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By the end of the session you will be able to
accomplish the necessary Year-End procedures for
Accounts Payable and Payroll
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Year-End Documentation on Website

Canada

Customer Support Website
http://www.computerguidance.com

Login Requirements:
User Name: Customer Number
Password: Zip Code

Documentation Available under:
Resources >
QE and YE Documentation >
2018 Canadian Year-End Documentation

Print and Read Documentation

COMPUTER
GUIDANCE
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http://www.computerguidance.com/

Accounts Payable

[1 Accounts Payable Year-End Processing is Complete
o After Running the Final Cash Disbursement Update
For the Current Reporting Period (Annual or Fiscal)
[0 Objective
o Maintain or Create AP T5018 Codes (S)
o Print T5018 Slips

o Create the T5018 Electronic File

Smarter Construction. Cloud ERP. f[f,) f g‘)‘




What Is New?

Restore T5018 eForm format

No changes that we are aware of at this time

COMPUTER
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T5018 Reconciliation

Reports / Options Used to Reconcile Year-End

Verify Employer Business Number — located on the 2" screen of the Accounts Payable Defaults

Business Number 13670 0713

Use Vendor Master Listing / IDI to Verify and Maintain
Vendor Name
Address
Code
Tax ID number
Proprietor Information

g?JI;/lDP)&JI;IrEFEQ Smarter Construction. Cloud ERP.
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T5018 Reconciliation

Run 1099/ T5018 Code Listing / IDI to verify Type Codes

Run Print 1099/T5018 Register to verify vendor information and box amounts

Run History Report by Vendor Number to get further detail on specific vendors

Use AP 1099/T5018 Code Maintenance to maintain codes by vendor and/or invoice

Run Print Register or T5018 forms to get order count

COMPUTER
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Vendor Master Listing and IDI Listing Reports

Accounts Payable > Listing >
Use the Vendor Master Listing report to verify vendor name, address, tax ID #, etc.
Examples of both reports are on the next 2 slides
IDI Report

Vendor Master Report

Details to Follow:

COMPUTER

GUI DAN C_E Smarter Construction. Cloud ERP. ﬁ[m ‘{F ig
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IDI - Vendor Master Listing

Accounts Payable > Listing

Vendor.. * 2 Vendor Name
11493 ALBERTA DAMPROOFING
11494 BONNIE'S BAKERY & DELI
14426 HY-GRADE MILLWORK
15796 B & M EXCAVATING & CONTRT
15797 DARREL & DARREL & DARREL&
19127 D & E WELDING & MFG.
51848 B & M Excavating & Contra
51849 D & E Welding & MFG
51850 Benzoni & Sons Canada LLC
51851 Moose Port Repairs Depot&

51852 corp & partnership name

Address 1

& WATERFROOFING LTD.
CORNER OF MAINT & 5TH ST.
7JTH AVE & LAURISTON ST.
BOX 472

15TH & DARREL'S STREET
#4, 880 LEATHEAD ROAD
Box 472

& Waterproofing

56th Street & Bell

=21

51852 Long way home

City
CALGARY
CALGARY
SASKATOON
PILOT BUTTE
DARREL CITY
KELOWNA

Thunder Bay
Por Arthur

St/Prov
AB
AB
SK
SK
ON
BC

ON
ON

Zip/Postal Code
T2E6T7
T2E 6T7
S7K 3K1
S0G 320
576 9T5
V1X 2J8

T2C 2W7
P712Q

1099 Form Required
S
S
S

wy W

Federal I.d. No
122045719RT0001
122045718RTO001
121604722RT0001
871688382RT0001
122048719RTO001
132390121RT0001
GST123
GST65406
100271170RT0001
212345
123-456-7812
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Vendor Master Listing
Accounts Payable > Listings > - XAPO80 (Numeric) - APP0O88 (Alpha)

DHTE 12/05/1% AFF02E 0% 025 Canadian Oowparg - 4000 TIME 5.02 FAGE 1
WEHDCR MASTER LISTIHG - ALPHAEETIC

WVENDGE  VEHDGE HAME WENDGE ADTRESES 1 WEHDGE ADDRESE 2 WEHDE AILRESE 2 HEEREVI AT ICH
Joh foub SEHLHE FR{ Ho, ALTERHNATE VEHLMR TERM| T501% GET REGISTRATION TYF MIN <D0  EHTERED
00001 MMOoooost & MROUUnaaeneest i )

0 0Tf0ed2008

51852 corp & partTership name  51$52 Lomg way home HEEREVT ATI
EST REGISTRATICH Wh.  pst registratig
= 123 -456-T2]1 2 P 0 0TF0ef2008
11493 ALEBERTH DAMEROGOELHG & WATERFROOFIHG LTD. 4552-14 STREET HE CHLGAHRY AE TZ2E |ETT ALEERTH TR
£ 122045T1SRT 0001 0 077102008
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Vendor Master Maintenance
Accounts Payable > Maintenance >

T5018 Fields

Tax ID Registration Numbers — GST / PST
Vendor's GST / PST Registration Number is required if you are going to process a Slip T5018 for this vendor

T5018 Code —S
T5018 for Canadian (CAN) Companies require an ‘S’ code in the vendor master file for T5018 forms to print

The option “Print When T5018 Code in Vendor Master”, in Print T5018 forms, will determine if the code is a required field in the Vendor
Master File.

