November 9, 2009

Dear Sage Timberline Office Customer:

The enclosed 2009 Year-End Procedures Guide is a benefit of your Sage Timberline
Office service plan subscription. We encourage you to use this guide as a helpful tool
to manage your company's year-end closing process.

Each year, government agencies establish new reporting requirements that may affect
your company’s year-end reporting. These changes will be incorporated into a 2009
year-end software release. The 2009 year-end release will be available for download
as a software update. A notice will be sent when the 2009 year-end update is avail-
able for download.

There are no federal changes in this year’s year-end software update; however, we
recommend you review the year-end software update notice to determine if any of the
changes affect you. Download and install the year-end software update if you are
impacted by any of the changes.

The year-end software update is intended for Sage Timberline Office 9.4.1, 9.5, and
9.6 CDs only. You must be using either 9.4.1, 9.5, or 9.6 to install the year-end soft-
ware update.

If you have year-end related questions, you will find the answers in the 2009 Year-End
Procedures Guide or in the additional resources listed in the “Getting Help With Year-
End” section of the guide.

Sincerely,

Sage
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Section 1

Frequently Asked Questions

Every year our Customer Support team receives numerous repeat questions. We have
captured the the most frequently asked questionsin the list below.

The 2009 Year-End Procedures Guide is designed to help you with your year-end
processing. You may save yourself valuable time and a phone call if you check “ Common
Questionsand Answers at Year-End” in your application’s section of this guide before you
contact Customer Support.

General Year-End Questions and Answers on page 12

1 | have never closed my year before. Wheredo | start?

2 When will | receive the year-end CD?

3 When will | receive my taxes for the new year?

4 Inwhat order should | close my applications?

5 My company runs on afiscal year. What do | need to do?

6 What do | do if my magnetic mediaisrejected by the IRS or SSA?

7 When do | back up my files?

Common Payroll Questions and Answers on page 18

1 What types of W-2s does Sage Timberline Office support?

2 How do | calculate the number of W-2sto order?

3 How many print runs should | make for the W-2 forms?

4 Do need to download and install the year-end software update before printing W-2s?
5 How do | set up bonus pays or supplemental wages to be taxed at a specific rate?

6 How do | set up avehicle reimbursement?

7 How do | set up aThird-Party Sick Pay in Payroll?

8 Will the period-end date of my last payroll affect my W-2s?

9 If | have multiple localities per state, do | need multiple W-2 formats set up?
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10 How do | add a 401K deduction to the W-27?
11 How do | mark the Retirement Plan and Third-Party Sick Pay boxes on the W-27?
12 If | have employees who work in multiple states, how do | print W-2s?

13 | need to report more than two local taxes on W-2s. What type of formulado | need to
use?

14 | need to combine more than one tax, pay, fringe, or deduction in a single box on the W-
2. What formula can | usein the W-2 amount field?

15 | have two federa tax 1Ds but only one master file. How can | print two sets of W-2s?
16 Do | haveto print W-2s before | close the year in Payroll?

17 Can | process Payroll for the new year before printing W-2s?

18 How do | suppress printing W-2s for employees with zero Y TD taxable?

19 If | have multiple Payroll master files, should | move all my employeesinto one Payrall
master file to print W-2s?

20 Why do asterisks print in some of the amount boxes on my W-2 form?

21 Why is nothing printing on my W-2s?

22 Dol need to close the month before | close the year in Payroll?

23 How do | delete terminated employees from the Payroll master file at the end of the year?
24 How can | void and reissue a check from the previous year?

25 | just downloaded the 2010 tax changes. When should | update them?

26 When | ran Payroll > Tools > Update Taxes, | got an error message that reads, NEW.PRX
not found. What does it mean?

27 How can | verify that my taxes updated?

28 How do | print W-2s for employees in states with no state withholding?

Common Accounts Payable Questions and Answers on page 46

1 How do | calculate the number of 1099sto order?
2 How can | easily print alist of the vendors who need to receive a 1099?
3 Why doesn’'t my vendor show on the 1099 preparation report or in the print run?

4 | have avendor who did not have the 1099 box marked. Can | mark it now to include it
on my 1099 print run?

5 How do | set up avendor to receive two different types of 1099 forms?
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6 How do | verify that my 1099 amount paid for the vendor is correct?

7 How does the 1099 amount calculate for an invoice with payments in two different
years?

8 What do| doif the government cannot verify avendor with the name and federal ID used
on the 1099 report?

9 Can | post January 2010 invoices and print 1099s for 2009 later?
10 When can | print Accounts Payable checks for 20107?
11 My 1099 totals are incorrect.

A Common Property Management Question and Answer on page 66

1 Can | post January 2010 payments and print 1098s and 1099s for 2009 later?

Common General Ledger Questions and Answers on page 94

1 How do | clear the balance in a suspense account?

2 If | close General Ledger, will | still be able to post prior year adjusting entries that my
accountant sends me?

3 How do you close the last period of the year?

4 What isthe Foreign Entity check box?
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Conventions Used in this Manual

Thisworkbook uses the following conventions:

= Information you enter into the software isin bold type, asin the example below:

Enter Miscellaneousin the Amount Type box.

= Names of keys are shown in capitals; for example, ENTER, TAB. A plussign (+)
between two key names indicates that you should press both keys at the same time; for
example, SHIFT + TAB.

= The names of screens, windows, fields, and other features displayed by the software are
shown in bold type.

* The names of buttons you can click with your mouse are enclosed in bold type; for
example, [OK], [Post].

NOTE: This symbol draws your attention to information of particular interest, such as tips about using a
helpful feature of the software.

WARNING: This symbol draws your attention to information that is important because it can help you
avoid a costly or time-consuming error.

Menu Paths

In this manual, menu paths show you the steps required to start atask. Hereisa sample
menu path:

PR:Tools > Download Taxes

To follow this path, open the Payroll application. From the Tools menu, select the
Download Taxes.
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Section 2

Preparing for Year-End Processing and Reporting

This 2009 Year-End Procedures Guide is designed to help you with your year-end
processing and reporting. Please read each section carefully and decide what
recommendations and instructions will help your year-end process run smoothly.

Important Reminders

The 2009 year-end rel ease containing government-mandated changesis availablein
downloadable format only. The downloadable files include the required year-end changes
only, saving you from having to upgrade by installing an entire CD at year end. You will
receive alink to the downloadable files in December.

Please be aware that the 2009 year-end release is compatible with Sage Timberline Office
versions 9.4.1, 9.5, and 9.6. If you are not familiar with your operating system, data files,
backup procedures, or the Sage Timberline Office software, contact your Sage Business
Partner to arrange for assistance from a certified consultant.

The 2010 tax updates are available separately in downloadable form only. Use PR: Tools >
Download Taxes to download the new 2010 tax file. You will be notified when the tax
changes are available.

NOTE: Do not install 2010 tax files until after you finish processing payroll for 2009 and are ready to
process your first payroll for 2010.

Getting Help With Year-End

Here are some helpful tips to keep in mind to help us provide better service:

Access the Customer Portal

= You can log on to the Sage Knowledgebase 24 hours aday, 7 days aweek for solutions
to over 8,000 Sage Timberline Office topics as well as software aerts, notices, release
guides, and year-end information. Thisis the same online tool our support staff uses
when responding to callsfrom service plan customers. To accessthe Knowledgebase, |og
on to https://customers.sagenorthamerica.com.
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After you log on to the Sage Customer Portal, click the Knowledgebase Search link and
type a keyword search or click Advanced Search for additional search options.

= Review your support-call activity, update open tickets, submit anew ticket, or add anote
to an existing support ticket. Our Customer Support department is available to respond
to onlineinquiriesbetween 6 am. and 5 p.m. (Pacific Time) Monday through Friday. For
international customers, Support will respond between 8 am. and 5 p.m. (GMT + 10:00)
Monday through Friday.

= |If you cannot find the answer to your question in the Knowledgebase and your service
plan provides online technical support, submit a new support ticket on the Sage
Customer Portal. After you log on to https.//customers.sagenorthamerica.com, click Self
Service > My Requests. Under Create, click Customer Support Ticket, enter the
details of your question, and submit the form.

Phone Support

If you prefer to speak to Customer Support, call 800-551-8307. Support hours are Monday
through Friday from 6 am. to 5 p.m. (Pacific Time).

Holiday Schedule

During the holiday season, Sage will be closed on the following days:
= Friday, December 25, 2009, al day.
» Friday, January 1, 2010, all day.

During year end, Customer Support receives a greater number of calls than normal. We
thank you in advance for your patience during thisbusy time. Off-peak hoursin the support
center are after 2 p.m., Pacific time.


https://customers.sagenorthamerica.com
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Special Note

If you need to contact Sage, you should know your CD version. To determinewhich version
of the software you use, select TS-Main:Help > About TS-Main. An example is shown
below.

Menu path—TS-Main > Help > About TS Main

About T5-Main E

A7

T5-Main 9.4.22.0 (9.4.1 CD) )
[=] - b Sage Software, Inc. All rights reserved.

Sentry Speling-Checker Engine & 2000 by “Wintertree Software Ine.

A dditional Information:
Current D ata Folder: C:\Program FileshTimberling Office’4ccountingiConstuction Sample Data
[iata Folder Type: Enterprize
System Folder: C:\Program FileshTimberline OfficetAccounting’
Spztem Mode: Enterprize [ ccounting/Estimating)

Wiew the End-User License Agreement

After you determine which software version you have, make a note for reference later.

Upgrading Your Service Plan

If your service plan does not provide online technical support, you can add or upgrade a
service plan by calling 800-858-7098.

Training to Help With Year-End

For additional assistance with year-end procedures, subscribe to Anytime Learning for
Year-End procedures. For information about year-end training opportunities, visit Sage
University at www.SageU.com. Select Sage Timberline Office as your product line and
look for Anytime Learning options.

Anytime Learning isinstructor led, but the 5-20 minute sessions are recorded in shorter
segments so you can pause, rewind, fast-forward and play as needed. Anytime learning is
subscription based, so all employeesin your company can participate whenever they like—
separately or simultaneously — and access all sessions as many times as needed. All you
need is a computer and a high speed Internet connection.


http://www.SageU.com
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You can also contact your Sage business partner to find out if local year-end training is
availablein your region. Contact Sage directly by phone at 1-877-724-3285 or by e-mail at
traininginfo.CRE@sage.com to request additional information about training options.

Additional Year-End Information

Forms for Year-End Government Reporting

The necessary year-end forms (including W-2, 1098, and 1099 forms) are avail able through
Sage Construction & Real Estate Forms. Only Sage Construction and Real Estateformsare
supported. You can place orders by calling 800-760-7929 or visiting their web site at

http://www.sagecreforms.com.

Before you order forms, read “ Cal culate the Number of W-2sto Order” on page 8 and
“Calculate the Number of 1099sto Order” on page 9 to determine the quantity that you
need.

Laser Form Considerations

You should print test copies of laser forms before you order afull supply to verify that your
printer is compatible with them. Contact Sage Construction & Real Estate Forms at
800-760-7929 or visit them at http://www.sagecreforms.com for samples.

Some of the earlier laser printers and many inkjet printers may not be compatible with these
laser forms due to built-in marginsin the printer driver (also referred to asthe printer’sclip
region or unprintable area). If thisisthe case, you will find that you are unable to adjust the
top or left marginsin order for all of the datato fit in the boxes on the form. You must use
adifferent printer.

NOTE: Sage Timberline Office no longer supports continuous-feed printers for year-end processing.

Calculate the Number of W-2s to Order

The Payroll application contains areport design which automatically estimates the number
of W-2 forms needed for year end. You can access the W-2 Count report by selecting
PR:Reports> Tax Preparation >W-2 Count. Thisreport allowsyou to select either year-
to-date or prior year amounts and up to six abbreviated state IDs. The W-2 Count report
separates the states in three W-2 runs, based on the number of state IDs you enter.

NOTE: The W-2 Count report does not include W-2s needed for localities.


traininginfo.CRE@sage.com
http://www.sagecreforms.com
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How to Print W-2s

Determine the number of W-2 print runs based on the criterialisted below. More than one
category may apply to your company.

= Single states—If you process payroll in only one state, you can use your state print run
of W-2 forms for your federal copy.

= Two states—If you have employees who work in two states, you can print one run of W-
2s at the state level. Each W-2 form alows information for up to two states. Select the
primary state in the Print W-2 Forms - Print Selection window. Select the secondary
statein the Sate 2 fieldinthe W-2 For ms- Printed For m Optionswindow. When you
print the W-2 forms, if the employee only has earnings in the first state they will be the
only earnings to appear on the form. If the employee has earnings only in the second
state, they will be the only earnings to appear on the form. If the employee has earnings
in both states, the primary state earnings appear first and the secondary state earnings
appear next.

= Morethan two states—If you have employees who work in three or more states,
perform separate federal and state W-2 print runs. Follow the instructions for printing
two states described above, printing aW-2 with information for the first two states. Print
subsequent W-2 forms for the remaining states, in groups of two, until a W-2 has been
printed for each employee for each state.

= Multiplelocalities—On a state print run, you can print up to two localities for an
individual employee on the W-2 form. If you need to report more than two localities for
an employee, you may need to print alocal level W-2 form. You can also use aformula
to combine multiplelocality amounts. See ] need to report more than two local taxeson

W-2s. What type of formula do | need to use?’ in the Payroll section of this guide for
more information.

Calculate the Number of 1099s to Order

To calculate the number of 1099s to order, use the 1099 Prepar ation report and the 1099
Mag Media Status report.

Follow the instructions below to print these reports. If you want to see specifically which
vendors need a1099, choose Option A. If you only want acount of how many vendors need
a 1099, choose Option B.

NOTE: You can use Accounts Payable to print 1099s, print the 1099 Preparation report, or generate a
magnetic media file an unlimited number of times at any time of the year.

Option A
Print the 1099 Prepar ation report in Accounts Payable to see which vendors need a 1099

as follows;

1 From the Reports menu, select Miscellaneous > 1099 Prepar ation.
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2 Select To vendor if you only print one 1099 for each vendor. Select By fiscal entity if
you print separate 1099s for each of your fiscal entities.

3 Click [OK].

4 If youwant to only seevendorswhich meet the RS minimum reporting requirement, add
acondition asfollows:

a Click [Conditiong].
b Click [Add].

¢ IntheField column, select 1099 Amt Paid This Yr if you intend to print 1099s for
thisyear's 1099 totals. Select 1099 Amt Paid Last Yr if you intend to print 1099sfor
last year's 1099 totals.

Q NOTE: Ifyou selected By fiscal entity in step 2, select YTD Amt Paid in the Field column if you intend
to print 1099s for this year's 1099 totals. Select Last Yr Amt Paid if you intend to print 1099s for last
year's 1099 totals.

d Inthe Operator column, select Greater or equal to.

e Inthe Value column, type the IRS minimum reporting amount. For example, if you
only need to print 1099s for vendors that received $600.00 or more, type 600.

f Click [OK] twice.

5 Click [Print Preview] to review the report, or click [Start] to print the report to afile or
printer.

Option B
Review the 1099 M ag M edia Status Repor t to quickly determine the number of 1099syou

need to print as follows:

Q NOTE: You can use the 1099 Mag Media Status Report to count your 1099 vendors even if you do
not intend to submit magnetic media to the IRS.

1 From the Reports menu, select Forms > 1099s.

2 Inthe1099 Amountsto Report section, select To vendor if you only print one 1099 for
each vendor. Select By fiscal entity if you print separate 1099s for each of your fiscal
entities. If you select By fiscal entity, follow these additional steps:

a Type one of the prefixes that you want to print 1099s for in the GL Prefix box then
click [OK].
NOTE: Do not click [Ranges].

b You may receive aprompt if you did not completely fill out the payer information on
your prefixesin General Ledger (Setup > Prefix/Base > [Prefix Name]). Click [OK]
to close any prompts.
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¢ Since you can only determine the number of 1099s for one entity at atime, repeat
Option B for each fiscal entity that needs to print 1099s.

3 Select the Foreign entity check box, type 1 in every open box, and click [OK].
4 IntheReporting Year section, specify theyear you want to print 1099sfor. You can print
1099s for the current Accounts Payable 1099 year or the previous 1099 year.

NOTE: Verify your current 1099 year in Accounts Payable settings (File > Data Folder Settings
> AP Settings).

5 Inthe Minimum reporting amount box, type the minimum reporting amount. For
example, type 600 if that is the current IRS minimum reporting amount.

6 Select the Generate magnetic media check box.

7 Inthe Form Type section, select the appropriate form type.

NOTE: If different vendors require different 1099 forms, repeat Option B and select a different form type
each time to count 1099s for different form types. When you select a Form Type, Accounts Payable only
verifies 1099s for vendors set up with that same form type (Setup > Vendors > 1099 Settings).

8 Inthe Magnetic M edia I nfor mation section, select the Foreign entity check box.
9 Inthe Transmitter control box, type 111.
10 Inthe Return contact box, type 1 and click [OK].

11 Inthe Magnetic M edia File Name window, from the Save in list, select Desktop or a
folder that is easy for you to find later.

12 In the File name box, replace IRSTAX with DELETEME, and then click [Save].

13 Click [Printer Setup], select the Print to file check box, and click [OK]. Do not clear
the check box if it is already selected.

14 Click [Sart].

15 Inthe Print File Selection - 1099 For ms window, type a name for your print file and
click [Save].

16 InthePrint File Selection - 1099 M ag M edia Status Report window, from the Savein
list, select Desktop or another folder that you can find easily.

17 Inthe File name box, type 1099count and click [Save].

18 Find the 1099count file on your Windows Desktop or in the folder where you saved the
file. Double-click the file to openiit.

19 Make anote of the number for Number of vendors processed.
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TheNumber of vendor s processed isthe total number of vendorsthat need a 1099, either
overal, or for any prefix you specified. This number may also vary if different vendors
need different 1099 form types. Repeat the stepsin Option B for each prefix for which you
need to print 1099s, and for each form type for which you need to print 1099s. After you
finish generating the last 1099 Mag M edia Status Report you need to count 1099s, delete
the DELETEME file, and any print or text files that you no longer require.

NOTE: Because different fiscal entities can print 1099s for different form types, you may need to generate
the 1099 Mag Media Status Report multiple times for each fiscal entity and specify a different 1099
form type each time.

General Year-End Questions and Answers

1 | have never closed my year before. Wheredo | start?

Read thisguide, or participatein year-end training. For moreinformation about training,
visit Sage Software University at http://www.SageU.com. Select Sage Timberline
Office as your product line and look for Anytime Learning options.

2 When will | receivetheyear-end CD?

The 2009 year-end software is available as a downl oadabl e update only. No year-end CD
will be distributed. A link to the download will be sent out in December.

3 When will | receive my tax filesfor the new year?

Sage will send a natification when the tax file is ready to download.

4 In what order should | close my applications?

The order depends on your individual company’s accounting practices. All of Sage
Timberline Office's applications can be closed independently of one another. However,
Payroll isgenerally closed first in order to begin processing payroll for the next year and
produce W-2s. Thisisfollowed by Property Management and Accounts Payable so that
1099 forms can be produced and so that the vendor totalsfor thisyear, last year, and next
year are accurate. You should reconcile your subledgers to your General Ledger and
close those applications. General Ledger is usually the last application to be closed.

See“ Year-End Closing Sequence” on page 14 for the sequence of year-end closing steps.

5 My company’sfiscal year doesnot run on the calendar year. What do | need to do?

For Payroll and Property Management applications, follow the normal year-end
procedures described in this document. For Accounts Payable, however, close the 1099
year by itself by selecting AP: Tasks > Close 1099 Year. Do not select the Close Year
task unlessit is also the end of your fiscal year.


http://www.SageU.com
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6 What do | doif my magnetic mediaisrejected by theRS or SSA?

Sage Timberline Officeis able to generate 1098, 1099, and W-2 magnetic media. If your
magnetic mediaisrejected, contact Customer Support and we will analyze what stepsto
take.

7 When do | back up my files?

Before you download and install the year-end software update, you should create a
compl ete backup of your data and system files. We recommend that you use third-party
backup software and test your backup by restoring to an empty folder. See Section 1,
“System Guidance” in the Technical System Reference guide for more information on
backups.

