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End of Year Processing (EOY)

This document details the necessary steps to be followed in order to complete the End of Year
Processing (EOY) in TempWorks Software. It involves the completion of Data Integrity Checks, creating
“Mock W2s”, closing the year, printing the W2’s, and creating state and federal magmedia files. There are
ten processes to be completed, which are listed in the PrYear form in TempWorks. In this document, we
will describe all the processes in detail.

Step 1: Create backup of the database

Please have your administrator create a backup of your database before closing the year. If you have
questions on how to do this, please contact Tempworks support.

Step 2: Data Integrity Check

Once this is completed, open your TempWorks MDE at System level, click on the F11 key and then open
the PrYear form.
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StartDate Lkp:
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[EEFF Sl Com= Fieesseoed] These are the steps for the Year End Process.
= Please process them on a slow day when they will
1. Create backup of the database %] o e e e e

Execute | 2. Data Integrity Check_ k=3 = I

Execute | 3- Werifyp Employer Information. " Make sure you create a backup of the database

Encoute| 4- Initialize Mew Year. (Point of no Return) =3 before closing the year.

Encoute | B- Create W2's and 10939 Data =

Enecute | B- Mag Media Data Check. =

7. Create Federal Mag Media File. Below is the link to download AicculWage from the
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Enecute | 9- Create Local Mag Media Filels). =

Erecute | 10. Close Year = ) I

Y
Once the form is open, click on = at the top and choose the correct year. If the appropriate year

k¥
you are looking for is not found, add one using the _I button, and fill in the correct information.
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Make sure the YearlID, StartDate and Enddate fields populate correctly with the correct year information.
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(continued)

YearlD # Lkp ) Q1172007
_— Uese_ T Quarters T Dirsctomn T Switchboard !

Ll D

D 2003 xfresh | End Of Year (EOY) Process: Teut Editor [ -

tartD ate:| 17172007 File Diirectony: [c™ N
ndD ate:[12731 /2007] Display:

EIMC |
o | ErorLog | ww2verifs | wWzPhint | Federal MagMedia | State Maghedia | Local Maghedia | eartagType | Mockuw2Print | 10934 |

EOY Steps Done Processed

e,

E

These are the steps for the Year End Process_

Create backup of the database A Please process them on a slow day when they will
id
z

not bog the spstem down.
I 121442007

Execute D ata Integrity Check._

1

E xecute “erify Employer Information_

Make sure you create a backup of the database
bef: losing the vear.

E xecute Initialize Mew Year. [Point of no R eturn)
E xecute Mag Media Data Check._
Execute Create Federal Mag Media File. Below is the link to download Accu™w age from the

Social Security Administation website.

1.
2.
3.
4.
Execute | B, Create W2's and 1099 Data
B
7.
8.

Create State Mag Media File[s).
Execute | 8- Create Local Mag Media File[s).

E xecute

hittp: £ v, socialsscurity. govdemploper/accum ages

O

Executs |10. Close YWear

soL |

Once the form is open and the correct year chosen, go back to the EOY tab and look at the Year End
processes that need be completed. Please refer to the Data Integrity Check document to complete
Step 2.

When all errors in the ErrorLog that were discovered by the Data Integrity Check have been corrected,
run the Data Integrity Check again and the following message box will appear; the Done box will be
checked by Step 1 as well the Last Processed column will be populated with the current date.

Microsoft Dffice .ﬁ(.:l..':EEI'.i @

Successfully run data integrity check, no errors!

Note: Please fix all the errors before proceeding. The TempWorks Software is designed to have
two years open in the system at the same time, so there is plenty of time to fix errors. We
recommend continuing Year End processing in mid-January, after all the previous years
adjustments have been completed, like voiding checks. Please call TempWorks Support at 651
452 0366 to set up appointments to assist in running any or all the year end processes.

