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Caselle Classic Payroll Year-End Checklist - 2019

Caselle Classic Payroll Year-End
Checklist - 2020

Welcome back!

Please refer to your Year End Steps Checklist contained in this document. 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.

Need more help?

If you need more help, please contact Civic Customer Service at (888) 241-1517. Our hours are
7:30 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?
There are two 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
BW2ERDOS5). Copy D prints two employees per sheet, so order enough sheets to have one for every
two employees.

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

1. Federal Copy B
2. State/City Copy 2
3. 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 2.16.__ or later. If you're not sure what release you are running, login
to Classic and look in the upper left corner. If the release number is lower than 2.16, you should
download this version before proceeding. Follow these steps to download the latest version:

Important: Everyone must be out of Caselle Classic before the new update can be installed.

Login into to Classic.

Go to System Management | Install Program Update.

Click on Download and Install Program Update(s).

If a new update is available for any module, an Updates found window will appear. Click
Continue.

Click OK when the “Update completed” screen appears.

PR
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Important! Complete the Payroll Year-end Steps Checklist

Important! Complete the Payroll Year-
End Steps Checklist

You must complete the Payroll Year-End Steps checklist in order to close the
current Payroll year.

Tip! Use the Payroll Year-end Steps Checklist on the next two (2) pages to chart your
progress.

Detailed steps on how to complete the checklist follow.



Important! Complete the Payroll Year-end Steps Checklist

Payroll

STEPS CHECKLIST — YEAR-END STEPS

IMPORTANT !'I'l' The following steps must be completed in the following order to CLOSE the
current payroll year.

>>The IRS changes W-2 form layouts almost every year. Make sure you have the latest program
release installed.

>>Print W-2s as soon as possible. DO NOT load the new tax rate information until AFTER the
year-end steps have been completed.

Complete the Pay Period Checklist for the last pay period paid in December (page 6)

Verify pay code rates and limits (page 8)

Run the Employee Checkout (page 10)

Print the Payroll Summary for the entire calendar year (page 11)

Verify the employee information on the Payroll Summary (page 13)

Verify that YTD totals and Range totals match (page 14)

Print the Quarterly reports for the 4t quarter (page 15)

Print the Annual 941 Report for the entire calendar year (page 17)

Print any annual payroll reports for the current year (page 18)

10.

Print a Leave Time Report (page 19)

11.

Verify carryover limits (page 20)

12.

Verify ID numbers (page 23)

13.

Verify the General Ledger updates have been completed (page 24)

14.

Review the Subject To and Exempt From status for all pay codes (page 26)

15.

Report in Boxes 10-12, and 14 (page 27)

16.

Report in Boxes 10, 11, 12, and 14 (page 28)

17.

Review Employee maintenance (page 32)

18.

Run Employee Checkout again (page 33)

19.

Perform a backup of the current year’s payroll files (page 35)




Important! Complete the Payroll Year-end Steps Checklist

Payroll

STEPS CHECKLIST - YEAR-END STEPS (cont.)

20.

Select the W-2 and 1099 application (page 38)

Run Convert from Payroll (page 39)

Check the conversion printout and match the totals (page 40)
Verify Control table W-2/1099 information (page 41)

Run W-2 Checkout (page 44)

Print the W-2s as soon as possible (page 45)

PoooTp

21.

Report W-2 information to the IRS (page 47)

22.

Be sure all current-year payroll reports and updates have been completed (page 48)

23.

Perform Year-end Closing (page 49)

24,

Load New Tax Rates (page 51)

25.

Print a new Prelist (page 52)

26.

Enter the payroll for the new year (page 54)




Step 1: Complete the Pay Period Checklist

Step 1: Complete the Pay Period

Checklist

Before you begin the Payroll Year-End Steps Checklist, first complete the Pay Period

Checklist for the last payroll PAID in December.*

Anycity Comporation Fayroll ear-snd Faga: 1
D DD, ¥YYY HHMMPM

Year-end Steps

s IAPORTANT *

Lise the following $taps to close the cument year, Complate the staps in the order lissed.

*** Latest progran releasse must be installad, =
The itest progran fdéass Containg the Most recent duanges 10 the W2 form, as mandated by the IRS.

v PriRt WS ASAP
DO HOT head the ndsw tax rate informaton untl AFTER the year-and s12p8 hiwe bosn complaed

1. Comglats the Pay Perod Checkiing
Complste the checklist for the final payroll hat is paid in December BEFORE confinuing.

2. \Verify the General Ledger Updates for year
‘Verity the PC, BB, and COF joumals in the General Ledger have been posted comecily for all penods January -

3. Vesily Pay Code Rates and Limits
Chech pay codes for Social Sscurity, Medicars, SUTA, and 50 on. On the Employes tab, chack Maxdmum Wage
Lirrit.

4. Fun Chsckout
Coract ALL Chadhout srmons befons continuing

5. Print the Payeoll Hestory.
Selact the Calendar Year Report [Caselle Master].

L e R \‘_"--- —L-.-‘_\\ Sl 5 b

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:




Step 1: Complete the Pay Period Checklist

Pay Period Paycheck 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 the current rate/limit information is correctly set up in Pay Code Maintenance for
the Payroll year being closed.

e Check Social Security Rates/Limits.
e Check Medicare Rates/Limits.

e Check any other limits that may apply (i.e., disability, deferred comps, etc.).

Warning! Place the Tax Rate information for the coming year in a safe place. DO NOT load
the new tax rate information into Payroll until Step 24.

Do this...

1. Open Classic Payroll > Maintenance > Pay Code.
2. Enter the Social Security Pay Code for your site in the Lookup Bar. Press Enter.