Throughout this book, you will see warnings about backing up files using File Tools.
These backups are meant to restore filesimmediately if a process does not finish
successfully. They are not meant to replace your full backup. When you use File Tools,
be sure to show file extensions to ensure proper operation.

Prepare for Year-End Processing

You must back up your Sage Timberline Office data and system files before you begin any
year-end procedures. You can make this complete backup using whatever backup utility
you prefer, provided you use external media (for example, CD-ROM, DVD-ROM). Store
this backup off site permanently. For more information about back up, see Section 1,
“System Guidance” in the Technical System Reference guide by clicking Help >
Documents > Technical System Reference Guide.

NOTE: You will need this complete backup if you must restore after processing in multiple applications.

Be sure you have installed the latest version of the software to comply with government
reporting for Accounts Payable, Payroll, and Property Management, if necessary.

Be sureyou set up any staff through Timberline Office Security (Security Administration
on the Desktop Tools menu in 9.5 or the Security > Task (operator s/groups) command
on the Tools menuin 9.4.1) who require access to year-end tasks. If you have had any staff
changes, review system security and file access to verify proper permissions.

Using This Procedures Guide

Throughout the procedures used in this guide, default file names are referenced (for
example, Current.glt and History.glt). If you use named files, substitute your named files
for the default names.
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Year-End Closing Sequence

NOTE: This checklist provides a recommended sequence of steps only. Your actual sequence may vary,
depending upon your organization’s processes.

Month

Task

Refer to...

December

Download and install the year-end software update.

]

Important Reminders” on
page 5

Calculate how many W-2 forms to order.

" Calculate the Number of W-

2s to Order” on page 8

Calculate how many 1099 and 1098 forms to order.

“Calculate the Number of

1099s to Order” on page 9

Run the final payroll.

u

Payroll” on page 15

Post payroll checks for the current year.

u

Payroll” on page 15

Set up a new template or modify an existing template
for W-2 forms for your company.

Payroll” on page 15

January

Perform Payroll year-end.

"

Payroll” on page 15

Perform Accounts Payable year-end.

1

"Accounts Payable” on
page 43

Perform Property Management year-end.

“Property Management” on
page 65

Perform Accounts Receivable year-end.

"Accounts Receivable” on
page 83

Perform Cash Management year-end.

u 7]

Cash Management” on
page 84

Perform Contracts year-end.

"Contracts” on page 85

Perform Equipment Cost year-end.

u

Equipment Cost” on
page 87

Perform Job Cost year-end.

"Job Cost” on page 88

Perform Residential Management year-end.

“Residential Management”
on page 91

Perform Service Management year-end.

" ]

Service Management” on
page 92

January/
February

Perform General Ledger year-end.

“General Ledger” on
page 93




Payroll

15

Section 3

Payroll

Checklist

NOTE: This checklist provides a recommended sequence of steps only. Your actual sequence may vary,
depending upon your organization’s processes.

1. December Tasks, see page 31
Order W-2 forms,

Run the final payroll for 2009.

Decide when to print W-2 forms, before or after closing the year.

Post checks for 2009.

Set up formats for W-2 forms.

2. Close the Year, see page 33

Decide whether or not you want to retain totals for any other payments, deductions, or
fringes.

Run the Close Year task.

Download the year 2010 tax file and update taxes.

3. Run the First Payroll of 2010, see page 34

Verify taxes are updated and the year-end date is 2010 prior to running payroll.

NOTE: Ensure your state unemployment insurance tax rates (SUI) are also up-to-date prior to printing the
first payroll.

4. January - Prepare for Year End, see page 34

Print al management reports.

Reconcile Payrall to itself and to General Ledger.
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Make a backup copy of al files.

5. Print W-2 Forms, see page 35
Print atest run of W-2s on plain paper or to afile.
Print W-2s.

Optional - generate magnetic mediaif needed.

6. Move Checks, Move Terminated Employees, and Compact Files, see page 39
Archive the 2009 checks.

Move terminated employees.

Compact your Payroll master and current transaction files.
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Common Payroll Questions and Answers

1 What type of W-2s does Sage Timberline Office support?

Sage Timberline Office only supports preprinted laser formsfrom Sage Construction and
Real Estateforms. Refer to the*W-2 forms” sectionin Payroll Help for moreinformation
on printing laser forms.

Supported forms for Sage Timberline Office are:
o | aser W-2.

o Four-up (four copies per page) employee-only copies.

NOTE: Sage Timberline Office no longer supports continuous-feed printers for year-end processing.

2 How do| calculatethe number of W-2sto order?

The Payroll application contains areport design which automatically estimates the
number of W-2 forms needed for year end. You can access the W-2 Count report by
selecting Reports > Tax Preparation > W-2 Count. This report allows you to select
either year-to-date or prior year amounts and up to six abbreviated state IDs. The W-2
Count report separates the states in three W-2 print runs, based on the number of state
IDsyou enter.

NOTE: The W-2 Count report does not include W-2s needed for localities.

3 How many print runsshould | make for the W-2 forms?

o Single states—If you process payroll in only one state, you can use your state print
run of W-2 forms as your federal copy.

o Two states—If you have employeeswho work in two states, you can print one run of
W-2s at the state level. Each W-2 form allows information for up to two states. Select
the primary state in the Print W-2 Forms - Print Selection window. Select the
secondary state in the State 2 field in the W-2 Forms - Printed Form Options
window. When you print the W-2 forms, if the employee only has earningsin the first
state they will be the only earningsto appear on the form. If the employee has earnings
only in the second state, they will be the only earnings to appear on the form. If the
employee has earnings in both states, the primary state earnings appear first and the
secondary state earnings appear next.

o Morethan two states—If you have employees who work in three or more states,
perform separate federal and state W-2 print runs. Follow the instructions for printing
two states described above, printing a W-2 with information for the first two states.
Print subsequent W-2 formsfor the remaining states, in groups of two, until aW-2 has
been printed for each employee for each state.
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o Multiplelocalities—On a state print run, you can print up to two localities for an
individual employee on the W-2 form. If you need to report more than two localities
for an employee, you may need to print alocal level W-2 form. You can also use a
formulato combine multiple locality amounts. See “]1 need to report more than two
local taxes on W-2s. What type of formulado | need to use?’.

4 Dol need to download and install the year-end softwar e update before running W-
2s?

No. There are no federal W-2 changesin this year-end software update. However, we
recommend you review the year-end software update notice to determine if any of the
changes affect you. If so, download and install the year-end software update before
processing for year end.

5 How do | set up bonus pays or supplemental wagesto betaxed at a specific rate?

Supplemental wages are pays included on an employee's check that should be taxed at a
flat federal and state withholding tax rate. For example, you may want to tax ayear-end
bonus pay at aflat 25% federal withholding tax rate. To create supplemental wagesfor a
check:

a In Setup > Pays, enter the pay ID and description. Select Other asthe Pay type.
Select the Supplemental check box.

b Goto Setup > Taxes > Tax Rates and enter a Supplemental Rate (percentage or
formula) for the appropriate federal and state withholding taxes.

For athorough description of the process, refer to the Payroll Help topic “ About
supplemental wages.”

6 How do| set up avehiclereimbursement?
a Select Setup > Pays.
b Enter aPay ID and Description for this pay.

¢ Select Reimbursement as the Pay type. The itemsin the window change to reflect
this selection.

d Enter the applicable information for this reimbursement pay.
e Click [Save]; then click [Closg].

f Customize this pay for an employee by entering and modifying it in the Employee
Setup - Payswindow.

For more detail, refer to “ Setting up reimbursement pays’ in Payroll Help.
NOTE: Set up a reimbursement pay for expenses incurred by an employee that are not taxable wages, for

example, mileage reimbursement and gasoline reimbursement. Tax items in the Pay Setup window are
not available when Reimbursement is the pay type since reimbursement pays are not taxed.
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7 How do | set up a Third-Party Sick Pay in Payroll?

NOTE: Consult your tax advisor on the effects of third-party sick and disability wages on your government
reports. You must manually adjust the 941 Schedule B to include these amounts. If you cannot enter checks
for third-party sick pay and disability wages before you close the year and enter the new year's payroll,
you will need to issue checks for a prior year.

To set up third-party sick pay or disability wages when the following istrue, use Option
A:

o A third-party insurance carrier is responsible for payment of disability wages,
withholding and employee Medicare (MED), and Social Security (SOC) taxes, but is
not responsible for issuing of W-2 forms at year-end.

o The employer is responsible for the employer portion of MED, SOC, FUTA for the
first six months, and any unemployment (SUI) taxes.

o The W-2 must reflect the employee’s disability wages and FICA withheld.

To set up third-party sick pay or disability wages when the following is true, use Option
B:

o A third-party insurance carrier is responsible for payment of withholding and the
employee MED and SOC taxes as well as issuance of a W-2 form to report this
information.

o Thethird-party transfersthe employer portion of the SOC and MED tax liability to the
employer.

o Thisisonly aliability to the employer and should not be included on the employees
existing tax totals.

Option A
a Createanew pay ID, INSUR PAY.

1) From the Setup menu, select Pays.

2) Type INSUR PAY, and then press the TAB key.

3) Type adescription, and then press the TAB key.

4) In the Pay typelist, select Other.

5) Select the In/Out check box.

6) In the Calculation method list, select Flat Amount.

7) Click [Deduct] and enter the credit account. Use the same general ledger account
for both the Pay (expense) and the In/Out deduction (liability).

8) Click [OK], click [Save], and then click [Closg].
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b Create anew deduction ID, WASH.
1) From the Setup menu, select Deducts.
2) Type WASH, and then press the TAB key.
3) Type adescription, and then press the TAB key.
4) Use the same general ledger liability account as the employee FICA taxes.
5) In the Deduction Typelist, select Normal.
6) In the Calculation Method list, select Flat Amount.
7) Click [Save], and then click [Close].
¢ Set up the employee as athird-party sick pay recipient.
1) From the Setup menu, select Employees.

2) Enter the employee ID of an employee that must report third-party sick pay on their
W-2 form, then press the TAB key twice.

3) Click the Misc. Info tab.
4) Select the 3rd party sick check box.

5) Click [Save], and repeat steps ¢2 through ¢5 for each employee that must report
third-party sick pay on their W-2 form.

6) Click [Closg].
d Enter amanual check for the third-party pay amount.
1) From the Tasks menu, select Enter Checks.
2) Click [List], select the employee, and click [OK].
3) Type the period end date, and pressthe TAB key twice.

4) Use the INSUR PAY pay ID for the amount of disability wages paid by the
insurance carrier.

5) Click [Procesd], clear the Check check box, and then click [OK].

6) Click [Tax]. Select each tax amount not associated with the check and change it to
$0.00.

7) Confirm that the calculations for MED and SOC match the amounts the insurance
carrier paid. The employer portion should be the same.

8) Click [Deduct] and on anew entry line, enter the WASH deduction with anegative
amount equal to the employee’s tax amount. This resultsin a zero net check.
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9) Click [Process], clear the Check check box, and then click [OK]. Thisis necessary
after you alter the check.

10) Click [Manual] and enter the check number and date in the Check number and
Check date boxes.

Q NOTE: The Check date determines which period the check posts to in Payroll.

11) Click [Accept check], and repeat steps d2 through d11 for each employee who
receives third-party sick pay.
12) Click [Finish].

When you post the check, the Wash deduction automatically creates an entry so the
employee FICA portion does not go to General Ledger asaliability. The employer taxes
due are the only amounts that affect General Ledger.

Q NOTE: When you generate magnetic media W-2s, in the Print W-2 Forms - Magnetic Media
Options window, you must select the 3rd Party Sick Pay check box and enter the amount of income
tax withheld by the third-party payer in the 3rd Party FWH box.

Option B
Createajournal entry in General Ledger to post theliability to General Ledger. However,

if you want to have arecord of the tax amounts paid on behalf of an employeein Payrall,
compl ete the steps below:

a Createanew tax ID, INSUR TAX.
1) From the Setup menu, select Taxes > Tax Rates.
2) Type INSUR TAX, and then pressthe TAB key.
3) Type adescription, and then press the TAB key.
4) Click Federal, click FICA/SDI, and then click No table.
5) Select the Employer Tax check box.
6) Enter the expense (debit) and liability (credit) accounts.
7) Click [Save] and then click [Closeg].
b Enter amanual check for the third-party pay amount.
1) From the Tasks menu, select Enter Checks.
2) Click [List], select the employee, and click [OK].
3) Type the period end date, and press the TAB key twice.
4) Click [Tax], then click [Emplr Tax].
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5) Enter INSUR TAX with the employer amount of FICA, FUTA, or SUI due. Do not
enter earnings on the check.

6) Click [Procesg], clear the Check check box, and then click [OK].

7) Click [Manual] and enter the check number and date in the Check number and
Check Date boxes.

NOTE: The Check date determines which period the check posts to in Payroll.
8) Click [Accept check], and repeat steps b2 through b8 for each employee who
receives third-party sick pay.
9) Click [Finish].
When you post the check, the tax liability amount affects General Ledger.
8 Will the period-end date of my last payroll affect my W-2s?

Payroll totals are always updated by the check date. Because W-2s should include only
dollars paid during the year, any checks dated January 2010 or later are hot included in
your 2009 W-2s. For example, if the period end date is 12/31/09 but the check dateis
1/1/10, this check amount is not included in the employee totals for 2009.

9 If | have multiplelocalities per state, do | need multiple W-2 formats set up?

You can customize boxes 18, 19, and 20 to include multiple localities by selecting
formulas for these fields in Tools > M odify Forms > W-2 Forms > Amounts. See“|
need to report more than two local taxes on W-2s. What type of formulado | need to
use?’.

10 How do | add a 401(k) deduction to the W-2?
a Select Tools > Modify Forms > W-2 Forms.
b Select the W-2 Form.
¢ Onthe Amountstab, place your cursor in one of the amount fields for box 12.
d Click [Deducts].
e Select the 401K Deduction or your deduct ID from the Deduction list.

f ToassociatetheYTD amount in box 12 to aW-2 code, enter aletter in the box 12 code
field. For example, D represents the amount of elective deferrals to a401(k) cash or
deferred arrangement. See the Payroll help topic “ About box 12 on W-2 forms” for a
list of codes.

g Click [Save].
h Click [Closg].
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12

13

14

How do | mark the Retirement Plan and Third-Party Sick Pay boxes on the W-2?
a Select Setup > Employees.
b Onthe Misc Info tab, select the Retirement plan and 3rd party sick check boxes.

If I have employees who work in multiple states, how do | print W-2s?

If you have employees who work in two states, select the primary state in the Print W-
2 Forms- Print Selection window. Select the secondary state in the State 2 field in the
W-2 Forms - Printed Form Options window. When you print the W-2 forms, if the
employee only has earningsin the first state they will be the only earnings to appear on
the form. If the employee has earnings only in the second state, they will be the only
earnings to appear on the form. If the employee has earnings in both states, the primary
state earnings appear first and the secondary state earnings appear next.

If you have employees who work in three or more states, perform separate federal and
state W-2 print runs. Follow the instructions for printing two states described above,
printing a W-2 with information for the first two states. Print subsequent W-2 forms for
the remaining states, in groups of two, until a W-2 has been printed for each employee
for each state.

| need toreport morethan two local taxeson W-2s. What type of formulado | need
to use?

You will find several formulas in the Payroll formulafile to facilitate the reporting of
local taxes on W-2s: Local Tax ID, Local Tax ID2, Local Tax ID3, YTD Local Tax,
YTD Local Tax2, YTD Local Taxable, and YTD Local Taxable2. These formulas are
examples and you must modify them for specific local tax IDs. If you are reporting on
the prior year, the formulas must be modified to report prior year taxes. To modify these
formulas, you must first copy them to Public Formulas. For more information, see
“About reporting local taxes on W-2 Forms” and “ Reporting prior year local taxes on W-
2 forms’ in Payroll Help.

| need to combinemorethan onetax, pay, fringe, or deduction in asinglebox on the
W-2. What formula can | usein the W-2 amount field?

The record needed to pull the associated field is denoted in angle brackets (<#>). For
example, thefield Y TD Tax <Employee Tax> will be found on the employee tax record.

a Lookup YTD tax:

LOOKUP(YTD Tax<Employee Tax>, Employee<Employee>, 3, " SALEM") +
LOOKUP(YTD Tax<Employee Tax>, Employee<Employee>, 3, " ASTORIA")

"SALEM" and "ASTORIA" arelocal tax IDs. The 3 in the formula represents the tax
level (1 = Federal, 2 = State, 3 = Local).

b Lookup YTD earnings:

LOOKUP(YTD Pay<Employee Pay>, Employee<Employee>, 3, "BONUS") +
LOOKUP(YTD Pay, Employee, 3,"BONUS2")
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"BONUS" and "BONUS2" represent actual pay IDs. The 3 represents the Pay Type (1=
Regular, 2 = Overtime, 3 = Other, 4 = Reimbursement, 5 = Accrual).

| have two federal tax | Ds but only one master file. How can | print two sets of W-
2s?

Option A

a Enter both employer tax IDs on the US Tax Group under Setup > Taxes > Tax
Groups.

b Create two separate W-2 forms. To set up anew W-2 form, select Tools > M odify
Forms>W-2 Forms. On the Controlstab, select Employer ID 1 or Employer 1D 2
for the Federal employer ID field.

¢ When you print W-2s, select the appropriate W-2 form and select the range of
employees paid under the federal tax ID entered for this W-2 form.

Option B

a Enter the correct federal tax 1D on the Print W-2 Form—Printed Form Options
window.

b Select the range of employees that were paid under this federa ID.
¢ Print W-2s.
d Repeat this procedure for the second ID.

Dol haveto print W-2sbefore | closethe year in Payroll?

No. If you print W-2s after you have closed the year, in the Print W-2 Forms—Print
Selection window, you must select Prior year under Year to print.

Can | process Payroall for the new year before printing W-2s?
Payroll can be processed for the new year only if:

@ You have already closed the year.

@ You have already updated taxes for 2010.

o Once the year is closed, you verify all Payroll amounts are moved to “Prior Year”
columns before processing new entries.

For more information, see “The First Payroll of The New Year” on page 34.

How do | suppress printing W-2sfor employeeswith zero YTD taxable?

Select Tools > M odify Forms > W-2 Forms > Controls and enter 0.01 in Employee
minimum.
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When you print federal W-2s, the W-2 program looksfor FWH Y TD taxable, MED YTD
taxable, and SOC Y TD taxable greater than or equal to $0.01 (on the employee tax
record) to determine whether to print aW-2 for an employee. If you print state W-2s, the
program looks for xxSWH Y TD taxable (xx represents the state specified at run time)
greater than or equal to $0.01.

19 If | have multiple Payroll master files, should I move all my employeesinto one
Payroll master fileto print W-2s?

When you have multiple companies or multiple Payroll master files and you need to
combine your tax reports because you only have one tax ID, follow the steps below to
copy and merge the data for al Payroll files.

NOTE: This process requires an intermediate knowledge of Payroll.

a Using File Tools, create a copy of each datafolder.

1) Copy the Payroll files (listed below) from each data folder.

Current.prt
Master.prm
System.prs

Tax.prx (verify the location of thisfilein File> Data Folder Settings> File
L ocations)

History.prt (if checks from the current year have been moved to history)

Ts.ctl

2) Repeat for each additional company folder.

NOTE: In this example, the largest company is copied into a new data folder, Payroll Copy 1. Additional
company folder names would be Payroll Copy 2, Payroll Copy 3, and so on.

b Move employeesfrom the master filefor the smaller company into the Master.prm for
the larger company.

1) From the File menu, select Open Data Folder.

2) From thelist in the Open Data Folder box, select Payroll Copy 2.

3) From the Tools menu, select M ove > Employees.

4) Select Payroll Copy 1 asthe Destination folder. Click [Open].

5) Select Master.prm as the destination file. Click [Open].

6) Clear the M ove Only Terminated Employees checkbox. Click [Start].



Payroll

27

7) Repeat steps bl through b6 for each additional company folder until all employees
arein one folder.

¢ Movechecksfrom thetransaction filefor the smaller company into the Current.prt for
the larger company.

