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Caselle Clarity Payroll Year-End Checklist - 2023

Caselle Clarity Payroll Year-End
Checklist — 2023

Welcome back!

Please download the latest Year-end Checklist from our website. Follow the steps below. The
Payroll Year-end Checklist is a list of tasks that need to be completed at the end of the year. These
tasks will help you clean up the Payroll database, prepare W-2 and 1099 forms, close the year to
prevent others from changing the payroll data, and prepare for the new year. The checklist can be
downloaded and loaded using the instructions in the following section.

Download the Payroll Year-End Steps Checklist

*Note: The Payroll Year-End Steps Checklist has changed slightly from previous years.
Follow these steps to import the latest checklist.

To download the Payroll Year-End Steps Checklist, follow these steps:

Click here to visit our year-end website.
On the right side of the screen, there is a section titled Steps Checklist. Right-click on Payroll.
Select Save target as...
Save the file to a location on your computer or network.
If the Download compete screen appears, click Close.
Open the Clarity program.
Move your mouse’s arrow to the Checklist on the right side of the screen so that it slides out.
Click the Manage Checklists button (clipboard with a checkmark).
Checklist

iz || Accounts Payab

[=] For Each Day
liManage Checklists L

9. Click the Import a Checklist button (yellow folder with an arrow going into the folder).

e ;
by

[ Irnport a checklist ]

ONoOORWN=

10. Navigate to the “PR Checklist.xml” file saved in step 4 above. Click Open.

11. Click on the new checklist that was imported on the left of the screen. You may have to scroll to
the bottom.
*Note: If there was a year-end checklist that was imported in years past, the new checklist may
be named with a number after it (e.g. Payroll Year-End 1).



Caselle Clarity Payroll Year-End Checklist - 2023

12. Click on the Add the selected checklist to my view list button (lines on a white paper with a

green plus sign).

N EELS =lE
g

me: | Accnnnte Pavahle

Add the selected checklist to my view list ]

13. Click OK.

The Checklist should now be listed in the drop-down.

Checklist

=) |Accnunts Payable

Accounts Payable
¥
(=l Forl pccounts Payable - PO & Req
[ Cocfccounts Payable Year-end
Accounts Receivable
[C]  Ent Backflow Management
B Business License
CI€ Business Tax Collection
7] prir Cash Receipting
General Ledger
= For | General Ledger Year-end

Printing the Checklist.

Payroll
[R=s Payroll Year-end
Utility Management h‘

I_l Printonoaamyoicereporr——————

To print the Payroll Year-End Checklist, follow these steps:

Ponp=

Login to Clarity.

Move your arrow over Checklist on the right.

Select the Payroll Year-end checklist from the drop-down.

Click the Printer button.
Checklist

Payroll Year-end

L

| 1 aw

Need more help?

If you need more help, please contact Civic Customer Service at (888) 241-1517. Our hours are
7:00 A.M. to 5:00 P.M., M-F, CST.

Let's get started...




Before you get started...

Before you get started...

Are you using the latest IRS W-2 forms?

Clarity will now print the 3-up and 4-up form types to blank paper. The system will then print all lines
and information.

There are three optional form types to choose from:

4-up form type

4-up laser W-2's contain all information for one employee on one sheet (click here to see a sample),
including Copy B for Federal, Copy C for employee and two (2) copies of Copy 1 for State, City, or
Local Tax Department. Order enough sheets to have one for each employee. To print a copy for your
files, simply reprint the W-2’s on plain paper, or order employer’s File Copy D (form number
BW2ERDO05). Copy D prints two employees per sheet, so order enough sheets to have one for every
two employees.

3-up form type

3-up laser W-2’s contain all information for one employee on one sheet, including Copy B for Federal,
Copy C for employee and one (1) copy of Copy 1 for State, City, or Local Tax Department. Order
enough sheets to have one for each employee. To print a copy for your files, simply reprint the W-2's on
plain paper, or order employer’s File Copy D.

2-up form type
2-up laser W-2’s require three different forms for each employee:

e Federal Copy B
e State/City Copy 2
e Employee’s Copy C

Depending on your locality, you may need an additional State/City Copy 2 for each employee. The
sheets are perforated and print two separate employees’ W-2’s per sheet. Order enough of each of
these forms to have one sheet for every two employees. To print a copy for your files, simply reprint
the W-2’s on plain paper, or order employer’s File Copy D.

Electronic W-2 Filing (EFW2)

W-2 Electronic filing is required for employers issuing 250 or more W-2’s. If your municipality or utility
does not electronically file with the Social Security Administration, an additional “2-up” form must be
ordered. This form is red in color and prints two separate employees’ W-2's per sheet. Order enough
sheets to have one for every two employees. Depending on which state you are in, you may need an
employer’s State/City Copy 1 as well. If you are unsure whether you have the Electronic W-2 module,
please call Civic Support.

Do you have the latest Caselle release installed and running?

You should be running release 4.2.147.3002 or later. If you’re not sure what release you are
running, login to Clarity and look in the upper left corner. If the release number is lower than
4.2.147.3002, you should download this version before proceeding.



Before you get started...

What needs to be completed before your first payroll in 20237?

While it is always great if you can complete your year-end processes before your first payroll in the
next year, it is not necessary. However, the most important things to complete are any changes to
rates such as federal and state withholding, retirement, and health insurance as required prior to the
first payroll. To see the changes to federal and state withholding rates, click here.

DO NOT change the maximum wage amounts for Social Security before W-2’s are calculated in Step
14.

Printing the Checklist.

To print the Payroll Year-End Checklist, follow these steps:

1. Login to Clarity.
2. Move your arrow over Checklist on the right.
3. Click the Printer button.

Checklist

E"f Payroll Year-end

4. Selectthe Payl;oll Year-end checklist from the list.
Caselle Clarity® )} Checklists |

Title: Checklists - Chedklist [Caselle Master]

Report Options | Columns | Sections | Print Settings |

Chedklists

Accounts Payable
Accounts Receivable
Civic Systems
General Ledger
Payroll

Accounts Payable Year-End
Payroll Year-end k

5. Click the Printer button on the toolbar.




Step 1: Complete the Pay Period Checklist for Last Payroll

Step 1: Complete the Pay Period
Checklist for Last Payroll

Before you begin the Payroll Year-end Steps Checklist, first complete the Pay
Period Checklist for the last payroll paid in December.*

+Chec|c|isl £ X
' iz | Payroll -

[=] EACH PAY PERIOD: DE 12/28/2023 »

Cloze Pay Period

Setup Mew Employess

Modify Existing Employees

Print Payroll Prelist
Enter Payroll Data

Print Pay by Exception Report

Calculate Payroll Checks

Print Payroll Register - Preliminary Detail

ODooodoooaofd

Review Register and make corrections

When the final Pay Period Checklist for the year has been completed, you are ready to begin working
on the Year-end Steps Checklist.

*Reminder... Depending on your site's payroll schedule, the last pay period in December
might not include the last day of the month. For example:

Paycheck
Pay Period Date Tasks

11/29-12/12 | 12/19 Last payroll in December:

1. Complete the Pay Period
Checklist for this period.

2. Begin the Year-end Steps
Checklist.

12/13-12/26 | 1/2 First payroll in January:

3. Complete the Pay Period
Checklist for this period.




Step 2: Verify Pay Code Rates/Limits

Step 2: Verify Pay Code Rates/Limits

Make sure that the current rate/limit information is correctly set up in Pay
Codes for the Payroll year being closed.

