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Year End Process
 

Process for Closing PR 2024

 Process for Advancing Fiscal Year

 Process For Archiving Past Years Payroll Data

 Process For Archiving Past Years General Ledger Data

 Processing 1099’s

 

 Important! You Must have access to the Database Administrator in order to 
perform the General Ledger and Payroll Archives 



Process for Closing Payroll Step 1
Sage has made the Payroll closing process easier than in the past.

You no longer have to archive your payroll before entering the new payroll year 
transactions. You can now have two years of payroll available for audit purposes and 
reviewing employee history.

1. In 5 – Payroll, 3 – Payroll Management, Select 7 – Payroll Audit.

NOTE:  If you have any errors, Click Repair to resolve.  If Errors are still present, 
contact your Sage Consultant to assist in correcting the errors



Process for Closing Payroll Step 2
• In 5 – Payroll, 3 – Payroll Management, 8 – Close payroll.
• You must close payroll prior to entering any 2025 payroll 

transactions. This will allow you to have the 2024 transactions 
available for you to view employee verifications and create 
audit reports with out having to review a previously archived 
database for partial year audit periods. 

• NOTE: After you have closed the payroll year, you must update 
Sage with the 2025 tax tables before you can enter any 2025 
transaction. You will need exclusive access to the Database 
Administrator.



OPTIONAL: Process for Archiving Oldest Payroll 
Years

Review Employee Status for Removal – Open 5-2-1 Employees

If you want to remove any employees during the archive process, 
they must have a status of Quit, Laid Off, Terminated or Deceased 



Process for Archiving Oldest Payroll Year Step 1

1. Print Reports for After-Close Verification
A. Open 5-2-2 Payroll Records. Select File then Count, and write down the 
number of records. The number of files will be used for verification purposes 
after the books have been closed.

B. Print the 5-1-2-41 Payroll Check Register ~Totals Page report. This report 
will also be used for verification purposes after the books have been closed.

C. Print the 5-4-3 ACA Hours Allocation report. This report will be used to 
determine the number of full-time and full-time equivalent employees per 
month, and as a reference when you fill out federal forms required under the 
Affordable Care Act

D. Open 4-2 Accounts Payable Invoices. Select File then Count, and write down 
the number of records. The number of files will be used for verification purposes 
after the books have been closed.



Process for Archiving  Oldest Year Payroll Step 2

2. Archiving Payroll Data

A. Open Database Administrator and Select Archive Company Data then 
Archive Payroll Data

B. Click “Create Archive” 

Reminder All Users Must be Out of Sage During the Archive Process



Process for Archiving  Past Year Payroll Step 3

3. Verify the Archived Payroll Data by Opening Up Sage and Select 
“SHOW ARCHIVES”

a. Select the Archived Company 
b. Open 5-2-2 Payroll Records. Select File then Count, and write down 
the number of records.  Compare the number of records to the previous 
count.
c. Open 4-2 Accounts Payable Invoices. Select File then Count, and 
write down the number of records. Compare the number of records to 
the previous count.

Verification:
If these totals match, your archive has been completed successfully.
If there are any discrepancies, restore your back up and create a new 
archive.

 



Process for Archiving  Past Year Payroll Step 4

4. Verification After Archiving the Payroll Year

a. Open Sage “Show Active Companies”

b. Open 5-2-2 Payroll Records. Select File then Count, Verify the 
count is the same as the 2024 count

c. Open 4-2 Accounts Payable Invoices. Select File then Count, 
this number should match the previous count.

NOTE: If you need to restore a backup and reclose the file, delete 
the payroll archive company before repeating this process.



New Year Payroll Preparation
Install the Year-End tax Update received with your Year End Notice

Update All Pay Calculations as needed by selecting 5-3-1 Payroll 
Calculations.  Delete any Payroll Calculations that you will not be using 
in the New Year.

