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“How do the year end numbers look?”
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Presentation Notes
Maybe we can start with this joke? Laura can say something like… well let’s go ahead and break the ice, and then come to this slide and then we get a little more serious and introduce Aimee
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INTRODUCTION
Aimeée Morgan
Premier Support Consultant
Aimee.morgan@maosaic-cg.com

AGENDA
* What is Year End?

« UltiPro Year End: Gateway & Checklist
* New Features in UltiPro

« Mosaic’s Year End Offerings

ﬁ Feel free to ask questions during the session or use the Q&A icon in the bottom of your
T screen to submit them

Www.mosaic—cg.com
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WHAT IS

YEAR END?

And answers to other questions you may

need to ask but feel it's too late
I mean... it is November...

OOOOOOOOOOOOOOO



M&SAIC’ DEFINITION

CONSULTING GROUP

Year End in HR:
« Getting ready for OE
» Reviewing Policies and New laws

Year End in Finance:
» Tax Filings
* Audit preparedness
* GL Review

Are You Ready‘

Year End in Payroll: For Year End?
* Culmination of everything done this year
 Last chance to fix current year numbers

WWW.mosaic-cg.com
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M&SAIC’ TEAM & SCHEDULE

CONSULTING GROUP

Schedule
 Start planning next year's Year End when you
end Year End
* Year End reviews — Best Practice

Set Up Your Team
* Open communication
» Clear guidelines and responsibilities
« Schedule milestones and tasks

Www.mosaic—cg.com
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Laura will ask about common issues that come up during year end. After Aimee mentions post-mortum 


“Well, now we know what not to do.”
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Presentation Notes
Ok… if you guys think this one is too much we can take it out  but if we decide to keep this one up I want to say something like “Mosaic already knows what not do to!!”  


ME&ESAIC

CONSULTING GROUP

YEAR END:

MID MARKET

e,

MENL w MYSELF MY TEAM

Employee Admin Payroll Processing

Administrator Guide Payroll Gateway
Pending Pay ltems

Retroactive Pay

My Employees
Employee Contracts
Third Party Pay Wage Attachments Gateway
Organization Views
FTO Reguests
Process Hires

Employee Timesheet
Void Payment
Payroll Guide

Learning Health Care Eligibility

Center Payroll Admin

Business Rules

Mass Updates

sl Talent Management Deduction Goal Update

Success Career Development

Payroll Setup
Portal

Performance Management Payroll Settings

Payroll Utilities

Pay Statement Options
Time Entry Setup

Succession Management

Go To Assist

Business Intelligence

Business Intelligence

Www.mosaic—cg.com

ADMINI%‘RETIDN

Reporting
Standard Reports
General Ledger
Custom Reports
Analytics
File Transfers
W-2 Print Approval
Year-End Forms
PPACA
EEO-1Data File
VETS 4212 Data File
OSHA
Workflow Audit
Compensation
Management

Salary Planning
i _ Di = :
Compensation Planning

Year End

I Year End Gateway I

SYSTEM CONFIGURATION

Transfer Data
Interfaces
Monitaring

Integration Studio
Integration Studio
Dashboard
Activity Log
Report Exports
UltiPro Carrier Network
Global Payroll Integration
Studio Designer

Benefits Admin
Open Enrollment Setup
Life Events Satup

Conditions
 Mid Market
 Ulti Filing



M&SAIC’ YEAR END: GATEWAY

CONSULTING GROUP

MENLU Administration - P . | & : [ |
s ULTIMATE Jeri Abella» Compan To Do Share ldeas Help | Logout
b Year End U It' ['O SOFTWARE il ¥ E

Year End Gateway

Year End Gateway

2017 Year End Gateway Q@@ | 9

save reset cancel print help

-

Quick Toursand @
Welcome to the Year End Gateway, where you can view and manage the tasks needed to process and finalize year end reporting. The checklist includes recommended and TlpS
requirad tasks for completing year end reporting and preparing for processing payrells in the new year. Use the checklist to go to the area where you can complete sach task.
Using the Year-End
Gateway Tour

