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Introduction 
 

The steps to follow for end of year processing described below are for both payroll and the 

database.  We suggest you save all your reports to a central location so you can refer to these as 

required as some reports are point in time reports and they cannot be generated retrospectively. 

 

Please ensure that any journals for year ending 30 June 2023 have been entered prior to rolling 

your database, as these will not be able to be entered once the database has been rolled into the 

2024-2025 financial year. 

 

The database and the payroll system are BOTH required to be rolled into the next accounting year, 

i.e., year beginning 1 July 2024.  Payroll can be rolled at any time after you have finalised your last 

payroll for the year and can be rolled independently to the accounting system. 

 

Prior to running your first pay run for the new financial year 2024-2025, you must ensure that you 

have rolled the database into the new financial year so that all earnings transactions are flagged 

with YBD 01/07/2024. 

 

If you do not use LawMaster payroll, you can go straight to the section for the Database end of year 

roll.  

 

Please Note: this document has been prepared based on the Cuba R2 release of LawMaster.  
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Payroll 
 

Under Single Touch Payroll (STP), you no longer need to provide a payment summary or 

superannuation advice to your employees by submitting the end of year finalisation declaration to 

the ATO. 

 

Quick Reference Checklist 

 

Here is a quick reference checklist to finalise your payroll end of year. 

 

1. Data and Parameter Checks  
2. Process and audit final pay run for the year.  

3. Print and save monthly and quarterly reports.  

4. Generate payroll end of year reports.  

5. STP Reconciliation.  
6. Check Reports Balance.  
7. Run system back up.  
8. Roll payroll year.  
9. Load (import) tax scales.  
10. Update superannuation guarantee rate.  
11. Submit STP EOY Finalisation Declaration (needs to be done on or 

after 1 July 2024). 
 

 

All steps are detailed below with screen shots to assist you.  

 

Step 1 Data and Parameter Checks 
 

You will need to check the following items for compliance with the ATO.  

 

1.1 Check Processing Parameter 

 

Check the processing parameter to ensure that your Payroll YBD date is 01/07/2023.  Menu 

bar/Ribbon on the Parameters (tab), select  Set Parameters, then go to Payroll  Processing 

Options.  Check the General tab for the Payroll YBD date, then select the PAYG Summaries tab and 

complete the relevant information.  You will also need to check the Contact information on the STP 

Compliance tab for each payroll company.  Note: if your payroll year is not 01/07/2023 please 

contact the LawMaster Help Desk before continuing.  
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STP Compliance tab, select the Company Code  right click  Modify. 
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1.2 Checking of Company and Employee Data 

 

Prior to producing any reports for the end of financial year, please ensure that the company entity 

as defined at the Company Codes - Accounting parameter has the correct information, such as: 

 

❖ Company Name. 

❖ Address information is completed correctly. 

❖ ABN is completed. 

 

To find the company entity that is being used, from the Menu bar/Ribbon on the Parameters (tab), 

select  Set Parameters then go to Accounting  Company Codes – Accounting: 
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Please also ensure that if you have any employees with an overseas address that this has been 

completed properly.  For an overseas address: 

 

❖ The postcode field must always be set to 9999. 

❖ The street address must be provided in the first and second address lines. 

❖ The town, state or region and area code must be reported in the suburb, town, or locality 

field. 

❖ The state field must be reported as OTH. 

❖ The name of the overseas country is to be provided in the country field. 

 

If you have made changes to any of the above parameters, you will need to reset your login settings 

(File  Reset Login Settings). 

 

1.3 Payment parameters 

 

If you have made changes or added any payroll codes - payments over the year, please refer to the 

STP Phase 2 User Guide for correct settings.  

 

1.4 Deduction parameters 

 

If you have made changes or added any payroll codes - deductions over the year, please refer to the 

STP Phase 2 User Guide for correct settings.  
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Step 2 Process and Audit the Final Pay for the Financial Year 
 

The payroll end of year roll should be done after you have processed your last payroll for the year, 

ensuring that it has been audited with a successful STP Report status.  This can be done separately 

to the database end of year roll; however, must be rolled prior to your first pay run for the new 

financial year. You should ensure that all payroll adjustments have been completed such as 

adjustments to superannuation or bonus payments.  

