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INTRODUCTION

The ENTERPRISE Year End Processing Guide is designed to simplify your year end activities
by presenting all required ENTERPRISE year end functions in one consolidated document.

Obviously in doing so, information may be included that is not applicable to all ENTERPRISE
customers. Please follow the instructions for the programs in use by your organization.

A Checklist for the sequence of Year End activities may be found in the front of this guide.
We suggest that you make a copy of the list before beginning and use it as a roadmap,
checking off activities as they are completed.

If you have any questions, please do not hesitate to contact Freedom Systems Customer Support
at 1-800-825-7776 or email support@freedomsys.com.

BACKUP NOTE

Prior to running any year end processes, you should make a special full backup of your
Enterprise softwared at abase and | &201@d. it AYear End

Store this special backup in a safe, secure location. Please contact your network support

company if you need help creating this backup or click here to view a document on creating a
manual backup of your Freedom SQL Database.

PROGRAM VERSIONS NOTE

The screen displays in the year end processing guide may not reflect the version of the
Enterprise software programs used by your organization.

PLEASE CONTACT FREEDOM SYSTEMS CUSTOMER SUPPORT TO HAVE YOUR
FREEDOM SOFTWARE UPDATED.

Although the screen displays may be different, generally the menu selections will be similar

although possibly in a different order. You should pay particular attention to the menu selections
presented in your version.

NOTE TO PAYROLL CUSTOMERS

The password you created and used on the Social Security Administration website last year is
only good for 90 days. You should log onto the SSA website as soon as possible to create a new
password or you will be required to follow the procedures for starting up a new user account. A
new password must be created within a twelve month period of the previous one to maintain an
active account.

Freedom software has the capability to transmit an electronic file for the PA State W2 information
via the e-Tides web site. There is now a button on the W2 Process Screen to create this file. If
your W2 Process Screen does not have this feature and you wish to use it, please contact
Customer Support with your request.


http://www.freedomsys.com/docs/FreedomDatabaseBackup.pdf

FREEDOM SYSTEMS WEB RESOURCES

Freedom Systems Web Page

Year End Processing Webinar Download

Sign up f oFREEWebamad mo s

Freedom Systemsdéd Support webpage

Countdown to Year End emails!

Order 2011 W-2 and 1099 forms and envelopes at our online store

Enter your Freedom Customer Portal

Fr e edombéBeguetlAsKed Questions) website

find freedom on
facebook.

ADDITIONAL INTERNET RESOURCES

Act 32

Information www.etides.state.po.us

Earned Income Tax

ﬁﬂ Social
,”””l\\ = Sccurlty AccuWage

2011



http://www.freedomsys.com/
http://www.freedomsys.com/support_wd.php
http://www.freedomsys.com/services_ts.php
http://www.freedomsys.com/support.php
http://www.freedomsys.com/supp-countdown.php
http://www.freedomsys.com/index-sales.php
http://web.freedomsys.com/portal/customer/customerlogin.asp
http://web.freedomsys.com/absolutefm/afmhome.aspx
http://twitter.com/%40FreedomSys
http://www.newpa.com/node/6710
https://www.etides.state.pa.us/
http://www.ssa.gov/pgm/ssi.htm

YEAR END PROCESSING CHECKLIST

Please use this checklist as your GUIDE for step-by-step year end processing.
Simply click on any item to advance to that page.

PROGRAM / PROCEDURE COMPLETED? WHO DATE|

GENERAL LEDGER

1. Set Up New Year Calendar
Inactivate Ledger Accounts
Generate Ledgers for New Year
Enter New Year Budget Figures
Load Adopted Budget Figures
Print Year End Reports
Load Balance Sheet Figures
Close to Fund Balance

© N Gk wDN

ACCOUNTS PAYABLE
1. Verify Site Parameters

2. Verify Vendor Information - -
3. Generate and Print 10996s _ _
4, Print Year End Reports - - -
5. Update Recurring Invoices

PURCHASE ORDERS
1. Run Purchase Order Close
2. Reset Purchase Order Number
3. Create New Year Contracts

PAYROLL
1. Backup and Re-add
Print Selected Reports
Run Year End Processing
Load New Tax Tables
Print W-2 6 s
W-2 Electronic Filing
W2 File Checker and Transmission
PA State W2 File Transmission
. Review Leaves
10. Review Group Life Table
11. Review End Dates and Pay Rates

© o N O ~®DN




UTILITY BILLING
1. Print Year End Reports

GOVERNMENT MANAGER (Dept Heads) PROGRAM

No actions necessary

CASHIERING PROGRAM

1. Reset Receipt Number

ACCOUNTS RECEIVABLE PROGRAM
1. Update Fiscal Year Setting

2. Reset Starting Invoice Number

3. Print End of Year Reports

BUDGET PREPARATION PROGRAM

No actions necessary

HUMAN RESOURCES PROGRAM

No actions necessary

FIXED ASSETS PROGRAM

1. Year End Process

2. Reset Fiscal Year Setting

SERVICE REQUESTS PROGRAM
1. Update Fiscal Year Date Fields

INVENTORY CONTROL PROGRAM

No actions necessary

FLEET MAINTENANCE PROGRAM

No actions necessary

PERMITS/CODES COMPLIANCE PROGRAM
1. Update Fiscal Year Setting




. GENERAL LEDGER PROGRAM

The ENTERPRISE General Ledger application has the ability to support multiple fiscal years
concurrently and can also automate the transfer of information between the years.

The purposes of these year-end functions are to establish the financial basis for the upcoming
fiscal year and allow for processing data in the New Year. The year end functions in General
Ledger involve the following steps:

1) Setting up the New Year Financial Calendar for the next fiscal year
2) Inactivating Ledger Accounts

3) Generating Ledgers for the New Year

4) Entering New Year Budget Figures

5) Loading Adopted Budget Figures for the New Year

6) Printing Year End Reports

7 Loading Balance Sheet totals into the New Year

8) Running the Close to Fund Balance Process

After all year end processes have been completed and you are actually in the new fiscal year, be
sure to change the fiscal year identified in Site > Site Parameters to the current year. This
does not stop you from viewing and printing data from other years rather it simply sets the current
year as the default for all screen displays and reports.

If you have any questions concerning these steps or their applicability to your installation, please
email our Customer Support Department at support@freedomsys.com or call 1-800-825-7776 or
visit our Support Web Page.
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1) NEW YEAR CALENDAR SETUP

ENTERPRISE utilizes a system-wide calendar to enable each client to custom define their fiscal
periods.

Note: A calendar must be defined for every fiscal year in the database and this is also the
pl ace where you fAopenod o.Thefaaplicatisnevil noapermit fsmanaal
transactions to be processed if the period is not open.

period

First, check your existing 2011 Calendar. From the Budget Accounting/ General Ledger
main menu select Site, then Fiscal Calendar.

