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Year-End Overview

Identical Processing for all Release Levels

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

Overview Information: Year-End Processes

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

Note: In the table below, both the eCMS menu path and the CMS menu fast paths are included.

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

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

Accounts  Accounts ARPMP/05 Clear Customer No Clearsthe Year-to-Datefieldsin the
Receivable Receivable | Master Annual Customer Master. To maintain
Monthly Year-to-Date and Life- to-Date
sales and cost data instead of
month and YTD, clear the
Month-to-Date only at year end
and never clear the YTD field.

Equipment Equipment EQPMP/03  Zero Fiscal Yes Use this option at the end of your
Accounting |Accounting | Year Fields fiscal year to zero the current year
Monthly depreciationfields. Important: This

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

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

Ledger Annual Close Close and prints aGL Year End
Initialization Report showing all
the accounts and the balances
that will be carried forward as
opening balances for the
ensuing year.

2019eCMS 3.7 /4.0 / 4.1YearEndProcessing



Overview Information: Year End Processes

Application eCMS Menu Path CMS Menu

General General Ledger |
Ledger Annual

General General Ledger |
Ledger Annual

Order Order Processing|
Processing Monthly

Order Order Processing|

Processing Monthly

Payroll Payroll | Annual

Path
GLPMP/03

GLPMP/04

ORPMP/01

ORPMP/04

PRPAP

Description

Update Close

ZeroYTD
Fields Dept.
Mater

Inventory
Update

ClearSales
Rep MTD
Totals

Annual
Processing

REQ'D.

Yes

No

No*

No

Yes

Notations

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

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

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

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

Run each month and at Year-
End. Clears the Sales
Representatives Month-to- Date
Totals. Youmay optionally choose
to have the system run the
Inventory Update at the same
time.

Please refer to "Payroll Year-
End Preparation”
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Name Entry-Best Practices for Payroll Employee Maintenance

Name Entry - Best Practices for Payroll Employee Maintenance

Thissection clarifies how to enter an Employee name so thatit can be parsed properly by Payroll reports and
MagMediafiles.

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

characters such as commas or periods). However, the last name can be a two part name witha space or
hyphenseparatingthem. A suffixcan also be addedto the fullnamefield.

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

possible. The field is 8 characters long. If a first initial is needed, leave a space between it and the last name.
The last name must be 6 characters or lessfor this to happen.

First

Enter the Employee's first name without any commas, periods or other special characters.
Middle

Enter the Employee's middle name or initial without any commas, periods or other special characters.
Last
Enterthe Employee'slastnamewithoutanycommas, periodsor otherspecial characters. NONOT addthe
suffixto the last namefield.
Suffix

Enter the Employee's Suffix such as "JR SR II" without any commas, periods or other special characters.

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

Edit Register

Theedit register uses the Abbreviationfieldas thenamefieldfor Employees and sortsby thatabbreviation.
For example, three Employees with the abbreviations of SMITH R, AVISW, and DOUGLAS will sort as
follows:

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

4)and thenby Employee name (option#2) thenit sorts by Last Name. . Inthe above example, the sorting
willbe as follows:

1. WALTERRAVIS
2. KIMBERLY S DOUGLAS
3. ROBERT CHARLES SMITH
Check
Thecheck uses the FullName fieldas the Employee's name. Thechecksare sorted by thechoices made
in the Register selections screen. In the above example, the sorting will be as follows:
1. WALTERRAVIS
2. KIMBERLY S DOUGLAS
3. ROBERT CHARLES SMITH

2019eCMS 3.7 /4.0 / 4.1YearEndProcessing Year End Overview



NameEntry-BestPracticesforPayrollEmployee Maintenance

Itis strongly recommendedthat you enterthe Last Name in the abbreviation fieldand, if spacepermits,usea
space betweenthe FirstInitialand LastName. Otherwise enteras much of the LastName as possible.

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

1 Year End Overview 2019eCMS 3.7 /4.0 / 4.1YearEndProcessing



Chapter 1

InstallingeCMS 3.7/ 4.0/ 4.1Year-End

The amountof available spaceis notanissue withthe Year-EndCMS/eCMS install.Space requirementsforall other
CMS/eCMSinstallations remainasstated intheirdocumentation.

ForeForms3users,thisinstallationincludes neweForms templatesforForm 1099and W2templates.
Please see"Restoring eForms Templates for Year-End Forms"on page A-1.

Before you begin

* Duringthis installation you will be askedto confirm that your system is using the correct Websphere
server Profileand Node. You will need this information the first time you installthe Fix Pack in each
environment.

*  You mustbe signedon as QSECOFR torunthisinstall. Theinstallation willnot startif youarelogged on
as adifferent user, evenas a user with QSECOFRauthority.

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

1. Placethe Install CDinthe opticaldrive.
2. SignonasQSECOFR.

3. Type wrkobjlck <name of your database library>*lib on a commandline (do notinclude the<>
brackets). For most of our customers, thiswillbe “CMSFIL” for the production libraryand “CMSFILTST”
forthetest library.

4. PressENTER.

IBK i Main Menu
System:  INSTLTST

User tasks

Office tasks

General system tasks

Files, libraries, and folcers
Programning

Communications

Define or change the system
Problen handling

Display a menu

Information Rssistant options
. IBM i Access tasks

W N e

Lo T s L 6 LI 3

8.
8.
1

1
1
88. Sign off

Selection or command
==2) wrkobjlck cmsfil37@ =1lib

- hAC 12Ny

(C) COPYRIGHT 1BM CORP. 1880, 2009.

26/031
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Work with Object Locxs

Systen: INSTLTST
Object . . . . : CMSFIL37@ Typ® . + + . « ¢ =LIB
Library . . : Qsys ASP device . . : xSYSBAS

B=lork with

Job User Lock Scope Thread
AP_IMPORTP  ECMS *SHRRD =]0B
LSTN1837D CGCOMMER *SHRED xJOB
LSTNLT3T0 CGCOWMNER «SHRED »JOB
RUN163T0 CGCOWMER *SHRED *J0B
RUN183TQ CGCONMNER *SHRED =J0B
RUN183T7Q CGCOMMER *SHRED xJOB
RUN1T3TO CGCOWMER xSHRED =]J0B
RUNLT3TO CGCOWMER 1SHRRED =J0B
RUN1T3TO CGCOMNER SHRED xJOB
WF_DIGESTP  ECMS «SHRED = ]0B

Bottom

16/083

Anyjobsonthis screenthatstart with QQF willneedto be signed off or ended. You shouldleave the AP_,WF_,
LSTNandRunjobsactive.
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Starting thelnstall

5. TypeLODRUNOPTO010nacommandline, whereOPTO01istheopticaldrive name,and pressENTER.

System 1 Main Kenu
System: BLlOB3R2D

User tasks

Dffice tasks

General systen tasks

Files, librar.es, and folders
Programming

Ccmmunications

Define or chamge the system
Problem handl.ng

Display a mens

Information Rssistant options
Sustem | Access tasks

fa—

1.
24
J.
4,
8.
8.
T
8.
g.
8.
1

[

88. Sign off

Selection or command

===) lodrun optBl

Prompt
F ‘ tial menu

(C) COPYRIGHT IBM CORP. 1980, 200T.
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Program Messages1

Program Messages1

1-4

Display Program Messages

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

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

20/018

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

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

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

Enter Y.

InstallingeCMS 3.7/4.0/4.1Year-End 2019eCMS 3.7/ 4.0/ 4.1YearEnd Processing




CMS Environment Selection

CMS Environment Selection

Date: 12/30/13 RIR93?

Installing: CMS YEAR END 2013

¥ Environment Release Suffx CMS Data CMS Pgm User Data User Fgm

1121 R3ITO 350 CMSFIL3TO CHSLIB370
1T2]1 eCMS 370
IT11 R343 SP13 CMSFIL343 CMSLIB343
IT11 - CHS 343 [NELIGIBLE
MC1 R3TO 50 CHSFIL CMSLIB
NC1 18001 370 INELIGIBLE
0A14 R3TE : CMSFIL3TS CMSLIB375
0Rl4 eCHS 370 [NELIGIBLE

Bottom

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

Various installation parameters, pertaining toyour selection, willdisplay ontheEnvironmentSelection
screen, andthe Year-EndUpdates installation will begin.
Note: This installation may take 30-45 minutes to complete. The EII symbols, located in the bottom-

left corner of the screen, indicate the procedure is running. Status messages will appear
periodically throughout the install,andthere arealso atleast6 timeswhentheinstall will stopand
promptyoutopress ENTER.Beforedoing so, pleaseallowthese processes toruntocompletion.

2019eCMS3.7/4.0/4.1YearEndProcessing InstallingeCMS 3.7/4.0/4.1Year-End




Program Messages2

Program Messages2

Display Pregranm Messages

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

Y

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

Y

Library CMSFIL3TO not saved within 24 hours. I=Ignore, C=Cancel

i

Cerrect? (Y,N): WAS Profile=IT21, Node=INSTLTST_[T21, IP=10.1.2.35.
y
DEDICATED PROCESS: Ensure no active users in IT2L . G=CGo, C=Cancel

20/018

“Library (database lib any name>notsaved within24hours. I=Ignhore,C=Cancel” - Selectltoignore this
message and proceed with theinstall or C tocancel.

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

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

Installation Process

Thefollowingis thefirst of 4 screensthatwillrepresent differentaspectsofthe installation procedure. Each
part maytake severalminutestocomplete.% symbols, locatedinthebottom-left cornerofthescreen,
indicatethe procedureisrunning,andstatus ges willappearperiodicallythroughouttheinstall. When
promptedtopress ENTER,donotdo so untilthe above symbols have been cleared from thescreen.

2013/12/30 14:43:43 : Parameters: success - VT IT21"INSTLTST_IT2171D.1
10.1.2.35 - C37010Y01 - NOUSER
2013/12/30 14:43:43 : WAS Proifile Directory: /QIBM/UserData/WebSphere/RppSer
ver/VT/Express/profiles/IT21
2013/12/30 14:43:43 : Successfully Stopped an [BM Webspaere RApplication Serve
r Profile : success
2013/12/30 14:43:43 : Clearing temp directory of IBM We>sphere Application Se
rver Profile : success
2013/12/30 14:43:43 : Clearing ustemp directory of I1BM debsphere Application
Server Profile : success
2013/12/30 14:43:43 : Successfully cleared temp and wstemp directories

600 - CHGDTARRA DTHARA (C3TOLO0YOL/RTNCDE =A_L) VALUE(['1')
CPF1015: Data area RTNCDE in C3TO10YD1 not found

800 - CRTDTAARA DTHARA (C3TOL10YO1/RTNCDE) TYPE (=CHAR) LEM(L) VALU
E("1') TEXT('Install Manager Return code from NEB scripts’)
CPCa904: Data area RTHCDE created in library C37010Y0L.
- = FETURN /= RETURN due to end of CL program =/
Press ENTER to end terminal session

==z}

207087
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Program Messages3

Program Messages3

Display Pregram Messages

Joo> 093444/QSECOFR/QPADEVODOS started on 12/30/17 at 14:29:44 in subsysiem Q
Install eCMS 270 2013 Year End Fix Pack 21.121215¢7 (Y N)

5 1
Check Update Guide. Have jou completed all pre-install activities? (Y H)

y

Library CMSFIL3TO not saved within 24 hours. I=Ignore, C=Cancel

i

Correct? (Y,N]: WAS Profile=IT21, MNode=INSTLTST_[T21, IP=10.1.2.35.

y
DEDICATED PROCESS: Ensure no active users in IT21 . G=Co, C=Cancel
g

SUCCESSFUL install of C37212Y21. Delete temporary objects? (=Delete, K=keep
k

SUCCESS! Year-end updates installed in CMS environment 1T21. Press Enter to

81/001
“SUCCESSFUL install of C37012Y21. Delete temporary objects? D=Delete, K=Keep”. Click K

(Keep). “SUCCESS! Year-End updates installed inCMS environment IT21.PressEnter to
continue”.Press ENTER —The installation procedurehascompleted successfully.

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

1-8 InstallingeCMS3.7/4.0/4.1Year-End 2019eCMS 3.7/ 4.0/ 4.1YearEnd Processing




Chapter 2

Installing CMS 3.4.3Year-End

The amountof available spaceis notanissue withthe Year-EndeCMS install. Space requirementsfor all other
CMSinstallations remainas statedintheirdocumentation.

Before you begin

®* You mustbesignedonas QSECOFRtorunthis install. The installationwill not startif you are logged on
as adifferentuser; evenas a userwith QSECOFR authority.

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

Starting the Install

1. PlacetheInstall CDinthe opticaldrive.
2. SignonasQSECOFR.
3. TypeLODRUNOPTO010onacommandline, whereOPTO01istheopticaldrivename, and press ENTER.

System i Main Kenu
System: B1OB3A2D

User tasks

Dffice tasks

General systen tasks

Files, librar.es, and folders

B W R e

Progranming

Cemmunications

Define or chaage the system
Problem handl.ng

Display a menw

Information Assistant options
Sustem 1 Access tasks

5.
8.
1.
8

9.
8.
1

1
1

80. Sign off

Selection or command

===} lodrun optOl

F4 - ial menu

(C) COPYRIGHT 1BM CORP. 1980, 2007,
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Program Messages1

Display Program Messages

Job 408157/0QSECOFR/QPADEVEEED started on 12/30/13 at 14:12:02 in subsystes 0
Irstall CHS 343 SP12-SP14 2013 Year End Fix Pack 21.121215? (Y N)

y

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

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

“Install CMS 343 SP14 2019 Year-End [Y N]” - We assume you will enter Y.

