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1. Registration — 11:45 - 12:00
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Changes to Mas for the 2010 filing season
Procedures for balancing your books
Archiving and period end processing
Electronic reporting options

Services we provide.

Ry

MR

AX e keith@ascglic.com
-213- 4106 o 318-227-0324 F
318213 ‘?ggos I)'-‘(ern Ave., Suite 202 - Shreveport, LA 71105



Year End Preparation and Processing
in Sage MAS 90 and 200 Systems

Keith Perkins, CPA
318.213.0375 x106
keith@ascgllc.com
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Year End Topics

» Archiving Prior Year
+ IRD?
« Payroll Procedures

* 1099 Procedures

» Electronic Reporting
* Closing Modules

* Miscellaneous
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Archiving Prior Year
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Archiving for 4.x

« Copy company replaces SVDATA
* Instructions found in Help
- Select LM Main, Company Maintenance

~ In the Company Maintenance window, enter a company code and

company name (i.e.: F10 (company code), ABC Distributing 2010 backup
(company name))

— Click Copy

— In the Copy Data window, at the Source Company field, enter the
company you are copying FROM

— Select the Data Check Box corresponding to each module that you want
to copy data from

— Select the Forms Check Box corresponding to each module that you want
to copy forms from

-~ Click proceed
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Archiving — Copy Company
Results for 4.x

* Verify that your company was copied
properly, use the PR quarterly tax
report

— Tie the quarterly and annual results
between the original (source) company
and the archive (target) company

— Confirm you have complete information
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What’s an IRD do | need
one”?
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Should | load the IRD?

* |RD - interim release download: see the
FAQ’'s document; available approx 12/17

— Contains changes for this year’s filing season
— How to determine your version; help/about
— Check external backup before installing IRD

— Check your add-ons in MAS that might be
affected by the update; see the FAQ's

— Logon to Sage Software Online to download
» IRD is for AP, Payroll, and Electronic Filing Modules
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IRD Download Instructions

» Use your login into www.sagemas.com
upper right hand corner login button

* Go to Support Tab, select MAS 90/200

« Select Interim Release Download under
Download heading

 Call if you need assistance — 318-213-0375

 Mas version info and TTU; run
LM/reports/installed modules listing

« Do not install the TTU until 2010 reporting is
finished.

12.13.10 Agcounting
Sage MAS 90 & 200 User Group Meeting Consulting

Group, LLC



Payroll Procedures
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Payroll — Printing W-2s

« Changes to W-2s for 2010
— Added box 12 code “CC” for HIRE act wages

* Preprinted form printing

- Test your printing to plain paper to resolve
alignment issues and check totals and boxes

e Ensure you have installed the 2010-Q2
update that modified program for HIRE act

You can verify name/ss# combinations using
www.ssa.gov to avoid rejections.
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- Payroll - Printing W-2s (cont.)

Multiple state W-2s print after'the federal forms

Dependent care and non-qualified amounts must be
entered prior to printing.

Remember to include non-cash fringe benefits
before last check issued for the year

Check your Box 12 codes in deduction maintenance
and on the W-2 printing window

Run a report on the pension box in employee
maintenance (driven by check box in emp maint)

Preview gour forms to test your totals (FICA limit is
$106,800) same as last year.
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Payroll — Printing W-2s (cont.)

Laser forms — 2 per page are not collated
(i.e. each copy must be printed for al
employees before the next copy can be
printed) and activates the No. of Forms field

Laser forms — 4 per page activates the Tab
Right and Skip Lines fields for setting and
resetting-Need a copy A if not e-filing.

Keep employer copy handy for employee
requests for W-2 copies

. Preview may not represent printed.
. Verify 941 reads 2010 and HIRE act boxes
s vehly ot e AN Ve
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Payroll — Closing the Year

Check your settings in Payroll Setup and
Payroll Options

Archive payroll again if you changed any
employee data

Check your reports and totals before
completing the process

Perform period end when ready

Change workers comp methods and pension
limits before first payroll

Make any changes to Benefits
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Payroll — Additional Features

Integrated Direct Deposit
Email D.D. Stubs with paperless office
Payroll integration with Abra HRMS

Payroll integration with Galaxy Time
and Attendance Software/Hardware

Accounting
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But | need to run a Payroll in
2010 now!

* No problem

* Check your archive, then close your main
company

* Proceed as normal in main company

* Process all W-2s and reports from archive

* Be careful — check your company
iInformation

« IMPORTANT —-do notinstall Tax Table
Updates yet
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Payroll Tax Table Updates

* For Q1 2011, versions 3.73 — 4.40
» Be careful of the timing of your update

* Print your W-2s before updating tables, if possible

* Sage will be emailing a reminder to download the
latest tax tables — need to have online access to
Sage’s site in order to download the updates

+ Need a profile? Choose “Register Now" at
http://sagesoftwareonline.com/eservices.

- If you have modified your tax tables, see us to make
sure you do not loose your modifications (ex: local)
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Payroll Tax Table Updates (cont.)

* Watch for changes in the FICA ($106,800) —
OASDI limits and the printing of W-2s.

* 941 updates - If your 941 does not have 2010
on it, you will need an update.

* Optional - remove quarterly backups and keep
annual archive.

* You will need another 941 update before the
end of the 15t quarter on 2011.

* The 2010 FICA-OASDI wage base is $106,800
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Important Deadlines
Date Description

December 17, 2010

Interim Release Download available from Sage

Now

I BSO will begin accepting tax year 2010 submissions

4

January 1, 2011

Update payroll system to reflect the 2011 wage base rates — visit
www.ssa.gov/pressoffice/factsheets/colafacts2010.htm

January 31, 2011

Deadline for supplying W-2s to employees

February 28, 2011

TLDeadline for filing paper W-2s; electronically file states-check with

the state-LA is Feb 28, 2011.

