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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. In5-Payroll, 3 — Payroll Management, Select 7 — Payroll Audit.

(5 5-3-7 Payroll Audit | K Building Specialties X

This audit compares all valid payroll records against each
employee’s quarter totals, for total earnings as well as each
calculation amount. (Some variances can be automatically
corrected by clicking "Repair.”}) Click "Audit” to begin.

[ ] Audit/Repair payroll for the prior year (2023)

Help Close

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.

(5 5-3-8 Close Payroll Year 4

IMPORTANT: You need to close the payroll year prior to
computing payroll records that will be paid in the next year.

Use the Year End Guide to assist you with this process.

Help | Close Payroll | Exit

 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

@ 5-2-1 Employees | Sample Company | DESKTOP-41TJRI4\SAGE100CON = ] x
File Edit View Options Help
K 4 67 S| HIQ«d % & 0 kS
* First Name [Samuel ‘ M.L [D | * Status | 5 - Terminated B
* Last Name [Torres J

General Information Human Resources Compensation Direct Deposit Calculations Additional Contacts ACA

Address 1 [87 Bridge Road Phone# [(999) 555-4712

e
)

|
Address 2 [ Fax# l l
City lSanta Rosa Home# l l
State EJ iy Zip [99999 JI Pager# | ]
Celi# | ]
User Def1 | [

User Def2 | Ee Email | ]

Equipment [ l JIL ¢

Earnings Payroll Licenses Training

Employee status (1-Current, 2-On Leave, 3-Quit, 4-Laid Off, 5-Terminated, 6-Probation, 7-Deceased) | * Selection is required

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”

© Sage 100 Contractor Database Administration | DESKTOP-41TJRIA\SAGE100CON | SQL Server 2014 RTM Express Edition (64-bit)

saoe Database Administration for Sage 100 Contractor

Add / Delete Companies...

Tune Up / Back Up / Restore... Use the Year End Guide to assist you with this process.

Select the company to archive: Sample Company ~
Archive Company Data...
Archive Oldest Fiscal Year Enter the name for the payroll archive: 2017 Company Payroll Datd

Archive Payroll Data
dule Nightly Mai

Company Admins / SQL Logins... Remove employees with the selected status(es)

Upgrade Company Databases

that are no longer re ced in the database:
Migrate from Version 19.8...
M Laid Off
Server Management...
B Quit
Toolbox...
Advanced Settings... B Approve each employee’s removal

REMINDER: Exclusive access to the database is required for archivin:

Logged in as Julie'

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.

o
BBy | =
vy L
Home & Clients & Vendors & Projects Payroll Banking & Inventory & Estimating & Reports
Resources Service Purchasing Ledger Equipment Scheduling
System Menu My Menu
DESKTOP-41TJRIA\SAGET00CON Sample Company
4 1 - General Ledger
1 - Checks/Bank Charges
2 - Deposits/Interest §
3 - Journal Transactions
4 - Recurring Journal Transa
5 - Bank Reconciliation
N Eranae * Use this option to change the default posting period from one period
6 - Period/Fiscal Year Mana( S to another. A complete audit is perfformed when advancing the period
7 - General Ledger Accounts — -
8 - General Ledger Setup ® 2
9 - Company Departments File  Help
> 2 - Accounting Reports MZ"E
£ wi
> 3 - Accounts Receivable AUDIT COMPLETE!
4 - Accounts Payable Noarrois foundl Sage 100 Contractor x
> 5 - Payroll
ZR6 brojact Management Auc The first period of the next fiscal year is now available for
> 7 - Utilities | posting. The status on this period is Open. Use ‘Manage
. 8- Equipment Management Period Availability to restrict access to this period as desired.
9 - Estimating b Periods 2 through 12 of the next fiscal year will become
_ 3 R ob, available for posting when you advance to Period 1, which
10 - Scheduling ez by requires a clean audit.
> 11 - Service Receivables
12 - Inventory
> 13 - Review & Reporting
Archive FiseaT NEMIINIIET: ITIS TUNCION NGS DEEN TEIOCATE TO TNE L/GTaDASE
Administration tool, which is installed on the data server. I
Year 2016
View Audit History  * Requires Exclusive Access Close

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.

