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Before you get started

Are you using the latest IRS
W-2 forms?

Navigate to http://www.caselle.com/pdf/pr year-
end/PayrollTaxReferenceSheet.pdf to download
the IRS Tax Forms Reference Sheet, or turn to page
37.You will need Adobe Acrobat to view the refer-

ence sheet.

Each chapter number corresponds to a step in the
Payroll Year-end Checklist. Just follow the chapters

in order to complete the checklist.

Do you have the latest Caselle
release installed and running?

If you're not sure, follow these instructions to view
the application version number.

Check the Caselle Software Version

Number
1. Open Caselle Clarity.

2. 'The software version number displays in the title
bar on the Clarity Main Menu. To close the payroll
year, the Caselle software version numbers should
all begin with 4.2.137.59 or higher.

Like this...

Caselle Clarity® 4.2, — .

. N

( Licensed to Caselle, Inc. (I

File  Help

Caselle Clarity® -

-~ Caselle Clarity®

CASELLE Clarity:

Active Applications
b, - S —rm

T

A g \_‘-~-. N

Important! Complete these
steps in order.

You must complete the Payroll Year-end Checklist
in order to close the current payroll year.

Tip! Use the Payroll Year-end Checklist to chart
your progress.

Print the Payroll Year-end Checklist

Navigate to http://www.caselle.com/pdf/pr year-
end/ClarityPRYearEndChecklist.pdf to download
the Payroll Year-end Checklist.

Note: Each chapter number in this document cor-
responds to a step in the Payroll Year-end Checklist.

1
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2 | Step 0 Beforeyou get started

Complete the Pay Period Checklist

Before you begin the Payroll Year-end Checklist,

first complete the Pay Period Checklist for the last

payroll paid in December.* *Reminder... Depending on your site’s payroll
schedule, the last pay period in December might
not include the last day of the month. For

: example:
&5 | Payrall vear-end - J (£l
o
[2] Year-end Steps DE [E il =) Paycheck
[ IMPORTAMT*** Close current wear, using the. .. Pay Period Date Tasks
[] #**Latest program release must be installed g 11/29-12/12 | 12/19 Last payroll in December:
=2
. . [
PR W2 ASAP. ) 1. Complete the Pay Period
1. Complete steps For last Payroll of the year 3 Checklist for this period.
L
2, Werify the General Ledger Updates For year E
' e ’ P 2. Begin the Year-end Steps
3. Werify Pay code rates and limits 3 Checklist
| = :
4. Bun Checkout = 12/13-12/26 | 1/2 First payroll in January:

. Prink Payroll History For entire calendar year

o

3. Complete the Pay Period
Checklist for this period.

o

. Werify the employes information

. Werify Range and ¥TD totals

]

. Prink guarkerly reports for 4th quarter

9, Prink the Annual 941 Report

10, Print anry okher AMKNUAL reports For the vear

11, Print a Leave Repork

12, Verify Carryover Limit in Leave Tables

|
P I S --.._—'\L- _

-0 000000000 O0o0Ood
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Verify the General Ledger Updates

Next, verify with your General Ledger person that
all General Ledger updates for the year have been
completed properly. If this is your responsibility, you
will need to check each journal for duplicate entries.

View Journal Inquiry
1. Open Clarity General Ledger > Journal Inquiry.

2.In the Lookup bar, enter the desired journal code.
In other words, PC, PB, CDP, CDPT, or the cor-

responding journal codes used by your site.

3. Click the Detail tab.

during General Ledger Bank Reconciliation.)

5. Repeat steps 3 and 4 for each of the Payroll jour-
nals that your site uses.

Print journals to paper

If you prefer to review the journals on paper rather
than on the screen, follow these steps.

Do this...
1. Open Clarity General Ledger > Reports >

Journals.

2.1In the Selection Criteria, double-click on the

Journal: PC Payroll Journal Active: Yes
Journa
Reference Date Account Mumber Account Title Description Amount "
1.0001| 03/12f2012 |53-80-110 Salaties & Wages PAYROLL TRANS FOR 3/12 PAY PERIO 1,352.61
20001 03/12/2012|10-44-110 Salaries & Wages PAYROLL TRANS FOR 3/12 PAY PERID 2,905,92
3.0001| 03/12/2012|02-22800 Misc Deductions Payable PAYROLL TRANS FOR 3/12 PaAY PERID -375.00
4,0001 | 03/12/2012|02-22210 Fica Payable PAYROLL TRANS FOR 3/12 PaAY PERIO -1,590.45
5.0001| 03/12/2012|02-22220 Federal W/H Payable PAYROLL TRANS FOR 3/12 PAY PERIO -1,270.05
6.0001 | 03/12/2012 02-22230 Stake \WiH Payable P&YROLL TRANS FOR. 3/12 PAY PERIO -799.35
7.0001| 03/12/2012|02-22100 Salaries & Wages Pavable  |PAYROLL TRAMS FOR 3(12 PaY PERIO -16,537.78
8.0001 | 03/12/2012|51-80-110 Salaries & Wages PAYROLL TRANS FOR 3/12 PaAY PERIO 1,061.54
9.0001 | 03/12/2012|02-22550 Deferred Compf401k Payab |PAYROLL TRAMS FOR 3(12 PaY PERIO -257.40
10,0001 3/12f2012 | 10-42-110 Salatigs & Wages 1 PAYROLL TRAMS FOR 3/12 PAY PERIO |____ 456,00 |
I‘ =y ﬁBDDF‘ %m;zmz [SZB0FT10 " - [Salaries & Waids “F‘HYRO LIRANS FOR 342 PAY PERIC \ ™ ™ 66631 b N

Clarity General Ledger > Journal Inquiry > Detail tab

4. Verify that no duplicate entries exist in the journal
for any pay periods for the entire year being closed.

(Any duplicates should already have been caught

Value column heading. Enter the desired journal
code (in other words, PC, PB, CDP, or CDPT) in
the Enter Value field. Click Accept.

3. Double-click All for [Report].Date and set the

3



4 | Step 2 Verify the General Ledger Updates

beginning and ending dates for the entire calendar
year being closed (January—December).

4. Click Preview (Ctrl+Q) to preview the report, or
Print (Ctrl+P) to print the report.
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Verify Pay Codes Rates/Limits

Make sure that the current rate/limit information
is correctly set up in Pay Codes for the Payroll year
being closed.

First, check the Social Security Rates/
Limits on the Employee and Employer
tabs

Important! New Social Security Rates may apply.
You must update the Social Security Rates to com-
plete the Payroll Year-end Checklist.

Do this...

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Enter the Social Security Pay Code for your site
in the Lookup bar. Press Enter.

3. Click the Employee tab > Employee subtab. Ver-
ify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.

4. Verify the number in the Amount/Rate/Per-
cent Type field is correct for the payroll year being

closed.

5. Repeat steps 2-4 for any other applicable pay

code rates/limits.

Warning! Place the Tax Rate information for the
coming year in a safe place. DO NOT load the new
tax rate information into Payroll until Step 24.

Pay code:  74-00  Sodal Security Tax

Pay Code | Emplovee | Employer | W-2/1099 | Motes
Emplayee | Lised in Calculations || Used For Calculation

Amount/RatefPercent bype: | Percent of amaunt

[Percentage: | - R ]%
Maxirnum lirnit: .00
[Maximum wage limit: il
Standard pay hours: .00

+ B e "‘-p { ~ . |-: = J = v

[z_z521n

(=R

Employee tab > Employee subtab> Percentage and Maximum Wage
Limits

Fay code:  74-00  Social Security Tax

Pay Code | Employes | Emplover | w-z{1099 || Motes
Employer | lUsed in Calculations || Used For Calculation | De

Amount/RatefPercent bvpe: | Percent af amount

[Percentage: | [ e
Tl azimum limit: .00
[Maximum wage limit: il

e —

Ermplover allocation methad: | Use transactions

+ '\_p'—v"-. ™y, -.n.{_.. |= ==
Dehit arconnk: [FErmct2n

Employer tab > Employer subtab > Percentage and Maximum Wage

Limits
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| Step 3 Verify Pay Codes Rates/Limits

Second, check the Medicare Rates/
Limits on the Employee and Employer

tabs
Do this...

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Enter the Medicare Pay Code for your site in the
Lookup bar. Press Enter.

3. Click the Employee tab > Employee subtab. Ver-
ify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.

4. Verify the number in the Amount/Rate/Per-
cent Type field is correct for the Payroll year being

closed.

5. Repeat steps 2-4 for any other applicable pay

code rates/limits.

Third, check any other limits that may
apply

In other words, look at the Rates/Limits on the
Employee and Employer tabs for pay codes for dis-

ability, deferred compensation, and so on.
Do this...

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Enter the appropriate pay code for your site in
the Lookup bar. Press Enter.

3. Click the Employee tab > Employee subtab. Ver-
ify that the amount in the Maximum Wage Limit
field is correct for the Payroll year being closed.