1) From the Tools menu, select Move > Checks > Current to Current.
2) In the Destination folder, browse to the Payroll Copy 1 folder. Click [Open].
3) Select Current.prt and click [Open]. Click [Start].
4) Repeat steps ¢l through ¢3 for each additional company folder.
d Print the tax reportsin the Payroll Copy 1 folder.
1) From the File menu, select Open Data Folder.
2) From thelist in the Open Data Folder box, select Payroll Copy 1.

3) Print reports as usual.

NOTE: Delete the Payroll 2 folder after you complete the steps above and after you verify all the
information moved successfully into the one folder (in this example, Payroll Copy 1).

NOTE: The Payroll Master.prm file requires that every employee ID be unique. You can move employees
from the source Master.prm to the destination Master.prm only if a specific employee ID is not used in
more than one Master.prm file.

20 Why do asterisks print in some of the amount boxes on my W-2 form?

Asterisks will print in an amount box if the dollar amount is too large for the box. To
correct this:

a After you select your form option, select [Printer Setup].
b Select your printer and then select [Change Font].

¢ Changethe font size from 12 to 10 and click [OK]. Perform another test run of your
W-2s.

21 Why isnothing printing on my W-2s?

Confirm that you have selected the correct Year to print, either Prior year or YTD, in
the print selection window.

22 Dol need to close the month before | closethe year in Payroll?

No. If your current data folder month is December, select Close Year. The software
preventsyou from closing the month if it is December, since December isthe last month
of the year.
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How do| deleteterminated employeesfrom the Payroll master fileat theend of the
year?

After you produce W-2s, use Tools> M ove > Employeesto moveterminated employees
to a different master file. See “Move Terminated Employees’ on page 39 for further
information.

How can | void and reissue a check from the previous year ?

Thereis a sequence of steps to perform to void and reissue checks. However, there are
several considerations before voiding and reissuing checks from the previous year:

o |f you have already updated taxes for the current year, then taxes have the current
year’srates and limits.

o When you process acheck, the system usesthe year-to-date (Y TD) totalson the master
file. Thesetotals are for the current year and hel p determine when an employee meets
the limit for atax.

o |f the employee met the limit for atax in the prior year, the original check may not
include thistax. When you process the rei ssued check, the tax, taxable, and subject-to-
tax amounts may calculate if the employee has not met the limit in the current year.

o You can manually zero out the tax amount in Enter Checks, but thisdoes not clear the
taxable and subject-to amounts. The taxabl e and subject-to amounts accumul ate to the
prior year taxable and subject-to master file totals when you post the check to the prior
year. Thiswill affect W-2s and state quarterly reports. You cannot change the taxable
or subject-to amountsin Enter Checks.

o Sage Timberline Office does not recommend the use of Audit Setup Activity to
correct the taxable and subject-to totals on the master file, because this causes the
master file to be out of balance with the transaction file.

o |f the tax amounts withheld on the check change, you may need to print your quarterly
and year-end tax reports again and file amended reportsto thelocal, state, and federal
governments. Consult your tax accountant or tax attorney for information on the tax
laws and regulations that apply to your situation.

o The check stub for the reissued check displays the current year’'s YTD totals, not the
prior year totals.

o |f you need to void a check for the prior year and reissue it with corrections, the
corrections may have an effect on the W-2 and quarterly report totals.

Perform these steps to void and reissue the check to the prior year:
a UseFile Toolsto create a backup.

b If you have closed the General Ledger period for the accounting date of the check,
open the period (General Ledger > Tasks > Open/Close Posting Period).
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¢ Print the Check Activity with Detail report (Payroll > Reports > Pay Period
Processing) to determine if the limit was met for any of the taxes.

NOTE: If the SOC, SOC_E, FUTA_E, [State ID]SUI_E, or local taxes did not calculate on the original
check, the employee may have met or exceeded the limit for that tax.

25

d Void the check (Payroll > Tasks).

e In Enter Checks, determineif any tax amounts changed, and make any necessary
adjustmentsto tax amounts. For example, if thelimit for atax has been met, adjust the
tax amount to zero.

f Click [Process].

g Print the check with a check date for the prior year, then post the check.
h From the Tools menu, select Recalculate Subject-to. Select Prior year.
i Print W-2s and fourth quarter reports using prior period fields.

| just downloaded the 2010 tax changes. When should | update them?

Select Update Taxes after you complete the last payroll for 2009 but before you process
checksfor the first 2010 payroll. Although Update Taxes updates most tax tables, you
still may need to change local tax tables and unemployment rates and limits.

26 When | ran Payroll > Tools > Update Taxes, | got an error message that reads,

27

28

NEW.PRX not found. What does it mean?

This message usually means that you have already selected Update Taxes or you have
not yet downloaded the new tax files. The New.prx fileisinstalled during Download
Taxes and deleted after you select Update Taxes.

How can | verify that my taxes updated?

Detailed stepsfor verifying taxes are updated are found in the Payroll Tax Rel ease Notes
topic “ Verification.” A copy of the Payroll Tax Release Notesisfound by clicking Help
> Documents or Sage Timberline Office Desktop > Sage Timber line Office > Sage

Timberline Office Documents > Payroll Tax Release Notes.

How do | print W-2sfor employeesin stateswith no state withholding?

If you are using Sage Timberline Office 9.4.1 CD or later, you can print W-2s for
employees in states with no state withholding in the same manner as printing W-2s for
employees with state withholding:

NOTE: This capability is available only if you list the state with no state withholding as the primary state
on the W-2 form. If you list the state as State 2, the W-2 form will not print.

a Select Tools > Modify Forms > W-2 Forms.
b Select your W-2 form.
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¢ Type .00 in the Employee minimum box.

d Click [Closg].

e Employees with no state withholding for the year will print when you print your
normal print runs. See “How many print runs should | make for the W-2 forms?’ on
page 18 to determine how many print runs to make for all employees.

f For W-2 printing instructions, see “Print W-2s" on page 36.
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Prepare for Payroll Year-End: December Tasks

Perform the standard steps for a normal month-end closing. You should also add the
following steps:

1 Order W-2 forms.

2 Process and print the final payroll for checks dated and paid in 20009.

NOTE: As an optional step, if you have entered time in Payroll and your pay period extends beyond the
calendar year-end date of 12-31-2009, you may want to use the Generate Accrual Entries command
on the Tasks menu in Payroll. This command creates Billing, Equipment Cost, General Ledger, and Job
Cost accrual entries for the earnings expense portion of time entered. This will give you a clearer picture
of year-end costs. Accrued entries may be a part of your reconciliation process at year-end, but they do not
affect your W-2 employee totals. In accordance with IRS guidelines, Payroll files are updated by check date
rather than period-end date. For more information about the Generate Accrual Entries command, refer
to “Generating Accrual Entries” in Payroll Help.

3 Post al checksthat you want to include in report totals.

4 Set up the W-2 formsfor your company or modify an existing one under Tools> M odify
Forms. For more information, see “ Set Up or Modify the W-2 Form Design” following
this section.

Set Up or Modify the W-2 Form Design

To meet government reporting requirements, you can control the information that printson
the W-2 form. You can modify the standard W-2 form already designed for you, or you can
create an entirely new one.

To Set Up aW-2 Form:

1 Select Tools > Modify Forms > W-2 Forms.

[ Modify W-2 Forms M= B3
Wi-2 farm ;2008 Drescription !2008 W-2 Form m] I

Cantrols i.-’-\mountsl Misc. |

DlderiEmpIo_l,lee 'I Federal emplayer 1D IEmpID_I,Jer D1 "l

Zero amount desc iD.EID State employer D IEmpID_I,Jer D1 "l
Employes minimumi .0 v Print emplayer name and address

¥ PFrint employes address

ﬁavel Can-:ell LErets l Qttachments...l Help I
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Enter an ID and description for the W-2 form.
Select the order for printing.
Select one of the two federal and state employer IDs.

Enter the description or figureto print in the Zer o amount desc field (up to 8 characters),
for example, NONE or .00.

Enter a minimum amount of taxable withholding in the Employee minimum field (up
to 4.2 digits). For example, if you enter 0.01 then the system does not print a W-2 form
for any employee with zero taxable withholdings.

Select the appropriate boxes for address print information (optional).

Select the Amountstab to specify theinformation you wish to appear in boxes 7 through
14.

Menu path—PR: Tools > Modify Forms > W-2 Forms > Amounts

B Modify W-2 Forms M= E
-2 form|2DDS DescriptioanDDS -2 Form m] |
Controls  Amounts |Misc:. |
b Employer's ID 1 Federal Taxable 2 Federal Tax
o Employer's address 3 Social Security Subj-ta 4 Social Securiy Tax Dol
5 Medicare Subjto E Medicare Tax FayE..
7 3
Dedicts..
a Emploves's 554 9 EIC Payment 10 ot
e Employes's name 11 12a Ertiges..
14 gb Formulas...
o
f Emplovee's addiess 12d Tzt |

15 State{m State Taxable {1? State Tax {18 Local Taxable {19 Local Tax ‘{20 Local

Local Taxable

State Taxable
Box 1 contents - Default

State Tax

Local Tax

Local

Save I Eancell et I Ettachments...l Help |

Most of therequired information for the W-2 formis provided for you in boxes 1 through
6. If, however, you need to report additional information, use boxes 7 through 14 to add
any other pays, deductions, or fringes by clicking [Pays], [Deducts], or [Fringes]. For
more information, see Payroll Help.

If you need to add or change tax information, select the appropriate tax item and click
[Formulas] to select aformula.

NOTE: The Misc. tab of the Modify W-2 Forms window is used for any information specific to Puerto
Rico.
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Payroll Year-End Closing Procedures

NOTE: Before you close the year, make a backup copy of your Payroll data files.

1 Decidewhether you need to retain year-to-date total sfor any pays, fringes, or deductions.
For example, you may want to retain totals for accrued vacation time or employee loans
that have not been paid in full. When you retain year-to-date totals, the retained amounts
become the accumulated totals in the employee setup for the new Payroll year.

If you want to retain year-to-date totals, verify each pay, deduction, and fringe to see if
the setting is correct for Retain YTD totals at close year. Review the settings asfollows:

a From the Setup menu, select Pays.

b Click [Next] and verify the Retain YTD totals at close year setting.

¢ Select or clear the Retain YTD totals at close year check box, as appropriate.
1) Press the TAB key twice.
2) Select or clear the Retain YTD totalsat close year check box.
3) Click [Save].

d Click [Next] to review the next pay.

e Click [Close] when finished.

f From the Setup menu, select Deductions, and repeat steps b—d to review each
deduction.

g From the Setup menu, select Fringes, and repeat steps b—d to review each fringe.
2 Select Tasks> Close Year. Thistask:

o Reminds you to back up your Payroll master file.

o ClearsMTD, QTD, and YTD totalsin the Payroll master file.

e Moves employee totals to the prior period fields.

o Changesthe Current Month field in Payroll Settings to January and changes the
year-end date to 2010.

3 Use Tools > Download Taxes to download and update the year 2010 Payroll Tax file
before you process your first payroll for 2010. Remember to select Tools > Update
Taxesin Payroll prior to processing your first payroll for 2010 if you did not update the
taxes immediately after you downloaded them.
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The First Payroll of The New Year

You can enter time for the new year, however, do not process your payroll until you have:
= Performed the Close Year task to reset all employee year-to-date accumulators to zero.
= Downloaded and updated taxes for the new year.

Update taxes for the new year only when you have:

= Completely finished check processing for the prior year.

= Performed the Close Year task to reset all employee year-to-date accumulators to zero.

Payroll calculations are based on year-to-date totals. Thereforeif you did not close the year
prior to processing payroll, your pays, taxes, fringes, and deductions may not calculate
correctly. For example, an employee may have already met the limit for atax so it does not
calculate.

If you processed payroll without closing the year or updating taxes, you can still perform
those two tasks. Then perform the Process Payroll command again with the check box
Reprocess check's selected.

If you updated taxes too early, then you should restore prior payroll taxes with File Tools.

Prepare for Payroll Year-End: January Tasks

1 Print all management reports, including Subject-to, Deposit Summary, etc. Verify that
year-to-date totals are correct.

You can print quarterly reports and formsfor the fourth quarter either before or after you
close the year.

2 Reconcile Payrall to itself and to General Ledger.

3 Optiona—If you use multiple named master files with the same employer tax 1D, such
as Exec.prm and Field.prm, and you want to generate one continuous print run of W-2s
or magnetic media, you can create a PRO8 folder and copy the Ts.ctl, Exec.prm,
Field.prm, and System.prsfilesfrom your live datafolder to the PRO8 folder using Tools
> File Tools. In the PR0O8 folder, move al employeesinto one Payroll master (.prm) file
for year-end reporting of W-2 earnings. Refer to “Moving employees’ in Payroll Help
for more information.

NOTE: The User.frm and Pr.frm files are found in the Formula folder. The Tax.prx file may be located in a
different folder from your company data folder. To find the Tax.prx file, select File > Data Folder
Settings > File Locations to check the PR Tax entry.

4 Make ayear-end backup copy of your Payroll files. “ Appendix B” on page 102 gives
copying instructions.
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Perform a Test Print Run of Laser W-2s to Verify Alignment
and Verify Totals

To perform atest print run of laser W-2 forms:
1 Select Tasks> Print W-2 Forms.
2 Enter the ID of the W-2 form format you are using.

3 Select the appropriate L evel: Federal, State, or Local. For State and L ocal, enter the
appropriate state and local 1Ds.

4 Select Printed Forms.
5 Select the Year to print.

6 Click [Form Optiong]. Inthe W-2 Forms - Printed Form Options window, select
Laser W-2or 4 up laser W-2, based on the form you are testing.

7 To make atest of the printing alignment, select [Ranges] to select enough employeesto
print more than one page of W-2s.

If the data printstoo high or too low on the form, you need to make another test print run.
For the next print run, after you select your Form option, select [Page Setup] and
increase the top margin if the data printed too high or decrease it if the data printed too
low. If you adjust the top margin, you may also need to adjust the bottom margin. You
may also need to make minor adjustments to the left margin.

If the data prints too low with azero top margin, your printer hasatop clip region that is
too largeto print W-2 forms. If the bottom coupl e of linesfrom thefirst page print on the
second page and the rest of the second page is blank, your printer’s bottom clip margin
istoo large to print W-2 forms. In either situation, use a different printer to print your
W-2s. See“ Appendix C” on page 115 for alist of Sage-tested printers.

NOTE: Sage Timberline Office no longer supports continuous-feed printers for year-end processing.

8 Follow steps 1 through 7 and make as many test print runs as necessary until you are
satisfied with the alignment results. Make a note of any changes you make on the test
print runs. You will make the same changes for your live print run.

9 Last, verify totals by printing W-2s for al your employees. If any total amounts are
incorrect, verify the correct W-2 year’sinformation is being printed by checking the W-
2 year referenced in the formulas.
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Print W-2s

You can print W-2 forms either before or after you close the year. Remember, however, that
prior-year totals are stored for only one year. For more information about bonus checks,
local taxes, etc., see “Common Payroll Questions and Answers’ on page 18.

Refer to “Modifying W-2 forms” in Payroll Help for detailed information about setting up
W-2 formsto fit your company’s needs. You will also need to refer to federal publications
or contact your accountant for specific instructions regarding your company’s reporting
requirements.

For review purposes, print the W-2 forms first on plain paper, rather than the preprinted
forms.

1

2

7

Select Tasks > Print W-2 Forms.
Enter the ID of the W-2 form format you are using.

Select the appropriate Level: Federal, Sate, or Local. For Sate and L ocal, enter the
appropriate state and local 1Ds.

Select Printed Forms.

Select the Year to print. If you have not closed the year, select 2009 (Y TD). If the year
has already been closed, the Year to print check boxesread 2009 (Prior year) and 2010
(YTD); therefore, select 2009 (Prior year).

Click [Form Options]. Inthe W-2 Forms - Printed For m Options window, select
Laser W-2or 4 up laser W-2, based on the form you are testing.

Menu path—PR: Tasks > Print W-2 Forms

&l Print W-2 Forms - Print Selection - [E]=]
-2 farm |2EID§
Lewel Tope—— ear bo it
{* Federal % Printed farms (2007 [Pricr year
(" State = Magnetic media { 2008 [¥TD]
" Local
State Employes minimuml juy}
Lacal
Frinter [nfarmation Criteria
Frint to Microzoft Office Document Image .. -
Frirter Setup... B
Uze Courier Mew [12] fant. (T e I g I
Uze 'w-2 Farms marging. Page Setup... I LConditions... I
Start | CanceII Send I Align... I List... I Eorm Dptiets., | Help I

Review the information, including the Sage Timberline Office System log file, and
correct any errors.
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8 Print the W-2s on preprinted forms.
9 Make a backup copy of your Payroll files.

10 If you have not yet closed the year, close your payroll year. Read “ Payroll Year-End
Closing Procedures’ on page 33 for detailed information about closing the year.

Generate Magnetic Media

In addition to printing W-2 forms, you can use Tasks > Print W-2 For msto generate
magnetic mediafilesfor federal or state returns. This option creates a magnetic mediafile
to submit to the government instead of the paper forms. If you select thisoption, print paper
copies of the W-2 forms for your employees.

NOTE: The U.S. Federal Government no longer accepts W-2 magnetic media submissions on diskette.
Instead, all magnetic media information should be saved to your hard drive and submitted by electronic
file upload. For more information, go to the U.S. Social Security Administration website at http://
www.socialsecurity.gov/employer/.

Sage Timberline Office also prints a Magnetic Media Status Report that lists missing or
invalid employee information. Usethislist as areference to make the necessary
adjustments to the employee record.

NOTE: Federal W-2 reporting rules require that magnetic media clients limit the printed state code for
your company to two uppercase characters. To verify that the code is set up for two positions, select File
> Data Folder Settings > General and verify the state abbreviation code.

To generate a magnetic mediafile:

1 Select Tasks> Print W-2 Forms.

2 With the cursor in the W-2 form field, click [List]; then select aform and click [OK].
3 Under Level, select Federal or Sate.

4 |If you selected State, enter the state under L evel.

5 Under Type, select M agnetic media.

6 Select the year to print, either YTD or Prior year.
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7 Click[Mag M edia Options] to openthe Print W-2 Forms—M agnetic M edia Options
window.

Menu path—PR: Tasks > Print W-2 Forms > [Magnetic Media]

&l Print W-2 Forms - Print Selection - [E]=]
-2 farm |EDDE
Level Type Year to print
{* Federal = Printed farms (2007 [Pricr year]
(" State * Magnetic media {+ 2008 [¥TD]
" Local
State Employes minimuml .0
Lacal
Frirter [nfarmation Criteria
Print to Microzaft Dffice Docurment Image ... Printer Set =
Use Courier Mew [12] fant. T A | g8« |
Usze -2 Farms marains. Page Setup... I LConditions... I
Start | Eancell Send I Align... I st I Mag Media Options. .. | Help I

8 The Mag media path name defaultsto (the current data folder
path):\W2REPORT.txt for federal and most states. You can rename the text file but do
not change the extension. Thefile must have atext file format (.txt extension) to bevalid.

9 After you have completed and verified the entries on the Print W-2 Forms—M agnetic
M edia Optionswindow, click [OK] toreturnto the Print W-2 Forms—Print Selection
window. Then click [Start].

Q NOTE: Each time you create a new magnetic media file, it replaces any magnetic media file currently in
that folder. If you need to create more than one magnetic media file, ensure you save each file with a
unique file name.

Copy Magnetic Media Files to External Media

When you generate magnetic media, you have the option to create the magnetic mediafile
directly onto external mediaor to createit on your hard drive. Click [List] to browseto your
desired location.

Edit the Magnetic Media File

If you need to make correctionsto the magnetic mediafile, we recommend that you correct
your data then regenerate it. You can do this by selecting Print W-2 Forms again.
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File Maintenance Procedures

Move Checks

You can move checksto acurrent or history file. Thiskeepsyour historical checks separate
from your current checks. It also decreases the size of your data file and decreases
processing time. Once the checks have been transferred to history, they can still be used for
reporting purposes but you cannot move them back to the current status.

This process may be lengthy, depending on the size of your files and your system. Please
allow sufficient time to complete this process.