Add-Ins

Database Tools

Create External Data

Upper Lower Township - General Ledger

Accounts Vouchers Budgets User ReportsiCharts
Chart of Accounts Wouchers Budget Entry User Report Definition
Chart Maintenance Woucher Report Department Entry Setup Print User Reports

Create One Year Ledger
Account Inguiry

Report Launcher

Delete a Voucher
Spit a Voucher
Woucher Import

Five ear Budget Projection
Budget Results Report
Budget Comparison

Accounting Alerts Report

Cash Balance Charts

Budget Charts.
Comparisen Charts
Periodic Processes Site

Projects/Programs Reports

Project Definition
Project Report
Project Standard Objects

“Year End Processing

Recalculate Account Detail
Clear Processed Vouchers.
Update AP Check Numbers

Balance Sheet
Transaction Registers
Trial Balances

o B
H Program Waintenance = ™| s e iscal Calendar - General Ledg
o Program Reports.
g Home Create External Data Database Tools Add-Ins
=
5 Fiscal Calendar
g
= Fiscal Year m
Period Start Date End Date Open?
» 1414201 143142011 11:59.59 PM
2 2142011 2/26/2011 11:53.53 PM
3 34172011 3/21/2011 11:59.59 PM
4
h 4 4/1/2011 473042011 11:5953 PM
Form View
5 5/1/2011 542172011 11:59.59 PM
B 6/1/2011 £/30/2011 11:53.53 PM
7 7172011 742172011 11:59.59 PM
8 8/1/2011 8/31/2011 11:53.53 PM
= 9 34172011 943042011 11:53:59 PM
o
b= 10 104172011 1073172011 11:5353 PM
'.E 1 117172011 11730/2011 11:53:59 PM
=z 12 124172011 1273072011 11:53:59 PM
]
= 13 1273172011 1273172011 11:53.59 FM
* O
fiscal period Mum Lock |E B s
. . ~ i N
When the Fiscal Calendar screen comes up, enter 2011i n t he fAFi stbempres¥ear o f

Enter on your keyboard to view your current setup.

Make note of each fiscal period (or make a screen shot) and verify that you use a fiscal period 13
(typically 12/31/xx T 12/31/xx).

Page 8 of 62
Freedom Systems Corp i Year End Processing Guide



To create a new calendar, on the main General Ledger screen, from the Site Menu select Fiscal
Calendar. Click New, type in the new fiscal year, 2012, and press Enter. Complete the 13
periods of information by tabbing from field to field. Note that February has 29 days this year. Be
sure to check the Open? box.

Note: The 13th Period is used by the system to record automatic Closing Vouchers
created during the Close to Fund Balance process. It is also frequently used for
auditor adjustments.

An example of a completed 2012 calendar is shown below:

Ml

Create

External Data Database Tools Add-Ins

Fiscal Calendar
Fiscal Year 2p12
Period Start Date End Date Open?
1 1172012 143172012 11:53:59 PM
2 2172012 2/29/2012 11:53:59 PM
3 3nsz2mz 3431/2012 11:53:59 PM
4 41/2012 4/30/2012 11:53:53 PM
5 5M/2012 5/31/2012 11:53:59 PM
5 B/M/2012 6/30/2012 11:53:53 PM
7 FMs2mz 4312012 11:53:59 PM
g 8M1/2012 /3172012 11:53:59 PM
g 9 9172012 9/30/2012 11:53:59 PM
n’; 10 1072012 1043172012 11:53:59 PM
-‘g n 1A2012 11/30/2012 11:53:59 PM
-g 12 12/M/2012 12/30/2012 11:53:59 PM
= 13 12d3s2mae 1243172012 11:53:53 PM
O
the ending date of this accounting period Num Lock | |E2 BB il b

Note: The iEnd Da t diéld is now a date and time field. Your End Date entry must include
11:59:59 PM. If you have trouble entering the time, complete all date entries and
then contact Freedom Systems for assistance.
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2) INACTIVATE LEDGER ACCOUNTS

If you have ledger accounts that were used in 2011, but will not be used in 2012, you can prevent
ledger records from being created in 2012 for those accounts. Follow the steps below to change
the accountédés ending fiscal year:

NOTE: This assumes that ledger records for 2012 have not yet been created
1. From the main screen of the General Ledger program, Accounts menu, select Chart
Maintenance
2. Retrieve the ledger account that you no longer plan to use
Find the fields labeled Fiscal Years From and To. Change the To: year to 2011

4. Do this for all the accounts you do not want carried forward into the new year

Home Create External Data Database Taals Add-Ins

Chart Information |Aut0Trans [ BudgetControl | Alias Names I User Fieldstotes|
Chart Account Elements
Fund Dept Object
100 oo
Account Number: Account Description: Account Type
p 01100001 Cash-TD Bank A [«]
= 01100001
c
2
_5 Fiscal Years Control &ect? [
= Multivear? [
=z From LIl Personal Semvices? [
m Fived &sset Puch? O]
Budget Worksheet? [
Budget Freq: v
break for financial unit Num Lock |@ B @

Now, when generating the ledger records for next year, these accounts will be excluded.
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3) GENERATE LEDGERS FOR THE NEW YEAR

The steps to generate New Y e #edgérs can be found on the General Ledger Year-End
Processing screen.

On the main General Ledger screen, from the Periodic Processes menu click Year End
Processes. The screen below will appear:

External Data Database Tools Add-Ins
» Year End Processing
i 1. Generate New Accounting Year Ledgers | «§— Step 1 - Generate New Year's Ledgers
[ 2. Close Inter-Fund To Cash ] «— Disregard this step
% [ 3. Close To Fund Balance ]4—5tep2 - Close to Fund Balance
o
_E [ 4. Load Balance Sheet Accounts ] «— Step 3 - Load Balance Sheet Accounts
_% [ 5. Load Adopted Budgets ] <— Step4 - Load Adopted Budgets
i)
=

[ (Optional) Update Project Funds - if used ]

Push to generate the ledgers for the upcomming fiscal year MNum Lock |'E‘ i i W

Generate New Accounting Year Ledgers

The ENTERPRISE accounting system maintains an individual set of ledgers for each fiscal
year. Ledger records for the new fiscal year must be generated before any processing may
be done in that year, including the recording of purchase orders or payables invoices.

1. From the Year End Processing screen select button 1.Generate New
Accounting Year Ledgers. The screen below will appear:

,

Generate New Accounting Year Ledgers

Create Ledgers for Fiscal Year :

l Generate |

2. Enter the fiscal year to be created, 2012 (this year may have auto-filled).
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Click the Generate button to create the new ledgers. The histograph on the bottom left

hand corner of the screen will read: fAGenerating
AfReadyo when finished.
NOTE: DO NOT WAIT UNTIL THE END OF THE FISCAL YEAR TO CREATE

NEXT YEAROGS L EDGERShouMeneatectttem asasnah s
as you begin your budgeting process.

