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Our Goal

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

United States

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

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

Documentation Available under:
Resources >
QE and YE Documentation >
2018 U. S. Year-End Documentation

Print this documentation and read it!!

| CGC Supported Forms are listed in Year-End documentation]A

New Forms Supplier

For Forms

Hospital Forms Service/Forms
Management Services

Contact Information is on

Slide 114 Below
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Accounts Payable

[1 Accounts Payable Year-End Processing is Complete
o After Running the Cash Disbursement Update
for the last check run of the current year
[1 Objective
o Maintain or create 1099 Type Codes
o Print 1099 Forms

o Create the 1099 Electronic File
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What Is New?

Restore 1099 eForm
The following form has changed:

1099-DIV

COMPUTER
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1099 / T5018 Reconciliation

Reports and/or Options Used to Reconcile Year-End
Verify Employer Federal ID Number in Payroll Defaults

Vendor Master Listing / IDI is used to verify and maintain
Vendor Name
Address
Code
Tax ID Number
Sole Proprietor Information

State 1099 Selection File is used to maintain state codes for Electronic Media filing for combined Federal/State

Create 1099/ T5018 Code Listing / IDI to verify Type Codes
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1099 / T5018 Reconciliation

Create 1099/T5018 Register to verify Vendor Information and Box Amounts
Run History Report by Vendor Number to get further detail on specific vendors
Use AP 1099/T5018 Code Maintenance to maintain codes by vendor and/or invoice

Run Register or Print 1099/T5018 Forms to get order count

Details to Follow:
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Payroll Defaults

Admin > Application Installation > Set-Up Default Values >

Payer’s Federal ID Number
Verify the Federal ID number is correct

It is located on the 2nd screen of the Payroll Defaults

System Administration

Payroll 8Y850402
Return
I/C G/L Number
Pay 2299.00000.000 [<] Rec [1299.00000.000 [<]
G/L Numbers
Bank 1000.20000.000 [<] JcAloc [6000.00000.000 <]
IIC Cash ColDiv 0 0f < P/R Accr [2404.00000.000 <]
I Federal ID 112233445 Earn Method [Post Earnings by Check Date [v]
4| Start Day Cert P/IR 1
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Vendor Master Maintenance
Accounts Payable > Maintenance >

Use the Vendor Master Listing / IDI report to verify vendor name, address, tax ID #, etc.

Sole Proprietor - if the Proprietor Name field on the General 2 Tab of Vendor Maintenance is populated, then this name will print on the
1099 Form, not the Vendor Name (DBA info). This meets the IRS Publication 1220 specifications

Note:

DBA1 and DBA2 will allow 40 characters each and are now available as merge fields for the 1099 eForm to replace the Vendor Name /
Proprietor Name

This is an all or nothing decision as this will affect the way electronic filing is processed

- Examples of both the Vendor Master Report
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IDI - Vendor Master Listing

Accounts Payable > Listing

Alt —
Vendor| ) ZipIPostal - Job |sub rerm {1099 Form | Vendor | Minority] Entry [P.s.T. |contact
No * 3 Vendor Name Address 1 Address 2 City St/Prov. Code Abbreviation |Phone Fax No Job xznd Alt Vend Name ode |Required Federal .d. No Type Code Date Reg. No | Name
4 Vendor 1 Construction N RISHING THE WORLD ~ TALK TO EVERY ONE RELIV CITY CR 852047777 bbbven1 Vendor 1 Construction  § 864564 P 0 00/23/2003
sy Y80 ek
2 Leisel's Construction 150500 North Scottsdale-E  Suite 123456 — Cityof My Dreams XX 09887825 AAALEISEL G b 444- 98765  Leisel's Construction |14 555.12.2020 P 0 09/15/1999
4447000 7401

4 Sitting Bull Trading Post Fort Apache Compound 145 Sagebrush Way Tuba City MD 854784321 SITTING Sitting Bull Trading Post : 86.55555 P 0 01/20/2004

8 Connecticut Vendor 100 West Yankee Dr Hartford cT 06001 CONNECTICU Connecticut Vendor e 86145114 0 08/03/2007

9 Nine Ways to Win 1404 N West Florence AZ 85146 NINE WAYS Nine Ways to Win 0 02/08/2012
10 Common Vendor 100 West Commerce Rd—E  Suite 1050 E Ph E Az 850101111 coMmMONVEN {22 Common Vendor M 717 88999 0 04/01/1998
21 AAA Vendor - ADDRESS LINE 1 - ADDRESS LINE 2 - CITYOFVENDOR ' p7 885522100 aaa NicK AAA Vendor 1 f5590 1005 0 0172012003
22 Ab Sub-contractor aBsuBcon L0 . Ab Sub-contractor . 666 55 4444 0 0212411998
4 C-clean Up Contractor 454 54 Anywhere Land Nephi Az 85555 C-CLEAN UP C-clean Up Contractor 0 02/26/1998

TP TEST TP TEST
25 SUBCONTRACTOR TPTESTSU SUBCONTRAGTOR 0 00/20/2011
30 Office Supplies 100 East Brodway Mesa AZ 85206 OFFICE SUP Office Supplies 0 06/17/1998
31 Vendor For Credit Easy Street Way Tempe AZ 5444 VENDOR FOR Vendor For Credit P 0 06/17/1998
32 Net Loss Vender NET LOSS Net Loss Vender 0 01/12/2000
33 Liamas Are Us Lima AZ 85204 Llamas Are Liamas Are Us 0 09/08/2006
35 Mr Discount Vendor Mr Discoun Mr Discount Vendor 0 11/08/2006
36 Cabinetts Are Us Gilbert AZ 85204 CABINETTS Cabinetts Are Us 0 05/11/2007
40 Vendor 40 Address Line 1— Address Line 2- High Life City—e ~ MN 85204 VENDOR40 Vendor 40— M 86.841351 0 0211412000
Norman's Mower . Norman's Mower

41 Norman NORMAN'S Pl 0 07/23/2003
44 Barb Pepper Addr 1 Addr 2 Chicago It 45164 pepper bar Barb Pepper - 444,44 4424 T 0 08/10/2004
45 Vendor 45 VENDOR 45 Vendor 45 0 02/10/2003
47 Discount Vendor 47 DISCOUNT V Discount Vendor 47 0 07/31/2007
49 Barb's Bams BARB'S BAR Barb's Bamns 0 06/08/1999
50 Anna's Bakery Main Street A Ottawa PQ  POM1BO ANNAS BAK Anna's Bakery o 511.11.5050 0 01/15/1999 CANADA
52 Ann the Wonderful ANN THE WO Ann the Wonderful 0 07/17/2007
55 Tax Vendor Test Irs Ave Phoenix AZ 85444 TAXVENDOR Tax Vendor Test M 333.11.8888 0 05/05/1999
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Vendor Master Listing
Accounts Payable > Listings > XAP0O80 (Numeric) - APP088 (Alpha)

DATE 11/19/12 XAPOBO 90 001 EKarreoll's Construction370-30EE TIME 10.08 PLGE 1
VENDOR MASTER LISTING
VENDOR VENDOR NAME VENDOR ADDRESS 1 VENDOR ADDRESE 2 ABEREV
JobX¥¥/Sub /PHONE FAX NO. ALTERNATE VENDOR TYP MIN CDE ENTERED
00001 Vendor 1 Construction NCURISHING THE WORLD TALK TO EVERY ONE 852047777 bkk ven 1
E 0 09/23/2003
00002 Leigel's Construction 150500 North Scottadale-E Suite 123456 ------- 99887825 ARAALEISEL
Leigel's Warehouse bldg.. 12234567890 Main Btreet--= Delivery Dock #88 AZ 99887825 SHIP
NICE 480 444-7000 480 444-7001 98765 0 09/15/1999
00004 Sitting Bull Trading Post Fort Apache Compound 1475 Sagebrush Alle 854784321 SITTING
7 0 0l1/z9/2004
00008 Connecticut Vendor 100 West Yankee Dr 0&001 CONNECTICT
0 os8/03/2007
00009 Nine Ways to Win 1404 N West 85146 NINE WAYES
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Vendor Master Maintenance
Accounts Payable > Maintenance >
1099 / T5018 Fields
Tax ID Number Type

Federal - Identifies the number entered into the ID Number field as the Vendor’s Federal ID Number
Social Security — Identifies the number entered into the ID Number field as the Vendor’s Social Security Number

Tax ID Number - Vendor's Federal Identification or Social Security Number is required if you are going to process a Form 1099/T5018 for this
vendor

1099/T5018 Code - This code identifies the type of 1099/T5018 form to print and the box number to use. Note: If a 1099/T5018 code has
been entered in this field, with the tax ID number type of 1 or 2, Federal ID/Social Security, the tax ID Number is required

Print When 1099/T5018 Code in Vendor Master - in Print 1099/T5018 forms, will determine if the code is a required field in the Vendor
Master File. The code can be entered or changed during invoice entry

T5018 for Canadian Companies - require an ‘S’ code in the vendor master file for T5018 forms to print

COMPUTER
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Vendor Master Maintenance
Accounts Payable > Maintenance >

1099 / T5018 Fields

Proprietor Name
The name entered here prints on the first line in the recipients box of the 1099/T5018 form
The remainder of the information prints from the Vendor Master file Remit To information

FATCA - flag in the vendor master which will print on 1099 form

COMPUTER
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Vendor Master Maintenance
Accounts Payable > Maintenance >

The following three fields are used exclusively by the 1099/T5018 Programs
State Abbreviation - entered here prints in front of the State ID whenever State ID is printed
Country Name - As an option, enter the country in which the vendor resides
If this feature is used it must be used for ALL Vendors!
DBA1 — 40 character field to preplace Vendor Name / Proprietor Name

DBA2 — 40 character field to preplace Vendor Name / Proprietor Name

[ Must add merge field in 1099 eForm to use J

COMPUTER
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State 1099 Selection File

Accounts Payable > Maintenance >

Maintain State Records

Fields used to maintain state records for Electronic Media Federal/State combined filing
Enter the State Abbreviation
Enter IRS State Code
Special Data Entry is optional

The State 1099 Selection File allows the combined federal/state 1099 Electronic Media for states that require this information. Refer to the
Year-End Documentation to determine which states are included with the Federal electronic file.

