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With year-end fast approaching, here are a few actions you can take a few months ahead to reduce last minute year-end processing stresses:   

Accounts Receivable

· Review your open invoices and clean up those invoices that will never be paid or collected by issuing credit memos.
· Remember to take the appropriate actions if you are clearing out taxed versus non-taxed invoices so that you will receive the appropriate tax credit.  If you are unsure, call our tech support line.
· If the Aged Trial Balance shows invoices and payments that net to zero but don't clear out, use either Split/Reapply or enter positive/negative cash receipts to connect them so they will disappear.

· Confirm the Aged Trial Balance matches the Aged Trial Balance account in the General Ledger equal at period end.

· Change the status of customers you no longer deal with to ‘Inactive’.  This will prevent you from accidently selling to them, and, in some cases, prevent them from cluttering up reports and lists.
Accounts Payable

· Review vendor open invoices for invoices/ payments/credits that net to zero. Simply Pre-pay each of these and process payments. The net effect will remain zero and they will clear from the open invoice file.

· Research negative amounts on the Aged Trial Balance and decide whether to leave them until you purchase from that vendor again or ask them for reimbursement.
· Print a ‘test’ run of 1099’s, compare to the payment history and adjust the 1099 amounts as needed. Keep in mind that, if you had set up a vendor mid-year, any amounts you paid prior to officially setting them up as a vendor may not be shown on the 1099 and adjust accordingly.
· If you have subcontractors whom you also reimbursed for expenses, confirm in AP history whether your payments are including the expense reimbursements as needed.
· Run the Aged Trial Balance and compare to the Accounts Payable account in the General Ledger to insure they match.

· Set vendors you no longer deal with to ‘Inactive’.

· Order your 1099’s - be sure to order extra's.

Inventory

· Physically organize your inventory for easier counting.

· Change the Status of any items that are Discontinued or Obsolete.

· Delete items you no longer need history for or move them to a different location to get them out of your active Location.
Payroll

· Run the Earnings and Deductions Report for Year-to-Date.  Starting with Gross Wages, deduct Deferred Compensation Deductions and any non-taxable earnings to arrive at Federal, State, and Local Taxability amounts and compare to the Year-to-date Withholding Report for proper taxability for W2’.

· Order W2’s

· Use the free Accuwage from the Social Security site to test the accuracy of Magnetic Media W2’s www.ssa.gov/employer/accuwage/.  This is free software that identifies the most common format errors in wage submissions so you can adjust the data in your system to avoid submission rejections during filing time.  
· Begin gathering amounts needed for adding to W2’s including owners insurance, Auto Use, Employer Insurance and Third Party Sick Pay
General Ledger
· Print the Chart of Accounts and insure that each Revenue and Expense account has a ‘Clear-to’ Account

· Print the Trial Balance and begin reconciliation of all Balance Sheet accounts with their subsidiaries such as Accounts Payable, Accounts Receivable, Fixed Assets, loans, etc.
· Compare the Net income on the Income Statement to Year-To-Date Income on the Balance Sheet to insure all accounts are included in both

· Prepare 2014 Budget amounts and begin entering when ready.  
Have questions about these tips or other software support questions?  Contact us at (512) 267-2277 x800 or email www.support@basi-usa.com
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