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Our Goal

By the end of the session you will be able to
accomplish the necessary year end procedures for
Accounts Payable and Payroll

Smarter Construction. Cloud ERP. ﬁm @ y




Year End Documentation on Website

United States

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

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

Documentation Available under:
Resources >
QE and YE Documentation >
2019 U. S. Year End Documentation

Print this documentation and read it!!

[CGC Supported Forms are list
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Hospital Forms Service/Forms
Management Services

Contact Information is on

Slide 123 Below
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Accounts Payable

[1 Objective
o Maintain or create 1099 Type Codes
o Print 1099 Forms

o Create the 1099 Electronic File

Smarter Construction. Cloud ERP. ﬁm # §5’




What Is New?

Restore 1099 eForms

The following forms have changed and must be restored before printing final 1099 eForms for year 2019
1099-MISC
1099-B
1099-INT
1099-DIV
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1099 / T5018 Reconciliation

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

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

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

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

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

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

Details to Follow:

gSrDIT&JJ(E:E Smarter Construction. Cloud ERP. Efﬁ {F g’f?
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Payroll Defaults

Admin > Application Installation > Set-Up Default Values >

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

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

System Administration Payroll SYS550402

Return

liC G/IL Number

Pay 2295.00000.000 [<] Rec [1299.00000.000 [<]
G/L Numbers
Bank 1000.20000.000 [<] JicAlloc [6000.00000.000 <]
ICCashCoDiv| o [ of<] P/R Accr [2404.00000.000 <]
I Federal ID 11-2233445 | Earn Method |P05t Earnings by Check Date Ll
4| Start Day Cert P/IR 1

gSFDI}JIICE:E Smarter Construction. Cloud ERP.



Vendor Master Maintenance
Accounts Payable > Maintenance >

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

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

Note:

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

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

;;;;;;;;;;;;

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

Accounts Payable > Listing

Vendor
Type

Minority
Code!

Entry
Date

P.S.T.
Reg. No

‘Contact
Name

Alt
vendorly/endor Name Address 1 Address 2 city stProv|ZPPostl | apbreviation [Phone [Fax  [1°° [SUP [Vend  |Ait vend Name
No 5 Code No [Job |ve
4 Vendor 1 Construction N RISHING THE WORLD ~ TALK TO EVERY ONE RELIV CITY CR 852047777 bbbven1 Vendor 1 G
sy Y80 ek
2 Leisel's Construction 150500 North Scoftsdale £ Suite 123456 — CityofMy Dreams XX 00887825 AAALEISEL 000 444 98765  Leisel's Construction
4447000 74
4 Siting Bull Trading Post Fort Apache Compound 145 Sagebrush Way Tuba City MD 854784321 SITTING Sitting Bull Trading Post
8 Connecticut Vendor 100 West Yankee Dr Hartford cT 06001 CONNECTICU Connecticut Vendor
9 Nine Ways to Win 1404 N West Florence Az 85146 NINE WAYS Nine Ways to Win
10 Common Vendor 100 West Commerce Rd—E  Suite 1050 E Ph E Az 850101111 CoMMONVEN (B2 Common Vendor
21 AAA Vendor - ADDRESS LINE 1 - ADDRESS LINE 2 - CITYOFVENDOR ' p7 885522100 aaa NiCK AAA Vendor
(602)
22 Ab Sub-contractor aBsus-con £02 Ab Sub-contractor
4 C-clean Up Contractor 454 54 Anywhere Land Nephi Az 85555 C-CLEAN UP C-clean Up Contractor
TP TEST TP TEST
25 SUBCONTRACTOR TPTESTSU SUBCONTRAGTOR
30 Office Supplies 100 East Brodway Mesa Az 85206 OFFICE SUP Office Supplies
31 Vendor For Credit Easy Street Way Tempe Az 85444 VENDOR FOR Vendor For Credit
32 Net Loss Vender NET LOSS Net Loss Vender
33 Liamas Are Us Lima Az 85204 Liamas Are Ulamas Are Us
35 Mr Discount Vendor Mr Discoun Mr Discount Vendor
36 Cabinetts Are Us Gilbert AZ 85204 CABINETTS Cabinetts Are Us
40 Vendor 40 Address Line 1— Address Line 2- Migh Life Gity—e ~ MN 85204 VENDOR40 Vendor 40—
Norman's Mower . Norman's Mower
*1 Service NORMAN'S Service
44 Barb Pepper Addr 1 Addr 2 Chicago It 45164 pepper bar Barb Pepper
45 Vendor 45 VENDOR 45 Vendor 45
47 Discount Vendor 47 DISCOUNT V Discount Vendor 47
49 Barb's Bams BARB'S BAR Barb's Bams
50 Annars Bakery Main Street A Ottawa PG POM1BO  ANNAS BAK Anna's Bakery
52 Ann the Wonderful ANN THE WO Ann the Wonderful
55 Tax Viendor Test Irs Ave Phoenix Az ssaae TAXVENDOR Tax Vendor Test

0 09/23/2003

0 09/15/1999

0 01/29/2004
0 08/03/2007
0 02/08/2012

0 04/01/1998

0 01/20/2003

0 02/24/1998

0 02/26/1998

0 09/20/2011
0 06/17/1998
0 06/17/1998
0 01/12/2000
0 09/08/2006
0 11/08/2006
0 05/11/2007
0 02/14/2000
0 07/23/2003
0 08/10/2004
0 02/10/2003
0 07/31/2007
0 06/08/1999
0 01/15/1999
0 07/17/2007
0 05/05/1999
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Vendor Master Listing
Accounts Payable > Listings > XAP0O80 (Numeric) - APP088 (Alpha)

88 rDI::&JJ(E:E Smarter Construction. Cloud ERP.

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

1099 / T5018 Fields
Tax ID Number Type
Federal - Identifies the number entered into the ID Number field as the Vendor’s Federal ID Number

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

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

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

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

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

/\‘
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Vendor Master Maintenance
Accounts Payable > Maintenance >

1099 / T5018 Fields

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

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

/\‘
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Vendor Master Maintenance
Accounts Payable > Maintenance >

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

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

[ Must add merge field in 1099 eForm to use J

/‘\\
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State 1099 Selection File

Accounts Payable > Maintenance >

Maintain State Records

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

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

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

/\‘
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State 1099 Selection File

Accounts Payable > Maintenance>

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

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

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

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

/\‘
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1099/T5018 Code Table Listing Report — IDI

Accounts Payable > Listings >

Type Codes for the following forms:
1099 MISC — Impact, eForms (Type 3)
1099 Broker — eForms (Type 1)
1099 Dividend — eForms (Type 2)
1099 Interest — eForms (Type 4)

T5018 — pre-printed laser, eForms (Canadian only) (Type 3)

/\‘
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IDI - 1099/T5018 Code Table Listing

Accounts Payable > Listings >

| Coae = |Description

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

1 OIREIGN 1A 1AIL

TOT ORDINARY DIV BOX 1.4
QUALIFIED DIv BX 18

PN SS BOX 1

ROYALTY BOX 2

OTHER INCOME BX 3

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

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

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

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

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

SECTION 1202 GAIN BX 2C

COLLCSCTBLS (28%:3GNAIN BXZ2D
Rent

Canadian Type S

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

NLXLC=-0DpTe22 "R I0TMIgQre~NcOAUN-O
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1099/T5018 Code Table Listing Report — APP404

Accounts Payable > Listings >

90 001 Karrcoll's Construction370-30EE
DATE 11/19/12 APP404 1099/T5018 CODE MASTER LISTING TIME: 13.51.46 PAGE 1
CODE  DESCRIPTION BOX FORM TYDE TYDE OF QROZS
A RENTS BOX 1 1 Misc
B ROYALTY BOX 2 2 Misc
fal OTHER INCOME EX 2 3 Misc
D FED INCOME TAX W/H BX 4 4 Misc
E FISHING BOAT DROCEEDS BXS &  Misc
z EEIZEL;YEEAEEEPB;G? : E:Z Selecting Option Will Run the Report
H SUB PMTES IN LIEU BX 8 8  Misc
I CROP INSURANCE PROCEEDS1O0 10 Misc (no selection screens will appear)
0 State Tax wheld Box 16 1s Misc
K @RE PRCEEDE TO ATTNY BX14 014 Misc
L SEC 409A DEFRLS BOX 15A 158  Misc
M SEC 409A INCOME BX 15B 15E  Misc
N TOT CAPTL GAIN DISTR BX2A 2n  Diwv
o UNRECAP CEC 125 GAIN BX2B 2B Diwv
) SECTION 1202 GAIN BX 2C 2¢  Div
Q COLLCTBLE (28%)GAIN BX2D 2D Diw
R Rent 03 Diw

/_\\
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1099/T5018 Type Code Table Maintenance