Note: If any records are found in this file, and you specify “Combined Federal and State” when you create Electronic Media, then the 1099
diskette will be processed as a combined Federal/State filing

COMPUTER
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State 1099 Selection File

Accounts Payable > Maintenance>

Processing will be for Federal only if no state 1099 selection records are found

Enter the State Abbreviation of the state for which you would like to maintain a 1099 record, or click the drop-down prompt to select from a
list

State abbreviations are listed in the Year-End Documentation
IRS State Code is prescribed by the IRS

Special Data Entry is optional and, if required, is dictated by the taxing location (state or local)

COMPUTER
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1099/T5018 Code Table Listing Report — IDI

Accounts Payable > Listings >

Type Codes for the following forms:
1099 MISC — Impact, eForms
1099 Broker — eForms
1099 Dividend — eForms
1099 Interest — eForms

T5018 — pre-printed laser, eForms (Canadian only)

COMPUTER
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IDI - 1099/T5018 Code Table Listing

Accounts Payable > Listings >

| Coae = |Description

FEDERAL INC T/0K WVWH BO>Xa
INT INCOME NOT N 30> 3
EARLY WITHDRAWLAL PEMNALTY
INTRST ON BONDS & TRENAS
FrD INCGOME TA WL X 4
INWESTMNT EXPENSES

1 OIREIGN 1A 1AIL

TOT ORDINARY DIV BOX 1.4
QUALIFIED DIv BX 18

PN SS BOX 1

ROYALTY BOX 2

OTHER INCOME BX 3

FrD INCOME TA WL DX 4
FISHING BOAT PROCEEDS BXS
MEDICAL & HEALTH BX &

NON TP OYE T COMP X 7
SUB PMTS IN LIEU BX 3

CIROIN INSUIZANCE 1’110OCEEDS 10
State Tax wheld Box 16

GRS PRCEEDS TO ATTNY BX11
SrC 4094 DEFRIE S BOX 154
SEC 409A INCOME BX 158

TOT CAPTL GAIN DISTR BX2M
(SN RS RN NTSTS TV 15

SECTION 1202 GAIN BX 2C

COLLCSCTBLS (28%:3GNAIN BXZ2D
Rent

Canadian Type S

1 ED INCOME A VWH B3X 4
INWSTMNT EXPENSES BX S
FOREIGN TAK PAID BX 6
NON CASIHL L IQDTN DIST BX9
STOCKS, BONDS, ETC BOXZ
BARTERING, BOX 3

NLXLC=-0DpTe22 "R I0TMIgQre~NcOAUN-O

COMPUTER |
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1099/T5018 Code Table Listing Report — APP404

Accounts Payable > Listings >

S0 001 Karrocll's Construction370-20EE
DATE 11/19/12 LPP404 1099,/T5018 CODE MASTER LISTING TIME : 132.51.46 PRGE 1

CODE  DESCRIPTION BOX FORM TYDE TYDE OF QROZS

A RENTS BOX 1 1 Misc

B ROYALTY BOX 2 2 Misc

fal OTHER INCOME EX 2 3 Misc

D FED INCOME TAX W/H BX 4 4 Misc

E FISHING BOAT DROCEEDS BXS &  Misc

z EEIZEL;YEEAEEEPB;G? : E:Z Selecting Option Will Run the Report
H SUB PMTES IN LIEU BX 8 8  Misc

I CROP INSURANCE PROCEEDSLO0 10  Misc (no selection screens will appear)
0 State Tax wheld Box 16 1s Misc

K @RE PRCEEDE TO ATTNY BX14 014 Misc

L SEC 409A DEFRLS BOX 15A 158  Misc

M SEC 409A INCOME BX 15B 15E  Misc

N TOT CAPTL GAIN DISTR BX2A 2n  Diwv

o UNRECAP CEC 125 GAIN BX2B 2B Diwv

) SECTION 1202 GAIN BX 2C 2¢  Div

Q COLLCTBLE (28%)GAIN BX2D 2D Diw

R Rent 03 Diw
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1099/T5018 Type Code Table Maintenance

Accounts Payable > Maintenance > Selection - Screen 1

Type Codes are user-defined and are used to assign box number, form types and type of gross
They are system-wide and are the same for all Co/Div
Codes can be assigned to invoices during A/P Entry and at Open Payable Maintenance time
You may need to add or edit 1099/T5018 code types

Codes require descriptions and box numbers

Consult your CPA or tax department for the appropriate information before adding or editing type codes

COMPUTER
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1099/T5018 Type Code Table Maintenance

Accounts Payable > Maintenance > Detail - Screen 2

Description - Enter a description for code

Box Number - Enter the appropriate box number
Invoices coded with this type code will be included in this 1099/T5018 box number

Form Type
Select one of the Four Types of Forms We Support
1 = Broker (requires a CUSIP number)
2 = Dividend
3 = Miscellaneous

4 = Interest

Type of Gross — required for form 1099-B (Broker)

COMPUTER
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Print 1099/T5018 Register — APP684

Accounts Payable > Annual >

20 001 Karroll's Constructicon370-30EE

DATE 11/20/12 LPPs84 /P 1099-MISC Register 9.30 PLGE
Limit G00.00
Box 001 Box 002 Box 003 Box 004 Box 005 Box 006 Box 007
Box 008 Box 010 Box 0Ole Box 014 Box 154 Box 15B
——————————————— Vendolr -——-—----——— - -~
Numlzer Name ID Humber Proprietor Nams
4 gitting Bull Trading Post 86-55555
2,047.11
= : 3,047.11
44 Barb Pepper 444444444 1099 Register used to Verify
Amounts by Vendor 1,250.00
636 High Tower Builders 856-159753
626,00
Ties back to 1099 / T5018
Total for 1099-Misc ( Individual Form
626. 004w  Tiesbackto 1099 / T5018 4.297.11
Form Recap 3,047.11
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A/P History Report by Vendor Number — APP056

Accounts Payable > History >

Select for Specific Vendor

Select for Specific Range of Check Dates

This report is used to identify the Pay Select numbers which may be used for individual invoices 1099/T5018 code maintenance
1099/T5018 reporting is based on Check Date not Entry or Journal dates

Vendor Total is equal to the Vendor’s Individual Form and Total for Register, if all payments are subject to 1099/T5018 Reporting

COMPUTER
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A/P History Report by Vendor Number — APP056

Accounts Payable > History >

001 Karr<ll's Constructicni?o-3o0EE

Date 11720512 APPOSE Accounts Payable History by WVendor - Summary Time 10.33% Pags 1
————————— I M WO I o E ————————— Pay JobXXX Sulks Inwvoics Wouch Date Theck Di=soocunt Che ol
Mumlses 1o Dates Cescription 22l Mumber Jolkb Description Amonant Mo . Faid Mumbe1 Amount Amount

00004 Sitting Pull Trading Post

1z4z=012 01/ 27/2012 test 1099 57321 01/27,/2012 9201478 azz.
SB21PFROG os/21,/2012 5747 HNICE Hick's Jo A10SZZ2
*~waendor Total=™ 5,322.00
0O0S50 Anna's Baksry
Z21z=z012 02,/21 /2012 tesat woid 5725 oz2/21 2012 2221
2212012 nz2,/21,/2012 test woid 57TAS o221 /2 2221
*wandor Total=* .00 -
oozzz A1l Purposs wendor Report has further detail on specific vendors
Zz1z012 02/21,/2012 T=st Entry Da S7T44 MWNICE Hick's Jo 223.31 o4 /le/2012 A10&sZL 222.21
*Vandor Total=™ 222 .21 2232.321
=*Diwviasior Total~ ™ 5,655.21 5,655,321
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Type Codes assign to an Invoice Detail records control which box and amounts will be reported on the form
Code Maintenance is used to maintain codes assigned to invoice detail records
Codes can be added or removed by

Vendor/Pay Select Number

Vendor/Code/Date

COMPUTER
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Change by Vendor/Pay Select Number

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

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

Click OK to advance to the next screen

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

Click OK to accept

COMPUTER
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

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

Enter a From Code and a To Code. These fields are used to change from one 1099 code to another, or to specify a code when none is
currently being used. The To Code must already be setup in Type Code Maintenance

Remove a 1099/T5018 Code by entering
From Code = current code, To Code = blank

Enter a From Check Date and a To Check Date, or use the Calendar to insert the dates
These entries are used for invoices that are either partially or fully paid
Leaving the Pay Select field blank changes the codes for all partially or fully paid invoices within the date range specified

Click OK

COMPUTER
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Change by Vendor to Specific 1099/T5018 Code
The vendor name and address will appear on the screen for verification purposes
Click OK again to accept this change

