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13th Month Processing User Guide 

This document will overview how to process the 13th Month Financial Statement. Dealers who currently 

produce a 13th Month Financial Statement will no longer have to call the Accounting Support Department to 

have companies copied over*. With this feature, the 13th Month process has been greatly simplified. 

*Applies to Calendar Dealers only. See Fiscal Dealers section on Page 6. 

 

Features and Benefits 

• 13th Month posting will be accessible from the list on your Accounting menu. 

• The 13th Month menu is security protected. You may grant permission to key people. 

• The process is a 13th Month menu from the same Accounting company. 

• Modified 13th Month Trial Balance Report, Detailed and Summary General Ledger Reports, and 

Schedules are in the same menu. 

• A modified 13th Month Transaction Journal. 

• 13th Month posting automatically creates an Open Month Transaction and converts GLs to Retained 

Earnings. 

• 13th Month and Open Month postings are kept hand-in-hand (Transaction Inquiry). 

• It includes the ability to upload to NCM20 and transmit to the Manufacturer. 

• You can finalize and archive 13th Month Reports to DOC/Mate when completed. 

 

Before Processing 13th Month Financial Statement 

Before processing the 13th Month Financial Statement, we suggest completing the following practices. 

✓ Perform standard Month End practices (particularly Schedule adjustments). 

✓ Process the 12th Month Financial Statement and submit to Manufacturer, when applicable. 

✓ Close the 12th Month. 

✓ Close the Year. Refer to the Year End Close Journal Source and Retained Earning GL Setup documentation 

on AMU for further instruction. 

 

Please note that if this setup in System Configuration, Year End, already exists, please skip the next step 

for “Adding a 13th Month Journal Source and continue to “Accessing the 13th Month Processing Menu”. 
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Adding a 13th Month Journal Source 

Similar to the Year-End Journal Source, the System Administrator MUST create a UNIQUE 13th Month 

Journal Source that has never been used prior to adding the Year-End setups.  

1. Access Accounting Program 9: Other Files Sub-Menu.  

2. Select Option 1: Journal Source File. The Add/Edit Journal Source screen displays.  

3. Select Add. The Add Journal Source popup displays.  

4. Enter an alpha-numeric Source Code and then a Journal Name for 13th Month. Suggested JS code: TH. 

5. Fill in additional fields and click Save. 

 

 

Note: Be sure to grant Journal Source security (Program 8: 

System Information File, Option 12: Add/Change/Delete 

Access to Accounting Journal Sources for All Login IDs) for all 

employees who will perform postings in 13th Month. 

 

 

 

6. Once the 13th Month Journal Source is added, access Accounting Setup in System Configuration.  

7. Enter the unique 13th Month Journal Source. 

 

8. Click Save or Save and Close. Upon saving, the system will validate the Journal Source. If the system detects 

that the Journal Source is not unique and a Reserved Source type “13th Month”, an error message will display 

and the information will not be saved. 

9. Once the Journal Source has been validated, a message will display alerting you that it cannot be 

removed once added. Once a Journal Source is attached as Reserved or for 13th Month, it will not be 

allowed to be deleted.  

10. Click Yes to confirm or No to go back and make changes. 
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Granting Security Access to 13th Month Processing 

The System Administrator must grant access to the 13th Month Processing for all necessary employees 

through System Utilities. 

1. Access System Utilities. 

Note: If the 13th Month Journal Source has not been set up in System Configuration, no permissions will be visible. 

If the Journal Source has been added, “Thirteenth Month” will be listed under the Access Menu. 

2. For each applicable employee, click on the menu options they will need to access. To give them access 

to the entire menu, click the 13th Month Processing header.  

3. To allow an employee to Reverse and/or Adjust 13th Month Transactions in Accounting Program 31: 

Transaction Inquiry, select Can Reverse 13th Month Transactions and/or Can Adjust 13th Month 

Transactions under Rights. 

4. Click Save or Save and Close. 

 

Once security permissions are granted, the employee must open a NEW AMPS session.  

 

  

Past Edits to Unit Counts 

This section applies to dealers who were converted to Auto/Mate from a DMS where data required “Edits to 

Unit Counts” for the 13th Month Reporting Year.  

1. Prior to closing the 12th Month, make sure all unit counts are correct on the 12th Month Financial Statement. The 13th 

Month Financial Statement will reflect the counts once the 12th Month is closed. 

2. If the 12th Month requires a legitimate edit to a unit count, this can be done for the current period only. Access 

Accounting Program 8: System Information File, Option 7: Patch Journal File and complete for each necessary GL, 

entering the 12th Month, Year, and desired Journal Source.  

