Installing a QuickBooks (2006+) W-2 Print File Driver and
Creating the W-2 Print File

The following instructions will guide you through installing the Generic PostScript Printer and
then creating the W-2 Print file. Once the Print File is created, you will need to re-open the
1099-Etc program and, at the Main Menu, select Utilities>Import Assistant> Import W-2s
from QB 2006+ to begin the import.

Installing the W-2 Print File Driver

Click Visit Adobe.com and download the driver now.

/2 pownload PostScript Driver - 1099-Etc Support Dptions - Windows Internet Explorer

@H - IE‘ hitkp: | jww . 1099-gkc. com|supportfdownloadPSDrivet .php ﬂ 1

File Edt ‘Wiew Favorites Tools  Help

-E‘TC Home Products Support Order Sitemap Search

Technical Support

SUPPORT > FILE DOWNLOADS > PostScript Driver Download

Generic PostScript Driver Download

In order to import QuickBooks W-2s inte our program, the W-2s must
be printed to a prnt file. The following instructions are to setup a
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(2006+) W.2 Print File Import to continue.

To wiew the detailed instructions, please open this pdf file:

Insallsion [atrctions (470KB)

:Visit Adobe.com and download the driver now]

Click Download Now.
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Select Run.

Download - Security Warning

Do you want to run or save this file?

Mame: winsteng,exe
Type: Application, 7.36ME

From:  download.adobe.com

potentially harm your computer, If you do not trust the source, do not

@ ‘while files from the [nternet can be useful, this file type can
1un or save this software. ‘What's the risk?

Select Run.

Internet Explorer - Security Warning

The publisher could not be verified. Are you sure you want to run this
software?

Mame: winsteng, exe

Publisher: Unknown Publisher

This file does nat have a walid digital signature that verifies its publisher, You
should only run software From publishers you trust, How can I decide what
software to run?

Click Next.

<1 Adobe PostScript Driver Installer

Adobe PastSeript Driver Setup

‘Welcome

‘Welcome to the Adobe® PostS cript® Printer Driver
setup program. This program will install a PostSeript
PFrinter on your computer.

It i strongly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel to guit Setup and then close any programs pou
have unning. Click Mext to continue with the Setup program.

WwARNIMNG: This pragram is protected by copyright law and
international treaties

Unauthorized reproduction or distibution of this program, or any
poition of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximunn extent possible under law
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Select ACCEPT.

+1 adobe PostScript Driver Installer

Adobe PostSeript Driver Setup

End User License Agreement

Please read the following license agreement. Use the scroll bar to view the rest of
this agieement.

ADOBE 5YSTEMS INCORPORATED ﬂ

ELECTRONIC EMD USER LICENSE AGREEMENT

MOTICE TO USER

THIS IS & CONTRACT. BY INDICATING YOUR ACCEFTANCE BELOW, vOU
ACCEPT ALL THE TERMS AMD CONDITIONS OF THIS AGREEMENT INCLUDING IN
FARTICULAR THE LIMITATIONS OM: USE COMTAIMED IN SECTIONS 2 AND 4. AND
WAARRANTY AMD LIABILITY IN SECTION 5. vOU AGREE THAT THIS AGREEMENT
IS ENFORCEABLE LIKE &MY \wRITTEN NEGOTIATED AGREEMENT SIGNED BY
rOu.

Thiz End User License Agreement accompanies the PostS cript® driver software product,
other software and related explanatory materials collectively the ['Software")

]

TOACCEPT THIS AGREEMENT, PRESS "ACCEPT." IF YOU DO NOT AGREE %/ITH THE
TERMS AND CONDITIONS OF THIS AGREEMENT, PRESS "DECLINE" AND QUIT. vOU
WILL NOT BE ABLE TO USE THE SOFT'wARE.

< Back I ACCEPT I DECLINE |

Select It is directly connected to your computer (Local Printer) and click Next.

4 adobe Postscript Driver Installer

Adabe PastSeript Driver Setup

on Type

How is your printer connested to your computer?

? Itis directly connected ta pour computer (Local Printer) ]

It is connected to your network [Metwork Printer]

< Back I Mesxt » il Caneel

Select FILE: (Local Port) and click Next.

+1 adobe PostScript Driver Installer

Adobe PostSeript Driver Setup

Local Port Selection

Click the port you want to use with this printer
Click Configure Port to view or change that port's parameters.

