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While Deltek has attempted to verify that the information in this document is accurate and
complete, some typographical or technical errors may exist. The recipient of this document is
solely responsible for all decisions relating to or use of the information provided herein.

The information contained in this publication is effective as of the publication date below and is
subject to change without notice.

This publication contains proprietary information that is protected by copyright. All rights are
reserved. No part of this document may be reproduced or transmitted in any form or by any
means, electronic or mechanical, or translated into another language, without the prior written
consent of Deltek, Inc.

This edition published December 2014.
© 2014 Deltek, Inc.

Deltek’s software is also protected by copyright law and constitutes valuable confidential and
proprietary information of Deltek, Inc. and its licensors. The Deltek software, and all related
documentation, is provided for use only in accordance with the terms of the license agreement.
Unauthorized reproduction or distribution of the program or any portion thereof could result in
severe civil or criminal penalties.

All trademarks are the property of their respective owners.
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Overview

Overview

This Year-End Guide addresses the year-end processing and common support questions/issues
for Deltek FMS.

Please read this document carefully before you begin your year-end processing. If your firm does
not operate on a calendar year, all the steps and processes described still pertain, but at the
appropriate fiscal year-end.

See the Deltek FMS Frequently Asked Questions document for related information.

Adding Custom Notes to This Guide

If you would like to add custom notes to this guide that are specific to your company, Adobe®
Reader® X provides this ability. If you do not already use Adobe Reader X, you can download it
here free from Adobe.

To add a custom note using Adobe Reader X, complete the following steps:

1. On the Reader toolbar, click Comment at far right.
2. Inthe Annotations pane that displays, click & Sticky Note. The cursor changes to
match the button.

3. Position the cursor at the location in the guide where you want the note to appear, and
click. A note icon is inserted at the location and a text box pops up.

4. Enter your information in the text box.
Continue adding notes as needed.

6. Save the document.

Deltek recommends that you save the document to a slightly different filename so as to keep the
original from being overwritten.

When reading the document, cursor over a note icon to see the information. Double-click a note
icon to edit the information.

Customer Care Connect Site

To expedite our responses to your questions at year end, we encourage you to use the Customer
Care Connect site, http://support.deltek.com, where you can enter incidents on the Ask Support

page.
Click the link below to view the Year-End Info Center, located on the Customer Care Connect site
home page. This site will be updated continuously through February and will contain information
such as Year-End Bulletins, FAQs, links to the product releases, additional services that are
offered for year-end, and up-to-date tax changes.

You need a valid Customer Care Connect login to access this site:

https://deltek.custhelp.com/cgi-bin/deltek.cfa/php/enduser/EndOfYear.php

Alternatively, you can contact Deltek Customer Care by calling 1.877.457.7765.
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Overview

2010 was the Last Year for FMS Year-End Updates
There are no further Year-End Updates for the FMS product.

Any other tax or forms updates were provided through June 30, 2011, when Deltek FMS moved
into a Sustaining Support Phase. After that date, there will not be any more updates to the FMS
product, including Payroll. Please plan accordingly.

For more information on how this impacts your firm, visit the Support Assurance Product Lifecycle
section of the Customer Care Connect site, http://support.deltek.com, or contact your Account
Manager directly.
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Chapter 1: What's New

Chapter 1: What’s New

If Your Employees are Subject to Payroll Taxes other than
Federal and State Income Tax

Deltek FMS does not provide or update tax methods for any state or local taxes other than state
income tax. If your employees are subject to payroll taxes other than federal and state income
tax, FICA, Medicare, and federal unemployment, it is up to you to set up those tax methods and
to keep them current with changes in tax laws. It is also your responsibility to update 401k and
other payroll adjustments for changes in maximums or other changes in the rules and regulations
governing those adjustments.

1099 Changes

Form 1099

Form 1099 has not been updated for the current year.
940, 941 Changes

Form 940

Deltek FMS dialog boxes and reports have not been updated for changes to Form 940.

