co.za  
Tel: 0861(PALLAD) 725 523 
 

Support Plan Queries 

Email: sales@palladium.co.za  
Tel: 086 172 5523 
  


