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UPDATING COMPANIES FROM A PREVIOUS YEAR

Updating clients from a previous year is done at the master menu. Click on the updateicon, or
use the Utilities M enu > Update 2006 Reports selection.

-

Update

Y ou will be asked to point to the location of the previous year (2006) W2/1099 Generator. The
dialog box will point to the suggested installation location if it exists on your computer. |If you
have installed on a network server or have a customized location where the previous year
program was installed, you will have to find that location and point to it.
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Highlight any program or file and then click open. The example above indicates that we have

highlighted the W2 program, w2combo.exe.

The program will access files found from the previous year to establish alist of companies used
that year. To select acompany for updating, click the selection box in the left column for that
company. To select all companies, click the box in the header row of the left-most column.
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:';-;f;-'-jﬁelect Reports to Update —|Ea

Check the select box for the reparts pou want bo update for 2007, To check all companies, check the Select header.

Select | Compaty | w2| 99 ! Emplover D | ComplD | |
1 5| TEST CORPANY #1 * 00-000000 Qo004
2 [ TEST COMPANY H#2 * 00-0000002 Qa00s
[T Iffound, do not update %42 files [T If found, do not update 1093 files

Beturmn o Menu

]

If you want to selectively update only W-2 records or 1099 records, check the selection box "If
found, do not update (W2)(1099) files" as applicable.

When you are ready to start the update process, click the “Update” control box at the bottom of
the selection screen.

REMEMBER
Updating brings forward only demographic information (names, addr esses, and social
security numbers).

Y our actual W-2 or 1099 file is created the first time that you select the company from the 1099
or W-2 company selection screen. When accessing employees for the first time, you can see dll
persons in the employee file by clicking the check box “ Show all personsin the W-2/1099
employeefile” at the lower left corner of the selection screen.
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©select Employee

Click on the emploves's name to zelect your choice. vou may zort the grid by clicking on the column
header that you want to zort data b,

Contral | I ame | Social Security Mo | Tvp

1 000003 wWALTERS, ROGER 345-67-8901

2 Q00004 FLIMTSTOME, FRED 45E-78-9012 -2
3 000005 Peacock, 'walter BE7-29-0123 -2
4 000006 | Smirmoff, Susan B78-90-1234 -2
A Q00007 Jones, Pamela ¥83-01-2345 -2
E 000008 wanka, Wwilly 290-12-3456 -2
7 000003 | Frednckson, Tucker 01 -23-4567 b2
a 000010 Proudbady, Paula 012-34-6673 -2
3 o000l ABRAHAMSOM, DALE 410-359-9654 10499
10 ooz ALDOUS, ROMALD G 530-30-6931 10499
11 oo0o13  ALLEM, DOMALD E 174-28-8229 10499

[ Show all persons in the 109344 -2 emploves file
[ Do not update Hle index while adding employees

]

Create Employes I Edititdd 'af-2 re

Delete W-2 Records I Beturm to Me
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