Step 3: Verify Employer Information

Click on Step 3 to open up your employer information form. Using the ‘View All' button will open up your
list of EINC’s. You will be able to choose an EINC and verify Address, Federal Employer ID, Mag Pin and
contact information.

o I m_..l EINE # Lkp E' —— | | 542 WIP Placements
Employer Mame Lkp:
Desc T EmploverlD T PrT axTierE T Directony T Switchboard ]
Company Mag Media Conta Other Employer Settings:
EIMC | 542 HierlD | EOQ FedE mploverl D AlwapsllseEmployerT axState O TaxState IMN
Fulltame [WIF Flacsments b agPin [1234 CE xperienceF actar 1
Cortactid sthod il | quireE rmployerl d 5

Company Address: Cortact Joe WS arCandidatesPerReg 2
Compary|High Tech Staffing ContactPhone mEHtI_ IrfroiceCalumnT vpe S
Address 123 Main St Fax extPseudodldent 5013
Street  |701 Main St Corntactemsail lashOtherFot 1
City Druluth

State kM ZipI?U'I 29
Company Mailing Address: Schema Application Color:
Suflis OrderColor S2768 AgsignmentColor 24271376
Address [701 Main 5t ContactColor S358736 applicantcolor 8421376
City D uluathk CustamerColar 10040115 AR Colar 16722680
State [S1T] ZipI?D‘I 39 I EmployesColar 128 “wharkercompoolor 8421376

Step 4: Initialize New Year. (Point of no Return)
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(continued)

a) Click on Execute next to Initialize New Year.

e By clicking on this, all the current year’s information is saved off and setting the
system up for the New Year is started. We consider this the “Point of No Return.”
It is much harder to go back in and change the previous year’s data as it must be
done manually in SQL on tables that you cannot see; After this step is done
checks for that year can no longer be voided to correct errors.

b) To verify the year was successfully closed, press F11 and go to the tables. Double click on the
SystemConfig table and verify the YearID column.

Bl TempWorks Software - [JTBackup : Database {Access 2002 - 2003 fild ¢ [&] [= |[B][X]

; File Edit ‘Wew I[nsert Tools  Window  Help Type & question For help = @ X
: Update | &[3 Credchkiae | by needscreen:o | (B) asgwarning:s | %% wealertia !
(D Unfiled:n | G5 asaWarn:2 | &% Confide | 2 wklyCalls:@d | <85 I90ovwas | QWebEvnt:lg l
@ Miss0oc; 0 m ExprDoc:0 | /4 CCancel:d 4 ECancel:d | & CConfio | ﬁ CustSchd | % ET3Sign;0 ;
[Fopen B Design Snew | X | 2o T |E
Objects +igh SupportCasestatus +igh TabTableMaster
| -1 Tables +igh SupportCaseType i) TabTableMod
B oueries =] svs_DaTE =] TabTableSearch
= o sYs_TIME =] TabTableUpgrade
= R #@ sysobjects = Task
i@ Reports -t@ SwekemConfig = TaskDay
¥4 Pages =] TabForm = TaskTvpe
2 Macros = TableSwitch ¢a TaxModel
=1 TableswithHierldLocal +i@ TaxModelaction
5 TabTable TaxUpdateLocal
= TabTabl = d |
GEroups < | >
Ready TR
|  sited | Build | ClientBuildRequ| HalidaySkillCad| HolidayPayCod| HolidayWC Cod] HolidayHoursRe| RegularPayCod|  YearlD
P | GEN 5029 5011 A113 Hal 8510 1200/ Reg P00E]

*

Step 5: Create W2’s and 1099

a) This step is the actual creation of the W2 tables. Click on Execute next to Step 5.
Execyte | B- Create W2 and 1099 Data 2 ) .
e —1 This step will dump the necessary W2

information into three tables. The first one is the PW Table, this houses the main W2 information,
federal wages, taxes, and any adjustments that appear on the W2. The second table is PWS,
which stores the employee state wages and taxes. The third table is PWL, which stores all the

employee local wages and taxes.

Once Create W2'’s is Executed, these tables will be populated and the following message will
appear. The Done box will be checked and the rocessed date will populate.
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(continued)

Print W2s

Successfully created W2 tables!
Created the Following W2 tax tables: Py (Federal), PW'S (State), and PWL (Local)

Before printing W2 please check the Following information:
1. Check P"W'3 Summary report For totals, Make sure they make sense. Correct mistake before printing Wa
Z, Look at the W2 Report and make sure it lines up wikh wour W2 paper,

Whauld wau like ko print W2 andfar edit the W2 tables at this bime?

Yes Mo Cancel

By clicking Yes the W2Verify tab will be opened and options to verify W2 tables and information
is presented.