Checklist ® = Required Actions Updating Tax Information
Tour
»  Verify and update company information Next Due: 11/17/2017 1'32{;}’_7 W-2 Box 14 Labels
Add an Off-Cycle Payroll
Tour
b Verify and update employee information Next Due: 12/08/2017 Manage Adjustments Tour
Approving Forms W-2
|} Printing Tour
P Process adjustments Next Due: 11/17/2017 Add and Delete Holidays
Tour
Extend the Pay Calendar
Tour
i i ing i i i inti Next Due: 12/15/2017 e
P  Review year-end reporting information and approve W-2 printing e ue: 12/15/ View the Pay Calendar
Tour
Update Deduction Goal
Next Due: 12/15/2017 Amounts Tour

b Prepare for next year

Www.mosaic—cg.com



M&SAIC’ YEAR END: GATEWAY

CONSULTING GROUP

MENU Administration OP ., | by )
SR ULTIMATE Jeri Abella> | Compan
- fear End UIT' ro SOFTWARE i

Year End Gateway

Year End Gateway

2017 Year End Gateway

Walcome to the Year End Gateway, where you can view and manage the tasks needed to process and finalize year end reporting. The checklist includes recommended and
required tasks for completing year end reporting and preparing for processing payrolls in the new year. Use the checklist to go to the area whers you can complete each task.

Checklist ® = Required Actions
& Verify and update company information Next Due: 11/17/2017
@ [ | Verify your company address and Federal Employer Identification Number (FEIN) as it appears on Due: 11/17/2017

the Form W-2 from the Company Setup standard report. If changes are needed, submit a case via
the Customer Success Portal.

® | | \erify State Unemployment Insurance (SUI) and State Disability Insurance (SDI) contribution rates. Due: 11/17/2017

If changes are needed, submit a case via the Customer Success Portal.

® | | Verify state and local tax Employer Identification Mumbers (EIN) from the Company Tax Verification Due: 11/17/2017
standard report. If changes are needed, modify the Taxes business rule.

® || Verify your shipping address, shipping method, e-mail addresses, and Form W-2 Copy D recipient Due: 11/17/2017
for Form W-2 printing from the W-2 Print Approval Summary page. Note: Post Office boxes are not
accepted for shipping addresses. Year-end forms are delivered according to these instructions.

0 f you report multiple locations in the same state, generate the Worksite Reports standard report for Due: 11/17/2017
each state with multiple locations. Ensure that all locations appear on the report. If changes are

Www.mosaic—cg.com



M&SAIC’ ULTIPRO CHECKLIST

CONSULTING GROUP

Year End Checklist: —

UltiPro Year-End Checklist — Third-Party and Self-Filing

PR © The UltiPro Year-End Checkiist provides a list of specific actions to
[ ) S u O rt fro | I l M ’ﬁfo‘SAI C complete to ensure a smooth and successful year end. The checklist LT ig:ﬁ;rf:}j:;‘u i e
CONSULTING GROUP includes required and recommended actions, grouped into main steps to penalties apply alter due date,
guide you through year-end processing for your employees.

a Recommended Action
Y Actions include specific descriptions and due dates. The due date is the Aﬁ:‘z;;:“{’;"'{’z";i?ﬂ s
last date by which the action must be taken to meet all agency filing |gnc~s| emc"enrio( help'SI plan
requirements and deadlines. Verify reporting deadlines and filing :
procedures with the appropriate agency.

) Re q u i re d a n d re C O m m e n d e d Note: For UltiPro Benefits Prime customers, additional actions or activities may be required to complete year-

end preparation. If you have questions about how this may affect your situation, please contact your Benefits
Prime support representative.

L]
a Ct I O n S Instructions: Review the checklist carefully. Upon completion of each action item, check the last column in the
checklist. Refer to the Leaming Center for additional information.

Step 1: Verify Company Information and Submit Forms

L]
« Due dates included P
. . R Description |z |[ 7
« Documents organizational | Bt Conpa S ot ot > mtin | 11222018

Report) to verify the company address to be included in Form W-2 Box C
and the Federal Employer Identification Number (FEIN).

work needed from your team S

1B Verify State Unemployment Insurance (SUl) and State Disability Insurance | 11/22/2018
(1] (SDI) contribution rates.

