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A fiscal year is typically divided into 12 monthly fiscal periods. You may have up to two fiscal years open at one time. Before closing the fiscal year, you must close the periods within the year first. Accounting periods may be reopened only if the fiscal year is open.  
Accounting Periods
Creating Accounting Periods
Accounting periods are created when creating the fiscal year. Please see Creating a Fiscal Year later in this document. 
Allowing Posting to Accounting Periods
1. In the Search box, enter General Ledger Setup, and then choose the related link.
2. In the General Ledger Setup window, on the General tab, in the Allow Posting From field, specify the start date of the posting period.
3. In the Allow Posting To field, specify the end date of the posting period.
The dates are validated against the allowed posting ranges to make sure that they belong to open fiscal years. For more information, see Allowed Posting Range.

The dates that you define here apply to the whole company, that is, to all users.

You can define different posting periods for different users and apply a posting period to a user in the User Setup window. If you enter dates here, the dates entered on the General tab in the General Ledger Setup window will not apply to these users. This is useful when allowing accounting staff to finish processing month-end while other users must post to the new month. 
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Creating a Fiscal Year
1. In the Search box, enter Accounting Periods, and then choose the relevant link.
2. On the Home tab, in the Process group, choose Create Year.
3. On the Options FastTab, define the structure of the fiscal year. The fiscal year is usually 12 periods of one month each, but you can also divide it in other ways.
4. Fill in the fields.
For more information about a specific field, select the field, and then press F1.
5. Choose the OK button.
The accounting periods are created, and the result is shown. The Starting Date field and the Name field are filled in with the name of the month from the starting date.
After the last period in the fiscal year, an accounting period is inserted with the New Fiscal Year field selected.
Closing a Fiscal Year
Warning: Make and keep a backup of your database prior to closing the fiscal year.
Year-end closing in Microsoft Dynamics NAV involves three steps:
1. Closing the fiscal year using the Accounting Periods option.
2. Generating a year-end closing entry using the Close Income Statement option.
3. Posting the year-end closing entry along with the offsetting equity account entries.
Closing the fiscal year using the Accounting Periods option
1. In the Search box, enter Accounting Periods, and then choose the related link.
2. In the Accounting Periods window, on the Actions tab, in the General group, choose Close Year. If more than one fiscal year is open, Microsoft Dynamics NAV assumes that the earliest one should be closed. A message displays identifying the year that will close and the consequences of closing the year.
3. To close the year, choose the Yes button.

Generating the year-end closing entry using the Close Income Statement Option.
1. In the Search box, enter Close Income Statement, and then choose the related link
2. Fill in the options
1. Fiscal year ending date
2. Gen. Journal Template. General 
3. Gen. Journal Batch. Select a batch from the drop down list.
4. Document number. If system assigned, the document number will be generated. If user defined, enter a document number. 
5. Retained Earnings Account. Enter the appropriate retained earnings account.
6. Posting Description. “Close Income Statement” will auto populate, but you can change the description. 
7. Business Unit Code. Select the check box if you want to close by Business Unit Code.
8. Dimensions. If you want an entry to be created for each dimension used in the general ledger account, choose the field and select the codes of the dimensions.
9. Inventory Period Close. Select if you want inventory periods with ending dates equal to or prior to the last date of the accounting period to be closed when you run the batch job.
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The above process creates a journal entry in the journal and batch you defined in the options. This entry still needs to be posted. 

The Close Income Statement batch job can be used several times. You can post in a previous fiscal year, even after the income statement accounts have been closed, if you run the batch job again. 
Posting the Year-End Closing Entry
1. In the Search box, enter General Journal, and then choose the related link.
2. In the General Journal window, in the Batch Name field, select the batch that contains the closing entries.
3. Review the entries.
4. On the Home tab, choose Post to post the journal.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “About Year End Processes” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh936559(v=nav.71).aspx
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