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Year-End 2005 for ASP Dealers!

This year, we have added a tip to set (LM1) Period End
Procedures Parameters, added a preparatory step to
temporarily turn off your Web storefront, added a day-
end step to invoice all prepaid orders, and streamlined
procedures to reduce references to various sections. To
speed up history searches, renaming journals is now a
mandatory procedure due to the amount of data most
dealers archive.

You will still find timely answers here on: printing W-2 and
1099 tax forms, opening a new General Ledger, posting to
period 13, printing cost of goods sold (COGS), updating
President’s Screens, posting retained earnings, and more.

Each step shows both the text-based keystrokes and the al-
ternative Ensite Pro™ graphical path help you navigate:

Text-based
Keystrokes Ensite Pro Graphical Path

Ll (TR-B) or Reports Menu icon > Standard O/E Reports

Where to Begin?

¢ Pick a route from the Year-End Roadmap, and make
sure you read and understand all required steps.

¢ Read Year-End Tips on page 3 and plan accordingly.

* Set a date on the Year-End Backup and Day-End
Schedule on page 4 and call Support if necessary.

¢ Go to www.ddms.com for last-minute updates.
Most people wait until they’re ready to close the year’s
books before reading this issue. Unfortunately, that
means everyone has questions at the same time, and
waits longer for Support.

You can avoid the traffic jam altogether by contacting
Support now at support@eci2.com with your questions.

These instructions are not meant to be exhaustive field-
by-field documentation. For additional instructions after
you’ve navigated to a screen, please refer to online help.
In Ensite Pro™, select Contents from the Help menu.
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ASP Year-End Roadmap: Select the set of procedures that apply to your business.

Due to the uniqueness of every business, many
year-end steps require your judgment and deci-
sion-making. Since year-end cannot be auto-
mated, You must perform the procedures your-
self.

Which Roadmap Applies to Me?

Depending on when you close your books for
the year, some procedures will not apply to
you.

You only need to follow the procedures that
apply to your situation. The best-recom-
mended sequence of steps for each situation is
listed for each Year-End road map on this

page.

What month do you end your fiscal year, and

close the year’s books?

¢ December: follow the Fiscal Year-End in De-
cember road map.

¢ Any other month: follow the December
Month-End & Payroll road map in Decem-
ber, then follow the Fiscal Year-End road
map at fiscal year-end.

Fiscal Year End in December Road Map

If the end of your company’s financial year is
in December, certain month-end procedures
are needed before closing the year’s books.
You must also close payroll and print W-2s
and 1099s in December:

1. Ask Support to back up your files and to
perform day-end procedures: page 4

Auto-billing procedure (optional): page 5
General month-end procedures: page 6
Year-end procedures: page 10

Close payroll: page 13

Print W-2s: page 14
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7. Print 1099s: page 14
8. Close General Ledger: page 15

What if My Fiscal Year Doesn’t End in December?

If your fiscal year-end does not coincide with
the calendar year-end, NOTIFY SUPPORT
NOW so we can run your normal month-end
procedures.

(We do not run normal month-end procedures
for customers who are closing their books, be-
cause year-end procedures duplicate the re-
lated month-end functions.)

Even if you do not close your fiscal year at the
end of December, you must still close payroll,
as noted below.

December Month-End & Payroll Road Map

Even if the end of your company’s financial
year is NOT in December, you will still close
the month’s business. You must also close pay-
roll and print W2s and 1099s in December:

1. Ask Support to back up your files and to
perform day-end procedures: page 4

Auto-billing procedure (optional): page 5
General month-end procedures: page 6
Close payroll: page 13

Print W-2s: page 14

Print 1099s: page 14
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Fiscal Year-End Road Map

If the end of your company’s financial year is
in any month from January through Novem-
ber, only certain month-end procedures are
needed before closing the year’s books:
1. Ask Support to back up your files and to
perform day-end procedures: page 4

2. Auto-billing procedure (optional): page 5

December 2005 ASk Editfieral month-e@Hpamaestarhifdup@Rs, fnc.

4. Year-end procedures: page 10
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ASP Year-End TIPS Plan ahead for a smoother year-end.

1. When scheduling your year-end, remember
the times ASP service is available. The times
shown are local, since your ASP server is set
to your time zone. Most ASP users may
perform year-end procedures during the
following times:

*  Weekends: Saturday 3:45 am — Monday
2:45 am

¢ Weekday mornings: 3:45 am — 6:30 am
¢ Weekday evenings: 5:30 pm — 8 pm

¢ For more information, go to www.ddms
.com/support/asp/servertimes.htm.

See ASP Year-End Backup Scheduling on page 4

2. Month-end (MK) procedures are executed
from 8 to 12 pm on the last day of the
month. Month-end procedures are not run
for the last month of your fiscal year; you
do the year-end steps, including General
Month-End, instead.

3. Back up your files! Remember that we back
up your system at 9 pm. If you start your
year-end first thing in the morning, you al-
ready have a backup from the night before.
If you start your year-end later in the day,
however, call Support for a backup at least
24 hours before you begin.

4. Set your (LM1) Period End Procedures Param-
eters screen so that the Month # for Year End
Action field for each database indicates the
month number (J1-12) you wish to do year-
end. This will make the (MK) screen default to Y
for year-end procedure when the system month
matches the month you set in the (LM1) screen.
If you must print 1099s for contractors in De-
cember, set the Vendor month # to 12.