4. Verify the number in the Amount/Rate/Per-
cent Type field is correct for the Payroll year being

closed.
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Run the Employee Checkout

Now that you've verified the rates/limits for the year
you're closing, the next step is to run Checkout. This
will help you to discover any errors that need to be
corrected before you continue.

How do | run Employee Checkout?

Use Checkout to discover any errors that need to be
corrected.

Do this...
1. Open Clarity Payroll > Organization > Check-

out.

2. Run Checkout for ALL employees.
Caselle Clarity® » Checkout

Employes | Gther

Selection criteria:

Colurmn Yalue Test

Employee, Employes number All Entire Field

* hcﬁac‘ksut}rior;ea?;_h‘ i \' o —k"‘ i

Selection Criteria

3. Verify the Beginning Date and Ending Date.
These dates should default to the year being closed

in order to scan and check the entire year’s data.

Important! If these dates are incorrect, DO NOT
change them. Call customer service to address the
issue.

Werify Social Security calculation
Werify Medicare calculation

Beginning date: | TAYYY E|
Endingdate: | 12e31evyy | (7]

e L S s

Clarity Payroll > Organization > Checkout > Beginning/Ending
Date Range

4. Click GO (Ctrl+G).

7



| Step 5 Printthe Payroll History

Print the Payroll History

'The Payroll History lists the entire year’s activity for
each employee, including check numbers and year-
to-date totals.

Use this report to balance the Annual 941 report
(Step 8). Compare the data on these two reports to
ensure that the information is correct, then you can
move on to printing the W-2s.

You will also use this report later to compare with
the data on the Payroll Conversion report (Step
20-B).

Tip! The Payroll History for the entire year can be
quite lengthy. You may wish to start the print job
just before you leave the office for the evening or at
some other time when printer traffic is low.

How do | print the Payroll History
Report?

Print the Payroll History Report for the entire
calendar year.

Do this...

1. Open Clarity Payroll > Reports > Payroll His-
tory.

2. Select Payroll History—By Calendar Year from
the Title drop-down list.

3. Verify that the report dates are correct.

¢ Click Advanced Options in the Report Dates

area. Change the Beginning Date and Ending
Date Type to Calendar Year Date.

Tip! If you need to change the report date range
to the prior calendar year, click the large arrow
button.

Caselle Clarity® " Payroll History

Title: | ayroll History - by Calendar Year [Caselle Master

Feport COptions |COIumns Sections | Print Settings

Repart dates Sele

Fram: | 0/01/YTY v EE]BI] B
Em
E D

Advancid opkions. .. Em

Al

Tor | 12HTTYY v

Include range totals

Include year-to-date botals
LT P S

Payroll History > Report Date Range

4. Next, click Print (Ctrl+P).
5. When the Print Setup form displays, click OK.
Tip! If you need to change the report date range

to the prior calendar year, click the large arrow
button.
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Verify the Employee Information

Make sure the employee totals and amounts are correct. Use Clarity Payroll > Employees >
correct. Enter Manual Checks to make corrections.
. Then, repeat reprint the Payroll History and
Do this... .
verify the updated employee totals and amounts
1. Review the Payroll History. are correct.

2. Verify the employee totals and amounts. Tip! Do not throw the Payroll History away. State

3. Are the employee totals and amounts correct? and Federal laws require that you keep payroll data
for several years. After you have finished using the
Payroll History, you should store this report in your
archives.

¢ Yes, the employee totals and amounts are correct.
Continue to Step 7.

¢ No, the employee totals and amounts are not

Anycity Corporation Payrcll History - by Calendar Year Page: 1
Check Issue Dales DNMAYYY 0 129107

Check Gross | Expanss Taxes Deductions Mt ! Infa
Date: Mumbar M Hours PC Typa Amount PC Type Amount PC Type Amount PC Typa Amount

Austin, George
30

oge2m2 13300 80,00 1-00 GR 104000 74-00 55 64.4B- B5-00 N HE5.11-
7500 Mo 15.08-
T6-00 FWw 56.4B-
TT-00 W 38,85

oiszaizmz 13376 80,00 1-00 GR 104000 74-00 55 64.4B- B5-00 N HE5.11-
T5-000 KD 15,08~

T6-00 FWw 56.4B-
TT-00 S 38.85-

0200612012 13412 £4.00 1-00 GR 83200 74-00 S5 B44B 8500 N BBS.11-
16.00 3-00 GR Z08.00 75-00 Mo 15.08-
76-00 FW 5646
TT00 W 3885

021812012 13478 80.00 1-00 GR 1,040.00 74-00 =] B4.48- B5-00 N BB6.11-
75-00 MO 15.08-
TE-00 Fw 56.48.

L N N N R " S e \L-..,_- 1___\'\\“1___‘\_1\—‘-\ e = -

NUNRINET 1URAE anan 1. RR1 04N I TA s R AR BE_W N ARK 11_



10 | Step 7 \Verify Year-to-date and Range Totals

Verify Year-to-date and Range
Totals

Look at the last page(s) of the Payroll History, see
the image on the following page. Verify that the

Year-to-Date and the Range totals match.

Do the Year-to-Date totals and Range

totals match?

¢ Yes, the totals match. Continue to Step 8.

¢ No, the totals do not match. Verify the report

date range and reprint the report. If the totals
on the reprinted report still do not match, call
customer service.

Anycity Corporation Payrcll History - by Calendar Year Page: 26
Check lssue Dates: O1AYYY 1 123100
Grand Tatals: VWY Qunerly Amaunts
{ Range % PG Title Type Quartar 1 Quartar 2 Cuarter 3 Quarter 4 ‘Year-to-Date
151,777.532 | 1-000 Regular Pay GR 116.0M5.05 3576227 - 151,777.32
523.72 | 2-00 Overtimea Pay GO 500.08 23.63 - 523.72
1,308.00 | 3-00 Vacation Pay GR T18.00 50200 - 1,308.00
T45,75 | 4-00 Sick Leave GR ATBTE 265.00 - 743,75
- 7-00 Holiday Pay GR - - - -
. -0 Miscallaneous Pay (el . - - -
B71.52 | 2-00 Comp Time Pay GR 564.31 107.21 - &71.52
- 20-00 Misc Reimbursement E - - - -
- 21-00 Travel Reimbursmant E - - - -
1,934 20- [ 40-00 40-K Daduction R 1,410.40- 514.80- - 1,034.20-
1,532.00- | B5-00 Cradit Union o T82.00- T50.00- - 1.532.00-
- 70-00  Miscellanecus Deduction 1] - - - -
6,511.02-| 74-00 Sodal Security Tax 55 7,335.00- E21.08 - 6.511,02-
2,247.87-| 75-00  Medicare Tax Mo 1,715.01- 532,86 - 2.247.87-
9,977 86- | 76-00 Federal Withholding Tax Fw 7.444.40- 2,533.48- - 0.077.86-
5,946.26- | 77-00 State Withholding Tax sW 4,437.28- 1,508 98- - 5.8948,26-
126,875.10- | 85-00 Mat Pay N 85,143.11- 31,731.99- - 126.875.10-
- 86-00 Direct Deposit 5111 - - - -
S0-00 State Retiremant | - -
91-00  Haalth Insurance | - -
92-00 Leng Term Disability |nsurance | - -
9B-00  SUTA - State Unemployment Tax  SU - -
- 90-00 Workers Compansation W - - -
=" Informational, Tips Reported, and Fringe Benelit type codes not included in Proof * e
Tetal Procf
I SN e, L‘—-"‘\\‘-L,‘\__\—m ——
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Print the Quarterly Reports

Print the Quarterly reports required for your site for
the fourth quarter:

FUTA Report

State Combined Report

Workers Compensation List
Workers Compensation Report
941 Report (more about this later)
SUTA Report

SUTA Wage List

SUTA Worksite Report

®* & 6 6 O o o o

Tip! You should have received the official Form 941
and Schedule B forms from the IRS. You may use
the corresponding Caselle reports, see the previous
list, to copy information to the federal forms. If

you would like to print the information directly
onto the official forms, contact customer service for
instructions.

How do | print the quarterly reports?

Print the quarterly reports for the fourth quarter
that are required by your site.

Do this...

1. Open Clarity Payroll > Reports > [Insert Report
Name]. Select the desired reports from the list.

2. Verify the quarterly Date Range for the selected
report. To change the date range to select the quar-
terly date range:

¢ Click Advanced Options

Report dates

From: | MMDDAYYY Z

ace

Advanced o%ﬂns. .
Spichr fnbepe. \I ~ :‘.- Al o e . \

Tor | MMDDATYY v

¢ Change the Beginning Date Type to Calendar
Quarter Date. Then, change the Ending Date
Type to Calendar Quarter Date.

Report Dates Advanced

Beginning date bype: |Ca|endar quarter date - |

Ending date type: |Calendar quarter date w |

’ Help ] [

Ok i ’ Cancel ]
S

Click OK.

*

3. Click Preview (Ctrl+Q) to preview the report, or
click Print (Ctrl+P) to print the report.

4. From the Printer Form screen, select the de-
sired printer. Verify the print settings. Click GO
(Ctrl+G).
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Step 9 Print the Annual 941 Report

Print the Annual 941 Report

The Annual 941 Report is one more way to verify
that your annual payroll data is in agreement:

*

Compare the Annual 941 Report total with the
total of all the Quarterly 941 Reports for the

year.

Compare the Year-to-Date totals from the 941
Report with the totals found on the Payroll
History.

How do | print the Annual 941 Report

Print the 941 Report for the entire calendar year.
Do this...

1. Open Clarity Payroll > Reports > 941 Report.

2. Change the report Date Range to select the check

issue dates for the entire calendar year being closed.

¢ Click Advanced Options in the date area.
Use the Annual 941 Report to report wages/tips for .
. . . P 'p g. P ¢ From the dialog that appears, select Calendar
this quarter, induding those paid to qualified new .
. . . Year Date from the Beginning Date Type.
employees on line 5a-5¢. The Social Security tax
exemption on wages/tips will be figured on lines 6¢ ¢ Next, select Calendar Year Date from the End-
and 6d and will reduce the tax on line 6e. ing Date Type.
¢ Click OK.
Anycity Corporation 941 Report Page: 3
Federal 1D BF-D302950 Check |ssue Dates: 01010 1o 12031007
Detail Raport
Social Taotal Mot Amount
Employes Security Wages and Subject Subject Owvar Taxabla
Mumber Mame Number Type Allowances Aamiiint Ammeunt Lirmit Arnaunt
120 Wilson, Samuel 555-60-7022 Fad With 1,566.08 0 1,566.08 o 1,566.08
Sac Sac 1,568,08 00 1,566.08 o 1,586.08
Tips 00 00 0 o0 o0
Medicane 1,566.08 (4] 1,566.08 fili) 1.566.08
Grand Totals: Fed With 155,024.31 193420 153.000.11 o6 15308011
Soc Sac 155.024.31 i) 165,024.31 oy 155.024.51
Tips 00 00 o0 oo on
Madicars 155,024.31 00 155024.31 o0 155,024.31
L S R . \_-.,__ 1_‘——""\\ “1---\..‘_“‘ —— e




3. Click Preview (Ctrl+Q) to preview the report, or
click Print (Ctrl+P) to print the report.

4. From the Printer Form screen, select the desired
printer. Verify the printer settings. Then, click GO
(Ctrl+G).

CASELLE CLARITY PAYROLL CHECKLIST

13



14 | Step 10 Print Annual Payroll Reports

Print Annual Payroll Reports

Next, print any annual payroll reports for the cur-
rent year that are required for your site.

For example, these reports might include

¢ 12-monthPay Code Transaction reports for all
pay codes

¢ Employee Master List

How do | print pay code transaction
reports?

Print the Pay Code Transaction Report for the
entire calendar year.

Do this...
1. Open Clarity Payroll > Reports > Pay Code

Transaction Reports.

2. Change the report Date Range to select the
check issue dates for the entire calendar year being
closed.

Click Advanced Options.

When the Report Dates Advanced form dis-
plays, select Calendar Year Date as the Begin-
ning Date Type. Next, select Calendar Year
Date as the Ending Date Type, located on the

bottom row.

Click OK.

*

*

*

3. Use the options on the Pay Codes tab to add the
pay codes for

¢ Social Security Employee Amount,

Anyeity Corporation Pay Code Tramsaction Report - by Mame Page: 1
Check issue dates: DO to 12031000
74-00 T4-00 T5-00 To-00 TE-00
Employes Sor Sec Soc Sac Medicare  Medicara FWT
MNumber MName Emp Amt  EmprAmt  EmpAmt  EmprAmt  Emp Amt
30 Austin, George 1,540.86 BE342 360,30 201.81 1,125.41
90 Black, Lane BRad1 H86.60 18281 207.68 26082
75 Brown, Shawn A 1,003.53 486,08 234,70 113.68 1,71947
110 Carter, Darrin 89.28 52.08 20.88 12.18 00
65 Curlis, Amber 557.44 46671 130,39 109,18 74,40
a0 Dickens, Amy 624.92 BE1.11 14818 154 64 ariia
85 Ellison, Ray TO8.94 860.04 1HE.83 201.33 1677
115 Gardner, Edward D B9.25 s2.08 20,85 12.18 00
50 Gilson, Marvin 548.02 200 128446 131.85 168.42 |
% 8 oo, Nemla T — - TR oo Tha T 025~ ?Ern 29&%\ L R S
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¢ Social Security Employer Amount,
¢ Medicare Employee Amount,
¢ Medicare Employer Amount, and

¢ FWT Employee Amount.

4. Click Preview (Ctrl+Q) to preview the report, or
click Print (Ctrl+P) to print the report.

5. From the Printer Form screen, select the de-
sired printer. Verify the settings. Then, click GO
(Ctrl+G).

6. Review the printed report.
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1 Print a Leave Report

You will use the Leave Report to verify the leave
time balances for all employees.

Are the employees’leave time bal-
ances correct?

¢ Yes, the employees’leave time balance are cor-
rect. Continue to Step 12.

¢ No, the employees’ leave time balance are not
correct. Use Employees > Enter Leave Time
Adjustments to enter a correction.

How do | print a Leave Time report?

Print a Leave Time Report to verify the leave time
balances for all employees.

Do this...
1. Open Clarity Payroll > Reports > Leave Report.
2.'The report Date Range will default to the current

pay period.

Explanation: Year-to-Date (YTD) totals will be
listed on the current pay period’s report. There is no
need to change the dates.

Anycity Corporation Leave Repaort - by Mumbsr Page: 1
Check lssue Dates: DL YYY 1o 120310 YY
Employes Fray Pay Code  Rale Rate  Hours Hars Haurs Hours Hauily Liability
Mumber Mame Codae Tithe Mo Desc  Beg Bal Aorusd Used Ramain Rate Amount Msg

5 Smith, Jacob 3 3-00 Vacation 301 Vae T1.76 oaiz 20,00 159,86 19.2308 3.074.62

4-00 Sick Leave 401 SL 45.58 10.78 12.00 44,24 19.2308 BS2.68

T-00  Holiday 701 Hal il 8000 Rili} 80.00 19.2308 1.538.46

89-00  Comp Time 801 Com S0.00 17.50 20,00 27.50 19,2308 528,86

10 Rockford, Julie b 3-00  ‘Vacation 301 Wac 6278 4312 56.00 48.88 14.7115 3381

4-00 Sick Leave 401 SL 46.56 10,78 B0 48,54 147115 T25.87

700 Holiday 701 Hal 0 80.00 .00 20,00 147115 1.176.92

9-00 Comp Time 901 Com 36.74 16.50 7.50 45,74 14.7115 E72.90

15 Morris, Sharan 3-00 Vacation 31 Wae 40.68 32.34 .00 73.02 9.5000 E93.60

4-00 Sick Leave 401 SL 21.58 10.78 16,00 16,34 9.5000 15623

00 Holiday 01 Hal Rils} a0.00 Rili} #0.00 9.5000 TEO.OD

20 Spancar, Annatia 3-00 Wacation 301 Vac .68 32,34 L] 83,02 11.5000 T24.73

4-00  Sick Leave 401 SL a1 10.78 20.50 22.08 11.5000 254,04

T7-00 Hualickay 701 Hal 00 BLLOO .00 80,00 11.5000 920,00

900 Comp Time 901  Com 0TE 18.50 .00 47285 11.5000 543,38

25 Johneon, Douglas 3-00 Vacation 301 Wac 56.68 3234 3200 57.02 15,6731 BO3.GB

4-00 Sick Leave 401, SL 3 1076 S.D_g__ 58,34 156731 B&3.02

R R R T =] “‘“rm\uar‘“' '80.00 \‘\ 00 L sogp. T 18Ersi | i2ssBs -




3. Click Preview (Ctrl+Q) to preview the report, or
click Print (Ctrl+P) to print the report.

4. From the Printer Form screen, select the desired
printer. Verify the settings. Then, click OK.

5. Review the printed report.

CASELLE CLARITY PAYROLL CHECKLIST
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Step 12 Verify Carryover Limits

1 2 Verify Carryover Limits

Does your organization use carryover
limits?

¢ Yes, my organization uses carryover limits. Com-
plete this step.

¢ No, my organization does not use carryover

limits. Skip to Step 13.

Each Leave Rate may have carryover limits defined.
Carryover limits specify the number of hours that
may be carried over from the previous year into the
next year at year-end.

You should verify the carryover limits for each leave
rate that is in use at your organization.

If you want the Payroll application to adjust excess
leave time hours at year-end to match the carryover
limit, you will need to complete the following steps:

1. Make sure the carryover limit adjustments have
been set up in the system.

2. Run Adjust Carryover Limits.

Tip! If the last pay period of the year does not
include the last day of the month (for example,
when a biweekly pay period ends on December 26),
you will need to wait to run Adjust Carryover Limits
until you run Payroll for the first pay period of the
following year.

How do | set up carryover limit
adjustments?

'The carryover limit adjustment specifies the number
of hours that may be carried over from the previous
year to the next year at year-end. You can use these
instructions to set up, modify, or verify the carryover
limit adjustment.

Do this...

1. Open Clarity Payroll > Organization > Leave
Rates.

2. Click on Adjust to Carryover At. Select the ap-
propriate carryover option to adjust any excess hours
accumulated to the Carryover Limit. For example,
Calendar Year-end, Anniversary Date, or Fiscal
Year-end.

Rate number: 301 Wacation - Fixed Hours

Leave Rake | Levels | Motes

|\-'acation - Fixed Hours

Rate number:

Drescripkion:
abbreviated description:

[F\djust ko carryover at: |None @JL

Initial level date based on: |Hire date A

Modifier 2. o S Lo gnfees o o A%

Type:

Clarity Payroll > Organization > Leave Rates > Adjust to Carry-
over At



CASELLE CLARITY PAYROLL CHECKLIST | 19

3. Click the Levels tab. View the Carryover Limit

for each leave time rate.

¢ Notice that different levels within this Leave

Rate may have different Accumulation and
Carryover Limits.

Rate number: 301 Wacation - Fixed Hours

Leave Rate ‘ Levels |Nutes

Lewvel
ion-F 5

Vacation-Fixed Hrs - 2-10
Level number: -
3 Wacation-Fixed Hrs - 114+ -

Description:

|Vacatinn-Fixed Hrs - 0-1 wr

Months:

Rate [ fixed hours: _

Accumnulation limit: | 120,00

[Carryover lirmit: 80,00 }

hoth,. A o N

ER N —\-‘___\\ L

Clarity Payroll > Organization > Leave Rates > Levels tab > Carry-
over Limit field
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1 3 Run Adjust Carryover Hours

Perform these steps only if Adjust to Carryover At
is set to Calendar Year-end.

Do this...

1. Open Clarity Payroll > Employees > Adjust
Leave Carryover Hours.

2. Read the notice on the screen. Be sure you have a
backup of your Payroll files before you continue.

Caselle Clarity® Adjust Leave Carryover Hours ]

carryover based on the settings for the selected leave
time rates, as described on the screen. You may
change the Pay Codes and/or Leave Rates, as neces-
sary for your site.

' Make sure you have a current backup before proceeding.
. i

Thiz routing will adjust employee leave hours for the selected leave rates.

Employes leave hours will be adjusted if any of these dates occur in the current pay period:

* Anniverzary date
+ Calendar year end date
+ Fizcal year end date

B e ac g g o e
Current pav petiod:

g

Clarity Payroll > Employees > Adjust Leave Carryover Hours >

Warning message

3.'This routine will adjust employee leave time

Pay codes:
3-00 Macation Pay
4-00  SickLeave
7-00  Holiday Pay
9-00  Comp Time Pay

Leave rates:

301 Yacation - Fixed Hours
302 Vacakion - Percentage
401 Sick Leave - Fixed Hours
402 Sick Leave - Percentage
701 Holiday - 10 days

Q01 Comp Time

“! LN e -._—-.-.JLSolect...i

e

S
[l P}nl‘ FRME
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Verify ID Numbers for Federal and

State

Before you prepare the W-2 forms for your employ-
ees, you should verify that the correct identification
numbers have been defined in the system:

¢ Federal Employer ID Number
¢ State Tax ID Number
¢ Employee Social Security Numbers

Verify identification numbers

Verify the Federal Employee ID Number and the
State Tax ID Number.

Verify the Federal Employer ID

Number

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Select the Federal Withholding Pay Code.

Pay code; [.T"E--DIZI Federal Withhalding Tax]

Pay Code | Employee | Emplover | W-2/1099 | Mates

Pay code: 76
Sub code: uli]
Title: IFecheral Withholding Tax

Bbreviated Hie: W

Clarity Payroll > Organization > Pay Code > Federal Withholding
Tax

3. Verify the Federal Identification Number.

Pay Code | Emploves | Employer | W-2/1099 | Motes

Pay code: 76
Sub code: oo
Title: Federal Withholding Tax

Abbreviated title: FWT

Type; Federal Withholding w
Skate: hd
[1dentification number: | ##-#eassss |

Calculatlun Urder JIS | s
" . . e, WS, Y T -

I Saws pakanr

Clarity Payroll > Organization > Pay Code > Identification number
freld

Verify the State Tax ID Number

4. Open Clarity Payroll > Organization > Pay
Codes.

5. Display the State Withholding Pay Code.

Pay u:cu:le:[ 7700 State Withholding Tax ]

Pay Code | Employes | Employer | W-2/1099 | Notes

T SRS

1

|~ Raycods, -

Clarity Payroll > Organization > Pay Code > State Withholding Tax

21
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6. Verify the State Tax ID Number. 10. Verify the employee’s Social Security Number
(SSN).

Pay Code |Em|:|ln\,-'ee Ermplayer | W-2/1099 | Naotes

Pay code:! Bl |
b code: [Soual Security number: | des.gegese !}S

Title: |State withholding Tax |

Abbreviated Hle: ST Clarity Payroll > Employees > Modify Existing Employees > Social
Security Number field

Type: \State Withholdng % |

State: T w 11. Repeat steps 9-10 for each employee record.

[ Identification number: |##-####### ]

Calculation order: []

Ldeverdean A e o o

Clarity Payroll > Organization > Pay Code > Identification Number
field

Verify the Employee Social Security

Numbers

7. Open Clarity Payroll > Employees > Modify
Existing Employees.

8. Display the first employee record.

| Caselle Clarity® Modify Existing Employees ] - X

Employee: || | | Employes hd |

4 41 | ofze : »
Employee: 5 - Smith, Jacob 5 Social Security number:  S55-85-3875

E\WD'WEE‘-i Wage | Job— Allbcations{ Pamdesmthepnsrt H‘Zontgl:_nt_ta_chmgngs {hdkes] » Dl T s __!

Clarity Payroll > Employees > Modify Existing Employees > Record
Control bar

9. Click the Employee tab.
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Review Pay Codes

The Used In Calculation designation identifies por-
tions of a pay code that are either subject to certain
taxes or exempt from taxes.

Do this...

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Display the first pay code.

1of 23

B A o ‘-\—\—-.L“\-._l

Clarity Payroll > Organization > Pay Codes > Record Control bar

3. On the Employee tab or Employer tab, review

the Used In Calculation selections for the pay code.

Pay code:  40-00  401-K Deduction

Pay Code | Employee | Employer | w-2/1099 | Mokes

Employes | Used in Calculations |L|sec| for Calculation

Pay Code
76 - 00 Federal Withholding Tax
77 - 00 iEate With@c_ling Tax S

Percent

4 10003

Clarity Payroll > Organization > Pay Codes > Employee tab > Used
in Calculations subtab

Pay code:  40-00  <01-K Deduction
Pay Code | Employes | Employer |W—2,|'1099 hotes

Ermployer | Used in Calculations |Used for Calculation | Debit Override Accou

Pay Code
76 - 00 Federal Withholding Tax
77-00 SEate withholding Tax S \_ 100,00

Clarity Payroll > Organization > Pay Codes > Employer tab > Used
in Calculations subtab

Percent

T T

4. Repeat step 3 for each pay code that is in use at
your site.

Reminder! Deduction codes will reduce the
amount of wages listed in boxes 1,3, 5 and 16 on
the W-2.

| 23
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Step 16 Verify W-2 and 1099 Setting

1 6 Verify W-2 and 1099 Setting

'The IRS requires organizations to report specific
information in Boxes 10,11, 12, and 14. Contact
your accountant/auditor or the IRS to determine if
you have amounts that should be reported in these
boxes.

Note: Caselle Service staff are not payroll tax
experts. We can help you put your payroll tax
information into the appropriate boxes, but we
CANNOT help you determine what amounts need to
be report in each box.

Verify the special pay code
flags

For amounts that need to be reported in Boxes 10,
11,12, or 14, you will need to verify the special pay
code flags and check the appropriate boxes in Or-
ganization > Pay Codes to place the information for
each pay into the correct box on the W-2.

Tip! Your accountant or auditor should advise
you on the appropriate code to select for each pay
code as well as any other information that my be
required for each pay code.

How do | select W-2 Box 12 codes?

The IRS requires organizations to report specific in-
formation in Boxes 10, 11,12, and 14. Contact your
accountant/auditor or the IRS to determine if you

have amounts that should be report in these boxes.
Do this...

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Select the W-2/1099 tab.

