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1. Introduction 
 
Any user undertaking the End of Month tasks should be thoroughly familiar with Period 
Control concepts as outlined in Tutorial, ALL03. 
 
The other relevant Tutorials are:- 

• SL13 - Sales Ledger: End of Month of Month Procedures 
• PL09 - Purchases Ledger: End of Month of Month Procedures 
• ST09 – Stock End of Month Procedures. 

 
The Nominal Ledger is always the last ledger to be closed off. 
 
Before proceeding to run the Nominal ledger month end reports, ensure that: 

• All nominal journals for salaries/wages, depreciation, etc, have been entered. 
• “Nominal Payments & Receipts”, usually got from bank statements, have been 

entered. 
• A Bank Reconciliation has been done for each bank account. 
• Where relevant, accruals and prepayments have been entered. 
• Where relevant, the closing stock valuation has been entered – refer to Tutorial 

ST09. 
 
When all transactions are posted to the Nominal Ledger, the user can proceed to the 
Nominal Ledger month end reports. The user will observe that some of the data on these 
reports are duplicated from the Sales and Purchase ledgers, but these will be used as cross 
checks to ensure that the data entered is correct. 
 
2. Period Forward 
A user with the necessary Systems Administrator password will have to set the new 
Period Number.  If necessary, if no more transactions are to be entered into the old 
Period, it should be “Locked”. 
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3. Reports 
 
3.1: Month End Report. 
The majority of reports required, are found in one convenient menu location:- 

 
 
3.1.1: Detailed Account Listing 
 

 
 
 

 
 
 
The purpose of the report is to show how the balance on the account was arrived at. 
A sample of this report is shown on the next page. 
 
 
 
 
 
 

The opposite Details screen is 
completed. Enter the From/To period 
nos., if the From/To nominal accounts 
are left blank, then the details for ALL 
accounts will be printed.  Depending on 
the number of accounts, this could be a 
huge report. 

An alternate option is to export the report to Excel on a monthly 
basis for storage.  Usually, it is auditors or the Revenue Vat 
Inspectors who will look for this level of detail.  Having the 
reports in Excel allows the reports to be emailed to the relevant 
persons. 
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Nominal Ledger Details Report. 

 
This is the same report after exporting to Excel. 
 

 
 
3.1.2: Sales Inv/Crn Analysis 
This shows the nominal codes analysis of customer invoices for the chosen period. 
This comes in two versions, Summarised and Detailed.  

 
 
 

For both options, the user enters the From 
& To periods for which the report is 
required.  When the Run option is chosen, 
the user has the following options for 
outputting the report details – see next 
page.
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Summary Version of Report:- 

 
 
Extract from Detailed Version of Report:- 

 
 
 
 

Option 3 just creates detail lines in Excel, while 
Option 4 shows the report format in Excel.  Option 5, 
Create Data Drill is not yet available. 
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3.1.3: Purchase Inv/Crn Analysis 
This shows the nominal codes analysis of supplier invoices for the chosen period. 
Like its Sales equivalent, this comes in two versions, Summarised and Detailed.  

 
 

 
Summary Version of Report:- 

 
 
Extract from Detailed Version of Report:- 

 
 

For both options, the user enters the From 
& To periods for which the report is 
required.  When the Run option is chosen, 
the user has the following options for 
outputting the report details. 

Option 3 just creates detail lines in Excel, while 
Option 4 shows the report format in Excel.  Option 5, 
Create Data Drill is not yet available. 
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3.1.4: Payments Analysis 
This comes in two versions, Summarised and Detailed.  

 
 

 
Detailed Version of Report:- 

 
This lists the payments and the nominal A/Cs that each payment was posted to. 
 
3.1.5: Receipts Analysis 
This comes in two versions, Summarised and Detailed.  

 
 

For both options, the user enters the From 
& To periods for which the report is 
required.  When the Run option is chosen, 
the user has the following options for 
outputting the report details, 

Option 3 just creates detail lines in Excel, while 
Option 4 shows the report format in Excel.  Option 5, 
Create Data Drill is not yet available. 

For both options, the user enters the From 
& To periods for which the report is 
required.  When the Run option is chosen, 
the user has the following options for 
outputting the report details – see next 
page.
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Detailed Version of Report:- 

 
 
This shows ALL receipts for the period analysed by nominal code. 

Option 3 just creates detail lines in Excel, while 
Option 4 shows the report format in Excel.  Option 5, 
Create Data Drill is not yet available. 
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3.1.6: Audit Trail 
 

 

 
 
This report shows the double entry for all transactions for the selected period range. 
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3.2 Bank Accounts 
The bank accounts reports are found in the following menu location:- 

 
 
3.2.1: Reconciliation Report 
How to print the report is covered in Tutorial NL08 which deals in detail on how to do a 
Bank Reconciliation and print same. 
 
3.2.2: Bank Control Account 
 

 
 

 
This summarises the movements in the bank account for the period, the closing balance 
should be the balance on the nominal bank account – see next page for screenshot. 
 

This is where the Bank Reconciliation 
exercise is done before the Reconciliation 
Report can be printed. 

