
 

 

Sentec PMS - Finance 
How to Close Year  

 

1.​ Accounting Period 

Access the Accounting Period menu:​

 
1.​ Ensure the last annual period (December) has been completed, then click the 

December row. 
2.​ Make sure inventory closing has been completed. 
3.​ Perform Close Month as usual. 
4.​ Perform Close Year Period once there are no remaining transactions in the 

previous year. 



 
5.​ Click Close Income Statement to generate a general journal. A dialog box will 

appear: 

 
6.​ Enter the Document No as it should appear in the General Ledger. 
7.​ Enter the Description as it should appear in the General Ledger. 
8.​ Click Close to cancel the transaction. 
9.​ Click Preview to view the journal that will be generated. 
10.​ Click Close Income Statement to import the journal. 

​
 



2.​ General Journal 

After the import process is completed in the Accounting Period menu and Close 
Income Statement is executed, the journal will be created in the General Journal 
menu under Batch Close Year (or similar). 
​

 
1.​ Before posting the journal, please review the target retained earnings 

account. 
2.​ Click Post once the journal is confirmed to be correct.​

 



 

3.​ General Ledger Setup 

The retained earnings account can be configured as follows:​

 
1.​ Go to Master Data - Posting Setup - General Ledger Setup. 
2.​ Change the Chart of Account if the hotel uses a retained earnings account 

per year. 
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