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 Task 

Complete on or 

before this 

date: 

Task 

assigned to: 
Article # 

 

Run and Update all final payrolls for the year you are closing.  

This includes all checks dated in the tax year for which you are 

filing W-2s.   

Verify Years to retain eFiling history in Payroll Options is set 

appropriately. 

   

 Print payroll reports in Sage 100 (setup P/L – KB 49809)   19504 

 

Generate Federal & State quarterly and annual tax forms/Reports 

from the Live  Company (if changes were made in a copy 

company after closing the year, perform this task from the copy 

company where changes were made) 

  52376 

 

Reconcile tax forms generated in Aatrix to your Sage 100 reports.  

Make changes as necessary in Sage 100 (if possible, make 

changes in live company before closing the year.) 

  56085 

 
Make a copy/backup of the live company prior to closing the 

payroll period to retain payroll details for year that will be closed.  
  19501 

 

Download and Install the year-end software updates (IRD – 

Interim Release Download) before generating W-2s and other 

government forms and reports.   

  45892 

 

 Generate Federal & State quarterly and annual tax forms/Reports 

from the Live  Company (if changes were made in a copy 

company, perform this task from the copy company where 

changes were made) 

  52376 

http://sagecity.na.sage.com/support_communities/sage100_erp/sage100-yearend/w/yearend_articles/237.step-1-print-quarterly-payroll-reports
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=49809&sliceId=1&cmd=&currentmsID=MS_Customer&docLink=true&isDocLink=true&languageId=&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
http://sagecity.na.sage.com/support_communities/sage100_erp/sage100-yearend/w/yearend_articles/238.step-2-quarterly-tax-forms
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=56085&sliceId=1&cmd=&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=19501&sliceId=1&cmd=displayKC&dialogID=44835&docType=kc&isLoadPublishedVer=&stateId=44837&docTypeID=DT_Article&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=45892&sliceId=1&dialogID=54454&cmd=displayKC&docType=kc&noCount=true&stateId=54456&isLoadPublishedVer=&docTypeID=DT_DOWNLOAD_1&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
http://sagecity.na.sage.com/support_communities/sage100_erp/sage100-yearend/w/yearend_articles/238.step-2-quarterly-tax-forms
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 Generate and process W-2s from the Live Company Code (if 

changes were made in a copy company, perform this task from the 

copy company where changes were made) 

  26818 

 Perform year-end processing in Payroll in the Live Company Code   19504 

 

Download and install tax table updates (TTU) for the new tax year.  

Only perform this task after you have posted all checks for the 

year that you just closed. 

  45726 

 
Review and complete setup requirements for the Affordable Care 

Act (ACA) for the filing year. 
  48622 

 

Note: To learn about a task, log on to the Sage Knowledgebase and enter the article number. 

https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=26818&sliceId=1&cmd=&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=19504&sliceId=1&cmd=displayKC&dialogID=44763&docType=kc&isLoadPublishedVer=&stateId=44764&docTypeID=DT_Article&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=45726&sliceId=1&cmd=displayKC&dialogID=54511&docType=kc&isLoadPublishedVer=&stateId=54513&docTypeID=DT_DOWNLOAD_1&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=48622&sliceId=2&cmd=&currentmsID=MS_Customer&docLink=true&isDocLink=true&languageId=&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=48622&sliceId=2&cmd=&currentmsID=MS_Customer&docLink=true&isDocLink=true&languageId=&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl