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

Date: RIRS3?

Installing: CHS YERR END 2013

¥ Envircnment Release
ITi1 R343 SP14
1T11 - CNS 343
I R3TO
1T8 eCHS 370
MC1 R3TO
NC1 18001 370
0R14d R370
0R14 eCMS 370

Suffx CMS Data

CMSFIL343

CMSFIL370

CMSFIL

CMSFIL3TS

CMS Environment Selection

Environment Librarieg-=======~==)
CHS Pgm User Data User Fgm

CHSL1B343

CMSLIB378

NELIGIBLE

CMSLIB

[NELIGIBLE
CHSLIB375

INELIGIBLE

Bottom

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

uniqueto yoursystem.

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

Various installation parameters,pertaining toyour selection, willdisplay onthe EnvironmentSelection
screen, andthe Year-EndUpdates installation will begin.

Note: This installation maytakeseveral minutestocomplete. The

symbols,locatedin the bottom-left

corner of thescreen, indicatethe procedure is running, and statusmessages willappear periodically
throughouttheinstall.Please allowthisprocesstorunto completion.
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Program Messages2

Program Messages2

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

Display Program Messages

Job 488157/QSECOFR/QPARDEVECED 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)

9

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

Y

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

01/001

Select | to ignore this warning.
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Program Messages3

Program Messages3

Thisscreenwillpromptyouto deleteor keep yourtemporaryfiles. If the installwas successful, you can choose

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

Display Program Messages

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

Y

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

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

20/013
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Program Messages3

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

Display Program Messages

Jeb 488157/QSECOFR/QPADEVOEED started on 12/30/13 at 14:12:02 in subsystem 0
Install CMS 343 SP12-5P14 2013 Year End Fix Pack 21.1212157 (Y N)

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

;LCCESSFUL install of C343YEY2l. Delete tempeorary cbjects? D=Delete, K=Keep
gLCCESSE Year-end updates installed in CMS envircnment ITil, Press Enter to

81/001
If you receive any error messages, it will be necessary to access the Computer Guidance Corporation’s
Customer Support Website and open a ticket.
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Chapter 3

Accounts Payable Year-End Preparation

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

* RunPrint1099forms (see “Print 1099 Forms/CreateMagneticMedia”,on page4-1)to get order count.
See "CGC Supported 1099 Forms"on page 3-2 forinformationon orderingforms.

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

* Use1099/T5018 TypeCode maintenance optionto maintainTypeCodes. See "1099 TypeCodes"on page
3-3 for more information.

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

* RunPrint1099 Registerto verifyaccuracy of the amountsforeach box. See "Print 1099 Register"on page
3-8 for more information.

* RunHistoryReportbyVendorNumberto get further detail on specific vendors. See "HistoryReportby
Vendor"on page 3-9 formore

e UseAP 1099/T5018 Code Maintenance to maintain 1099/T5018 codes forinvoices. See "AP 1099
Code Maintenance"on page 3-10formoreinformation.

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

Year-End Reports

RunAnnualVendorReport after lastcheck runofthe year (optional). This does not affect 1099 processing.
See "PrintAnnualVendorReport"onpage 3-14formore information.

Run Update CurrentYear vendor file(optional).This does not affect 1099 processing. See"Update
Current Year VendorFile" on page 4-1 for more information.

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

CGC Supported 1099Forms

Computer Guidance Corporation supports only the 1099 Forms listed below.

Form Laser or

1099FormTypes Number Description Non-Laser Envelope

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

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

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

Print

1099-Dividend 5174 Three up horizontal Laser 2222-1

eForms Perforated 2222-2 Self-seal
Blank back

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

1099-Interest Income 5174 Three up horizontal Laser 2222-1

eForms Perforated 2222-2 Self-seal
Blank back

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

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

* Telephone (602) 269-1397

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

Please note:
®* CGCisnotresponsiblefor the quality of printed products due to printerissues.
* We suggestthatyou orderextraformsfortesting purposes.
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CGC Supported 1099 Forms
1099Code Listing

1099 Code Listing

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

1099 Type Codes

Accounts Payable | Maintenance | 1099/T5018 Type Codes
* The codesmaintainedhere are usedforallcompany and alldivisions.

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

1099 Type Code - Selection

e : S A S IR T
\@eCMS CompanyDivisian: 37/000-4 0 Quick QualityBuilders CK ] L ¥ AA Tl 23 |® (D
‘ v APY ARY Adminv Archialv ADPw BoMvy CopyCov Egacdv EgMamty ECMY GLv HRY HREv HRSSvY inquiyv Inteprationy JCv LUaRigvw

OraProcy PTw PSv Parollv M PyrolCanv  Proplgme Purchasingy FepConsty  Senscew TSUw  Userllenu v

Accounts Payakle AP 10%4/T5018 Code Table Mainenance APPL02 APPM10 - 21

106975018 Code I<]

powered by Computer Guidance Corporalion  User Name: TB50 (Tom Barday) LBCC Group: QA-ALL Yersion: 4.0 | 5P 599

1. Enteracodetoadd orupdate, orclick the promptto selectfrom a list of existing codes.
2. Click OKtodisplaythe 1099 Type Code Detailentryscreen.
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CGC Supported 1099Forms
Vendor Master Listing

1099 Type Code Detail

= - 4 - o >
\_@ECMS CompanyDivision: 37/00-4 0 Quick Qualty Builders ] - | Y ™~ Fat . ’:l - = g 1 ||@ 0
. v APY ARv Adminv Archialy DPv Bollv CopyCov Egécdvy EqMamte ECUY GLY HFfv HREY HRSSY inquiyv Integraiony JCv MatiReqv

OrdProce PICv PSv Pyrollvy sl Paneli-Canv  PropMgmv Purchasinge RepConfv  Sanicaw TEUw  Ussrilenu v

Accounts Payable AP 108975018 Code Table Maintenance Mode: Update APPA02 APFMID - 21
1099 Code: D

Description: (162 Income tas wis b1 4

Box Number: |4
FormType:  [Misc =]
Type of Gross: |Gross Proceeds =l

powered by Computer Guillance Corporaion  User™Name: TB3S0 (Tom Barda LBCC Group: QA - ALL Version 40| SP. 999

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

Vendor Master Listing

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

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

Vendor Master

Usethe Vendor Master tomake modificationstothe VendorName, Proprietor Name,and 1099Code. The
VendorMasterisalsousedto maintainthe indicatorsfor DirectSales exceeding $5000.00,and thesecond TIN
notice received.

Accounts Payable | Maintenance | Vendor Master

Vendor Master -Selection

2 & (5 ™ : il 4 il
_Q)eC MS Company Drision: 37/000-% 0 Quick QualtBulldérs CUE - e ALxe B I® O
. v APv ARv Adminv Achialy ADPv Beollv CopyCov Egacdv EqMainty ECMY GLv HRv HREv HRSSv inquiyv integraionv JCv IisiRagw
OraProcy PTy PSSy Parollw Iel Parol-Cany  Proplgmy  Purchasingw FepConsty  Sendeevw TEMw  Userblenu v
Ol

Accounts Payakls Vendor Mantenance NAPO52 APPMI0 -1

Organization: a7

Divison Number: 19 i<

JAMES nUMDER 2 I<l

Ex Ok

powered by Computer Guidance Corporalion  User Name: TB250 (Tom Barday) LBCC Group: QA-ALL

1. Acceptthe Company/Divisionusedatlogin,orclick the Division Number promptto make new selections.
2. EnteraVendorNumber,or click the promptto selectfrom allist.
3. Click OK.
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Vendor Master
Vendor Master Detail -General tab

Vendor Master Detail - Generaltab

17 5 - ia 1
@eCMS CompanyiDivisken: 50001 Xamols Corstruchondl I0EE G, g8 A ANAws }@ (D
W APr ARY Mmav Aialr Bofv Condsav CoyCov EoAotv EqMamr EMr GLv KRy HREY KRSSY by begao JCv MalRmv CnPrcy PCY RSY Py MPamiCmv Polgnr Puchsngr Rplosr Senier TAe Sarh
o)
Aeoounts Payable Venie Maltenance Mo Upite YAPOSEE
Vendee Numeer. 1145 Stts: ACTIVE
G2 | Gy | oo [
Remitio rformation Malf Inmaton

Nams: sy Pisting Aetreaton: FGSLEVRL) Neme:
Meess 1 98 Et T v Reporing Ve |5 Adrsst:
it Fhone Huter: p Addresl:
oy =] FatMurter: i iy
St kg County Code: Suae:
ZpPostalCod: ] ZpPasta ote:
Wecsts: ] Fright Amcurt: L)

198 Code: ]
Customer Rference;

Vendee Type:
User Defined Laet

Tems Code
Atamte Vndor

Discont Prcnt: [E]
Tau D Nurker: }

Check Coang Days: i
Tan D Wumber Type: C R o
Lien Waiers o Spples ——— T

Dupicats Invoice Editfor Coding Table: ™
ot Excige hem P o
DEA2.
Job N Wiorty Cod:
Sub Job Number: < SbewbctVendor. )
Account Number: ] Manufachuring Vender. |
Dt Eerd DE| ] FATCA Vender: v

Prais [ [ B [

poware] by Computer Geidance Corporaion  User Nama PUCI50 [Pusy Chambers) LBCC Gaougy ALLINOREST - A Employeas/No Fisk] Resticiions Mens Msn Vorsiw 40|59 3

Note: On the CMS screen, the 1099 Code field will be on the left portion of the screen.
4. EditName,Addressand1099Code.

* Addingor changingthe 1099 Code herewillnot affectany existinginvoices. To maintain 1099 codes
for existing invoices,see "AP 1099 CodeMaintenance"onpage 3-10.

* State abbreviationswillbe usedfortheFederal/State combinedmediafiling.

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




Vendor Master
Vendor Master Detail - General 2 tab

Vendor Master Detail- General 2 tab

. '_ - g A -
CDECMS  componyomision: 379040 cuics st Bussers Q) - AW or v s i@ O
v APv ARY Adminv  Acch v ECUv GALv HRY HRETY HRSS* lngqun v inlegral sdReg T OrdP
Paroll v ol Papoli-Canvy  Proplgmv  FPachasingy  Rep 3 ] TéM
Ol
Accounts Payath Vendor Maintenance Mode Update YAPOE2 APPMID - 1
Vendor Humber: il 2 Vendor Hame: » St
Ganera | | Corzrey Baiances
Payabies Contrg Account: Intercompary Vendor r
Cash Account (/ or B) | Separate Crecks by kmoice: (]
Proprietos Hame: (urect SalesE xceed $5000: |
State ADDreviatey Second Tin Botice: r
Contractor: r
State 10 Humbes Indepencent .
Hatt Code: J
Country Hame
County Code
Currency Rate Tpe
Vendor Data Format A
Account Numbe-
Electronic Funds Transder Senall Busine s | i
Create EFT PPD .-J Woman Cramed Business: | i
Bank D Humber 1 Desscvontaged Business: r
Bank Account Nember: W0t Cther Business :
i 48 2
Pra-tiote r Other Busne:
Transter Code Crhecng ¥]
Prow
powered by Computer Guidance Corporation  Uer Mame: TB350 (Tom Barctay) LBCC Group. OA-ML wersiom 40| 5P 999

5. EnteraProprietorNameifitis notthe same as the Remit Toentryon the General tab.

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

8. State Abbreviation/State ID Number

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

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

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

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

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

1099 Form Boxes 1099 Form Boxes
Form

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

1099-DIV 12 and 13 1099-MISC 17 and 1
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Print 1099 Register Vendor Master
Print1099Register- Selection Vendor Master Detail - General 2 tab

Print 1099Register

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

3.7 Menu Path

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

Accounts Payable | Annual | Print 1099 Register

Print 1099 Register - Selection

e CMS i - » A 2 T
;@e \ompany Division: 37.000-4 8 s Cualt; Bubders € - N AR i O
v APv ARY Asownv Achialy ADPY Bollv Cov Eqidv Egliginie ECUY GLv HRY HREY HRSSv Ingunyv lnigatonv JCv UMReqy OradProcy PCv PS5y
Pagroly ™l Paprei-Can® Propllgpmv  Puchasine v RepConstvy  Serace* TEMv  Userbleno v
s n
r w0 40 1099 Selection Soreen APPES2
E Vet (VY
am N O T 053000 DeC

powsted by Computer Guidance Corporatian  User Name TB3SD (Tom Barday) LBCC Group: OA-ALL Version . 0| SP. 599

Selecta 1099 Form Type from the drop-down list.

1 Broker

2 Dividend

3 Miscellaneous
4 Interest

9 Al



History Report by Vendor
History Report by Vendor- Selection

History Report by Vendor

TheHistory Report byVendorNumber providesmoredetailand, as anoption, includes universalvendors
and non-universal vendors on the same report.

