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Year EndOverview

Identical Processing for all Release Levels

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.

However, ifyouare running CMS 343 you mightbe more comfortable with the “green screen” documentation that
mirrorsthe screensthatyouwill encounterduring processing. Ifthisisthe case, youmayprefertodownload2019
CMS 343 Canadian Year-End Processing. The equivalentU.S. guide is 2019 CMS 343 Year-End Processing
for U.S.

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 you read the entire document as updates have been made. In addition to your usual backup, we
recommend abackupofboth CMSFIL andthe application libraries beforeprocessing forYearEnd.

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”
on page 3-1.

Accounts  Accounts ARPMP/05 Clear Customer No Clears the Year-to-Date fields in
Receivable Receivable | Master Annual the Customer Master. To
Monthly maintain YTD 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" on the Monthly
Processing Menu.

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

Ledger Annual Close EndCloseandprints aGeneral
Ledger Year End Initialization
Reportshowing all the accounts
and the balances that will be
carried forward as opening
balances fortheensuing year.

2019eCMS 3.7 /4.0 / 4.1 Canadian YearEnd Processing Year End Overview



Overview Information: Year End Processes

Application eCMS Menu Path CMS Menu Description REQ'D. Notations
Path

General General Ledger|  GLPMP/03 Update Close  Yes Deletes detail records if the tax

Ledger Annual 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.

General General Ledger|  GLPMP/04 Zero YTD No Zeros out the Year-to-Date

Ledger Annual Fields Dept. regularandovertimehourand
Master dollarfieldsin the Department

Master. This file is accessed
through the Payroll Maintenance
| Department Masterandisdone
eitheratthe calendarorfiscal year
end.

Order Order Processingl ORPMP/01 Inventory No* Run each month and at year

Processing Monthly Update 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 Year fields.

* Warning: The monthly update
must be run before any
transactions are entered for the
new month.

Order Order Processingl ORPMP/04 Clear Sales No Run each month and at year

Processing Monthl Rep MTD end. Clears the Sales
9 Y Totpals Representatives Month-to- Date

Totals. You may optionally choose
tohave the systemrun the
Inventory Update at the same
time.

Payroll Payroll | Annual PRPAP Annual Yes Please refer to "Payroll Year
Processing End Preparation"on page 5-1.

Year End Overview 2019eCMS3.7 /4.0 / 4.1 CanadianYearEnd Processing



Chapter 1

Installing eCMS 3.7 /4.0 / 4.1 Year-End

Theamountofavailable spaceisnotanissue withthe Year-End CMS/eCMS install. Spacerequirements forall other
CMS/eCMSinstallationsremain asstated intheirdocumentation.

ForeForms 3 users, thisinstallationincludes neweFormstemplates for T5018 and T4 templates. Please see
"RestoringeForms Templates forYearEnd Forms"on page A-1.

Before you begin

* During thisinstallation you will be asked to confirm that your systemis using the correct WebSphere
server Profileand Node. You will need this information the firsttime youinstall the Fix Pack in each
environment.

* Youmustbesignedonas QSECOFRtorunthisinstall. Theinstallation will notstartifyou are loggedon as
adifferentuser;evenas auserwith QSECOFR authority.

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

1. PlacetheInstallCDinthe optical drive.
2. SignonasQSECOFR.
3. Type wrkobjick<name ofyour database library>*libon acommand line (do not include the<>

brackets). For mostof ourcustomers, this willbe “CMSFIL”for the productionlibraryand “CMSFILTST”
forthetest library.

4. PressENTER.

i Main Meny
System: INSTLTST

User tasks

Office tasks

General system tasks

Files, libraries, and folcers
Programming

Communications

Define or change the system
Problem handling

Display a menu

Information Rssistant options
IBM i Access tasks

1

2.
3.
4.
-1
8.
s
8.
8.
8.
1.

1
1

88. Sign off

Selection or command
==z) wrkobjlck cmsfil370 xlib

F3=Exit -4=Prompt F9=Rs
ai menu

(C) COPYRIGHT 1BM CORP. 1980, 200¢

20/031
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Work with Object Loccs

Systenm: INSTLTST
Object . . . : CMSFIL370 TAD® = & i %8 xLIB
Library . - Qsys ASP device . . : xSYSBAS

User Lock Status Scope Thread
AP_IMPORTP  ECMS *SHRED HELD *JOB
LSTN16370 CGCOMNER *SHRED HELD «J0B
LSTN17370 CGCOWKER «SHRRD HELD *JOB
RUN16370 CGCOWNER *SHRRD HELD *J0B
RUN1B3TO CGCONMER «SHRRD HELD =J0B
RUN16370 CGCOWNER *SHRRD HELD xJOB
RUN1T370 CGCONNER xSHRRD HELD *JOB
RUN1T370 CGCOWNER *SHRRED HELD xJ0B
RUN17370 CGCOWNER *SHRED HELD xJOB
HF_DIGESTP  ECMS *SHRED HELD =JOB

Bottom

16/003

Any jobs onthis screenthatstart with QQF willneed to be signed off orended. You should leave the AP_, WF _,
LSTNandRunjobsactive.

2 2019eCMS 3.7 / 4.0 / 4.1 CanadianYearEndProcessing



Starting the Install

Type LODRUN OPTO01 on a command line, where OPTO01 is the optical drive name, and press ENTER.

System 1 Main Kenu
System: B1OB3A2D

User tasks

Office tasks

General systen tasks

Files, librar.es, and folders
Programming

Ccmmunications

Define or change the system
Problem handl.ng

Display a menu

Information Rssistant options
Sustem i Access tasks

r 2
3.
4,
-
8.
Ty
8.
g.
8.
1.

1
1

88. Sign off

Selection or command

===) lodrun opt0l

Assistant
23=8Set initial menu

(C) COPYRIGHT IBM CORP. 1880, 2007.
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Program Messages 1

Program Messages1

Display Program Messages

Job 0983444/QSECOFR/QPADEVEGES started on 12/30/13 at 14:29:44 in subsysiem Q
Install eCMS 370 2013 Year End Fix Pack 21.121215? (Y N)

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

20/018

Please wait whiletheinstallobjectsareloadedandthe CGCINST Library isrestored. Whenthis hasfinished, you
will be prompted forresponsesto the following questions. We recommend you answer Y to both. Answering
N to either questionwillterminate thisinstallation.

“Install eCMS 370 2019 Year End Fix Pack [Y N]” - We assume you will enter Y.

“CheckUpdate Guide Have youcompletedall pre-install activities?[Y N]” - Youmustensurethatnousers
are activeinthe environment(see pages 1-2and 1-3). We highly recommend you have a currentbackup priorto
running thisinstall.

Enter Y.

1-4 Installing eCMS 3.7 /4.0/4.1 Year-End 2019eCMS 3.7 / 4.0 / 4.1 CanadianYearEndProcessing



CMS Environment Selection

CMS Environment Selection

Date: 12/30/13 RIR93?
Installing: CMS YEAR END 2013
¥ Environment Release Suf fx CMS Pgm User Data User Pgm

1121 R3ITO 350 CMSFIL370 CHMSLIB370
1T2] eCMS 370

IT11 R343 SP13 CMSFIL343 CMSLIB343
IT11 - CMS 343 INELIGIBLE

MC1 R370 CMSFIL CMSLIB
NC1 18001 370 INELIGIBLE

QA14 R370 CMSFIL375 CMSLIB375
0Rl4 eCMS 370 INELIGIBLE

Bottom

-

You should befamiliar withthe environments listed on the CMS EnvironmentSelection screen, since they
willbe uniqueto yoursystem.

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

Various installation parameters,pertaining toyour selection,willdisplay ontheEnvironmentSelection
screen, andtheYear-EndUpdates installationwill begin.

Note: This installation may take 30-45 minutes to complete. The MSymbols, located in the bottom-left
corner of the screen, indicate the procedure is running. Status messages will appear periodically
throughout the install, and there are also atleast 6 timeswhen the install will stop and promptyou
to press ENTER. Beforedoing so, please allowthese processes to runto completion.
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Program Messages 2

Program Messages?2

Display Pregram Messages

Job 093444/QSECOFR/QPADEVDEES started on 12/30/13 at 14:29:44 in subsys:em Q
Install eCMS 370 2013 Year End Fix Pack 21.1212157 (Y N)

g?‘eck Update Guide. Have you completed all pre-install activities? (Y W)
Llfib"arg CMSFIL370 not saved within 2¢ hours. I=Igncre, C=Cancel

tllcr.-ect? (Y,N: WAS Profile=1T21, Node=INSTLTST_[T21, IP=10.1.2.35.
EEDICQTED PROCESS: Ensure no active users in IT21 . G=Co, C=Cancel

26/018
“Library (database library name>notsaved within 24 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”.SelectNifeitherofthese
values do not provide a match. You willbe prompted to enter the correctvalues.

“DEDICATEDPROCESS: Ensure no active users in IT21.G=Go, C=Cancel.”
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Installation Process

Installation Process

Thefollowingis thefirstof4 screensthatwill representdifferentaspects of the installation procedure. Each part
maytake several minutesto complete. The rMsym bols, locatedin the bottom-leftcorner of the screen,
indicatethe procedureisrunning,andstatus eswillappearperiodically throughouttheinstall. When
promptedto press ENTER, do notdo sountilthe above symbols have been cleared fromthe 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: /QIBM/UserData/WebSphere/AppSer
ver/VT/Express/profiles/IT21
2013/12/30 14:43:43 : Successfully Stopped an I[BM Webspaere 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 debsphere Application
Server Profile : success
2013/12/30 14:43:43 : Successfully cleared temp and wstemp directories.

600 - CHGDTAARRA DTAARA (C37010YO1/RTNCDE xA_L) VALUE('1')

CPF1815: Data area RTNCDE in C37010Y01 not found

800 - CRTDTARARA DTAARA (C3TO10Y01/RTNCDE) TYPE (xCHAR) LEN(1) VALU

E('1') TEXT("Install Manager Return code from NEB scripts’)
CPCO804: Data area RTNCDE created in library C37010Y01.

- - FETURN /% RETURN due to end of CL program »/
Press ENTER to end terminal session

20/007
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Program Messages 3

Program Messages3

Display Pregram Messages

Joo 093444/QSECOFR/QPADEV000OS started on 12/30/1% at 14:28:44 in subsysiem Q
Install eCMS :7€ 2013 Year End Fix Pack 21.121215¢7 (Y N)

gheck Update Guide. Have jou completed all pre-install activities? (Y W)
llfibrarg CMSFIL370 not saved within 24 hours. I=Ignore, C=Cancel

[llcr.-e:t? (Y,N]: WAS Profile=IT21, Moce=INSTLTST_I[T21, IP=10.1.2.35.
gﬂ)ICQTED PROCESS: Ensure no active users in IT2. . G=Co, C=Cancel
gLCCESSFUL install of C37312Y21. Delete temporary objects? (=Delete, K=Keep
;LSCESS! Year-end updates installed in CMS envircnment IT21. Press Enter to

“SUCCESSFUL install of C37012Y21.Delete temporary objects”’D=Delete, K=Keep”. Click K
(Keep). “SUCCESS! Year-end updates installed inCMS environmentIT21.PressEnter to
continue”.Press ENTER- Theinstallation procedure hascompleted 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 Year-End

Theamountofavailable spaceisnotanissuewith the Year-EndeCMS install. Space requirementsforall
other CMSinstallations remainasstatedintheirdocumentation.

Prior to this appointment, the following files will work in CMS only.

ServicePack12-14

PRP218FM P/RTaxTableMaint
PRP441FM P/R State Media
SYS504FM Payroll Defaults

Before youbegin

* Youmustbesignedonas QSECOFRtorunthisinstall. The installation willnot startif you are logged on as
adifferentuser;evenasauserwithQSECOFR authority.

