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Year-End Overview

Identical Processing for all Release Levels

This year you can use one Year-End manual for the US and one for Canada. Whether your company is running
eCMS or CMS for Release 3.4.3 / 3.7 / 4.0 / 4.1, the yearly processing is identical, merely the screen
appearances will differ.

Overview Information: Year-End Processes

The following information is provided as an overview of the Year-End processes for CMS and eCMS. We highly
recommended that you read the entire document as updates have been made. In addition to your usual backup,
we recommend a backup of both CMSFIL and the application libraries before processing for Year-End.

Note: In the table below, both the eCMS menu path and the CMS menu fast paths are included.
Application eCMS Menu Path CMS Menu Description REQ'D. Notations

Path

Accounts Please refer to "Accounts
Payable Payable Year End Preparation"

Accounts  Accounts ARPMP/05 Clear Customer No Clears the Year-to-Date fields in the

Receivable Receivable | Master Annual Customer Master. To maintain
Monthly Year-to-Date and Life- to-Date

sales and cost data instead of
month and YTD, clear the
Month-to-Date only at year end
and never clear the YTD field.

Equipment Equipment EQPMP/03 Zero Fiscal Yes Use this option at the end of your

Accounting |Accounting | Year Fields fiscal year to zero the current year
Monthly depreciation fields. Important: This

option must be executed prior to
running depreciation calculations
for the new year. The system will
display a reminder when you
select the "Calculate
Depreciation".

General General Ledger | GLPMP/02  Preliminary Yes Executes a preliminary Year End

Ledger Annual Close Close and prints aGL Year End
Initialization Reportshowingall
the accounts and the balances
that will be carried forward as
opening balances forthe
ensuing year.

2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing Year End Overview



Overview Information: Year End Processes

Application eCMS Menu Path CMS Menu

General General Ledger |
Ledger Annual

General General Ledger |
Ledger Annual

Order Order Processing|
Processing Monthly

Order Order Processing|

Processing Monthly

Payroll Payroll | Annual

Path
GLPMP/03

GLPMP/04

ORPMP/01

ORPMP/04

PRPAP

Description

Update Close

ZeroYTD
Fields Dept.
Mater

Inventory
Update

Clear Sales
Rep MTD
Totals

Annual
Processing

REQ'D.

Yes

No

No*

No

Yes

Notations

Deletes detailrecordsifthe tax
andfiscal yearare both closed
(default controlled), updatesthe
history file, zero the monthly
debit and credit balances and
sets up the General Ledger
balances forthe new year inthe
master file.

Zeros out the Year-to-Date
regular and overtime hour and
dollar fields in the Department
Master. This file is accessed
through Payroll Maintenance|
Department Master and is done
either at the calendar or fiscal
Year-End.

Run each month and at Year-
End. Clears the year-to-date and
monthly fieldsoroptionally clears
only themonthlyfieldsin the ltem
Balance file. The Month-to-Date
values arerolled to the Year-to-
Date fields and the Year-to-Date,
when selected, arerolledto the
Prior Yearfields.

*Warning: Themonthly update
must be run before any
transactions are enteredforthe
new month.

Run each month and at Year-
End. Clears the Sales
Representatives Month-to- Date
Totals. You may optionally choose
tohave the systemrun the
Inventory Update at the same
time.

Please refer to "Payroll Year-
End Preparation”

8

Year End Overview
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Name Entry- Best Practices for Payroll Employee Maintenance

Name Entry - Best Practices for Payroll Employee Maintenance

This section clarifies how to enter an Employee name so thatit can be parsed properly by Payrollreports and
MagMediafiles.

Name (Employee's Full Name Field)
Enter the Employee's full name in the following order: "First Middle Last" name sequence (No special

characters such as commas or periods). However, the last name can be a two part name with a space or
hyphen separatingthem. A suffix can also be added to the fullname field.

Abbreviation
The last name should be entered in this field. An abbreviation should be as much of the last name as

possible. The fieldis 8 characters long. If a firstinitial is needed, leave a space between it and the lastname.
The last name mustbe 6 characters or less for this to happen.

First
Enter the Employee's first name without any commas, periods or other special characters.
Middle
Enter the Employee's middle name or initial without any commas, periods or other special characters.
Last
Enterthe Employee'slastname withoutany commas, periods or otherspecial characters. NONOT add the
suffixto the lastnamefield.
Suffix
Enter the Employee's Suffix such as "JR SR II" without any commas, periods or other special characters.

Which fields are used by Payroll reports to display Employee names and how are
they sorted?

Edit Register

Theedit register usesthe Abbreviationfield as the name field for Employees and sorts by thatabbreviation.
For example, three Employees with the abbreviations of SMITH R, AVISW, and DOUGLAS will sort as
follows:

1. AVISW
2. DOUGLAS
3. SMITHR
Proof
The Proofuses the Full Namefield as the Employee's name. If you select to sort by Employee, thenituses
the Employee's lastname to sortalphabetically. In the above example, the sorting will be as follows:
1. WALTERRAVIS
2. KIMBERLY S DOUGLAS
3. ROBERT CHARLES SMITH
Register
The Register uses the Full Name field as the Employee's name. If you select to sort by Employee (option #

4)and then by Employee name (option#2) then it sorts by Last Name. . In the above example, the sorting
willbe as follows:

1. WALTERRAVIS
2. KIMBERLY S DOUGLAS
3. ROBERT CHARLES SMITH
Check
The check uses the FullName field as the Employee'sname. The checks are sorted by the choices made
in the Register selections screen. In the above example, the sorting will be as follows:
1. WALTERRAVIS
2. KIMBERLY S DOUGLAS
3. ROBERT CHARLES SMITH

2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing Year End Overview



Name Entry-BestPractices forPayrollEmployee Maintenance

Itis strongly recommended thatyou enterthe LastName in the abbreviation field and, if space permits, use a
space betweenthe FirstInitialand LastName. Otherwise enteras much ofthe LastName as possible.

Itis alsostrongly recommended that you eliminate any special characters, suchas commas or periods, from ALL
name fields. The system will use the Abbreviation field to parse out the names correctly. This will greatly reduce
the possibility of rejections by the Federal or State Authorities regarding quarterly and annualfilings.

1 Year End Overview 2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing



Chapter 1

InstallingeCMS 3.7 /4.0 / 4.1Year-End

The amountofavailable spaceisnotanissue withthe Year-End CMS/eCMS install. Space requirementsforall other
CMS/eCMSinstallations remainasstated intheirdocumentation.

ForeForms3users, thisinstallationincludes neweForms templatesfor Form 1099and W2 templates.
Please see"Restoring eForms Templates for Year-End Forms"onpage A-1.

Before you begin

* Duringthisinstallation you willbe asked to confirm that your system is using the correct Websphere
server Profile and Node. You will need this information the first time you install the Fix Pack in each
environment.

*  You mustbesignedonas QSECOFRtorunthisinstall. The installation will not startif you are logged on
as adifferent user, even as a user with QSECOFR authority.

Important: All users must be off the system prior to running the installation.
Starting the Install

1. Placethe Install CDinthe optical drive.
2. SignonasQSECOFR.
3. Type wrkobjlck <name of your database library>*libon acommandline (donotinclude the<>

brackets). For mostof our customers, this willbe “CMSFIL”for the production library and “CMSFILTST”
forthe test library.

4. PressENTER.

IBN i Main Menuy

User tasks

Office tasks

General system tasks

Files, libraries, and folcers
Progranming

Communications

Define or change the system
Problen handling

Display a menu

Information Rssistant options
1BM i Access tasks

M =1 O U D WA e

1
1

8.
a.
1.

80. Sign off
Selection or command

===2) wrkobjlck cmsfil3T@ =lib

Ma ki 12y

(C) COPYRISGHT 1BM CORP. 1980, 2009.

20/031
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Work with Object Locxs

Systen: INSTLTST
Object . . . . : CMSFIL37@ Type . . + . « ¢ =LIB
Library . . : Qsys ASP device . . : x=SYSBAS

Job User Lock Status Scope Thread
AP _IMPORTP  ECMS *SHRED HELD =]0B
LSTN1837D CGCOMMER *SHRED HELD *J0B
LSTNLT3T0 CGCOMNMNER «SHRED HELD »JOB
RUN163T0 CGCOWMER *SHRED HELD *J0B
RUN1B3TA CGCONNER =SHRRD HELD =J0B
RUN183T73 CGCOMMER *SHRED HELD xJOB
RUN1T3TO CGCOWMER xSHRED HELD =]J0B
RUN1T3TO CGCOWMER 1SHRRED HELD =J0B
RUN1T3TO CGCOMNER SHRED HELD «J0B
WF_DIGESTP  ECMS *SHRED HELD = ]0B

Bottom

16/083

Any jobs onthis screenthatstart with QQF willneed to be signed offorended. You shouldleavethe AP_,WF _,
LSTNandRunjobsactive.
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Starting thelnstall

5. TypeLODRUNOPTO010nacommandline, whereOPT01isthe opticaldrive name, and press ENTER.

1
1

88,

1.
2.
3.
4,
5.
6.
1.
8.
9.
a.
1

System i Main Kenu
Systen:

User tasks

Oifice tasks

General systen tasks

Files, librar.es, and folders
Programming

Cecmmunications

Define or change the system
Problen handl.ng

Display a mens

Information Rssistant options
Sustem | Access tasks

Sign off

Selection or command
===} lodrun opt01

ial menu

(C) COPYRIGHT IBM CORP. 1880, 200T.

B16B3R2D
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Program Messages1

Program Messages1

Display Pregram Messages

Job 983444/QSECOFR/QPADEVEEES started on 12/30/13 at 14:29:44 in subsystes (
Install eCMS 370 2013 Year End Fix Pack 21.121215? (Y N)

y
Check Update Guide. Have ycu completed all pre-install activities? (Y M)

20/0818

Pleasewait while the install objects are loaded and the CGCINST Libraryis restored. When this has finished, you
willbe prompted for responses to the following questions. We recommend you answer Y to both. Answering N
to either questionwill terminate thisinstallation.

“Install eCMS 370 2018 Year [Y N]” - We assume you will enter Y.

“CheckUpdateGuide Have youcompletedall pre-install activities?[Y N]”—You mustensurethatnousers
are active in the environment (see pages 1-2 and 1-3). We highly recommend you have a current backup prior to
running this install.

Enter Y.

1-4
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CMS Environment Selection

CMS Environment Selection

Date: 12/30/13 RIR93R

Installing: CMS YEAR END 2013

X Envirenment Release Suffx CMS Data CMS Pgm User Data User Pgm

1121 R3ITO 350 CMSFIL3TO CHMSLIB370
1T21 eCMS 370
IT11 R343 SP13 CMSFIL343 CMSLIB343
IT1] - CNS 343 INELIGIBLE
MC1 R3ITO CHMSFIL CMSLIB
NC1 18001 370 [NELIGI
QAld4 R3TO : CMSFIL3TS5 CMSLIB375
0Rl4 eCMS 370 INELIGIBLE

Bottom

8/68
You should be familiar with the environments listed on the CMS Environment Selection screen, since they will be
uniqueto yoursystem.
Type an X next to the applicable environment and press ENTER.

Various installation parameters, pertaining toyour selection, willdisplay onthe EnvironmentSelection
screen, andthe Year-End Updatesinstallation willbegin.

Note: This installation may take 30-45 minutes to complete. The symbols, located in the bottom-
left corner of the screen, indicate the procedure is running. Status messages will appear

periodically throughout the install,andthere arealsoatleast6timeswhentheinstall will stopand
promptyoutopress ENTER. Before doing so, please allowthese processes to runto completion.
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Program Messages2

Program Messages2

Display Pregram Messages

Job 093444/QSECOFR/QPADEVIEES started on 12/30/13 at 14:29:44 in subsys:iem
Install eCMS 370 2013 Year End Fix Pack 21,1212157 (Y N)

Y

Check Update Guide. Have you completed all pre-install activities? (Y W)

Y

Library CHSFIL37T0 not saved within 24 hours. I=Ignore, C=Cancel

i

Cerrect? (Y,N): WAS Profile=I1T21, NodesINSTLTST_[T21, IP=10.1.2.35.
y
DEDICATED PROCESS: Ensure no active uvsers in IT21 . G=CGo, C=Cancel

26/018
“Library (database lib any name>notsaved within24 hours. I=lgnore,C=Cancel” - Selectltoignore this
message and proceed with theinstall or C to cancel.

“Correct? (Y,N): WAS Profile=(profile name), Node=(node name),IP=10.1.2.35”.SelectNifeither of
these valuesdo notprovidea match. You willbe promptedtoenterthe correctvalues.

“DEDICATED PROCESS: Ensure no active users in IT21.G=Go, C=Cancel.”
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InstallationProcess

Installation Process

Thefollowingis thefirstof4 screensthatwillrepresent differentaspects ofthe installation procedure. Each
part maytake severalminutesto complete.m symbols, locatedinthe bottom-left cornerofthescreen,
indicatethe procedureisrunning,andstatus ges willappearperiodically throughoutthe install. When
promptedto press ENTER,donotdo so untilthe above symbols have been cleared from the screen.

2013/12/30 14:43:43 : Parameters: success - VT ITZ1 INSTLTST_IT21710.1
10.1.2.35 - C37010Y01 - NOUSER

2013/12/30 14:43:43 : WAS Proifile Directory
ver/VT/Express/profiles/IT21
2013/12/30 14:43:43 : Successfu'ly Stopped an IBM Webspiere Application Serve
r Profile : success
2013/12/30 14:43:43 : Clearing temp directory of IBM Wessphere Application Se
rver Profile : success
2013/12/30 14:43:43 : Clearing ustemp directory of IBN Jdebsphere Application
Server Profile : success
2013/12/30 14:43:43 : Successfu'ly cleared temp and wstemp directories.

600 - CHGDTAARA DTHARA (C3TO10Y01/RTNCDE »A_L) VALUE('1')
CPF1015: Data area RTNCDE in C37010YD1 not found

80O - CRTDTRARA DTHARA(C3ITOLOYO1/RTNCDE) TYPE (=CHAR) LEN(L) VALU
E("1") TEXT("Install Manager Return code from WEB scripts’)
CPCO304: Data area RTNCDE created in library C37610Y0L.

- = FETURN /% RETURN due to end of CL program x/

Press ENTER to end lerminal session

=zz)

28/007
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Program Messages3

Program Messages3

Display Pregram Messages

Joo> 093444/QSECOFR/QPADEVOOOS started on 12/30/11 at 14:289:44 in subsysiem Q
Install eCMS 376 2013 Year End Fix Pack 21.121215? (Y N)

gheck Update Guide. Have jou completed all pre-install activities? (Y W)
Eibr‘arg CMSFIL370 not saved within 24 hours. I=Ignocre, Ce=Cancel

[llcrr'ect" (Y,N]: WAS Profile=1T21, Moce=INSTLTST_IT21, IP=10.1.2.35.
gEDIa:QTED PROCESS: Ensure no active users in IT2. . G=Co, C=Cancel
gUCCESSFUL install of C37212Y21. Delete temporary cbjects? [=Delete, K=Eeep
K

SUCCESS| Year-end updates installed in CMS envircnment 1T21. Press Enter to

g1/081

“SUCCESSFUL install of C37012Y21. Delete temporary objects? D=Delete, K=Keep”. Click K
(Keep). “SUCCESS! Year-End updates installed inCMS environment IT21.PressEnter to
continue”.Press ENTER —The installation procedurehascompleted successfully.

If you receive any error messages, it will be necessary to access the Computer Guidance Corporation’s
Customer Support Website and open a support ticket.
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Chapter 2

Installing CMS 3.4.3 Year-End

The amountof available spaceis notanissue with the Year-End eCMS install. Space requirementsfor all other
CMSinstallations remainas statedin theirdocumentation.

Before you begin

*  You mustbe signedon as QSECOFR torunthisinstall. The installation will not startif you are logged on
as adifferentuser; even as a user with QSECOFR authority.

Important: All users must be off the system prior to running the installation.

Starting the Install

1. PlacetheInstall CD inthe opticaldrive.
2. SignonasQSECOFR.
3. TypeLODRUNOPTO010onacommandline, where OPTO01isthe opticaldrivename,and press ENTER.

System i Main Kenu
System: B1OB3A2D

User tasks

Office tasks

General systen tasks

Files, librar.es, and folders
Progranning

Cecmmunications

Define or chasge the system
Problen handl.ng

Display & mens

Information Assistant options
. Sustem | Access tasks

- 18
2
3.
4,
P
8.
s
8.
9,
8.
1

1
1

80. Sign off

Selection or command

===} lodrun opt0l

F 4

(C) COPYRIGHT IBM CORP, 1980, 2007,
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Program Messages1

Display Program Messages

Job 488157/QSECOFR/OQPADEVEEOD started on 12/30/13 at 14:12:02 in subsystex 0
Irstall CMS 343 SP12-SP14 2013 Year End Fix Pack 21.1212157 (Y N)

y
Check Update Guide. Have you completed all pre-install activities? (Y M)

Pleasewait while the install objects are loaded and the CGCINST Libraryis restored. When this has finished, you
willbe prompted for responses to the following questions. We recommend you answer Y to both. Answering N
to either question will terminate thisinstallation.

“Install CMS 343 SP14 2018 Year-End [Y N]” - We assume you will enter Y.