If you click Exit or Previous, the codes will not be changed

Clicking exit will cancel your changes and exit

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

COMPUTER
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Accounts Payable Year-End Reports

Year-End Reports
Annual Vendor Report
Update Current Year Vendor File
Print 1099 Register
Example of Annual Vendor Report shown on next slide

Update Current Year Vendor File moves current YTD amounts to Prior Year and zeros Current Year fields

" Re-Run 1099 Register for Verification I

COMPUTER
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Annual Vendor Report
Accounts Payable > Annual >

This report is optional and will not affect 1099 processing

It prints summarized history of activity for each vendor for both current and prior year and is used to verify whether a 1099 form is
required

When you select the option the report runs automatically

Report Example on Next Slide
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Annual Vendor Report
Accounts Payable > Annual >

90 001 Karrecll's Construction370-20EE

DATE 11l/z26/12 APPOGZ VENDOR MASTER FILE ANNUAL REPORT TIME ©.25 PAGE 1
VENDOR VENDOE NAME WVENDOR DOL. TO DATE DOL. ¥YTD DOL. LAST ¥R PAY DATE
NUMEER VENDOR NAME AND ADDRESS LEEBRV TELEPHONE NO. DIS. YTD DIS. LAST YR DIS. LOST YTD DIS. LOST LAST ¥R
00001 Vendor 1 Construction bbb wven 1 0000000 151,023.49 .00 .00 oo/o0/ /0000
NOURISHING THE WORLD
TALK TCO EVERY ONE .00 .00 .00 .00
REELIV CITY CR 852047777
00002 Leisel's Construction AAATEISEL 4447000 242,830.57 .00 .00 0470172008
150500 North Scottsdale-E
Suite 123456 ----------- E .00 -00| .00 .00

City of My Dreams XX 99887825

00004 Sitting Pull Trading Post SITTING 0000000 T0g,822.83 5,322.00 2,047.11 0O&/21/2012
Fort Apache Compound
1475 Sagebrush Alley .00 .00 .00 .00
Tuba City MD 854784321

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



Print 1099 Forms / Magnetic Media

Accounts Payable > Annual >

Enter the Year to Process
Enter the Lowest Amount Required for Miscellaneous 1099 reporting

Print when 1099 Code in Vendor Master
Entering a Y will generate 1099 forms only if there is currently a code in the Vendor Master.
Entering an N will bypass the Vendor Master and generate 1099 forms based on what is in the AP Detail file

1099 to PC Diskette / AS400 Tape
Leave this field blank to print 1099 forms
For Electronic Media, enter a D to process a PC diskette or a T to process a tape
Selecting either of these options will display the Create 1099 Diskette/Tape File screen when you click OK

1099 Form Type
For Electronic Media, enter a 9 in this field

COMPUTER
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Print 1099 Forms / Magnetic Media

Accounts Payable > Annual >

You can print the 1099 forms and create the Electronic Media for 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

eCMS does not combine the values of Universal Vendors for Companies/Divisions with common Federal ID numbers for 1099s

CUSIP # - Brokers only (contact tax authority) or all forms

Impact form make sure you test for proper alignment
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Print 1099 Forms / Magnetic Media

Accounts Payable > Annual >
In the Include P/R Adjustment and Include H/R Benefits fields

enter up to five payroll adjustments, or human resource benefit codes, to be printed on the 1099-MISC forms.
To print adjustments or benefit codes, you must have set them up as non-taxable

In the 1099 Form Type field, choose one of the following (The Broker, Dividend and Interest forms can only be printed on a laser
printer)

1 - Broker (requires a CUSIP number)

2 — Dividend
3 — Miscellaneous
4 — Interest

9 - All (requires a CUSIP number)

The CUSIP Number (Committee on Uniform Securities Identification Procedures) is 9 alphanumeric characters in length and is
used to identify a security

Press OK to print the 1099 Forms

88 T,IDPAEJIIEE Smarter Construction. Cloud ERP.



Electronic Media Filing

Can be run for All Companies/All Divisions
Creates a separate record for each Co/Div
To combine Federal / State Electronic Media reporting use the Combined Federal / State Flag on the Transmitter Screen

PC File Transfer instructions using Client Access are in the Year-End Documentation

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

[1 Objective
Verify Box Assignments and W-2 Register Information
Prepare Year-End Processing
Run Registers
Print Forms

Create Electronic Media Files
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What Is New?

W-2 Box 12 Codes:

GG — Income form Qualified Equity Grants
HH — Aggregate Deferrals

Oregon — Statewide Transit Tax
North Carolina — Form NC-3 Annual Withholding Reconciliation must be filed electronically
The file is used to balance the state income tax withheld on W-2 and 1099 forms monthly versus the amount reported annually

The new file is due January 31

Washington — Paid Family Medical Leave (PFML)

88 IIVIDPAJ';II-CE:E Smarter Construction. Cloud ERP.



Final Processing and Information Verification

Send Payroll Print Check Message to verify employee information
Update Pay Period End Table
Update EE and ER Tax Tables and any Date Sensitive Deductions / Benefits for New Year
Verify the Following Information
Company Names, Addresses and Employer Identification Numbers
Employee Full Name Fields, Abbreviation and

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

88 PDPAJI;IFEE Smarter Construction. Cloud ERP.



Final Processing and Information Verification

Employee Address and Social Security Number

Country Code in Employee Master

Box Assignments

Associate Locals to States for Laser W-2s
4.1-4.0-W-2 Box Assighnment Menu Option

3.7 - 34.3 — Laser State/Local Maintenance Menu Option

88 IIVIDPAJ';II-CE:E Smarter Construction. Cloud ERP.



Final Processing and Information Verification

Zero To Date Flags in the Distribution Master for M and H records
Reconcile Negative Values — Process Manual and Void Checks
Enter Z Box Information if applicable

Run the following Reports

W-2 Register
941 Register
HR Vacation/Sick Available Listing

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

After last payroll for reporting year

Before 15 payroll of the new year

COMPUTER
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Checks Message

Payroll > Maintenance 2 >

Message Maintenance Selection Screen

The following fields should be left blank if message is to be sent to all employees
Job Number
Sub Job Number
Employee Class

Message Maintenance Description Screen
Enter up to 75 characters for the check message description

Make sure employees have instruction on how to handle changes if required

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

This is an excellent way to get employees to verify their information is correct
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Pay Period Ending Table

Payroll > Maintenance 2 > Year and Pay Frequency Selection Screen

Pay Period Ending Date Maintenance XPR380

941 Registers use this information to determine the

Company Number

EE count for the 12 of the Month
Division Number
wear loooa |

MK Weekly

BW Biweekly

SM Semi Monthiy
Vi BMonthily

Pay Frequency Code e

Must Setup Each Pay
Frequency used
U.S. uses “Weekending
Date” for the New Year

Select One of the Options Below
Create, View or Delete

Previous I

Ok Il Exit

gSPDPAJJEE Smarter Construction. Cloud ERP.



Pay Period Ending Dates

Payroll > Maintenance 2 > Detail Selection Screen

Pay Period Ending Date Maintenance XPR380

Company 15 Division 000  Year 2018

Pay Frequency Code 1st Period End Day for January

Weekly Plc |
Bi-Weekly

Semi-Monthly fday in month)
Monthly (99=Last dey in month)

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

Bi-Weekly — Number Representing the
day of the 15t WE Date in Jan

Make entry only for Pay Frequency Code selected on Prior Screen
Leave all other fields blank

Ok “ Exit ” Previous I
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Tax Tables for New Year

Tax tables are date sensitive by the following

4.1 - 3.7 - Effective Date Remember
Update New Year
34.3 - Year
Tax Table
Information
Copy Tax Table

Effective date will only copy tables with the same from year as the selection screen.
If you select to copy 2018 tables to 2019, you will only copy tables that have an effective date range of 01/01/2018 though 12/31/2018

Created anytime and will not be used until the new year or the effective date
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Tax Tables for New Year

Distribution Master ER Tax Table Screen
Is no longer accessible via the Distribution Master

New and pre-existing ER tables must be updated using the ER Tax Table Option in File Maintenance

You will receive the following Error Message:
Employer (ER) Taxes must be set up in Tax Table Maintenance

‘.mmlllﬂ|ﬂ|ﬂ|l|ﬂmw
Annual (AN) Tables
Are always used if available, without regard to the effective date for any other Pay Frequency tables

Note — Distribution Code ‘N’ will still have access to Distribution Master Employer Tax Screen
This is used by Canada for the ER Health Tax
Canada does not have ER Tax Tables and still need access to this screen
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Setup Default Values
Administration > Application Installation >

Verify the following information for all Company/Divisions processing Year-End

Company Name Default
Name and Address

Payroll Defaults
FICA tax limits and rates — 15t screen of Payroll Defaults (universal) and must be updated via the tax tables
SS Tax Limit — Maximum EE amount of tax to be withheld
SS Tax EE and ER Percent may or may not be the same value

Medicare Tax EE and ER Percent are currently the same value

Employer Identification Number — 2" screen of Payroll Defaults (Company/Division specific)

-
Make sure test Co/Div does not have the same EIN as live Co/Div J
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FICA Limits and Percentages Setup

FICA Limits and Percent
PR Default fields have been made inaccessible and will only be used for Quarterly and Year-End processing if there are no SYY/SYYT files
Payroll Processing Uses the Tax Tables
You Must Create the New Year Tables Yourself using the Tax Table Option

Payroll > Maintenance 1 > Tax Tables > Employee and Employer Tables
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FICA Limits and Percentages Setup