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

Accounts Payable | History | History Report By Vendor Number
History Report by Vendor - Selection
CEDeCMS  compamomision: 3900

lo APY WRv Asminvw Achial v

4.0 Gusek Cualty Buliders G« ] AL LA @ U]

U

Cov Eqicav EqUaniv ECUY GLy HRY KWRE' HRSS* Wguer inlsgratonvy JMCv [oAReqv OrdProcy PCw PSw

Pamslle Wl Paroi-Canvy Prpligmy furchasihgy RepConstv  Senicev Thllv  Userllsno v

T 000 40 Hestory APPWED

3 ]
Ty
& 33 .
4 Orders
@ Cate ]
Jd
5] P=Payseledt JeJobSub

poweted by Compuser Guidance Corporaion  Uner Naene: TB350 [Tom Barctap LBCC Group: QA +ALL Wersion 4.0 5P 699

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

AP 1099 Code Maintenance

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

Accounts Payable | Maintenance | AP 1099/T5018 Code Maint

AP1099Code-Selection

P % - B | - o : | @
CYECMS  companyonsion: 3709049 tuscs st Butswrs E - S AL LT a® O O
IR+ APv ARTY Jaminv Achhaly ADPv Bellv qhcd v Equisite ECU® GLw HRY HRE® HRSSY Inqunv inegalonv JCv LWaMRegy OrdProcy PCY PSS
Papcll v 1o Pagred-Can' Prepligm v au User Ue
Accounts Payable Changt 10375018 Code APPEES AFPM0 - T
Company Namber
Drrsion Number:
Vendor Number

Pay Select Bumber:
From Code !
To Code: <

From Chech Date:
To Check Duste: =

powered by Computer Gusdarce Corporation  User Name: TBAS0 (Tom Barday) LBCC Group OA-ALL Version: L0 | 5P 999

Changing a Vendor Pay Select Number

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

Note: To proceedtothenextscreen,enteraVendorNumberand a Pay Select Number,howeverleave AP 1099
C de Selection the From Check Date and To Check Date fields blank or you will proceed to the
"Changing aVendorto a Specific1099 Code screen" (see page 3-12).
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AP 1099 Code Maintenance Changing a Vendor
Pay Select Number

Change by Vendor/Pay - Selection

@eCMS Company Drasiore 37000-4 0 Cusch Cualdy Budters

Parodl v ol Pameli-Canvy  Propligmv  Farchasingy  RepConsty  Sanica v

Accounts Payably

powored by Compuler Guidance Corporation  Uiner Name: TBS0 (Tom Basday

v APy MRy Adminv Achealy AOPY Bollv CopyCow  Eqicty Egllainty ECUMY GLv HRY

TNy Userlsny v

Vendor Humber: 1 Pay Select:
Vendor Hame: Scorpi Excaatien ol P O Number:
Job Numbser: Hait Code:
Sub Job Number:
PBiew Code Oud Code
[ «
<
<
<
L
L4
<

LBCC Grow: OA-MLL Wers Man

N2 z2edil® ©

HMREY HRSSY Ingqun v ilegratonv JCv IeSResv OrdProcy PiCe PSvw

@ - =

APPESS APFMI0 - T
Invoice
Humber; 8548
Descrpton
Date:
Amount
Descripton Amsont
COMPRESSOR BELT 34 20000
STATE 100
COouNTY
LOCAL 29
T% TAKRET-Y.ACCY AL00
7% TAXRET-YACCY) -300
T4 TAURET-YACCY 400

wersion. 401 5P 999

4. Enterthe 1099 Codeinthe New Codefield, or clicktheprompttoselectfrom alist. Click OK toaccept. The
systemwillacceptablank entryin this field.

The display returns to the "AP_1099 Code- Selection screen” (see page 3-10).
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AP 1099 Code Maintenance
Changinga Vendorto a Specific 1099 Code

Changing a Vendor to a Specific 1099 Code

Change by Vendor to a Specific 1099 Code - Selection

ipowered by Computer Gusdarce Corporation  User Name: TBIS0 (Tom Bardiay) LBCC Group @A-ALL

Pay Select Bumber:

From Code:

To Code:

Froem Chech Date:

To Check Dite: w201 R

Harme:
Address 1
Address I
iy

State:

Tige

Version: L0 5P 999

(2 » - 3
_@QCMS Company Diision: 37000-4 0 dusch: Qualty Bulders | il FaSr - M~ - i
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3-12 Accounts Payable YearEnd Preparation

Vendor- Enter a valid VendorNumber, or click the promptto selectfrom a list.
PaySelectNumber-Leaveblank.

FromCode/ToCode - This is usedto change the 1099 Code from one code to another, or from no code
(Blank)to a specific 1099 Code. Itis required thatany code usediis first setup in the 1099 type codes.

The From Code is thecodethatis currently inthefile. To change from ablank codeto anothercode,
leave the From Codeblank. The To Codeis whatyou are changingitto.

FromCheck Date /ToCheck Date is a mandatory entry, usedfor invoicesthatare either partially or fully
paid. If the Pay Selectfieldis leftblank, all codes willbe changed for all partiallyor fully paid invoices within
the specified date range.

Click OK to acceptthechange (the VendorName and Address willdisplay on the screen for verification),
click Exitto cancelthe change, or click Previous tocancelthe changeand to returnto theprevious screen.
If youclick Exitor Previous, the 1099 Codes willnotbe changed.
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State 1099 Selection File
1099 State - Detail

State1099SelectionFile

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

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

Accounts Payable | Maintenance | State 1099 Selection File
1. Onthe Selectionscreen, enter a StateAbbreviation or click the prompttoselect from alist.

1099 State- Detail

CDECMS  componyomsion: 31000-£0 cuis cuse Buscers CHE Ll [1fe NS sdi@ O
v APY MRy Adminv  Aowalv sl v Eqiccte Eqilainty ECUMY GLY HRY HREY HRSSY aunr inlegratony JCv INSResv OrdPrecy PCe PSw
¥ 1 Pagol-Ca P m Rep Constv  Sanice s v
o

Actounts Payable 1099 State Maintenance Mode. Update APPI2 AP0 - 17
State Abbrenabon: 51

5 State Code

Soecial Data Entry: STATE OF ARIZONA

powered by Computer Guidance Corporaion U Name: TBA50 (Tom Bardlay LBCC Group: OA-ALL wersion 4015P 999

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

2. Enterthe appropriate StateAbbreviation (foundin the Alpha Code column of the table below), or click the
1099 StateDetail prompttoselectan existingentryfor 1099 state record maintenance.

3. Click OK.

4. Enterthe appropriateNumerical IRSState Codefrom thefollowingtable(foundinthe # Code column),
and then click OK.

Entry in the Special Data field (if required) indicates the taxing location.
5. Typeorchangeinformationinthe SpecialDatafield (if required) and click OK.
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Print Annual Vendor
Report 1099 State - Detail

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

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

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

Thefollowing state and U.S. territory abbreviations aretobe used whendeveloping the state code portion of

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

Table 2: State & U.S. Territory Abbreviations

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

SeePartC.RecordFormatSpecifications and Record Layouts formoreinformationontherequired
formatting for an address.

Filers mustadhere tothe city, state,and ZIP Code formatfor U.S. addresses inthe “B” Record. This also
includes orthern Mariana Islands, Puerto Rico, and U.S. Virgin Islands.
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Print AnnualVendor Report

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

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

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

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

Accounts Payable Year-End Processing

Update Current Year Vendor File

3.7 Menu Path

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

AccountsPayable Year-End Processingis completed afterrunningthe Cash DisbursementsUpdatefor the
last check run of current year,and priorto the first check run of the new year.

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

The program moves the Vendor current Year-toDate amountsto the prior yearfields, and zeros the amountsin
thecurrentYear-to-Datefields. Thesefieldscan be viewedin VendorMaintenanceand Vendorinquiry.

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

Vendor YTD

3.7 Menu Path

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

Admin | Calculate Balances | Vendor YTD

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

Print 1099 Forms/Create Magnetic Media

3.7 Menu Path

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

You can printthe 1099 formsand createthemagnetic media for one Company/Division,one Company/All
Divisions, or All Companies/All Divisions.

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

Theprogramdoes notcombinethevaluesof UniversalVendors forCompanies/Divisions with common
Federal IDnumbers for 1099s.
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Print 1099 Form - Selection

You cancombineAllCompanies/All DivisionsforMagneticMediaunderone Transmitter.This createsarecord for
each Company/Division indicating their individual Federal ID number.

S.EQCMS Company Drdsion: 3710004 0 Gusck Quabty Budders g - B2 NSH 2@ |iC 0]
v APvY ARv daminv Achhaly A oll v EqAccty Eqllante ECUe GLvw - 53 guy v inlegabon Y ST v OdProcw PS5

Pagoll v 1% Payrob-Can v Proplgm v Puichasing v  RepCoasty  Serice v TéM v  LUserllenu v

[ o* | = | =

powered by Computer Gudarce Corporaion  User Name: TB350 (Tom Barclay) LBCC Group: QA-ALL Menu. Rain Version: 4.0] 5P 999

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

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

To printthe 1099 forms, you must leavethe 1099to PC Diskette/AS400 Tapefieldblank.

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

6. InthelncludeP/R adjustmentsandInclude H/R benefits fields, enter up to five payrolladjustmentsor
human resource benefit codesto be printedonthe 1099-MISCforms. To printadjustments orbenefit
codes, you musthavesetthem up as non-taxable.

7. Inthe1099 Form Type field, youmay selectforone or ALL types of 1099s. The CUSIPNumberis
required forformtypes1 (Broker) and 9 (All)only. The9 (All)option mustbe selected if youare using
electronic filing.

FormsB,DIV,andINTaresupportedforlaser 1099s only.
Click OKtoprintthe 1099 Forms.

10. If youentered D for PC Diskette or T for Power 7 Tapefiling, the "Create 1099 Diskette/TapeFile" screen
displays.

P>

© o
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Print 1099 Forms/Create Magnetic Media
Print 1099FormSelection,MagneticMedia

Print 1099 Form Selection, Magnetic Media

Transmitterinformationisyourcompany information.All of theinformation on thisscreenisrequired withthe
exception of thetelephone extension.

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

@ECMS Company/Divisiof: 03023-QA 40.0

B - |

NG 2s

=23

AP¥ ARY Admin¥ Amhivalr ADP¥ BoM¥ Candalav CopyCov EgAcdls EqManly ECHy Glv HRv HREY HRSS¥ Inguv Inlegrationy JCw

|
i ]
|

023 QA

Create 1099 Disﬂst*la’[ape Fiie

MaliReq ¥ OiPrec™ PIC™ P8 |Payroll™ e Payreli-Cany PrapMgme Purchaingy RepConsty Savicay TiMYy UserMiuy

Sareh

APP140

»

Trmsmities

[N &
[marsmitter Name T

fompany
hodress I
Lty I ] Stale — e[

Pontact |
fmone | pal

Fmai Agdress

[ransmitter Contral Code [ Paynent Year 2014
Print PAYEE micords on contil lsting? (YiN) ]

[ombined FederaiState YINT) [}

fengar Hame OR: DBA 14 2] ]

powered by Compuef Cuidancs Comporabion

User Nama~ HAAISD (Hol Amelth LBCC Group: OA-ALL Wenur Main Vesion: 40| SP 993

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

Y Yes N No T Test

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

13. Click OK. If you areprocessing foradiskette, the“Save 1099 File” (APPMTF)screendisplays.
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Print 1099Forms/Create Magnetic Media
Print1099 FormPC Diskette, MagneticMedia

Print 1099 Form PC Diskette, Magnetic Media

e A - . LR o Y
_EQCMS Company Drtsion: 3700040 Guscy: Duaity Bulders = il L1RE AT @O V]
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Prass Enter i continue
E ¥
I I !
powersd by Comguter Gantance Corporadon  Usier Name TR0 (Tom Barday) LBCC Groug OA - ALL Version 4 0| 5P 999

14. Click OKtocreate the APPMTFfilein CMSFIL.
15. Use your5250 Emulator (i.e. ClientAccess, Rumba)totransferthefile tothe PC.
16. You must download thisfiletothe PC before you processthe next Company/Division.

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

3.7/ 4.0/ 4.1 you have an additional tool to extract the file which is time-stamped.

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

1099LaserPrinting--eForms

* To produce laser1099s,youmust have theoverlaysCGC152, CGC152B,CGC152D,CGC152M
and CGC152| (Note: CGC152l is available for 3.4.3 customersonly).

* TheRedForm(CopyA)isNOTPRODUCED.
* Onlyone CopyB and two copies of Copy C willprint.
*  1099-B,1099-DIVand1099-INTformsareonly supportedforLaserprinting(1099-INTisavailablefor

3.4.3 customers only).

* Magneticmediamustbe usedtofile with yourtaxing authority.

PC File Transfer

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

PC File Transfer, Client Access
(5 Data fraoaier fromsystemd

Fio Viow Beip
Rl = W
System
Sytteon | name [1-:!‘-1-1 :_]
File name CMSFIL/APPMIF 2] Bowe |
Ll
Dats Dptons |
m
Qupsdewce  [Fin 2l Desk |
Fils pame JCuRS TR Dromee |
Fomnat Ophorn
[ Tsaraber data hom System ) ]

Power 7

2. Clickthepromptarrowtoselectthe SystemName (the System Name referstothe AS400ID number).
3. FileName—Enter apathconsistingofthe Library(CMSFIL)andthe File Name, asinthefollowing

example: CMSFIL/APPMTF.

4. Enter afilenamebasedontheprocessing:
APPMTF for Federal and State Magnetic Media files

Important: You mustdownloadthisfiletothe PC beforethenextMagnetic Mediais processed. Thisfileis
overwritteneachtimethe 1099 magnetic mediaoptionis run.