 

Once you have completed the final pay run for the year and an end of day has been generated, 

review the System Control Report from Menu bar/Ribbon on the Periodic Processing (tab), select 

 View System Control Report, Payroll tab.  Check that the figures under Employee Gross, 

Employee Tax, Employee Deductions and Employee Nett balance to the figures under Earnings 

Gross, Earnings Tax, Earnings Deductions and Earnings Nett.  If there is an imbalance, this will need 

to be resolved before proceeding. 

 

 
 

Step 3 Print and Save Standard Monthly and Quarterly Reports 
 

Print and save the reports that you would normally print on a monthly or quarterly basis for 

reporting your PAYGW, Payroll Tax and Superannuation such as: 

 

❖ Print Deduction Details (and Payments). 

❖ Print Superannuation Register – quarterly or monthly. 

❖ Export Employee Superannuation Data File – quarterly or monthly. 

❖ Print Cumulative Earnings Summary – quarterly or monthly. 

❖ Print Allowances Details. 

❖ Print Earnings Detail by Company. 
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Step 4 Generate Payroll End of Year Reports 
 

We suggest that the following payroll reports are generated: 

 

❖ Print Leave Summary 

❖ Print Leave Register 

❖ Print Cumulative Earnings Summary 

❖ Print Time Summary (if required) 

❖ Print Analysis of Hours Worked 

❖ Print Allowance Details 

❖ Print Deduction Details (and Payments) 

❖ Print Superannuation Register 

❖ Print Earnings Detail by Company 

❖ Print Earnings Summary by Company 

 

We recommend that you export these reports to Excel and/or PDF and save them in a central 

location (for example a subject file). 

 

Examples of how to generate the end of year reports are given on the following pages.  Generate 

and save the reports you require.  

 

When printing the reports, check to see if you have any saved filters or have a grid layout saved.  

With filtering and removal of column headings, this may not show all data for the year.   You can 

reset the grid layout to the LawMaster default by selecting the "Reset" option from the grid.  

 

  
 

Please note the examples given are for a company where employees have been set up under 

Company 1.  Please choose the appropriate number for your Payroll Company, e.g., 3 or 4 etc.  If 

you run two payroll companies, you will need to run these reports for both companies separately.  

 

As previously noted, some of the reports listed below are Current Year reports, and figures may not 

be accurate if you print these after you have rolled the payroll end of year.  

 

4.1 Print Leave Summary 

 

Main Menu  Payroll & Personnel  Reporting  Print Leave Summary 

 

This report prints a summary of leave available, in days, for each employee by Work Unit.   

 



 

Page | 10 of 48 

 

Field Description 

Work Unit From / To Enter in the range of work units to report upon 

Hours Per Day Enter number of hours worked during the day e.g., 8, 7.6 or 7.5.  

If some staff are paid based on different hours, then you will 

need to generate two reports based on the different hours 

worked.  

 

 
 

4.2 Print Leave Register 

 

Main Menu  Payroll & Personnel  Reporting  Print Leave Register. 

 

This report should be printed for personal leave, annual leave, and long service leave.  Another 

option is to generate one report for all leave types as per the second screenshot below.    

 

Field Description 

Employee No From / To Enter in Employee range e.g., 1 to 1ZZZZZZ 

Type of Leave Select the leave type you wish to report upon if you want 

separate reports for each leave type.  If you wish to report on all 

leave types leave as *. 

Hours Per Day Enter number of hours worked during the day e.g., 8, 7.6 or 7.5. If 

some staff are paid based on different hours, then you will need 

to generate two reports based on the different hours worked. 



 

Page | 11 of 48 

 

 
 

OR 
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4.3 Print Cumulative Earnings Summary 

 

Main Menu  Payroll & Personnel  Reporting  Print Cumulative Earnings Summary. 

 

Field Description 

Work Unit From / To Enter in the range of work units to report upon 

Pay Date From 01/07/2023 

Pay Date To 30/06/2024 

 

 
 

See Step 6 - Check Reports Balance to assist you in the balancing of your reports.  

 

The Period Gross figure includes all payments made to employees including Paid Parental Leave.   

 

If you have not generated the Cumulative Earnings report for your normal reporting period for the 

quarter or month, you should do this now.  
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4.4 Print Time Summary (if required) 

 

Main Menu  Payroll & Personnel  Reporting  Print Time Summary. 