March 31, 2011

Deadline for filing electronic W-2s (The IRS will consider electronic
annual wage reports for tax year 2010 to be late if submitted after
this date.)
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Payroll

Questions? Comments?
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1099 Procedures
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AP Year End Processing

» Copy Company (4.x)

* Print reports and tie totals as needed for

purchases, payments, general ledger
balances, etc. Tie AP trial Balance to GL.

» Check your settings in Accounts Payable
Setup and Accounts Payable Options-
especially 1099 history years.

« Copy Company (4.x) again after changes
and also backup
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AP Year End Processing (cont.)

* Process the Check History report
— Sort by vendor number
— Use to support the 1099 forms totals

 Review Vendor Maintenance additional tab
and make changes, as necessary

» Collect Tax ID numbers now!! (W-9's)
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AP Year End Processing (cont.)

* Program updates-IRD affects 1099-INT & 1099-DIV

* No Program changes for 1099-MISC

- In 2006, changes were made to the 1099-INT form for
Boxes 8 & 9

- Since 1099-INT is not commonly used, Box 8 (Tax Exempt
Interest) and Box 9 (Specified Private Activity Bond
Interest) do not update with data or print on the form.

- See www.irs.gov for instructions for 1099-INT form (if you
business must complete Boxes 8 & 9).
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AP Year End Processing (cont.)

* Select the Form 1099 Printing report option
— Select Form to adjust printing positions, etc.

— Select the proper form types to print and the
limits on printing ($10 and $600)

— Include all company information and the federal
ID number

- IMPORTANT - if you file 1099s electronically,
you MUST say NO to the prompt “Do you want to
increment the default 1099 calendar year field in

the accounts payable options window to the next
calendar year?”
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AP Year End Processing (cont.)

 Completion of forms 1099

— Select to “increment the calendar year” only if all of the
1099 forms for all vendors and vendor types and form
types have been printed and verified, and you have
already created your electronic reporting file (if
applicable) Possibly calendar for later.

— Answering ‘Yes’ to “Do you want to increment the

calendar year?” changes the default 1099 calendar year
setting in Accounts Payable Options

— MAS 90 does not print a 1096 form
— As of version 4.2, it is not necessary to “clear 1099 info”.
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AP Year End Processing (cont.)

» What happens during period end
processing?

— P/E looks to your AP setup options to determine
what to keep and what to clear out.

— AP setup, additional, days to retain paid invoices
— Check the history tab settings
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AP Year End Processing (cont.)

« What happens when it clears out data?

— History will be purged according to
settings

— Fiscal year and period settings are
iIncremented by one year and to period
one
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Accounts Payable

Questions? Comments?
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Electronic Reporting

Procedures
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Electronic Reporting

« Magnetic Media module is now called
Electronic Reporting
- Program update: IRD affects e-file formats
— Some states still allow magnetic media filing
- Processes federal and state information
— Muitiple companies are processed separately

— Required if > 250 W-2s, but strongly
recommended for all entities

— Mas has links build in on the menu for |RS &
BSO
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Electronic Reporting (cont.)

Cost of module - $535.00
Sign up for PINs

W-2s — go to SSA-BSO at
www.ssa.gov/employer
1099s - filed with IRS (go to
https://fire.irs.gov/)

Electronic submissions have varying
due dates
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Or, Integrated fee for service provided by
Sage

* Using the e-filing services on the
payroll period end menu or the
accounts payable reports menu
powered by Aatrix.

* You can, also, pick and choose which
forms or reports to file this way. We
have had good success with the SUTA
report and electronic filing.
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Closing Modules
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Order of Closing

1. System Wide Backup

9. TimeCard

2. Bill of Materials

10. Electronic Reporting

3. Work Order

11. Payroll

4. Bar Code

12. Accounts Receivable

5. Purchase Order

13. Accounts Payable

6. Sales Order

14. Job Cost

7. Inventory Management

15. General Ledger

8. MRP

Finished!!
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Year End Processing

» Copy Company (4.x) if not already done

» Full period end check lists are included in
the help section of Mas.

* Check each module’s setup options for
history retention.

 For Sales Order and Purchase Order, run
the open sales order and purchase order
reports to check for accuracy. Do not
included completed orders. Reconcile the
purchases clearing account if need be.
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Year End Processing (cont.)

« For inventory management, perform a
physical count, then tie the I/M trial balance
to the general ledger balance.

» For accounts payable and receivable, tie the

module’s trial balances back to the general
ledger.
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GL Year End Processing

» Copy Company (4.x)
* Print reports and tie totals as needed for
journal entries, financial statements, etc.

» Check your settings in ‘General Ledger
‘Setup’ ‘General Ledger Options’

« Copy Company (4.x) again after changes
and also backup
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Miscellaneous
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Miscellaneous Help on Year End

» Forms website — https://sage.checks-and-
forms.com or call 877-246-2378

* Use your login into www.sagemas.com, login
top right and choose Support

— select Sage MAS 90 and 200, and scroll
down to the bottom of the page for Year
End Processing Information
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Coming in 2011

* Mas Intelligence module to slowly replace Frx.

* We will be continuing with Service Updates to the
4.40 release-see handout for details of each SU

» Mas 4.5 scheduled for Q3 2011 with more Extended
Solutions titles incorporated into the core product

*+ Also, 4.5 will simplify the reversal process for
common transactions.

* Support for 4.0, 4.05, and 4.1 retired 09/30/2011.

* Keep up with what is changing and how your
organization can benefit from the updates.
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W-2 / 1099 Assistance

* We can take the entire MAS 90 or 200 W-2
and 1099 processing off your hands.

* We can also order forms for you.

» Or we can simply help you troubleshoot your
own processing. (form alignments, etc)

» Contact us very soon with the level of
assistance you would like.
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Questions?