5. During general month-end procedures (see
page 5) you rename your sales journals to
1205-S in the (MI) Sales Journal Month-End
Procedure. DDMS uses the (LGA) Sales Jour-
nal Parameters screen when retrieving order
history. When renaming journals, specify Y at
the prompt, Update (LGA) Journal Names
When Copying or Renaming. This will en-

sure that order history searches will include
the renamed journals.

. If you are not closing G/L the same day you

perform other year-end procedures, change
your (L]) release password. This prevents
your day-end procs from releasing batches
for the new year into files that are not yet
closed. After closing G/L, change the pass-
word back. See pages 11and 15.

. The U.S. Internal Revenue Service has pub-

lished Circular E, with new payroll tax
withholding amounts applicable for wages
paid in 2006. After posting your last payroll
for the current year, you must update your
(L4) Federal Payroll Tables screen to reflect
these tax changes. Make certain your (L4)
parameter screen matches what is shown in
FAQ file # 2: “Setting (L4) Federal Payroll
Tables for 2006” on www.ddms.com.

You are responsible for determining how the
tax laws affect your payroll, and research your
own state taxes. The cost of keeping up with
the tax rates for every state is prohibitive for
ECI2. Please consult your accountant and the
IRS Web site at www.irs.gov.

. The GLD-MASTER drill-down file must be

renamed at year-end using the same con-
vention as all other G/L journals, whether
you use graphical or text G/L. See page 20.

. In the (PDA) President’s A/R screen, the

(PDB) President’s A/P screen and the (PDD)
President Bank Totals screen, the informa-
tion for 2004 will continue to appear until a
transaction is completed for the new year.
The (PDC) President’s Sales Totals screen
shows YTD information until an (MA)
Daily Backup Procedure is executed.

In addition to changing current period and
fiscal year, the (MK) Year-End function resets
the President’s Screen for year-end. At the Set
President Screen Previous and Ending Bal-
ances for 2005 prompt, you must type Y.
(The default is N.) Since this does the same
thing as the (PD-1T) screen, there is no need
to do year-end functions in (PD-1T).

© eCommerce Industries, Inc. December 2005 ASP Edition Page 3
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ASP Year-End Backup and Day-End Schedule: cai o schedule If Neecec

Do | Need to Schedule a Backup and Day-End? How Do | Schedule My Year-End Procedures?

As you may know, we automatically backup If (according to the calendar below) you must
your data at 9:00 PM your local time, and per-  schedule your backup/day-end, please note:

form day-end at 10:00 PM. e Call ECI? Technical Support at 800-366-

You may need to call us to schedule your 4778. Give us 24-72 hours advance notice
backup and day-end procedure. It depends on before you plan to begin your year-end
when you do year-end and whether you do procedures. Calling during the holiday

weekend may be billable unless you sub-

busi )
usiness on a day when ECI? is closed for the scribe to 24/7 services.

holidays. As shown on the calendar below,

ECI? closes for the holidays Dec. 23-26 and * Make sure everyone is off the system BE-
Dec. 31-Jan. 2. FORE the requested backup is due to start.

In the calendar below, find the date when you e The backup and day-end take 30-60 minutes.
plan to do year-end and follow the directions

for that day of the week: * You may begin year-end procedures once
your receive the day-end log report.

Dec 2005 - Jan 2006 ASP Backup & DayEnd Calendar

in Mn Tues Wed Thus i St

' 18 19 20 21 22 23 24
ECI2is closed ECI2Zisclosed | ECI2is closed
25 26 27 28 29 30 31
ECI2is closed | ECI21is closed ECI2is closed

1 2 7
ECIZis closed | ECIZis closed ECI2is closed

Weekday: If you want to run year-end BEFORE be- Weekend/Holiday: (ECI* closed)
ginning the day’s business, you do not need to call If you do NOT do business over the
Support. Your backup and day-end will run auto- weekend, you do not need to call sup-
matically the night before, so you may run year-end port. You can run year-end any time af-
at any time before the start of business. ter the weekday’s automatic day-end.

If you want to run year-end AFTER doing business, If you DO business over the weekend,
call Support at least 24 hours in advance of when call by noon Thursday to schedule your
you need to backup and day-end. backup and day-end procedures.

Page 4 December 2005 ASP Edition © eCommerce Industries, Inc.
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Suspending/Reactivating Your Web Storefront

You can set up your Dealer Station® or is.D-Force® site to be offline for maintenance during the
time you plan to perform your period-end procedures, and to turn back on automatically. This will
avoid losing potential orders during your procedures.

[0 Switchyoursite to Offline for Maintenance: Log into your site’s Administrative Control Panel. To
avoid rushing users, click Automatic to schedule maintenance on a 24-hour clock (for example, 16:30
means 4:30 pm). Your server is in the Eastern time zone. Allow plenty of time for your procedures
between the times you specify to Automatically Turn Your Site Off and Automatically Turn Site Back
On. Click Update Site Status.

L After your site has automatically turned off, allow 15 minutes or check the number of users logged in
before beginning period-end procedures.

For more detailed instructions (plus information about customizing your Site Text while offline),
see the Dealer Station Admin Manual or Setting Up is.D-Force Admin Pages at www.ddms.com/
support/doc/dealerstationdoc.htm#admin.

Auto-Billing Procedures (Optional)

Do not perform the steps in this section until Day-End Procedures are complete.