 

This report allows you to report by work unit a summary of hours paid for each employee.  

 

Field Description 

Work Unit From / To Enter in the range of work units to report upon 

Date From 01/07/2023 

Date To 30/06/2024 

 

 
 

4.5 Print Analysis of Hours Worked 

 

Main Menu  Payroll & Personnel  Reporting  Print Analysis of Hours Worked. 

 

This report allows you to report by work unit and employee hours worked by Pay Code.  

 

Field Description 

Work Unit From / To Enter in the range of work units to report upon 

Date From 01/07/2023 

Date To 30/06/2024 
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4.6 Print Allowance Details 

 

Main Menu  Payroll & Personnel  Reporting  Print Allowance Details.   

 

This report will list all allowances that have been paid to an employee for the financial year, 

grouped by Allowance Description and then Employee. See Step 6 - Check Reports Balance for 

further assistance in balancing your reports. 

 

Field Description 

Employee No From / To Enter in Employee range e.g., 1 to 1ZZZZZZ 

Date From 01/07/2023 

Date To 30/06/2024 

Allowance Code Leave as * to report on all allowances 
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4.7 Print Deduction Details (and Payments) 

 

Main Menu  Payroll & Personnel  Reporting  Print Deduction Details (and Payments) 

 

This report will list all deductions that have been deducted from an employee’s pay for the financial 

year, grouped by Deduction Description and then Employee. See Step 6 - Check Reports Balance for 

further assistance in balancing your reports. 

 

Any deductions that have a Reporting Category of “Do Not Report to ATO” will not show on the STP 

Reconciliation Report.  

 

Field Description 

Employee No From / To Enter in Employee range e.g., 1 to 1ZZZZZZ 

Date From 01/07/2023 

Date To 30/06/2024 

Deduction Code Mask Leave as * to report on all deductions 

Include Employer Contribution Yes 

Payment Option List Only 
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4.8 Print Superannuation Register 

 

Main Menu  Payroll & Personnel  Reporting  Print Superannuation Register. 

 

This report will show the total superannuation payments for each employee for the year.  If you 

need to make any adjustments to superannuation, this should be done prior to rolling the payroll 

end of year.  See Step 6 - Check Reports Balance for further assistance in balancing your reports. 

 

Field Description 

Company Enter your company number e.g., 1 

Date From 01/07/2023 

Date To 30/06/2024 
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If you have not generated the Superannuation Register for your normal reporting period for the 

quarter or month, you should do this now.  

 

4.9 Print Earnings Detail by Company 

 

Main Menu  Payroll & Personnel  Reporting  Print Earnings Detail by Company.  

 

This report allows you to see a breakdown of audited pays for each employee.   

 

Field Description 

Date From 01/07/2023 

Date To 30/06/2024 
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We suggest that you group this report by “Company” and then the “ATO Reporting Code” and “ATO 

Reporting Sub Code” columns, which will assist you in balancing the totals against the STP 

Reconciliation Report. You can group or filter by any of the columns to suit your needs e.g., 

“Company”, “Type”, “ATO Reporting Code”, "Payroll Description" etc.  See Step 6 - Check Reports 

Balance for further assistance in balancing your reports. 
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4.10 Print Earnings Summary by Company 

 

Main Menu  Payroll & Personnel  Reporting  Print Earnings Summary by Company.  
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This report allows you to group by work unit total Gross and Superannuation Contribution amounts 

for the financial year.  See Step 6 - Check Reports Balance for further assistance in balancing your 

reports. The Gross figure includes all payments made to employees.  

 

Field Description 

Date From 01/07/2023 

Date To 30/06/2024 

 

 
 

Step 5 STP Reconciliation 
 

The STP Reconciliation Report shows the breakdown of salaries and wages, PAYG withholding, and 

superannuation information based on the ATO Reporting Codes.   

 

Main Menu  Payroll & Personnel  Single Touch Payroll  STP Reconciliation. 

 

See Step 6 - Check Reports Balance for assistance in balancing your reports, we suggest that you 

Export your report to Excel to assist with this.  Note:  for any ETP payments made throughout the 

year, the tax amount will be shown on the ETP tab when exported and is not included in the PAYGW 

column on the STP Reconciliation Report.   

