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Summary of Procedures Before you Begin the Close 

Please review the entire instructions before starting your Calendar Year End Close. 
 

1.    Before you run the last payroll of the calendar year, be sure you have accounted for all taxable vehicle 
usage (fringe benefit), dependent care, and advanced earned income credit. 

 
2.    Be sure you have entered all manual payroll checks. 

 
3.    Be sure you have taken care of all voided payroll checks. 

 
4.    Be sure you have entered all third-party sick pay. For questions on entering third-party sick pay, copy the following 

link into your web browser: http://www.localgovcorp.com/faq/flexgen/w2_calendar_ye.htm 

 
5.    Be sure   to  review   the  Deduction Flag  Comparison  Report. It  will  show any  employeeôs  that  do  not  match  the  Deduction Control. .  Review   for  accuracy.          

   Access  this  report  from the main  payroll  menu.   Reports  > History > Other  > Ded  Flag  Comparison  

 

 6.       Balance and prepare your quarterly tax return for the fourth quarter. 

 
7.    Balance your calendar year-to-date totals with the sum totals of the four quarterly reports.  (See pages 12-20 for an 

example of these reports and instruction on how to balance.) Use the summary history report. Access these reports 

from the main payroll menu.    Reports >History >Summary >Summary  

 
8.    If you have differences between the sum of the quarterly reports and the history reports, you should first check your 

voided checks and manual checks. 

 
9.    Be sure you have the correct spelling for each employeeôs name and their correct social security number entered into 

the payroll system. 

 
    10.   Be sure you have the correct mailing address for each employee entered into the payroll system. 

 
11.  If you have employees who have left throughout the calendar year, be sure you have the correct mailing address for 

these people. 

 
12.  ó Visa SSNô parameter has been added to Employee Master screen - If the óVisa SSNô flag is óYESô, the edit 

check during the W-2 process wil l not exclude the employee. The employee WILL show up with a 

óWARNINGô on the W-2 Error/Warning Report. If you have employees that have a Visa number as their 

Social Security Number, you need to change this flag to óYESô before starting the W-2 process. Employee, 

Employee Master. 
 
 

After you have balanced your calendar year-to-date totals back to the totals of the four quarterly reports 

and you have completed the steps outli ned above, you are ready to begin the process of preparing W-2 

forms for your employees. 
 

 
 

For complete instructions on fili ng W-2 and W-3 information, see http://www.ssa.gov/employer/how.htm#paper. 
 

 
 
 
 
 

Make a DAILY  BACKUP and label it " Pre-Calendar Year End".  

http://www.localgovcorp.com/faq/flexgen/w2_calendar_ye.htm
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Year End Menu 
 

 
To begin the W-2 process, you wil l access the payroll main menu and use the year-end menu, which is found 

under the period end section of the payroll menu. 
 

 
 
 
 
 
 
 
 

The year-end menu options are shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Circular E 
 

 
Note:   You must load the December update you received from LGC before you change the Circular E year. 

 
Select the Circular E year.  Use the 'Lookup' option to select the correct year.  If you have run your last payroll 

for 2007, choose 2008. Do not run this until you have completed all payroll s for 2007. 
 

 
 

 




