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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 on the last page
of this guide. Itis suggested that you make a copy of the list before beginning
and use it as aroadmap, 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 | 2@0@l. it AYear End

Store this special backup in a safe, secure location.

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 possible 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 twelve months. 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 has added 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.
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. 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) Ent eri ng t bRudgeténfotmatipre ar O
3) Performing Year End Processing Options

8} Creating New Yeards Ledgers
(2) Closing to Fund Balance
3) Loading Balance Sheet Figures
4) Loading Adopted Budget Figures
4) Printing Year End Reports

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.
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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

al

SO

t he

pl ace

wher e

you

permit financial transactions to be processed if the period is not open.

First, check your existing 2009 Calendar. From the Budget Accounting/ General
Ledger main menu select Site, then Fiscal Calendar.

=

3 .El File  Edit

Accounts

Chart of Accounts

Chart Mairtenance
Create One Yesr Ledger
Account Inouiry

Report Launcher

Projects Programs

Project Defintion
Project Report
Project Standard Ohjects

Program Mainte
Program Repol

Maintenance

Reports

Upper Lower Township - General Ledger

¥ear End Processing

Toaols

Vouchers

Wouchers

Woucher Report

Delete a Woucher

Split & Woucher
“Youcher Import

Reports

Balance Sheet

Transaction Registers

Trial Balances

Fiscal Calendar

General Ledger - [Fiscal Calendar]

Help

Budgets

Budoet Entry

Department Entry Setup
Five “ear Budget Projection
Budyet Results Report
Budget Comparizon

Periodic Processes

Year End Processing
Recalcuiste Account Detail
Clear Processed Youchers

8 File Edt Maintenance Reports  Year EndProcessing  Tools  Ste  Help

Meswy Ok | Exit | <

Type a question for help

- [=]x]

Exit

User Reports/Charts
Uzer Report Definition
Print User Reports
Accounting Alerts Report

Cash Balance Charts
Budget Charts
Comparison Charts

-8 X

Type aquestion forhelp = 2 & X

( Fiscal Year 2003 )

Period Start Date End Date Open?

< 1 14142009 147142009 11:5353 P ~
iV 2 2172008 2/26/200911:5353 PM
3 37172009 /7172009 11:5353 FM
4 47142009 4/30/2009 11:5353 FM
5 5/1/2009 5/71/2003 11:5%53 P
6 6/1/2009 6/30/2009 11:5353 P
7 77172009 7/71/200911:5353 FM
8 8/1/2009 8/71/20019 11:5353 FM
3 53/1/2009 5/30/2003 11:5%53 PM
10 104172009 10/31/2009 115359 PM
11 11/1/2009 11/30/20109 115355 PM
12 12/1/2003 12/30/2009 1153:59 Phd
7 13 12/31/2003 12/31/2003 115359 P 8
* [H]

w

Forrm View UM
When the Fiscal Calendar screen comes up, enter 2009i n t he A Fi stbeal

press Enter to view your current setup.

Make note of each fiscal period and verify that you use a fiscal period 13 (typically
12/31/xx T 12/31/xx).
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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, 2010, and press Enter.
Complete the 13 periods of information by tabbing from field to field. 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 calendar is shown below:

= MEEs|
H AN REN= R Y AENEI R AR A=A N2 A =N=RAN"Y _|
Elii:‘l_ File Edit Maintenance Reports ear End Processing  Tools  Site  Help Typeaquestionforhelp = o @ X
| (R Ok | Ext | < | = |
Fiscal Year 2010
Period Start Date End Date Open?
1 14142010 1/31/2010 11:59:59 PM -
2 2414200 2/28/201011:59:59 PM
K 3 34142010 /2010 11:59:59 PM
4 4142010 4/30/2010 11:59:59 PM
5 5142010 5/31/2010 11:59:59 PM
[ 6/1/2010 6/30/201011:5%:59 PM
7 7142m0 TAA20011:5%69 PM
g 8/1/2010 /312010 11:59.59 PM
| 94142010 9/30/2010 11:59:59 PM
10 1041/2010 1043142010 11:59:59 P
1 114/2010 1143042010 11:59:59 PM
12 12472010 12/30/2010 11:59:59 PM
13 12/31/2010 12/31/201011:59:59 PM
* ]
v
the ending date of this accounting period UM

Note: The AEnd 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) ENTERINGTHENEW YEAROG6GS 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, 2009, inthe i St ar t i nfigld: Year 0

& - [=%]
..j File Edit Mantenance Reports  Year End Processing  Tools  Site  Help Typeaquestionhelp  » - & X
I Budget Entry Restart Exit
Starting Entry: (" ‘vear 2003 ) (Account 013
Adopted
Form Yiew MM

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

4. The Budget Entry screen should appear as below allowing you to enter your next
y e ar 6 s atal buddetdfigupes in the Adopted column.

