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QUARTER END

1. Make sure that the payroll checks for the last payroll of the quarter have been posted.  Quarter End must be performed before the first payroll of the new quarter. Payroll Quarters are March 31, June 30, September 30, December 31.

2. Go to Payroll
3. Go to Periodic Processing
4. Post Expense to GL
5. Print the quarterly reports:

6. Department Report

7. Quarterly Employer’s Tax Report

8. Quarterly Withholding-Optional

9. Quarterly State Unemployment Report

10. 941 Report.  Enter the total of all 941 payments for the quarter in the last field.  If balance due of the printout is not zero (0) you may want to go back and re-add your 941 deposits for the quarter.  Maybe a vacation check withholding was missed?  This report can be reprinted after periodic maintenance for the quarter has been done.

11. Go to Periodic Maintenance.

12. Have you run the following reports-Enter Y.
13. Enter 1 for a Quarter End.
14. The next two questions require a date.  Do not put a date in these fields.  You will lose important history that may not be retrievable.
15. Clear remaining sick/vacation-This question will be skipped unless you pick option 2-Year End.
16. Page Down
17. P to Print
18. Select printer.
