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Year-end Resources and General Information

e Sage 100 Contractor Desktop > Home & Resources Tab > Product
Documents > Year-End Guide

e Sage 100 Contractor Desktop > Home & Resources > Online Community:
in search bar type in Sage 100 Contractor Year End Center.

Contact Your Sage 100 Contractor Consultant to

Schedule Time If You Need Assistance
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Multi-Year Payroll

v Allows you the OPTION to close payroll year without having to Archive.

v’ Keeps payroll records in the current database
v This can include multiple years of payroll
v' Enables you to run reports that span over multiple years — Example Insurance Audits.

v Allows you to make any final adjustments to previous year

Does not create a separate database —

this isn’t done until the Archiving process
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Archiving Payroll

This process can now be performed anytime you are ready
Archiving does the following:
e Closes payroll for the year you are archiving (if you have not already closed)
* Creates a backup of the payroll records

* These records are now stored in the list of Archived companies.

 |n the Archive database

* Only payroll records for the year you are archiving is retained, and future records are
removed
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Computation of Payroll in multi-year environment

Critical factor is the check date
v The check date year determines the employee’s YTD and QTD totals
v’ Check date year can affect the computation of sick & vacation hours

v’ Voiding a payroll record with a check date in the previous year will update information
for the employee for that year.

v" Compute payroll uses the current payroll data to calculate rates and maximums

Refer to the release Notes for Version 24.2 for
additional information about multi-year payroll.




Preparation
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Year — End Preparation

1.
2.
3.
4.
5.
6.
/.
8.
9.
A

Determine Last Payroll of 2024 & First Payroll of 2025
Determine When You Will Close Payroll & Install Tax Update
Audit PR & Resolve Audit Errors (Menu 5-3-7)

Audit the GL & Resolve Audit Errors

Update EE Statuses

Verify EE W2 Information

Verify Vendor 1099 Information

Enroll with Aatrix (https://efile.aatrix.com)

Verify Database Admin & Server Access
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https://efile.aatrix.com/

AUDIT Payroll — Items to Perform Now Before

Closinc

An audit can be done at any time. |

(B 5-2-7 Payroll Audit | Sample Company x

5-3-7 Run the Payroll Audit. Resolve any audit
e e This audit compares all valid payroll records against each
errors so the Archiving goes smoothly. s qua o ol

employee's quarter totals, for total earnings as well as each
calculation amount. (Some variances can be automatically
corrected by clicking "Repair.”) Click "Audit” to begin.

Audit Repair

ile
il

| Help Close
i

1t ||
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Backup
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Backup Your Live Data

() Sage 100 Contractor Database Administration | SAGE100DEMO2019\SAGE100CON | SQL Server 2014 Express Edition (64-bit) v12.0.2000.8

MAKE A BACKUP -
Database Administration

Tune e st o .
Up/Backup/Restore

100 Contractor Database Administration

Company Last Backup
] AvT S100C YE 12/11/2024 8:28....
[] AVT $100C YE TEST 12/12/2024 1:04....
[IDemo 2 12/10/2024 10:36...
] Demo DB 12/10/2024 10:38...
] Digitek Demo 1 12/10/2024 10:40...
[ Digitek PowerApp (Sandbox) 3 Rivers Drilling & Blasting ~ 12/10/2024 1:49...
[] HardHat Const 12/10/2024 12:35..
[] HardHat Const No Data 12/11/2024 1:06....
[[] HardHat From QOrig 12/11/2024 1:05:...
[1J C Gutters 12/10/2024 12:43..
[ ] Jesse - HardHat Const 12/11/2024 1:05....
[Jold 00 DB 12/10/2024 12:47...
[ PMW Co Test 12/10/2024 1:29...
] S100C-Project10v19 12/11/2024 1:05:...
[]s100C-Service v20 12/11/2024 1:04...