The code can be entered or changed during invoice entry

COMPUTER
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Vendor Master Maintenance
Accounts Payable > Maintenance >

T5018 Fields
Proprietor Name

The name entered here prints on the first line in the recipient’s box of the T5018 Slip

The remainder of the information prints from the Vendor Master file Remit To information on the General 2 Tab
Country Code

As an option, enter the country in which the vendor resides

COMPUTER
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1099/T5018 Type Code Table Maintenance

Accounts Payable > Maintenance >

Type Codes are user-defined and are used to assign box number, Slip types and type of gross
They are system-wide and are the same for all Co/Div

Codes can be assigned to invoices during A/P Entry and at Open Payable Maintenance time
You may need to add or edit T5018 code types

Codes require descriptions and box numbers

COMPUTER
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1099/T5018 Code Master Listing - IDI

Accounts Payable > Listings >

AP 10899/ T5018 Code Master

—  Tools = Wiew As — ||default®

-.r == =

Code ™ Description 1099 Box Forms Type Gross Flag Status
v FOREIGMN TAX PAID BX 6 S 2 u Verif N
se to Veri
| INWSTMINT EXPENSES BX S5 S 2 y o
1099/ T5018 Type Codes

T FED INCOME TAX W/H BX 4 ! 2 ey

S Canadian Type S 22 3 A

=L Hent [0)6] ] o
COLLCTBLS (28%)GAIN BX2D 2D 2 N

— ¢ °) Use Type Code ‘S’

P SECTIOMN 1202 GAIN BX 2C 2C 2 Form Type 3 = Misc. o

O OTHER INCOME 003 3 ray

™ TOT CAPTL GAIN DISTR BX2A 1.8 2 N

GUIDANCE
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1099/T5018 Code Table Listing Report — APP404

Accounts Payable > Listings >

a0 00l Farepoll's Construwotiondo. 030EE

DATE 12006,/17 HFFE 0% 1083 TE0lE CODE MASTER LISTIHG TIME: 12.3%.032

SODE  DESCEIFTION BOG FORM TYFE TYFE OF GROSS

A REEHTS BOGL 1 1 HMizc

B ROYALTY B 2 2 HMizo

[=] OTHER. IHOOHE BX = = HMizc

o FED IHOOHE TAX W'H BX 2 3 Misc .

B FISHIHG POAT FROCEEDS BHE E Misc Used to Verlfy

F MEDICAL £ HEALTH B3 & £ mMiso 1099/ T5018 Type Codes

= HOH EMPLONEE COOME R 7 7 HMizc

H EUE FMTS IN LIEW BX % & Mizc

I CROF INSTRAHCE FROCEEDSL10 10 HMizc

I State Tax wheld Box 16 16 mise Use Type Code ‘S’

» SRS FROEEDS TO ATTHY EX1d 13 HMiso Form Type 3 = Misc.

L SEC 303 DEFRLE EBOX 15A 158 Mizc

& SBC 3033 INCOME BX 15E 15E HMizc

H TOT CAFTL GAIN DISTE BX2A 1A Diw

=] THREECAF =BT 1205 GAIN BX2E 2B Diwr . . .

e CPCTIOH 1205 CATN 8 ao 2o Die Selecting Option will Run the Report
=} COLLCTELS (2#%)GAIH BXID 0 Dir (no Selection Screens will Appear)
E Esnt 0 Mizo

= Canadian TyYyps = 22 HMisz
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Print 1099 Register — APP684

Accounts Payable > Annual >

90 001 Earreoll's Constructicn270-30EE

DATE 11/20/12 APP&B24 A/P 1029-MISC Reglster 9.30 PLGE
Limit - s00.00
Box 001 Box 002 Box 0032 Box 004 Box 005 Box 006 Box 007
Box 008 Box 010 Box 0Ola Box 014 Box 154 Box 15B
——————————————— VendoX --------—--—-—--—-——-———-—-————
Humber Name ID Number Proprietor Name
4 Sitting Bull Trading Post 86-555E55
3,047.11
3,047.11
44 Barb Pepper 444-44-4444
1,250.00
Ties back to T5018
636 High Towsr Builders 86-150753 Individual Slip
636.00 Use Print 1099/T5018 Register to verify

vendor information and box amounts

Total for 1092-Misc a
Ties back to T5018
£36.00 4,297.11

Slip Recap 3,047.11

COMPUTER
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A/P History Report by Vendor Number — APP0O56

Accounts Payable > History >

Select for specific vendor

Select for specific range of Cheque Dates

This report is used to identify the Pay Select Numbers which may be used for individual invoices T5018 code maintenance
T5018 reporting is based on Cheque Date not Entry or Journal dates

Vendor Total is equal to the Vendor’s Individual Slip and Total for Register, if all payments are subject to T5018 Reporting

88 PDPAL\JJEE Smarter Construction. Cloud ERP.



A/P History Report by Vendor Number — APP0O56

Accounts Payable > History >

Date 11720712 AFPPOSE

oooo4

124z2012
B21PFRO=

ogoos50

z21Z2012
2212012

oo2z2

Z31=Zz012

SEitting Bull Trading PFost

01/27/2012 t=st 1059
06,/21 /2012

Anma's Baksry

02/21,/2012 test woid
nz2,/21,/2012 test woid

211l Purpcocss Vendor

03,21 /2012 Test Entry Da

20 001 Karroll's Constructioni?o-20EE

ARococounts Fayable History by Vendor - Summary
Pay JobdMix sulk Inwoicse wouch Tate Theck
=22l Humber Jokb Description Amount Ho . Faid Humbe1
57321 S22 .00 01/27/2012 S01476
5747 HITE MHick's Jo 4, 500.00 o0&/ 21 /2012 l1o0&822
*rendor Total+* 5,222 .00
5725 4, 500.00 0oz sz1 /2012 2221
5735 4, 500.00- oz 21 /2012 2221
*Yendor Total=* . oo

Report has further detail on specific vendors

ST4d4d HITE Hick's Jo 323 .31 oa/le/2012 10621
*Vandor Total=* 233 .21
**Divigion Total*~ 5,655.21

Timese 10.33

« DD

« DD

FPags

Check
AEmount

azz.
4,500.

5,322.

