
 

STEPS TO CLOSE A BUILDING 

1. Reconcile the bank account from the End of Period>Cash Book>Bank Reconciliation 

 
 
 
 
 
 

 
2. Run the building’s financial reports from the building card>financial reports button.  Choose All reports 

 



 

 
Step by Step Instructions to close a building 
04.07.2019 
1 

 

 

 

3. Export the building data – go to the utilities menu and select Export Building Data. For full details, see the manual 

“Export Building Data” 

 

 

4. Find the amount of cash at bank and the split between the admin and sinking/reserve/maintenance/capital works 

funds from the balance bheet 
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5. Create the strata plan as a supplier on the program and set payment method to cheque or direct.  Note:  you can only 
use direct if you know the new bank account details for the building. 

6. Go to Supplier Transactions and use the balance sheet as the invoice image. We recommend you check with your 
accountant to determine which chart of accounts code to allocate the invoice to. Ensure you split the invoice between 
admin and sinking/maintenance/reserve/capital works funds as per the balance sheet. If you are using a bank cheque, 
make sure the amount of the invoice is the balance less any bank charge for the bank cheque.  

7. If the admin or the sinking fund has a negative balance, you will need to create a credit note for the amount of the 
negative balance for that fund.   

8. Process the supplier payment  

If you had to create a credit note, make sure you tick it first on the supplier payment screen so that the balance in the 

funds updates and allows you to make the payment of the balance in the bank account. 

9. Upload the ABA file or write the cheque if paying by cheque  
10. When the transaction shows on your .txn file it will allocate automatically 
11. Any bank charges for the bank cheque will show as an adjustment when you process the txn file. We recommend you 

check with your accountant for advice on which chart of accounts code to allocate these to. 
12. You may like to produce another set of financial reports that show the cash at bank as zero and the income/expense 

statement will now show the bank charge. 
13. Record the date resigned on the dates tab of the building card 
14. Untick “Active” on the building card 

 
 

 

 

 

You will be able to view the building from the buildings screen by clicking on the Inactive tab 
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