1 Make abackup of your Payroll files if you have not already done so.

2 Select File> Data Folder Settings > PR Settings. In the PR Settings window, verify
that the Retain distributionsin history check box is selected, if you want to retain
burden and daily distributions.

3 Move checksfrom your Current.prt fileto aHistory.prt file or to another Current. prt file
in a2009 backup folder by selecting Tools > Move > Checks> Current to History. In
the Print Selection window, click [Conditions] and select Check Date LT 1-1-2010.
This ensures that you move only the checks from 2009 and earlier.

Menu path—PR: Tools > Move > Checks > Current to History > [Conditions]
[ Add Condition EFHE

Enter a walue to compare with or select an item using the ''List lkems"" buttan,

Field Operatar Walue

Py -l  Equalto [a7701/2009
i Greaber ar equal to
™ Less or equal to .

1 " Greater than I__rstlil
i Less than
7 Mot equal to
FPay Periods LI

lndex...l Find |I:Irger...|

]S I Cancell Help |

Move Terminated Employees

WARNING: If you need to print W-2s for terminated employees, do not move them until you have printed
the W-2s. If you do not use conditions or ranges or if you use a single condition, all employees will be
moved.



2009 Year-End Procedures Guide

40

Sage Timberline Office strongly recommends that you back up all filesin your data
folder(s) before you perform the move terminated employees task. Moving the terminated
employeesto a new master file removes those records from the Payroll master file. This
reduces the size of the master files and increases processing speed.

1 Select Tools > Move > Employees.

Named master: If you use named master files, you are asked for the name of the master
file to transfer from and the name of the master file to transfer to.

Unnamed master: If you do not use named master files, you are asked for the name of the
folder where you want to create a new master (.prm) file with the employees you move.

2 Click [Open]. If aPayroll master file does not exist in the destination folder, you are
asked to create one.

3 Tomoveterminated employees, accept the default to M oveonly ter minated employees.
Continue with step 8. Alternatively, if you want to designate employees to move
manually, clear the M ove only Ter minated Employees check box and continue with
steps 5, 6, and 7.

4 To move arange of employees, click [Ranges]. Select the individual employee or
employees to move from the list and click [OK]. Continue with step 8.

Menu path—PR: Tools > Move > Employees > [Open] > [Ranges]

@ Employee Bange Selection HBA

F

104 J
105 Randy P Grant

106 Chiiz b4 Ellictt
07 Joge Garcia
108 Termy W Brock
109 Matthew P Kelly
110 Wwiapne H D aniels
]S I Cancel I Exclude range | Exclude all I Help I

=
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5 Alternatively, to set up a conditiona statement for moving employees, click
[Conditiong]. Inthe Field, Operator, and Value areas, set up the first condition for
Termination Date GE 01-01-1901. Click [OK].

Menu path—PR: Tools > Move > Employees > [Open] > [Conditions]
& Add Condition HEB

Enter a value to compare with or select an item wzing the "List ltems" button.

Field Operator Yalue

___FR - Employes € Equalto [ar7arA9m
Hni_Da[t)e =1 % Greater or equal to

ghis Dats = Less or equal to List Items
Custam Sart -l = Greater than —I‘
taw Check Amount " Less than
Last Check Mumber = Mot equal to
Last Check Date |

1ndeH...| Find IDrgler...I

0K I Eancell Help I

6 Click [Add]. Set up the second condition for Termination Date L E 12-31-2009 and
click [OK].

Menu path—PR: Tools > Move > Employees > [Open] > [Conditions]

&l Add Condition

Select the desired operator for comparizon,

Field Operator Walue

FF - Employes

Exclude From Cert. Repoa |
Hire D ate

Equal to 1243172008

Rehire Date i : List Items. .. |
Custarn Sort " Less than
Max Check Amount ¢~ Mot equal to

Last Check Mumber LI
1ndex...| Find |Elrger...|

]S I Cancell Help |

7 Click [Sart].

8 After you move the terminated employees, review the journal to verify that the correct
information was moved.
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9 If youwant to accessterminated employeerecordsin the archive datafolder, for example
if you need to run reports or move an employee record back to your live data folder, use
File Tools to copy the following files from your live data folder to your archive data:

o ts.ctl
o system.prs

o tax.prx

Q NOTE: Some reports require additional files such as the Master.glm and Master.cmm files. Use File Tools
to copy these files into the archive folder.

Q NOTE: You can also use the Move Employees command to move seasonal employees, rehires, etc.,
back to your original folder for W-2 reporting purposes.

Compact Files

After you successfully move checks and employees, see “ Compacting Files’ on page 101
to compact the Payroll master file and Payroll current transaction file.
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Section 4

Accounts Payable

The Accounts Payable application has a Close Year command and a Close 1099 Year
command. If you are working on acalendar year, perform both commands at the end of the
year. If you are working on afiscal year, however, only the Close 1099 Year command
needs to be performed with the final year-end steps. Perform the Close Year command at
the end of your fiscal year.

Refer to the checklist below for the sequence of year-end steps.

Checklist

NOTE: This checklist provides a recommended sequence of steps only. Your actual sequence may vary,
depending upon your organization’s processes.

1. December Tasks, see page 46

Order 1099 forms.

2. January - Prepare for Year-End, see page 52

Verify the Accounts Payable 1099 year-ending date and fiscal year-ending date in the AP

Settings window.

Enter and post all invoices, print or enter manual checks, and print reports for 2009.
Reconcile Accounts Payable to itself and to General Ledger.

Make a backup copy of your data folder.

Decide when to print 1099s, before or after year-end.

3. Prepare to Print 1099 Forms and Generate Magnetic Media, see page 53

Print the 1099 Preparation report and verify the vendor information is correct.

Verify the 1099 amount paid to vendors.

Enter and post any adjustments and corrections for 2009.
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4. Print 1099 Forms and Generate Magnetic Media, see page 54 and page 58

__ Printatest run of laser 1099s until the data aligns with the forms correctly.
_ Printatest run of all 1099s on plain paper and review.
____ Printthefinal run of 1099s.

Generate the magnetic media returns.

Submit the magnetic media.

5. Perform File Maintenance Procedures, see page 61
Optional - Move checks.
Optional - Remove vendors.

Compact files.

6. Perform Final Accounts Payable Year-End Closing Steps, see page 63
Close 1099 year.

Close Accounts Payable year (at the end of your fiscal year only).
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Common Accounts Payable Questions and Answers

1 How do| calculate the number of 1099sto order?

To calculate the number of 1099sto order, usethe 1099 Prepar ation report and the 1099
M agnetic M edia Statusreport. See” Cal culate the Number of 1099sto Order” on page 9
for detailed instructions.

2 How can | easily print alist of the vendorswho need to receive a 10997
Add a condition when you print the 1099 Preparation report in Accounts Payable.

Accounts Payable does not print the 1096 form. However, you can print the 1099
Preparation report to find your 1099 vendor totals. You can use these totals when you
manually complete the 1096 form. Follow the stepsin Option A below if you want to
print one 1099 for each vendor. Follow the stepsin Option B if you want to print 1099s
for different General Ledger prefixes.

NOTE: If you want to print 1099s for different General Ledger prefixes, verify the Retain 1099 totals
per GL prefix check box in Accounts Payable settings (File > Data Folder Settings > AP Settings)
is selected. This check box is not retroactive. If the check box was not selected when you originally set up
Accounts Payable, then select the check box and manually correct your 1099 totals for each prefix.

Option A
Print the 1099 Prepar ation report for each vendor as follows:

a From the Reports menu, select Miscellaneous > 1099 Prepar ation.

b Select To vendor, and then click [OK].

¢ Click [Conditions], and then click [Add].

d IntheField section, select 1099 Amt Paid Last Yr, or 1099 Amt Paid ThisYr as
appropriate.

NOTE: You can verify your current 1099 year in Accounts Payable settings (File > Data Folder Settings
> AP Settings). How you enter this condition depends on whether you have closed your 1099 year when
you print your 1099s. For example, if you want to print 1099s for the 2009 calendar year and your Accounts
Payable 1099 year is still in 2009, then you would select 1099 Amt Paid This Yr. If you have already
closed your 1099 year in Accounts Payable and you want to print 1099s for the previous year, then select
1099 Amt Paid Last Yr.

e Inthe Operator section, select Greater or equal to.

f Inthe Value section, enter the minimum 1099 reporting amount. For example, enter
600.

g Click [OK] twice.

h Click [Print Preview] to preview the report or click [Start] to print thereport to afile
or printer.



Accounts Payable

47

Option B
Print the 1099 Prepar ation report by General Ledger prefix as follows:

a From the Reports menu, select Miscellaneous > 1099 Prepar ation.

b Select By fiscal entity, and then click [OK].

¢ Click [Conditions], and then click [Add].

d IntheField section, select YTD Amt Paid, or Last Yr Amt Paid as appropriate.

NOTE: You can verify your current 1099 year in Accounts Payable settings (File > Data Folder Settings
> AP Settings). How you enter this condition depends on whether you have closed your 1099 year when
you print your 1099s. For example, if you want to print 1099s for the 2009 calendar year and your Accounts
Payable 1099 year is still in 2009, then you would select YTD Amt Paid. If you have already closed your
1099 year in Accounts Payable and you want to print 1099s for the previous year, then select Last Yr Amt
Paid.

e Inthe Operator section, select Greater or equal to.

f Inthe Value section, enter the minimum 1099 reporting amount. For example, enter
600.

g Click [OK] twice.

h Click [Print Preview] to preview thereport or click [Start] to print the report to afile
or printer.

3 Why doesn’t my vendor show on the 1099 preparation report or in the print run?

The Vendor receives a Form 1099 check box is not selected on the vendor setup. To
select the check box:

a Select Setup > Vendors.
b Click the 1099 Settingstab in the Vendor Setup window.

¢ Select the Vendor receives a Form 1099 check box.

The 1099 amount paid totals are accumul ated for each vendor regardless of whether the
Vendor receives a Form 1099 check box is selected. If you print 1099s by vendor and
you select the check box before the run, the vendor will be included.

If you print 1099s by prefix, and you select the Vendor receivesa Form 1099 check box
before you print, the vendor isincluded aslong asthe Retain 1099 totals per GL prefix
check box in File > Data Folder Settings > AP Settings was selected when the checks
for the vendor were printed.
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4 | haveavendor who did not havethe 1099 check box marked. Can | mark it now to
include it on my 1099 run?

Yes. The 1099 amount paid totals are accumul ated for each vendor regardless of whether
the Vendor receivesa Form 1099 check box is selected. Select the check box to include
the vendor’s 1099 in the print run. If you print 1099s by vendor, and you select the check
box before the run, the vendor will be included. If you print 1099s by prefix and you
select the check box before the run, the vendor will be included aslong as the Retain
1099totalsper GL prefix check box inFile> Data Folder Settings> AP Settingswas
selected when the checks for the vendor were printed.

5 How do | set up avendor to receive two different types of 1099 forms?

Only oneform type per vendor record is allowed. For avendor to receive more than one
type of 1099, a different vendor ID must be set up for each type. For more information,
refer to step 3 of “Prepare To Print 1099 Forms” on page 53 of this guide.

6 How do| verify that my 1099 amount paid for the vendor iscorrect?

You must download and print a custom 1099 reconciliation report. These custom reports
are available only from the Technical Support Knowledgebase article “How do | verify
my 1099 amount paid for avendor?’ Follow theinstructions below to verify and correct
your Accounts Payable 1099 totals.

NOTE: These reports were designed for the Accrual Basis of accounting. If you are using the Cash Basis
of accounting, print either the Paid Invoices Register (Reports > Cash Management > Paid Invoices
Register) or the Paid Invoices by Property report (Reports > Cash Management > Paid Invoices
by Property).

a Before selecting areport, consider the following important pointsto determine which
1099 reconciliation report you need to download:

o Determine whether or not your 1099 year is correct and up to date.

o Determine whether or not you want to print 1099s for this year or last year
depending on your current Accounts Payable 1099 year ending date.

o Determine whether or not you want to print one 1099 for each vendor, or for each
vendor and different General Ledger fiscal entities. If you are unsure as to whether
you need to print 1099s by fiscal entity or not, contact your certified Sage
Timberline Office consultant and your accountant.

o |f you want to print 1099s for different fiscal entities, determine which General
Ledger prefix corresponds to your fiscal entity level. You can have up to three
different General Ledger prefixes, and your fiscal entity level can be set to any one
of those. Your fiscal entity level can also be set at the data folder level.

o Determine what report design you need in accordance with the table below:
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NOTE: If you want to print 1099s for different fiscal entities, use the report that corresponds to the fiscal
entity level you want to print 1099s for, not the total number of prefixes you have. For example, you may
have three different General Ledger prefixes, but if the fiscal entity that you want to print 1099s for has
the fiscal entity level set at the B prefix level, download and use the XX AP 1099 Amt Pd by Prefix AB
Recon report.

1099 Method and Time Period Report to Save and Print

1099s by vendor (for this year) 1099 Amt Paid Reconciliation

1099s by Prefix A (for this year) 1099 Amt Pd by Prefix A Recon (AP)

1099s by Prefix AB (for this year) 1099 Amt Pd by Prefix AB Recon (AP)

1099s by Prefix ABC (for this year) 1099 Amt Pd by Prefix ABC Recon (AP)
1099s by Prefix A (for last year) 1099 Lst Yr Amt Pd by Prefix A Recon (AP)
1099s by Prefix AB (for last year) 1099 Lst Yr Amt Pd by Prefix AB Recon (AP)
1099s by Prefix ABC (for last year) 1099 Lst Yr Amt Pd by Prefix ABC Recon (AP)

b Download and save the appropriate report design from the Knowledgebase article
“How do | verify my 1099 amount paid for avendor?’ You will find linksto the report
designs at the bottom of the article.

¢ Print thereport design and useit to verify and correct your 1099 totals. Refer to Option
A for detailed information on printing the XX AP 1099 Amt Paid Reconciliation
report. Refer to Option B for detailed information on printing any of the other reports.

Option A
Print the XX AP 1099 Amt Paid Reconciliation report to determine the correct 1099

vendor totals for the current 1099 year as follows:

NOTE: You can follow the steps below and print the XX AP 1099 Amt Paid Reconciliation to
determine 1099 totals for the previous 1099 year instead of the current 1099 year. Enter the appropriate
dates in step c and d. The Master 1099 Amount column totals come from the current 1099 year's totals
on the vendor record and will not match the amounts on Invoice 1099 Amount column. However, you
can still use the Invoice 1099 Amount column totals to determine the correct 1099 amounts for the
year you specify in steps c and d.

a Select your report to print it, either from Report Designer or the Accounts Payable
Reports menu as appropriate.

b Select AP Master and click [OK].

NOTE: Do not select both AP Master and AP Invoice (history) at the same time when you print the
report. If you have moved any checks to history in Accounts Payable for the year you print the report for,
you must print the report twice. Follow all the steps in Option A to print the report and select AP Master
in step b. Then follow all the steps again, but select AP Invoice (history) in step b. Add the amounts in
the Invoice 1099 amount column together for each vendor to determine the correct 1099 total for each
vendor.
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¢ Inthe Sart date box, type the beginning of the calendar year for which you want to
verify the 1099 totals. For example, if you want to verify 1099 totals for 2009, type
010120009.

d Inthe End date box, type the ending of the calendar year for which you want to verify
the 1099 totals. For example, if you want to verify 1099 totals for 2009, type
12312009.

e Do not click [Ranges] or [Conditions].

f Click [Print Preview] to view thereport, or click [Start] to print thereport to afileor
printer.

When you view thereport, theMaster 1099 amount column indicatesyour current 1099
year totalsin Accounts Payable (Setup > Vendors > 1099 Settings). The I nvoice 1099
amount column indicates the correct 1099 total for each vendor based on your actual
transactions for the Start date and End date you specified.

If thereisadifference, use the I nvoice 1099 amount column to correct your 1099 totals.

Option B
Print any of the 1099 reconciliation reports by prefix as follows:

a Select the appropriate report to print it, either from Report Designer or the Accounts
Payable Reports menu as appropriate.

b Select AP Master and click [OK].

NOTE: Do not select both AP Master and AP Invoice (history) at the same time when you print the
report. If you have moved any checks to history in Accounts Payable for the year you print the report for,
you must print the report twice. Follow all the steps in Option B to print the report and select AP Master
in step b. Then follow all the steps again, but select AP Invoice (history) in step b. Add the amounts in
the Calculated 1099 Amount Paid (Y) column from both reports together for each vendor to
determine the correct 1099 total for each vendor.

¢ Inthe Sart Date box, type the beginning of the calendar year for which you want to
verify the 1099 totals. For example, if you want to verify 1099 totals for 2009, type
010120009.

d Inthe End Date box, typethe ending of the calendar year for which you want to verify
the 1099 totals. For example, if you want to verify 1099 totals for 2009, type
12312009.

e Forthe 1099 Amt pd by prefix AB_Recon (AP).rpt and
1099 _Amt_pd_by_prefix_AB_Recon (AP).rpt reports, type the description of the
regquested prefix inthe prompt field. You can find thedescriptionin File> Date Folder
Settings > Custom Descriptions > [Set Up Sections| on the GL Account field.

f Do not click [Ranges] or [Conditiong].
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g Click [Print Preview] to view the report, or click [Start] to print the report to afile or
printer.

When you view the report, the Prefix Total YTD 1099 Amount (X) column, or the
Prefix Total Last Year 1099 Amount (X) column, indicate your 1099 prefix total in
Accounts Payable for the current or previous 1099 year as appropriate (Tools >
Maintain Prefix Totals). The Calculated 1099 Amount Paid (Y) column indicatesthe
correct 1099 total for each prefix and vendor based on your actual transactions for the
Sart Date and End Date you specified.

If there isadifference, use the Calculated 1099 Amount Paid (Y) column to correct
your 1099 prefix totals.

NOTE: Do not add any ranges or conditions when you print any of the custom 1099 reconciliation reports.

7 How doesthe 1099 amount calculate for an invoice with paymentsin two different
years?

The 1099 amount accumul ates by the nonexempt amount paid to avendor during asingle
year. It does not accumulate by the amount invoiced. For example, if you enter avendor
invoicefor $1,000 in the current year, print acheck for $900 in the current year, and print
a second check for $100 in the next year, the results on the vendor record are:

e The vendor 1099 amount paid for Thisyear on the 1099 Settings tab shows $900.
@ The vendor 1099 amount paid for Next year on the 1099 Settings tab shows $100.
o The Amount purchased for Thisyear on the Totals tab shows $1,000.

The 1099 amount accumulated may or may not include miscellaneous deduction
amounts depending on whether you selected I nclude Misc Deduction in 1099 totalsin
AP Settings> I nvoice Settings> Misc Deduction Settings. You may have renamed this
field in Custom Descriptions. Taxes are not included in the 1099 amount.

8 What do| doif the government cannot verify a vendor with the name and federal
ID used on the 1099 report?

The government may have adifferent name for the vendor. You may be using the
vendor’s DBA name as the vendor ID. To correct the vendor name:

a Confirm with the vendor the correct name to use for government reporting.
b In Accounts Payable, select Setup > Vendors.
¢ On the 1099 Settings tab, enter the correct name in the Recipient’stax ID name.

9 Can | post January 2010 invoices and print 1099s for 2009 later?

Because 1099s are based on payments (for example, checks), not invoices, entering 2010
invoices does not affect 1099 amounts from 2009.
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10 When can | print Accounts Payable checksfor 2010?

You can print Accounts Payable checks for 2010 if your 1099 year ending datein File
> Data Folder Settings> AP Settingsis 2009 or later. If the 1099 year ending dateis
2008, perform the Close 1099 Year task before printing checks for 2010, otherwise the
2010 check amounts are added to the 1099 totals for 2009. If this occurs, please review
guestion 11 below.

11 My 1099 totals areincorrect.

The 1099 year was not closed at the correct time. When the 1099 year is closed at the
wrong time, current year checks and next year checks combine in the Next Year total.
When the 1099 year is closed, the combined amount in the Next Year total is rolled into
the This Year total.

You must verify and correct your 1099 totals. See“How do | verify that my 1099 amount
paid for the vendor is correct?’ on page 48 for instructions on verifying and correcting
your 1099 totals.