CTnrme 10N Tannemls MD KCIAT 12 /1143INIA 1222

Tune Up Company Databases

Back Up Companies

Restore Company from Backup
Create Sage Support Backup
Upgrade Company Databases

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

Toolbox... Enter th

he

Create Backup

Advanced Settings... S\Sage100Con

Logged in as ‘digisales’ Backing up ‘AVT S100C YE TEST ...
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Close Payroll
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Before Payroll Close

* |ssue any reimbursements and/or contributions for the year if you have not been doing
so throughout the year

 Knowledge Base Examples:

* Health Insurance

* Vehicle Reimbursements

* HSA Contributions
* Final compute and post for the closing year

* You can enter new year payroll records but don’t compute them
e Audit and resolve any audit errors as needed.

 Choose Repair to address any audit errors

OOOOOOOOOO



Audit Payroll

Run the Payroll Audit in 5-3-7

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

TECHNOLOGY
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System Menu My Menu

| > 1- General Ledger
> 2 - Accounting Reports
> 3 - Accounts Receivable
> 4 - Accounts Payable

5 - Payroll
> 1 - Payroll Reports
> 2 - Payroll Processing
4 3 - Payroll Management
1 - Payroll Calculations
2 - Workers' Compensation
3 - Employee Positions
4 - Paygroups
5 - Payroll Unions
6 - Local Payroll Tax
7 - Payroll Audit
8 - Close Payroll Year
9 - HR Forms
> 4 - Federal and State Tax Filing
> 5 - Daily Payroll

> 6 - Project Management

> 7 - Utilities

> 8 - Equipment Management
> 9 - Estimating

> 10 - Scheduling

> 11 - Service Receivables

> 12 - Inventory

> 13 - Review & Reporting

- o
Home & Clients & Vendors & Projects Payroll
Resources Service Purchasing

DESKTOP-41TJRI4\SAGET00CON Sample Company

(& 5-3-7 Payroll Audit | Sample Company X

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

Help Close




Close Payroll Year at 5-3-8 Menu

v’ Clears employee’s YTD and QTD totals, including sick and vacation YTD amounts
v’ Creates employee ACA records for the new year

v Advances the current payroll year
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Advancing the Fiscal Year
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Process for Advancing a Fiscal Year Step 1

H H H 73 = = 7
Verify Posting Period (A& o i ‘ —
5 i =0 e ¥
- 1 ES T s
H | e | e | =/ | &b £
I n 1—6 Pe rl Od a n d F | Sca I Yea r Home & Clients & Vendors & Projects Payroll Banking & r Estimating & Reports
Resources Service Purchasing Ledger Equipment Scheduling
System Menu My Menu
Management, Select Change T | DESKTOP-41TJRI4A\SAGE100CON Sample Company
1 d k h 1 1 - Checks/Bank Charges
Period. Make sure the Posting il
. . 3 - Journal Transactions '
Pe rl Od IS Set tO 1 2 . 4 - Recurring Journal Transa
e Ban}k ReﬁonCIllatlon Ch * Use this option to change the default posting period from one period
. 6 - Period/Fiscal Year Manay P;ir(\)%e to another. A complete audit is performed when advancing the period
. h I 7 - General Ledger Accounts T .
NOTE: You must have exclusive e ®
H d f h 9 - Company Departments File Help
access In order to perform these ) 2 Beconting Ragorts Mans
> 3 - Accounts Receivable | AUDIT COMPLETE!
Ste p S . 4 : r :CCOuIr'lts Payable No errors found! Sage 100 Contractor X
> 5 - Payrol
/. - Broject Management Aug The first period of the next fiscal year is now available for
> 7 - Utilities | posting. The status on this period is Open. Use ‘Manage
> 8- Equipment Management Period Availability' to restrict access to this period as desired.
> 9 - Estimating A Periods 2 through 12 of the next fiscal year will become
- 10 - Scheduling Rs: | b;, :Z::Ijiariilseafc:[re;;ﬂs;:\gt\?/hen you advance to Period 1, which

