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Clearing the Audit Trail 

in Sage 50 Accounts

Clearing the Audit Trail removes old and unwanted transactions from the history.  It does not run the End of Year.   For this document we have selected a Target Date of 31/10/1998.

1. First, if you are on a network, you will have to ask all users to log out of Sage Accounts.   Log in as Manager or a user with Manager Privileges. You may also like to run the Check Data under the File/Maintenance menu.

2. Take two backups of your data and keep this permanently, and labelled so that you know the contents.

3. Make sure you have made all the allocations of cheques to invoices and credit notes to invoices, as much as possible in both Debtor and Creditor Ledgers.

4. Reconcile all Bank account transactions up to the target date for removal (31/10/1998) - this applies to all bank accounts. 

5. Run the VAT reports for all dates to 31/10/1998 and mark the reports as Reconciled on the VAT screen before closing it.   

6. When you are ready to make the Clear-down, go to the menu item Settings, and select Change Program Date.   In the date box offered type 31/10/1998 and click OK.  If you get a message about being outside your financial year, click Yes to proceed.

7.  Then select the menu item Tools and from the drop-down menu, select Period End and Clear Audit Trail.  You may get a message that your system date is outside your current financial year.  If so simply click Yes to continue.

8.  In the offered date field, type 31/10/1998.  Then Click OK and the program will begin to remove old transactions up to the date selected.

9.  Return to the Settings menu, Change Program Date, and type in the current date.

Your Audit Trail has now been cleared of older transactions and a new audit trail has been written.
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