Prepare for Accounts Payable Year-End

Perform the standard steps for a normal month-end. Even though Accounts Payable does
not have a close month command, you need to compl ete reconciliation steps based on your
cutoff date of 12-31-2009. These steps should include the following:

1 Besureto enter all invoices and approve pending invoices for 2009.
2 Select the Post I nvoices command and verify that all invoices posted.
3 Enter al manual checks and print computer-generated checks for 2009.

4 Print month-end reports (for example, Open Invoice, Invoice Aging, Check Register)
and any other reports that you print as part of your normal month-end procedures. Also
print year-end reports as needed.

5 Reconcile Accounts Payabletoitself then to General Ledger. (Genera Ledger should be
current and posted.) Use the Reconciliation Tool to reconcile AP to itself. Use the
following reports to reconcile to General Ledger:

o Period End Report for AP Accts.
o Entries by Batch for AP Accts.
@ Period End Report for RP Accts.
o Entries by Batch for RP Accts.

6 Make abackup copy of your Accounts Payablefiles. For instructions, see“ Appendix B”
on page 102.
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7 Decide whether to print 1099 forms before or after you select Close 1099 Year. Your
1099s can be printed for the current year-end date or the prior year. If you decideto close
your 1099 year first, see “File Maintenance Procedures’ on page 61.

Prepare To Print 1099 Forms

Print the 1099 Preparation report and review the vendor information:

1 Select Reports> Miscellaneous > 1099 Preparation to print areport that lists the
vendors by form type.

2 Usethe 1099 Preparation report to verify the vendorswho will receivea1099. Thereport
includes each vendor’sfederal tax ID, and each vendor’s address. Two amount columns
are printed on this report. The amounts are those recorded in the Last Year and This
Year fields on the 1099 Settings tab of the Vendor Setup window.

Menu path—AP: Setup > Vendors
B Vendor Setup = 3

Wendor [1071 Mame [Alpha [nsulation ﬂ m] |

General | Terms and Defaults 1033 Settings | Cument Balances | Tetals | Insurance 1| 1| ¥

[v d/endor recerves a Farm 1095 Recipient's tax [0 number | 975236451
[~ Second TIN Natice Recipient's tax |0 namme

[~ Gross proceeds paid to an attorney

Farm Type
Gross revenuel * 1099-MISC Mon-employes compensation

= 1099-MISC Rents

 1099IMT  Interest

 1099-DIY  Dividend

T hig "r'aar Last 'aar R EE
1099 amount paid |
Mize deduction2 ammt deductd | | |

Save I Cancell [rste., | attachments...l Qeletel Help I

3 If you have avendor who needsto receive two different types of 1099 forms, you must
set up adifferent vendor I1D for each type. Set up two different vendor 1Ds, one for each
form. Check the appropriate form type for each vendor, then split out the 1099 dollars
between the vendor 1Ds. Do this by selecting the Audit Setup Activity check box under
Tools > Options. If you have not closed your 1099 year, manually adjust the dollar
amountsinthe This Year 1099 Amount Paid fields between the two vendor I1Ds. If you
have closed your 1099 year, manually adjust the dollar amountsin the Last Year 1099
Amount Paid fields between the two vendor IDs.

4 If avendor isnot listed on the 1099 Preparation report and should receive a 1099, open
the Vendor Setup window and click the 1099 Settings tab. Select the Vendor receives
a Form 1099 check box. The 1099 totals are stored automatically for each vendor, which
allows you to print 21099 for avendor at any time.
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If you have tried unsuccessfully for two of the last three yearsto contact a vendor to
obtain itsfedera tax ID number, mark the Second TIN Notice check box on the 1099
Settingstab of the Vendor Setup window. When this check box isselected, the2nd TIN
Not. box on the 1099 form or in the magnetic media is sel ected.

If youwant to report gross dollarspaid to aparticular vendor in box 14 of the 1099-MISC
form, select the Gross proceeds paid to an attor ney check box on the 1099 Settingstab
of the Vendor Setup window. If the box isnot selected, the gross dollars paid appearsin
box 7 of the 1099-M1SC Form.

If a“doing businessas’ (dba) designation is heeded, enter the dbain the Recipient’stax
ID namefield. Thisfield prints above the vendor name on the 1099.

Theinformationinthe ThisYear 1099 amount paid, Last Year 1099 amount paid, and
Next Year 1099 amount paid fields in the Vendor Setup window is based on check
dates, not invoice or accounting dates. You can print checks for the year 2010 without
affecting 1099 amounts for 2009 because 1099s are accumulated by check date,
regardless of fiscal year or invoice date.

NOTE: If your fiscal year is different from your calendar year, the 1099 year-ending date should be 2009.

8

If you have avendor that uses both address lines 1 and 2 on the Vendor Setup window
and the total characters entered in both address linesis 33 or less, the two address lines
combine and print as follows on the 1099 form:

1552 SW. 199th Ave. Suite 103

Line 1 (1552 S.W. 199th Ave.) and line 2 (Suite 103) contain atotal of 30 characters. If
thetotal characters on both address linesis 34 or higher, Sage Timberline Office prints
two separate address lines.

To print two address lines on the 1099, insert a period (.) at or after the 25th space.

Reconcile and verify the 1099 amount paid for your vendors by downloading the

appropriate report from Technical Support Knowledgebase article “How do | verify the
1099 paid for avendor?’ This article helps you determine which report you should use
based on how you print 1099s - by vendor or by fiscal entity and the fiscal entity level.
For detailed instructions, see “How do | verify that my 1099 amount paid for the vendor

is correct?’ on page 48.

Print a Test Run of Laser 1099s

To print atest run of laser 1099 forms:

1

2

3

Select Reports > Forms > 1099s.
Complete the payer information and click [OK].
Complete the 1099 Form Options window and click [OK].
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4 Click [Printer Setup] and clear Use printer fontsif it is selected.

5 Click [Ranges] and select at least six vendors to make atest run.

6 |f the data prints too high or low on this form, take one of the following actions:
o Use[Page Setup] to adjust the margins.
o From the print driver properties, adjust the unprintable areas, if available.

o |nstall arecommended printer. See Help > Documents > Technical System
Reference or refer to “ Appendix C” on page 115 for alist of recommended printers.

7 If your reports are printing too far to the right, left, top, or bottom of the laser printer’'s
printout, adjust the report margins, adjust the unprintable areas, or change your print
driver to correct the printout:

a Inthe 1099 Print Selection window, click [Page Setup], and adjust the margins as
appropriate.

b Adjust unprintable areas for your print driver, if available.

¢ Install a Sage Timberline Office recommended printer driver. Refer to “ Appendix C”
on page 115 for more information about recommended printers and printer drivers.

8 Follow steps 1 through 7 and make as many test runs as necessary until you are satisfied
with the results. Make a note of any changes you make on the test runs. You will make
the same changes for your live run.

Print 1099s

For atest run, print the 1099 formsfirst on plain paper, rather than the preprinted forms.
You can print 1099 forms as many times asyou need to verify that theinformation is correct
before you print it on the 1099 forms. See “Print a Test Run of Laser 10995’ on page 54.
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1 Select Reports> Forms > 1099s to print the 1099 forms. If the Retain 1099 totals by
GL prefix check box iscleared in the AP Settings window, the information in the Print
1099 Forms - Payer Infor mation window prefills from the Data Folder Settings
window (File > Data Folder Settings> General).

Menu path—AP: Reports > Forms > 1099s

= Print 1099 Forms - Payer Information =[] =]

Paper name | Timberline Construction
Addiezz |P.0. Box 728
15135 N Greenbrier Parkwa

City S5t ZIF |Beaverton |I:IF| 97006
Federal D | Phone |[503) 530-5775

ok I Can-:ell Help I

2 If youselectthe Retain 1099totalsper GL prefix check box inthe AP Settingswindow
and you store 1099 totals by prefix, select By fiscal entity and enter the GL prefix ID to
print 1099s by General Ledger prefix. The system uses the payer name, address, phone
number, and federal ID information from the General Ledger prefix setup (GL: Setup >
Prefix). Make sure this information is complete on the prefix setup.

Menu path—AP: Reports > Forms > 1099s

= Print 1099 Forms - Payer Information HE [

10939 Amourts to Report GL Prefis

Total paid: [T vendor =] | {ho
= Hanges... |

FPayer name | Timberline Construction, Ine
Addresz |P.0. Box 728

15195 N Greenbrier Parkwg

City St2IP [Eeavertan [or | Jaroos

Federal 1D [97-1234567 | Phane|[502)690-6775

oK | Cancel| Lis | Hep |

The Phone field will prefill from the Data Folder Settingsif reporting by vendor.

3 Select the Foreign entity check box if you are a Canadian client printing 1099s for
vendorsin the United States.

Q NOTE: You can now use a federal ID that begins with the number 69. You can also leave the federal ID
field empty.
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4 Click [OK] to continue.

Menu path—AP: Reports > Forms > 1099s > [OK]

1099 Form Options K E
Reparting Y'ear = Carecton [HEe
" 2009 Yearto-date = Single comection
& D008 Last year {1 First conection of 2
=) Second|carestionof 2

Finimnum reporting amount I

= i Eanetic Meda [ Rtarmaticn

[T Comected farm ™| Eoreign ity
[T Generate magnetic media
™| faanetic media repl acement Tranzmitter contral
™| faaretic media s fon prian pe Tranzmitter TIM
Tranzmitter media #
Farm Tope Return contact

& 1093MI5C Mon-employee compensation TS - |
 1099MISC Rerts Sdditional mfarmatiarn. .
 109%IMT  Interest
¢ 1093-DIY  Dividend Replacement alpha characters I_

Ok I Eancell Help I

5 Choose the appropriate Reporting Year.

NOTE: If you have closed your 1099 year, the Reporting Year boxes will read 2010 Year-to-date and
2009 Last year.

6 Enter the minimum reporting amount in the Minimum reporting amount box. Vendors
with amounts less than this entry are not printed.

7 Select the Form Type.
8 Click [OK] to continue.

Menu path—AP: Reports > Forms > 1099s > 1099 Form Options > [OK]

Print Selection HE
Printer Information Criteria
i oMo Offce Dot 0 _pivi st ||| _Bors |
|Jze 1093 printing margins. Page Setup... | Conditions... |

Start I Eancel' Sengl Help I

9 Select 1099 Form Type.
10 Click [Start] to print.

11 Print the 1099s to afile. This alowsyou to archive the information.
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Generate Magnetic Media Returns

In addition to printing 1099 forms, you can simultaneously generate a magnetic mediafile
for the IRS. If you select the Gener ate magnetic media check box in the 1099 Form
Options window, a 1099 magnetic mediafileis created after the 1099 forms are printed.
Sage Timberline Office also prints a Magnetic Media Status Report that lists missing or
invalid vendor information. Use thislist as a reference to make the necessary adjustments
to the vendor record.

The Magnetic Media Status Report defaults to a.txt extension when it is printed. To view
the report, select File > Printouts and change the entry in Files of typeto Plain Text
(*.txt).

To generate a magnetic media file while you produce 1099 forms:
1 Select Reports> Forms > 1099s.
2 Enter the payer information in the Print 1099 For ms—Payer | nfor mation window.

3 Click [OK] to open the 1099 For m Options window.

Menu path—AP: Reports > Forms > 1099s > [OK]

1099 Form Dptions ER
Feporting 'ear = Carmestion Ve
€~ 2009 ‘Year-to-date % Single corectin
{* Z008 Last pear ) Fitsfcomectionm of 2
= Secondlearestionef 2

tinimunn reporting arnc-untl

= i aanete i edialnfarmation

[ Caomected farm = | Fareigrenfity
[~ Generate magnetic media
= | Magnetic media replacement Tranzmitter contral
= | Maanetic media s e prion iesr Tranzmitter TIN
Trangmitter media #
Form Type Fieturn contact

& 1093MISC Non-employes compenzation TS . |
£ 1099 MISC Rents Sdditioral it et
€ 1093INT  [nterest
109301V Dividend Feplacement alpha charactersr

oK I Cancell Help I

4 Select the reporting year.

NOTE: If you have already closed your 1099 year, the Reporting Year boxes will read 2010 Year-to-
date and 2009 Last year.

5 Enter the minimum reporting amount in the Minimum repor ting amount box. Vendors
with amounts less than this entry are not printed.

6 Select the Generate Magnetic Media check box.
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7 Enter the transmitter control code provided by the IRS. If you do not have a transmitter
control code, you must apply for one with the IRS before you can submit 1099 forms on
magnetic media.

8 Enter the transmitter TIN and media number.
9 Enter acontact for the return of thefile.
10 Click [OK].

11 Click [Save] to accept the default magnetic media file name of IRSTAX or change the
file name as required. The magnetic mediafile is created without an extension.

Each time you create a new magnetic mediafile, it replaces any magnetic mediafile
currently in the folder with the same name. If it is necessary to create more than one
magnetic mediafile in the same folder (for example, you produce 1099-MISC forms and
1099-INT forms from Accounts Payable), ensure you save each file with auniquefile
name.

Submitting Magnetic Media Files

Submit your magnetic mediato the IRS by electronic file upload through their File
Information Returns Electronically (FIRE) system at https./fire.irs.gov/firevlr/. Create an
account and log on before uploading your magnetic mediafile.

NOTE: The U.S. Federal Government no longer accepts magnetic media submissions on diskette.

Magnetic Media Status Report Error Messages

The following error messages may appear on the Magnetic Media Status Report generated
in Accounts Payable. The description for each message should help you determine what to


https://fire.irs.gov/firevlr/
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doto correct the problem. Most of the problems can be corrected by using Setup > Vendors
to change the incorrect data for each vendor.

Error Message | Explanation

Invalid Federal ID | The vendor’s federal tax ID is not in the correct format. The federal tax ID can be
either an employer identification number (EIN) or a social security number (SSN).

If the federal tax ID is an EIN, the following requirements must be met:
= Must be in the format 99-9999999.

= Must be nine digits (excluding hyphen).

* Cannot be all zeros.

If the federal tax ID is an SSN, the following requirements must be met:
= Must be in the format 999-99-9999.

= Must be nine digits (excluding hyphens).

= Cannot begin with a nine or an eight.

= Cannot be all zeros.

Can't determine | The federal tax ID for the specified vendor is not in one of the valid formats for a
Federal ID type federal tax ID. Refer to the description of the “Invalid Federal ID" error message
in this section.

Missing address, | The address, city, or state information is missing from the vendor in the master
city, state or zip | file.

Invalid state (or | The state (or province) abbreviation entered for the vendor is not a valid two-
province) character postal abbreviation.
abbreviation

Invalid zip code | The vendor’s zip code is not in the correct format. The zip code can be in the five-
digit format (99999) or the nine-digit format (99999-9999).
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File Maintenance Procedures

Move Checks

M ove Checks lets you move checks and all related invoice information to a history file.
This keeps your historical checks separate from your current checks. It also decreases the
size of your datafile and speeds processing time. Once the checks have been transferred to
history, they can be used for reporting purposes; they can no longer be voided or edited.

If you use the Commitment Cost with Detail report, any Job Cost reports, or custom reports
that use invoice detail from the Accounts Payable master file, you may not want to move
checks until the job is completed, depending on the level of detail that you use.

If you have the Report Designer application, any report that usestheinvoice detail fromthe
Accounts Payable master file can be modified to also includeinvoicedetail from the history
file. Refer to “Data File Selection” in Report Designer Help for more information.

NOTE: The Move Checks process moves checks that have been cleared in Cash Management. The Move
Checks process in Accounts Payable does not move checks in Cash Management.

WARNING: Once vendors have been removed or checks have been moved to history, they cannot be
moved back. You will be unable to change or delete any checks after they are moved to history. Make a
backup copy of your Accounts Payable data files before you perform these steps.

Be sure to schedule adequate time because moving checks can be time intensive.
1 Make abackup copy of your Accounts Payable files.
2 To move checks, select Tools > Move > Checks > Current to History. Make sure to

enter the correct check date cutoff using conditions and ranges.

NOTE: If some checks did not move to history, read the Accounts Payable Help Topic “About setting
criteria for moving checks.”



2009 Year-End Procedures Guide

62

Remove Vendors

To avoid removing active vendors, select Remove Vendor s before you close the 1099 year
or the fiscal year and after you print 1099s. When you select Close 1099 Year and Close
Year, the 1099 Amount Paid fieldsin each vendor record for the last year, current year,
and next year are updated automatically. Remove Vendor s permanently removes all
vendors without current year activity. If you select Remove Vendor s after you close the
1099 year or fiscal year, use [Ranges] or [Conditions] to control which vendors are
removed.

1 Back up your Accounts Payablefiles. See “ Appendix B” on page 102 for more
information.

2 Select Tools > Remove Vendors.
3 Usethe Preview Only option to verify which vendors will be removed.

4 Select the appropriate check boxesfor activity inthe Remove Vendor s- Print Selection
window.

Menu path—AP: Tools > Remove Vendors

Remowe Vendors - Print Selection M= B

Froceszing option
(,.. ey ol

& wendor records

¥ Only process vendors with no curent 1093 activity
¥ Only process vendors with no current year activity

Fritter Infarmation Criteria
Frirt to Whprimthdlr “\RHPLI4200PS :

Eritiber Setup... B
Uze Courier Mew [12) font. e SEtE | e |
Uze default margins. Page Setup... | Conditions. . |

Start I Eancell Sengll Help I

5 If the preview is correct, go to the next step. If the preview isincorrect, make the
necessary adjustments and then proceed.

6 Select Tools> Remove Vendor s, and select Remove vendor recordsunder Processing
option. This permanently del etes vendors with no current 1099 totals and vendors
without current year activity. Be sure to use [Ranges] and [Conditions] to limit the
vendors removed as a new vendor with no invoices or payments may be removed,
leaving the commitments without vendors.
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Compact Files

After you successfully remove vendors and move checks, see “ Compacting Files’ on
page 101 to compact the Accounts Payable master file and Accounts Payable current
transaction file.

Accounts Payable Year-End Closing Procedures

WARNING: The Close 1099 Year command does not print a journal. Once you click [Start], the process
begins. Verify that the 1099 year ending date in AP Settings is 12-31-2009 before you begin. If the
1099 year ending date is 12-31-2010, this process has already been performed. If you accidentally run
close year twice, you will need to restore the information from a backup copy made before you closed the
second time.

1 Select Tasks> Close 1099 Year. The 1099 year is always the calendar year regardiess
of your company’s fiscal year. The Close 1099 Year command:

o Moves the amount in the This Year 1099 Amount Paid field to the Last Year 1099
Amount Paid field in each vendor record.

o Movesthe Next Year 1099 Amount Paid field to the This Year 1099 Amount Paid
field in each vendor record.

o Updatesthe 1099 Year End Datefield in the AP Settings window with the new year.

o |f you store 1099 totals by prefix, the amount in the 1099 Amount Paid: Year-to-date
field movesto the 1099 Amount Paid: Last Year field, and the 1099 Amount Paid:
Next Year field moves to the 1099 Amount Paid: Year-to-date field in each prefix
total record. You can view these totals using Tools > Maintain Prefix Totals.

NOTE: You can perform the Close 1099 Year command at any point during the year-end process.

2 Attheend of your fiscal year, close the Accounts Payable year by entering all the
invoices for the year and printing year-end reports. Close the Accounts Payable year
using Tasks > Close Year. The Close Year command:

o Movesthe amountsin the This Year fieldsto the Last Year fields that appear in the
Vendor Setup - Totals window for each vendor record.

o Movesthe Next Year fieldsto the This Year fields in the sasme window for each
vendor record.

o Updatesthe Year Ending Datefield in the AP Settings window with the new year.

NOTE: Do not close the Accounts Payable year at the end of the calendar year unless it is also the end of
your fiscal year.
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Section 5

Property Management

Checklist

NOTE: This checklist provides a recommended sequence of steps only. Your actual sequence may vary,
depending upon your organization’s processes.

January

___ Advanceto anew year, see page 66.

__ Prepareto print 1099 forms, see page 68.

__ Print 1099 nterest forms and generate magnetic media, see page 72.

Print 1098—Mortgage Interest forms and generate magnetic media, see page 77.
Submit magnetic media, see page 77.