4,500.
4,500.

oo
oo

(o =]

oo
00—

31

=

.21
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Type Codes assign to an Invoice Detail records control which box and amounts will be reported on the Slip
Code Maintenance is used to maintain codes assigned to invoice detail records

Codes can be added or removed by

Vendor/Pay Select Number

Vendor/Code/Date

COMPUTER
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Change by Vendor/Pay Select Number

Vendor Number- Enter valid Vendor Number, or click drop-down prompt to display selection list

Pay Select - Enter valid Pay Select Number, or click the drop-down prompt arrow to display a selection list

Click OK to advance to the next screen

Enter correct 1099/T5018 code in the New field, or click drop-down prompt to display selection list - field may be left blank

Click OK to accept

COMPUTER
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Smarter Construction. Cloud ERP.



A/P 1099/T5018 Code Maintenance
Accounts Payable > Maintenance >
Change by Vendor to Specific 1099/T5018 Code
Enter Vendor Number, or click the drop-down prompt to select from a list
Leave Pay Select Number field blank

Enter a From Code and a To Code. These fields are used to change from one T5018 code to another, or to specify a code when none is
currently being used. The To Code must already be setup in Type Code Maintenance

Remove a T5018 code by entering
From Code = current code, To Code = blank

Enter a From Cheque Date and a To Cheque Date, or use the Calendar to insert the dates
These entries are used for invoices that are either partially or fully paid

Leaving the Pay Select field blank changes the codes for all partially or fully paid invoices within the date range specified

Click OK

COMPUTER
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Change by Vendor to Specific 1099/T5018 Code
The vendor name and address will appear on the screen for verification purposes
Click OK again to accept this change
If you click Exit or Previous, the codes will not be changed
Clicking exit will cancel your changes and exit

Clicking previous will cancel your changes and return you to the previous screen

COMPUTER
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Accounts Payable Year-End Reports

Year-End Reports
Annual Vendor Report - Example of Annual Vendor Report shown on next slide
Print 1099 Register - Rerun for verification

YTD Vendor Balances

Update Current Year Vendor File - moves current YTD amounts to Prior Year and zeros Current Year fields
Accounts Payable > Annual

Vendor YTD
Admin > File Utilities > Calculate Balances >

COMPUTER
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Annual Vendor Report
Accounts Payable > Annual

This report is optional and will not affect T5018 processing
It prints summarized history of activity for each vendor for both current and prior year and is used to verify whether a T5018 Slip is required

When you select the option the report runs automatically

Report Example on Next Slide

COMPUTER
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Annual Vendor Report

Accounts Payable > Annual

S0 001 Karroll's Constructionsso.30EE

DATE 11/26/12 APPOG2 VENDOR MASTER FILE ANNUAL REPORT TIME 9.25 PAGE 1
VENDOR VENDOR NAME WENDOR DOL. TO DATE DOL. YTD DOL. LAST YR PAY DATE
NUMBER WENDOR NAME AND ADDRESS ABERV TELEPHCONE NO. DIS. YTD DIS. LAST YR DIS. LOST YTD DIS. LOST LAST YR
Qo001 Wendor 1 Construction bbb wven 1 0000000 151,023 .49 .00 .00 oo0f00 /0000
NOURISHING THE WORLD
TALK TC EVERY ONE .00 .00 .00 .00
EELIV CITY CR 852047777
Qo002 Leisel's Construction AMAMLEISEL 4447000 242,830.57 .00 .00 04/01/2008
150500 North Scottesdale-E
Suite 123456 ---------—-- E .00 -00] .00 .00

City of My Dreams XX 99887825

00004 Sitting Bull Trading Post SITTING 0000000 708,822.83 5,222.00 3,047.11 0O&/z21/2012
Fort Apaches Compound
1475 Sagebrush Alley .00 .00 .00 .00
Tuba City MD 854784321
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Print T5018 Forms / XML

Accounts Payable > Annual

Enter the Period End Date
Enter the Lowest Amount to Include
Print when code in Vendor Master
Entering a Y will generate only if there is currently a code in the Vendor Master
Entering an N will bypass the Vendor Master and generate based on what is in the AP Detail file

Create Mag Media File

Transmitter Number
Transmitter number is required to create XML file

Contact Email

Technical Contact Information XML file transfer instructions are in the Year-End Documentation

Language of Communication

88 Il\/IDP}ﬁL\Jl;IrEFEz Smarter Construction. Cloud ERP.
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Canadian (CAN) Payroll

[1 Objective for T4 / T4A / RL-1
Verify Box Assignments and Register Information
Prepare Year-End Processing
Run Register(s)
Print Slips
Create XML File(s)

Smarter Construction. Cloud ERP. f[f,) f g‘)‘




What Is New?

Copy Tax Tables
Add Tax Credits to the Copy

Make Tax Credits Universal like Tax Tables

You will be Notified When the is Actually Complete

COMPUTER
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Final Processing and Information Verification

Send Payroll Print Cheque Message to verify employee information
Update Pay Period End Table
Update EE Tax Tables, Tax Credit Masters and Date Sensitive Deduction/Benefits for New Year
Update EI/CPP/QPP rates and limits
Verify the Following Information
Company Names, Addresses and Employer Business Numbers
Employee Full Name Field, Abbreviation and

Individual Name Fields: First, Middle, Last Name and Suffix

COMPUTER
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Final Processing and Information Verification

Employee Address and Social Insurance Number

Country Code in Employee Master

Box Assignments
Zero To Date Flags in the Distribution Master for M and H records
Reconcile Negative Values — Process Manual and Void Cheques

Enter Z Box Information if Applicable

COMPUTER
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Final Processing and Information Verification

Run the following Reports
T-4 Register(s)

HR Vacation/Sick Available Listing if Applicable
Use Hourly Vacation Accrual

Run “Prepare Year-End Files” option with Zero YTD Amounts field = Y

After last payroll for reporting year

Before 1°t payroll of the new year

COMPUTER
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Cheques Message
Canadian Payroll > Maintenance 2 >

Message Maintenance Selection Screen
The following fields should be left blank if message is to be sent to ALL employees
Job Number
Sub Job Number
Employee Class

Message Maintenance Description Screen
Enter up to 75 characters for the Cheque message description
Make sure employees have instruction on how to handle changes if required

Example: “Please contact the PR Department if your Name, Address or Sl# is Incorrect.”