Submit a case via the Customer Success Portal if changes are needed.

1C Werify state and local tax employer identification numbers to ensure Forms | 11/22/2018
(] W-2 are comrect and accepted by the appropriate state or local authority.

Modify the Taxes business rule (Menu > System Configuration > Business

Rules > Taxes), if needed.

1D Werify shipping address, shipping method, e-mail addresses, and Copy D 11/22/2018
(] recipient for Form W-2 printing. Modify the W-2 Print Approval information,
if needed.

Note: Post office boxes are not permitted.

1232YECHK100518-MM 1of§

https://learningcenter.ultimatesoftware.com/ultipro-year-end-
checklist-(third-party-and-self-filing)

WWW.


https://learningcenter.ultimatesoftware.com/ultipro-year-end-checklist-(third-party-and-self-filing)
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M&SAIC’ NEW FEATURES

CONSULTING GROUP

Manage Adjustments

1L

; <AX--1 0

Status 1 : Manage Adjustments (
:“au—l D Thlngs I Ga‘n DD g ] back add [sl34 1

Create Instant Checks @ Information

Add Off-Cycle Pavrall . E}ou can process an adjustment fqr any employeg who does not have pending checks by clicking add.

i) = Only employees with pending adjustments are displayed.
Manage Adjustments N
e VIEW TITe Tport e History Find by | Last name v || starts with v | | @) (=) Search
ayro , . .
} Status View Time Import Details -
=] Name « Employee Number  Pay Group Current Quarter  Adjustments  Calculation Errors  Location Job
wa i Unresolved Payroll Items
11 ¥ :
to star View Fmnlnves Dav
Quarter
I e > Things I Can Do v |
it help T e
= L _ , : e Add $& Remove
Create Reversing Entries Eeciicus
] Name « Employee Number Pay Group Location Job
Quick Tours and Tips Mo employees added.

Payroll — Resources for Administrators

Mmsremdl T mdmaarma s Maemm i
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M&SAIC’

CONSULTING GROUP

NEW FEATURES

Web Import tool

v MYSELF MY TEAM

Employee Admin
Administrator Guide

Talent Management
Performance Management
My Employees

P 1l Pr i
Employee Document D ecerning

Acknowledgments
Prior Pay EEADM
Employee Contracts
Third Party Pay
Crganization Views
PTO Requests
Cnboarding

Payroll Gateway

Pending Pay ltems
Retroactive Pay

Wage Attachments Gateway
Tirme Management

Woid Payment

Payroll Guide

Onboarding

Health Care Eligibility

Mass Updates

Recruitment
Recruitment Gateway
Process Hires

Recruiting

Recruiting Gateway
Process Hires

WWW.mosaic-cg.com

ADMINISTRATION

Payroll Admin
Business Rulss

Deduction Goal Update

Payroll Setup
Payroll Settings
Payroll Utilities

Pay Statement Options

Tax Automation
Time Entry Setup
fear End Reset

Business Intelligence

Business Intelligence

SYSTEM CONFIGURATION

Reporting Integration Studio
Standard Reports Integration Studio
General Ledger Dashboard
Custom Reports Activity Log

Analytics Report Exports

File Transfers UltiPro Carrier Metwork

Year-End Forms Global Payroll Integration

FPACA studio Designer
EEQ-1 Data File
VETS 4212 Data File
OSHA

Workflow Audit

Import Tool

Benefits Admin
Administrator Portal
Open Enrollment Setup
Transfer Data Life Events Setup
Interfaces
Monitoring
Tax Services

Training:

https://learningcenter.ultimatesoftw
are.com/ultipro-import-tool-
overview-course

Instructions:

https://learningcenter.ultimatesoftw
are.com/configure-the-import-

tool
https://learningcenter.ultimatesoftw
are.com/import-tool-xml-and-
configuration-settings-quide



https://learningcenter.ultimatesoftware.com/ultipro-import-tool-overview-course
https://learningcenter.ultimatesoftware.com/configure-the-import-tool
https://learningcenter.ultimatesoftware.com/import-tool-xml-and-configuration-settings-guide

