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1. Export your data from Staffing Complete using the file menu. Save the file to your “My Documents”
folder. Copy and paste the text file onto the same PC you installed your Accountability software.

[ staffing Complete - Copyright 2004 - 2012 Car¥in Wilson Software, LLC

File  About

Ex

Imnpark
Change Password a
Time Clock
Exit

Change Database

rk S3MYS File
Account Abiliey ¥ Client Filer Information
2009

2010

Custom Dake Range l!

1099 Data 3

2. Open Accountability 2011 on your local PC. Select Module > Client (Filer) Management.
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Window Help

Forms

G Preferences
4 Transmitter | Submitter Information. ..

Clienk (Filer) Management

Import Mapping Ukiliey Fz
[&) FileCabinet Control Panel

__r"l MNokes...

EIEj Copy a Transmitkal's Path k
View a Transmitkal's Filers k

$i8 RS FIRE System

@ IRS FIRE - TEST File Processing
B Rename an IRSTAX File. ..

10 Prepare IRS Transmittal 4804, .,
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3. Select New.
+ Client (Filer) Management E M=l E
Clont Toske > | cientio .

g

Ll Ne%.
EH
=
¢
Reports P
Import/Export x
@ﬁ Foll Farward...
gﬁ Import Test File... =
ED ﬁ]ﬂ Client 1D: || ﬁ Selent | || Eeleasel m Help |

4. On the General tab, fill out your company info, input a client ID (this can be anything you want) along with
your Fed Taxpayer ID.

o T |
Cl Client 1D Reporting *ear
£
General | Enlpuratel I:Dntactsl State D I W2 SEtupI 1038 Setupl
. 1 Filer's Hame — dentification Ok |
i LEC Temporary Staffing TIN Type Taxpaper ID = |
_ |emm ~| [po1zaased ance |
E . . .
E [~ | Transfer fgent [on name line 2 above] Routing & Transit  Dffice Spply |
J Filer's Mame Control I:l | | | | 2] Help |
— Filer's Address v PSE [~ EFF [~ TPP
R 22190 Washington ive — Indicators EI E
[~ Combined Fed/State Filer
I =
Kansas City |HEI |54155 | [ Comected Returns Ornly
E City 5T Zip Exft [ Final Return |
— Far a foreign address, check the Foreign Address' IIF r Terrr.unatmg Buziness + |
E indizatar and enter the City, Postal Code f Countny. ™ Foreign Address i ﬂ
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5. Navigate to the Contacts tab and input your company’s W2 contact person.

Plhewrier T G )

Cl Client 1D ABC Temporary Staffing

F
Feparting ear (2011

£

Generall Corporate Contacts | State [D I -2 Setupl 1098 Setupl

— Information Returns

. k. |
C Contact; |Humer Jones | ™ Print contact after telephore
Cancel |
E Phone: ¥ Aluayz print telephone number
Apply |
E — W3 Contact [nfarmation
'1 Contact: | | R
N — =) [=]
Im [ Pawment Settlement Entity [nformatior =
A m— |
E — E-Mail & Fax Information [1096, ‘-3 =
o | e o | TR
P

6. Select your state from the drop-down box, input your state tax id and
save. Repeat for all states your employees are active. Click Close.

- Edit Filer BEE

Cl Client IC ABC Temporary Staffing

click the tax checkbox, then click

F
Reporting ear (2011

c

GenEIaII Enlpuratel Contacts  State (D |W-2 SEtupI 1098 Setupl

. otate ldentification Mumbers State State |0 Mumber  Tax ] 4 |
Tax|5T Hame State ID - - | |987654 v
Il J I d Cloze |
_ ! . £
E - . . Account Abiity uzes the State
[ MO Missou e 312 Identification Mumbers (shown to £pply
the left) when preparing state
‘ specific Information Returns and |E| Help |
Annual Wage Feports.
il For instructions on hawe to Add, EI E
| | Edt, or Delete states from thiz list,
I click the HELP button (shown to Q:. _,r-J
E the right]. EE—
= =
E LI Save Delete | i ﬂ

01-09-2012



Carvin Software

Support
rvin Ware.com .
2011 W2 Processing
B8&.236.8025 . Office 70 5 Val Vista Dr.
480.718.8782 . Fax Suite A3

