
Closing the Year Closing the Year 
in QuickBooksin QuickBooks ®®

Making Journal Entries and Making Journal Entries and 

Setting the Closing DateSetting the Closing Date



Closing the YearClosing the Year

Historical financial Historical financial 
data should be data should be 
preserved for:preserved for:

nnAuditAudit

nnAnalysisAnalysis

nnAccounting Fee Accounting Fee 
SavingsSavings



Closing the YearClosing the Year

Correct final numbers are available from Correct final numbers are available from 
your accountant or tax preparer. your accountant or tax preparer. 

3 main forms or sources for the data3 main forms or sources for the data

nnTrial Balance (Best)Trial Balance (Best)

nnFinancial StatementsFinancial Statements

nnYour tax returnYour tax return



Closing the YearClosing the Year

To be sure your balances agree withTo be sure your balances agree with

the final numbers the final numbers 

from your accountant:from your accountant:

nnCompare to the reports Compare to the reports 

nnVerify if Cash or Accrual BasisVerify if Cash or Accrual Basis

nnIf they match you can move If they match you can move 
on to setting the closing date.on to setting the closing date.



The Trial BalanceThe Trial Balance

nn Balance shown for each account.Balance shown for each account.

nnMost detailed reportMost detailed report

nnLeast translation of terminology Least translation of terminology 

(no accountantese)(no accountantese)

nnAll accounts show on the same All accounts show on the same 
reportreport



The Trial BalanceThe Trial Balance

This may not be a 
familiar report to you, 

but your accountant uses 
it to review all your 
account balances. 

They most likely have 
already compiled one in 

order to prepare your 
company ’s taxes or 

financial statements.



The Trial BalanceThe Trial Balance



Financial Statements: Compare to Financial Statements: Compare to 
The Balance Sheet and Profit & LossThe Balance Sheet and Profit & Loss

nn Often accounts are combined for Often accounts are combined for 
summarized presentation.summarized presentation.
nnTotals of Assets/Liabilities/Equity will Totals of Assets/Liabilities/Equity will 

all match. Net Income will match.all match. Net Income will match.
nn Some translations may be necessary Some translations may be necessary 

from your accountant, but generally will from your accountant, but generally will 
follow your QuickBooks totals.follow your QuickBooks totals.
nnUse with a Profit & Loss to verify all the Use with a Profit & Loss to verify all the 

balances for the year end.balances for the year end.



The Balance SheetThe Balance Sheet



The Balance SheetThe Balance Sheet

Some 
balances 
may be 

combined, 
but totals 
will match



The Tax Return: Compare to your The Tax Return: Compare to your 
Balance Sheet and Profit & Loss Balance Sheet and Profit & Loss 

nn Most Summarized Balances Most Summarized Balances 
Details often revealed on sub schedules.Details often revealed on sub schedules.
nnVarious pages contain the data.Various pages contain the data.

nn 1065, 1120, 1120S 1065, 1120, 1120S –– page 4 = Balance Sheetpage 4 = Balance Sheet
nn Schedule C or E business, no balance sheet is presented Schedule C or E business, no balance sheet is presented ––

many times not even prepared.many times not even prepared.

nnHarder to put together unless you Harder to put together unless you 
understand the return itself.understand the return itself.
nnBetter than starting from scratch. Better than starting from scratch. 

Especially with qualified help.Especially with qualified help.



If they donIf they don’’t matcht match……

nn We have the opportunity We have the opportunity 
to learn from the tax to learn from the tax 
preparerpreparer ’’s experience.s experience.

nn Each adjustment is a Each adjustment is a 
lesson in correct lesson in correct 
accounting.accounting.

nn Also the entries are clues Also the entries are clues 
to what the information to what the information 
the accountant will need the accountant will need 
next year.next year.



Making Journal EntriesMaking Journal Entries

nn Journal Entries are accountantJournal Entries are accountant ’’s method to s method to 
reclassify errors, correct totals and add missing reclassify errors, correct totals and add missing 
data. They will NOT:data. They will NOT:

nn Affect individual customer/vendor account balancesAffect individual customer/vendor account balances

nn Affect item based reportingAffect item based reporting

nn Affect inventory quantitiesAffect inventory quantities

nn Affect payroll liabilities or tax calculations.Affect payroll liabilities or tax calculations.

Correcting your original transactions may prove Correcting your original transactions may prove 
more accurate for your own reporting.more accurate for your own reporting.



Make Journal EntriesMake Journal Entries



Make Journal EntriesMake Journal Entries



Make Journal EntriesMake Journal Entries

You don’t have to know 
debits & credits, 

just follow the report!



Make Journal EntriesMake Journal Entries
nn Once you have correct the transactions or Once you have correct the transactions or 

made journal entries, compare to your made journal entries, compare to your 
accountantaccountant ’’s reports for the fiscal year end.s reports for the fiscal year end.

nn If changes were made to the prior year data If changes were made to the prior year data 
since you provided it to your tax preparer, since you provided it to your tax preparer, 
that may account for the difference.that may account for the difference.

nn If you have trouble, consult your advisor.If you have trouble, consult your advisor.



Setting the Closing DateSetting the Closing Date

nn Preserve your records.Preserve your records.

nn This is as important as backing up your data.This is as important as backing up your data.

nn This is the only way to protect yourself from This is the only way to protect yourself from 
unauthorized changesunauthorized changes

nn What are authorized changes?What are authorized changes?

nn Amended tax returnAmended tax return

nn Reissued financial statementsReissued financial statements



Setting the Closing DateSetting the Closing Date

DonDon’’t pay your t pay your 
accountant to do accountant to do 
last yearlast year ’’s books s books 
againagain next year!next year!



Setting the Closing DateSetting the Closing Date
nn First, ReFirst, Re--open your company file and open your company file and 

Login as the AdministratorLogin as the Administrator



Setting the Closing DateSetting the Closing Date
Review all user settingsReview all user settings

NO user should have this 
permission, but anyone you 

have selected “All areas”
will have this permission.



Setting the Closing DateSetting the Closing Date
Correct user settingsCorrect user settings



Setting the Closing DateSetting the Closing Date
Correct user settingsCorrect user settings

Choose accesses as appropriate, 
but every user should have 

“No” chosen here.



Setting the Closing DateSetting the Closing Date
from the User List or Preferencesfrom the User List or Preferences

You can even set a 
password to keep 
the Administrator 
from accidentally 
making changes.



Setting the Closing DateSetting the Closing Date

Now users are not just warned, 

they are prohibited from changing past data.



Setting the Closing DateSetting the Closing Date
nn You will have records that support You will have records that support 

your reported balances for the your reported balances for the 
period in case of audit.period in case of audit.

nn You will have the most accurate You will have the most accurate 
records for comparative analysis.records for comparative analysis.

nn Your accountant may even give you Your accountant may even give you 
a gold star when you bring in your a gold star when you bring in your 

data file next year!data file next year!



Making Journal Entries and Making Journal Entries and 
Setting the Closing DateSetting the Closing Date
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