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

Starting the Install

1. PlacetheInstallCDinthe optical drive.
2. SignonasQSECOFR.
3. TypeLODRUNOPTO010na commandline,where OPT01is the optical drive name, and press ENTER.

System i Main Kenu
System: BLOB3AR2D

User tasks

Dffice tasks

General systen tasks

Files, librar.es, and folders
Progranmming

Cemmunications

Define or change the system
Problem handl.ng

Display a mens

Information Assistant options
. Sustem i Access tasks

1

2.
d.
4,
S,
8.
s
8.
g.
8.
1

1
1

80. Sign off

Selection or command

===> lodrun opt0l

~4=Prompt
al menu

1BM CORP. 1980, 2007.
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Program Messages1

Display Program Messages

Job 488157/QSECOFR/QPADEVEEED started on 12/30/13 at 14:12:02 in subsystes 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 N)

20/018

Please wait while the install objects are loadedand the CGCINST Library is restored. When this has finished,
you will be 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 SP12 - SP14 2019 Year End Fix Pack [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 highlyrecommendyouhave a currentbackup priorto runningthisinstall. EnterY.
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CMS Environment Selection

CMS Environment Selection

Date: 12/30/13 RIRS3?
Installing: CMS YEAR END 2013

X Envircnment Release Suffx CMS Data CMS Pgm User Data User Pgm

ITi1 R343 SP14 CMSFIL343 CMSL1B343
IT11 - CNS 343

IT8 R370 CMSFIL370 CMSLIB378
1T8 eCHS 370 INELIGIBLE

MC1 R370 CMSFIL CMSLIB

NC1 18001 370 = 16 18(E
Q14 R370 ; CMSFIL37T5 CMSLIB3TS
0A14 eCMS 370 e iy

Bottom

You should befamiliar withthe environments listed on the CMS EnvironmentSelection screen, since they
willbe uniqueto yoursystem.

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

Various installation parameters,pertaining toyour selection,willdisplay ontheEnvironmentSelection
screen, andtheYear-EndUpdates installationwill begin.

Note: Thisinstallation maytake severalminutestocomplete. The m symbols, locatedinthe bottom-left
cornerofthe screen, indicate the procedure is running, and status messages will appear periodically
throughoutthe install. Please allowthis processtorunto completion.
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Program Messages 2

Program Messages?2

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

Display Program Messages

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

Yy

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

Yy

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

Leading install objects for update C34313Y01.

81/001
Select | to ignore this warning.
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Program Messages 3

Program Messages3

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

todeletethesefiles. Selectto keepthem if you have received a message on the screen that youwould like to
discuss with CGC.

Display Program Messages

Job 4€8157/QSECOFR/QPADEVOOOD started on 12/30/13 at 14:12:02 in subsystem Q
Install CM5 343 SP12-SP14 2013 Year End Fix Pack 21.1212157 (Y N)
Y

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

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

i

(Y N)

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

20/013
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Program Messages 3

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

Display Program Messages

Jcb 468157/0SECOFR/QPADEVDOOD 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)

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

;LCCESSFUL install of C343YEY2l. Delete temporary objects? D=Delete, K=Keep
gLCCESS! Year-end updates installed in CMS envircnment ITii. 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

Run T5018 Forms to get order count. See page 3-2 for more information.

Run T5018 Code Listing to verify Type Codes. See page 3-1 for more information.

Use T5018 Type Code maintenance option to maintain Type Codes. See page 3-2 for more information.

Use Vendor Master option for address, code, and proprietorname maintenance. See page 3-3 formore
information.

Run T5018 Forms to verify accuracy of the amounts for each box. See page 4-1 for more information.

Run History Reportby Vendor Number to get further detail on specific vendors. See page 3-6 formore
information.

Use AP T5018 Code Maintenance to maintain T5018 codes for invoices. See page 3-7 for more information.

Year-end

Run Annual Vendor Report after lastcheque run of the year (optional). This does not affect T5018 processing.
Seepage 3-9formore information.

Run Update Current Yearvendorfile (optional). This does not affect T5018 processing. See page 4-1 for more
information.

Processing
Print T5018 Forms. See page 4-1 for more information.

T5018 Forms

Theformtouseisapreprinted, three up horizontal form with perforations. The formis provided by the Canadian
Federal Government. Formore information, see theirWeb site at:

http://www.ccra-adrc.ca.

T5018 Code Listing

Accounts Payable | Listings | 1099/T5018 Code Listing
Note: There are no options associated with this procedure. After clearing security this option runs automatically.
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T5018 Type Codes

Accounts Payable | Maintenance | 1099/T5018 Type Codes
Thecodes maintained here are usedforallcompanyand all divisions.

Each coderequires adescription and T5018 Boxnumber. Consult your CPA or tax departmentfor
the appropriate box numbers.

Note: ForT5018 processing, the code “S” can be set up and used in both the vendor masterand in the detail
records.

T5018 Type Code Selection
CDECMS  companyonision: 37700-20 ouck cuatty Buscers

A (o . L o~ d Y (3
€ = HiliN AN AT B i@ 0]
. v APvY ARY Adminv Archhvaly DPv Bovy CopyCov EqActy EqMante ECUY GLY HFv HREY HRSSY Inquiyy

y Integratony JCv UMReqv
OrdProcy PCvy PSvy Pyrollv ol PyniiCany Proplgme Purchasingy RepConfvy  Senscev TaMw Userblenu v

Accounts Payable AP 103977501 Code Table Mantenance

APPA02 APPM10 - 21
09975018 Code q

Ext o
powered by Computer Guidance Corporation  UserName: TB350 (Tom Barday) LBCC Group: QA-ALL

Mens: Main Versiow 40| SP. 999

1. EnteraT5018 Code to add or update, or click the prompt to select from a list of existing codes.
2. ClickOKtodisplay the 1099/T5018 Type Code Detailentryscreen.

2019eCMS 3.7 / 4.0 / 4.1 CanadianYearEndProcessing



Vendor Master Listing
T5018Type Code Detail

T5018 Type CodeDetail

G : . A 2 3@
@eCMS Company Divisian: 37/000-3 0 Quick QualdyBuliders € < 5 > ANA 0T s R 1@ 0
v APv ARv Adminv Achhalv ADPv Boly ZopyCov Eqacdy EqMaimty ECMY GLv HRv HREvY HRSSY inquiyv Interadony JCv WMaSRqv
OdProcy PCv PSv Payrollv Mol PyroiCanv Proplome Purchasingy  RepConsty  Senicev TBUvw  UserMenu v
Accounts Payabe AP 13975018 Code Table Mantenance Mode: Update APPAN2 APPM10 - 21
1099 Code: D

Descripton: 160 income tax wh br d

Box Number: &

form Type:  [Whisc ~)

Type of Gross: | Gross Poceeds )

Prewots Delete Ext Ok

powered by Comguter Guidance Corporalion  User Name: TB350 (Tom Barciay) Version 40| SP- 999

3. Enterorupdate the T5018Description,T5018 BoxNumber,andFormType.
4. Enterthe Type of Grossif youselectForm Type B.

Vendor Master Listing

The Vendor Master ListingisusedtoverifyT5018CodesandVendorNames andAddresses. The Vendor Master

Listing may be runalphabetically, numerically, or by Job.

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

Vendor Master

Use VendorMasterMaintenance forany necessary modificationstothe VendorName, ProprietorName, and
T5018 Code.
Accounts Payable | Maintenance | Vendor Master

Vendor Master Selection

@eCMS Company Drvisiore 3700-2 0 Quick Qualty Bullders

m

powered by Computer Gusdance Corporaion  UserName: TB350 (Tom Barday)

LBCC Group: QA -ALL

Versiow 40| SP. 999

=~ - - E =~ > > | (@)
Q< fnx /\,-) v @ 1@ (D
. v APv ARv Adminv Achhaly DPv Bolly CopyCov Eqicav EqMante ECUY GLvY HFY HREY HRSSY Inquiyvy integrabony JCv UMReqY
OrdProcy PCv PSv Pyrollv Bl PyniliCanv Propligme Purchasingy RepCongtvy  Senicev TUv Userllanu v
o

Accounts Payable Vendor Mantenance XAPO52 APFM10 - 1

Organizabon:

[evision Number: 9 <

JAME'S nUMBER ) <]

1. Accept the Company/Divisionusedatlogin,or click the Division Numberpromptto make newselections.
2. EnteraVendorNumber, orclickthe prompttoselectfroma list.
3. Click OK.
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Vendor Master

Vendor Master Detail - General tab

Vendor Master Detail - General tab

7 < -
@ECMS CompanyDivison: S0031-karols Consniedl CHEE | » Ad vt i@ 0
W AP ARY Monv Aowly BMv O CoyCor Eqode EqMame EOMe GLY HR HREY HRSSe kgiyv begainy JCv Mtfeyr OdPecr PCv S Pgmolv W PamiCmv Prpgse Puchsngr Rplwev Senvev TaMv Serch
P
Accouris Payable Verrir Wartenance Wode: Update XapOsaR
endor Nunger. 145 St ACTVE
o] | Conlcs Balrees e
Remit o rfomation al o nfomation

Name: Mecky Fusbrg Akraviation: JOSLERL Name:
Adirss 8B Es 671 e Reporing Vendor: CHR hdesst:
M2 Fhons Humber p Address2:
oy Mesa Fax Murrber: City
St E Counlry Coe: St
TipPosta Code: ] DpPosts Code:
Wetste Frigh Amount: (L]

108 Cade
Custoes Rfeence:

Vender Type:
ises Defined Ladet

Toms Code:
temat Vendor:

Discount Pecent: [}
Tax D Mumker:

Check Clearing Daye:
Tan D Nubes Type: Bl

L Recsivng Reguied

S Wihhoiding Code i

Dupicale vvize Etfo Ceding Feble: ™
iy Exiuderom Y
DEA2.
oo e Wiy Code
Sub Job Number; StootctVnder. ]
AeczantMumter: Wanufachring Vencor: [
Duty Extrnd: i B FATCA enr: Fl

Pravs Dk Dt Bl [

Mena Msn

oy o enca Cparsn s e PACAS) oy Chasters)

LBCC Grougy ALLINOREST - A Employons/No Fisk] Resticis

Versin 40| 3

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

* Addingorchangingthe 1099 Code here willnot affectany existinginvoices. To maintain 1099 codes
for existing invoices, see "AP 1099 Code Maintenance"onpage 3-10.

* State abbreviationswillbe usedforthe Federal/State combinedmediafiling.

* 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 makethe
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 DBAZ2.

* 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.
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History Report by Vendor
History Report by Vendor- Selection

History Report byVendor

TheHistory Report by Vendor Number, onthe Accounts Payable History Menu, providesmore detail, and
optionally includes universal vendors andnon-universal vendorsononereport.

Note: Thisreportcan be quite lengthy, even when you selectitto run as Report Format= S (for Summary), as
onelineis requiredfor eachinvoice.

Accounts Payable | History | History Report by Vendor Number
History Report by Vendor - Selection

CDECMS  companyomsion 0893:-c6¢ Canasian £00 Company Qs RR OGNS A 2ZED i@ O

.' APv ARvY Adminv Achealy ADPv Boly CopyCo+ Eqactvy EqMainty ECMY GLY HR* HREY HRSSv Inquiyv Integrationy JCv MMReqv

OdProcy PCv PSv Parolivy ol ParciCany Proplomv  Purchasingv RepConstw  Sgndcev T8Mv  JserbMenu v
z —
CIRU S

08 035 CGC Hestory APPOS0

Srom

Sort srder P] >=Pa select J=JobiSub

Ok ]I e II Cancel ]

poweted by Computer Guicance Corporaion  User Bame: TB350 (Tom Bardlay) LBCC Group: QA-ALL Menu: Main Version 4.0 | SP- 999
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AP T5018 Code Maintenance
APT5018CodeSelection

AP T5018Code Maintenance

This menu optionis used to modify the T5018 Code embedded in dataon a fully or partially paid invoice. The
codes areinitially setup throughthe T5018 Type Codes option in File Maintenance. These can be changed by
specific vendor andpay selectnumber, orby vendor/cheque daterange.