Accounts Payable > Maintenance > Selection - Screen 1

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

Codes require descriptions and box numbers

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

/_\\

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



1099/T5018 Type Code Table Maintenance

Accounts Payable > Maintenance > Detail - Screen 2

Description - Enter a description for code

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

Form Type
Select one of the Four Types of Forms We Support
1 = Broker (requires a CUSIP number)
2 = Dividend
3 = Miscellaneous
4 = Interest
Type of Gross — required for form 1099-B (Broker)
/\;
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Print 1099/T5018 Register — APP684

Accounts Payable > Annual >

20 001 Karroll's Constructicon370-30EE

DATE 11/20/12 LPPs84 /P 1099-MISC Register 9.30 PLGE
Limit G00.00
Box 001 Box 002 Box 003 Box 004 Box 005 Box 006 Box 007
Box 008 Box 010 Box 0Ole Box 014 Box 154 Box 15B
——————————————— Vendor -—-----—-----——----—————--
Numlzer Name ID Humber Proprietor Nams
4 gitting Bull Trading Post 86-55555
2,047.11
2 & 3,047.11
44 Barb Pepper 444444444 1099 Register used to Verify
Amounts by Vendor 1,250.00
636 High Tower Builders 856-159753
626,00
p Ties back to 1099 / T5018
Total for 1099-Misc Ties back to 1099 / T5018 Individual Form
sas.oob F R 4,297.11
orm ecap 2,047.11
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A/P History Report by Vendor Number — APP056

Accounts Payable > History >

Select for Specific Vendor

Select for Specific Range of Check Dates

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

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

/\‘
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A/P History Report by Vendor Number — APP056

Accounts Payable > History >

001 Karr<ll's Constructicni?o-3o0EE
Date 11720512 APPOSE Accounts Payable History by WVendor - Summary Time 10.33% Pags 1
————————— I M WO I o E ————————— Pay JobXXX Sulks Inwvoics Wouch Date Theck Di=soocunt Che ol
Mumlses 1o Dates Cescription 22l Mumber Jolkb Description Amonant Mo . Faid Mumbe1 Amount Amount
00004 Sitting Pull Trading Post
1z4azo012 01/27,/2012 tesat 1099 57321 01/27,/2012 901476 azz=.
B2IAPFROE o5,/ 21,2012 S57T47T HNITE Hick's J< 10&=Z2
*~waendor Total=™ 5,322.00
0O0S50 Anna's Baksry
Z221=012 02,/21 /2012 tesat woid 5725 oz2/21 2012 2221
2212012 02,21 ,/2012 test woid 5735 oz 2102 2221
*Vendor Total=* . o0 -
oozzz A1l Purposs vendor Report has further detail on specific vendors
F21z012 03,/21,/2012 T=2st Entry Da 5744 HWITE Hick's J< 2=23.21 ok 1lE /2012 10&=1 222.321
*~waendor Total=™ =2=z22 .21 2232 .21
weDivisgior Totals~ 5,655.21 5,655.31

/‘\\
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

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

Vendor/Pay Select Number

Vendor/Code/Date

/\‘
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

Change by Vendor/Pay Select Number

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

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

Click OK to advance to the next screen

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

Click OK to accept

/\‘
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

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

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

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

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

Click OK
/\;
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A/P 1099/T5018 Code Maintenance

Accounts Payable > Maintenance >

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

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

Clicking exit will cancel your changes and exit

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

/\‘
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Accounts Payable Year End Reports

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

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

" Re-Run 1099 Register for Verification I
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Annual Vendor Report
Accounts Payable > Annual >

This report is optional and will not affect 1099 processing

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

When you select the option the report runs automatically

Report Example on Next Slide

/‘\\
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Annual Vendor Report
Accounts Payable > Annual >

90 001 Karrecll's Construction370-20EE

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

City of My Dreams XX 99887825

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

////’_‘\\\
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Print 1099 Forms / Magnetic Media

Accounts Payable > Annual >

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

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

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

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

/\‘
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Print 1099 Forms / Magnetic Media

Accounts Payable > Annual >

You can print the 1099 forms and create the Electronic Media for one Company/Division, one Company/All Divisions, or All Companies/All
Divisions.

One spool file per selection is created even if multiple Companies/Divisions are requested

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

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

Impact form make sure you test for proper alignment

/\‘
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Print 1099 Forms / Magnetic Media

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

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

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

1 - Broker (requires a CUSIP number)

2 — Dividend
3 — Miscellaneous
4 — Interest

9 - All (requires a CUSIP number)

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

Press OK to print the 1099 Forms
/\;
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Electronic Media Filing

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

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

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

| gSPDI::&JJCE:E Smarter Construction. Cloud ERP.



United States Payroll

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

Create Electronic Media Files

Smarter Construction. Cloud ERP. ﬁm # §5’



What Is New?

New W-4 Form and Federal Tax Tables — 2020 FIT Tables are on the Customer Website - Release Level 4.1 SP2 & SP3
W2 Box 9 ‘Verification code’ is no longer applicable. Description has been removed and W2 eForm must be restored

All Electronic Files are now in the Integrated File System (IFS)
Those files that previously went to Client Access can still be transferred using Client Access — Release Level 4.1 SP3

NY State Annual and Quarterly Filing - now requires total Ul remuneration, gross federal wages or distribution subject to
withholding and total NY state, city and Yonkers tax withheld each quarter

/\‘
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What Is New?

Corrected EFW2C is now available for federal only — Release Level 4.1 SP3
Paid Family Medical Leave

District of Columbia — Local Tax ID — DCPFL

Massachusetts — Local Tax ID - MAPFL

Washington — Local Tax ID - PFML

/‘\\
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Information Verification
&

Processing

Smarter Construction. Cloud ERP. ﬁm # §5’




Final Processing and Information Verification

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

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

/\‘
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Final Processing and Information Verification

Employee Address and Social Security Number
Country Code in Employee Master
Box Assignments
Associate Locals to States for Laser W-2s
4.1 -4.0 - W-2 Box Assighment Menu Option
3.7 - 34.3 — Laser State/Local Maintenance Menu Option

NY State must be associated with NY City and Yonkers

/\‘
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Final Processing and Information Verification

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

Run the following Reports

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

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

After last payroll for reporting year

Before 15 payroll of the new year

/\‘
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Checks Message

Payroll > Maintenance 2 >

Message Maintenance Selection Screen

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

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

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

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

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

Payroll > Maintenance 2 > Year and Pay Frequency Selection Screen

Pay Period Ending Date Maintenance XPR380

941 Registers use this information to determine the
Company Number -15
e EE count for the 12th of the Month
Division Number

vear [oooo

|

Pay Frequency Code MK Weekly
IBW Biweekly
SM Serni Monthiy

ViM hMonthiy

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

Select One of the Options Below
Create, View or Delete

Previous I

Ok Il Exit

gSFDI}JJCE:E Smarter Construction. Cloud ERP.



Pay Period Ending Dates

Payroll > Maintenance 2 > Detail Selection Screen

Pay Period Ending Date Maintenance XPR380

Company 15 Division 000 Year 2020

Pay Frequency Code 1st Period End Day for January

»
>

v
Bi-Weekly
Semi-Monthly
Monthly

day in month)

s
(99=Last day in month)

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

_‘I i

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

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

COMPUTER

Smarter Construction. Cloud ERP.

GUIDANCE
CORPORATION



Tax Tables for New Year

Tax tables are date sensitive by the following

Remember

4.1 - 3.7 - Effective Date

Update New Year
34.3 - Year

Tax Table

Information
Copy Tax Table

Effective date will only copy tables with the same from year as the selection screen.

If you select to copy from 2019 tables to 2020, you will only copy tables that have an effective date range of 01/01/2019 though
12/31/2019

Can be created anytime. They will not be used until the new effective date
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Tax Tables for New Year

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

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

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

Annual (AN) Tables l"'''|||||||||“““““”m
Are always used if available, without regard to the effective date for any other Pay Frequency tables .,.q.mualilﬂlﬂlﬂﬂﬁﬂ
Note — Distribution Code ‘N’ will still have access to Distribution Master Employer Tax Screen
This is used by Canada for the ER Health Tax
Canada does not have ER Tax Tables and still need access to this screen

garDF:&J,I(E:E Smarter Construction. Cloud ERP. inkfAY4



Setup Default Values
Administration > Application Installation >

Verify the following information for all Companies/Divisions processing Year End

Company Name Default
Name and Address

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

Medicare Tax EE and ER Percent are currently the same value

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

-
Make sure test Co/Div does not have the same EIN as live Co/Div J

/‘\\
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FICA Limits and Percentages Setup

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

Payroll > Maintenance 1 > Tax Tables > Employee and Employer Tables

/\‘
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FICA Limits and Percentages Setup

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

Y = FICA System Default will be update with new values

/\‘

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



FICA Limits and Percentages Setup

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

Y = FICA System Default will be update with new values

/\‘
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FICA Limits and Percentages Setup

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

Checked (Y) = Payroll System Default will be updated with new values and should NOT be done for New Year tax table until
AFTER you have run Prepare Year End (as final)

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

Maximum—=FICA Tax Limit — must be populated!!!