“Check Update Guide. Have you completed all pre-install activities? [Y N]” - This install requires no pre-
install activities, howeverwe highlyrecommendyou have a currentbackup priorto runningthisinstall. EnterY.
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CMS Environment Selection

CMS Environment Selection

Date: RIR93?

Installing: CMS YEAR END 2013

¥ Envircnment Release Suffx
ITi1 R343 SP14
IT11 - CNS 343
IT8 R3TO
1T8 eCHS 370
MC1 R370
NC1 18001 370
QAid R370
0Al14 eCMS 370

CMS Data

CMSFIL343

CMSFIL3TO

CMSFIL

CMSFIL3T5

CHS Pam User Data User Pgm

CMSLIB343

CMSLIB378

- I;:'::

CMSLIB

INELIGIBLE
CHSL1B375

INELIGIBLE

You should be familiar with the environments listed on the CMS Environment Selection screen, since they will be

uniqueto yoursystem.

Type an X next to the applicable environment and press ENTER.

Various installation parameters,pertaining toyour selection, willdisplay onthe EnvironmentSelection
screen, and the Year-End Updatesinstallation willbegin.

Note: Thisinstallation maytakeseveral minutestocomplete. The

m symbols, locatedin the bottom-left

cornerofthe screen, indicate the procedureis running, and status messages willappear periodically
throughouttheinstall. Please allowthis processtorunto completion.
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Program Messages2

Program Messages2

The following screen will display after selecting an Environment and clicking ENTER.

Display Program Messages

Job 488157/QSECOFR/QPADEVECOD started on 12/30/13 at 14:12:02 in subsystem Q
Install CMS 343 SP12-SP14 2013 Year End Fix Pack 21.1212157 (Y N)

y

Check Update Guide. Have you conpleted all pre-install activities? (Y K)

y

Library CMSFIL343 not saved within 24 hours. I=Ignore, C=Cancel

01/001

Select | to ignore this warning.
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Program Messages3

Program Messages3

This screenwillpromptyou to delete or keep yourtemporaryfiles. If the install was successful, you can choose

todeletethesefiles. Selectto keep themif you have received amessage on the screen that you would like to
discuss with CGC.

Display Program Messages

Job 488157/QSECOFR/QPADEVOOOD started on 12/30/13 at 14:12:02 in subsystem (
Install CM5 343 SP12-5P14 2013 Yeazr End Fix Pack 21.1212157 (Y N)

y

Check Update Guide. Have you completed all pre-install activities? (Y N)

Y

Library CMSFIL343 not saved within 24 hours. [=Ignore, C=Cancel
i

SUCCESSFUL install of C343YEY2l. [elete temporary objects? D=Delete, K=Keep

20/013
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Program Messages3

The following screen will display when the installation procedure has successfully completed.

Display Program Messages

Jcb 488157/Q0SECOFR/QPADEVDOED started on 12/30/13 at 14:12:02 in subsystem (
Install CMS 343 SP12-SP14 2013 Year End Fim Pack 21.1212157 (Y N)

Ereck Update Guide. Have you completed all pre-install activities? (Y N)
Eibrarg CMSFIL343 not saved within 24 hours. I=Ignore, C=Cancel

;LCCESSFUL install of C343YEY2l. Delete temporary cbjects? D=Delete, K=Keep
gLCCESSE Yea~-end updates installed in CMS envircnment IT1l, Press Enter to

01/001

If you receive any error messages, it will be necessary to access the Computer Guidance Corporation’s
Customer Support Website and open a ticket.
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Chapter 3

Accounts Payable Year-End Preparation

The following options are tasks that need to be completed in preparation for final Year-End processing.
Year-End Processing Preparation

* RunPrint1099forms(see “Print 1099 Forms/Create Magnetic Media”, on page 4-1)to get order count.
See "CGC Supported 1099 Forms" on page 3-2 forinformationon ordering forms.

* Run1099/T5018 Code Listingto verify Type Codes. See "1099 Code Listing" on page 3-3 formore
information.

* Use 1099/T5018 Type Code maintenance option to maintain Type Codes. See "1099 Type Codes" on page
3-3 for more information.

* Use Vendor Master option for address, code, and proprietor name maintenance. See "Vendor Master
Listing" on page 3-4 for more information.

* RunPrint1099 Registerto verifyaccuracy ofthe amounts foreachbox. See "Print 1099 Register" on page
3-8 for more information.

* Run HistoryReport by Vendor Numberto get further detail on specific vendors. See "HistoryReportby
Vendor"on page 3-9 formore

¢ UseAP 1099/T5018 Code Maintenance to maintain 1099/T5018 codes forinvoices. See "AP 1099
Code Maintenance"on page 3-10for moreinformation.

* Use State 1099 Selection File to maintain state codes for magnetic media filing for combined
Federal/State. See "State 1099 Selection File" on page 3-13 formore information.

Year-End Reports

Run Annual VendorReport after lastcheckrunofthe year (optional). This does notaffect 1099 processing.
See "PrintAnnualVendorReport"on page 3-14 formore information.

Run Update CurrentYear vendor file(optional).This does not affect 1099 processing. See"Update
Current Year VendorFile" on page4-1 formore information.

1099 Processing
Rerun Print 1099 Register for final verification. See page 4-8 for more information.
Print 1099 forms. See "Print 1099 Forms/Create Magnetic Media" on page 4-1 for more information.
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CGC Supported 1099 Forms

CGC Supported 1099Forms

Computer Guidance Corporation supports only the 1099 Forms listed below.

Form Laser or

1099FormTypes Number Description Non-Laser Envelope

1099-Misc. eForms 5174 Threeup horizontal Laser 2222-1
Perforated 2222- Self-seal
Blank Back
Perforated
Blank back

1099-Misc. eForms 5173 Three up horizontal Laser 2222-1
Perforated
Preprinted back

1099-Misc. Impact 2134-4 Four part mailer Non-Laser Not applicable

Print

1099-Dividend 5174 Three up horizontal Laser 22221

eForms Perforated 2222-2 Self-seal
Blank back

1099-Broker eForms 5174 Two up horizontal Laser 77771
Perforated 7777-2 Self-seal
Blank back

1099-Interest Income 5174 Three up horizontal Laser 22221

eForms Perforated 2222-2 Self-seal
Blank back

Important: If you print 1099s using lasereForms, you MUST file electronically withthe IRS. The original
“red” CopyA is available if you use impact printerforms and can submit these to the IRS. The
only CGC supported 1099impactformis 2134-4. See the above table for more information.

Forms can be ordered by contacting Hospital Forms Services/Forms Management Service
* Contact PersonAndy Dickerson
* Address 3616 W. Thomas Rd, Suite 6, Phoenix AZ 85019

* Telephone  (602) 269-1397
(602) 269-5083
* Fax (602) 269-509

Please note:
®* CGCisnotresponsible for the quality of printed products due to printerissues.
* We suggestthat you orderextraformsfortesting purposes.
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CGC Supported 1099 Forms
1099Code Listing

1099 Code Listing

Accounts Payable | Listings | 1099/T5018 Code Listing
The 1099 Code Listing is used to verify the 1099 Type Codes.
Note: There are no options associated with this procedure. An APP404 report will be created automatically.

1099 Type Codes

Accounts Payable | Maintenance | 1099/T5018 Type Codes
® The codes maintained here are usedforallcompany and all divisions.

* Eachcoderequiresadescriptionand 1099 Box number. Consultyour CPA or tax departmentfor
the appropriate box numbers.

1099 Type Code - Selection

ZHeCMS Company Divisian: 37/000-2.0 Quick QualtBuilders GRS X/ALSaRi @ O

v APv ARv adminv Archialy ADPY Bollw

pyCov EqaAcciv CoMamty ECMv GLv HRY HREv HRSSv Inquiyv integraion™ JCv LaSRagw
OraProcy PTv PSSy Parollv Bel Parol-Cany  Preplgmy  Purchasingy FRepConsty  Sendcew TEUw  Userllenu v
Accounts Payakle AP 10%4/T5018 Code Table Mainenance APPL02 APPM10 - 21

106975018 Code I<]

powered by Computer Guidance Corporalion  User Name: TB50 (Tom Barday) LBCC Group: QA-ALL Yersion: 4.0 | 5P 999

1. Enteracodetoadd orupdate, or click the promptto select froma list of existing codes.
2. Click OKtodisplaythe 1099 Type Code Detailentryscreen.
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CGC Supported 1099Forms
Vendor Master Listing

1099 Type Code Detail

= - . - r Rir—
QECMS Company Division: 37/00-4 0 Quick Qualdy Builders ] - e ™~ Fat . ’:l - @ 1@ 0
. v APv ARv Adminv Archhalvy DPv Bolly CopyCov Egacdv EqMaintr ECUY GLv HFfv HREY HRSSY Inquisyy ntegraliony JCv HWaliRegv

QrdProcy PICvy PSv Pyroliv Iel Pyrsl-Canw Propligme  Purchasingy RepConfv  Senicev TEU e  Ussrilenu v

Accounts Payable AP 108975018 Code Table Maintenance Mode: Update APP402 APFMID - 21
1099 Code: D

Description: (163 Income tas wis b1 4

Box Number: |4
FormType:  [Wisc ¥|
Type of Gross: |Gross Proceeds =l

powered by Computer Guiance Corporation  User™ame: TB350 (Tom Bardand LBCC Group: QA - ALL Version: 4.0 | SP. 999

3. Enterorupdatethe 1099 Description, 1099/T5018 Box Number,and Form Type.
4. IfyouselectForm TypeB, thenselectthe Type of Gross.

Vendor Master Listing

TheVendorMasterListingis usedtoverify 1099 Codes and VendorNamesand Addresses. TheVendorMaster
Listing maybe run alphabetically, numerically, or by Job.

Accounts Payable | Listings | Vendor Master - Alphabetic
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Vendor Master
VendorMaster-Selection

Vendor Master

Usethe Vendor Master to make modifications to the Vendor Name, ProprietorName,and 1099 Code. The
VendorMasteris alsoused to maintainthe indicatorsfor Direct Sales exceeding $5000.00, and the second TIN
notice received.

Accounts Payable | Maintenance | Vendor Master
Vendor Master -Selection
@eCMS Company Division: 37/000-% 0 Quick GualtBulders CARl i NAllLl2adileo O

.v A4Pv ARv Adminv Achialv ADPY Bollv TopyCov Eqacdy EqMainty ECUY GLv HRv HREv HRSSv Inquiyv Integralionv JCv LUsiRagvy

OraProcy PTy PSSy Parollw Il Pyrol-Canv Proplgmy  Purchasingw FepConsty  Sendeev TS  Userblenu v

o
Accounts Payakle Vendor Mantenance XAPO5Z APPM10 -1
Organization: a7
Dévision Number: 0 i)
JAMES nUMBER 9 <

powered by Computer Guidance Corporalion  User Name: TB50 (Tom Barciay) LBCC Group: QA-ALL

1. Acceptthe Company/Divisionusedatlogin, or click the Division Number promptto make new selections.
2. EnteraVendorNumber,or click the promptto selectfromalist.
3. Click OK.

2018eCMS 3.7/ 4.0/ 4.1YearEndProcessing Accounts Payable YearEnd Preparation 3-5



Vendor Master
Vendor Master Detail - General tab

Vendor Master Detail - General tab

o = - A 3
QECMS CompanyDivision: S0001¥aros ConsrucirW IYEE BsESOXNAZ a8 i@ O
W APr ARY Muav Aialr BiMv Condsav CoyCov Ephcte Ebeme EM GLe KRy HREY HRSSY kowyv begdnr v MalRme OPecr PCY PSY Ple MPamiCme Prolgme Puchengr Replosr Sewer Tade Serth
i
Aecouris Payable Ve Wartenance Mode: Update XapOSA2
Vender Nuner. 145 St ACTVE
G2 | Gras | sos [
Remitio rformation alf Inmaton

Nams: sy Pisting Aetrevaton: FGSLEVRL) Neme:
Meress 1 8 E T D Reporing Ve |5 Adrsst:
Mawst Fhone Huter: p Aol
[ e FatMurter: i Ciy
St kg County Code: Suae:
TipPosta Code: IR TpPastd Code:
Weeste: Frigh Amcurt: i

1098 Code:
Custorer Refurance:

Vendee Type:
User Defned Lt

Tems Code
Attt Vndor

Discont Perent: (]
Tax D umker:

Check Ceaing Deys: i
l.nﬂlN.mType' C Receiing Requied 0
HWhines ko Sppl: Wibhoiing Code: r

Dupicate Involes Esitor Codig Table: ]
e Excide hem PU ]
A2
Job e Wiorty Code:
SubJobNusber: < SbeiactVendoe,
Acount Numcer: 7] Manufachring Vender [
Dut Eter DE| ] FATCA Vender: v

Pt Deke [ ] [

e by Compe Gein Copoain Use N PACIS0 Py Chsters) LBCE o ALLNOREST - A Enpopeesho Fis sticins e M Vasin 40| 3

Note: On the CMS screen, the 1099 Code field will be on the left portion of the screen.

4. EditName,Addressand1099Code.

* Addingorchangingthe 1099 Code here willnotaffectanyexistinginvoices. To maintain 1099 codes
for existing invoices,see "AP 1099 Code Maintenance"on page 3-10.

* State abbreviationswillbe usedforthe Federal/State combinedmediafiling.

e DBA1 and DBA2 are 40 character fields each. These are new merge fields for 1099 eForms and are
available to replace the Name and Proprietor Name fields. You will be required to manually make the
form changes. It is not automatic. This is an all or nothing process. If you are replacing the merge field
on the form then all of the names of the vendors must be populated in fields DBA1 and DBA2.

* New this year — On the first screen of the Vendor Master there is a new flag for FATCA indicator.
When this is checked it populates the indicator on the 1099-MISC, 1099-DIV, and 1099 INT eForms
and for electronic filing.




Vendor Master
Vendor Master Detail - General 2 tab

Vendor Master Detail- General 2 tab

(2 3 [ ~ g f =
CDECMS  componyomssion: 379040 cuicr cusse Bussers - AW or v ¢ i@ o0
n v APw AR Adminv iichhalv GLY HRY HRE® HRSSv lagquryv integrat indRegr OrdPi
Paroll v 1l Papoli-Canvy  Propligm v
O 7|
Accounts Payabl Vendor Lantenance Mode Update XAPOS2 APPMI0 -1
Vendor Number: 4 Vendor Nama: » Status
Geners | | Coetaes |  Bsances
Payables Contrg Account: Intercompary Vendor r
Cash Account U of B A j Separate Checks by imvosce: r
Proprietor Ham Durect SalesE xceed $5000: [
State Abbreatyny Second Tin Botice: r
Contractor: r
State 10 lumbot Indepencent :
it Code: 1)
Country Mams
County Code
Currency Rate Trpe
Vendor Data Format: B |
Account Numbe-
Blectronic Funds Transder Senall Busine i r
Create EFT PP Woman Oumed Business: r
Banik D Humber Disadvantaged Business: r
1
Bank Account Nember: Ottar Busieuss r
Prediote - Other Busness 2 r
Transter Cooe: Crheomg ¥]
L) o
powered by Computer Guidance Corporaion Uy Mame: TRO%0 (Tom Bardtay) LBCC Group. OA-ML wersion 4.0 5P 999

5. EnteraProprietorNameifitis notthe same as the Remit Toentry on the General tab.

6. Direct Sales Exceed $5000: Consult the proper IRS publication, or your tax accountant for proper use of
this
7. SecondTIN Notice: Consult the properIRS publication, or your tax accountantforproperuse ofthis option.

8. State Abbreviation/State ID Number

In previous years, the boxes for State and State ID number on the 1099 Forms were populated from the
Company Name defaults and A/P defaults, respectively. They are now pulled from the Vendor Master.

The Vendor Master must have entries in both the State Abbreviation and the State ID Number fields.

If the entry for State Abbreviation is numeric, the system will validate that entry using the State Master.  If
not found, the system will revert to the previous method of populating 1099 Forms from the Company
Name and A/P defaults.

If the entry for State Abbreviation is alpha, no validation will occur.

If these fields are left blank, the system will again use the previous method of populating 1099 forms from
the Company Name and A/P defaults.

1099 Form Boxes 1099 Form Boxes
Form

1099-B 13 and 14 1099-INT 11 and 12

1099-DIV 12 and 13 1099-MISC 17 and 1
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Print 1099 Register _ Vendor Master
Print1099 Register-Selection Vendor Master Detail - General 2 tab

Print 1099 Register

Use this menu option to determine the accuracy of 1099 information (i.e., correct vendors, amounts, etc.)
and that the amounts shown are in the correct boxes.

3.7 Menu Path

Accounts Payable | Monthly/Yearly Processing | Yearly Processing | Print 1099
Register
4.0 / 4.1 Menu Path

Accounts Payable | Annual | Print 1099 Register

Print 1099 Register - Selection

eCMS i BEcXZZzaai®
;@e \ompany Division: 37.000-4 0 s Cualt; Bulders € - N NS ® O
v APv ARY Msownv Achialv ADPv Bollv CopyCov Eqidv Eqlainiy ECMY GLv HRY HREY HRSSY lnquny lnlegatonv JCv UReav OdProcy PCv PSSy
Pagolly ™ Papre-Can® Propligmv  Puchasie v RepConstv  Serace= TEMvw  Userblenu v
|-
s n
r w0 40 1099 Selection Screen APPES2
E L Y

powered by Computer Guidance Corporaian  Ukser Name TBASD (Tom Barday) LBCC Group: OA-ALL Version .0 5P 395

Selecta 1099 Form Type from the drop-down list.