User Group Meeting
Suggestions?
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Sage ERP MAS 90 and 200
2010 Year End Frequently Asked Questions

Payroll Tax Table Update, Electronic'Reporting, & Accounts Payable

1. Dol need to download the 2010 Interim Release Download (IRD)?

For AP 1099 Reporting, customers who use 1099-INT or 1099-DIV forms on
versions 4.20, 4.30 and 4.40 the iRD is required. There are no changes to Form
1099-MISC. For Payroll customers running versions 3.73, 3.74. 4.0, 4.05, 4.1, 4.2,

4.3 and 4.4 the IRD is required. For customers who are using Electronic Reporting
for 1099 or W-2 filings, the IRD is required.

2. Dol need to download the 2010 IRD if I'm using the Federal and State eFiling
and Reporting feature?

You will still need to apply the IRD if you choose to use Sage ERP MAS 90 and 200
Federal and State eFiling and Reporting. Payroll reporting for the Qualified
Employee requires that the Payroll Update was installed for second QTR 2010, and
also requires the instaliation of the 2010 year end IRD. In addition, if you upgraded
to 4.30 or higher from version 4.20 or below during this payroll year, you will need

to manually adjust the Box 12 Code CC amounts for Qualified Employees. See the
IRD release notes for details.

3. When will the year end Sage ERP MAS 90 and 200 Federal and State eFiling
and Reporting updates be available?

After December 17" you will be able to access Federal and State eFiling and
Reporting within Payroll or Accounts Payable to update your W-2s and 1099s.
Simply access eFiling and Reporting within Sage ERP MAS 90 and 200 and the
system will prompt you to apply the online automated update.

4. When will the year end Tax Table Update (TTU) and Interim Release Download
(IRD) for Sage MAS 90 and 200 be available?

The Q1 2011 Tax Table Update (frequently referred to as the year end TTU) and
Interim Release Download (IRD) are expected to be available approximately
December 17, 2010 for download from Sage Online, Sage MAS Support section,
click there by using the “Log On” link in the upper right corner of
www.SageMAS.com. We'll also update the TTU with late-breaking changes as
necessary each week throughout January 2011.
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2010 Year End FAQs Page 2 of 6

5. Will | be required to print my W-3 on the red, preprinted form when using
Federal and State eFiling and Reporting?

The Federal W-3 is not required to be printed on the official form. We have
incorporated an approved substitute that can be printed on plain paper with an
inkjet or laser printer. It should not be printed in Red. You can identify the approved
form by looking for the numbers 0000/1048 under “year” on the form.

. How will the year end Tax Table Update (TTU) and Interim Release Download
(IRD) for Sage ERP MAS 90 and 200 be made available to Customers,
Business Partners or Sage Software Accountants Network members?

it will be available as a download from Sage Online, Sage MAS support section,
click there by using the upper right corner “Log On” from
www.SageMAS.com. This download will ensure that you will have the most up-to-
date tax rates for the new tax year. Since Sage must wait for states to announce
tax rate changes before we can create the new tax tables, and legislative tendency
is for last minute changes, we’ll also update as necessary through January 2011.

- I do not have access to the Internet from my Sage ERP MAS 90 or 200 server.

How can | obtain the year end Interim Release Download program update
and TTU to install them on my server?

The programs can be downloaded from any computer with Internet access and

copied onto a CD or flash drive, then loaded onto your Sage ERP MAS 80 or 200
server.

. How can | obtain the TTU or IRD if | do not own a current Subscription plan?

You must be a Customer with a current Subscription or Business Care plan, a
Business Partner with a current Business Partner agreement, or an Accountants
Network member with a current membership agreement in order to access Sage
Online, Sage MAS Support. Click there by using the upper right cormner “Log On”
from www.SageMAS.com and download the TTU or IRD. If your plan or agreement
has expired, please contact our Client Care department for Customer renewals at

888-924-8989, Business Partner renewals at 800-854-3415, and Accountants
Network enroliment at 866-565-2726.

. Pve never been to Sage MAS support, and | don’t know if anyone else from my

company has either. What do | do to get a login and access the information |
need?

if you do not have a current login to Sage MAS support, go to the following URL
and click on the Register Now link: http://www.sagesoftwareonline.com/eServices.

sage
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You'll need your Sage account number to register. Please note that to access the
support tools of Sage MAS support, you must have a current agreement or _
subscription plan with Sage. If you have issues with obtaining a login, please email

us at tools.na@sage.com for assistance.

10. After | download my TTU and IRD, do | install it on my workstation or on my
server?

It is recommended that you install the TTU and IRD onto your server. For detailed
installation instructions, please read the Instailation and System Configuration
Guide, or contact your Sage ERP MAS 90 and 200 Business Partner.

11.We file Local Withholding Tax on our W-2s and we’re using Federal and State
eFiling and Reporting, what extra steps do | need to take?

You will need to download the IRD from Sage Online before running W2s. It will be
available December 17th as a download from Sage MAS support. Once the IRD is
installed, you will need to select the local tax type in Tax Table Maintenance to

activate local tax codes to ensure they are available for Federal and State eFiling
and Reporting.

12.What changes were applied to the Electronic Reporting module?

1099 Electronic Reporting has been modified according to the Internal Revenue
Service's 2010 Publication 1220. In the “A” Record the Combined Federal/State
Indicator position has been moved and the Type of Return position has been
expanded to 2 fields. In the “B” Record for Form 1099-INT a new field has been
added for CUSIP Number.

W2 Electronic Reporting has been modified according to the Social Security
Administration’s 2010 Specifications for Filing Forms W-2 Electronically (EFW2).

In the “RO” and “RU” Records a position for HIRE Exempt Wages and Tips has
been added.

13.Previously, I've filed employees W-2's via Magnetic Media. Are there any
changes?

