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Back to Basics
 Why do I need to close the month and balance?

 What are control accounts and subsidiary ledgers

 What is the difference between a journal close and a GL Close

 Posting Month End Sales Tax is independent of Month End



How to Perform a Month End Close
 What is the Timeline of a close

 What is the order of operations to be performed
- Post all labor to the jobs

- Cost Inventory

- Run Open Order Report

- Job Cost jobs completed in the month

- Ensure all SG&A Expenses are entered into AP for the month

- All customer deposits have been posted to banking

- Perform your bank reconciliation



RFMS



Most Frequently Asked Questions
 ERRM users if you click on “do not pay” providers make sure you also click “do 

not accrue”.
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Accounting > File > Month End > AR > Select Claims only
(you can use this to balance your claims account at month end)
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Accounting > File > Banking > Add/Edit Checks > Select Your Register
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 In order to run financial reports from the GL Function Screen (P&L, Balance 
Sheet, etc.) for the current month your journal must be closed.
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BALANCING THE LEDGER

What to do when your Checking Account, Accounts Receivable, Accounts Payable, 
Customer Deposits and Inventory does not balance:
https://rfmsinc.zendesk.com/hc/en-us/articles/203728056-Balancing-the-General-Ledger

BALANCING INVENTORY

https://rfmsinc.zendesk.com/hc/en-us/articles/115012400467-Balancing-Inventory

https://rfmsinc.zendesk.com/hc/en-us/articles/360000481807-Balancing-Inventory-to-
the-General-Ledger-Webinar

https://rfmsinc.zendesk.com/hc/en-us/articles/203728056-Balancing-the-General-Ledger
https://rfmsinc.zendesk.com/hc/en-us/articles/115012400467-Balancing-Inventory
https://rfmsinc.zendesk.com/hc/en-us/articles/360000481807-Balancing-Inventory-to-the-General-Ledger-Webinar


Most Frequently Asked Questions
 ERRM users if you click on “do not pay” providers make sure you also click “do not 

accrue”.
 You can select “Claims Only” when running some month end reports to review 

those numbers (they are often overlooked)
 Booking a journal entry to a GL bank account never ends well
 Transactions adjusted and/or deleted using an access code does not always hit the 

journal they way you expect
 “Receipts not posted” message and how/where to look for that. Especially if it is 

a Claim or Discount Receipt.
 In order to run financial reports from the GL Function Screen (P&L, Balance Sheet, 

etc.) for the current month your journal must be closed.
 When you perform a close and the numbers appear to be unrealistically large or 

out of balance try re-opening the journal and closing it again as the first step.
 Inventory does not balance.
 GL Locked/Journal is being closed on another workstation message. This happens 

when a user's workstation gets locked up when performing the journal 
close. Rebooting the workstation and/or server will not fix the problem.  This 
error/message requires an access code to fix it and it is a quick fix.  if you are 
unsure on how to contact the Help Desk for assistance.



Error Message

Accounting > File > General Ledger > G/L Dates 



Click on the Edit Icon, This requires an access code.

Uncheck the box that says “GL is Locked”

DO NOT UNDER ANY 
CIRCUMSTANCES 
CHANGE THE DATES



Congratulations! 
You received One Hour

of free Training 
with today’s trainer 





Thank You for attending
Have a great day!

Jaime Gauen

jgauen@rfms.com
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