1 Broker

2 Dividend

3  Miscellaneous
4 Interest

9 Al



History Report by Vendor
History Report by Vendor- Selection

History Report by Vendor
TheHistory Report by VendorNumber providesmoredetailand, as anoption, includes universalvendors

and non-universal vendors on the same report.

Because a separate line is required for each invoice, this report could become very lengthy even if you set the
Report Format to run as Summary (S)

Accounts Payable | History | History Report By Vendor Number

History Report by Vendor - Selection

& a iR - A - FIlEEir—
\@eCMS Company Division: T9000-4.0 Gueck Cuabty Buligers & = Hi N AL TR @ (0]
lo APv WRv Asminv Achiale AD Belv CopjCov Eqicaav Eqlianiy ECHY GLv HRY KHREY HRSSv Wgunr inlsgrabonv JCv LDBRegv OrdPrecy PCw PSw
Parodlw Mol Pasrol-Canvy Proplgmy  hurchasinge RepConstve  Senicer Tilvy Useilsng v
-
&) (|
T e 40 astory AFFWE]
Froem
[:
[«
1
=
]
&
F=Py; saledt =
HUSe
e
. l B H B
powered by Compueer Casdance Corporaion  Lker Name: TRASO (Tom Barclas LBCC Group: OA +ALL Sersion 4.0 5P 699

Selections should be limited to Check Dates for the current year.
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AP 1099 Code Maintenance
AP 1099 Code- Selection

AP 1099 Code Maintenance

This menu option is used to modify the 1099 Code embedded in data on a fully or partially paid invoice. The
codes are initially set up through the 1099 Type Codes option in File Maintenance. These can be changed by
specific vendorand pay select number,orby vendor/check daterange.

Accounts Payable | Maintenance | AP 1099/T5018 Code Maint

AP1099Code-Selection

e 5 - . £ - .- y D I
eCMS Compary Drvision: 37/900-4 0 (usch Duast Budsers G UL LifFes N e@ O V)
u- AP® AR+v Asminv Achhaly ADPv Bollw 1 Eq i ECu G HR HRE HR v intepason v UiReg ¥ OrdP
Papclw ol PagrcB-Can'  Propligmv  Purchading v RepConstv  Senicet TaMv Userllenu v
Accounts Payable Changt 105375018 Code APPEES AFPM0 - T
Company Namber:
Drrsion Number:
Viendor Nurmber

Pay Select Mumber:

From Code I

To Code: <

From Chech Date: i
To Check Date =

| [powered by Computer Gusdarce Corporation  User Name: TRIS0 (Tom Barday) LBCC Group. QA-ALL

Version: 40| 5P 999

Changing a Vendor Pay Select Number

1. VendorNumber- Entera valid Vendornumber, or click the prompt to selectfromallist.
2. PaySelectNumber-Enter avalid Pay SelectNumber, or click the prompt to selectfrom a list.
3. Click OKtoadvancetothe nextscreen.

Note: To proceedtothe nextscreen,enteraVendorNumberand a Pay Select Number, howeverleave AP 1099
C de Selection the From Check Date and To Check Date fields blank or you will proceed to the
"Changing a Vendorto a Specific 1099 Code screen" (see page 3-12).
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AP 1099 Code Maintenance Changing a Vendor
Pay Select Number

Change by Vendor/Pay - Selection

Accounts Payably

Vendor Number:
Viendor Hamse:
Job Humber:
Sub Job Number:

Scorpetd Evcaalion, o

Plew Code

@eCMS Company Drasiore 37000-4 0 Cusch Cualit; Budders

v APY MRv Adminv Achealy AOPY Bolly CopyCow Eqactv Egllainty ECMY GLv HRv HREY HRSSY lnqunyr

powored by Computer Guidance Corporaion  Liser Mame: TEQSO (Tom Bardiay

Payoll v ol Pameli-Canv  Propligme  Farchasingy RepConsty Sanicav TRMy  Userlsny v

Change 1099 Code
Pay Select: ¥53
P O Number: ORI
Hait Code:

Invoice Detad
Descripton
COMPRESSOR BELT 34
STATE
COUNTY
LOCAL

T% TAKRET-YACCY.J
T TAXRET-Y.ACC-Y)

T% TAURET-YACCY)

GQelfim oS Ll i@ O

inlegraton ¥ JCv [MSRe3Y OrdProcy PCe PBw

APPESS APEMI0 - T
Inwoice
tamber:
Descripton
Date:
Amount
Amrsurt
20000
109
00
00

Memws Masn wersion. 401 5P 999

4. Enterthe 1099 Codeinthe New Codefield, orclick the promptto selectfromalist. Click OK to accept. The
systemwill acceptablank entryinthis field.

The display returns to the "AP 1099 Code- Selection screen" (see page 3-10).
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AP 1099 Code Maintenance
Changinga Vendorto a Specific 1099 Code

Changing a Vendor to a Speci

fic 1099 Code

Change by Vendor to a Specific 1099 Code - Selection

@eCMS Compary Division: 37:000-4 0 fusck Cuasty Budsers B < i = AL LT s i O
v APv ARv Asminv Archialv v dw Uaerit ECU HRY HRE® HRSSw v integmiion v MaiRegv OrdProcw PS
[/ ]
Accounts Payable Changi 109975018 Code APPSES AFFEI0 - T
ooy .
foorveaiConous Cudwce Coporion_Usetame IO TomBa__ BCOmw ONAL et et |

1. Vendor- Entera valid Vendor Number, or click the promptto selectfrom a list.

2. PaySelectNumber-Leaveblank.

3. FromCode/ToCode - Thisis usedto change the 1099 Code from one code to another, orfrom no code
(Blank)to a specific 1099 Code. Itis required that any code used s first setup in the 1099 type codes.

4. TheFromCodeisthecodethatis currently inthefile. To change froma blank code to anothercode,
leave the From Codeblank. The To Code is whatyou are changingitto.

5. FromCheckDate/ToCheckDateis amandatory entry, used forinvoices thatare either partially or fully
paid. Ifthe Pay Selectfieldis leftblank, all codes willbe changed for all partially or fully paid invoices within
the specified date range.

6.

Click OK to acceptthe change (the Vendor Name and Address willdisplay on the screen for verification),

click Exitto cancelthe change, or click Previous to cancelthe change and to returnto the previous screen.

If youclick Exitor Previous, the 1099

Codeswillnotbe changed.
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State 1099 Selection File
1099 State - Detail

State1099SelectionFile

This option is used to maintain state records for magnetic media Federal/State combined filing.

Note: Ifanyrecordsare foundin thisfile,and you specify “Combined Federal and State” when you create
Magnetic Media (see "Print1099Forms/Create Magnetic Media"onpage4-1), then the electronic
file will be processed as a combined Federal/Statefiling. Processing willbe for Federal only if no state
1099 selection records are found.

Accounts Payable | Maintenance | State 1099 Selection File
1. Onthe Selectionscreen, enter a State Abbreviation or click the promptto selectfrom a list.

1099 State- Detail

CRECMS  componyomsion: 3m000-£0 cues cuse Bussers GefimONSLZad @ O
v APv MRv Adminv  Achwalv sllv CopyCow EgAttv Egllainty ECUw GLY HRY HRE® HRSSv ingqunr inlegraionv JCv IMSRegv OrdPrecy PCw PSw
£l "l Pa » P m H Rep Cons anice 1 &
o

Accounts Payable 1059 State Mantenance Mode Update APPI2 APPIND - 1T
$tate Abbrewaton: 51

IF'S State Code

Soecial Data Entry: STATE OF ARZONA

powered by Computer Guidance Corporaion U Name: TBA50 (Tom Bardlay wersion 4015P 999

Important: You can use this option only for states that have not been grayed out in the following table.

2. Enterthe appropriate State Abbreviation (foundin the Alpha Code column of the table below), or click the
1099 State Detail promptto selectan existingentryfor 1099 state record maintenance.

Click OK.

Enterthe appropriate Numerical IRS State Code from the followingtable (foundinthe# Code column),
and then click OK.

Entry in the Special Data field (if required) indicates the taxing location.
5. Typeorchangeinformationinthe Special Datafield (if required) and click OK.

o
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Print Annual Vendor
Report 1099 State - Detail

Sec. 12 Combined Federal/State Filing Program (CF/SF) (continued)
Table 1: Participating States and Codes*

State Code State Code State Code
Alabama 01 Indiana 18 Montana 30
Arizona 04 Kansas 20 Nebraska 31
Arkansas 05 Louisiana 22 New Jersey 34
California 06 Maine 23 New Mexico 35
Colorado 07 Maryland 24 North Carolina 37
Connecticut 08 Massachusetts 25 North Dakota 38
Delaware 10 Michigan 26 Ohio 39
Georgia 13 Minnesota 27 Oklahoma 40
Hawaii 15 Mississippi 28 South Carolina 45
Idaho 16 Missouri 29 Wisconsin 55

The following table provides codes for participating states in the CF/SF Program.
*The codes listed apply to the CF/SF Program and may not correspond to state codes of agencies or
programs outside of the IRS.
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Sec. 13 State Abbreviation Codes and APO/FPO Addresses
.01 State Abbreviation Codes

The following state and U.S. territory abbreviations are to be used when developing the state code portion of

the address fields. This table provides state and territory abbreviations only and does not represent
those states participating in the CF/SF Program.

Table 2: State & U.S. Territory Abbreviations

State Code State Code State Code
Alabama AL Kentucky KY Ohio OH
Alaska AK Louisiana LA Oklahoma OK
American Samoa AS Maine ME Oregon OR
Arizona AZ Maryland MD Pennsylvania PA
Arkansas AR Massachusetts MA Puerto Rico PR
California CA Michigan Mi Rhode Island RI
Colorado co Minnesota MN South Carolina SC
Connecticut CT Mississippi MS South Dakota SD
Delaware DE Missouri MO Tennessee TN
District of Columbia DC Montana MT Texas X
Florida FL Nebraska NE Utah uT
Georgia GA Nevada NV Vermont VT
Guam GU New Hampshire NH Virginia VA
Hawaii HI New Jersey NJ U.S. Virgin Islands Vi
Idaho ID New Mexico NM Washington WA
lllinois IL New York NY West Virginia Wv
Indiana IN North Carolina NC Wisconsin Wi
lowa 1A North Dakota ND Wyoming wYy
Kansas KS No. Mariana Islands MP

See Part C. Record Format Specifications and Record Layouts for more information on the required
formatting for an address.

Filers must adhere to the city, state, and ZIP Code format for U.S. addresses in the “B” Record. This also
includes orthern Mariana Islands, Puerto Rico, and U.S. Virgin Islands.
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Print AnnualVendor Report

This report displays summarized financial activity for each vendor. This iscompared to the1099 Register toverify
that each 1099 Vendor candidate has been identified.

Note: There are no options associated with this procedure. An APP062 Report will be created automatically.

3.7 Menu Path
Accounts Payable | Monthly/Yearly Processing | Yearly Processing | Annual Vendor

4.0 / 4.1 Menu Path
Accounts Payable | Annual | Annual Vendor Report
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Chapter 4

Accounts Payable Year-End Processing

Update Current Year Vendor File

3.7 Menu Path
Accounts Payable | Monthly/Yearly Processing | Yearly Processing | Update Current
Year Vendor File
4.0 / 4.1 Menu Path
Accounts Payable | Annual | Update Current Year Vendor File

Accounts Payable Year-End Processingis completed afterrunningthe Cash Disbursements Updateforthe
last check run of currentyear, and prior to the first check run of the new year.

The"Update CurrentYearVendorFile" optionis discretionary and does not affectyour 1099 processing. There
are no selections associated with this option. Itruns automatically.

The program moves the Vendor current Year-to Date amounts to the prior year fields, and zeros the amountsin
the currentYear-to-Datefields. Thesefields can be viewedin VendorMaintenance and VendorInquiry.

Important: If you ran this option in error, you can reset the current Year-to Date amounts by running the
Vendor YTD option - on the Admin | Calculate Balances menu

Vendor YTD

3.7 Menu Path

System Administration | File Utilities | Calculate Balances | Vendor YTD
4.0 / 4.1 Menu Path

Admin | Calculate Balances | Vendor YTD

The Vendor YTD menu option is used to recalculate the Year-To-Date amount paid to vendors. Be sure that all
users are out of the eCMS applications that use the Vendor Master. The system will use the Check Historyfile to
recalculatethe Year-To-Date amounts. TheVendorMaster willbe updatedwith these recalculated amounts.

Print 1099 Forms/Create Magnetic Media

3.7 Menu Path
Accounts Payable | Monthly/Yearly Processing | Yearly Processing | Print 1099
Forms/Magnetic Media
4.0 / 4.1 Menu Path
Accounts Payable | Annual | Print 1099 Forms/Magnetic Media

You canprintthe 1099 forms and create the magnetic mediafor one Company/Division,one Company/All
Divisions, or All Companies/All Divisions.

One spool file per selection is created even if multiple companies/divisions are requested.

Theprogramdoesnotcombinethe valuesof UniversalVendors forCompanies/Divisions with common
Federal ID numbers for 1099s.
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Print 1099 Form - Selection

You cancombine AllCompanies/All DivisionsforMagnetic Media underone Transmitter. This createsarecord for
each Company/Division indicating their individual Federal ID number.

(ENECMS  companyvssion: 37190040 0uick cuort Busouss 6|« ™ AL B 6 0]
v APy ARv Aminv  Achialv Bott v Cov Eqkxtv Eqlisete ECUY GLvw v RSSv gy v idepatony JICv v OraProzy PCY PR

Pagcll v 1o Pamol-Can'  Propligm v

powered by Computer Guidarce Corporation  User Name: TB350 (Tom Barclay) LBCC Group: QA-ALL Menyu. Rain Version: 40|57 999

1. Enterthe yearto processin the Ending Yearfield.
2. Enter thelowest amount required for Miscellaneous1099reporting.

3. ForPrintwhen 1099 code in Vendor Master, enter Y to generate 1099 forms only if there is a code in the
VendorMaster.Entering an N bypassesthe VendorMasterand generates 1099s based on whatis inthe A/P
Detail file.

To printthe 1099forms, youmust leave the 1099 to PC Diskette/AS400 Tapefield blank.

For Magnetic Media, entera D to process a PC diskette ora T to process an AS/400 tape. This will require
a1099Form Type=9 All.

6. Inthelnclude P/R adjustmentsand Include H/R benefits fields, enter up to five payroll adjustments or
human resource benefit codesto be printedonthe 1099-MISCforms. To printadjustments orbenefit
codes, youmusthave setthem up as non-taxable.

7. Inthe1099 Form Type field, youmay selectforoneor ALL types of 1099s. The CUSIPNumberis

required forformtypes1 (Broker) and 9 (All)only. The 9 (All)option mustbe selectedifyouare using

electronic filing.

FormsB,DIV,andINT are supported forlaser 1099s only.

Click OKtoprintthe 1099 Forms.

10. If you entered D for PC Diskette or T for Power 7 Tapefiling, the "Create 1099 Diskette/Tape File" screen
displays.

o s

© ™
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Print 1099 Forms/Create Magnetic Media
Print 1099Form Selection,Magnetic Media

Print 1099 Form Selection, Magnetic Media

Transmitterinformationis yourcompany information. All of the information on this screenis required with the
exception of thetelephone extension.

Note: The TIN# and the Transmitter Control Code were provided by the IRS upon approval to file
electronically.

@ECMS Company/Divisiof: 03023-QA 40.0 € - | iRl 4 s {f- === i® O

[ APwv AR~Y Admin¥ Archivalr ADPw BoMv OCondalav CopyCov EQAcil® EqManls ECH¥ GL¥ HRY HREY HRSS¥ lhgun+ Inlegiaions JC¥#

MaliReq ¥ OfPrec™ PIC™ Prgv |Payrell™ i+ Payrel-Cany PropMgmy Purch@ingy RepConsty Sawvicey TiMy UserMeu 'y

né 23 QA |

Create 1099 I]isast*la"hpe Fie

Sarch

APP140

& @l

Trpmsmities

N#&
[ransmiter Name T

Company
hodress |
Lty i State — e[

fontact | I
Frons =

fmat Address
[ransmitter Contral Code [ Paynent Year 014
Print PAYEE records on contid listing? (YiN) fr]
[ombined FegaralState | (YINT) ]
[ fengor Name OR DBA 182 ™

[ oK I it | W

User Nama™ HAA3SD (Holl Ametty LBCC Group: Q- ALL Vesion: 40 | 5P 959

powerad by Compu! GuItancE Comoration

11. To docombinedFederal/State Magnetic mediareporting, setthe CombinedFed/State fieldtoY.
Note: A test must be performed before submitting a file.

