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Documents you will need:
For troubleshooting this section it is a good idea to have your sales and lodgement source documents to hand. For example, any sales docket books, or for retailers your till slips or POS printouts. If you use a lodgement book to record payments received and lodged to the bank it is good to have them to hand also. 

Debtors Year End:

Debtors – Click on the Accountant report and click on Sales, Debtors, Lodgment link and then Aged Debtors report. This report defaults to showing ’30, 60, 90’ Balances and Net, Gross, VAT. This allows you to see how long a debt has been outstanding and to weed out any bad debts. Year end is a good time to write off Bad Debts. For how to write off bad debts read this article.  https://sortmybooks.zendesk.com/entries/25232377-How-do-I-handle-Bad-Debts-
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1. Make sure that the date range for your report is covering the whole of the accounting year you are currently working on.

2. Tick this box and click on Apply to narrow down the report so that it only includes Customers that had a balance showing at the year end. Note: before you do this you should glance down through your Customers and make sure that there isn’t someone showing a 0 balance that should actually be showing that they owe money. 

3. This shows the Opening Balance for all your Debtors at the beginning of your accounting year or put another way, the closing balance from last year. The total listed here should match the total Debtors figure on the Trial Balance report you’ve got from your accountant for your previous accounting year.

4. Closing: This represents what your Customer owed you at the year end. Check this balance for each Customer to make sure that it is accurate. In order to see the full year’s transactions for that Customer click on the Closing Balance and it will pull up the report showing a list of transactions relating to it. The links in the report will take you back to the transactions within the application where you entered them. 
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Common errors and things to watch out for:

a. If any of the Debtors are showing a negative balance that’s a red flag. What this means is that the Customer has paid more than has been invoiced. These would be the ones that should be checked first.

b. Duplicate Customers – if the Customer has been entered into the system under 2 different names then you should merge them. Follow the steps in this article for merging. https://sortmybooks.zendesk.com/entries/20930571-How-To-merge-Customers-on-SortMyBooks-Online
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