Do this...

1. Open Clarity Payroll > Organization > Pay Codes.

2. Enter the Social Security Pay Code for your site in the Lookup bar. Press Enter.
Example: 74-00 Social Security

3. Click the Employee tab > Employee sub tab. Verify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.

4. Verify the number in the Percentage field is correct for the Payroll year being closed.

Employee > Employee sub tab

Pay code: | 74-00 Sodal Security Tax

Pay Code | Employee | Employer W-2/1099 Notes

Employee  sed in Calculations  Used for Calculation

Amount/Rate/Percent type: |Percent of amouni

Percentage: |-E. 2000 | B
Maximurn limit: .00

Minimum wage limit: .00

Maximum wage limit: 160,200.00

5. Click the Employer tab > Employer sub tab. Verify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.



Step 2: Verify Pay Code Rates/Limits

Employer > Employer sub tab

Pay code: l 74-00  Sodal Security Tax |
Pay Code Employee |Employer |w-2/1099 Motes

Employer Used in Calculations  Used for Calculation

Amount/Rate/Percent type:  Percent of amount

Percentage: &, 2000 B
Maximurn limit: .00

Minimum wage limit: 00

Maximum wage limit: 160,200.00

6. Enter the Medicare Pay Code (most times it is pay code 75-00) for your site in the Pay code: field
at the top. Press Enter.

7. Click the Employee tab > Employee sub tab. Verify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.

8. Verify the number in the Amt-Rate% field is correct for the Payroll year being closed.
Caselle Clarity® =+ > Payroll + = Organization = > Pay Codes

Caselle Clarity® }"Pay Codes |

Pay code: |

[F‘av code:  75-00 MedimreTax]

Pay Code Employee Employer W-2/1099 Notes
Employee  |zed in Calculations  Used for Calculation

Amount/Rate /Percent type: | Percent of amouni

Percentage: -1.4500 0o

Madirmum limit:

Minimum wage limit:

[ Maximum wage limit: 9,999,999.99 ]|




Step 2: Verify Pay Code Rates/Limits

9. Repeat these steps for any other applicable pay code rates/limits (In other words, disability,
deferred compensation, and so on). The 2023 minimum wage limit for additional Medicare was

$200,000.

If you make a change to a pay code please click the Save icon and OK on the popup to update
employee pay codes. When updating a deduction amount, do NOT enter negative signs and do
not edit a number leaving the negative sign; Clarity will make the amount negative for you.

Warning! Place the Tax Rate information for the coming year in a safe place. DO NOT update to the
2024 Social Security maximum wage limits until Step 18.



Step 3: Verify ID Numbers for Federal and State Pay Codes

Step 3: Verify ID Numbers for Federal
and State Pay Codes

Before you prepare the W-2 forms for your employees, you should verify that
the correct identification numbers have been defined in the system:

e Federal Employer ID Number
e State Tax ID Number

¢ Employee Social Security Numbers

Verify the Federal Employer ID Number
1. Open Clarity Payroll > Organization > Pay Codes.
2. Select the Federal Withholding Pay Code.

3. Verify the Federal Identification Number.

Caselle Clarity® = > Payroll = > Organization = = Pay Codes

Caselle Clarity® ) Pay Codes

Pay code: ||

Pay code: 7600 Federal Withhalding Tax
Pay Code Employee Employer W-2/1099 Notes

Pay code: IEI
Sub code:

Title: |Federal Withholding Tax
Abbreviated title:
Type: Federal Withhaolding W

State: w

Identification number: |B}'—D 302950 |

Calculation order: -

Leave rabe: b

Leave level: w



Step 3: Verify ID Numbers for Federal and State Pay Codes

Verify the State Tax ID Number
4. Open Clarity Payroll > Organization > Pay Codes.
5. Display the State Withholding Pay Code.

6. Verify the State Tax ID Number.

Caselle Clarity® + > Payroll = = Organization = > Pay Codes

Caselle Clarity® }"Pay Codes

Pay code: ||

Fay code:  77-00  State Withholding Tax

Pay Code Employee Employer W-2/1099 MNotes

Pay code:
Sub code:

Title: |5tate Withholding Tax
Abbreviated title:
Type: State Withholding w

State: T w

Identification number: |EIE-?B 5694 |

Calculation order: IEI -

Leave rate:

Leave level:

10



Step 4: Review Pay Codes

Step 4: Review Pay Codes

The Subject To designation identifies portions of a pay code that are either
subject to certain taxes or exempt from taxes. This step checks the pay codes
and percentages on the Used In Calculations tab on each pay code.

*Note: Deduction type pay codes will reduce the amount of wages in Boxes 1, 3, 5, and 16 on
the W-2.

*Note-If you think there is an error, please call Support. You should not just change these
‘Subject To’ codes.

Do this...

1. Open Clarity Payroll > Organization > Pay Codes.

2. Display the first pay code.

3. On the Employee or Employer tab, review the Subject To selections for the pay code.

4. Repeat step 3 for each pay code that is in use at your site.

Reminder! Deduction codes will reduce the amount of wages listed in boxes 1, 3, 5 and
16 on the W-2.

Caselle Clarity® ~ > Payroll ~ > Organization v > Pay Codes
Caselle Clarity®  Pay Codes

Pay code: Lookup: |Pay code and sub code v 10f 23 |
Pay code: 1-00 Regular Pay
Pay Code mployer | W-2/1099 | Notes |

Erpies et couen

Pay Code Percent Subject To )
40 - 00 401-K Deduction 100.00 =
g SecuRy T8 100:00 | Pavcode: [10-00 401 Deduction
76 - 00 Federal Withholding Tax 100.00 Percent: 100.00 | %
77 - 00 State Withholding Tax 100.00
98- 00 SUTA - State Unemployment Tax 100.00
99 - 00 Workers Compensation 100.00 J
N

Caselle Clarity® ~ > Payroll ¥ > Organization ~ > Pay Codes
Caselle Clarity® _Pay Codes [

)

¥
Pay code: Lookup: |Pay code and sub code ~ 1 3 | M€ 4

(

Pay code: 40-00 401-K Deduction
Pay CEmployer W-2/1099 = Notes

| Employee | Used in Calculations | Used for Calculation |

Pay Code Percent Subject To
76 - 00 Federal Withholding Tax

- ithhold ¥
77500, State Wthhiokding Taux 100.000} . code: [76-00 Federal Withholding Tax

Percent: 100.00 | %

11



Step 5: Verify W-2 Box 10, 11, 12 and 14 Settings

Step 5: Verify W-2 Box 10, 11, 12, and
14 Settings

The IRS requires organizations to report specific information in Boxes 10, 11,
12, and 14. Contact your accountant/auditor or the IRS to determine if you
have amounts that should be reported in these boxes.

Note: Civic support staff are not payroll tax experts. We can help you put your payroll tax
information into the appropriate boxes, but we CANNOT help you determine what amounts
need to be reported in each box.

Verify the special pay code flags

For amounts that need to be reported in Boxes 10, 11, 12, or 14, you will need to verify the special
pay code flags and check the appropriate boxes in Organization > Pay Codes to place the
information for each pay into the correct box on the W-2.

Tip! Your accountant or auditor should advise you on the appropriate code to select for each
pay code as well as any other information that may be required for each pay code.

Caselle Clarity® = > Payroll + > Organization = > Pay Codes

Caselle Clarity® ) Pay Codes

Pay code:

Pay code:  40-00 401+ Deduction
Pay Code Employee Employer W-2/1099 Notes

W-2 code (Box 12):

W-2 other description (Box 14): | | [ ]indude amnunts]

W-2 local tax code:

[ ]Indude amounts for dependent care on W-2 (Box 10)

[ ]indude amounts for noen-gualified plan on W-2 (Box 11)

12



Step 5: Verify W-2 Box 10, 11, 12 and 14 Settings

To select a W-2 code, do this...
1. Open Clarity Payroll > Organization > Pay Codes.
2. Select the W-2/1099 tab.

3. Select the appropriate code to describe the pay code amount from the W-2 Code (Box 12) drop-
down list.

4. Repeat step 3 for each pay code in use at your site with Box 12 requirements.

Tip! Each of these codes and their descriptions, as shown here, can be found by clicking the
What's This? Help button (CTRL+W).and then clicking on the W-2 Code (Box 12) field.

Pay code:  40-00 401K Deduction

Pay Code I Employee | Employer | W-2/1039 |Notes |

W-2 code (Box 12):
-2 other description (Box 14): 9 [Mlindide amovnte

Select a W-2 Code.
W-2 local tax code:
Blank: Do not select a W-2 Code.

[C]tnclude amounts for dependent car| Code A; Uncollectsd social security or RATA tax on tips.

Code B: Uncollected Medicare tax on tips.

Code C: Taxable cost of group-term life insurance owver %50,000.

Code D: Elective deferrals under section 401 (k) cash or deferred arrangement plan (including a SIMPLE 401 (k) arranagement).
Code E: Elective deferrals under a section 403(b) salary reduction agreement.

Code F: Elective deferrals under a section 408(k)(5) salary reduction SEP.

Code G: Elective deferrale and employer contributions (including nonelective deferrals) to a section 457 (b} deferred compensation plan.
Code H: Elective deferrals to a section 501 (c)(18)(D) tax-exempt organization plan.

Code J: Nontaxable sick pay.

Code K: 20% excise tax on excess golden parachute payments.

Code L: Substantiated employee busingss expense reimbursements.

Code M: Uncollected social security or RRTA tax on taxable cost of group-term life insurance over $50,000 (former employess onby).
Code N: Uncollected Medicare tax on taxable cost of group-term life insurance over $50 000 (former employees only).

Code P: Excludable moving expense reimbursements paid directly to employee.

Code Q: Nontaxable combat pay.

Code R: Employer contributions to an Archer MSA.

Code S: Employee salary reduction contributions under a section 408(p) SIMPLE plan.

Code T: Adoption benefits.

Code V: Income from the exercise of nonstatutory stock option(s).

Code W: Employer contributions (including employee contributions through a cafeteria plan) to a Health Savings Account (HSA).
Code %" Deferrals under a section 4084 nengualified deferred compensation plan.

Code Z: Income under section 4094 on a nongualified deferred compensation plan.

Code A4 Designated Roth contributions under a section 401(k) plan.

Code BB: Designated Roth contributions under a section 403(b) plan.

Code CC: HIRE exempt wages and tips (2010 only).

Code DD: Cost of employer-sponsored health coverage.

[ indude amounts for non-gualified p

Box 12 Codes List

Code Description
A Uncollected social security or RRTA tax on tips.
B Uncollected Medicare tax on tips.
C Taxable cost of group-item life insurance over $50,000.
D E_Iectivg deferrals to a section 401(k) cash or deferred arrangement plan
(including a SIMPLE 401(k) arrangement).

13



Step 5: Verify W-2 Box 10, 11, 12 and 14 Settings

E Elective deferrals under a section 403(b) salary reduction agreement.
F Elective deferrals under a section 408(k)(6) salary reduction SEP.
G Elective deferrals and employer contributions (including nonelective
deferrals) to a section 457(b) deferred compensation plan.
H Elective deferrals to a section 50(c)(18)(D) tax-exempt organization plan.
J Nontaxable sick pay.
K 20% excise tax on excess golden parachute payments.
L Substantiated employee business expense reimbursements.
M Uncollected social security or RRTA tax on taxable cost of group-term life
insurance over $50,000 (former employees only).
N Uncollected Medicare tax on taxable cost of group-term life insurance over
$50,000 (former employees only).
P Excludable moving expense reimbursements paid directly to employee.
Q Nontaxable combat pay.
R Employer contributions to an Archer MSA.
s Employee salary reduction contributions under a section 408(p) SIMPLE
plan.
T Adoption benefits.
V Income from exercise of nonstatutory stock option(s).
W Employer contributions (including employee contributions through a cafeteria
plan) to an employee's health savings account (HSA).
Y Deferrals under a section 409A nonqualified deferred compensation plan.
4 Income under section 409A on a nonqualified deferred compensation plan.
AA Designated ROTH contributions under a section 401(k) plan.
BB Designated ROTH contributions under a section 403(b) plan.
CcC HIRE exempt wages and tips (2010 only).
DD Cost of employer-sponsored health coverage.
EE Designated ROTH contributions under a governmental section 457(b) plan.
FF Permitted benefits under a qualified small employer health reimbursement

arrangement

14



Step 5: Verify W-2 Box 10, 11, 12 and 14 Settings

To complete the W-2 Other Desc fields, do this...

1. Does your site require a description for Box 14?

Tip! Box 14 descriptions may include the following items: Contributions to Employee Pension
Plans, Union Dues, Life or Health Insurance Premium Payroll deductions, Moving Expenses,
etc.

e Yes, my site requires a description for Box 14. Enter it in the W-2 Other Description (Box
14) field. If you need to include the Box 14 amount, select the Include Amounts checkbox.

¢ No, my site does not require a description for Box 14. Continue to the next step.

2. Is the pay code for dependent care? For example, such as a cafeteria plan payroll deduction.

e Yes, the pay code is for dependent care. Select the Include Amounts for Dependent Care
(Box 10) checkbox.

¢ No, the pay code is not for dependent care. Continue to the next step.

3. Are you required to print the total amount of distributions to an employee for a non-qualified
deferred compensation plan?

e Yes, | need to print this information. Select the Include Amounts for Non-Qualified Plan on
W-2 (Box 11) checkbox.

¢ No, | do not need this information. Continue to the next step.

15



Step 6: Run the Employee Checkout

Step 6: Run the Employee Checkout

Now that you've verified the rates/limits for the year you're closing, the next
step is to run Checkout. This will help you to discover any errors that need to
be corrected before you continue.

Do this...
1. Open Clarity Payroll > Organization > Checkout.
2. Run Checkout for ALL employees.

3. Verify the Beginning and Ending Date. These dates should default to the year being closed in
order to scan and check the entire year's data.

IMPORTANT! If these dates are incorrect, DO NOT change them. Call customer service
to address the issue.

4. Click GO (CTRL+G).

Caselle Clarity@/yﬂheckout ]

Employee  Other

Selection criteria: \
Colurmn Yalue Test
Emploves Employes number Al Entire field
[ ] checkout prior years
Employee Information
Chedk allocation percentages Chedk for positive FICA, FWT, and SWT totals
Chedk for single active net pay code [ ] Check for FWT and SWT amounts differing

from the prior pay period by more than 20.00
Chedk for missing Social Security number
Verify Sodal Security calculation
Verify monthly pay periods
Verify Medicare calculation

Verify Medicare Premium

Beginning date: E
Ending date: E

[ ]validate Workers Compensation pay code

16



Step 7: Print the Annual 941 Report

Step 7: Print the Annual 941 Report

The Annual 941 Report is one more way to verify that your annual payroll data
is in agreement:

e Compare the Annual 941 Report total with the total of all the Quarterly 941 Reports for the
year.

Do this...
1. Open Clarity Payroll > Reports > 941 Report.

2. Change the report Date Range to select the check issue dates for the entire calendar year being
closed.

e Click Advanced Options in the date area.

e From the dialog that appears, select Calendar Year Date from the Beginning Date Type.
Next, select Calendar Year Date from the Ending Date Type.

¢ Click OK.
3. Click Preview (CTRL+Q) to preview the report, or click Print (CTRL+P) to print the report.

4. From the Print Forms screen, select the desired printer. Verify the settings. Then, click GO
(CTRL+G).

17



Step 7: Print the Annual 941 Report

Caselle Clarity® ~ > Payroll v > Reports ~

Caselle Clarity® ] " Payroll History | 941 Report

—
B
~ Reports
Y R

® 040 Report 1 e Pay Code Transaction Report
[ e 941 Report e Payroll Checks

e 945 Report e Payroll History

e Benefits Register - Detail o Payroll Prelist Worksheet

e Benefits Register - Summary e Payroll Register - Detail

. check F\C-G;!:*t_n = > pmd = > - H-.»-.:ﬂ; T’;i-ahﬂ-.> Pmcde ™ cmeme =,

: ;:'sl't:sﬂ Caselle Clarity® ~ Payroll History 941 Report /

Report Dates Advanced ' <2>

Beginning date type: | Calendar year date v
Ending date type: Calendar year date v

Title: [941 Report [Caselle Master)

Report Options | Fields | Forms | Columns | Sections | Print Settings |

Report dates Selection criteria:
From: | 01/01/20vY v@@BG [ Cok ]
To: |12/31/20v% NE D

[ Advanced options... |

OK Cancel
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Step 8: Print a Leave Report (optional)

Step 8: Print a Leave Report (optional)

You will use the Leave Report to verify the leave time balances for all
employees.

*Note: If you do this as a step in your Payroll processing skip to Step 9.

Are the employees’ leave time balances correct?
e Yes, the employees' leave time balances are correct. Continue to Step 13.

¢ No, the employees' leave time balances are not correct. Use Employees > Enter Leave
Time Adjustments to enter a correction.

Do this...
1. Open Clarity Payroll > Reports > Leave Report.

2. The report Date Range will default to the current pay period.

Tip! Year-to-Date (YTD) totals will be listed on the current pay period's report. There is
no need to change the dates.

Caselle Clarity® ~ > Payrol ¥ > Reports * > Leave Report
Casele Clarky®  Leave Report | v X

(Tl eave Report - by Department [Casele Master v | [)Defaukt report 10of 4 “« 4« » M

Report Options | Columns = Sections ~ Print Settings

Report dates Selection cm

From: |01/10/20vY v!lig [Z][E]BB Con_/ Value Test
- Employee.Employee number Al Entire field
RE 1212320vY v El@ Employee.Name Al Entire field
Advanced options... Department Department Al Entire field
Pay Code.Pay code Al Entire field
P2y Code.Sub co, Al Entire field
B s @ o B e o s e - J—\_\ — \,\ - ;}TTA.;‘-‘—I

3. Click Preview (CTRL+Q) to preview the report, or click Print (CTRL+P) to print the report.

4. From the Print Setup screen, select the desired printer. Verify the settings. Then, click OK.
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Step 8: Print a Leave Report (optional)

Print Setup @@

Output options:  [V]Print  [JSaveas [JExport [¥] Close program after printing

Print | Save As / Export

Print profile name: None v Reos SOAE
Paper size: |Letter v
Width (® Portrat
Prinker Height: O Landscape
[Prhtevna'ne: HP LaserJet P2015 Series PS v }<—...,,.,
Paper source: Automatically Select v eft 050 £ Top: 050 £
[Jouplex Right: 0.50 $ Bottom: | 0.50 &

Page range Copies l.,.—@—
® Al pages Number of copies: 1 Name: v
O pages [V] Collate r [ ize:
18 ]2
From: To: 1 1 1

5. Review the printed report.

6. Fix errors to employee leave time balances before you continue by going to Clarity Payroll >
Employees > Enter Leave Time Adjustments.
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Step 9: Verify Carryover Limits in Leave Tables

Step 9: Verify Carryover Limits in
Leave Tables

*Note: You only need to do this if new leave rates or changes to leaves are
made.

Does your organization use carryover limits?

¢ Yes, my organization uses carryover limits & we made changes this year. Complete this
step.

¢ Yes, my organization uses carryover limits & no changes were made this year. Skip to
Step 11.

¢ No, my organization does not use carryover limits. Skip to Step 11.

Each Leave Rate may have carryover limits defined. Carryover limits specify the number of hours
that may be carried over from the previous year into the next year at year-end.

You should verify the carryover limits for each leave rate that is in use at your organization.

If you want the Payroll application to adjust excess leave time hours at year-end to match the
carryover limit, you will need to complete the following steps:

1. Make sure the carryover limits have been set up in the system.

2. Run Adjust Carryover Limits (step 14).

Tip! If the last pay period of the year does not include the last day of the month (for example,
when a biweekly pay period ends on December 26), you will need to wait to run Adjust
Carryover Limits until you run Payroll for the first pay period of the following year.

Do this...
1. Open Clarity Payroll > Organization > Leave Rates.
2. Click on Adjust to Carryover At. Select the appropriate carryover option to adjust any excess

hours accumulated to the Carryover Limit. For example, Calendar Year-end, Anniversary Date, or
Fiscal Year-end.
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Step 9: Verify Carryover Limits in Leave Tables

Caselle Clarity® ~ > Payroll ~ > Organization v > Leave Rates

Caselle Clarity®  Leave Rates [

Rate number

A Leave Rate -

Rate number: [ ] Lookup: |Rate number

. 301 VYacation - Fixed Hours

[Levds_ Notes |

Rate number: 301

Description: Vacation - Fixed Hours o~

Abbreviated description: 2

Te
[ Adjust to carryover at: None v
Inktial level date based on: |Hire date
'lmm

3. Click the Levels tab. View the Carryover Limit for each leave time rate.

¢ Notice that different levels within this Leave Rate may have different Accumulation and

Carryover Limits.

o Each Leave Rate will have to be checked individually.

Caselle Clarity® ~ > Payroll * > Organization v > Leave Rates

Caselle Clarity® - Leave Rates [

Rate number:
Rate number:
| Leave Rate

[ | Lookup: |Rate number

301 Vacation - Fixed Hours
Levels Inotes |

Level |

Vacation-Fixed Hrs - 0-1 y

Yacation-Fixed Hrs - 2-10 ,
Yacation-Fixed Hrs - 11+ Leyelikmmbec: E

Description: [Vacetion-Fixed Hrs - 0-1 yr

Months: E
Rate  fixed hours: E

Accumulation limit:  1120.00
Carryover limit: 80.00
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Step 10: Run Adjust Carryover Hours

Step 10: Run Adjust Carryover Hours

Perform these steps only if Adjust to Carryover At is set to Calendar Year-end.

Note: If you do this as part of you payroll process each payroll you can skip
this step.

Do this...
1. Open Clarity Payroll > Employees > Adjust Leave Carryover Hours.

2. Read the notice on the screen. Be sure you have a backup of your Payroll files before you
continue.

3. This routine will adjust employee leave time carryover based on the settings for the selected leave
time rate(s), as described on the screen. You may change the Pay Codes and/or Leave Rates, as
necessary for your site. This must be done during the pay period that includes the adjustment time.
For example if the adjustment time frame is the calendar year end the date of 12/31 must fall in the
pay period date range.

Caselle Clarity® « > Payroll + > Organization = > Adjust Leave Carryover Hours
Caselle Clarity@)/ﬂ.djust Leave Carryover Hours ] - X
r\ Make sure you have a cumrent backup before proceeding.
£ This routine will adjust employee leave hours forthe selected leave rates.
Employee leave hours will be adjusted i any of these dates occur in the cument pay period: 2
s Anniversary date M
+ Calendar year end date
» Fiscal year end date
Current pay period:  12/11/2019 - 1/10/2020 Print report only
Selection criteria: e =T
Column Walue Test ‘ 400 VACATION PAY
o 5-00 SICK PAY
Employee. Employves nunber Al Enkire Fizld 502 COMP TIME - USED
700 PERSOMAL
/ \8-00 HOLIDAY BOMNUS DAY y
Select...
Leave rates:
¢ 100 VACATION
200 SICK LEAVE
300 COMP TIME
400 PERSOMAL DAY
500 BOMNUS DAY
101 VACATION-PD
\ 201 SICK LEAVE-UNION
Select...

4. Click GO (Ctrl+G).

The employee leave time has been adjusted to the carryover limit(s).
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Step 11: Review New Employees

Step 11: Review New Employees

The next step is to review the W-2 settings, Subject To options selected and
Social Security number for each new employee.

Do this...
1. Open Clarity Payroll > Employees > Modify Existing Employees.
2. Display the first new employee record.

3. On the Job tab, review the W-2 setup selections for the employee.

Caselle Clarity® ~ > Payrol ¥ > Employees ~ > Modify Existing Employees
Caselle Clarity® Modify Existing Employees ]
Employee: \ }Lodo.p: \\Empbyee Vi 10of 26 J M <« N
Employee: S Smith, Jacob S
‘Employee Wagel Job IAlocations Pay Codes = Direct Deposit = Contacts = Attachments = User-Defined = Notes
Job | state 7 | Workers Compensation | Retirement |
Work state: "UT vw‘ Include on W-2 Form
Hire date: 041971999 | ] /\ [ statutory
Additional years of service: |0 | Years 'K:_;/ 10| [CJRetirement plan
Stat date: C = DO party scpay
Anniversary date: {04!19!1998 1 [T
4. On the Wage tab, verify that the Subject To options that are selected for the employee.
Caselle Clarity® ~ > Payroll ~ > Employees v > Modify Existing Employees
Caselle Clarity® Modify Existing Employees 1 -
Employee: [ | Lookup: |Employee vj lof—26\ W 4 )
Employee: S Smith, Jacob S
| Employee| Wage | Allocations | Pay Codes | Direct Deposit | Contacts | Attachments | User-Defined | Notes | |
Pay period fréquency: yeiweekly Vﬁ‘bm to: )
Estimated angual hours: :2,030-111 \ CF:iYe Description Type BeginDate EndDate Exemptions Exemptions
Hourly rate: Q6154 | 40-00 401-K Ded Retirement 0 0
| — 74-00 Soc Sec Social Security 0 0
S | > | 75-00 Medicare  Medicare 0 0
Pay schedule: | | 76-00 Fwr Federal Withhol 7 0
: . | 77-00 SWT State Withholdin 7 0
Pay grade: M| | 98-00 suta State Unemploy 0 0
Pay step: o\ | 99-00 wrk Comp Workers Compe 0 0 '
Employee type: '941 v:
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Step 11: Review New Employees

Tip! IF you have questions about the W-2 setup and Subject To options that should be used
for your site, consult with your accountant/auditor.

5. On the Employee tab verify the Social Security Number (SSN) matches to the W-4 or I-9 provided

by the new employee.

Employee:

Employee: 5 -Smith, Jacob 5

Caselle Clarity® - > Payroll = > Employees = = Modify Existing Employ

Caselle Clarity® ) Modify Existing Employees |

Employee |I|ﬂ.|'age IJob

| Allocations I Pay Codes I Direct Deposit | Contacts | A

Employee number:

Marnpe:

Zip¥ostal code:
Couptry fRegion:
Telephone 1:
Telephone 2:
Fa:

=t

5
Smith, Jacoh 5
475 15th 5t

Arvycity

¥
88838

(385) 555-3105

Sodial Security number:

555-88-3878

Delivery paint:

[-]

Bir{
Dri
Gel

Mai

(]

6. Repeat steps 1-5 for each new employee record.
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Step 12: Run Employee Checkout

Step 12: Run Employee Checkout

After you have performed all of the previous steps, run the Employee
Checkout again. Verify that there are no errors.

Important! If there are any errors on the Checkout report, contact Customer Service.

Do this...
1. Open Clarity Payroll > Organization > Checkout.
2. Run Checkout for ALL employees.

3. Verify the Beginning and Ending Date. These dates should default to the year being closed in
order to scan and check the entire year's data.

IMPORTANT! If these dates are incorrect, DO NOT change them. Call customer service
to address the issue.

4. Click GO (CTRL+G).

Caselle Clarity® = Payroll = = Organization = > Checkout

Caselle Clarity® } Checkout

Employee | Other

Selection criteria:

Columnn Yalue Tesk
Employes, Employes number Al Entire Field
[7] chedkout prior years
Employee Information
Check allocation percentages Chedk for positive FICA, FWT, and SWT totals
Chedk for single active net pay code [T] chedk for FWT and SWT amounts differing

fram the prior pay period by more than 20.00
Chedk for missing Sodal Security number

Verify monthly pay periods

Verify Sodal Security calculation

Verify Medicare calculation

Validate Warkers C ti d
[ valida Sl SR LA [¥] verify Medicare Premium

Beginning date 01/01/YYYY E|

Ending date:  12/31/vyvy | [79]
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Step 13: Backup Current Year’s Payroll Data (optional)

Step 13: Backup Current Year’s Payroli
Data (optional)

Before proceeding, perform a backup of the current year payroll files.

Tip! It is a practical idea to have a backup strategy in place in order to prevent accidental data
loss. Backups may be performed on the schedule that best suits the needs of your site.
Storage options may include flash drives, CD-ROM, etc. For more information on the backup
strategy in place at your site, consult with your local IS/IT staff.

*Note: If Regular backups are being done, you can skip this step. If you are unable to
complete this step following the directions below, contact your System Administrator or IT
department. This should not stop you from moving forward. Continue to Step 18 if unable to
backup in a timely manner.

Do this...

1. Open Clarity System Management > System Tools > Backup Databases.
2. Select a Server.

3. Select PRO from the Database menu.

4. Enter the destination drive and directory as the Destination Folder.

close |@ | 9 K2

Caselle Clarity® ~ > System Management ~ > System Tools ~ > Backup Databases

Caselle Clarity® Payroll History // backup Databases l

2
Server: (local) v
Database: PRO_Demo v]
Destination folder: D:15QLdata200S\PRBackupyy l Browse... i
‘\ A o A . A oo o \..,_ — -\_\ ,—"""\\\ ‘v,-M L o B

5. Click GO (CTRL+G).

6. When the Finished dialog box displays, click Yes.
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Step 13: Backup Current Year’s Payroll Data (optional)

Tip! For ease in identifying the backup file at a later date, a simple name such as

PRO_<CITY>_XXXX, where XXXX is the current year, is recommended. Click the Show Options

button to modify the Name of the backup.