Y Yes N No T Test

12. Vendor Name or DBA 1 & 2:
V Vendor DDBA1&2

13. Click OK. Ifyou are processing foradiskette, the “Save 1099 File” (APPMTF)screendisplays.
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Print 1099Forms/Create Magnetic Media
Print1099 FormPC Diskette, Magnetic Media

Print 1099 Form PC Diskette, Magnetic Media

-~ = - . g -
‘@eCMS Company Drdsion: 370004 0 Gusc: Duasty Bulders G = g8 N AT s i 0]
B~ APv ARv Asmnv Achhalv  ADP Beliw yCov EgActv Eqliasnie ECUY GLv HRY HREY HRSSv ingunv ilegalonv JCv UMReqv OrdPrecy PCw PSSt
Fagol v 1ot Pagcl-Can aeice ' TEM o Ug
-
a4 |8
Save 1093 Fie (APRMTF APC0
Fress .
E ¥
I I )
| powered by Computer Gusdance Corporabon  User Name: TEI50 (Tom Barday) LBCT Group: OA-ALL

14. Click OKtocreatethe APPMTF filein CMSFIL.
15. Useyour5250 Emulator (i.e. ClientAccess, Rumba)totransferthefiletothe PC.
16. You must download thisfile tothe PC before you process the next Company/Division.

Note: At 3.7 /4.0 / 4.1 the system does create a time stamped electronic file which is
accessed through the iSeries navigator. At 34.3 you have not such feature to use. At
34.3, 3.7/ 4.0/ 4.1 the system does not override file APPMTF every time but at
3.7/4.0/ 4.1 you have an additional tool to extract the file which is time-stamped.

This is why at 34.3 it is critical to download one company before creating the file for the next.
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1099 LaserPrinting--eForms
PCFile Transfer,ClientAccess

1099LaserPrinting--eForms

* To produce laser1099s,youmust have the overlaysCGC152,CGC152B,CGC152D,CGC152M
and CGC152I (Note: CGC152l is available for 3.4.3 customersonly).

* TheRedForm(CopyA)isNOTPRODUCED.
*  Onlyone Copy B and two copies of Copy C wil

| print.

* 1099-B,1099-DIVand 1099-INTformsareonly supportedforLaserprinting (1099-INTis availablefor

3.4.3 customers only).

* Magneticmediamustbe usedtofile with yourtaxing authority.

PC File Transfer

1. Start a Client Access "Data Transfer from AS/400" Session. Save the new CWBTFR.INI file to the
Windows directory.(C:\Windows\CWB FR.INI)

PC File Transfer, Client Access

2 Data fronster fromSystems alc) x)
e View Meip
Rl = W
System
Syttemn | name [1':!‘-1-3 '_v_J
File name CMSFIL/APPMIF 2] powe |
=
Dats Dptons
m
Qups dece.  |Fin > Deak
Fils pame JCARS TR Bromee |
Fomnat Ophorn
[ Trarceer data hom System ]

Power 7

2. Clickthe promptarrowtoselectthe SystemName (the System Name referstothe AS4001D number).
3. FileName—Enter apathconsistingofthe Library (CMSFIL)andthe File Name, asin the following

example: CMSFIL/APPMTF.
4. Enter afilenamebasedontheprocessing:

APPMTF for Federal and State Magnetic Media files

Important: You mustdownloadthisfiletothe PC before the nextMagnetic Mediais processed. Thisfileis
overwritteneachtimethe 1099 magneticmediaoptionis run.

PC Details
5. OutputDevice-clickthe promptand selectFil

e.

6. Enterthe locationin whichto savethe file - thisincludes Drive, Path, and File Name - or click the Browse

button to help youlocate the desired directory.
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PC File Transfer
PC File Transfer Details

PC File Transfer Details

7. Clickthe Details button to the rightof the File type field to display this dialog.

" fppend 1o esivting ip

" Croste or overaie fie even | emply jeid set

File lype

|ASCH Text ]  Detsk l
Tearclate syitem datato If-.‘:xl_'u :J
P M descrpien lie

' Save saruter descagition

File format % Erhanced " Sundwd

File pame
[f*.m; 1< FDF

[ o ] comd |

2ixj

Output PC file

8. Selectafile save option.

* TheCreate New File optionwill save eachfile transfer with a differentname. Iffile already exists, you
willreceive a warning with an option to overwrite the existing file.

* The Overwrite Existing File option will automatically overwrite PC file with same name without

warning.

Note: Althougheitherof these two options may be used, we recommended you use the Create New File

Option to receive the existing file warning.
9. ClicktheFile Type promptarrowandselect ASCII Text.
10. Clickthe Translate system data to promptandselect ASCII.
11. Selectthe Savetransfer descriptionoptionifitis notchecked.
12. Click OK to returnto Data Transferfrom AS/400 screen.
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PC File Transfer
PC File Transfer Details

| fie View Heip
Kewe Corlel
Open.., Cirl+0
Save Cules
Save As...
=
1 Newy Dats Transfe from System| (4).94 F1 =l Bowe |
2 News Diads Trarsten from System | (). =l
3 Newe Data Trarsfe from System | (2).0f
4 News Data Transfer from System Ldtf Data Dptons |

[ Kurert tranfer request propertes

13. Fromthe Filemenu, select Properties to accessthe PC File Transfer options.

Froperties = M
Conversions | Lixay List | Display | SOL | Connectin | Startup |

- General oplions
¥ Convert CCSID 65535

™ Log postion of untianalatabie fields

IV Store DECFLOAT values as character data

~=NCCH Tevt cerion

I~ Pioserye o
£
r Convert Excel date ond bme ool do Gintomn 1 das o
bt
r Alow nurverc dots motiaraset collimmm Lo e
converled (o chmacle dots

[ ok ] coce | Aoob | Heo |

14. Onthe Conversionstab, selectConvert CCSID 65535 (this allows the file to be converted to the correct

format).
15. Click Apply.
16. Click OK to returnto the Main Transfer Screen.
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PC File Transfer
PC File Transfer Details

Transfer the data

2% b romies rom sy ST
Fiie Vow Heip
e E
Symem -
Systemineme  [10.1110
File name CMSFIL/ASPMTF 2] Biowe |
5 . S
A PC
0
Qups device. [Fie =] Doty I
t}‘.')
Fio pae. JC VRS TAR Lm_—l
w Format Ophorn
\ | Taaraber data hom Systens

jezl]

17. ClickTransfer data fromSystem I.

Note: Be sure to transfer each magnetic media file as it is created.
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Chapter 5

Payroll Year-End Preparation

The following options are tasks that need to be completed in preparation for final Year-End processing.
Year-End Process PriorTo New YearPayrolland Before W2 Processing For Current Year

* PrintDistribution Master File Listing to verify W2 Box assignments and Zero-To-Date Amountflags.
See "Distribution MasterListing" on page 5-4 formore information.

* Verify thatthe correct value hasbeenentered orthe country codeinthe Employee Master. See "Payroll
W2 Boxes"on page 5-3 formoreinformation.

* PrintEmployee Listing, Employee Name Onlysetto Y to verify employee name setup. See "Verifythe
Employee MasterInformation"on page5-7 formore information.

* Usingthe date sensitive tax table copy feature update Federal, Stateand Local Tax Tables.You canrun
this atanytime. Don'tdeletethe prioryear taxtable.See"Copy US Tax Tables" onpage5-8formore
information.

* |aserState/LocalMaintenance. EstablishW2 laserform state/local relationships. See "LaserW2 -
- State/Local Maintenance" on page 5-9formoreinformation.

* Runthe“State/Local’listing. See "State/Local Listing" on page 5-12 for more information.
* Runthe“Sick/Vacation Available” listing.

* Runthe"Prepare Year-EndFiles for W2" option AFTER the last payrollfor W2 reporting year. See page 6-1
for more information.

* Update Medicare and Social Security Limits and Rates for the new payrollyear. See page 6-13 formore
information.

® Begin Processing Payrollfor new Payrollyear.

W-2 Processing

* PrintW2 Registerand Verify Information. See"W2 Reqister" on page 7-1 formore information.
* W2BoxMaintenance for Zbox. See "Year-End Box Assignmentfor W2" on page 7-3 for more information.
* PrintW2 Forms for Federal, State and Local Authorities. See "W2 Forms - Impact Printers" on page 7-8 for

more information on impact printing, see "W2 Forms - Laser Printers" on page 7-12 for more information on
laser printing.

* Download Federal Magnetic Media File (PCFormat-FileNamePRW2512).Download State/Local Magnetic
MediaFile to PC after each Stateis run, and before the next Stateis run (File Name PRW2512). See "W2 _
Forms - MagneticMedia" on page 7-14 for more information.

* After completingall W2 processing, butbeforeprocessing the FirstQuarter941 Reportsandforms,
rename SYY files. See "Renaming SYY Files" on page 7-21.
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CGC Supported W2 Forms

CGC Supported W2Forms

ComputerGuidance Corporation will support only the W-2Formslisted below. Ifyouuse anyunsupported
form, thealignment maybeincorrect.

W2 Form Types Form#

Non-eForms 5206
Window 4444-1
Envelopes 4444-2
eForms 5208
Window 4444-1
Envelopes 4444-2
eForms 5207
Window 6666-1
Envelopes
2WideSelfMailer  7302-6
2WideSelfMailer  7301-6
2WideSelfMailer  7301-8
1 Wide 3 Part 7521-3 and
7421-4
Window 6666-1
Envelopes 6666-2
1 Wide 9811-4

Description

4 forms per page
Preprinted back

Self-seal

4formsperpage
Preprinted back

Self-seal

2 Up Blank Back

Carbonless

Carbon

Carbon

Carbonless

Self-seal
Red copy for IRS

Recommendations

Recommended

Available for the Virgin Island
and Guam 3.7 and 4.0/ 4.1

This form is not uniform in
thickness. For a quality
printed product, use a high
performance printer

This form is not uniform in
thickness. For a quality
printed product, use a high
performance printer

This form is not uniform in

thickness. For a quality
printed product, use a high
performance printer

Black Print

Recommended for Magnetic
Media filing

Laser or Non-Laser Impact
Printer(Standard Line Printer)

CGC is not responsible for the
qualityofpprinted productsdueto
printer issues.

Laser Non-eForms

Laser eForms

Laser eForms

CGC is not responsible for the
qualityofprinted products dueto
printer issues.
Non-Laser/Non-eForms
Impact Printer

(standard line printer)

CGC is not responsible for the
qualityofprinted productsdueto
printer issues.
Non-Laser/Non-eForms
Impact Printer

(standard line printer)

CGC is not responsible for the
qualityofprinted productsdueto
printer issues.
Non-Laser/Non-eForms
Impact Printer

(standard line printer)

Non-Laser/Non-eForms
Impact Printer (standard line printer)

Non-Laser/Non-eForms
Impact Printer
(standard line printer)

Important: If you print W2s using lasereForms, you MUST file electronically with the IRS. The original “red”
CopyA s available if you use impact printer forms and can submitthese to the IRS.

Forms can be ordered by contacting Hospital Froms Service/Forms Management Services.

® Contact PersonAndy Dickerson

* Address

3616 W. Thomas Rd, Suite 6, Phoenix AZ 85019

* Telephone

* Fax
Please note:

(602) 269-1397
(602) 269-5083
(602) 269-509

®* CGCisnotresponsible for the quality of printed products due to printerissues.
* We suggestthat you orderextraformsfortesting purposes.
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Important: Using a form, other than those listed above, may result in alignment problems.
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Payroll W2 Boxes

Payroll W2 Boxes

Distribution Record Description W2 Boxes - Taxes W2 Boxes- Earnings
A Social Security Wages 4 3
F Federal Wages 2 1
G Medicare Wages 6 5
L Local Wages 19 18
S State Wages 17 16
T SDI Wages** 19A 18A
New Jersey**(see below)
Alaska** 17A 16A
C SUTA Withholding*** 18A 17A

Important: Boxnumberslisted above are examples only. ALWAYS verify W2 boxinformation with your IRS
official publication or check with your Tax Professional.

Thisis ourinterpretationofthe IRS PublicationforFormW2. Please refertothe IRS Publicationfor FormW2, or
yourtaxadvisor, for verification of this information and for possible changes.

* Theboxnumberfieldis 3 alphanumeric characters. Box letters need to be included with the box number.
* Theboxnumberfor state wages mustbe in all states evenif there is no withholding tax for W2s to print.
* Box12-Seethe IRS Official Publication for Form W-2 for more information on Box 12 requirements.

* Box13-Thesystem placesan'X'inthe PensionPlanboxifthe correspondingfieldsinthe Employee
Master contains a'Y'. Third partysick paymustbe marked manually, if applicable.

* Box14-Seethe IRS Official Publication for Form W-2 for more information on Box 14 requirements.
Important: See State Specific information on page 8-30 for more on New Jersey SDI taxes.

PayrollBoxes forNewJersey&PennsylvaniaDistMaster

W2 Register Taxes Earnings
C - New Jersey SUTA  14A 16A

C- Pennsylvania SUTA 18A 17A

T - New Jersey SDI 14B 18A

W2 Forms Taxes Earnings
C - New Jersey SUTA  14A

C- Pennsylvania 14

T - New Jerseyv SDI 14B

Note: Please refer to the appropriate State Publication for W2s for box verification or changes.

5-4  Payroll Year End Preparation 2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing






Distribution Master Listing
Distribution Master List Selection

Distribution Master Listing

Payroll | Listings |

Distribution Master

Distribution Master List - Selection
@eCMS Compary Dedsion: 37000-£ 0 (usck Cuabty Bulders

v APy ARv Jsmnv Achialy ADPY Bollv

n - . r - Ty
QiR OCANSLS BR[O
CopyCow Eqictv Eqllainte ECUY GLv HR* HRE* HRSSY Wnqunyv inlegetonv JCv UMReqr OrdProce PCw PSY
Pagcd v 1 ParoB-Can ' PropUgmv  Puichasing v RepConsly  Sendcet Ty  Userllenu v
&)
7 e 40 Fils Listings Sslection

EMectve Date Range *

i

'a:

*Coses Dandll

Print Distribution Master for Year-End Box Listing and Zero to Date Amount flag verification.
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Verify the Country Code in the Employee Master
Employee Master - Selection

Verify the CountryCodeintheEmployee Master

Payroll | Maintenance | Employee Maintenance

Employee Master - Selection
@eCMS Company Drvistore 37000-4 0 Qusck Quality Busiders

Papcd v ol Pasoi-Cany  Propligme  Furchasingy RepConsty  Sandcav TSMvw  Userlsnu v

Payroll Emgployes Mantenance
Company tumber:
Drvtsion Number: <
Social Security Huniber:
of
Employes Humber: g

Heman Resources (Add tode

Company Number: ;

LBCC Group’ OA-MLL

powered by Computer Guidance Corporation  Uiner Name TB250 (Toen Barday

v APy MRy Adminv Achhaly ADPY Belly CopyCow EgAcdy Egllainty ECUvY GLY HRY HRE® HRSSY ingun v ifegraionv JCv IMSReyv OrdPrecy PCe PSw

@ - = T AR =P i® (0]

PRPLLG PRPMOS - 10

wersion: 401 5P 999

Clickthe prompt for either Social Security Number orEmployeeNumberto select anEmployee andthen click

the Employee Data button.
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Verify the Country Code in the Employee Master
Employee Master General tab

Employee Master General tab

@eCMS Company Dedsson: 370004 0 Guick Quabty Budders

Pagsi v # Papol-Can'  Proplgmy Purchasing v RepCoomty  Sanice v
Pyl
Employee lumber:11 = -
] Gerecl 2 Contacts Fay Rates (L

Full Mame: Georgl vaades

First Nams: GAUp

cicie Haeme 1

e Mame T

Last Mams: e

Hame Suffic:

Tame AbDreaon GVALAJED

State Srovince Codes

coms Tax ® s Pay Frequency.

Unemgoyment 0 I Py Type:

Workers Comg %01 Reguiar Rate:
Credrumi Rate:

Locsl Tax Code: oy

a E £

hstple Locals: r e
Emgioyee Clasy:

Brmh Dater = Empioyee Type:

Hire = Emplojee Group:
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If one of the following applies, leave the Country Code field blank.

* Oneofthe 50 United States.
* District of Columbia

* Military Post Office (MPO)
®*  AmericanSamoa

*  Guam

*  Northern Mariana Islands

* PuertoRico

* Virgin Islands

Otherwise, entertheapplicable Country Code from the Social Security Administration PublicationNo.42-007,

Appendix G.

Note: For U.S.Acitizens, itis not necessary to enter a Country Code evenif they reside outside the country.
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Verify the Employee Master Information
Employee Master List Selection

Verify the Employee Master Information

Payroll | Listings | Employee Listing
Employee Master List Selection

7 x : A - 3 Ry
@eCMS Company Dnsion: 37000-8 0 Oubcr Quaiey Buiders CHEH - e NS aRi®@ O
. Y AP ARv idminv UMchiglv ADPv Bollv CopyCow Egicdy Egllant ECUY GLv HRv HRE* HRSSv Inquny™ Indegraonv JCv MR Y OrdProcy PCe PSS

Payrolly Wl Pasol-Cany Propligmy  Furchaging v RepConsty Sanicew ThUw  Uselisng v

.
8. iu_.'
7 000 40 EmployeeiList Selecton PREED
From Frem 8
o2 #37
v A
Gitwp 8 HeeDate ] [ [ |
Sadlom [y [ = — BR TerminatadSEmplo;ees M
' ] Term Date = =
Y| Terminatior Code 09 | ¥
] | §
(] J

poweted by Computst Guidance Corporalon  Ulser Name: TBOSO (Tom Banday

wersion. 4 0| 5P 999

Run Employee Listing (Employee Name Only setto Y) to verify employee names are entered correctly in the
First, Middle and Last name fields of the Employee Master. This procedure generates a report containing
employee names and social security numbers.
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Copy US Tax Tables
Copy US Tax Table Selection

CopyUSTax Tables

Payroll | Annual | Copy US Tax Tables
1. Date-sensitive Payroll Tax Tables must beupdated forthe newpayroll year. These can beupdated
BEFORE completingthefinal payroll of yourW2 reporting year since the tax tables are date-sensitive.

