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The Trams Month-End is the processing of transactions, journal entries and financial statements. This includes all bills and expenses paid, as well as all payments and income received for that month.

Prepare to close the month
1. Bank Reconciliation should be completed – Payments | Reconciliation | Bank Reconciliation. The variable should be down to 0.00 and the ending balance should match the bank statement
1. For ARC/BSP agencies, confirm that every week has been reconciled and the remits are matching
1. Client and Vendor Balances - Reports | Core | Client Balances…Reports | Core | Vendor Balances. Confirm that all open balances are accurate. If they are not, make the necessary adjustments and close the invoices
1. G/L Reconciliation – Reports | General Ledger | G/L Reconciliation. Open this report for only the month(s) that you will be closing. If there are any discrepancies that you do not want to keep, clean them out. Trams will provide the error, the invoice number, payment number and /or the record number so that you can fix the issue. Fixing the issue will remove the discrepancy from the report

Run an End of Period
1. General Ledger > End of Period
1. Fill in the dates of the month that you’re closing
1. DO NOT check the Psuedo box. Checking this box causes the month to appear to be closed but it is NOT. This allows agencies to view a month-end repots without actually closing the month. If you use this option, it must be voided before you can run a Full End of Period. Check with a Trams on how to void the pseudo eop.
1. Click on Generate
1. Confirm that the Debits and Credits match to the penny
1. Click OK
1. If you are not running another End of Period then click on Cancel 

Reports to run after End of Period
1. Print the Trial Balance Report. (Reports > General Ledger > Trial Balance) 
1. Print the Management Summary Report and Note the balances for the following Core Report totals:
Client Balances 
Vendor Balances 
ARC Balances
Check Register
      3. Each month, compare the Ending Balances of all Core Reports against the Trial Balance Report. The Core Reports and the Trial Balance Report should balance to the penny before posting occurs. If one or more of the Core Reports do not balance to the Trial Balance, print the GL Reconciliation Report. 
a. Click Reports > General Ledger > GL Reconciliation.
b. Although not every entry on this report needs to be cleared off, the report gives the best idea of why the Trial Balance is out of balance. Check each item’s warning message. (For warning definitions see the manual under Reports > General Ledger > GL Reconciliation Report.) To make corrections, Void the End of Period first. 
c. After making corrections, create the End of Period journal entry again.
d. Print the Management Summary Report again, along with the Trial Balance Report. 
e. Verify that the totals match to the penny
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