Accounts Payable | Maintenance | AP 1099/T5018 Code Maint.

AP T5018 Code Selection

& € = b A o~ 4 TR
@eCI\AS Company Divisian: 08035-CGC Canadian 200 Compan L Ul | : AL 21 @ Q)
v APy ARv Adminv Achialy ADPv Bollv CopyCov Eqacty Eqainty ECUMY GLv HRY HREvY HRSSv Inquiyy lnlgrationy JCv MRqv

OrdProcy Py PSv Pyroliv Bel Payroli-Canvy  Proplgmvy Purchasingy  FepConsty  Sendcey TSMv  Userllenu v
Accounts Payabie Change 109375018 Code APPE58 APPIM10 -7

Company Number:

Duision Number: 35 <
Vendor Number 0 i<
Pey Select Number:

Fom Code: I

Te Code: <

From Check Date:
Te Check Date: o=

powered by Comguter Guidance Corporation  User Name: TB350 (Ton Barciay) LBCC Group QA-ALL Menu: Main Version: 40| SP, 999

Changing a Vendor by Pay Select Number

1. VendorNumber- Entera valid Vendor number, or click the promptto select from a list.
2. PaySelectNumber-Enteravalid Pay SelectNumber, or click the promptto selectfromalist.
3. Click OKtoadvancetothe nextscreen.

Note: To proceedtothe nextscreen,putaVendorNumber, and a Pay SelectNumber, howeverleave the From
CheckDate and To Check Date fields blank, or you will proceed to the "Changinga Vendor to a Specific
T5018Code screen"(seepage3-9).
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AP T5018 Code Maintenance
APT5018 Code Selection

Change by Vendor/Pay Selection

& e o~ " B N 1
@eCMS Company Division: 37/000-4 0 Gusck Qualty Bulders & <« {8 N ALl L@ il0 )
v APv ARvY daminv Achhaly ADPv Bollv CopyCov EqActvy EqMamty ECUY GLY HRvY HREY HRSSY lngquinv klegatony JCv WARew Picy PCY PS
Pagoll v Il Paro-Can' Proplpmy Purchasing v RepConsty Senicey TéMvY Userlleny v
Accounts Payable Chinge 1059 Code APPESS AFPM0 -7
Vendor humber. t Pay Select = .
Vencor Hame: Scorpion Excanaten, ne P OBtumber: 99000403
Number. <8
JOD tumber: Hait Code: N
Sub Job Number: Descrphon 1
i Date:
Amount:
trvoice Detad
New Codn 0Ol Code Descriptcn Amount
£ COUPRESSOR BELT 3¢ 20000
< STATE 1000
. OUNTY .
¢ -OCAL )
< T% TAXRET-Y ACCYJ »
S 7% TAXRET-YACC-Y.) 200
$ 7% TAXRET-YACC-YJ
vAoUs E -l -

powered by Computer Guidarce Corporation  User Name: TBIS0 (Tom Bardiay) LBCC Group QA -ALL

Vecsion: (0|57 999

4. Enter thecorrectT5018 Code inthenew fieldorclickthe prompttoselectfrom alist. Click OKtoaccept.
The systemwillaccept blank entryin this field.

The display returns to the "APT5018 Code Selection screen" (see page 3-7).
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Print Annual Vendor Report
Changinga Vendorto a Specific T5018 Code

Changing a Vendor to a SpecificT5018Code

Change by Vendor to Specific T5018 Code Selection

77 . = TR A (3
@eCMS Company Dnision: 37000-4 0 Quscx Cuality Busiders o - ~ AN dnow g @1 |Q V)
I AP = Mmin v Kol v ® Bollv CopyCow Egqicadv EgMamtey ECUY GLv HR KREY HRSSY Inguny v  Inegration v UM Rey v Precy PCw PSvY
Payro il Py » 123 . acace [ +
Accounts Payably Change 109975018 Code APPELS APPIMI0 - 7

Campany Number

Orvsa0n Number

Venoor Numbed

Pay Select Nhumber

Frem Code

ToCooe:

Frem Check Date:

ToCheck Date: {4

00000 Selected

Narme pein €

Acdress 1 *

Acdress 2

Oy

State

pe
powered by Computr Gusdance Corporation  User Name: TBISO (Tom Barctay LBCC Group QA-NLL Menw. Man decsion 401 5P 999

1. Vendor-Entera valid Vendor Number, or click the promptto selectfrom allist.
2. PaySelectNumber-Leaveblank.

3. FromCode/To Code- Thisis used to change the T5018 Code from one code to another or from no code
(Blank)to a specific T5018 Code. Itis required that any code used is first setup in the T5018 type codes.

TheFromCodeis the codethatis currentlyin the file. To change from a blank code to another code, leave
the From Codeblank. The To Code is what you are changingitto.

4. FromCheckDate/To CheckDate is a mandatoryentry, usedforinvoices that are either partially or fully
paid.Ifthe Pay Select field is left blank, all codes will be changed for all partially or fully paid invoices
within the specified date range.

The Vendor Name and Address will display on the screen for verification after you click OK.
5. ClickOKagain to acceptthe change.
Click Exit to cancel the change and return to the Main Menu.

Click Previousto cancelthe change and toreturnto the previous screen. If you click Exitor Previous, the
T5018 Codeswillnotbe changed.

Print Annual Vendor Report

Thisreport displays summarized financial activity foreach vendor. Itis usedto
determine whether a T5018 is necessary.

Note: After clearing security, this report run automatically and has no selections

3.7 Menu Path: Accounts Payable | Monthly/Yearly Processing | Yearly Processing | Annual Vendor Report
4.0/ 4.1 Menu Path: Accounts Payable | Annual | Annual Vendor Report

2019eCMS 3.7 /4.0 / 4.1 Canadian YearEnd Processing Accounts Payable Year End Preparation 3-9



Chapter 4

Accounts Payable Year End Processing

Update Current Year Vendor File

3.7.0Menu Path: Accounts Payable | Monthly/Yearly Processing | Yearly Processing| Update CurrentYear
Vendor File

4.0.0 Menu Path: Accounts Payable | Annual | Update Current Year Vendor File

Accounts Payable Year End Processingis completed afterrunningthe Cash Disbursements Update forthe last
chequerun of currentyear, and prior to the first cheque run of the new year.

The"Update CurrentYearVendorFile"onthe Annual ProcessingMenuis discretionary anddoesnotaffectyour
T5018processing. Therearenoselectionsassociated withthisoption,anditruns automatically.

The programmoves the Vendor current Year-to Date amounts to the prior yearfields, and zeros the amountsin
the current Year-to-Datefields. Thesefields are viewed in VendorMaintenance and Vendor Inquiry.

Important: If you ran this optionin error, you can reset the current Year-to Date amounts by running the
Vendor YTD option (see below).

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 History file to
recalculatethe Year-To-Date amounts. TheVendorMasterwillbe updatedwith these recalculatedamounts.

T5018 Forms MagneticMedia& XML

3.7 Menu Path: Accounts Payable | Monthly/Yearly Processing| YearlyProcessing|CanadianT4Forms/XML
4.0 / 4.1 Menu Path: Accounts Payable | Annual | Canadian T4 Forms/XML

Youcan printthe T5018 forms and create the magnetic media forone Company/Division, orone Company/All
Divisions, orAllCompanies/All Divisions.

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

The program does not combine the values of Universal Vendors for Companies/Divisions with common
Business Numbers for T5018s.
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Print T5018 Forms Selection

Youcancombine AllCompanies/All Divisions forMagneticMediaunderone Transmitter. Thiscreatesa record
for each Company/Division indicating their individual Business Number.

/ 2 b — .“ y =-» 4 (] i~
@eCMS Company Division: 08/0=-CGC Canadian 400 Comaan LS UL il - LR AL Cs@d @ o
v APv ARv Adminv Achialy DPv Bolv CopyCo qAccty Eqlainte ECUY GLvY HFY HREY HRSSv Inquinv Integraony JCv MNaReqv
OrdProcy PCv PSv Payrollv Ml Pymli-Cany Proplgmy Purchasingy RepConfy Senicey TSMY UserMenu v
gl B =
8 035 CGC 75018 Selection Sceen APPE6S
P % [0 m
& unl & & 050000
133
R bate H ¢
Create Loy Mecka File
ansmile- Num
I eny
Technicai Contact
Phon mber m
Co 1 & ] o ] !
powered by Computer Guitance Corporation  UserName: TB350 (Tom Bardag LBCC Group: QA-ALL Mens: Main Version 40| SP. 999

To Print Forms

1. Entertheyeartoprocess.

2. Enterthelowestamount required for T5018reporting.

3. Runinbatch, orininteractive mode.

4. Create MagneticMediafileflagmustbesettoN. Allotherfields shouldbeleftblankto print T5018form.
ToCreateT5018MagneticMedia

1. Entertheyeartoprocess.

2. Enterthelowestamount required for T5018reporting.

3. Runinbatch, orininteractive mode.

4. Setthe Create MagneticMediafileto.

5. EnterTransmitterNumber(8-digitfield).

6. Enter Technical Contact Name and Phone Number.

7. SelectLanguageof Communication(E for EnglishorF for French).

Note: This process creates a file called APPT5018. For more information on transferring files, see

"Reviewingthe XML documenton the Power 7" on page 4-3.

If processing an Electronic file using All Company/All  Division security, then Transmitter Co/Div
must be entered.
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T5018 Forms MagneticMedia& XML
Reviewingthe XML documenton the Power7

Reviewing the XML document on the Power 7

1. From aPower 7 command line, typeand enterthe following command: WRKLNKT5018.

Work with Object Links

Directory

Opt Object link Type Attribute
S T5018 DIR

Bottom
Parameters or command

10/003
2. Enter5ontheOptlineand press ENTERtodisplaydirectory contents.
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T5018 Forms Magnetic Media& XML
Reviewingthe XML document onthe Power7

Work with Object Links

Directory

)isplay attributes

Object .ink Type Attribute Text
t520110325172538. STMF
t520110328092943. STMF
t520110425162410. STMF
t520110425162557. STMF
t520110425163020. STMF
t520110425163137. STMF
t520110425163315. STMF
t520110425163800. STMF
t520110425164915. STMF

>
>
>
2
>
>
>
>
>

X
X
X
X
X
X
X
X
X

Parameters or command

MA Bl 18/003
Note: The generated XML Document begins with the prefix “t” followed by the time and date the file was
created, in hh:mm:ss:mm:dd:yy format. Each time T5018 is generated, a new file is created.

3. Display thefileforreview by entering another5 onthe Optline. Reviewthe file foraccuracy. From this
screen T5018 Forms Magnetic Media & XML you can also chose to edit the file by typing a 2 next to the file
name onthe Optline.

4. Afteryou have verified the accuracy of the XML file, you can save the document to your desktop. The XML
Document canthenbe edited or, if desired, e-mailed.
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T5018Forms MagneticMedia& XML
Retrieving theXMLdocument onyourPC

Retrieving the XML document on your PC
1. Openthe Power7 Navigator.

