AP Year End FAQ’s:

Q:
A:

>
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Can | enter checks or invoices for the next period or next year before closing the current period?

Yes, but only for one future period. (ie.. if the current period is 5, then future transactions can only be
entered for period 6.) All transactions posted for a future period are accumulated into a single field.

The future postings along with the current Period to Date, Year to Date and Last Year amounts can be
viewed on the History tab in Vendor Maintenance.

When | perform Year End for Accounts Payable, Do | lose my 1099 information?

No.

1099 information gets tracked separately using the “1099 Calendar Year” field found in AP options. This
field is automatically incremented when Form 1099 printing takes place and you have answered “Yes” at
the “Do you want to Clear 1099 Payments?” Prompt.

How long can | wait before | have to print and Clear 1099 forms?

You can retain up to 2 years of 1099 information. One current year and one future year.

Does my new Invoice History File and Payment History file get purged during Year End processing?

No.
The system retains this data until manually purged.

e From the Period End menu select Period End Processing.

e Click on the “Purge Detailed Invoice/Payment History” radio button.

e Type in the as of date to purge. (ie... if you type in 01/01/xx, all invoice history dated on or before
01/01/xx will be purged.)

What information is stored in the Year to Date Column on the History tab in Vendor Maintenance?

That column stores the year to date totals as of the current period; it does not include Future period
amounts.
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Accounts Payable Year End Processing Checklist

Backup the Accounts Payable files using a reliable backup system. Be sure to label the disks
or tape as having been done prior to Year End Processing.

Note: Best Software recommends you keep this backup stored separately from your daily and
monthly backups.
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The Accounts Payable system date is set to the last day of your fiscal year. You can change
the date by double-clicking directly on the date in the lower right hand corner of the MAS90
Launcher.

All invoices and checks have been entered and updated for the current year.

If your fiscal year coincides with the calendar year and your company issues 1099 Forms for
vendors, then print, verify, and clear the 1099 Forms.

Select “Period End Processing” from the Period End menu, and choose the Full Period and
Year End Processing option.

Select the reports you wish to print for the period. We recommend you print at the minimum:

Aged Invoice Report
A/P Trial Balance
Check History Report

Note: The A/P Trial Balance report should balance with the A/P account on the G/L Trial Balance report when
printed for the same time period. The A/P Aged Invoice Report is not designed to balance with the A/P or G/L
Trial Balance reports. This is due to the fact that the Aged Invoice Report is based on the Invoice date or Due
date while both A/P and G/L Trial Balances are based on the date the transactions were actually posted.

The following reports contain information which gets purged or consolidated following Year End Processing:

©

Vendor Purchase Analysis

Monthly Purchase Report

Accounts Payable Analysis

Check History Report (Based on the A/P Option “Number of months to retain Check History”)

Complete Year End Processing after all selected reports have been printed.

Backup the Accounts Payable files using a reliable backup system. Be sure to label the disks
or tape as having been done after Year End Processing.
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AP Year End Helpful Hints:

e Make separate backups of your Accounts Payable data files prior to and after performing End of Year
processing. If there are any system or hardware failures, you will be able to restore the backup and start
fresh.

e To preserve data integrity, such as “period to date” and “year to date” information do not post to more than
2 periods. For example, if you are on a calendar year, you will want to close the year before posting to
February.

e The following settings adversely affect vendor detail history for invoices and checks:

Number of days to retain Paid Invoices: The system purges paid invoices from the A/P Open Invoice file
and the A/P Invoice Transaction History file that have a payment date prior to the specified number of days.
You can retain a maximum of 999 days (2.74 years) of paid invoices.