The Social Security Administration (SSA) will not accept W-2 information from
employers on any type of magnetic media. Instead, they require electronic filing of
W-2 information. Sage ERP MAS 90 or 200 versions 4.0, 4.05, and 4.10, and Sage
ERP MAS 200 for SQL versions 3.73 and 3.74 Magnetic Media module and Sage
ERP MAS 90 and 200 versions 4.2, 4.3 and 4.4 Electronic Reporting module will
allow you to create a MMREF-1 (EFW2) format file for uploading to the SSA’s
website (www.ssa.goviemployer). The MMREF-1 file is formatted to the SSA’s
Electronic Filing and Magnetic Media Reporting specifications provided the
applicable IRD has been downloaded from Sage Online and properly installed on
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your system. File will be created in directory EFW2/'company code” as file na
“W2REPORT.TXT".

Some states may stilt accept magnetic media filings; please check the information
your state has provided to you for their policies. If your state accepts magnetic
media filings and uses the Federal MMREF-1 format, you can use the Electronic
Reporting module to create the media for your state filing.

14.I'm supposed to electronically file my W-2s in the EFW2 format, so why does
Sage ERP MAS 90 and 200 show a MMREF-1 format?

The Social Security Administration has replaced all references to MMREF-1
with a new acronym "EFW2". There is no need for concern, because even
though your Sage ERP MAS 90 and 200 software will still reflect the historical

MMREF-1 acronym, the file format is the same as EFW2, and will be accepted by
the Social Security Administration.

15.For companies who must print 1099 forms, are changes required this year?

There are no new changes to 1099-MISC Form reporting in 2010. Form1089 —
DIV has form alignment changes for versions 4.20, 4.30, 4.40 and 4.45. With
Form 1099-INT, a new box, Box 10, has been added to the forms and will be
available in Vendor Maintenance in the grid to enter the CUSIP number.

If you are on version 4.3 or higher, these changes are included in your software. If
you are on version 4.2 or below, and your business has the need toc complete Box
8 & 9, please see www.irs.qov for instructions.

16.1 was formerly required to file Form 1099’s via Magnetic Media, but now need
to file 1099’s via Electronic filing using the Internet. What do | need to know?

To support the changes with 1099 electronic filing you must be running one of the
supported versions listed in the chart at the end of these FAQs with the 2010 IRD
downloaded from the support tools section on Sage Online, Sage MAS support, or

click on the upper right corner “Log On” from www.SageMAS.com, and properly
install it on your system.

Reminder: After printing your 1099 forms to distribute at year end, you MUST say NO

to the prompt “Do you want to clear all 1099 payments?” in order to retain the
information for electronic filing.

17.Where can | find information on how to do year-end processing for any
module?

Year end processing information, including checklists and the order in which to
close modules can be found on Sage MAS support, or using the upper right corner
“logon” from www.SageMAS .com. After logging in from the link on the top right,
select ‘Support’, then under Customer Support, Support Options and Resources

e
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select ‘Sage MAS 90 and 200°. Scroll down to find the Year End Processing
Information 2010. Also, Year-end training classes and Self-Study Guides are %)
available. For schedule details or to purchase a Seif-Study Guide, visit our web si

at www.Sagel.com/ACS.

18.Where can | purchase W-2 and 1099 forms 100% compatible with my Sage
ERP MAS 90 or 200 software?

The Sage Tax Forms Division provides approved 2010 IRS forms that are the only
ones guaranteed to be 100% compatible with Sage ERP MAS 90 and 200. To order
forms, go online at https://sage.checks-and-forms.com or call 800-538-5514.

19.1 have an Extended Solutions enhancement. Will | need to update it after
installing the 2010 Interim Release Download?

If you own a Sage ERP MAS 80 or 200 Extended Solutions title you may need to
update it because of 2010 year-end changes. To review the titles affected, click on
Sage MAS support, or use the upper right corner “logon” from www.SageMAS.com.
Under Support for Sage MAS 90 and 200, go to Year End Processing Information
for 2010, Interim Release Download, then choose Extended Sclutions affected by
the 2010 Q4 IRD. Please make sure to follow the instructions outlined in that
document that will be posted on Sage Online by December 17,

20.1 am using Sage ERP MAS 200 SQL v 4.45 and need to file 1099s. What do |
need to do?

There is no IRD required, all programs necessary for creation of 1099 forms for
2010 are included in the initial Sage ERP MAS 200 SQL v 4.45 release. To file your

1099 forms, use eFiling and Reporting accessed from the Accounts Payable
Reports menu.

21.Does the IRD contain changes to Payroll to support the Qualified Employee
reporting as allowed by the HIRE Act?

Yes. Customers running one of the supported versions of Payroll must have
previously installed the Q2 2110 Payroll Update before installing the 2010 Year End
IRD. The Year End IRD includes additional changes to report Code CC in Box 12.
A 2010 W-2 HIRE Act Instruction Document will be disptayed at the end of the
installation of the IRD. It will also be available on Sage Online, Sage MAS support,
with the IRD. These instructions should be printed and delivered to your Payroll
Department before W-2s are printed.

22.What is new in eFiling and Reporting this year?

To make it easier to use and understand the eFiling and Reporting process, there is
a new ‘test drive’ feature that allows you to walk th rough the process of filing
without making any permanent changes or edits. Also new in eFiling and Reporting
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is eFiling options for the territories of America Samoa, Guam, Virgin Islands agd
Puerto Rico. The changes required to process Qualified Employees under the 3

HIRE act are also included.

23.Will the IRD be included in a Product Update or Service Update?

The IRD is expected to be available about December 17, 2010 for download. Also,
all of the program changes in the IRD will be included in Sage ERP MAS 90 and 200 4.4
PU4, and Sage ERP MAS 90 and 200 4.3 SU21, expected to be available the week of

December 27, 2010. If you install PU4 or SU21 instead of the IRD, you will still need to
download and install the Q1 2011 Tax Table Update before processing your first payroll for

2011.

