QuickBooks W-2 Print Collator Installation

Installing the QuickBooks (2006+) Print Collator Utility
In order to import QuickBooks W-2s into 1099-Etc, the W-2s must be printed to a print file. The following instructions are to setup the Print Collator and the "AMS
Printer" that QuickBooks will use to print these forms to a file. Once the Print Collator and the "AMS Printer" are installed, the W-2 print file can be created.

Notes:

If the Print Collator and the AMS Printer have already been installed, you will not get the option to install them.
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These instructions are NOT used for creating a 1099 Print File (or a W-2 Print File if using versions of QuickBooks prior to 2006) or to import data to AMS

Payroll.

The following screens have been created using Windows XP and QuickBooks Pro. Your screens may vary depending on your computer settings/operating

system.

Before starting, make sure to connect to the internet.

At the 1099-Etc Main Menu, select Utilities>Import Assistant>Import W-2s from QB 2006+.
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Select Download Print Collator. This will take you to our website so that you can download and install the necessary files.

Note:

The following screen may be different in that instead of Download Print Collator, that button will say Import QuickBooks W-2 Print File. That indicates that

the Print Collator and AMS Printer are already installed. Start printing the W-2s to a print file.

1099-Etc
&) Importing W-2s from QuickBooks 2006+

!
Youwill need to install the Print Collator utility

which will create a printer called AMS Printer
thatwill printthe W-2s to a file.

Far more information, click Help.

Help Cancel

On the website, click Download Print Collator.
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The following instructions will guide you through installing the Print Collator and
then creating the W-2 export file. Once the file is created, you will need to re- Download Now
open the 1099-Etc program and, at the Main Menu, select Utilities = Import

Assistant = Import W-2s from QB 2006+ to begin the import.

To view detailed instructions, please open this PDF:
Print Collator Instructions

Download Print Collator = Live Help

[

Chat Now
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Please make sure to follow these instructions carefully.

Click Run.
Note:
You may receive a message about a license agreement at this point, if you do, Accept the License and then skip the next 2 screens.

Do you want to run or save PrintCollator-setup.exe (378 KB) from www.1099-etc.com? Run Save - Cancel

The Print Collator/Printer setup will now begin, Next.

(2 Print Collator 1.2.0 Setup o] = ==

Welcome to the Print Collator 1.2.0
‘ Setup Wizard

This wizard will guide you through the installation of Print

Collator 1.2.0
Itis recommended that you dose all other applications
before starting Setup. This will make it possible to update

relevant system files without hawving to reboot your
computer.

Click Mext to continue,

[ Next > J [ Cancel

Click Next (make sure all components, Print collator, Desktop Shortcut and Install Printer, are selected.
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(£) Print Collator1.2.0 Setup =] = |
Choose Components il

Choose which features of Print Collator 1.2.0 you want to install.

Check the components you want to install and uncheck the components you don't want to
install, Click Next to continue.

Select components to install: Print Collator] B
Desktop Shortout
Install Printer
Space required: 522.0KB
[ < Back ][ Next > ] [ Cancel

Click Install (do not change the destination folder). This step may take a few minutes.

(©) Print Collator1.2.0 Setup ol = =]
Choose Install Location F

Choose the folder in which to install Print Collator 1.2.0. @

Setup will install Print Collator 1.2.0 in the following folder. To install in a different folder, dick
Browse and select another folder, Click Install to start the installation.

Destination Folder

C:\Program Files (x86)\Print Collator,

Space required: 522.0KB
Space available: 368.8GE

< Back ][ Install ] [ Cancel

The Print Collator and the AMS Printer are now installed. To start printing W-2s right now, put a check in Run Print Collator Now?. Select Finish and close the
internet.

(2 Print Collator 1.2.0 Setup = & | &=

Completing the Print Collator 1.2.0
‘ Setup Wizard

Print Collator 1,2.0 has been installed on your computer,

Click Finish to dose this wizard.

Run Print Collator Collator Mow?

If you elected to run the print collator now, the following screen will display. It is waiting for print jobs to be directed to the AMS Printer that was installed.

o

ncel

(]

Note:
Click the "X" in the upper right corner if the W-2s are not to be printed at this time.
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&8 Print Collator EI@

Activity:

Status: Watting for print data...

To continue, please create the W-2 print file and then import into the 1099-Etc program.
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