Gllbert, AZ 85296

7. Double click the filer name and a forms list will appear. Select W2 as shown below.

EH Active Farms...  Ctrl+a

1095

1095-C
10958-E
10938-T

1093-4
+ Client {Filer) Management ﬂ !E E

1093-E
Client 1D Tsxpayer D
g 11

Clients [1) X e 1099-C
ABC Temporary
dh New,. 1099-CAP
] Edit.. 1099-DIY

1093-G
= [elete..
1093-H

Dy Copy.. 1099-INT
EH Active Forms. .. 1093-K
-+ Motes... 1099-LTC
&L, Active Users.. 1099-MISC
1093-0I0
1099-PATR
1099-0)
1093-R
Eﬁ Roll Forward... 1099-5
léﬁ Import Text File... = 1099-54
513 Export. Client 1D I 5 Select Eeleasel m Help | 222
54958
S5495-ES4
S5495-54
W-2C
-2

<4

Reports

»r

Import/Export
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8. You should now see a blank W2 form as shown below.

a BEmployee’'s S5H Fpplied | wiid W-2 2011
@ | F | ¥ |oup 15as.0000 File is empty 7 Efile |7 w3 [F Printed

b Employer identification number 1 Wfages, tips, other comp 2 Fedaral income tax withheld

B0-1234567 | 941 ) | (FE) Compute FICA

¢ BEmployer's name, address, and ZIP code 3 Social securty wages 4 Social securty tax withheld
ABC Temporary Staffing 5 hadicare wages and tips 6 hizdicare tax withheld
22190 Washington Ave
Kansas City MO 64155 T Social securty tips & Alocated tips

d Control number [l 10 Dependent care benefits

& BEmployee’s first name | bl | 35t name Suffin |11 Monqualified (Sec 4477 12a - Depress F1 for codes

-

f Employee's strest address Cormested 7 Feissue [7 Foreign [7 13 (5T&y  (RETY (3rd-Party) [12b - Depress F1 for codes

F F ¥ M
14 Other 12c - Depress F1 for codes
A -
City State | Zp Code |Jp Bxt.| OF | cC | B) T2d - Depress F1 for codes
3 b
State 1|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, atc. 19 Local income tas 20 Locality Type
State 2|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, etc. 19 Local income tas 20 Locality Type

E-Mail:

01-09-2012
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9. Select File > Import > ASCII Text File. Browse to the location that you saved your W2 export file from
Staffing Complete.

[#= ACCOUNT ABILITY - Tax Form Preparation for 2011
Order By Security  Tools  Module  Preferences  Forms  indow  Help

01-09-2012

| Edit Filer "100"

ll? Mew Ins
>. Locate, ., =]
= eleke, Zhrl+Del
£ Tokals Fa
Compuke FICA F& [N Fpplied | wibid W'2 2011
F | F ! F
« S = - OhdB 1545-0002
fication number
X Cancel Gl lasgr o941 | (FE) Compute FICA
B Irmport » ASCIL Text File. ..
5@ Expart,., CEFH- Roll Forward Prior Year, ..
Backup... Another Client's W-Z2s. .,
WZREPORT (EFWZ) File...  Chrl+Ww
Restare..,
E Electronic Reporking.. . (ZhelH-E
Brirnt Farms. .. (ZhelH-F
Print Forms for Selected Record..,  Ctrlale+F  [f0ame | M| Last name LS
B Print and|Mail..
pet address  Comected [ Reissue [ Foreign |
|, Contral Repart Chrl4-P
Renister | iskinn CHel4+-R
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10. You will be prompted to import, click Yes.

= W2 - 100 |
a BEmployee’'s S5H Fpplied | wiid K
@ | F 151521 524E;ID!8 File is empty ¥ Eile [ w3 [ Printed %
b Employer identification number 1 Wfages, tips, other comp 2 Fedaral income tax withheld
B0-1234567 | 941 ) | (FE) Compute FICA |
¢ BEmployer's name, address, and ZIP code 3 Social securty wages 4 Social securty tax withheld
ABC Temporary Staffing 5 hadicare wages and tips 6 hizdicare tax withheld
22190 Washington Ave
Eansas Citcy MO 64155 — — —

e~ |

File specification CnlineDemo - W2, TxT in folder
. Zi\Documents and Settingsigus. tomelleriDeskiopl 201 1wz}, contains 177 record(s).
& BEmployes's first codes
Okay to import?

d Control number rizfits

T Employes's stre codes
Mo
codes

A -
City State | Zp Code |Jp Bxt.| OF | cC | B) T2d - Depress F1 for codes

3 b
State 1|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, atc. 19 Local income tas 20 Locality Type
State 2|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, etc. 19 Local income tas 20 Locality Type
E-Mail:
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11. Append is selected by default, click ok.

