PAYX — Character-Based
MAG-FILER W2 PRINTING

PURPOSE: Use MAG-FILER to print forms W2 to laser forms within IRS or SSA
specifications. The instructions that follow provide detailed directions on how to
download and import your employee information, review your data, and print your
W2s to a laser printer. These instructions should be used to print your main set of
W2s for your employees, as well as a second W2 for any employees with more than
two local taxes. You may also print a copy for your records, if desired, either on W2
forms or plain laser paper.

The MAG-FILER application is only used to print your

“o‘(ﬁ" W2s on a laser printer. The download files you prepare
for the IRS should continue to be processed in the
Creative Microsystems, Inc. (CMI) Payroll application,
as they have always been.

W2 Checklist

o Step 1: Load MAG-FILER® on a PC and Create Payer(s).

o Step 2: Proof/correct W2s by using CMI’s PayX software.

o Step 3: Print W2s on paper by using CMI’'s PayX software.

o Step 4: Download W2 info from CMI's PayX software to MAG-FILER®.
o Step 5: Import W2 info into MAG-FILER®.

o Step 6: Verify imported W2 data by using reports generated with
MAG-FILER®.

o Step 7: Print W2s from MAG-FILER® software.




PRINTING Payroll (PayX) 1099 FORMS WITH MAG-FILER® (Cont.)

Using your CMI Payroll system in conjunction with MAG-
FILER, you also have the capability to:

o Print a set of laser W2s for the SSA (if you do not file via

diskette or online) separated into Medicare eligible employees
“01?—" and non-Medicare eligible employees.

° Print a set of laser W2s for any single city.

° Print a set of laser W2s for any single school district.

Contact the CMI Support Center if you wish to use any of
these options.

STEP 1:

Load the MAG-FILER® software on a PC. When complete, open the application and
a screen similar to the following will display:

3 Mag-Filer Payer Information
File Utilities Help

Mew Payer | Payees | MagFile | Help | Exit |
List | Detail |

Fec# |Mag-FiIe|F‘rint|FiIe Type |F'ayer |Ein |Address |Address2 |
»
=1 =

If this is your first time entering the MAG-FILER® application for this tax year, select
the New Payer button to enter the necessary information about your agency.
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PRINTING Payroll (PayX) 1099 FORMS WITH MAG-FILER® (Cont.)

A screen similar to the following will be displayed:

£5 Mag-Filer Payer Information
File Utiites Help

Mewr Payer | Payees | MagFile | Help | Exit |
List Detail |
—Paver Infarmation
I Controls
Mame Previous hlext
| >
Address I Delete  Save
. = I e |
City I State I Zip I -
Fed EIM# I v EIN# (glse SEM#)
—Contact
Mame I Title Phnne#l( -
EMail | Fax #[0 ) -
1029 Oy [ Transfer Agant |1-D4F'25ROP|Y|- Morinee [ QREIN [~ MNE-EIM
ransfer Agen roRata omines - -
Mame Contral [~ Combined Fed/State Gourtry Goge| <]
[~ Foreign Corp Ty
[T 1098T method change

W2 Oinly

Other EIN® I 3rd Party Withhalding I [ Third-Party Sick Pay
Employment Typel "'I Establishment # I

—Transmission Information

Filing Type I j State Filing Mumbers | [v Batch Print [~ Mag File
All users will create at least one Payer. Users with any
employees who have more than two local taxes need to
< ¢ create a second Payer (identical to the first) in order to
\Y import and print the information for their extra W2. The

SCREEN NOTES

W2 forms only provide space for two local taxes, which
is why employees with more than two localities will
receive multiple W2s.

State Enter the two-character abbreviation for your state.

Zip A five- or nine-digit zip code may be entered.

Fed EIN# Enter your agency's Employer Identification Number. This number is

assigned by the IRS.
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IV ElN (else S8N#) geolect this check box if you entered an EIN# in the Fed EIN# field.
If you leave this check box unselected, it will be assumed that a Social Security
number was entered in the Fed EIN# field, and the format will change to
HHHE HH HHHHT

Phone # A phone number is not required for W2 reporting.

1099 Only and 1042S Only

Leave all fields in these areas blank for W2s.

W2 Only

Other EIN# This field is normally left blank. Use it only if your agency has used a
different EIN# on Form 941 or Form 943.