3. Select the appropriate code to describe the pay
code amount from the W-2 Code (Box 12) drop-
down list.

Pay Code | Employee | Employer | W-2/1099 | potes

W-2 code (Box 120 D

W-2 other description (Box 14):

W2 local bax code: A
[include amounts For depende: W-Z (Box 10]
[include amounts For non-qualik on -2 (Box 1

|‘\._"“-\.h\~__..\_‘-\—-._-\-‘_"ﬁ..
Clarity Payroll > Organization > Pay Codes > W-2/1099 tab

4. Repeat step 3 for each pay code in use at your site
with Box 12 requirements.

Tip! Each of these codes and their descriptions, as
shown here, can be found by clicking the What's
This? Help button (Ctrl+W).and then clicking on the
W-2 Code (Box 12) field.



Box 12 Codes List

This is a list of the codes for filling in Box 12 on the
‘W-2 Form.

A

Uncollected social security or RRTA tax on tips.
B

Uncollected Medicare tax on tips.

C

Taxable cost of group-item life insurance over
$50,000.

D

Elective deferrals to a section 401(k) cash or
deferred arrangement plan (including a SIMPLE
401(k) arrangement).

E

Elective deferrals under a section 403(b) salary
reduction agreement.

F

Elective deferrals under a section 408(k)(6) salary
reduction SEP.

G

Elective deferrals and employer contributions
(including nonelective deferrals) to a section 457(b)
deferred compensation plan.

H

Elective deferrals to a section 50(c)(18)(D) tax-
exempt organization plan.

J
Nontaxable sick pay.

K

20% excise tax on excess golden parachute pay-

CASELLE CLARITY PAYROLL CHECKLIST

ments.
L

Substantiated employee business expense reim-
bursements.

M

Uncollected social security or RRTA tax on tax-
able cost of group-term life insurance over $50,000
(former employees only).

N

Uncollected Medicare tax on taxable cost of group-
term life insurance over $50,000 (former employees

only).
P

Excludable moving expense reimbursements paid
directly to employee.

Q

Nontaxable combat pay.

R

Employer contributions to an Archer MSA.
S

Employee salary reduction contributions under a

section 408(p) SIMPLE plan.
T

Adoption benefits.

v

Income from exercise of nonstatutory stock
option(s).

W

Employer contributions (including employee con-
tributions through a cafeteria plan) to an employee’s

health savings account (HSA).

| 25
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Step 16 Verify W-2 and 1099 Setting

Y
Deferrals under a section 409A nonqualified de-

ferred compensation plan.
Z

Income under section 409A on a nonqualified de-
ferred compensation plan.

AA

Designated ROTH contributions under a section
401(k) plan.

BB

Designated ROTH contributions under a section
403(b) plan.

CC

HIRE exempt wages and tips (2010 only).
DD

Cost of employer-sponsered health coverage.
EE

Designated ROTH contributions under a govern-
mental section 457(b) plan.

How do | complete W-2 Other
Description fields?

Reminder! If you have any questions about the
information required on your W-2 forms, consult
your accountant/auditor for the specific informa-
tion required for your site.

Do this...

1. Does your site require a description for Box 14?

Tip! Box 14 descriptions may include the following
items: Contributions to Employee Pension Plans,
Union Dues, Life or Health Insurance Premium
Payroll deductions, Moving Expenses, etc.

Yes, my site requires a description for Box 14.
Enter it in the W-2 Other Description (Box 14)
field. If you need to include the Box 14 amount,
select the Include Amounts checkbox.

No, my site does not require a description for
Box 14. Continue to the next step.

2.1s the pay code for dependent care? For example,
such as a cafeteria plan payroll deduction.

*

Yes, the pay code is for dependent care. Select
the Include Amounts for Dependent Care (Box
10) checkbox.

No, the pay code is not for dependent care. Con-
tinue to the next step.

3. Are you required to print the total amount of
distributions to an employee for a non-qualified
deferred compensation plan?

*

Yes, I need to print this information. Select the
Include Amounts for Non-Qualified Plan on
W-2 (Box 11) checkbox.

¢ No, I do not need this information. Continue to

the next step.
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1 7 Review Employee Wage/Job
Information

The next step is to review the W-2 settings and
Subject To options selected for each employee.

Do this...

1. Open Clarity Payroll > Employees > Modify
Existing Employees.

2. Display the first employee record.

3. On the Job tab, review the W-2 setup selections
for the employee.

Emplayes | Wage | Allocations | Pay Codes | Direct Deposik | Conkacks | Attachments | Mokes

Job Skake Unemployment | Workers Compensation | Retirement
Work state: UT  » | Uksh Include on Ww-2 Form
Hire date: 07/03(2000 [ statutory
Additional vears of service: |0 Years of service: 12 [ Retirsment plan
Start date: [ Third party sick pay

anniversary dake: 070352001
I —_—

Clarity Payroll > Employees > Modify Existing Employees > Job tab
> Job subtab



28 | Step 17 Review Employee Wage/Job Information
4. On the Wage tab, verify that the Subject To op-
tions that are selected for the employee.
| Ernployes [ Wage |Job || allocations || Pay Codes || Direct Depaosit || Contacts || Attachrments || Mates |
Pay petiod Frequency: |Biweek]v hd |
Emplovee bype; Q41 b
Estimated annual hours: |2,080,00 Pay schedule: | w |
Hourly rate: 14,7115 Pay grade: | w |
annual wage: 30,600.00 Pay step: | ~ |
ubject ko; \
Pay - ) ) Additional Extra
Code Drescripkion Type Begin Date | End Date | Exemptions Exemptions T
40-00 | 401-K Ded Rekirement 0
74-00 Soc Sec Social Security u] 1] 0,00
75-00 Medicare Medicare 0 a 0.00
TE-00 FWT Federal Withholding z2 0 0,00
FE-00 SWT State withholding 2 1] 0.o0
98-00 SUTA State Unemployment a 0 0.00
| 99-00 Wk Comp Workers Compensation =y N 0 0 0.00 H|
bt\'._-‘h\' PO . — L —— = "\\ 1___‘\“-\—'-.‘ . _ \’L
Clarity Payroll > Employees > Modify Existing Employees > Wage
tab

5. Repeat steps 3-4 for each employee.

Tip! IF you have questions about the W-2 setup and
Subject To options that should be used for your site,
consult with your account/auditor.




1 8 Run Checkout

After you have performed all of the previous steps,
run the Employee Checkout again. Verify that there

are no €rrors.

IMPORTANT! If there are any errors on the
Checkout report, contact Customer Service.

How do | run Checkout?

Use Checkout to discover any errors that need to be
corrected.

Do this...
1. Open Clarity Payroll > Organization > Check-

out.

2. Run Checkout for ALL employees.

Caselle Clarity® " Checkout

Emplayee | Other

Selection criteria:

Walue Test
Entire Fizld

Column
Employee. Emploves number all

x‘__,

’\\__--.\_-.\__-_-\1._-\-\‘-\_ e
Lo ) .

Clarity Payroll > Organization > Checkout > Selection Criteria

CASELLE CLARITY PAYROLL CHECKLIST

3. Verify the Beginning Date and Ending Date.
These dates should default to the year being closed
in order to scan and check the entire year’s data.

IMPORTANT! If these dates are incorrect, DO NOT
change them. Call customer service to address the
issue.

Vetify Social Security calculation
Werify Medicare calculation

{Beginningdate: TV Ell

12y | 75|

Ending date:

| N e, R

Clarity Payroll > Organization > Checkout > Beginning/Ending
Date fields

4. Click GO (Ctrl+G).

29
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Step 19 Back up Current Year

9 Back up Current Year

Before proceeding, perform a backup of the current

year payroll files.

Tip! Itis a practical idea to have a backup strategy
in place in order to prevent accidental data loss.
Backups may be performed on the schedule that
best suits the needs of your site. Storage options
may include tap, Zip®, or Jazz® drives, CD-ROM, etc.
For more information on the backup strategy in
place at your site, consult with your local IS/IT staff.

How do | back up the Payroll
database?

IMPORTANT! These instructions will help you
make a temporary copy of your database infor-
mation. Your IT/IS staff can assist you in making
permanent backups.

Do this...

1. Open Clarity System Management > System
Tools > Exchange Data.

2. Click Send Data.
3. Click Full.

4. Use the File Name field to enter a name for your
backup file. Example: AnycityUT.PRO.YearEnd.
Backup.

5. Click Data Path.

6. Click Browse. Use the options in Browse for
Folder to locate your CSLDATA/BACKUP folder.
Click OK.

7. Click the Databases tab.

8. In the Tasks area, click Add a Database. Use the
options on the Add Database form to select your
server and database. For example, PRO_AnycityU'T.
Click OK.

What if | don’t know the server name? Click the Op-
tions tab, then click Load Data to Server. The server
name will display in the Load Data to Server field.
Remember to switch the form settings back to Send
Data BEFORE continuing.

9. Click GO (Ctrl+G).
10. When the backup is finished, click Yes to exit.



20 Run W-2 and

This step contains several tasks that must be com-
pleted in order.