General Ledger - [Budget Entry]

E.EI: File Edit Maintenance Reports  Year End Processing  Tools  Site  Help Type aquestion forhelp [+ 2 & X
Budget Ent Restart Exit
Use the g ry | _Restart | |
Adopted column Starting Entry:  Year (2003 | Account [013
to enteryour 3
2010 budget Adopted 2011 2012 2013 2014 3
figures. 1301100 R | R E TAX-CURRENT YR'S LEVY
50 50 50 30 30
You may also 1301 200 F | |RE TAXES-PRIOR YEAR
t‘?“_‘e't g 40 40 30 30 30
anticipate
budget figures 11301500 A | [REAL ESTATE TARES-LIENED
for 4 future 10 0 30 30 30
years. 01307600 Fi | REAL ESTATE TAXES-INTERIM
0 40 0 ] 30
The figures on 71210100 A | REAL ESTATE TRAWSFER Tax
this screen can 0 0 50 30 40
be updated at
any time before METED] F | [EARMED INCOME - 3/4 OF 1%
running the load 0 0 30 30 30
process. 01321600 Fi | CABLE TELEVISION FRANCHISE
Form Wiew NUM
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5. 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:

B - =X
.El File Edit Maintenance Reports ¥ear End Processing  Tools  Sike  Help Type aquestion = — & X
I Budget Results Report Exit
To print only one financial unt, select the financial unit Budnet Year for Reparting
from the list. To print all financial units, make no selection 2010
m GENERAL FUND
03 PARK AND RECREATION FUND
04 OPEN SPACE Select Report for Printing
05 PAYROLL FUND
06 MASTER ESCROW ACCOUNT
07 PENNS PRESERYE SEWER REVENUE
0g WALLEY FORGE SE%/ER FUIND
03 AGENCY ESCROW FUND ACCOUNT
1o WALLEY FORGE SEMW/ER MAINTENANCI
Al L% PRESSURE SEW/ER MAINTENAN
12 “willstown Chase
15 DOLPHIM & BRADBURY
17 BARTRAMS BRIDGE PRESERVATION
18 CAPITAL PROJECTS FUND GEMERAL
20 CAPITAL PROJECTS - SEWER
a0 CAPITAL RESERVE ACCOUNT
el STATE LIQUID FUELS ACCOUNT
3R STATFE TIIRMRACK

Form Wiew

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.

Page 10 of 51
Freedom Systems Corp i Year End Processing Guide



3) YEAR END PROCESSING

The Year-End Processing screen contains the four procedures outlined below.

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

s SE1ES
.El Ele Edit Mantenance Reports  Year End Processing  Tools  Ske  Help Type aquestion for help v o & %
Year End Processing Exit
[ 1. Generate Newr Accounting Year Ledgers ] <— Step 1 Generate New Ledgers
[ 2. Cloze Inter-Fund To Cash ]
[ 3. Close To Fund Balance ] <}—— Step 2 Close to Fund Balance
[ 4. Load Balance Sheet Accourts ] <—Step 3 Load Balance Sheet Accounts
[ 5. Load Adopted Budgets ]4— Step 4 Load Adopted Budgets

[ [Optional) Update Project Funds - if used ]

Push to generate the ledgers for the upcomming fiscal year LR

Step (1) 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 1.Generate New Accounting
Year Ledgers. The screen below will appear:

Generate New Accounting Ledgers

Generate New Accounting Year Ledgers

Create Ledgers for Fiscal Year : 2010

Cancel

2. Enter the fiscal year to be created (2010).
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3. Click the Generate button to create the new ledgers. The histograph on the
bottom | eft hand corner of the screen wil!/l r
and return to AReadyo when finished.

NOTE: DO NOT WAIT UNTIL THE END OF THE FISCAL YEAR TO
CREATE NEXT YEAROGYuU tak &6 ghRk8d
create them as soon as you begin your budgeting process.