Number of months to retain Check History: The system purges the A/P Check History file of any checks dated
prior to the specified number of months. You can retain a maximum of 99 months (8.25 years) of check history.
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1099 Helpful Hints:

e Review the document AP3000-ABC for information on printing 1099s with a laser printer.
o Refer to page 129 of the A/P manual for additional information on 1099 printing.

e Review the 1099 Printer Matrix to get the correct settings for your printer.

e MAS90 only supports 1099-Misc, 1099-Div, and 1099-Int.

e MAS90 does not support the 1096 Summary and Transmittal of U.S Information Returns.
e MAS90 does not support the 945 Annual Return of Withheld Federal Income Tax.

Steps to Clear the current 1099 information:
1. Backup the Accounts Payable data using a reliable backup system

2. From the Reports menu, select 1099 Form Printing

- Print 1099s for all Vendor Types
- Print all 1099 Form Types

3. Answer “Yes” at the “Do you want to Clear all 1099 Payments?” dialog
Note: If you want an extra copy for your records, perform step 2 again, this time using plain paper.
What happens when you “Clear all 1099 Payments”:

- The “Next Year” 1099 payment information replaces the “Year to Date” 1099 payment information
- The 1099 Calendar Year field in A/P options changes to the next year.

Note: Do not clear your 1099 payments until you are sure that this information is correct.

1099 FAQs

1. Do | have to print my 1099s before | close AP?

2. My 1099s print with last year’s 1099 information.

3. Can | change the AP options field “1099 Calendar Year” manually?

4. My Year-to-date and Next Year totals are incorrect on the 1099 Payment History screen.

5. How do | modify my form layout to print 1099 information for Box 15 on the 1099-MISC form?

6. How do | modify my form layout if | have installed the IRD and need to print 1099 information for Box 18 on the

1099-MISC form?

7. How do | modify my form layout if | have installed the IRD and need to print 1099 information for Box 2c¢ on the
1099-DIV form?

8. How can | change incorrect amounts that were printed on my 1099 forms?
9. When does the 1099 payment file get updated?
10. | updated my Check Register for a 1099 vendor but the 1099 total in Vendor Maintenance did not update.
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1099 FAQs

1.

Do | have to print my 1099s before | close AP?

You can retain 2 years worth of 1099 information; therefore, you do not have to print 1099s before performing Year
End processing in A/P. The field “1099 Calendar Year” in the A/P options allows you to specify a separate 1099
calendar year. As a result, if your 1099 Calendar Year in AP options shows the current year, then “Clear” the 1099
information for that year prior to posting next year's payments.

Steps to Clear the current 1099 information:

1. From the Reports menu, select 1099 Form Printing

2. Print 1099s for all Vendor Types

3. Printall 1099 Form Types

4. Answer “Yes” to “Do you want to Clear all 1099 Payments?”

My 1099s print with last year’s 1099 information.
If your A/P options show the 1099 Calendar Year as last year, you will need to “Clear” last year’s 1099 information.
e First print the 1099s for last year.
e Confirm the information is correct.
e Clear last year’s payment information.
e From the Reports menu, select 1099 Form Printing
- Print 1099s for all Vendor Types
- Print all 1099 Form Types
e Answer “Yes” to “Do you want to Clear all 1099 Payments?”
What happens when you “Clear all 1099 Payments”:
- The “Next Year” 1099 payment information replaces the “Year to Date” 1099 payment information
- The 1099 Calendar Year field in A/P options changes to the next year.

Note: Do not purge until you are sure that this information is correct.
e You can now print your current year 1099s.

Can | change the AP options field “1099 Calendar Year” manually?

Do not change the “1099 Calendar Year” field manually; doing so may result in 1099 payments being posted to an
incorrect year.

If you have started out with the incorrect 1099 calendar year in the AP options; then you must first determine which
is correct, the “Year-to-Date” column or the “Next Year” column, found on the 1099 Payment history screen in
Vendor Maintenance.

If the “Year-to-date” column is the correct current year information, you may then change the “1099 Calendar Year
field in AP Options to the current year.