Supported Versions of Sage ERP MAS 90 and 200 for 2010
Year End with Planned Availability of Program Changes

Sage ERP MAS

Sage ERP MAS_

2010 Sage ERP MAS
90 and 200 200 SQL - . -200 SQL
Avzilable Programs v4.0/4.05/4.1/4.2/ v3.73/3.74 V4.45 When to Install
o R 4.3/14.4
1099 pﬂnﬂng Dec 17, 2010 IRD* N/A included in initial Prior to printing
release, no IRD 1099s DIV & INT
Versions 4.2-4.4 required forms
only
W-i: printing Dec 17, 2010 IRD Dec 17, 2010 IRD* N/A Prior to first payroll
run for 2011
Electronic Dec 17, 2010 IRD Dec 17, 2010 IRD See question Prior to Creating
Reporting for 1099s #20 above year-end electronic
(formerly Magnetic reporting file
Media) o
Q1-2011 TTU's Download latest TTU from Sage Online N/A After W-2 forms have
Click on Sage MAS support, or use the upper been cre_ated, anf._'.l the
right corner “logon” from www SageMAS com Electronic Reporting file
has been completed,
and prior to first payroll
run for 2011

©2010 Sage Software, Inc. All rights reserved. Sage, the Sage logos, and the Sage product and sefvice names mentioned herein
are registered trademarks or rademarks of Sage Software, Inc., or its affiliated entities. All other rademarks are the property of
their respective owners. are registered trademarks or trademarks of Sage Software, Inc., or its affiliated entities. All other
trademarks are the property of their respective owners.
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2010 2nd Quarter Payroll Update

Product $iroup:
Product
Alfected:
Number:

Date:

Subjeet:

Residution:

Sage MAS 90 and 200

941Form Updates and Payroli Updates

Payroll module version 3.71, 4.00, 4.05, 4.10, 4.20, 4,30 with SU 17 or higher, 4.40, 4.40 with PU1 also
included versions 3.73 and 3.74 for SQL.

PR3035-KBA

June 30, 2010

2010 2nd Quarter Payroll Changes

2010 2nd Quarter Payroll Update for 941 reporting witl require following the steps below to ensure
successfuly printing amounts for Qualified Employees on 941 forms.

Install the 2010 Q2 Payroli Update

Prior to performing Payroll period-end processing and Quarterly 941 Printing for the 2nd quarter 2010,
the following steps are required;

1. Complete all Quarter 2 payroll entries and update.

2. Install the 2010 Q2 Payroli Update.exe.

3. Using Windows Explorer, browse to . \MASS0\Reports),

4. Rename the following files in the ..\###-###\ and . \##-xxx\ folders (where xxx = company

code):

s PRO41Ampt
. PRO4IP.mpt
»  PRSCHB.mt
*  PRSCHP.pt

5. If you have used Custom Office and have user-defined fields (UDFs) in Employee Maintenance
or Payroll Options, follow the steps in Resolution 1D 2414..

? 6. Select Payroll Setup menu > Payroll Options and select the Implement Qualified Employee

Reporting check box.
Note: This check box shouid be sclected even if you do not have any employees that meet the
Federal guidelines for a qualified employee.

7. Select Payroll Main menu > Employee Maintenance and select the Qualified (W-11) check box
for any employee that meets the Federal guidelines for a qualified employee.

8. Select Payroll Period End menu > Quarterly 941 Printing.
Note: If an exempt earnings code was used, the Fractions of Cents field may need to be
adjusted.

. [f you have qualified employees, click Qualified Employee.

10. Verify the amounts are correct for line 6b and 6¢, and manually enter the amounts for line 12¢
and 12d. When all information is entered and correct, click Accept,

Line 6a - Number of qualified employees first paid exempt wages/tips this quarter

Line 6b - Number of qualified empioyees paid exempt wages/tips this quarter

Line 6¢ - Exempt wages/tips paid to qualified employees this quarter

Line 12¢ - Number of qualified employees paid exempt wages/tips March 19-31

Line 12d - Exempt wages/tips paid to qualified employees March 19-31

1. Print your 2010 2nd Quarter 941 Report and follow your normal quarter end process.

* B »

Note: Payroll updates wilt need to be reinstalled if you upgrade your Sage MAS 90 and 200 system.

PR3035-KBA

All support documents, Knowledgebase articles, and program corrections are available on the Sage Web site
{hap www sagcsolivarconline com) after registering for and logging on to Sage Online.
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Payroll Files Affected During Year-end Processing

important Polnts to Remember
¢ The Payroll module maintains one Payroll year at a time.
¢ Prior years' history may be retained if the Retain Perpetual Payrolt History check box is selected.

Itis important to close the current Payroll year before you begin the first Payroll cycle of the next year.

* Make sure the Quarterly Governmental Report, Quarterly 941, and the employee W-2 Forms have been printed
before proceeding with Year-end Processing.

» If you are using Magnetic Media, make sure that your disks have been created before completing Year-end
Processing.

L ]

After Year-end Processing is completed, verify the accuracy of the state Unemployment Tax Rate in Tax Table
Maintenance before processing the next quarter's Payrol. '

Select Payroll Options from the Payroll Setup menu to view the data affected during Year-end Processing.

Payroll Options (PR0)

Main Tas
Current Processing Year: increments current year to the next year.
C-arrent Processing Period: Changes current quarter from 4 to 1.

Rtain Year to Date Check History: !f selected, the Check History file is purged in Year-end Processing
orly. If not selected, the Check History file is purged during each Quarter-end Processing.

Fuialn Perpetual Payroll History: If selected, retains check history indefinitely. To manually clear
perpetual history, select and perform Purge Perpetual Payroll History from the Period End menu.

ADDITIONAL TAB

Reset Employee Benefits Limits at Year End: If selected, modifies the Benefits section of the Earnings
and Vacation Inquiry screen in Employee Maintenance as foilows.

»  The Hrs Accrued column is set to zero.

+  The Hrs Used column is set to zero.

+ The Carry-Over column is supplemented by the difference of the Hrs Accrued column minus the Hrs
Used column.