®

File Edit View Options Help

H D hdd % o ll3

M 4 1021 IL » M | contacts I

* Vlendor Name ‘Capital Electric Construction Ca, Inc. | Vendor Type |0 - None v &l

t . N N
] * Short Name ‘Capltal Electric Construction |

| General Information Financial Information Invoice Defaults (5 1099 Balance Startup/Adjustment e

Owner | ‘ Startup/adjustment entries are included along with actual payments
when determining the vendor's 1099 balance for a given year.

Address 1 [P0 BOX 410079 \

Address 2 | ‘ Print Vendor 1099 Payments report

City [KANSAS CITY |

_ _ * Startup/Adjustment Date |06/30/2024 v
State MO | Zip 64141 J

Current 1099 Balance for Calendar Year 2024

—_

* Startup/Adjustment Amount 65,000.00
Resulting 1099 Balance 65,000.00 L
Row |Contact Name Job Title ~l =

2
3 ) 3 3 A
" Startup/adjustment to payments made to the vendor | * Entry is required v
< >

Open Closed Open Paid Invoice Credit Card All .
eI POs POs Invoices Invoices Payments Payments Payments it

Enter a brief name for sorting/finding the vendor | * Entry is required
T L #3~ ) T



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.

Home & Clients & Vendors & Projects Payroll Banking & Inventory & | Estimating & Re
Resources Service Purchasing Ledger Equipment Scheduling
stem Menu My Menu (8 4-1-5 Report Printing | RKL USER CONFERENCE 11-14-2024 | SN-33125\SAGE100CON m] X

-

- General Ledger

* 10 - Scheduling

* 11 - Service Receivables
* 12 - Inventory

> 13 - Review & Reporting

File Edit Options Defaults Help

Show / Hide System Reports

Select the 1099 type (0-Undetermined,1-Nonemployee Compensation,2-Rent,3-Attorney,4-Interest,5-Medical,6-Div., 7-No 1099)

+ 2 - Accounting Reports
> 3 - Accounts Rgecei':rahle & Create Shortcut * | 11 | lu] & HiyTEHE LI
' 4 - Accounts Payable [ Duglex
4 1 - Payable Reports
1 - Vendor List Printer | TSPrint Default Quality |High @ Pages l:l to I:l
2 - Payable Invoice List Tray Automatically Select Size Letter v Copies |1 =
3 - Payable Aging
4 - Payable Journal/Ledger Report Criteria Samples / Notes
5=Vendor Payment Journal 10 - Vendor Check Payments [Shared] Report F 1 KBS Logo.Report w7
= Varilor Rraumsrie 15 - Payment Invoice Details~Jaob; by Ve cportrem :
7 - Use Tax Report 21 - Vendor Payments
2 - Payable Invoices/Credits 31 - Vendor Workers Comp Report Vendor# | Between w | H ‘
* 3 - Vendor Payments 41 - Job Payments Vendor Type |Equal » l:l
4 - Vendors (Accounts Payable) ﬁ : :)Ob PayrtnlehtszIShta ils~Alpha by | iz
5 - Vendor 1099 Forms 52 - Pgrm"::t |2¥g:§: D:t::lz—dog; Ey \!;e BE [ | | |
6 - Recurring Payables 61 - Viendor 1099 Payments 1099 Type | Between ¥ |1 H1 ‘
> 7 - Credit Card Management
> 5-Payroll [ Sort Alpha
* 6 - Project Management
* 7 - Utilities
> 8 - Equipment Management
> 9 - Estimating




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.

N T i Gy | e pp— .
il IS | = | & | g

Home & Clients & Vendors & Projects Payroll Banking & Inventory & Es
Resources Service Purchasing Ledger Equipment S

System Menu My Menu

SN-33125\SAGET100CON RKL USER CONFERENCE 11-14-2024
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- 2 - Accounting Reports
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4 4 - Accounts Payable
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1 - Vendor List
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2 - Payable Invoice List
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Process for Archiving General Ledger Data Step 1

1. Archiving your Oldest Fiscal Year Data

a. Inthe 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.