 

After balancing the payroll reports, you may elect to Save to Folio the STP Reconciliation Report for 

all Employees. The Save to Folio icon will allow you to save this report directly to a subject file as an 

Excel spreadsheet with a new tab for any allowances, deductions and ETP’s.   
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Pay Adjustments for the 2023-2024 year cannot be made to employee records after Step 8 - Roll 

Payroll Year.  

 

Step 6 Check Reports Balance 
 

Item Balance Report 

Print Cumulative Earnings Report 

Gross* Balances to Gross Amount on Earnings Summary by Company 

Tax Balances to PAYGW + Tax on ETP on STP Reconciliation Report 

Deductions Balances to Total Deductions Amount on the Deductions 

Report. 

Nett Balances to STP Reconciliation the sum of (Gross + Paid Leave 

+ Allowances + Overtime + Bonuses + Lump Sums + ETP) – 

(post-tax Deductions + PAYGW + Tax on ETP) 

Print Allowances Details 

Allowances Any Bonus allowances should balance to Bonuses on STP 

Reconciliation Report. 

 

Any Reportable allowances will reconcile with the STP 

Reconciliation Report, Allowances figure.  Non-reportable 

allowances will be included in Gross on the STP Reconciliation 

Report. 

Lump Sum Amounts Total Lump Sum allowances should balance to Lump Sums on 

the STP Reconciliation Report 

Print Deduction Details 

Salary Sacrifice Super deduction Balances to RESC on STP Reconciliation and Deductions on 

Superannuation Register 
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Item Balance Report 

Other Salary Sacrifice 

deductions 

Balances to Salary Sacrifice on STP Reconciliation Report for 

each employee 

Total Deductions Balances to Total Deductions on Cumulative Earnings Report 

Print Superannuation Register 

Ordinary Pay Balances to STP Reconciliation Report the sum of Gross + (Paid 

Leave – Unpaid Leave – Parental Leave) + Bonuses (if OTE^) + 

Lump Sums (if OTE) + ETP (if OTE) 

Employer Contribution Balances to Super Liability on STP Reconciliation Report + RESC 

amounts that are Employee Influenced on the STP 

Reconciliation Report 

Deductions Total Balances to RESC amounts that are post-tax deductions on STP 

Reconciliation Report and any Salary Sacrifice deductions or 

after-tax superannuation deductions on the Deductions 

report.  

Print Earnings Summary by Company 

Gross* Balances to Gross on Cumulative Earnings Report 

Employer Contribution Balances to Employer Contribution on Superannuation 

Register and Super Liability on STP Reconciliation Report 

Print Earnings Detail by Company  

These Items are examples of what may appear on your report depending on the ATO Reporting 

Code setting.  

Gross Balances to Gross on STP Reconciliation Report 

Bonuses and Commissions Balances to Bonuses on STP Reconciliation Report 

Overtime e.g., HOT Balances to Overtime on STP Reconciliation Report 

Leave Balances to Paid Leave on STP Reconciliation Report 

ETP Balances to ETP on STP Reconciliation Report 

Lump Sums Will be included in the Lump Sums amount on the STP 

Reconciliation Report 

Salary Sacrifice Balances to Salary Sacrifice on STP Reconciliation Report 

STP Reconciliation 

Gross  The sum of any payments on the STP Reconciliation Report 

should match the totals on the Cumulative Earnings and 

Earnings Summary by Company reports e.g., Gross + Paid 

Leave + Allowances + Overtime + Bonuses + Lump Sum +ETP 

payments. 

PAYGW The sum of PAYGW + Tax on ETP, balances to Tax on 

Cumulative Earnings Report 

Paid Leave Balances to the sum of all leave on the Earnings Detail by 

Company report 
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Item Balance Report 

Allowances These are the Reportable Allowances which will balance to the 

relevant allowance figure on Allowances Report 

Deductions These are the Reportable Deductions e.g., Workplace Giving 

and Fees which will balance to the relevant figure on the 

Deductions Report. 

Salary Sacrifice Balances to any other Salary Sacrifice items on Deductions 

report 

Overtime Balances to any Overtime categories on Earnings Detail by 

Company report 

Bonuses Balances to any Bonus categories on Earnings Detail by 

Company report 

Lump Sums Balances to the sum of any Lump Sum payments on the 

Allowances Report 

ETP Balances to any ETP payments on Earnings Detail by Company 

report 

Super Liability Balances to Employer Contribution figures on Superannuation 

Register and Earnings Summary by Company report 

RESC Balances to salary sacrifice deductions on Deductions report 

FBT   As per the FBT amount entered on the relevant Employee 

record ➔ Fringe Benefits tab. 