/‘\\
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FICA Limits and Percentages Setup

Payroll Tax Table Maintenance - Optional Values Mode: Update PRP21804 PRPMO0S8 - 12
Pay Frequency: AN Tax Status: Table Type: A Code: D Effective Date: 01/01/2020
Description: 2020-EFICA
Personal Exemptions: O CRITICAL - the Maximum Field must be Populated with the Correct TAX LIMIT
Tax Credits: [
Tax Equate Factor: D Gross Taxable
Standard Deduction: (| Minimum 1:
Percent: Minimum 2:
Amount: Minimum Tax:
Minimum 1: FIT Deduction Percent: [j]
Minimum 2: Deduct FICA for State/Local: ]
Maximum 1: Maximum: @
Maximum 2:
Federal Income Tax State/Local Surcharge Percent:
Standard Deduction: State Tax Rounding Method:
Deducted for State/Local: O Local Tax Calculation Method:
Table Basis: [Gross Taxable State Number- b
Limits for State/Local Deduction Tax Limit for SDI & some Locals: (]
Maximum 1: Tax Limit Amount:
Maximum 2: Tax Limit Type: Pay Period| v |

gSwDI?&JJ(E:E Smarter Construction. Cloud ERP. InkfAY




Employee Maintenance
Payroll > Maintenance 1 > Employee Data

Verify the following information:
Full Name Field

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

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

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

/\‘
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Employee Maintenance
Payroll > Maintenance 1 > Employee Data

Verify the following information:

Social Security Numbers

Country Code Employee Data — General Tab

Enuntw: :I‘_J

Next 2 slides will have additional information on

Social Security Number Verification

Country Code
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Social Security Number Verification Service

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

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

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

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

/\‘
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Country Code

Payroll > Maintenance 1 > Employee Maintenance > Employee Data

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

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

Military Post Office (MPO)
American Samoa

Guam

Northern Mariana Islands

Puerto Rico

Virgin Islands

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

/\‘
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W-2 Box Assignments

Payroll > Maintenance 1 >

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

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

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

[Box Letters MUST be Capitalized — ANOT a J

/‘\\
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W-2 Box Assignments

Payroll > Maintenance 1 >

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

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

Prior to Sending

All other Self Matching ‘H’ records (401K) will print the employee deduction only

ALL Forms & Files

W-2 Box Assignment and Distribution Master are also located on the Annual Menu
Verify for Accuracy!!!
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W-2 Box Assignment

Payroll > Maintenance 1 >

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

Union Number
Deduction Type

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

Payroll > Maintenance 1 >

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

Enter Tax/Deduction Box Numbers and codes if applicable

Enter the Earnings Box Numbers and codes if applicable

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

Check 3 Party Sick if applicable

Press Enter/OK to update the file

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

/\‘
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W-2 Box Assignment

Payroll > Maintenance 1 >

W-2 Box 12 — Deferred and Other Compensation

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

Alpha Characters are Used to Group and Sort the information

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

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

Payroll > Maintenance 1 >
Box 12 will report Single Letter or Double Letter Codes followed by a dollar amount
Code DD—Cost of employer-sponsored health coverage
Use this code to report the cost of Employer-Sponsored Health Coverage

The amount reported with code DD is not taxable

Code Letters Must Be Upper Case

Group Term Life — Code C

ER Sponsored Health — Code DD

| gSrDIT&JJCE:E Smarter Constfruction. Cloud ERP. f’m ﬂa gﬁ?




W-2 Box Assignment
Payroll > Maintenance 1 >

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

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

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

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

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

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

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

Examples: SDI taxes withheld — union dues — nontaxable income - etc.

/_\\
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W-2 Box Assignment

Payroll > Maintenance 1 >

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

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

W2 T 390 000 0 |19 A

20 A

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

COMPUTER
- GUIDANCE

Smarter Construction. Cloud ERP.



W-2 Box Assignment

Payroll > Maintenance 1 >

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

Box 20 = OR-SIT

| ggrDl::&Jl:lr(E:E Smarter Construction. Cloud ERP.




W-2 Box Assignment

Payroll > Maintenance 1 >

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

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

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

4NNNNNNNNNNNNNNNEN TN
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W-2 Box Assignment

Payroll > Maintenance 1 >
PA Act32 - Box 20 Description
Reporting Agency 2 Digit Code
W2 Box Assignment Tax/Ded Code Box

Used to enter the Reporting Agency’s 2 digit code which represents the tax collection district where the withheld
taxes were remitted when reporting to one agency

All Act32 Locals reporting to a single agency will use the same code in the Code Box (see example next slide)

Locals NOT reporting to one agency will leave the Code Box blank. The system will then report the first 2 digits from
the Local Mater Tax ID Field in Box 20 (see example next slide)

/\‘
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W-2 Box Assignment
Payroll > Maintenance 1 > PAAct32 Box 20

3rd

-Dist.- Earnings Party
Form Code No. Sta Box Code Description Sick Del

[ J<] [J<] [oo_J<]  [000 K3 TV 9 R NN | I | | | | O
w2 L 303 Us5  |[1e | | |[BETHLEHEM TWP-ACT] [ | [ ]
w2 L 394 /1 [18 | | |[EASTON CITY -ACT32 | [ | []

Payroll Local Master Maintenance Mode: Update PRP11202 PRPMO08 - 17

Local Number:391 |

New Beaver Buro

Local Name:

PENNYSLVANIA

390 <

County: Lawrence
PA ACT 32:
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W-2 Box Assignment
Payroll > Maintenance 1 >

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

Deleting an Existing Record

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

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

Search Option — available for all form types and distribution codes

/\‘
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IDI - Year End Box Listing

Payroll > Annual >

|Company|Divisinn|:|:::; |g:::;“2"ﬁ°" Di“i:;‘:,"e':lumonl Union Dedu%lyi:: !Sequencelslﬂlus
15 o w2 A 0 0 1A
15 0 w2 Cc 20 01 1A
15 0 w2 Cc 30 0 1A
15 0 w2 C 50 0 1A
15 o w2 Cc 310 0 1A
15 o w2 Cc 330 0 1A
15 o w2 C 390 0 1A
15 0o w2 D 6 ) 1A
15 o w2 D 1" 0 1A
15 o w2 D 15 0 1A
15 o w2 D 30 0 1A
15 o w2 F 0 0 1A
15 o w2 G 0 0 1A
15 o w2 H 2 0 1A
15 o w2 H 10 0 1A
15 o w2 H 15 0 1A
15 o w2 H 16 0 1A
15 o w2 H 40 0 1A
15 o w2 H 202 0 1A
15 o w2 H 401 0 1A
15 o w2 H 502 0 1A
15 o w2 H 600 0 1A
15 o w2 K 0 0 1A
15 o w2 L 1 0 1A
15 o w2 L 2 0 1A
15 o w2 L 5] 0 1A

COMPUTER Smarter Construction. Cloud ERP. ﬁfﬁ ‘{F g?
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Distribution Master Year-End Box Listing — PRP100

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

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

/\‘
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Distribution Master Year-End Box Listing — PRP100

Payroll > Listings >

DATE 12/05/2019
-Distrikbution-

Form Code MNumbsx
W2 :y [o]ele]
W2 iZ 020
W2 Z 020
W2 c 050
W2 iZ 150
W2 Z 210
W2 Z 230
W2 iZ 250
W2 ] (o]l
W2 jul 011
W2 D 015
W2 in] 030
W2 F [oXeTs]
W2 = [eYels]
W2 H [aTube]
W2 H 01
W2 H 015
W2 H 0l&

Tnicn Ded

Mumlbs T

Lele]
(s1e]
oo
[a]w]
(s1e]
o0
[s]e]
(s1e]
Lele]
(s1e]
oo
[a]w]
(s1e]
o0
[a]w]
(s1e]
o0
(s1e]

15 Qoo PC's Construction - 4.1
¥ear-End Box Listing
TIME 12.01
Taoc /Ded Earnings Axd Party
Eoor | Sode | REor okl e o e e et Pl il e Sk (B
e B FICh
14 c A FITT R
14 c D ZEITTA
14 B CRATTTA
St 2 .5 2 KX¥SUTh- Tas QNI
11 C UIME=WE NJ-Z2UTAR
14 = WS T
SES a 18 a PagirTa
1= =] COMBAT
2R EARTTY (2 TCR =
1= E
o LR
= il FEDEEREAL WAGEES
= = MEDICARER
14 a 2EHT
12 FE BOX  12FF - ER . BEN
12 DD EE IN:z - BOX 1200
12 oD ER INEZ - BOX 120D

PAGE

1
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Laser State / Local Maintenance
Payroll > Annual >

Release 4.1 and 4.0

Quarterly SUTA Filing

Currently the State / Local Maintenance option will only be used to relate the following New York Locals to New York State. The taxes for
each of these locals are reported in the file every quarter now rather than just the 4t quarter.