Available ports
COMZ: Local Port -
COM3:  Local Port J
COM4: Local Port

Denise  Local Port

i =St TR o
hpLaser et 320series HF Standard TCF/P Port
HST_FILE HF Standard TCR/IP Port

Configure Port.

< Back I Mesxt » I Caneel |
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Highlight Generic PostScript Printer and click Next.

;'—J. Adobe PostScript Driver Installer

Adobe PostSeript Driver Setup

Select Printer Model [ x|

Select the madel of your printer. IF you do nat find your printer listed. you can click
}  Browse to look for printers at other locations or cansult your printer documentation
far & compatible printer.

If pou cannat find a suitable printer listed, select Adobe Generic PostS cript Printer.

Printers:

DEFPRTRZFFD 13492 bytes 04/23/02 Browse. |
< Back I Next > I Cancel |

Select Not Shared and click Next.

+J adobe PostScript Driver Installer

Adobe PostSeript Driver Setup

“Will this printer be shared with other netwark users?

= Shared @ Mot shared

If you choose Shared, give this printer a share name.

Shiare K ame: |

Select the operating system of all computers that will be printing to
this printer.

‘windows 95 and Windows 38
windows NT 4.0 185

< Back | Mext > ﬂ Cancel

Make sure this screen reflects the following information and click Next to continue.

;'—_'. Adobe PostScript Driver Installer

Adaobe PostSeript Driver.Setup

Printer Information

Yau can use the following name ar enter anather name far this
printer.

Flinter Name: |Genanc PostScript Printer

Do pou want to use this printer as your default printer?

Do NOT change the Printer Name.

¢ Back I Mest > I Cancel
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Click Install.

+1 Adobe PostScript Driver Installer

Adobe PostSeript Driver Setup

Setup Information [ x]

Setup has enough information o start copying fles. 1F you wank
to review or change any settings, click Back. I pou are satisfied
with the gettings, click Install to begin copying files.

Curent Settings

Biver rfamaion =l It may take a few minutes for the driver

Version: PScripts 5.2
Destination Dircetory: CAWINDOWSsystema32ispoolie to be installed.

Frinter |nformation
Generic PostScript Printer] on FILE:
The PostScript Printer Deseription [PPD] file is: DEFPR1T

This printer will not be the default printer.
| »

A test page wil not be printed
< Back I Install I Caneel |

Select No and click Next.

4 adobe Postscript Driver Installer

Adabe PastSeript Driver.Setup

Printer Configuration
IF you purchased options for your printer, such as additional traps
ar memory, it is iecommended that pou configure these now.
Ta do thig, select Yes below and click Next to apen Printer

Properties. Click the Device Options tab and specify your prinker
configuration. ‘when done, click OK to close Printer Properties.

“Would you like to configure your printer now?

 Ves

< Back l Cancel_|

Remove the check from Yes, I want to view the ReadMe file and click Finish.

< ndobe PostScript Driver Installer

Adabe PostSeript Driver Setup

Setup Complete

Setup has finished copying files to pour computer.

The installation contains the file Readie that provides additional
information abaut the products pou have installed.

(l' ‘e, | want to view the Reade hle]
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Before proceeding, please make sure that all other software applications are closed.

Select Yes, I want to restart my computer now and click Finish.

'__‘. Adobe PostScript Driver Installer

Adobe PastSeript Driver.Setup

Setup Complete

Some files could not be installed becauze they are currently in
uze. To allow for proper operation of the new driver you should
restart your spztem at this time.

(_5" “res, | want to restart my computer now.]

Mo, | will restart my compuber later.

Remaove any dizks from their diives, and then click Finish to
complete setup.

< Back I Finish i |

Your printer is now installed.

Once the computer reboots, open up the company's QuickBooks file and continue with the
instructions below.

Creating the W-2 Print File
Open your client in QuickBooks. Select Employee>Process Payroll Forms.

3 A - QuickBooks Pro 2006

[

File Edit View Lists Company Customers Yendors iEmponees'Banking Reports  Window Help

@ @ ‘Q @ Employee Center m

Home Customer Center  Vendor Center  Emplovee C ice  Item  Check

Enter Tirne 3

Pay Emplovees...
Editvoid Paychecks. ..
Process Payroll Liabilities  #

Add Payrall Service

Payroll Setup...

Payroll Item Lisk
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Select Federal Forms and then click OK.

5elect Form Type E

Seleck the bype of Form ywou want ko prepare.