Tax Offset Balances to Tax Offset fields on Employee record.  

 

*Gross figures on the Cumulative Earnings and the Earning Summary by Company reports include 

all payments made to employees.  

 

^OTE = ordinary times earnings 

 

Step 7 Run System Back Up 
 

BEFORE CONTINUING WITH ANY FURTHER STEPS TAKE A FULL SYSTEM BACKUP. 

 

This is done from the Menu bar/Ribbon, Periodic Processing tab, select  End of Period Back-up. 
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Step 8 Roll Payroll Year 
 

You must ensure prior to rolling your payroll year that all adjustments have been made to 

employee earnings.  If you make any adjustments now, you will need to re-run the relevant reports 

above.  

 

Where a Company has been STP Reporting in the Previous Year, validation has been added to the 

'Roll Payroll Year' module to ensure Employees with payroll transactions in the Previous Year have a 

Final Pay Indicator set to True for that Year.  

 

In this case, a warning message is displayed which lists the employees that have not had their Final 

Pay Indicator set to True. The user then has the option of cancelling the Payroll Year Roll and 

submitting the Final Pay Indicator Declaration for the listed Employees for the prior year. 

 

Main Menu  Payroll & Personnel  End of Year Processing  Roll Payroll Year 

 

 
 

You will receive a message advising that the roll payroll year has been completed. 

 

 
 

The status bar at the bottom of your screen will be updated once the Roll Payroll Year module has 

completed. 
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To check if payroll has been rolled correctly, from the Menu bar/Ribbon, Parameters (tab), select 

 Set Parameters, then go to Payroll  Processing Options.  The Payroll YBD date will show as 

01/07/2024. 

 

 
 

Step 9 Load (import) Tax Scales 
 

The PAYG Withholding Tax Tables have been updated to take into account the Stage 3 Tax Cuts, 

updated Study and Training Support Loans schedule and the Medicare Levy Thresholds.  

 

The updated Pay As You Go Withholding (PAYGW) tax tables 2024-2025 are available as a zip from 

the Client Service Centre saved in Other Downloads  ATO_TaxScales_2024-2025.zip.  (Menu 

bar/Ribbon, Lawyers Toolbar tab, select  Client Service Centre.  

 

Download and save the zip file to a convenient location then open the zip file to access the txt file, 

the txt file should be saved separately in readiness for loading into LawMaster. 

 

The tax scales file should be imported into LawMaster prior to running the first pay for the year 

beginning 1 July 2024.  It may be imported prior to rolling the Payroll Year as the tax rates for 2024-

2025 will only be used for Pays that have a Pay Date of 1 July 2024 or later. 

 

Main Menu  Payroll & Personnel  Administration  Load (import) Tax Scales. 
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The Input File will be the ATO_TaxScales_2024-2025.txt file you saved earlier. We suggest that you 

run the Update Option: List Only first and check there are no errors with the file.   

 

 
 

If there are no errors run the Load (import) Tax Scales with the Update Option: Update as Well. 
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To check that you have imported the file successfully from the Main Menu  Payroll & Personnel  

Administration  List Tax Scales.  Enter the Date From 01/07/2023.   
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The grid report should show tax scales for 01/07/2023 and 01/07/2024. 

 

 
 

The imported Tax Table can be tested by using the Test Tax Calculations module. 
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Step 10 Update Superannuation Guarantee Rate 
 

The superannuation guarantee rate currently set at 11% of ordinary time earnings will increase to 

11.5% on 1 July 2024.   You need to update your employees with the new superannuation rate prior 

to running your first pay run in the 2024-2025 financial year.   You can update the superannuation 

rate in bulk from the Employee Enquiry grid.    

 

Select the employees you are updating  right click  Modify Employer Super Contribution Rate. 

 

  
 

Enter in the increased superannuation rate i.e., 11.5.  This will then update the selected employees 

with the new Superannuation Guarantee rate. 

