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YEAR END

1. Before Year-End for the current payroll is done you will need to make sure that the Last Year payroll (F9) is deleted.  

2. Go to Payroll. (current year payroll)

3. Go to Period Processing.
4. Go to Close Last Year.

5. Have you printed your W-2’s (Last years) and Backed Up-Enter Y.

6. Page Down.
The Last Year payroll files are now erased; Now you have somewhere for the Current Year payroll to move to when you perform the Year-End.

1. Make sure that the payroll checks for the last payroll of the year have been posted.  
2. Post Expense to GL must be performed before doing Year End.
Go to Payroll, current year

Go to Periodic Processing

Go to Post Expense to GL

Answer YES that you have backed up.

Post to the GL period that = December.  

Post to current year if current year is the same as your payroll year, otherwise post to last year.

Post in Detail or summary.

3. Year-End must be performed before the first payroll of the new year.

4. Go to Payroll
5. Go to Periodic Processing
6. Go to Periodic Maintenance.

7. Have you run the following reports-Enter Y.
8. Enter 2 for a Year-End.
9. 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.
10. Clear remaining sick/vacation-If you would like the system to automatically clear the employees sick and vacation remaining hours to zero enter Y; otherwise enter N.
11. Page Down

12. P to Print
13. Select printer.

If you need to look at the payroll you just moved to last year, go to Payroll and hit F9, which will switch you to last year files.  You can run your W-2’s, run quarterly reports, and look up information.  You cannot enter another payroll while in Last Year files.
Enter your new year payroll tax tables.
