YEAR-END TIPS AND TRICKS

Wrapping up 2003 - QuickBooks Year-End Task List

Here are some top tips on how to get QuickBooks ready as the end 

of year approaches. 

For more tips and advice on getting QuickBooks and your business 

ready for the end of year, visit the help file.

  - Reconcile all QuickBooks bank and credit card accounts with 

    your December statements. 

  - Print out reports for your files: Profit & Loss, Balance Sheets,

    etc. 

  - Make any adjustments for year-end accruals, corrections, or

    distribution of earnings. The Make Journal Entry window is 

    ideal for this purpose. Or if your accountant will make these

    adjustments, create an Accountant's Review copy. 

  - Make two backups of your QuickBooks company file. Store one 

    copy offsite in a secure location. 

  - Print out a collections report and follow-up with phone calls 

    or letters to clients who are overdue with their payments. 

  - Gather information for tax forms. You can also print income 

    tax reports and import data to TurboTax for Business software.

  - Print and mail your W-2/W-3, 1099, 940/941 and 1096 tax forms. 

FREQUENTLY-ASKED YEAR-END QUESTIONS

1. What are QuickBooks year-end procedures?

   QuickBooks is one of the few accounting programs that does NOT

   require you to close your books. QuickBooks makes some automatic

   adjustments to your books at year end, and even though you don't

   have to close your books, you can protect last year's transactions

   from accidental change by using a transaction password. 

2. What automatic year-end adjustments does QuickBooks make?

   QuickBooks performs the following year-end adjustments, based

   on the fiscal year start month you entered in the Company Info

   window under the File menu:

   -  automatically adjusts your income and expense accounts at 

      year end to zero them out

   -  makes an adjusting entry with your net income

   -  increases your Retained Earnings equity account by the previous

      year's net income and decreases your net income by the same 

      amount on the first day of the new fiscal year.

3. How does QuickBooks safeguard last year's data?

   You can freeze earlier transactions with a transaction password. 

   You'll be able to view the earlier transactions, but QuickBooks 

   will ask for the password if you try to change them. You will need

   to set up an owner password before you can set a transaction 

   password.