[@systemitavigator =10/ x]
Fle Edt View Help
A YR X&| SO S 10 minutes okd
[Environment: My Connections [y Connections
) (B2 Management Cantral (10.1.1.10) Name SignedOnUser | Release | Description
i 01100 V7rim0 Manage this system.
ip-g 101110 | FUERET vérimo Manage this system.
& ’lg::;; B 01178 V7rim0 Manage this system,
o § iz aics i S e
@ § 101.237 B o iy
’S 10.90.238.145 10.90.238 145 vZrim0 Manage this system,
<« | i
2. Clickthe +nextto your Power7 system to expand the selection.
@ System i Navigator = i ] _dmll
Fie Edt View Hek
SR x| SE S 10 minutes old
| Environment: My Connactions [10.1°1.10: Fie Systems
@ (B2 Management Central (10.1.1.10) Name | Description
= B My Connections (Bl Integrated Fie System “work with file system contents, file shares, and permissions.
=1 w‘ls‘:s.::oOpev 3Fie Shares File Shares - System i NetServer
(CR : ations
® Work Management
) Configuration and Service
® Network
i) Integraced Server Administraton
@ {12) Integrated Fie System
i FleShares
:ozgsamp
® Applicalion Development
@ 3 AFP Manager
@ 101149
# § 101175
= § 101235
© § 10123
- § 10.90.238..45
< | |

3. Click File Systems.

2019eCMS 3.7 /4.0 / 4.1 Canadian YearEnd Processing Accounts Payable Year End Processing 4-5



T5018 Forms Magnetic Media& XML
Retrievingthe XML document onyourPC

4.

5.

@ Sys-em i Navigator
Fle Edt View Hebp

SR X oMme

| Envirotment: My Connections

[ 10:1°110; Fie Systems

'I;Mmaoemcmdam 1.10)

-
>
-

(= ©F File Systems
@ (1) Integratec File System
& File Shares
@ (23 Backup
Application Development
@3 AFP Manager
® 10.1.1.41
() 10.1.1.7S
® 10.1.2.35
* 10.1.2.37
« 10.90.238.145

|

&File Shares FieSl’ues-SemiNetSevver

In the right-hand pane, double-click Integrated File System.
=loix]

Fle Edt View Help

IR APk 13 K

| Envirorment: My Connections

[10:1°1.10: ntegrated Fie System Integrated Fie Sytem

(B Management Central (10.1.1.10)

a8 . #y Connections
= B .10

%% Basic Operations

£ Work Management
Configuration and Service
Network
Integrated Server Administration
Security
Users and Grosps
Databases
FieSystems

+ 519 Integrated Fie System
& Fie Shares

9 (@ Backup

@ Application Development

- AFP Manager

@l 10114

(RE)

*

3-8 3-8

+

I
s

[-J

115
5]

L’.;

|»

=

Name

EgQOpenSys w«kvdhd\eob)ecs,fieslwes,mdpetmmn
EaQDLS Work with the objec:s, file shares, and pemissions in
Feosys.Le Work with the objeccs, file shares, and pemissions in
%3 QFieSvr.300 Work with the objecs, file shares, and pesissions in
[8300pT Work with the objec:s, file shares, and pewrissions in
Feantc Work with the objeccs, fle shares, and pewnissions in

< | A

Inthe right-handpane, double-clickRoot.
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T5018Forms MagneticMedia& XML
Retrieving theXMLdocument onyourPC

B E
Fle Edt View Hel
W éRB X @E 6 17 minutes okd
| Environment: My Connactions | 10.1.1.10; Root  Path: |
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& 8 Securty 8] UIEECODV.xmi 2(8 XML Document 9Isi3
%) @ Users ad Groups (8] UEEEDV. B XML Document 9ysi13
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= FeQois Dustb Fie Folder 1130
@ RgQsys.Le Qu File Folder 36113y
{63 QFileSvr.400 |4l | _,JJ
6. Intheright-hand pane,double-click the T5018 folderto display the XML files.
@syteminovigoor -8
Fle Edt View Heb
H B XE SES 1 mivtes old
| Environment: My Conrections [10.11.10: TS018  Path: /TS018
© 0 Qat ]| Name [ see|Type [ chang 4]
8 g8 (8)<20110425163800.xm! 4KB YML Document 42501
] QCA400 (8 t520110425164915.xrd 4B XML Document 42501
bl 18)t=20110425165508.x 8 XML Document 4i25i1
: ‘j gm i B)t20110531144735 4KB XML Document S{31/1
&3 QPWRCGY (8] t<20110720054410.xmd 3B XML Document 712001
% 2 QPwICRC (8] t£20120106085600.xml 2(8 XML Document 1/6]12
% (] QPWHCRB ;]tm:mnson.M 2B XML Document 2212
& (5] QPWXCSO ) t20120202145222.xml 3B XML Document 22012
@ (] QPWKCWN (8] t<20121206094710.xmd 2(8 XML Document 12/6]1
w1 0sR 8] t20121213071219.xml 2B XML Document 1213
@ 2 QrepTMM J 8] t€20121213071300.xml 2B XML Document 1213
@ 1 root 8] t<20130109072549.xml 2B XML Document 119113
@ 1 Sl46154 (8)t20130109073548. 1913
® g b4 8] t£2013010909511 1. xml 119113
C] ;J T4A . t=20 i XML Document
@5 15018 |l

The generated XML documentbegins with the prefix “t” followed by the time and date thefile was created, in
hh:mm:ss:mm:dd:yyformat. Anewfileis created each timea T5018is generated.

E-mailing the XML document
You may now either drag or copy the document to your desktop, and attach it in an e-mail.
Editing the XML document

Afteryou have copiedthe documentto yourdesktop, you canopenit (or edititif needed) using Notepad.
Right-clickthefile,and select Edit with Notepad. Make changes as needed, andsave thefile.
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Chapter 5

Payroll Year EndPreparation

The following options are tasks that need to be completed in preparation for final year-end processing.
YearEnd Process Prior ToNew YearPayroll And Before T4 Processing For CurrentYear

Print Distribution Master File Listing to verify T4 Box assignments and Zero To Date Amountflags. See page 5-
2formore information.

Print Employee Listing, Employee Name Only =Y, to verify employee name setup. See page 5-3 for more
information.

Run the “Sick/Vacation Available” Listing.

Runthe"Prepare YearEndFiles forT4" Optionafterthelast payrollfor T4 reporting year. See page 6-1formore
information.

Update EmploymentInsurance rates, update CPP/QPP rates, Copy and Update the Taxtableswithany new
ratesif necessary. See page 6-9 formore information.

Begin Processing Payroll for new payroll year.

T4 Processing

Print T4 Registerand Verify Information. See page 7-1 for more information.

T4 Box MaintenanceforZ box. See page 7-7 for more information.

Print T4 Forms for provinces. See page 7-9 for more information.

Review the T4 XML document on the Power 7. See page 7-13 for more information.
Retrieve the T4 XML document using your PC. See page 7-15 for more information.
Emailor Editthe XML document. See page 7-17 for more information.

Payroll T4 Boxes

T4 Boxes - T4 Boxes-

Record Description
SorQ Province Income 22 14
F Federal 22 14
E Canada Employee Pension Plan 16 26
E Canada Employee Pension Plan 17 26
T Employee’s EI Premium 18 24
U Registered Pension Plan Contributions 20 28

Note: Boxes20,44,50and 52 will only print amounts onthe Employee’shomeprovinceT4.Thehome
province is determined by the home province setupin the Employee Master.
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Distribution Master
Payroll Canadian | Listings | Distribution Master
File Listing Selection
CDECMS  compomyomision: 37000-40 cuck cusiy Buises AR XV/Z2aa8il0 O

v APv ARv Asminv Archhvaly WDPv BoMv CopyCtv EqActy EqMainly ECMvY GLv HRvY HREY HRSSY Inquiyv Integratonw JCv MaliReqv

OtdProcy PICv RSv Pyroiy M PyolCanvy PropMgmy Purchasingy RepConsty Serdcev TAMY Userllenu v

G A
| 1=
& (@)
37 00r 40 File Listings Selecion PRP260
Efectve DateRange* | - [ =
*Codes DandM
Distribusion Code 1=
(Blank=AN
OutaHoteSae
Job Queve f¥]
o 1T = ]

powered by Computer GuiSance Comporation  UseriName: TBAS0 (Tom Barday) LBCC Group: QA - AL Mesu: Main Version 40| SP. 999

Print the Distribution Master for T4 Box and Zero to Date Amount verification.
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Verify the Employee Master Information
Employee Master List Selection

Verify the Employee Master Information

Payroll Canadian | Listings | Employee Master
Employee Master List Selection
@eCMS Company Division: 37/000-4 0 Quick Gualt, Bullders

i+ AP+ ARv Adminv Achialy ADPv BoMly CopyCov EqActy

[~ a A Y a7
|« o N DA o 2 - s8] ® Q)
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R Treminated Emplojees 1]
™ i
%
= 5

Sort Sequence Pensi

powered by Comguter Guidance Corporaion  User Name: TB350 (Tom Barctay)

LBCC Group QA-ALL

Version 40 | SP; 999

Run Employee Listing(Employee Name Only setto Y) to verify employee names are entered correctly in the

First, Middle and Lastname fields of the Employee Master. This procedure generates a spool file containing
employee Names and Employment Identification numbers.
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Prepare Year EndFiles - For Test Purposes Only
Prepare YearEndFiles Selection

PrepareYearEndFiles-ForTestPurposes Only

Payroll Canadian | Annual | Prepare Year End Files for T4’s
This procedure is not mandatory and should be used only to verify your T4 Register.

Prepare Year End Files Selection

@eCMS Company Diision: (3:03-C6C Canadian $00 Comaan Q « = A\ =i o 0]

nv APv ARV Adminv Achialy DPv BoMvy Copy

v EqActy EqMaintw ECMY GLY HFv HREY HRSSvY Inquiyv Integrationy JCv MatReqv

OdProcy PCvy PSv Pyrollvy Il Pansii-Canv Propligmy Purchasingy RepConftly  Senicev TaMv  Usetllenu v

08 03 CGC Prepare Year-End Files PRPO10

o T = ;

powered by Computer Guiance Corporaion  UserName: TB350 (Tom Bardad LBCC Group: QA-ALL Menu Main Version 40 SP. 999

Creating test SYY

Creating testSYY filesallows you torunthe T4 Registerfor verification purposes. This process alsoallows
you torunthe T4 Forms to verify how manyforms to orderwithout interfering with manual payroll processing.
The system willuse thesetestfiles rather than usingthe live SY Sfiles listed in the following tables:

All Releases Canadian Processing only
SYYCNC  Company Defaults-Company name and address. SYYTEI Employer El Tax File
SYYPRS Payroll Systemfiles-FICAand EIC limits. SYYSTM Province Master
SYYPRD Payroll Defaults- EIN and PR defaults.

3
eCMS v.3.7/4.0/ 4.1 Canadian3.7 / 4.0 / 4.1 Processing Only
SYYTCNC Company Defaults-Company name and address. SYYTTEI Employer El Tax File
SYYTPRS PayrollSystemfiles-FICAandEIC limits. SYYTSTM Province Master
SYYTPRD PayrollDefaults-EIN and PR defaults. SYYTMST Employee Master
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Prepare Year End Files - For Test Purposes Only
Deleting test SYY files

To Create test SYY files
1. TheZero YTD Amounts field MUST be setto N. This createsthe SYY testfiles.

2. After completingyour reviewofthe T4 Registerandthe T4 FormsyouMUST deletethe SYYTESTfiles
prior to running the final Prepare Year End.

Important: DoNOT delete SYY files that have a year as part of the file name (for example: SYYCNC12,
SYYPRD12, SYYPRS12).

Deleting test SYY files

To Delete test SYY files:

1.  FromaCMS command line type the following command:
WRKOBJ SYY*
Click OK.
Type 4 onthe OPT line nextto SYY files.
Click OK to delete the files.
See"T4YearEndProcessing"onpage 7-1forthefinal processing procedures.