New York City
Yonkers — Residence
Yonkers — Non-Residence

W2 Reporting
Locals will be assigned to their state using the W2 Box Assignment option

/\‘
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Laser State / Local Maintenance
Payroll > Annual >

Release 3.7 and 34.3
Used for Laser Form Printing

Assigns Locals to a State

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

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

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

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

Local codes must be related to their respective state within EVERY company that has produced Earnings records for employees

/\‘
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State/Local Listing — PRP810

Payroll > Listings >

J

FLE- ooo IO ' = OornstT o hoa - =7 .0
DAaTE A= 702 F1°F PEP=10 State ;F ILocal Relation=ship Report - By Laocal
Laooc= 1 oo =T IO Irs Leoohall, T A
e at e - Z2eae0 MISoSoITRET
LT s ooz EBEALTLIMOFREE T - COolrnrr
e at e - =10 rMAaE YA I [
T Sy — By selecting the report Sequence =
f= N =10 FATF T A DI
L. - oos AL WERT — LI N
T eamm 2ma rrmmeserarserrs L (local) rather than S (state)
Tooce= 1o o0& PIT T SEBLRS - Ll
S at = = =20 FEMMN=SY LW ATTL A - = -
It is easy to see if a Single Local has more than One State
Lioo=l - oo Emp lowe= yEmploy=sx
= = o=0 AT ZOTTA
Loo=al - [l Nu ) Iy 2RI, 10
e at e - o =0 Al TEO R T
Tooce= 1o o311 L= ER PAXNTOIT - EmMST
e at e - o=0 ARET SO
e i e e Use to Verify a Local is not Associated to Multiple States
e at e - o=0 ARET SO
Tooce= 1o ozo0 IR S0 - Annmual 310
ST ate=: o =0 CALLIETO RN TA
Loo=al - oz=o0 Leocal =0
ST ate=: oz=0 AT ZODTAR
T.oe= 1 - o=z BEoeODE T MEDLTIT AT, HTH
e at e - =20 PEMMFCSY LW ATTL A
Looo=a 1 o= PITT OB — Lol
e at e - =20 PEMMFCSY LW ATTL A

Do
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Distribution Master
Payroll > Maintenance 1 >

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

Payroll Deductions (M Records)

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

HR Deduction/Benefits (H Records)

Payroll Deductions (M Records)
The Distribution Master Listing

Used to Verify Flag is Setup Properly

/‘\\
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IDI — Distribution Master - Zero To Date Flag for M & H Records
Payroll > Listings > H & M Codes

Company Number Division Number * Distribution * =

15
15
15
15
15
15
15
15
15
15
15

=]

[ R o T o T o T - T - B e T - S - B

T

= 2 EEE E I T T T =T

Code

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

Distribution Numbe Description

701
702
703
710
71
800

o e W N

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

Life Dep - Ded
GTL - Employer
GTL - Emp Sup
ACA HR Deduction
401K DEDUCTION
FLEX INS PLAN
401K POST TAX
DEDUCTION 4
DEDUCTION 5
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IDI - Zero To Date Flag for M & H Records

Payroll > Listings > H & M Codes

Distribution Master
~ Tools ¥ View As v | Zero To Date Flag for M & + "r- : &k
.@ Distribution v | |equals (ignore case) v | H
or v \?) Distribution + | equals (ignore case) v M
& | +0
Filter Clear Close

) Refresh Data Tools =

[7] Titke

Company Number
Division Number
Distribution

Code

Distribution Number
Description

Zero to date Amounts

Soun

App [4

App
App
App
App

Company Number = Division Number “ Distribution s Code

H

-
w

o o o o o o o o o

= =EZE ZE I T T T =T

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

0 x

242 records

Selection and Filter for This Report

Distribution Numbe Description

701
702
703
710
Il
800
1
2
3

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

Life Dep - Ded

GTL - Employer

GTL - Emp Sup

ACA HR Deduction
401K DEDUCTION
FLEX INS PLAN

401K POST TAX

Zero to date Amounts v

N
N
N
Y
Y
Y
Y
N
Y

/‘\\
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Distribution Master Listing — PRP100

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

Run once with Distribution Code flag = H

/\\
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Distribution Master Listing — PRP100
Payroll > Listings — H Codes

15 Qoo PC's Constructicon - 4.1
DISTRIBUTION LIST
DATE 12/08/2019 PRP10OO TIME 14 .04 PAGE 7

77777 DISTRIBUTION----- DED —-------—=-———————~3/T, NUMBER---- - —--———————————————_ - ---EXEMPT W/T CODES---- VENDR A/P |ZERO TO
CODE No. TYP LIABILITY EXPENSE DESCRIPTION FWI SWI LWT LCS 8DI SUTA W/C NO. C¢ DV DT AMT

CHE ARREARS UPD BN/WGE W2
TYP GRS DED JiC CALC  DESEN

R | Zero-To-Date-Flag

H H/R BENEFITS 030 00 2500.00000.000 2500.00000.000 HR Training Ben 0

T I T I
I I

=

H H/R BENEFITS 031 00 2000.00101.000 6000.00000.000 Per Diem 31 80/ 0

==
=

H H/R BENEFITS 035 0o 2500.00000.000 6100.,00000.000 3rd Party Sick 0

zZg
=5
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Distribution Master Listing — PRP100
Payroll > Listings — M Codes

DATE 12/11/2019 PRE100
----- DISTRIBUTION----- DED
CODE NO. TYP
PCT
AMOUNT  PCT CDE
M EMP. DEDUCTIONS 013 00
01/01/2010 THRO1,/15/2010
.00 o1
M EMP. DEDUCTIONS 014 00
06/30/2015 THR12/31/2016
.00 .01
M EMP. DEDUCTIONS 080 00
01/01/2017 THR12/31/2099
1.00 .01
M EMP. DEDUCTIONS 102 00
09/01/2004 THR12/31/2099
.00 .0
M EMP. DEDUCTIONS 320 00
01/01/2019 THR12/31/2099
.00 .01

15 000 PC's Construction - 4.1
DISTRIBUTION LIST

01/01/1989 THRU 12/31/2099

------------------- @/L NUMEER

LIABILITY EXPENSE DESCRIPTION
----HOURLY RATE---- PRE-NOTE CHE RPT PROC COBRA
REG ovT OTH ACH DAYS TYP GRS DED  SEQ PART
2500.00000.000 0000 .00000. 000 2010 Deduction
-0oo .ooo .0oo H BO 0oo N
Pl
E
0203.00035.000 0000 .00000. 000 test dates
-0oo .ooo .0oo H R H N
RB
2503 .00000.000 0000 .00000. 000 PR Local Servic
-0oo .ooo .0oo H BO H 0oo N
Pl
R
2120.00000.000 0000 .00000. 000 ZND TIME PERIOCD
-0oo .ooo .0oo R 0oo N
2600.00040.000 0000 .00000. 000 NM QTR W/C Fee
-0oo .ooo .0oo BO H 0oo N

=]

DED

TIME 8.23 PAGE 1
----EXEMPT W/T CODES---- WENDR LA/F |ZERC TO
FWT SWT LWT LCS SDI SUTR W/C WO, CC DV DT AMT

DEC  ARREARS DED wWa

DED GRP ADWV DESC

0 N N N N N 15
N 0 N

| Zero-To-Date-Flag

0 N N N N N 15
N 0 N

0 N N N N N 15
N 0 N

0 N N N N N 15
N 0 N

0 N N N N N 15 m
N 0 N

COMPUTER
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Final Processing Prior to Prepare Year End Files

Update the following for the current year
Finalize all payrolls

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

Void checks

Reconcile all

egative Values

W-2 and 941 Registers are Correc

gSrDID)&JJ(E:E Smarter Construction. Cloud ERP. ﬁﬁ) {F g’f?