If the “Next Year” column is the correct current year information:

First print the 1099s for the year currently displayed in the “1099 Calendar Year” field in AP Options.
Confirm the information is correct.

Clear the current year payment information.

From the Reports menu, select 1099 Form Printing

- Print 1099s for all Vendor Types

- Print all 1099 Form Types

e Answer “Yes” to “Do you want to Clear all 1099 Payments?”

e You can now print your current year 1099s.

What happens when you “Clear all 1099 Payments”:

- The “Next Year” 1099 payment information replaces the “Year to Date” 1099 payment information
- The 1099 Calendar Year field in A/P options changes to the next year.

Note: Do not purge until you are sure that this information is correct.
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4. My Year-to-date and Next Year totals are incorrect on the 1099 Payment History screen.

Confirm the “1099 Calendar Year” field in AP Options shows the current year. The next step requires manual
calculation of the current year’s and next years 1099 payments.

If the “Number of days to retain Paid Invoices” field in AP Options exceeds one year:
e Print the Trial Balance report:
- In the Print Trial Balance As Of field enter 12/31/01 (Last day of the current 1099 year)
- Select the Print 1099 Information checkbox
- Select Paid from the Invoices to Print drop box
o Enter the total for each vendor into the Year-to-date column on the 1099 Payment History screen.
e Change the Print Trial Balance As Of field to reflect the last day of the next year and print the
report a second time.
e Enter the total for each vendor into the Next Year column on the 1099 Payment History screen.
If the “Number of days to retain Paid Invoices” field in AP Options is less than one year:
e The totals for each vendor will have to be manually calculated from the invoice hardcopies.
Or
e If the Invoice/Payment History file has not been purged and the check box “Track Detailed
Invoice/Payment History” was selected in AP Setup Options, then the Payment History Report will
contain the information you need for each vendor total.

5. How do | modify my form layout to print 1099 information for Box 15 on the 1099-MISC form?

In the Vendor 1099 Payment History form find a Box that is not used by any of your vendors and manually enter
the amount in the unused box on the screen. You can then modify the 1099-MISC form layout to print that unused
box number information in the appropriate 1099-MISC form Box 15.

6. How do | modify my form layout if | have installed the IRD and need to print 1099 information for Box 18 on
the 1099-MISC form?

In the Vendor 1099 Payment History form find a Box that is not used by any of your vendors and manually enter
the amount in the unused box on the screen. You can then modify the 1099-MISC form layout to print that unused
box number information in the appropriate 1099-MISC form Box 18.

7. How do | modify my form layout if | have installed the IRD and need to print 1099 information for Box 2c on
the 1099-DIV form?

In the Vendor 1099 Payment History form find a Box that is not used by any of your vendors and manually enter
the amount in the unused box on the screen. You can then modify the 1099-DIV form layout to print that unused
box number information in the appropriate 1099-DIV form Box 2c.

Note: If you do require Box 2c, you will need to manually change the printed amount on the form for Box 2a since
it is the combined total of boxes 2b, 2c, 2d, and 2e.
8. How can | change incorrect amounts that were printed on my 1099 forms?
These amounts can be changed through vendor maintenance.
e From the Vendor Maintenance screen for the vendor with the incorrect amounts, select the Additional
tab
e Click the 1099 History button
e Manually enter the correct amounts in the boxes with the incorrect amounts
9. When does the 1099 payment file get updated?
The vendor 1099 payment file is updated at the time you update the Check Register or the Manual Check
Register.
10. | updated my Check Register for a 1099 vendor but the vendor’s 1099 total was not updated.

For a payment amount to be updated to the vendor’s 1099 total, the vendor must have been selected as a 1099
vendor at the time the invoice was entered/updated.

The payment amount can be manually added to the vendor’s 1099 total, by clicking the 1099 History button on the
Additional tab in Vendor Maintenance.

MAS 90°



AR YEAR END FAQ

Q:
A:

o

Which module should | closed first, Sales Order Processing or Accounts Receivable?