If the Base Benefit Availability is set to Accrual and the employees benefit code does not have an

Eligibility Wait period defined in Benefit Maintenance, the Available column is popuiated based on the
formula:

(Hrs Accrued - Hrs Used) + Carry-Over

if the Base Benefit Availability is set to Limit, the Available column is populated based on the formula:
(Annual Limit - Hrs Used) + Carry-Over.




Employee Masterfile (PR1)

MAN TAB

Termination Date: This field changes based on employee status. If a termination date exists, the
employee will be purged. Howaver, if an inactive date exists, the employee will be not purged.

MAIN TAB - EARNINGS BUTTON
Vacation Carry-Over Hours = Vacation Hours Accrued ~ Vacation Hours Used
Vacation Hours Accrued is reset to zero
Vacation Hours Used is reset to zero
Sick Carry-Over Hours = Sick Hours Accrued — Sick Hours Used
Sick Hours Accrued is reset to zero
Sick Hours Used is reset to zero
3" Beneflt Carry-Over Hours = 3 Benefit Hours Accrued — 3 Benefit Hours Used
3" Benefit Hours Accrued is reset to zero
3" Benefit Hours Used is reset to zero
If the Reset Employee Benefit Limits at Year-end flag is is selected in P/R options.
MAIN TAB — TAX SUMMARY BUTTON — FEDERAL BUTTON
P.:nsion Plan field is reset to zero
C ifeteria Plan Deduction field is reset to zero
A cated Tips field is reset to zero
Fringe Benefits field is reset to zero
Nan-Qualified Plan fleld is reset to zero
Dependent Care Benefits field is reset to zero
If the Reset Employee Benefit Limits at Year End flag is selected in P/R Options:
* Annual Limit hours (Vacation) is reset to Banefit Schedule Code defaults
* Annual Limit hours (Sick) is reset to Benefit Schedule Code defaults
* _Annual Limit hours (3" Benefit) is reset to Benefit Schedule Code defaults

Employee Tax Summary (PR3)

Federal Tax records: QTD & YTD fields for wages and taxes are reset to zero
State Tax records: QTD & YTD fields for wages and taxes are reset to zero

Local Tax records: QTD & YTD fields for wages and taxes are reset to zero




Employee Eamings/Deductions Summary (PR4)

Earnings Records
All Eamings Codes records are removed. New records get created upon posting the initial payroll for the
new year

Deductions records

* The QTD, YTD Deduction Amount fields are set to zero for all Deduction Codes
¢ The Month 1, 2, and 3 fields are set to zero for all Deduction Codes

* Deduction Codes that have achieved their Deduction Goals are purged. The exception to this
is for pension-type deductions with a standard limit amount. The flag in Deduction Code

Maintenance allowsyou to reset pension-type deduction balances at year-end equal to the
goal.

Check History (PRS)

The Check History file is cleared.

Worker's Comp Detail File (PRM)

The Worker's Compensation Detail file is cleared.

Quarterly Tax Recap (PRO)

THa Quarterly Tax Recap file is cleared.

941 Form File (PRR)

The 941 Form File is cleared.




W-2 Helpful Hints

Make sure all W-2s, Governmental Reports, 941s, and other reports have been printed with the proper past year Tax
Table installed before performing Year-end Processing.

* From the Payroll Setup menu, select Payroll Options. Select the Retain Year to Date Check History check box.

* Also select the Retain Perpetual Payroll History check box. Quarter-end doesn't affect this field, but it is important
when updating checks.

W-2 Printing
» Before the first Payroll of the new year, you must print your W-2 forms.

* Any new year Payroll data updated before the W-2 forms are printed will be included in the employees’ past year
payroll totals.

* If you are unable to print the W-2 forms before the first pay period of the new year, back up your Payroll data files
so they can be restored in their entirety. Then change your new year Tax Table limits back to the past year limits
when you are ready to print the W-2 forms.

¢ W.-2s do not print in al
on the Employee Mai
Sort field.

phabetical order by state. If you wish to print in this fashion, enter the state in the Sort field
ntenance screen. On the W-2 Form Printing screen, choose to sort printing based on the

» Subtaotals are no longer required for the reporting of Federal W-2 information. Enter zero (0} in the Sub-Total on
Fomn. field on the W-2 Form Printing screen.

e The [ust W-2 form printed is not a grand total. It is the final sub-totai of the forms that have been printed
since the prior sub-total was printed.

* The 4 Per Page W-2 option does not provide a Copy A. If you purchase 4 Per Page W-2s you must alsc
purchase a set of 2 Per Page to meet filing requirements

Use the PRZRK2 utility for laser W-2 printer alignment. More information can be found in PR3000-ABC.
NoTe

Printing 7 Windows to a local printer can cause difficul
receives an off-line message. This is because MAS 9
return an off-line message when printing to a local dri

» Print to a network printer whenever possible.

ty when the printer becomes jammed, runs out of paper, or
0 may print directly to the printer port and Windows does not
ver. Because of this, we strongly recommend that you:

Always keep enough forms available so the print job does not have to be restarted.
* Always perform a direct print. DO NOT print from preview or to deferred printing.

If your forms get jammed or you run out of paper when printing W-2 forms, stop the print job, then fix the paper jam
or fill your paper supply. Set the same selection criteria as the original print run and enter the specific employee to

restait printing. Failure to use the same selection criteria may result in incorrect sub-total information for W-2
forms.

Tax Table Maintenance

When you install the new year Payroll Tax Tabie Update, all the current State and Federal tax tables will be replaced
with new tables supplied by Sage Software, Inc. All Federal and State tax tables for the new year will be updated
automatically unless you have specifically excluded a state tax table from the update by selecting the Exclude This
Table From Tax Update check box in Tax Table Maintenance.

Local tax information will not be updated. You must manually enter changes in local tax ranges using Tax Table
Maintenance. For more information, refer to Tax Table Maintenance in your Payroll manual.