NOTE: THE GENERATE PROCESS CANNOT BE REPEATED! If you
created any new accounts in the 2009 Chart of Accounts
AFTER Generating New Years Ledgers, you must use the
AiCreate One Y opgtiorsto dde thegnew @ccounts in
the 2010 Chart of Accounts.

NOTE: Before creating New Ye a r Léddgers make sure you have
inactivated any accounts you do not want for the new year
AND reset their ending fiscal year in Chart Maintenance.

Step (2) 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 Bal ance process updates ea
total based on your current year activities. After this process is run, your fund
balance accounts will containthesumof t he previous yeards fund
revenues minus expenditures for the current 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.
¢ The Revenue Control Account presents a summarized accumulated total of all
current year revenue recorded through journal vouchers.
e The Expenditure Control Account is a summarized accumulated total of all
current year expenditures through journal vouchers.
e 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:

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

¢ The total for the Expenditure Control account should be the total amount of
expenditures paid during the year.
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1. From the Year End Processing screen click on the # 3 Close to Fund Balance
button to initiate the close. Once the screen comes up, enter the current Fiscal
Year (in this case it would be 2009),but | eave t he O6.Fund®d

Close To Fund Balance

Close To Fund Balance

Fizzal Year: 2009 0ld ear

Leave Blank For All Fundz

Cancel

Cloze ]

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

General Ledger §|

y ««BA YearEnd == Fund Closing Complete. .. please post IV - CEZ0091125

NOTE:

NOTE:

NOTE:

NOTE:

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 fiqures, to carry forward all balance
sheet account final balances.

The CLOSE PROCESS also automatically creates areversing
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.
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Step (3) Loading Balance Sheet Figures

This process takes the ending balance sheet figures for the current fiscal year and
automatically makes them the starting balance sheet figures for the next fiscal
year. This process is usually performed after completing all financial transactions
for the current fiscal year. Basically, this option loads the balances of the Asset
and Liability accounts.

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 # 4 Load Balance Sheet
Accounts. The screen below will appear.

2. Enter the new fiscal year (2010).
Click Load.

'Ta

Load Balance Sheet Accounts

Load Balances into Fiscal Year :

NOTE: This process creates an Al o0 type financi
stands for initial balance entry). Since the process can be run
mul tiple times, there may be more than

generated. The Enterprise System will automatically utilize the
most recent version.

4. From the Periodic Processes menu, click Recalculate Account Detail.
5. Enter 2010 in the Fiscal Year field and click Recalculate.
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Step (4) Load Adopted Budget

The Load Adopted Budget process loads the adopted budget (see Section 2,

EnteringtheNew Year 6s nBwdgét) next year d6s revenue a
accounts. ENTERPRISE accomplishes this by creating budget load (BL) financial

transactions.

1. From the Year End Processing screen click on # 4 Load Adopted Budgets
Accounts. The screen below will appear.

2. Enter the new fiscal year (2010).
3. Click Load.

Load Adopted Budgets

Load Adopted Budgets into Fiscal Year

4. The histograph on the bottom lefthand corner of the screen wil
Budget I nfodo and return to AReadyo when fini
NOTE: If adjustments are made to these figures prior to the

beginning of the fiscal year, then they must be created in the
new fiscal year 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.
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4) YEAR END REPORTING

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.

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:

General Ledger

2 WARMING: This process lnads paid invoice check numbers into B4 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
2009 and then print balance sheets for all funds.

Trial Balance

From the Reports Menu select Trial Balance. Be sure the year is set to 2009
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 2009 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 separa

NOTE: After all your reports have been run for 2009, remember to change
the Fiscal year back to 2010 in Site Parameters (under the Site menu).
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. 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.

Below is a brief outline of the five steps for Accounts Payable year end processing:

1) Verifying System Site Parameters for Year End Processing
1.1 Site Parameters
1.2 1099 Threshold Types

2) Preparing for 1099 Generation
2.1 Vendor Setup and Maintenance

3) 1099 Processing and Printing
Build 1099 file
Print 1099 Register
1099 Maintenance
Print 109906s
Typical 1099 Problems

4) Year End Reports

5) Update Recurring Invoices to the New Fiscal Year
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1) VERIFYING SYSTEM SITE PARAMETERS

11

Bef or e

Site Parameters

processing

site parameters contain correct information about your organization.