Sales Order is closed before Accounts Receivable. Refer to the MAS 90 Order of Closing Chart for the
recommended order of processing MAS 90 modules at Year End.

Does my Invoice History file get purged during year end processing?

No.
The system retains this data until manually purged. Follow the steps below to clear dated invoices from the
Invoice History file:

e Change the Accounts Receivable accounting date to reflect the as of date to purge. (ie... changing the
date to 01/01/xx will remove all invoices from history dated on or before 01/01/xx.)

e From the Period End menu select Period End Processing.

o Select “Only Clear Invoice History File”.

e Click “Proceed”.

Note: Invoice history will be purged as of the current accounting date.

What information is stored in the Year to Date Column on the History screen in Customer
Maintenance?

That column stores the year to date totals as of the current period; it does not include Future period
amounts.
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Accounts Receivable Year End Processing Checklist

1. Backup the Accounts Receivable files using a reliable backup system. Be sure to label the disks or tape
as having been done prior to Year End Processing.

2. The Accounts Receivable system date is set to the last day of your fiscal year. If necessary, you can
change the date by double-clicking directly on the date in the lower right hand corner of the MAS90
Launcher.

All invoices and cash receipts have been recorded for the current year.

4. Apply finance charges to past due customers.
1. Perform Finance Charge Calculation
2. Use Finance Charge Entry to make manual adjustments
3. Print and update the Finance Charge Journal.
NOTE:

The system does not require Finance Charge Calculation to be performed to continue with Period End
Processing. If you answered “None” for “Finance Charge Computation Method” in A/R Set Up Options,
continue to step 5.

5. Print statements for the appropriate customers.

NOTE:

The system does not require Customer Statements be printed to continue with Period End Processing. If you
did not activate the “Customer Statements” option in A/R Set Up Options, continue to step 6.

6. Select “Period End Processing” from the Period End menu, and choose the Full Period and Year End
Processing option.
7. Select the reports you wish to print for the period. We recommend you print at the minimum:
1. Aged Invoice Report
2. A/R Trial Balance.
NOTE:

The A/R Trial Balance should balance with the A/R account on the G/L Trial Balance when printed for the
same time period. The A/R Aged Invoice Report is not designed to balance with the A/R or G/L Trial Balance.
This is due to the fact that the Aged Invoice Report is based on the Invoice date while both Trial Balances are
based on the date the transactions were actually posted.
The following reports contain information which gets purged or consolidated following Year End Processing:

e Customer Sales Analysis

e Sales Analysis by Salesperson

e Monthly Sales Report

e Monthly Cash Receipt Repot

e Accounts Receivable Analysis

e Salesperson Commission

Complete Period End Processing after all selected reports have been printed.

9. Backup the Accounts Receivable files using a reliable backup system. Be sure to label the disks or tape
as having been done after Year End Processing.
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Payroll Year-End FAQ’s

1. Where can | find the Company Name that prints on the W-2?

The Company Name that prints on the W-2 Form comes from Company Maintenance on the Library
Master Utilities menu. Insert the Company Name when defining your Company Code.

2. Where can | find the Company Tax ID Number that prints on the W-2?

The Company ID that prints on the W-2 Form comes from Tax Table Maintenance on the Payroll Setup
menu. Enter FED or the two-letter state code, for example CA.

3. How do you copy Employee constant information without the QTD and YTD information from one
company to another?

Use the SVDATA utility to copy all data file information from one company to another. You can then run
Year-end Processing in the new company, which will remove all QTD and YTD historical information. The
constant information is not touched.

If the Retain Perpetual Payroll History check box is selected in Payroll Setup, select Purge Perpetual
Payroll History from the Period-end Processing menu.