This is an excellent way to get employees to verify their information is correct

COMPUTER
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Pay Period Ending Table

Canadian Payroll > Maintenance 2 > Year and Pay Frequency Selection Screen

Division Number

Year

Must Setup Each Pay
Frequency used
CAN uses “Cheque Date”
for the New Year

Company Number

Cheques Date Mamnmtenance

035

0000

[ IMN Monthiy

HXKPR380

Used to Determine if Tax Credits (Claim Codes)
are to be used

If More than One Cheque Cut in Same Period
No Tax Credits will be Used

Unless Specified on Cheque Type

Select One of the Options Below
Create, View or Delete

| Ok Il Exdit |I Create

|| Delote ||

COMPUTER
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Pay Period Ending Dates

Canadian Payroll > Maintenance 2 > Detail Selection Screen

Cheques Date Maintenance

Company 08 Division 035 ‘vear 2019
Pay Frequency Code 1st Cheque Day for January
Weekly »5

»
Bi-Weekly
Semi-Monthly i‘ o < = month)
nMonthily [} (99=Last day $ month)

Weekly - Number Representing the
day of the 1st Cheque Date in Jan

day of the 1%t Cheque Date in Jan

XPR380

[ Bi-Weekly — Number Representing the

)
[ Make entry only for Pay Frequency Code selected on Prior Screen

Leave all other fields blank J

| Ok Il Exit | Previous |

COMPUTER Smarter Construction. Cloud ERP.

in ¢ 7 &0
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Tax Tables for New Year

Tax tables are date sensitive by the following

Month and Year

New Feature
All Release Levels

Copy Tax Credits & Make Credits Universal Remember
Copy Tax Tables Update New Year
Tax Table
Tables are copied by Province, To Month and Year
Information

Can be created anytime and will not be used until the new month and year

Do Not delete prior year tables

COMPUTER
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Tax Tables for New Year

Distribution Master ER Tax Table Screen
Is no longer accessible via the Distribution Master with the Exception of
Distribution Code ‘N’ will still have access to Distribution Master Employer Tax Screen

Used by Canada for the ER Health Tax

Do Not Delete

Canada does not have the ER Tax Table Option and still need access to this screen
Prior Year Tables

COMPUTER
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Setup Default Values

Administration > Application Installation >
Verify the following information for all Company/Divisions processing Year-End
Company Name Default
Name
Address
Payroll Defaults

Business Number — 2"d Screen of Payroll Defaults - Com/Div specific

COMPUTER
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Employee Maintenance
Canadian Payroll > Maintenance 1 > Employee Data

Verify the following information:
Full Name Field

Abbreviation Name — enter the employee’s last name using all 8 characters. If less than 8 characters you can enter the entire last name
followed by a space and the first letter of the first name or as much of the first name as possible

This field is used to parse the full name field
Individual Name Fields
Employee Address
Social Insurance Numbers

We do not recommend using special characters in the name and address fields
They may cause issues with XML files

88 PDPAL\JJEE Smarter Construction. Cloud ERP.



Country Code

Canadian Payroll > Maintenance 1 > Employee Maintenance > Employee Data

Country Code
Optional field is used for T4 — T4A — RL1 processing if a Country Code is required for XML file
This field is not used for the Employee address

Please refer to the Province/Federal government specifications, concerning the type of XML files being used, to determine if this
field is required

Employee Data — General Tab

Country:

COMPUTER
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T4 /TAA /RL1 - Box Assignments

Canadian Payroll > Maintenance 1 >

Verify Assignments and Description

Use T4 Box Assignment option

Invalid or missing box numbers and codes will cause information not to appear on Registers, Slips and XML Files
Box Assignment Examples are listed in the Year-End Documentation
Always Verify for Accuracy!

T4 Box Assignment and Distribution Master are also Located on the Annual Menu
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T4 / T4A / RL1 - Box Assignments

Canadian Payroll > Maintenance 1 >
Enter a New Record - new records are entered in the fields above the line
Enter Slip Type (T4, T4A, RL-1) in the Form box, or click the prompt to select from a list
Click the Distribution Code prompt and select a code from the list
The following fields will auto fill according to the selection made from the prompt

Distribution Code

Distribution Number

Sta Number — Province Code associated with a Local Code (L)

Union Number
Deduction Type

Note: When entering Union records you will need to prompt and select the union number and type
The system will populate the appropriate value in the distribution, union number and type code

COMPUTER
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T4 / TAA / RL1 - Box Assignments

Canadian Payroll > Maintenance 1 >

For information to appear on the Register, Slips and XML files it must have a Box Number
Box number fields are numeric

Enter Tax/Deduction box numbers

Enter the Earnings box numbers

Press Enter/OK to update the file

Z Boxes — created in T4 Box Assignment not in the Distribution Master

COMPUTER
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T4 / TAA / RL1 - Box Assignments

Canadian Payroll > Maintenance 1 >

Edit an Existing Record
Current records are listed below the line

All fields to the right of Deduction Type may be edited
After editing a record, press ENTER /OK to save
Deleting an Existing Record
Place an X in the Delete Column box that corresponds to the records you wish to delete
Click on the Delete Button — the line doesn’t get deleted if you just click ok

Search Option — available for all slip types and distribution codes
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GUIDANCE

Smarter Construction. Cloud ERP.