3. Onthe General 2 tab, verify the amount in the Maximum Wage Limit field is correct for the
Payroll year being closed.

F'a:,rn:ull-Pa}rCDdeMaintenance [ Licensed to Civic Systems ) — O et
File Maintenance Main Menu Edit  Search Inquiry Help

1 [7 Blx|er] B o 8] il & sl3] 2| B 2| 2] 2
Pay Code: | |Pay Code/SubCode «| |4/ 4] 113cf131 B |M

Pay Code: 74-00 SOCIAL SECURITY
General 1 | Gerersl2 | PayPeriods |  w-2/1039 |  Motes |

b axirnumn Limit; |00 State: [ - |
b awimurn Y age Limit |137,.700.00 D M |




Step 2: Verify Pay Code Rates/Limits

4. On the Pay Periods tab, verify the number in the Amt-Rate% field is correct for the Payroll year
being closed.

Payroll - Pay Code Maintenance | Licensed to Civic Systems )

=N X
File Maintenance MainMenu Edit Search Inquiry Help
A [7Rlxled] B »| 6] i 8] #l3] =] B Bl 2] |2

Pay Code: | |Pay Code/Sub Code v | [M] 4] 12of22  » ||
Pay Code: 74-00 Social Security Tax

General 1 l

Pay Check Benefitz
Code % of Amount = Code: 1% of Amount
[ Amit-F ate-2: B.2000- %

Amt-F ate-x: B.2000 %
| Round Amounts to Nearest Dallar
[ Exclude Hours

General 2 Motes l

[ Calculate on Unpaid Employes

-

5. Repeat steps 2-4 for any other applicable pay code rates/limits.

'
File Maintenance Main Menu Edit Search  Inquiry Help
AlsRixles] Bl o ] Q| 8 ¢l2| =B Dl 2 2
Pay Cade: | |F"a_l,l CodesSub Code j 4] 4| 120613 kM
Pay Code: 75-00 MEDICARE I
General 1 Geneidl2 | PapPeiods |  w2/1099 | MNotes | |

Il DR - 111 1 WM 111 Lo State: |Mone -
i
' M asimurm ' age Limit: |333,933.93

ID No: | "



Step 3: Run the Employee Checkout

Step 3: 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 Classic Payroll > Miscellaneous > Checkout.
2. Run Checkout for ALL employees.

3. Verify the Beginning and Ending Date. These 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.

" Payroll - ( Licensed to Caselle, Inc. {In-house use anly) )
Fle Miscellaneous  Main Menu  Help

4l @ 7%

Employee | Other |
Emploves Mols)
[ v
[T Chiackout Prior ears
{v  Emploves Information
W Percent Allocation W Positive FICA, FWT, and SWT Amts
W Single Active Net Pay Code ™
[ Vahd Pay/Sub Code : : J20
¥ | Mizsing Sociel Sacasiy Nunber ¥ Socie Secuty Calousicr
¥ Verity Monthly Pay Periods [¢ Medhzare Calculation
[~ Malching Dates [Bw Date: [07/01/200 ]

I~ Workers Compensation Pay Code EndingDate: [12731720v (0|

%

4. Click GO (CTRL+G).

10



Step 4: Print the Payroll Summary

Step 4: Print the Payroll Summary

The Payroll Summary lists the entire year's activity for each employee, including check
numbers and year-to-date totals.

Use this report to balance the Annual 941 Report (Step 8). Compare the data on these two
reports to ensure that the information is correct, then you can move on to printing the W-2s.

You will also use this report later to compare with the data on the Payroll
Conversion report (Step 20-B).

Tip! The Payroll Summary for the entire year can be quite lengthy. You may wish to start the
print job just before you leave the office for the evening or at some other time when printer
traffic is low.

Do this...
1. Open Classic Payroll > Reports > Payroll Summary > Calendar Year.

2. The date range will default to the current year dates. Click on the Ellipsis button in the date area,
to change the date range to the 01/01/YYYY to 12/31/YYYY.

Tip! If you need to change the report date range to the prior calendar year, click the —|
button.

# Payroll - Payroll Summary [ Licensed to Caselle, Inc. {In-house use only) ) EWE E|@|E|
File Reports MainMenu Edt Help

A B 2| x| 8] »] 8@ 7w

Report Title: |Pnp|ul‘l Summary By Calendar Year [Caselle Master] 3
Defaul Repot: [~ [ 4] 1ota L]
General | Formats | PriterSetp |
R 1] - Check |
POt LNy = S election Citsix
|Cunent Calendar “rear Beginning Feld Wakoe st
to Employes Emp Mo ALL Field
[Cunent Calendas Year Ending Date | |Emplopee Mame ALL Field
Erployes Employes T ALL Field
A 1oz - | =
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Step 4: Print the Payroll Summary

Aripity Corparmion Payeedl Summary by Mame Paga: 1
Chick b Dumtade 0120 be 1 DELINY D T2 Y 12:04pm
Gross §Epanss Tawis Dcdsion s Mat I it
i Chescl Mo B Haurs FC Twp AT P Twr ATt PC Tw ST FC Tw AT
A duestn, George

DY TITED o0 100 GA 33T T400 55 0.5 a5 N B2 TH
TEHN WD 1440 -
TE-00 P 41.19 -
FrO0 S Al

[l iTr g 1t i) 100 GR 0y Ta00 5% 815 - A5.00 M B4 T4
TE-00 WD 1440 -
TE00 P 41,19 -
TT-00 S Al

DY 11003 oo 10 GR W33F  T400 55 01,59 - 2500 N 42,74 -
TE00 WD 14,40 -
Ti-00 P 4.1 -
TT00 5w a4 -

DR TR 10948 0 1000 R S T400 5% 8155 - RS0 M BT
T&00 WD 1440 -
TE-00 P 41,19 -
TT-00 S A1 -

[=RiE e 12013 0 100 GR 23 T400 55 6159 - 2500 N 240,74
TE0 WD 1440 -
00 P #1.149 -
TT00 S 241

Lt i Er iy 107 o] -0 OR I T4l 55 815 - AS00 N 4074
TE00 WD 1440 -
TE-00 P 41,19 -
700 5w mAl-

O BTN 13157 (1] 10D GR 93,33 T400 85 0153 - a5 N 4274

40 HMOoR 0 TEHNO MD 1440 -
TE-00 P 41.19 -
TT00 S 3341

[Sheale iy g 12T 0 100 GR |0y Ta0 5% 8159 - 500 M B4 T4
T500 WD 14,40 -
TE00 P 41,19 -
TT-00 S Al

=T e 12245 o 100 GR W33F  T400 55 6443 - 2500 N 7527 -
400 9-pDOR 4 TSN MD ST -
Ti-00 P 48 10 -
TT00 5w -

e S 127 0 1000 R S T400 5% 8159 - RS0 M BT
T&00 WD 1440 -
TE00 P 41,19 -
TT-00 S A1 -

DO DAY 17384 ] 100 GR 90333 T400 55 LER 2500 N 4D 74
e 300 OR 00 TR0 WD 440 -
00 P #1.19 -
Tr00 S A1

Bebtmrmal Chischs
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Step 5: Verify the Employee Information on the Payroll Summary

Step 5: Verify the Employee
Information on the Payroll Summary

First, use the Payroll Summary to verify employee totals and amounts.

Second, if there are errors in the employee totals and amounts, use Manual Check Entry to

enter corrections.

Third, reprint the Payroll Summary, if necessary.

Do this...