EOY I Erorlog W2Verfy | w2Print | Federal MagMedia | State MagMedia | Local Maghedia | YeaagType | Mockw2Print | 10994 |

~ W2 Verification Process: —W2 Record Totals
Quick Check List Before Printing 'w2's
Werify 'We Check List | Yiewing W2 Tax Tables: Row Count:
W2 Summary Beports Wiew Federal W2 Taw Table [Pw] —
i Federal and State Wane Summary Renort: Wiew State W2 Tax Table [PwS)
W2 Local Wage Summary Repart Wiews Local w2 Tax Table [PwL]
wi2 Local Wage Detailed Repart Combined '/2 Qusry

Yerify Employer's Federal ID and State 1D:
Open Employer Setup

Set Federal EmployerlD and Mag Media Settings
Set State Emplover D[z]

Note: By going back to the EQY tab and clicking Execute for the Create W2’s again, the
following Recreate W2 Warning promt box will appear. This prompt gives a warning and
an explanation of what happens when recreating W2’s. Please read the warning box
before clicking ‘Yes.” If any manual changes have been made to the W2 tables, this will
wipe those changes out.

Recreate W2 Warning @

You hawve successfully created W2's 1 times.
The lask time wou ran create W2 was: 117132006 2:14:00 PM

Warning:

You are ktrwing to recreate the W2,

If wou recreate the W2, then this wil happen:

1. Recreating the W2 will delete all the current Py, PWS, and PWwL tables for YearID = 2006

2. This will remove anyw manual changes wou added to the PW, PWS, and PWL tables,

3. 50 wou will have to reapply these changes after recreating the Wa's,

4, Furthermore, recreating the Wz will MOT reflect changes to the database after Initvear has been run.
This is because; recreating Wz uses the backup data from the EQY_Init¥ear process,
This was done For consiskency purposes, so information submitted to the Government is consistent,

Hink:
If ywou want to alker tax information after Initvear was been run (11/13/2006 3:04:00 PR}
then alter the PW (Fed Tax), PWS (State Tax), and PWL (Local Tax) W2 kax tables directly.

Do wou wank ko recreate the Wa's?

Yes Mo Cancel
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(continued)

b)

If a company has multiple EINC’s, the option is there to choose to print W2’s for a particular EINC

by selecting the proper EINC in the PrYear form. In our example, we are choosing to print EINC
0. Once EINC 0 has been printed, then EINC 1 can be chosen, and those W2’s may be printed.
If your company has only one entity, leave this field blank.

[

| End Of Year (EOY) Proces:

2 Updats ables
021212212
oz1z212212 ate Maghdedia | Local Maghds
| 2

Base I e
‘earRunlD =
vearlD: 2007 RchiEst
StartD ate: 1/1/2007| File Directory: [c:*
EndD ate:[12/31 /2007 — —Display: ===
EIMC: =1 STAGE
o High Tech Staffing
EOW BS54 MursesMow. Ine
542 WIP Placements oz1212212
EOY P

Execute

Execute

Execute

Execute

Execute

Execute

Execute

Execute

Execute

1s
z
3
4
5.
5
T
B

k=

Data Integrity Check_

Werify

Initialize Mew Year. [Point of no Return]
Create W2's and 10939 Data
Mag Media Data Check.

Create Federal Mag Media File_
Create State Mag Media File[s).
Create Local Mag Media File[s)
10. Close Year

Done Processed

ackup of the database
I~

Employer Information.

=7 =

I 122722007

=7 =

=7 =

ool s

e

c)

Once an EINC is specified to print, go to the W2Print tab.

EOY | EnorLogl WwWaerfy W2Print IFederaIMagMedial State MagMedial LocaIMagMedial YearMagT_l,lpel MockW2F'rint| 1099-M|

— Emplopee W2 Printing:

Options: Yerify W2 Count:
W2 Report Mame: I_ -] # of w's Recalculate
Sort By Active: 74 W Created Date # ofw'2's
Prirtt 2 States Perw2: [ ?