- CORPORATION



W-2 Box Maintenance
Payroll > Annual >

Z Box Usage

Not required

Does not affect employee earnings file

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

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

88 rDITAL«JI:lr (E:E Smarter Construction. Cloud ERP. fﬂ cﬁ g

- CORPORATION



W-2 Box Maintenance
Payroll > Annual >

Selection Screen

Enter the following information:

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

This is for Canadian Use ONLY

Year

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

Amount

COMPUTER
- GUIDANCE
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W-2 Register — PRP088

Payroll > Annual >

Selection Screen

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

Use Current Year Defaults and

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

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

Restore From Tape Device ID = blank

/‘\\
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W-2 Register — PRP088

Payroll > Annual >

15 000 PC's Construction - 4.1
DATE 12/05/1% PRPOSS W-2 REZISTEE 2015 TIME 1% .07 PLGE

——————————— DISTEIBUTICON- ---------- - EMP EMPLOYEE MAME SCoC. SEC. B B
DESC iy (o D DESCRIFPTICN juel NUHMEEER juel AMOUNT
H/R BEM 401 401K 50 Casey C Califermia 100-00-0050 12 S0, 00
H/R BEM 401 401K 11111 Travis M. Tayvlor 111-11-1111 1z2c 02,91
H/R BEM 401 401K 180 Kevin K. EKentucky 180-18-0180 1z2cC SO 00
H/R BEMN 401 401K 310 MNathan N New Jersey 100-00-0310 12 S0, 00

++* H/R BEN TOTALS FTF2.91

+*++ TOTAL EMPLOYEES 4

/‘\\
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W-2 Register — PRP088

Payroll > Annual >

W-2 Register
Spool File Reports IDs All Releases
Federal FIT PRPOSSPFF
Social Security & Medicare PRPO88PAG
State & Local PRPO88PSL If You have 2 of the Same ID #
Other PRPO88FO o . :
) . This Will Be A Negative Exception Report
Negative Exception PRPO88PFN
Negative Value will NOT be Reported

Smarter Construction. Cloud ERP.
GUIDANCE

- CORPORATION



941 Register — PRP520A

Payroll > Quarterly >

DATE 12 f05f15% FRFE2OA

EMEP

3 %0
200
210
220
@30
230
250
GL0
&70
240
E3-Ta]
Eod
E10
ExD
&00
£30
Too
11111
22232
FELTD
Edsid

EMFLOYEE HAME

Fermy F Fermsilvrania
Farndy F Fhode Island

Zharom & Soath Carolina

Suzan South Dakots
Tina T Telres s
Tarawy T Texas
Tnicua . Thah
Ticki T Wesmhone
Verrom ¥ Tirgindia
ilbmr @. Washirgten
Wilbar W Tirginis
Hilkar @ WMsconsin
wilma W Wyoming
Tern ¥ Islands
Fedro  Fuerto Fioo
THIOHN &30 EME
Gecrge G Fuam
Trawisz M. Taylox
Cindy E Hops
Elanded OT Fats
Jim Emith

“* YTD /QTD TOTALS

15 000 FOls Conostyaction -

#2%lA RESISTEFR - QUARTEFR # 2

EMFLOYER - MEDICARE

1z /152015

S e em e —e-—- - - - -YEBAR TO DATE-----—---- - - - - -- - ——mm o - oo o -
GROES THEL
B FHIHGS

so0. SBC.
HIMEER.

3 R0-3 8-0350
1 00— 00— 0300
100-00-0310
100-00-0320
100-00-0330
1 00-00-0330
250-3$5-0350
100-00-03£0
100-00-0%70
E0-3E-03e0
&R0 R0 R0
100-00-0500
100-00-0810
EZO-EZ-0EZD
&00- & 0-0 &00
£30- £ 3-0£30
TOO-TO-0070
111-11-1111
222=22=2222
1ix-£E-T&51
2E3-11-123%

W

oo .
L
L o0,
T

-

&
2
2
1
1,
1,
1
2
2, 000
2
3,
1
1
o
3
2

278, 155 .

£

SUE.TECT
EBARNIHGS

26,000,
3,000,
2,000,
1,250,
1,120,
1,150,
1,000,
@, 000,
¥, 000,
1,%08.
X ,EED.
1,200,
1,260,
10,725,
000,

2T ER .

oo
a0
oo
oo
oo
oo
oo
oo
oo
£33
EE
oo
oo
oo
oo

11
Loo
AR
LBl
P 13
11

27

COVERED

27T, E8E. 27

&, BIE.

mmmmmm——mm - - —- - -TRFRTER

GFOSE THEL
EARNI HGS

10,000,

1,018,
1,580,

1,000,
FRE-S -

3,500,

FT,F2%.

oo

SUE.TECT
EBAFHIHGS

10,000,

LTS
1,880,

1,000,
2,576,

%, 500.

FT,2ET.

o0

20
EE

o0
L0

TIME 1&.17

FASE

TO DATE---------—--=---=--==—---
COTERED
EARHIHGS

10,000,

ETS
1,550,

1,000,
2,57,

3,500,

FT, 2 ET.

oo

20
EE

oo
L3

TAXES

135,

1z,
22 .

o0

HE
18

.50
L1

LR

/\\
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941 Register — PRP520A

Payroll > Quarterly >

Federal & State 941 Registers

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

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

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

Smarter Construction. Cloud ERP.

GUIDANCE

eCMS 3.7.0
RP520P3GR
PRP520P3GE
PRP520P3AR
PRP520P3AE
PRP520P3F
PRP520P3S
PRP520P37

CMS 3.4.3
PRP520A — All Reports



Payroll 941 Register — PRP520A

Payroll > Quarterly >

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

CMS 3.4.3 Special Considerations

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

/\‘
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Wage Definitions

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

This includes: Wages, Taxable Adjustment, HR and Union Benefits which are include in Gross = Y
Plus (+)
Non-Taxable Adjustments, Non-Taxable HR and Union Benefits which are include in Gross =Y

Gross Taxable Earnings = fully loaded taxable earnings (before exempt amount)

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

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

Minus (-)
Associated exempt amount

/\‘
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Wage Definitions

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

Minus (-)
Associated exempt amount

If no Limits Exist

Covered Earnings Subject and Covered Earnings

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

/‘\\
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EE Count Descriptions

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

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

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

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

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

Employee Worked by Month

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

| gSFDI::&JJCE:E Smarter Construction. Cloud ERP.



Vacation/Sick Available Report — HRP0O6

Human Resources > Listings >

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

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

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

The accrued and carry over information are real time

it is CRITICAL to retain this report as a source document

COMPUTER
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Vacation/Sick Available Report — HRPOO6

Human Resources > Listings >

DATE 12 /03,2018
————— EMELOYEE- - - - -
=¥=F" IMEME

DEFART MEMT 001

15 o000 BC's COnSt ract ion

HEFOO & VACAT LM, STCK AVA ILARLE LIST IMES

ACCREUED TTSED AVAILABRLE

- 4.1

100-00-0003 2uzy O EES 1.54 .on 1.54
1lo0-00-0020 Alan & Alasha .o .ao oo
175-55 -565 6 Laura Jane Wolfgang .00 La0 .00
100-00-0067 Wk Hourly Ya Emp 162 .54 .on 162 .54
175-10-1010 Fred F Florida .00 La0 .00
110-11-0110 Sloria & G=orgia .0 .on .00
100-00-0160 Ira I Iowa .o .ao oo
1o0-00-0200 Mark M Maine .00 La0 .00
1o0-00-0215% Penny J Chambers .00 La0 .00
100-00-0240 Mark M Minmesota .0 .on .00
1lo0-00-0241 Melissa M Minnesota 1.54 La0 1.54
1o00-00-0242 Mandy M Minnesota 1.54 .on 1.54

ACCRUED

. 0o
oo
.00
a4
.00
. 0o
oo
.00

uli]

.00
. 0o
-
. Ta

TISED AVAILARLE

.on
oo
.on
.on
.on
.on
oo
.on
.on
.on
.on
.on

- ao
Qo
a0
&g
a0
- ao
Qo
a0

uji]

a0
- ao
. TE
. Ta

TIME 13.21

.on
.ao
La0
.on
La0
.on
.ao
La0
La0
.on
La0
.on

10

.aon
.ao
. a0
.aon
. a0
.aon
.ao
. a0
. a0
.aon
. a0
.aon

PACE

10

]
.ao
.a0
.0o-
.a0
]
.ao
.a0
.a0
]
.a0
]

COMPUTER
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Prepare Year End Files
Payroll > Annual>

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

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

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

N
COMPUTER

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

the majority of CMS/eCMS users are off the system

SYYTEIl: Employer El Tax File
SYYSTM: State Master

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



Prepare Year End Files
Payroll > Annual>

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

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

COMPUTER
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Prepare Year End Files
Payroll > Annual>

Zero YTD Amounts = ‘Y/N’

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

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

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

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

/\‘
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Prepare Year End Files
Payroll > Annual>

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

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

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

/\‘
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Prepare Year End Files
Payroll > Annual>

Method = 2 (Earned)

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

Year End Function = 1 (Calendar)

The carryover calculation is done and the carryover field in the HR Personnel Data is populated with the new
carryover amount

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

/\‘
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Copy Tax Tables for New Year

Make necessary changes

Do Not Delete prior year tax tables

Update with current year information

Update FICA EE and ER

Required Changes

Tax Tables are Date Sensitive and can be

Copied ané Updated

with New Year Information at Any Time

N

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

COMPUTER
_ GUIDANCE

Smarter Construction. Cloud ERP.
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Required Changes

Review all Date Sensitive Files

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

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

Year End Rules Until All Processing Complete

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

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

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

/_\\
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After Running Prepare Year End Files
Prior to New Year Payroll