PC Details

5. OutputDevice-clickthe promptand selectFile.

6. Enterthe locationin whichto savethefile - this includes Drive, Path, and File Name - or click the Browse
buttonto help youlocatethe desired directory.
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PC File Transfer
PCFile TransferDetails

PC File Transfer Details
7. Clickthe Details buttonto the rightofthe File type field to displaythis dialog.
21

" fpgend 1o esivting ip
" Croste or overvate fis even | emply jesud et

File ype

JASCH Text ] Detsk l
Trarclate sytem datato  [ASCH =
P M descrpien ile

' Save saruter descagtion

File format {* Erhanced " Sundwd

File pame

[f*.m;m-.i(.s Boowse I
[ ox ] coxe | b |

Output PC file

8. Selectafilesave option.

* TheCreate New File optionwill save eachfile transferwith a differentname. Iffile alreadyexists, you
will receive a warning with an optionto overwrite the existing file.

* The Overwrite Existing File option will automatically overwrite PC file with same name without
warning.
Note: Although either of thesetwo options may be used, we recommended you use the Create New File
Option to receive the existing file warning.

9. ClicktheFileType promptarrowandselect ASCII Text.

10. Clickthe Translate system data to promptandselect ASCII.
11. Selectthe Savetransfer descriptionoptionifitis notchecked.
12. Click OK to returnto Data Transferfrom AS/400screen.
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PCFile Transfer
PCFile TransferDetails

5 Data tranater ram systemi L S )

Save Ay

1 Nesw Dats Trarafe from System | (4).0¢ i
2 Woewn Dials Trarefen from System | (3).04
3 Now Data Transfer from System | (2.0
4 New Data Transfer from System Latf

[ Foatonte

13. Fromthe Filemenu, select Propertiestoaccessthe PC File Transfer options.

Froperties

Conversions | Lixawy List | Display | SOL | Connectin | Startup |

21 x|

- Genetal options
¥ Convert CCSID 65535
™ Log postion of untianalatable fields
v Store DECFLOAT vakues as character data

e :

r Carmver Excel dofe and brme oele 16 Dintem 1 dae
bithe

r Alow nurserc dota motiataces ool immm Lo be
convered (o chracle: dots

[ ok ] coce | Aeow |

Hep |

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

format).
15. Click Apply.

16. Click OK toreturntothe Main Transfer Screen.
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PC File Transfer
PCFile TransferDetails

Transfer the data

=12ix]

File Vow Help
mEdE
System i-
Systemineme  [10.1110
File name CMSFIL/APPMTF
PC

Quips devce  [Fin

Fis panee. JC RS TAE

17. ClickTransfer data fromSystem I.

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

Payroll Year-End Preparation

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

Year-EndProcessPriorTo New YearPayrolland Before W2 ProcessingFor CurrentYear

Print Distribution Master File Listingto verify W2 Box assignments and Zero-To-Date Amountflags.
See "Distribution MasterL isting"on page 5-4 formore information.

Verhg thatthecorrect value has beenentered orthecountry codeinthe Employee Master.See "Payroll
W2 Boxes"on page 5-3 formoreinformation.

PrintEmployee Listing, Employee Name Onlysetto Y to verify employeename setup. See "Verifythe
EmployeeMasterinformation"on page5-7 formore information.

Usingthedatesensitive taxtablecopyfeature update Federal, Stateand Local Tax Tables.You canrun
th]is atanytime. Don'tdeletethe prioryear taxtable.See"Copy US Tax Tables" onpage5-8formore
information.

Laser State/LocalMaintenance. EstablishW 2 laserformstate/local relationships. See "LaserW2 -
- State/Local Maintenance" on page5-9 formore information.

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

Runthe "Prepare Year-EndFiles forW2" option AFTER the lastpayrollfor W2 reporting year. See page 6-1
for more information.

U];c)date Medicare and Social SecurityLimits and Rates for the new payroll year. See page 6-13 for more
information.

Begin Processing Payrollfor new Payrollyear.

W-2 Processing

PrintW2 Registerand Verify Information. See "W2 Reqister"on page 7-1 for more information.
W2 Box MaintenanceforZbox. See "Year-End Box AssignmentforW2" on page 7-3 for more information.
PrintW2 Forms for Federal, State and Local Authorities. See "W2 Forms - Impact Printers" on page 7-8 for

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

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

After completingallW2 processing,butbeforeprocessing theFirstQuarter941Reportsandforms,
rename SYY files. See "Renaming SYY Files"on page 7-21.
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CGC Supported W2 Forms

CGC Supported W2Forms

ComputerGuidanceCorporation will support only theW-2Formslisted below. If youuse anyunsupported
form, thealignment maybe incorrect.

W2 Form Types Form#

Description

Recommendations

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

Non-eForms 5206 4 forms per page CGC is not responsible for the
Preprinted back qualityof printed productsdueto
printer issues.
Window 4444-1 Self-seal Laser Non-eForms
Envelopes 4444-2
eForms 5208 4formsperpage Recommended Laser eForms
Preprinted back
Window 4444-1 Self-seal
Envelopes 4444-2
eForms 5207 2 Up Blank Back Available for the Virgin Island Laser eForms
and Guam 3.7 and 4.0/ 4.1
Window 6666-1
Envelopes
2WideSelfMailer ~ 7302-6 Carbonless This form is not uniform in CGC is not responsible for the
thickness. For a quality qualityofprinted products dueto
printed product, use a high printer issues.
performance printer Non-Laser/Non-eForms
Impact Printer
(standard line printer)
2WideSelfMailer  7301-6 Carbon This form is not uniform in CGC is not responsible for the
thickness. For a quality qualityofprinted productsdueto
printed product, use a high printer issues.
performance printer Non-Laser/Non-eForms
Impact Printer
(standard line printer)
2WideSelfMailer ~ 7301-8 Carbon This form is not uniform in CGC is not responsible for the
thickness. For a quality qualityofprinted productsdueto
printed product, use a high printer issues.
performance printer Non-Laser/Non-eForms
Impact Printer
(standard line printer)
1 Wide 3 Part 7521-3and Carbonless Black Print Non-Laser/Non-eForms
7421-4 Recommended for Magnetic Impact Printer (standard line printer)
Window 6666-1 Media filing
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Envelopes 6666-2 Self-seal

1 Wide 9811-4 Red copy for IRS Non-Laser/Non-eForms
Impact Printer
(standard line printer)

Important: If you print W2s using laser eForms, you MUST file electronicallywith the IRS. The original “red”
CopyAis availableif you use impact printerforms and can submitthese to the IRS.

Forms can be ordered by contacting Hospital Froms Service/Forms Management Services.
* Contact PersonAndy Dickerson
* Address 3616 W. Thomas Rd, Suite 6, Phoenix AZ 85019
* Telephone (602) 269-1397
(602) 269-5083
* Fax (602) 269-509

Please note:
®* CGCisnotresponsibleforthe quality of printed products due to printerissues.
* We suggestthatyou orderextraformsfortesting purposes.

Important: Using a form, other than those listed above, may result in alignment problems.
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Payroll W2 Boxes

Payroll W2 Boxes

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

Important: Box numberslisted above are examples only. ALWAYS verifyW?2 box information withyour IRS
official publication or check with your Tax Professional.

Thisis our interpretationofthe IRS PublicationforForm\W2. Please refertothe IRS Publicationfor FormW2, or
yourtax advisor, for verification of this information and for possiblechanges.

* Theboxnumberfieldis 3 alphanumeric characters. Box letters need to be included with the box number.
* Theboxnumberfor statewages mustbe in all states even if there is no withholding tax forW2s to print.
* Box12- See the IRS Official Publication for Form W-2 for more informationon Box 12 requirements.

* Box13-Thesystem placesan'X'inthe PensionPlanboxifthecorrespondingfieldsintheEmployee
Master contains a'Y'. Third partysick paymustbe markedmanually, if applicable.

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

PayrollIBoxes forNewJersey&PennsylvaniaDistMaster

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

C- Pennsylvania SUTA 18A 17A

T - New Jersey SDI 14B 18A

W2 Forms Taxes Earnings
C - New Jersey SUTA  14A

C- Pennsylvania 14

T - New Jersey SDI 14B

Note: Please refer to the appropriate State Publication for W2s for box verification or changes.
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Distribution Master Listing
Distribution Master List Selection

Distribution Master Listing
Payroll | Listings | Distribution Master
Distribution Master List - Selection
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" Uset Name TR o Barctay CC Group: QA - ALL Menu. Main

Print Distribution Master for Year-End Box Listing and Zero to Date Amount flag verification.
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Verifythe Country Codeinthe Employee Master
Employee Master - Selection

Verify theCountryCodeintheEmployeeMaster

Payroll | Maintenance | Employee Maintenance
Employee Master - Selection

- —— 17 R
@eCMS Company Divissore IT000-2 0 Cusck Cualey Busiders CHE " AN e @@ 0
v APv MRv Adminv Achealy ADPY Bollvy  CopyCow Eqacty Egllainty ECUY GLv HRY HREY HRSSY ingunr ifeptionv JCv IMRKY OaPrecy PCe PSw
Pagroll v ol Papol-Cany  Propligmv  Farthasingv RepConstw Senicav TAM v  Userlsny v

Payrol Emgioyes Mantensnce PRP4S PRPIIOS - 10

powered by Computer Guidance Corporation  Liner Name TB50 (Toen Barday LBCC Group’ OA -8LL wersion 401 5P 999

Clickthe prompt for either Social Security Number or EmployeeNumberto select an Employee andthen click
the Employee Data button.
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Verify the Country Code in the EmployeeMaster
Employee Master General tab

Employee Master General tab
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If one of the following applies, leave the Country Code field blank.
*  Oneofthe 50 United States.

*  District of Columbia

* Military Post Office (MPO)

*  AmericanSamoa
* Guam

*  Northern Mariana Islands

* PuertoRico
* Virginlslands

Otherwise, entertheapplicable Country Code from theSocialSecurityAdministrationPublicationNo.42-007,

Appendix G.

Note: For U.S.A citizens, it is not necessary to enter a Country Code even if theyreside outside the country.
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Verify the Employee Master Information
Employee Master List Selection

Verify the Employee Master Information

Payroll | Listings | Employee Listing
Employee Master List Selection
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v APvY HRv sminv kchialv ADPvY Bollv
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Run Employee Listing (Employee Name Only setto Y) to verify employee names areentered correctly in the
First, Middle and Last name fields of the Employee Master. This procedure generates a report containing
employee names and social security numbers.
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Copy US Tax Tables
Copy US Tax Table Selection

CopyUSTax Tables

Payroll | Annual | Copy US Tax Tables
1. Date-sensitive Payroll Tax Tables must beupdated for the newpayroll year. These can beupdated
BEFORE completingthefinal payrollof yourW2 reporting yearsince the taxtables are date-sensitive.

Important: Do not delete prior year tax tables.

Copy US Tax Table Selection

@eCMS Company Drdsion: 37/000-4.0 Gusch Cualdy Budders EL < NALE B |E 0]
Br APv ARY  Asmic ADP sy  CopyCo Procw 5
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B powered by Computer Guidarce Corporation  User Name: TE50 (Tom Barday) LBCC Group OA-ALL Version 40| 5P 999

Note: You must have executive security to process.
2. Clearsecurity All Company/AlDivisionto ensurealltaxtablesforthe new year are copied.
If taxtables existfor new year, you will see the followingmessage:

Warning: "Current data will be overlaid -- Press F7 to override."
EnterW2 reporting yearin From Yearfieldand new payrollyearin To Yearfields. Click OKto execute copy.
Make anynecessary rate updates to yournew payrollyear tax tables.

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

abko
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LaserW2--State/LocalMaintenance
LaserState/Local-StateSelection

Laser W2 --State/LocalMaintenance

This section, and the "State/Local Listing" sect on that follows, apply to eCMS v.3.7 and 3.4.3 only. In eCMS
v.4.0 and 4.1the State/Local optionis no longer used to relate locals to states and the option has been removed
from thescreen.Locals,andtheirassociated states,will be selectedwhenthe Box Assignmentisestablished

Payroll | Annual Processing | Laser State/Local Maintenance
1. Clearsecurityfor All Co/All Div or for a single Co/Div.
Note: You can perform this option before running the Laser W2 Forms.

LOCAL CODES MUST berelatedtotheirrespectiveState withinEVERY Company thathas produced
Earnings records for the employees. If theyare not related totheirstate, theywill NOT process. You
CANNOT have a localrelated to more thanone state. If you do, the system willtie the local to the first
"related" state.

Laser State/Local - State Selection

eCMS

BT M Ouick W2 Laser Form State-Local Relationships PRPEOS

120 Hawvaii

Ok Exit

2. Selecta State.For everyactive Co/Div you have, the local must be associated withthat state. The system is
State,and then Co/Div driven. This allows you to enter one State,complete the functionfor each Co/Div,and
thenmove onto the next State.

3. Ifall Co/Divsecurityare cleared,click OKtocontinue tothe Company/Division Selection Screen
shown below.

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

Laser State/Local - Company/Division Selection

eCMS

0k

5.

6.
7.
8.

[T WE Laser Form State-Local P=lationships PRPEOS

Co (D Div [000| State 30 Arizona

Exit | State Selection P"w‘:“"r”e“

°

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

Ifthereare no localsfound forthis Co/Div,a message ***No locals found for Co/Div*** will display.
The Co/Diventered will remainon this screen until you type the next Co/Div.
Click OKto displaythe list of valid Locals for the Co/Diventered.