)

M&SAIC’ NEW FEATURES: Bl REPORTS

Miasng or Applied For Tax |dentfication Mumbars  ~ I AX

CONSULTING GROUP

0 . ) Missing or Applied For Tax Identification Numbers
SUMMARY The pupose of thes report i to identify all tax codas that are missing & Tax ID Mumbsar or have “Applied For® bsted as Tax 1D
POTENTIAL RISK 1. W-2's printad with incorrect Tax ID's. 2. Errors during the ear-End Table Generation
D‘ HOW TO CORRECT Reference arlicha "Updating Tax |dentification Number: SIT, SUI, Local ID" (0DDIG0ETY)  hbips Yulimete force comvcaps/archakASBD0DI0D0DPESKCAW
Company Gode  Company Name  Tex Code Tew Dascrplion 10 Mumbes
[+ | UEL UEL Carp ARSIT AR Staba Incoms Tax Applied for
@\ EL LIEL Carp CADDZ San Frenciaco Payrol Expense Applied for
h LIEL LIEL Carp IND2T Marion Applied for
LIEL LIEL Cormp INSIT IN State Incorms Tax Applied for
° LEL LEL Carp KESIT K$ State Incoma Tax Applied for
LEL LEL Carp K108 Kenion
LIEL LIEL Carp MESIT ME Stabe Ineoime Tax Applied For
LIEL LEL Corp MISIT MI State Income Tax Applied for
UEL UEL Carp MCSIT M State Income Tax Applied for
LEL LEL Carp ORTRAN  Oragan Transit Teax
LIEL LIEL Camp PATG0010 FOREST HILLS
LIEL LIEL Corp PAI0001E PHILAR Apolied Tar
LEL LEL Carp PAIIS31T  FOREST HILLS BORD
UEL LEL Carp PAIITHED  PHILADELPHIA CITY Applied for
LIEL LIEL Carp PATITS9D  PHILADELPHIA CITY SD-PHILADELP  Applied for
_ HELCor — 'l'|= = ,_:__‘ (=) ~ ; Miultiia Workahte Locations Masing iDe ~

Multiple Worksite Locations Missing |Ds
| Provides a list of all locations, and these that do not currently have a multiple worksite reperting 1D populated are highlighted in yellow. These will need fo be populated for aceurate Multiple Worksite Reporting.

04 Loration Code Diasenpson Vioek In Tax (Siate) | Warksils Reportng I Count Pimary | Count Sacondary
ATRN Afizora AT a a
n BOSTOM Boston Hoadquarices (1. a5 [a]
W Bastin Headquarters (o Bt} 0
[+ * R PETY Califoerss A T | o
CARMSF Califomia-5an Francsco oA 3 0
CORM Coloredn co 3 i
CORMDE Colorado - Danver co 2 Q
CTRM Conneciout cT 2 a
DR Washington, DC o [ a
FLRK Flarida FL a a
AR Geongim G 4 a

WWW.mosaic-cg.com
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M&SAIC’ NEW FEATURES: Bl REPORTS

E&D

CONSULTING GROUP

fa _ Deductions and Deduction Tax Categories
Rt trad ndamifes all Daduction Codes, e COmaspanding 1ax cakegonas, ard hios ey impact the W2
E DadigctionBanefit Coda Dascripton DaductionBenati Tan Catagory Soda DecictionBansadl Tax Catagony W2 Box W-Z Bao Labal  Diaplay on 'W-2 in Box 12 DD Healthcans Raporing]  Box 14 Label (W2)  Box 14 Labal Codae (W2

4MCP 401K Perrantage & Catch Up 401KLCH Sge. 401k Comb. Base ard Calchup - 2018 12 (1] Mo

u 4L 401k Loan YWOL ahuriary withbolding Mo

m"dtﬂf-“ AlK, Percantags 401K Saction Ak - 2018 iz o L 1]
40LIP 40K Cateh Up Contribution Cnly 401CL A0k} Cateh Up Contribution - 2018 LF u] Mo

