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Overview

This document is intended to provide the responses to frequently asked support questions we get at the end of
the calendar year regarding the Ascente & Traverse. Every company is a little different and all final accounting
decisions should be made by their accounting department.

When does the fiscal year start? If it starts in January, is so, we refer to that as a calendar fiscal year. The
General Ledger section assumes you are on a calendar fiscal year. You do not need to do the GL Year End
processing in January if your fiscal year does not start in January. Do it at the end of your fiscal year.

Payroll year end processing is always done on a calendar year basis.

Many of the reports that you may want to print and archive for fiscal year 2016 may be very long. All reports
can be saved to a pdf file and then viewed and optionally printed at a later time.

Payroll

1. When can we start processing payroll in 2017?

o After you have completed all payroll processing in 2016

o After Compusource has installed the year end updates and created the payroll year 2017

o You have set your companies SUI rate in the Traverse / Payroll / Setup & Maintenance / Formula
Tables.

o Select Payroll Year 2017. If payroll year 2017 does not exist, then the 2017 payroll tables have not
been installed and need to be before you can proceed with payroll processing for 2017. Contact
Ascente Support to get this done.

o Find your payroll state P??_SUI and enter your companies assigned rate. This will not default from
the 2016 rate. ‘??’ is your two digit state abbreviation. PCA_SUI would be for California.

PA Forsnde Tabdes

W W 4 zo2zr W X 2 2 3 & £t Heoger This needs to be the new payroll year. In this

Bt case it should be 2017. o Bl Yoo Vsl

This needs to be set to your company’s assigned SUI rate.
State Unemployment Insurance

2. Were our 2017 payroll tax updates installed?
o Runthe Traverse / Payroll / Setup & Maintenance / Formula Tables program and see if the payroll
year 2017 records are there. If they are, you have had the 2017 payroll tax update installed.

3. What do | need to do before entering payroll timecards in Ascente for 20177

o Post all unposted timecard records for 2016.

o Run the Ascente File / Change Payroll Year. Set it to 2017. You can now enter timecards for payroll
year 2017. If payroll year 2017 does not exist, then the 2017 payroll tables have not been installed
and need to be before you can proceed with payroll processing for 2017. Contact Ascente Support
to get this done.

4. How do | set my payroll year in Traverse?
Traverse / Payroll / Periodic Processing / Change Payroll Year

o This needs to be done by every individual operator so that all payroll reports and processing is
being done in the correct payroll year.
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5. Does the File / Change Payroll Year set the payroll year for every user?

o No, every user must change their payroll year themselves before entering any timecard records for
payroll year 2017.

o

We forgot to change to payroll year 2017 and entered and posted all of our timecards to payroll year
2016. What do we do?

o This is a two-step process:

o While in payroll year 2016, enter all of the same timecard entries that you posted, but make the
hours be negative to back out the original entries that were posted in error. Register and update
that time using the same GL Posting Date that was previously used.

o Now change to payroll year 2017. Enter all of the timecard records again as originally entered.
Register and update the timecard records. That should be all you need to do.

7. How do | know what payroll year | am in when doing Timecard Entry?
o When you select an employee, the current payroll year will be displayed under the employee code.
Note that below indicates that the current payroll year is 2016.

5] Timecard Ent
glulesd wdrnf+dlo Biw?
Employee |Franklinloe g @] Jos Franklin
Current Paproll vear. 20168 Eaming Code Posted Hours| | Eamn
REG a0 |
WAL 4.00
Total Posted: | g.00 |Total

8. If my pay period spans years, such as 12/28/2016 through 1/3/2017, what payroll year do | need to be in?
o If the payroll check is dated in 2017, you need to be in payroll year 2017 when you enter the
timecard records.

9. Dol have to process my W-2’s and all payroll yearend processing for 2016 payroll year before doing
payroll processing in 20177
o No, you can do W-2’s and all other reporting at a later time in 2017. Just make sure that you set
your payroll year to 2017 before entering the timecard records.