Print W2s: Update Employee and Employer W2 Info:
| {Print AlEmplovee afds! 7 Ipdate Employee W2 Info. |

FiePrint Individual W2 by 55N ¥ Update Compaty ‘W2 Info. | %

Group W2 Printing Options: Export w2 Data:

stte [ =] Printw2sby State | 2| Create'w2C5V File | |

Branch I 'I Print '/25 by Branch | ?I

~ Employer W2 Printing:

Print Employer W2:
Employer ‘w2 Fepart: -
Print Employer W2 4up I ‘ﬁ"l

Employer ‘w3 Fepart: I - |

Frint Employer W3 Summary I ‘ﬁ"l
Print Employer W2 by Locals:

State ;I

Lacality -]

Print Employer W2 4-Up by Locality |EI

d)

drop down menu and choose the appropriate reporting option.

TempWorks provides several reporting options for Print All Employee W2’s. Simply click on the

EOY | Erarlog | Wwiverfy w2Print IFederaIMagMedial State MagMedia | Lacal MagMedia | YeartagType | Mockiw2Print | 10959 |

— Employee W2 P

rify W2 Count:

I d Recalculate
P’ 2E mplayes reated D ate # of Wi2s
. . | Pr'2Emplopes 2006
Frint 2 States Per w2 P/ 2E mplover
rint W2s: ElﬁgEmplfﬁJeLzms E Employee and Employer w2 Infa:
: i £0a —
Print Al Er pry,/ 2| sgal 2006 ate Employee W2 Info. | ‘9
ReFrint Individ Pr+'2SealNPressLegal qbé{ Company W2 Info. | %
Prw25 ealMPressLegal 2006
Group W2 Printing Options: Expiort w2 Data:
State Print /25 by Stat Create w2 LSV Fie |7

Branch I & I Print /2 by Branch I ‘?I

~ Employer W2 Printing:

Print Employer W2:
Employer w2 Report:

[2]

Ermployer w3 Report: I -I

Frint Emplayer w2 dup

Frint Employer W3 Summany I ‘ﬁ’l
Print Employer W2 by Locals:

State -]

Lacality -]

Print Emplaver W2 4-Up by Locality |EI

Recalculate # of W2’s button to generate a W2 count.

to the chosen authority.

If needed to determine the number of W2’s that are going to print, click on the

If you are exporting W2 printing, please use the Create CSV File to create a file to export
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(continued)

e) After choosing the correct reporting options, click on Print All Employee W2’s. This will open
the W2 report and the Batch printer prompt box. By clicking Yes the option to specify a range will
appear; by clicking No all pages will print.

Batch Printer

Place employee Wz stock in printer.
There are 5418 pages For this report.

Do wou want bo print a specific page range?

Yes Mo | Cancel I

f)  Once the Yes button has been clicked, the system prompts the Start Page Number and the End
Page Number. We suggest printing 10 pages to start to verify that the W2’s are lined up
correctly in the printer.

Microsoft Office Access Microsoft Office Access

Start Page Mumber: End Page Mumber:
Cancel Cancel

Start Printing

Page range: 1 to 2 = 2 number of pages ko prinkt,

Press Qkaw ko skark prinking,

Ik, | Cancel

g) TempWorks provides the feature to preprint an individual W2. Simply click on RePrint Individual
W2’s.

EOv | ErorLog | waverty W2Print | Federal Maghedia | State Maghedia | Local Maghedia | veartagType | MockiwzPrint | 10994 |

Employer W2 Frinting:

— Emplopee W2 Printing:
Dptions: ey S (e Print Employer W2:

W2 Report Name: IF'r\N'ZEmpIDyee -1 # of W2's [ Recalculate Employer w2 Feport: [FrorZEmpioys =
Sort By Active: @ W2 Created Date | HofwWs [ 2]
i

Print Ernpl 2 A
Frint 2 States Per rink E rmployer up

Pri Update Employee and Employer W2 Info: Employer '3 Report: [Fia3 =1
Frint Emplayer W3 Summay | ‘@

Updats Employes W2 Info | ‘@
Update Campany W2 Info. | @ [12/1472007

Print Employer W2 by Locals:

C

FeFrint Individual "2 by S5MN

\W’-’LLE . il State | -
Group rinting Options: Export W2 Data: )
Locali | =1
= ; Create W2 C5Y Fil
State | 1 Print \w2s by State 2] Leale ie | 2] Print Employer W2 4-Up by Locality | ‘2

Branch | = Frintwi2s by Branchl ‘ﬁ’|

By clicking on this button, a prompt will ask for the SSN of the employee that needs a reprint.

Reprint Individual W2

Please enter a Social Security Mumber (S5MY?