To include auto-bill charges in the current month’s statements, you must perform the following
steps in the order listed. If you do not want to include auto-bill charges in the current month’s
statements, you can perform these steps later. If you are not using auto-billing, go to the heading
Month-End Only Procedures.

[J (G-A) or Order Entry icon: Using the Auto Bill action code, create auto-bill invoices if
you have not already done so. When you do, all processing occurs in the background.
Nothing appears on screen. Also, be sure you do not do this more than once a month.

[J (TR-A) or Reports Menu icon > Standard O/E Reports icon > [A]: Print auto-bill
invoices. If the terminal is not set up to auto-verify tickets, be sure to specify an invoice
format in the Format field and B in the Status field.

L1 (OR-A) or Reports Menu icon > Standard A/R Reports icon > [A]: If you are including
auto-bill charges in the current month’s statements, verify that invoice printing is
complete, then release A/R batches (auto-bill charges) by printing an A/R Batch Report.
If you specify Y in the Auto Post field in the (L2) G/L Master Numbers screen, the G/L
summation from your auto-bill charges posts to the G/L batch.

© eCommerce Industries, Inc. December 2005 ASP Edition Page 5
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General Month-End Procedures

Do not perform the steps in this section until Day-End Procedures and (optional) Auto-billing Proce-
dures are complete.

Normally, we perform your month-end (MK) procedure on the last day of the month. However,
at year-end we don’t because your year-end procedures replace month-end. Complete the gen-
eral month-end procedures described below as part of your year-end procedures.

Unless otherwise noted, the following steps must be performed at the close of the month in the
order listed. Do not begin the next month’s business until you have performed these steps.

[J (EZ+P-M) or Serialized icon > (+P)[MI: If you use Serialized/Machine dealer
applications, perform the month-end procedures for serialized inventory. Use the fields
in the (EZ+P) Period End Procedures screen to specify which procedures to perform.
You can transfer deferred income, update Salesperson History and clear the call fields.

[J (MI-R) or Keyop Menu icon > Operational Procedures icon > (I)[R]: Rename the sales
journal (JOUR-S) and the nine related files. Use the MMYY-S format. For example, at the
end of December, you would rename the journal to 1205-S. To ensure that order history
searches will include the renamed journals, specify Y at the Update (LGA) Journal
Names When Copying or Renaming prompt. (Renaming is a dedicated function. ALL
CLIENTS MUST BE AT THE MAIN MENU. See FAQS on Renaming and Merging Sales
Journals on page 8.) The next time the (MA) Daily Backup Procedure is executed, new
journal files are created for your next month’s business. For more information, see your
on-line help.

Note: If you prefer, use the [C] Copy action code in this screen to rename your journal files
while copying them to another disk unit. You must delete JOUR-S when the copy is
complete.

[J (OR-B) or Reports Menu icon > Standard A/R Reports icon > [B]: Run an aged A/R
Trial Balance, spacing through the location field so it applies to all locations. It is not
necessary to print this report. This function will ensure the finance charges in the next
step are calculated correctly. It will also update the current 30, 60, and 90 fields in
Customer History and the (PDA) President’s A/R screen.

[J (U/UR-D) or Reports Menu icon > Custom or Standard Sales Reports icon > [D]: Print
a Monthly Sales Tax Report from the renamed sales journal. You can do this later.

Note: If you calculate tax on paid invoices only, you must use the (U) Custom Sales Reports
screen. You must print this report now if you are calculating sales tax only on paid in-
voices. Do not forget to do a final run.

If you have combined tax districts, be sure to type ? (question mark) in the second Sort
field when you print the report from the (U) Standard Sales Reports screen.

[J (QR-B) or Reports Menu icon > Standard A/P Reports icon > [B]: If you are live on A/
P, print and save a complete A/P Trial Balance, which gives details of all A/P activity.

L] (QR-O) or Reports Menu icon > Standard A/P Reports icon > [C]: Purge and journalize
completed A/P invoices, by specifying Y in the Purge Completed Invoices field. To save
purged invoices in the file JOUR-AP, specify Y at the Journalize Purged AP Invoices prompt.

Page 6 December 2005 ASP Edition © eCommerce Industries, Inc.
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[J (O) or Reports Menu icon > Custom A/R Reports icon: Create finance charges by

selecting the A/R Finance Charge Format. A location must be specified.This step is
optional. This calculates and posts finance charges to the customers” accounts.

Note:

If you postpone creating finance charges until later, be sure to enter the correct aging
date in the Age By fields in the (O) Custom A/R Reports screen. This date should be the
last day of the month for which you are running statements.

(OR-A) or Reports Menu icon > Standard A/R Reports icon > [A]: Run an A/R Batch
Report and release batches to G/L. You can tab through the batch field or limit the report to
batch 9XX9, where XX represents the location (For example, if your G/L location is 4, limit to
batch 9049). The report shows all finance charges created in the previous step, and prevents
them from being mixed up with the next period’s A/R batches. File the finance charges with
your period-end reports.

Note:

Purging A/R (below) is a dedicated function. You can purge A/R before or after printing
statements. If you print statements first, verify statements are complete before purging.
If you purge first, be sure to verify the purge is complete before you print statements.

(OR-D) or Reports Menu icon > Standard A/R Reports icon > [D]: Purge A/R. Purging
removes all invoices with zero balances and refigures your average-days-to-pay based on
the completed invoices. This gives you an average-days-to-pay figure as of the last ac-
counting period. Purged invoices are either deleted or archived to the A/R journal,
depending on how your (LA2) A/R Parameters screen is set.

(O) or Reports Menu icon > Custom A/R Reports icon: Print statements by selecting
the format for the type of statements that you use. You can do this later, but be sure to
enter the correct aging and cutoff dates in the Age By and Cutoff By fields.

(W-E) or Reports Menu icon > G/L Reports icon > [E]: Build the Cost of Goods Sold
(COGS) report. This step is optional. For more information, see Can I Print COGS After
Year-End? on page 17.

Windows Desktop > eNsite Pro Utilities icon > Build Item Usage: In the Location box,
enter the location to use. At the ASP ID box, press Enter. This step is optional. The P-
USAGE file is created with information from P-MASTER, JOUR-S, and the journals
listed in your (LGA) Sales Journal Parameters screen. Using the O/E History Item Usage
tab, you can see the items and quantities your customers are buying. The information
updates when you execute the Build Item Usage function. You should do this at least
monthly.

This completes the general month-end procedures. You may begin the next month’s business
unless you are continuing with other period-end procedures, including Renaming A/P, A/R,
and P/O Journals (optional) or completing Year-End and Payroll Procedures.

Note:

If the month-end is also your fiscal year-end, go to Year-End Procedures after finishing
the General Month-End Procedures.

On December 31, you must perform the year-end procedures for payroll. If you run
1099s, you must also perform the year-end procedure for vendors at the end of the cal-
endar year. Otherwise, you can wait until the end of your fiscal year to close vendors.

© eCommerce Industries, Inc. December 2005 ASP Edition Page 7
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FAQs on Renaming and Merging Sales Journals

How Does ASP Maintain My Monthly Sales Journals?

At the end of each month (normally January
through November), we save the month’s sales
in a journal file during automated month-end
procedures.

When you perform year-end procedures (usu-
ally in December), one of your tasks is to create
the last sales journal as part of the General
Month-End Procedures on page 6.

If you inform us that your fiscal year ends in
another month, we will adjust your month-end
schedule accordingly.

After year-end, in addition to keeping a sepa-
rate journal for each month, we merge each
month’s sales journal into a single year-to-date
journal. You do not have to take any action to
create the YTD file.

Where are Sales Journals Stored?

All sales journals for the current year are stored
on the unit L1.

After year-end, the monthly journals for 2005
(0105-S through 1205-S) will be moved to unit
HI. Unit HI will also house a single file called
Y5-SALES, which contains all of your 2005
saleshistory.

Your current year’s monthly and yearly jour-
nals will always be kept on unit L1, and all of
the older journals will be on unit HI.

When Do | Rename my Sales Journals?

Renaming your sales journals is part of your
General Month-End Procedures on page 6.
Before renaming your sales journals, the fol-
lowing procedures should be complete:
backup, day-end, and (optional) auto-billing
procedures.

Renaming Sales Journals is a dedicated func-

Page 8
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tion. ALL CLIENTS MUST BE AT THE MAIN
MENUL. If you see “File Operation Failed” dur-
ing this procedure, re-check all terminals.

What's the DDMS ASP Sales Journal Naming Convention?

We have selected a sales journal naming con-
vention for ASP customers to comply with
DDMS system constraints. Each sales journal
must begin with two unique characters, be-
cause the system renames several associated
tiles, as part of the renaming procedure.

We use the following pattern to rename
monthly sales journals: MMYY-S, where:

e “MM” represents the month, such as “01”
* “YY” represents the year, such as “04”

e “-5” identifies the file as a sales journal.

At the end of January 2005, for example, we
created a journal called 0105-S. At the end of
February, we made 0205-S, and so forth.

When you rename JOUR-S in December, you
should specify 1204-S as the new journal name.

How Do | Use Monthly and YTD Sales Journals?
Individual monthly sales journals are used for
day-to-day operations including order entry
history retrieval. For example, in February
2005, the system referred to 0105-S in unit L1
for January 2005 order history.

The year-to-date file (Y5-SALES on HI) can
make year-end reporting easier. However, us-
ing it for day-to-day order entry history re-
trieval can cause noticeable slowdowns.

With this system, you'll always have the ability
to run sales reports from monthly journals for
this year and last year. Sales journals for previ-
ous years will be merged into yearly journals,
so they’re still accessible.

© eCommerce Industries, Inc.
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FAQs on Renaming A/P, A/R, and P/0 Journals

Should | Rename A/P, A/R, or P/0 Journals?

Renaming JOUR-AP, JNL-AR, JNL-AR-SPC, and
JOUR-PO in (Z-F7) is now a mandatory year-end
step on page 11. It's done after the year’s final A/
P, A/R, and P/O purges during General Month-
End Procedures on pages 6-7.

To rename your A/P, A/R, and P/O journals:

1. (LQ) or Keyop Menu icon > Parameters
icon > [O ]Global Master Parameters:
Note the A/R, A/P, and P/O volume serial la-
bels.

2. (Z)[F7] or Keyop Menu icon > System
Utilities > [F] Disk Utilities > [7] Rename
a File:

3. At Enter Filename, type the original file name.

4. If the cursor does not automatically move to
the Enter Unit # field, press TAB.

5. At Enter Unit#, type the unit number that
corresponds to the volume serial for the
journal you are renaming.

6. If the cursor does not automatically move to
the Enter New Name field, press ENTER.

7. At Enter New Name, type the new name:
For JOUR-AP, we suggest 2005-AP.

For JNL-AR, we suggest JNL-05-AR; and for
JNL-AR-SPC, we suggest JNL-05-SPC.