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

Forsingle Co/Divsecurity clearance,thesystemwill proceeddirectly tothe"Laser State/Local- LocalSelection
screen" (see below). The remainder of thissection concerns securityclearance for a single Co/Div.
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LaserW2--State/LocalMaintenance
Laser State/Local-LocalSelection

Laser State/Local - Local Selection

eCMS

W2 Lases Form State-Local Relationships PRPCOS

Co 37 Div 000 Sae 30 Arizons

ok Exit || State Selection| | Previous

9. EnterY toselect allapplicableLocals forthe selected State LaserW2 -- State/LocalMaintenance
10. Click OK.

* ForAllCo/DivSecurity,click Previoustoreturnto the Co/Div Selection Screen. This allows you to
enterthe next Co/Div,and continuewiththis process untilall companies and division stateshave
been associated with all of the applicable Locals.

* ForOneCo/OneDivSecurity, click PrevioustoreturntotheStateSelectionScreen. This allows
you selectanotherstate with whichto associate Locals

11. Whenallofthe Localsfora specificStateare selected,click StateSelectiontoreturntothe State
Selection Screen andrepeat the process forsubsequent States applicabletothe
Company(s)/Division(s).
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State/Local Listing
State/Local Listing - Selection

State/Local Listing

This section applies only to eCMS v. 3.7 and 3.4.3.

Payroll | File Listings | Additional File Listings | State/Local Listing
Run this procedure to verify that each Local is specific to a State.

State/Local Listing - Selection

| &
eCMS =
w oo AN Ste | Local Listing PRPEAZ
Sequence: ]
Outg Hold Save
Jobs Oueue
ok J Exit

* Inthe Sequencefield, specify either S - State or L- Local.



PrepareYear-EndFiles-ForTestPurposes Only
Creating test SYY files

PrepareYear-EndFiles-ForTestPurposes Only

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

7 - g Al- -
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Creating test SYY files

Creating testSYY filesallows youtoruntheW?2 Register forverificationpurposes.Thisprocessalsoallows you
torunthe W2 Forms toverify how manyformsto orderwithout interferingwith manualpayroll processing. The
systemwill use thesetest files rather than using the live SYS files listed in the following tables:

All Releases Canadian Processing Only
SYYCNC Company Defaults-Company name and address. SYYTEI EmployerEl Tax File
SYYPRS PayrollSystemfiles-FICAandEIC limits SYYSTM ProvinceMaster

SYYPRD PayrollDefaults-EINand PR defaults.

eCMS 3.7/4.0/4.1 Canadian 4.0 / 4.1 Processing Only
SYYTCNC  Company Defaults-Company name and address. SYYTTEI Employer EITaxFile
SYYTPRS PayrollSystemfiles-FICAand EIClimits SYYTSTM Province Master

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

TheZero YTDAmountsfieldMUST be settoN. This createsthe SYY testfiles.

After completin%yourreviewoftheWZ Registerandthe W2 Forms you MUST deletethe SYYTESTfiles priorto
runningthefinal PrepareYear-End.

N =

Important:DoNOT delete SYY filesthathave a yearas partofthefilename (forexample:SYYCNC12, SYYPRD12,
SYYPRS12).
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PrepareYear-EndFiles-ForTestPurposesOnly
DeletingtestSYY files

Deleting test SYY files

To Delete test SYY files:
1. FromaCMS command linetype the followingcommand:
WRKOBJ (space) SYY*
2. Click OK.
3. Type4onthe OPT linenexttothe SYY files.
4. ClickOKtodeletethefiles.
5. See"Prepare Year-EndFiles forW?2"on page 6-1 for the final processing procedures.

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

Payroll Year-EndProcessing

PrepareYear-EndFiles forW2

Payroll | Annual | Prepare Year-End Files for W2

Prepare Year-End Files - Selection

e & - A -
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00 000 AN Prepare sear-End Fies PRFOI0

poweored by Computer Guidance Corporaion  Uiner Mame: TRAS0 (Tom Basday Version 40 SP999

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

1. Enterthe yeartobe processed,inthe W2/T4field (the W2/T4 reporting year).

2. IntheZeroYTD Amountsfield:

N Does notchange anything. Shouldbe setto N for testingpurposes. See "Prepare Year-End Files -
ForTest PurposesOnly"onpage5-13.

Y Willdo all of the following:

* Thesystem clearstheyear-to-datebalancesin the Employee Deductionrecords as well as the
Human Resource Benefit/Deduction records. The To-Date Amounts are zeroed out for the
DistributionMaster records (Hand Mrecords) thathave their Zero To-DateAmount field setto
Y. For further information, see "Verifying Zero-To-Date and W2 Information" on page 6-3,_
‘;%enefit/DeductionEnroIIment" onpage6-8or "EmployeeDeductionMaintenance"onpage6-
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* The system calculates theVacation/Sick LeaveCarry OverHoursfor allcompanies and
divisions only if Vacation/Sick is set to default 1 (Calendar Year)inthe Human Resources
Defaults. If the defaultis setto 2 (Employee’s Anniversary), no calculation is performed.

®* Creates the SYYFiles

If youareusingeCMS 3.4.3, the Year-End Prep procedure willcreate the 5 SYY fileslistedin the
first table shown below.It will create all 11 of the SYY files listedin both tables for eCMS

versions

3.7/4.0/4A1.
All Releases
SYYCNC Company Defaults-Company nameandaddress.
SYYPRS PayrollSystemfiles-FICAand EIClimits.
SYYPRD PayrollDefaults- EIN and PR defaults.

eCMS 3.7/4.0/ 4.1

SYYTCNC  Company Defaults-Company name and address.
SYYTPRS PayrollSystemfiles-FICAandEIClimits.
SYYTPRD PayrollDefaults-EIN and PR defaults.
Save W2 Files
@eCMS mmpary Drdsion: 00000-HARSIS ELECTRIC lC
v APvY ARY Asminv Achaly A Eq dcct e ECH HR HR.

Passlv 18 PamoB-Can'  Proplipm v

[« | e« |

ipowered by Computer Gusdarce Corporation

User Name: TBI50 (Tom Barctay)

Canadian Processing Only
SYYTEI Employer El Tax File

SYYSTM Province Master

Canadian 4.0 / 4.1 Processing Only

SYYTTEI Employer El Tax File
SYYTSTM Province Master
SYYTMST Employee Master
L - = p U x| = £ I Al (I)
| |8
Menu Man Wersion 40| SP: 950

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

Backup.
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Verifying Zero-To-Date and W2 Information
DistributionMasterSelection-343

Verifying Zero-To-Date and W2Information

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

Distribution Master Selection - 343

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

Ostribution _ Unon  Ded Dates HHDOYYYY
Com DO Code Mo Mumber Typ = Sai - Completion
] kool [N g0 [ § - B i
Codes D and M
[ o tait | Combylnd || CopybyDotrCode | YearEnd Saxes
For 34.3 Only

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

Distribution Master - Selection 1

Payroll | Maintenance | Distribution Master

The following shows steps for eCMS 4.0/ 4.1. For 3.7 users, these two screens are combined.

@eCMS Company Drision: 37/000-4 0 (usch Suasd; Budders G <= AN LT e il O
.' AP* ARv Asminv Achhalvy ADPv Bellv CopyCov Egactv Egllamiv ECUY GLv HRY HREY HRSSY Ingunv inlegeonv JCv UMReyv OrdProcy PCvw PS¢
Pagcl v 1 PasroB-Can'  Propligmv  Purchasing v RepConslv  Sanicet TiUv  Userllnu v
(7]
Payrol Distribatson Martenance PRP224
Company Hember
(Drvision Number: 15
(Destribution Code: H-HR BenDed j
1. Clickthe DistributionCode promptandselect theMorH record youareverifying (M recordsrequirea
date on thenextscreen)
2. Click OK.
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Distribution Master - Selection 2
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Verifying Zero-To-Date and W2 Information

GeiRONSLZ @@ O
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DistributionMaster - Selection2

3. Entera DistributionNumber, or click the promptto selectfrom alist.
4. Makeotherentriesas necessary andclick OK.
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Verifying Zero-To-Date and W2 Information
DistributionMaster-Detail

Distribution Master - Detail
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Presous Check Trpas Edt

ThisZero to Date optionworks inconjunction withthe Zero YTD amountsfield onthe "Prepare Year-End

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

Verify the W2 information

Payroll | Annual | W2 Box Assignment

W2 Box Assignment - Selection
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Scroll through the recordstoverifytheW2boxinformation is correct. When adding new recordscertain

fieldsare promptable.When addingUnionrecords, itis importantto prompton the Union numberto associateit
withthe correct Distribution number.

2019eCMS3.7 / 4.0 / 4.1YearEndProcessing Payroll Year End Processing 6-7



Benefit/Deduction Enroliment
Personnel Data- Selection

Benefit/Deduction Enroliment

Human Resources | Maintenance | Personnel Data

Personnel Data - Selection
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powered by Computer Gusdarce Corporation  User Name' THIS0 (Tom Barciay) LBCC Group: OA - ALL

1. Entera Social SecurityNumber, or click the promptto selectfrom alist.
2. Clickthe Employee Datatabtoaccessthe General1 tab of the Employee Datascreens.
3. Clickthe Benefit/Deduction tab.

6-8 Payroll Year End Processing 2019eCMS 3.7/ 4.0/ 4.1YearEnd Processing



Benefit/Deduction Enroliment
Benefit/Deduction Enroliment - Detail

Benefit/Deduction Enrollment - Detail
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* Year-to-Date amountsare zeroedwhenPrepare Year-Endfilesisrun withtheZeroYTD Amounts field
set toY. See "Prepare Year-End FilesforW2" on page6-1.

® To-Date amounts arezeroedwhentheZero toDate amount field (intheDistributionMaster)issettoY
and the Zero Amounts YTD field in Prepare Year-End Files is also setto Y.
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Employee Deduction Maintenance
Employee Master - Selection

EmployeeDeduction Maintenance
Payroll | Maintenance | Employee Maintenance

Employee Master - Selection
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Menu Ran

1. Enter eithera Social SecurityNumberor an Employee Number, or clicktheir respective promptsto

make these selectionsfroma list.
2. Click the DEDUCTIONS tab.
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Employee Deduction Maintenance
Employee Deduction - Selection

Employee Deduction - Selection
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3. EnteraDeduction Number, or click the prompt to selectfrom a list. This is a dual prompt field. The left
prompt will displaya list of all EmployeeDeductions(M codes), and the rightpromptwill displaya list of
only those EmployeeDeductionsto which theEmployeeiscurrentlyassigned.

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

Employee Deduction - Detail

\@ eCMS (ompary Dedsson: 37000-4 0 (usck Cuaity Budden

Payredl
Emplopes: 15t Chestng Sanchez Deduction: ;4

Deducton Calculation

Omer Rate:
Limet Amount o

Code: Nione j
Calcutation Code: Neoow =l
Frquency Code: Higt utomat Taken =]

E
Amount Year-10-Date:
Aanount To-Datec

* APv ARv Jamnv Achhalvy ADPY Belly CopyCov Egdcty  Eqllainte

ECliv GL¥ HRY HREv

Pasicl v 1 Paios-Can' Prpllgmw  Puichaging v RepConstvy  Secace Tilv Usellina v

Emgloyes Deducton Mantenance

125 Fian

Bant: 1D lumber:
Emgeoyee Bank Account
Pre.dote:

Trarsaction Code:

Viendor Number:
Viendor Location
Company Number:
Deimen Number:
Imeoe Descripbon:

Prooessing Compary
Provessing Devision
Case identifier
Medcal Coverage
FipsZode

gelmoc LR ilo O

HASS Y Inquiny inegalionv JCv UWUMReyr OndPrecy PCv» PS5

Mode; kdd PRP205PR=104 - 10
G100 Themagh 12312005 IR
Direct Deposit
<]
r
otione =]
Accounts Payable
b &]
3
-
[%

Bane 7|

* Year-to-Dateamountsare zeroedwhen Prepare Year-Endfilesis run withthe ZeroYTD Amountsfield
settoY. See "PrepareYear-EndFiles forW2" on page6-1.

* To-Date amountsare zeroedwhenthe Zero to Date amountfield(in the Distribution Master)is set toY and
Zero YTD Amounts field in Prepare Year-End Files is also setto Y.

6-12 Payroll Year End Processing

2019eCMS 3.7/ 4.0/ 4.1YearEnd Processing




Update Medicare and Social Security
Payroll Defaults screen1

Update Medicare and Social Security

The FICALimits and Percentages previously pulledfrom the Payroll defaults mustnow be setup in an Annual FICA
Tax Table.The Payroll defaultsare stillusedin Year-End processing and can be updatedfrom the Annual Tax
Tables by selectingthetable’sUpdate FICA SystemDefaultsoption.

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

Payroll Defaults screen 1

FICASocialSecurityTax and FICAMedicare Tax Limitsand Percentageswillupdatefrom the AnnualFICA Tax
Table ifthattablehasitsUpdateFICA SystemDefaultsoptionselected (seebelow).

System Administration Payroll-System Wide SYS50401

Retum

FICA(SOC SEC TAX) FICA(Medicare Tax) Eamned Income Credit
Limit Employee % Employer % Employee%  Employer%  Wage Limit Pay Total
8537.40 6.200 6200 1450 1450 [ oo[ oo
CheckNoBy | Company/Division v
Employee ClassiType for Pay Rate Only Post All Jobs by Employee
Use Sub-Account from Job Desc for Burden Process Arrears Deductions First
Activate Audit Logging
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Update Medicare and Social Security
Annual FICA Tax Table Selection

Annual FICA Tax Table Selection

Payroll | Maintenance 1 | Tax Tables - Employee Tax Table

Payrol

Tax Table Maintenance PRP21801

Pay Frequency:
Tax Status:
Table Type:
Code:

Local:
Effective Date:
Check Type

Screen Mode:

4

A-Social Security FICA [v]

i

L

0012020

i

2-TwoPages v

PRPMOG - 12

Setthe Frequencyfieldto “AN - Annual’, the TableTypefield to “A- Social Security FICA” and enter the date thistable

willtakeeffect Leave all otherfieldsblank.

eCMS3.4.3: Set the Frequency field to “Weekly".