Clear paid items and compact files, see page 81.
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A Common Property Management Question and Answer
Can | post January 2010 paymentsand print 1098s and 1099s for 2009 later?

You can print 1098s and 1099s based on thisyear’s or last year’s totals. For more
information on printing 1099 NT formsfrom Property Management, see” Print 1099-NT
Forms’ on page 69 and “ Print 1099-INT Forms and Generate M agnetic MediaReturns’ on
page 72. For more information on printing 1098—-M ortgage I nterest forms from Property
Management, see “Print 1098—-M ortgage I nterest Forms’ on page 74 and “Print 1098—
Mortgage Interest Forms and Generate Magnetic Media Returns’ on page 77.

Advance to a New Year

Property M anagement tracksyear-to-date total s based on both the calendar year end and the
fiscal year end specified during property setup. If you operate on a calendar year, the
processistriggered when the period-end date is advanced from December to January when
you select Close Current Period. Thefiscal year-end processistriggered when you
advance to the new fiscal year.

Data changes that occur during either the calendar or fiscal year-end are built into Close
Current Period. In addition to monthly changes, which occur during Close Current
Period, changes are made to your Property Management data when a current period end
advances to anew calendar or fiscal year.

Be sure to print the necessary reports you typicaly print each month before you close the
current billing period and advance to January. As usual, confirm that you have backed up
your Property Management files before you select Close Current Period.

The table below details the data changes that occur during each year-end process. These
tasks are performed in addition to the tasks you perform every period.

Calendar Year-End Fiscal Year-End
Changes the Annual Interest totals on the Changes the totals in the Miscellaneous
lease deposit fields: Income fields: (Tax fields appear only if you are
* The value in Interest Paid YTD is moved to | tracking taxes.)
Interest Paid Last Year. * The amount stored in Income YTD is moved to
* The value in Interest Paid Next year is Income Last Year.
moved to Interest Paid YTD. = Tax YTD is moved to Tax Last Year.
* Interest Paid is set to zero. = The amount stored in Income Next year is
moved to Income YTD.
* Tax Next Year is moved to Tax YTD.
* Income Next Year is set to zero.
= Tax Next Year is set to zero.
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Calendar Year-End

Fiscal Year-End

Deletes old Property Calendar Year
Occupancy records, if appropriate, based on the
number of years that you retain occupancy.

Deletes old Property Fiscal Year Occupancy
records, if appropriate, based on the number of
years that you retain occupancy.

Deletes old Property Calendar Year
Accumulator records, if appropriate, based on
the number of years that you retain each
accumulator.

Deletes old Property Fiscal Year
Accumulator records, if appropriate, based on
the number of years that you retain each
accumulator.

Deletes old Unit Calendar Year Accumulator
records, if appropriate, based on the number of
years that you retain each accumulator.

Deletes old Unit Fiscal Year Accumulator
records, if appropriate, based on the number of
years that you retain each accumulator.

Deletes old Lease Calendar Year
Accumulator records, if appropriate, based on
the number of years that you retain each
accumulator.

Deletes old Lease Fiscal Year Accumulator
records, if appropriate, based on the number of
years that you retain each accumulator.

Deletes old Lease Calendar Year Sales
Volume records, if appropriate, based on the
number of years that you retain sales volume
history.

Deletes old Lease Recovery Expense
Amount records.

Advances fiscal year-end date on the property.

NOTE: Occupancy records and accumulator records are retained for the number of years you specify
during their respective setup. If you specify zero years, the record totals are retained indefinitely.
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1099-INT Forms

Thefederal government may require your company to submit 1099 formsto report interest
paid on deposits. You are required to file 1099-INT forms on magnetic mediaif you issue
250 or more forms.

Before you actually begin the printing process, you should perform the following steps:
1 Select Tasks > Deposit Interest > Accrue | nterest to accumulate year-to-date interest.
2 Select Tasks > Deposit Interest > Pay Interest to create invoices for payment.

3 Printthe 1099-INT formson plain paper beforeyou print them on preprinted forms. This
lets you review the information for errors without wasting forms.

4 Make backup copies of your Property Management files and store them as a permanent
record off site. For copying instructions, see“Appendix B” on page 102. IRSregulations
reguire you to be able to reproduce your 1099 submittal.

NOTE: You can print 1099s either before or after you close December because 1099s can be printed from
either Interest Paid Last Year or Interest Paid YTD.

Print a Test Run of Laser 1099-INT Forms

To print atest run of laser 1099-INT statements:

1 Select Reports> Forms > 1099-INT. Follow the wizard.

2 InthePrinter Setup—1099- NT window, clear Use printer fontsif it is selected.
3 Use[Ranges|; select at least three leases to make a test run.

4 If the data prints too high on the form, make another test run. Before you print another
test, select [Page Setup] and increase the top margin.

If the data printstoo low with a zero top margin, your printer hasatop clip regionthat is
too large to print 1099 forms. If the bottom couple of lines from the first page print on
the second page and the rest of the second page is blank, your printer’s bottom clip
marginistoo largeto print 1099 forms. In either situation, use another compatible printer
to print your 1099 forms. For alist of Sage-tested printers, see “ Appendix C" on

page 115.

5 Follow steps 1 through 4 and make as many test runs as necessary until you are satisfied
with the results. Make a note of any changes you make on the test runs. You will make
the same changes for your live run.
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Print 1099-INT Forms
To print 1099 forms for your tenants and the IRS:

1 Select Reports> Forms > 10991 NT.

The 1099-INT Formswizard directs you through the process of setting up information
to print the forms.

Menu path—PM: Reports > Forms > 1099—INT

4 Eaverlronmaticn
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The last window of the wizard summarizes the options you chose. Verify this
information. If you need to make any changes, click [Back] to move to the appropriate
window.

Menu path—PM: Reports > Forms > 1099-INT

1099-INT Forms

1099-INT Sumnary

Steps
1. Intreduction

'ou have completed the information needed to print your T093-IMT farmes.
. Payer Source

. Properties to Process Please review the information below before continuing. IF necessary, click [Back]
to go back through the previous windows and make any changes. [f the
information iz comect, click [Finish] to indicate that you have finished entering the
. Reporting ''ear T1093-IMT information and are ready to print the forms.

- Baven nfammation

Property Better has been selected.

2

3

4

3

6. Minimum Feparting Amt
7. Carnected Farm

8

g

i

.

i - +  Source of payer information is GL Prefix.
. Magnetic Media +  Reporting year is Year-to-date [2008).
| Trarermiter Iatammation + Mot a corected farm,
1) Eartact nfarmaticn + Mo magnetic media.
11 Eompary Fetinm
[rfarmatict
12 Maaretic ediE
Heplaeemert
13. Summary

Cancel | { Back Heqts Help

2 Click [Finish] to complete the wizard.

3 Select [Ranges] to choose specific leases within the set of properties chosen. To produce
printed 1099s, select Start.
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NOTE: Sage Timberline Office no longer supports continuous-feed printers for year-end processing.

Menu path—PM: Reports > Forms > 1099—INT > [Finish] > [Ranges]

& 1099-INT - Print Selection

 Printer [nformation — Criteria

[1099INT Foms =] _fBonges.|
Print to Microzaft Dffice Document Image ... Printer Setup | LCondtions... |

Usze Courier Mew (12) fant.

Usze 1099HT printing marginz. Page Setup... |

Start I Cancell Help |

GAT-COLOO Colurnbia Industries
GAT-FIEQO Field Industries
GAT-IMD OO Industrial Welding C

| GATWwWADOOT ‘wade-Frealin

Cancell BwenMmz | Start range Includeglll ﬂelpl

[

NOTE: If a lease has multiple interest-bearing deposits, the deposit interest will be combined on a single
form. If a tenant has multiple leases with interest-bearing deposits, the tenant will receive one 1099—INT
form for each lease. If there are revisions to a lease, a separate form will print for each revision of that

lease.
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Print 1099-INT Forms and Generate Magnetic Media Returns

In addition to printing 1099 forms, you can use the 1099-INT Formswizard to
simultaneously generate a magnetic mediafile for the IRS. If you want to generate
magnetic mediafor the IRS, select the Yes, produce magnetic media option in the

M agnetic M edia window of the wizard.

Menu path—PM: Reports > Forms > 1099—INT

1099-INT Forms

Steps
1. Introduction
2. Payer Source
3. Properties to Process
4. Paper Information
5. Reporting Year
E. Minimum Beporting Amt
7. Comected Form
8 Magnetic Media
9. Tranzmitter [nfarmation
0. Contact [nfarmation
1

Company Return
Infarmatiot

12. Maanetic Media
Feplacement

13. Summary

Magnetic Media

Do you want to produce a copy of T093-INT farmz on magnetic media. in addition

to printing 1093-IMT forms?

' ‘Yes, produce magnetic media.
Mo, only print 1099-MT farms.

Are you reporting for & priar year’?

" Yes, 1eporting prior year media,
' Mo, repoiting cunent year,

Cancel | < Back I et = |

After you finish the wizard, you will be prompted to name the magnetic mediafile. The
default file name is IRSTAX but you can change the name as required.

If you need to create more than one magnetic mediafile in the same folder (for example,
you produce 1099-MISC forms from Accounts Payable and 1099-INT forms from
Property Management or you produce 1099-M1SC forms by prefix), ensure you save each
magnetic media file with a unigue file name before you produce the next batch of 1099s.
Thisis necessary because each time you create a new magnetic mediafile, it replaces any
magnetic mediafile currently in the folder with the same name.
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1098-Mortgage Interest Forms

The federal government may require your company to submit Form 1098—-Mortgage
Interest Statements to report mortgage interest received from tenants. The federal
government requires you to file 1098 forms on magnetic mediaif you issue 250 or more
forms. In order for the formsto calculate correctly, make sure you enter the appropriate
information in the following Property Management fields:

= Current interest paid (Setup > Properties> General > Statustab).
= Tax amount (Setup > Properties > Tax tab).
= Unit shares (Setup > Units> General > Class/Address/Rent tab).

= Donot print 1098 form check box iscleared (Tasks> M anageL eases> Changel ease
> General > Miscellaneous tab).

Before you actually begin the printing process, you should perform the following steps:

1 Print the 1098 forms on plain paper before you print them on preprinted forms. Thislets
you review theinformation for errorswithout wasting forms. For moreinformation about
printing to dot matrix printers, see “ Appendix C” on page 115.

2 Back up your Property Management files and store them as a permanent record off site.
For copying instructions, see“ Appendix B” on page 102. IRS regulations require you to
be able to reproduce your 1098 submittal.

Print a Test Run of Laser 1098-Mortgage Interest Forms

To print atest run of laser 1098-Mortgage Interest statements:
1 Select Reports> Forms> 1098-Mortgage I nterest. Follow the wizard.

2 InthePrinter Setup—1098 Mortgage I nterest window, clear Use printer fontsif itis
selected.

3 Use[Rangeg]; select at least three leases to make atest run.

4 If the data printstoo high on the form, make another test run. Before you print another
test, select [Page Setup] and increase the top margin.

If the data prints too low with azero top margin, your printer hasatop clip region that is
too large to print 1098 forms. If the bottom couple of lines from the first page print on
the second page and the rest of the second page is blank, your printer’s bottom clip
marginistoo largeto print 1098 forms. In either situation, use another compatible printer
to print your 1098 forms. For a complete list of Sage-tested printers, see “ Appendix C”
on page 115.
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5 Follow steps 1 through 5 and make as many test runs as necessary until you are satisfied
with the results. Make a hote of any changes you make on the test runs. You will make
the same changes for your live run.

Print 1098-Mortgage Interest Forms

To print 1098-Mortgage Interest forms for your tenants and the IRS:

1 Select Reports > Forms > 1098-M ortgage I nterest.

The 1098-M ortgage I nterest Forms wizard directs you through the process of setting
up information to print the forms.

Menu path—PM: Reports > Forms > 1098—Mortgage Interest

1098 Interest Forms

Steps
1. Introduction
. Recipient Source
. Properties to Process
. Etesiprent Infarmation

. Reporting Year

2
3
4
g
E. Minirmurn Feparting Anit
¥. Corected Farm
8. Magnetic Media
A Tratsmiter nfanmation
10 Eontactntomatian
111 Eanipaty Hetur
[rFarmatiar

12! fMagnetic Media
Ereplacement

13. Surmany

1098-Mortgage Interest Forms

The 1098 Interest task is used to prnt 1098 Interest forms. When you print your
1098 Interest forms, Timberline recommends that you print them on plain paper and
review the Status Report for emors before printing them on the preprinted forms.
This enables you ta review the infarmation for accuracy without wasting fams.

+  Ensure that all necessary fields are filed in. This includes fields on
both the property and the unit. {For more information, see the online

Help topic "Printing 1098 Forms.")

«  Ensure that you have backed up your Property Managemert files.
The backup should be stored as a permanent record off site. I you
ever need to reproduce the 10598 Interest forms, you can use the

backup copy.

Cancel < Back

Eirety

Help
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The last window of the wizard summarizes the options you chose. Verify this
information. If you need to make any changes, click [Back] to move to the appropriate
window.

Menu path—PM: Reports > Forms > 1098—Mortgage Interest

1092 Interest Forms

Steps 1095-Mortgage Interest Sumimary

1. Introduction Y'ou have completed the infarmation needed to print pour 1098 |nterest forms.

. Fecipient Source

. Properties bo Process Please review the information below before continuing, If necessary, click [Back]
to go back through the previous windows and make any changes. [f the
information is comect, click [Finish] to indicate that you have finished entering the
. Reparting fear 1038 Interest information and are ready to print the forms.

. Hecipient [rrarmaticn

Froperty Eetter haz been zelected,
Source of recipient information is GL Prefis.
Reporting vear iz Year-to-date [2008).
I ratremitern [rtanmaticr + Mot a comected fomn.
Eantact nfarmation + Mo magnetic media.

[SariEaty B et
[rfErmatiat

12 Maaretic fHediE
Heplacement

. Conected Farm

2

3

4

A

E. Minimum B eporting Amt
v

8. Magnetic Media

o

)

1

1
l

13. Summary

Cancel | ¢ Back {ji [=5Tee Help

2 Click [Finish] to complete the wizard.

3 Select [Ranges] to choose specific leases within the set of properties chosen. To produce
printed 1098-Mortgage Interest forms, select Start.
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Q NOTE: Sage Timberline Office no longer support continuous-feed printers for year-end processing.

Menu path—PM: Reports > Forms > 1098—Mortgage Interest > [Finish] > [Ranges]

[& 1098-Mortgage Interest - Print Selection EHE

 Prirter Infarmation — Criteria

Banges...

Frirt to Microzoft Office Document Image ... Efitizn S, | Condjtionsz. .. |

Uze Courier Mew [12] font,

Uze 1098 [nterest printing margins. Page Setup... |

Start I Canc* Help I

[ Lease Range Selection HE
GAT-COLOOM Columbia Industries
GAT-FIEODT Field Industries
GAT-INDOO Industrial Welding C

| GAT-wAD00 Wade-Freelin

Eancell Bwsnhmz | Start range Includeglll ﬂelp|

a

Q NOTE: If a property has multiple units, one form will print for each unit. Also, if a lease has revisions, a
separate form will print for each revision of the lease.
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Print 1098-Mortgage Interest Forms and Generate Magnetic Media
Returns

In addition to printing 1098-Mortgage I nterest forms, you can use the 1098-M ortgage
Interest Formswizard to simultaneously generate a magnetic mediafile for the IRS. If
you want to generate magnetic mediafor the IRS, select the Yes, produce magnetic media
option in the M agnetic M edia window of the wizard.

Menu path—PM: Reports > Forms > 1098—Mortgage Interest

1098 Interest Forms [ ]=]

Magnetic Media

Steps

1. Inroduction Do pou want to produce a copy of 1098 Interest forms on maghetic media, in

. Recipient Source addition to printing 1098 |nterest forms?

. Properties to Process . )
P % ‘ez produce magnetic media

- Recipient Information ¢ Mo, only print 1098 Interest forme.

2

3

4

5. Reporting Y'ear

5 it Rl A Are you repoiting for & prior year?
7. Comected Form " ‘Yes, reporting prior year media.
. Magnetic Media @' Mo, reporting cuiment year.
9. Transmitter Information
0. Contact Information

1

Compary Retum
Infiarmation

12. Magnetic Media
Replacement

13, Summary

Cancel | < Back I Mext > I Eiriizh | Help |

After you finish the wizard, you will be prompted to name the magnetic mediafile. The
default file name is IRSTAX but you can change the name as required.

If you need to create more than one magnetic mediafile in the same folder (for example,
you produce 1099-MISC forms from Accounts Payable and 1098-INT forms from
Property Management, or you produce 1098-MISC forms by prefix), ensure you save each
magnetic media file with a unique file name before you produce the next batch of 1098
forms. Thisisnecessary because each timeyou create anew magnetic mediafile, it replaces
any magnetic mediafile currently in the folder with the same name.

Submitting Magnetic Media Files

Submit your magnetic mediato the IRS by electronic file upload through their File
Information Returns Electronically (FIRE) system at https://fire.irs.gov/firev1r/. Create an
account and log on before uploading your magnetic mediafile.

NOTE: The U.S. Federal Government no longer accepts magnetic media submissions on diskette.
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1099-INT and 1098-Mortgage Interest Status Report Error Messages

Thefollowing error messages may appear onthe 1099-INT Status Report or the 1098 Status
Report generated in Property Management. The description for each message should help
you determine what needs to be done to correct the problem. You can correct most of these
problems by using Setup > Tenantsto change the tenant’s incorrect data.

Error Message

Explanation

Invalid Federal ID

The federal tax ID is not in the correct format. The federal tax ID can be
either an employer identification number (EIN) or a social security number
(SSN).

If the federal tax ID is an EIN, the following requirements must be met:
= Must be in the format 99-9999999.

= Must be nine digits (excluding hyphen).

= Cannot be all zeros.

If the federal tax ID is a SSN, the following requirements must be met:
= Must be in the format 999-99-9999.

= Must be nine digits (excluding hyphens).

= Cannot begin with a nine or an eight.

= Cannot be all zeros.

Can't determine Federal
ID type

The federal tax ID for the specified tenant is missing or is not in one of the
valid formats for a federal tax ID. Refer to the description of the “Invalid
Federal ID" error message in this section.

Missing address, city, or
state

The address, city, or state information is missing from the tenant record.

Invalid state abbreviation

The state abbreviation entered for the tenant is not a valid two-character
postal abbreviation.

Invalid zip code

The tenant’s zip code is not in the correct format. The zip code can be in
the five-digit format (99999) or the nine-digit format (99999-9999).
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Error Message

Explanation

Amount (999,999.99) is
too large

Federal regulations limit the amount that can be reported on magnetic
media. This error indicates that the derived mortgage interest amount

exceeds the number of digits allowed on the 1098-Mortgage Interest form.

You can resolve this error by following the steps below to verify the
amount and correct, if necessary, the current interest paid for the property
and the unit shares for the unit:

1 In Property Management, from the Setup menu, select Properties.
2 Select the appropriate property from the list.

3 On the General tab, click the Status tab.
4

Verify the value in the Current interest paid box. If this amount is not
correct, type the appropriate value.

Click [Close].
From the Setup menu, select Units.
Select the appropriate unit from the list.

On the General tab, click the Class/Address/Rent tab.

O 0 N & W

Verify the value in the Unit shares box. If this is not correct, type the
appropriate value.

10 Click [Close].

Your 1098 forms should now print as usual.

Notes:

= The derived amount of mortgage interest paid per unit cannot exceed
nine digits and two decimal places if you process magnetic media when
you print 1098-INT forms.

= The derived amount of mortgage interest paid per unit cannot exceed
ten digits with two decimal places if you do not process magnetic media
when you print 1098-INT forms.

The number of unit
shares for the unit is
zero.

If this is a setup error, enter the number of unit shares through Setup >
Unit.

The current interest paid
on the property is zero.

Enter the amount of current interest paid for the property through Setup
> Property.

The lease has a blank
actual move-in date.

If this is a setup error, enter the move-in date through Tasks > Manage
Leases > Change Lease.

The property tax amount
for the property for the
year is either zero or not
entered.

