Closing the Year
iIn QuickBooks ®

Making Journal Entries and
Setting the Closing Date



Closing the Year

A0

Historical financial
data should be
preserved for:

nAudit
nAnalysis

nAccounting Fee
Savings




Closing the Year

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

3 main forms or sources for the data
nTrial Balance (Best)
nFinancial Statements
nYour tax return



Closing the Year

To be sure your balances agree with

the final numbers

from your accountant:
nCompare to the reports
nVerify if Cash or Accrual Basis

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




The Trial Balance

n Balance shown for each account.
nMost detailed report
nLeast translation of terminology
(NO accountantese)

nAll accounts show on the same
report



The Trial Balance

Repart Finder
Memarized Reparts b This may not be a
familiar report to you,
but your accountant uses
it to review all your

Process Multiple Reports

Company & Financial k
_ustomers & Receivables k IBEeILS | EleEs
Sales g They most likely have
Jobs, Time & Mileage 4 already compiled one in
Vendors & Payables » order to prepare your
Purchases " company'’s taxes or
financial statements.

Inventory k
Employess & Payroll k
Bianking 3
Accountant & Taxes » Adjusted Trial Balance
Budgets & Forecasts » w
Lisk » aeneral Ledger

r

Industry Specific Transackion Detail by Account



The Trial Balance

if§i Trial Balance fsk a help question Askl‘v How Do I?
[ Modify Repork.. ., ] [ Mermarize. .. ][ Prink. .. ][ E-rm.ail ][ Export... ] [ Hide Header ][ Collapse ] [ Refresh ]
Daktes |Lask Fiscal Year W | osof |12/31/2006 Sork By | Default hd
#:31 PM Rock Castle Construction
Trial Balance
Accrual Basis As of December 31, 2006
Dec 31, 06
<= Debit = Credit =
Checking P 1245477 A
Savings 29 500.00 %
Accoumnts Receivable 1,924 .40
Tools & Equipment 5.,000.00
Inventory Asset 455 .90
Undeposited Funds 18,2520
Land 90,000.00
Buildings 32500000
Trucks 33,8529
Trucks:Depreciation o.oo
Computers 4,001 .00
Furniture 5,225.00
Accumulated Depreciation 107 DB .20
Pre-paid Insurance 4 05000
Accounts Payable 4 050,00
Callil Card 55.535
Sale=s Tax Payable Q35 .85
Bank of Anwvycity Loan 20,801 .07
Hote Payable 2050000
Truck Loan 11 451 43




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

n Often accounts are combined for
summarized presentation.

nTotals of Assets/Liabilities/Equity will
all match. Net Income will match.

nSome translations may be necessary
from your accountant, but generally will
follow your QuickBooks totals.

nUse with a Profit & Loss to verify all the
balances for the year end.



The Balance Sheet

Report Finder

Mermorized Reporks »
Process Mulkiple Reports

iZompany 8 Financial Profit & Loss Skandard

Custamers & Receivables Profit & Loss Dekail

Sales Profit & Loss ¥TD Comparison

Jobs, Time 8 Mileage Profit & Loss Prew Year Comparison
Wendors 2 Pavables Profik & Loss by Job

Purchases Profit & Loss by Class

Invenktory Profit & Loss Unclassified

Emplowees & Payroll Income by Cuskomer Summary
Income by Cuskomer Detail

Expenses by Wendor Summary

Banking
Accountant & Taxes
Expenses by Wendor Detail
Income & Expense Graph

Budgets & Forecasts
Lisk
Induskry Specific

T T v v W W ¥ ¥ W W W W

Balance Sheet Standard

iZuskom Summary Repork Balance Sheet Dekail



The Balance Sheet

fgiBalance Sheet

. ] [Memnrige... ][ Prink., .. ][ E-mail ][ Export.,. ] [Hin:le Header ][ Collapse ] [Refregh
W | A= of |12)31)2006 Columns | Tokal anly W Sork By
Rock Castle Construction
e
121507 Balance Sheet
Acerual Basis As of December 31, 2006
< Dec 31, 06 <
ASSETS ™
Current Assets

Checking/Savings
Checking ] 1245477 4
Savings 29,:500.00

Total Checking/Savings 41 954 77

Accounts Receivable Some
Accounts Receivable 1,924.40

Total Accounts Receivable 1,924 .40 ba|anCGS

Other Curremnt Assets may be
Tools & Equipment 000 a0 Comblned,
Inventory Asset =455 .90

_ but totals

Undeposited Funds 15,252.05

Total Other Current Assets 22 76318 will match

Total Current Assets

G5 65233



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

n Most Summarized Balances
Details often revealed on sub schedules.

nVarious pages contain the data.

n 1065, 1120, 1120S - page 4 = Balance Sheet

n Schedule C or E business, no balance sheet is presented —
many times not even prepared.

n Harder to put together unless you
understand the return itself.

n Better than starting from scratch.
Especially with qualified help.



If they don’t match...

n We have the opportunity
to learn from the tax
preparer’s experience.

n Each adjustment is a
lesson In correct
accounting.

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




Making Journal Entries

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

n Affect individual customer/vendor account balances
n Affect item based reporting

n Affect inventory quantities

n Affect payroll liabilities or tax calculations.