 

 
 

Note: If an employee’s total package is inclusive of superannuation and will not be increased in line 

with the new superannuation guarantee rate, you will need to adjust the annual salary to reflect the 

increase in the superannuation guarantee rate.  
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For example, if the total salary package is $100,000.00 and the current Annual Salary field is 

showing $90,090.09 (approx.), the new Annual Salary will need to be adjusted to $89,686.10 

(approx.) which will decrease the employee’s gross amount.   Once you have entered the new 

Annual Salary amount, you will need to re-calculate the hourly rate.  

 

Step 11 STP EOY Finalisation Declaration to ATO (after Rolling 
Payroll Year) 

 

You can continue to adjust superannuation amounts using superannuation journals prior to 

running the End of Year Finalisation Declaration to the ATO.  No further changes can be made to 

employee earnings transactions after the payroll year has been rolled.  

 

Once you have rolled the payroll year, you can submit the EOY Finalisation Declaration for the 2023-

2024 year any time after 1 July 2024.  

 

An employer is required to make a declaration to the ATO that they have provided all the 

information for each employee for a financial year. This is done by providing a Finalisation Indicator 

for each employee in the STP report.  

 

This declaration allows the ATO to make the employee information available for income tax return 

prefill for employees. It will also update the employee’s MyGov payroll page, to show the employee 

income statement for STP reported information is final for the financial year. Providing the 

declaration for STP reported information removes the employer obligation to provide their 

employees with payment summaries in relation to the STP reported information.  

 

The ‘Submit EOY Finalisation Declaration to ATO’ module can be accessed from: 

 

Main Menu  Payroll and Personnel  Single Touch Payroll  STP Reconciliation. 

 

As the payroll year has been rolled, you will need to select Last Year - 01/07/2023 – 30/06/2024. 
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Then from the Context Menu  Submit EOY Finalisation Declaration to ATO  All Employees of 

[Company Name]. 
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On selecting OK, the Finalisation Indicator is set to True, and the YTD amounts are reported to the 

ATO for the selected employee or all employees of the nominated company that have payroll 

transactions in the selected year. 

 

Once the Finalisation Declaration has been submitted to the ATO, the Employee Record  More Tab 

 STP Reporting – Finalisation Indicator Sent for This Year/Last Year is updated with a tick and the 

STP Reconciliation ‘Finalisation Indicator Sent’ column is updated with ‘Y’ on the STP Reconciliation 

Report. 

 

 
 

 



 

Page | 33 of 48 

 

 

Once you have set the finalisation indicator to true and you need to amend a previously finalised 

employee record, you can reset the finalisation indicator.  Please refer to the STP User Guide for 

these steps.  

 

END OF INSTRUCTIONS FOR PAYROLL YEAR ROLL 
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Database 
 

Please ensure that any journals for year ending 30 June 2023 have been entered prior to rolling 

your database, as these will not be able to be entered once the database has been rolled into the 

2024-2025 financial year. 

 

Once you have reconciled all your bank accounts to 30 June 2024 ensure that you have audited the 

reconciled items so that the closing bank balance is updated on the Balance Sheet.  

 

Quick Reference Checklist 

 

Here is a quick reference checklist to finalise your database end of year. 

 

❖ General Journals entered for 30 June 2023 (if required)  
❖ Bank Accounts Reconciled for the Month  

❖ Asset postings  

❖ Lockout Users  
❖ End of Day Run  
❖ Check no errors on System Control Report  
❖ Print Reports  
❖ Roll End of Year  
❖ Allow User Logins  

 

Step 1 Asset System 
 

If you use the Asset System, ensure you have raised your Depreciation throughout the year.  If the 

Posting to Prior Period parameter for the Asset Module is set for days > 0 you will be able to conduct 

the following after the end of year roll.  If this parameter is not set, you must process the following 

before doing any other end of year processing (Parameters (tab), select  Set Parameters, then 

go to Accounting  Posting to Prior Period): 
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❖ Raise Asset Depreciation for the final period. 

❖ Print Depreciation Schedule. 

❖ Process the necessary journal entries to the general ledger if the asset flag is not ticked on the 

Accounting  Processing Options parameter. 

 

 
 

Step 2 Lockout Users 
 

Follow these steps once you have reconciled all your bank accounts as part of your normal end of 

month duties.   