a BEmployes’'s 55 Ppoplied | wid w-2 2011
& F |  |oue 154.0008 File is empty ¥ Efle [F w3 [# Printed
b Employer identification number 1 Wifages, tips, other comp 2 Federal income tax withheld
50-1234567 [ 941 ) | (FE) Compute FICA
o BEmployer's name, address, and ZIP code 3 Social securty wages 4 Social security tax withheld
ABC Temporary Staffing 5 Mzdicare wages and tips E hizdicare tax withheld
22190 Washington Awve
SEEUEEE o e lUN (S 7 Social securty tips 2 Alocated tips
Rollup Option E

d Control number ~ Select Rolup Option 10 Dependent care benefits

i+ Append

] 4 |
12a - Depress F1 for codes
" Rallup [or Append) Cancel | s

& BEmployee’s first name [ M| Ll3st name

; . 12b - O Fif d
f Employes's street address Comectad I— Erase ewisting records Hel | B epress or codes
= -

14 Dther 12¢ - Deprezs F1 for codes

Al -
City Hate | op Lode |dp Bxt.] OF | oG | B! TZd - Depresz F1 for codes

Ci A
State 1|16 State wages, tips, eto. 17 State income tax 18 Local wages, tips, etc. 19 Local income tan 20 Locality Type
State 2|16 State wages, tips, ato. 17 State income tax 18 Local wages, tips, etc. 19 Local income tax 20 Locality Type

E-hail:
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12. Your records should have been imported. You can now scroll through your entire W2 inventory using the
blue navigation buttons located on the right of your screen. To print, see step 13 — 14.

|EWZ - 100
a Employee’s S5H lied | “wibid
@p 555554555 pp|p— r E‘fﬂﬁfﬁgngg ID# 1 W Efile ¥ w3 [ Printed %
b Employer identification number 1 Wfages, tips, other comp 2 Fedaral income tax withheld
B0-1234567 | 941 ) | (FE) Compute FICA $2,815. 58 §563.26
¢ BEmployer's name, address, and ZIP code 3 Social securty wages 4 Social securty tax withheld
$865.98 §36.38
ABC Temporary Staffing 5 hadicare wages and tips 6 hizdicare tax withheld
22190 Washington Awve 4565.95 $12 .56
Kansas City MO 64155 T Social securty tips & Alocated tips
0.00 20,00
d Control number 10 Dependent care benefits
$0.00
& BEmployee’s first name | bl | 35t name Suffin |11 Monqualified (Sec 4477 12a - Depress F1 for codes
James Abhhott 30.00 - §1,747.53
f Employee's strest address Corrested [~ Reissue [ Foreign [ 13 (5T&y  (RETY (3rd-Party) [12b - Depress F1 for codes
123 Main St O O r T .
14 Other 12c - Depress F1 for codes
& i §0.00
City State | Zp Code |Jp Bxt.| OF | cC | B) T2d - Depress F1 for codes
PHOENTIX A4Z |B5001 [ - 0,00
State 1|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, atc. 19 Local income tas 20 Locality Type
AZ 52,815.58 236,66 $0.00 20.00
State 2|16 State wages, tips, eto. 17 State income tas 18 Local wages, tips, etc. 19 Local income tas 20 Locality Type
0.00 §0.00 0,00 £0.00
E-Mail:
01-09-2012
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is displayed, or you can print all the W2s. Select your print option as shown below.

CCOUNT ABILITY - Tax Form Preparation For 2011
Fi Order By  Security  Tools

Module  Preferences

Farms

window Help

| Edit Filer "100"
‘ User Infarmation Chrl+U
4 New Ins
>|E| Locate. .. FS
= Delete... Cerl+Drel
E Totals F3 [N Fpplied | wbid W-2 2011
Compute FICA F& [2555 O O OMB 1545.0008 1D #1 ¥ Efile ¥ w3 [T Printed q
|fication number 1 Wifages, tips, other comp 2 Federal income tax withheld
v’ Save F8 lase? | 941 ) (FE) Compute FICA $2,5818.58 $563.26
x Cance CErl+FE e, addrezz, and ZIP code 3 Social secunty wages 4 Social security tax withheld
gﬁlmport » $865.98 §36.38
SD Exnort el rary Staffing 5 hiedicars wages and tips 6 hiedicare tax withheld
pert lanaLengers $865.98 j1z.56
Backup. .. PR 7 Social secunty tips 5 Alocated tips
Restore,.. $0.00 $0.00
10 Dependent care benefits
&3 Electraric Reporting. . Chrl+E 40,00
E PHnt Farms CHl+F ft name | il | Last name Suffin |11 Mongqualified (Sec 4670 1Za - Depress F1 for codes
. Abbott $0.00 - §1,747.53
N et address Comected [ Reiszue [~ Foreign [ 13 (5Te)  (RETY (ird-Party) [12b - Depress F1 for codes
52 print and Mail... e r r r - $0.00
& Control Repart Chrl+P 1;)0ther 12 - Depress F1 for codes
Register Listing Ctri+R ;) M §0.00
- . State | Jp Code |Jp BEt.| OF | CC [ £ 12d - Depress F1 for codes
Missing TIM Register ChrlT
AZ |55001 i e 0.00
Skate & Local Wage Report Chrl+S i _ _ _ _
ages, tips, ete. 17 State income tax 12 Local wages, tips, etc. 19 Local incame tas 20 Locality Type
@Exitthisﬁ:rm F10 52,818,538 §36. 66 0.00 §0.00
ate X106 State wages, tips, eto. 17 State income tax 18 Local wages, tips, etc. 19 Local income tas; 20 Locality Type
0,00 0,00 0.00 0,00
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13. Navigate to File menu and select your print option. You have the option to print the current single W2 that
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14. The print dialog allows you to select print options.

