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Chapter Eleven

PRINT W-2 FORMS

11.
1Module Overview

The Print W-2 Forms option allows you to print the employees' W-2 forms.  Choose 
this function after the last payroll run for the year which just ended and before the 
first payroll run for the new year.  You may re-run this function if the W-2's don't print
properly.

Because the IRS changes the format of the W-2's rather frequently, the programming 
for this option also must change frequently.  Be sure before you start that you have the 
correct version of the programs for the year in question.

You will have special forms for your W-2's.  In printing your W-2's,  it's important
to know that the forms are lined up properly in your printer.  An alignment option prints 
XXX's in the blanks where the W-2 will be printed.

You also have the option of creating a Magnetic Media (diskette) for electronic 
filing of your company W-2 forms.

11.
2Procedure for Print W-2 Forms

1. Be sure that the last payroll for the previous calendar year has been 
correctly run.  Also be sure that NO payroll has been run for the new calendar
year.

2. Load the W-2 forms paper in the printer you will use to produce these reports.
Be sure the printer is returned to "on-line" status.

3. From the Payroll Main Options menu,  select #10. Print W-2 Forms.  Press 
[ENTER].

4. You will see the prompt:

Select the W-2 format:  █__

1. Quill Double Wide
2. Quill Laser Pack
3. Quill Single Wide
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4. Visible Double Wide

Forms suppliers mentioned provide blank W-2 forms in the formats listed.  Be 
careful!  Sometimes single wide forms have more sheets of thickness than a 
given printer has the force to strike through legibly.

Enter the number of the type form you will be using to print W-2's.  Press 
[ENTER].

5. Choose the printer you will use to produce the W-2's.  Or choose to have the 
forms saved for later printing.  In this case,  the alignment template will be
stored in file ALNW2.PRT.  At any later time,  you may retrieve the alignment 
form by using #14. Display/Print Payroll Reports from the Payroll Main Options
menu.

6. You will see a screen with the following message and prompt:

Printing (choice)

Printing alignment (filename) on printer (choice)
Left margin adjustment:  █__       (Default is -7)

This is an adjustment that shifts printing on the form left or right to 
achieve alignment.  Positive numbers (e.g., 5) shift printing that many spaces
to the RIGHT on the form.  Negative numbers (-5) shift printing that many 
spaces to the LEFT on the form.

Most users will choose the default value (-7) and run a couple alignment 
prints,  adjusting the paper form to achieve alignment.

7. Respond to the ANY CHANGE ? prompt.  The default value is N(o).  Making 
changes will take you back through the Single/Double wide forms selection 
prompt.

8. The bottom of your screen will show the message:

Printing Copy number:  1
File:  ALNW2.PRT         Printer: (choice)     Display to SCREEN? █_

Respond Y(es) if you wish to examine the alignment template on your 
workstation screen.  The default on just [ENTER] is N(o).

9. The prompt at the lower right of your screen will change to:

Print file? ..

The default response is Y(es).  The alignment template will be printed on the 
chosen printer.

Responding N(o) will do nothing.

10. In both cases you return to the prompt:

Print another ? [N] ..
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Repeat the printing of the alignment template as often as needed to align the 
W-2 forms paper in your printer.

Respond N(o) when the forms paper shows proper alignment.

11. You will see the prompt:

Enter starting employee #  █___
Enter ending employee #

Enter the STARTING EMPLOYEE number if printing W-2's for only a portion of 
your staff,  or press [ENTER] alone to select ALL employees.

12. Respond to the ANY CHANGE ? prompt.  Type the number of any item needing 
change.  When finished with changes,  respond N(o) to the ANY CHANGE ? prompt 
to move on.

13. The bottom of your screen will show the line:

File:  W2FORM.PRT        Printer: (choice)        Display to SCREEN? ..

To preview the W-2 information to be printed on the W-2 forms,  respond Y(es).
When finished viewing,  press [ESC].

When ready to continue,  respond with [ENTER].

14. The prompt at the lower right of your screen will change to:

Print file?  ..

The default value here is Y(es).  The W-2 forms will be printed on the chosen 
printer.  You will return to the Payroll Main Options menu.

Selecting N(o) will NOT print W-2 forms.  However,  the data will be stored in
file W2FORM.PRT for later printing if you choose. 

15. You return to the Payroll Main Options menu.
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11.
3Sample W-2 Alignment Form Template - Single Wide

REPORT NAME:  ALNW2.PRT

 XXXX               X

  XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX

 *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX
 COMPANY ADDRESS LINE 1
 COMPANY ADDRESS LINE 2             XX,XXX.XX       XX,XXX.XX
 CITY, STATE  ZIP
     (extra - - - if needed)        XX,XXX.XX       XX,XXX.XX

  XXX-XX-XXXX                       XX,XXX.XX       XX,XXX.XX

   EMPLOYEE NAME -----------        XX,XXX.XX       XX,XXX.XX

   EMPLOYEE ADDRESS 1 ------        XX,XXX.XX       XX,XXX.XX
   EMPLOYEE CITY/STATE -----        XX,XXX.XX       XX,XXX.XX
   EMPLOYEE ZIP ------------        XX,XXX.XX       XX,XXX.XX

