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Year End Procedures 
 
Your accountant will ask for a number of reports and information to finalize your company tax. 
These reports include the usual Month End reports and some additional reports for the year end. 
 
Once you have completed your year-end printing, simply roll the month over as usual: 

Paybiz Main Menu > Tools > Month End > Period End 
 
All the year-to-date figures will automatically be reset and debtors aged. 

 
Reports (Month End) 
 
Do the normal end of Month Reports first: 
  

• Reconciliation Report – Tools > Period Balances > Reconcile > Print 
Compares the Control Totals, General Ledger and Aged Trial Balance/Bank Account for Debtors, 
Creditors and Cashbook. 
The values within each section should be the same. If not, any financial reports will be wrong and must 
be fixed before doing the Month End. 
The problem is usually related to an incorrect date on a transaction. 
If using the optional General Ledger module, print with a pivot analysis to help assist with finding a 
discrepancy. 
 

• Debtors Aged Trial Balance – Debtors > Db Aged Trial Balance > Print 
Shows the totals owed to you by your Debtors at the end of the year 
 

• Creditors Aged Trial Balance (if using Creditors) – Creditors > Cr Aged Trial Balance > Print 
Shows the totals you owe at the end of the year 
 

• Bank Reconciliation (if using the Cashbook)– Banking > Bank Statement > Bank Rec Report > Print 
Compares the Bank Statement to Cashbook transactions. Should be Balanced. 
 

• GST Calculation (as required) – Tools > GST Calculator > Print 
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Reports (Year End) 
 
Make sure your Current Period is set at the last Month of your Financial year otherwise the reports will reflect 
the current year totals. 
 
The Standard, Non-G/L, ‘End of Year’ reports are: 

Payroll Reports 
 

• Income Statement - Reports > Income Statement > Enter year start/end dates > Print 
Provides a summary of each employee’s income, tax and deduction totals for the year. 

 

 
Figure 1: Income Statement 

 
 

• EDF Totals (NZ Only) – Payroll > EDF / IR345 > enter year start and end dates > Print 
Provides the totals paid to IRD. 

 
Figure 2: EOY EDF report 
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• Non-Tax Payment Report – Reports > Pay Analysis  
 

 
Figure 3: Non-Tax Allowance Totals 

 
 
Pick the desired non-taxable allowances, click to add a tick in the Totals checkbox and print. 
The totals for each pay type will be collated and displayed: 
 

 
Figure 4:Pay Analysis Report for Non-Tax Totals 
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• Gear Report – Reports > Pay Analysis 
Use the same report option as for the Non-Tax, this time choosing your Gear deductions. 
Your accountant may need this information for GST Adjustment purposes. 

 
 
 
 

• Staff Deductions – Reports > Staff Deduction History 
Your employees may request this information for their own tax purposes. 
Select the desired pay types, tick Subtotal by Pay Type, also tick Page / Emp and print: 

 

 
Figure 5: Staff Deduction History 
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Figure 6: Sample Deduction Report 

 
 

Other Reports (Optional) 
 
Other Reports which may be of interest to your Accountant but mainly for you are: 
 
 Reports > Wage Costs > Order = By Date > From and To Dates > Totals Only > Print 
 Reports > Job Totals > Order = By Date > From and To Dates > Print 
 Reports > Leave Accrued (Hours) > Make selections > Print 
 Reports > % Leave Accrued > As at Date > Value more than 1 > Print 
 Reports > Superannuation Report > From and To Dates > Other Selections > Print 
  
 Debtors > Db Transactions > All Transactions > Year Start Date > Year End Date > Print 
 
 Banking > Cashbook Other Report > From and Tot Dates > Tick Receipts and Payments > Print 
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