Tax Table Setup for New Year
A = Tax table type for Social Security
G = Tax Table type for Medicare
Employer (ER) Tables
One table for each type — A and G
Flag ‘Update FICA System Defaults’
N = FICA System Default will not be updated with new values (default)

Y = FICA System Default will be update with new values
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FICA Limits and Percentages Setup

Employee (EE) Tables
Release 34.3
Weekly (WK) tax table entries and Tax Status of Blank
One table for each type - Aand G
Flag ‘Update FICA System Defaults’
N = FICA System Default will not be updated with new values (default)

Y = FICA System Default will be update with new values
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FICA Limits and Percentages Setup

Releases 4.1, 4.0 and 3.7
Annual (AN) tax table entries and Tax Status of Blank
One table for each type
Flag ‘Update FICA System Defaults’
Unchecked (N) = Payroll System Default will not be updated with new values (default)
Checked (Y) = Payroll System Default will be update with new values

FICA Tax Table Maintenance — Optional Values (see example on the next slide)

Maximum = FICA Tax Limit — must be populated!!!
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FICA Limits and Percentages Setup

Payroll
Pay Frequency: AN
Description:

Personal Exemptions:
Tax Credits:

Tax Equate Factor:
Standard Deduction:
Percent:

Amount:

Minimum 1:
Minimum 2:
Maximum 1:

Maximum 2:

Standard Deduction:

Deducted for State/Local:

Table Basis:

Maximum 1:

Maximum 2:

Tax Table Maintenance - Optional Values

Tax Status:

2019 - EE FICA

(|
O

]
]
0.0

0.00
0.00
—
[ oo
[ oo

Federal Income Tax

Don't Deduct FIT ~

O

|Gross Taxable

(V]

Limits for State/Local Deduction

[ 0.00
[ 0.00

Table Type: A

Code: 0

Minimum 1:
Minimum 2:
Minimum Tax:
FIT Deduction Percent:
Deduct FICA for State/Local:

Maximum:

State/Local Surcharge Percent:

State Tax Rounding Method:

Local Tax Calculation Method:
State Number:

Tax Limit for SDI & some Locals:

Tax Limit Amount:

Tax Limit Type:

Mode: Update

PRP21804

PRPMOS - 12

Effective Date: 01/01/2019

CRITICAL - the Maximum Field must be Populated with the Correct TAX LIMIT

Gross Taxable

—ry
—
—
—

[

| §239.80|

o0
Nearest Penny v
Gross Taxable ~

o
(|
0.00

Pay Period| v

2019 Tax Limit
$8,239.80
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Employee Maintenance
Payroll > Maintenance 1 > Employee Data

Verify the following information:
Full Name Field

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

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

We do not recommend using special characters in the name and address fields they may cause issues with electronic files
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Employee Maintenance
Payroll > Maintenance 1 > Employee Data

Verify the following information:

Social Security Numbers

Country Code Employee Data — General Tab

Next 2 slides will have additional information on

Social Security Number Verification

Country Code
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Social Security Number Verification Service

Social Security Number Verification Service (SSNVS)
There are two Internet verification options for employers to verify that the employee names and social security numbers match SSA’s records
Verify up to 10 names and SSNs (per screen) on line and receive immediate results. The option is ideal for verifying new hires

Upload batch files of up to 250,000 names and SSNs and usually receive results the next government business day. This option is ideal
for employers who want to verify an entire payroll database or when hiring a large number of workers at time

While the service is available to all employers and third-party submitters, it can only be used to verify current or former employees and only
for wage reporting (Form W-2) purposes

SSNVS Website https://www.socialsecurity.gov/employer/ssnv.htm
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Country Code

Payroll > Maintenance 1 > Employee Maintenance > Employee Data

If one of the following applies, leave the Country Code field blank

One of the 50 states of the U.S.A.
District of Columbia

Military Post Office (MPO)
American Samoa

Guam

Northern Mariana Islands

Puerto Rico

Virgin Islands

Otherwise, enter the applicable Country Code from the Social Security Administration Publication
No. 42-007, Appendix G
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W-2 Box Assignments

Payroll > Maintenance 1 >

Verify Box Assignments and Description
4.1 - 3.7 — use W-2 Box Assignment option

34.3 — use Payroll Distribution Master option
Selection ‘Year-End Box’ option (F11)

Invalid or Missing Box Numbers and Codes will cause information not to appear on Register, Forms and Electronic Media Files

[Box Letters MUST be Capitalized ~ A NOT a J
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W-2 Box Assignments

Payroll > Maintenance 1 >

Box assignment examples are listed in the Year-End Documentation
Self Matching ‘H’ Record
Register will contain the Box Assignment on Both the Employee Deduction and Employer Match

Only records Assigned to Box 12DD (Health) & 12W (HSA) will print both the EE and ER information on the Form and in the Electronic
Files

Prior to Sendi
All other Self Matching ‘H’ records (401K) will print the employee deduction only FIOrto.Sending

ALL Forms & Files
W-2 Box Assignment and Distribution Master are also located on the Annual Menu

Verify Accuracy!!!
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W-2 Box Assignment

Payroll > Maintenance 1 >

Enter a New Record - new records are entered in the fields above the line
Enter form type (W-2) in the Form box, or click the prompt to select from a list
Click the Distribution Code prompt and select a code from the list
The following fields will auto fill according to the selection made from the prompt
Distribution Code
Distribution Number
Sta Number — State Code associated with a Local Code (L) in 4.1 and 4.0 only

Union Number
Deduction Type

Note: When entering Union records you will need to prompt and select the union number and type.
The system will populate the appropriate value in the distribution, union number and type code
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W-2 Box Assignment

Payroll > Maintenance 1 >

For information to appear on the Register, Forms and Electronic Media Files it must have a Box Number and if applicable Code
Box Number fields are Numeric
Code Letters must be Capitalized

Enter Tax/Deduction Box Numbers and codes if applicable

Enter the Earnings Box Numbers and codes if applicable

Only the First Six Characters of the description will print on the form if applicable

Check 31 Party Sick if applicable

Press Enter/OK to update the file

Z Boxes — created in W-2 Box Assignment not in the Distribution Master
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W-2 Box Assignment

Payroll > Maintenance 1 >
W-2 Box 12 — Deferred and Other Compensation

The Box Code assigned by the user does not necessarily correlate to the Box Code printed on the federal form
Form Box 12a could have a user assigned value of 12C for Excess Life Insurance

Alpha Characters are Used to Group and Sort the information

Additional forms are created when more than Four Coded items are put in box 12
This is considered an Overflow Form and will not have the same dollar values reported on the original form

Per IRS:
Form W-2 Box 12: Deferred Compensation and Other Compensation.
(

There are several types of compensation and benefits that can be reported in Box 12
Refer to IRS General Instructions for Forms W-2 and W-3
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W-2 Box Assignment

Payroll > Maintenance 1 >

Box 12 will report Single Letter or Double Letter Codes followed by a dollar amount

Code DD—Cost of employer-sponsored health coverage

e Letters Must Be

Use this code to report the cost of Employer-Sponsored Health Coverage
The amount reported with code DD is not taxable
NEW Box 12 Items for 2018

rm Life — Code C

GG - Income form Qualified Equity Grants

ored Health — Code DD

HH — Aggregate Deferrals

COMPUTER
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W-2 Box Assignment
Payroll > Maintenance 1 >

Directly from General Instruction for Forms W-2 and W-3:
Box 12 - Multiple forms. If necessary, you can issue more than one Form W-2 to an employee

For example you may need to report more than four coded items in box 12 or you may want to report other compensation on a second
form

If you issue a second Form W-2, complete boxes a, b, ¢, d, e, and f with the same information as on the first Form W-2

Show any items that were not included on the first Form W-2 in the appropriate boxes
Also, see the TIP for Copy A (Form W-2) on page 15

Do not report the same federal, American Samoa, Guam, or U.S. Virgin Islands tax data to the SSA on more than one Copy A.
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W-2 Box Assignment

Payroll > Maintenance 1 >
W-2 Box 14 — Other Information
Box 14 alpha characters are used to sort and the description is used to group
Only the first 6 characters are used from the description to print on the W-2
Additional forms are created when more than five coded items are put in box 14
This is considered an Overflow Form and will not have the same dollar values reported on the original form
Per IRS:

You may use this box for any other information you may want to give your employee. Each should be labeled

Examples: SDI taxes withheld — union dues — nontaxable income - etc.
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W-2 Box Assignment

Payroll > Maintenance 1 >

State & Local Boxes (15-20)
If Box Code is left blank the information will print in the upper portion of the W-2 Boxes 15-20.

If ‘A’ is entered in the Box Code the information will print in the lower portion of these boxes

W2 T 390 000 00 |9 A

Release 4.1 and 4.0 Local Boxes will require both a local and state code

The State / Local Maintenance option will not be used to relate locals to states it has been removed from the screen
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W-2 Box Assignment

Payroll > Maintenance 1 >

Oregon Statewide Transit Tax On on W-2s
Requires 6 Digit Description which will print on the W-2

Box 20 = OR-SIT

L

i
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W-2 Box Assignment

Payroll > Maintenance 1 >

Ohio School District Identification Number on W-2s
Reporting 4-digit Ohio School District Identification Number on W-2s

Local descriptions (box 20) pull from the W-2 Box Assignment Description
Local description for Ohio to include

The 4 digit local code plus an abbreviation of the school district name or the letters “SD” for “School District”
Please note only the 1%t 9 digits are printed in Box 20

A 1. L O L L e e R A R R R E R e R R R R R R R R R AR EE R
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W-2 Box Assignment
Payroll > Maintenance 1 >

Edit an Existing Record
Current records are listed below the line
All fields to the right of Deduction Type may be edited
After editing a record, press ENTER /OK to save

Deleting an Existing Record

Release 4.1, 4.0 and 3.7
Place an X in the Delete Column box that corresponds to the records you wish to delete
Click on the Delete Button — the line doesn’t get deleted if you just click ok

Release 34.3
Place an X in the Delete Column box that corresponds to the records you wish to delete
Press F23 (shift F11) to delete

Search Option — available for all form types and distribution codes
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IDI - Year-End Box Listing

Payroll > Annual >

T Form Distribution Distribution N Union D
|Company|D|v|slnn|Name |Code Py Numbe’lUnmnl Type Sequencelslﬂlus
15 0 w2 A 0 0 1A
15 0 w2 © 20 0 |4 1A
15 0 w2 (o} 30 0 |4 1A
15 0 w2 © 50 0 4 TA
15 0 w2 [+} 310 0 4 1A
15 0 w2 c 330 0 |4 1A
15 0 w2 [} 390 0 1A
15 o w2 D 6 0 TA
15 0 w2 D 11 0 TA
15 0 w2 D 15 0 1A
15 0 w2 D 30 0 1A
15 0 w2 F 0 0 1A
15 0 w2 G 0 0 1A
15 0 w2 H 2 0 1A
15 0 w2 H 10 0 1A
15 0 w2 H 15 0 | 1A
15 0 w2 H 16 0 1A
15 0wz H 40 0 1A
15 0 w2 H 202 0 1A
15 0 w2 H 401 0 1A
15 0 w2 H 502 0 1A
15 0 w2 H 600 0 1A
15 0 w2 K 0 0 1A
15 0 w2 L 1 0 1A
15 0wz L 2 0 1] 81 ) 1A
15 owa L 5 ofd LU A L 1A
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Distribution Master Year-End Box Listing — PRP100

Payroll > Listings >
Audit W-2 Box Assignment
Distribution Code = Blank for all
Set Year-End Box Listing =Y

PRP100 report will print twice — smaller one will be for the box assignment
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Distribution Master Year-End Box Listing — PRP100

Payroll > Listings >

DATE lz/ozsz0ls2

Form,

o]
Wz
o
Wz
Wz
Lz
Wz
e
e
Wz
WE
o]
Wz
Wz
o
Wz
Lz
Wz

el B I Iy e v B e B B o R o B B B R R R -

-Distribmtion-
Code

FEPLO0O

Thion Ded

Mumb=1r Mamber Tvp
aoo ulu]
ozo uln]
oz0 ao
aso uln]
150 uln]
310 aa
220 ulu]
390 aa
ao0e aa
o011 ulu]
a1s aa
oz0 ulu]
aoo uln]
aoo uln]
ooz ao
1o uln]
a1s aa
Ole ulu]

LS 000 PC's Construction - 4.1
Wear-End Box Listing
TIME 2. .57
Tar/Ded Earnitugs Zrcdl Parcy
Borr Code  Boor Code  Descripticn Local State Sick Pay
4 = FICAH
14 g AECTT A
14 2 AECTUTH
14 i JASTIT A
19 A 13 A EXCUTH- ThX ONLY
14 s UTMEFSWE - MJ-SUTH
14 i IMMESUT A
1a A 1 A PASTIT A
1z o COMEAT
SFD FPARTY SICKE o
=E- E
aT TIPS
2 1 FEDEEML WHIECS
& 5 MEDICHEE
14 A 2 =HT
1z FF EBoOX 1IFF - ER EEN
A oo EE TMES - BoX 1D
s oD EE INMS . BDX lzDD

PACE
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Laser State / Local Maintenance
Payroll > Annual >

Release 4.1 and 4.0
The State / Local Maintenance option will not be used to relate locals to states the option has been removed from the screen

Local with its associated state will be selected when the box assignment is established
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Laser State / Local Maintenance
Payroll > Annual >

Release 3.7 and 34.3
Used for Laser Form Printing

Assigns Locals to a State

A local code can not be associated to more than one state

Run the State/Local Listing
If processing multiple Co/Div recommend using all Co/Div security

The Laser State/Local Maintenance option is State and then company driven.

Click on the state to select
Assign Local Code to its respective state by placing a Y next to the local code

Local codes must be related to their respective state within EVERY company that has produced Earnings records for employees
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State/Local Listing — PRP810

Payroll > Listings >

FLE- ooo IO ' = OornstT o hoa - =7 .0
DAaTE A= 702 F1°F PEP=10 State ;F ILocal Relation=ship Report - By Laocal
Laooc= 1 oo =T IO Irs Leoohall, T A
e at e - Z2eae0 MISoSoITRET
LT s ooz EBEALTLIMOFREE T - COolrnrr
e at e - =10 rMAaE YA I f
N S — By selecting the report Sequence =
f= N =10 FATF T A DI
Tooce= 1o oos AL WERT — LI N
Semmm.  mma | rEmemearsaen L (local) rather than S (state)
Tooce= 1o o0& PIT T SEBLRS - Ll
S at = = =20 FEMMN=SY LW ATTL A = = =
It is easy to see if a Single Local has more than One State
Lococ=1 : oo Ermp love=s rEmployn=1 ‘
= = o=0 AT ZOTTA
Lococ= 1 - o0 I 2RI, 10
e at e - o =0 Al TEO R T
Tooce= 1o o311 L= ER PAXNTOIT - EmMST
e at e - o=0 ARET SO
Veri Local i t A iated to Multiple Stat
e i e e Use to Verify a Local is not Associated to Multiple States
e at e - o=0 ARET SO
Tooce= 1o ozo0 IR S0 - Annmual 310
Srart=: [l =1u} CAL.TETO R T A
Lococ= 1 - =0 ILeoc=al S0
Srart=: o=0 AT SODhTA
T.oe= 1 - o=z BEoeODE T MEDLTIT AT, HTH
e at e - =20 PEMMFCSY LW ATTL A
Looo=a 1 o= PITT OB — Lol
e at e - =20 PEMMFCSY LW ATTL A
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Distribution Master
Payroll > Maintenance 1 >

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

Payroll Deductions (M Records)

To-Date-Amount Fields will be set to zero if the Zero To-Date Amt Flag is checked (Y) for

HR Deduction/Benefits (H Records)

Payroll Deductions (M Records)
The Distribution Master Listing

Used to Verify Flag is Setup Properly
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Distribution Master - Zero To Date Flag for M & H Records

|DI

Payroll > Listings >

Distribution Numbe Description

Code

bution * =

ion Number * Distr

vis

Company Number D

i

P

b
ot

%ﬂ?

L

P
.

.
-
o

i
i
i

i
e
-

i
-
P

L

e
L

b

-

-

.
G
.

i
i
S
=

.

i
C
e

i

.
i

=

o

-
L

-

i

e
GE

Sl
i

=N

Y, Net

GTL - Gross

701
702
703
710
711

H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS

y
.
’
v

Dep Life - Ben

Life Dep - Ded

GTL - Employer
GTL - Emp Sup
ACA HR Deduction
401K DEDUCTION

o o o o O

15
15
15
15
15
15
15
15
15
15
15

800

H
M
M
M
M
M

1

2

EMP.DEDUC. ..

FLEX INS PLAN
401K POST TAX
DEDUCTION 4

EMP.DEDUC...
EMP.DEDUC...
EMP.DEDUC...
EMP.DEDUC...

3

4
5

DEDUCTION 5

o
a4
L
T
=2
O
O
=
B2
=
O
=
=
(%2]
-
o
O
-
o}
=
o]
=
(%]
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IDI - Zero To Date Flag for M & H Records

Payroll > Listings >

Distribution Master

~ Tools * ViewAs ~ ZeroToDateFlagforM& « 1 5+ '_F]

@ Distribution

or v é) Distribution
@ [+0
Filter Clear Close

) Refresh Data Tools =

[7] Titke

Company Number

Division Number

Distribution

Code

Distribution Number

Description

Zero to date Amounts
L

Soun

App [4

App

v

v

equals (ignore case)

equals (ignore case)

v

v

Company Number = Division Number “ Distribution s Code

o o o o oo o o o o

H

= =EZE ZE I T T T =T

H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
H/R BENEFITS
EMP.DEDUC...
EMP.DEDUC...
EMP.DEDUC...