10. Are there any special considerations regarding printing W-2's?
o Use the ‘Output’ option at the top to select how you want to process the W-2’s
=  We recommend doing the ‘Work Sheet’ first and verifying the numbers before proceeding to
print the forms.
= Print all forms to blank paper to verify the form alignment
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11. When entering timecards, how can | tell what Payroll Year | am entering time in?

o After you select an employee, the payroll year will display below the employee code. This is
important that in January, time is entered in the correct payroll year.

&l Timecard Entry [=][=]E
glule(slal 1l rn+@lo| Blw 7
Employee |Franklindoe Q) @] Jos Frankin
Current Payrol ear: 2016 Earning Code Posted Hours| | Earning Code Unposted Hours| | Earning Code Tatal Hours
REG 4.00 REG 4.00
WAL 4.00 WAL 4,00
|Total Posted: | B0 [Total Unposted: | 0.00 [Tatal Howrs: | 8.00
Wwhork D ate rion Skill Level Earning Code Pap Rate Hours Worked Dallars Charged
12206 ~| [EE -] | |REG Reauar  ~|| oo | 0.ao | 0.00
Pay Type Wwhork, Order Service Order
|Sewice ﬂ | g |
Labar Class Department wi/H State wifH Local SUI State WWorker's Compenzation
|TEC Techricians  «| |Office Office | |ca | [Mere) =] [ca | 5187 | Undo
Line| "work Date Union Skill Lewvel Earning Code Pay Rate| Hours'Worked| Dollars Charged| Pay Type Wiark Orc
1*—__

12. Do | need to file electronically?

o Check with your accountant regarding the IRS requirements.

13. W-2 & 1099 Forms, will they print on any vendors forms?

o They are designed for a specific form that is pretty standard, but we can’t say they will print on any
form. Open Systems recommends this vendor http://www.nelcosolutions.com/ . Be sure to look for
Traverse 11 or 10.5 forms. Whichever is appropriate.

o PR-W-2Form

o They can order ‘2 - Per Page’ or ‘4 - Per Page’ forms.

o FYI: The Traverse EPTR (Enhanced Payroll Tax Reporting) module will print the completed forms
on plain paper.

o AP —1099 MISC Form

14. What can | do to verify that my forms will work?
o Other than printing on the forms, we always print on plain paper and overlay the forms to be sure
they will align correctly. This will prevent wasting forms during the alignment process.
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15. The forms do not align with the data, what do | do?
o Assuming that forms being used are compatible and the data just needs to be adjusted slightly

horizontally or vertically a little bit, they can preview the forms and then click on the Page Setup
button L+ to adjust the margins.

= %2 Processng

b Gereran JAchvty Fesst  Dups ¢ teader  Wege

16. If you only do timecard entry in Ascente and do not process payroll in Traverse, do | need to have the

2017 payroll update and 2017 tax tables installed?
o Yes, you still need the payroll year and tax tables for 2017 installed.

17. If an account does Timecard processing in Ascente, but does not do payroll processing in Traverse, can

the 2016 Year End Update be installed at any time?
o There is an important consideration depending if Ascente Mobile Pro is being used.
= |f they do not use Ascente Mobile Pro, the Traverse 2016 Year End Update can be installed
at any time.
= |f they do use Ascente Mobile Pro, the Traverse 2016 Year End Update can be installed, but
we can't switch the year in the .config file to reference payroll year 2017 until they have

finished their processing for 2016.
e |t may be easier to wait and do the Traverse 2016 Year End Update and then edit

the .config file to reference payroll year 2017 at the same time after they have
completed the last payroll of 2016 and before the first payroll of 2017.
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General Ledger