Distribution Master Listing — PRP100

Canadian Payroll > Listings >

Audit T4 Box Assignment
Distribution Code = Blank for all
Set Year-End Box Listing =Y

PRP100 report will print twice — smaller one will be for the box assignment

COMPUTER
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Distribution Master Year-End Box Listing — PRP100

Payroll > Listings >

DATE 11/11/2014
-Distribution-

Form Code Number
T4 Fa% Qo0
T4 B o040
T4 B 041
T4 [as 820
T4 [ad 890
T4 D o01
T4 D o033
T4 D 031
T4 o} o040
W2 D 090
T4 E 800
T4 E 810
T4 E 820
T4 E 830
T4 E 870
RL1 E 830
T4 E 890
T4 E S00
T4 E S20
T4 F 00
T4 H 001

PRP1OO

Union Ded

Number Tvep

o0
ao
o0
o0
oo
a0
oo
Qo0
a0
a0
a0
o0
oo
a0
[o]s]
[e]s]
a0
o0
o0
oo
00

IME 12.24

0B 035 Canadian Company - 40.0
Year-End Box Listing
Tax/Ded Earnings
Box Code Box Cods Description Local State
18 4 ET
52 RPP CONT 5%
52 RPP CONT 2%
17 26 CPP MANITOBA
17
TAXABLE ADJUSTMENT
et NON-TAXABLE ADJUSTME

321
20
= i
1a 26 ATLBERTA
16 26 BRITISH COLUMEBIA
16 26 MANITOBA
16 26 NEW BRUNSWICK
16 26 ONTARIO
17 26 QFFP EE
17 26 QUEBEC
1ls SASKATCHEWAN
16 26 NUNAVUOT
e 14 CANADA FEDERAL
30

3rd Party
Sick Pay

PAGE
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Distribution Master
Canadian Payroll > Maintenance 1 >

Zero-To-Date Flag
Payroll Deduction (M) Codes
HR Benefits/Deduction (H) Codes
Zero To-Date Amt flag should be set to one of the following:

Checked (Y) — Benefits and deductions that have annual limits
Examples: RRSP or Insurance

Unchecked (N) — Benefits and deductions that have limits that cross over years
Examples: Garnishments or Loans

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



Distribution Master
Payroll > Maintenance 1 >

Zero-To-Date Flag
When Prepare Year-End is run with the Zero YTD Amount flag - checked (Y)
YTD Fields will be set to zero for
HR Deduction/Benefits (H Records)

Payroll Deductions (M Records)

To-Date-Amount fields will be set to zero if the Zero To-Date Amt Flag is checked (Y) for
HR Deduction/Benefits (H Records)

Payroll Deductions (M Records)
The Distribution Master Listing

Used to Verify Flag is Setup Properly

COMPUTER
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IDI — Distribution Master - Zero To Date Flag for M & H Records

Payroll > Listings >

company N... “ 7 Division Nu.. “ 2 Distribution * * pDistribution Num... | Zero to date Amounts
""""""""""" s 3  d 101 A
8 35 H 107 N
8 35 H 140 |
8 35 H 200 |
8 35 H 201 |
8 35 H 202 |
a8 35 H 205 |
a8 35 H 222 |
a8 35 H A00 |
8 35 H 405 N
8 35 H 500 |
COMPUTER

Smarter Construction. Cloud ERP.
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Distribution Master Listing — PRP100

Payroll > Listings >

Audit Zero-To-Date Amounts
Run once with Distribution Code Flag=M

Run once with Distribution Code Flag = H

COMPUTER
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Distribution Master Listing — PRP100

Canadian Payroll > Listings > Zero-To-Date Flag

na 025 Canadian Company
DISTRIBUTION LIST

DATE 1212 /12 FEFLOO oo/ o0/0000 THERED S9,/59/35%59 TIME 12 .40 FPRGE a4
————— DISTRIBUTION- - - —-- DED B i T it Jb PU - ——————— - - -—EXEMFT W/ T COCODES---- WVENDE BRSE CERC TO
CoODE O . e ' = LIAPILITY EBEXPEHSE DESCEIPTION FWT PWI LWI JICZ CTFP WAoo p o L [ u i m L T =MT
CTHY. ARREEARRS TED B/ WG Wz
TYP GRS DED JSC CALC DE
B 2 )
Zero-To-Date-Flag’
.
H L= Rl oo Q100 . 00000 .. 00D C1LO0 00000 . OO0 ETOoOCKE PUORCHARESE o p p 2y pay n m pay
R = po g p ol
H oT= oo 0100 . 00000 .. 000 C1LO0 .. 00000 . OO0 TARMAEBLE CTARE o Py Py poy p ol oy Py
R = p g M
H oS4 oo Q100 . 00000 .. 00D C1LO0 00000 . OO0 TAXE2EBELE EBEMNEFIT 2 Py Py pay p ol m poy
B = = T TAX BEEM,
H o7 oo 0100 . 00001 . 000 DLOo00 . 0000Z .. 000 SFEAHARM TEST o P oy oy oy ol P
=" Py =y M
P
R
Bl
W
Ho 0o&a oo 02Z=S .00002 . 00O OE1S . 00901 . 00D TA™ FREEE ILZJOART o w p oy o oy ol w
=" Py p g M O THEER
r
R
L'
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Final Processing Prior to Prepare Year-End Files

Update the following for the current year
Finalize all payrolls
Payoff Cheques are used to update information within the Systems Files

Void Cheques

Reconcile all Verify

Negative Values T4 / TAA — RL-1 - Registers are Correct

COMPUTER
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T4 Box Maintenance
Canadian Payroll > Annual > Selection Screen

Z Box Usage
Not required
Does not affect employee earnings file

Z Box Maintenance information will appear on the T4 Register (bottom), slip and XML files

