End of financial period

This describes how to deal with end of financial periods in Profile. 

Prior to performing the end of month, it is recommended that you complete your daily financial administration. It is also recommended that you keep a separate backup for your year end and complete any transaction reports for the current year before rolling over. For more information on printing reports such as Debtors Lists, see Analysing and reporting in the help file.

The following flow diagram illustrates the recommended approach to completing the end of month:


Create and print month end statements

This procedure describes how to create and print financial statements for multiple patients. Statements may be printed out at any time, however they are usually done at end of month.

Create your list of patients with outstanding balances in Control Centre / Financial / Find Accounts and then print your statements from that view.

Alternatively, follow the instructions below:

 Before you can print statements you must create a Found List using the Find Patient function.

	Step
	Action

	1
	Complete all transactions to be included in the report.

	2
	Ensure an appropriate Found List is generated. Some examples may be all debtors or all debtors with a debt more than $10.00. See Find patient for more information.

	3
	Select the patient(s) you wish to print statements for.

	4
	Use any of these methods to open the Print Statements window:

·   click [image: image1.png]


 on the toolbar

·  go to Report / Statement on the menu bar
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	5
	Determine which statements you want to print by selecting the appropriate radio button in the Print Statements for area of the window.

· select All patients if you want a statement printed for every patient on the Find Patient Results list

· select Selected patients if you want a statement printed for specific patients you have selected from the Find Patient Results list

· select omit if balance is $0.00 if you want to exclude any statements that have a $0.00 balance from printing

· Note: The end of month period for which you are printing the statement defaults to current, however a historical statement can be printed also. See Generate and print historical statement for more information.

	6
	Click Print. The statements start printing.

	7
	 Check the statements and send to patients.


· Tip: To select multiple patients, click on a patient and hold down Shift, then click on a patient further down the list to select all patients between those you clicked on. Alternatively, hold down Ctrl and click on individual patients in the list.

· Tip: There is a Profile macro called 'SERVICECHARGE' that will add an extra charge against late paid accounts. See Macros  for more information on how to use this.

Roll over end of month/year balances

Rolling over the end of month balances ages debtors balances, provider and organisation incomes, and payment balances.

	Step
	Action

	1
	Complete all transactions to be included in the report.

	2
	Print your reports and statements. See Create and print month end statements for more information.

	3
	Make a backup of your database. See Backing up and restoring for more information.

	4
	Go to Practice / End of Period / End of Month. The End of Month window appears:
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	5
	Tick the appropriate boxes. Remember to confirm that a backup of the database has been performed.

	6
	Click OK. The Enter Authorisation window appears.

	7
	The cursor will be in the Password field. Enter your password.

	8
	Click OK. The end of month procedure is now complete.

	9
	You will now be able to start entering financial details for the current month.


· Tip: As this procedure may take a few minutes, you may wish to do it at the end of the day.

Roll over end of user period

Rolling over a end of user period ages debtor balances, user and organisation incomes and payment balances.

	Step
	Action

	1
	Complete all transactions to be included in the report.

	2
	Print your reports and statements.

	3
	Make a backup of your database. See Backing up and restoring for more information.

	4
	Go to Practice / End of Period / End of User Period on the menu bar. The End of User Period window appears:
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	5
	Tick the Check to confirm backup box to confirm that a backup of the database has been performed.

	6
	Click OK. The Enter Authorisation window appears.

	7
	The cursor will be in the Password field. Enter your password.

	8
	Click OK. The end of user period procedure is now complete.


· Tip: As this procedure may take a few minutes, you may wish to do it at the end of the day.