3. Once this is complete, the 13th Month Financial Statement will reflect the adjusted counts. Note: If any Financial 

Statement is run in Office/Mate AFTER Year End Close, the counts will be reverted to the original converted counts (pre-

edits).  
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Accessing the 13th Month Processing Menu 

Upfront Validations  
When accessing the 13th Month Processing menu, the system will alert you to the following errors. 

Closed 12th Month Required 
If a company was not on Auto/Mate at the time of their 12th Month Close, the company will be unable to do 

a 13th Month Financial Statement until the following year and they will receive the error message below. If 

the 12th Month is still open, this error message will also display.  

 

Close of Year Required 
If the 12th Month has been closed but the Year-End Close has not, the error message below will display. 

 

Unavailable for Fiscal Dealers 
If the dealership is a FISCAL dealer, the error message below will display. 

See next page for additional information regarding fiscal dealers and 13th month processing. 

 

IMPORTANT: Attention Fiscal Dealers 
 

13th Month Processing is not available for Fiscal Dealers. If a fiscal dealer employee attempts to add a 13th 

Month Journal Source in System Configuration, they’ll receive an error message.  
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Error Message 

 

 

 

 

 

Fiscal Dealers who wish to complete a 13th Month Financial Statement, they will need to call Auto/Mate Support. A 

copy of the 12th Fiscal Month will be made and the dealer will be given instructions on how to post entries 

accordingly into the copied company and live company. 

Once all validations are passed, the employee will be able to access 13th Month Processing. 

If Fiscal Year Begins in Accounting 

Program 8, Option 1: Company 

Information is set to a month other 

than 01 – January, the system will 

consider you a fiscal dealer. 
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Upon initially accessing the 13th Month Processing menu, the starting point will be as follows. 

• The Financial Statement will reflect the 12th Month Close. 

o Supplemental Data will be the same as Program 26 for the Reporting Year. But can be changed as 

needed 

• The Trial Balance will reflect the 12th Month Close with a modified report name. 

o Trial Balance by Calendar Year (13th Month). 

• Summary General Ledger will reflect the 12th Month Close with a modified report name. 

o Summary General Ledger (13th Month). 

• The Monthly Transaction Journal will be blank.  

o This will be exclusively for 13th Month Journal Source postings dated on the last day of the year 

(for 13th Month source setup in System Configuration). 

 

IMPORTANT: 12th Month Schedules will be carried over to the 13th Month menu, as well as the 13th month 

entires and any postings in the month. 

 

Note: If the Financial Statement was printed and additional entries were made before the month was closed, the 

archived copy from Program 26 may be different upon comparison.  

 

 

 

 

 

 

 



 

January 2022 / © 2017 Auto/Mate Inc. All Rights Reserved / 800.371.3970       Page 8 of 21 

 

Special Notes 
• All Postings created from 13th Month Transactions will prepopulate with the 13th Month Journal 

Source and Last Day of the Year being processed.  

o Employee must enter Reference Number to create the 13th Month Posting.  

• When viewed in Transaction Inquiry, any 13th Month Posting will show both 13th Month and Open 

Year Posting—these are kept hand-in-hand.  

• When running the 13th Month Transaction Journal from the 13th Month menu, the Open Month 

Date will be listed as an aid. The Retained Earnings Adjusted Amount into the Open Year will be 

listed as an additional check and balance.  

• When making a relate change for the 13th Month Financial Statement, be sure to change the 

conversion year back to the closed year as relates are reading that file (per franchise).  

o This is done in the GL Record—Accounting Program 6: Chart of Accounts. 

• The maximum future posting date allowed is the last day of the 11th Calendar or Fiscal Month of 

the Open Reporting Year. This is contingent on the 13th Month having not been previously finalized.  

• The 13th Month MUST be closed when the 11th Month of the Open Calendar is closed, as no further 

postings will be allowed. 

• Intercompany 13th Month entries are NOT allowed. 

 

Post a 13th Month Transaction 

1. From the 13th Month Processing menu, select Program 1: Enter/Edit Transactions.  

This is a modified posting screen similar to the New General Journal, specified as 13th Month Transactions. 

2. Click the New 13th Month Entry  button   

OR use the Hot Key ‘N’. 

 

The 13th Month Journal Source and Posting Date will prepopulate. 

3. Add the Reference Number. 

4. Post using the GL that needs to be adjusted for 13th Month purposes. 
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5. As with New General Journal, you can choose to add Transaction Notes, Print, or Save. 

6. When the 13th Month Posting is ready, click the Post Into 13th Month button.   

 

 

The Open Month Transaction Date dialog will appear. 
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Note: If the transaction is saved and selected for posting from the 13th Month Transactions screen, the 

same dialog will appear.  