ﬁ' ATHCS Sysham Reverse Ofsating Deduction WOl igiunlany withholiding Mo
HARE Banknptcy WL Walurdany withholding Mo
BOND Bonusly Offsel WaL ighurriary withbolding Mo
BONSP Bionus - Spal WOl Waaiany wilhihohding Mo
CADD ADGD CANWOL iraniany Withhokting Mo
CRIOEN Ciotea Daral WOH Wigindany withholding [ 1]
CHESA Cobra FS4 kiad WL aiurdany withholding Mo
CBFS0 Cobra FS54 Deperdent (OHLY WOL urriary withbolding Mo
CHRHAMO Cobes bed HMO WL Waiany wilhiohding [351]
CBEED Cobes Mad PR WL \idaniany withhohding Mo
cBvS Cobeg Welnn WO Wolsniary withholding Mo
COMTL Lharial ML Waurdary Withholding Mo
CORUGE Dirugs CAMNYOL Waurary Withholding Mo
CFSUP Farmly Suppon FAMSUP Family Suppor and Marsenance Mo
CioARM Gamishiment GARMIS Gamighmsant Mo
CHLTH Heallh, Dinag, & Wision AN Wigianany Withholding [ 1]

WWW.mosaic-cg.com
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M&SAIC’ NEW FEATURES: Bl REPORTS

CONSULTING GROUP
E&D

Y Earnings and Earnings Reporting Categories
Report thal mienlifies all Earnings Cedes, their corresponding faz calegones, and how they impact the W-2
[y Earnings Coda Dasenption Eaming Tax Catagory Coda Earning Tax Calogry Exampd From FIT | Exempt From MED  Repoing Box W2 Bax 14 Label Coda W2 Bre 14 Label
D‘ ACPTO Accnged Urnused PTO WPEEY “Wacalion - paid on saparaion K ]
BEREY Bareavamant WAGES Ragular YWagas | Include basa anly) M M
o BOMLY Bonusly Grass Up WAEEH Raguiar Wagas { Excl WhCh K M
m ie-:wrw Baus - Mew koda| Gips WASEH Raguiar WWages | Excl. W K ]
BOMRD Bonus - R&ED On Cal WAGEH Raguar Wegas | Excl WCHK H M
° BOMRF Bonis-Feteral WUAGEH Requla™ Vages | Excl Wi N N
BOMED Banus - Supporl Delnery WASEH Raguler Wages ( Excl. WiCH N ]
BOMNSF Baonus - Spe0l TFELUF Taxabéa Fringe Bensall (upoaleaWs ancl]) N M
BOMLIS Bonus. WASEH Reguiar Wages | Excl Wi N ]
BUSEX Busness Experma Raimb WTFFY Man Teebla Fringa (paymantWe excl) Y L
CHOM B BOMPY Bonusas K M
CROMG Grossed Up Bonus BOMPY Bonuses N H
CHOML Bonushy BOMFY Bonuses M M
CHOMA Buonus: - Men Woadel Oips BOMPY Bonuses H M
CHOMR CA - Raferral Bonus BOMPY Bonuses M M
Z:E’:;' :l:l"".l‘i x ﬁﬁ-D Oy Ceal BOMPY Bonuses K M ] ﬂ B . W2-Box 12DD
s - Suppon Deliery BORPY Bonuses h M Bioa; 12 D0 - Report Sl provides brestroen Box 12400 by deducton cods and empioyes'smp oy smonis,
CEON Commissnas CMRPY Commission - EE Paid Regulary W M _E i phyooi Wi Lisst S, Firet b1} - Ervplesposs Wusibant | Dot iction Banitl Code - Coumrinit Arivoun| (Ergrkisa) Conmust Asourt (Ensir] | Bissl 12 [0 Adnaisnt
CECLN Remate IT Equigment Stpend  THCPY Taxakds benefi - cach M M Employes 1 100001 DEN 53357 S108.50 §20a.07
CEXP Expsnses CHTPY MWon-laxable paymeant M M [ 2] . R il #1284 46 i
M i eployun 1| - Sursmary $331. 58 $1,453.05 #1,785.33
Employes 2 100001 DEM E1.07 s4T.aT Eia.44
m BRI s $dkaaz £53%5.98
a Empioyes 3 100001 LEN EMaAT =aa E1e.es
WPPOF §1o0 5 LT IR PR ]
Empinyes 4 Ll OEM -2 T sana AL
WPPOF LR T2 §1,171.56
Emiployan 4 - Bunmisary B BEET.BD #2884
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Presenter
Presentation Notes
More screenshots