NOTE: THE GENERATE PROCESS CANNOT BE REPEATED! If you created
any new accounts in the 2011 Chart of Accounts AFTER Generating
New Years Ledgers, you must use the ACreat
option to add the new accounts in the 2012 Chart of Accounts.

NOTE: Before creating New Year 6s Ledgers make su
inactivated any accounts you do not want for the new year AND
reset their ending fiscal year in Chart Maintenance.
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4)ENTERI NG THE NEW YEARO6S BUDGET

NOTE: THIS PROCESS CAN BE PERFORMED AT ANY TIME IN THE CURRENT FISCAL
YEAR.

Budget entry can be performed in either the General Ledger or Budget Preparation programs.
The instructions listed below are for use with the General Ledger.

1. On the main General Ledger screen, from the Budgets Menu click Budget Entry.

2. Enter the current fiscal year, 2011, inthefi St ar t i nfigld: Year o

3. Enter the starting account number (013 in this example) for the range of accounts for which
you plan on entering budget figures in the i A ¢ ¢ o dieldtand click on the Binoculars.

- e udget Entry - General Ledgei
Haome Create External Data Database Tools Add-Ins
Budget Entry
Starting Entry:  Year Account
a Adopted
=
£
-]
2
=
2
=
]
=
Form View | Numlock |EE|E & @ ¥

4. The BudgetEntryscr een shoul d appear as below all/l
anticipated budget figures in the Adopted column.

Use the External Data Database Tools Add-Ins
Adopted
column
to enter Starting Entry:  ‘ear 2011 Account 013
your 2012 “-\ Adopted 2013 2014 2015 2016 F
Budget \m 301100 A | |Feal Estats Taxes-Curent =
figures. =~ 30 30 $0 $0 30
\\£1 301400 R | Real Estate Tanes-Liened
30 30 $0 $0 0
Youmay g 01 301600 F | [Feal Estate Taxes-Interi Select
= cal Estate Tawes-Interim
also enter =
anticipated -2 30 £ $0 0 0
= -
= = 01210010 R | |Per Capita Taxes-Current
budget figures | £
for 4 future = 30 30 0 0 30
years. 01310030 R | |Per Capita Taxes Delinguent
30 30 0 0 30
The figures on 01310100 Fi | |Fieal Estats Transfer Tax [ sekect |
. $0 0 0 0 30
this screen can
be updated at 01310210 A | |Earmed Incame Tax
N 0 0 0 0 0
any time before # # ¥ ¥ #
running the M50 A | |Local Services Tax [ seleat | -~
Load process.
Form Wiew Mum Lock ||ED BB il
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Print the Budget Results Report to review and validate your figures. On the main General
Ledger screen, from the Budgets Menu click Budget Results Report.
The screen below will appear:

udget Results Report -
Home Create External Data Database Tools Add-Ins
Budget Results Report
To print only one financial unit, select the financial unit from Budget “ear for Reporting
the list. To print all financial units, make no selection. S0z
o General Fund -
04 Library
o7 S olid W aste Fund Select Report for Printing
g 18 Highwsay Improvement Capital Re
5 20 Debt Service Fund Revenues/Expenses
= 21 PIE Loan
o 30 Capital Projects Fund
= ki Parks & Recreation Operating
o
o 33 Farks & Recreation Capital Res feee L et O
= 5 Highway Aid Fund
= e} Unrestricted Capital Fund
40 Tree Fund Expense Ledgers Only
i3} Towngzhip Self Insurance Fund
B0 Palice Pension Fund
341 Mon-Uniformed Pension Fund
70 E quipment Replacement Fund
92 Escrow Fund
PnA INNA Proiects S
Form View | Num Lock | [E|E & @

You have the option of selecting an individual financial unit or all financial units.
Available reports are: Revenues & Expense Ledgers

Revenue Ledgers Only

Expense Ledgers Only

If necessary, return to Budget Entry to modify your information.
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5) LOAD ADOPTED BUDGETS

The Load Adopted Budget process loads the adopted budget (see Section 2, Entering the
New Year és Budget) into the next yearbés revenue an
accomplishes this by creating budget load (BL) financial transactions.

1. From the Year End Processing screen click on button # 5 Load Adopted Budgets.
The screen below will appear.

2. Enter the new fiscal year (2012).
3. Click Load.

ear End Processing - General Ledger

FEE

File

(=

Create

Add-Ins

External Data Database Tools

Home

Year End Processing

1. Generate New Accounting Year Ledgers

2. Close Inter-Fund To Cash

3. Close To Fund Balance

4. Load Balance Sheet Accounts

( 5. Load Adopted Budgets )

4
o : Load Adopted Budgets
= L
&
§
E‘ Load Adopted Budgets into Fiscal Year:
2
= ’ ] ’ Cancel ]
the;iscalyearyou desire to load Mum Lock |E & il

4. The histograph on the bottom lefthand corner of the screen will re

I nfodo and or éitRerady 6 when finished.

NOTE: If budget adjustments are needed after the Load Process has been
run, they can be done via a journal voucher.
NOTE: THE BUDGET LOAD FUNCTION SHOULD ONLY BE RUN ONCE! Any

changes afterwards should be done via journal vouchers using
either BA or BL transactions types.

6) YEAR END REPORTS

The reports listed below are recommended. If you have been printing them on a regular
basis then there is no need to re-run them again at year end.
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1. Update and Load Accounts Payable Check Numbers - Before printing Year End
reports, be sure you have updated the Accounts Payable check numbers (this process
should be completed after every Accounts Payable check run).

2. Onthe main General Ledger screen, from the Periodic Processes Menu click
Update AP Check Numbers. The screen below will appear:

-

| WARMIMG: This process loads paid invoice check numbers into BA
¥' transactions for this fiscal year, continue?

3. Click Yes.
NOTE: This procedure can be run multiple times without affecting data.

4. Run Reports i These reports are accessed from the General Ledger Main Screen:

Balance Sheet
From the Reports Menu select Balance Sheet. Be sure the year is set to 2011 and
then print balance sheets for all funds.

Trial Balance

From the Reports Menu select Trial Balance. Be sure the year is set to 2011 and then
select the appropriate trial balance report option. The standard report is Trial Balance
with Detail.

Budget Comparison

From the Budget Menu select Budget Comparison. Be sure the year is set to 2011
and then select from three report options. The standard report is the Statement of
Revenue and Expense Compared to Budget.

Voucher Report

From the Vouchers Menu, select Voucher Report. Complete all fields (leave the
status field as 6P6) and print a separate report

NOTE: After all your reports have been run for 2011, remember to change the
Fiscal year back to 2012 in Site Parameters (under the Site menu).

