Traverse — New Payroll Year

It is necessary for Traverse Payroll users to eraatew payroll year each year. One can do this in
advance of the end of the year providing that dranges made to the current year files that shdstd a
affect next year’s files will have to be made intbgears’ data files.

To create the new payroll year, launch TraversgeseManager (“TSM”). Once signed in, the TSM
screen will look like this:
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Notice that there is no “Payroll Tax” selectiontiwe drop-down menu. To getdjck on “Payroll Tax”
in the (expanded “+") list under Traverse This will create a “Payroll Tax” drop-down optio
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Right click on the Payroll Tax drop-down menu and chd@s#d Year”. You will get a form that looks
like this:

2| Payroll Tax x|
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Mote: The new year will not reflect any tax rate changes. Updated rates
can be obtained from Open Systems, Inc. or your reseller.

OK Cancel

Add the new payroll year to create the new yearksdatabase that covers all companies. Choogaitire
year to copy from. New tax rates, if required,|w# updated later in this process.

Doing this creates the necessary tax records iddtetables that span all companies (for exantipde,
Federal Withholding Tax tables for Single or Madrimployees). You only need to do this step omce n
matter how many companies you have since it coalef them.



The second thing, which must be done for each compato add a new year for each company database.
Right clock on the company’s PA application anegtseADD YEAR.

Hl TRAYERSER Server Manager =10l x|

File Database Security Applications Yiew Help

Bmuscfgler-0O- @-

B[ TRAYERSE - = =
-] Applications CPUZOOY CPUZOOS
- ap
- ar
em
Her
E M
- =loe
oo
.= DR
=lra
=
~Em
A
Eme
M
- MF
Emp
MR
e

==
=] cPuz007
- cPuzoos

Heo
Hles =
=50

=l sm
Hso

- wm El

RMOMDAYXPITRAYERSELDS ‘Personal Edition{RTM}) NT|RMONDF\V>CP RMOMNDAY P monday |Items: 2 |Ready 4

Add Payroll Year
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Once the fields in the initial screen have beerfiooed, click on the “Copy Data” tab. Drop thstlof
available databases to use as a model. Use threypar for the same company as the database yo cop
from. For example, company CPU would create y8@892y copying from the CPU2008 database.
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This step will create all company-specific tablad &ransfer data (employees, company-specificatesy
etc.) from the old year to the new year.

After this step completes, it is a good idea to cfirm that the Local Status Codes have been
duplicated from the old year to the new year sinceome early versions of Traverse 10.5 did not copy
that table to the new year. (Status codes are year-specific.) Do that imréayCodes Maintenance,
Status Codes. Click on Local, fill in the statengshe drop-down, then pull up each local jurisidic to
confirm that the Status Codes come up in the I@eetion. If they do not, add them. (Indiana cmt
require an “R” status code with description of “Riemt xx” where “xx” is the county number.

If a (server) Maintenance Update containing newrédgs and/or stored procedures has been provided,
apply it at this time. Unless otherwise specifiethe maintenance-specific instructions, it carapplied
to all payroll years and all companies since ta@sare stored with a year-specific index (keyg sBre to
specify that Payroll data is to be included indipelate (requires checking a separate box). Alsww
client ADEs have been provided, they should bealegl at this time.

Company permissionsnust be set through the Traverse Server Managerriby (choose an individual
or group,right click, Permissions) for the new databases. Iflyave customizations (enhancements) to
stored procedures or modified forms that are stordke payroll databases (i.e., CPU20XX), theyt wil
need to be brought into the new year.

When running Traverse (as opposed to the TravesseBSManager)pne must specify which payroll

year is being used for processing, reporting and niatenance That is done through the menus Payroll,
Periodic Processing, Change Payroll Year. Onegdar is selected, one can check a box on that tior
use that year only on the workstation making tremge, or (if unchecked) for all workstations whenhis
company.
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If “This Workstation Only” is checked, it will reveback to the original (default) year for “all

workstations” when the operator either does a “@ea@ompany” (even if changing to the same company)
or closes Traverse and logs in again. If the Baxnichecked, it will change the default year for al
workstations and for subsequent Traverse sessidites they log out/in) for every workstation.

Log into each company, set the Payroll Year, emreédite any necessary state unemployment recordss
well as updating any rates required. If you aiagi$raverse in a multi-company environment, yoll wi
need to look at the Formula Tables, checking thepany-specific check box, to see if there are cappa
specific state unemployment tables. If there yoe,will need to create an identical table in toan
company-specific table (uncheck the company-spebifix). Use the same name, description, column
headings and rates.

Remember that once a new year has been createthanienance that is performed to the old year will
not automatically be transferred to the new yéidre maintenance would have to be performed on both
years if applicable to both years (new employeangke in tax status, change in deduction ratespesty
etc.).

For Indiana, county tax jurisdictions are basedhancounty-of-residence as of Januatyf each year, so
there may be some maintenance to be performea ikitployee Masterfile records, too.



