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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

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. 
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5. Navigate to the Contacts tab and input your company’s W2 contact person. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select your state from the drop-down box, input your state tax id and click the tax checkbox, then click 
save.  Repeat for all states your employees are active. Click Close. 
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7. Double click the filer name and a forms list will appear.  Select W2 as shown below. 
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8. You should now see a blank W2 form as shown below. 
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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. 
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10. You will be prompted to import, click Yes. 
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11. Append is selected by default, click ok. 
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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. 
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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 
is displayed, or you can print all the W2s.  Select your print option as shown below. 
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14. The print dialog allows you to select print options. 
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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. 

 

 
 
 
 
 
 
 
 
 
 