18. What do I need to do to start processing in fiscal year 2017 in Traverse?
o Does your fiscal year start in January? If not, you can skip this step until you do reach the end of
your current fiscal year.
o You need to create fiscal year 2017 in Traverse first. To do this run the Traverse / System Manager
/ Company Setup / Period Conversion and add the record for 2017 has not been setup. If it is not on
the dropdown list, just type it in and it will prompt you to add it. This should be done by someone in
the accounting department.
2

|Ei|e Applications  View Window Help

ASCENTESVR

SM Period Conversion Q |
System Manager |H 1012 b M r SNE:| =Y 53 [ AutoFil | Ful Expand Ful Collapse
= Compary Setup ~ ) )
Company 1D TST Fiscal Year EglE |~ | Periods Per Year |12
Comparty Information £ E
Period Conversion - - 2014
Businzss Rules ST SR TREE 2M5
Bank Accounts 3 1 11172016 2016
Gains and Losses Accounts | _ 2 212016 2017
Description ftems - —
Em 3 31/2016
ployees L
Form Numbers 4 4/1/2016
Transaction Numbers | 5 5/1/2016 l;‘
Data Pr.Dtecth 6 612016 6/30/2016
Form Printers L
Manage Aftachmerts | 7 THI2016 7/31/2016
Manage Document Delivery 8 81112016 8/31/2016
Import Mapped Data ) 9112016 9/30/2016
Import Map Definition —
Impert Layout Defintion v _ 10 104172016 10/31/2016
11 11/1/2016 11/30/2016
RS 12 121112016 123112016
TRAVERSE
Do you want to setup pericds for: Company: TST, Year: 2017
T
Sa ‘ Yes | | No
== Auto Fill - This is only typically used

when your fiscal periods are
not standard calendar months.

[ icopy Previcus Year values!
' _ %
Enter the beginning date of
Starting Date 112017 your fiscal year here.

| ok | [ cancs
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o If 2016 processing is completed, you should probably close all periods for 2016 that you are done
processing in and all 2017 fiscal periods other than period one. This closing the periods is not a
requirement. These can be reopened at any time.

o Do I have to close fiscal year 2016 before creating fiscal year 20177?

19. What do we need to do in Traverse to close a fiscal year?
o Recommended
o We recommend you complete all of your general ledger processing for the year, but know that this
process can be run again at a later date if additional processing needs to be done in the year that is
being closed.
o Print or save to a pdf file a final copy of your yearend financial statements, trial balance and any
other financial report you need.
o System Required
o Traverse / System Manager / Company Setup / Period Conversion needs to be run to create the
new fiscal year.
o .Before running the Update Current Year program, you should review your chart of accounts:
= Print the Chart of Accounts list on the Master Lists menu. Check the box to print the clear
and consolidate information. Once the list is printed verify the following information:
The income statement accounts have an account type between 500 and 890.
The balance sheet accounts have an account type between 005 and 465.
The step and clear to account information.
Use the Chart of Accounts program on the Setup and Maintenance menu to edit
incorrect setup information found on the Chart of Accounts List if needed.

o Change to the new fiscal year 2017 by running the Traverse / General Ledger / Periodic Processing
/ Change Fiscal Year program.
o Runthe Traverse / General Ledger / Periodic Processing / Update Current Year program to roll the

2016 balance sheet totals into the new year 2017 and also roll forward the retained earnings .

20. Do | have to close out fiscal year 2016 before processing in fiscal year 20177
o No, you can close fiscal year 2016 any time in 2017.
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= Run the Traverse / General Ledger / Periodic Processing / Update Current Year program.
A : ASCENTESVR
‘ File Applications  View Window Help
( GL Update Current Year Q |
J General Ledger ‘ ‘P oK | [ Activity | Reset
#l Transactions A Do the following, then check the box.
# Transaction Joumals
+ Management Reports Backup al dats
# Productivity Reports
=I Periodic Frocessing
Change Fiscal Year Unclosed Income (Loss) Accounts Balance [ 2016 ]
‘fear-End Mairtenance
Update Curent Year =
Clear and Close Last Year i i i
Period-End Maintenance D Clear unclosed income (kess) accounts to retained earnings
Consolidate Chart of Accoun Consolidate unclosed income (koss) accounts to retained earnings
Domant Account Report - ;
Purge History T e e Enter your Retailed Earnings
Unrealized Gains and Losse: - GL account to have the net
Post Unrealized Gains and L 39900000 = profit or loss posted to.
+ Management Reports Setup |
< m * Comments | Roll 2016 totals into 2017 -mka|
21. When I go to enter Work Order in Ascente, we get a message saying that the fiscal periods are not

setup?

o This is telling you that the Traverse / System Manager / Company Setup / Period Conversion record
for 2017 has not been setup. See Step #15 above.