3rd Party Withholding Enter the total federal income tax withheld by third parties
(generally insurance companies) from sick or disability payments made to the
employees that will appear in your W2 file. Check the T Third-PartsSickPay check box.

Employment Type Click I to view the acceptable entries for this field:

F - Regular
A - Agric
H - Hshld

b - Military
* - Railroad
Q- MOGE

If you submit W2s to the SSA via diskette or online, or if you submit paper W2s to the
SSA in one group, select R (Regular).

If you submit paper W2s to the SSA, and you need to

. print two separate groups of W2s (one for Medicare-

“01& eligible and one for non-Medicare eligible), contact the
CMI Support Center for assistance.

Establishment # This field is normally left blank.
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Transmission Information

Filing Type Click I to view the acceptable entries for this field:

10425 =
1098

1093E |
1098T

10994

10998

1099

1099CAF =

Scroll down and select W2.

Click L Serimstumbers | 1) oter your State Filing Numbers. Key in your two-character
state abbreviation(s) and your state identification number(s). Click Save/Close when
you are done.

[V Batch Print This field must be checked.

[~ MagFile This field should not be selected since you will be submitting your
electronic media by using the CMI PayX application, not MAG-FILER®.

When you have completed the appropriate fields on the Detail tab for the W2s, click
the Save button in the Controls section of the screen to save your input.
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Use the List tab to view the list of current Payer records. A sample is shown below.

£2 Mag-Filer Payer Information
File Utilities Help

e Payer | Fayees | IlagFile Help | Exit |
List | Detail |
Rec# |Mag-FiIe|F‘rint|FiIe Type |F'ag,rer |Ein |Address I—I
2 Yes Mo 1099MISC YOUR AGENCY 10-1011111 &0 WEST hAIN

E-mmm ¥OUR AGENCY 10-1011111 500 WEST MAIR

1 om

STEP 2:

Follow CMI's Payroll/Personnel Year-End Procedures only through Step 3 - W2s,
which includes W2 ADD-ON MAINTENANCE, W2 BACKUP REPORT and W2
EXCEPTION REPORT.

STEP 3:

Use W2 FORM PRINT (Menu 4-35-4) to print a hard copy of your W2s.You must
use this selection to print W2s on paper or the W2 information will not
download properly to Mag-Filer®.
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STEP 4:

After printing your W2s to paper, use W2 MAGNETIC MEDIA (Menu 4-35-5) and
select MAG-FILER -- Download to Magfiler.

You will be prompted:

W2 Form Mag-filer Interface
Do you want a new list (Y/N/END)?

Enter <Y>.

You will then be prompted for a sort selection:

W2 Printing Sort Selection

A - Alphabetic by Hame
H - Mumeric by Employee Humber
DA - By Department, Alphabetic by Hame
DM - By Department, Humeric by Employee Humber
MA - Alphabetic by Mame, Separated by Hedicare
MH - Humeric, Separated by Hedicare
MDA - By Department, By Hame, Separated by Hedicare
MDH - By Department, By Employee Humber, Separated by HMedicare

Enter Selection or End :

Enter the desired sort selection.

If desired, you can change the sort order of your W2 data later,

“016 within the MAG-FILER application. Click on the Payees button,
then right-click anywhere on the screen. Select Sort from the
resulting pop-up menu, and then pick a sort method.

You will then be prompted:

Enter tax year (YYYY)

Enter the tax year, and the file will be created. The employee numbers will flash on
the screen as they are processed.
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. If you have employees with more than two local taxes,
“o"ﬁ‘ the following message will display on the screen:

Second file for extra cities will be created
You will then be prompted:

(W)integrate or (A)ccuterm ('E' to end):

After you make your selection, you will then be prompted:
Download Mag-filer file
Continue (Y/N)?

Enter <Y> to continue or <N> to end.

The primary file, “CMIW2.DAT”, and the file for extra W2s for employees with more
than two local taxes, “EXTRAwW2.DAT”, will automatically be written to the C: drive of
the PC. You will receive a series of messages, similar to the following:

FILE C:\CMIWUZ.DAT CREATED FOR MAGFILER
FILE C:\EXTRAWZ.DAT CREATED FOR MAGFILE EXTRA W2'S

FILE C:\CMIUZR.DAT CREATED FOR MAGFILE REGULAR W2'S

FILE C:\CHIWU2Q.DAT CREATED FOR MAGFILE MEDICARE QUALIFIED W2'S

Press <ENTER> to accept any confirmation prompts that may display, and press
<ENTER> one final time to return to the menu.