Payroll History  Backup Databases | -

s \—/
{\ Db "@/ Backing up PRO_Demo database from server.
e

(R R R R RN 3 Cancel

Finished X

9 Process completed on 12/01/YY at 6:21PM.

The backup operation has been completed successfully for PRO_Demo.

Okay to close Backup Databases?

Depending upon how your server is setup, you may not be able to use Backup Databases. If that is
the case, follow these alternative steps :( Or have IT/System Admin create the backup)

1. Open Clarity System Management > System Tools > Exchange Data.
2. Click Send Data.
3. Click Full.
4. Use the File Name field to enter a name for the backup file.
Example: AnycityWI.PRO0.YearEnd.Backup
5. Click Data Path.

6. Click Browse. Use the options in the Browse for Folder to select the appropriate directory. Click
OK.

7. Click the Databases tab.

8. In the Tasks area, click Add a database. Use the options on the Add Database screen to select
the server and database. Click OK.

Example: PRO_AnycityWI
9. Click GO (Ctrl + G).
10. When the backup is finished, click Yes to exit.

The Payroll backup is finished.
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Step 14: Run W-2 and 1099 Application

Step 14: Run W-2 and 1099 Application

This step contains several tasks that must be completed in order.

« Step 18a — Convert W-2 and 1099 information from Payroll

4

>

% Step 18b — Verify the converted information for each employee and make corrections as needed

oo

» Step 18c — Verify the Organization W-2 and 1099 information

+ Step 18d — Run W-2 & 1099 Checkout

B

» Step 18e — Print and review sample W-2s, making any necessary changes

B3

» Step 18f — Enter corrections in the Payroll system

Important! If you find errors in the sample W-2s, you will need to make corrections in Payroll.
Then, go back to Step 18 and repeat all steps 18-20 until the sample W-2s are correct.

Tip! When you complete these tasks, the W-2s will be ready for printing. If the actual W-2s will
not be printed at this time, they should be printed as soon as after performing the year-end
steps as possible. You may wish to schedule the print job for a time when printer traffic is
low.

Step 14a — Convert Year-End Tax Information

To migrate the W-2 and 1099 information from payroll to the W-2 and 1099 Reporting application,
do this...

1. Open Payroll > W-2 and 1099 Reporting > Convert Year-end Tax Information.
2. Verify the proper tax year is listed (i.e. 2023).

3. Verify the proper Maximum wage limits.

Caselle Clarity® » > Payroll = > W-2and 1099 Reporting = > Convert Year-end Tax Information

Caselle Clarit}r@/]/[onvert Year-end Tax...

Convert payroll information for the tax year: | 20YY

Employees: All

Values...

Maximum wage limits
Social Security: | 132,900.00

Medicare: | 999,999.99 |

4. Click the GO button.
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Step 14: Run W-2 and 1099 Application

If W-2’s were printed last year, the following prompt will appear. Click Yes to delete any and all prior
year W-2 information or No to keep prior year history. If you click No, prior year history will not affect
current year W-2's.

*Note- History will remain in payroll, keeping data will require you to select years when
printing or editing.

Delete Information Prior to Tax Year 20YY

W-2 employee information exists for tax years prior to 20vy
Would you like to delete the existing information before
reconverting?

Step 14b — Check the Conversion Printout and Make Corrections
as Needed

To verify the converted information for each employee, do this...

Review the conversion printout that printed as a part of the previous step. Compare the printout with
the Payroll History report from step 7 above or with the Annual 941 detail from step 10. Verify the

amounts for each employee.
To review or correct W-2 amounts, do this...

1. Open Clarity Payroll > W-2 and 1099 Reporting > W-2 Employees.

2. Search for the appropriate employee and correct any information on the Employee, Wage
Information, and Electronic Filing subtabs.

To review or correct 1099 amounts, do this...

3. Open Clarity Payroll W-2 and 1099 Reporting > 1099 Recipients.

4. Search for the appropriate recipient and correct any information on the appropriate subtabs.
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Step 14: Run W-2 and 1099 Application

Step 14c — Verify Organization W-2 and 1099 Information

To verify ID numbers, limits, etc., do this...
1. Open Clarity Payroll > W-2 and 1099 Reporting > Organization.
2. Review these tabs to ensure the information is accurate.

e General tab

Caselle Clarity® = > Payroll = > W-2 and 1099 Reporting = > Organization

Caselle Claritj.r@)/ﬂrganixation

General |Federal | States I Localities I Passwords | Tracking | User-Defined | Motes |

Primary name: Anycity Corporation
Secondary name:

Address line 1: 10 M Commerce Ave
Address line 2: PO Box 123

City: Anycity
State/Province: WI

7ip/Postal code: 238888 Delivery paint:
Country/Reqion:

Telephone 1: (385) 555-1122

Telephone 2 (385) 555-1212

Fax:

Email: £=
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Federal and Electronic Filing tab, if applicable

Step 14: Run W-2 and 1099 Application

Caselle Clarity® = > Payroll = > W-2 and 1099 Reporting + > Organization

Caselle Claritylﬁl/]/ﬂrganizatiun ]

General || Federal 'Sﬁtes I Localities | Passwords | Tracking I zer-Defined | Motes |

Miscellaneous:
Interest:
Dividend:
Retirement:

Real estate:

Federal ID number:

]

]

lectronic Filing

70302950

1099 minimum amounts

Caselle Clarity® « > Payroll + > W-2 and 1099 Reporting + > Organization

Caselle CIarity@)/Drganization

Laokup:

lofl

Gener | Federal

Fates I Localities | Passwords I Tracking I User-Defined I MNotes |

Federafl| Electronic Filing

Contact information
Mame:  City of Anycity
Phone: (999) 995-9999

Emai:  Anydty_PR@d.anydty.wi.us

Fax:  (999) 999-9930

SSA/RTN:

-]

Extension:

SSAID

Preferred method of problem notification: | 1 (Email/Internet) -

Preparer code:
Agent indicator code:
Employment code:
Tax jurisdiction code:

Kind of employer:

L (Self-prepared) -

[

*)

Employer /Agent employer identification number (EIN): M
Agent for EIN:

Third party: 0

[] Terminating business indicator

[| Third party sick pay indicator

[R (Regular (all others))

7]

[

7]

[S (State and Local Governmental Employer) vl
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Step 14: Run W-2 and 1099 Application

e State and State Electronic Filing tab, if applicable

Caselle Clarity® = > Payroll = > W-2 and 1099 Reporting = > Organizaticn

Caselle Clarity® ) Organization |

General | Federall| States W ocalities | Passwords | Tracking I User-Defined | Motes |

State | Electronic Fiing |

State: T

ID number: 05-735594

Caselle Clarity® = > Payroll = > W-2 and 1099 Reporting = > Organizaticn

Caselle Clarity® } Organization

| General | Federall States | focalities | Passwords | Tracking I User-Defined | Motes |

T State | Electronic Filing
| Idaho |
Filing cyde: [‘f (fearly) - ]
Total withholding payments made: 0
Split monthly filer {cyde B only): 0

Calendar year payments (cyde B only): 0

Penalty on balance due: 0
Interest on balance due: o
Fed/State combined 1099 partidpant:
Penalty for late filing: o

e Localities tab, if applicable



Step 14: Run W-2 and 1099 Application

Step 14d — Run W-2 and 1099 Checkout

Do this...
1. Open Clarity W-2 and 1099 Reporting > Checkout W-2 Employees.