Form 941

Deltek FMS dialog boxes and reports have been updated for changes to Form 941 available
through June 30, 2011.

W-2, W-3, and Magnetic Media/Electronic Filing

Form W-2

Form W-2 has not been updated for the current year.
Form W-3

Form W-3 has not been updated for the current year.
State Regulatory Updates

Updated State Income Tax Methods

No state income tax methods have been updated for the current year.

Federal Regulatory Updates

Updated Federal Tax Methods

No federal tax methods have been updated for the current year.
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Chapter 1: What's New

Product Changes

There are no further product changes for the FMS product.
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Chapter 2: Ordering Forms

Chapter 2: Ordering Forms

For information about vendors that work with Deltek, please follow the steps below to view the
vendor page on the Deltek Web site.

1.

2
3.
4

Go to http://www.deltek.com.

From the main menu, click Partners » Find a Partner.
In the Partner Category drop-down list, select Channel/Forms Vendor.
Click the Search button.
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Chapter 3: Year-End Processing Checklist

Chapter 3: Year-End Processing Checklist

Year-End Processing Checklist

Use the following checklist as you complete year-end processing tasks.
Step | Action Done?

Accounts Payable

1. Enter all invoices and other AP transactions for the fiscal year.

2. Record all payments/checks for the fiscal year.

3. Print 1099 Forms (after installing the year-end update).

Business Management

1. Print all final invoices for the fiscal year.
2. Enter all debit memos, retainage, and invoice transactions for the fiscal year.
3. Enter all project payments, credit memos, retainers, or uncollectibles for the

fiscal year. Apply any outstanding retainer or unapplied payments.

4. Enter all-time records for the fiscal year.

5. If using the Generate WIP Transactions program, generate WIP for the last
month of the fiscal year.

Payroll Plus
1. Process final payroll and bonus transactions through Automated Payroll
Process (or manually through Manual Payroll Entry/Editing) for the fiscal
year.
2. Print final payroll checks/advices and any bonus checks/advices applicable

for the current fiscal year. Transmit as necessary to your financial institution.

3. Print applicable payroll reports.

4, You may attempt to print the year end payroll reports, W2, W3, 940 and 941.
There is no guarantee that you will be able to get the reports to print properly
for the current year.

General Ledger

1. Make final journal entries for the year.

2. Generate recurring journal transactions.
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Chapter 3: Year-End Processing Checklist
Step | Action | Done?
3. Verify transactions from all sources by printing the applicable journals for
unposted transactions for all periods you plan to post.
4, Make any necessary changes and reprint the appropriate journals.
5. Make a complete backup of your Deltek FMS system. (See Chapter 4 for
detailed instructions.)
6. Post all source journals and print the General Journal report as an audit
report.
7. Process the appropriate Consolidation accounts for any consolidation
companies.
8. Print your financial statements: Balance Sheet, Income Statement, and Trial
Balance.
9. In each module, print the appropriate period-ending reports.
10. | Close accounting periods as you usually do.
11. | Set up the accounting periods for the new year. You can do this at any time
but you must set up the accounting periods before you begin processing
data in the new fiscal year.

Year-End Guide
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Chapter 4: Preparing Your System for Year-End

Chapter 4. Preparing Your System for Year-End

Supported Versions

To Print 1099, 940, W2 and W3 Forms

You may not be able to print these forms for the current year.

If You Have Not Purchased Version 2007.x or a Later Version

Support for FMS version 2006 and earlier ended December 31, 2008. For information on
upgrading to the current version or to the Vision product, please contact your Account Manager.

Backups

Because the year-end process affects numerous data tables, Deltek strongly recommends that
you make a backup prior to starting your year-end procedures. If you lose your financial data for
any reason, the accounting and project management cycle comes to a halt until you recover or
re-enter the data.

It is important that you make regular backups of the entire Deltek FMS system.