Important: Do not delete prior year tax tables.

Copy US Tax Table Selection

HeCMS Company Division: 3700040 usck ualty Budders € {5 AL ed il O
" Sopy Co Proc v

n‘ APY ARY Asminv Anchhalv  ADP v EgiActv Eqlante ECUY GLv HRY HREv HRSSv Ingunyv lnlegatone JCv UMReyv OrdProc

Fagel v 1o Pagrol-Can ' Propligm v

Copy Tax Table e PRPE00

powered by Computer Guidarce Corporation  User Name: TE50 (Tom Barday) LBCC Group OA-ALL Version: 4.0] 5P 999

Note: You must have executive security to process.
2. Clearsecurity AllCompany/AllDivisionto ensure alltax tables forthe new year are copied.
If tax tables exist for new year, you will see the following message:

Warning: "Current data will be overlaid -- Press F7 to override."
EnterW2 reporting yearin From Yearfieldand new payrollyearin To Yearfields. Click OK to execute copy.
Make any necessary rate updates to your new payroll year tax tables.

Effective Date will only copy tables with the same “from year” as selection screen.

o ko

5-8 Payroll Year End Preparation 2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing



LaserW2--State/LocalMaintenance
LaserState/Local-StateSelection

Laser W2 -- State/LocalMaintenance

This section, and the "State/Local Listing" sect on that follows, apply to eCMS v.3.7 and 3.4.3 only. In eCMS
v.4.0 and 4.1the State/LLocal optionis nolongerused to relate locals to states and the option has been removed
from the screen.Locals,andtheirassociated states,will be selectedwhenthe Box Assignmentisestablished

Payroll | Annual Processing | Laser State/Local Maintenance
1. Clearsecurityfor All Co/All Div or for a single Co/Div.

Note: You can perform this option before running the Laser W2 Forms.

LOCAL CODES MUST berelatedtotheirrespective State within EVERY Company thathas produced
Earningsrecords forthe employees. Ifthey are notrelated totheir state, they will NOT process. You
CANNOT have a local related to more than one state. If you do, the system will tie the local to the first
"related" state.

Laser State/Local - State Selection

eCMS

B7 M  Ouick W2 Laser Form State-Local Relationships PRPEOS

State
10 Alabacss
20 Alaska
0 Arizona

40 Arkansas

120 Hawvaii

130 Idaho

0Ok Exit

2. Selecta State.Foreveryactive Co/Div you have, the local must be associated with that state. The system is
State,and then Co/Div driven. This allows you to enter one State, complete the function for each Co/Div,and
thenmove ontothe next State.

3. IfallCo/Divsecurityare cleared, click OK to continue to the Company/Division Selection Screen
shown below.

4. Ifasingle Co/Div securityis cleared, click OK to continue to the "Laser State/Local- Local Selection" on page
5-11.0nlythe chosen Co/Div will be accessible with this clearance. Skip steps 5-8 below, and resume at
step 9.
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Laser W2 --State/Local Maintenance
Laser State/Local - Company/Division Selection

Laser State/Local - Company/Division Selection

eCMS

0k

5.

6.
7.
8.

WE Laser Form State-Local P=lationships PRPOOS

Co [0 | o [ooo] Sme 30 Arizona

- Previous [Next
Exit | State Selection State

Enter anActive Co/Div with Localsthatneedto be associated withthe State entered on theprevious
screen.

Ifthere are nolocals found for this Co/Div,a message ***No locals found for Co/Div*** will display.
The Co/Div entered will remain on this screen until you type the next Co/Div.
Click OKto displaythe list of valid Locals for the Co/Div entered.

Note: If all Co/Div are used to clear security, any Co/Div may be entered.

Forsingle Co/Divsecurity clearance,the systemwillproceeddirectly tothe"Laser State/Local-Local Selection
screen” (see below). The remainderofthis section concerns security clearance forasingle Co/Div.
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LaserW2--State/LocalMaintenance
Laser State/Local-LocalSelection

Laser State/Local - Local Selection

eCMS

L) W2 Laser Form State-Local Relationships PRPEOS

Co 37 Div 000 Hate 30 Arizone

Lecal Code

ok Exit | State Selection L Previous

9. EnterYtoselect all applicable Locals forthe selected State LaserW2 -- State/Local Maintenance
10. Click OK.

* ForAllCo/Div Security, click Previous toreturnto the Co/Div Selection Screen. This allows you to
enterthe next Co/Div,and continue with this process untilall companies and division stateshave
been associated with all of the applicable Locals.

* ForOneCo/OneDivSecurity, click Previoustoreturntothe State SelectionScreen.This allows
you selectanotherstate with whichto associate Locals

11. Whenallofthe Locals foraspecific Stateare selected, click State Selection toreturnto the State
Selection Screen andrepeat the process forsubsequent States applicabletothe
Company(s)/Division(s).
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State/Local Listing
State/Local Listing - Selection

State/Local Listing

This section applies only to eCMS v. 3.7 and 3.4.3.
Payroll | File Listings | Additional File Listings | State/Local Listing
Run this procedure to verify that each Local is specific to a State.

State/Local Listing - Selection

@] |=
eCMS =
W e AN Ste | Local Listing PRPEAZ
Sequence:
Outq Hold Save
Jobs Oueue
0k J Exit

* Inthe Sequencefield, specify either S - State or L- Local.
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Prepare Year-End Files - For Test Purposes Only
Creating test SYY files

PrepareYear-EndFiles-ForTestPurposes Only

This procedure is not mandatory and should be used only to verify your W2 Register.

e = - g Al - ]
@GCMS CompanyDrsior: DID09-HARRYS ELECTRIC 1 Q - A da & e i @ 0]
n v APv ARY Adminv  Achialv r G Co Eqhicte Egllainte ECUMv GLv HRY HREw HRSSY ingunyr infegraicnv JCv LsiRe P PC P

3 t 9 n P M3 R . - ] a [
-
i @
o A Frepare wear-End Fies PRPOG
[ - _H £t
powered by Comput® Guidance Corporaion  User Name: TB50 (Tom Basclay Meny Man Version: 40| SP990

Creating test SYY files

Creating testSYYfilesallows youtoruntheW2 Register forverificationpurposes. Thisprocessalsoallows you
torunthe W2 Forms to verify how manyformsto orderwithout interfering with manual payroll processing. The
system will use these testfiles rather than using the live SYS files listed in the following tables:

All Releases Canadian Processing Only
SYYCNC Company Defaults-Company name and address. SYYTEI EmployerEl Tax File
SYYPRS Payroll Systemfiles-FICAand EIC limits SYYSTM Province Master

SYYPRD PayrollDefaults-EINand PR defaults.

eCMS 3.7/4.0/4.1 Canadian 4.0 / 4.1 Processing Only

SYYTCNC  Company Defaults-Company name and address. SYYTTEI EmployerElTax File

SYYTPRS  PayrollSystemfiles-FICAand EIC limits SYYTSTM  Province Master

SYYTPRD  PayrollDefaults-EINand PR defaults. SYYTMST Employee Master
To Create test SYY files

TheZero YTD Amountsfield MUST be settoN. This createsthe SYY testfiles.

After completing yourreviewofthe W2 Registerand the W2 Forms you MUST delete the SYY TEST files priorto
runningthefinal Prepare Year-End.

N =

Important: DoNOT delete SYY filesthathave a yearas partofthefile name (forexample: SYYCNC12, SYYPRD12,
SYYPRS12).

2018eCMS 3.7/ 4.0/ 4.1YearEndProcessing

Payroll Year End Preparation 5-13



PrepareYear-EndFiles - For TestPurposes Only
DeletingtestSYY files

Deleting test SYY files

To Delete test SYY files:
1.  FromaCMS commandline type the following command:
WRKOBJ (space) SYY*
2. Click OK.
3. Type4donthe OPT line nexttothe SYY files.
4. Click OKtodelete thefiles.
5. See"Prepare Year-EndFiles forW2" on page 6-1 forthe final processing procedures.

Important: Ifthese procedures are not performed for test purposes, then when processing the W2 Register or
W2 Forms you must set the field, Use Current Year Defaults, to Y. Also note that you may receive
anerrorifthe SYS files are being used by another user.
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Chapter 6

Payroll Year-EndProcessing

PrepareYear-EndFiles for W2

Payroll | Annual | Prepare Year-End Files for W2

Prepare Year-End Files - Selection

@GCMS Company Drvision: ODO0-HARRYS ELECTRIC INC €« ] ™S ANl 2@ ® 0]
chival v v Copy Co ot it v GLvw ¥ inginy v indsgraionv JCw Toc v Cw

.o APY MR ASmnv Aich

Pagrsd v Il Pasoli-Can v Propligm v

00 000 AN Prepare wear-End Fies PRPO0

powered by Computer Guidance Corporation  Uiner Name: TE2S0 (Tom Bardiay Version 40 ] SP999

Note: Thisisnotadedicated procedure andrequires All Companies/AllDivisions and Executive Security. Even
though this is not a dedicated procedure to avoid getting an ‘Unable to Allocate Error” this option
should be run when the majority of the CMS/eCMS users are off the system.

1. Enterthe yearto be processed, inthe W2/T4 field (the W2/T4 reporting year).

2. IntheZeroYTD Amountsfield:

N Does notchange anything. Should be setto N for testing purposes. See "Prepare Year-End Files -
ForTest PurposesOnly"onpage5-13.

Y Willdo all of the following:

* Thesystem clearsthe year-to-date balancesin the Employee Deductionrecords as well as the
Human Resource Benefit/Deduction records. The To-Date Amounts are zeroed out for the
Distribution Master records (Hand M records) thathave their Zero To-Date Amount field setto
Y. For further information, see "Verifying Zero-To-Date and W2 Information" on page 6-3,
"Benefit/DeductionEnrollment" onpage6-8or "EmployeeDeductionMaintenance"onpage6-
10.
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* The system calculates the Vacation/Sick Leave Carry OverHoursfor allcompanies and
divisions only if Vacation/Sick is set to default 1 (Calendar Year)in the Human Resources
Defaults. If the defaultis setto 2 (Employee’s Anniversary), no calculation is performed.

® Createsthe SYY Files

Ifyouare usingeCMS 3.4.3, the Year-End Prep procedure willcreate the 5 SYY fileslistedin the
firsttable shown below. Itwill create all 11 ofthe SYY files listed in both tables foreCMS

versions

3.7/4.0/4.1.
All Releases
SYYCNC Company Defaults-Company name andaddress.
SYYPRS PayrollSystemfiles-FICAand EIC limits.
SYYPRD Payroll Defaults-EIN and PR defaults.

eCMS 3.7/4.0/ 4.1

SYYTCNC  Company Defaults-Company name and address.
SYYTPRS PayrollSystemfiles-FICAand EIC limits.
SYYTPRD Payroll Defaults-EIN and PR defaults.
Save W2 Files
@eCMS (ompany Drdsion: 00000-HARSIS ELECTRIC iC
v APv ARv lsminv Archialv 1 e ECU = HE
Pagci v 1ol Pagrod-Can Hgm « T4M v

. T

ipowered by Computer Gusdarce Corporalion

User Name: TBI50 (Tom Barctay)

Canadian Processing Only
SYYTEI Employer El Tax File

SYYSTM Province Master

Canadian 4.0 / 4.1 Processing Only

SYYTTEI Employer El Tax File
SYYTSTM Province Master
SYYTMST Employee Master
.= UL ™ AT i
| |8
Meng Uan Wersioe 4.0 | SP. 999

This screen is displayed after the SYY files have been created.
3. Select2 Cancel (Bypass Save). The SYY fileswillremainin CMSFIL and are includedinany CMSFIL

Backup.
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Verifying Zero-To-Date and W2 Information
Distribution MasterSelection-343

Verifying Zero-To-Date and W2 Information

Payroll | File Maintenance | Distribution Master
Verify the Distribution Master, for all M and H records, to make sure that the Zero to Date field is set correctly.

Distribution Master Selection - 343

This screen is a 343 screen shown to display the Year-End boxes option.

Distribution Unson Ded Dates HHDOYYYY
Com D Codel Mo Mumber Typ ) ConpleN
] kool [N ] I - | S
* Codes D and M
[ o Gt | Combylnd || Copy by DotrCode | YearEnd Saxes
For 34.3 Only

Access theYear-End Box Maintenance screen by returningtothe DistributionMaintenance screen
#1and clicking the YEAR-END BOXES button.
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Verifying Zero-To-Date and W2Information
Distribution Master-Selection1

Distribution Master - Selection 1

Payroll | Maintenance | Distribution Master

The following shows steps for eCMS 4.0 / 4.1. For 3.7 users, these two screens are combined.
@eCMS Comparry Drdsion: 37000-2 0 (usck: Cuasty Bullders

€l < i R
-. APY ARY Asminv Achhalv ADPv Bolle CopyCov EgActvy Egllamiv ECUMY GLv HRY HREvY HRSSv inguin v inlegebon v
Pagmed v 1™l Pagrol-Can

" - 27 .
NS &2 sd| i
Propligm v  Purchasing v RepConsty  Senicey TiMv Userllenu v

P00 0

JCv UatiReqv OrdPrecy PCv PS¢

Payrol Distribataon Martenance PRP224
Company Namber:
(Dretnaon Number: 1
Destribustion Code: H:HR BenDed j

1.

Clickthe DistributionCode promptandselect theMorH recordyouareverifying (M recordsrequirea
date onthenext screen)
2. Click OK.
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Verifying Zero-To-Date and W2 Information
DistributionMaster - Selection 2

Distribution Master - Selection 2

@eCMS Company Drasion: 3T000-4 0 Quick Cuality Busdery
. * APv MRv Aominv Achhale ADPY Bollv CopyCor Eqitdv Eqllainte ECMw GL* HRY HRE* HRSSY ingunr inlspraiony JCv UMRey™ OdPrecr PCe PSS
Pagrsdi v 1ol Pasol-Canw  Propligm e  Furchasingy RepConsty  Senicew TEMY  Userbisny v
Payrol Drstribution Maintensace
Distribubion Cooe: M
Drstribution Number: ] L€l
Urson Number:
Daduction Type: (1]
Copy by Number Cop. ol
powered by Computer Guidance Corporaion  Lised Name: TBS0 (Tom Barday

QiR ONS LSS |® O

PRPZ24 PRPIS - 7

Freaon O

wersion 40| 5P 999

3. Entera Distribution Number, or click the prompt to select from allist.
4. Makeotherentriesas necessary andclick OK.
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Verifying Zero-To-Date and W2 Information
DistributionMaster-Detail

Distribution Master - Detail

i r - o -
@QCMS Compary Division: 3700040 (xsck Gualty Buleers B4R oA/ LSRR iO O
v APv ARv dsminv Achhaly ADPv Belly Copylov Eqhcty Eqllanie ECUY GLy HRY HRE® MRSSY Inqunv inlegeleny JCv MaiReav OndPrecy PGy PS¢
Pagcll v M Pareli-Can'  Propllgmv  Purchaging v RepConstv  Sacicey Tillv Userllina v
Payret Dhstribation Lartenance Hode Update PRPZ2 PEPMOS - T
Destributon Code: " 3 Deduction Tipe:
Descripbon: Acoounts Payable
Lisbisty: Vendor Location: b Is
Expense: | Company Number: B
Lxempt VWithholding Tax Codes Rairosd DOrision Humber. (] 3]
Federsl Tixes: | Exmpt FITFICAF Lu:-._u] RR T FICA §5 = Separate Imvoice r
State Incomi Taxes: Exemgt =l RR T4 FICA MC: 3
State Doty Eremgt ,;[ RR T2 Pension: = §l| P =
State Unempoyment Eremgt =l " - Ao Crome: r
Worker's Comp Evemgt. = Update Job Cost r
Local incom- Taxes: Lramat =l | Zero Todate Amount 3
Condtion of Employrient Deducton rn mn&mmﬁmcu. [=
Health Insuranc: Deduction (-] Exchude from Garnistrnent Cale: r
Other r 0o Mot Use Departmest Sub-Account =
Other 2 i
Flﬂ:‘-.l Check Typas Eut

ThisZero to Date option works in conjunction withtheZero YTD amountsfield onthe "Prepare Year-End

Files forW2"onpage6-1.
Select this option to zero To-Date amounts during Year-End preparation.
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Verify theW2information
W2BoxAssignment-Selection

Verify the W2 information

Payroll | Annual | W2 Box Assignment
W2 Box Assignment - Selection
- 31 0] ) [ ——

Jukch Cuality Busiders

. v AP MURv Adminv ichial v Bell v

Pagrpll v ol Papoli-Canv  Proplgmv  Farchasingy RepConsty Sendcev TSMvy  Useflisny v

YearEnd Box Mantenance

powered by Compue Guidance Corporation  Uiser Name® THISO (Tom Barday

yCow Egicdv Egllente ECUY GLv HRY HREY HRSSv lagunyr idejraiony JCv IMSReyv OrdPrece

d<BmECXK/ZZadi® ©
P PC PSS
W
& |8
PRPD2
=
v
deesion: 40 SP. 999

Scroll through the recordstoverifytheW2boxinformation is correct. Whenadding new recordscertain
fieldsare promptable. When adding Union records, itis importantto prompt on the Union number to associate it

with the correct Distribution number.
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Benefit/Deduction Enroliment
Personnel Data- Selection