1 @&d9epasts, plaask vepify than yiour systemy e a r

From the main Accounts Payable screen, Site menu, select Site Parameters.

The screen below will display:

Site Parameters

Site Location Infarmation | Options | Signatures | ACH By Bark Acck

Organization Mame: |Upper Lower Township

Address: 100 Main Street
Address:
City: | Anpwhere
State  ZipCode: U5 jaiaiaaia
Telephone:
Fax:
B -
Site Parameters Exit
Site Location Information | Cptions f Signatures | AcH By Bank Acct
Federal 1D: 12-3456783 1099 Year: 2009
i Check/Draft Parameters
Invaice Parameters Check Print Format | ChecksMPwlaser
Default Bank Ident: 1
Lines on Check: 12
Restinglclion: P % Draft Print Format
Discount Method: D Draft Directory
oot Dot £ amed Signature Drive: c:hprogram fileshfsch v
MICR Font: MICR v
Postnet Font: Nane -
On the Site Location Infot ab veri fy that your organization

On the Options/Signatures tab verify that your Federal ID number is entered

correctly and the 1099 year is 2009.

Edit these fields as necessary to update the information.

Page

18 of 51

Freedom Systems Corp i Year End Processing Guide



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:

Accounts Payable - [1099 Threshold Types]

u:‘l File Edit ¥iew Insert Format  Records  Tools  Window  Help Type aguestionforhelp = o @ X
A
1099 Threshold Types Exit
1099 Type Minimum Yearly Amt 1099 Box
A w $1.00 14 EIM: [12-3456783

Organization Mame: |Upper Lower Township
Address: 100 Main Street

City State ZIP |Arywwhers U5 55555

L w $10.00 7 EIM: |12-34BE729

Oiganization Mame: |Upper Lower Township
Addrese: (100 Main Street

City State ZIP |Arywwhers U5 55555

] w $E00.00 7 EIM: |12-34BE729

Oiganization Mame: |Upper Lower Township
Addrese: (100 Main Street

City State ZIP |Arywhers U5 55555

5 v $E00.00 8 EIN: [12-3456724

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

Employer EIN number UM

Al t hough there are many &nteaprise asbré wilizelMas 9
their 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.
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2) PREPARING FOR 1099 GENERATION

2.1 Vendor Setup and Maintenance

Identifying each vendor as a candidate to receive a 1099 and correctly classifying each
vendor invoice must be an ongoing process throughout the year. There are three
locations in the Accounts Payable system where 1099 information must be provided in
order to successfully create 10996s.

Locations 1 & 2 - On the main Accounts Payable screen, from the Vendor
Maintenance menu, click Vendor Maintenance.

1 - Place a check in the 1099? box for the appropriate year. Regardless of any
other selections, this must be checked for a vendor to get a 1099.

2 - A 1099 code (usually M) should appear in the 1099 Type field. If there is a 1099
code present, this default type will appear on all new invoices.

2 - E]x]|
a:‘l File Edit Vendors ©hecks Reports Sitke  Tools  Help Type a question farhelp [« o & X

Vendor Maintenance [IE Name Search | ID Search | Delete | oK [ Exit

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

Wendor Bazic Infarmation Log 704 - User Fields ACH Parameters
YendorlD: 1 Mame: GRAMTURKEQUIF.CO.,IMC.| Remt GRAMTURK EQUIF. CO., INC.
Addr Type: Buzn v PPT: 1
Address 1224 Anystreet Ave Contact:
Fed ID: (231844717
City:  FING OF PRUSSIA FPhoneMoType Phone Humber -~
State: |Pa Zip: 13406 Bush 3 ~15-337-0566
el 1 D 0E o< Mal o~ FER T
‘Year Business To Date 10997 YTD 1099 Amount ~ Status Flags
2010 $0.00 $0.00 Onetime?: [
Active?:
2009 $0.00 $0.00 =0 (O
Indiv
2008 $0.00 $0.00 Checks?2:
5 2007 $0.00 $0.00 1099 Type | M
2006 $0.00 $0.00
2005 $0.00 3000 |+

|—v

Form Yiew CAPS MUM

Location 3 - When entering invoices you have the option to identify it as a 1099
invoice which will include it in the 1099 for that vendor. If you have not been
identifying invoices accordingly, you will have the opportunity in Part 3.3 1099
Maintenance to correct this.