> 11 - Service Receivables

> 12 - Inventory ‘
> 13 - Review & Reporting

) [ NEMINLIETC TS TUTICTION NGS DEEN TE0CATEq TO TNE L/aTaDase
Archive Fiscal SRR S 7
5 Administration tool, which is installed on the data server.
Year 2016

View Audit History  * Requires Exclusive Access Close

L |
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Process for Advancing a Fiscal Year Step 2

Period Audit Errors

a. The Period Audit is completed once b. If any remaining audit errors cannot be
you advance to the current month. If repaired by Recalculating Balances, you
audit errors occur, select 1-6 Period must contact Customer Support to assist in
Fiscal Year Management then correcting these errors. Please have your
Recalculate Balances. You can resolve Company Name, Telephone number,
most of these audit errors by Software Version and Sage ID found under
recalculating the General Ledger the Home and Resources tab under and
Balances. select “About Sage 100 Contractor”

OOOOOOOOOO



Process for Advancing a Fiscal Year Step 3

Advance the Fiscal Period to ®

s b — T E— ‘s : P — a ~ /
2024 AN | i = =
*g - HES4 ‘»—_~% e &O 2
e “ ~ ¢ g8aal 3 |
. Home & Clients & Vendors & Projects Payroll Banking & Inventory & | Estimating & Reports
a O p e n 1 - 6 Pe rl O d a n d Resources Service Purchasing Ledger Equipment Scheduling
System Menu My Menu
Fiscal Year End e — .| DESKTOP-41TJRI4\SAGET00CON Sample Company
- Genera ger
1 - Checks/Bank Charges ‘
Management. Select 2 - Deposisnerest
3 - Journal Transactions
Cha nge Pe riod a nd then 4 - Recurring Journal Transa
= Ban_k Rec'oncmatlon CFanme * Use this option to change the default posting peried from one period
C h P H d P H d 6 - Period/Fiscal Year Manat Periog.l to another. A complete audit is performed when advancing the period
a nge e r|0 tO e rI O 7 - General Ledger Accounts — -
8 - General Ledger Setup ®
1 9 - Company Departments File Help
2 - Accounting Reports MZ"E_
> 3 - Accounts Receivable " AUDIT COMPLETE!
b. Periods 2 through 12 are S
. > 5 - Payrol|
. > 6 - Project Management Aud
n OW ava I | a b I e . 7 - Utilities Sage 100 Contractor X
8 - Equipment Management
- EStimatin_g pb, Periods 2 through 12 of this fiscal year are now available for
> 10 - Scheduling Rec [by ' posting. The status on these periods is Open. Use ‘Manage
- 11 - Service Receivables Bz Period Availability’ to restrict access to these periods if
desired,
> 12 - Inventory s
. 13 ) ReView & Reporting T REMIINDLTG TS TUNCTION Nas DEEN TeI0CaTea 1o tnNe vargoase
Ar;:;ezgz;gal Administration tool, which is installed on the data server.
-
View Audit History ~ * Requires Exclusive Access Close
|
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Advancing Fiscal Year Process Summary

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

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

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

OOOOOOOOOO



Install the Year-End Tax
Update
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After Payroll Close

Update your rates and maximums for the new year as needed in:

5-2-1 Employees (Calculations)
5-3-1 Payroll Calculations Social Security EE/ER max $168,600 for 2024

5-3-2 Workers’ Compensation

5-3-4 Paygroups, Paygroup Benefits

5-3-6 Local Payroll Tax

Update Simple Time Entry (if using) 5-6-6 BiWeekly

Update accrued vacation and/or sick 5-2-1 (does not automatically reset)

Clean up (get rid of) calculations you are no longer using

You can now begin processing payroll for the new year




New Year Payroll Preparation

a. Install the Year-End tax Update received with your Year End Notice
a. New tax tables are scheduled to be published mid December
b. May be more updates published after the new year

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

c. Adjust any default Max, i.e. 401(k) Maximum, SUTA, State Disability, and update any Rate changes.
d. Select Payroll Calculation, Options, Update Employees, Update Default Rate and Maximum

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

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

HNOLOGY
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Preparation for
Archiving a GL Year
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Allow sufficient time for the year-end process
The Time required depends on the size of your company

and any audit errors encountered during the closing
process.