0 x

242 records

Selection and Filter for This Report

Distribution Numbe Description

701
702
703
710
Il
800
1
2
3

GTL-Gross=Y, Net=N
Dep Life - Ben

Life Dep - Ded

GTL - Employer

GTL - Emp Sup

ACA HR Deduction
401K DEDUCTION
FLEX INS PLAN

401K POST TAX

Zero to date Amounts v

N
N
N
Y
Y
Y
Y
N
Y
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Distribution Master Listing — PRP100

Payroll > Listings >
Audit Zero-To-Date Amounts
Run once with Distribution Code flag=M

Run once with Distribution Code flag = H
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Distribution Master Listing — PRP100

Payroll > Listings

DATE 12/02/2018

H H/R BENEFITS

H H/R BENEFITS

H H/R BENEFITS

H H/R BENEFITS

TIME PRGE 10
——————————————————— G/L NUMBER---------—-~--—~~—~-—~ -~~~ -~ ----EXEMPT W/T CODES---- VENDRE L&L/P ] 1 A A
EXPENSE DESCRIPTION FWT SWT LWT LS SDI SUTAR W/C  HNO. CRED T R
CHE ARREELES UPD BN/WG W
TYP GRS DED J/C CRLC  DE
g 1 Zero-To-Date-Flag
G000.00000, 000 Per Diem 26 70/ o] N o I I I 1
BO N ) 2]
R
AB300.00000, 000 EE HE Ded - Arr 1 ¥ ) I ) I 1
BEO Y o) o]
Pl
R
2E0O0., 00000, 000 JBEET ME FIELDS 0 N i) o) i) o) 1
R N o) o]
Rl
G000.00000, 000 Per Diem 321 B0/ o] N o I I I 1
BEO N o) o]
2 o R

PRP100
----- DED
Ho. TYP
036 00
027 00
020 00
0321 00

2000,

2B0DO.

2800,

2000,

00101,

0oooo.

Q0o0o.

00101,

0oo

ooo

000

0oo

15 000 PC's Congtruction - 4.1
DISTRIEBUTION LIST
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Final Processing Prior to Prepare Year-End Files

Update the following for the current year
Finalize all payrolls

Payoff checks used to update the Systems Files with information that should be reported on both the annual and quarterly
filing

Void checks

COMPUTER Smarter Construction. Cloud ERP. ﬁ@ '{Jg v
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Z Box Usage

Not required

Does not affect employee earnings file

Z Box Maintenance information will appear on the W-2 Register (bottom), Forms and Electronic Media files

Z Boxes cannot be used to record information that needs to be reported on 941 files

W-2 Box Maintenance
Payroll > Annual >

COMPUTER
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W-2 Box Maintenance
Payroll > Annual >

Selection Screen

Enter the following information:

US Customer Do Not Enter Anything in the Box That has No Description
Employee Number

This is for Canadian Use ONLY

Year

W-2 Box Distribution No
Number of the Z box you created in the W-2 Box Assignment (4.1 - 3.7)
Distribution Master (34.3)

Amount
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W-2 Register — PRP088

Payroll > Annual >

Selection Screen

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

Use Current Year Defaults and

Year to Process — defaults to current calendar year
Restore from Type Device ID
3.7 and 34.3 only
. . Only Appear on the Screen
Select appropriate Pay Type and Print Sequence

If there are No SYY/SYYT Files
Use Current Year Defaults = Y

Restore From Tape Device ID = blank
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W-2 Register — PRPO88

Payroll > Annual >

DATE 12/10/12 FRPO8E

--DISTRIBUTICH --
DESC NO. CD DESCRIPTICON

H/R EEN Q02 HEALTH
H/RE EEN 002 HEALTH
H/R EEN 002 HEALTH

15 000 BIC's Construction Company
W-2 REGISTER 2012

--- -EMPLOYEE-- - -- 80C. BEC. BOX
NC. HAME NIMEER NC.

Q0001 Employee Alabama 000-00-0001 120D
22222 Cindy B Hope SrMs 222-22-2222  1Z0D
9%%33  Tammy T Turner IT 93%-%3-3%%3 120D

*v+  H/R BEN TOTALS
**+ TOTAL EMPLOYEES 3

BOX
AMOTINT

55.00

185,00
£80,000.00

£40,450.00

TIME 3.37

COMPUTER Smarter Construction. Cloud ERP.
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W-2 Register — PRP088

Payroll > Annual >

W-2 Register

Spool File Reports IDs All Releases

Federal FIT PRPOSSPFF

Social Security & Medicare PRPO88PAG

State & Local PRPO88PSL If You have 2 of the Same ID #
Other PRPO88FO S : .

This Will Be A Negative Exception Report
Negative Exception PRPO88PFN
Negative Value will NOT be Reported
28 IlePAUI;Il-(E:FEQ Smarter Constfruction. Cloud ERP. IR '{ﬁ $7
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941 Register — PRP520A

Payroll > Quarterly >

15 303 PC'm Consbruckios Compamy

f11  PAPEIIN G41A EEOCSTERM - QUARTEE § 4 13/117300 TIME 10.20  PAJE 2
EFLITEED - MENDOAEE
NP IMTLIVER KA [= o ST L h s s ORnes THEL STRRCT =5 T s foie oo
= ERANINGS AN IS EARNINIS ERENINGS TRAXES TAE RN MO AN INGS EARNINGS RN MO TRIES TR
483 Wilbur W. Hashingtos
Llur W Tirginia
bur W, Himoein
lma H Hyoslng

£al Aahak-Por Sal Uss O=l

23937 1, 243, 17200 43, 17200 1, 0. G4 181, 12300 143, 122. 08 1,

33333 M- 33-2ID =0, 20,676.00 20,576, 00 20, 576. 00 7146

BESES EaG- B EREE =0, 20,820.00 ELEN

GEsEs e z, 2, a4 6.5

TITY Ir-TT-TPT? Tik_GE 10849 200 THE. B TiIe. B 10.&8
41, 6@z, 441,832 .06 4317200 T, B 42 390,64 240, DA, 42 40, 032, 43 o a

88 I;dDI:;}\JI;II-(E:FEa \Smor’rer Construction. Cloud ERP. InEAYAR D




941 Register — PRP520A

Payroll > Quarterly >

Federal & State 941 Registers

Spool Files - The following is the list of spool files that will be created by running the 941 Register

Negative Exception Reports, when applicable, will be created using this format also

Reports eCMS 4.1/4.0
Employer (ER) Medicare PRP520PFGR
Employee (EE) Medicare PRP520PFGE
Employer (ER) Social Security PRP520PFAR
Employee (EE) Social Security PRP520PFAE
Federal Income PRP520PFF
State Income PRP520PFS
SUTA EE/ER, SDI EE/ER, Local EE/ER PRP520PF
COMPUTER

Smarter Construction. Cloud ERP.
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eCMS 3.7.0
RP520P3GR
PRP520P3GE
PRP520P3AR
PRP520P3AE
PRP520P3F
PRP520P3S
PRP520P37

CMS 3.4.3
PRP520A — All Reports



Payroll 941 Register — PRP520A

Payroll > Quarterly >
Special Considerations
FUTA information is no longer available on the 941 Register. This information can be obtained by running the FUTA report (PRP118)
After running the 941 Register, it can still be run again for prior quarters
CMS 3.4.3 Special Considerations

On the 941 Register Selection screen, set the Use YTD/QTD Double Line Format for Federal Report field to Y to ensure that all columns
will be included on the report

COMPUTER
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Wage Definitions

Gross Pay = total gross taxable earnings (before exempt amount) plus (+) non-taxable payments

This includes: Wages, Taxable Adjustment, HR and Union Benefits which are include in Gross = Y

Plus (+)

Non-Taxable Adjustments, Non-Taxable HR and Union Benefits which are include in Gross =Y
Gross Taxable Earnings = fully loaded taxable earnings (before exempt amount)

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

This includes: Wages, Taxable Adjustments, HR and Union Benefits which are include in Gross =Y

Minus (-)
Associated exempt amount

COMPUTER
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Wage Definitions

Covered Earnings = Subject (gross taxable - exempt) up to the limit
This includes: Wages, Taxable Adjustments, HR and Union Benefits which are include in Gross =Y

Minus (-)
Associated exempt amount

If no Limits Exist

Covered Earnings Subject and Covered Earnings

Stops at the Limit Set in Associated Tax Tables Will be the Same

COMPUTER
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EE Count Descriptions

The 941 Register will have the following descriptions for the Employee (EE) counts
TCOUNT Total To Date Count - EE(s) who have Gross Taxable Wages and Taxes

Note If you are running this for the 1st QTR, but have data through the 3rd QTR all Employees (including 1st, 2nd and 3rd QTRs) will be
included in this count

YCOUNT YTD count through the QTR - EE(s) who have Gross Taxable Wages and Taxes from the beginning of the year through the QTR that is
selected

QCOUNT QTR count for the QTR selected - EE(s) who have Gross Taxable Wages and Taxes for the QTR that is selected

QCOUNT12 Total EE(s) who worked on the WE that includes the 12th of the last month of the QTR that is selected

Employee Worked by Month

Total EE(s) who worked the 12t of the month for each month of the QTR that is selected

COMPUTER
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Vacation/Sick Available Report — HRP0O6

Human Resources > Listings >

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

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

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

The accrued and carry over information are real time

it is CRITICAL to retain this report as a source document

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



Vacation/Sick Available Report — HRP0OO6

Human Resources > Listings >

15 000 BJC's Construction Company

DATE 11/23/12 HEPOOE VACATION/SICK AVAILABLE LISTING

----- EMPLOYEE- - -- -

5% HEME ACCRUED USED AVAILAELE ACCEUED TUEED  AVAILAELE

DEPARTMENT 100

222-22-2222 Cindy B Hops 312.00 148.00 164.00 20.00 B.00 72.00
TOTALS 312.00 148.00 164.00 20.00 B.00 72.00

TIME 11.15 PAGE

--------C0OMP EARNED--------
ACCRUED USED  AVAILABLE

10.00 3.00 T.00

10.00 3.00 T.00

| &
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Prepare Year-End Files
Payroll > Annual>

Prepare Year-End Files for W-2 processing
Security Requires
All Company/All Division
Executive Level

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

Creates the following additional files (4.1 / 4.0 / 3.7)
SYYTCNC: Company Defaults
SYYTPRS: Payroll System Files
SYYTPRD: Payroll Defaults

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

the majority of CMS/eCMS users are off the system

SYYTEI: Employer El Tax File
SYYSTM: State Master

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



Prepare Year-End Files
Payroll > Annual>

New files are used to process 4t QTR 941’s, W-2’s and Electronic Media files
This step must be done after the last payroll is run for the current year
4th QTR and W-2 forms and Electronic Media files use the SYY/SYYT files

Payrolls for the new year will use the original SYS files Timing is CRITICAL!!