Cancel

© 2005, TempWorks Software, Inc. All rights reserved Page 6 of 11



(continued)

h)

i)

TempWorks also gives the option to do Employer W2 Printing.

gTvpe | Mockiw2Frint | 1095-M |

= Employer W2 Printing:

Print Employer W2

E mployer "2 Report: IF'r"-.-k-"2EmpI|:|_l,le - I

Frint Emploger w2 dup I ‘ﬁ’l

Ermplover w3 Report: [Pras3 -
Frint Employer %3 Summary I ‘?I
Print Employer W2 by Locals:

State |
Locality ;l

Frint Ermployer ‘a2 4-Up by Locality I ?I

TempWorks Software also provides special W2 printing options, which allow our customers to
print W2’s for a particular branch. To facilitate this option, choose the appropriate branch under
the dropdown menu and then click on Print All W2’s by Branch button. You can check the Sort
by Active box option, which will sort W2’s by employee active flag. Note: When using the Sort
by Active button it will print all employees that are considered active and ABLE to be
assigned in your system. This does not sort out employees that are currently assigned!
Another special W2 printing option is to print the W2'’s by tax state. Please select the tax state
from the drop down lists and then click on the Print All W2’s by Tax State button.

EOY I Ern:lan:lgl T R I FederaIMagMediaI Stah

—Employee w2 Printing:

Ophions: Verify '
W Bepart Mame: |ErW2EmpIn:|_l.Jee j # ofh,
Sort By Achive: R WL
Print 2 States Perw2: [ ?

Print W2s: Updats

s Upd:
ReFrint Individual W2 by 55M w Upd.
Group ninting Options: Export

ate I *I Print w2z by State |?|
Branch I - I Print ‘25 by Branch | ?l
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(continued)

k) We are also able to print 1099’s from Tempworks at this point. There are options to print by
Branch, reprint individual, and view all the main data that is pulled into this information.

EOY | ErrorLog | W W erify | W 2P ik | Federal Magkedia | State Maghedia | Local Magkedia | “eartdagT vpe | Mockw 2Print - 1033t |

Contractor 1099 Printing: 1099 Count E stimator:

eport i i 0 Recalculate #
Prinwm 1%': of 1055 |
FePrint Individual 1093 Iil -
&tby Branch: Branch /\)\/iew 1099 kMain Data I
int A11093s by Branch |2 || < ! Wiew 10939 State Data |
1099 Query |

-

Step 6: Mag Media Data Check.

TempWorks will not generate Mag Media files unless the Mag Media Data Check has been run. In order

to run the data check for Mag Media, go to the EQY tab and click on Execute next to Mag Media Data

Execute | B- Mag Media Data Check. . . L ) )
Check. Errors may occur if there is missing Employer information
that needs to be included in the Mag Media file. These errors wil show under the ErrorLog tab and must

be corrected. Once the errors are corrected, run the Mag Media Data Check again to ensure there are
no errors.

Step 7: Create Federal Mag Media File.

a) After the Mag Media Data Check has been complete, the Mag Media files can be created. The
user must first dictate where the Federal, State, and Local Mag Media files will be saved. Find
the label on the PrYear form called File Directory. The box to the right shows the path where

the file is saved. If the path needs to be added or changed, click on the _‘ button to the right of
the box and then choose where the file is going to be saved.

Desc T Ouarters T Directony T Switchboard l

YearlD: Zoog| __Fefres

StartDate:|  1/1/2006)File Directony: |C:\
EndDrate:| 1243142008 T - =

EIMLC: e EOY_Mag_CheckData

f Year (EOY) Process: Text Editor [ ¥

Ed ErrorLog || w2 Federal Magkdedia | State Maghiedia || Local Maghedia | YeartagT ype

b) Now go to the EOY tab and click Execute next to Create Federal Mag Media File.
Execute | 7- Create Federal Mag Media File. " |=7| @ | | verify the location in which you would like

the file to be stored to proceed. When complete, the following message will appear stating

Success of creating Federal Mag Media file. The Done box will be checked and the Last
Processed date will populate.

State Mag Media Files

Successfully created Federal Mag Media File!
Mag Media File Located at:

Before Sending Federal Mag Media please do the Following:
1. Check the Mag Media File with Accuage software from 554,
2. Check the Mag Media Federal Income totals to make sure total is being reported correctly,

Would you like to view Federal Mag Media Help?