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



Make Journal Entries

Modifv Report. .. WWW}[@T} Hide Header || Collapse [W |
Dates |Last Fiscal Year ~ | From |01j01/2006 [E] To |12/31/2006 [E] sart By | Default v
11:09 PM Rock Castle Construction
25 .
1215007 Journal Entries
Janua 006
Date + Hum = Account Delbit & Credit & Memo % Hame %
100M 572006 122 Checking — e ROCK-0921 Midldlefield Drywe .. ~
Accounts Payable 594.00 ROCH-0921 Miclcdlefield Dy
Ea4.00 E94.00
121852006 Checking 3516.05 Deposit
Uncdeposited Funds 200000 Deposit Ruff, Bryan:Su...
Uncdeposited Funds 1516.05 Deposit Ruff, Bryan:Su...
391605 391605
12052006 Checking 2,079.45 Deposit
Undeposited Funds 2079458 money order Bolinski, Rafal:2. .
5,073.48 S,079.48
12ME2006 Accounts Payable 4 05000 Semi-Annual Premium Sergeant Insur ..
Pre-paid Insurance 4 050.00 Semi-Annual Premium Sergeant Insur ..
4,050.00 4 050.00
b 1203172006 Depreciation 420000 Depreciation on Truc...  Annual Deprec... 4
Depreciation Expenze 4 200.00 Depreciation on Truc...  &nnual Deprec...
4,200.00 4 200.00




Make Journal Entries

t Edition 2004

S=plApE=l Reporks Window  Help

Banking Mawvigaktor

Werite Checks CErl4-y
Crder Checks
=2 Register ZErl+F

Malke Deposiks

TransfFer Funds

Fecoard Credit Zard Zharges »
Loan Manager

Reconcile

Make General Journal Enkries. ..

Sek Up Online Financial services >



Make Journal Entries

ki Make General Journal Entries Ask a hielp question ¥ How Do I?

Drrevious [ pet E;ﬁF'rint... %{Find l:t?JHistnry I?#Rewerse Repnrts v

Date | 12/31)200 Entry Mo, | [ | Adijusting Entry
Accounk ekt Credt Memno Mame E_ |
Trucks: Depreciation 4,200.,00 |Depreciation on ... [Annual Depreciation A

Depreciation Expense

You don’t have to know
debits & credits,
just follow the report!




Make Journal Entries

n Once you have correct the transactions or
made journal entries, compare to your
accountant ’'s reports for the fiscal year end.

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

n If you have trouble, consult your advisor.



Setting the Closing Date

n Preserve your records.
n This Is as important as backing up your data.
n This Is the only way to protect yourself from

unauthorized changes

n What are authorized changes?
n Amended tax return
n Reissued financial statements




Setting the Closing Date

Don't pay your
accountant to do
last year’s books
again next year!




Setting the Closing Date

n First, Re-open your company file and
Login as the Administrator

® Sample Rock Castle Construction - QuickBooks Premier: Accounta

File Edit Miew Lists Accountant Besls=ae® Customers  Wendors  Emplovees

i Company Mavigator
Invoice  Cusk Itern Fived Asse  DUsinEss Services Navigator
—ompany Cenker

x

Mavigators Company Infarmation. ..

Set Up s

ﬁ—| Accountant
ﬁ Company
[% Customers
o -

Change Your Password. .,
Modify Service Aocess,.,
Advanced Service Adminiskration...




Setting the Closing Date
Review all user settings

User List

NO user should have this
permission, but anyone you
have selected “All areas”
will have this permission.

|F'.|:Imin ilogged on)

Add User,,
Brina | —

L ||| aedddiiitid] || aidiilily

]
Edit User... |
]

Delete User

View User

View user access

Set the closing date: Access for user: Anna

N This user has the following access rights. Click the Leave button ko

‘@f M return,

Area Creake Print Reports
Sales and Accounks Receivable W W W
Purchases and Accounts Payable ¥ i W
Zhecking and Credit Cards i i nfa
Inventaory ) Y )
Time Tracking ¥ i W
Payraoll and Employees ¥ i W
Sensitive Accounting Activities i) b b
Sensitive Financial Feports ¥ W nja
i njfa nja
< Zhanging Closed Transackions b njfa nja
——

Leawve




Setting the Closing Date
Correct user settings

Admin {logged on)
Bnna

Set the closing date:

(*fou will make the selections in the screens that Follow)
() &ll areas of QuickBooks




Setting the Closing Date
Correct user settings

Change user password and access: Anna

% Changing or Deleting Transactions Page 9 of 10

E} Yes
'::} Mo

Should this user also have the ability ko change or delete transactions
that were recorded before the closing date?

Choose accesses as appropriate,
but every user should have
“No’” chosen here.

Presy | | Mexk | | Finish | Help | | Zancel




Setting the Closing Date
from the User List or Preferences

User List Preferences

\adrmin {logged on)
d
Bnna

B4

Accounkting

iZhecking

Set the closing ge: Closing Diate,

Finance
Charge

GEnEF

<M

Inteqrated
Applications w

et ST LI

| My Preferences " Company Preferences

Account Mumbers
|:| IJse account numbers

Show lowest subaccount only

Fequire accounks
[ Use class tracking

Prompt bo assign classes
[ ] use audit trail

Automatically assign general journal entry number

Dake through which books are closed
\12f31/2006 (@

abiove,

Set Passward, ..

O

Zancel

Help

Default

Also See:
aeneral

Payrall and
Emplovees

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

|




Setting the Closing Date

Now users are not just warned,

they are prohibited from changing past data.

Warning

ﬂ Yo cannat perfarm this action because this transaction's date is before the closing date,
L

You need permission to modify transackions before the closing date to da this,

Ak yvour QuickBooks Administrator ko grant you this permission,




Setting the Closing Date

n You will have records that support
your reported balances for the
period In case of audit.

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

n Your accountant may even give you
a gold star when you bring in your
data file next year'




Making Journal Entries and
Setting the Closing Date

Written & Compiled by
Anna M. Sheets, CPA
Certified QuickBooks ® ProAdvisor s
Metzger, Mancini & Lackner, CPAS
115 S. Eddy Street
South Bend, IN 46617
574-232-9973
training@mmilcpa.net
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