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Summary of Procedures Before you Beqin the Close
Please revew the entire instructions before starting your Calendar Year End Close.

1. Beforeyourunthelad payroll of the calendar year, besure you have acounted for all taxable vehicle
usage (fringe benefit), dependent care and advanced eaned income credit.

2. Besureyou have entered all manual payroll checks.
3. Besureyou have taken care of all voided payroll chedks.

4. Besureyou have entered all third-party sick pay. For questionson entering thir d-party sick pay, copythefollowing
link into your web browser. http://www.localgovcorp.convfag/flexgen/w2_calendar_ye.htm

5. Besure to review the Deduction Hag Comparison Report. it wil showanyeeidykoye t h a't do not mat ch
Access this repart fromthe main payrol menu. Reports > History > Other >Ded Hag Comparison

6. Balance and repare your quarterly tax return for thefourth quarter.

7. Balance your calendar yearto-date totals with the sumtotals of thefour quarterly reports. (See pages 12-20for an
example of these reports and instruction on howto balance)) Use the summary history report. Acces the<e reports
fromthemain payroll menu. Reports >History >Summary >Summary

8. If you have differences between the sum of the quarterly reports and the history reports, you shoud first ched your
voided chedks and manual cheds.

9. Besureyou have the corred spelling for ead employe es i@ame and their corred social searity number entered into
the payroll systam.

10. Besureyou have the corred mailing address for ead employee entered into the payroll system.

11. If you have employees who have left throughoutthe calendar year, besure you have the corred mailing address for
these people.

12. 8Visa SSN Gparameter has been added to Employee Master screen - If the &visa SN &lag is OYESS the edit
chedk during the W-2 processwil | not exclude the employee The employee WILL showup with a
ONVARNIN G @n the W-2 Error/Warning Report. If you have employees that have a Visa number as their
Socia Seaurity Number, you neeal to change this flag to 6YESG before starting the W-2 process. Emgoyee
Emgdoyee Magder.

and you have compl eted the steps outlined above, you are realy to begin the processof preparing W-2

@ After you have balanced your cdendar yea-to-date totals badk to the totals of the four quarterly reports
forms for your employees.

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

Make aDAILY BACKUP and label it " Pre-Calendar Year End".
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Year End Menu

To begin the W-2 process, you will accessthe payroll main menu and use the yea-end menu, which is found
under the period end sedion of the payroll menu.

64 05111115 - Payroll - PYMO10

Employvee Inquiry Current Pay Reports Other WaEGGEHSGGN Help

’ Month-EnTT
Quarter-End ‘

| ‘Year-End i

The yea-end menu optionsare shownbelow.

FG407/11/30 - Year End - PYM100

W-2 Process  Other  Audit  Help

Misc Code Add-Cn Maink,
Misc Code Add-On Report

Murmnber of W-2's Needed
Reporting Process

640511415 - Year End - PYM100
W-2 Process MelGl=e Audit Help

Ea;:la.épww;:le? . Roll Leave
Select W-2 File To Copy Reset Process
W-2r Reparting Process Select Circular E Year

Circular E
Note: You mug load the Decamber update you recaved from LGC before you change the Circular E yea.

Seled the Circular E yea. Use the 'Lookup'option to seled the corred yea. If you have run your last payroll
for 2007,choos 2008.Do nd runthisuntil you have completed all payrolls for 2007.

Fe4 PY] 590 - Circular E Years

Year Circular E

T[T [CIREZ004FLE
T[T [CiREZO0BFLE
T[T [CIREZO0RFLE
T[T [CREZ00TFLE
T[T [CiREZ00BFLE

Evit[Esc) | Select(F4) | PageUp | Page Down Exit [Esc) |  Update (F4) | LookUp (F2) |

Circular E Wear To Use: |I:IFEE2I:II:IEI.FLE
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