Make sure you have printed tax tables for any special changes that were made to any State or Federal tax table so
that you cax reenter that information in Tax Table Maintenance after the new year Payroll Tax Table Update has been

completed.



Three important facts to remember
There is no future period in Payrolf

Tax tables are system-wide files, therefore changes made to the tax tables affect all company codes
Limits printed on W-2 forms come from the tax tables

Payroll Year-end Example 1

Completing Year-end Processing prior to running new year Payrol:

1.

2.
3
4

o o

Back up the Payroli data files afer all past year payroll data have been entered and updated.
Print W-2 forms and all payroll reports.
Process W-2 Magnetic Media Reporting, if applicable, and verify that the file(s) were created.

Run Year-end Processing. When complete, verify that the P/R Options have incremented correctly to
Quarter 1.

Install the new year Tax Tables.
Process new year Payroll checks.

Payroll Year-end Example 2

You must run Payroli for the new year before printing W-2s.

After all Payroll data has been entered and updated, back up the Payroll data files.

Create a new company code in Company Maintenance. Use SVDATA to copy data files for P/R, G/L, and
M/R from one company to another.

Per orm Year-end Processing. When complete, verify that the P/R Options have incremented to Quarter 1.
Insta'i the new year Tax Tables.

Process Payroll for the new year as usual in the live company.

When ready to print W-2 forms and year-end reports for past year Payroll, reinstall the past year Tax
Tables. Access the company you created using SVDATA. Print W-2s and all reports.

Process W-2 Magnetic Media Reporting, if applicable, and verify the file(s) were created.

Install the new year Tax Tables before processing another payroll.

Allocat »d Tips

W-2Box 8

Definition: Calcutated tip amount allocated to all employees if the tips reported are iess than the specified

percentage of the establishment's
Payroll Options.

gross receipts for & given pay period. The specified percentage is entered in

Gross receipts for a given period are entered through Payroll Data Entry so the files are properly updated.
Allocated tip amount is printed for informational purposes only.

An earnings code is set up, flagged as not subject to any taxes by default.

Not included in the wages, tips, and other compensation amount {Box 1).

Not included in Social Security wages (Box 3), Social Security tips (Box 7), and Medicare wages & tips
{Box 5)

Deceased Employee's Wages

If an employee dies during the year, then accrued wages, vacation pay, and other compensation paid after
the date of death are not reported in Box 1 of the W-2.

The income must be reported in Box 3, 1699-MISC.

If the payment is made in the same year as the death, then Social Security wages (Box 3), Social Security

tax withheld (Box 4}, Medicare wages & tips (Box 5), and Medicare tax withheld (Box 6) must be withheld
and reported.

Ail wages paid to the employee during the current year but prior to death are also reported on the W-2 and
are subject to the appropriate taxes.




For payments madae after death

Set up a new earnings code that is subject only to FICA, Medicare, and state taxes (if applicable).
Payments made after death are not subject to federal withholding or FUTA.
¢+ Perform Payroll data entry and update.

Payments made after the year of death are not reported on the W-2 and no taxes are withheld.

* The W-2 must reflect the appropriate wages in Box 1 and Box 3, and Box 5, as well as withholdings in Box
2, Box 4, and Box 6.

* W-2s must include all wages and withholdings prior 1o death.

¢ W-2s must also include wages subject to FICA and Medicare as wall as withholdings for FICA and
Medicare made after death within the calendar year of that person's death.

Dependent Care Benefits
Qualified Pian

s A qualified plan allows the dependent care benefits to be set up as a cafeteria plan. The total amount of

dependent care benefits is reported in Box 10. Any amounts over $5,000.00 must be reported in Boxes 1,
3.5, 16, and 18

* Two deduction codes may be needed. The first deduction code is set up as a cafeteria deduction to reduce
e taxable wages until the $5,000.00 maximum exclusion has been reached. This amount is not subject to
federal withholding, unemployment, social security, or Medicare. After the $5.000.00 maximum exclusion
has been reached, a new cafeteria deduction code must be set up so that taxes are no longer reduced.

¢ The deductions must be taken out during Payroll data entry and updated to correctly to report all amounts
over the $5,000.00 exclusion limit in Boxes 1, 3, 5, 16, and 18.

* This amount must be entered manually in the Dependent Care field in Employee Maintenance to be
reported in Box 10 of the W-2. Open the employee record in Employee Maintenance. Click the Tax
Summary button. In the Tax Summary window type FED in the State field. Enter the amount in the
Dependent Care field.

* Thi: type of deduction is not reported on the W-2 in Box 12.

Nonqualified Plan

* A nonqualified plan does not meet the requirements for tax-favored status. Taxable wages are not
reduced, therefore the deduction code cannot be set up as a cafeteria plan. The amount deducted must be
reported on the W-2 in Box 11.

* This amount must be entered manually. in Employee Maintenance, click the Tax Summary button, type
FED in the State field, and enter the am

ount in the Nonqualified field so it will be reported on the W-2 in
Box 11.

Do not assign a Box 12 label to the W-2 Box 12 Label field in Deduction Code Maintenance.
Fringe Benefits

* All taxable fringe benefits are reported in Box 1 and, if applicable, in Boxes 3, 5, 16, and 18.
» Set up an earnings code as a type “F".

¢ You can set up as many *Frin

ge” type eamings codes as you need but only one offsetting deduction code
can be used. MAS 90 wiil automatically create an “FB” deduction code for the amount of the earnings.

» If you have already processed the last check of the year, a manual check with zero taxes and a net amount

of zero must be entered. MAS 90 will not allow a negative check,
NoOTE

“Fringe benefit® is not a maintainable field on the Federal Tax Summary screen in Employee Maintenance.
Use the correct procedural method to record this amount. The Fix button (available to users with
Supervisor rights) will allow access to this field.

There is only one Fringe Benefits box, to which all fringe benefit eamings will update. See the Payroll manual's Helpful
Hints section for additional information on fringe benefits.