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

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

Examples of Reports

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

COMPUTER ,
GUIDANCE
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H/R Benefit/Deduction Enrollment Report — IDI

Payroll > Listings >

Emplo.. * Benefit N... Fixed Amt Ded Amt-YTD Ded Amt To Date
0.00 0.00

0.00 125.00

| 3 37.50
1 3 1,825.00

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

gooeooo
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H/R Benefit/Deduction Enrollment Report — HRP266

Human Resources > Listings >

TIME 20.08 EAGE 20

01 000 O3C General Contracting
DAT12/09/2019 HRP266 H/R BENEFIT/DEDUCTION ENROLLMENT
BY EMELOYEE MNAME
————————— EMPLOYEE - - - - --- - - -- -----EFFECTIVE----- ----DECLINE---- FIXED --PERCENT--
Ss# MO, NAME FRD START COMPLETION Y/N DATE
*£11-11-111F 27 Stew
DISCR DED M T-T-D
.00
.00
* 320 820 T Testzo
820 Tz20 D MNOM PH N NN 103N 7 01/01/1981 12/31/1999 )
DISCR DED M ¥-T-D
00

TO DATE REMATIIMNG

YTD/TD ZERO

TO DATE YTD = Zero

74 .28 TD > Zero

COMPUTER
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Payroll Employee Deduction Report — IDI

Payroll > Listings >

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

1 Employee Alabama
1 Employee Alabama

Reporting Deduction: [0 |
Processing Sequence: |0
Zero To-date Amount:

Garnishment (|
Cond of Emp Deduction ||
Health ins Deduction [ |
Other 1 |
Other 2 [

| (CBSIIWDI}JJ(E:E Smarter Construction. Cloud ERP.
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Payroll Employee Deduction Report — PRP102

Payroll > Listings >

15 000 PC's Constructy

DATE 12/11/201% PRP102 EMPLOYEE DEDULC 1.258 FPAGE 2
------ EMPLOYEE----- - - ---DEDUCTICN---- PCT ---HOURLY RATE- AMOUNT AMOUNT LIMIT T FRQ EXM
HUMEBER NAME NC. AMOUNT PCT CDE  REZ oVT ¥-T-D TO DATE MOUN T " CDE W/T ACH PR

01/01/1981 12/31/2095 S00.00  50.0 2 * * 1,480.32 o 0 W
QOQO00030 Adrian Al Arizona 140

01/01/1981 12/31/2099 30,00 L0+ 0 * * S0 .00 s} s} N N
000000035 Pixie M Dust 140

01/01/1981 12/31/2095 400 .00 L0* 0 * * 2,000.00 5333999.99 0 0 MW
000000035 Pixie M Dust 200

01/01/1981 12/31/2099 100, 00 L0+ 0 * * s} 2 N N
000000045 MNew ACH Enployes 20

10/25/2007 12/12/2010 40 .00 L0 1+ * * 7 1 N W
OO0000045 New ACH Enployes 25

1o0/25/2007 12/12/2010 2.60+ 3.0 1 * * s} s} N N

///"—“\\\

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.



W-2 Processing

Payroll > Annual >

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

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

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

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

/\\
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W-2 Processing

Payroll > Annual >

Verify ALL Information on W-2 Register

Validate
Print W-2 Forms

ALL Forms and Files

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

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

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

Jurisdictions

/‘\\
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Electronic Files
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Electronic Media - State/Local Specific Requirements

New Jersey, Indiana, Ohio and Oregon

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

All other States
Annual Forms/Electronic Media/XML option

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

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

/\‘
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Electronic Media - State/Local Specific Requirements

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

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

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

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

/\‘
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Electronic Media - State/Local Specific Requirements

Paid Family Leave

Paid family leave is a state-mandated regulation that requires employers to let employees take paid time off for qualifying events.
Local Tax ID — used to identify which local PFL for Electronic Media files.

California — currently Local Tax ID not used
Connecticut — January 1, 2021 - Contributions begins
D.C. —eCMS Local Tax ID — DCPFL

Massachusetts — eCMS Local Tax ID - MAPFL

New Jersey — eCMS Local Tax ID - FLI

New York —eCMS Local Tax ID - NYPFL

Oregon —January 1, 2022 - Contributions begin
Rhode Island — currently Local Tax ID no used
Washington — eCMS Local Tax ID - PFML

/\\
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W2 Forms /Magnetic Media/XML Files
Payroll > Annual > New Corrected Federal EFW2C File — Release Level 4.1 SP3

15 000 PC's W2 Processing Selection PRP144

( Save W2 Final copy (EFW2) \

Year to Process 2018
Combined State and Federal W2's
Leave as Default=N

Process for States [N]

Only Process W-2s with Local Wages [N] Until Final Copy of Federal EFW2 File is Created
Sequence II‘
Print W2 Forms [N] Set to Y to Capture Final Federal EFW2 File

Form Type 1]
Outq/Hold/Save = 00 File SYYW2512 will be Created
Magnetic Media K /

Create W2 Correction file (EFW2C) m

/_\\
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W2 Forms /Magnetic Media/XML Files
Payroll > Annual > New Corrected Federal EFW2C File — Release Level 4.1 SP3

15 000 PC's W2 Processing Selection PRP144

Voar 16 Process 575 Create W2 Correction File (EFW2C)
Combined State and Federal W2's
Leave as Default =N
Process for States [N]
Only Process W-2s with Local Wages IE Until Corrected EFW2C File is Required
Sequence II‘
Print W2 Forms o When Y is Selected the Program will Compare PR
Form Type 1]
Earnings Records & Employee Maintenance to the
OutgHoldSave = oo g ploy
Magnetic Media SYYW2512 file and Create the PRW2512C file
Save W2 Final Copy (EFW2) lm
| Create W2 Correction file (EFW2C) ::

/‘\\

COMPUTER
GUIDANCE

Smarter Construction. Cloud ERP.




Electronic Media / XML Files

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

Access XML Files using System | Navigator

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

/\‘
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Renaming the SYY Files

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

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

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

reports and forms

you MUST RENAME the Year End files!!

/\\
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Renaming the SYY Files

All Release Levels

SYYCNCyy SYYSTMyy
SYYPRSyy SYYTElyy
SYYPRDyy

4.1 and 4.0 and 3.7 have additional files to rename

SYYTCNCyy SYYTSTMyy Rename Do Not Delete
SYYTPRSyy SYYTTElyy
SYYTPRDyy SYYTMSTyy

COMPUTER
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Deleting the SYY Files

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

SYY and SYYT files should only be deleted if Prepare Year End Files for 2019 has been run PRELIMINARY not FINAL

00 000 AN Prepare Year-End Files PRPO10D

Preliminary = Zero Year to Date=N

W2/T4 Year 2019

Zero YTD Amounts
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Deleting the SYY Files

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

/
. _ .
WRKOBJ SYY* - press enter — use option 4 to delete Important Notes Below
SYYCNCyy SYYSTMyy |
SYYPRSyy SYYTElyy
SYYPRDyy 4.1 and 4.0 SYYT files must be deleted

4.1 and 4.0 and 3.7 have additional files to delete before you can delete the SYY files

SYYTCNCyy SYYTSTMyy
SYYTPRSyy SYYTTElyy
SYYTPRDyy SYYTMSTyy

3.7 and 34.3 all files can be selected

for delete at the same time
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Order Forms

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

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

CGC suggests that you order extra forms for testing purposes

Supported Forms Types are listed in documentation

Forms can be Ordered Fron1— Hospital Forms Service/Forms Management Services|using the following:

. f Contact Numbers
Contact Information

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

. . Fax: 602-269-5091
3616 West Thomas Rd, Suite 6, Phoenix AZ 85019
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HRSS-Pay History
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Customers Who Use HRSS

Print Routing in eForms

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

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

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

pe—— 7
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Print Routing in eForms

Select
eForms

‘ Penny Chambers '
@ Q so0-resCosncin-41 <« 0 B w & 2 X

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

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

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

Smarter Construction. Cloud ERP.
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Print Routing in eForms

Userld Location ¢ Template ¢ Printer ¢

Acion | 1 [ [ istr AP Lmt1 Sig APLmt2 Sig Pass To User AP Bink Chk AP Qok Chic PRLmt1 Sig PRLmt2 Sig Pass To User PR Bink Chk PR Qck Chi
Payroll Checks.-cmk NOPRINT fakse fakse fakse RAC e tue e
T&M Inv Prolim NOPRINT falso falso false false false falso
T&M Invoice NOPRINT false fakse fakse false Takse false
T &M Invoice 35.055 NOPRINT false fakse fakse false false fakse
T &M 35055 NOPRINT false fakse false false false fase
ORP Field Order NOPRINT false fakse fakse false fakse false