= For a SQL version, Microsoft SQL Server 2000 or MSDE (FMS version 2007.0.01 and
later) — You must back up all of your SQL databases. The SQL Agent service should be
running backup jobs on the machine that functions as your SQL server. The jobs create files
with the extension .BAK.

You can back up the .BAK files to disk, tape, or other media. You can also create .BAK files
manually, by using SQL Enterprise Manager, DBAMGR2K, or SQL Management Studio.

= For a Visual FoxPro version — You must back up the entire Deltek FMS (or Wind2 FMS)
folder (including all files and subfolders). The Deltek FMS (or Wind2 FMS) folder resides
either on the server (for a networked configuration), or on your own computer (for a
standalone configuration). It may be called “Deltek FMS,” the default folder name, or “Wind2
FMS,” but could have a different name.

To determine the correct folder for your configuration, check the WINDZ2.INI file on your computer
(located in your c:\windows or c:\winnt folder). This file contains a SYSPATH statement that lists
the path of the folder where FMS is installed. You must back up this entire folder.

Deltek strongly recommends daily full backups, rather than incremental or differential backups.
Partial backups depend on the integrity of all previous backups, thus increasing the possibility
that you will not be able to restore your database successfully.

Deltek also recommends that you have a disaster recovery strategy in place, and that you take
your backup files offsite on a regular basis. It is also a good idea to test the restore process, to
make sure that you are familiar with the procedure in case of emergency.

If you have any questions about backing up or restoring your data, please contact Technical
Support at 1.877.457.7765.

Year-End Guide 8



Deltek kwumore

Chapter 5: Accounts Payable Processing

Chapter 5: Accounts Payable Processing

Accounts Payable Checklist

Use the following checklist to track your year-end Accounts Payable processing steps.

Step | Action Done?
1. Enter all invoices and other AP transactions for the current fiscal year.
2. Record all payments for the current fiscal year
3. Print 1099 Forms. FMS maintains 1099 payments on a calendar year basis,
even if your firm does not operate on a calendar fiscal year.
Note: You may not be able to print the 1099 forms for the current year.

Before You Print 1099s

You may not be able to print the 1099 forms for the current year since the forms have not been
updated. FMS prints only the 1099 data, not the forms themselves. See Chapter 2, “Ordering
Forms,” for more information.

Before you print 1099s, complete the following steps:

1. Make sure that all invoices and other Accounts Payable transactions for the calendar
year have been entered and paid.

2. Print the 1099 Report and review it for incorrect information. Filter the report for the
calendar year you want to print 1099 forms for. Use the same sort order that you will use
to print the forms themselves, so that you can easily compare the printed forms to the
1099 Report, to confirm that all were printed.

3. If the 1099 Report reveals the need for corrections, make the necessary changes and
repeat this process. You can edit payment amounts on the Vendor Information tab on the
Firms dialog box, using the 1099 tab.

For detailed instructions for printing the 1099 Report and forms, see the Accounts Payable
User’s Guide, Chapter 27, or see the Help system.
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Chapter 6: Business Management Tasks

Chapter 6: Business Management Tasks

Business Management Checklist

Use the following checklist to track your year-end Business Management tasks.

Step | Action Done?
1. Print all final invoices for the current fiscal year.
2. Enter all debit memos, retainage, and invoice transactions for the current
fiscal year.
3. Enter all project payments, credit memos, retainers, or uncollectibles for the

current fiscal year. Apply any outstanding retainer or unapplied payments.

4, Enter all-time records for the current fiscal year.

5. If using the Generate WIP Transactions program, generate WIP for the last
month of the fiscal year.

6. If accruing payroll taxes, generate the payroll tax accrual transaction.
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Chapter 7: Payroll Processing

Chapter 7: Payroll Processing

Payroll Checklist

Use the following checklist to track your year-end Payroll processing tasks.

Step | Action Done?

1. Process final payroll and bonus transactions through Automated Payroll
Process (or manually through Manual Payroll Entry/Editing) for the fiscal
year.