Important: If these procedures are not performed for test purposes, then when processing the T4 Register
or T4 Forms you must set the field, Use Current Year Defaults, to Y. Also note that you may
receive an error if someone else is also using the SYS files.

akhobd
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Chapter 6

Payroll Year EndProcessing

PrepareYearEndFiles forT4

Payroll Canadian | Annual | Prepare Year End Files for T4's

PrepareYearEnd Files Selection

/% S - A Kl &3 im
CDECMS  compsnyomision: 08032066 Cansaan 00 Compan QNG A/ &S B @ O
n v APY ARv Adminv Archialy ADPv BoMv DopyCov EqActy EqMainty ECUY GLvY HRY HREY HRSSvY Inquiyvy Integrationy JCv MARqv
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-
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B 035 CGC Prepare Year-End Files PRPOTC
Zere YTD Amount
0 Ext

[ o | I .
powered by Computer Guidance Corporalion  User Name: TB350 (Tom Barclay) LBCC Group QA-ALL Menu. Main Version 40| SP. 999

Note: This is a dedicated procedure and requires All Companies/All Divisions and Executive Security.
1. Enterthe yeartobe processedinthe W2/T4 Yearfield (the T4 reporting year).
2. FortheZeroY D Amountsfield:
N Does notchange anything. Should be setto“N”fortestingpurposes. See"Prepare YearEndFiles-
For TestPurposesOnly"onpage5-4.

Y Willdoall of the following.

* Thesystem clearstheyear-to-datebalancesinthe Employee Deductionrecords aswell asthe
Human ResourceBenefit/Deduction records.The To-Date Amountsarezeroedoutforthe
Distribution Master records (Hand M records) thathave their Zero To-Date Amountfield setto Y.
Refertothe following selections or furtherinformation:

"Verifying" Zeroto Date”and T4/RL-1 information"on page 6-3.
"Employee Benefit/Deduction Enrollment” on page 6-6.
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* The system calculatesthe Vacation/Sick Leave Carry Over Hours for allcompanies and divisions only if
Vacation/Sick is set to default 1 (Calendar Year) in the Human Resources Defaults. If the default is set
to2 (Employee’s Anniversary),nocalculationis performed.

®* CreatestheSYY Files.

Ifyou are usingeCMS 3.4.3, the Year End Prep procedure will create the 5 SYY fileslisted in the first
table shown below. It will create all 10 of the SYY files listed in both tables foreCMS versions 3.7 / 4.0 /

41.
All Releases Canadian Processing only
SYYCNC  Company Defaults-Company name and address. SYYTEI Employer El Tax File
SYYPRS  PayrollSystemfiles-FICAand EIC limits. SYYSTM Province Master
SYYPRD Payroll Defaults-EIN and PR defaults.

3

eCMSv.3.7/4.0/4.1 Canadian 3.7 /4.0 / 4.1 Processing Only
SYYTCNC Company Defaults-Company name and address. SYYTTEI Employer El Tax File
SYYTPRS PayrollSystemfiles-FICAandEIC limits. SYYTSTM Province Master
SYYTPRD PayrollDefaults-EIN and PR defaults. SYYTMST Employee Master

Important: Thisis createdfor All Companies, allowing the ability to change defaults for the new year payroll
processingpriortoprocessingT4s.

Save T4 Files

«< -, P AL 27 \a
@eCMS Company Dvision: 0D000-HARRIS ELECTRIC INC & - ~ AN in v g @1 o
v APy ARY Aminv Achhalv  ADP CopyCov Eqicat EqUanty ECUv GLv HRY HRE® HRSSY Inquny Inlegetonv JCv UMReyy OndPrecy PCvy PSS!
Papol v 1ol Payrol-Can'  Propligm v ¥ . Tau ser Lie
-
:| @
PRCW2Y
i
b,
[« | = | .
mmc«mcowc«w»m User Name TBIS0 (Tom Barctay) Mooy Man Version 40| SP. 999
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This screen displays after the SYY files have been created
Select 2 Cancel (Bypass Save). The SYY fileswillremainin CMSFILand areincludedinany CMSFILBackup.
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Verifying“ Zero toDate” and T4/RL-1information
DistributionMaster Selection-3.4.3

Verifying “Zero to Date” andT4/RL-1information

Payroll Canadian | Maintenance 1 | Distribution Master

The Distribution Master forallM andH records needsto be verified to make surethatthe Zeroto Datefield is set
correctly andthe T4/RL-1boxesare correct.

Distribution Master Selection - 3.4.3

Payroll Canadian | File Maintenance | Distribution Master
This screen is a 343 screen shown to display the year-end boxes option.

o N -osction Management'System

s  Diatributon Mastenance
Distribution Urion Ded Dates HHOOYYYY
Com Ov_ Code No.  Number  Typ St T CompleNon
o8| [oss) B loooll 5 ol B [ i
Codes D and 1
[ ox [ et | combyind || copybyDists code | Yeartndmoxes |

Accessthe Year-End Box Maintenance screenby returningtothe Distribution Maintenance screen#1and
clickingthe YEAR-END-BOXES button, located atthe bottom of the screen.
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Verifying “Zero to Date” and T4/RL-1information
Distribution Master Selection

Distribution Master Selection

These screens will be a bit different for 3.7 / 4.0 / 4.1. In both cases, M records require a Date.

3.7- Enterthe selection criteria for the M or H record you wish to verify, or enter either in the Distribution Code
field and click the Distribution Number promptto selectfrom alist. Click OK.

4.0/ 4.1 - Clickthe Distribution Code drop-downand make a selectionfromthe list. Onthe nextscreen, click the
Distribution Numberpromptand make aselection fromthelist. Click OK.

Distribution MasterDetail
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Cakcutaoot Method Sate Income Taxes. Taatie | RRTIACAMC: [~ | VendorLocawa: D <
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Group 10 Number.
Presous hex Tioes E

| powered by Computer Guidarce Corporation  User Name: TB350 (Tom Barciay) LBCC Group. OA-ALL Version 40| 5P 999

The Zero to Date option works in conjunctionwiththe Zero YTD amounts Y/N field on the "Prepare Year End
Filesfor T4" (see page6-1).

Select this option to zero To-Date amounts during Year-End preparation.
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Verify T4/RL-1 information
T4/RL-1 Box Assignment Selection

Verify T4/RL-1 information

Payroll Canadian | Annual |

T4/RL-1 Box Assignment Selection

T4 Box Assignment
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User Name: TB350 (Tom Bardlay)

powered by Computer Guidance Corporaion

LBCC Group QA-ALL

Version: 40| SP- 999

Scroll throughthe recordsto verifythe T4 and RL-1 box informationis correct. When adding new records certain
fields are promptable. When adding Union records, it is important to prompt on the Union Number to associate

it with thecorrect Distribution number.
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Employee Benefit/Deduction Enroliment
Personnel Data Selection

Employee Benefit/Deduction Enroliment
Human Resources | Maintenance | Personnel Data
Personnel Data Selection
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powered by Computer Guilance Corporaton  UserName: TB350 (Tom Bardad LBCC Group: QA - AL Version 40| SP. 999

1. Entera Social Security Number, or click the promptto selectfrom a list.
2. Clickthe Employee Datatabtoopenthe General1 tab of the Employee Data screens.
3. Clickthe Benefit/Deduction tab.

6-6 Payroll Year End Processing 2019eCMS 3.7 /4.0 / 4.1 CanadianYearEndProcessing



Employee Benefit/Deduction Enroliment
Benefit/Deduction Enroliment

Benefit/Deduction Enrollment
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woutet Guidance Corporation

User Name. TB350 (Tom Barclay

* Year-to-Dateamountsarezeroedwhen Prepare YearEndfilesisrun withtheZeroYTD Amounts field

settoY.See "Prepare Year End Files for T4" (see page 6-1).

* To-Date amountsarezeroedwhen the Zero toDate amountfield (inthe DistributionMaster)issettoY
and the Zero Amounts YTD fieldin Prepare Year End Files is also setto Y.
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Update Employment Insurance Rates
Employment Insurance Tax Selection

Update Employment Insurance Rates

This procedure isusedtocreate ormodify the contributionpercentages, andearnings andtaxlimits, forvarious
types of Employment Insurance and Personal Injury Protection Plan deductions for each Province. When
necessary, El Rates should be updated priorto processingthe first payroll of the new year.

3.7 Menu Path: Payroll Canadian | File Maintenance | Additional File

Maintenance | Employment Insurance Tax
4.0 / 4.1 Menu Path: Payroll Canadian | Maintenance 2 | Employment Insurance Tax

Employment Insurance Tax Selection

@eCMS CompanyDivision: 080=-CGC Canadian 200 Comaan CULIl- e A a2 2@ @ (‘)
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OrdProcy PCv PSv Pyroivy ol Pyyreli-Canvy Propligmv Purchasingy RepConfty  Serdcevy TSMv UserMenu v
I -
(&) |8

PRP3%6

Employment Insurance Tax
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Mena. Main Version 40| SP: 999

powered by Computer Guiance Corporation  UserName: TB350 (Tom Barda) LBCC Group: QA-ALL

Province

Entering a Province numberis required only for Quebec. All other Provinces can leave this field at the
default, 000, and set up Employment Insurance by Business Suffix. If you wish to set up Employment
Insurance by Province and Business Suffix, enterthose values andclick OK. Inthefuture, thiscombination

will be available fromthe prompt.

Business Suffix
Payrollreporting mustinclude the Employer’'s Business Number and 4 digit suffix. The entry, 0000, is nota
valid Business Suffix.
Toadd aBusiness Suffix,entera new number. To edit anexistingBusiness Suffix, clicktheprompt and
select fromthelist.
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Update Employment Insurance Rates
Employment Insurance Tax Detail

Employment Insurance Tax Detail

This detail screen is used to specify the Employment Insurance description, the Employee contribution
percentage, the Employer’s factorofthe Employee contribution,andthe Employee earningsandtaxlimits
that are to be contributed towards the El taxes.

The PPIP fields are provided for use by Quebec, and entry is not required by other Provinces.

P ~ - 5 2 Al ¥ R
@eCI\AS Company Divisian: 08:032-CGC Canadian 400 Compan € -~ J AN e @1 @ (0]
i v APv ARv Adminv Archealy ADPY Bollv ZopyCov EqActy Eqlainty ECUvY GLv HRY HREY HWRSSY Inquinv inteyratonv JCv WalRyqe
OrdProcy Pov PSv Parolly Bl Payroli-Canvy Proplgmy  Purchasingy  FepConsty  Sendcev TaMv  UserMenu v
[ -
& 8
3 03 CGC Employment nsurance Tax PRP3%
e
Em
l Ok l[ Ext ][ Predous ][ Deete ]
-
powered by Comgiuter Guidance Corporaion  User Name: TB350 (Tom Barctay) LBCC Group QA-ALL Menu. Main Version: 40| SP: 999

Description
Enter a description of the business suffix employment tax record.
Employee Percent
Enter the percentage to be contributed by the Employee for the purpose of Employment Insurance.

Employee Tax Limit

Enter the tax limit to which Employees will be subject to Employment Insurance.
Employee Earnings Limit

Enter the upper earnings limit to which Employees will be subject to Employment Insurance.
Employer Factor

Enterthe EmployerFactorthatwill be appliedto the Employee percentagetodeterminethe Employer’'s
Employment Insurance contribution.

Default
Y ForProvinces otherthan Quebec: This recordwill be used to determine Employmentinsurance
Tax forEmployeeswhose Masterrecord doesnotspecifyaBusiness Suffix.

ForQuebec: Thisrecordwillbe usedto determine EmploymentInsurance Tax, for Employeeswhose
Master record does not specify a Business Suffix, ONLY if the Master record’s Province Tax Code is
setto890.
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Update CPP/QPP Rates
Employment Insurance Tax Detail

Update CPP/QPP Rates

Update CPP/QPP rates (if necessary) prior to processing the first payroll of the new year.
Payroll Canadian | Maintenance 1 | Province Master
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CopyCanadianTaxTables
CopyTax Tables Selection

Copy CanadianTax Tables

This optionis arequired step for year-end payroll. You cannot process payrolls for the upcoming year until you
perform this step.