Benefit/Deduction Enroliment

Human Resources | Maintenance | Personnel Data

Personnel Data - Selection

@eCMS Company Dision: 37/000-4.0 Gusck Cualdy Bugers CUH (e ANl 2R i@ O

‘- APY ARv JAsminv Achhale ADPv Bolly C Equaint ECUY GLv HR* HRE+* HRSSv Wqunyv inlegaionv JCv UMRegv OrdProce PCw PSY

Pagoll v ol PagroB-Can'  Proplgmy  Purchasing v RepConstv  Serdcet TaMy Userllanuy
Human Resources File Mantenance-Selection o i oot ol
Comparry Number:
Drvisicn Number: 153
Social Security Numbet 000-00-0000_|<)
Enpioyes Data

ippicard Data

powered by Computer Gusdarce Corporaion  User Name' TS0 (Tom Barclay) LBCC Group OA - ALL Version 40| 5P 999

1. EnteraSocial Security Number, orclick the promptto selectfromallist.
2. Clickthe Employee Datatabtoaccessthe General1 tab of the Employee Datascreens.
3. Clickthe Benefit/Deduction tab.
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Benefit/Deduction Enroliment
Benefit/Deduction Enroliment - Detail

Benefit/Deduction Enroliment - Detail

@eCM S CompanyDeision: 33000-4.0 Guicy: Guatty Bulders BofimaonSAcsdi @ O
. v APv 4Rv Agminv Nchiale ADPv Bollv CopyCow Egicavy Eqllaniey ECUY GLv HRY WREY HRSSY ngunr infegraionv JCv IDEReqv OrdPrecy PCr pPSw
Pawoll v ol Pawrci-Canv Prooligmy furchasingv RepConsty Senicaw Tilv Userllanu v
OOl 7
Human Resource: Benefit Deduction Envoliment Li=de. Add HRP128 HRFING - 8
Social Security Number: 255-34-234% Employee Name: Chaistng Sancher =
Seneral Ganaral 2 Mandrce | Banaveral Prot | hanet Benetts Semat Commart CompTime | CompanyPropmt|  Contaa | Depocents | Ecucamen
Emp Deductions Empleyment Ewa Grrance History g Specad Insurance Language Sully Usaical Lismbarshigs I Ltry Serdc l Raferences
Rasume Salan Revew Sl oty Sl ienanAcey StatelLoca Terminaton =is | Termingtion Lis Fraining uoc vasSicComg
Beneft Number: 0 i)
Frequency Code:
Stant Date: Remaining
End Date: Employee: '
Decined: Emphayor: 6,00 360
Date Dechned:
AcCounts Layabie Integration
Fioed Amount: 0.00 Vendor humber: b a3
o Vendor Locaion: b1t
Percent: 150 Crenpany Nurber. ]
Code: Grees ¥ Drviséon Nummeer: 1 <
or
Regusar Hour Rate: Discretionan Deduction: r
Orvertime Hour Rate:
Other Hour Rate:
Gross Pay Code: A boun Gross =l
Degentent Vi Benale Age Canice Est o

* Year-to-Date amountsarezeroedwhenPrepare Year-EndfilesisrunwiththeZeroYTD Amounts field
settoY. See "Prepare Year-End Files for W2" on page 6-1.

* To-Date amounts arezeroedwhentheZero toDate amount field (inthe DistributionMaster)issettoY
and the Zero Amounts YTD field in Prepare Year-End Filesis also setto Y.

2018eCMS3.7 /4.0 / 4.1YearEndProcessing Payroll Year End Processing 6-9



Employee Deduction Maintenance
Employee Master - Selection

Employee Deduction Maintenance

Payroll | Maintenance | Employee Maintenance

Employee Master - Selection

r A e y £ - 4 5m 4
S’BSCMS Companmy Driskon: 37/000-4 0 Gusck Cualdy Bulders 6 o i y AL B 1@ V]
Ih* APv AR+ Msminv Achwaly ADPv Bely CoprCov Eqaciy Eqllamts ECHs GLv HRY HREv HRSSY lawnyv hiepatony JCv UsMRey OdPrecy PCY PSo

Pagodl v 1o PagroB-Can ' Proplgmv Purchasing v RepConstv  Sendcet TAUv  Userlanu v

Payrol Emglyse Mantenance PRP44E PROMOS - 10

Compaey tumber:
Drrsaon Humber: [«
Socasl Security lumber:

o

Employee Number: ) L5
Human Reources (Add Mode Onty)
Company Number: 4
Drvision Number: ] I

Emgioyes Data
Desuons
Stre 5 Lecal Data

Employes Jobs

Austments

[ powered by Computer Guidarce Corporaion  User Name' THIS) (Tom Barciay) Menu Ran Version: 40| 5P 999

1. Enter eithera Social SecurityNumberoran Employee Number, or click their respective prompts to
make these selectionsfroma list.

2. Click the DEDUCTIONS tab.
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Employee Deduction Maintenance
Employee Deduction - Selection

Employee Deduction - Selection

{ & s e R
EDeCMS Company Devision: 3700040 Buich Gualdy Bulders Q&SR ONS e ed @ O
.- AMPv URv Adminv Achialv ADPY Bellv Cor Egécadvy Egliente ECUMy GLv HRY HREv HRSS* Inqunr inlegratonv JCv IMiRegv OrdProcy PG FSw
PamoRly 1ol PapoiCanv  PropMgmv  Furthasing v RepConsty Sericav TEMY  UserMsou v
Payrol Emgicyes Deduction PRP20G PRPIGE - 10
Social Security Munber: $1§-24-2242 Employee Name: Chasting Sanchas

Campany Number:

Drtsion Humber: g

Social Security Number: DO0-00-0000 £

o

Erspicres Humber: 5o Ie]

Dactac 560 Humbar: <p

St Date: =

Canpiedon Date: =

MCH Ouho L1 E
wersion 40| 5P 599

3. EnteraDeduction Number, or click the promptto selectfrom a list. This is a dual promptfield. The left
prompt will displayalistof all Employee Deductions(M codes), and the right prompt will displayalist of
only those EmployeeDeductionsto which the Employeeiscurrentlyassigned.

4. Click OK.
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Employee Deduction Maintenance
Employee Deduction - Detail

Employee Deduction - Detail
@QCMS Company Drviseon: 37000-4 0 (usck Cualty Budcen

Payrell
Employes: tais

Cheisne Sanchez

—ode: tione j
Calcutation Code: Meoe =l
Hct atomat Taken =]

E
Amount Year-1o-Date:
Aanount To-Datec

l* APy ARv Jamnv Achhalvy ADPY Belly CopyCov Egdcty  Eqllainte

Pasrcll v M Pagrof-Can ' Propligm v Purchaging v RepConsty  Sericey  Talv  Userllina v
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Processing Devision
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FipsZode
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* Year-to-Dateamounts are zeroed when Prepare Year-Endfilesis run withthe ZeroYTD Amountsfield
settoY. See "Prepare Year-End Files for W2" on page 6-1.

* To-Date amountsare zeroedwhentheZero to Date amountfield (in the Distribution Master)is set to Y and
Zero YTD Amounts field in Prepare Year-End Files is also setto Y.
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Update Medicare and Social Security
Payroll Defaults screen1

Update Medicare and Social Security

The FICA Limits and Percentages previously pulled from the Payroll defaults mustnow be setup inan Annual FICA
Tax Table. The Payroll defaults are stillusedin Year-End processing and can be updated from the Annual Tax
Tables by selectingthetable’sUpdate FICA SystemDefaultsoption.

You will need to set up these tables with the appropriate tax rate for the new year.

Payroll Defaults screen 1

b y A o 37
@eChﬂS CompanyDivisia 37/000-2 0 Quick QualdBuillders Ck - By ol / =L R Lk - J 1@ (I)
v APv ARv Adminw Achialv ADPv Bollv CopyCov Eqaicctv EqMainte ECMw Gl HRv HREv HRSSv Inquiyv integaonw JCv UatiRge
OraProcy PICv PISv Pamoliy B8 Pyre-Cany  Preplgmev  Purchasingy  FepConsty  Sendcev TEMw  Userllenu v

|

Application Installation SYS504

powered by Computer Guidance Corpocalion  User Name: TBA50 (Tom Barday) LBCC Group QA-ALL Version: 4.0 | 5P 599

FICASocial Security Tax and FICAMedicare Tax Limitsand Percentageswillupdatefrom the Annual FICA Tax
Table ifthattablehasitsUpdate FICA System Defaults optionselected (seebelow).
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Update Medicare and Social Security
Annual FICA Tax Table Selection

Annual FICA Tax Table Selection

Payroll | Maintenance 1 | Tax Tables - Employee Tax Table
Payroll Tax Table Maintenance PRP21801 PRPMO8 - 12

Pay Frequency;
Tax Status: <]
Code: o <]
Local: o]
Effective Date: 01/01/2018
Check Type <]
Screen Mode:

I ‘ Selection ‘ ‘ Exit ‘ ‘ Ok ‘

Setthe Frequencyfield to “AN - Annual’, the Table Typefield to “A - Social Security FICA” and enter the date thistable
willtake effect Leave all otherfieldsblank.

eCMS3.4.3: Set the Frequency field to “Weekly”.
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Annual 2018 FICA Tax Table Detail

The following graphic shows the Annual FICA tax
table for 2018. The Wage Amount and Percent
fields contain assumed values and may need to
be modified.

Payroll Tax Table Maintenance Mode: Update PRP218021
fPay Frequency: AN Tax Status: Table Type: A Code: 0 Effective Date:01/01/2018 Check Type:
Description: 2018 - EE FICA
Personal Exemptions: [m}
Tax Credits: [}
Update FICA System Defaults: [m}
Wage Covered Percent Exemption Additional Exemptions Tax Credits
Amount Earnings Amount 1 2 1 2 3
1 [ o000l [ ood 0.00] [ 000 | 000 | 0.00]
2 9999999 99 O 0.0000 0.00 0.00] 0.00] [ 000 | 000 | 0.00]
) O o (- o] [ o [ oo [ oo
4 0.00 [m} [ 0-0000] [ 000 [ ooo| 0.00] [ 0.00] | 000 | 0.00|
5 0.00) O 0.0000 0.00 0.00) 0.00] [ 000 | 000 | 0.00]
s O [ oo - o [ oo [ oog [ oo
7 0.00) O [0-0000] [ o000 [ 000 0.00] [ 000 | 000 | 0.00]
. O [ ooo0g] [ oo oo o [ oo [_oog [ oo
) O [ oo [ oo ow [ oo [ oog [ oo
10 0.00 [} [0.0000] [ o000 [ 000 0.00] [ 000 | 000 | 0.00|
I Previous ‘ ‘ Delete ‘ ‘ Exit ‘ ‘ Ok
Update FICA System Defaults
Select this option to update the Payroll FICA defaults with these entries.
Tax Table Maintenance — Optional Values
Payroll Tax Table Maintenance - Optional Values Mode: Update PRP21804 PRPMO8 - 12
Pay Frequency: AN Tax Status: Table Type: A Code: 0 Effective Date: 01/01/2018 Check Type
Description: 2018 - EE FICA
Personal Exemptions: O
Tax Credits: O
Tax Equate Factor: D Gross Taxable
Standard Deduction: O Minimum 1: j
Percent: Minimum 2: [ 000
Amount: [o0g Minimum Tax: [ o000
Minimum 1: 0.00] FIT Deduction Percent: [0
Minimum 2: [ o00 Deduct FICA for State/Local: Im|
Maximum 1: [ o000 Maximum: 7979.40|
Maximum 2: 0.00

Maximum FICA Value must be entered.
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Update Medicare and Social Security
Annual 2018 Medicare FICA Tax Table Detail

Annual 2018 Medicare FICA Tax Table Detail

Thefollowing graphicshowsthe Annual Medicare FICAtax table for2018.The limitfor2018willbe
$200,000.00. Uptothis limitthe Percentwill be 1.45. It becomes 2.35 after the limit has been surpassed.
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Payrol Tax Table Martenance Update PRP218 PRN0S - 12
Py Frequency: Al Tax Status: Table Type: Code EMectow Datecy 1012008 Chaci Type:
Descnpboc FICA - ecicars - EE O
Personal Exemptions: &=
Tax Credits: I
Updaste FICA System Defaum: I3
Woge Covered Percent Exemplion Addnonal | xempions Tax Credits
Amount Eamings Amount 1 2 1 2 3
5 r 550 0.00 :
2 (m 0
3 G 0 0.00
4 r .09
5 r B0
z - o 000
7 &
8 r
L] &
10 C

m

Premous Ctiele

[ powertd by Computer Guidarce Corporadon  User Name: TBXS0 (Tom Barciay) Menu. Rain Wersion: 40| 5P 999

Update FICA System Defaults
Select this option to update the Payroll Medicare defaults with these entries.
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Optional General Ledger Processing
Annual 2018 Medicare FICA Tax Table Detail

Optional General Ledger Processing

To zero Year-to-Datefieldsin the DepartmentMaster,runthe Zero YTD Fields Dept. Master menu option after
the end of your W2 reporting year, or at the end of your fiscal year.

Menu Path 3.7
General Ledger | Monthly/Annual Processing | Year-End | Zero YTD Fields - Dept.
Master
Menu Path 4.0/ 4.1
General Ledger | Annual | Zero YTD Fields - Dept. Master

To viewthe informationthat clears fromthe DepartmentMaster, use the Payroll Maintenance Department
Master YTD menu option.

Payroll | Maintenance 1 | Department Master - YTD

*  Onthe DepartmentYTD Maintenance Selection screen, enter a DepartmentNumber or click the prompt
to selectfromalist. Click OK.

®  OntheDepartmentYTD Maintenance Detail screen, make entriesin the fields you wish to modify.

Year-EndProcessing Steps-Recap

* Usethe date-sensitive, tax table copy feature to update Federal, Stateand Local Tax Tables.You can
run thisatanytime. Do notdelete the prior year tax table. This is available for US tax tables only.

* Runthe Prepare Year-End Files for W2 option after the last payroll for W2 reporting year.
® Update Medicare, Social Securityand Earned Income Credit Limits and Rates for new payrollyear.
*  BeginProcessing Payrollfornew payrollyear.
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Chapter 7

Payroll W2 Year-EndProcessing

W2 Register

Payroll | Annual | W2 Register

PrinttheW2 Registerand verify allinformation,includingW2 Box Numbers. Invalid or missingW2 box numbers
willcause the information not to display on W2 Registeror W2s. You may wantto verify employee addresses
beforeyouprintthe W2 forms.

Note: To printacheck message onthe paystubs asking employees to reportaddress changes, use Checks
Message from thePayroll Maintenance 2 menu(Additional File Maintenance).

W2 RegisterSelection

/':@eCMS Company Division: (3000-HARRIS ELECTRIC I4C GRE (e ALlLzed i@ 0]

v AP+ R Asmnv Achiale ADPv  Bal

pyCow EgActe Egllanty ECUY QL+ HRvY HWREv HRS3Sv Ingowyr Indeprabonv AMCv URegv OndProcy PCw PSw

Pawoll v Mol Pawoi-Can v Propligmv  Furchasing v

powered by Computer Guidance Coporaton  Umed Name TBIS) (Tom Barday LBCC Group. OA-MLL wersion 40| 5P ¥99

Year To Process
Defaults to the previous system year.

Company Name Co/Div and Include Co(s)/Div(s) With Common Fed Id#
These fields willnotdisplayif you cleared security with a single Company/Division. Enter
the Company/Divisionyouare processingandinclude the CommonFederal ID.



Federal/Railroad F for federal (default) or R for Railroad

Print Sequence

1 Name
2  Social Security Number
3  Employee Number

Outg/Hold/Save

Enteran Outq identifierto send thisreportto a specificoutputqueue. Leave this field blank to send the File
Listing to the defaultoutputqueue.

Enter a Y in the Hold field to place this report on hold in the default, or specified, output queue.

EnteraY inthe Save field to printthe report, and then place it on hold in the default, or specified, output
queue.

Job Queue

Y  Processthisreportinthe Job Queue.
N Processthisreportbefore otherjobsinthe Job Queue.

Use Current Year Defaults

Displayonlyif SYY files do not exist on the system. Uses the current year defaults as specified in your
company's defaultsetup.

Level Security

When you click OK, the Level Security popupwindow willdisplay listingthe security levelstowhich you
have access. Selectthe levels you wishto include on the W2 Register and click OK again.
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Year-End Box Assianment forW2

Year-End Box Assignment for W2

Payroll | Annual | W2 Box Assignment

The Year-End Box Assignment Screen is used to associate various Payroll Distributions with their W2
Boxes and Codes.

Year-End Box Assignment Detail

. - ~ 1
“@eCMS Company Drvision: 37000-4 0 Gusch Cuakdy Buiiders L W edt] - o) AN S 5 d 1@ 0]
n v APv MRv idminv Achialv A - lainty E GLY v HFREW v Inguicy Irtraton C OrdProcy C PEw

Parcli v %) Pagoll-Canv  Propligm v

YearEnd Box Mantenance PRPE2

poweted by Compulss Guidance Corporation  Utsed Name. TBAISD (Tom Barday LBCC Group. QA -BLL werzion 40]5P 999

To accessthe Year-EndBox Assignment screen, youwillneedto clear securitywith avalid Company/Division.
Attemptstoaccessthis screenwith Co/Div “00/000” willresultinan “Invalid Co/Div” error message.