NOTE: Many Enterprise clients setup EVERY vendor to include a 1099 Type
AMO so that it is automati c Bémembemssi gned
simply labeling an invoice a 1@99 Invoice Type Mo does not
guarantee that a 1099 will be generated. The vendor must also be
identified as a 1099 vendor and must meet the minimum yearly
amount requirements defined in your site parameters.
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3)

1099 PROCESSING AND PRINTING

3.1

Build the 1099 file
Steps 1 & 2 above must be completed before building your 1099 file.

The Build processrecadds all vendorsd invoices for the
and resets the Vendor Business to Date Dollars. The second part of the Build

process gathers paid invoices by Vendor and 1099 type. This information will be

avai | abl e in future steps for editing prior to

On the main Accounts Payable screen, from the Periodic Processes menu
select 1099 Processing. The screen below will appear:

& - =X

.El File Edit ‘endors Checks Reports Sike  Tools  Help Twpe a quesktion for help = A X

1099 Processing

1099 Year- «——Yearis 2009

Dptional Reports/Processes

Pozsible 1088 Invoices
1088 Invoice Detail

(4) Prirt
1099's

(3)1099

Wit (5] Dizkette

[2) Register

‘ (17 Build

EIN: 12-3456789

Form Yiew LM

Click the (1) Build button. The histograph in the bottom left hand corner of the
screen wil|l di splay mul t i-gdd ®W99nre/giceseagde s and r e
build the 1099 tabled when finished.
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3.2  Print the 1099 Register
The 1099 Register will display all vendors that have met the 1099 selection
process based on:
A 1099 threshold information
A Vendor maintenance selections
A Invoice data
3.2.1 From the 1099 Processing screen click (2) Register. The 1099
Register report will appear. Review all entries inthe i e d e r afield dnD 0
the report. Make sure that only Federal EIN and/or social security
numbers are displayed. Corrections/additions to this field must be made
on t he VRTsdeenahdsthe Build process must be rerun.
Other useful reports available on the 1099 Processing screen include:
1099 Invoice - displays a report of the invoice information
Possible 1099 Invoices - This report will list all vendors who have
"1099?" checked in vendor maintenance and have paid invoices without a
valid 1099 type. This helps to identify all invoices for a specific vendor.
3.3 1099 Maintenance

After reviewing the 1099 Register Report, you may need to edit specific vendor
information to correct their 1099 total. Here are two methods:

Use this method to correct invoices that were not processed through the system:
e From the 1099 Processing screen click (3) 1099 Maint. The screen
below will appear:

B CEX)
1099 Maintenance mewe | vendor D | Name [Detete | ok [Ext [<<] < | > [>2 ]
Year: 2008 WendorlD: 1654 EIN: 123456723
Mame: |Freedom Spstems ErRR e $0.00
Box 2 $0.00
Address: 2550 Eisenhower fve Bo 3: $0.00
Bos 4 £0.00
City: | Morristown Box 5 +0.00
State: PA Zip: (19401 Box B $0.00
Box 7 $0.00
Federal I 12-3456783 B $9.275.00
Box 9:
B 110: $0.00
- - Box 11: $0.00
“iewy YWendor Invoices ]
Box 12:
Box 13: $0.00
Biox 14 $0.00

e Use arrows < > to locate the vendor.
e Amounts can be edited as required on this screen.
e Do NOT rerun the Build process after manually editing amounts.
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Use this method to change the Invoice Type for invoices that were processed
through the system:

¢ From the 1099 Maintenance screen click the View Vendor Invoices
button. The screen below will appear:

¢ Review the invoices that were used in determining the 1099 amount.
o Edit the 1099 type field for any invoice as required.
¢ Re-run the Build process (See section 3.1)

3.4

Print 10996s

The final st ep i'oucdaoprifthésaformsabmanyltilésasd s .
you like. This data will be available for printing up until you run the 1099 process
for the next year.

e From the 1099 Processing screenclick ( 4) PRI NTThd 09 9 6 s
r1099Form will appear.

¢ Print a sample on a blank piece of paper to verify alignment.

¢ Insert the laser 1099 forms in your printer and print.

If multiple copies of the 1099 forms are required, you will need to select the print
function again.
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