7) LOADING BALANCE SHEET FIGURES

This process takes the ending balance sheet figures for the current fiscal year (through
Period 13) and automatically makes them the starting balance sheet figures for the next
fiscal year. This process is performed after completing all financial transactions for the
current fiscal year. Basically, this option loads the balances of the Asset and Liability
accounts.
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Please note that it is not unusual to run this process multiple times. Initially, it is run at the
end of the year to have starting cash balances for the new year. Later it may be run again
after auditors have provided closing journal entries.

Therefore the Load Balance Sheet Figures process can be repeated as many times
as is necessary to update the initial figures for the balance sheet.

1. From the Year End Processing screen click on button # 4 Load Balance Sheet
Accounts. The screen below will appear.

Enter the new fiscal year (2012).
Click Load.

EN™ A

File

==

Create

ear End Processing - General Ledger

Database Tools Add-Ins

External Data

Home

Year End Processing
I 1. Generate New Accounting Year Ledgers I
[ 2. Close Inter-Fund To Cash J
[ 3. Close To Fund Balance J
-~ o
I ( 4. Load Balance Sheet Accounts ) I
o ~
s L 4
&
=
2
=
T
2
=
-]
=
the fiscal year you desire to load Num Lock ||E & (i

NOTE: This process creates an filo type financi al
Initial Balance entry). Since the process can be run multiple times, there
may be many fil 0 t r aflseEnterpriseSygeennvéllr at ed .
automatically use the most recent version.

From the Periodic Processes menu, click Recalculate Account Detail.
5. Enter 2012 in the Fiscal Year field and click Recalculate.

NOTE: The Beginning Balances will not update until the Recalculate Account
Detail process has been run. Printing the Balance Sheet for Period 0
will display the Initial Load Balances without any other transactions.

8) CLOSE TO FUND BALANCE

The Close to Fund Balance process gathers the sum of the revenues and expenditures and
makes a financial transaction to the fund balance account via a journal voucher which then must
be processed.

Many ENTERPRISE users wait until the completion of their audit to run the Close to Fund
Balance procedure.

The Close to Fund Balanceprocess updates each financi al unités
your current year activities. After this process is run, your fund balance accounts will contain
the sum of the previous yearbés fund balance, plus
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fiscal year. The ENTERPRISE system uses Control Accounts (as defined in General Ledger >

Site > Financial Units) to accumulate year-to-date totals for the current fiscal year.

1 The Revenue Control Account presents a summarized accumulated total of all current year
revenue recorded through journal vouchers.

1 The Expenditure Control Account is a summarized accumulated total of all current year
expenditures through journal vouchers.

1 These accounts can be different or the same ledger account number.

ENTERPRISE automatically records entries to the control accounts when journal vouchers are
processed. They appear as CP i automatic control postings. Journal vouchers involving
revenue accounts create summarized CP entries as credits to the Revenue Control Account.
Journal vouchers involving expenditure accounts create summarized CP entries as debits to
the Expenditure Control Account.

At Year End:

9 The total for the Revenue Control account should be the total amount of revenue collected
during the year.

9 The total for the Expenditure Control account should be the total amount of expenditures
paid during the year.

1. From the Year End Processing screen click on button # 3 Close to Fund Balance
button to initiate the close. Enter the current Fiscal Year (in this case it would be 2011),
leavingt he OFundd. field bl ank

=) H ) - e Year End Processing - General Ledger
File Home Create External Data Database Tools Add-Ins
» Year End Processing
[ 1. Generate New Accounting Year Ledgers. ]
[ 2. Close Inter-Fund To Cash |
- ~
[ ( 3. Close To Fund Balance ) ]

- -
:

Close To Fund Balance

Fiscal Year: 201 0Old ¥ear

Leave Blank For Al Funds

Navigation Pane

the fiscal year you wish to close | Mum Lotk \@ B

2. Upon completion of the Close you will receive a Fund Closing complete message. Click
on OK to continue.

General Ledger
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NOTES:

The CLOSE PROCESS creates a journal voucher labeled CEXXXXX
for Period 13 of your current fiscal year. After processing the close
voucher, you should also run Step #3, Loading Balance Sheet
figures, to carry forward all balance sheet account final balances.

The CLOSE PROCESS also automatically creates a reversing
journal voucher labeled X-CEXXXXXX. This can be deleted if once it
is determined that it is not needed.

As an option, you can manually create a journal voucher to perform
this same function.

If adjustments are made in the current fiscal year that affect the
revenue and expense control accounts AFTER running the close
process, you must manually create a journal voucher to zero out
the control accounts and move the totals to the fund balance
account.

Page 19 of 62

Freedom Systems Corp i Year End Processing Guide



. ACCOUNTS PAYABLE PROGRAM

The ENTERPRISE Accounts Payable Year End Processing consists primarily of 1099
processing, printing year end reports and updating the fiscal year in recurring invoices.

Listed below are the steps for Accounts Payable year end processing:

1) Verifying System Site Parameters

2) Verifying Vendor Information

3) GeneratingandPr i nting 10996s

4) Year End Reports

5) Update Recurring Invoices to the New Fiscal Year

If you have any questions concerning these steps or their applicability to your installation, please
email our Customer Support Department at support@freedomsys.com or call 1-800-825-7776 or
visit our Support Web Page.
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1) VERIFYING SYSTEM SITE PARAMETERS

1.1 Site Parameters

Before processing 1 ®xedIehpats, pleask varify that your sygtenyseea r
parameters contain correct information about your organization. Please follow steps 1.1 Site
Parameters and 1.2 1099 Threshold Types.

From the main Accounts Payable screen, Site menu, select Site Parameters. The
screens below will display:

-EI Site Parameters

Site Parameters

l Site Location Information | ’Dﬁons | Signatures | ACH By Bank Acct‘
Drganization Namef  Upper Lower Township

Address: 100 Main Shiest
Address:
City:  arpuhere
State  ZipCode: FA 55555

i Site Parameters

Site Parameters

Site Location Informatior,_Options / Signatures |ACH By Bank Acct

Federal ID: 555555555 1099 Year:

Check/Draft Parameters

Invoice Parameters Check Print Format | ChecksMPw/Laser
Default Bank Ident: 33

Lines on Check: 12
Fosting Option: £ E| Draft Print Format 1ChecksCopy
Digcount Method: o] Draft Directory ch
A ets et Eansed Signature Drive: Nore [=]
MICR Font: None El
Postnet Font: Mone [=]

On the Site Location Infot ab veri fy that your organizationods

On the Options/Signatures tab verify that your Federal ID number is entered correctly
and the 1099 year is 2011.

Edit these fields as necessary to update the information.
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1.2 1099 Threshold Types

Prior to building your 1099 file, you must define the 1099 default types and amounts you want
Enterprise to use.