2. Double-click Column.

Caselle Clarity® + > Payroll = = W-2and 1099 Reporting = > Checkout W-2 Employees

Caselle Clarity® | 941 Report )" Checkout W-2 Employees |

Employee numbers:

Zolumn YWalue | Test |

3. Select Employee.Employee Number. Click OK.

4. Select all checkboxes.

Caselle Clarity® = > Payroll = = W-2and 1089 Reporting = > Checkout W-2 Employees

Caselle Clarity® | 941 Report }"Checkout W-2 Employees |

Employee numbers:

Employes Employes number 1Al { Entire Field

Report invalid sodal security numbers \
Report invalid states
Report employees with negative amounts

Report employees without amounts

Print totals )

5. Click GO (CTRL+G).
6. Click Preview (CTRL+Q) to preview the report, or click Print (CTRL+P).

7. Review the report for accuracy. Note that if you kept prior years history in the W-2 program the
totals will be cumulative of all years.
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Step 14: Run W-2 and 1099 Application

Tip! When you run W-2 & 1099 Checkout, the system checks itself for errors. If the system
finds no errors, the note "No W-2 errors found" will be printed in the lower left-hand corner of
the report.

Tip! If there are employees at your site with more than one employee number, and who are
receiving multiple W-2s, you may wish to provide them with a single W-2. (Note: If a warning
displays that there are more pay codes marked for any one box than will fit on a single W-2 for
this an employee when you complete Step 18A - Convert from Payroll, then you will not be
able to combine the W-2s.) For instructions on combining multiple W-2s, follow these steps. If
this does not apply to your site, continue to Step 18E.

To combine multiple W-2’s, do this...

1. From the W-2 Conversion Report (created in Step 18-A) find all employee numbers for this
employee. Manually combine the totals for each W-2 field for this employee, and make a note of the
new totals on the W-2 Conversion Report.

(25 Johnson, Douglas uT 10481.52- 13661.52 .00 utT 00
Douglas Johnson 77304 no chanss 00 10484-52- 13661.52 .00

| 566-74-8721 10461 52- 13661.52 00 45000 45916 .00
84864 S47.04 00 00

10481 52- ' 00 00 00

e 19505 p | <D

Douglas Johnson

(30 Johnson, Douglas
566-74.87T21

2. From the W-2 and 1099 Reporting Main Menu, select W-2 Employees.
3. When prompted, specify the employee number for which you wish to view this employee's record.
4. Display the employee record that you wish to keep for this employee.

5. On the Wage Information > General sub tab, type the new totals into each of the W-2 fields.
Repeat for any coded or other description fields.
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Step 14: Run W-2 and 1099 Application

Caselle Clarity® ~ > Payroll ¥ > W-2and 1099 Reporting ~ > W-2 Employees
Caselle Clarkty® =~ W-2 Employees W-2 Employees

Employee number: |

Employee: S Smith, Jacob S
e

molovee
Electronic Filing | Notes

General [COdedAmns Other Descriptions | States Localbes

Federal income tax withheld:
Social Security wages:
Social Security tax withheld:
Medicare wages and tips:
| Medicare tax withheld:
| Social Security tips:
Allocated tips:
Advance EIC payment:
Dependent care benefits:
Nonqualified plans:

Wages, tips, other compensation: 12,692.29

—

184.05 — @

iiiiilﬁﬁﬁfﬂ

6. Now display the employee record that you wish to delete for this employee.

7. Click Delete (CTRL+D).
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Step 14: Run W-2 and 1099 Application

Step 14e — Print Sample W-2’s to Scratch Paper

If you chose to utilize the blank 4-up W-2 form, a change is needed on the form before you print your
W-2’s. We need to change the year from 2022 to 2023. Follow these steps to make that change:

1. Open Clarity Payroll > W-2 and 1099 Reporting > Forms.
2. Click on Form W-2 and click Accept.

3. Select the W-2 4-Up Form [Caselle Master] or the W-2 4-Up Form with Instructions [Caselle
Master] depending upon which type of form you ordered.

4. Click Open.

There are four (4) instances where 2022 appears. We need to change this to 2023.
5. Right-click on the first instance of 2022 that you see.

6. Click on Setting.

7. Change 2022 to 2023 in the Value field.

8. Click Accept.

9. Repeat steps 5-8 for the other three (3) instances.

10. Click the blue Save button on the toolbar.

11. Type a name for the new form (e.g. W-2 4-Up Form - 2023).

12. Click Save.

To print sample W-2’s to paper and verify alignment, do this...

1. Open W-2 and 1099 Reporting > W-2s.

Caselle Clarity® ~ > Payroll ~ > W-2 and 1099 Reporting ~

_/Caselle Clarity® l 941 Report Pay Codes v X

W-2 and 1099 Reporting

Tasks Related Reports Miscellaneous
e 1099 Recipients e 1099's e (Create Electronic W-2 File
* Forms e Checkout 1099 Recipients
* Organization e Checkout W-2 Employees
* W-2 Employees e Convert Year-end Tax Information
hdd sma & 0 A 4 o s o \\_- \\"“‘\\ \1__\\\\ k\_\__ﬂ\
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Step 14: Run W-2 and 1099 Application

2. Select the desired form style from the Report Title drop-down list.

Caselle Clarity® =+ > Payroll = > W-2and 1099 Reporting = > W-2's

Caselle Clarity® }"W-2's |
Title: | -2's - Laser 4p by Mame [Caszelle Master e

Report Options  Forms ~ Print Settings

Tax year: 2020 ~ Selection criteria:

Calurnn

[]indude W-3 summary report

3. Load scratch paper in the printer. Now, click Print (CTRL+P).

4. Review the sample W-2s. Verify that the items to be printed on the W-2 form are printing in the
correct position/correct boxes.

Tip! If you need to adjust your printer settings, call Customer Service for assistance.

5. If the actual W-2 forms will be printed at this time, load the W-2 forms in the printer.
Now, click Print (CTRL+P). If the actual W-2 forms will not be print

6.

7.

8. ed at this time, go on to the next step.

Tip! If the actual W-2s will not be printed at this time, they should be printed as soon as
possible after performing the year-end steps.

Step 14f — Enter Corrections in the Payroll System

Important! If you find errors in the sample W-2s, you will need to make
corrections in Payroll. Then go back to Step 18 and repeat all parts of Step 18
until the W-2s are correct.
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Step 14: Run W-2 and 1099 Application

Step 14g — (Optional) Upload W-2’'s to miPayOnline

If you utilize miPayOnline, employees have the ability to receive their W-2 electronically. This
capability can be turned on under Organization in miPayOnline. Click here to learn more.

An employee needs to opt into receiving their W-2 electronically. Click here to share instructions with
your employees on how to opt into receiving their W-2 electronically.

Follow these steps to upload W-2's to miPayOnline.
1. Open Payroll > W-2 and 1099 Reporting > W-2’s.