Database Admin & Server Admin Access is
Required

OOOOOOOOOO



Items to Perform Now Before Archiving

v Run the Audit and resolve any Audit errors:
1-6 Period and Fiscal Year Management > Audit

v’ Verify there are no unprinted or unposted checks
v Change "Status" on jobs you do not want carried forward into the current database.

v Jobs with a status of Refused or Closed can be removed

OOOOOOOOOO



Preparation for Archiving a Fiscal Year

Job Status and Removal

If any jobs are to be removed at the
year-end, they must have a status of
Closed or Refused.

NOTE: If you need to change several
Jobs to a “Closed” status, you can use a
picklist window to close multiple jobs
at once. Open 3-5 and select update,
Closed Status. This will prompt you to
select multiple jobs.

Jobs with any open activity will not be
removed.

www.altavistatech.com

A .
v AltaVista

TECHNOLOGY

@ 3-5 Jobs (Accounts Receivable) | Sample Company | DESKTOP-41TJRI4\SAGE100CON
File Edit View Options
H 4 224 J1

Update Help

» M | Contacts £ ||Phone# search

*Job Name [\'\’alking Shoes Shop [ *Job Status | 6 - Closed

* Short Name [% Complete l Job Type |0 - None

General Information  Contacts and Personnel  Project Dates and Sales Information

Income Account [4000 - Contract Income [ I ¢ Contract Amount 55,300.00

Department ‘1 - California Office Efr &

[] Requires certified payroll reporting Beginning Balance

Curren t Balance -5,000.00

Client |138 - George Olson } LA Due Terms |30DY
Address 1 [1255 A Street ] Discoun t Terms [10DY ]
Address 2 [ \ Discount Rate
State |CA J1 Zip [95823 J Retainage Rate 10.00
Sales Tax District [1 - Sonoma, cA [J’ A
T e Client POZ
Payroll Locale l } JL A

[] Post expenses to WIP asset accoun t

Bid ltems Phases Budget Borchiase Subcontracts Shange A/.R Payments
Orders Invoices

ob status (1-Bid, 2-Refused, 3-Contract, 4-Current, 5-Complete, 6-Closed) | * Selection is required

D« -2

~
~ A

Contract Proposal A/P

Summary Invoice:

E 0 sl

= |




Process for Archiving General Ledger Data Step 1

Archiving your Oldest Fiscal Year Data

) Sage 100 Contractor Database Administration | DESKTOP-41TJRI4\SAGE100CON | SQL Server 2014 RTM Express Edition (64-bit)

In the Database Administrator Select Soe Database Administration for Sage 100 Contractor

ArChive Company Data and then Add / Delete Companies...
H H Tune Up / Back Up / Restore... e et A Ll .
Archive Oldest Fiscal Year. Select P et the cororam (b orth Sample Company

Company to be Archived and Double
Click on Create Archive.

Use this option to remove the accounting data for fiscal year
Archive Company Data... 2016 from the books and place it in an archive company.

Archive Oldest Fiscal Year The program will guide you step-by-step through this

i process.
Archive Payroll Data

Schedule Nightly Maintenance...

Suggested Archive Practice: Do Not _ _
. Company Admins / SQL Logins...
Archive the most recent closed Year Mhate o Werdon T

Server Management...
Toolbox...

Advanced Settings...

REMINDER: Exclusive access to the database is required for archiving. Create Archive

Logged in as ‘Julie'
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Process for Archiving General Ledger Data Step 2

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

Archiving Sample Company Accounting Data for Fiscal Year 2016

Before You Begin

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

Tune Up / Back Up / Restt

I n

Upgrade Company Datal Before You Begin This process will automatically remove the oldest fiscal year's data
. from your company’s books and place it in an archive. The resulting

Archive Company Data... archive can be accessed like any other company, except that you

need to select "Show Archives' on the Company List window.
Archive Oldest Fiscal Ye U : d
CAUTION! Before archiving, make sure you have completed all
posting to the previous year! After you archive a year, posting to

period zero does not post back to the archive company. Finish
posting all previous-year entries, and then archive the year.