Yes Mo Canicel

© 2005, TempWorks Software, Inc. All rights reserved Page 8 of 11



(continued)

c) Click Yes to view Federal Mag Media. The Federal MagMedia tab will now be selected in the

PrYear form.

EOY

Federal MagMedia | State Maghedia | Local Maaghedia | YeartagTupe

Execute | soL |'_q'f| a|

L]

Fedlnz
FedlncT ax
FICA

FICA Tax
Med

Med Tax
EIC

# Emplovers
# Fed Rec
# State Rec

£-3

$426.706.53

$753.802.00

$0.00

541

$12.158.087.83
$176.292.82

3
7
o

FileM ame |W’2F|EF'DF|T Fun Count
FilePath |C:\Documents and SettingzsmaritDeskopsEQY 2006MFederalw2REPO g Last Created D ate |-.-"2DDB 9:45:00 &k4
Before Submitting Federal Mag Media: Resubmit Setup:

1. Please check if the Federal Income T ax totals are accurate. . r

2. Test the Mag Media file with Accuage Software, Resubmit:

3. Submit the Mag Media to the Federal Government. Fesub WFID:

Testing Mag Media File:
1. 554 provides a program called Accuwage to test the Federal Mag Media file. To download Accuage, go bo:
hittp: A v, zza. govdemploper/accuwage”
Testing the file and fixing any errors in the file will reduce the changes of having to resubmit the b aghkdedia file.
Federal MagMedia Frocessing:
1. Copy the file ta a disk to submit ta Federal Gowernment or submit online. For diskette Mag Media submission instructions:
hittp: A v, zza. govdemplapers
2. To submit Federal M ag kMedia file online:
hittp: Ad v, zza. gov/bzolbzowelcome. htm

. @ This button reruns the Federal Mag Media script.

| el | This button opens up the Federal Mag Media Script in SQL Query Analyzer.
= This button recreates the Federal Mag Media File.

|i| This button opens the Federal Mag Media File in a text editor.

d) The Federal MagMedia tab provides information about the Federal tax total, File Name, and File
Path. The File Path should be the same as what is shown on the File Directory. It can be
changed if necessary.

Federal Tax Totals:

—_— -

File Directory: |E:\D|:u:uments and SettingstmantD eskiop

Fedine $12.158.087.99

FedlincT ax F425, 706 52 Display:|/

AU, | $12.158.057.683 EOY_Mag_CreateMagFedFie

FICA Tax $753.002.00

Med $12.1568.007.09

Med Tax $176.292.02 ,

EIC $0.00 Federal MagMedia | State Maghedia | Local MagMedia | YeaagType

H# Employers <] .

# Fed Rec 41y ﬂ Fileh ame |W2HEPEIHT

B EE Ree o FilePath |E:RDocumenls and SettingsimartDeskiophE 0 20065\Federalvw ZREPD g|

e) To view the Federal Mag Media file, click on the E next to the FilePath. Please read directions
provided in the Federal MagMedia tab pertaining to Submitting, Testing, and Processing
Federal Mag Media files.

Step 8. Create State Mag Media File(s).

a) From the EQY tab, click Execute next to Create State Mag Media File(s).

Execute

8. Create State Mag Media File[z].

|_i**ll"| ] | 14 Verify the location in which you would

like the file to be stored to proceed. When complete, the following message will appear stating
Success of creating State Mag Media file. The Done box will be checked and the Last
Processed date will populate.

State Mag Media Files

SuccessFully created all the Skate Mag Media Files.

would wou like to view State Summary?

Yes Mo Cancel
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(continued)

b) Click Yes to view State Mag Media. The State MagMedia tab will now be selected in the PrYear
form. There are several buttons in the upper left just like the Federal Mag Media form as well
next to each individual state to assist in viewing and editing the State Mag Media. The buttons
across the top will summarize all state information while the buttons next to each state will break
down the information for each particular state.