COMPUTER
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Prepare Year-End Files
Payroll > Annual>

Zero YTD Amounts = ‘Y/N’

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

M and H Records should only have the Zero To Date field checked (Y) if there is an annual limit (i.e. 401k’s and insurances). Garnishments
and child supports are examples of records that have limits that exceed a year and should not have this field checked (N)

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

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

COMPUTER
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Prepare Year-End Files
Payroll > Annual>

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

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

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

COMPUTER
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Prepare Year-End Files
Payroll > Annual>

Method = 2 (Earned)

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

Year-End Function =1 (Calendar)

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

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

COMPUTER
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Required Changes

Copy Tax Tables for New Year

Make necessary changes

Tax Tables are Date §ensitive and can be

Do Not Delete prior year tax tables

Copied and Updated
Update with current year information

with New Year Information at Any Time
Update FICA EE and ER

AN

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

COMPUTER
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Required Changes

Review all Date Sensitive Files

Update PR System Default EE and ER FICA information
DO NOT RENAME

Use the Social Security (A) and Medicare (G) tax table flags to ‘Update FICA System Defaults’ SYY/SYYT Files

Year-End Rules Until All Processing Complete

Employee Master is real time - changes are immediate For Tax Year

. o . 4t QTR and YE Processing
Earnings File is date sensitive by year

Complete
SYY/SYYT Files MUST be used to process all 4" QTR 941 and W-2 information

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

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

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

Examples of Reports

You can Now Begin Processing Payroll for New Payroll Year
on the next 4 Slides

COMPUTER
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H/R Benefit/Deduction Enrollment Report — IDI

Payroll > Listings >

Emplo.. * Benefit N... Fixed Amt Ded Amt-YTD Ded Amt To Ds

| 3 37.5
1 3 1,825.0

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

gogeiooo

COMPUTER

ion. . o PW,
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Payroll Employee Deduction Report — IDI

Payroll > Listings >

Employee Number Employee Name DedNo Deduction Amount  Deduction Pt |YTD Deduction Amount Deduction Amt To Date

1 Employee Alabama

1 Employee Alabama
Reporting Deduction: D
Processing Sequence: 0_|_—|
Zero To-date wm:
Garnishment ‘ (|
Cond of Emp Deduction ||
Health ins Deduction [ |
Other 1 |
Other 2 O

28 PDTIJI-(E:FEQ Smarter Construction. Cloud ERP. ﬁ[ﬁ} .{ﬁ gy
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H/R Benefit/Deduction Enrollment Report — HRP266

Human Resources > Listings >

e e e e e -PLAN- == m= == == =
HO. DESCRIPTION

MR, EMPLOYEE
FPERCEHT FERCEHT

-- -—-EMPLOYEE AMOUNT -- - --
¥-T-D TO DATE

1c o000 PC' = Comst st ion - 4.0
DATLLA 20,201 HREF2 & H/F FEHEFIT/LEDUCT IOH EHROLLMEHT TIME TF.2E FRGE 1
EBEY EMPLOYEE HAME
-—-=-------EMFLO¥EE-------—-- —— -----EFFECTIVE----- - ---DECLIHE- -- - FIXED --PEFRCEHT-- TYF ------HOURLY RATE----- -
SSH Ho. HAME FRO START OOMPLET IOH b DATE FMOTTAT RATE CDE GRS REG ovT OTH
=1 00-00-0007, 1, Employ== Hlaoabamo
2 Enploy=s Dedhacot L] 01,00, 821, 1221 2009 H
DISCR IED MW ¥-T-I TO DATE REMARINI
oo a0
.ao .ao
-——-=--=-------PLAH---------- —- Macl. EMPLOYVEE ----EMPLOYEE AMOTUHT -- - -- LOYER SMOUHT -- -- - CARRY IHG COVERRDG
HO. DESCRIFTIOH FERCEHNT FERCENT ¥-T-D 0 DATE - ™ DATE WYEHDOR FAMOTTH
200 0 1L0/00 2000 1,220 2000 " . oo
¥-T-D O DATE
.ao 1.2E.
.ao .o
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Payroll Employee Deduction Report — PRP102

Payroll > Listings >

L5 000 PZ':z Jonstmcotion - 4.1
OHTE 11/2%/201% l EMPLAYEE DEDUCTIOHS TIME T.4% TDAGE 1

------ EMELOYEE-- - - -- - - - -DEIMRCTICH- - - - BT - - -HOURLY RETE----- AMCTHT AMGUHT LIMIT EMATH FRQ EXM
HIMEER HAME WO, BMOUNT  BCT CDE  REG  oWT  OTH ¥-T-Tn T TILTE BMGTTHT MOTHT COE W/T ACH BR
000000001 Employes Alabama 1t < |
01/01/1991 12/21/2039 50.00 0% O W W 0 1 ¥ H
000000001 EMployes Alabanma 100
0L/01/2001 05421/ 2001 50,00 0% 1w W W 200.0 T 2 W H
0€/01/2001 0€/08,2001 50.00 Lk 1w w W 0 2 W H
0€/01/2008 06/08,2012 €5.00 .k 1w w W 7T 2 W H
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W-2 Processing

Payroll > Annual >

Print W-2 Register and Verify Information
“Use Current Year Defaults” field will “NOT” appear if SYY/SYYT files exist on the system

Print W-2 Forms
Clear Security All Company/All Divisions
Enter Reporting Company/Division
Enter the EIN of the Reporting Com/Div

Clear Security Single Company/All Divisions
Enter the Reporting Division
Enter the EIN of the reporting Com/Div

Clear Security Single Company/Single Division
The Reporting Co/Div and EIN fields do not display
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W-2 Processing

Payroll > Annual >

Verify ALL Information on W-2 Register

Validate
Print W-2 Forms

ALL Forms and Files

See list of forms in Year-End documentation for Laser and Non Laser forms
Before Releasing

Download Federal, State and Local Electronic Media files to PC To

PC Client Access File and System | Navigator Transfer Instructions in Year-End Documentation Employees

Or

Jurisdictions

COMPUTER
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Electronic Media - State/Local Specific Requirements

New Jersey, Indiana, Ohio and Oregon

New York W-2 Electronic Media
Quarterly Forms/Electronic Media/XML option and is the only state that enter ‘Y’ to the ‘Use State/Local File’

All other States
Annual Forms/Electronic Media/XML option

Media Number is located in State Master and are listed in Year-End documentation

Special Local Requirements:
Indiana — County Codes
New Jersey — Private Disability and Family Leave Insurance
Ohio — School Districts
Oregon — Statewide Transit Tax

88 IIVIDPAEJ';II-EE Smarter Construction. Cloud ERP.



Electronic Media - State/Local Specific Requirements

New York — This is run from the 941 Forms/Electronic Media screen and is the only state that enter ‘Y’ to the ‘Use State/Local File’

Local Electronic Media Processing Screen - Indiana County Codes field will be available to enter the appropriate number associated with the
counties being processed.

Local Master:
New Jersey - Tax ID field must contain FLI for NJ Family Leave Insurance Electronic Media
Ohio School District Locals - the last 4 digits (right justified) of Local Name must contain the school districts ID number
Oregon Transit Tax - Tax ID field must contain OTT for Oregon Transit Tax Electronic Media

State Master — Field for Private Disability, which is only currently used for New Jersey DIPP

COMPUTER
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Electronic Media / XML Files

Refer to Year-End Documentation on how to do the following:
Create Electronic Media Files
Transfer Electronic Media Files to the PC using Client Access or System | Navigator

Access XML Files using System | Navigator

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

COMPUTER
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Renaming the SYY Files

***Do Not Remove W-2 Files*** This deletes the SYY files
Rename them instead!
Rename using the command

WRKOBJ (space) SYY* - press enter — use option 7 to rename

All quarters, except the first, use the SYY/SYYT files if they exist on the system Before processing 1 Quarter new year

reports and forms

you MUST RENAME the Year-End files!!