Enter a New Record
New records are entered in the fields above the line, immediately below the Field Names.

1. EnterW2inthe Formbox,orclickthe prompt andselectitfromthe list. The otheroptionsonthe
prompt drop-down list are used for Canadian processingonly.

2. Clickthe Distribution Code promptandselecta code from the list. The following fields will auto-fill
accordingtothe selection madefromthe prompt:

® Distribution Code

® Distribution Number
®  UnionNumber

®  Deduction Type

3. Enterthe Tax/DeductionBox Numberwhere this Deduction/Benefit Type should printonthe W2.
The BoxNumberfieldis numeric.
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Year-End Box Assianment forW2

Enterthe Tax/Deduction Code where this Deduction/Benefit Type should printonthe W2. The
Code fieldis alpha and mustbe in upper-case.

Enterthe Earnings Box Number if this Earnings Type should printonthe W2. The Box Numberfield
is numeric. The Earnings Boxfieldusually pertainstoincome taxes.

Entera Description for thisrecord.
. ClickOKtosave anewrecord.
Edit an Existing Record

Currentrecords are listed below the line, and all fields to the right of Deduction Type may be edited. After
editingarecord, click OKto save. You canalso select third-partysick payif desired.

Deleting an Existing Record

Placean Xinthe Delete Columnboxthatcorrespondstotherecords youwishtodelete. Click Deleteto save
thefile with the records deleted.

W2 Box 12 and 14

W2 Box 12

IneCMS, Box 12 alpha characters are used to group and sort the information. Overflow W2’s willbe
created after 4 lines of information.
W2 Box 14

IneCMS, Box 14 alpha characters are usedto sort, and the descriptionis used togroup. Only thefirst4
characters are used fromthe description. OverflowW2's are created after5 lines of information.

No g &
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Year End Box Assignment forW2

Setting Up Z-Boxes

Ve, - 2 A -
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Year-End Box Mantenance PRPE2
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* Accessthe W2 Box Assignmentoptionfrom the Payroll | Annual menu. This procedureis usedto setup
special"Z" codes for each W2 Box number used to report amounts paid outside of the normal payroll
processing.

*  Amountsentered through "Z"Boxes, are notprocessed withinthe Payroll System, and these amounts
will only appearonthe W2 Register, the W2 Forms, and the electronicfiles forW2s.

* The9%41reportsand 941electronicfiles exclude the amounts entered through the 'Z'boxes. We
recommend you process these amountsthrough normal Payroll processing, if possible, ratherthan using
the"Z"Box option.
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W2 BoxMaintenance

W2 Box Maintenance

Payroll | Annual | W2 Box Maintenance
This procedureis usedtoassignan employeetoaZboxdistributioncode, assetupinthe Year-End boxes
(see, "Year-End_BoxAssignmentforW2"onpage7-3).

Zboxes are nottobeused to cleanupdata,eventhough eitherpositive or negative values canbe entered
(see, "ZBoxNotes"onpage7-7).

W2 Box Maintenance Selection

@eCMS Company Dssore 37/000-£ 0 (uick Sualty Builders r& ol N A ; - = N l ® Q)
ANTan v sl E

K APY 4Rv Boll v v EqUanty ECUY GLv HRv HREv MRSSv inqunv inlegatonvy JCv LUWRegv OmdProcy PCv PRS-
Pajrcll v I8 Pagrol-Can'  Proplgm v Purchaging v RepConstwy  Sendce' TEUv  Userlienu v
&l 8=
'r. PRPS18

| poweted by Computer Gusdarce Corporaton User Name TEXS0 (Tom Barclay) Version 4 0] SP 899

1. EnterEmployee Number, Year and Distribution Numberyou used whenyou created the Zbox (see,
"Year- End Box AssignmentDetail"on page 7-3). -
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W2 BoxMaintenance

W2 Box Maintenance Detail
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2. Enter the Amount of the adjustment. Thisadjustment canbe either positive or negative, and isadded
toother itemsthathavethe sameW2BoxNumberandDescription.

Z Box Notes

The Z Box information will print at the bottom of the W2 Register.

SinceZ boxes do not update the Earnings file, they should only be used foritems that are to be added to the
annualforms and magnetic media. Items that needto be reflected on the Quarterlyfilingneed to be processed
through the system, not by usinga Z box.
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W2 Forms - Impact Printers

W2Forms-ImpactPrinters

Payroll | Annual | W2 Forms/Magnetic Media/XML

W2 Forms - Impact Printers Selection

. & e el -y y gl B - 4 R
| _@GCMS CompanyDivision: 0ODID-HARRIS ELECTRIC INC E | Ji % Al eedi @ O
ﬂ v APv ARv Adminv Achialy ADPv Bollv CopyCav EgAcctvy Egllainle ECMY GLv HF v HREY HR-SSv Inguiryv Inlagralion v c MafiReq v
OrdProcy PICYy PSSy Pargllvy el PyyndCanvy  Propligmy Purchasingy RepConfivy  Serdcavy TSMv Userblenuvw
| Ln.
00 000 HARRIS W2 Processing Selection PRP144

aHok X
1agnet 3
ok Ent
l u | .
powered by Computer Guillance Corporaion  User*tame. TBAS0 (Tom Barda)) Menu Main Version 4.0 SP: 999

Year To Process

Defaults to the previous system year.
Combined State and FederalW2s

Y  W2s will generate for All employees.

N Onlyemployees meeting the criteria belowwill print. Morethan one state canbe processed only
ifthe Statefieldis setto N. Thisis the Normal Selection.

Company Name Co/Div

Ontheline marked “Company Name”, enterthe Company/Divisionyou are processingandincludethe
Common Federal ID. These two lines will not display if security was cleared security using single
Company/single Division.

Process For States
Y The"State Processing Detail screen"will displayafterclick
OK. N OnlyFederalinformationwillprinton\W2s.
Only Print W2swith Local Wages
Y Onlyemployees with specifiedlocalwageswillgeneratea\W2.
N All employeeswith state wages will generate aW2regardless ofwhetherlocalwages exist.
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W2 Forms - Impact Printers

Print Sequence
1 Name
2 Social Security Number
3  Employee Number
Select a sequence. If combining by Federal ID#, you must use 2 (Social Security Number).
Print W2 Forms
Y  SelecttoprintW2s.
N Creates Electronic File.
Form Type
If Print W2 Forms was set to Y, select one of the following Form Types.
1 Single
2 SidebySide
Magnetic Media
N  Selectto printW2s
F  Federal,ElectronicFile will generate
S  State,ElectronicFile willgenerate
L Local,ElectronicFile willgenerate
Note: IfyouchosetosetMagneticMediato L (processLocal, ElectronicFile only), the followingfields must
besetaslisted below:
Field Setting
Combine State and FederalW2’s N
Process for State
OnlyProcess W2’swith Local Wages
PrintW2 Forms
Magnetic Media

—rzZz <<
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W2 Forms - Impact Printers

State ProcessingDetail
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The State Processing screendisplays if the Process for Statesfield is setto Y on the previous screen. Ifthe
Combine State and Federalfield was setto N, you can process more thanone state ata time by including the
state codes. This willgenerate a spool file for each states elected. However, if the state requires local earnings
information,these states mustberun individuallyand notcombinedwithanyother state processing.

1. The State Code isfoundin the State Masterrecord.

2. Ifthe staterequireslocal earnings information to be printed on the W2, enter Y to include locals, then click
PROCESS, andthelocalscreenisdisplayed.For moreinformationsee "Local Processing Detail"on
page 7-11

3. Ifnolocalinformationis required, leave as N, and then click Process to process/continue.

Important: See State Specific Information for "Ohio" on page 7-24 and "New Jersey" on page 7-22.

If the Locals field is set to Y on the above screen, then the Local Processing screen displays when you click
PROCESS.
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W2 Forms - Impact Printers

Local Processing Detail
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Print W2 Forms
1. EntertheLocalCodestobeprocessed.

2. EnteraTaxTypeforeachLocal Code (thisis a required field but will be used only when required by
the state/local).

C City

D County

E  School District
F  Other

B Blank

3. Select the Magnetic Media Format. You canclickthe prompt todisplayall the supported media
formats and descriptions.

4. ClickPROCESStocontinue processingtheW2s.
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W2 Forms - Laser Printers

W2Forms-LaserPrinters

Payroll | Annual Laser W2 Print
* ThelLaserW2 processis valid ONLY forthe United States.

* SSN-Ifanemployee's master recordis notfound, the employee name field will contain NOT FOUND on the
laser form. This provides a flag so you can determine a possible problem with the master files. Fora testrun,
send the datato a spool file for review.

* TheEmployeeZip Code,inthe Employee Master, MUST be in the format of 123456789, where 12345
representthe first 5 numbers and 6789 the lastfour. The last four may be blank or zero if unused.

®*  YouMUST review all Distribution Master records to verify valid W2 Box and/orW2 Box Suffix entries. Itis
highly recommendedthe W2 print descriptionis utilized foranyBox 14 entries. Only thefirstfour
characters will printon the W2 form.

* If SDlis paid by the employee, it will printin the State/Localbox. This means thatif an employee has one
State/oneLocaland SDl s present, two pages of Laseroutputwill be required per each individual.

* 37.0 and 34.3 - BEFORE PRINTING LASER W2 FORMS: If there are any locals, you MUST
perform "Laser W2 -- State/LocalMaintenance" on page 5-9. Local Codes will NOT function properlyin
this processWITHOUT running this procedure, which ties the locals to their respective States.

* Oneofthe functions of the abbreviated name field in the Employee Master is to find the Employee’slast
name. Use this field properly, or unexpected results will occurif leftblank (i.e., the name will not print
properly). This field must contain all, or as many letters of the Employee’s lastname as possible. For
example, GarciaM.

®* You canusebothpre-printed andlaserW2s.Pre-printed laser forms may havealignmentissuesthat
cannot be resolved by CGC due to printer differences.

Important: You must have executive security to run this option.
* |fyou clearsecurity All Company/All Division, the option to enteracommon Federal ID# will display.
* AllW2sforfederal, selected states, and locals printeach time you process this option.

* ElectronicFilesarestill prepared usingthe W2 Forms/Magnetic Media/XML option, see"W2 Forms-
MagneticMedia"onpage7-14.

*  Whenyouselectto run by Employee, you can requestup to a maximum of FIVE social security
numbers. Social security numbersare notvalidated by this procedure.

* Thesystem producesalLaserW2 Recap Report. (The Grand Total nolonger printson the lastW2 form.) The
reportgoeson"HOLD"inthe outputqueue. The print fileis QPRINT1and the UserData Value report number
(viewedin the Work SpoolFile)is PRP606.
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W2 Forms - Laser Printers

Process for Laser W2 Forms
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User Name: TBA50 (Tor Barday)

Menu: Main

Lase W2Print

1. Answer N forPreprintedLaser Forms if you are using a blank form to create FORMationoreForms.
AnswerY if you are using Preprinted Laser Forms.
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W2 Forms-Magnetic Media

W2Forms-MagneticMedia

Payroll | Annual | W2 Forms/Magnetic Media/XML
Important: This menu option requires Executive Security.

* You mustprocessthe ElectronicFile foreach governmententity individually. You cannotcombinethe
State records.

* FederalMagnetic Media-- Thefields, Combine State& Federal W2, Process all Statesand Only
print W2swith Local Wages, shouldallbe setto N. Setthe Magnetic Mediafield toF (File name:
PRW2512)

¢ StateMagneticMedia-Setthe Combine State& Federal W2 fieldto N; Setthe Process for Statesto'Y,
Set the Only print W2s with Local Wages field to N. Set the Magnetic Media field to S (File name:
PRW2512)

* Setthe PrintW2 Formsfieldto N to create the magnetic media file and suppress printing of the W2s.

* Thefields,IncludeCo(s)/Div(s) WithCommonFederal ID#and Company Name or Single
Co/All Div(s),willnotdisplayunless All Company/AllDivision was used atlogin.

* NewYorkYear-End/4th quarter magneticmediais run using 941 forms. Thisis fora combined Year-End
and 4thQuarter earnings reporting,perNew York specifications.

_,;E)GCMS Company Division: 000-HARRIS ELECTRIC INC € | i) A b < £ @@ (D

AR® Admi & v o v EgAsdv Eqlisinie ECUv GLv HFv HREv HRSSv Inguiyv Integraony JCv LMReqv

o

E o
2 &
R,
B

&

OedProcy PCvy PSv Paroliy o PanlCany gv RepContvy Senicev TEMY Userblenuvw

00 000 HARRIS W2 Processing Selection PRP14

o

powered by Computer Guilance Corporation  Userlame. TB350 (Tom Bardtap Menu. Main Version 4.0 SP. 999

Year to Process

Defaults to the previous system year.
Combined State and FederalW2s

Y  W2s will generate for All employees.

N Onlyemployeesmeeting the criteria belowwill print. Morethan one state canbe processed only
ifthe Statefieldis setto N. Thisis the Normal Selection.
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W2 Forms-Magnetic Media

Company Name Co/Div

Onthelinemarked “CompanyName”, enterthe Company/Divisionyou are processing andinclude the
Common Federal ID. These two lines will not display if security was cleared security using single
Company/single Division.

Process for States
Y The'"State ProcessingDetail screen"willdisplay afterclick OK

N  OnlyFederalinformationwill printon W2s.
Only Print W2swith Local Wages

Y  Only employees with specified localwages willgenerate a W2.

N Allemployees with state wages willgenerate a W2 regardless of whether local wages exist.
Print Sequence

1 Name

2 Social Security Number

3  Employee Number
Select a sequence. If combining by Federal ID#, you must use 2 (Social Security Number).
Print W2 Forms

Y  SelecttoprintW2s.

N Creates Electronic File.

Form Type

If Print W2 Forms was set to Y select one of the following Form Types.
1 Single
2 Sideby Side

Magnetic Media

N Selectto printW2s

F  Federal,ElectronicFile will generate

S  State,ElectronicFile willgenerate

L Local,ElectronicFile willgenerate

Note: IfyouchosetosetMagneticMediato L (processLocal, ElectronicFile only), the followingfields must
be setaslisted below:

Field Setting
Combine State and Federal W2's N
Process for State Y
OnlyProcess W2’swith Local Wages Y
PrintW2Forms N
Magnetic Media L
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W2 Forms-Magnetic Media

W2 Forms/Magnetic Media/XML Detail

This screen will display if the Magnetic Media field on the selection screen was no set to N (no).

72 = - . A o- R
@eCMS CompanyDivision: 00/0E-HARRIS ELECTRIC INC b Nl ~ L 0 AT Ts 1@ (D
Il * AP+ ARv Adminv Anchialy DOPv Bollv CopyCov Egécdy EqMaintr ECMv GLvy HFvy HREvY HRSSvY Inguiyv Inlegraiony JCv MaliRegw
OraProcy PCv PSv Pamolly el Pamil-Canv Preplomy Purchasingy RepCondvy Senicev Tilv Userllenuv
. —1&
0Ol 40 W2 State - Media Reporting PRP4T

= = ]

poweted by Computer Guillance Cormporaion  User™iame: TB350 (Tom Bardlay) Menu Man Version 4.0 | SP. 699

1. Enterthe Transmitter Information. This may be leftblankif the transmitter is the same as the employer.
2. Transmitter Federal EIN - May be leftblank ifitis the same as the employer.

3. Transmitter PIN# (required for Federal only).This number is provided by the Social Security
Administration.

4. TLCN-Supplied bythe taxingauthority. This is requiredif you set the Re-submissionfieldto Y. This
can beleft blankifthe Re-submissionfieldis settoN.

Verify with your Taxing Authoritythe requirementsfor the correct Media Type and Format.
MediaType andDevicelD

* 1-AS400Tape

* 2-DownloadtoPC Diskette.

* ForAS/400 Tape- 2, Media Type 1. Enteravalid Device Name. (i.e. TAPO1).

* Donotenteradevice nameis downloadingto a PC Diskette (Media Typesetto 2).

* MediaType2 maybe usedtocreate the magneticmediafile onthe AS400, which canthenbe
backed upto tape ordownloaded to the PC for diskette reporting.

S o,
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W2 Forms-Magnetic Media

W2 Forms - Magnetic Media, PC Diskette
This screen displays if you set the Media Type field to PC Diskette (option 2).