Enter property taxes through Setup > Property.
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Error Message

Explanation

There were no occupied
units for the property in
this reporting year.

The actual move-in and move-out dates on the lease determine whether or
not a 1098—Mortgage Interest form should print. If the dates do not fall in
the current calendar year for any leases on a property, no 1098—Mortgage
Interest forms will print.

The calculated mortgage
interest amount for the
unit is [dollar amount],
which is less than the
specified minimum
amount.

A minimum amount can be entered when you run 1098—Mortgage Interest
forms. If the calculated mortgage interest amount for a specific unit is less
than this amount, a form is not printed.
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File Maintenance Procedures

Clear Paid Items

If youwant to clear paid items and movethem to ahistorical file, select Tools> Clear Paid
Items. You can enter a cutoff date to control which transactions are cleared. Clearing paid
items speeds up report processing because the paid items have been moved to ahistory file.
Based on your company’s procedure, not all paid items should be moved. You should only
clear paid items that are no longer accessed on adaily basis.

WARNING: Be sure that you have a backup of your Current.pmt and your historical transaction (.pmt)
files before you clear paid items.

Compact Files

After you successfully move paid items, use Upgrade Files with the For ce File Upgrade
check box selected to compact the Property Management current transaction file. For more
information, see “Compacting Files’ on page 101.

NOTE: This process may be lengthy, depending on the size of your files and your system. Please allow
sufficient time to complete this process.
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Section 6

Other Applications

Accounts Receivable

Year-End Procedures

For Accounts Receivable, the year-end procedures are listed below:
1 Enter and post all invoices and cash receipts for the year.
2 Print the necessary month-end and year-end reports that are required by your company.

3 Back up your Accounts Receivablefiles. For copying instructions, see“ Appendix B” on
page 102.

4 Select Tasks> Close Year. Year-to-date totals will be cleared and next-year totals will
appear in year-to-date. In addition, the Year-End dateis changed to the new year in AR
Settings.

5 Move paid invoicesto ahistory file with Tools > M ove I nvoices > Current to History.

NOTE: To move miscellaneous General Ledger and Job Cost cash receipts, or to move transactions for
activities that have been voided and not retained, select the Move unassociated entries check box.
This moves unassociated entries regardless of start date, end date, ranges, or conditions entered.

For additional information related to file maintenance, see “ Optional Year-End File and
Disk Maintenance” on page 99.
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Cash Management

Year-End Procedures

Cash Management tracksinterest received on an annual basis by bank account. Every bank
account has Year to date, Next year to date, and Last year to date interest fields. These
fields are found in Setup > Bank Account on the I nterest tab. The accumulation in these
fieldsis controlled by the year-ending date in CM Settings. To verify that all interest
received has been recorded, compare the interest Year to date field with the year to date
interest on your December bank statement.

To close Cash Management:

1

2

3

4

Back up al your Cash Management files. For copying instructions, see“Appendix B” on
page 102.

Make any 2009 adjustments through Tasks > Edit Register.
Post any checks and files for the year 2009.

Verify the current Year ending datein CM Settings. If theyear inthe dateisearlier than
2009, close the year until your year-end date is correct.

Once your December bank statement has been reconciled, select Tasks > Close Year.
See “Reconciling” in Cash Management help for more information.

The Current year ending date and the Next year ending date will appear.
Click CM Magter file has been backed up.

Click [OK] to closetheyear. The system will movethevaluesin theinterest fieldsto the
appropriate period for the new year.

Tools> Move Entries> Register to History isusually done during the year as part of the
monthly bank reconciliation procedure. See*“Move, Entries’ in Cash Management help for
more information.

NOTE: Once a check has been moved to a history file, it cannot be unreconciled or edited.

For information about additional file maintenance, see “ Optiona Year-End File and Disk
Maintenance” on page 99.
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Contracts

Year-End Procedures

Contracts has no officia year-end procedures because the datais processed on a contract-
to-contract basis. You may want to consider the following steps:

NOTE: Before moving contracts, be sure all billings associated with a contract have been posted in
Contracts. After the contract has been moved, all unposted transactions for that contract are rejected.

1 Print the necessary month-end and year-end reports that are required by your company.

2 Back up your Contracts data files. For copying instructions, see “Appendix B” on
page 102.

3 Select Task > Post Entries and verify transactions are posted by reviewing the posting
journal.

4 Select Tasks > Close Month. If the month that you are closing is the last month in the
fiscal year, the system clearsthe year-to-date fields and advancesthe fiscal year-end date
in CN Settings.

5 Change the status of completed contracts to Closed by selecting File > Open Contract
and opening acontract. Click onthe General Tab and movethe Satusto Closed. Repeat
this step for each completed contract.

Menu path—CN: File > Open Contract> [OK]

B Acti

i Billed Total: | Adjustment Totals | Retainage Tatals & Miscellaneous
a 5 g_?n " General | Billing | Invoice | Checklist I References | Text | Accounts I Inclusions & Exclusions I Contract ™
itewal

-] 3 Concrete PO Frsiet st
&7 5Metals Llescription: Project location:

] B'wood & Plastics |NW Food \Warehause 185th Avenug, Beaverton =]
a 7 Thermal Maisture & Protectic -
-] B Doors & Windows Contract ype: N
-] 9 Finishes falas k|

& 105pecialies
\D 11 Equipment

&7 15 Mecharical I =
4] 16 Electrical Dal

stam key

~ Status

Contract: 1-15-2001
[ ——
Start work: 1-25-200 a ! s U 0
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6 Move closed contractsto ahistory filewith Tools> M ove Closed Contracts> Current
to History.

For additional information related to file maintenance, see “Optional Year-End File and
Disk Maintenance” on page 99.
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Equipment Cost

Year-End Procedures

Equipment Cost has no official year-end procedures because it is processed on an
equipment-by-equipment basis. You may want to consider the following steps:

1 Enter and post all transactions.
2 Print the necessary month-end or year-end reports that are required by your company.

3 Back up your Equipment Cost files. For copying instructions, see “ Appendix B” on
page 102.

4 Select Tasks> Close Month. Whenitisthelast month of thefiscal year, the year-to-date
and month-to-date fields are cleared.

For information about additiona file maintenance, see “Optional Year-End File and Disk
Maintenance” on page 99.
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Job Cost

Year-End Procedures

Job Cost hasho official year-end procedures. You may want to consider the following steps.

1 Print the necessary month-end or year-end reports that are required by your company.

2 Back up your Job Cost datafiles. For copying instructions, see
page 102.

ppendix B” on

3 Select Tasks > Close Month. If the month that you are closing is the 12th month in the
fiscal year, the system clearsthe year-to-date fields and advancesthe fiscal year-end date
in JC Settings.

After closing the month, you may consider archiving your Job Cost data. Your options
include:

= Movingtransactionsfor closed jobsto ahistory filein your active datafolder and moving
closed jobs to an archive folder.

= Moving closed jobs and their associated transactions to an archive data folder.

Moving Closed Job Transactions into a History File

After closing the month, you can move your transactions into a history filein your active
datafolder. If you want to move both your transactions and jobsinto an archive folder, skip
this section and see “Moving Transactions and Jobs into an Archive Folder” on page 89.

NOTE: Remember that inquiries will not allow you to look at both current and history files at the same
time. However, reports will allow you to select both current and history files.

1 If you have not already done so, select Setup > Jobs and mark closed jobs with a status
of Closed.

2 Select Tools > Move > Transactions > Current to History.

If thisisthefirst time you have moved transactionsto history, you will receive amessage
stating that the JC history file was not found and that it will be created. Click [OK].

3 Inthe Print Selection window, select [Ranges] or [Conditions] to avoid moving all
current transactions to the history file.

WARNING: Failure to select [Ranges] or [Conditions] will move all transactions to the history file.

If you select [Ranges], enter a beginning and an ending job number.
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If you select [Conditiong], click [Index] and select JC Jab. Select Statusin the Field
column, Equal To in the Operator column, and Closed in the Value column.

4 After you movethetransactions, review the journal to verify that the correct information
was moved.

5 Move closed jobs to an archive folder. See “Move Closed Jobs into an Archive Folder”
on page 90.

Moving Transactions and Jobs into an Archive Folder

It isrecommended that transactions and closed jobs reside in the same folder for reporting
purposes. Therefore, you may want to movetransactionsfrom Current to Current and select
the Closed Jobs archive folder as the destination.

If you do not have an archivefolder, create one before you move transactions. Usethe New
Data Folder command on the File menu. Select a new company name for the folder (for
example, Closed Jobs) and keep the other current settings.

1 Perform the following steps to move transactions associated with closed jobsto the
archivefolder. If you are moving transactions, commitments, and closed jobs, move the
transactions first and then proceed to step 2 to move closed jobs with the commitments.
You must move the transactions first so you can use job status as a condition for moving

transactions. If you move jobsfirst, job status will not be available to use as a condition.

a If you havenot already done so, select Setup > Jobsand mark closed jobswith astatus
of Closed.

b Select Tools> Move > Transactions > Current to Current.

¢ Inthe Destination File Selection window, double-click the archive folder you want to
move the transactionsinto and click [Open].

d Inthe Print Selection window, select [Ranges] or [Conditions] to avoid moving all
current transactions to the history file.

WARNING: Failure to select [Ranges] or [Conditions] will move all transactions to the history file.

o |f you select [Ranges], enter a beginning and an ending job number.

o |f you select [Conditiong], click [Index] and select JC Job. Select Satusin the
Field column, Equal Toin the Operator column, and Closed in the Value column.

2 Move closed jobsto an archive folder. See “Move Closed Jobs into an Archive Folder”
following this section.
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Move Closed Jobs into an Archive Folder

NOTE: Before moving transactions, be sure that all costs and billings associated with a job have been
posted in Job Cost. Once the job has been moved, unposted transactions for that job are rejected.

1

If you do not have an archivefolder, create one before you move jobs. Usethe New Data
Folder command on the File menu. Select a new company name for the folder (for
example, Closed Jobs) and keep the other current settings.

Select Tools > Move > Jobs.

In the Destination File Selection window, select your closed jobs folder and accept the
filenameof Master. If thisisthefirst timeyou have moved jobsinto thisfolder, you will
receive amessage: File not found. Okay to create? Answer [Yes].

In the Print Selection window, select [Ranges] or [Conditions] as discussed above to
avoid moving all jobs.

If you also want to move al commitments associated with these closed jobs, select the
Move Commitments check box. Thiswill not move commitments entered to multiple
jobs.

After you move the jobs, review the journal to verify that the correct information was
moved.

For information about additional file maintenance, see “Optiona Year-End File and Disk
Maintenance” on page 99.
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Residential Management

Year-End Procedures

For Residential Management, the year-end procedures are listed below:

1 Post all transactions.

2 Print the necessary month-end and year-end reports that are required by your company.

3 Back up your Residential Management files. For copyinginstructions, see” Appendix B”
on page 102.

4 Select File> End of Month.

For additional information related to file maintenance, see “Optional Year-End File and
Disk Maintenance” on page 99.
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Service Management

Year-End Procedures

For Service Management, the year-end procedures are listed below:

1 Enter and post all entries for the year.

2 Print the necessary month-end and year-end reports that are required by your company.

3 Back up your Service Management files. For copying instructions, see” Appendix B” on
page 102.

For additional information related to file maintenance, see “Optional Year-End File and
Disk Maintenance” on page 99.
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Section 7

General Ledger

Checklist

1. Prepare for Year-End, see page 94

Record and post al entries for 2009.

Review and correct rejected entries.

Verify that all suspense-type accounts have a zero-balance.

Print atrial balance, current ledger, and any other month-end reports. Verify they arein

balance.

Reconcile General Ledger with other applications.

Print financial statements.

Back up your data folder.

2. Perform Final General Ledger Year-End Closing Steps, see page 95

Print a year-to-date ledger.

Make sure all changes and adjustments for 2009 have been made.

Use Tasks > Close Fiscal Year to close the year.

3. Make Adjustments to Prior Year as Necessary, see page 96

Make adjustments to prior year as necessary.

4. Perform File Maintenance Procedures, see page 97

Optional - Select Tools> Move Transactions> History to History to moveentriesin your
current files to history.

Compact files.
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Common General Ledger Questions and Answers

1

How do | clear the balancein a suspense account?

Make reversing entries to a suspense account. Refer to “ Correcting suspense account
entries’ in General Ledger Help.

If I close General Ledger, will | still beableto post prior year adjusting entriesthat
my accountant sends me?

Yes. If you want to close the year in order to print current financial statementsin the new
year, you can always open the prior period and post those entries. Just do not forget to
closethefiscal year again if it isan entry to an income or expense account. Also, do not
forget to go back and close the posting period again (Tasks > Open/Close Posting
Period). For more information, see “Year-End Closing Procedures’ on page 95.

How do you closethelast period of the year?

Select Tasks > Close Fiscal Year.

What isthe Foreign Entity check box?

The Foreign Entity check box allows a Canadian client to print 1099s for vendorsin the
United States.

Prepare for Year-End

Perform the standard steps for a normal month-end closing. These steps should include the
following:

1
2
3

Be sure that all 2009 entries are completed.
Post al new files.

Usethe journal to verify that no entries for the current year were rejected. Review and
correct any rejected entries.

Verify that al suspense-type accounts have a zero balance. Thisis necessary for Close
Fiscal Year to move balances properly and post to retained earnings.

Print atrial balance, current ledger, and any other month-end reports.
Balance General Ledger and reconcile it with other applications.
Print financial statements.

Back up your Genera Ledger files. For copying instructions, see “ Appendix B” on
page 102.
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Year-End Closing Procedures

Typicaly, General Ledger will be the last application you close. You can close Accounts
Payable, Payroll, Property Management, and other applications first and then continue
posting entries for the new year because General Ledger stores up to six months of future
activity.

This process lets you print al of the standard reports (current ledger, trial balance, and
financial statements) for each period in the new fiscal year. When you receive adjusting
entries for the previous year, you will post them as prior year adjustments. You may then
print adjusted financial statementsfor the prior year and each periodinthe new year, aswell
as reprint the prior year’s year-to-date ledger.

WARNING: Make adjustments to the suspense accounts before you select Close Fiscal Year. This
command will not close out the suspense account, and the retained earnings entry may be incorrect.

1 Complete your monthly closing procedures. Refer to “ Preparefor Year-End” on page 94
for more information.

2 Back up your General Ledger filesto store off-site. Refer to “ Appendix B” on page 102
for more information.

3 Print your current ledger and financial statements reports.

4 Print ayear-to-date ledger.

NOTE: If you have transactions in a history transaction file (History.glt), you should select the appropriate
option in Tran files for YTD ledger in the GL Settings - Ledger Settings window before you print the
year-to-date ledger.

WARNING: Before you close the fiscal year, back up your General Ledger files. The process of closing the
fiscal year is intensive. If it fails, you must restore from a backup. Remember that the General Ledger
master file cannot be used by other applications while you close the year in General Ledger.

5 UseTasks> CloseFiscal Year to closetheyear. If you have multiple prefixes, select the
appropriate prefix level to close.

Use a copy of your income statement to verify the amount posting to retained earnings.
If the amounts agree, proceed. Otherwise, cancel and determine the problem before you
proceed. Be sure to check the suspense account, because entries in suspense will not
closeto retained earnings at year-end.

If both fiscal percentages (on the retained earnings account) and partner percentages (in
the GL Settings—Partner s window) exist, the partner percentages will override fiscal
percentages to distribute the retained earnings. For more details see “ Close Fiscal Year”
in General Ledger Help.
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The Close Fiscal Year command:

Createsthe entries that close the income and expense account balancesto the retained
earnings accounts in the history transaction file (History.glt).

Clears the current balance of the income and expense accounts and posts the net
income or loss to the retained earnings accounts in the General Ledger master (.glm)
file. The closing entries are not reflected in the activity field for the last month of the
fiscal year. This alows the system to retain the activity totals for reporting purposes.
Closing transactions are posted to the History.glt file.

Advances the year-end balances one year.
Advances the fiscal year-ending and period-ending dates.

Advances the account activity fields one period, changes the current activity on al
accounts to zero, and moves in any posted future activity.

Advances future activity one period.

Prints a Close Fiscal Year journal that lists the closing entries.

6 Back up your General Ledger filesagain after you select Tasks> Close Fiscal Year, and
store this backup copy off site.

Making Prior Year Adjustments

To make prior year adjustments:

1 Back up your General Ledger files before you proceed with the prior year adjustments.

2 Select Tasks > Open/Close Posting Period.

3 Select the entity that you want to use.

4 Click the appropriate Closed Period check box to clear it.

5 Select Tasks > Record Entriesto enter all prior year adjustments using the prior year
accounting date.

6 Select Tasks> Post Entriesto post the entries.

7 Back up your Genera Ledger files again before you proceed.

WARNING: The process of closing the fiscal year is time intensive. If it fails, you must restore from a
backup.

8 Select Tasks> CloseFiscal Year to closethe prior year adjustmentsto retained earnings.

9 Reprint financial statements for the prior year. Enter the number of periods to roll back
in the Rollback field.
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10 Reprint financial statements for the current year periods to reflect the prior year
adjustments using the rollback option.

11 Reprint the year-to-date ledger with the date range set to the prior fiscal year.

12 Reclosethe prior period by selecting Tasks > Open/Close Posting Period and selecting
the Closed Period check box that you cleared in step 4.

13 Move the prior year transactions to the History.glt file with Tools > M ove >
Transactions > Current to History.

14 Be sureto transfer only prior-year transactions. Also, be sure to enter the fiscal
year-ending date as the cutoff date

File Maintenance Procedures

If you have more than two years of transactionsin the History.glt file, you may want to
move the oldest year to an archived history file.

1 Select Tools> Move > Transactions> Current to History.
2 Create or select the archive datafolder.

3 Create or select the History.glt in that folder.

Be certain to enter the cutoff date for the oldest year that you want to transfer.

Compact Files

After you successfully move paid items, use Upgr ade Files with the For ce File Upgrade
check box selected to compact the General Ledger history transaction file. This step
reduces the size of this file by compacting the unused space. For more information, see
“Compacting Files” on page 101.

NOTE: This process may be lengthy, depending on the size of your files and your system. Please allow
sufficient time to complete this process.
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Appendices

Appendix A

Optional Year-End File and Disk Maintenance

The following procedures provide additional year-end file and disk maintenance routines
you may consider using. These procedures are basi ¢ tasks to hel p keep your system running
at optimum performance. You can a so incorporate these proceduresinto your monthly and
quarterly procedures.

1 Archive and delete any print files (.prn) from your hard disk left from the previous year.
For copying instructions, see “Appendix B” on page 102.

2 Test backups by restoring them to test folders. These tests are important because backup
media may have alimited life, backup devices may malfunction, and you may have
incorrect software settings in your backup software. Also, be sure to clean your tape
device regularly, as recommended by your tape device manufacturer.

3 Archive and store your data off-site. For information on archiving your data files, see
“Archiving Your Data” on page 99.

Archiving Your Data

When you archive your data you move the datafrom your current datafilesto history files,
from one history file to another history file, or from one master file to another master file.
You may also need to create an archive data folder to perform some archiving tasks.

Archive your data on aregular basis to achieve the following:
= Reduce file size, which reduces processing and reporting time.
= Reduce time requirements when you upgrade your current data.

= Combine your historical and current data for reporting purposes or alow you to report
on each separately.

= Streamlineyour selectionliststoinclude only current records (jobs, employees, invoices,
etc.).

= Qrganize historical data.
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You should develop a company-wide plan to archive your data. If your company has a
procedures guide, you may want to integrate this plan into your current procedures.
Consider the following when you create this company-wide archive plan:

How frequently do you archive datain each application?

Do you move entries from your current transaction files to history filesin the same data
folder or in an archive folder (current to history or history to history)?

If you use named files, what is your naming convention for archived data files?

Where do you store your archived data, and what is the naming convention of your
archive datafolders?

Complete the following before you archive your data:

Back up your data before you archive your files.
Make sure that you have the proper permissions in the application and on the network.
Run any necessary reports. Your reports may change after you archive your data.