1. Review the Payroll Summary.
2. Verify the employee totals and amounts.
3. Correct any errors in Manual Check Entry.

4. Reprint the Payroll Summary, if necessary.

Tip! Do not throw away the Payroll Summary. State and Federal laws require that you keep

Payroll data for several years. After you have finished using it, you should store this report

in your archives.

# Payroll - Payroll Summary [ Licensed to Caselle, Inc. {In-house use only) )
File Reports MainMenu Edt Help

A B 2] x| B »| 8l[) 7]

Report Title: |Pnp|u|l Summary By Calendar Year [Caselle Master]

Drafauk Report: [ 4] 4] 1ots kM
Genersl | Formats | PriterSetwp |
Report Datefs] - Check lssue [ S election Citer
[Cunent Calendas *f'ear Beginning [Fied Walue [Test
to Errpboyes Emp No AL Field
[Cunent Calendas Year Ending Date | | |Emgloyee Mame ALL Fiedd
Emplovee Emplopes Type  ALL Field

MY 1o N2/ Y _|
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Step 6: Verify that YTD and Range Totals Match

Step 6: Verify that YTD and Range
Totals Match

Look at the last page(s) of the Payroll Summary. Verify that the Year-to-Date and the Range totals

match.

Important! If the totals DO NOT match, there is a problem. Verify the report date range the
report order is Employee Number, and then reprint the report. If the totals on the reprinted
report still do not match, call customer service for assistance.

ARCTY COMpOMETIon

FayTal Summaryby Hame
Check ssue Datels): 00120 Yo 12317201

Fage:

1

Dec 22, 207 12:04pm

Diate
Pevycity Corporation Payrell Summaryby Mame Page: &7
an Check sue Date(s 010 1207t 1 2615207 Dec 22,200 1Z2:04pm
OIAG/Z0Y
Grand Totals: Range Totals
12,763 46 1-00 GR 256,241.30 F4m &5 1385205 . 4000 D 473018 82500 M 0018635 -
4240 2-00 GO 85463 TE-00MD 524564 65000 20000 -
285481 300 GR 0,347.47 TO-00 Fu 12, 75300 -
O1£20/20 207.m 400 GR 50643 TT-00 S 12,502 65 -
oo 8-00 Ghi 2,110.94
42 900 GR 300415
20,295.00 26267422 64,640.40 - 4020018 - 200,126 .25 .
2220
Grand Totals: 204 Yeartn- Oate Totals
r—\ 18,753 .46 1-00 GR /68420 T400 £5 13,252 06 . 40-00 D 4720018 2500 M 200,186 .35 -
@250 200 GO 25462 7600 MD 6,346.64. 6500 D 200.00 -
a5 81 00 GR 634747 600 P 2275306 -
YTD Totals e . -
o0 G600 Ghi 211384
201.52 2-00 GR 3,004.16
f— 20,255.00 36567483 4,549 40 - 4,938 299,156 25 -
03820
Range 20°7T Quate iy ATourEs
\ J Fange PC Title T Quater 1 Quarer 2 Quarter 3 Quater 4
0363 1420 -
386.842.20 1400 Requiar Pay GR 66.281.31 58227 B1 111,468 73 12787535 365 84320
86463 200 Cvertime Pay GO - 12149 T34 85452
8,347 .47 J00 “acation Pay oR 320.22 1,630.26 Q6363 140531 63497 47
S05.43 400 Sck Leaw GR - - 11200 etk ] 50542
D4 B/ - OO Heliday Pay GR - - -
2,119.04 800 Miscellznecus Pz Gl - - 23004 1,880.00 111904
3.004.16 900 Comp Time Fay GR 473.05 452.12 1.204.34 869 55 200416
- 2000 Mise Reimbursar E - - - - -
- 2100 Trawel Reimbursi E - - - - -
DAE Y 473915 4000 1-K Deducion D TH000 - 75000 - 141335 - 132520 473018
20000 G500 Credit Union ] 3200 - 6400 - 4800 - 5600 20000
- 7000 Miscellaneaus O 0 - - - . -
2226905 § 7400 Social SecurityT 55 353907 - 3,801 35 - 710047 - B2TEE 7285205
6,346 640 7500 Medicare Tax MO 2753 - 22001 - 168377 - 1,046 32 5246 54
DB 22,760.06 | 7EO0  Federal Withhold Fuf 2,408 50 - 32,0007 - EEIETER B,040 70 2275208
13,591.65 4 7700 State Withholding S0 0773 - 22T1E7 - 437351 - 4,870 24| 13592 55
200,126.25 2500 Met Pay N 4526715 - 40,641 03 - 94,087 57 - 100,100 40 200,186 25
8600 Direct Deposic N - - - -
Q000 Htate Retirement |
05821 10y 9100 Health Insurance |
9200 Long Term Disat |
9500 SUTA- StaeUn sU
9800 ‘Workers Comper WC
[T kas oo Froof oo oo oo oo oo
Nttt oo des not Rolude d in Froof ™ | —
e G VR PNy W (e —\-.,___\\“1_..,\_1‘_“-\ “\..'L—_"‘\\ W TN,
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Step 7: Review the Quarterly Reports for the 4t Quarter

Step 7: Review the Quarterly Reports
for the 4" Quarter

Print the Quarterly reports for the 4th Quarter that are required for your site:

FUTA Report

State Combined Report

Workers Compensation List

Workers Compensation Report

941 Report (more about this in Step 8)
SUTA Report

SUTA Wage List

SUTA Work-site Report

Tip! You should have received the official Form 941 and Schedule B forms from the IRS.
You may use the corresponding Caselle reports that you will print out here to easily copy
the information to the federal forms. If you want to print the report information directly onto
the official forms, contact Customer Service for instructions.

Do this...

1. Open Classic Payroll > Reports and select the desired reports from the list.

2. Verify the quarterly Date Range selected for the report.

Click the Ellipsis button in the date area.

From the dialog box that appears, click one of the Large Arrow buttons (left to select dates
in the past, right to select dates in the future) until you have changed the date range to the
correct quarter.

B8 Select Report Date(s) @EIE|

« || ] b Types | Varisbles| Dates | [

« || ] , Types | Varisbles| Dates | [

15



Step 7: Review the Quarterly Reports for the 4" Quarter

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

From the Printer Form screen, select the desired printer, verify the settings, and click GO
(CTRL+G).

Review the report for accuracy.
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Step 8: Print the Annual 941 Report

Step 8: Print the Annual 941 Report

The Annual 941 Report is one more way to verify that your annual payroll data is in agreement.
e The Annual 941 Report should match the total of all the Quarterly 941 Reports for the year.

e You can compare the Year-to-Date totals from 941 Report with those found on the Payroll
Summary.