2. Print final payroll checks/advices and any bonus checks/advices applicable
to the current fiscal year. Transmit these items to your financial institution, as
necessary.

3. Print applicable payroll reports.

4. Print the year end payroll government reports, W2, W3, 941 and 940 (after
installing the year-end update).

Note: You may not be able to print these forms for the current year.

Payroll Government Reports

You may not be able to print these forms for the current year since the forms have not been
updated.

If you have questions about verifying amounts, see the “Government Forms and Employee Wage
Report Format” white paper. Go to the Ask Support page of the Customer Care Connect site,
http://support.deltek.com, and search for FMS Whitepapers.

W-2

1. Verify that the wage basis amounts in the Employee Payroll History are correct. Your
wage basis may be wrong if one of the following things happened:

= You entered employee history incorrectly.

= You changed the tax treatment on a payroll adjustment after it was used on a
paycheck and never made correcting entries.

2. Verify amounts on the W-2 Verification Report.

941

Verify amounts on the 941 Verification Report Summary or 941 Verification Detail Report.

940
Verify amounts on the 940 Verification Report or the 940 Verification Detail Report.
W-3

Verify amounts on the W-3 Verification Report.
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Chapter 8: General Ledger Tasks

Chapter 8: General Ledger Tasks

General Ledger Checklist

Use the following checkilist to track your year-end General Ledger tasks.

Step | Action Done?
1. Make final journal entries.
2. Generate recurring journal transactions.

3. Verify the entries by printing the General Journal report using the Unposted
filter and set the reporting period to include all periods for which you plan to
post.

4, Verify transactions from all sources by printing the following journals using a
filter for Unposted Transactions and set the reporting period to include all
periods for which you plan to post. You can also print the Unposted Records
report in the GL; however this report does not show the GL transactions
involved as the journals mentioned below do.

= Business Management — AR Journal, AR Cash Receipts/Credit Memo
Journal, Time Record Journal (if posting the Labor source journal)

= Accounts Payable — AP Invoices/Employee Expense Journal and
Cash Disbursement Journal

= Payroll — Payroll Journal

= General Ledger — General Journal

5. Make any necessary changes to transactions and reprint the necessary
journals.

6. Back up your Deltek FMS system (see page 8). Because posting updates
many tables, Deltek recommends that you make a full backup before posting
transactions to the General Ledger.

7. Post all Source Journals that you use and select the option to print the
General Journal report as an audit trail.

8. If the company is a consolidation company, use the Post To Consolidation
Accounts dialog box to update consolidation account balances based on
period-end account balances in the relevant business units.

9. Print the following financial statements
= GL Trial Balance
= Balance Sheet

= |ncome Statement
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\k Chapter 8: General Ledger Tasks

Step | Action | Done?

10. | In each module, print the usual period-ending reports:

= Business Management — Print the Accounts Receivable Aging report
using the Effective Date report option. Make sure the report totals
match the accounts receivable general ledger account balances on the
Trial Balance.

= Accounts Payable — Print the Accounts Payable Aging report using
the Effective Date report option. Make sure the report totals match the
accounts payable general ledger account balances on the Trial Balance.

= Payroll Plus — Print the Payroll Register and any other Payroll reports
you would usually print.

= General Ledger — Print the Trial Balance Worksheet to note any
adjustments needed, and enter the required transaction(s), repost
transactions, and so on to make the adjustments.

Print other audit trail reports, such as the General Ledger and General
Ledger Detail reports.

11. | After you complete steps 1 through 10, you may want to mark the
accounting periods for the fiscal year as closed. To do so, use the
Accounting Periods dialog box. If prior period entries are required later, you
can re-open the period and repeat the preceding steps.