¢ Step 20-A: Convert W-2 and 1099 information
from Payroll

¢ Step 20-B: Verify the converted information for
each employee

¢ Step 20-C: Verify the Organization W-2 and
1099 information

¢ Step 20-D: Run W-2 & 1099 Checkout

¢ Step 20-E: Print and review sample W-2s, mak-
ing any necessary changes

Important! If you find errors in the sample W-2s,
you will need to make corrections in Payroll. Then,

go back to Step 18 and repeat all parts of Steps 19-

20 until the sample W-2s are correct.

Tip! When you complete these tasks, the W-2s will
be ready for printing. If the actual W-2s will not be
printed at this time, they should be printed as soon
as possible after performing the year-end steps as
possible. You may wish to schedule the print job for
a time when printer traffic is low.

CASELLE CLARITY PAYROLL CHECKLIST | 31

1099 Application

20 A: Convert W-2 and 1099
information from Payroll

Run Convert Year-end Tax Information to migrate
the Payroll employee information to the W-2 and
1099 Reporting application.

How do | convert Payroll?

1. Open Clarity Payroll > W-2 and 1099 Report-
ing. This will open the Caselle Clarity Government
Reporting application.

2. From the W-2 and 1099 Reporting Main Menu,
select Convert Year-end Tax Information.

Caselle Clarity® Convert Year-end Tax...

Convert payroll information For the tax vear:

%Wplmas; g TAL" P xi

TATY

Clarity Payroll > W-2 and 1099 Reporting > Convert Payroll Infor-
mation for the Tax Year field

3. Verify the amounts in the Maximum Wage
Limits.

4. Click GO (Ctrl+G).
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| Step 20 RunW-2and 1099 Application

20 B: Verify the organization
W-2 and 1099 information

Use W-2 Employees to verify the converted W-2
information, then use 1099 Recipients to verify the
converted 1099 information.

First, verify the converted W-2

information

1. Open Clarity W-2 and 1099 Reporting > W-2
Employees.

2. Review each employee record carefully to ensure
that the converted data is accurate.

3. Verify that the year displayed 20YY is the year
that you wish to convert. Now, click GO (Ctrl+G).

4. Click Preview (Ctrl+Q) to preview the report, or
click Print (Ctrl+P) to print the report.

5. Compare the totals for each employee with those
on the Payroll History Report.

Second, verify the converted 1099

information

3. Now, open Clarity W-2 and 1099 Reporting >
1099 Recipients.

4. Review each 1099 Recipient record carefully to
ensure that the converted data is accurate.

Anycity Corporation

Corvert Yaar-and Tax Information
Pay Codas lor tax year: Y¥YY

Pay

Code Title Type 53 MED FWT SWT SUTA FUTA Ral
1-00 Regular GR ¥ ¥ Y ¥ ¥ ¥
2-00  Cwerline GO A A A " A A
300 Vacation GR A il ki A A il
4-00 Sick Leave GR ¥ Y Y ¥ ¥ Y
7-00 HoBday GR A W W A A W
8-00  Misc Pay GM A Ay A ¥ A ki
9-00 Comp Time  GR ¥ ¥ Y ¥ ¥ ¥
20-00 Misc Reairmb E - - - - - -
2100 Trvl Reimb E - a

d0-00  401-K Ded R - - Y ¥

B5-00 Crdt Unicn uj

T0-00 Misc Ded D

74-00 Soc Sec 88

7500 Medicare MD

V-0 FWT Fw

7700 SWT SwW

B5-00 Met Pay N

86-00 Dir Dap DM

00-00 Retirement 1

91-00 Health !

92-00 LTD Ins 1

88-00 SUTA =10}

99-00 Wrk Comp wWo

e T I \L‘--- —L\___\\\“‘L-.‘\_“_“\

WIC Code Care

W2 Dep Mon-Qual

Flan

W2 Othar
De=scription

Include
Armaunts
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20 D: Run W'z and 1 099 4. Select all checkboxes.
Ch eCkout Report invalid social security numbers

. Report invalid stakes
Use W-2 and 1099 Checkout to search for errors in

the W_2 and 1099 data. Report employees with negative amounts

Report employees without amounts

Prirk tokals
How do | check W-2 employees?
1. Open Clarity W-2 and 1099 Reporting > ) B S W
Checkout W-2 Employees' Clarity Payroll > W-2 and 1099 Reporting > Checkout W-2 Em-
2. Double-click Column. ployee checkboxes

5. Click GO (Ctrl+G).

Caselle Clarity® Checkout W-2 Employees

Employes numbers:

6. Click Preview (Ctrl+Q) to preview the report, or

G+ e et ] click Print (Ctrl+P).
by .
DR SRR 7. Review the report for accuracy.
Clarity Payroll > W-2 and 1099 Reporting > Checkout W-2 Em- Tip! When you run W-2 & 1099 Checkout, the
Pployees system checks itself for errors. If the system finds
no errors, the note “No W-2/1099 Recipient errors
3. Select Employee. Employee Number. Click OK. found” will be printed in the lower left-hand corner
of the report.
Selection Criteria Fields . . .
Tip! If there are employees at your site with more
fvalable Selscticn Criera Felds: than one employee number, and who are receiving
Eliifeaiviest] — multiple W-2s, you may wish to provide them with
EﬂﬁiﬁﬁiISESS"@EEE”"“”S asingle W-2. Note: If a warning displays that
mployes, Ciky elack -
Emloyee. Countryregion there are more pay codes marked for any one
mplovee.Delivery paint k
e S box than will it on a single W-2 for this an
EmID e, Ema\l
o2 Enployee nutber employee when you complete Step 20A -
Employ Fax .
gm;:g;;; Federal income tax vithheld Convert from Payroll, then you will not be
|§$E‘I§§3§*he.§€§r£mhme| " +‘- i able to combine the W-2s.) For instructions

on combining multiple W-2s, complete the
section on How Do I Combine Multiple
W-2s. If this does not apply to your site,
continue to Print and Review Sample
W-2s.

Selection form > Employee. Employee Number
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How do | check 1099 Recipients? Report.
1. Open Clarity W-2 and 1099 Reporting > 2. From the W-2 and 1099 Reporting Main Menu,

Checkout 1099 Recipients. select W-2 Employees.

3 Double-click Column. 3. When prompted, specify the employee number

for which you wish to view this employee’s record.

4. Display the employee record that you wish to
Caselle Clarity® Checkout 1099 Recipients keep fOl’ thiS employee

Recipient numbers:

N 5. On the Wage Information > General subtab,
bg type the new totals into each of the W-2 fields.

e s \_..h_—\

Column Yalue Test |

6. Now display the employee record that you wish to
Clarity Payroll > W-2 and 1099 Reporting > Checkout 1099 discard for this employee.

Recipients .
7. Click Delete (Ctrl+D).
3. Select Recipient.Account Number. Click OK.
Important! If errors in the sample W-2s (see in-
4. Select all checkboxes. structions in the next section) require you to make
5. Click GO (Ctrl+G). corrections in Payroll and repeat Steps 18-20, you

will also need to recombine the multiple W-2s.
6. Click Preview (Ctrl+Q) to preview the report, or

click Print (Ctrl+P).

7. Review the report for accuracy.

How do | combine multiple W-2s?

Use these instructions to merge W-2s when the
application creates more than one W-2 for the same

employee.
Do this...
1 From the W_2 COI’I— 25 Johnson, Douglas uT 1046152 1251 50 .00 uT .00
T DouglasJohnson 773.04 .00 1046152 1=551.50 .00
version Repor t (created 555-74-0721 1046152 .00 45000 4581z .00
in Step 20-A) find all 64864 00 00
FE4e52 .00 .00 .00
employee numbers for 16162 ‘00
this employee. Manually
. 30 Johnson, Douglas uTt 3200.00—_ .00 uT 0
combine the totals for DouglasJohnson .00 .00 32000;1 .00
each W-2 field for this 555-74-8721 3200.00 e 915 00
1 d mak 198.40 w0 T .00
¢mployee, and maxe a 3200.00— .00 00 TT— .00
note of the new totals —16.40 00 '
on the W-2 Conversion




20 E: Print and review sample
W-2s

Use the W-2s Report to print the W-2 informa-
tion to plain paper. The W-2s Report will print the
information to the correct boxes on the W-2 Form.
If the W-2 Forms print correctly, you can print the
final W-2 Forms right now or you can wait until

CASELLE CLARITY PAYROLL CHECKLIST

Title drop-down list.

3. Load scratch paper in the printer. Now, click
Print (Ctrl+P).

4. Review the sample W-2s. Verify that the items
to be printed on the W-2 form are printing in the
correct position/correct boxes.

Tip! If you need to adjust your printer settings, call

later.

How do | print sample

W-2s?

1. Open W-2 and 1099 Reporting > W-2s.

Customer Service for assistance.

5.1f the actual W-2 forms will be printed at this

time, load the W-2 forms in the printer. Now, click
Print (Ctrl+P). If the actual W-2 forms will not be

printed at this time, go on to the next step.