Do this...
1. Open Classic Payroll > Reports > Government Reports > 941 Report.

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

a. Click the Ellipsis button in the Date area.

b. From the dialog box that appears, click the Types button on the top row and select Calendar
Year Date from the drop-down menu. Next click the Types button on the bottom row, and
again select Calendar Year Date from the drop-down menu.

c. Click Accept.

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

4. From the Printer Form screen, select the desired printer, verify the settings, and click GO
(CTRL+G).
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Step

9: Print Annual Payroll Reports

Step 9: Print Annual Payroll Reports

Next, print any annual payroll reports for the current year that are required for your site. These might
include:

e 12-month transmittal reports for all pay codes

e Employee Master List

the entire calendar year being

?IX

Typestg ‘-Iarlal:ules Dates ‘

Typez |"-e"ar|al:|les| Datez ‘J

Accept Cancel |

settings, and click GO

Do this...
1. Open Classic Payroll > Reports > Transmittal Reports.
2. Select the Transmittal Report you would to print for the year.
3. Change the report Date Range to select the check issue dates for
closed.
a) Click on the Ellipsis button J in the date area.
b) From the dialog that appears, click the Types button on the top row and select Calendar
Year Date from the drop-down menu. Next, click the Types button on the bottom row, and
again select Calendar Year Date from the drop-down menu.
c) Click Accept.
8 Select Report Date(s)
CAMCEL LISTBOM
1 || Pap Period D ate
P Month D ate
[uarter Date
Al Calendar vear Date
Current Date [Today]
Cusztom Date
Check |zzue Date
4. Click Preview (CTRL+Q) to preview the report, or click Print (CTRL+P) to print the report.
5. From the Printer Form screen, select the desired printer, verify the
(CTRL+G).
6. Review the printed report.
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Step 10: Print Leave Time Report

Step 10: Print Leave Time Report

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

Tip! If any of the employee's Leave Time Balances are incorrect, from the Payroll menu

select Data Entry > Manual Leave Time Entry to make corrections.

Do this...

1. Open Classic Payroll > Reports > Leave Time Report.

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

Tip! YTD totals will be listed on the current pay period's report. There is no need to change

the dates.

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

4. From the Printer Form screen, select the desired printer, verify the settings, and click GO

(CTRL+G).

5. Review the printed report.

Aoty Comporation Leave Time Aepoit by Humber Page: 1
Pay Perod Daters) MO0 Lo | 2515200 Dep 22, 200y 050 19pm
ELC Rala Rala Hours Hours Hours Hours Hourdy Liahilrty Ity
Emp Ho Mame pC Trt= Mo Dese Beq Bal Ogoryed U=ed Fremain Rate Mmoure

I smih, Jaeh § 300 saeation I vac 1539 58 on oo 15958 1901499 31301
400 Sick Leaw 401 5L 4434 oo 1] 44324 105144 25074

200 Heoliday 00 Hel 2000 on oo 2000 105144 1.560.2]

BOD CompTime 901 Com 275D on ] 2TE0 105144 52042

10 Rockrond, Jukie 300 saeation I vac 456 on oo HWEF 147110 TELE1
00 Sk Leaw Al L 434 on oo W34 147005 FEZAB7

FO0 Holbdaw 01 Hol aoon on n a000 14FA 1176 82

D00 CompTime Q01 Com 4874 on oo 4574 147116 E71.00

16 bdomiz, Sharen 200 Saeation 200 he 7anz on oo Fr0z a.5000 LR
H0D Sk Leaw HalFL 1034 on oo 1034 43000 159.2]

FO0 Hobday T Hol a000 on [ anon asnn FAill 0

2 Gpencar, Annetts 300 Saestion 201 e E202 on oo gz0r 115000 Frd7]
400 Sick Leaw Al L 2208 on oo 2z00 115000 25404

00 Holiday 0l Hel apon on oo aoon 115000 2z0.00

0D CompTime 921 Com o 25 on oo 4725 115000 34138

4 lohnean, Douglas 300 saestion 201 e 5702 oo 1] ATor  15AT™H 201 58
400 Sick Leaw 41 EL 5624 on oo SE2 165TH 28101

00 Holiday 00 Hel apnn on ] apon 185TH 1,257,808

0D CompTime 921 Com 4 50 on oo 4450 150N ap.

30 Puzting George 300 saegtion 31 vac 3047 on oo 3647 130000 el
400 Sk leawe 400 5L 114 on n FAR L F 111} g4 A5

200 Heoliday 00 Hel 2000 on oo 2000 120000 1,040.00

BO0 CompTime 901 Com 4025 on oo 4025 120000 52124

3 Slade, Randy L 300 Saestion 300 e S5 on oo S0.5T 0 140854 ani.sl
400 Sicw Leae 4l 5L o8 34 on nn 4234 14369 Fh0.Ad

200 Holiday A1 Hol 2000 0 g 1] 2000 142654 1.269.21

Boathy, A A N 0D Compelime B Com 00 - —&\ oo wﬂ “1@36_1 "-..._31”6 T

4l FRpberts, Dale B 300 Saeation Al e S5k52 on oo SEAT 134815 7000
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Step 11: Verify Carryover Limits

Step 11: Verify Carryover Limits

Note: If your organization does not use carryover limits, skip to Step 12.

Each Leave Time 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 time rate in use in your organization.

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

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

2. Run Adjust Carryover Limits.*

Tip! If the last pay period of the year does not include the last day of the month, (for
example, a biweekly pay period ending 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.

To setup Carryover Limit Adjustments, do this...
1. Open Classic Payroll > Maintenance > Leave Time Rates.
2. Select the Levels tab to view the Carryover Limit for this leave time rate.

¢ Notice that different levels within this Leave Time Rate may have different limits
Accumulation and Carryover Limits.

e If levels have not been set up, each Leave Time Rate will have to be checked individually.

Bz Payroll - Leave Time Rates Maintenance [ Licensed to Caselle, Inc. (In-house usEHE] E|@I|E|

File Maintenance MainMern Edit Search Inguiry Help
|58 [7 Blx[or] B o 5 5| &| $[2] =| B = 2| [
Rate No: | |Rate Mo RRIEIERET (3]
Rate Mo: 301 Wacation - Freed Hours

General Levets | notes |
Lewal Descrption Monthz | Houss Accurdation Limit | Canmpoves Limit | «

» VacationFwed Hrs - 0 w0 2| 108 120.00, B000
2 VacationFoed Hes - 210 w3 108 462 160,00 20.00
3 VacationFoed Hrs - 11+ ws 3333 E16 200,00 S0.00

20



Step 11: Verify Carryover Limits

3. Select the General tab.

excess hours accumulated to the Carryover Limit. For example, Calendar Year-end,
Anniversary Date, or Fiscal Year-end.