Enter the nominal code for the Bank 
Account. Ensure that the correct period 
is entered, in this example we are using 
March 2008 (3.08) 
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3.2.3: Payments Credits Listing 

 
 

 
The total figure should agree with the figure for Payments/Credits in the Bank Control 
Summary Report as per 3.2.2 above. 
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3.2.4: Receipts & Lodgements 
 

 
 

 
 
The total figure should agree with the figure for  Receipts/Lodgements in the Bank 
Control Summary Report as per 3.2.2 above. 
 
3.2.5:  Journal Listings. 
 

 
In our example, there were NO such Journal transactions for the relevant bank account.  
If there were, the total figure should agree with the figures for Debit & Credit in the Bank 
Control Summary Report as per 3.2.2 above. 
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3.3 Control Accounts by Date. 
 

 
 
3.3.1: Debtors. 

 
 

 
 
The equivalent Report produced from the Sales Ledger, Month End Listings section, is 
shown on the next page. 
 
 

This is a Date based report 
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In this example, both reports are in agreement.  However, they could differ as the period 
based report could contain “out of period” transaction, ie, transactions posted to 3.08 but 
dated prior to 1st March 2008! 

This is a Period based report. 
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3.3.2: Creditors 

 
 

 
 
Same comments apply here as for the Debtors report. 
 
3.3.3: Banks 

 
 

 
 
Also agrees with the Period based equivalent report as per 3.2.2 above. 

Date based. 

Date based. 
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3.4: Vat Returns 

 
 

 
 

The Nominal Vat Return is a Summary 
of both the Sales & Purchases Vat reports 
and is also period based.  As can be seen 
from the illustrated report, the Net 
Amount payable or refundable, is shown. 
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3.4.1: VAT Reporting & Reconciliation – General Comments. 
 
Transactions in Intact are not flagged or marked as reconciled when a VAT report is 
completed. Normally this is not a problem as the report is run from period to period. 
 
Example. 
The VAT report for Nov-Dec 2005 is agreed, and submitted to the Revenue Tax 
Inspector.  A Sales or Purchases transaction dated Dec 2005, is posted to the January 
2006 period. The transaction will be included in Jan 06 VAT return, which is correct.  
 
If, however, after the VAT report is agreed and submitted, the Sales/Purchases periods are 
changed back to December 2005, and the same transaction is posted with a Dec’05 date 
and a Dec’05 posting period, the transaction can only be “picked up” in the Dec’05 Vat 
Return – it cannot be included in the Jan’06 Vat report. 
 
However, as this Return has already been submitted, this will lead to the Vat 
transactions not being included in any vat return unless a manual adjustment is done for a 
future vat return. 
 
Recommendation: If you submit a VAT Return for a Period, and invoices dated in 
that Period are subsequently received, enter these invoices with an invoice date of 
the 1st. of the new period.  This guarantees that the transaction will not be omitted 
from any VAT Return.   
Alternatively, if the above recommendation is not acceptable due to giving an 
incorrect transaction ageing, then when the “Out of Period” warning is given for 
trying to enter a Dec’05 dated transaction into a Jan’06 period, enter Yes to the 
Continue prompt. 
See Tutorial ALL03 on Period Control 
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It would be advisable to manually check the Vat Liability a\c with the Returns as per the 
attached spreadsheet layout. If there is a difference, compare the VAT Report returns 
with the balance in the VAT Liability a\c, identify the difference and if correct, print the 
page(s) and include in the next VAT Return. 
 
Suggested Excel Layout to track Vat Liability & to aid Reconciliation. 
 
Period Sales  

VAT 
Purchases 
 VAT 

Net  
Liability 
Or 
Refund 

Intact Vat 
Summary 
Return 
Report 

Intact 
Vat 
NL a/c 

Payment 
to Tax 
Authority

Dec ‘05     -600  
       
Jan’06 -1000 500 -500   - 600 
Feb’06 -1250 600 -650    
Jan/Feb’06 -2250 1100 -1150 -1150 -1150  
       
Mar’06 -900 1200 300   - 1150 
Apr’06 -800 1000 200    
Mar/Apr’06 -1700 2200 500 Refund 500 650 *** + 500 
       
May’06       
Jun’06       
May/Jun’06       
 
*** If the Intact NL VAT a/c balance disagrees with the Intact VAT Summary Report, 
then the discrepancy has to be investigated. 
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3.5: Management Reports 
 

 
 
When this option is taken, the following menu options appear:- 

 
 
Each Main Report Heading may display a number of versions of this type of report.  In 
the above example, the Profit & Loss (P & L) section on the left, displays all the 
variations of a P & L that have been designed. 
 
As the format and layout of these reports can vary from company to company, the design 
of these reports is covered in a separate Tutorial, MR01. 
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3.5.1: Trial Balance (TB) 
 
When any version of a TB is run, the screen prompts:- 

 
 
 
 
3.5.2: Profit & Loss (P & L). 
 
The same comments for the TB applies here. 
 
3.5.3: Balance Sheet (BS). 
 
In the case of the BS, the screen prompts:- 

 
 
There is no “From” field in the case of a BS.  This is because a BS always reflects the 
Assets & Liabilities position “as at” a specific period. 
 
 

End of tutorial. 
 
 
 

 
 
 
 

 

If a TB for the current period only, is 
required, then enter the period no. for both 
the From & To fields.  For a Year-to-Date 
TB, enter the Financial Year Starting Period 
in the From field, and the current period in 
the To field.