Accounts Receivable

22. What is required in Traverse — Accounts Receivable at year end?

o Nothing is required by Traverse

O
O
O

, but we recommend that you do the following:

Complete all AR sales and payment processing for the year.

Complete your normal month end processing.

Balance your AR sub ledger to your GL receivable accounts. Traverse / General Ledger /

Interactive Views / Subsidiary Ledger Audit View.

O
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Print or file a final Detailed AR Aged Trial Balance Report
Print or file any of the Management Reports that you may need for the year 2016.
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Accounts Payable

23. What is required in Traverse — Accounts Payable at year end?

O

O
@)
@)
O

o O

O
O

Complete all AP invoicing and payment processing for the month and year.

Complete all of your normal month end processing.

Process your 1099’s for all of your 1099 vendors

Verify that all of the vendors for 1099’s are setup to print a 1099

Verify their totals for the year using the Traverse / Accounts Payable / Periodic Processing / AP
1099 Processing program to edit the vendor totals as necessary.

Print and deliver the 1099 forms for 2016.

We recommend that you do the following:

Balance your AR sub ledger to your GL receivable accounts. Traverse / General Ledger /
Interactive Views / Subsidiary Ledger Audit View.

Print or file a final Detailed AP Aged Trial Balance Report for the year end date.

Print or file any of the Management Reports that you may need for the year 2016.

Ascente — Service Dispatch

24. What do we need to do in Ascente at year end for Service Dispatch?

O

o
@)
O

Nothing special is required, but we recommend that you complete all of your normal monthly
processing such as:

Complete all service billing

Optionally, some companies like to edit their branch records so that their service order or job
numbers reference the year of the business. For example all of their service order numbers
referenced year 2016, such as SO # 20160923. If that us something that you do, you should view
all of your Ascente / Service Dispatch / Maintenance / Branch records edit the Next Numbers to
reference 2017 instead of 2016.

Example:

Next Service Order: 20160924 could be changed to 20170000 to start over for 2017.

Be careful to use the same amount of digits as the previous Next Service Order #.

Ascente — Job Cost

25. What do we need to do in Ascente at year end for Job Cost?

O

O
@)
@)

Nothing special is required, but we recommend that you complete all of your normal monthly
processing.

We recommend:

Complete all job cost billing for the year.

Print or file final year end job cost reports that could be needed in the future. This is important
because some reports when printed; the billing to date totals can’t be derived in the future by back
dating the reports.

Ascente - General

26. In Ascente, how do | know what fiscal year reports are being posted to?

O

The G/L Posting Date entered, will determine the fiscal year and period based on the Traverse /
System Manager / Company Setup / Period Conversion record.
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Ascente Mobile Pro

27. In Ascente Mobile Pro (AMP), is there anything that needs to be done before starting a new payroll year?

o The payroll year needs to be advanced to 2017 after all entries for 2016 are completed and before
any for 2017 are entered on the mobile units.

o This adjustment will need to be made in the configuration file of the Ascente Web Service and the
Ascente Windows Service.

o To adjust the Ascente Web Service,

o browse to the AscenteWebService folder (usually found in the following directory:
(C:\inetpub\wwwroot\AscenteWebService). The name of the folder may vary, but will usually contain

