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DESCRIPTION   
  
The 12-month accounting period used by an entity is called its fiscal year. The fiscal 
year used by most companies coincides with the calendar year and ends on 
December 31. Some businesses, however, elect to use a fiscal year which ends on 
some other date. This is because it is convenient for a business to end its fiscal 
year during a slack season rather than during a time of peak activity, and the slack 
season might not fall in December.   
 
The complexities involved in having a fiscal year that does not coincide with the 
calendar year are most evident if you are using the Payroll module. You must 
perform W-2/1099 Year-End Closing in the Payroll module before you can close the 
December period. This has some effects on your Payroll system. What these effects 
are and what they mean to your year-end payroll preparations will be discussed in 
this document. 
  
SOLUTION   
  
Closing your current tax year in December even though your fiscal year has not yet 
ended is mandatory. This is because, unlike the fiscal year, the tax year in 
AccountMate always follows the calendar year. The following will explain further 
why you need to perform the W-2/1099 Year-End Closing by December: 
 

• You need to process your W-2 in compliance with federal and state tax 
laws. 

 
• If you are using AccountMate 7.3 for SQL/Express or lower, AccountMate will 

not allow you to print payroll checks dated in a future tax year for as long as 
the current tax year is open. For example, if your fiscal year ends in March 
you cannot print Payroll checks dated January to March of 2011 until you 
have closed the tax year 2010 by performing W-2/1099 Year-End Closing. 
As such, you won't be able to process payroll checks for the last quarter of 



your fiscal year unless you've closed the 2010 tax year. 
 

Note: Starting with AccountMate 7.4 for SQL/Express and AccountMate 7.1 
for LAN, AccountMate allows processing of checks dated in the next tax year. 

 
• As long as the current tax year (e.g. 2010) is open, you will not be able to 

process payroll tax deposits for the new tax year (e.g. 2011). Neither will 
you be able to generate the Quarterly or Annual Reports for the new tax 
year. 
 

• AccountMate will not allow you to close the December fiscal period in Payroll 
(e.g. Dec 2010) for as long as the current tax year (e.g. 2010) is open. 

 
Now that we have explained why it is necessary to close the tax year by December, 
it is time to discuss what this process entails. 
 
First, consider the effects of performing W-2/1099 Year-End Closing:  
    

• It creates new records in the employee earnings, deductions, paid leave 
and tax withholding files so that data can be accumulated for the new tax 
year.   

 
• When you perform this function, AccountMate updates the employee paid 

leave benefits based on the settings defined for each Paid Leave Code 
record. For paid leave codes set up to accrue at the beginning of the year, 
AccountMate applies a full year’s worth of leave benefits for qualified 
employees. It also updates all the benefits carried over from the recently 
closed tax year based on each employee’s unused leave balance and the 
maximum carry over setting defined for each paid leave code. 

 
• It advances your current tax year to the next tax year.    
 
• Certain Payroll reports can no longer be generated for the tax years that 

have been closed. For a complete list of these reports, refer to the document 
“Reports Affected by the W2/1099 Year-End Closing and Period-End 
Closing for the Last Period of the Current Fiscal Year” in the Year-End 
Closing Procedures section of the AccountMate website.   

 
• The prior W-2/1099 year (e.g. 2009) will become a historical year and you 

cannot print W-2 and 1099 forms or generate W-2 and 1099 reports for any 
historical year. 

 
Second, come up with a checklist of things you must do before performing the W-
2/1099 Year-End Closing. The list below is a good place to start:  

  
1. Make sure that all transactions that must be recorded for the 

current tax year have been entered in AccountMate. This 
includes any payroll tax deposit checks for the current tax year.   

2. Print the necessary reports, especially the ones that you cannot 
generate after you perform W-2/1099 Year-End Closing and 
December Period-End Closing.   

3. Run the Current-Year W-2 Information Update function. This 
gives you the chance to review each employee’s earnings and 

http://www.accountmate.com/businesspartner/info/year_end/yearendclosing.asp
http://www.accountmate.com/businesspartner/info/year_end/yearendclosing.asp


tax withholding amounts and enter any additional information 
that AccountMate doesn’t automatically capture. For example: if 
your company has set up a Health Savings Account for qualified 
employees, you will have to enter the total contributions for the 
current tax year in Box 12 and assign it the corresponding W-2 
code. You will also have to mark the corresponding Box 13 
checkbox for statutory employees, or employees who contribute 
to a qualified retirement plan or who have received third-party 
sick pay during the tax year. 

4. If there is no change in the W-2 and/or 1099 Forms between the 
prior and current tax years, print them using the Print W-2 
Form and the Print 1099 Form functions. Be sure to use the 
“Current Year” report option. 

5. Back up your data before you perform W-2/1099 Year-End 
Closing. This is a must! 

6. Perform the W-2/1099 Year-End Closing. 
7. Download and install the PR Tax Subscription Update for the new tax year. 
8. In the Administrator program, input the PR Tax Subscription Key for the 

new tax year. 
9. If there are changes in the W-2 and/or 1099 Forms between the prior and 

current tax years, wait until after the PR Tax Subscription Update for the new 
tax year is installed. Then, print the two reports using the Print W-2 Form 
and Print 1099 Form functions. Be sure to use the “Previous Year” report 
option. 

 
Knowledge is one of the keys to a successful year-end closing. This article gives you 
a pretty good idea of what to expect and provides much needed guidance on how to 
properly go about the task that lies ahead. With proper planning, you will breeze 
through the task of closing the tax year. And as the W-2/1099 Year-End Closing will 
not affect your fiscal year records, you need not worry about your financial 
statements. AccountMate will still generate these reports correctly, using the fiscal 
year you have defined for the company.   
 
 

 
This information is provided "AS IS" without warranty of any kind. AccountMate 
Software Corporation (“AccountMate”) disclaims all warranties, either express or 
implied. In no event shall AccountMate be liable for any damages whatsoever 
including direct, indirect, incidental, consequential, loss of business profits, or special 
damages, even if AccountMate has been advised of the possibility of such damages.  
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