{7 state form Learn more abouk state payroll bax Forms

Cance' |

Highlight Annual Form W-2/W-3 - Wage and Tax Statement, enter the appropriate Year and
click OK.

Select Payroll Form

Select a Form |

r— Choose a form

Choose the Form you want to use:

™ 940-EZ2
4 bedule B

— Select Filing Period

ear |2DDS

DK

Cancel | Help |

Select the employees and then click Print Forms.

Il Select Employees for Form W-2,/W-3
Help |
Employee | 55N | Reviewed? | Frinted? |
LastMamel1, Firsthamell & 111-23-4567 Mo Mo
Lastamel2, FirstMamel2 B 222-23-4567 Mo Mo
Lastame13, Firstiamel3 C 333-23-4567 Ma Ma
LastMamel4, Firstdame14 D 234-5E6-7290 Mo Mo
Lastdame15, Firstlame15 E 7ER-43-2111 Mo Mo

Unmark All | Beview/Edit Print forms Cancel
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Select Blank/Perforated Paper, select W-2 - Copy A: for the Social Security

Administration, 2 per page and then select Printer Setup.

Print ¥-2 and W-3 forms
5 of 5 employees selected

Howe bo print one employes

1. Select paper:
((3' Blank / Perforated Paper )

 Preprinted Forms: May require alignment

Howe bo order tax fomms

2_ Select item to print:

For employees

€ -2 forms - Copies B, 2, and C: for Federal tax retum, State, and Employes

| B % 3perpage; copies B, 2 C Tip: _The government
e 2 requires theze forms be
< " 4 penpage; copies BL2L 2 printed on perforated paper

¢ Employes fiing instructions: Required if nat aeady printed on paper
For employer

w2 - Copy D: for your records, 2 per page

" Employer filing instructions: for W2 and w3 forms
For government

€ w31 per page

G;' ad-2 - Copy & for the Social Security Administration, 2 per page: ]

€ 2 - Copy 1 for pour State or Local Tax Department, 2 per page

Frinter: HP Laserlet 6P on USBO01

Help | Align | Frint Tiest l PFrinter Setup II Print Cloze 'Windaw

Select the Generic PostScript Printer and click OK.

Note: If this Printer is not listed, please see Installing a QuickBooks W-2 Print File

Driver for instructions.

Print Setup HE
r~ Printer
Mame: HF Lazer)et BF j Praperties... |
o ) “WDenizethMtickethimage
tatust i crabat Distiller
Tupe: Generic / Text Only
Generic ! Teyt Onlp [Bledmon]
Where:
Comment; |hp color Laser]et
hp Laserlet 1320 FCL B
_ HF Lasenlet 4100 Series PCL .
Faper—HP Laseret 6P ation
. Intuit Inkernal Printer 5 .
Size: Key Yoice Fax & Portrait
POF395

Source: | Automatically Select j | ‘ T Landscaps

Metwork... | - Cancel |
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Next select Print.

Note: The printer listed is now the Generic PostScript Printer on FILE:

Print W-2 and W-3 forms
4 of 4 employees selected
How ko print ane emploves

Howw bo order bax forms

1. Select paper:
& Blank ¢/ Perforated Paper

" Preprinted Farma: May require alighment

2. Select item to print:
For employees

€ -2 forms - Copies B, 2, and C: for Federal tax retun, State, and Employes

| B % 3perpage: copiesB, 2, C Tip: _The gavernment
T = requires theze forms be
< £ dperpage; copiesB, 2 2.0 printed on perforated paper

" Employee filing inztructions: Required if not already printed on paper
For employer

w2 - Copy D for pour records, 2 per page

" Employer filing instructions: for -2 and W-3 Farms
For government

w31 per page

& 302 Copy & for the Social Secunty Administiation, 2 per page

€ w2 - Copy 10 for pour State or Local Tax Department, 2 per page

( Printer: Generic PastScript Printer on FILE: -]

Help | Align | Brirt Test | PFrinter Setup | Eloseﬂindowl

You will need to indicate where the file is to be created as well as the file name. We
recommend that you enter in the following.

Note: You can choose to create the file wherever you wish, just make note of the
location and the file name. You will need this information later.

Print to File [ 7]

Dutput File Mame: '|
GC:\QBWme ] Cancel |

Once the file is created, open the 1099-Etc program and from the Main Menu, select
Utilities>Import Assistant>Import W-2QB 2006+. Follow the prompts to import the W-2
data.




