Payroll

D. Close Calendar Year
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Closing the Calendar Year

You will need to close the calendar year in order to print your W-2’s. This is because the W-2
printing comes from the “last year” figures on the employee history screen. The figures are
moved from “current year” figures to “last year” figures during the close of the calendar year.

You can print your W-2’s any time after your year is closed. There is no limit to the number of
times you can print W-2’s, but you will be limited by how many forms you purchase.
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Payroll

Step 1

Make sure that all December payrolls are completed before you close the calendar year. Check
the Payroll Main Menu screen (upper left hand corner) and verify that the following appears:
“Qtr 4 Dec.” If this does not appear, then the system will not allow you to close the year. The
period shown is applicable to your fiscal year. Do not process any January payrolls until after the
calendar year close is completed.

( Anytown PayrollMain Menu - 1
Period 6(0tr 4 Dec |
1. Post Payroll E. Tax Deposits
2. Caleulate payroll F. Standard Deduction Table
3. Edit Postings G. Paytype/Deduction Code Change
4. Print Checks H. Restore POINTS
o L= 2 .payrroll l. Installation Options
6. Employee Maln.tien.ance K. Code and List Maintenance
L Ch_eck Reconciliation L. Leave Time Accrual Maintenance
8. Void Payroll Checks M. Process Direct Deposits
9. Tax File Maintenance 0. NEMRC Backup
A. Transfer to GL F. Password maintenance
B. Transfer to AP (R, Reports Menu
L. Period Close U. Live NEMRC Update
D. Close Calendar Year X. Index Data Files
Q. Quit Payroll
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Payroll

Step 2

Now you will want to have the following Reports (from “R. Reports Menu”) printed for your
records. These Reports may be printed at any time after the Calendar Year Close. The only
Report that CANNOT be run after the Calendar Year close is “9. Employee Listing.”

3. Check Register

9. Employee Listing

A. Employee wage summary
B. Employee tax summary

C. Employee deduction report
M. State unemployment report

(. o Anytown Combo Payroll (Version - 7.7g):" Reports Menu

FRIIME N e cemter E. Mailing labels
[[T-Detair posting register 3| | G. Accrued time report
2. Payroll register || H.Life insurance report
=g 3. Check register ] l. Tax file FEP?I’I'
4. Check warrant report ] J. Tax deposit report
| 5.Cashed checks report | K. FEderﬂ'_fﬂrm 9:’-11
6. Outstanding Checks | h Sstaiie mthhnl;:llng report _
7. Check Mismatch Report 3. State Unemployment repo
' : N. Preprinted tax forms
8. Labor accounting |
s O.Process W-2s
= 9. Employee listing |
=P A Employee wage summary_] £ oyhypas SEpof
& — Q. Tax Summary Report
»B. Employee tax summary || |"g Bayroll GL Distribution
=9 C. Employee deductionreport || "5 AP Vendor Distribution
| D.GIL pastllng reg.lster | T Worksite Report
E. AIP posting register I Z. Custom Reports and Routines
Q. Cancel ‘

If you do not have these, print them now. While the “9. Employee Listing” report is lengthy, it is
highly recommended that you print this report out in Detail. These reports should be filed with
the information you keep on each employee.
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Payroll

Step 3

Now you are ready to close the calendar year. Click on “D. Close Calendar Year” on the Main
Menu. Closing the Calendar Year will also close the period.

( Anytown Fayroll“Main Menn - E W

Period 6 Otr 4 Dec
1, Post Payroll E. Tax Deposits

2. Calculate payroll F. Standard Deduction Table
3. Edit Postings G. Paytype/Deduction Code Change
4. Print Checks H. Restore POINTS
3. After the fact .payrroll I. Installation Options
§. Employee Maln.tien.ance K. Code and List Maintenance
g Ch_eck Reconciliation L. Leave Time Accrual Maintenance
SN IE Ty TR M. Process Direct Deposits
9. Tax File Maintenance 0. NEMRC Backup
A. Transfer to GL F. Password maintenance
B. Transfer to AP R. Reports Menu

_____C. Period Close P

U. Live NEMRC Update
D. Close Calendar Year X_ Index Data Files
Q. Quit Payroll

When prompted to create a Restore Point, choose “Yes.” It is always very important that you
backup your data. Keep in mind that this only backs up the data for the module and entity that
you are in. Keep in mind that Restore Points are not a substitute for the regular backup routine.

After the Restore Point is made, the following window will appear:
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Payroll

Please make sure you have backed up your data and printed all reports

Reset leave time takenfor  (« pjonei (Al [ Just leaves started in Jan

1 2 3
Please make sure you have BACKED UP YOUR DATA, and printed these YTD Reports:
Detailed Employee Listing, Detailed Wage Summary, Tax Summary, Check Register,
Deduction, and State Unemployment. Also print amy month and quarter to date

reports that you normally run before closing. A 941 can be run after closing.

4| Remove terminated employvees with no recert data and terminsted on or before? |12J'31 2002 4

5 | Remove old reconciled payroll data dated on or before what check date |12J‘31 2002 5

6 Continue with Calendar Year close | 7 Cancel

1. None: None of the leave accrual or taken time values will be altered.

2. All: All of the leave accrual values will be reduced by the taken value. The time taken
value will be set to zero.

3. Just leaves started in Jan: Only the leave times with a start date set in the month of
January will have accrual values with be reduced by the taken value. The time taken
value will be set to zero.

4. Remove terminated...: Employees with a terminated status can be removed if their
terminated date is on or before the date provided and no postings exist for the last two
calendar years. The best practice is to retain a minimum of five full calendar years
information. You must check off the box to actually have the removal take place.

5. Remove old reconciled...: All check and posting records that have been reconciled on or
before the date provided can be removed. The best practice is to retain a minimum of five
full calendar years information. You must check off the box to actually have the removal
take place.

6. Continue with Calendar Year close: Click on this button to close the calendar year.

7. Cancel: Click “Cancel” to cancel and return to the previous menu.
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