Enter the following information:
Employee Number
Year
T4 Box Distribution No — this is the number of the Z box you created in the T4 Box Assignment
Business Suffix

Amount .
No Local Number for Z box Maintenance

88 PDPAL\JJEE Smarter Construction. Cloud ERP.



T4 Register — PRP624

Canadian Payroll > Annual >

Selection Screen

Prior to Running Prepare Year-End in Final (Zero YTD Amount =Y)

Year to Process — defaults to current calendar year Use Current Year Defaults and

Restore from Type Device ID
Use Current Year Defaults =Y

Only Appear on the Screen

Restore From Tape Device ID = blank
If There are No SYY/SYYT files

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



T4 Register — PRP624

Payroll > Annual >

DATE 13712712 FRPEZ4
EDSINESS EOFFIN 4D04dl
FEDEERL

== == EMPLIYEE-= -

B2, HRME

% Doug Suzanoa

2E6% Eal Ashek-For Eal (s

E01 Armia Albarts
30E01 ANNABELLA ABCON

&00 Jamia A Klbarta BOD
1212 EiWeakly Bill

€10 Ban T Hritish

#03 Alberta - EW

E77 Tom Lawlaos

1208 Craban Charlia Balac
CLIVE O ONTRRIZ
O foiocy @ Qusbac

&+  FEOERRL TOTALE

Canadian

08 035 Canadian Company

T-4 BBZISTEER
20C. INE. GBEOES TRERELE
W.MEER HWAGES WEFEE
A0 -EEC- Q0% 3,005 BE 2, 6%E. DS
T1Z-:0Z-318 . EQ,07E. 0]
Bol-201-801 3,000, 04
202020203 2,120, 04
0eR-p0c-a04 81,E50.40 El,0S50. 0]
Oo0h-0p01-213 6,620, 05
Oe0-p0C-A14 2,000, 0]
Oo0b-pOC-803 2,000, 0]
333.3331-777 2,378,
100-E10-3E4 [ 670, 0]
BTD-E70-871 148,111.4C 108,111,604
D&0-pOc-A04 4,000.49C 4,000, 0]
ZBE, TeE. F0
&4, TEE . D]
wdd TOTAL EMPLOYEES 13

3,005,
50,075 .00
3l.:.u.]_. 0
2,109 .30
g1, &50.430
£, EB%.35
Z,00d .90
2,000 .30

148,111.408
_‘l.:.u.]_. 0

ZEE,TEE . &0

TRXES

ol
3,871,
B30,
523,
3, 128,
1,058,
I1E.
780,
B11.
7.
4,628,
530,

LDE, 477,

41

00 EOETOTAL:

TIME 1Z.2€

ZZ7,34B.E5

FRGE

z0
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Wage Definitions

Gross Pay = total gross taxable earnings (before exempt amount) plus (+) non-taxable payments
This includes: Wages, Taxable Adjustment, HR and Union Benefits which are include in Gross =Y
Plus (+)
Non-Taxable Adjustments, Non-Taxable HR and Union Benefits which are include in Gross =Y

Gross Taxable Earnings = fully loaded taxable earnings (before exempt amount)
This includes: Wages, Taxable Adjustment, HR and Union Benefits which are include in Gross =Y

Subject Earnings = Gross Taxable Earnings minus (-) exempt amount
This includes: Wages, Taxable Adjustments, HR and Union Benefits which are include in Gross =Y
Minus (-)
Associated exempt amount

COMPUTER
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Wage Definitions

Covered Earnings = Subject (gross taxable - exempt) up to the limit

This includes: Wages, Taxable Adjustments, HR and Union Benefits which are include in Gross =Y
Minus (-)
Associated exempt amount

If no limits exist

Note
Subject and Covered Earnings

Stops at the limit set in associated tax tables
will be the same
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Vacation/Sick Available Report — HRPOO6

Human Resources > Listings >

Report used to verify vacation/sick are correct for the current year

Report needs to be run to capture the vacation/sick available information after the

last payroll of the current year but before Prepare Year-End is Run

The accrued and carry over information are real time

it is CRITICAL to retain this report as a source document
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Vacation/Sick Available Report — HRP0OO6

Human Resources > Listings >

08 035 Canadian Company

DATE 12/12/12 HEPOOG VACATICN/STCK AVATLAELE LISTIMG TIME 12.23 FAGE
----- EMELOYER---- - mmm e ~O0OMP EARWED-- == ===
g2 HEME ACCRUED USED AVATLAELE ACCRUED  TUSED  AVATLAELE ACCETED  TUEED AVATLARLE

DEFARTHMENT 215

100-51-00850 Graham Charlie Nelaso a0. 00 ] 40.00 S.00 .00 &.00 Z0.00 10.00 10.00

TOTALE a0. 00 ] 40.00 S.00 .00 &.00 Z0.00 10.00 10.00
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Prepare Year-End Files
Canadian Payroll > Annual >

Prepare Year-End Files for T4/T4A/RL-1 Processing
Security Requires
All Company/All Division
Executive Level

Creates the following files (all release levels)
SYYCNC: Company Name Defaults
SYYPRS: Payroll System Files
SYYPRD: Payroll Defaults

Creates the following additional files
SYYTCNC: Company Defaults
SYYTPRS: Payroll System Files
SYYTPRD: Payroll Defaults

COMPUTER
GUIDANCE

Not a dedicated procedure — however to avoid getting
“Unable to Allocate Errors” this option should be run when

the majority of CMS/eCMS users are off the system

SYYTEl: Employer El Tax File
SYYSTM: State Master

SYYTTEIl: Employer El Tax File
SYYTSTM: State Master
SYYTMST: Employee Master

Smarter Construction. Cloud ERP.
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Prepare Year-End Files
Canadian Payroll > Annual >

New files are used to process Slips and XML files
This step must be done after the last payroll is run for the current year
Payrolls for the new year will use the original SYS files