@eCMS Company Divisia: 00/000-HARRIS ELECTRIC INC ':& - & A ’; - g B l @’ (')

.v AP* ARv 2dminv Avchialv ADPv Bollv CopyCov Egacdv Eqllainlv ECUMv GLv HRv HREv HRSSv inguinv Inlegralionv JCv LMaliRegy

OrdProcy PTw PSSy Pamlly Mo PamiCanv Proplome Puchasingy FepConsty Senicevy TAUw  Userllenuv
al

Usa Transter from your T250 emulater 19 ranster fle FRWVZE1Zlothe PC

powered by Computter Guidance Corporaion  User Name: TBIS0 (Tom Bardiay)

Note: This file is overwritten each time the option is run.
7. Click OKtocontinue.Use your5250 Emulator (i.e. Client Access, Rumba)to transferthe file to the PC.
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PC File Transfer

PC File Transfer

PC File Transfer, ClientAccess

2 Data Transier from System |
Fiie View Heip

e dE

Sywhmen
Systeminsme (101110

File name CMSFIL/APPMTF = Browe [

Qupsdence  |Fin *  Deak |
s pame JCAIRS Ta Bromae |

Fomat Dpborn

[ Tiaesber dta fom Sytemi |

1. Start aClientAccess"Data Transfer from AS/400" Session.

Power 7
2. Click he promptarrowto selectthe System Name (the System Name refers to the Power 7 ID number).
3. FileName-Enter apathconsistingofthe Library (CMSFIL)and the File Name, as in the followingexample:

CMSFIL/PRW2512.
Important: You mustdownloadthisfiletothe PC before the nextMagnetic Mediais processed. Thisfileis
overwritten eachtimetheW2magnetic mediaoptionisrun.

PC Details

4. OutputDevice-click the promptand selectFile.
5. Enterthelocationin which to save the file - this includes Drive, Path, and File Name - or click the Browse
buttonto help you locate the desired directory.
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PC File Transfer

PC File Transfer Details

6.

Click the Details button to the right of the File type field to display this dialog.
CErCE—— 21

Outpt PC e
Gt
™ Overgpte enitng He

™ Apoend o exting fe
™ Croste or ovewaite fle even f omgly fosd set

File yow

JASCH Text =] Detak |
Trarvlele spstem datata  |ASCH =]
PC He descrpion e

 Save maaterdescighion

File fommat (= Erbanced " Sundsd

File pame

[CIRSTACFOF Prowne I
[0 ] cwme | new |

Output PC file

7.

11.

12.

Selecta file save option.

* The Create New File option will save eachfile transfer with a differentname. Iffile already exists, you
willreceive a warning with an option to overwrite the existingfile.

* The Overwrite Existing File option will automatically overwrite PC file with same name without warning.

Note: Although either of these two options may be used, we recommended you use the Create New File
Option to receive the existing file warning.

ClicktheFile Type promptarrowandselect ASCII Text.
lllinois Entry: Select BASIC Random
Clickthe Translate system data to promptandselectASCII.

. Selectthe Save transfer descriptionoptionifitis notclicked.

lllinois Entry: Clear the Save transfer description option
Virginia Entry: Clear the Save transfer description

option.
Clickthe Detailstabandclearall optionsexcept Truncate spaces fromend of records.
20

¥ {Tuncate spaces fom end of records
[T Pad rumene bekds with leadng zeies
I Inchude end df fle ndoator

R

Click OK, and then OK again toreturnto the Data Transferfrom AS/400 screen.
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PC File Transfer

13. Fromthe Filemenu, select Properties to access the PC File Transferoptions

[t Dota transter fromsystemt lCix

| Fie Vow Heip
New Cerledy
Cpewn.., Culel
Save Qules
| Poosties.. | E
i_;;rrmmmnum il =] Brovee I
2 Moees Dials Tranafer from System | (3). 04 =l
3 Now Data Transfor from System | (2).0
4 Now Data Tronsfer from System Ldtf Data Opton I
| File = Dew I
JOURSTAX Brogse I
| Tsarabes dta hom Systen |
| Cureet trasker reguest propertes |

14. Onthe Conversions tab, select Convert CCSID 65535 (this allows the file to be converted to the correct

format).

lllinois Entry: Also select the Store DECFLOAT option.

21x|
Conversions | Lieasy List | Display | SOL | Connection | Satup |

- enetal options
W Convert CCSIDBS535
[~ Log postion of untranslatable fields

R Store DECFLOAT values as character data

t& Gyslemn i dale ot

r Lofver Extel cole and brme coly

e

r Flow numenc data iy ohiarasies collmmy ta be

Cofyened (o Sraatter tols

e ]

15. Click Apply.
16. Click OKtoreturn to the Main Transfer screen.

Cocel |  aoob |  Heo |
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Renaming SYYFiles

Transfer the data

5 Dot ransies rom systemi ST
Fie View Heip
mEdE
Syzrmmi
Systeminame (101110 -]
Fie name CMEFIL/APPMTF 2l Bowe |
=
Data Dptors
FC
Quipst dewice |F\r :] ks 1
“ds pane JCARSTA Brogye I
Fomeat Ophorn
[ Trarader data hom Spstem ]

17. Click Transfer data from System I.

Note: Be sure to transfer each magnetic media file as it is created.

Renaming SYY Files

Aftercompletingall W2 processing, butbefore processing the FirstQuarter 941 reports andforms,the SYY files

created MUST BE RENAMED.

IfyouareusingeCMS3.4.3,the 5 SYY fileslistedinthefirsttable, shown below, willexiston your system. All
11 ofthe SYY files listed in both tables will existif you are using eithereCMS version 3.7 / 4.0 / 4 1.

All Releases

SYYCNC  Company Defaults-Company name and address.

SYYPRS Payroll Systemfiles-FICAand EIC limits
SYYPRD  PayrollDefaults-EIN and PR defaults.

eCMS v.3.7 and 4.0/ 4.1.0nly

SYYTCNC Company Defaults-Company name and address.

SYYTPRS Payroll Systemfiles-FICAand EIC limits

SYYTPRD Payroll Defaults-EIN and PR defaults.
* Do NOT remove or delete these files.

Canadian Processing Only
SYYTEI EmployerEl Tax File
SYYSTM Province Master

Canadian 3.7 and 4.0 / 4.1 Only
SYYTTEI EmployerElTax File
SYYTMST Employee Master

SYYTSTM Province Master
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State Specific Requirements for W2 and/or MagneticMedia

Renaming the SYY files

1. SelectF10atany CMS menutogetacommandline

2. Type the command WRKOBJ (space) SYY*,
and pressENTER.

3. Puta7onthe OPTline nexttothe SYY files,and press ENTER.

4. The firstfile willappear. Typethe new name on the "New Object" line (press ENTER). The next file will
display, repeat rename for secondfile and press enter. The third file will then display, repeatthe
rename process (pressENTER).RenameExample: FromSYYCNCtoSYYCNC15(i.e.,lasttwodigits
ofyear)

5. TypeF3toexitthe Work with Objects screen.

2018eCMS 3.7/ 4.0 / 4.1YearEnd Processing
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State Specific Requirements for W2 and/or MagneticMedia

State Specific Requirements for W2 and/or Magnetic Media

New Jersey

To meet New Jersey state requirements we have provided the field, Disability Private Ins Plan. For this field to
function properly, you must enter your disability ID number in the Unemployment ID field and you must set the
select the Disability Private Ins Plan option.

IneCMS 343, the UnemploymentID fieldis labelled State l.D. for SUTA,and the Disability PrivateIns Plan
field should be setto Y.

State Master Detail
@eCMS Company Division: 3700-4 0 Cuick Qua Builders BlelfimOANS LT sd i@ O

l' APv ARv Agminv Achivaly DPv Bollv CopyCov EgqAcdv Eqllainte ECUv GLY HFfv HREY HR-SSv Inguiyv Integraionv JCv LaiReqv

‘ OrdProcy PICvy PSw Paolly 1o PamiCanv  Propligme  Purchasingy RepConfly  Senicew T8Mw  Usérbenuv

u
|| Payron State Master Maintenance Mode  Update PRP240 PRMOE - 3
!. State Humber )
State Name ARZONA Mewmum VWage: 300 AversgeEamings: H
$41, W2 I Suppl Info on Cent Rpt: (] Exposura Limits: Caletated
Unemployment ID: 1471 NACS Code: Website \www azpov
Media Number: 0 Cowerage Type:
|
Worke™s Compensation
| promumsasis [Deitar = Include inEamings Premiums
Annual Base Wage: [ £ 00 Crartime Pay: Reguir Only 3 Lirrit Tyype:
Otaer Pay: Reguiar Onlj -:] Worker's Comp:
Indiude in Hourly Premiums Sick Pay: r Propert) Damage:
Overume Hours: =3 Vazation Pay r Body Inury
Other Hours: | Helday Pay I Executia Officier:
Sick Hours: r Enployer Paid Benehit 3
Vacation Hours: r Special Check: =
Holiday Hours: r Hon-Taxable Travet: r
Taable Travel: rC
Touable Adustments: (=3
Nen-Taxable Adustments: r
Du-abality Private Ins. Planc =

Previous Delate Ent Ok

[l poweted by Computer Guilance Corporation  Usertame: TBAI50 (Tom Bardad LBCC Group: QA-ALL Mena: Main Wersion 40| SP 999

Note: The UnemploymentIDfieldallows upto 15 characters. All characters enteredin thisfield will printonthe
form.
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State SpecificRequirements forW2and/orMagnetic Media

New Jersey Family Leave Insurance Plan

You must have a Local Master record set up for FLI prior to this procedure.

i o B . ] i
| @GCMS CompanyDivisiore 37/000-4.0 Quick QualtBuilders B« =X LS B (0]

l' APY ARv Adminv Achialvy ADPv PBollv CopyCov Egacdv Eqllainty ECUy GLv HRy HREY HRSSv Inquiyv lntegrationv JCv MaRegw

CrdProcy PZw PSv Paroly el Pymoi-Canv Proplomw  Purchasingy FepConsty Sendcew TUY  Userlenuv
| &

© @
Year-End Bo; Maintenance PRPB0;
|
om D w___
37 000
Fo
w2 s
v :
@ s
r 5
w2 8
2 s
N2 8
| Search [
I Ok " Ent " Printous " Deele I o

Version: 4.0 | SP: 299

[l powered by Computer Guidance Corporaion  User Name: TBS0 (Tor Barday) LBCC Group OA-ALL

The W2 Box Assignments should be set up as follows:
Tax Deduction
Box
Enter 17 for the Box Number.
Code
Enter A for the Code Number.
Earnings
Box
Enter 19 for the Box Number.
Code
Enter B for the Code Number.
Description

Enterthe ID numberassigned by the New Jersey State Departmentof Labor, Bureau of Private Plan,
Approval & Termination section.
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State Specific Requirements for W2and/or MagneticMedia

Ohio

The state of Ohio requires a local tax ID number in the local setup for W2 processing and magnetic media.

eCMS provides the Local TaxID field for enteringup to a 7 digit code. For Locals withouta School District
designation, thisfield shouldbeleftblank.

The following example shows the Local Master with an Ohio District entered in the Local Name and the school
district code assigned by the state of Ohio in the Local Tax D field. This sets up this local school district for use
inprocessingW2s.

Local Master Detail

I 77 = g . - 4 = 1
_@eCMS Company Division: 37/0(0-4 0 Cuick Quality Builders Ll C]ER ANl xSl @@ 0]
n v APv ARv Adminv Archialvy DPv Bollvy CopyCov EqAcctvy Eqllainle ECUY GLvy HFv HREY HRSSv Inguiyv Integraiony JCv UaiReqv
OrdProcy PICYy PSSy Pamolle el Parel-Canv  Propligmy Purchasingy RepConfly  Senicav TAMY  Userlenu v
Payroll Local Waster Maintenance Mode: Add PRP112 PRAMS - 17

Locai Numberi360
Local Name:
Local Tax iD:
State:

County: fo 3
PAACT 32 3

powered by Computer Guillance Corporaion  User™lame. TB350 (Tom BardaD Version 40| 5P 999

When setting up an Ohio school district, enter the school districtname in the Local Name field and enterthe
schooldistrictcode assigned by the state of Ohio in the Local Taxfield.

When selectingthe local type while magnetic media, select E for the school districtand press ENTER. This
displaysthe code underthe school district headingforverification.

See "Local Processing Detail" on page 7-11for more information.
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W2 Magnetic Media -- State by State

W2 Magnetic Media —State by State

An N/A indicates that the media is not applicable to the state or that it is not accepted.
Important: Refer to your respective states Year-End information for new requirements.

State CGC State Code Abbreviation *Media Number
Alabama 10 AL 01
Alaska 20 AK 02
Arizona 30 AZ 04
Arkansas 40 AR 05
California 50 CA 06
Colorado 60 CcO 08
Connecticut 70 CT 09
Delaware 80 DE 10
District of Columbia 90 DC 11
Florida 100 FL 12
Georgia 110 GA 13
Hawaii 120 HI 15
Idaho 130 ID 16
lllinois 140 IL 17
Indiana 150 IN 18
lowa 160 IA 19
Kansas 170 KS 20
Kentucky 180 KY 21
Louisiana 190 LA 22
Maine 200 ME 23
Maryland 210 MD 24
Massachusetts 220 MA 25
Michigan 230 Mi 26
Minnesota 240 MN 27
Mississippi 250 MS 28
Missouri 260 MO 29
Montana 270 MT 30
Nebraska 280 NE 31
Nevada 290 NV 32
New Hampshire 300 NH 33
New Jersey 310 NJ 34
New Mexico 320 NM 35
New York 330 NY 36
North Carolina 340 NC 37
North Dakota 350 ND 38
Ohio 360 OH 39
Oklahoma 370 OK 40
Oregon 380 OR 41
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W2 Magnetic Media -- State by State

State CGC State Code Abbreviation *Media Number
Pennsylvania 390 PA 42
Rhode Island 400 RI 44
South Carolina 410 SC 45
South Dakota 420 SD 46
Tennessee 430 TN 47
Texas 440 TX 48
Utah 450 uT 49
Vermont 460 VT 50
Virginia 470 VA 51
Washington 480 WA 53
West Virginia 480 wv 54
Wisconsin 500 Wi 55
Wyoming 510 Wy 56
British Virgin Islands 531 VG or VGB

Guam 700 GU

Kwaijalein - U.S. Citizen 954 MH or MHL

Kwajalein Citizen 956 MH or MHL

Puerto Rico 600 PR

Virgin Islands 530 VI
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Appendix A

Restoring eForms Templates for Year-End Forms

eForms templates use a dynamic year field, which allows you to determine the year to be displayed.
These templates are installed as part of the Year-End installation procedure, however they will need to
be updated before they can be used. In eForms, this is called “restoring” a template.

After you have installed your Year-End CD, the following eForms templates will need to be restored on the
eForms server.

* Form1099-Broker ® Form1099-Int ® W2Wages/TaxStmnt
* Form 1099 - Dividends® Form1099-Misc

1. ClicktheeForms Viewer icononthe eCMStoolbar.
G« 5 A7 ®i® O
2. Clickthe EditTemplates icononthe eFormstoolbar.

(¥ %;&Lﬂfﬂ (= (e sl (@)

3. On the Edit Templates Selection screen, click theEditTemplatesdrop-
downpromptandselectthefirst1099 formfromthelist(Form 1099- Broker).

@eC'\ﬂS ComparnyDivsion: 37/000-40 Quick Qualt Bullders L‘d _...ﬁ ,J ..-c.i '.‘:Jﬂt?‘ sl
I Ecit Templates b

Select Cop : Name Descnption CoDiv  Location Zustomer Number Joblumber SubJob CreatefseriD Active
r AP Chacks Uaster Templateor AP Chacks 200 ¢ CGCOWIER r
r AP Chacks_EVS Master Templatesior AP Checks oo t VDONEFUDI r
r AP Chacks rmb Master Templatelior AP Chacks 10 { REALL r
r Kabe AP Checky Katig 4P Checky 3123 Amonal { KJEISD r
" AP Checks\VRAP 0323 Wrapping Test 13 ¢ ACD350 r
! AP Checks_1_0 Master Templatelior AF Checks 10 (1 CGCOWIER r
| AP Checks_1_0_copy ligsier Templatelior AP Chacks wo { CGCOWIER [ -4
r AF Checs_1_0_TEJ Master TemnplateSor AP Cheos _TE) 10 SanDisgo TEJ3S0 =
r AP Checks § 35 Liaster Templatelior AP Checks B 3% 838 ¢ CSALAS F
I =] AP Cheds\YRA® 0423  VWiapping Test 620 { GWB3%0 F
] APChecksCo o Template for AP Shacks Co 79 w0 { SASHENBSO 74
L BUH AP Checks BMH Template for AP Chachs tes! 3z ] BUH320 r
L AF Cheds come 60 Master Templatelior AP Checks 120 € TEJ350 r
= Pusrhiane O of APChecks CoX Cop AP Chack with Copy Wiilien Across R Co 37T o ¢ SESHENIED B
r Coprhg Edil AF Checks vidp Master Templatelior AP Cheds 10 idia { YRAUADJIRAI r

|| cotumn Hame Fiter Valoe
Select One =] Equat} =l 6o -
1-15 of 24
Delete Restore Closa [a]w]
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4. OntheEditTemplatesDetail screen, selectthe Form 1099 - Brokertemplate by clickinginthe Selectbox.

; @ eCM S CompanyDivision: 37/000-4.0 Quick Quality Buildess

HO00EE--

each ofthefive template listed above.

[t Templates [Form 1059-Broker =
Select Copy/ Changs Open Template Hame Desciption CoDiv Location Custorser Number JobNumber SubJob CreateUserD Active
FQ C\.n Ch; ] Edit Form 1089-Broker Master Template for Forn 1093-Broker {0 0 CGCOWNER F
Column Name Filer Valus
(Select One H | ] =
Delete Restore Clese . iﬂl,
5. Click the Restore | button.
6. You willbe prompted to confirm this selection. On the popup window, click OK.
7. Clickthe EditTemplatesdrop-down promptto selectthe nexttemplate, and repeatthis procedure for
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