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Period Processing 

 

 

 

 

 

 

Dear user, 

 

You must make sure that you have read “Navigating the System” first before reading any other Clarity 

guides as without a good knowledge of the navigation you will not fully benefit from the features and 

shortcuts that Clarity will provide for you.  

 

Click here to read Navigating the System: 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf 

 

Also at the end of each guide, there may be a list of other supplements for further explanation of 

features within this routine.  

 

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be 

useful to add to this document. 

 

Warmest regards 

 

Dataflow (UK) Ltd 

 

 

 

 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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Closing and opening periods is a very straight forward process in Clarity. 

 

The Period processing is carried out in the Close Period section of the toolbar. The example below  is 

using the Nominal Ledger Close period option. The blue arrow identifies the company for which you 

will be closing or opening the period, the red arrow identifies the Nominal Ledger and the yellow arrow 

identifies the Close Period option: 

 

The Sales Ledger Close Period option is similarly placed. The blue arrow identifies the company for 

which you will be closing or opening the period, the red arrow identifies the Sales Ledger and the 

yellow arrow identifies the Close Period option: 
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As is the Purchase Ledger Close Period option. The blue arrow identifies the company for which you 

will be closing or opening the period, the red arrow identifies the Purchase Ledger and the yellow 

arrow identifies the Close Period option: 

 

 

The Close Period windows for the Sales and Purchase ledger are identical: 
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The Close Period window for the Nominal Ledger contains the balance information so the view differs 

slightly from that of the Sales and Purchase Ledger. The balances displayed within the Nominal 

Ledger Close Period window are for the current open period: 

 

 

The period calendar view is the same in Sales and Purchase Ledgers Close Period window. The area 

highlighted in red below are the closed periods for that ledger, they are identified by being grey filled. 

The area highlighted in yellow is the current open period for that ledger. The current open period for 

that ledger is the first non-grey filled period in the list: 
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The action for closing, or opening, periods in the Nominal, Sales and Purchase Ledgers is the same.  

The Close Period window for each ledger contains three buttons: 

   

Use this button to close the current open period in that ledger (the first non-grey filled 

period displayed in the period list). 

 

Use this button to open the last closed period in that ledger (the last grey filled Period 

displayed in the period list) 

 

  Once you have completed your action use this button to close the window. 

 

 

Year End 

 

The section below will explain the year end process. 

Each year end period is prefixed with a (Y/e) in the period list, identified in yellow below: 
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To close the year end firstly select the desired retain profit account in the bottom left corner of the 

window, identified in yellow below: 

 

The system will default to the last retain profit account used. 

 

Once you have made the retain profit account selection click the             button to start the close year 

end process. Once you have clicked the close button the system will open a batch control window 

containing the year end journal. Example below: 

 

 

There are tabs containing the Cost Centre details and Batch Total information located in the bottom 

left corner at the footer of the window. 
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Below is an example of the Cost Centres apportionment information for the selected line: 

 

 

Below is an example of the Batch Totals information for the journal: 
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Once the journal has been updated to the chosen retain profit account the year end period will be 

closed. 

 

The process for opening a year end is the exact reverse of closing. Clicking the            button will 

open a batch control window containing the year end journal that was previously posted, but as a 

reversal. Update this journal to post the reversal journal and open the year end. 

 

 

Recurring Postings and Accruals 

 

Should a recurring posting or accrual exist with a processing date for the period you’re closing the 

system will automatically open a batch control window requesting that you update those postings.  

Below is an example image of the Close Period Recurring Posting window: 

 

 

There are tabs containing the Cost Centre details and Batch Total information located in the bottom 

left corner at the footer of the window. 
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Below is an example of the Cost Centres apportionment information for the selected line: 

 

 

Below is an example of the Batch Totals information for the Recurring posting: 
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A confirmation dialogue will appear upon a successful update for the Recurring Posting: 

 

 

Once you have updated those postings the system will close the period. 

 

 

Additional Information 

 

The Sales or Purchase Ledger’s current open period may not be greater than that of the Nominal 

Ledger’s current open period, and therefore should be closed before attempting to close the Nominal 

Ledger period. 

 

Should an attempt be made to close either the Sales or Purchase Ledger prior to closing the 

corresponding period within the Nominal Ledger the following dialogue will appear: 

 

 

 

As with any accounting system transactions are posted to an accounting period relative to the 

transactions transaction date, should that accounting period be open. If the corresponding period is 

closed the transaction will be posted to the next available open period. 

With this in mind consideration should be made when opening periods. Be conscious that other 

Clarity users may be posting transactions containing transaction dates of on or before the period date 

you are opening. Should such transactions be posted whilst the period is open the transaction will be 

posted to that open period. 

 