 

It is essential to ensure that all users are logged out of LawMaster and prevented from returning to 

LawMaster while processing the end of year. 
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First ensure that you have security rights to log back on to LawMaster, i.e., deletion rights to ALL file 

classes.  If you normally conduct the end of month roll, you will have the correct rights. 

 

❖ From the Menu bar/Ribbon, Periodic Processing tab, select  Show User Logins. 

❖ Click on ‘Disable All’ from the Context Menu. 

❖ Click ‘Prevent User Logins’ from the Context Menu to stop all users re-entering LawMaster. 

 

Step 3 End of Day 
 

Run normal End of Day procedures: 

❖ From the Menu bar/Ribbon, Periodic Processing tab, select  End of Day Run. 

❖ From the Menu bar/Ribbon, Periodic Processing tab, select  View System Control Report. 

❖ Ensure that no error messages appear at this stage, i.e., ensure that all transactions are audited.  

 

 
 

Examples of relevant error messages include the following and should be resolved prior to 

conducting the end of year roll.  
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DO A FULL BACKUP OF DATA AT THIS POINT BEFORE PROCEEDING TO THE NEXT STEP 

(From the Menu bar/Ribbon, Periodic Processing tab, select  End of Period Backup.) 

 

Step 4 Print Reports 
 

The list below is the recommended minimum reports required.  Additional reports for firm 

performance, etc., can be selected for printing if required. 

 

We suggest that you Export these reports to Excel and/or Print as a PDF.  

 

4.1 Trust 
 

These are the normal reports that are generated each month.  If you have already printed these as 

part of your end of month process, you do not need to process them again.  

 

4.1.1 Publish Trust Trial Balance 

Main Menu  Accounting  Trust Accounting  Trust  Reports for Publication  Publish Trust Trial 

Balance 

 

4.1.2 Publish Trust Ledger 

Main Menu  Accounting  Trust Accounting   Trust   Reports for Publication  Publish Trust 

Ledger 

 

4.1.3 Publish Trust Receipts Cash Book 

Main Menu   Accounting  Trust Accounting   Trust   Reports for Publication   Publish Trust 

Receipts Cash Book 

 

4.1.4 Publish Trust Payments Cash Book 

Main Menu   Accounting  Trust Accounting   Trust   Reports for Publication  Publish Trust 

Payments Cash Book 

 

4.1.5 Publish Trust Cash Book 

Main Menu   Accounting  Trust Accounting  Trust   Reports for Publication  Publish Trust Cash 

Book 

 

4.1.6 Print Trust No Movements 

Main Menu  Accounting  Trust Accounting  Trust  Print Trust No Movements 

 

4.1.7 Print Overdrawn Trust Report 

Main Menu  Accounting  Trust Accounting  Trust  Print Overdrawn Trust Report 
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4.1.8 Print Trust Journal 

Main Menu  Accounting  Trust Accounting   Trust   Trust Transaction Enquiry.  Select 

Transaction Type of: Journals. 

 

4.1.9 Print Investment Trial Balance 

Main Menu  Accounting  Trust Accounting  Investments  Print Investment Trial Balance 

 

Note:  You are also able to run any other Trust Reports as required by Legislation, e.g., Matter Trust 

Statements (Main Menu  Accounting  Trust Accounting  Trust Statements).  These can be 

done after the end of year roll.   

 

4.2 General 
 

4.2.1 Point in Time Reports 
 

The following reports are point in time reports and should be saved to a central location.  These 

reports should balance against the figures on your Balance Sheet.  

 

4.2.1.1 Aged WIP and Disbursements 

 

Main Menu  Client & Matter  Matter Costing  Costing & Billing  Print Aged Work (and 

Disbursements) by Lawyer.    
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Under Report Type, you have the option to print all Work in Progress, All Disbursements or Cash 

and Non-Cash Disbursements as well as Anticipated Disbursements.  The figures should balance to 

the General Ledger control accounts as follows: 

 

❖ WIP total should balance to the Work in Progress general ledger account (if applicable). 

❖ Unbilled Disbursements total should balance to the Unbilled Disbursements general ledger 

account. 

 

If you are reporting your WIP and Unbilled Disbursements by multiple work units, we recommend 

that you group by the Work Unit column to make it easier for balancing purposes.  