6-14 Payroll Year End Processing
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Annual 2020 FICA Tax Table Detail

The following graphic shows the Annual FICA tax
table for 2019. The Wage Amount and Percent
fields contain assumed values and may need to
be modified.

System Administration Payroll-System Wide SYS50401

Retum

FICA(SOC SEC TAX) FICA(Medicare Tax) Earned Income Credit
Limit Employee % Employer % Employee%  Employer%  Wage Limit Pay Total

8537.40 6.200 6.200 1450 1450 0.00 0.00

CheckNoBy  |Company/Division v

Employee Class/Type for Pay Rate Only Post All Jobs by Employee
Use Sub-Account from Job Desc for Burden Process Arrears Deductions First
Activate Audit Logging
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Update Medicare and Social Security
Annual FICA Tax Table Selection

Payroll Tax Table Maintenance Mode: Update PRP218021 -
Pay Frequency: AN Tax Status: Table Type: A Code: 0 Effective Date:01/01/2020
Description: 2020 - E FICA
Personal Exemptions: O
Tax Credits: O
Update FICA System 0
Defaults:
Wage Covered Percent Exemption Additional Exemptions Tax Credits
Amount Earnings Amount 1 2 1 2 3
1 [ 137700.00] O om) [ oo [ oo 0.00] 0.00 0.00)
2 9999999 99 O [ 0.0000) 000] [0 [ o0 0.00] 0.00] 0.00]
3 . 0.00] 0 | 0.0000] \ 000 | 000 | 000 | 000] | 0.00] | 0.00
4 000 O 00000 000 [o00 [ oo 000/ 000] 0.00)
5 000 O 00 | 000 | 0.00] 000] 0.00 0.00]
6 [ oo 0 (oo [ oo [ oo 0.00] 0.00 0.00
7 000 O L 000 | 000 | 0.00] 000| 0.00 0.00]
8 000 O oo [ om0 [ oo 0.00| 0.00 0.00)
9 000 O L 00l | 000 | 0.00] 000| 0.00 0.00]
10 0.00 O [ 0.0000] oo [ oo [ oo [ ooo][ o00][ 000
Update FICA System Defaults
Select this option to update the Payroll FICA defaults with these entries.
Tax Table Maintenance — Optional Values
Payroll Tax Table Maintenance - Optional Values Mode: Update PRP21804 PRPM08 - 12
Pay Frequency: AN Tax Status: Table Type: A Code: 0 Effective Date: 01/01/2020
Description: 2020 - E FICA
Personal Exemptions:
Tax Credits:
Tax Equate Factor: \0_[ Gross Taxable
Standard Deduction: O Minimum 1: m
Percent: Minimum 2: IW]
Amount; 0.00 Minimum Tax: 0.00
Minimum 1: 0.00 FIT Deduction Percent: l—Dl
Minimum 2: W Deduct FICA for State/Local: O
Maximum 1: 0.00] I Maximum: m
Maximum 2: 0.00'

Maximum FICA Value must be entered.
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Annual 2020 Medicare FICA Tax Table Detail

Thefollowing graphicshowstheAnnual MedicareFICAtax table for2019. The limitfor 2019will be
$200,000.00. Up to this limit the Percent will be 1.45. It becomes 2.35 after the limit has been surpassed.

Payroll Tax Table Maintenance Mode: Update PRP218021

Pay Frequency: AN Tax Status: Table Type: G Code: 0 Effective Date:01/01/2020
Description: 2020 - EE Medicare
Personal Exemptions: |
Tax Credits: |
Update FICA System 0

Defaults:

Wage Covered Percent Exemption Additional Exemptions Tax Credits
Amount Earnings Amount 1 2 1 2

1 [ 200000.00] O 000 [ oo | 0.00] 0.00| 0.0 0.00]
2 9999999 99| O [ 23500 0.00] | 000 | 0.00] 000/ [ 0o 0.00
3 . 0.00] 0 | 0.0000] \ 0.00] | 000 | 000 | 0.00] | 0.00] | 0.00]
4 000 O 00000 0.00] [ o] [ oo 000] [ 000 0.00)
5 [ oo O [ oo [ oo [ 00 0.00] 0.0 0.00]
§ [ o 0 [ o0 [ oo [ oo 0.00] 0.00 0.00]
7 0.00 O 0.00 | 000 | 0.00] 0.00| 0.00 0.00
8 000 O 0.00 | 000 | 0.00] 000 0.00 0.00)
9 [ oo O [ o | 000 | 0.00] 0.00] 0.0 0.00]
10 0.00 0 [ 00000 0.00] [ oo [ ooo] [ ooo][ o0 000

Update FICA System Defaults
Select this option to update the Payroll Medicare defaults with these entries.

2019eCMS3.7 / 4.0 / 4.1YearEndProcessing Payroll YearEnd Processing 6-17




Update Medicare and Social Security
Annual2019MedicareFICATaxTableDetail

Optional General Ledger Processing
Annual2019 Medicare FICA Tax TableDetail

Optional General LedgerProcessing

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

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

To viewtheinformationthatclears from the DepartmentMaster,use the PayrollMaintenanceDepartment
Master YTD menu option.

Payroll | Maintenance 1 | Department Master - YTD

®  Onthe DepartmentYTD Maintenance Selection screen, entera DepartmentNumber orclick the prompt
to selectfromalist. Click OK.

* Onthe DepartmentYTD Maintenance Detail screen, make entriesin the fields you wishto modify.

Year-EndProcessingSteps-Recap

* Usethe date-sensitive, tax tablecopyfeatureto update Federal, Stateand Local Tax Tables.You can
run thisatanytime. Donotdeletethe prior year tax table. This is available for US tax tables only.

* Runthe PrepareYear-EndFiles forW2 option after the last payrollfor W2 reporting year.
* Update Medicare, Social Securityand EarnedIncome CreditLimitsand Rates for new payroll year.
*  BeginProcessingPayrollfornew payrollyear.
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Chapter 7

Payroll W2 Year-EndProcessing

W2 Register

Payroll | Annual | W2 Register

PrinttheW2 Registerand verify allinformation,includingW2 Box Numbers. Invalidor missingWW2 box numbers

willcausethe information not to displayon W2 Registeror W2s. You maywant to verify employee addresses

before you printthe W2 forms.

Note: To printacheck message onthepaystubs askingemployees toreportaddresschanges,use Checks
Message from thePayroll Maintenance 2 menu(AdditionalFile Maintenance).

W2 RegisterSelection

I+ APv MRy ismnv Achialv A v Eglanty ECUY GLv HRY HREv HRESv Inquiyr~ Infepraionv JCr (siReqv OrdProcy PCe PSw

Payrall v #sl Paroi-Can v Propligm v Furchasing v

HARRSS PRPES

powered by Computer Guidance Coporaton  Umed Name TB3IS) (Tom Bacday LBCC Grovp. OA-MLL wersion 40| 5P 99

Year To Process
Defaults to the previous system year.

Company Name Co/Div and Include Co(s)/Div(s) With Common Fed Id#
These fields willnotdisplayif you cleared securitywith a singleCompany/Division. Enter
the Company/Divisionyouare processingandinclude theCommonFederal ID.
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Federal/Railroad F for federal (default) or R for Railroad

Print Sequence

1 Name
2  Social Security Number
3  Employee Number

Outg/Hold/Save

Enteran Outq identifiertosend thisreportto a specificoutputqueue.Leave this fieldblanktosendthe File
Listingto the defaultoutputqueue.

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

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

Job Queue

Y  Processthisreportinthe Job Queue.
N Processthisreportbeforeotherjobsinthe Job Queue.

Use Current Year Defaults

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

Level Security

When you click OK, thelLevelSecurity popupwindow willdisplay listingthesecurity levelstowhich you
have access. Select the levels you wishto include on the W2 Register and click OK again.
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Year-End Box Assignment for W2

Payroll | Annual | W2 Box Assignment

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

Year-End Box Assignment Detail

P = - p - TERT
_)BeCMS Company Drvision: 37D00-2 0 Quick Cuaidy Buriders (= ({8 N AL S s @@ 0]
n' APy MRv Aamnv Achhaly A iv Ce Eqéc EqUawt ECu GL* HR» HFREv HRSSe Inginy» Inlegraien v C IpfReqy OmProcy PCy PSw
Farolie M8 Fapoll-Canv  Propligm Re arice v A L
IR IE
YearEnd Box Martsnance PRPEZ
st Eam
€ '_-< < F F
............................................................................. "
£
Sex

powered by Compuler Guidance Corporaion  Une Name. TB350 (Tom Barday LBCC Group. QA -8LL

To accessthe Year-EndBox Assignment screen, youwillneed toclear securitywith a valid Company/Division.
Attemptstoaccessthisscreen withCo/Div“00/000” willresultin an “Invalid Co/Div” errormessage.

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

1. EnterW2inthe Formbox, or click theprompt andselectitfromthelist. Theotheroptions onthe
prompt drop-down list are used for Canadian processingonly.

2. Clickthe Distribution Code promptand selectacode from thelist. Thefollowingfields willauto-fill
accordingtotheselection madefromtheprompt:

® Distribution Code

® Distribution Number
®  UnionNumber

®  Deduction Type

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

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

Enterthe Earnings Box Numberif this Earnings Type should printontheW2. The Box Numberfield
is numeric.The EarningsBoxfieldusually pertainstoincome taxes.

Entera Descriptionforthisrecord.
. ClickOKtosaveanewrecord.
Edit an Existing Record

Currentrecords are listed belowthe line, and all fields to the right of Deduction Typemay be edited. After
editingarecord, click OKtosave. You can alsoselect third-partysick payif desired.

Deleting an Existing Record

Placean Xinthe DeleteColumnboxthatcorrespondstotherecords youwishtodelete.Click Deletetosave
thefile withthe records deleted.

W2 Box 12 and 14

W2 Box 12

IneCMS, Box 12 alphacharacters are used to groupand sort the information. Overflow W2’'swillbe
createdafter4 lines of information.
W2 Box 14

IneCMS, Box 14 alpha characters are usedtosort, and thedescriptionisused to group. Only thefirst4
charactersare usedfromthe description. OverflowW2’s arecreated after 5 linesof information.

No o
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Year EndBox Assignment forW2

Setting Up Z-Boxes
CDECMS  companyiwvisionr 1700040 ouscr cuasey Buser
n - iy -

APv MR aaminv  Achalv

v Egqlainiv ECUw GL* HRv FREv HRSSv lnguny* Inlegraienv JCv» IpSRegv» O

Pajrcll v i Papoli-Cany  Propligmw

Year-End Box Mantenance PRPE2

L

! Search

powentd by Computer Guidance Corpiration  User Name:. TEI50 (Tom Bardlay LBCC Group. QA -BLL Wersion 4.0 5P 999

* Accessthe W2 Box Assignmentoptionfrom the Payroll | Annualmenu. This procedureis used to set up
special"Z" codes for each W2 Box number usedto report amounts paid outside of the normal payroll
processing.

* Amountsentered through "Z"Boxes,are notprocessed withinthe Payroll System,andtheseamounts
will onlyappearonthe W2 Register,the W2 Forms, and the electronicfiles for W2s.

* The941reportsand 941electronicfiles exclude the amounts entered through the 'Z' boxes. We
recommend youprocessthese amountsthroughnormal Payrollprocessing, ifpossible, ratherthan using
the"Z"Box option.
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W2 BoxMaintenance

W2 Box Maintenance

Payroll | Annual | W2 Box Maintenance
This procedureis usedtoassignanemployeetoaZboxdistributioncode, as setupinthe Year-End boxes
(see, "Year-End BoxAssignmentfor\'W2"onpage7-3).

Zboxes are nottobeused to cleanupdata,eventhougheitherpositive ornegativevaluescanbe entered
(see, "ZBoxNotes"onpage7-7).

W2 Box Maintenance Selection

| o y A - (&
1 @eCMS Gompany Drtssore 370002 0 dusick Suslty Builders & - g v AW dae gD (D
| n v AFv ARv daminv Achival v Eqity Eqllani ECUY GLv MHRY HREY HRSSY inguin* inlegatony JCv LUsSRegy OndProcy PCw PRS-
Pajrcll v I8 Pagrol-Can  Propligm v Purchaging v RepConstwy  Senice' TEUv  Userllenu v
[ 1a
& |85
Wi PRPS1E

Il coweted by Computer Gudarce Comporation  User Name: TEXS0 (Tom Barctar) LBCC Groop: OA-ALL Version 4 0] 5P 999

1. EnterEmployeeNumber, Year and DistributionNumber you usedwhenyou createdthe Zbox (see,
"Year- End Box AssignmentDetail"on page7-3). -
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W2 BoxMaintenance

W2 Box Maintenance Detail

| EDECMS  compomons
v sFr mr amn Lo

Pajrctl v Il Papoli-Cany  Propligm~  Purchasingy RepConsty  Serdcew ThUY  Userilnp v

JChival

Eqécty Eqilaety ECU¥ GLv HRv MREY MHRSESY Inguny= ineprationy JCv LaSRegv

01 000 CGC

FRPHE

" ) H Prescus " Tielete

powened by Compuler Guidance Corporation  Uiser Name: TB350 (Tom Barday LBCC Group: QA -SLL

werzion 40]5P 999

2. Enter the Amount of the adjustment. Thisadjustment can be either positiveor negative, and isadded
toother itemsthathavethesameW2 BoxNumberandDescription.