»
m GDI Print Options T X |

3 Bmployee’s 35N AP — T arget Printer ) %
@ 555554555 | [T | Pnter  111-HP Laserlet 4250 FCL 6 ffro.. NOT BATCHED | [° T Brinted
b Employer identification number Server: LOCAL kral income tas withheld
S50-1234567 | 2¢| Pot TS004 §563.26
= Emplovers name, addrezz, and | Location; [MO CLIPPIMG] | Bl zecarty tax withheld
— Clhent Information eE0EIs
ABC Temporary Staff Cligrt D 100 care tax withheld
;i:gswgiilnﬁgugﬂ‘: M ame; ABC Temporary Staffing §12.56
. Contact; Homer Jones ated tips
Telephone: 888-555-1234 §0.00
d Control number . Designated . hendent care benefits
I~ Copy & -2 for 554 000 000 $0.00
# Bmployes's first name |\ ML= | ™ Cony B for Employes's Federal Betum [ [MSTRUCTIONS | Peeress P for sodes
Lk & [~ Copy C for Employes's recards [T INSTRUCTIONS v UL EE
t Bmployee's street address | [T Copy D for Employer's records Hepress F1 for codes
123 Main St [~ Copw 1 faor State, City, or Local Tax Department v AUSWY
[~ Copy 2 for Emplayee's State, City or Local Beturn Hepress F1 for codes
v 4-UP [Copies B-C-2-2f [~ Pressure Seal v §0.00
City |— Eummar_l,l W3 |— Irfa |:l:||:|_l,l Q.00 Q.00 Neprass F1 for codes
LIRS [~ Mark a: printed ¥ 554 Approved v §0.00
State 116 State wages. tips, ete. | [T Tuncate social security numbers 20 Locality Type
e 52,818, 1 [ SIMGLE RECORD ] !
State 2|16 State wages, tips, eto. ~ Messages 20 Locality T
F0.1 1]
E-hiail: 0z Help | Frirt I Cloze
L,

01-09-2012
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15. To search for a specific employee’s W2, select the search button as shown below. The search dialog box
will be displayed. Once you’ve located that employee, you can print that single W2 as explained in step
13.

W2 - 100

3 BEmployes's S5H lied | “void
@p ﬁp|p- O gﬂﬁ 524? ;‘DZS I0# 1 ¥ Efile ¥ w3 [ Printed %
b Employer identification number 1 Wfages, tips, other comp 2 Federal incomee tax withheld
S80-1234567 | 941 ) 3z2,818.58 $563.26
o Bmployers name, address, and ZIP code 3 Social secunty wages 4 Social security tax withheld
$865.95 $36.38
ARC Temporary Staffing 5 hiedicare wages and tips 6 hedicare tax withheld
22130 Washington Awe 4565.958 412 .56
LETEEEIE Hel D 7 Social secunty tips 3 Alocated tips
i0.00 i0.00

d Control numbeer

10 Dependert care benefits
0.00

& Employes's first name | bl | L3st name Suffin |11 Mongqualified (Sec 457 12a - Deprezs F1 for codes
James Ahbott $0.00 A4 $1,747.53

T Employee's street address Comectad [ Reiszue [ Forsign [ 13 (574) (RET) (3rd-Party) |12b - Depress F1 far codes
b o.0a

123 Main 5t r r r .

14 Other 12c - Depressz F1 for codes
& = §0.00

City State | Zip Code |2ip Bt OP | oG | B! 12d - Depress F1 for codes
PHOENIXE AZ |85001 [§} s 0.00

State 1|16 State wages, tips, eto.

anm PRI EIEIN P

01-09-2012

17 State income tax

A e

18 Local wages, tips, ete.

PG

19 Local income tax

20 Locality Type

An A

[w2] Locate an emplovee [FA)
s

S u CHIEL e e
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