File Maintenance MainMenu Edit Search  Inguiry Help

fill/7D[X|e] B o 5| | @] ¢l3] =| W 5] 2] (2
| Rate No | [ 4] t1es kM|

Click on Adjust to Carryover At and select the appropriate carryover option to adjust any

Rats Nec |
Rate No: 201 Vacabion - Freed Hours
General | Lewvels | Notes |

|Hm Mex [ﬁl
Descriphior: [Vacation - Foved Hows
Abbrevisted Description: [Vac
Type: [Fied  +|
Modfier: [100.00 %

[ Adust o Canyover ot [Calendas Year End ;|]
|

[ Can Exceed Accumulation Limi

ritial Level Dale Based oy |Hire Date -

To run Adjust Carryover Limits, do this...

Note: Only perform these steps if Adjust to Carryover At is set to Calendar Year-end.

1. Open Classic Payroll > Miscellaneous > Leave Rate Options > Adjust Carryover Hours.

2. Read the notice on the screen. Be sure you have a backup of your Payroll files before
proceeding.
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Step 11: Verify Carryover Limits

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.

F. Payroll - Adjust Carryover Hours { Licensed to Caselle, Inc. (In-house use only) ** [EJ EI@”E|
Fiz Miscellansous  Main Menu  Help

2| @] T|n?
'2 Make sure pou have a c backup bef proceeding.
- Thiz option wall adpest emploves leave ime hours based on the settings fos the selected beave rabefs).

-
= Anniversarn Date - hours will be adpusted if the anniversary date is within the curment pay penod.
* Calendar Vear End - hows will be adusted i the calendar year end date is vathin the curment pay period.
® Figcal Year End - hours will be adpusted if the fiscal yeas end date is withan the cusrent pay penod

Cusrent Pay Penod: 131 7200Y vo 120317200y

Emplopes Mols) Options

[ vi

4. Check the Adjust Carryover Hours checkbox.

5. Click GO (CTRL+G).

22



Step 12: Verify ID Numbers

Before preparing 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

e Employee Social Security Numbers

To verify the Federal Employer ID Number, do this...

1. Select Classic Payroll > Maintenance > Federal.

2. Select the General tab.
3. Verify the Federal Employer ID Number.

General l Withholding Rates ] EIC Rates

Federal Emplayer 1D No: |99-9999934

To verify the State Tax ID Number, do this...

1. Select Classic Payroll > Maintenance > Pay Code.

2. Display the State Withholding Pay Code (e.g. pay code 77).

3. Select the General 2 tab.

4. Verify the State and State Tax ID Number in the upper right.

To verify the Employee Social security Numbers, do this...

1. Select Maintenance > Employee.
2. Display the first employee record.

3. Select the General tab.

4. Verify the employee’s Social Security Number (SSN).

5. Repeat for each employee.

Step 12: Verify ID Numbers
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Step 13: Verify General Ledger Update

Step 13: Verify General Ledger Update

Next, verify with your GL person that all General Ledger updates for the year have been completed
properly. If this is your responsibility, you will need to check each journal to make sure there are no
duplicate transactions in any of the pay periods through the month of December.

Do this...

1.

2.

Open Classic General Ledger> Inquiry > Account Inquiry.

Click the Journal tab.

In the Lookup bar, enter the desired journal code (in other words, PC, PB, CDP, or CDPT or the
corresponding journal codes used by your site).

Verify that no duplications exist in the journal for any pay periods for the entire year being closed.
(Any duplications should have already been caught during GL Bank Reconciliation.)

Repeat steps 3 and 4 for each of the Payroll journals in use by your site.

General Ledger - Account Inquiry | Licensed to Caselle, Inc. {In-house use unlE]El E||E|E|

Fila Iruiry MainMeru Edt  Search Mantenancs Period Other  Help

5| # 43| 8| oA B 7]V

Joumat [

A= 3D

I = [M[4]

I | Josnst PC PAYROLLJOURKAL ]—@

Date | Jownd | RefHo | Fapes o Desciipbon  /  GLAccountNo | Amount | =

DaA2/20 FC 101 | PAYROLL TRANS FOR 3124 PAY PERIOD B

5380-110 SALARIES & WAGES 135261
[AA2/2  FC 201 PAYROLL TRANS FOR 312/ PAY PERIDD

10-48-110 SALARIES & 'WAGES 250592
D220 FC 301 | PAYROLL TRANS FOR 37124y PAY PERIOD

0222600 MISC DEDUCTIONS PAYABLE 1375.00]
DAN2/20W  FC 401 | PAYROLL TRANS FOR 37124 PAY PERIOD

02-22210 FICA PAYABLE [1.550.45)
DAN2/20W PO 501 | PAYROLL TRANS FOR 37124 PAY PERIOD

02:22220 FEDERAL W/H PEYABLE [1.270.08)
DAN2/20% FC E.01 | PAYROLL TRANS FOR 37124 PAY PERIOD

02-22230 STATE W/H PEVABLE 75355
DA2/20W  FC 701 | PEYROLL TRANS FOR 3124 PAY PERIOD -
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1.

2.

Step 13: Verify General Ledger Update

Tip! If you prefer to review the journals on paper rather than on the screen, follow these
instructions.

Open Classic General Ledger > Reports > Journals.

In the Selection Criteria, double-click on the Value column heading. Enter the desired journal
code (i.e., PC, PB, CDP, or CDPT) in the Enter Value field, and click Accept.

Change the GL Period to the beginning and ending dates for the entire calendar year being
closed (January - December).

Click Preview (CTRL+Q) to preview the report, or click Print (CTRL+P) to print the report.
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Step 14: Review Pay Codes

Step 14: Review Pay Codes

The Subject To and Exempt From designations are used to identify portions of a pay code that are

either subject to certain taxes, or exempt from taxes.

Do this...

1. Open Classic Payroll > Maintenance > Pay Code.

2. Display the first pay code.

3. Onthe General 1 tab review the Subject To or Exempt From selections for the pay code.

Reminder: Deduction codes set as Exempt From will reduce the amount of wages listed
in boxes 1, 3, 5, and 16 on the W-2.