For JOUR-PO, we suggest 2005-PO.

8. If the new name has fewer than ten charac-
ters, press ENTER.

9. Repeat Steps 3-8 for the remaining A/P, A/R,
and P/O journal files.

10. At the File Successfully Renamed
prompt, press ESC twice to return to the
Master Menu.

© eCommerce Industries, Inc.
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How Do | Access Renamed A/P, A/R, or P/0 Journals?

To access the data from renamed journals
while inquiring on A/P History, A/R History,
and P/O History, you must list each renamed
journal in its corresponding parameter screen:

1. Change the appropriate parameter screen:

(LC1) or Keyop Menu icon > Parameters
icon > [C] Vendor & A/P > [1] Journals
[C]

(LA4) or Keyop Menu icon > Parameters
icon > [A] Customer & A/R > [4] Jour [C]

(LF2) or Keyop Menu icon > Parameters
icon > [F] Purchase Orders > [2] Jour [C]

2. AtJournal Name, type the new journal
name. If you do not fill the field, press TAB.

3. At Volume Serial, enter the volume serial la-
bel that indicates where the journal resides.

4. To save your changes, press Enter until the
cursor returns to the action code field. (If you
press Esc, the system does not save your
changes.)

When you add new journals to these param-
eter screens, the journal in the 1) field of the
Journal Name column moves to the 2) field,
and so on. If you add a thirteenth journal, the
bottom journal name in the 12) field will be re-
moved from the list.

Note If You Use Electronic Invoicing:

Depending on your (CP) Vendor Electronic In-
voice parameters, the system may refer to the
list of P/O journals in the (LF2) screen when it
receives invoices via EDI from vendors. The
(LF2) list applies only if you set the Match On
P/O Nbr field in the (CP) Vendor Electronic
Invoice Parameters screen to Y or N. If you set
the Match On P/O Nbr field to O, the system
will post invoices without matching them to
the corresponding purchase order.

Page 9
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Year-End Procedures

These steps are essential to preserve your data and establish your company’s financial status.Do
not perform the steps in this section until the General Month-End Procedures are complete.

Note: If you have contract laborers, you must print 1099s in December, before executing vendor
year-end on page 11. See FAQs on Preparing to Print 1099s and W-2s on page 12.

Unless otherwise noted, the following steps must be performed at the close of the year in the or-
der listed. Do not begin the next fiscal year’s business until you perform these steps.

L] We back up your system at 9:00 PM your local time. If you start your year-end first thing in
the morning, you already have a backup from the night before. If you plan to start your year-
end later in the day, however, call Support for a backup at least 24 hours before you plan to
begin. For instructions, see ASP Year-End Backup Schedule on page 4.

[J (R) or Reports Menu icon > Custom Inventory Reports icon: Print an Item Catalog Master
Listing sorted by hits. You can limit the sort to items with a range of hits between 1 and 9999.
You may also want to limit the report to the first 2,000-5,000 records, depending on the size
of your business. This step is optional. However, this is your last chance to print this report
using the current year’s history. For complete printing instructions, see “Printing the
Inventory Hits Report” (www.ddms.com/support/fag/period-end.htm).

[J (N) or Reports Menu icon > Custom Customer Reports icon: Print a Customer Master
Listing w/History sorted by sales or hits. This step is optional. However, if you are going to
clear the Hits in Customer History Total Sales (optional), this is your last chance to print
this report using this year’s history.

[J (UR-F) or Reports Menu icon > Standard Sales Reports icon > [Fl: This step is optional.
But to include year-to-date figures for the current year in your Full Sales Analysis, you
must print the report at this point. If you print the report after performing the year-end
function for Salesperson History, the YTD column on the report will be incorrect.

L] (EZ+P-Y) or Serialized icon > (+P) > [Y]: If you are a Serialized/Machine dealer, perform
the year-end procedure only if you are using depreciation for Serialized Inventory. This
clears the Year-To-Date field in the (EZH) Serial Depreciation screen.

Check your (LM1) Period End Procedures Parameters screen. See Tip 4 on page 3.

(Z-C2) or Keyop Menu icon > System Utilities icon > [C2]: Copy the V-AUX file to the V-
AUX2005 file before you execute the Vendor Period End in case you need to reprint 1099s.

1O

L] (V-D) or Personnel icon > Personnel Reports icon > [DI: If you have contract laborers,
print 1099 forms using the (V) Personnel/Payroll Reports screen. For preparatory tips,
see FAQs on Preparing to Print 1099s and W-2s on page 5. For detailed instructions,
see Printing 1099 Contract Labor Tax Forms on page 17.

[ (MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Change Current
Period (L2). Type Y. Tab to the Period field and type 1 as the business period. At the Set
President Screen for Previous and Ending Balances for 2005prompt, type Y. (The default is
N.) The system will change your Y to an M. This is not an error. Both M and Y will change
your current business period for A/R, Order Entry and the President’s screen. This step also
moves all data in the President’s screen to the previous balance fields.
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[0 (MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Reset Finance

Charges. If this is the end of your calendar year, use this field to reset customer finance
charges. This function lets you reset finance charges for all customers to zero. All the
finance charges applied to the current year move to the previous year. Unless the current
system month is 12 (December), this field is blank.

(MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Execute Cus-
tomer Period End performs the year-end function for Customer History, Service Quality
and Total Sales. This moves all of the figures in the YID column in the Service Quality
column to the Last Year column. This step also performs the month-end functions in
Service Quality and moves all of the quantities and amounts from the YITD column to
the corresponding fields in the Last Year column.

This step also clears the sales and cost totals and hits for the next month from the Year
column of Total Sales. It makes room for the new month’s business. The total sales and hits
move to the Last Year column and the total cost is used to calculate the gross profit percent-
age displayed in this column. Subsequently, the YTD Hits fields reset to 1 in Customer
History. This allows the average days to pay to calculate properly.

Note:

Do not perform the next step until you have printed and released A/P checks. If you are
using 1099s only, do this step at the end of the calendar year, after you have run your
1099s. If you are not using 1099s, you may perform this step at year-end.

(MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Execute
Vendor Period End performs the year-end function for Vendors and moves the amount
displayed in YTD Total in the Vendor database to Last Year Total. If you're not printing
1099s today, space through the [Y] action code to skip this for now. If you do not have
any contractors, you can do the Vendor Year-End function at the end of your fiscal year.

(MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Execute Item
Period End performs the year-end function for Inventory. This performs the month-end
function and moves current sales figures to the LYTD column and clears the YTD Hits.

Note:

The Month To Update Hits & Sales field defaults to the new business period, but you
should enter the calendar month for the month you're closing.

(MK-Y) or Keyop Menu icon > Operational Procedures icon > (K)[Y]: Execute
Salesperson Period End performs the year-end function for Salesperson History. It also
moves the sales figures displayed in the Year To Date column to the Last Year column.

(OR) or Reports Menu icon > Standard A/R Reports icon: Run an age-only trial balance.

(Z-F7) or Keyop Menu icon > System Utilities > [F7]: Rename JNL-AR to JNL-J5-AR, and
JNL-AR-SPC to JNL-@5-SPC. Rename JOUR-AP to 2005-AP, and JOUR-PO to 2005-PO.
This step is optional. See FAQs on Renaming A/P, A/R, and P/O Journals on page 9.

Save hard copies of all year-end reports.

Note:

If you are not closing G/L today, see the notes for your situation under Closing General Ledger
on page 15 regarding release of batches for the new year into files that are not yet closed.

This completes the year-end procedures, except for Payroll, G/L, and A/P (if it has not already been
completed). You can obtain a Monthly Invoice Register, Recap Sales Analysis, Sales Tax Report, and
Commissions and Restock Reports at almost any time, without disturbing daily operations.
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FAQs on Prepanng to Print 1099s and W-2s in December

What Do | Need To Plan?

If you have contractors, you must print 1099s in
December before you execute Vendor Period End.

If you have employees in the United States, you
must print W-2s in December as you close Payroll.

If you print 1099s and/or W-2s, prepare in advance:

® For 1099s, check (LM1) parameters. Vendor
Month # must be 12 (see Tip lon page 4).

¢ Decide whether to print dot matrix or laser.
¢ Order appropriate form stock.

e Fill the Vendor ID for each contractor. In the
Vendor Master Record, each contract laborer’s
Vendor ID must be entered in the Acct # field.
Otherwise, this ID does not appear on the 1099.
¢ Check (LH-N) parameters (see FAQs this page).

Should | Print Dot Matrix?

We recommend using a continuous, pin-fed,
dot matrix printer due to the simplicity of the
carbonless printing process.

Because the pressure of the dot matrix printer head
makes duplicates on carbonless stock, you only
need to print the W-2 and 1099 forms ONCE.

Commonly used carbonless form stock includes:

¢ Five-part 1099-Misc. form (such as TOP-22995)
¢ Four-part W-2 form (such as TOP-2204)
¢ Six-part W-2 form (such as TOP-2206C)

Should | Print Laser?

If you wish to print your 1099s and W-2s to a
laser printer, you must adjust your (LH-N) pa-
rameters, and you may have to order different
forms than you have in the past, and you may
have different procedures.

Laser printer heads do not generate any pres-
sure. As a result, laser printers do not allow
carbonless printing. The preprinted forms
available to use with laser printers requires an
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adjustment to your procedures because you
must run the report MULTIPLE TIMES, then
COLLATE the copies for each employee.

Commonly used laser form stock includes:

¢ Five-part 1099-Misc. form (such as TOP-22993).
¢ Four-part W-2 form (such as TOP-22990)

* Six-part W-2 form (such as TOP-22991)

e Eight-part W-2 form (such as TOP-22992)

How do | Set Up 1099 and W-2 Laser Printing Parameters?
Before your system can print the W-2 and/or
1099 forms to a laser printer, follow these steps:

1. (LH-N) or Keyop Menu icon > Parameters
icon > [H] Payroll/Salesperson: At the “Do You
Wish Salesperson Program?” prompt, type N.

2. Select the [C] Change action code.

3. At G/L Location, enter a new location or
press TAB to accept the default location.

4. Tab to the Laser Format W/2’s field.

5. If you wish to print W-2 forms on a laser
printer, type 2

6. If necessary, tab to the Laser Format 1099 field.

7. If you wish to print 1099 forms on a laser
printer, type 2

8. Press ENTER to save your changes.

9. Press ESC twice to return to the Master Menu.

How Do | Print Names Correctly on W-2 Forms?

Before printing W-2s, check the employee
names in the (H-N) Personnel Master screen (in
Ensite Pro, double-click the Personnel Menu
icon, and double-click the Personnel icon). The
(H) Personnel Master screen appears.

If you entered the last name first, followed by a
comma (such as DOE, JOHN), you must en-
able the Swap Name parameter. To do so:

1. (LH-N) or Keyop Menu icon > Parameters
icon > [H] Payroll/Salesperson: At the “Do You
Wish Salesperson Program?” prompt, type N.

2. The Swap Name parameter in the middle of
the screen must be set to Y.
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Printing 1099 Contract Labor Tax Forms

See FAQs on Printing W-2s and 1099s on page 12. After you have acquired your desired form stock and
set parameters if needed, perform these steps before executing Vendor Period End in December:

Note: Contract laborers must supply a vendor identification number. When creating a record
for a contract laborer in the Vendor Master, their identification number must be entered
in the Acct # field. Otherwise, this number does not appear on the 1099 form.

Note: For laser printing, set your printer to 60 lines per page. For dot matrix printing, set your
printer to 10 characters per inch. For instructions, consult your printer’s documentation.

(V-D) or Personnel icon > Personnel Reports icon > [D].

In the Type field, type 4.

In the Code From and To fields, enter the vendor code range for 1099s.

In the Alignment Form field, type Y so that you can verify that the 1099 forms are correctly
aligned in your printer.

Press Enter to skip the Dept, Group, Name, and # fields, which do not apply to contract laborers.
In the Printer field, enter your printer’s logical name, or press Tab to accept the default.

In the Copies field, press Tab to print one. At the Are You Sure prompt, type Y.

Ll NS
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Note: When the sample form prints, be sure the printing is aligned in the boxes. If not, adjust the
forms in the printer and repeat steps 1-7. Do not continue until the alignment is correct.

8. When the forms are aligned, repeat steps 1-7. However, in the Alignment Form field, type N.

9. The 1099 forms print.

10.Repeat the tI};)rinting procedure for each copy that is required in your city and state. For example, if you
are using the five-part 1099 form, then you will repeat the printing procedures four more times.

11.Collate the forms for each contract employee, separating each page at the perforations.

12.Reset your printer to the default characters per inch or 66 lines per page according to your
printer’s documentation.

13.Resume the remaining Period-End steps in the (MK) Operational Procedures Screen.

This is agheckllt of the steps necessarygo close Payroll. It must be done in December, even if
your fiscal year ends in a different month. (Payroll year-end procedures do not affect G/L.) Per-
form these steps after you complete the last payroll of 2005 and before the first payroll of 2006:
L] (V-BP) or Personnel icon > Personnel Reports icon > [BP]: Release the last of 2005
payroll data to G/L (if you have not already done so).

[J (V-BC) or Personnel icon > Personnel Reports icon > [BC]: Print a Check Register. This step
is optional.

L] (V-BQ) or Personnel icon > Personnel Reports icon > [BQI: Print a Quarterly Payroll
Register. Type Y in the Release Checks field in the (V) Personnel/Payroll Reports screen
to release voided payroll checks.

Note: If you've already released voided payroll checks, the (V-BQ) step is optional. However, if
you have voided payroll checks that have not been released, you must perform this step.
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(V-D) or Personnel icon > Personnel Reports icon > [D]: Print a State Quarterly Report, if
needed. To print this report, type Y in the State Quarterly field in the (V) Personnel/Payroll Re-
ports screen. For the State Quarterly Report to be accurate, you must print it now.

(V-D) or Personnel icon > Personnel Reports icon > [D]: Print W-2 forms using the (V)
Personnel/Payroll Reports screen. For preparatory tips, see FAQs on Preparing to Print
1099s and W-2s on page 5. After you have acquired your desired form stock and set
parameters if needed, perform these steps:

Note:

For laser printing, set your printer to 60 lines per page. For dot matrix printing, set your printer to
10 characters per inch. For instructions, consult your printer’s documentation.

0l

(V) or Personnel icon > Personnel Reports icon.

Select the [D] Print State & Fed Reports action code.

In the Type field, type 3.

In the Alignment Form field, type Y so that you can verify that the W-2 forms are cor-
rectly aligned in your printer.

In the Dept, Group, Name, and # fields, you can specify a ranges to limit to (optional).
Press Tab between these fields or press Enter to skip setting limits.

6. In the Printer field, enter your printer’s logical name, or press Tab to accept the default.

7. In the Copies field, press Tab to print one. At the Are You Sure prompt, type Y.

RSN
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Note: When the sample form prints, be sure the printing is correctly aligned in the
boxes. If not, adjust the forms in the printer and repeat steps 1-7.

8. When the forms are aligned, repeat steps 1-7. However, in the Alignment Form field, type N.

9. The W-2 forms for all your employees print.

10. If you are printing on a laser printer, repeat this procedure for each copy that is required
in your city and state. For example, if you are in Texas or another state that requires the
four-part W-2 form, then you will repeat the printing procedures three more times.

11.Collate the forms for each employee, separating each page at the perforations.

12. Reset your printer to the default characters per inch or 66 lines per page according to your
printer’s documentation.