This step copies tax tables from one year, to a future year date. After you copy the tax tables forthe new year,
youcan makeanynecessary adjustments throughthe Payroll Canadian | Maintenance 1| Tax Table option.

Thepayrollprograms searchfortaxtablesdated withthe yearthatmatches your system yearand usesthemost
current record availableto copy your current yeartaxrecord.

When you select this option and clear security, the copy tax table selection screen displays.

Note: You musthave Executive Security to use this option. Attempts to access this option without Executive
Security will generate an error message.

Payroll Canadian | Annual | Copy Canadian Tax Tables

Copy Tax Tables Selection
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powered by Computer Guidance Corporation  User Name. TB350 (Ton Bardiay) LBCC Group QA-ALL Menu: Main Version: 40| SP. 999

Province

Enterthe numberofthe Province whose tax tables youwish to copy, orclick the prompttoselectfroma
list. Enter 999 to copy tax tables from all Provinces. Enter 000 to copy the Federal tax tables.
To Month/Year

Enterthe Monthand Year forthe newtaxtables. These entries willpopulate the Monthand Yearfieldsin
all ofthe newtaxtables.
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Update Tax Tables
Tax Table Selection

Update Tax Tables

This procedureis usedto update, add, or delete Federal, Provincial and Local Tax tables. A tax table mustbe
entered for each:

* TaxingAuthority(Federal,Province,orLocal)
* Anyothertype of table specified by the Province or Local entity.
Payroll Canadian | Maintenance 1 | Tax Table

Tax Table Selection
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powered by Computer Guilance Corporation  UserName: TBIS0 (Tom Barda) LBCC Group: QA-ALL Meng: Main Version 40| SP. 999
Type
Click the promptandselectone of the followingfrom the drop-down listto indicate the type of Taxing Entity
tobeused.
F Federal
S Province

L Local (city or county)
Province/Territory

Enter avalid codeforthis Province, Territory, or Local taxing authority. Click the prompttoselect fromalist.
Refertothe Computer Guidance Corporation listof Province codes. Enter "000" forthe Federal Tax Table.
Month/Year

These entries will determine the effective date of this Tax Table. The actual date will be the first day of the
Monthentered. These entries makeitpossibleto setup taxtablesinadvance.

You mustrunthe Copy Canadian Tax Tables option on the Payroll Canadian | Annualmenu as one of the

required steps at year-end. You cannot process payroll for the ensuing year until you perform this step. See
"CopyCanadian Tax Tables"on page 6-11 fordetails.
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Update Tax Tables
Tax Table Detail - Federal

Tax TableDetail Federal
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Description
Enter the Province/Territory to which this table applies.

Wage Limit Amount and Percent
Enter each of the Wage Amount Limits and Percentages from the Federal Tax Form Guide.
Eachtable consists of up to 20 combinations of limits and percentages (ten on each of two screens). Enter
theupperlimitandthe tax percentage foreachearnings bracket.
The final TaxWage Limit entered mustbe 999999999. The systemwillissue the following message if
999999999does notoccupythefinalWage Limitfield:

MUST HAVE ALL 9'S LIMIT

Constant Amount
Enter the Constant Amount for this earnings bracket.
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Update Tax Tables
Tax Table Detail- Federal Employment Credit

Tax Table Detail - Federal Employment Credit
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Employment Credit Amount
Enter the amount of Employment Credit.
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Update Tax Tables
Tax Table Detail - Provincial

Tax Table Detail - Provincial
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Description

Enter the Province/Territory to which this table applies.

Wage Limit Amount and Percent
Enter eachofthe Wage AmountLimits and ConstantPercentages from the Province Tax Form Guides.
Eachtable consists of up to 20 combinations of limits and percentages (ten on each of two screens). Enter
theupperlimitandthe tax percentage foreachearnings bracket.
The final TaxWage Limit entered mustbe 999999999. The systemwillissue the following message if
999999999does notoccupythefinalWage Limitfield:
MUST HAVE ALL 9'S LIMIT

Constant Amount
Enter the Constant Amount for this earnings bracket.
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Update Tax Tables Optional
Values Detail- Provincial

Optional Values Detail - Provincial
This screen will display only when you are entering data for Ontario.

@eCMS Company Division: 020-CGC Canadian 400 Comaan @« Hi = ANl LA 2edi@ O

.v APY ARY Adminv Achialy DPv Boldv

0v EqActy EqMainte ECMY GLv HFvY HREY HRSSvY Inquiyv Integratonvy JCv LMaiReqv
OrdProcy PCv PSv Pyrolly el Panii-Canvy Propligme Purchisingy RepConfty  Seracev TiMvw  UsetlMenu v

[ -
i 8

Canada Tax Table Mamenance PRP3%8

pe S Prounce 870 ChequeType Month
PROVINCIAL

Week o BlwWeer

Surtax (V1)

o 1T & 1 ]

powered by Compedter Guilance Corporaton  UserName. TB350 (Tom Barda) LBCC Group: QA-ALL Mens: Main Version 40| SP. 999

Weekly/Bi-Weekly

These fields are not currently being used.
If applicable to the Province, enter values for the following fields.
Surtax (V1)

This tax will be multiplied by the amount entered as the percent (Pctfield), and the resulting value will be
addedtothetax.

Limit Enterthedollarlimituponwhich surtaxis calculated.
Percent  Enterthe percentage of the surtaxto be added to the federal tax calculation.
%ofTax Enterthe percentoftaxforthe tax calculation.
Tax Reduction Amount/Percent/Limit (S)
Enter the Tax Reduction Amount, Percent, and Limit for this Tax Table.
Tax Abatement Percent
Enter the Percentage by which Federal Taxes will be reduced.
Employment Credit Amount
Enter the amount of Employment Credit.
Flat Tax %
Enter the percentage that will be applied to earnings when determining the Flat Tax.
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Update Tax Tables
Optional Values - Provincial Health Premium

OptionalValues Provincial HealthPremium
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Limit/Percent/Maximum Tax

Enterthe Provincial HealthPremiumLimit, Percentand Maximum Taxforthis Tax Table.Update
Provincial Tax Tables with any new tax rates priorto processing thefirst payroll of the new year.
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Optional General Ledger Processing
Zero YTD Fields - Department Master menu

Optional General LedgerProcessing

Zero YTD Fields - Department Master menu

You can use this procedure to zero-out the year-to-date regular and overtime hour and dollar fields in the
Department Master.

3.7: General Ledger | Monthly/Annual Processing | Zero Ytd Fields - Dept Master
4.0 / 4.1: General Ledger | Annual | Zero Ytd Fields Dept Master

This option operates independently ofthe General LedgerYear EndClosetoallowdepartmentsto report on
their own yearend. Each department should run this option immediately after their yearend and before any
subsequent payrollisruninorderto properly reflectthe departmentfiguresforthe payrollreports.

You can run this option after the end of your T4 reporting year, or at the end of your fiscal year.
Department Master YTD Menu

Payroll Canadian | Maintenance 1 | Department Master - YTD

This menu optionis provided to update, or delete, the Department Master- YTD Regularand Overtime Hours,
and Dollars of labor cost, charged to this department. This file is updated by the Payroll application during the
Payroll Update process. These records will print on the Department Master Listing. Year-To-Date Hours/Dollars

fields can be cleared by running the Zero YTD Fields - Department Master procedure in General Ledger
Maintenance.

Department Master YTD Selection
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Company/Division Number

Accept the Company/Division used at login, or click the Division Number prompt to make new
selections from alist.

Department Number
Enter a valid Department Number, or click the prompt to select from a list.
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YearEnd ProcessingSteps --Recap
Department Master YTD Menu

Department Master YTD Detail

e = -~ . W AT o RPN
_@eCMS Company Divisian: 08035-CGC Canadian 400 Compan 4 |0 | HE| 1N AN 2w 2 1 1 @ (D
v APv ARv Adminv Achialv ADPv Bollv ZopyCov EqActy EqMainty ECUY GLv HRvY HREY HRSSvY Inquiyv latepraionvy JCv MaRqv

OrdProcy PTv PSv Pyroiv Bel Payrol-Canv Proplgmy Purchasingy FepConsty  Serdcevy TMv  Userllenu v

LL}
Payroll Departrent Year - to - Date Mainenance Mode: Update PRP21E  PRPMOS-7
Department Nurrber: 100 Operadon
Year - to - Date Valves

Reguiar Hours:

Overtime Other Hours:

Regutar Doltars:

Overume Other Collars:

Lisceianeous Ddlars:

Prowors Delete Ent

powered by Computer Guidance Corporation  User Name: TB350 (Tom Barclay) LBCC Group QA-ALL Menu: Main Version 4.0 | SP. 999

Regular Hours

Enter or update the YTD Regular hours worked in the Department.
Overtime Hours/Other Hours

Enter or update the YTD Overtime and Other hours worked in the Department.
Regular Dollars

Enter or update the YTD cost of Regular wages for this Department.
Overtime Dollars/Other Dollars

Enter or update the YTD cost of Overtime and Other wages for this Department.
Miscellaneous Dollars

Enter or update the Taxable and Non-taxable adjustments for this Department

YearEndProcessing Steps--Recap

* "Prepare YearEndFilesforT4"(seepage6-1). Runthe procedure after the lastpayroll for the T4 reporting
year.

* "Update Employmentinsurance Rates" (see page6-8)in Maintenance 1 (if necessary)forthe newpayroll
year.

* '"Update CPP/QPP Rates"(seepage6-10) in the Province Master.

* "CopyCanadianTaxTables"(see page 6-11)forthe new payroll year.
* "Update TaxTables" (seepage 6-12)fornew payrollyear.

®  Begin Processing Payrollfor new payroll year.
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Chapter 7

T4 Year EndProcessing

T4 Register

Use this menu optionto printthe T4 Register. This register serves as a preliminary copy of the actual T4 forms.
Run this option as many times as is necessaryto assure accurate T4 forms.

Payroll Canadian | Annual | T4 Register
Note: Run the Prepare Year End File for T4's option before processing this option. If you have not run that
option, or if you have run the option previously and removed the files from your system, the following
message displays:
PRPT4R
THE YEAR END PAYROLL FILES MUST BE RESTORED TO THE SYSTEM
OBTAIN THE DISKETTES BACKED UP FROM STEP 1 OF THE MENU
INSERT FIRST DISKETTE INTO DISKETTE READER
Restore the files, run the Prepare Year End File for T4's option, then execute this option.
Company/Division Security
Ifyouintend to enterafederal ID inthe Process All Companieswith Fed ID# prompt, use the securityaccess

code associated with one of the Company/Divisions to be processed. Do not use security access for All
Companies/All Divisions.

Printthe T4 Registerand verify all information including T4 Box numbers. Invalid or missing T4 Box Numbers will
causethe information notto appearon the T4 Registeror T4s. You should verify employee addresses before you
printthe T4 forms.

Note: Printa “cheques message” on the pay stubs asking employees to report address changes. To do this,
use the Cheques Message optionon the PayrollMaintenance2 menu.
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T4 Register Selection

Canadian T4 PRP626

Year To Process 2014
Proccess Zero Business Suffix Only E I:I

Print Sequence
Print All Adjustments [N]
OutgHold/Save L kI NN
Job Queue
Use Current Year Defaults

Restore From Tape Device Id
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Year To Process

Enter the payroll year to process. The system default is the previous system year.
Process ZeroBusiness Suffix Only

Y Allearnings postedtobusiness suffix 0000 will print.

N T4 Registerwill printby business suffix, 000 suffixamounts will not print.
Pay Type

If you have Executive Payroll Security, you may choose one of the following codes to specify the type of
Employeestoprocess. Whenusinganon-executive security code,the systemautomatically defaultstothe
Standard (non-executive) pay type.