 

4.2.1.2 Debtor Aged Trial Balance 

 

Main Menu  Accounting  Debtors  Reports  Debtors Aged Trial Balance. 

 

 
 

If you have Anticipated Disbursements, ensure you change the field Exclude A/C’s field to No.   
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This report shows all debtor balances on the system.  If you report over multiple work units, we 

suggest that you group the grid by the Work Unit column to make it easier from a balancing point 

of view with the Balance Sheet. 

 

4.2.1.3 Print Aged Creditor Balances 

 

Main Menu  Accounting  Accounts Payable  Reports  Print Aged Creditor Balances. 

 

 
 

If you have multiple banks set up in LawMaster, you can generate the report for each Bank account 

for ease of balancing against the Balance Sheet or group by the Bank Name field. 

 

You also have the option to print Matter Only related creditors in a separate report to any firm 

creditors or report on All being both matter and non-matter related creditors.  

 

4.2.1.4 Anticipated Disbursements 

 

Menu bar/Ribbon, Enquiries tab, select  Anticipated Disbursements. 

 

This is a grid report which you can export to Excel and/or PDF to balance your anticipated 

disbursements against the Balance Sheet.   You can group the report by Supplier Description to 

easily display the amount owed to each supplier. 
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4.2.2 Any Time Reports 
 

These reports can be generated again after you have rolled the end of financial year, however we 

also recommend that you print them prior to rolling. 

 

4.2.2.1 GL Trial Balance 

 

Main Menu  Accounting  General Ledgers  Reports-This Year & Last Year  GL Trial Balance. 
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4.2.2.2 Print Transaction Ledger 

 

Main Menu  Accounting  General Ledgers  Reports-This Year & Last Year  Print Transaction 

Ledger.  

 

 
 

We suggest that you print the report to a PDF with the grid contents collapsed so you can see the 

total summary of each general ledger account.   
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You should then export the grid contents to Excel as fully expanded so you can then see all 

transactions.  
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4.2.2.3 Profit & Loss Statement 

 

Main Menu  Accounting  General Ledgers  Reports for Publication  Basic Reports  Profit 

and Loss Statement OR Main Menu  Accounting  General Ledgers  Reports – This Year and 

Last Year  Profit and Loss Statement.   

 

You can choose which reporting level you wish to print your Profit & Loss and whether you wish to 

include accounts or not depending on your requirements. 

 

 
 



 

Page | 45 of 48 

 

4.2.2.4 Balance Sheet 

 

Main Menu  Accounting  General Ledgers  Reports for Publication  Basic Reports  Basic 

Balance Sheet OR Main Menu  Accounting  General Ledgers  Reports – This Year and Last Year 

 Balance Sheet.   

 

You can choose which reporting level you wish to print your Balance Sheet and whether you wish to 

include accounts or not depending on your requirements. 

 

 
 

Step 5 Run End of Year Processing i.e., roll the year 
 

From the Menu bar/Ribbon, Periodic Processing tab, select  Roll Accounting Period.  This will 

show that the current YBD is 2023 and period 12.  Select OK.  
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Do not proceed with this process if any error messages appear, such as un-audited 

transactions.   

 

❖ If there are any un-audited transactions, clear them by making the necessary adjustments and 

run the End of Day process again – you may need to run some of the above reports again 

depending on what the unaudited transactions were.  

 

❖ You will then receive the following warning message that you are about to perform the End of 

Year run.  If you are ready, select Yes. 

 

 
 

❖ A popup message will appear advising that the end of year roll has been completed, select OK. 
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❖ The current accounting period shown on the Status Bar should now be the new period, e.g., 

Accounting Period: July 2024 (Period 1). 

 

 
 

❖ Print the General Ledger Trial Balance for the current year to ensure that the year has rolled 

properly. Main Menu  Accounting  General Ledgers  Reports-This Year & Last Year  GL 

Trial Balance.  In the Period No. field, ensure you enter 12.  

 

 
 

Where there are income or expense accounts the opening balances will be zero. If the account is an 

asset, liability or equity account, the opening balance will be the closing balance from the previous 

year. 
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Step 6 Allow User Logins 
 

If all is satisfactory, Allow Users to logon from the Menu bar/Ribbon, Periodic Processing tab, select 

 Allow User Logins. 

 

 

END OF INSTRUCTIONS FOR DATABASE YEAR ROLL 

 