(V-E) or Personnel icon > Personnel Reports icon > [E]: You can print historical re-
ports. To print the Deductions Register, type 1 in the Type field. To print the 401k
Deductions, type 2 in the Type field. To print the Cafe Deductions, specify 3 in the Type
field. To print the Wage Summary, type 4 in the Type field. To print the SRA deduc-
tions, type 5 in the Type field. At the P=Period Y=Year prompt, type Y.

(Z-F7) or Keyop Menu icon > System Ultilities icon > [F7]: Rename the PP-YEAR file to PPO5.

(Z-C2) or Keyop Menu icon > System Utilities icon > [C2]: Copy PP-HIST to the PP-
HISTO?5 file in case you need to reprint W2s.

(HN-Y) or Personnel Menu icon > Personnel icon > [Y]: Perform the year-end function
in the (HN) Personnel Master screen at the close of the calendar year.

(L4) or Keyop Menu icon > Parameters icon > [4]: Update the Federal Tax Tables fields (we will
provide new withholding amounts for 2006 after the IRS releases the Circular E). If necessary,
update the (L5) State Payroll Tables screen as well. You can postpone this step. Updating your
tax tables may be done any time before you begin your first payroll of the new year.

This completes the year-end procedures for Payroll.
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Closing General Ledger

To close G/L for your current fiscal year, perform the steps below. Review the procedure as early as
possible, so you can call DDMS ahead of time if you have questions. Post Cost of Goods for periods

1

- 11 before renaming files. See FAQ: Can I Print COGS After Year-End? on page 17.

If you are NOT closing G/L as part of your year-end procedures, note the following:

To prevent your day-end procs from releasing batches for the new year into files that are not
yet closed, change your release password by following these steps: Go to the (L]) or Keyops
Menu icon > Parameters icon > (J) General Ledger parameters screen. Select the [C]
Change action code. At G/L Location, accept the default location by pressing TAB, or specify
a different location.Tab to the Passwords: Release field. Carefully write down the current
password; you'll need to restore this password later. If there is no password, make a note of
1t; you must use a temporary password to stop the proc file. In the Passwords: Release field,
type a new temporary tpassword, specifying from one to four characters. Save your change
by pressing ENTER. After closing G/L, change the password back (If there was no é)assword
originally, press the space bar until you completely erase your temporary password.).

When posting any batches, accept the default fiscal year. Do not release any G/L batches from
period 1 of the new fiscal year to G/L until Kou close your General Ledger; otherwise, the pre-
vious fiscal year’s numbers are updated with the new year’s figures.

The (L2) G/L Master Numbers screen shows your current fiscal year. This parameter is used
for the President’s screens, as well as G/L, so it must reflect the current year.

If you ARE closing G/L as part of your year-end procedures, note the following:

Add any new G/L account numbers to the Chart of Accounts closing G/L. You may do this in
the (J) Chart of Accounts Master screen or General Ledger icon > Chart of Accounts
icon. Alternatively, you may use the graphical Chart of Accounts Master window.

Complete all postings for periods 0 - 11. (You can still post to periods 12 and 13 after closing
G/L for the previous year.) You may post to G/L in (K-P) or General Ledger icon > G/L Post-
ing icon or in the graphical G/L Posting window.

[J (W-A) or Reports icon > G/L Reports > [A]: Print the G/L Batch report to release
batches.

[J (+J-R) or Keyops Menu icon > Specials icon > (J)[R]: Reset summaries. This updates
the balances of G/L accounts in the file CHARTFILE using the postings in the file GL-
MASTER. Accept the default fiscal year. At the Are You Sure prompt, type Y.
Alternatively, you can use the graphical Chart of Accounts Master window. Select View
> Special Functions from the menu bar to open the Chart of Accounts Special window;
then you can use the Reset Summaries action.

Note: Only perform the next step if this is your first year to close G/L or if you have added new

G/L numbers to the Chart of Accounts.

[ (+J-I) or Keyops Menu icon > Specials icon > (J)[I]: Inquire on the G/L numbers to make
sure the Carry Forwards are set as follows: Balance Sheet Accounts are set to Yes, Profit and
Loss Accounts are set to No. Alternatively, you can use the graphical Chart of Accounts
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Master window, where a checkmark beside Carry Forward indicates that the account will
carry forward. (Ask your CPA or accountant for clarification of account numbers.)

(Z-C2) or Keyop Menu icon > System Utilities icon > [C2]: Copy the CHARTFILE and
BUDGETFILE for the fiscal year you are closing to filenames such as @5CHART and
W5BUDGET. (Note: Your company’s specific naming conventions may differ; check
your (LJ1) G/L Archive Parameters screen.) When copying from and to these files,
specify the G/L volume serial as it is listed in the (LJ) Global Master Parameters screen.
Do not copy GL-MASTER in this step.

(J-Y): In the text-based (J) Chart of Accounts Master screen, perform the year-end
function for the Chart of Accounts by selecting the [Y] action code.

Note:

In the (J) screen, select the [Y] Year-End action code only. Selecting any other action code
prevents the G/L files from being renamed. If you select an action code other than Y, you
must press Esc to return to the Master Menu. Type J to return to the (J) screen.

To close all locations at once, at the Enter Location for Year End prompt, press Enter. At
the Rename GL-MASTER prompt, type Y. We recommend renaming the GL-MASTER
to @5GL, using the same pattern you used when you renamed the file CHARTFILE. This
moves the This Year column information to the Last Year column in the Chart of
Accounts. It also carries forward ending balances for the balance sheet accounts.

To close a sp