1 Executive 2 Standard 3 All
Print Sequence

1 Print by Employee Name(alphabetically)
2 Printby Employee Sociallnsurance Number(numerically)
3 Print byEmployee Number(numerically)
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T4 Register
T4 Register Selection

Outg/Hold/Save
Enteran Outq identifierto send this reportto a specificoutputqueue. Leave thisfield blanktosendthe
File Listingto the default outputqueue.
Enter Y in the Hold field to place this report on hold in the default, or specified, output queue.
EnterYin the Savefieldto printthe report,and then placeiton holdin the default, or specified, outputqueue.
Job Queue
Y Printthisreportin the Job Queue.
N Printthisreportbefore otherjobsin the Job Queue.

Use Current Year Defaults
This field will not display if SYY files remain on the system.
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Year-EndBoxAssignment forT4
T4BoxAssignment Detail

Year-End Box Assignment forT4

Payroll Canadian| Annual | T4 Box Assignment

This procedure uses theT4BoxAssignment optionto report Income orBenefitspaid outside ofthe normal
payroll processing. See, "Setting Up Z-Boxes"on page 7-6, forinformation on usingZ Boxes.

T4 Box AssignmentDetail
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TheYear-EndBoxMaintenance screenisused toassociate various Payroll Distributions with their T4,and RL-
1,BoxesandCodes.

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

1. EntertheFormTypeinthe Formbox, orclickthe promptandselect fromthelist. The Formboxwill
only accept thefollowingvalues:

T4
¢ T4A
* RL-1

2. Clickthe Distribution Code promptand select a code fromthelist. The following fields will
autofill accordingtothe selectionmade fromthe prompt:

* Distribution Code

®  Distribution Number
*  Union Number
[ ]

Deduction Type
Note: If you manually enter U as the Distribution Code, make an entry in the Union Number and
Deduction Type fields, leaving the Distribution Number field blank.
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Year-End Box Assignment for T4
Setting Up Z-Boxes

3. Enter the Tax/Deduction BoxNumberwherethis Deduction/Benefit Type shouldappearonthe
form. The BoxNumber fieldis numeric.

4. Enter anyCodes,usedtoidentify specificTax/Deductionamounts, thatneedtobe printed intheabove
Box Number. Codes must be entered in upper-case.

5. Whenthisentryis usedtoidentify a tax, enterthe associated wage in the Earnings Box. This field
usually pertainstoincome taxes.
Enter a Description for this record

Afterenteringanewrecord, click OK to
save.
Editan ExistingRecord

Currentrecords are listed belowtheline, and allfields to the right of Deduction Type may be edited. After
editingarecord, click OKto save.
Deleting an Existing Record

Place anXinthe Delete Column boxthatcorrespondstothe recordsyouwish todelete. Click Deleteto
save thefilewiththerecordsdeleted.

Setting Up Z-Boxes
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* AccesstheT4 BoxAssignment option from the Payroll|AnnualProcessingmenu. Thisprocedureis usedto

setup special "Z" codesforeach T4 Box numberusedto reportamounts paid outside ofthe normal
payroll processing(we recommendyouprocessthese amounts throughnormalPayroll processing, if
possible, ratherthanusing the "Z" Box Option).

*  Amounts entered through"Z Boxes, are notprocessed withinthe Payroll Systemand theseamounts
will onlyappearonthe T4 Register, the T4 Forms, and the electronicfilesfor T4s.
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T4 Box Maintenance
T4 Box Maintenance Selection

T4 BoxMaintenance

Payroll Canadian | Annual | T4 Box Maintenance

This procedureisusedtoassignanemployeeto aZboxdistributioncode,assetupinthe Year-End boxes
(see, "Year-EndBoxAssignmentforT4"onpage 7-4).

Z boxes arenottobeusedtocleanupdata, eventhougheitherpositive ornegative values canbe entered
(see, "ZBox Notes:"onpage7-8).

T4 Box Maintenance Selection
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1. Enter Employee Number, Year and Distribution NumberyouusedwhenyoucreatedtheZbox(see,"T4
Box AssignmentDetail"onpage 7-4).

Enter the appropriate Business Suffix.
Click OK.

Ll
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T4 Box Maintenance
T4BoxMaintenanceDetail

T4 Box Maintenance Detail
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4. Enterthe Amountofthe adjustment. This adjustmentcan be either positive or negative, andis summed
togetherwith otheritemsthathave the same T4 Box Numberand Description.

Z Box Notes:
The Z Box information will print at the bottom of the T4 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. ltems that need to be reflected on the Quarterlyfiling need to be processed
through the system, notbyusinga Z box.
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T4 Forms/XML
T4 Forms Selection

T4 Forms/XML

Usethismenu optiontoprintthe T4 forms requiredforannualemployeetaxrecords and governmentreporting.
Thisoption canrecord T4 informationon magnetic media (diskette ortape)and prints combined T4 Forms or
separate T4 Forms for federaland each province orlocal entity.

Before printing the T4 forms, check the T4 Register carefully to see that all employees show a Social Insurance
numberandthatall totals balance to your control numbers. You mightalso wantto printoutthe Employee Master
File, and verify that employee records contain correct employee addresses.

Itis suggested that you order twice the amount of T4 forms you expect to use, to allow for unexpected problems.
Ifyou have any questions, call CGC before runningthis or subsequentprocedures onthis menu.

This option also uses the year end files created by the Prepare Year End Payroll Files option.

Important: Tofile T4 informationon diskette, youmustuse a single-sided low-density (1D)
diskette initializedwiththe128-byte/sector FORMAT (notFORMAT2).

To download to PC diskettes, the 5.25 or 3.5 diskettes must be in MS-DOS format.

Tofile T4 information on tape, you must use a 2 inch magnetic tape in the unpacked mode on 9 track type. The
recording density is 1600 characters perinch, using standard IBM OS/VS header and trailer labels, and 1 block
oflogical records.

Payroll Canadian | Annual | T4 Forms/XML

T4 Forms Selection

b A - s 2 0~
\;@eCMS CompanyDivision: 080=-CGC Canacdian 400 Comaan & 0| HE) N AN 2 » 3 [ B Q)
n' APY ARv Adminv Achialv CopyCov EqActy EqMainte ECMY GLvY HFY HREY HRSSY Inquityv Integraiony JCv LMaiReqv
OrgProcy PCv PSv Pyrolly I Pynli-Canvy PropMgmvy  Purchasingy RepConfty  Serdcevy TSMv Userlenu v
[ -
s (@
08 03 CGC T4 Forms Selection PRP434
3s
J ¢ Curren
Restore Fo
4
Pt
Prot
Ok Emt

[ o | e | -
powered by Computer Guitance Corporation  UserName: TB350 (Tom Bardal) LBCC Group: QA-ALL Mena. Main Version 40| SP: 399

Year To Process
Enter the payroll year to be processed.
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T4 Forms/XML
T4 Forms Selection

Process Zero Business Suffix Only

Y Process only records with zero business suffixes. That is, only records to which you have not
assigned a business suffix to are printed.

N Printallrecords.
The business suffix prints on the T4 form.
Gross Selection
A Allgrosswagesto beincludedonT4.
T Onlytaxable wagestobeincludedon T4.
Province Code/Province Abbreviation
Enter the Code and Abbreviation that corresponds to the Province for which you are processing T4's.

AB Alberta 800 PE  Prince Edward Islands 880
BC British Columbia 810 PQ Quebec (Quebec Form) 890
MB Manitoba 820 QT Quebec(T4 Form) 890
NB New Brunswick 830 SK Saskatchewan 900
NF Newfoundland 840 YT  Yukon Territories 910
NT Northwest Territories 850 US United States
NS Nova Scotia 860 ZZ Other
ON Ontario 870

PrintT4/TAAForms

Y PrintT4forms. Thesystemoperator willbe promptedtoloadthe T4 Formswhenthe balance of
your selections are complete.

N Onlymagnetic media processing will occur, if selectedto do so.
Print T4/T4AXML

Y PrintT4/TAAXML.

N DonotprintXML.
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T4 Forms/XML
T4 Forms / XML

T4 Forms/ XML

/2 2 - AR > * | (3
CDECMS  compsoytmision: 68035-6¢ Cansian 00 Compan € «| 55N AL AT @@ O
I. v APv ARV Adminv Achialy ADPv BoMv CopyCow EqActy Eqliaints ECMvY GLY HRY HREY HRSSY Inquiyvy Integrationy JCvw

OrdProcy PCv PSv Payrollv M Pyrai-Canvy Propligm vy Purchasingy RepCons v Sendcevy T8MYy Userllenu v

T T

ipowered by Computer Guicance Corporation  User Mame: TB350 (Tom Barday LBCC Group: QA -ALL Ment Main Versior 40| SP: 999

If Print T4/T4AAXML was set to Y, this screen displays.
1. Specify the following options:

* TransmitterNumber—Enter the transmitter numberassigned bythe CRA. Ifyouhaven’tbeengiven
a transmitternumber by Revenue Canada, enterall 5’s.

* Number of Business Suffixes Reporting - Enterthe number of Business Suffixes being reported
for the province selected on the previous screen.

* TransmitterName& Address Information- The Companynameand addressdefaultsinfromthe
company defaults.Editasnecessary.

* TechnicalContactName/Phone-Enterthe name and phonenumberofthe company’s
technical contact person.

* Language of Communication-Specify thelanguageofcommunication forthecompany.
* MediaTypes-Entera 2 for mediatype.

2 PC Diskette
* DataType- Selectwhattypefileis being generated atthistime.
1 Original Data
2 TestData
3 Replacement Data
* PaymentYear-Defaultsinfromthe previous screen.
* DeviceName Ifatapeisused, enterthe device name assignedwithin your system to the diskette or

Tape drive on whichthe magnetic mediawillbe processed.
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T4 Forms/XML
T4Forms/XMLDetail2

T4 Forms / XML Detail 2

@eCMS Company Division: 08035-CGC Canadian 30 Compan, @« = Nl &S d o O

- v APy ARY Adminv Archisly ADPv Bollv CopyCov Eqacty EqMaimty ECMY GLv HRY HREY HRSSv Inquiyvy integratony JCv MMIRqv

OrdProcy Py PSv Payroly e Payrol-Canvy  Proplgm v  Purchasingy  RepConsty  Senicev TS8Mv  UserMenu v

CaN_| Postal Code [TE8 VaH_

poweted by Competer Guidance Corporation  User Name. TB350 (Ton. Barday) LBCC Group QA - ALL Version 40| SP. 999

2. Specify thefollowing options:

* Employer Information - The employer Name and Address populates fromthe Company defaults.
Edit if necessary.

* Accounting Contact- Enteranaccounting contact NameandPhone Number.

3. Click OK.
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T4 Forms/XML
Reviewing the XML document on the Power 7

Reviewing the XML document on the Power 7

1. From aPower7 commandine, typeand enterthe followingcommand: WRKLNK T4

Work with Object Links

Directory

Type Attribute Text
DIR

Parameters or command

10/003
2. Enter5onthe Optline and press ENTERtodisplaydirectory contents.
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T4Forms/XML
Reviewingthe XML documenton the Power7

Work with Object Links

Directory

Object link Attribute
t41€0202121112.
t4100238051412.
t41€0829051612.
t41€0845022713.
t41€0948030812.
t41€1032022713.
t41€1304051612.
t41€1511030912.
t41€2114030212.

Parameters or command

a 18/003

Note: Thegenerated XML document begins with the prefixt4 followedby the time anddatethefile was
created, inhh:mm:ss:mm:dd:yyformat. Eachtime at4is generated, anewfileis created.

3. Display thefile forreview by entering another5onthe Optline.Review thefile for accuracy. From this
screen you can also chose to edit the file by typing a 2 next to the file name on the Optline.