Slips and XML files use the SYY files Timing is CRITICAL!!

gSI;/IDPAJI;IrEE Smarter Construction. Cloud ERP.
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Prepare Year-End Files
Canadian Payroll > Annual>

Zero YTD Amounts = ‘Y/N’

If 'Y’, Year To Date balances in employee payroll deductions (M) and H/R deductions/benefits (H) will be cleared. Any Distribution master
records set to “Zero To-Date Amount = ‘Y’, the To Date Amount fields also zero

M and H Records should only have the Zero To Date field checked (Y) if there is an annual limit (i.e. RPP, RRSP, Insurances). Garnishments
and child supports are examples of records that have limits that exceed a year and should not have this field checked (N)

Vacation/Sick Leave
Carry Over Hours based on Accrual Rate master will be calculated
Earned Sick and/or Vacation hours set for calendar year is done and the carryover field in HR employee master is populated

Vacation/Sick Available Listing
Needs to be run before the First Payroll of the new year to capture the vacation/sick available time for each employee

COMPUTER
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Prepare Year-End Files
Canadian Payroll > Annual>

When Prepare Year-End is processed with the Zero YTD Amount flag set to ‘Y’ vacation/sick is effected in the following ways:
Method = 1 (Accrual)

Year-End Function = 2 (Anniversary)
Nothing happens to vacation/sick
All calculations are handled during payroll processing when the employee hits their anniversary

Year-End Function = 1 (Calendar)
The accrued bucket in the HR employee master is zeroed out
The used bucket in the HR employee master is zeroed out
The carryover limit is calculated based on the limitation of the employee’s accrual master
All calculations are handled during payroll processing when the employee hits their anniversary

COMPUTER
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Prepare Year-End Files
Canadian Payroll > Annual>

Method = 2 (Earned)

Year-End Function = 2 (Anniversary)
Nothing happens to vacation/sick
All calculations are handled during payroll processing when the employee hits their anniversary

Year-End Function = 1 (Calendar)

The carryover calculation is done and the carryover field in the HR employee master is populated with the new
carryover amount

The used bucket in the HR employee master is zeroed out
The New Year’s earned amount is uploaded to the HR employee master based on that employee’s rate master

COMPUTER
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Required Changes

Change Rates/Limits
Tax Credit Master Federal and Provincial (Claim Codes)
Employment Insurance
CPP/QPP

Employment Insurance Tax is by Business Suffix and Province if applicable
Employee percent
Employee tax limit
Employee earnings limit
Employer factor

Province Master contains CPP/QPP exempt amount, earnings limit, tax limit and CPP/QPP percent

COMPUTER
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Required Changes

Tax tables are date sensitive by the following
Month and Year
All Release Levels Copy Tax Credits &

New Feature

Make Credits Universal
Copy Tax Tables

Tables are copied by Province, To Month and Year
fTax Tables are Province, Month and Year Specific\

and can be

Do Not Delete Copied and Updated

Prior Year Tables

\ with New Year Information at Any Time J

These tables will not be used until the new years payrolls are processed

COMPUTER
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Required Changes

Review All Date Sensitive Files

Year-End Rules:

Employee Master is real time. Changes made are immediate

Earnings File is date sensitive by year

SYY and SYYT Files should be used to process T4/T4A/RL-1 and XML information

COMPUTER
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DO NOT RENAME
SYY/SYYT Files
Until All Processing Complete
For Tax Year

YE Processing Complete



After Running Prepare Year-End Files
Prior to New Year Payroll

The following Reports Are Used for Verification
HR Benefit/Deduction Enrollment Listing
Payroll Deduction Listing

Verify the HR Benefit/Deduction (H) and PR Deduction values for the current year are correct after running Prepare Year-End.
All YTD amount fields should be Zero
To-Date-Amount fields should be zero, if the Zero To-Date Amount flag in the Distribution Master is set to ‘Y’

Examples of both
Reports on the next 3
Slides

You can Now Begin Processing Payroll for New Payroll Year

COMPUTER
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H/R Benefit/Deduction Enrollment Report — IDI

Payroll > Listings >

Ccom.. ' Div. * 2 Emp. * ? Employee Name Benefit N.. Ded Amt-YTD
8 35 1005 Graham Charlie... 3 0.00
8 35 1005 Graham Charlie... 9 0.00
8 35 1005 Graham Charlie... 14 0.00
8 35 1005 Graham Charlie... 18 0.00

Arrears Deduction: ™

Auto Create: ™
Update Job Cost: ™
Zero To-date Amount:
Include in BenefitWage Calc: [
Exclude from Garnishment Calc: ™
Do Not Use Department Sub-Account: ™

COMPUTER
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Ded Amt To Date Emplr ¥YTD
0.00
0.00
0.00
313.43

All YTD Fields Zero
To-Date Fields (TD)
Checked in Distribution

Master will Zero

Amt
0.00
0.00
0.00
0.00

Emplr To Date Amt
8,212.00

505.00

0.00

0.00

Remaining Amt
0.00
0.00
0.00
0.00



Benefit/Deduction Enrollment — HRP266

Human Resources > Listings >

03 035 Canadian Comgrany - 4.1
DaT12/04/2018 HRP2ES H/E BENEFIT/DEDUCTION ENROLLMENT TIME .23 FAGE
BY EMPLCOYEE MZME
---------EMPLOYEE-----------  ----- EFFECTIVE----- ----DECLINE---- FIXED --PERCENT-- TYP ------HOURLY RATE------
Sof NO. NAME FRQ START OOMPLETICN ¥iM CATE
*100-51-0051 1005 Graham Charlie MNelson
Y-T-D T DATE REMATIN
.00 .00
.00 .00
mem- - - - -PLAN------------ MAX. EMPLOYEE -- - -EMPLOYEE AMOUNT- - --- {PLOYER AMOUNT- --- - CARRYING COV ERAC
NO. DESCRIPTION PERCENT PERCENT ¥-T-D TCO DATE -T-D TO DATE  VENDOR AMOUT
18 MERIT EESP 0 01/01f1981 12731 /2099 N 1
DISCE DED M Y-T-D T DATE
.00 313.4
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Employee Deduction — PRP102