From the main Accounts Payable screen, from the Periodic Processes menu, select
1099 Threshold Types. The screen below will appear:

Home Create External Data Database Tools

@l 1099 Threshold Types

1099 Type Minimum Yearly Amt 1099 Box

[=]

W EIM: |55-5555555

7

$600.00

Organization Mame: |Upper Lawer Townzhip
Address: 100 Main Strest

City.State ZIP | Anytown, P4 55555

S Iz‘ $600.00 7 EIM: |55-5555555

Organization Mame: | Upper Lawer Townzhip
Address: 100 Main Strest

City.State ZIP | Anytown, P4 55555

L Iz‘ $600.00 7 EIM: |55-5555555

Organization Mame: | Upper Lawer Townzhip
Address: 100 Main Strest

MNavigation Pane

City.State ZIP | Anytown, P4 55555

[=] $0.00 0 EIN:

Organization Mame:
Address:

City State ZIP

Form View Num Lock ||E 6B @ W

Al t hough there are many aBntrpriseausdrseutiliieV9a8 thdirt y pe s 0, m
standard 1099 type, with $600 as the minimum yearly amount, and 7 as the 1099 box. If
this entry does not exist, insert it now.

Be sure your EIN number, organization name and address appear for each 1099 type
entry on this screen. If any of the information needs to be entered or edited, please do it
now.

If you need to create a 1099 type that is not listed in the system, you will need to create it.
Do so by returning to the main Accounts Payable Program menu and selecting User Tables
under the Site menu column. Use the arrow keys to advance to table ID 114 and then edit
the table by adding your new 1099 type code.
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2) VERIFYING VENDOR INFORMATION

2.1 Vendor Setup and Maintenance
You need to identify vendors subject to 1099 processing.
Click Step 1 - Vendor Maintenance to display a list of active vendors during the
reporting fiscal year.

1099 Processing

1099 Year:

2010
EIN Number: 23-6000606 1099 Processing Motes:

1. Vendor EIN's must be edited on the People-Places-Things menu.
Step 1 ( Vendor Maintenance ) l Changes made there wil distribute g the entire

Accounts Payable Program. To access that menu, navigate to the

Step 2 Create 1099 Fild

Edemal Data  Database Tools  Add-Ins

Step 3 Print 1099 Register H
e T s
Step 4 | print 1099 ‘Possible Invoid
Step 5 Print 1053 "Invoice Deta| 2| [#s3304 Z mant #3394 Z Marl s | 3200 west Zee Pie Zetvie Pa | 1000 | [Select " -
------- Filtes Critesia
—_——— 144 [200 Evan Aoas 1P 200 Evan Resa, LP es 103 Wes: Zes Pae Autiown Pa | [19403 | Select
Step & 1099 o
e 4354 (220 West Zee Pie LP 220 West Zee Pie LP Yes |20 West Zee Pl Zoavite PA 9000 | Select
- . Vendor
Step 7 | print 1099 Forms (Select T 4240] [alost Catering Frances Mler “es| [P.0, Box 123 [ Pa | [15004 [ seleet
Remit
2683 5048 Regency Puriable Tolets | 5048 Regency Puriable Todets | | Yes| 5046 Aegency Drive Zeevie Pa | [18000
M [+] (sertd = gency sency . Select | - =
Active -
R 44| (350 Associston Drive LLC /850 Associsson Drive LLC ves| (350 Associaton Drive Collgetswn Pa | 19450 | Select —
—— Andress
Step & |prin
Al Ry 4468] [811 Cortra Products 511 Cantrul Producs Yes| 29 E. lan Streen Eoyerdle Pa | [18401 [ Select 5
| a R A e ves| l8=3 W o B &
Step 9 Create1099 Reportin| é_=' 8| A A Pnhead Buwing Ien A Pricsd es| 653 winogen Lane Anyie e | 12400 | satect | e
e 2| |44 ) Resources, inc 4 & JResources, ke Mo | [P.0. Bax 678 Skppack pa | 19474 [ Select ™
k) A= JarsLLC A+ JarsLLC es| |20 Ridge Road Vinedale PA | [15448 | seleet
] — . - S
H
F &341| (4,304 O Foaring (& and DFlocring “Yes| (8008 PreStreel Colegetown Pa | [19490] [ Select Fiter | | Clear
8944 [ Fun Tme (4 Fun Tme Yes| |72 Winding Vine Lane Boyervile Pa | 19401 [ Select Repts
1490 [ATET ATET ‘es| PO Box 309001 Lowsvile w0 | 40250 [ Select |
1891 [aTaT ATET Yes| |PO Box 3099002 Lowsvie KY | [40290 | Select
8 [A-l Products A Products Ves| 199 Hal Road Francsvie A | (15183 [ Select
6310 [AARD AARD ves| 1900 Asseciation Drve | [Colegetown e | 19490 | Select
60| AARD AARD es | 1900 Assocition Orive Cotegetown Pa | 19490 | Select
Number of Vendors: 721 -
Form View Hum lock  ScoliLock ([ @ & &

Selecting a vendor from this popup window will advance you to the Vendor Maintenance screen
where you can edit vendor information.

Home Create External Data Database Tools Add-Ins

Vendor Maintenance (I (CTCETE CETES =

Enter a partial name or ID and then click Name Search or ID Search

Wendor Basic Infarmation | Log I TD% - User Fields I ACH Parameters ‘
VendolD: 2 Mame: [H1234Z Man Remit | #1234 Z Mart
Addr Type: Buzn |Z| PPT: 2
Address 3200 West Zes Pike Contact:
Fed ID:
City:  ZeeVile PhoneMoType Phone Humber
State: P& Zip: 13000 |z|
Record: W 1of2 L & i Mo Filte Se
Year Business To Date 10997 YTD 1099 Amount Status Flags

» 7 - Onetime?: ]
200 $424.00 $0.00 | | view Invoices Active

2011 32221 $0.00 | | view Invoices Indiv
= U Checks?:
0 $0.00 $0.00 | | view Invoices 1099 Type | M

Form View | Num Lock  Scroll Lock |@ i i
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There are two important items to check: (1) The 1099? box needs to be checked for the
reporting year in order for a vendor to be considered for 1099 processing and (2) each
1099 vendor must have a valid EIN number.

There is an option to View Invoices which displays all the invoices on file for the selected
vendor and provides the ability to edit/correct the 1099 type field. Once you have
completed your vendor maintenance activities, exit back to the 1099 Processing window.
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3)GENERATE AND PRI NT 10996S

Follow Steps 2 thru 9 to complete the 1099 Process

Create External Data Database Toals Add-Ins

1099 Processing

1099 Year: 2011
EIN Number: 55-5555555
Step 1 “endor Maintenance l 1099 Processing Motes:

r Step 2

Create 1099 File Changes made there will automatically distribute throughout the entire

Accounts Payable Program. To access that menu, navigate to the
Print 1099 Register Report ] main Accounts Payable Program menu, find the Vendor menu column
and select People-Places-Things (PPT).

] \ 1. Wendor EIN'e must be edited on the People-Places-Things menu.