© Sage 100 Cor or Database Administration | DESKTOP-41TJRIA\SAGE100CON | SQL Server 2014 RTM Express Edition (64-bit) y 4 X

Soe Database Administration for Sage 100 Contractor

Add / Delete Companies...
Tune Up / Back Up / Restore...

Upgrade Company Databases
aaaaaaaa

Archive Company Data...

Schedule Nightly Maintenance...
Company Admins / SQL Logins...
Migrate from Version 19.8...
Server Management...

Toolbox..

Advanced Settings...

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



Process for Archiving General Ledger Data Step 2

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

2.

Add / Delete Companies..
Tune Up / Back Up / Rest:

Upgrade Company Datab

Archive Company Data,

Archive Oldest Fiscal Ye

Archive Payroll Data

Schedule Nightly Mainten
Company Admins / SQL I
Migrate from Version 19.8
Server Management...
Toolbox...

Advanced Settings...

Logged in as ‘Julie'

Archiving Sample Company Accounting Data for Fiscal Year 2016

Before You Begin

This wizard will guide you through the process of removing the oldest fiscal year from the company’s books.

Before You Begin

This process will automatically remove the oldest fiscal year's data
from your company’s books and place it in an archive. The resulting
archive can be accessed like any other company, except that you
need to select "Show Archives’ on the Company List window.

CAUTION! Before archiving, make sure you have completed all
posting to the previous year! After you archive a year, posting to
period zero does not post back to the archive company. Finish
posting all previous-year entries, and then archive the year.

You should have two backups of your company data
before continuing.

Create Archive



Process for Archiving General Ledger Data Step 3

3

Tune Up / Back Up / Rest

Upgrade Company Datab)

Archive Company Data...

NG a e N:  Preparation

Archive Payroll Data

Schedule Nightly Mainten
Company Admins / SQL L

Migrate from Version 19.8

Server Management...
Toolbox...

Advanced Settings...

Logged in as Julie'

Add / Delete Companies..

: 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”

Archiving Sample Company Accounting Data for Fiscal Year 2016

Preparation
Let’s make sure that your company data is ready. To start, click Begin Preparation.

Before You Begin

Begin Preparation

Create Archive

Archive Company Data...

Archive Payroll Data

Server Management...
Toolbox...

Advanced Settings...

Logged in as 'Julie'

Add / Delete Companies..
Tune Up / Back Up / Rest

Upgrade Company Datab)

Archive Oldest Fiscal Ye

Schedule Nightly Mainten
Company Admins / SQL U

Migrate from Version 19.8

Archiving Sample Company Accounting Data for Fiscal Year 2016

Preparation

Let's make sure that your company data is ready. To start, click Begin Preparation.

Before You Begin

Preparation

«f Maintenance complete
o Ledger audted
o Inventory audited

J Backup created

4

Create Archive




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”

@ Sage 100 Contractor Database Administration | DESKTOP-41TIRIZ\SAGE10

Archiving Sample Company Accounting Data for Fiscal Year 2016

Maintenance Options

Add / Delete Companies.. Choose maintenance tasks you'd like performed on your cument company after the fiscal year is removed.

Tune Up / Back Up / Resti

Upgrade Company Datab)
P9 pany, Before You Begin Remove jobs with Closed or Refused status and all related records.

Archive Company Data...

Remove payable invoices with Paid or Void status and no Job#.
Archive Oldest Fiscal VejJEElEI Tl

Remove service invoices with Paid, Completed, or Void status

Archive Payroll Data dated priorto | EZETIEIEE

Maintenance Options
Schedule Nightly Mainteq Remove purchase orders with Closed status and no Job#

Company Admins / SQL L A e dated priorto

Migrate from Version 19.8
Server Management...
Toolbox...

Advanced Settings...

Create Archive

Logged in as Julie’




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.

(€]

Add / Delete Companies..

Tune Up / Back Up / Rest("

Upgrade Company Datab|

Archive Company Data,

Archive Payroll Data
Maintenance Options
Schedule Nightly Mainten
Company Admins / SQL L
Migrate from Version 19.8
Server Management...

Toolbox...

Advanced Settings...




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

.CCOUNTING & BUSINESS SERVICES
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