Archive Payroll Data
Schedule Nightly Mainten
Company Admins / SQL L

Migrate from Version 19.8|
You should have two backups of your company data

before continuing.
Server Management... 4

Toolbox...

Advanced Settings...

Create Archive

Logged in as Julie'
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Process for Archiving General Ledger Data Step 3

On the Preparation Page, Select “Begin Preparation”

This process will automatically run maintenance, Audit Ledger Activity, Audit Inventory if applicable and

create the company back up. Once completed, Hit “Next”

Archiving Sample Company Accounting Data for Fiscal Year 2016

Preparation

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

Tune Up / Back Up / Rest
Upgrade Company Datab|

Before You Begin
Archive Company Data...

Archive Oldest Fiscal VellatL= 1G]

Archive Payroll Data

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

Toolbox...

Advanced Settings...

Create Archive

Logged in as Julie'

- :
v AltaVista
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m Archiving Sample Company Accounting Data for Fiscal Year 2016

Preparation
Add / Delete Companies.. Let's make sure that your company data is ready. To start, click Begin Preparation.
Tune Up / Back Up / Rest

Upgrade Company Datab)

Before You Begin «f Maintenance complete

Archive Company Data...

I Re Rl Preparation

Archive Payroll Data

o Ledger audited

o Inventory audited
Schedule Nightly Mainten o Backup created
Company Admins / SQL |
Migrate from Version 19.8
Server Management...
Toolbox...

Advanced Settings... Help Cancel

Create Archive

Logged in as "Julie*




Process for Archiving General Ledger Data Step 4

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

Archiving Sample Company Accounting Data for Fiscal Year 2016

Maintenance Options

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

Tune Up / Back Up / Restt
Upgtade Campany Datil Before You Begin Remove jobs with Closed or Refused status and all related records.
Archive Company Data...

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

Remove service invoices with Paid, Completed, or Void status
Archive Payroll Data O S GI12/31/2016
Maintenance Options

Schedule Nightly Mainten Remove purchase orders with Closed status and no Job#

Company Admins / SQL L dated priorto |7

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

Advanced Settings...

Create Archive

Logged in as Julie

t,tyAItaVista www.altavistatech.com
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Process for Archiving General Ledger Data Step 5

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

Archiving Sample Company Accounting Data for Fiscal Year 2016

Archive Data

Add / Delete Companies.. Now let’s actually archive the year. Enter an archive name and click Begin Archiving.

Tune Up / Back Up / Rest(

Click “Begin Archiving” and then
" ) - Upgrade Company Datab
yes” if you have backed up your data W —

previously

Archive Payroll Data

Before You Begin * Enter name for company archive | 2016 Company Archive| I

Maintenance Options
Schedule Nightly Mainten

Company Admins /SQLL  Archive Data
Migrate from Version 19.8
Server Management... Begin Archiving
Toolbox...

Advanced Settings...

Create Archive

Logged in as Julie’

t,tyAItaVista www.altavistatech.com
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After You Archive Company

v'Verify Archive Data Complete
v’ Compare to reports created in the Preparation process.
v'Change Security

v'Menu 7-2-1 Security Groups — recommend changing security rights of all user groups to “No” to help
prevent users from accidentally saving, voiding, etc. in the Archive.

v’ Company Administrator can still have access
v'Change Archive Company Name

v'7-1 Company Information — eliminates confusion when printing reports from the Archive
v'Lock Posting Periods

v'Menu 1-6 Manage Period Availability — extra assurance that no entries will be made accidentally.

f‘\yT/{\!:[aViSta www.altavistatech.com
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After You Archive — Current Company

v' Remove Unused Vendors
v Changes to Existing General Ledger
v Additional Entries to Archived General Ledger

 To post a prior year transaction, post the transaction to period 0 of the current year.

e Archived transactions or transactions posted to Period O in the current company
cannot be voided; a reversing entry will need to be entered

OOOOOOOOOO



Archiving Payroll
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ARCHIVING Payroll — Items to Perform Now Before

Archiving

Archiving can be done at any time. .