Z Box Notes

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

SinceZ boxes do not update the Earnings file, they should only be used for items that are to be added to the
annualforms and magneticmedia. ltems that needto be reflected on the Quarterlyfiling needto be processed
throughthe system, notbyusinga Zbox.
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W2 Forms - Impact Printers

W2Forms-ImpactPrinters

Payroll | Annual | W2 Forms/Magnetic Media/XML

W2 Forms - Impact Printers Selection

| Ve E i , pl - 5 @
_@eCMS Company Division: 00-00-HARRIS ELECTRIC INC L | | 0] 5 A cn e g8 ) & 0]
n v APv ARv adminv Achialy DFv Bollw CopyCov EgActv EgqMainte ECMv GLv HFv HREY HRSSv Inquiyv Integration v c MafiReq v
OrdProcy PICY PSSy Parellvy el PaynedCanvy  Propligmy Purchasingy RepConfiy  Serdcev TiMv  Userblenuvw
o La.
00 000 HARRIS W2 Processing Selection PRP144

0k Eut
l | T .
powered by Computer Guillance Corporaion  User*{ame. TBAS0 (Tom Barda)) Menu: Main Version: 4.0 | SP: 999

Year To Process
Defaults to the previous system year.
Combined State and FederalW2s

Y W2s will generate for Allemployees.
N Onlyemployees meeting the criteria belowwill print. Morethan onestatecanbeprocessed only
ifthe Statefieldis setto N. This is the Normal Selection.
Company Name Co/Div

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

Process For States

Y The"State Processing Detail screen"will displayafterclick
OK. N OnlyFederalinformationwillprinton\W2s.
Only Print W2swith Local Wages

Y Onlyemployees with specifiedlocalwageswillgenerateaW2.
N All employeeswithstate wageswill generate aW2regardless of whetherlocalwagesexist.
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W2 Forms - Impact Printers

Print Sequence
1 Name
2  Social Security Number
3  EmployeeNumber
Select a sequence. If combining by Federal ID#, you must use 2 (Social Security Number).
Print W2 Forms
Y  Selectto printW2s.
N Creates Electronic File.
Form Type
If Print W2 Forms was set to Y, select one of the following Form Types.
1 Single
2  SidebySide
Magnetic Media
N  Selectto printW2s
F  Federal,ElectronicFile will generate
S  State,ElectronicFilewillgenerate
L Local, ElectronicFile willgenerate
Note: IfyouchosetosetMagneticMediatoL (processLocal,ElectronicFile only), thefollowingfieldsmust
besetaslistedbelow:

Field Setting
CombineState and FederalW2's N

Process for State
OnlyProcessW2’'swith Local Wages
PrintW2Forms

Magnetic Media

rz <<
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W2 Forms - Impact Printers

State ProcessingDetail
: :@ec MS Comparny Division: 3700-

o= i g . o 4 R
4.0 Guick Ouality Bulders GlefimoXNS LS d i@ O
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The StateProcessingscreendisplays if the Process for Statesfield is setto Y on the previous screen. If the
Combine State and Federalfield was setto N, youcan process morethanone stateata time by includingthe
statecodes. This willgenerate a spool file for each states elected. However, if the staterequires local earnings
information,thesestates must berunindividuallyandnotcombinedwithanyotherstateprocessing.

1. The StateCode isfound in the State Masterrecord.

2. Ifthestaterequires local earnings informationto be printed on the W2, enter Y to include locals, then click
PRO(;E1$1$, andthelocalscreen isdisplayed.For moreinformationsee_"Local Processing Detail" on
page /-

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

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

If the Locals field is set to Y on the above screen, then the Local Processing screen displays when you click

PROCESS.
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W2 Forms - Impact Printers

Local Processing Detail

A Pl . 2 - - ] ~
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Local Tax Liapnebe Jeda
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L. | Ext | process || presous

powered by Computer Guidance Corporaion  User Name: TBIS0 (Tom Barclay) LBCC Group QA-ALL Menu: Main Version 40 | 5P 998

Print W2 Forms
1. Enterthe Local Codestobe processed.

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

C City

D County

E  School District
F Other

B  Blank

3. Select the Magnetic Media Format. You canclicktheprompt todisplayall thesupported media
formats and descriptions.

4. ClickPROCESS tocontinue processingtheW2s.
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W2 Forms - Laser Printers

W2Forms-LaserPrinters

Payroll | Annual Laser W2 Print
®* ThelaserW2processis validONLY for the United States.

* SSN - If an employee's master recordis notfound, the employee name field willcontain NOT FOUND on the
laserform. This provides a flag so you can determine a possible problem with the master files. For a testrun,
send the data to a spoolfile for review.

* TheEmployeeZip Code,inthe Employee Master, MUST be inthe formatof 123456789, where 12345
representthe first5 numbers and 6789 the lastfour. The lastfour may be blank or zero if unused.

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

* |fSDlis paid by the employee, it will printin the State/Localbox. This means thatif an employee has one
State/onelLocaland SDl is present, two pages of Laser outputwill be required per eachindividual.

e 37.0 and 34.3 - BEFORE PRINTING LASER W2 FORMS: If there are any locals, you MUST
perform "Laser W2 -- State/l ocalMaintenance"on page 5-9.Local Codes will NOTfunctionproperlyin
thisprocessWITHOUT runningthis procedure, whichtiesthe localsto theirrespective States.

* Oneofthe functions of the abbreviated name field in the Employee Masteris to find the Employee’s last
name. Use this field properly, or unexpected resultswill occur if leftblank (i.e., the name willnot print
properly). This field must containall, or as manyletters of the Employee’slastname as possible. For
example, GarciaM.

* You canusebothpre-printed andlaserW2s.Pre-printed laser forms may havealignmentissuesthat
cannot beresolvedby CGC due to printer differences.

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

* ElectronicFilesarestill prepared usingthe W2 Forms/MagneticMedia/XML option,see"W2 Forms-
MagneticMedia"onpage 7-14.

*  Whenyou selecttorun by Employee, you can requestup to a maximum of FIVE social security
numbers. Social security numbersare notvalidatedbythis procedure.

* Thesystem producesa LaserW2 Recap Report. (The Grand Total no longer prints on the lastW2 form.) The
reportgoeson"HOLD"inthe outputqueue.The print fileis QPRINT 1and the User DataValue report number
(viewedinthe Work SpoolFile)is PRP606.
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W2 Forms - Laser Printers

Process for Laser W2 Forms
*@eCMS Company Divisiare: 37/000-5 0 Quick CualtyBuilders G -~ H =

|
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W2 Laser Forms Selection

Yeat To Process

Process Feceral Caly D]

Process All States
Process sLL Employees

Sequence

Preprinted Lases Firms :'5_1
Use Ty’ for FORMbon/eF omm Laser outpul i
OuiaHoldSae |

&l (@]
W o000 40

u,,_.)\/-&-f:’"—i@ (0]

User Name: TBAS0 (Tor Barciay)

Menu: Main

Lase W2Print

1. AnswerN forPreprintedLaser Forms if you areusing a blank form tocreate FORMationoreForms.
Answer Y if youare using PreprintedLaser Forms.
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W2 Forms-Magnetic Media

W2Forms-MagneticMedia

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

* You mustprocesstheElectronicFileforeach governmententityindividually.You cannotcombinethe
State records.

* FederalMagneticMedia-- Thefields,Combine State& Federal W2, Processall Statesand Only
print W2swith LocalWages,shouldallbe setto N. Setthe Magnetic Mediafield to F (File name:
PRW2512)

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

* Setthe PrintW2Formsfieldto N to createthe magnetic mediafile and suppress printing of the W2s.

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

* NewYorkYear-End/4th quarter magneticmediais runusing 941 forms. This is fora combined Year-End
and 4thQuarter earnings reporting,perNew York specifications.

CDECMS  conpamyowision soomsmriseLecTrC 1ic G« mOXNSESod i C O
a v APv ARv Aminv Achialvy DOFv Bollvy CopyCov EgAccty Eqllainile ECUY GLY HFv HREv HRSSv Inquiyv Integraionv JCv LsReqv
QedProcy PICY PSv Parolly el Paysd-Canv  Propligmy Purchisingy RepConfly  Senicav TAMv  Userllenu v
a a -
00 000 HARRIS W2 Processing Selection PRP14

( ok I Ent | v

powered by Computer Guilance Corporation  UserSlame: TB350 (Tom Bardtap Meny: Main Version 4.0 5P 999

Year to Process

Defaults to the previous system year.
Combined State and FederalW2s

Y  W2s will generate for Allemployees.

N Onlyemployeesmeeting the criteria belowwill print. Morethan onestate canbe processed only
ifthe Statefieldis setto N. This is the Normal Selection.
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W2 Forms- Magnetic Media

Company Name Co/Div

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

Process for States
Y The"StateProcessingDetail screen"willdisplay afterclick OK

N  OnlyFederalinformationwillprintonW2s.
Only Print W2swith Local Wages

Y  Only employees withspecified local wages willgeneratea W2.

N Allemployees withstatewages willgenerate a\W?2 regardless of whether localwages exist.
Print Sequence

1 Name

2 Social Security Number

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

Y  Selectto printW2s.

N Creates Electronic File.

Form Type

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

Magnetic Media

N SelecttoprintW2s

F  Federal,ElectronicFile will generate

S State,ElectronicFilewillgenerate

L  Local, ElectronicFile willgenerate

Note: IfyouchosetosetMagneticMediato L (processLocal,ElectronicFile only), thefollowingfieldsmust
besetaslistedbelow:

Field Setting
Combine State and Federal W2's N
Process for State Y
OnlyProcessW2’'swith Local Wages Y
PrintW2Forms N
Magnetic Media L
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W2 Forms-Magnetic Media

W2 Forms/Magnetic Media/XML Detail

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

\SEECMS Company Division: (00G-HARRIS ELECTRIC INC G -G ANl a0 0]
v AP+ ARv adminv Achialy DOPv Bollvy CopyCov Egécdy EqMlainte ECMv GLvy HFvy HREvY HRSSvY Inguiyv Inlegraiony JCv MallRegw
OeaProcy PCv PSv Pamolly M Pamil-Canvy Proplipmy Purchasingy RepCondy Senicev Tillvy Userllenu v
o (@IF
37 00 40 W2 State - Media Reporting PRPAM

Version 4.0 SP. 999

1. Enterthe Transmitter Information. This maybe leftblankif the transmitter is the same as the employer.
2. TransmitterFederal EIN - May be leftblank if itis the same as the employer.

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

4. TLCN-Supplied bythe taxingauthority. This is requiredif you set the Re-submissionfieldto Y. This
can beleft blank ifthe Re-submissionfield is setto N.

5. Verify with your Taxing Authoritythe requirementsfor the correctMedia Type and Format.
6. MediaType andDevicelD

* 1-AS400Tape

* 2-Downloadto PC Diskette.

* ForAS/400Tape-2, Media Type 1. Entera valid Device Name. (i.e. TAP01).

* Donotenteradevicenameis downloadingto a PC Diskette (Media Typesetto 2).

* MediaType2 maybe usedtocreatethemagneticmediafile onthe AS400, which canthenbe
backed upto tape ordownloadedto the PC for diskettereporting.
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W2 Forms- Magnetic Media

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

: ) P . - Y
| CDECMS  companyomisia sonsousns erectricne QR OAXNALS D@ O
lr AP AR+ 2dminv Achialv ADPv Bollv CopyCov Egactv Eqllainle ECM* GLv HRY HREY HRSSv inquiny Inlegraiony JCv MallReqw

| OrdProcy PZw PSv Pamollv Mo PandCanvy Proplgme Purchasingy FepConste Senicev TAUv Userllsnuv

Use Transter from your S250 emulater 1o transier fle FRW251210he PC

[l powered by Computer Guidance CorporaSion  User Name: TB3S0 (Tor Bardiay) ey Man Version: 4.0 5P 999

Note: This file is overwritten each time the option is run.
7. Click OKtocontinue.Use your5250Emulator (i.e. Client Access, Rumba)to transferthefile tothe PC.
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PCFile Transfer

PC File Transfer

PC File Transfer, ClientAccess

2 Data Transier from System | I‘l.'il
Fiie View Help
mEdE
Sysheen
Systeminame (101110 =
Fie name CMSFIL/AFPMTF = Bowe [
Datas Optons
P

Quips devce. [P ~ ek |
Fds pame fCuRSTAY Bromae |

Format Dphorn

| Tiarsber dta fom Sytemi |

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

Power 7

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

CMSFIL/PRW2512.
Important: You mustdownloadthisfileto the PC beforethenextMagnetic Media isprocessed.Thisfile is
overwritten each timethe W2 magnetic mediaoptionisrun.

PC Details

4. OutputDevice-click the promptand selectFile.
5. Enterthe locationin which to savethe file - thisincludes Drive, Path, and File Name - or click the Browse
buttonto help youlocatethe desired directory.
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PCFile Transfer

PC File Transfer Details

6.

Click the Detailsbuttonto the rightof the File type field to displaythis dialog.
CETE— 21

Dutpnst PC bl

7 Overypte et He

™ Append 1o exting fe

" Croste or ovewaite fls even f omgly fosd set

Fim tyoe

JASCH Text *|  Deak |

Tranclele system datata | ASCH _:]

PL He descrpion e

& Save samberdescigtion

File fommat = Erhanced " Stndwd
Fite pame

Ir;‘.-ﬂst:..;-.i[-s Browze !
[0 ] come | bhew |

Output PC file

7.