4. Afteryouhave verified the accuracyofthe XML file, you can save the documentto your desktop (you can
alsoeditthefile after you have retrievedit) and e-mail it if desired.
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T4 Forms/XML
Retrieving the created XML document on your PC

Retrieving the created XML document on your PC

1. Open the Power7 Navigator.

1ol
Fle Edt View Help
AR X2 SMES 2 minutes old
| Environment: My Connections | My Connections
@ (B} Management Central (10.1.1.10) Name SignedOnUser | Release |_Cescription
S - B 101110 v7r .m0 Nanage this system
8 10.1.1.10 [ BUERETI vér.m0 NManage this system
3 lg‘“';; B 01178 v7r .m0 Manage this system
iy : 0':‘;'35 B 0az3s v7r.mo Manage this system
b s 5 B 101237 v7r.m0 Nanage this system
i i B 10.90238.145 v7r.m0 Nanage this system
< i
| {1 - € of 6 objects | 7
2. Click the+nextto your Power 7 systemto expandthe selection.
gl
Fle Edt View Help
AR X® SO S S minutes old
| Environment: My Connections | My Connections
@) (83 Management Central (:0.1.1.10) Al | Name | SignedOnUser | Release |_Cescription
8 e = 10.1.1.10 vIr m0 Manage this system
-4 10.1.1.1 10.1.1.41 vér.m0 Manage this system
& %“"‘WW [ BURRES v7r mo Nanage this system
;: :xlwammmmwme B io123s v7r m0 Nanage this system
s MW':": B 0123 V7r.m0 NManage this system
- I Integrated Server Adminstration B 10.90238.145 v7r.m0 Nanage this system
& fa Security
* Users and Groups
= Databases
[+ o2 File Syst
* Backup
3 Application Development
@ 3 AFP Manager
= f§ 10.1.1.41 —
+ 10.1.1.75
= f 10.1.235 Ra ) Kl |
| {1 - € of 6 objects [ %

3. Click File Systems
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T4Forms/XML
Retrievingthe created XML documentonyourPC

4. In the right-hand pane, double-clickIntegrated File System.

@ System i Navigatar 1B

File Edt Yiew Help

| 10.1.1.10: File System:

¥ Management Central (10.1.1.10)
My Connections
l 10.1.1.10
# % Basic Operations
) @ Work Management
@ B® Configuration and Service
@ Network
® Integratzd Server Administration
= Security
« Users and Groups

® 10.1.1.41
« 10.1.1.7S
® 10.1.2.35

Namne

@lnteqoted File System
&3File Shares ysti

| Description
Work weth file system conternts, file shares, and permi
File Shares - System i NetServer

[ [1-20f 2 objects [

Il | 2
Z

5. In the right-hand pane, double-click Root.

S el
File Edt View Help
i) 0 minutes o

|Em~ronment My Connections

| 10.1.1.10: Integrated <ile System Integ-ated File System

R Application Development
@ 3 AFP Marager
@ i 10114

2 10.1.1.10
8% Baskc Ogerations Raoots Work weh the objects, fle shares, and permissions in
€8 i Eeosvs.ue Work weth the objects, fle shares, and perrissions in
A [E3QFdeswr.400 Work weh the obijects, fil shares, and permissions in
IF) inteqrated Server Adninistration [830PT Work weth the objects, file shares, and permissions in
B8 Security Feantc Work with the objects, file shares, and permissions in
Users and Groups
4y Databaszs
=) ©F File Systams
@ (3] Integrated File System
(& File Shares
@ (&) Backup =

lDesabtion

Wi h the objects, S , an iSSI0NS |
w«k wlh the objects, fie shares, and permissions in

| |

| {1 -7 of 7 objects |

\ =
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T4 Forms/XML

Retrieving the created XML document on your PC

6. Intheright-hand pane, double-click the t4 folderto display the XML files.

-0l x|
Fle Edt View Help
W BB X SM@S 0 minutes old
| Environment: My Connections [10.1.1.1¢: Root  Path: |
&) (B} Management Central (!0.1.1.10) & | name | size | Type | Chang 4|
= B Mr Connections CQpwxzwn File Folder 11471
= . 101510 Clgsr File Folder 10/15¢
& ‘% s Caqreemm File Folder 10/18/
b ww""“:"‘m‘ i oot Fie Folder 10/15{
c -
il o o) Cls146154 File Folder 4j24)1
& I Integrated Server Administration
& 88 security RJT4A File Folder 3j3)13
& % Users and Groups nJT5018 File Folder 6/2711
| Mw K xgltechdept File Folder 114711
= m IntegratedFile System Ctmp File Folder 10/17}
@ |73 Root J] UIEECODV.xml 28 XML Document 94513
© [fe Qopersys _l] UIEEDY. x| 2KB XML Document 9/s{1
® Fe QoLs (8] UIEEND10.xm 2KB XML Document 8/9/13
® g Qsvs.us (8) UIEEND12.xml 3K8 XML Document 7425/ >
@-[E3 QFieswr.400 |« »
180 -94 of 107 objects [ 7

The generated XML documentbegins with the prefix t4, followed by the time and date the file was created, in
hh:mm:ss:mm:dd:yyformat. Anewfileis created eachtimea T5018is generated.

@ System i Navigator = =10 x|
Fle Edt View Help
1] 0 minutes old
| Environment: My Connections | 10.1.1.1¢: t4  Path: ft4
) ] QPVXCWN =] [Name I Size [ Type | Chang 4]
B 0eR 4_|]uasx 8061313.xml 4KB XML Document 6J1311
©-80 Qr=PTMM (8] 1485728121312, xm! 1SKB XML Document 12013/
& L rot (8)t4904: 3121012, 14KB XML Document 12/10/
: 5:‘:‘5’5‘ (8)t491146121012.30 16KB XML Document 1210/
‘ ad Toa j]t4925a5121012 xml 8KB XML Document 12/10f
g TS018 (m) t492749031212.xml 2KB XML Document 3/12)1
B-53) techdept _!]t4941~6031212 xml SKB XML Document 3/12)1
@) tenp (8] t494448022813.xml 16KB XML Document 2j28)1
B-E) top (8] t494546030912.xml 2KB XML Document 3j9j12
@) ust g]mmmnxml 2K8 XML Document 39012
4 (U] USRFFRK332 8] t495205121312.xeml 10KB XML Document 12/13f
;.; (] USRFFRK370 _I () t4952: 4121112.xml 7KB XML Document 124114
® ] usrib a]t4953:60312|2 xml 31211
#-ur (8] t495786031212.xmi 3121
@3 vrc1270 M )|t495841121112. xml 3 XML Document
@0 vre1270 ~| L«
|7 [e8-1120f 112 objects | 7

E-mailing the XML document

You may now either drag or copy the document to your desktop, and attach it in an e-mail.
Editing the XML document

Afteryouhave copiedthe documenttoyourdesktop, youcanopenit(oredititif needed) usingNotepad. To
edit right-click the file, and select Edit with Notepad. Make changes as needed, and save thefile.
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Renaming SYYFiles
Retrievingthe created XML documentonyourPC

Renaming SYY Files

Aftercompletingall W2 processing, butbefore processingthe FirstQuarter941 reports andforms, the SYY files

created MUST BE RENAMED.

IfyouareusingeCMS 3.4.3,the 5SYY fileslistedinthefirsttable, shownbelow, willexiston yoursystem. All10
ofthe SYY fileslisted in both tables will exist if you are using eithereCMS version3.7 / 4.0 / 4.1.

All Releases

SYYCNC  Company Defaults-Company name and address.
SYYPRS Payroll System files-FICA and EIC limits.
SYYPRD  Payroll Defaults- EIN and PR defaults.

eCMSv.3.7/ 4.0/ 4.1 Only

SYYTCNC Company Defaults-Company name and address.
SYYTPRS PayrollSystemfiles-FICAand EIC limits.
SYYTPRD PayrollDefaults-EIN and PR defaults.

* Do NOT remove or delete these files.

Renaming the SYY files

1. SelectF10atany CMS menuto getacommandline

Type thecommandWRKOBJ (space) SYY*,.andpressENTER.

Canadian Processing Only
SYYTEI Employer El Tax File
SYYSTM Province Master

Canadian3.7 / 4.0 / 4.1 ProcessingOnly
SYYTTEI EmployerEl TaxFile
SYYTSTM  Province Master

SYYTMST Employee Master

2.
3. Puta7onthe OPTlinenexttothe SYY files,and press ENTER.
4

Thefirstfile willappear. Type the new name on the "New Object" line (press ENTER). The nextfile will
display, repeatrenamefor secondfile and press enter. The third file willthen display, repeatthe rename
process (press ENTER). Rename Example: From SYYCNCto SYYCNC12(i.e., lasttwo digits of year)

5. TypeF3toexitthe Work with Objects screen.
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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.

®* (CanadianT4Form ®* (CanadianT4AForm ® (CanadianT5018 Form * Releve

1. ClicktheeFormsViewericonontheeCMStoolbar.

- ‘ o

e - . b - o s
1 il * " PP -~ i 23 @ Q)
O

2. ClicktheEditTemplates iconontheeFormstoolbar.
IQ%J@&@&H@

3. OntheEditTemplates Selection screen, click the Edit Templates drop-down promptandselectthe
first Canadian formfromthelist(CanadianT4 Form).

@eCMS Company Division: 08/035-CGC Canactan<s00 Compan 3 (d .:-S W Ji‘ :A :ﬁ E
Edit Templates -

Select  Copy Canadian T4AFom ™ Name Description CoDiv  Location Customer Number Joo Number SubJob CreeUserlD Active
G AP Chedks Master Templat for AP Checks 200 0 CGCOWNER r
I AP Checks_EVs Master Templats for AP Checks 00 0 YDOUEPUODI r
o AP Checks rmd Master Templa® for AP Checks 10 0 RBAIL r
r Kabe AP Checdla Katie AP Chedis 323 Amon2 0 KIEX0 r
r rka AP ChecksVVR#P 0323 Wrapping Test kP 0 ACOI50 r
r EColDay Tine Cardich AP Checks_1_ Master Templai for AP Checks 10 0 CGCOWNER [T
B | APCheds_1 (_copy  Master Templas for AP Checks 370 0 CGCOWNER r
L AP Checks_1_(_TEJ Master Templa® for AP Checks_TEJ_ 10 SanDiego 0 TEJZ0 r
r APChedis 83 Uaster Templa® for AP Checks 8 35 835 0 CSalas =
r AP ChecksWRP 0423 Wrapping Test 620 0 GWEs0 F
r AP Checis Co ™0 Template for AT Checks Co 79 780 0 SASHEK320 F
I3 BUH AP Chedk: BUH Template or AP Checks test 3 0 BUHS0 r
r AP Checks compt 60 Master Templa® for AP Checks 120 0 TEJZ0 r
r AP Checks Co27Cop AP Check with Copy \Wniten Across # Co 3" 370 0 SASHEK350 r

i3l Requistion hd
G CopyiChy Eat AP Checks idn Master Templa® for AP Checks 10 Vidra 0 VRARADURA! r
Calims Vama fitase Vakie
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4. OntheEditTemplates Detail screen, selectthe Canadian T4 Form template by clickinginthe Selectbox.

@eCMS CompanyDivision: 08035-CGC Canadian 400 Conpany

E00CEEEE

Edit Templates | Canadian T4 Form x
Select Copy’ Change Open Template Name Description CoDiv Location Custamer Number JobNumber SubJob CreateUserlD Actve
FIQ | CopiChg Edt Canadian T4 Form Master Template for Canacian T4 Form CGCOWNER r
Column Name filter Valus
Select One | t I | 6o L
1%
Delete Restore Clese _S_;L
5. Click the Restore button.
6. Youwillbe promptedto confirmthis selection. On the popup window, click OK.
7.

Clickthe Edit Templatesdrop-down promptto selectthe nexttemplate, andrepeat this procedure for
each ofthefive template listed above.
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