©
= 4
g 3

AIA Document G702

@ x false false faise false faise
@ x AP Checks 13 u] S Test e e e false false false
@ x false: fakse false: false false false
@ x GHECKS u] John Wayne BKN flse fase false John Wayne BKN John Wayne BKN e e e
@x false. false.
@ x I A ny of the CHECKS John Wayno BKN  Johin Wayne BKN e o e ol flso flso
B x NO PRINT 5] olso false [ o false alse
FES T pl To th - oRA 2 o e e
@ x em ates o t e false false false fal false false
@ Right are N ot Set to % false fose fase al flso flse

flse fase false al false ise

“No Print”
Select

add W2 Guam COM 8
Button W2 Puerto Rico
W2 Virgin Isind

ACA-1094C

ACA-1095C
ACA-1095C_IRS

W2 Wages/Tax Stmnt

Hierarchy

COMPUTER e
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Select
Applicable
Template

Print Routing in eForms

AddlEdit Print Routing

User Id ~1
Output Location <

Set Printer to

NO PRINT

Hold Distribution

Check
Hold
Distribution

ASP Check Signature Vault

Limit 1 Signature |
Permission

<]
<]

Limit 2 Signature |
Permission

Pass to User Signature [ ]

Blank Check 1
Signatures

Quick Check 1
Signatures

Payroll Check Signature Vault

Limit 1 Signature |
Permission

o @

Limit 2 Signature |
Permission

Pass to User Signature [ ]

Blank Check (]
Signatures

Quick Check (]
Signatures

COMPUTER
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Print Routing in eForms

(ED) companyivision: 15000Cs Consructon- 4.1 OooE=E=EHEC
Eforms Print Routing PICA10
Userld + Te

Action | serid il Location I ompiate o o Fringer o istributi APLmt1Sig APLmt2 Sig Pass To User AP Bink Ch AP Qck Chk PRLmt 1 ig PRLmt2 Sig Pass To User PR Bink Chk PR Qck Chk

@ x Payroll Checks—cmk NOPRINT fase false felse. RAC R ermission e e frue

@ x T&M Inv Prelim NOPRINT fase false false false false false

@x &M Invoice NOPRINT false falso fase false falso faso

@x T & M Invoice 35-055 NOPRINT fase e false false false false

B x &M Inv351055 NOPRINT fase false false false false false

@ x P ro p er Set u p ORP Field Order NO PRINT false falso false. false false false

@ x bmh AP Checks. NOPRINT s false false false false false

@ x For Payroll Check 01-038 NOPRINT fase false fase 2 Name Signature 2 Name Signature e e e

@ x AIA Document G702 NOPRINT faso falso faso falso false faso

@ x W_z W T AP Checks-13 NO PRINT Siri Test true true true false false false.

2 age Tax

@ x AP Supp Lien AAT PRT17 fase false false false false false

@ x s PayrollChecks RAC GHECKS John Wayne BKN fase fase false John Wayne BKN John Wayne BKN e e true

= tatements

@ x Certed Payroll-15 GHECKS fase false false false false false

B x cmk APP Checks CHECKS John Wayne BKN  John Wayne BKN e e e false false false

FES PR Pay Advice NOPRINT fase false false false false fase

B x Payroll Checks CHECKS fase false false DRAGADOS SIGNATURE 2 false e e

B x CHECKS false false false. false false false.

@ x Workflow Email NOPRINT fase fase false false e false

B X w: NOPRNT ) e talse false felse

DD DD DD DD DD DD DD BB B D BB B BB BB BB BB B BUENE O s

. o -]
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HRSS Employee Portal

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

User Name: pchambers
Employee
Will Log Into Password: (TTTTTIYTY Y
HRSS Portal -
Login

Don't have an account?  Sign Up

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

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

Paychecks

Employee Will Select Pay History

And
Applicable Form — W2s or 1095C

~
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Critical Slides Listed Below
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FICA Limits and Percentages Setup

Payroll Tax Table Maintenance - Optional Values Mode: Update PRP21804 PRPMO0S8 - 12
Pay Frequency: AN Tax Status: Table Type: A Code: D Effective Date: 01/01/2020
Description: 2020-EFICA
Personal Exemptions: O CRITICAL - the Maximum Field must be Populated with the Correct TAX LIMIT
Tax Credits: [
Tax Equate Factor: D Gross Taxable
Standard Deduction: (| Minimum 1:
Percent: Minimum 2:
Amount: Minimum Tax:
Minimum 1: FIT Deduction Percent: [j]
Minimum 2: Deduct FICA for State/Local: ]
Maximum 1: Maximum: @]
Maximum 2:
Federal Income Tax State/Local Surcharge Percent:
Standard Deduction: State Tax Rounding Method:
Deducted for State/Local: O Local Tax Calculation Method:
Table Basis: [Gross Taxable State Number- b
Limits for State/Local Deduction Tax Limit for SDI & some Locals: (]
Maximum 1: Tax Limit Amount:
Maximum 2: Tax Limit Type: Pay Period| v |
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Prepare Year End Files
Payroll > Annual>

Prepare Year End Files for W-2 Processing

You MUST Log into Security with:

Not a Dedicated Procedure

» All Company/All Division

> All LBCC Security Levels

To Avoid Getting an “Unable to Allocate Error”

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

COMPUTER

GUIDANCE Smarter Construction. Cloud ERP. IOEI\B f gj‘
CORPORATIC



Old Versus New Year Date Messages on Proof
Payroll > Processing > Year Not Equal to System Year

Payroll Irtio Messages PRP00401  PRPMO6 - 1
Year not equal to System Y

Frocess A Secu
Craft Lbr

Salaried Level 2

Hourly Level 3

Special Exit if Not Correct

Retroactive O

Bypass Limits 0 Enter to Accept
All Batches

Week Number(s) 1 [ 1) of of of o Pre-Mark All Batches

Processing Week Number E v Adjustment#: Piece Work

Dates: Week Ending || 01/01/2020 [ Cheque | 1211212019 [ Journal Date| 12/12/2019 |

88 wDITAl«JI:IrCE:E Smarter Construction. Cloud ERP.
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Old Versus New Year Date Messages on Proof
Payroll > Processing > WE Date from Entry and Proof Differ

15 000 PC's ConsStimc blop bt
DATE 12/12/201% FRFO2S8 FAYROLL FPROCOF HWEEE ENDING 12/12/201% TINE F.od8 FAGE =2

»
>

WS DEFT [OR 8 ------- EBEGTLAR
DY Jok /P COST DIST.TY HOURS RATE

QOOooOolo Aucgust A Alakama

1.1 nz U 00100016 I 40.00 32.600 WE Date from Entry = 06/12/2019 - WE Date from Proof = 12/12/2019
++ WEEE ENDING 05/12/201%
REGULAR I0 .00 If Correct Continue - If Not Clear Process and Correct the Wrong Date
100 DEFPAR THMENT TOTALS

£+ Pavroll exitrsr week erndineg et diffcas Erom Pacof wieck cpditeg et ll:

—————————————————————————— HOURE ------==-=--==m-m—-o—mmmemo — e mem—— = BDJUSTMENT -------- EMPL PRE-CALC GROSS
REG OTH OWT TOTRL C/E ol TAMAEBLE BT - TR SICK DEDUCT REG OTH
40 . 00 .00 .00 .00 Nsls) .00 Nsls) .00 1280.00 .00
.00 40,00
---TIPS--- TOTAL ---- NUMBER - ---
TOTAL TRMXABLE O E o/ TOTRL UL IO EMP TRANM CHECK

1.,280.00 1.2680.00 L0 Myele] SO0 L 00 1 1 1




2020 Federal Tax Tables on Website

United States

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

Documentation Available under:
Resources >
QE and YE Documentation >
2019 Documentation >
2020-Final IRS Percent Method Tables and W-4 Documents

3 New Fields In the Employee Master Will be Available Soon to Accommodate New W-4 Steps 3, 4a and 4b

/_\\
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Year End Documentation on Website

United States

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

Documentation Available under:
Resources >
QE and YE Documentation >
2019 U. S. Year End Documentation

Print and Read This Documentation

COMPUTER
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ISeries Access Client Solutions
iACS Download
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iACS — File Download

Replaces Mapping a Drive

b ] — O et
File Edit View Communication  Actions<@déérre bt

= Data Transfer To IBM i...
% By I% i i E @ 5 Data Transfer From [BM i... il g &

Mavigator for i... 1

Printer Qutput
Schemas

Run SOL Scripts Select the Action Menu Option
S50L Performance Center

Popup Keypad...

Highlight Integrated File System

Macro
Tab

Click — One Time
Screen History

Record Playback...