11.

12.

Selecta file save option.

* TheCreateNew File optionwill save eachfile transfer with a differentname. Iffile alreadyexists, you
willreceive a warning with an option to overwrite the existingfile.

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

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

ClicktheFile Type promptarrowandselect ASCII Text.

lllinois Entry: Select ASCII Text

Clickthe Translate system data topromptandselectASCII.

. Selectthe Save transfer description optionifitis notclicked.

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

option.
Clickthe Detailstabandclearall optionsexceptTruncate spaces fromendof records.
20

P e TR
I Pad rumene belds with leadng zeios
™ Include end df fle ndioator

R

Click OK,andthen OK again toreturnto the Data Transferfrom AS/400 screen.

2019eCMS3.7 / 4.0 / 4.1YearEndProcessing Payroll W2 Year End Processing 7-13




PCFile Transfer

13. Fromthe Filemenu, select Propertiestoaccessthe PC File Transferoptions

[ Data tronster from System i e |
| Fie Vow Help
New Corlehi
Cpes., Crl+C
Save Cules
Save AS... =
[ _Poosths... ] B
1 Mo Dt Tranmfer from System| (4).d il 2l fowe
2 e Dials Transter from System | (3).04 - _I
3 New Data Trarsfor from System | (2).0f

4 New Data Transfes from System Ldtf Data Dpten I

[ i = Dews I
JOURSTAY Brome |

| Tuaraber data hom Systen |

| Curert tranfer request popertes

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

lllinois Entry: Also select the Store DECFLOAT option.

21x|
Conversions | Lieaw Lt | Display | SOL | Connecten | Siatup |

~ Genesal options
W Convert CCSIDBS535

[~ Log postion of untransiatabie fields

R Store DECFLOAT values as character data

=50 Tevt ecxiony
I~ Pisserve tubs

Exced file option

Y [Eonyen Excel cole and time cele to Gyl i dals ot
e

r Flow numenc gata v ohiaraster colummy Lo be

convened (0 oraacte dots

[ ok ] coce | 20w | He |

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

Renaming SYYFiles

e View MHelp
el
Sytemi
Syttem | name [1Gl 110
File name CMEFIL/APPMTF
FC

[ Transber data hom System

17. Click Transfer data fromSystem I.

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

Renaming SYYFiles

AftercompletingallW2 processing,butbeforeprocessing the FirstQuarter941reports andforms,the SYY files

created MUST BE RENAMED.

If youareusingeCMS 3.4.3,the 5 SYY fileslistedinthefirsttable, shown below, willexiston your system. All
11 ofthe SYY files listedin both tables will existif youare using eithereCMS version 3.7 / 4.0 / 4 1.

All Releases

SYYCNC  Company Defaults-Company name and address.
SYYPRS Payroll Systemfiles-FICAand EIC limits

SYYPRD PayrollDefaults-EIN and PR defaults.

eCMS v.3.7 and 4.0 / 4.1.Only

SYYTCNC Company Defaults-Company name and address.
SYYTPRS PayrollSystemfiles-FICAand EIC limits

SYYTPRD PayrollDefaults-EINand PR defaults.

* Do NOT remove or delete these files.

2019eCMS3.7 / 4.0 / 4.1YearEndProcessing

Canadian Processing Only
SYYTEI EmployerEl Tax File
SYYSTM Province Master

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

SYYTSTM Province Master
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StateSpecificRequirements forW2 and/or MagneticMedia

Renaming the SYY files

1. SelectF10atany CMS menutogetacommandline

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

g

Puta 7 onthe OPTline nexttothe SYY files,and press ENTER.

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

5. TypeF3toexitthe Work with Objectsscreen.

2019eCMS 3.7/ 4.0/ 4.1YearEndProcessing
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StateSpecificRequirements forW2 and/or MagneticMedia

State Specific Requirements for W2 and/or Magnetic Media

New Jersey

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

IneCMS 343, the Unemployment ID field is labelled Statel.D. for SUTA,and the Disability Privatelns Plan
field should be setto Y.

State Master Detail
:@GCMS Company Divisiore 37/00-4 0 Guick Quality Budders €l - M= Mallde gl i@ (0]

l' APv ARv ASminw Achivaly OPv Bollvy CopyCov EgAcdv Eqllainte ECUv GLY HFfv HREY HRSSv Inguiyv Integraionv JCv LaiReqv

]' OrdProcy PCY PSv Pamolly MM Pamsi-Cany  Propligme  Purchasingy RepConfly  Senicew TSUw  Userblenuv

u
|
|| Payron State Master Maintenance Mode  Update PRP240 PRPM0S - 3
| state Humter 30
State Name ARZONA eumum \Wage: 300 AverageEamings: N
S41, W2 I0x Suppl Inflo on Cent Rpt: r Exposura Limits: Caletated
Unemployment ID: } 112314 NACS Code: Website \www.azgo
Media Number: 0 Cowerage Type:
|
I Worke™s Compensation
[ promumBosis: [Dottar = Include inEamings Premiums
Annual Base Wage: [ £.00 (rerome Pay: Reguir Only 3 Liomit Tyme:
Otner Pay: Regusr Only -:] Worker's Comp:
i Indiude in Hourly Premiums Sick Pay: r Property Damage:
Overume Hours: = Vizaton Pay r Bodily lnury:
Other Hours: F Headay Pay r Executie Officier:
Sick Hours: r Enployer Paid Benelit r
Vacation Hours: r Special Checic ]
Holiday Hours: r Men-Taxable Travet: W]
Taable Travel: G
Touable Adustments: =2
Nen-Taxoble Adustments: r
Duvabelity Private Ins. Planc -3

Prirdus Deleta Esit Ok

[ powered by Computer Guilance Corporation  Usser™ame: TE350 (Tom Bardag LBCC Group: QA-ALL Mena Main Version 40|57 999

Note: The UnemploymentIDfieldallows upto 15 characters.All charactersenteredin thisfield will printonthe
form.
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StateSpecificRequirements forW2 and/orMagneticMedia

New Jersey Family Leave Insurance Plan

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

Ve ; =BT TE
| ..@ eC MS Company Divisiar: 37/000-4 0 Quick QualtBuilders Bl = OXS A S D@ 0]
l * APY ARv Adminv Achialv ADPv PBollv CTopyCov Egacdv [Eqllainty ECUv GLv HRv HREvY HRSSv Inquiyv Integrationvy JCv MaRegw

CrdProcy PZw PSv Parolvy el Pymi-Canv Proplome Purchasingy  FepConsty  Sendcew TUY  Userblenuv

== T |
LR
Year-End Bo; Maintenance PRPB0;

(I T T R

| Search

I Ok Jl Emt I[ Previous " Deele I

[l poweted by Computer Guidance Corporaion  User Name: TBAS0 (Tor Barday) LBCC Group QA-ALL Version: 4.0 | SP- 899

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

Enterthe ID numberassigned by the New Jersey StateDepartmentof Labor,Bureau of Private Plan,
Approval &Termination section.
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StateSpecificRequirements forW2 and/or MagneticMedia

Ohio

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

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

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

Local Master Detail

| 7 = o . ¥ TR
_‘QGCMS CompanyDivision: 37/000-2 0 Cuick Guakty Builders EL || |EH T ALl L@ i@ O
& v APv ARv Adminv Achialvy ADPv Bollv CopyCov EgAcctv Egqllainle ECMvY GAv HFv HREv HR-SSv inguiyv nbegraiony JCv LMaiReqv
OrdProcy PICY PSSy Pamoliy i PaneliCany Propligmy Purchasingy RepConfly Senicavy TaMvy  Userblenuv
Payroll Local Master Maintenance Mode: Add PRP112 PRAMS - 17

Locai Numberi360

Local Hame: OH SCHe1

Local Tax iD: DH17133

State: 380 &) OWO
County: fo I
PAACT 32 [

Predous Exit

powered by Computer Guillance Corporaion  Userlame. TB350 (Tom BardaD L Version 40| 5P 999

When settingup an Ohioschool district, enter the schooldistrictname inthe Local Namefield and enterthe
schooldistrictcode assigned by the state of Ohioin the Local Taxfield.

When selectingthe localtype while magnetic media, select E fortheschooldistrictand press ENTER. This
displaysthecode undertheschool districtheadingforverification.

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

W2 Magnetic Media —State by State

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

State CGC State Code Abbreviation *Media Number
Alabama 10 AL 01
Alaska 20 AK 02
Arizona 30 AZ 04
Arkansas 40 AR 05
California 50 CA 06
Colorado 60 CcO 08
Connecticut 70 CT 09
Delaware 80 DE 10
District of Columbia 90 DC 11
Florida 100 FL 12
Georgia 110 GA 13
Hawaii 120 HI 15
Idaho 130 ID 16
lllinois 140 IL 17
Indiana 150 IN 18
lowa 160 1A 19
Kansas 170 KS 20
Kentucky 180 KY 21
Louisiana 190 LA 22
Maine 200 ME 23
Maryland 210 MD 24
Massachusetts 220 MA 25
Michigan 230 Mi 26
Minnesota 240 MN 27
Mississippi 250 MS 28
Missouri 260 MO 29
Montana 270 MT 30
Nebraska 280 NE 31
Nevada 290 NV 32
New Hampshire 300 NH 33
New Jersey 310 NJ 34
New Mexico 320 NM 35
New York 330 NY 36
North Carolina 340 NC 37
North Dakota 350 ND 38
Ohio 360 OH 39
Oklahoma 370 OK 40
Oregon 380 OR 41
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W2 Magnetic Media-- State by State

State CGC State Code Abbreviation *Media Number
Pennsylvania 390 PA 42
Rhode Island 400 RI 44
South Carolina 410 SC 45
South Dakota 420 SD 46
Tennessee 430 TN 47
Texas 440 TX 48
Utah 450 uT 49
Vermont 460 VT 50
Virginia 470 VA 51
Washington 480 WA 53
West Virginia 490 \AY 54
Wisconsin 500 Wi 55
Wyoming 510 WY 56
British Virgin Islands 531 VG or VGB

Guam 700 GU

Kwajalein - U.S. Citizen 954 MH or MHL

Kwaijalein Citizen 956 MH or MHL

Puerto Rico 600 PR

Virgin Islands 530 VI
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Appendix A

RestoringeForms TemplatesforYear-EndForms

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

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

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

1. ClicktheeFormsViewer iconontheeCMStoolbar.
Qlelimo XN/ L2s2i®@ O
2. Clickthe EditTemplates iconontheeFormstoolbar.

(¥ _q%ifsarj SHENI)

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

._@eC'VlS CompanyDivision: 37/000-4 0 Quick Qualt Builders o Ll (L ) LS O (B (gl
1| Ecnt Templates .

Select C o Name Description Colww Location Zusfomer Number JobMamber SubJdob CreatelserD Active
" & E AP Chadks Lastar Templateor AP Checks 200 1 CGCOVIER r
rC Fo AP Checoks_EVE Mastel Templateror AP Checks oo { VDONERDI [ =1

Form 9418
r CdFreenand Leter AP Chacks rmb Master Templatasor 4F Chacks 10 { REALL r
HR Bifling Statement
r ' Katie AP Chacky Katie AP Checks 3 Aena2 KJEISO r
0 AP Checks\WRAP 0323 Wrapping Test N t ACD330 r
| AP Checks_1._0 Master Templatelor AF Checks 10 1 CGCOWIER E
C: AP Checks_1_0_copy Biaster Templatelior AP Checks o ¢ CGCOWIER r
- AP Checs_1_0_TEJ Master TemplateBor AP Checks _TEJ_ 10 San Disgo  ( TEJ3S0 [ ]
= 4P Chadks Liaster Templatelior AP Cnecks 8 3% 83s { CSaLas F
[ | AP ChecsiWRA® D423 Wiapping Test 620 ¢ GWE3SQ F
W] APChecks Co T Tempiate for AP Shacks Co 79 il SASHENIED "
r BMH AP Checks BidH Template for AF Checks test in ] BUH350 r
= 4P Checks comat 8 Master TemplateSior AP Checks 120 1 TEJ350 r
= AP Checks Co X Cop AP Check with Copy VWiilen Across R Co 3T ro { SASHERISO r
Furchase Orders b
3 CoppThng Eat AF Checks wayl Mastar Templatelior 4F Cheths 10 Vi t RALMADIRA B

Colurnn Name Filter Value

Select One = Eq =] oo L
1-15 of 22l

Delete Restore Close [al~]
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4. Onthe Edit TemplatesDetail screen, selectthe Form 1099 - Brokertemplate by clickinginthe Selectbox.

[EDECMS  companydmsion: 7/030-20 cuick cuatts Buiges e 1L L (OO i
{Edit Templates [Form 1099-Broker !
Select Copy’ Change Open Template Hame Desciption CoDiv Location CustorserMumber JobMNumber SubJob CreateUserD Active
;‘7% | C\-n CP-; ] Edit Form 1099-Broker Master Template for Forn 1099-Broker {0 0 CGCOWNER F
Column Name Fitler Vaius
[sewaoe 7] Eouit - . G F
-2 2
Delete Restore Ciise . (el L,
5. Click the Restore | button.
6. You willbe promptedtoconfirm thisselection.Onthe popup window,click OK.
7. Click the Edit Templatesdrop-down prompttoselectthe nexttemplate, and repeatthis procedurefor

each ofthefivetemplate listed above.
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