Canadian Payroll > Listings >

DATE 1270452018 PEP10Z

WNUMEEE. MAME UL

000000009 Doug Suzanne
0170172010 1273172099
000000009 Doug Suzanne
0170172010 1273172099
000000009 Doug Suzanne
0170172010 1273172099
000000015 George M Pistol #15
01701719281 1273172099

000000021 Stuart ©lson -BEI-WEE

01011981 1273172099

P2 035 Canadian Cowmpary - 4.1
EMPLOYEE DEDUCTIONS
----DEDUTION---- PIT ---HOUELY EATE----
AMOTLT POT CDE EE= oyT ey
&
1la0. 00 g% 0
100
E0. 00 g% 0
152
E0. 00 g% 0
&1
&00. 00 o+ *
Ta
25. 25 g% 0

AMOUNT
¥-T-D

AMCOUNT LIMIT
T DATE AMOTNT
200,00

TIME &.31 PRGE 1

MRIN FRQ EXH
ST CDE WST ACH TR

100,00
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T4 Processing
Canadian Payroll > Annual >

Print T4/T4A/RL-1 Register and Verify Information
Note: “Use Current Year Defaults” field will “Not’ appear if SYY/SYYT files exist on the system

Print T4/T4A/RL-1 Slip
Clear Security Single Company/Single Division
Enter Province Code
Enter Province Abbreviation
Select Slip Type

Z Box usage — not required
Does not affect employee earnings
Positive and negative values can be entered

Information will appear on the Register, slips and electronic files. It is not included in the employee’s earnings

88 PDPAL\JJEE Smarter Construction. Cloud ERP.



T4 / T4A / RL-1 Processing

Payroll > Annual >

Verify ALL information on T4 / T4A / RL-1 Registers

Print T4 / TAA / RL-1 Slips /\

See list of forms in Year-End documentation for more information Validate

ALL Slips
Before Releasing
To

Employees

COMPUTER
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XML Files

Refer to Year-End Documentation on how to do the following:
Create XML files

Access XML Files using System | Navigator

Prior to submitting files to proper authorities ALWAYS verify that the information contained within the files is correct

COMPUTER
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Renaming the SYY Files

***Do Not Remove W2 Files*** this deletes the SYY files
Rename them instead!

Rename using the command
WRKOBJ (space) SYY* - press enter — use option 7 to rename
Rename Once All Year-End Processing is

Year-End uses the SYY/SYYT files if they exist on the system
COMPLETE

COMPUTER
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Renaming the SYY Files

SYY Files

SYYCNCyy SYYSTMyy
SYYPRSyy SYYTElyy
SYYPRDyy

SYYT Files
SYYTCNCyy SYYTSTMyy
SYYTPRSyy SYYTTElyy
SYYTPRDyy SYYTMSTyy

Rename Do Not Delete

88 PDP)&JJ(E:E Smarter Construction. Cloud ERP. ﬁ@ ﬁ? y
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Deleting the SYY Files

Should you need to re-create prior year Slips or XML files please contact the support department and we will instruct you how to proceed.

SYY and SYYT files should only be deleted if Prepare Year-End Files for 2018 has been run PRELIMINARY not FINAL

00 000 Al Prepare Year-End Files PRP0O10

WOITA Year Preliminary = Zero Year to Date= N

Zero YTD Amounts
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Should you need to delete the files use the following command:

Deleting the SYY Files

WRKOBJ SYY* - press enter — use option 4 to delete

COMPUTER
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SYYCNCyy
SYYPRSyy
SYYPRDyy
SYYTCNCyy
SYYTPRSyy
SYYTPRDyy

SYYSTMyy
SYYTElyy
SYYTSTMyy
SYYTTElyy
SYYTMSTyy

Important Note Below

SYYT files must be deleted

before you can delete the SYY files

Smarter Construction. Cloud ERP.
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Reminder

Critical Slides Listed Below
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Prepare Year-End Files
Payroll > Annual>

Prepare Year-End Files for T-4 Processing
Security Requires

»  All Company/All Division

Not a Dedicated Procedure

> Executive Level

To Avoid Getting an “Unable to Allocate Error”

this option should be run when the majority of CMS/eCMS users are off the system

88 PDP)&JJ(E:E Smarter Construction. Cloud ERP. E@ {F gg



Presenter
Presentation Notes




Year-End Documentation on Website

Canada

Customer Support Website
http://www.computerguidance.com
Login Requirements:
User Name: Customer Number
Password: Postal Code

Documentation Available under:
Resources >
QE and YE Documentation >
2018 Canadian Year-End Documentation

Print and Read Documentation

COMPUTER
GUIDANCE
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Additional information is also available in the Notes section of this Presentation.




http://www.computerguidance.com/
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Knowledge Center

eCMS Base Documentation
©CMS v.41 Apps

XCIPIOfWEB2

Third-Party Integrations

Cloud Hosted eCMS Platform

ﬁ |
Mobile eCMS

W

Services

i
odifications

VIEW AS

FIND EVENTS - B Month

o June

CGC Regular Business Hours

Regular Support Hours

5:00 AM. - 5:00 P.M. AZ Time (M- F)
After Hours Emergency Support
$300.00 per hour (hr Minimum)
Request After Hours Support

Team Viewer Support Session

Click here to initicte Teamviewer
Support Session

&

New Online Help: http://cgcportal.computerguidance.com/

Smarter Construction. Cloud ERP.



Thank You
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