(B 5-2-7 Payroll Audit | Sample Company x

5-3-7 Run the Payroll Audit. Resolve any audit
e e This audit compares all valid payroll records against each
errors so the Archiving goes smoothly. s qua o ol

employee's quarter totals, for total earnings as well as each
calculation amount. (Some variances can be automatically
corrected by clicking "Repair.”) Click "Audit” to begin.

Note: Sage 100 Contractor DOES NOT (with most
recent update 23.2.xxx) let you Archive payroll
with un-computed and/or unposted checks. - Audit Repair

Help Close

OOOOOOOOOO



Process for Archiving Payroll Step 1

Before entering timecards for the new
Payroll Year, you need to perform the
following steps in preparation for the
Archiving process IF YOU CHOSE TO GO
DIRECTLY TO ARCHIVING VS CLOSE

* Decide on your Archive date now

* Back up your company data through
Data Base Administrator

t,tyAItaVista www.altavistatech.com
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&) Sage 100 Contractor Database Administration | DESKTOP-41TJRI4\SAGET100CON | SQL Server 2014 RTM Express Edition (64-bit)

s Database Administration for Sage 100 Contractor

Add / Delete Companies...

Tune Up / Back Up / Restore...

Company Last Backup
[Jicentral Texas Lath & Plaster, LP 12/4/2017 7:04:18 AM
[ cui playground 11/30/2017 1:00:33 AM
[ colorado Lighting 11/9/2017 6:28:48 AM
[ colorado Lighting, Inc. - Test 11/8/2017 10:03:14 AM
[] colorado Lighting, MAIN 11/28/2017 4:57:02 PM
[J c1ie - 2010, LLC 11/13/2017 3:51:22 PM
[] Gorman Roofing Services, INC 11/8/2017 10:07:21 AM
[ JTs Smoked Meats & Catering

[] JTs Smoked Meats & Catering LLC 11/28/2017 10:45:03 ...
Sample Company 11/8/2017 10:10:24 AM
[ Test Copy Company

Tune Up Company Databases

Back Up Companies

Restore Company from Backup

Upgrade Company Databases

Archive Company Data...

Schedule Nightly Maintenance...

Company Admins / SQL Logins...

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

Toolbox...
Enter the location for the backup files:

C:\Sage100Con\Backup\On Demand
Create Backup

Advanced Settings...

Logged in as Julie




Process for Archiving Payroll Step 2

ReVieW Employee Status and Removal - @ 5-2-1 E_mploy_ees | Sam'ple Company | DESKTOP-41TJRI4\SAGE100CON == O X
File Edit View Options Help
Open 5-2-1 Employees M 4o Sor o Hoash o @i
* First Name ’Samuel J M.I. ’D J * Status | 5 - Terminated v
* If you want to remove any employees, e e [roes |
they must have a Status Of QUit’ Laid General Information Human Resources Compensation Direct Deposit Calculations Additional Contacts  ACA
Off, Terminated or Deceased Address 1 [87 Bridge Road 1 Phone# [(999) 555-4712
Address 2 1 ‘ Fax# [
e 5-1-1-21 Employee List: This report City [Santa Rosa |
state [CA |1 Zip [99999 ke Pager |

|
|
JL Home# ’ “
|

shows all employees and their status —— e
User Def1 l J-:'fi
User Def2 i ‘f- Email i ‘
Equipment | | &
Earnings Payroll Licenses Training

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

t,tyAItaVista www.altavistatech.com
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Process for Archiving Payroll Step 3

Print Reports for After-Archive Verification

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

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

c. Open 5-2-2 Payroll Records. (Only for version prior to V 24.2.X)Select File then Count
and write down the number of records. The number of files will be used for verification
purposes after the books have been closed.