)

M&SAIC’ NEW FEATURES: Bl REPORTS

PTO

CONSULTING GROUP

Invalid PTO Accrued Through Date
Frowides a ks of al employess tal have fiesd dabe sconal plans, and dates thald are ciier inthe e of de nest moleser dale of mone: han a s |niihe paest of e nesd mileser date This can Caese PTO plass b0 el sooros properly s repon i< biask, than pou do no
Empirrgee Hame [Leest S, Fiest 18] Empdapme Humer Arrnal Ophon Code Acenel Opbon Repdereser Duaie DOl Aoomuesd Thegugh Emplrgmem Sibes Code Empicement Slahes Rnlkreer Fiesd Dale Fisedd Dale

Emplireea 0 PR | Bl PTES Salery PTC OGS TA12015 ] Artras 041
Eimplirsea {2 BLE LE FTOS Sailery PTC i Lales iy b 0204219 ] Artras [m1
Empl e {3 TR0 PTOS Bailery PTC Ll b 022015 ] Artras 041
Eimipl i (4 LRI PTOE Sailary PTC (MRS DRGNS ] Arfras LTI
Empliriea (5 LR FCL T 6= Yrs (MRS [ILLIR RS E ] Artras 401
Emplirees O (MLETEE PTOS Snlary FTO AR (A 2014 Ay Arfra= (401
Emplorags (17 LR ETY PTOH Howly FTO IR LIRS N A Arfras T
Emplorpea 0a LD PTG Gmiary PTC aLiaflesiyb) U ERIY ] Arfres L
Emplorpia O L PTG Galary T LR UGG A Arfres L=
Emplorees 10 (BRI H PTOS Camry T S (N 2S &, AT IETIE]
Emploeea 11 111 PTOS Gmmry PTO WA DI A Arfres DI
Emplopea 12 10013 PTG Galary PTO WA UMY A Arfres (41
Emplorea 13 10013 PTOS Sy PTO MG 012015 A, Arites 411
Emplorgea 14 104 PTOS Sy PTO MOIHHG 12018 #, Arites i
Emploea 15 1015 PTOH Howrly PTO MG 0012015 A, AT 411
Emploea 16 1o PTOS Sawy PTO MOAEG 0012015 A, ArTies 411
Emplorea 17 10T PTOS Suwry PTO (A G 012015 A, ST i
Emplorea 13 113 PTOS Sulry PTO HOAG 012018 , ST T
Emplovea 15 12015 PTOH Hinurly PTO i Liblai) el 19 i, TR mini

PTO Fixed Date Reset Pay Date

Prowides a breakdown of whan each Accrugl Plan will rollover for each pay group that has a participant enrolled in that plan. You MUST extend your payrall calendar prior 1o
running this repart or you will not get any results
Accrual Oplion Accrual Opbion Code Rollover Fixed Dats FPay Group Coda Pay Group | Penod End Date Panod Star Date Pay Date

VAL B0-120-160 WALZED 12725 kP K 12725942018 1211652074 01/04720719
Sick Full Time SICKBO 1229 KF KF 1272920148 1216520148 01/0442015
VAC: 120-160 H20160 12/2% KP KPP 12129720138 12/16/2018 D1/04/2015
Float Hel FT FLOAT 12/2% K KP 121292018 12M16:2018 01/0472015
WAL 160 WAZ160 12725 KF KF 12725972018 121652018 0170472019
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M&@SAIC
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Year End:
* Checklist Support
« W2 and 1095 Printing
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Knowledge is Power. Let Us Help.

Our team of UltiPro experts has experience with companies of
all sizes and across virtually all industries. Mosaic helps our

clients put all the pieces together.
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