12. | Set up the accounting periods for the new year. Although you can do this at
any time, you must set them up before you can enter any transactions dated
with a new fiscal year date. Because this process updates many tables,
Deltek strongly recommends that you make a complete backup before you
start this process. See the section about backups on page 8 for more
information.
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Appendix A: Sample IRS 1099 Form

1099-MISC Form example - http://www.irs.gov/pub/irs-pdf/f1099msc.pdf

1099-MISC Form processing information - http://www.irs.gov/pub/irs-pdf/i1099msc.pdf

9595 [] CORBRECTED
PAYDA'S name, streat addrass, city, staba, 219 code, and talaphons no. 1 Rants OME No. 1545-0115
% @'@J 1 2 Miscellaneous
2 Royaities _ Income
§ Form 1000-MISC
3 Other Incoma 4 Faoanal NComea bt withnala Copy A
$ § For
PRYER'S fadaral Identincation RECIPIENT'S [dentmcation & Fisning boat procaeds & Maaic ang neaitn care payments | Imbernal Revenue
numoer numbes Service Center
$ $ File with Form 1006,
RECIFIENT'S name 7 Nonempioyes compansstion| 8 Sunsthia nes I i of )
e i hiden or réeres Far Privacy Act
and Paperwork
Reduction Act
$ $ Motice, see the
Strast address (nciudng apt. na) 9 Payer made dirsct sales of |10 Crop INSUFENCa proceets 2042 General
:fégfn‘;'t??ﬁf“m“ Instructions for
recipientytorrazaiane (1| § Certain
Cly, state. ena FIP cooe 11 Information
Returns.
ACTOUNE NUmBer (366 NStrictions) 2n Ti4 not| 13 Excass goiden perechiute |14 Gross procescs paid to &n
paymants atiomey
O |% $
153 Section 2084 delerals 15D Saction 408A Income 16 State tax wihhed 17 Siaia/Paysr's siate no. 18 State Income
$ $
§ $ § ]
rorm 1099-MISC Cat N0, 14425) t of the Treasury - Intemal Revenua Sandce

Depariman
Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page
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Appendix B: Sample IRS W-2 Form

Appendix B: Sample IRS W-2 Form

W-2 Form example - http://www.irs.gov/pub/irs-pdf/fw2.pdf

W-2 Form processing information - http://www.irs.gov/pub/irs-pdf/iw2w3.pdf

Copy A For Social Security Administration — Send this entire page with

Do Not Cut, Fold, or Staple Forms on This Page

Empioyes'E social security numbar [ For Officlal Usa Only »
g222d Wiz N
El OMB No. 154500048
b Empicyer Idemtification number [=N) 1 Wages, fips, other compensation 2 Fedaral Income tax withneld
© Employer's name, eddress, end ZIP code 3 Soclsl security wages 4 Social securty tax withneid
5 Medicare wages end tips 6 Medicare tax withneld
7 Socil secury tips B Allccated ips
d Control number ] 10 Dependent cars Denafts
& Employes’s first name and Inftial Lest name Suff [ 11 Mongualified plans 128 See nstructons for box 12
i
T Fatrarae  Th
= e
I O
14 Oihar 12c
i
124
i
1 Employes’s eddress and ZIP code
15 = Employer's sigte ID number 16 Stmle woges, tps, ofc. |17 Sieie incoms fax 18 Local wagss, tips, stc. |18 Local imcome tax 20 Localky nama
Department of the Treasury—intemal Revenua Senice
Wage and Tax Statement SepEnmEn
Form w-z £ For Privacy Act and Paperwork Reduction

Act Notice, see the separate Instructions.
Form W-3 to the Social Security Administration; photocopies are not acceptable. Cet. No. 101340
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Deltek is the leading global provider of enterprise software and information solutions for professional
services firms, government contractors, and government agencies. For decades, we have delivered
actionable insight that empowers our customers to unlock their business potential. Over 14,000
organizations and 1.8 million users in approximately 80 countries around the world rely on Deltek to
research and identify opportunities, win new business, ogtimize resource, streamline operations, and deliver
more profitable projects. Deltek — Know more. Do more.
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