                                  X     X     X     X     X

ST  XXXXXXXXXX    XX,XXX.XX XX,XXX.XX XXXXXXX XX,XXX.XXX,XXX.XX

 XXXX               X

  XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX

 *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX
 COMPANY ADDRESS LINE 1
/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/
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11.
4Sample W-2 Alignment Form Template - Double Wide

REPORT NAME:  ALNW2.PRT

 XXXX               X                                                XXXX               X

  XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX         XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX

 *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX        *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX
 COMPANY ADDRESS LINE 1                                              COMPANY ADDRESS LINE 1
 COMPANY ADDRESS LINE 2             XX,XXX.XX       XX,XXX.XX        COMPANY ADDRESS LINE 2             XX,XXX.XX       XX,XXX.XX
 CITY, STATE  ZIP                                                    CITY, STATE  ZIP
     (extra - - - if needed)        XX,XXX.XX       XX,XXX.XX            (extra - - - if needed)        XX,XXX.XX       XX,XXX.XX

  XXX-XX-XXXX                       XX,XXX.XX       XX,XXX.XX         XXX-XX-XXXX                       XX,XXX.XX       XX,XXX.XX

   EMPLOYEE NAME -----------        XX,XXX.XX       XX,XXX.XX          EMPLOYEE NAME -----------        XX,XXX.XX       XX,XXX.XX

   EMPLOYEE ADDRESS 1 ------        XX,XXX.XX       XX,XXX.XX          EMPLOYEE ADDRESS 1 ------        XX,XXX.XX       XX,XXX.XX
   EMPLOYEE CITY/STATE -----        XX,XXX.XX       XX,XXX.XX          EMPLOYEE CITY/STATE -----        XX,XXX.XX       XX,XXX.XX
   EMPLOYEE ZIP ------------        XX,XXX.XX       XX,XXX.XX          EMPLOYEE ZIP ------------        XX,XXX.XX       XX,XXX.XX

                                  X     X     X     X     X                                           X     X     X     X     X

ST  XXXXXXXXXX    XX,XXX.XX XX,XXX.XX XXXXXXX XX,XXX.XXX,XXX.XX     ST  XXXXXXXXXX    XX,XXX.XX XX,XXX.XX XXXXXXX XX,XXX.XXX,XXX.XX

 XXXX               X                                                XXXX               X

  XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX         XXXXXXXXXX                        XX,XXX.XX       XX,XXX.XX

 *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX        *YOUR COMPANY NAME GOES HERE*      XX,XXX.XX       XX,XXX.XX
 COMPANY ADDRESS LINE 1                                              COMPANY ADDRESS LINE 1

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
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11.
5Sample Employee W-2 Forms - Single Wide

REPORT NAME: W2FORM.PRT

 0001

  37-1196492                         24421.95         4301.11

 Codesmiths, Inc.                    24421.95         1514.18
 1210 Lancaster Dr
 Champaign, Il  61821                24421.95          354.09

  111736

  324-83-1234

   MAC POTTER

   109 S. EASY ST.
   ANABRU, IL
   61820

IL  1205472-5      24421.95    732.60

 0003

  37-1196492                         23354.83         2866.92

 Codesmiths, Inc.                    23354.83         1386.66

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/
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(W-2 Report continued next page)
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(W-2 Report continued from previous page)

                                     83,245.73       10,070.98

                                     83,245.73        5,099.93

                                     83,245.73        1,206.99

                                                      X

                   83245.73   2429.20
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11.
6Sample Employee W-2 Forms - Double Wide

REPORT NAME:  W2FORM.PRT

 0001                                                                0001

  37-1196492                         24421.95         4301.11         37-1196492                         24421.95         4301.11

 Codesmiths, Inc.                    24421.95         1514.18        Codesmiths, Inc.                    24421.95         1514.18
 1210 Lancaster Dr                                                   1210 Lancaster Dr
 Champaign, Il  61821                24421.95          354.09        Champaign, Il  61821                24421.95          354.09

  111736                                                              111736

  324-83-1234                                                         324-83-1234

   MAC POTTER                                                          MAC POTTER

   109 S. EASY ST.                                                     109 S. EASY ST.
   ANABRU, IL                                                          ANABRU, IL
   61820                                                               61820

IL  1205472-5      24421.95    732.60                               IL  1205472-5      24421.95    732.60

 0003                                                                0003

  37-1196492                         23354.83         2866.92         37-1196492                         23354.83         2866.92

 Codesmiths, Inc.                    23354.83         1386.66        Codesmiths, Inc.                    23354.83         1386.66

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
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/\/\/\/\(Report Cont'd next page)\/\/\/\/\/\/\/\/\/\/

Ver. 9.0



11
Print W-2 Forms

(W-2 Forms Report cont'd - Double Wide)

                                     83,245.73       10,070.98                                           83,245.73       10,070.98

                                     83,245.73        5,099.93                                           83,245.73        5,099.93

                                     83,245.73        1,206.99                                           83,245.73        1,206.99

                                                      X                                                                   X

                   83245.73   2429.20                                                  83245.73   2429.20
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