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

ayIc

File Maintenance MainMenu Edit Search  Inguiry

AllsRlxle] B o # 5| &) $l2] = 2| 22| (2
Poy Cods: | [PayCode/SubCode | [M[4] 1033 »|M]
Pay Code: 100 Reguls Pay
Geerslt | Genersl2 | PayPerods | weariom | metes |
Pay Code: | 1  CoudotionOuder [ 1 .| |
Sub Code: |00 Pay Code: 40-00 401K Deduction
Tite: [Fiegula Pay General | Geners2 | PayPeods | w.2/1089
Abbeevisted Tile: [Regulsr Pay Code: [
Trpec Im Sub Code: |00
6L Account [FFOD110 o e _@m [407 Deducton
Partisl GL Ho -] Tithe: [401E Ded
Tipe: [Dedction | =] N
S GL Accoun: [02:22550 _J N
Socid Secuty. ¥ [10000 % suTa  [10000 % DEFERRED muytmxm*rm -
Medicare: ¥ [10000 % s r [ mx
] Exempt Fiom
:ﬁ :2$: w:::q::%: SocSecuty, [ [ 00 % sora - [ 0%
Medcae: I~ [0 % Futa [0 %
PwT: lﬁx Ratpament [ I_!‘
SWI 7 [10000 5 wedensComp [ [ 0 x
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Step 15: Determine Box 10-12, 14 Info

Step 15: Determine Box 10-12, 14 Info

The IRS requires specific information to be reported 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.
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Step 16: Report Box 10, 11, 12, and 14

Info

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 Pay Code Maintenance to place the information

Step 16: Report Box 10, 11, 12, and 14 Info

for each pay code into the correct box on the W-2.

Tip! Your accountant/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.

To select W-2 Box 12 Codes, do this...

1.

2.

down list.

Tip! Each of these codes and their descriptions, as shown here, can be found by clicking

Select the W-2/1099 tab.

Open Classic Payroll > Maintenance > Pay Code.

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

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

the What's This? Field Help button, by pointing your cursor on the W-2 Code (Box 12) field

and clicking in the field.

W-2 Code

Select one of the folowing from the drop-down kst
Blank

Allnoabecied-Boscial Security tax on tips.

B Uncolizcted Medichre tax on tips
C  Cost of group-tengelite insurance coverage over $50,000

Pay Code: 405000 404 K. Deduaction
Gereral 1 '! General 2
g

W2 Code (Box 12} (11 ~]
W2 Othes Desc (Bow 14} [

Depardert Cans:
Honlualhed Flan:

D Contributions made to plan section 401(k).
anbroubong made 1o plan sechion |
F Contribubons made to plan section 408(kKé)
G Contributions made to plan section 457(b).
H  Contributions made to plan seclion S01(CH18ND).
J  Sick pay not included as income.
K Taxon excess.
L Hontaxable part of employss busness expenss rémbursements
M Uncobected Socal Security tax on cost of group term-ife insurance coverage
over 550,000

H  Uncobected Medicare tax on cost of group-term ife nsurance coverage over
S50,000

P Excludable moving expanse reimbursements.

R Employeér contributions to 8 medical savings accound

§ Employes salary reductsn under & section 803 (p) SMPLE

T Adoption benefits.

¥V  Income exercise of non-siatutory stock oplion(s).

W Employer's contrbubon to an employes’s Healh Savings Account
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Box 12 Codes List

Code

A

Description

Uncollected social security or
RRTA tax on tips.

Uncollected Medicare tax on tips.

Taxable cost of group-item life
insurance over $50,000.

Elective deferrals to a section
401(k) cash or deferred

arrangement plan (including a
SIMPLE 401(k) arrangement).

Elective deferrals under a section
403(b) salary reduction agreement.

Elective deferrals under a section
408(k)(6) salary reduction SEP.

Elective deferrals and employer
contributions (including nonelective
deferrals) to a section 457(b)
deferred compensation plan.

Elective deferrals to a section
50(c)(18)(D) tax-exempt
organization plan.

Nontaxable sick pay.

20% excise tax on excess golden
parachute payments.

Substantiated employee business
expense reimbursements.

Uncollected social security or
RRTA tax on taxable cost of group-
term life insurance over $50,000
(former employees only).

Uncollected Medicare tax on
taxable cost of group-term life
insurance over $50,000 (former
employees only).

Step 16: Report Box 10, 11, 12, and 14 Info
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BB

CC

DD

EE

Excludable moving expense
reimbursements paid directly to
employee.

Nontaxable combat pay.

Employer contributions to an
Archer MSA.

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

Adoption benefits.

Income from exercise of
nonstatutory stock option(s).

Employer contributions (including
employee contributions through a
cafeteria plan) to an employee's
health savings account (HSA).

Deferrals under a section 409A
nonqualified deferred
compensation plan.

Income under section 409A on a
nonqualified deferred
compensation plan.

Designated ROTH contributions
under a section 401(k) plan.

Designated ROTH contributions
under a section 403(b) plan.

HIRE exempt wages and tips (2010
only).

Cost of employer-sponsored health
coverage.

Designated ROTH contributions
under a governmental section
457(b) plan.

Step 16: Report Box 10, 11, 12, and 14 Info
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Step 16: Report Box 10, 11, 12, and 14 Info

To complete W-2 “Other Desc” Field, do this...

1. If your site requires a description for Box 14, you may enter it in the W-2 Other Desc (Box 14)
field. In addition, if you are also required to include the Box 14 amount, you will need to check the
Include Amounts checkbox.

2. If the pay code is for dependent care, such as a cafeteria plan payroll deduction, check the
Dependent Care checkbox.

3. If you are required to print the total amount of distributions to an employee for a non-qualified
deferred compensation plan, check the Non-Qualified Plan checkbox.

Tip! Box 14 descriptions may include items such as: Contributions to employee pension
plans, Union dues, Health insurance premium payroll deductions, Moving expenses, and so
on.

Reminder: If you have any questions about the information required on your W-2 forms,
consult your accountant/auditor for the specific information required for your site.

F4 Payroll - Pay Code Maintenance | Licensed to Caselle, Inc. (In-house use only) f'l_—bj@ El@“gl
Fil2 Mainkenance Main Meru Edt  Ssarch  Inguiry Help

A7 Bxles| B] o 8] i| 8] ¢l3] =] 2] 2| [/

Pay Code- | [Pay Code/SubCode =] (M| 4] 11228 p M|
Py Code: 40400 401K, Deduction
Genersi1 | Genersiz | PayPerods | W2/1098 || pates |

W-2 Code Box 12 [0 =]
W-2 Othes Diese [Box 141 | I Inchade Amourts: |

I_ Dependent Corec [
@ g - .
!
: iy A T T L‘---_L-\___H\"L-._\,‘_“_h'\ [ |
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Step 17: Review Employee Wage/Job Info

Step 17: Review Employee Wage/Job
Info

The next step is to review the W-2 setup and Subject To options selected for each employee.