7. Enter the Open Month Transaction Date. 

8. Click Ok. 

 

 

When the posting is complete, the 13th Month Transaction Journal will list the Open Month Posting Date. 
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View a Posted 13th Month Entry in Transaction Inquiry 
When using the Transaction Inquiry, the 13th Month Posting and Open Month Posting will be shown 

together. Each P/L GL will be replaced with the Retained Earnings GL.  

 

 

See Pages 10-11 for information on how to adjust and reverse 13th Month Transactions. 
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Reverse a 13th Month Transaction 

With security permission, an employee can reverse a 13th Month Transaction. 

1. Select 13th Month Transaction .  

The Transaction Detail dialog will appear.  

 

Note: BOTH ENTRIES WILL BE REVERSED if the original transaction was done as a 13th Month Posting. The 

Open Year period will follow the standard rules for Cutoff Date and Future Months. If reversal notes are required, 

they will be enforced with the reversal. 

 

2. Enter Date for Reversal. To choose the Transaction Date or Today, click the respective button. 

 

 

Once the reversal is complete, it will be reflected on the 13th Month Transaction Journal with the appropriate 

‘R’ (reversal) code.  
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Adjust a 13th Month Transaction 

With security permission, an employee can adjust a 13th Month Transaction. 

1. Select Adjust 13th Month Transaction . 

 

 

BOTH ENTRIES will be adjusted if the original transaction was done as a 13th Month Posting. Open Year 

period will follow the standard rules for Cutoff Date and Future Months. If adjustment notes are required, 

they will be enforced with the adjustment. 

 

Adjust Transaction dialog will appear. 

 

2. Adjust Entry as necessary. 

3. Add Notes, if applicable.  

4. Click Save and Post.  

 

5. If the Open Month Period is not cut off, the dialog will be populated with the Original Dates. 
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6. If the original posting date’s period is cut off. the employee must specify the Reversal and Adjustment 

Dates. 

  

7. Click Ok. 

 

Once the adjustment is complete, it will be reflected on the 13th Month Transaction Journal with the 

appropriate ‘R’ and ‘A’ (reversal and adjustment) codes.  

 

 

Schedule inquiry for the 13th Month Transactions 

Print Schedules 
 

The scheules as they existed for the Closed Year and any entries changed or created for the 13th month can 

be viewed using Print Schedules in the 13th Month Menu. The Include Trans Through date cannot be edited 

and will display the last day of the year for the scheduled information.  
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What Sees the 13th Month Posting? 
• A 13th Month Financial Statement sees the posting as the postings were made. This affects the P/L 

for the prior year. 

• A DOC or Trend run with a 12/31/YYYY date in Office/Mate or Report/Mate will NOT see the posting. 

Year-End Close and 13th Month Transactions are excluded. 

• The GL Inquiry for the Closed Year will reflect the 13th Month Journal Source for P/L GLs with a 12/31 

date. 

o Justification of the 12th Month (as it was closed) and the prior year’s detail is the Retained 

Earnings adjustment shown in the Open Year under the 13th Month Posting.  

o Assets and Liabilities will only see the 13th Month Posting in the Open Period. 

▪ Similar to Schedules, only one entry will be shown.  

• The 13th Month Transaction Journal from the 13th Month Processing menu will list the posting as it 

was made, affecting all GLs. 

• The Detailed P/L and GL Report form the 13th Month Processing menu will reflect the 13th Month 

Postings. 

o Justification of the P/L difference on the 12th Month’s P/L Report and the 13th Month P/L 

Report is the 13th Month source activity for the Open Year’s Retained Earnings GL  

• If using Accounting Tracking for Report/Mate’s Heat Sheet, only the Open Month Posting will update 

to the report. 

• The Open Year Financial Statements will only see 13th Month Postings that affect the Balance Sheet 

Accounts (Assets and Liabilities). 

 

Preparing to Print the 13th Month Financial Statement 

 

1. From the 13th Month Processing menu, access Program 2: Print Financial Statement.  

2. Select appropriate Franchise. 

3. If necessary, select Edit Supplemental Data make any supplemental data edits. 
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Processing the 13th Month Financial Statement 

Each line affected by the 13th Month Posting will reflect the posting and be able to be drilled into.  

Standard rounding applies to the Financial Statement. 

The Financial Statement’s P/L can be verified against the P/L Statement in Program 4: Print Detailed GL & 

P/L Reports in the 13th Month Processing menu. 

GL values can be verified against the Trial Balance Report in Program 3: Print GL Trial Balance in the 13th 

Month Processing menu.  

 

Sending the 13th Month Financial Statement to NCM20/OEM 

When all 13th Month Postings are complete and the statement has been produced, the 13th Month Financial 

Statement should be sent to NCM20 at this time, if necessary.  