88 rDI}JI:lr (E:E Smarter Construction. Cloud ERP.
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iIACS — File Download

Replaces Mapping a Drive

= o on 1110111 — — o=
Fil= Edit “Wiewvsw Scticons
10.1.1.111 — Filc=r >
Directory
1 T | =
- = [ <
Ioor rMame - Size= (KBl Last Modified
AL o March &, 2018 S:325:05 PM MST
= [=T1g] May 13, 2019 12:28:5& Al MST
bim. prw . . . February 22, 2019 1:52:09 P MST
| i This Screen will Allow you to Select the Directory Path e P e e
cms September 20, 2019 9:57: 53 AR MST
ocmswwso bl May 13, 2019 12:22:39 Al MST
I dailvlog. t>=t . . 29 March =, 2016 2:10:01 P MST
= derby . log See the FO"OWIng Slides to Setup 1 October 18, 2010 S: 12: 29 PR MST
dew February 25, 2019 3:<390:37F PMM MST
eforms Mayw 1<%, 2019 12:22:39 alv MST
=formsgGawa . Mayw 1<%, 2019 12:03:55 Al MST
etc Path for cms/MagMedla/WZ February 25, 2019 <3:01:03 PR MST
fixes SAugust F, 2015 S:01:59 P MST
FL May 13, 2019 11:2<9: 55 PMM MST
gribc May 13, 2019 12:09: 55 Al MST
- >

S0 objects

e~

Messages

COMPUTER
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iIACS — File Download

Replaces Mapping a Drive

= o on 10011111 — — >
File Edit Wiewvw Scticons
1o.1.1.3131131 — Filber =
Directory
v t =l
< > P ™
Icom Hame -~ Size (KB) Last Modified
AL O March &, 2016 S:35:05 PM MST
=1 bim May 1<%, 2019 12:258: 55 AM MST
bir . prw Select - cms Februsry Z2, 2019 1:52:0%9 P~ MST
| | catalina.out Z21S5S March <3, 2018 Z2:30: <33 PM MST
[—— T e
cmswwsLtl May 1<%, 2019 12:22:39 AMM MST
B Savms” Click Once to Highlight S Oitoher is, D016 5t 13: 26 fra ST
erby . log = =r - = E
dew February 25, 2019 3:<30:37F P MST
eforms Mayw 1<, 2019 12:22: 39 AlM MST
=forms-iswva Click Twice to Select Mati_:' 1<%, 2019 12:09:55 AM MST
[ < February 25, 2019 9:01:0=F P~ MST
Fixeas August F, 2015 S:01: 543 P MST
FL May 13, 2019 11:259:58 FIM MST
grmtc May 1<%, 2019 12:09:558 AM MST
- =>

S0 objscts

P

Messages
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iIACS — File Download

Replaces Mapping a Drive

& cmmson 10011111 — [ =
File Edit Wiew Actions
0. 1.1.111 ~ Filter >
Dhirectory
== L ==
= = P
Loom Mame . Size (KB) Last Modified
EFT Select — Appropriate Folder MNowvember 19, 2019 <%:29: 19 PM MST .
eMARS May 14, 2019 12:22:39 AM MST
Eguipmentilsage . March 20, 2018 3:30: 9% PM MST
A (Example — MagMedia) April 18, 2019 7:28:11 PM MST
LCPT May 1<%, 2019 12:22:35 AM MST
LCPT-D» April 5, 2019 1:13:58 PM MST
Click Once to Highlight [ |December 10, 2015 2:24: 13 PM MST
Paid-Family-Leawve Septembear 20, 2019 9@:57: 5% AM MST
PMMWeb April 23, 2018 12:19:57 PM MST
Positive -Pay C||Ck Twice to Se|ect September 18, 2012 1:42: 368 PM MST
PS_Upload March 18, 2013 12:99:0% PM MST
RIOE May 14, 2019 12:22: 35 AM MST
STATES Movember 5, 2018 8:21:35 AM MST
SUTA-Reports Nowvember 26, 2019 10:50:59 AM MST
T & M Invoico= Docs Movember 2, 2015 11:35:08 AM MST "
< >
25 objects
i,

COMPUTER

Smarter Construction. Cloud ERP.
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iIACS — File Download

Replaces Mapping a Drive

6 JSomisyShMaaghdedia o 10077771171

File Edit

Wieww MSctions

0. 1.31.1311
Drecthorw >t

| Sfoms /MMagMMedia

— —1 T
| Previous || Refresh ||
. . . v] | Ficer ’ . >< |
— Directory is now /cms/MagMedia
I =3 L .

T rame — Size (KB) Last Modified
Local May 1<%, 2019 12:22:35 AM MST
w2 Drec=mibeaer 10, 2019 9: SE:-<45 A MST
W2 December 10, 2019 2:2<%: 12 PM MST
\

v

A List of Available Files or Folders Will be Displayed

3 objects
i,

Messages

COMPUTER
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iIACS — File Download

Replaces Mapping a Drive

o rormisshdagabdedia on 1001.1.111

File Edit Wiew Actions

0. 2.31.211
Direcbory
Soms MMagMedia

Local

(Example — W2)

Click Once to Highlight

Click Twice to Select

Last Modified
May 1<%, 2019 12:22:35 AM MST

-
Icoa I rName - I Size (KB)
Select — Appropriate Folder
[ D cember 10, 201D 9:56:35 AMMST |

De=cemiber

>

1D, 2019 2: 25 12 PM MS

3 objects

i
Messages

Smarter Construction. Cloud ERP.
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iIACS — File Download

Replaces Mapping a Drive

o rcrmssraghediavvZ on 1001.1.7 11

File Edit Wiew M&ctions

~d.1i.3211 Filter
Directory i — Directory is now /cms/MagMedia/W2 F
l{dﬂsﬂﬂagmedlamz - L ]
Lo S -~ Size (B Last Modified
13 Drecemiber 2, 2019 2:3S:22 PM MST

State

=] PRWW2512 191202143522 . TxXT
=] PRWW2512 191210095685 TXT

I7F December 10, 2019 9:56:-95 AM MST
Drecember <3, 2019 S0 33 AN MST

¥

A List of Available Files Will be Displayed

3 objects

i —
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iIACS — File Download

Replaces Mapping a Drive

S romssPaghledia T w2 on 100 T1.1.1 11
File Edit “Wiew Actions

. A.1.211R

Directoryw

JSoms MMagviedia Mfowr 2
-

Loowrn Marme

il

State

PRWW2512 1912021343522 TXT
PRW 2512 191210095645 TXT

1%t - Highlight the File

Mewr Folder...

>

Last Modified

13 Dece=mber 2, 2019 2:35:22 P MST
S 7 |Decemibeaer 10, 2019 9: 560945 AM MST
December 4, 2019 S:06: 33 AM MST

2" — Right Click the Highlight the File

I 4

3rd — Select Download — Click Once

3 objects

Delete

Renarme...
Downiload
Download and Wiews
Upload...

Copy

Paste

Semnd...

Permissions

Wi

Properties

Steps to Download a File

Messages

COMPUTER
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iACS — File Download

Replaces Mapping a Drive

@ cmssraaghMedia N on 10011011 — |- =
File Edit Wieww  Aactions
0. 1. 1. 21R ~— Filter >
Drirectory
[,FcrrlsfﬂlagMediaMZ L e
< > Lo
Tooarn rMame o~ Size (KB) Last Modified
=) PRAVW2S12_ 191202143522, TXT - Covnload _— 13 December 2, 2019 2:35:22 PM MST
=| PRW 2512 19121009 56-<45. TXT O =
Drecemiber <3, 2019 S:06S: 33 A MST

Source:

Soms Miagtiedia 2
Destnation:

o Wsers YpochambersWesktop

Confirmation on File to Download

Dowvwnload the objects showven belowwe s

CliCk = OK T MNManme
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- D
- >
=2 objects
i
Messages
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iIACS — File Download

Replaces Mapping a Drive

E rocmsshMaghMediaAn2 on 10017711 — — >
File Edit Wiew JActions
. L. 1.2111 — Filter >
Drirectory I I
Soms MagMedia M2 L -l
< > P ™
T Mlame _~ Size (KB) Last Modified
;J PRW2512 19120214%43522.TXT 13 December 2, 2019 2:35:22 PM MST
1= PPV 2512 1931210095695 1XT : T
December <4, 2019 S8:06:33 AM MST

State

Confirmation Your File Was Successfully Downloaded

-«
3 objects

Messages
Doy I ovancl 3 ooy PRWZ2S512 191210095649 S .TXT
downloaded PRWZ2512 191210095645 . TXT

a

Success=sFfuald I

COMPUTER Smarter Construction. Cloud ERP. ﬁ[ﬁ} ‘ﬁ itj? @

GUIDANCE



Knowledge Center

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

eCMS Bose Documentation XCIPIO/WEB2

eCMSs v.41 Apps Third-Party Integrations

Bl & Analytics CcGCe HQgLHGF Bugsinese Houre

Cloud Hosted sCMS Platform
Regular Support Hours

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

Request After Hours Support

Mobile eCMS Services

Team Viewer Support Session

odifications Click here to initiote TeamViewer

Support Session

VIEW AS
FIND EVENTS - m Month a

« June

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