Group Term Life

Coverage over $50,000.00

If the employer paid for group-term life insurance in excess of $50,000.00 for an employee, the employer
must report the amount determined on the W-2 (refer to IRS publications 15 and 15-A as well as the
applicable state publication). The amount must aisc be reported in Box 12 with a code of “C",

* Create a type *M" earnings code and flag the applicable taxes.

+ Create a deduction code with the amount equal to the earnings code and a Box 12 label of “C".

* The label “C" must also be entered on the W-2 Form Printing screen.

Select W-2 Form Printing from the Period End menu. Click the Form button to open the Forms Customization

screen, then click the Details tab. Scroll through the list and select BOX 12a verify the Print check box on the Data
line is selected.

"] Forms Custonuzation

FomsCode [1  SingeWwide
LHeads | [ZOGE |

— —_ e e
Description of Field oK I
i oA ™ Prnt Line I Tab I Undo |

Desciption ™ Pt Line [ Tab [ Description |

s o e m—— =

Fiekd Description Pint? Line Tab Print? Lne Tab  Description Misc
LOCAL UNEMPLOYMERT WAGES
FRINGE BENEFITS

| st spI wacks

LUCAL LDI WAGRS
STATUTORY EMPLOYEX BX

017 047

ALLOCATED TIPS 01l 064

BCX 1Za CODE 015 065 _]
|BOX 12a AMOUNT 015 065

M12C. EARNIKGS CODE 1
MISC. EARNINGS GROSS 1
MISC. RANNINGS AMOUNT 1

EELEEEEEEEE
|
EEEEREEEETE ER]

:
|
|

Coverage under $50,000.00

» Create an earnings code with type *M" and flag the applicable taxes.

Create a deduction code with the amount equal to the earnings code.

On the W-2 Form Printing screen, enter the appropriate Misc. Earnings code to print.

* Select W-2 Form Printing from the Period End menu. Click the Form button to open the Forms

Customization screen, then click the Details tab. Scroll through the list and select the Misc. Code 1 and
Misc. Deduction Amount 1 list options, then select the Print check box in the Data line.

* The deduction code and amount will print in Box 14 of the W-2,

Moving Expenses

« Qualified moving expense reimbursements are excluded from wages and reported in Box 12 of the




Create a deduction code with the Deduction Type set to Standard Deduction and a W2-Box 12 Label of “P",
In Payroll Data Entry enter the deduction code with a negative amount.

In the W-2 Form Printing screen type P in one of the Box 12 Label boxes.
Make sure that the Print check box on the Data line for Box 12 is selected.

Reimbursements

The MAS 80 system is designed to handle reimbursements in Accounts Payable. You can set up a neggtive
deduction code as a workaround to provide a reimbursement to the employee in Payroll. Using a negative
deduction will increase the net amount of the check without affecting gross wages.

401(k) Plans

Quatified Plan

To print an *X" in the Retirement Plan field for Box 13, select the Pension/Profit Sharing check box on the
Main tab in P/R Employee Maintenance.

To disable printing an X" in the Retirement Pian field of Box 13 for ail employees, clear the Print check box
on the Data line for the Retirement Plan Box list option on the Detall tab.
Other Pension Plans

If pension plans other than 401(k} are used, Box 12 labels must be set in Deduction Code Maintenance.

In W-2 Forms Customization on the Detall tab, the Print check box on the Data line for Box 12 list option

must be selected in order to print on the W-2 form. The Box 12 label must be entered manually on the W-2
Foin Printing screen.

SDi-State Disability insurance

Many states require that the SDI amount be printed on the W-2 farm.
This amount is normaily printed in the Local Tax box,

In W-2 Forms Customization on the Detail tab, the Print check box on the Data line for State Disability
Wit - heild and State SDI Wages must be selacted.

Sewct the Print check box on the Description line for State SDi Wages and enter a description.

Box 12

To print information in Box 12 of the W-2, set up a deduction code with a Box 12 label in Deduction Code
Maintenance.

When printing W-2 forms, enter the label in one of the boxes for the Box 12 Label field in the W-2 Form
Printing screen.

In W-2 Forms Customization on the Detail tab, the Print checkbox on the Data line for the Box 12 list option
must be selected.

3rd Pa:ty Sick Pay Reporting

MAS 90 does not support 3rd party sick pay.

An insurance company is usually responsible for making this payment to the employee. Depending upon
the sick pay plan, it may be required that this information is reported on the W-2. Refer to the IRS
publication 15-A. If you determine that this information is to be reported, you must iqentlfy which boxes
nead to contain this information. In most instances you will be able to use the following resolution.

Create an Earnings Code with the Type of Earnings field set to Miscellaneous and flag all applicable taxes.
Create a Deduction Code with the Calculation Method fieid set to Equal to Earnings Code(s).

If you have Supervisor rights, click the Fix button in the Tax Summary window in Employee Maintenance to

make corrections in the Federal and State screens and increase the FED W/H, Employee FICA, Employee
Medicare, and State W/H taxes.

The user must manually check the Third-Party Sick Pay box {Box 13) on the W2 form itseif.
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Perlod-end Reports

Although MAS S0 does not support the California DE6

Quarterly Governmental Report

Reads information from the PR3 file based on the record type (Federal, State, and Local).

Fields can be changed in Forms Customization to display wage information like gross wages, withholding
wages, or FICA wages.

Quarterly 941 Report

You can print the Quarterly 941 Report using plain paper or a preprinted form.
This report cannot ba modified in Forms Customization.

You can modify the data within the re
PRZDRR and click OK.

DES Report (California only)

port by using PRZDRR. Select Run from the File menu, then type

report, you can design the report using Forms

Customization. The following documents provide information about configuring your DEB.

Resolution ID: 414519
PR3004-A
RA¥7726

The form requires modifications to the Quarterly Governmentai Report. See Resalution 1D: 414518 for an
explanation of the maodifications.