EO ErrarLog | w2 Federal Maghedia | State Maghedia | |acal MagMedia | YeartdagTvpe

Execute | sOL |iif| fi= |

Total Local Local Local Local ( \‘ 5
tates ear EINC . Count Statelnc StatelncT ax CituT ax SchoolT ax CountyT ax OtherTax  FileFath =
rAR lPEIEIEE 2871419.244 53056 | $139.387.91 C:Docurmnents and Settir ||'! ==
s fZEIEIEi 1| %11.565.27 $E6934.04 C:Docurmnents and Settir ||I! = =
Total: | ae §|El,358,1 55.83 | $140.081.95 | w
Record: E 1 @@ of 2 < >

Step 9: Create Local Mag Media File(s).

a) Please repeat Step 8 instructions to complete the Local Mag Media file(s). The system will be
directed to the Local MagMedia tab when complete just as in the State and Federal file creations.
The Done box will be checked and the Last Processed date will populate.

YealD: = Reresh | End Of Year (EOY) Process: Text Editor [NotePad v
StartDate:|  1/1/2005| File Directory: |C:'\D-:-cuments and SettingzhmarthD eskiop J
EndDate:|12/31 /2008 Display:

EIMC: w EO_Mag_CreateMaglocalFile

EOY | EmorLog | W2 | Federal MagMedia | State Maghedia | Local MagMedia | ‘YeartdagType

Laozal Taxing Tatal Local Local e
State Year EINC E ity Caurt Statelnc StatelncTax T awable Tax FilePath H i—ﬂ
Total: |
Record: £ »

b) If there are no Local Mag Media files to be created, the system will check the Done box and the
Last Processed date will populate, but there will be no files to view under Local MagMedia.

Note: When all Steps have been completed, click on the Directory tab at the top of the PrYear
form to verify that all steps have been completed for the current year that is being closed. Please
refer to the Accuwage Check document on our website to complete checking all Mag Media files
before submitting them to the appropriate government offices. Do not hesitate to call Tempworks
Support if there are any questions on completing any steps in the Year End process at 651 452
0366.
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(continued)

Desc T Quarters T Directory T Switchboard
Shevr all ~ Check Init  MagCheck
YearRunlD StartD ate ‘YearD EIMC Data  Year Data b AR Locked By

1§ 14172004 2004 1[I+ v v 3237 T Jemest

i 17 14172004 2004 1T [ [ I
18 1412004 2004 [ | I [ I
19 14172004 2004 1 [ [ I
20 14172004 2004 1T I [ I
40 1/1./2005 2005 o v v 1979 T [muza
41 1412005 2005 [ C v v 12600 T Jmusa
1 14172005 2005 I v v 12600 T Trusa

I WIS 65 ! ! ' L]
[Tk 32 1/1./2008 2008 v v v BATE[ T [mari
T —— A 4ng 200E | [ [ M
13 14172007 2007 1 [ [ I
33 14172007 2007 2T I [ I
kL | 1/1./2008 2008 20 [ [ I
14 1412008 2008 11 [ I I
42 141/2010 2010 [ [ [ I
= Record: @[I] ’736 [I]@ of 42

Step 10: Close Year

Executing this last button will ensure that the triggers are all off and there are no loose ends left to the
processes completed above. You will see a done checkmard and Processed date when completed.

Desc T Cuarkers T Directany T Switchboard
YealD: sop7l Refiesh | End Of Year (EOY) Process: Text Editor |
StaDate:| 171/2007) File Directory: [c: |
EndDate:[12/31/2007 Display:
EIMC: j STAGE 2 Update Tax Tables

EOY IEIIDILDQ] WZ\-"EIif_I,J] W2Print| FederalMagMedia] State MagMedia] Local Maghiedia | YeartagType MockW?F'rint] 1EIE|9-M]

EDY Steps Done Processed These are the steps for the Year End Process.
1. Create backup of the database FPleaze process them on a slow day when they will
not bog the system down.

_ Data Integrity Check.

v |12117/2007

Execute

Execute | 3- Verify Employer Information. Make sure you create a backup of the database

before closing the year.

Execute| 4- Initialize New Year. [Point of no Return)

2
3
4
Execute | 9. Create W2's and 1099 Data
[
7
8

. Mag Media Data Check.
. Create Federal Mag Media File. |_f1'" B
. Create State Mag Media File[s]. =K

Erecute

Below iz the link to download AccuWage from the

Execute Social Security Administation website.

—
—
—
|

Execute hittp: /v zocialzecurity. gov/employer/accuwage/

e e S e S S

Execute | 3. Create Local M ia_Fil BT

wecute | 10. Close Year

| SoL
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