Adjust any default Max, i.e. 401(k) Maximum, SUTA, State Disability 

Select Payroll Calculation, Options, Update Employees, Update Default 
Rate and Maximum

NOTE 1:   If All Employees are effected with the Pay Calculation 
 Change Select “Update All Employees”  If a Calculation 
 only effects certain Employees Select “Employees With 
 This Calculation”

NOTE 2: If you have variable rates for employees, you must 
  update each employee in the individual Employee 
  Record



Advancing Fiscal Year Process Step 1

1. Verify Posting Period
a. In 1-6 Period and Fiscal Year Management, Select Change 
Period. Make sure the Posting Period is Set to 1.

NOTE: You Must Have Exclusive Access In Order to Perform These 
Steps
Make sure a current back up has been created before moving 
forward.



Advancing Fiscal Year Process Step 2

2. Period Error Audit 
a. The Period Audit is completed once you advance to the current 

month.  If audit errors occur, select 1-6 Period Fiscal Year Management 
then Recalculate Balances.  You can resolve most of these audit errors 
by recalculating the General Ledger Balances.

b.   If any remaining audit errors cannot be repaired by Recalculating 
Balances, you must contact Customer Support or you Sage Consultant    
to assist in correcting these errors. Please have your Company Name,  
Telephone number, Software Version and Sage ID found under the  
Home and Resources tab under and select “About Sage 100 
Contractor”  



Advancing Fiscal Year Process Summary

What Happens in SAGE Once you have advanced the fiscal 
year?

1. When you advanced your fiscal year period from 
Period 12 to Period 1, Sage Audits your accounting records 
to verify that all valid balanced transactions support the 
General Ledger account balances.

2. Sage 100 Contractor DOES NOT Require you to close 
your books in order to move forward with the Next 
Years transactions



Processing 1099’s

• If you are a new user to Sage 100 Contractor, you will need to bring over the beginning 1099 
Balances form your old accounting platform.  In 4- Account Payable Options, Select 1099 Balance 
Start up adjustment.  Enter your go live date, and enter the amount of the 1099 vendors balance 
from your old accounting platform in the start up adjustment column. 



Preparing for 1099 Reporting

• Under 4- Accounts Payable, 1 – Payable Reports, Select Vendor Payment Journal and report 61 – 
Vendor 1099 payments. Select the 1099 Type and verify each vendor 1099 amount.  If 
adjustments must be made, you can correct by using the 1099 Start up adjustment in the vendor 
record. 



Printing 1099’s Through Aatrix

• To print 1099’s, Select 4 – Accounts Payable, 1 – Payable Reports and 
5 – Vendor 1099 forms.  Follow the prompt through Aatrix reporting. 



Process for Archiving General Ledger Data Step 1

1. Archiving your Oldest Fiscal Year Data
a. In the Database Administrator, Select Archive Company Data and 
then Archive Oldest Fiscal Year.  Select Company to be Archived and 
Double Click on Create Archive. For Most Users that have been using 
Sage you will be archiving 2023.

Suggested Archive Practice:  Do Not Archive the most recent closed Year



Process for Archiving General Ledger Data Step 2

2. This will bring you to the Archive Data Wizard.  The 
Wizard will guide you through the process as follows:



Process for Archiving General Ledger Data Step 3

3. On the Preparation Page, Select “Begin Preparation” 
This process will automatically run maintenance, Audit Ledger Activity, 
Audit Inventory if applicable and create the company back up. Once 
completed, Hit “Next”



Process for Archiving General Ledger Data Step 4

4. On the Maintenance Option Page, Select the 
maintenance tasks you want to have performed. Then 
click “Next”



Process for Archiving General Ledger Data Step 5

On the Archive Data Page, Type in the Name of the Company 
Archive i.e.   X 2023 ABC Company Archive.

Click “Begin Archiving”  and then “yes” if you have backed up 
your data previously.



This completes the Sage 100 Year End Process

Thank you for attending this Webinar!

If you need further assistance, please contact

Your Sage 100 Contractor Consultant
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