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To ________________________________

Phone 1-800-944-5572






Fax 1-713-944-2554





     ________________________________

Email Support@ipm-software.net

Fax Back Answers to Frequently Asked Questions

From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you need to resolve your problem.  Please consider these directions as our first attempt to answer your need for assistance.  Once you have followed the steps listed here we trust your problem will be resolved.  

Subject:       CornerStone Year-End Closeout Procedures and Reports
PLEASE NOTE:  These are recommendations only, check with your Accounting Department or CPA to see what items they wish you to add to these procedures.

1. Review the Fiscal Year Settings in Cornerstone.

a. Go to Tools > Customization Options > Financial Customization > Fiscal Period
b. If you need to add to the available fiscal years:

i. Click on Add More Years
ii. Enter Starting Year (first year to add)

iii. Enter Ending Year (last year to add)

iv. Click on Set Up Fiscal Year
v. Click on Verify Fiscal Period Setting
c. Change the open transaction period to include the newly added fiscal year:

i. Go to Financial Customization > Others 
ii. Change the End Year to the new ending year
iii. Click Save to store your changes
2. Run your normal month-end close reports.

3. In addition to the usual month end reports and reconciliation, the following should also be done before performing a year-end close.

a. Run an Aged Receivables Report (RT04).  
i. Identify any incorrect outstanding balances that need to be dealt with.
ii. Clear those balances as needed.

b. Run a Security Deposit List – Pending Refunds (RT29).  
i. Perform any S/D refunds as needed
ii. Perform any S/D forfeitures as needed
c. Write off to bad debt expense any uncollectible amounts as identified by the previous two steps.  

4. Perform a rent reconciliation (Excel worksheet and instruction documents are available from Client Care)

5. Close the last period of the current fiscal year for Rent  (Period end processing)
6. If you have the Ledger module: 

a. Go to Ledger > Utilities > Forward Opening Balances (and select the new fiscal year)
b. Print the following reports:

i. Balance Sheet (GL04) - use the last day of the fiscal year to be closed out.

ii. General Ledger Trial Balance - Summary (GL01) - same date as the GL04 

iii. Income Statement (GL09) - same date as the GL04 

7. For clients that have the Payables module, print the following reports:

a. Vendor Aged Payables (AP04) or the Vendor Aged Payables –Centralized (AP05) if you run Centralized Payables

b. Invoice Out of Balance Report by Vendor (AP09)
c. 1099 Vendor Worksheet (AP14) - if you generate 1099s using Cornerstone
NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at www.IPM-Software.net for other Frequently Asked Questions