Step 3

2. A vendor's 'MAIL" address type is typically used during 1099
processing. You do have the option to create a "1099 address type

Step 4 l Print 1098 'Possible Invoices' Report

Step 5 Print 1099 “Invoice Detail Report ] which, if it existed for a vendor, would be used instead. To add the

1099 address type, navigate to the main Accounts Payable Program
- menu, find the Site menu column and select User tables. Use the

Step® 1098 Maintenance ] arrows keys to advance to table 101 and add the 1099 option.

Step 7 |print 1099 Forms (Select Type Below) 3 Pr\u_r to printing 1099 or 1096 forms, bg sure to make a ‘_ty|_}e'
selection from the pull down menu. Do this before each printing even

M (User Table 114) if the "type’ vou wish is already displayved.

4. The 1099 file created for electronic filing to typicaly stored in c\My

Step & IPrint 1086 Form for 1098 Type (above) Documents.

step9 Create] 099 Beporting Fil 5. 1099 and 1056 forms are programmed based on .25" margins at the

k l reats FELIITES j top, botton, left and right sides of the forms.

Form View Num Lock  Scroll Lock |[EE & @

3.1 Click Step 27 Create 1099 File to create the file that the system will use to
complete the remaining steps.

3.2 Click Step 31 Print 1099 Register Report
This report will display 1099 vendors, business amounts and their federal 1D
numbers. Vendors missing valid EIN numbers will be identified.

3.3 Click Step 47 Possible Invoices Report
This report will display those invoices without a 1099 code for vendors subject to
1099 processing. These are invoices you need to review and edit if necessary
(see Step 1) to reflect the correct 1099 type code

3.4 Click Step 5 - Print 1099 Invoice Detail Report
This report will display all vendors subject to 1099 processing and the invoices
that make up their 1099 business total. This is an opportunity for you to review
and confirm the data.

3.5 Click Step 6 - 1099 Maintenance
Use this menu selection to view the 1099 data created for each vendor. If
needed, you can manually edit the information presented, including the fields for
vendor names, addresses and dollar amount. If you manually edit information in
this step, DO NOT repeat Step 2 Create 1099 File as it will cause your manual
changes to be overwritten.

Page 25 of 62
Freedom Systems Corp i Year End Processing Guide



3.6

3.7

3.8

Click Step 7 - Print 1099 Forms

At this point you should be ready to print your 1099 forms. Select the type of
1099 form to print from the available selections on the pull-down menu. Then
click Print 1099 Forms and the 1099's will display on screen. Print a sample for
each vendor on plain paper and review the printout for accuracy and alignment.
Insert the paper 1099 forms in your printer and print.

Click Step 8 - Print 1096 Form for 1099 Type

A 1096 reporting form is required for each set of 1099 types generated. Select
the type of 1099 form to print from the available selections on the pull-down
menu. Then click Print 1096 Form for 1099 Type, complete the fields on the
popup window and click Print 1096 Form

Click Step 9 - Create 1099 Reporting File

For those who generate 250 or more 1099's, you are required to file your data
electronically. To do so, click Create 1099 Reporting File, complete the fields on
the popup window and complete the process by clicking the Create File button.
You will receive a confirmation message indicating that the file was created
successfully. Answer OK to complete the process. The file is typically stored in
the My Documents folder.

3.9 Typical 1099 Problems

Listed below are two common 1099 problems and the best way to correct them.

1 On vendor maintenance screen verify that the 1099?
button is checked.

Vendor not showing | § Check the "1099 Threshold Types" in the Site functions to

on 1099 register be sure all types are present and the minimum amounts are

correct.
1 Re-run the Build option.

9 Using the 1099 Maintenance function review all invoices for

Some invoices are the vendor.

missing for a vendor |  Change any 1099 invoice types if necessary. Re-run the

Build option.
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4) YEAR END REPORTS

The reports listed below are recommended. If you have been printing them on a regular
basis then there is no need to re-run them at year-end.

A. CHECK REGISTERS

From the main Accounts Payable screen, Reports menu, select Check Register. Enter
the starting and ending days of your fiscal year and print the following reports:

All Checks - Not Voided

All Checks - Voided

All Checks - Invoices

B. OUTSTANDING INVOICES BY VENDOR

From the main Accounts Payable screen, Invoices and Checks menu, select Open
Invoice Report. Recommended reports are:

Open Invoice by Vendor

Open Invoice by Fund

C. LISTS OF ALL CHECKS TO ALL VENDORS

From the main Accounts Payable screen, Periodic Processes menu, select Invoice
Search. The following screen will appear:

Home Create External Data Database Tools Add-Ins

Paid Inveices
3 Filter Criteria
102710 | 2010 Tax Aefund 200 Evan Fload, LP 1072772010 10/27/2000] 10/22/2010) 853 $000 | | Sekot
111710 | 2010 Tax Fiefund 800 Adams Avenue Assoc LP | 11/17/2010 11/17/2010] 11/17/2010 | $2592.05 $0.00 | [ Select LTy
71410 Camp Trip £.4 Pinhsad Bowling 74472000 7A42010] 741472010 $333.00 $000 | | Selest Description r‘1
110410 | Capet Clearing A1 Sparkles 11/3/200 11/3/2000] 11/3/2010 senon $000 | | Sekect Vendor
1109105 | Tar Spot Remaval A1 Sparkles /32000 11/3/2010] 11/3/2010 529000 3000 | | Select Invoice Date >01/01/2011
70710 Camp Tiip - Academy of Naluie| Aeademy of Natural Sciences 7m0 wiernin| perseiy| 3222260 $0.00 | [(Selct . | ynvoice Date <12/31/2011
22168 Compressor Repait AD Supplies 3102000 340/2010] 3/18/2010)  $13500 000 | [ Select TS
22352 Compressor Fepait AD Supples 3/28/2000 3/23/2010] 441572010 $33376 $000 | | Sekest o bate <
01101 | Building maintenance AD Supples 5/27/20M0 B/27/2010] 672010 819632 $000 | | Sekect )
39402166 | Service Manual for Expediions| [Advance Auto Pars 802010 BAW2010] B19/2010 52499 $0.00 | | Select Paid Date >
639402236 | Biake Cleaner Advance Auto Parts /22000 s/2/2m0| sAe/z0n s2388 $0.00 | [ Select Bakiatel
633402432 |Wheel Cover for £6-24 Advance Aulo Parls 3/8/2010 9/8/2010] 8/16/2010) a3 $000 | | Selest Amount
6334024336 | Front Brakes for 56-24 Advance Auto Pans a/a/2010 s/e/2010| SM6/2010]  $13197 $000 | | Sekect Remaining
539402446 | Front Brake Parks for G5-45 | [Advance Auto Parls 9/p/2m0 /00| 9M6/200] 535 $0.00 | [ Select 2 ~~
6342 Cleaning Supplies for Code Car| [Advance Aulo Pars £ Select Report IS BN e
36093 | Signature Stamp Advance Stamp Co., Inc [Paid Invorce Report (| skt ) Select (=
361306 & Engraved Signs Advance Stamp Co., Inc " — Pselect '
363226 | Enaraved Sign for Riandss Elta| [Advance Stamp Co. Inc .\ 4 fselect A S 3
%3IT | Engaved sign Advance Stamp Co, Inc Select
Records 3,355 =
Form View Num Lock |