AscenteWeb
(B Acontewebsenace =l0x
’e‘(-; - [+ Computer + Local Disk (C:) = metpub = wwwroot + AscenteWebService + v K3 [ Search Ascentewens... 2l
Organize v Indudeinlbrary v Sharewth v New folder = vl 9
{ Favorites = Neow * I Date modifed l Type l Sae l I
B Desktop I\ App_Code 3/24/2015 9:48 AM Fie folder
& Downloads | App_WebReferences 3/25/2015 9:98 AM Fie foider
& Recent Pacee |, bin 3/24/2015 5:98 AM Fle folder
=3 Lbraries ® compuico 3/11/2015 11:25 AM 1con s
2 Docsnents 4] Service.asmx 3/11/2015 11:25 AM ASP.NET Web Service 18 ,
o Music ) web.config 10/19/2015 430 PM CONFIG Fie 418

o Inthe web.config file, you will need to adjust the Payroll Year line. This should be set to the new

year
_ioix]
Fle Edit Format View Heb
<?xml version="1.0"7> 2

<) —
Note: As an alternative to hand editing this file you can use the
web admin tool to configure settings for your application. use
the website->Asp.Net Configuration option in visual Studio.
A full list of sertings and comments can be found in
machine. config. comments usually located in
\windows'\Microsoft.Net\Framework\v2.x\Config
ele
<configuration>
<appSettings>
<add key="Connectionstring” value="user
Idwsa; Password=datal; database~AscenteTST; server-MICHAELVMOL1\ASCENTE; Connect Timeout=30"/>|
<add key="company” value="Compusource”/>
<add key="CompanyId” value="TST"/>
<add key="MobilewebServiceLog" value="H"/>
<add key="grrorLogPathName" value="C:\Temp"/>
<add key="pPayrollyear"” value="2017"/>
<add key="Key" value="LYuQhYHEpVpmV15d7/1qyxiedeuorpss" />
<add key="IV" value="EjP93gbi7HY="/>
<add key="windowsService” value="Y"/>
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o After adjusting this, save the file and exit.

o To adjust the Ascente Windows Service,

o browse to the AscenteMobileUploadService folder (usually found in the following directory:
(C:\Program Files (x86)\Compusource\AscenteMobileUploadServcie). The name of the folder may
vary depending on the version of mobile being run, but will usually be one of the two. If both exists,
it would be best to adjust both configuration files in case the old version of Ascente Mobile Pro is
being run.

. Compusource 2

(,( J= |+ Computer + LocalDisk (C:) ~ Program Fies (x86) + Compusource ~
Organize v Indudenlbray v Sharewith v  New folder
- .
e Favorites Name I Date modified ] Type
Bl Desktop AscenteGPSWinServiceSetup 10/16/2015 3:48PM  File folder
# Downloads AscenteMobleUploadService 3/29/20154:02PM  File folder
&, Recent Places AscenteV/indowsUpioadService 12/9/2016 3:26 PM File folder

o In this folder open the AscenteMobileUpload.exe.config in notepad and change the PayrollYear to
be the current year. Save the file and exit.
[ Ascontcrrobicuplosd.cxcconti hoteped

Fle Edit Format View Heb

</sharedListeners>
</system. diagnostics>
<appsettings>

<add key="Connectionstring” value="Server=MICHAELVMOL\ASCENTE; DataBase=AscenteTsT; user

Id=sa;Password=datal;Connect Timeout=5"/>

<add key="Location” value="CA0001"/>

<add key="windowsservice" value="v"/>

<add key="pelayBetweenCycles" value="30000"/>

<add key="Company" value="Compusource (CPU)"/>

<add key="CompanyId" value="cpu"/>

<add key="LogFile" value=""/>

<add key="payrollvear” value="2017"/>

<add key="ClientSettingsProvider.Serviceuri” value=""/>
</appsettings> 7

Ascente — Purchasing

28. Are there any year end requirements for the Ascente — Purchasing module?
o There is no required processing required by Ascente.
o We just recommend that you complete your entire daily and month end processing for the month.

Ascente — Inventory

29. Are there any year end requirements for the Ascente — Inventory module?

o There are not any system requirements for inventory at the end of a year.

o We recommend you complete your entire inventory processing for the year and all of your regular
month end processes.

o You may want to do the following:

o Do a physical inventory and load the correct counts and do any year-end count and general ledger
adjustments.

o Print or file an Ascente / Inventory / Reports / Inventory Reports [Costed Inventory Report]
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