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.

Do this...

1. Open Classic Payroll > Maintenance > Employee.

2. Display the first employee record.

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

4. Onthe Wage Info tab, verify the Subject To options selected for the employee.

5. Repeat steps 3 and 4 for each employee.

Emg 5 S, Jacob 5
mdmmmu]mlem | | otes |
Hee Dje: [G471971583 [ e T
Areivessay Dle [ 047191553 [0 Retrement Plarc 1
RetQusicaionDhe: [ ] et ol
Rletied Dt =l
TeminatedDe [ E| /"3-\\ T
Temination Reasor: | \_/
wok St [ |
Wik State: m
W Class Code: [Chical / Dffice | sen0
Defa GLActyNe: [0 Srith, Jacob S
DefahdobNe: [ | soowe [[Wegeinto ||| asocatcn | paycodes | | | notes |
Cuneral  [Retiomend ISUTA 1 oo Frecuency: [Frwe =] ([Suwato )
Estmated Aneusl Hours: [208000 smasxi g
Houly Rate: [1961 FwT: ¥
Wage Schedul: # Fs,"':::“r';
wogeGiode [ #4)| SUTA:
Wage Shep: |_'3ﬂJ e ”
SUTAType: [Fegdm =]
His Worked fos O Test [#0.00 \_ _
Mo of Wieeks fos OT Test [ 1
Employee Type: [341 -

Ganerad | VWRROENG
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Step 18: Run Checkout

Step 18: Run Checkout

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

Important! If there are any errors to the Checkout report, contact Customer Service for
assistance.

Do this...
1. Open Classic Payroll > Miscellaneous > Checkout.
2. Run Checkout for ALL employees.

3. Verify the Beginning and Ending Date. These 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.

¥ Payroll - ( Licensed to Caselle, Inc. {In-house use only) )
Fie  Miscelaneous  Main Menu  Help

4 @ 7%

Emplovee | ofher |
Emplopes Moz
o v|
[T Checkout Prior Years
[+ Emplopes Information

[¥ Percent Alocation [v Posilive FICA, PwT, and SWT Amts

[+ Single Active Met Pay Code I

™ Vakd Pay/Sub Code 20
¥ Missing Social Secuity Humber [v Social Securty Calculation

% Veriy Monthly Pay Periods [v Medicare Calculation

[ Matching Dates [Beginnhg Date: [01701720% ]

I~ Workers Compensation Pay Code EndngDate: 127317200 (1|

4

4. Click GO (CTRL+G).
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Step 19: Backup Current Year

Step 19: Backup Current Year

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

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

How to backup the Payroll database

Important! These instructions will help you make a temporary copy of your database
information. Your IT/IS staff can assist you in making permanent backups.

Part I: Set the Send/Load Paths

1. From the Caselle Applications menu, select System Management > Caselle Data Exchange.
2. From the dialog box that is displayed, click the Send button in the Databases area.
3. Another dialog box will appear, allowing you to identify the Send From and Send To paths.
a. Do not change the Send From path.
b. Look at the Send To path.
o If you want to save the backup to a disk, leave the Send To path as it is.
o If you want to save the backup to another location (such as on your network for
future transfer to CD-ROM, etc.), click the Change Dir button in the Send To

area and identify the new location in the dialog that appears.

4. Click Accept to continue.
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Step 19: Backup Current Year
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Part 2: Select the Payroll database

5.

From the Selection form that appears, select the PRW.MDB database from the list of Available

Databases in the left-hand column and click the Move button.

hand column.

Click Accept to continue.

Verify that the PRW.MDB database has been moved into the Selected Databases list in the right-
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Step 19: Backup Current Year
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Part 3: Saving the Backup Payroll Database

8. The next dialog box asks for a Send Filename for the backup. Enter a name for the database,
and click OK.

Tip! For ease in identifying the backup file at a later date, a simple name such as PR2018,
indicating the Payroll YYYY database is recommended.

Aaw - Caselle Data Exchange

Erter the Send flename [ Up to 240, AZ and 09 onlp }
_ Concel |

o |PR20Y VB ackug ]

9. Depending on your earlier choice of Send To path, you may see other dialogs giving you specific
instructions for your situation, such as to label and insert diskettes. Follow the instructions
displayed on these dialogs, clicking Yes or OK when you are ready to continue.

10. The Compressing Files dialog will appear. The green bars will track the progress of the backup.
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Step 19: Backup Current Year

Compressing Files

11. When the backup is completed, the system will return you to the Caselle Data Exchange dialog.
The word Finished will be displayed.
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12. Click the Exit button to close the dialog.
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Step 20: The W-2 and 1099 Process

Step 20: The W-2 and 1099 Process

This step contains several tasks, which must be completed in order:

% Step 20a — Convert W-2 and 1099 information from Payroll

< Step 20b - Verify the converted information for each employee and make corrections as needed
« Step 20c — Verify the Control table W-2 and 1099 information

« Step 20d — Run W-2 & 1099 Checkout

«» Step 20e — Print and review sample W-2s, making any necessary corrections

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 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 after performing the year-end
steps as possible. You may wish to schedule the print job for a time when printer traffic is
low.
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Step 20A: Run Convert from Payroll

Step 20A: Run Convert from Payroll

Tip! When you open this application, you may see a series of dialog boxes asking if you
want to create and/or update the Government Reporting (GRW) database. Click Yes on each
of the dialog boxes to continue, and then click OK when the database has been
created/updated.

Do this...

1. Open Classic Payroll > W-2 & 1099. This will open the Caselle Government Reporting
application.

2. From the Government Reporting W-2 & 1099 Main Menu, select Miscellaneous > Convert from
Payroll.

3. Verify that the year displayed 20YY is the year you wish to convert and click GO (CTRL+G).

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

5. From the Printer Form screen, select the desired printer, verify the settings, and click GO
(CTRL+G).
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Step 20B: Check the Conversion Printout and Match the Totals

Step 20B: Check the Conversion
Printout and Match the Totals

Do this...

1. Compare the totals for each employee with those on the Payroll Summary.
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Step 20C: Verify W-2 and 1099 Information

Step 20C: Verify W-2 and 1099
Information

Compare the totals for each employee with those on the Payroll Summary.

Verifying converted W-2 information

1. Open Classic Government Reporting W-2 & 1099 Main Menu > Maintenance > W-2
Employee.

2. Review each employee record carefully to ensure the converted data is accurate.

Verifying converted 1099 information

3. If you have 1099 employees, open Classic Government Reporting W-2 & 1099 Main Menu >
Maintenance > 1099 Recipient.

4. Review each 1099 Recipient record carefully to ensure the converted data is accurate.
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Step 20C: Verify W-2 and 1099 Information
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How do | combine multiple W-2s

If you have an employee receiving two (2) or more W-2s, you have the ability to combine

these W-2s into one.

1. From the W-2 Conversion Report (created in Step 20-A) find all employee numbers for this

employee.

2. 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.

3. Select Classic Government Reporting W-2 & 1099 Main Menu > Maintenance > W-2

Employee.

4. When prompted, specify the employee number and year for which you wish to view this

employee's record (YYYY).

5. Display the employee record you wish to keep for this employee.
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Step 20C: Verify W-2 and 1099 Information

6. On the Wage Info and Wage Info 2 tabs, type the new totals into each of the W-2 fields.

7. Display the employee record you w

ish to discard for this employee.

8. Click the Delete button (Ctrl+D) to delete this record.
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Step 20D: Run W-2 and 1099 Checkout

Step 20D: Run W-2 and 1099 Checkout

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
was displayed during Step 20A - Convert from Payroll that there are more pay codes
marked for any one box than will fit on a single W-2 for this employee, you will not be able
to combine the W-2s.) For instructions on combining multiple W-2s, click the link below. If
this does not apply to your site, continue to Step 20E.

Do this...
1. Open Classic Government Reporting W-2 & 1099 Main Menu > Miscellaneous > Checkout.
2. Set up Checkout for ALL Employee Numbers and ALL Account Numbers.
3. Mark all checkboxes.
4. Click GO (CTRL+G).

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

6. From the Printer Form screen, select the desired printer, verify the settings, and click GO
(CTRL+G).

7. Review the report for accuracy.
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Step 20E: Print the W-2s

Step 20E: Print the W-2s

You can print the W-2s and 1099s (if applicable) now, or you can wait until later. You should
print the W-2s and 1099s as soon as you complete the Payroll Year-end Checklist. If you need
to print 1099s, use these instructions and substitute 1099 for W-2.

Print sample W-2s to scratch paper

Do this...

1. Open Classic Government Reporting W-2 & 1099 Main Menu > Reports > Form W-2.
2. Select the desired form style from the Report Title drop-down list.
3. Load scratch paper in the printer.

4. Click the Print button (CTRL+P).

Review and verify the items in each box of the W-2 Form

Review the sample W-2s. Check to make sure the information prints in the right location on
the W-2 Form. You can place the W-2 Form behind the W-2 that is printed on scratch appear
and hold it up to the light to see if the W-2 information is printing in the correct position.

5. 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. You can place the W-2 Form behind the W-2 that is printed on
scratch paper and hold it up to the light to see if the W-2 information is printing in the correct
position.

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

You will also want to check the printed information on each W-2 to make sure the printed information
is correct.

If corrections to amounts are required, enter corrections
in the Payroll system

Important! If errors in the sample W-2s (see instructions on the next page) require you to
make corrections in Payroll, repeat Steps 18 and 20. You will also need to recombine the
multiple W-2s.
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Step 20E: Print the W-2s

Print the actual W-2 Forms

6. Open Classic Government Reporting W-2 & 1099 Main Menu > Reports > Form W-2.
7. Select the desired form style from the Report Title drop-down list.
8. Load the W-2 forms in the printer.

9. Click the Print button (CTRL+P).

Tip! If the actual W-2s will not be printed at this time, they should be printed as soon after
performing the year-end steps as possible.
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Step 21: Reporting W-2 Information to the IRS

Step 21: Report W-2 Information to the
IRS

There are two factors that determine whether to report using magnetic media. First, organizations
that have 250 or more employees must report using magnetic media. Second, if the organization
has less than 250 employees, you can still choose to report using magnetic media but it is not
required.

Do I need to report on magnetic media?

If there are fewer than 250 employees at your site, you should submit your W-2 information
according to the instructions that have been provided to you by the IRS. You do not need to
report on magnetic media, continue to Step 22: Important Reminder

If there are more than 250 employees at your site, you may be required to submit your W-2
information using

Please note that many states have different requirements for electronically filing.

Tip! If you need to submit W-2 information using Electronic W2/1099, and the Miscellaneous
> Create Electronic W2/1099 W-2 File option is not active at your site, you will need to
contact Civic Sales to purchase this tool.

Create Electronic W-2/1099 File

1. Open Classic Government Reporting W-2 & 1099 > Miscellaneous > Create Electronic
W-2/1099 File.

2. Fill in the fields on the form.

3. Click GO (Ctrl+G).
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Step 22: Important Reminder!

Step 22: Important Reminder!

Be sure ALL payroll reports for the current year and updates to the General Ledger have been
completed BEFORE proceeding to the next step.
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Step 23: Perform Year-end Closing

Step 23: Perform Year-end Closing

Once you have completed the previous steps, performing the year-end Closing is simple.

Do this...

1. Open Classic Payroll > Miscellaneous > Year-end Closing.

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

Important! If your system does not display the correct year (2019), contact Customer
Service.

File Miscellanecus Main Menu  Help

| © 7]\

The Current v'ear will be updated to; | 2020

3. Click GO (CTRL+G).

4. When the Year-end Closing is complete, a dialog will appear. Click OK to close this dialog.
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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 24: Load New Tax Rates

Step 24: Load New Tax Rates

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
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 (i.e.,
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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Step 25: Print a New Pre-List

Step 25: Print a New Pre-List

The Pre-List is used to gather information from employee timesheets to prepare it for being entered
into Payroll. If you use the Pre-List at your site, you may find it helpful to print a new Pre-List at this
time.

Tip! If you also use Caselle's Timekeeping application at your site, the employee hours are
automatically transferred to the Payroll application, and you do not need to print the Payroll
Pre-List.

Do this...
1. Open Classic Payroll > Reports > Payroll Prelist.

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

3. Adialog box will be displayed, asking you to set the report values. Click Accept to accept the
default values.

T Enter Report Values

Field Walue Test

Employee Pay Peiiod Frequency. [T .| Fieid

=

4. From the Printer Form screen, select the desired printer, verify the settings, and click GO
(CTRL+G).
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Step 25: Print a New Pre-List
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Step 26: Enter New Payroll

Step 26: Enter New Payroli

Congratulations!

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

IRS Business — Employer information
http://www.irs.gov/businesses/index.html?navmenu=menul

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=tabl

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

Minnesota Department of Revenue
http://taxes.state.mn.us/Pages/index.aspx

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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