1. Enter 01/01/2011 in the Invoice Date> field and 12/31/2011 in the Invoice Date<
field.
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a bk wDd

Click Filter
Click Repts
Click Select in the Select Reports window
The report will appear for you to print:

Upper Lower Towns hip L4;5:-2:|;w
Invoice Description Search Report e 1 T
Fage 1 of 123
200 Evan Road, LP 92286470
Inwoice & Inwoice Date Inwsice Desoription Inwoice Amount  Check Mumber  Chedk Dste
1010 1027/2011 2011 T Refund $8.52 54489 10272010
TOTAL THIS VENDOR $8.53
800 Adams Avenue Assoc LP 4981
Inwoice & Inwvoice Date Inwoice Desoription Inwoice Amount  Check Mumbsr  Check Dste
11710 11AT/2011 2011 T Refund $2.592.05 54632 11AT2011
TOTAL THIS VENDOR $2582.05
A A Pinhead Bowling 6
Inwoice & Invoice Date Invoice Description Invoice Amount  Check Mumber  Chedk Dste
71410 0747201 Camp Trip $399.00 353565 Om1420Mm
TOTAL THIS VENDOR £$399.00
Al Sparkles 4580
Inwoice & Invoice Dae Inwoice Desoription Inwoice Amount  Check Mumber  Chedk Dste
1103104 11032011 Tar Spot Removal 3250.00 354508 U201
10210 11032011 Carpet Cleaning $80.00 A54508 11032011
TOTAL THIS VENDOR £370.00
Academy of Natural Sciences 4224
Inwoice & Invoice Dae Inwoice Desoription Inwoice Amount  Check Mumber  Chedk Dste
TOTID OTOT 2011 Camp Trip - Academy of Matural Science 222250 353857 OTOT201
TOTAL THIS VENDOR §2.272.50
ADD Supplies 4220
Inwoice £ Inwvoice Dat Inwoice Desoription Invoice Amount  Check Mumber  Cheok Dste
22188 Compressor Repsin $135.00 353348 0182011
IZIEZ Compressor Repsin 3333TE 253475 DY 15/2011
a01101 Building maintenanoe $135.32 353761 D& AT/2011
TOTAL THIS VENDOR $664.08
Advance Auto Parts 4335
Inwoice & Invoice Dae Inwoice Desoription Inwoice Amount  Check Mumber
13942 Cleaning Supplies ©r Code Cars 3579 25384
253402185 Senice Manual or Expeditions 32455 354020
2839402236 Brake Cleaner 32188 A54207
2835402432 X3i08/2011 Whesl Cover for 86-24 899 A54207
253402446 008/2011 Front Brake Parks for 8645 $194.15 254200

NOTE:

After all steps have been completed, return to the main Accounts Payable
screen and from the Site Menu select Site Parameters. On the

Option/Signatures tab set the 1099 Year to the new fiscal year 2012.
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5) UPDATE THE FISCAL YEAR OF RECURRING INVOICES

5.1 From the main Accounts Payable screen, Invoices and Checks menu, select

Open Invoices.
5.2 Locate vendors that are set up for recurring invoices by viewing the Recurring-

Notes tab.
5.3 For those vendors with a check in the fiRecurring?0 field, go to the Invoice

Information tab and change the Fiscal Yr: field to 2012.
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1. PURCHASING PROGRAM

The ENTERPRISE Purchasing Program has a minimum number of steps required to close out
the current fiscal year and open the new year. These steps are listed below. Depending on your
system configuration, you may need to run all or none of the steps. Please see the notes found
on the following pages.

1) Run the Purchase Order Close Process
2) Reset Starting Purchase Order Number
3) Create New Year Contracts

If you have any questions concerning these steps or their applicability to your installation, please
email our Customer Support Department at support@freedomsys.com or call 1-800-825-7776 or
visit our Support Web Page.
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1) PURCHASE ORDERS CLOSE

At year end there may be purchase orders that are still open and monies encumbered in your
financial data. While these purchase orders can be addressed manually, the Purchasing program
offers three options for dealing with open purchase orders.

Please note that you only need to follow thesestepsto6 c|l osed purchase orders if
encumber purchase order monies.

First Option i Carry Forward

By selecting the Carry Forward option, the purchase orders will remain open and carry forward
into the new year. Encumbrances in the General Ledger will remain associated with the expense
item to which they were initially applied. This will reduce your budget authority for the coming
year.

Second Option T Final Close

By selecting the Final Close option, all open Purchase Orders will be closed and their
encumbrances in the General Ledger will be removed. For many Enterprise clients, this is the
preferred option.

Third Option 7 Prior Year Liability

This option keeps the Purchase Orders open and carries the encumbrances forward as a Prior
Year Liability.

NOTE: For each of these methods a Journal Voucher will be created in the General
Ledger program. This voucher should be reviewed, edited as needed, then
processed.
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1.2
13

1.1 From the main Purchasing screen, Year End menu, select Year End Processing.

The screen below will appear:

Database Tools Add-Ins

“Year to Cloge:

Cloze Method: C | Carmy fonsard
F | Final cloze
L Prior vear liability

< [

Close Date: ( 31-Dec-2011 )

Tz 2 e |

o
5
o
£
(=]
2
[
2
=
T
=

Farm View MNum Lock |@ 6B M

Enter 2011 in the Year to Close: field and select the Close Date: of 31-Dec-2011
Select the preferred Close Method and follow the steps listed below:

a) Click 1 - Close Report to print the Year End PO Close report. This report lists all open

purchase orders for the current year and is sorted by purchase order number. Review
this report for accuracy.

b) Click 1 - By Ledger to print the same report sorted by ledger account.

c) Click 2- PO Close to run the close process. Be sure you have selected a close method
and close date. Answer Yes to the prompt that appears to continue the process.

d) Click 37 Exit to exit from this window and return to the main Purchasing screen.
e) Depending on the method you selected, a journal voucher may have been created. If

that is the case, you need to log into the General Ledger program and review the Journal
Voucher, edit as needed, and then process.
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2) RESET PURCHASE ORDER NUMBER FOR NEW YEAR

Some organizations utilize a purchase order numbering system that indicates the beginning of a new
year. If you follow use such a numbering structure then you will want to reset the starting purchase
number for the new fiscal year.

If you do not follow such a structure, then you do not need to reset the purchase order number.

21 From the main Purchasing screen, Site menu, select Site. The screen below will appear:

Site Parameters

This information is used for printing purchase orders.
Please enter the data as it is to appear on purchase orders.