COMPUTER
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Renaming the SYY Files

All Release Levels

SYYCNCyy SYYSTMyy
SYYPRSyy SYYTElyy
SYYPRDyy

4.1 and 4.0 and 3.7 have additional files to rename

SYYTCNCyy SYYTSTMyy Rename Do Not Delete
SYYTPRSyy SYYTTElyy
SYYTPRDyy SYYTMSTyy

COMPUTER
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Deleting the SYY Files

Should you need to re-create prior year Forms or Electronic Media files please contact the support department and we will instruct you how
to proceed

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

00 000 Al Prepare Year-End Files PRP010

T4 Vear Preliminary = Zero Year to Date= N

Zero YTD Amounts

COMPUTER
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Deleting the SYY Files

Should you need to delete the files use the following command:

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

SYYCNCyy SYYSTMyy
SYYPRSyy SYYTElyy
SYYPRDyy

4.1 and 4.0 and 3.7 have additional files to rename

SYYTCNCyy SYYTSTMyy
SYYTPRSyy SYYTTElyy
SYYTPRDyy SYYTMSTyy

Important Notes Below

4.1 and 4.0 SYYT files must be deleted

before you can delete the SYY files

3.7 and 34.3 all files can be selected

for delete at the same time

COMPUTER
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Order Forms

Identifying the Number of Forms to Order — run the W-2 Register

Please note:
CGC is not responsible for the quality of printed products due to printer issues

New Forms Supplier

CGC suggests that you order extra forms for testing purposes

Supported Forms Types are listed in documentation

v

Forms can be Ordered Fron1— Hospital Forms Ser’vice[Forms Management Services|using the following:

. ( Contact Numbers
Contact Information

) Phone: 602-269-1397 / 602-269-5083
Andy Dickerson

. . Fax: 602-269-5091
3616 West Thomas Rd, Suite 6, Phoenix AZ 85019

COMPUTER
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HRSS-Pay History
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Customers Who Use HRSS

Print Routing in eForms

If you run the Laser W2 Print menu option for testing purposes
Make sure the Print Routing in eForms for template “W2 Wage/Tax Stmnt” is set to a ‘No Print’ Printer
“Hold Distribution” box is checked
You do not want to release the eForms because if you do, they will go over to HRSS and your employees will see the ‘test’ W2

Please refer to our documentation titled eCMS v.4.0 eForms Configuring Printers which can be found on our website under Knowledge
Records — 4.0

Final documents must be released and moved to eForms History to display in HRSS!!!

COMPUTER \Smor’rer Construction. Cloud ERP. ﬁ@ '{F gf
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Print Routing in eForms

Select

eForms
‘ Penny Chambers '
@ Q st @ 00 % ¥ P X

AP AR Admn  Archval BoM  Comdata CopyCo  EqAcct EqMant ECM  Foms GL HR  HRE Imports  Inqu | eForms Viewer

PC PC2 PO PS PopMm PR W PRC RepConst REQ Sevice T&M

-~ |
@ CompanyDivison: 130001 Constcion -1 @ @@
Processes ¢
L St Appication Wenw Ofion Cregion DateTime:
Select
Print
Routing Button
COMPUTER
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Print Routing in eForms

Userld Location ¢ Template ¢ Printer ¢

Acton | 1 1 st AP Lmt1 Sig AP Lmt2 Sig PassToUser  APBINChk AP QckChk PRLmt1 Sig PR Lmt2 Sig PassToUser  PREINkChk  PRQckChk
@x PayrollChecks-amk NO PRINT also falso false RAC e e e
@x T&Minv Prolim NO PRINT also folso falso false felso also
@x TaMinvoice NOPRINT ™ fase false faise false alse
@ x T &M Invoice 35055 NOPRINT false false false faise false false
@ x T&M 5055 NO PRINT also falso false false false alse
@x ORP Fik Ondr NoPRINT oo ke fase ase e ase
-
ER 3 e false
@ x AIA Document G702 No P false false false faise false faise
@x AP Checks 13 T 5] SiiTest e e e alse alse alse
@ x NS PRT1T false: fakse false: false false false
@x CHECKS 5] John Wayne BKN alse fase false John Wayne BKN John Wayne BKN e e e
@ x false false
@ x I A ny of th e CHECKS John Wayno BKN  Johin Wayne BKN e o e ol flso flso
@x NO PRINT 5] olso false [ o false alse
8 x Templates To the = oo : - e
@x CHECKS alse fase false o false ke
%) Ri ght are N ot Set to sacs % false flso false o flse: alse
(O PRINT alse fase false o false alse

“No Print”

add W2 Guam COM &
Button W2 Puerto Rico
W2 Virgin Isind
) W2 Wages/Tax Stmnt

ACA-1094C

ACA-1095C
ACA-1095C_IRS

Hierarchy

COMPUTER
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Print Routing in eForms

AddlEdit Print Routing

Select
Applicable
Template

User Id ~1

Hold Distribution

Check
Hold
Distribution

ASP Check Signature Vault

Limit 1 Signature |
Permission

Limit 2 Signature |
Permission

<]
<]

Pass to User Signature [ ]

Blank Check 1
Signatures

Quick Check 1
Signatures

Set Printer to

Payroll Check Signature Vault

Limit 1 Signature |
Permission

NO PRINT

[<]
Limit 2 Signature
Permission | 'E

Pass to User Signature [ ]

Blank Check (]
Signatures
Quick Check (]

Signatures

| Cancel | ll_ Save -“—I

COMPUTER
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Print Routing in eForms

(ED) companyivision: 15000Cs Consructon- 4.1 OooE=E=EHEC
Eforms Print Routing PICA10
Action | Useride Location I Teplate » o Fringer o istributi APLmt1Sig APLmt2 Sig Pass To User AP Bink Ch AP Qck Chk PRLmt 1 ig PRLmt2 Sig Pass To User PR Bink Chk PR Qck Chk
@ x Payroll Checks—cmk NOPRINT fase false felse. RAC R ermission e e frue
@ x T&M Inv Prelim NOPRINT fase false false false false false
@x &M Invoice NOPRINT false false fase false false faso
@x T &M Inveice 35,055 NOPRINT e e fae ke e e
@x &M Inv351055 NOPRINT fase false false false false false
@ x P ro p er Set u p ORP Field Order NOPRINT false false false false false falso
@ x b AP Ghecks NO PRINT flse flse e faise false fase
@ x Payroll Check 01-038 NOPRINT fase false fase 2 Name Signature 2 Name Signature e e e
@ x AIA Document G702 NOPRINT faso falso faso falso false faso
@ x AP Checks-13 NO PRINT Siri Test true true true false false false
@ x AP Supp Lien AAT PRT17 fase false false false false false
@ x PayrollChecks RAC GHECKS John Wayne BKN fase fase false John Wayne BKN John Wayne BKN e e true
@ x Certified Payroll-15 CHECKS false false false false false false
B x cmk APP Checks CHECKS John Wayne BKN  John Wayne BKN e e e false false false
@ x PR Pay Advice NOPRINT fase false false false false fase
B x Payroll Checks CHECKS fase false false DRAGADOS SIGNATURE 2 false e e
B x CHECKS false false false. false false false.
@ x Workflow Email NOPRINT fase fase false false e false

— W2 WagesTex Simnt NO PRINT @ fahe folse false folse false fakse

REMEMBER - Final documents must be released and moved to eForms History to display in HRSS!!!

COMPUTER
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HRSS Employee Portal

[
' CGC Construction Group Forgot Usermname
Employee Self-Service Portal Forgot Password

User Name: pchambers

Employee

Will Log Into Password: (TTTTTIYTY Y

HRSS Portal -
Login

Don't have an account?  Sign Up

powered by Computer Guidance Corporation Copyright @ 19381 - 2018 All nghts reserved.

COMPUTER

GUIDANCE | Smarter Construction. Cloud ERP. E@ JF 7 @ @
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HRSS Employee Portal

CGC Construction Group Home  Personal Info Benefits Time Entry  Update Info  Logout
Employee Self-Service Portal
Welcome Penny J Chambers CompanyIDiJision: 3/0 - Computer Guidance Corporat... w

Paychecks

Employee Will Select Pay History

And
Applicable Form — W2s or 1095C

COMPUTER
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Critical Slides Listed Below
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FICA Limits and Percentages Setup

Payroll Tax Table Maintenance - Optional Values Mode: Update PRP21804 PRPMO08 - 12
Pay Frequency: AN Tax Status: Table Type: A Code: 0 Effective Date: 01/01/2019
Description: 2019 - EE FICA
::Tg:;;’:em"“""sz EI CRITICAL - the Maximum Field must be Populated with the Correct TAX LIMIT
Tax Equate Factor: D
Standard Deduction: (| Minimum 1:
Percent: Minimum 2:
Amount: |j| Minimum Tax:
Minimum 1: [ 000 FIT Deduction Percent:
Minimum 2: Deduct FICA for State/Local:
Maximum 1: Maximum:
Maximum 2:
Federal Income Tax State/Local Surcharge Percent:
Standard Deduction: State Tax Rounding Method:
Deducted for State/l ocal: (| Local Tax Calculation Method:
Table Basis: [Gross Taxable State Number: o]
Limits for State/Local Deduction Tax Limit for SDI & some Locals: O
Maximum 1: Tax Limit Amount:
Maximum 2: Tax Limit Type: Pay Period
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Prepare Year-End Files
Payroll > Annual>

Prepare Year-End Files for W-2 Processing

Security Requires

Not a Dedicated Procedure

» All Company/All Division

> Executive Level

To Avoid Getting an “Unable to Allocate Error”

this option should be run when the majority of CMS/eCMS users are off the system
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Year-End Documentation on Website

United States

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

Documentation Available under:
Resources >
QE and YE Documentation >
2018 U. S. Year-End Documentation

Print and Read This Documentation

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



Knowledge Center

[ comssesoDooumortation |
[ comsvame |
———— ]
——
————
i

eCMS Bose Documentation XCIPIO/WEB2

eCMSs v.41 Apps Third-Party Integrations

Cloud Hosted eCMS Platform CGC Regular Businese Houre

Bl & Analytics
Regular Support Hours

5:00 AM. - 5:00 P.M. AZ Time (M~ F)
After Hours Emergency Support
$300.00 per hour (1hr Minimurm)

Request After Hours Support

Mobile eCMS Services

Team Viewer Support Session

odifications Click here to initiote TeamViewer

Support Session

VIEW AS
FIND EVENTS - m Month a

« June

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

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



Thank You
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