Create anew datafolder for your archived data by going to File > New Data Folder.
This createsa Ts.ctl file and allows you to access your archived data. Enter a new
company name that distinguishes the archive folder from your current data folder. Enter
the correct data folder path name according to your procedures. Select the Use current
setup check box so the setup options are the same in the archive folder.

Assess the time it will take to archive your data. You must close al Sage Timberline
Office applications beforeyou archive. You may want to archive over aweekend because
of time constraints.

Use File Doctor to identify any potential issues.

NOTE: File Doctor is not available in Estimating, Purchasing, Inventory, Service Management, or
Residential Management.

Stop al processing in Sage Timberline Office while you archive the data. You can
resume processing after you complete the archive.

Complete the following after you archive your data:

Use Upgrade Filesin File Tools with the For ce File Upgrade check box selected to
compact your files and reduce the amount of disk space used.

Back up your datafiles.

Document which fileswere archived and wherethe datais stored. You may want toretain
copies of your journals as part of your documentation.
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NOTE: There are no archive capabilities for Address Book, Billing, Project Management, or
Residential Management.

Compacting Files

After successfully performing year-end procedures, you can compact your application’s
master file and current transaction file. This step reduces the size of these files by
compacting the unused space.

Contact your system administrator for assistance.

CD Version 9.4.1

1 Back up your datafiles. See “Appendix B” on page 102 for more information.
2 Select TSMain > Tools> Upgrade Files.

3 Select the Force file Upgrade check box for the current data folder.

4 Select the filesto compact and click [Start] to print the report to afile or printer.

CD Versions 9.5 and 9.6

WARNING: You should only use File Doctor on data stored on the local drive of the computer. Using File
Doctor over your network can severely damage your data. Sage Timberline Office is not responsible for
damage caused to your data as a result of using File Doctor over the network. Before you use File Doctor
on your data, make a backup copy. Use File Doctor on the server to compact files and reduce file sizes.

1 Back up your datafiles. See“ Appendix B” on page 102 for more information.
2 Select TSMain > Tools > File Doctor, and then click [Yes].

3 Inthe Tasks section, select the Compact good files check box.

4 IntheFileslist, select the files that you want to compact.

5 Click [Start] to print the report to afile or printer.
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Appendix B

Backup and Copy Procedures

Throughout this guide you are asked to back up and copy files. These copies areimportant:
= To preserve an off-site copy in case of damage to your building.
= To eliminate the need to re-key datain case of damage to your system.

= To ensure that you have a copy of your files for reference before you close the current
year.

This appendix lists the file names to back up or copy in each application. Be sure to show
file extensions to ensure proper operation.

NOTE: These procedures use default file names (for example, Current.glt and History.glt). If you use
named files, substitute your named files for the default names.

Files to Copy

When you are asked to back up or copy files, these are the files you need:

NOTE: The files listed in the table below are required for reporting. In addition, to run backups, you should
also back up your entire Sage Timberline Office database. If you need to restore your Sage Timberline
Office database you should restore this backup of your entire database.

Accounts Payable

Current.apl Current.apt History.api

History.apl History.apt Master.apm

Master.txm New.api Ts.ctl

(if using taxes)

User.frm Standard.aps -

Accounts Receivable

Activity.ara Current.art Master.arm

History.ara New.art Standard.ars

Ts.ctl History.art Master.txm
(if using taxes)

User.frm View.arv

Billing
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Billed.bli Current.blt Master.blm

Unbilled.bli New.blt Standard.bls

User.frm History.blt Master.txm
(if using taxes)

Ts.ctl Unbilled.blw Billed.blw

History.blw - -

Cash Management

Register.cmt History.cmt Master.cmm

Ts.ctl User.frm -

Contracts

Active.cna Active.cnc Active.cnt

Settings.cns Ts.ctl User.frm

Equipment Cost

Current.eqt History.eqt Master.eqm

New.eqt Standard.eqs Ts.ctl

User.frm -- -

General Ledger

Current.glt History.glt Master.glm

Ts.ctl User.frm -

Job Cost

Current.jct History.jct Master.jcm

New.jct Ts.ctl User.frm

Payroll

Current.prt History.prt Master.prm

Ts.ctl User.frm System.prs

Tax.prx Pr.frm -

Property Management

Accum.pma Current.pmt History.pmt

Issue.pmz Lease.pml New.pmt

Property.pmp Recovery.pmv Retail.pmr

System.pms Tenant.pmn Ts.ctl
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Master.txm User.frm

NOTE: Files that can be named will have the same extension as those listed in the table above. For
example, January.api would be a named invoice file.

Purchasing and Inventory

To ensure that your Purchasing and Inventory files areincluded in the backup, it is
recommended that you click [Add folder s] and select your data folder when backing up
your filesusing File Tools. For moreinformation, see*Backing Up FilesUsing File Tools’
on page 106. To back up your Purchasing and Inventory files separately, click [Add
Folders] and choose the POIV Data folder located under your company data folder.

Service Management

To ensure that your Service Management files are included in the backup, it is
recommended that you click [Add folder s] and select your data folder when backing up
your filesusing File Tools. For moreinformation, see“Backing Up FilesUsing File Tools”
on page 106. To back up your Service Management files separately, click [Add Folders]
and choose the SMData folder located under your company data folder. If you have SM
filesin adifferent location, note the location by clicking SM:File > Data Folder Settings
> File Locations > SM Data.

Residential Management

For Residential Management, copy both the .mdf and the .Idf files. Before the files can be
copied, the MSSQL Server must be stopped. After copying thefile, restart the MSSQL
Server.

Refer to the Technical System Reference- Residential Management for detailed instructions
on starting and stopping the MSSQL Server.



Appendix B

105

Backing Up Files

NOTE: When you use File Tools, the Folder Options of Windows Explorer should be set to display
file extensions.

Use File Tools when you are asked to copy or back up files.

For other File Tools operations not described here, refer to the “File Tools’ topic in any
application’s Help.

All File Tools options begin from a central window that is accessed by selecting File Tools
from the Tools menu in any application. The Operation Selection window displays alist

of options. Select an option and click [Next]. The window for that option will appear next.

Timberline Dffice File Tools

Operation 5 elechon

ne to the File To fiza an operation. Click [Mest] to cortinue.

0]

Backup - use this operation to back up selected data files.

Restare - use thiz operation to restare selected data files from backup.
Copy - use this operation to copy selected data files.

Move -- uze thiz operation to move zelected data files.

Delete - uge thiz operation ko delete selected data files.

e B B e

Rename -- uze this operation to rename a data file. Only one file at & time may be renamed.

Mext > I Caticel Help
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Backing Up Files Using File Tools

Use this File Tools operation to back up the entire Sage Timberline Office data folder or
select datafiles.

Thefollowing graphic is a sample. Your Backup window will display different
information.

Timberline Office File Tools

B ackup Operation

Mame I Type I -
C:\Program FilezTimberline Office\Accounting Falder

C:%Program FileshTimberline Office’becountingtConstruction Sample Datab3-5-01 monthly status...  File

C:%Program Files'Timberline Office’\ccountingiConstruction Sample D atat01007 Foundation.bmp  File

C:\Program FileshTimberline OfficetAccountingiConstruction Sample DataVACCUM. PMA File —
C:AProgram Fileg\Timberling Office’\AccountingsConstruction Sample DatabACCUM.FSA File
C:\Program FileshTimberline Office\AccountinghConstruction Sample D atatactive, CHA File
C:%Program Filesh Timberling Office’bccounting . Construction Sample Datahactive CHC File
C:%Program Files'Timberline Office’\ccountingiConstruction Sample D atalactive.cnt File
C:\Progran FileshTimberline OfficebdccountingtConstruction Sample D atabactivity ARA File
C:%Program FileshTimberling Office’AccountingsConstruction Sample Data‘\Backcharge_memo2.... File
C:\Program Files\Timberline Office\AccountinghConstruction Sample DatatBalSacor FSD File
C:%Program FileshTimberline Office’becountingtConstruction Sample Data\billed BLI File
C:%Program Files'Timberline Office’ccountingiConstruction Sample D atatbilled BLw File

C:\Progran FileshTimberline Office’AccountingtConstruction Sample Data'\Blank _Job_Completi.. File
C:“Program FileshTimberling Office’AccountingsConstruction Sample D atabcomespondence.PIC File

C:\Program FilesTimberline Office\AccountinghConstruction Sample D atatcurrent APL File

C:%Program FileshTimberling Office’becountingtConstruction Sample D atabcurent APT File

C:%Program FilesTimberline Office’ccountinghConstruction Sample D atalcurent ART File

C:\Progran FileshTimberline OfficebdccountingiConstruction Sample Databcurrent. EQT File j
Add Folder.... Add Files. . Remove | Open... | Save... | Adwvanced 'l

< Back I Mest > I Cancel | Help |

1 To back up your entirefolder, click [Add Folder] then select the folder that contains the
files to be backed up. Use the down arrow at the right to open alist of available drives
and folders. You can navigate to a higher folder on the same drive or change the search
to another drive by selecting the applicable drive or folder. You can navigate one level
upward by clicking the folder icon with the up arrow. Perform this step for each data
folder you want included in the backup.

NOTE: When you select a folder, all subfolders are included.

2 To back up filesin folders other than those selected in step 1, click [Add Files]. Select
the files to be backed up by holding down the [Ctrl] key and clicking each fileto
highlight it. You can highlight all files by pressing the [Ctrl] + [A] keys.

Click on afile again to remove a highlight.

3 Click [Next] to display the next Backup Operation window.
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The following graphic is a sample. Your Backup Destination window will display
different information.

Timberline Dffice File Tools

Backup Operation

Drestination:
|c:'\backup‘\2008 Hiztory Filez

ck [Mext] to continue. .
Browsze... |

Archive name:

|2008HstFiles Append v|

Archive:
|c:'\backup\2DDS Hiztomy Filesh2008HistFiles teLip2

Commentz:

Backup of 2008 history. Bychive created on Wednesday, September 17, 2008, using Timberline Office File Tools version ;I
95.81.0.

[ -]
< Back I Mest » I Cancel | Help |

4 Usethe Destination: field to specify the name and location of the backup file. Click
[Browse] to help locate the destination folder. In the Archive Namefield, type the name
of the new archive file you want to create. The .tsZip2 suffix will be provided if you do
not enter it. Be aware that if the .tsZip2 file you select already exists, it will be
overwritten by the new file.

5 Enter acomment of your choice in the Description: field.

6 Click [Next] to advance to the Progress window.
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7 A Validation Summary window appears. Click [Next].

imberline OFfice File Tools

Yalidation Summan

Validation successfully completed. Click [Mest] to continue.

—Walidation progress

o Scan file spztem to build file list,

i) /alidate data files.

o Check for files that might be ovenariten.
o Enzure files are not in use.

oVerify space iz available for the operation.

< Back I Hext » I Cancel Help
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the operation.

imberline Office File Tools

VYerify Files

= 3
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[ inoear |

Inchde | Skip

State I Mame I Source Path | :I
Inciude current. PRT C:\Program Files\Timberling Office’\AccountinghCaonstruction Sample D, —
Include active.cnt C:%Program Filez\Timberline Office’Accounting'Construction Sample D...
Include master ARk C:\Program Files\Timberling Office’\AccountingiConstruction Sample ..
Ihclude Blark _Job_Caornpletion. sl C:%Program Files\Timberline Office’\Accounting'\Construction Sample D...
Include current EQT C:AProgram Filez\Timberline Office’\scocounting'Construction Sample ...
Inciude FISHLODG.JCE C:\Program Files\Timberling Office’\AccountinghConstuction Sample D
Include taw. PR C:%Program Filez\Timberline Office’Accounting'Construction Sample D...
Include FROFERTY PMF C:\Program Files\Timberling Office’\AccountingiConstruction Sample ..
Ihclude ACCUM.PRMA C:%Program Files\Timberline Office’\Accounting'\Construction Sample D...
Include e 4P| C:AProgram Filez\Timberline Office’\scocounting'Construction Sample ...
Inciude active, CHA C:\Program Files\Timberling Office’\AccountinghConstuction Sample D
Include active. CMC C:%Program Filez\Timberline Office’Accounting'Construction Sample D...
Include WH1401 182801 bp C:\Program Files\Timberling Office’\AccountingiConstruction Sample ..
Ihclude LEADTYPE.DAT C:%Program Files\Timberline Office’\Accounting'\Construction Sample D...
Include MOTES.DAT C:AProgram Filez\Timberline Office’\scocounting'Construction Sample ...
Inciude TRAMSACTION.DAT C:\Program Files\Timberling Office’\AccountinghConstuction Sample D
Include ME=TEEY.DAT C:%Program Filez\Timberline Office’Accounting'Construction Sample D...
Include AMORTIZE.DAT C:\Program Files\Timberling Office’\AccountingiConstruction Sample ..
Ihclude INVITEMS.DAT C:%Program Files\Timberline Office’\Accounting'\Construction Sample D...
[ WTRARS MaT 5 Prararn Filset Tirberline (et & eeomtinabCanstnetinn S amnls 1 ﬂ

skpal |

< Back | Mest > |

Cancel | Help

9 The Execution Summary window appears. Click [Next].
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10 The Operation Journal window appears. If you want to save thisjournal, click [Save].
Click [Finish] to end the backup operation.

mberline Office File Tool

OperationJourna

Tt

tWProgrswn Files' Timberline Office’ AccountinghConstruction Sample Dats
thProgram Filesh Timberline Office’ AccountinghConstruction Jample Dat
sy Prograwm Filesh Timberline Office’ Accountingh Construction Sample Dat
:hProgram Filesh Timberline Office’ Accountingh Construction Sample Dat
:WProgram Files' Timberline Office’ Accounting'Construction Sample Dat
tWProgrsmn Files' Timberline Office’ AccountinghConstruction Sample Dat
thProgram Filesh Timberline Office’ AccountinghConstruction Jample Dat
sy Prograwm Filesh Timberline Office’ Accountingh Construction Sample Dat
:hProgram Filesh Timberline Office’ Accountingh Construction Sample Dat
:WProgram Files' Timberline Office’ Accounting'Construction Sample Dat
tWProgrsmn Files' Timberline Office’ AccountinghConstruction Sample Dat
tWProgrsmn Files' Timberline Office’ AccountinghConstruction Sample Dat
Adding comment

sl eI R R T e R R s I s I s B s T ]

The operation was successfully completed.

-
4| 3

ISummary j Save... | Frint... |

Einish Help
I |
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Copying Files Using File Tools

Use this File Tools operation to copy selected Sage Timberline Office datafiles to another
location.

Thefollowing graphic is a sample. Your Copy Operation window will display different
information.

Timberline Office File Tools

Copy Operation

d Fi Er] a falder of and subfolders. C
thy il be
M ame I Type | -
C:\Program Files\Timberline Office’\AccountingsConstruction Sample D ata Fualder
C:AProgram Files\Timberline Office’Accounting' Construction Sample Data43-5-01 maonthly status... File |

C:A\Program Files\Timberline Officessccounting Construction Sample D ata401001 Foundation.bmp  File

C:\Program Filez\Timberline Office’\AccountingiCaonstruction S ample D ata \ACCLM, PhA File:

C:%Program Filez\Timberline Office’Accounting Congtruction S ample Dataha CCUM FSA Filz

C:\Program Files\Timberline Office’\AccountingsConstruction Sample D atatactive. CHA, File

C:AProgram Files\Timberline Office’Accounting Construction S ample Datahactive.CHC Filz

C:A\Program Files\Timberline Officessccounting Congtruction S ample D atahactive.cnt Filz

C:\Program Filez\Timberline Office\AccountingsConstruction Sample D atabactivitg ARA File:

C:%Program Filez\Timberline Office’AccountingCongtruction Sample DatatBackcharge_memo2.... File

C:\Program Files\Timberline Office’\AccountingsConstruction Sample Data‘BalSAccr FSD File

C:%Program Files\Timberline Office’Accounting' Construction Sample D atabbilled.BLI Filz

C:A\Program Filez\Timberline Office’\Accounting Construction S ample D atakbilled BLW Filz

C:\Program Files\Timberline Office’\AccountingtConstruction Sample Data\Blank _Job_Complati..  File

C:%Program Filez\Timberline Office’Accounting Congtruction Sample D atabcorespondence PIC  File

C:MProgram Files\T imberline OfficetA.ccountings Conztruction S ample D atatcurent APL File j
Add Falder... Add Files... FRemove Open... Save... | Advanced - |

Drestination:

Browse. .. |
¢ Back I Mext » I Cancel | Help |

1 To copy your entire data folder, click [Add Folder] then select the folder that contains
thefiles to be copied. Use the down arrow at the right to open alist of available drives
and folders. You can then navigate to a higher folder on the same drive or change the
search to another drive by selecting the applicable drive or folder. You can navigate one
level upward by clicking the folder icon with the up arrow.

2 To copy individual files, click [Add Files] to open thelist of files eligible for copying;
then select the files to be copied by holding down the [Ctrl] key and clicking each fileto
highlight it. To remove a highlight, click the file again. You can highlight all files by
pressing the [Ctrl] + [A] keys.

3 Enter the full path where fileswill be copied in the Destination Folder: field. Use the
[Browse] button to help locate the destination folder.
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4 Click [Next]. If any of the files being copied already exist in the destination location, a
warning will appear for each one. Click one of the following options for each warning:

[Yes]|—Overwrite this file whose name is shown in the warning.

[Yesto All]l—Overwrite thisfile and any additional files that already exist and have
duplicate names of those being copied. No more warnings will appear.

[No]—Do not overwrite; remove thisfile from the list to be copied.

[Noto All]—Do not overwritethisfile or any additional filesthat already exist and have
duplicate names of those being copied. No more warnings will appear.

5 The next window to appear is the Progress window.

Copying to Disk Using File Tools

Follow the steps described previously in “ Copying Files Using File Tools” on page 111
with this addition: In Step 3, choose the appropriate disk drive as the destination folder.
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About the File Tools Progress Window

Use thiswindow to confirm that the operation you have started isfinished. Click one of the
following options:

[<Back]—Return to the previous operation window without completing the operation.

[Star t]—Complete the operation selected. The progress appears in the bottom half of the
window; then the Finish window appears.

[Cancel]—Cancel the operation and exit File Tools. If any previous operations were
completed successfully before this one was cancelled, the results of those previous
operations will remain in effect.

The following graphic is a sample. Your Validation Summary window will display
different information. If the validation process finds issues that need to be resolved, the
wizard will instruct you in how to fix them.

Timberline Dffice File Tools

Yalidation 5ummary

W alidating files.

—Validation progress

o Scan file system to build file list.

=P/ alidate data files.
Check for files that might be ovensritten,
Enzure files are not in uze.
\erify gpace iz available for the operation.

Y alidating data file billed. BLw
in folder C:\Program Files\Timberine Office\dccountingCotstruction Sample Datah

¢ Back I Hent I Cancel Help




2009 Year-End Procedures Guide

About the Finishing File Tools Window

Use thiswindow to display the results of the operations performed during this session.
These results are also written as atextual log file in the Sage Timberline Office program
folder, MISC sub-folder. After viewing the results, click one of the following options:

[Save]—Saves atext file copy of the operation journal to the selected location.
[Print]—Prints a copy of the operation journal.

[Finish]— Exits File Toals.

Thefollowing graphicisasample. Your Operation Jour nal window will display different
information.

Timberline Difice File Tools oy sl

Dperation.Journa

The operation did not complete.

Fieview the journal for details. To close the wizard. click [Finish].

Checking for files in use.
Checking for available space.
Walidation successfully completed.

Feady to copy 487 files to
C:\Program Files\ Tinberline Office’ iccounting.

Executing operation
Copyving:
C:hWProgram Files' Timberline Office’ locounting' Construction Sample Dat
Did not copy C:VProgram Files\Tinberline Qffice’ Accounting’ Constructi
Object reference not set to an instance of an object.

The operation did not complete.
CUhiject reference not set to an instance of an obhjectc.

-
4| | _’I_

ISummary j Save... | Prit... |

Fiish | Help |
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Appendix C

Printer Information

Print 1098, 1099, and W2 Forms

Sage Timberline Office supportsthe use of business-classlaser jet printers. We recommend
that you use the PCL 5e printer driver.

NOTE: Sage Timberline Office no longer supports continuous-feed printers for year-end processing.
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