End-of-Calendar Year 2009 Payroll Procedures
For Canadian SAM Pro Users

There are no form changes to T4's from last year.
Print all payroll checks for the year 2009.

Backup your database and save a copy offsite in a secure location. A DVD or tape copy of your data
sitting next to your server will do you little good if your office is flooded, burned, or burglarized.

Before computing payroll for the first period with a check date in 2010, update the applicable federal
and provincial tax tables for the next year (see pages 2-9 of this document).

T4s should be run after processing payroll is complete for 2009: all payrolls are entered,
checks/direct deposit advice printed, payroll posted and year-end adjustments made.

Run the appropriate payroll reports to verify that the wage and tax amounts are correct.

NOTE: If you have not already done so (or if your printer configuration has changed since
last year), you must create/update your Data-Basics registry entries.

Select the printer that you will use to print T4s (sys-printer-T4).
Specify your summary information in the registry setting.
Generate T4 forms for employees.

TIP: Your tax forms are standard forms: individual printer settings may cause
misalignment. Therefore, be sure to print a test alignment of your tax forms for one or two
employees before running your actual printout. Note that the 'Plain Paper' option does not
show the actual alignment.

End-of-Fiscal Year General Ledger Procedures

When you are ready to close out your firm's fiscal year, run the Create End of Year GL Entry Starter
function. This function will generate the GL Closing entries to Retained Earnings. It automatically
debits your sales accounts, credits your expense accounts and takes the net and applies it to the GL
Retained Earnings account that you specify.

Note that a closing entry may be generated more than once if adjustments are needed.
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