4. Is there a way to make corrections to the W-2?

Incorrect figures should be researched in depth to determine the cause. Verify that the incorrect figures
have not affected other reports. Once you are satisfied with the integrity of your payroll data and still need
to make corrections to the W-2s, click the Fix button in Tax Summary. This option will allow you to make
changes to the W-2s for specific employees.

From the Main menu, select Employee Maintenance after selecting the employee record to be changed,
click the Tax Summary button, make your record selections, then click the Fix button.

5. Where is the Fix button in Employee Tax Summary?

The Fix button will only be available if the user is logged on with a user code that has Supervisor rights. If
no security is set on the system, at least one user code must be entered with the Supervisor Rights check
box selected.

6. While trying to update the Check Register we’re receiving the message “Check Date past the
Quarter Ending Date”.

Check the Payroll Posting Dates. The Check Date defaults to the Payroll System Date. If the Payroll
System Date falls outside the current quarter as set in the Payroll options, you will get this message. If the
Payroll System Date is not set for the current quarter, then either the date must be changed or the quarter
must be closed.

7. How is Fractions of Cents calculated on the 941?

The calculated adjustment amount represents the difference between reported collected taxes and the
amount that should have been collected. This forces the 941 form to equal the total liability for the quarter.

8. From where do the Box 13 check boxes get their information?

The Pension/Profit Sharing check box and the Statutory Employee check box need to be selected in
Employee Maintenance for the boxes to be checked automatically by the system. . The Third Party Sick
Pay check box must be selected manually.
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9. When working in Magnetic Media Reporting, can you add a state not listed in M/R?

Yes.

a. From the M/R Main menu select W-2 Magnetic Media Reporting.

b. Select the State button.

c. Type the 2-character code in the State Code field for the state to be added, then press ok and accept
d. Select the check box to include State

e. Select Proceed.

10. What happens to the Employee Deduction Codes, found in Voluntary Deduction Maintenance, after
performing Year-end Processing?

For an employee deduction code with an established goal:

e [f the goal has been reached, the deduction code will be removed.
o |f the goal has not been reached, the deduction code will remain in the employee record.

11. How do you change the Worker’s Comp Calculation Method?

If the Worker’'s Comp Code has posted transactions, you can only change the Rate field and the
Contribution Limit field. However, if there are no transactions posted to the code, you can make changes
to any field.

12. | am getting the message “PRU.SOA NOT FOUND.”

This message indicates the Tax Tables for Payroll are not installed or are not recognized. Install Tax
Tables.

13. | am getting the message “INVALID OR MISSING G/L ACCOUNT IN TAX CODE: EIC.”
The Account number for the Earned Income Credit in Tax Table Maintenance is missing.
e Select Tax Table Maintenance from the Setup menu.
e Enter EIC in the State field.
e Type or select a valid G/L account in the Accrual Account field.
14. How do | set up a reimbursement?
Reimbursements are not wages and should not be paid with an Earnings Code. A/P Manual Check entry is
the preferred method to reimburse employees. If a reimbursement must be entered through Payroll:

a. Set up a Miscellaneous Deduction Code in Deduction Code Maintenance.
b. In P/R Data Entry, enter the Miscellaneous Deduction as a negative amount.

The reimbursement will not show up as wages on the 941 or W-2.

15. How would | print one state at a time on the W-2 Forms?

Enter the state code into the Sort field in Employee Maintenance. When printing W-2s, select Sort Field in
the Sort Options field.

16. Why are the additional earnings and deductions not printing on the W-2?

The Miscellaneous Type Earnings or Deductions fields must be activated in Form Maintenance.

a. Select W-2 Form Printing from the Setup menu.
b. Click the Form button.
c. Click the Details tab.

Find the following fields and select the Print check box on the Data Line check box.

MISC. EARNINGS CODE 1
MISC. EARNINGS GROSS 1
MISC. EARNINGS AMOUNT 1
MISC. DEDUCTION CODE 1
MISC. DEDUCTION GROSS 1
MISC. DEDUCTION AMOUNT 1
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