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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 update icon, or 
use the Utilities Menu > Update 2006 Reports selection.
 

 
 

 You 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.

  
 

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 a list of companies used 
that year.  To select a company 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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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, addresses, and social 

security numbers).
 
 
 

Your 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 all 
persons in the employee file by clicking the check box “Show all persons in the W-2/1099 
employee file” at the lower left corner of the selection screen.
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