Organization Hame:  pper Lower Township
Address: 100 Main Street

City State Zipcode: Anpwhere, PA 55555
Telephone: BE5-555-5555

ElN: 55-B5565

Next PO Number: 2012000071

Purchase Order Format: 1POU pperlower
Departmental Format: PO pperlower

gﬁend Directly to General Ledoer ¥ |:|

2.2 Enter the beginning number for your 2012 Purchase Orders.

3) CREATE CONTRACTS FOR THE NEW YEAR

The Purchasing Program allows you to create vendor contracts and track allowable purchase items and
amounts. These items can then be referenced when issuing requisitions and purchase orders. To create
contracts for the New Year, from the main Purchasing Program menu, locate the Site menu column and
select Contract Agreements. The screen below will appear:
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1)

2)

3)

(NI ENICEENIEN Save | MNew | Find | Deiste | Pr

Vendor No 440 FREEDOM SYSTEMS i |
Contract Date: o/ms2me Buyer: | Admin o
Contract Expires: 123172002 Vendor Contact: Gary Lowe
Item ID Description Price Each Unit Ordered To Date
1 Software $10,000.00 1
2 Traming $1,000.00 10

If you are renewing an existing contract, use the arrow keys at the top of the window to
retrieve the appropriate contract then click the Print button to get a copy of the contract. Use
the print out for item detail when creating the new contract for this vendor.

Click New to create the new contract.

Fill in the fields similar to above, entering the Vendor No, Contract Date (01/01/2012),
Contract Expires (12/31/2012), Buyer and Vendor Contact information. Then insert the
items for the contract, entering the Item ID (a.k.a. vendor part number), Description, Price
Each (per) and Unit (quantity to be purchased under the contract).
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V. PAYROLL PROGRAM

The ENTERPRISE Payroll Program year end processing is designed to close out all payroll files for 2011
and open new files for 2012.

Please note that Payroll Year End Processing and Program Updates should be done after the last
payroll of 2011 and after you have printed all reports for 2011.

The year end functions in Payroll include:

1) Backing Up Your Data and Running the Re-add Process
2) Printing Selected Reports

3) Running the Year End Process

4) Loading New Tax Tables

5) Generating and Printing W-2 6 s

6) Create W-2 Electronic File

7) W2 File Checking and Transmission

8) PA State W2 File Transmission

9) Review Leave Information

10) Review Group Life Table
11) Review End Dates and Pay Rates

After steps 1-4,and 9-11arecompletedand youdve entered e mpndasgerangod

youdbve completed t he Geaeral LedgerdProgriane)pysu aie ready to process the
first payroll of the new year. You may optionally continue with steps 5-8 at that same time or later.

If you have any questions concerning these steps or their applicability to your installation, please email
our Customer Support Department at support@freedomsys.com or call 1-800-825-7776 or visit our
Support Web Page.
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1)

2)

BACKUP PAYROLL DATA

Be sure you have performed a backup of your database mentioned in the introduction section of
the Year End Guide before proceeding.

1.1 Re-add MTD/QTD/YTD i On the main Payroll screen, from the Site menu select Site

Parameters. Ensure that the W2 Tax Year field is set to 2011. Return to the Site menu and
click on Re-add MTD/QTD/YTD. You will get a prompt asking if you wish to continue. Click
Yes.

1.2 Re-Add Gross Amounts i On the main Payroll screen, from the Periodic Processes menu

select W-2 Processing. Ensure that the Tax Year in the upper left corner of the W-2
Processing screen is set to 2011. Click the Re-Add Gross Amts button at the lower left side
of the screen. An hourglass will appear while the re-add is occurring. It should return to a
normal cursor after a short while. If the hourglass remains after a minute simply move the
mouse and it should return to a normal cursor. Exit from the W-2 Processing Steps screen
and proceed with 2) below.

PRINT SELECTED REPORTS

Use these reports to document 2011 Payr ol | and Employee information
permanent files. Suggested reports are as follows:

2.1 Quarterly Reports

2.2

2.3

2.1.1 Current Quarter 941 i From the Site menu select Site Parameters and ensure
that the Reporting Quarter is i 4 @n the Site Specific Parameters screen.
Return to the Periodic Processes Menu and select Quarterly Reports.
In the Box 4., Org field type the Organization ID letter, usually A unless you have
more than one organization. Then click the Qtr-941 button, also in Box 4. The 941
Quarterly Report Summarywi | | appear along with a
see the 941 DeClick Nol. The 841 Summary Report will remain on
the screen and can be printed.

212 Prior Qu aritlfeypu h@vé hod printed the 941 Reports for prior quarters
you may do so by selecting Site Parameters on the Site menu, changing the
reporting year and quarter to the desired year/quarter, returning to Periodic
Processes menu, and repeating 2.1.1 above.

Print Other Quarterly Reports

2.2.1 From the Employees menu use Report Launcher to print the following reports for
your municipality:

From the TAX REPORTS Tab From the ORGANIZATION Reports Tab
- Quarterly Employee PAUC Contribution - Org Employee Summary Report

- Quarterly Local W/H Report

- Quarterly State W/H Report

2.2.2 The other reports under Report Launcher are date driven and can be printed for
2011 at any time.

Print Employee Reports

2.3.1 From the Reports menu run the Leave Balances report. You will need this
information to input the beginning leave balances for your employees at the start of
the new year.
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4)

3)

PERFORM THE YEAR END PROCESSING

THE ABOVE BACK-UP AND REPORTING STEPS MUST BE COMPLETED BEFORE
CONTINUING

This process does not affect, and is not affected by, the W-2 process and is done in
advance of building W-2 6 s .

3.1  From the main Payroll screen, Periodic Processes menu, click on Year
End Process. The Year End Process screen will appear:

ear End Process -

Payrol

Add-Ins

Database Tools

Home Create External Data

Year End Process

1 [ Print Benefit Statements J

Calendar year you are clnsing

| Move Data To History |

3 | Clear Employee Totals |

4 | Exit |

Form View Num Lock | |E| &

Step 1 Print Benefit Statements i This is a one-page per employee report that
summari zes the municipalityds contributhnons to
year. Itis designed as a communication to the employee.

Step 2 - Calendar Year you are closing? 2011 should automatically display.
Move Data to History i Takes current your payroll data and moves it to
an archived history file.

Step 3 - Clear Employee Totals

THIS STEP SHOULD ONLY BE PERFORMED AFTER COMPLETION OF THE LAST
PAYROLL of 2011.

Its purpose is to clear out all MTD, QTD and YTD totals from the employee files and reset
the the totals for the new year (2012).

Step 47 Exit

LOAD 2012 FEDERAL WITHHOLDING AND SOCIAL SECURITY
TAXTABLES

The 2012 Tax Tables are not available from the Internal Revenue Service at the time of this
writing. Updated tax tables and directions for automatically loading them will be provided via
email as soon as they are available.
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