2. Select the report titled W-2’s — Laser 4-Up by Name from the Title drop-down.
Caselle Clarity® = > Payroll = > W-2and 1099 Reporting = = W-2's

Caselle Clarity® |~ Modify Existing Employees }"W-2's |

Title: |

@[

Report Options  Forms ~ Print Settings

Tax year: w Selection criteria:

Calurnn

[ ]indude W-3 summary report

3. Click on the Forms tab.

4. Select the form titled W-2 4-Up Form with Instructions.
Caselle Clarity® + = Payroll + > W-2and 1099 Reporting ~ = W-2's

Caselle Clarity® | Modify Existing Employees J"W-2's | - %

V| [[]Default report [ B I I |

Form Optiens  Farm Print Settings

. vl
| Form: |W-2 4-p Form with Instructions [Caselle Master] L\\;J %

T

5. Click the Print Preview button on the toolbar.

6. From the preview screen, save your W-2 file by clicking on the Save icon in the lower right corner
of the screen. Name the file “YYYY W-2s" (e.g. 2023 W-2s) and make note of where you have saved
the file. You will want to save the file in a secure location where only certain people have access as
it does contain social security numbers.

of 53 M | m@ | Close

7. Close the preview screen.

8. Login to miPay.
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Step 14: Run W-2 and 1099 Application

9. Go to Administration > W-2 Admin > Uploaded W-2’s on the menu on the left.

55 Administration
Organization
® Employees
€ Check Admin

W-2 Admin
W View W-2's

(® Uploaded W-2's

.

10. Click on the Upload W-2’s button in the upper right corner.

11. Browse to find the file you saved in step 6 above. Once you find the file click Open.

12. Enter the year in the W-2 year field.

13. If you would like to send email notification employees receiving their W-2 electronically, make
sure the Send Notifications checkbox is checked.

14. Confirm or set the Notification Send Date. You may change the date and time the email
notification is sent by clicking on the down arrow at the end of the date box to access a calendar.
Once finished setting the new date and time, click OK.
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Step 14: Run W-2 and 1099 Application

15. When you are set click Upload W-2s.

Upload W-2's

Please ensure you've followed the instructions here prior to uploading

UPLOAD W-2 FILE

You can also drop the pdf file here to upload. Only PDF

2020 W-2s.pdf

W-2 Year
2020

Send Notifications

MNotification Send Date
1/8/2021,1:00 PM -

UPLOAD W-2s “ CANCEL

16. Browse to find the file you saved in step 6 above. Once you find the file click Open.
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Step 15: Report W-2 Information to the IRS

Step 15: Report W-2 Information to the
IRS

Do you have more than 250 employees at your site?

e Yes, there are more than 250 employees at my site. You may be required to submit your
W-2 information electronically.

e No, there are less than 250 employees at my site. Submit your W-2 information according
to the instructions that have been provided to you by the IRS. You can also elect to file
electronically.

¢ Please note that States may have different electronic filing requirements.

Tip! If you need to submit W-2 information using Electronic W2/1099 and the W-2 and 1099
Reporting > Create Electronic W-2 File option is not available, then you will need to contact
Civic Systems to purchase this feature.

Do this...

1.

2.

Open Clarity Payroll > W-2 and 1099 Reporting > Create Electronic W-2 file.

Verify the Tax Year, File Name, and Authorized employee’s PIN (this is your login for the
Social Security Administration website).

Click the GO button.
Download the AccuWage software from the irs.gov website to test the Electronic W-2 File.

Did the Electronic W-2 File load correctly?

e Yes, the Electronic W-2 File loaded correctly. Wonderful! Continue through the process.

¢ No, the Electronic W-2 File did not load correctly. Call Civic Systems support for
assistance.
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Additional Filing Steps for lowa

Additional Filing Steps for lowa

If your organization resides in lowa, there are some additional steps that need to be followed

in order to electronically file your 1099’s correctly. Please click here to access those
additional steps.
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Step 16: Exit the W-2 and 1099 Application

Step 16: Exit the W-2 and 1099
Application

When the W-2 conversion is complete, click the Payroll link in the
breadcrumbs list to leave the W-2 and 1099 Reporting application and return
to the Payroll main menu. Or click on the Caselle Clarity Applications >
Payroll.

Caselle Clarity® .F Payroll v > W-2 and 1099 Reporting ~
g / Caselle Clarity® | R-w-2 Employees

W-2 and 1099 Reporting
Tasks Related Reports Miscellaneous
e 1099 Recipients e 1099's e Create Electronic W-2 File
e Forms o W-2's e Checkout 1099 Recipients
e Organization e Checkout W-2 Employees
e W-2 Employees e Convert Year-end Tax Information
r\._\\, adhe e o e \~-- x\_—_\\ \1_\\ D o call

Important Reminder!

Be sure ALL current year payroll reports are printed or saved to a pdf
BEFORE proceeding to the next step.
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Step 17: Perform Year-End Closing

Step 17: Perform Year-End Closing

Once you have completed the previous steps, performing the Year-End
Closing is simple.

Do this...
1. Open Clarity Payroll > Organization > Close Year-end.

2. Verify the new Current Year listed on the screen. The year-end closing will close out the previous
year and rest the system to the new current year.

Caselle Clarity® ~ > Payroll ¥ > Organization ¥ > Close Year-end
Caselle Clarty®  Close Year-end [
. Use this routine to update the current year tg YYYY

b

IMPORTANT! If your system does not display the correct new year (2023), contact
Customer Service.

3. Click GO (CTRL+G).

4. When the Year-end Closing is complete, a dialog box will appear. Click OK to close this dialog
box.
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Final Steps

Final Steps

Running the Year-end Closing is the last official step in the Year-end Closing Checklist. If you
haven't already printed the actual W-2s, you should print them as soon as possible after
completing the Year-end Checklist.

The next steps will help you get Payroll ready for the new year.
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Step 18: Load New Tax Rates

Step 18: Load New Tax Rates
STOP!

In this step, you will enter the Federal and (if applicable) State tax rates for the new year.

Tip! Not all states have State Withholding Tax Rates. For those that do, modifications to the
rates and notification of changes to employers may be handled differently by each state. For
more information about your state's withholding tax rates and any changes that may have
been made for the new year, you will need to contact the appropriate state agency. (In other
words, the State Tax commission for your state, etc.)

Loading the Federal tax rates is a two-step process. First, you need to enter
the new federal Social Security rates. Then, you need to enter the new federal
withholding tax rates.

Please click here for instructions on how to change the federal and state tax rates.
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Congratulations

Congratulations!

You have completed the Payroll Year-end Closing! The Payroll system is now ready for you to
enter payroll for the new year.

Useful Websites

Listed below are links to sites you can find helpful and often important information.

IRS — general links to forms, publications, and general information.
WWW.irs.gov

Social Security Administration Business Services:
http://www.socialsecurity.gov/pgm/business.htm

SSA - Payroll Year End Balancing
http://www.socialsecurity.gov/employer/recon/recon.htm

STATE WEBSITES

lllinois Department of Revenue
http://www.revenue.state.il.us/index.htm#t=tab1

lowa Department of Revenue
http://www.iowa.gov/tax/index.html

Minnesota Department of Revenue
https://www.revenue.state.mn.us/

Michigan Department of Treasury
http://www.michigan.gov/treasury/

Missouri Department of Revenue
http://dor.mo.gov/

Ohio Department of Taxation
http://www.tax.ohio.gov/Individual.aspx

Wisconsin Department of Revenue
http://www.revenue.wi.gov/

Wisconsin Retirement Rates:
http://etfonline.wi.gov/ETFCalculatorWeb/etf/internet/employer/ETFemployerrates.jsp
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