 

When all postings are completed for the 13th Month and the statement has been produced, the 13th Month 

Financial Statement should be sent to the manufacturer at this time, if necessary. 

 

Retained Earnings GL Justification 

Below is an example of how the Retained Earnings GL is justified when Year-End Close and the 13th Month Postings 

are complete.  

1. Start with the Reporting Year’s ending Retained Earnings balance.  

This can be retrieved from DOC/Mate Reports (for the closed 12th Month)  

OR  

Use GL Inquiry in Program 31 and viewing the Retained Earning’s Last Year ending balance.  

 

2. Using the P/L Report in DOC/Mate, verify the Year-to-Date P/L as the 12th Month was closed.  

Note: When supplemental data is modified from the 13th Month menu, the changes will also 

be reflected in Accounting Program 26 for that Reporting Year. It does not update the Open 

Reporting Year.  

If you are running the archived version of the 12th Month from Program 26, the statement will 

reflect the “last time” it was produced before closing the month.  

 



 

January 2022 / © 2017 Auto/Mate Inc. All Rights Reserved / 800.371.3970       Page 17 of 21 

 

 

When Year-End close is performed, the Year-to-Date P/L is transferred to the designated Retained Earnings GL by 

the Year-End setup in System Configuration.  

 

3. Using the December Year-End Close Retained Earnings balance ($4,115,502.06) and the Year-to-Date 

P/L for the Closed 12th Month ($2,554,826.33), add the two values together to determine your Month 1 

Starting Retained Earnings Balance for the new Reporting Year.  

 

 

 

For the Open Reporting Year, the Retained Earnings GL shows the Opening Balance inclusive of the Year-End 

Close.  As 13th Month Postings are made, each P/L GL is replaced with the Retained Earnings GL for the 

Open Reporting Year.  

 

In the following example, the 13th Month Postings made into the Open Year transferred ($247,505.79) of 

additional profit to Retained Earnings between January and November.  

Retained Earnings Balance ($4,115,502.06)  

+                  Year-to-Date P/L  ($2,554,826.33) 

______________________________________________ 

=              Opening Balance   ($6,670,328.39) 
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Use 13th Month Processing Program 4: Print Detailed GL and P/L Reports for justification of 12 th and 13th Month 

Financial Statement’s P/L.  
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Run P/L Report 

The previous (12th Month) P/L Report now reflects the 13th Month postings for Current Period and Year-to-

Date.   

 

The 13th Month Financial Statement will now reflect:  

• 12th Month loss of $96,169.21 + 13th Month adjustments of ($247,505.79) = ($151,336.58) Adjusted 

December Profit 

• 12th Month YTD Profit of ($2,554,826.33) + 13th Month Adjustment ($247,505.79) = ($2,802,332.12) 

Adjusted Year-to-Date Profit 

 

Standard Rounding applies to the 13th Month Financial Statement. 

 

Maximum Posting Period Information  

As previously noted, the Maximum Future Posting Date allowed is the last day of the 11th Calendar of 

the Open Reporting Year. When attempting to use a date of 12/1 or greater (if calendar), the date will be 

shown in red on the 13th Month Transaction for the Open Period. A hover over message will indicate that 

the date is not allowed. 

 

Auto/Mate will notify you as the maximum posting date approaches. 

 

Upon processing the 11th Month Accounting Month-End Close, a warning will appear: 

“You will not be able to close the 11th month of the calendar year. If you have an open 13th month, from the prior 

calendar year.  
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Finalizing 13th Month 

 
Reminder: If your dealership needs to send the 13th Month Financial Statement to NCM20 or to your 

Manufacturer, it must be done prior to performing Finalize.  

 

Prior Year Finalizing 13th Month  

Finalizing the 13 month must be completed before November of the coming year. If you have not 

completed Finalizing the 13th month and you are set up for another 13th month for the current year, a 

message will popup indicating that the previous year’s 13th month will need to be finalized before you can 

close the month of November. 

 

Upon completion, the following reports will be archived in DOC/Mate under a new section titled 13th 

Month. They will be listed under the Month/Year (i.e. December 2017).  

The following will be archived: 

• 13th Month Financial Statement 

• 13th Month Trial Balance 

• 13th Month Detailed GL/P/L Report 

• 13th Month Summary GL/P/L Report 

• 13th Month Transaction Journal 

• 13th Month Schedules 

 

1. From the 13th Month Processing menu, access Program 8: Finalize.  

2. The defaults will appear as illustrated in the screenshot below.  

Once confirmed, no further transactions can be entered for the 13th Month period. 

3. Answer ‘Y’ to continue with finalizing 13th Month. This process CANNOT be undone. 

 

 

IMPORTANT! This process cannot be undone. 
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Upon completion, a message will display and access to the menu will be shut down until the next reporting 

year. 
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