2. Select the desired form style from the Report

| 35

555-68-8868 8177.03 456.96 555-66-8888
87-0302950 8177.03 343.43 87-0302950 8177.03 456.96
a0 8177.03 118.56 ANYCITY GORPORATION 8177.03 343.43
00 00 00 10 N COMMERCE AVE 817703 118.56
PO BOX 123
ANYCITY CORPORATION 00
10,5 COMINERCE AVE ANYCITY UT 88888 00 00
ANYCITY UT 88888 30 00 00
30 GEORGE AUSTIN .00
GEORGE AUSTIN 248 HILLTOP DR
248 HILLTOP DR ANYCITY UT 88888
ANYCITY UT 88888
UT 05785694 8177.03
UT  05-785694 8177.03 313.02
313.02
565-74-3036 8196.12 210.68 556-74-3036
87-0302950 8196.12 344.23 87-0302950 8196.12 21068
a0 8196.12 118.85 ANYCITY CORPORATION 8196.12 344.23
00 .00 00 10 N COMMERCE AVE 8196.12 118.85
PO BOX 123
ANYCITY CORPORATION 00 ANYCITY UT 81
SgouERcENE B . .
ANYGITY UT 88688 0 00 00
20 LANE BLACK 00
LANE BLACK 365 PALISADES DR
365 PALISADES DR ANYCITY UT 82888
ANYCITY UT 88888
I N N \\-..,L—-’\\\li\‘ﬁ‘ S S G S S
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Step 20 Run W-2 and 1099 Application

Tip! If the actual W-2s will not be printed at this
time, they should be printed as soon as possible
after performing the year-end steps.

Important! If you find errors in the sample W-2s,
you will need to make corrections in Payroll. Then
go back to Step 18 and repeat all parts of Steps 18-
20 until the W-2s are correct.
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IRS Tax Forms Reference Sheets

Tax Forms 2012 Reference Sheet Business Systems Safeguard

W-2/1099 Descriptions Form Numbers Form Numbers NELCO Caselle Format
W-2 Twin Set Employer X-13 FORM 7600-3 TSCW2053 W-2 Single Wide

W-2 Twin Set Employee X-13A FORM 7640-3 TSCW2053 W-2 Single Wide

W-2 3PT 2-Wide Continuous Feed (Sm LH, Lg RH) X3 FORM 8801 2CW2052 (4PT)  W-2 Double Wide

W-2 Wide Mailer (Sm LH, Lg RH) XC5060 FORM 7302 W-2 Double Wide Mailer
W-2 1 Wide Mailer - Mag Media XM53 FORM 7505 MMQMW2D053  W-2 Single Wide Mailer
Laser W-2 Copy A Employers Federal LW2A FORM 5201 BW2FEDO5 W-2 Single Wide

Laser W-2 Copy B Employees Federal LW2B FORM 5202 BW2EEBO05 W-2 Single Wide

Laser W-2 Copy C Employees Record Lw2C FORM 5203 BW2EEC05 W-2 Single Wide

Laser W-2 Copy 2 Employees State-Local LW22 FORM 5203 BW2EE205 W-2 Single Wide

Laser W-2 Copy 1/D Employers LW21D FORM 5204 BW2ERDO05 W-2 Single Wide

Laser W-2 3-Up Employee Copy L3UP FORM 5210 BW23UP05 W-2 Laser 3-Up

Laser W-2 4-Up Box Employee Copy L4UP FORM 5205 BW24UP05 W-2 Laser 4-Up Box
Laser W-2 Pressure Seal 4-Up Box Employee Copy FORM 1287 FORM 5224 80481 W-2 Pressure Seal 4-Up Box
1099 Misc 4PT Mailer PTMM4 FORM 2134 PAMIS054 1099 Miscellaneous
1099 Misc 4PT Carbonless TCM4 FORM 7154 CMIS054 1099 Miscellaneous
1099 Int 4PT Carbonless TC-14 FORM 7150 CINT054 1099 Interest

1099 Div 4PT Carbonless TC-D4 FORM 7152 CDIV054 1099 Dividend

1099 R 4PT Carbonless TC-R4 FORM 7159 CR054 1099 Retirement

Laser 1099 Misc Copy A Fed LMA FORM 5110 BMISFEDO5 1099 Miscellaneous
Laser 1099 Misc Copy B Recipient LMB FORM 5111 BMISRECO05 1099 Miscellaneous
Laser 1099 Misc Copy C Payer/State LMC FORM 5112 BMISPAY05 1099 Miscellaneous
Laser 1099 Misc Copy 2 Recipients State LM2 FORM 5112 BMIS205 1099 Miscellaneous
Laser 1099 Pressure Seal Misc Copy 2 / Copy B FORM 353 FORM 5113 80487 1099 Miscellaneous Pressure Seal
Laser 1099 Div Fed Copy A LDA FORM 5130 BDIVFEDO5 1099 Dividend

Laser 1099 Div Recipient Copy B LDB FORM 5131 BDIVRECO05 1099 Dividend

Laser 1099 Div Payer/State LDC FORM 5132 BDIVPAY 1099 Dividend

Laser 1099 Int Fed Copy A LIA FORM 5120 BINTFEDO5 1099 Interest

Laser 1099 Int Recipient Copy B LIB FORM 5121 BINTRECO05 1099 Interest

Laser 1099 Int Payer/State LIC FORM 5122 BINTPAY05 1099 Interest

Laser 1099 R Fed Copy A LRA FORM 5140 BRFEDO05 1099 Retirement

Laser 1099 R 4-Up Box Recipient Copy B,C,2,2 LR4 FORM 5175 BR4UPO05 1099 Retirement 4-Up Box
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1 Report W-2 Information to the IRS

Do you have more than 250 employ-
ees at your site?

¢ Yes, there are more than 250 employees at my
site. You may be required to submit your W-2
information electronically.

¢ No, there are less than 250 employees at my site.
Submit your W-2 information according to the
instructions that have been provided to you by
the IRS.

Tip! If you need to submit W-2 information using
Electronic W-2/1099 and the W-2 and 1099 Report-
ing > Create Electronic W-2 File option is not avail-
able, then you will need to contact Caselle Sales to
purchase this module.
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22 Exit the W-2 and 1099 Application

When the W-2 conversion is complete, click the
Payroll link in the breadcrumbs list to leave the W-2
and 1099 Reporting application and return to the
Payroll main menu. Or click on the Caselle Clarity
Applications > Payroll.

Casells Clarity® vl> Payrol -F W-2 and 1099 Reporting ~

“Caselle Clarity® I NW-Z Employees

~ W-2 and 1099 Reporting

Tasks Related Reports
* 1093 Recipients e 1099

* Forms W2

® Organization

Important!

Be sure ALL current year payroll reports and up-
dates to the General Ledger have been completed
BEFORE proceeding to the next step.



40 | Step 23 Perform Year-end Closing

2 3 Perform Year-end Closing

Once you have completed the previous steps, per-
forming the Year-end Closing is simple.

Do this...

1. Open Clarity Payroll > Organization > Close
Year-end.

2. Verify the new Current Year listed on the screen.
The year-end closing will close out the previous year
and set the system to the new current year.

Important! If your system does not display the cor-
rect new year (2013), contact Customer Service.

3. Click GO (Ctrl+G).

4. When the Year-end Closing is complete, a dialog
box will appear. Click OK to close this dialog box.

Final Steps

Running the Year-end Closing is the last official
step in the Year-end Closing Checklist.

If you haven't already printed the actual W-2s, you
should print them as soon as possible after complet-
ing the Year-end Checklist.

The next steps will help you get Payroll ready for the

new year.
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4 Load New Tax Rates

In this step, you will enter the Federal and (if ap-
plicable) State tax rates for the new year.

Tip! Not all states have State Withholding Tax
Rates. For those that do, modifications to the rates
and notification of changes to employers may be
handled differently by each state. For more infor-
mation about your state’s withholding tax rates and
any changes that may have been made for the new
year, you will need to contact the appropriate state
agency. (In other words, the State Tax commission
for your state, etc.)

Load new Federal tax rates

This is a two step process. First, you need to enter
the new Federal Social Security rates. Then, you
need to enter the new federal withholding tax rates.

Where are the new Federal tax rates? The new
Federal tax rates are not avialable. Click here to
download the 2012 rates.

First, enter the new Federal Social

Security rates

1. Open Clarity Payroll > Organization > Pay
Codes.

2. Select the Social Security pay code in use at your
site.

3. On the Employee tab > Employee subtab:

¢ Enter the Maximum Wage Limit for the new
year.

¢ Enter the new Social Security Rate Percentage
for employee and employer.

Where can | find the Maximim Wage Limit and
Social Security Rate Percentage for Employees and
Employers? Check the IRS.GOV website.

Important! The Social Security Rate may change. Ca-
selle will post changes to the Social Security Rate on
CIMS as soon as the new percentages are available.