OOOOOOOOOO



Process for Archiving Payroll Step 4

Archiving Payroll Data

NOTE: You cannot enter payroll data with check dates in the new calendar year until you archive payroll for
the previous year if you have chosen not to Close payroll

a . Open Data base Ad m i n ist rator a nd @ Sage 100 Contractor Database Administration | DESKTOP-41TJRI\SAGET00CON | SQL Server 2014 RTM Express Edition (64-bit)
Select Archive Company Data Soe Database Administration for Sage 100 Contractor
then Archive Payroll Data Add / Delete Companies.. —

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

. " H ” Upgrade Company Databases
b. Click “Create Archive Select the company to archive:

Archive Company Data...

Re m i n d e r . Al | U S e rS M u St b e O ut Of Archive Oldest Fiscal Year Enter the name for the payroll archive:

Archive Payroll Data

Sage During the Archive Process Schedule Nightly Maintenance..

Company Admins / SQL Logins... Remove employees with the selected status(es)
that are no longer referenced in the database:

Migrate from Version 19.8...

M Laid Off Terminated
Server Management...

B Quit Deceased
Toolbox...
Advanced Settings... M Approve each employee’s removal

REMINDER: Exclusive access to the database is required for archiving. Create Archive
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Process for Archiving Payroll Step 5

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

b. Verify the following from the record counts and reports ran prior to Archiving
a. Payroll Check Register Totals
b. ACA Hours Allocations Report

c. Payroll Records Count if you did not choose to Close payroll
d. Accounts Payable Records Count

Verification:

If these totals match, your archive has been completed successfully.

If there are any discrepancies, restore your back up and create a new archive.
NOTE: All W-2’s and 4th Quarter Reports Must be Run through the Archived Payroll Company if you chose to
Archive vs Close payroll
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Change Security in the PR Archive

v Change Security

v' Menu 7-2-1 Security Groups — recommend changing security right s of all user groups to “No” to
help prevent users from accidentally saving, voiding, etc. in the Archive.

v" Company Administrator can still have access

v Change Archive Company Name

v' 7-1 Company Information — eliminates confusion when printing reports from the Archive

v’ Lock Posting Periods

v' Menu 1-6 Manage Period Availability — extra assurance that no entries will be made accidentally.

f‘\yT/{\!:[aViSta www.altavistatech.com

HNOLOGY



Current Company Database

* Archived year’s payroll records are removed

 Removes the archive year’s records from Simple Time Entry where the work data is
earlier than November 1 of the archive year

 Removes employee records according to the archive options selected

OOOOOOOOOO



Reminder

* Year-End Update Booking: itsupport@digiteksolutions.com

e Please submit any new support requests using our support ticketing form

* Windows Server Support End Date

Windows Mainstream  Extended
Server Vers. End Date End Date
2016 Jan 11,2022  Jan 12,2027
2019 Jan 9, 2024 Jan 9, 2029
2022 Oct 13,2026  Oct 14, 2031

OOOOOOOOOO

e Alternatives

Digitek’s All-In-One Cloud Hosting
Sage Intacct Construction

Sage Intacct for Specialty
Contractors

Wed, Dec 18, 10am PT
https://bit.ly/SC1218



mailto:itsupport@digiteksolutions.com
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3DeXcHsiH-tka65LWOgV010DmtDVrDPDFGmXxLvlmv9kRUQTRTSDlBVUZIRVMyQllIVjlZMzA3TkMwSSQlQCN0PWcu&data=05%7C02%7CAudra.Speth%40digiteksolutions.com%7Ce59944403a284268c5da08dce6d7cbc9%7Cb2077779fe2146b6bae4b58e815d35d0%7C0%7C0%7C638639061718762459%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=V%2BGF6euYarKBTBRmCwHaw8GEZttEB3xoGiAd1IfFYg4%3D&reserved=0

Thank You! Questions?
@
()

&

Audra Speth
Customer Success Manager

Al taV|Sta Sage Partner
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* Recording of this webinar will be available to you next Tuesday.



