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How to Initialize a New Payroll Year

NOTE: This process needs to be run before issuing a payroll in the New
Year. This will set the year-to-date totals to zero.
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. Back up payroll data before proceeding.
2. From Payroll Main Menu, select Control File
Maintenance
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Employee File Maintenance

Payroll Processing

Reports Processing

Control File Maintenance

Payroll Tax Forms
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3. Select INITIALIZE NEW YEAR PROCESSING!
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CONTROL MAINTENANCE MENU

Employer File
System File
State Tax Table
Federal Tax Table
EIC Table
Leave Benefit Table

Deduction Code

Earnings Code

Retirement File

ACH Bank Draft Maintenance

Printer Setup and Configuration

INITIAL IZE NEW YEAR PROCESSING!

Exit Control Menu




4. You will get the following screen:

7 Year End Warning

WARNING!!!

You are about to start a NEW YEAR of
payroll processing. This procedure

will ZERO the Employee's YTD Totals.

HOWEVER!

W-2 processing for the prior year

WILL NOT BE AFFECTED!

Please make sure you have BACKED UP
the Payroll Data files.

Are you ready to begin a new YEAR?

5. Select YES if you are sure.
6. Once the process is finished you will get the following dialogue box:

Payroll

Drata files have been updated

7. Click OK and you are done.