Pay code:  74-00  Social Security Tax
Fay Code | Employes | Employer | w-2/1099 | Notes

Employee | Used in Calculations | Used For Calculation

Amount/Rate/Percent type: | Percent of amount %

[F‘ercentage: | R J%
Tairnum fimit: a0
[Maximum wage limit: | rraaern |
Standard pay hours: .00
GL account: 0z-22210
H NI e, Ficm-‘—?—-ﬁ.—

Clarity Payroll > Organization > Pay Codes > Employee tab > Em-
ployee subtab > Percentage and Maximum Wage Limit field


http://www.caselle.com/pdf/pr%20yearend/PR4_Clarity%202012FederalPayrollTaxRates.pdf
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4. On the Employer tab > Employer subtab, repeat ~ Table Name field.

Step 3. . . .
P 3. Enter the Federal Withholding Rates table infor-
Pay code:  74-00  Social Security Tax mation for the Sil’lgle status.
Pay Code | Employee | Employer | w-2/1099 | Nates 4. On the Modifiers tab, enter the FWT Exemp-
. )

tion Amount for the new year.

5. Enter the Federal—Married in the Calculate

Emplover | Used in Calculations || Used For Calculation | Debit Crve

AmountfRate/Percent bype: | Percent of amount

Table Name field.
[Percenta-;e: | LAl ‘%
Maimum limit .00 6. Enter the new Federal Withholding Rates table
[Maximum wage It eenren J information for the Married status.
Emplover allocation method: | Use transactions w 7. On the Modifiers tab, enter the FWT Exemp—
Debit account: . [FFoD-ta JC‘ tion Amount for the new year.
H WIS * ‘Pt G accourt

Clarity Payroll > Organization > Pay Codes > Employer tab > Em- I_oad new State tax rates

ployer subtab > Percentage and Maximum Wage Limit field
Load the new state tax rates in the Calculation

Tables.
Note: The Federal tax rates shown on these sample
illustrations come from IRS Publication 15 -Circular Where are the new state tax rates? Use the Internet
E, Employer’s Tax Guide. If you do not have a copy of browser to navigate to www.caselle.com/pdf/
this publication, you may wish to request one from PR4_2012XX_StateTaxRates.pdf. Substitute the
the IRS for your records. two-letter state code for XX. If the new state tax

rates are not available on www.caselle.com, check

Earned Income Credit (EIC): The Earned Income the State tax services for the new tax rates.

Credit (EIC) was discontin-

ued after December 31, S I
Caloulation table name:  Federal - Single
201 o' Calculation Table | Maodifizrs | Motes
Caleulation table name:  |Federal -
Seco n d’ e nter th e Crver Mot Orver Tax Amount Tax Rate
[ Add & new rate
. X Remove the selected rate it e ) R e 0 it 010 [
n eW fed e ra | W I th - HiE R0 ih 200 ikl 00D R
FiE R0 ikd 200 il 0D R
R RRRDD id 200 il 0D R
. HE R0 ikd 200 il 0D R
h0|d|ng taX rate S EREBEEOD B EEROD D YT
. Rate
1. Open Clarity Payroll
Over: 0000

> Organization > Calcu-
lation Tables.

Mok over; .ooao
Tax amount: | 0000

2. Enter Federal— f NP -_~|.Ia-“ﬂt¢.1 PN | T N I
Single in the Calculate



Do this...

1. If your state has a State Withholding Exemp-

tion rate, open Clarity Payroll > Organization >
Calculation Tables.

2. Enter the 2-character abbreviation for your state
in the Calculation Table Name search field. Press
Enter.

3. Click the Modifiers tab. Review the tax rate

information on this page for the new year.

Note: The withholding rates shown in these sample
illustrations are for the State of Utah. Enter the ap-
propriate state abbreviation and withholding rates
for your state.

4. Repeat step 2 and 3 for each Marital Status.

CASELLE CLARITY PAYROLL CHECKLIST
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Step 25 Printa New Prelist Worksheet

25 Print a New Prelist Worksheet

Use the Prelist Worksheet to gather information
from the employee timesheets and prepare it to
enter into Payroll.

new Prelist Worksheet. Open Clarity Payroll >
Reports > Payroll Prelist Worksheet.

¢ No, my site does not use a Prelist Worksheet.
. t tat Continue to the next step.
Do you use a Prelist Worksheet a
your site?
¢ Yes, my site uses a Prelist Worksheet. Print a
Employes Joby Subject to EIC Faderal State Payroll Pay Period
Mams  Mumber Department Class Retiremant Status Fx Status Sx Status Type Freguency
Administration
Morris, Sharon
15 Administration Mo 1 Single- FWT 1 Single - Utah  Hourly Biweakly
GL Allocation;  10-44-D00 40.00% GL Allocation;  10-42-000 B0.00%
1-00 Regular so.OGRr 1000000 %H [o.50] 200 Overime 150,0000 %H [14.285]
3-00 Vacation 100.0000  %H [9.50] 4-00 Sick Leave 00,0000 %H [9.50]
F-00 Holiday 1000000 %H [9.50] 800 Misc Pay 0000 §A [.00]
65-00 Crdt Unlon S0.0000- $A [50.00-] T4-00 Soc Sec 4.2000- %A [31.8200-]
75-00 Medicare - 1.4500- %A [11.0200-] 00 FWT 0000 CA [0
7r00 SWT O o 0000 CA () BS00 MetPay 0000 $A [.00]
80-00 Refiremest o .oog [i)] 94-00 Heath .00 [.00]
52-00 LT Ins - £onog .00 9a-00 SUTA 000 [.00]
88-00 Wrk Comp o000 L]
Rockford, Julie M
10 Adminkatration Yes 2 Married - FW 2 Married - Uta  Salary Biweakly
GL Allocation;  51-B0-000 0.00% GL Allocation;  10-44-000 90.00%,
1-00 Regular BO.OOBF 1000000 %A [1.176.923 300 Vacation 0000 §A (Wils]]
4-00 Slok Leave o 0000 G -0 7-00 Haliday 0000 §A4 [.00]
8-00 Misc Pay o 0000 $A () 200 Comp Time 0000 $A [.00]
A40-00 401-K Ded 125.0000- A [125.00-] T4-00 Soc Sec 4.2000- %A [49.4308-]
75-00 Medicare - 1,4600- %8 [17.0854-] 7800 FPWT 0000 CA .00
7r00 SWT O o 0000 CA [} BS-00 NetPay 0000 3A [.00]
80-00 Retirement .ooog -0 9100 Health .o0oo [.00]
52-00 LTDIns . Jonog .00 9a-00 SUTA 000 .03
a6-00  Wrk Comp o o000 Lo
S S S e P \_-....- 1\—-‘ \'\\ “1___“‘_‘-\ — T o
B_uL 1——L &




Does your site use Caselle’s Timekeep-
ing application?

¢ Yes, my site uses Caselle Timekeeping. Do not
print a Prelist Worksheet. Caselle Timekeeping
will automatically transfer the employee hours to

the Payroll application.

¢ No, my site does not use Caselle Timekeeping.
You should print a new Prelist Worksheet.

CASELLE CLARITY PAYROLL CHECKLIST

| 45



xlvi |

Index

Index

A

Adjust Carryover Hours 20
Adjust to Carryover At 18
Annual 941 Report 12
Annual Payroll Reports 14

B

Backup Current Year 30
Backup Databases 30
Box 12 Codes List 25

C

Carryover Limit Adjustments 18

Carryover Limits 18

Checkout 29

Close Year-end 40

Combine Multiple W-2s 34

Converted 1099 Recipients 32

Converted W-2 Information 32

Convert W-2 and 1099 informa-
tion from Payroll 31

Convert Year-end Tax Informa-
tion 31

E
Employee Checkout 7

Employee Information 9
Employee Wage/Job

Information 27

F

Federal Employee ID Number
21

Federal tax rates 41

Federal Tax Rates 41

Federal Withholding tax rates 42 R

G
General Ledger Updates 3

I

IRS Tax Forms Reference Sheets
37

J

Journal Inquiry 3

Journals 3

L

Leave Report 16

Leave Time Balances 16
Load New Tax Rates 41

M

Medicare Rates/Limits 6
Merge W-2s 34

O
Other Limits 6

P

Pay Codes 23

Pay Codes Rates/Limits 5

Pay Code Transaction Report 14
Payroll History 8

Payroll Year-end Checklist 1
Prelist Worksheet 44

Q

Quarterly Reports 11

Report W-2 Information 38

S

Sample W-2s 35

Social Security rates 41

Social Security Rates/Limits 5

Software Version Number 1

Special Pay Code Flags 24

State Tax ID Number 21

State Tax Rates 42

State Withholding Exemption
rate 43

T
Timekeeping application 45
v

Version Number 1

W

W-2 Box 12 codes 24
W-2 Other Desc fields 26

Y

Year-to-date and Range and
Totals 10