Creative Microsystems, Inc.
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STEP 5:

Open the MAG-FILER® application. A screen similar to the following will be
displayed:

£2 Mag-Filer Payer Information
File Utilities Help

e Payer | Fayees | IlagFile Help | Exit |
List | Detail |
Rec# |Mag-FiIe|F‘rint|FiIe Type |F'ag,rer |Ein |Address I—I
2|Yes Mo 1099MISC Y OUR AGENCY 10-1011111 &0 WEST MAIN

EIMMM ¥OUR AGEMNCY 10-1011111 500 WEST MAIR

T om

Highlight the Payer row applicable to the W2 file that you want to import. Click the
Detail tab and verify that all Payer information is correct.
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Select the Payees button to begin the import of the W2 data. A screen similar to the

following will be displayed:

£3 Mag-Filer Payee Information HE R
Mew Payee | Forms Print | Repart | Import Payees | Help | Cloge |
| etai |
Reck |Print |Au:c:c-urrt |Tax MUmiker |F‘a\,fee |.&.ddresa |C'rty |
ld
L+l | =

Click the Import Payees button. The Options screen will open.

g5 Import Options

Fleaze zelect the type of import you wizh to perform Help |

Cloze |

Fre-Defined tag-Filer [mport Format

54 File Importing

Creative Microsystems, Inc.
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Fre-Defined kd ag-Filer Import Format

Select | | to continue. The Import File

selection screen will open.
&5 Import File - |O) x|
Cancel | Ok
File Namel Browse...
EarriEine amounts forpeyeesswith matching szl secss [0

Enter the path and name of the desired W2 file in the File Name field. The file name
to use is determined by one of the following scenarios:

Scenario File Name

If you want to print one main set of W2s for the employees,

and you will file via Internet/diskette to the SSA, import the

primary data file: C:\CMIW2.DAT

If you want to print a set of W2s for employees with more
than two local taxes, import the extra data file: C\EXTRAW2.DAT

Click Combine amounts for payee with matching
social sec#, if you wish to have a single W2 produced
for multiple employee records with the same Social

=
Y Security number.

Creative Microsystems, Inc.
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After you click OK, the following screen will display:

Help | Cancel | Select |

Farm #IFmt #lDeacripﬁnn Iﬂ
» 14 1 W2 MAGFILER C5Y

B 14 2 MCGLADREY w2

14 3 IPAN W2

14 B NP SYS W2

14 g Chl w2

14 9 SCIW2 PRLMAG DAT

] 14 10 ICOMMANDER W2 _I
14 18 EDS W2

14 2 W2REPORT - MMREF

14 99 QUICHKBCOKS W2 (2005 & EARLI

14 100 QUICHKBOOKS W2 2006/2007

14 101 LOUDCUN HEALTHCARE

14 999 SYMPAG (CASSI W2

-

[« | |

Highlight CMI W2 and then click Select. The file will now be imported. When the
import is complete, the following window will appear:

Information

@ File Imported

Click the OK button to continue.

If errors are found in the imported data, an Error Log will display
with errors itemized by record number. These record numbers

“01?—" correspond with the numbers in the Rec# column on the List
tab. Print this list so that the CMI Support Center can assist you
with any errors.

One common error indicates that the Medicare amount is not

1.45% of all the Medicare gross wages. If you receive this error,

check the specified records to insure that the Medicare

amounts are within rounding (a few cents off) or within an

acceptable level to you. If they are, you may proceed. If the

QUICK amounts are not within rounding, or are not acceptable to you,
TIP contact the CMI Support Center for assistance.
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A screen similar to the following will be displayed:

£1 Mag-Filer Payee Information - Form W2 : YOUR AGENCY

Mew Payee | Eorms Print | Report | Import Payees | Help | Close |
List | Detail |

Rec# IF‘rirrtIAc:count ITax Mumber |Payee |.&.ddress ICity I;I

85 M 0225 HEH-H- S John Smith 11N A1THST DAY TOMN
_ 0254 Jane Temp &7 N. 5TH £T. DA TON
4N 0235 - John Davis o7EW. 3D ST D TR

[ SN 1372 HHR-HH-HHE Jon Smvth PO BIOK 957 DAY TORN
[ g8 M 0226 -4 John Simons 8041, THIRD ST DAYTON
[ BN 1368 Y John Jons 123 HERE ST ay
| TN DS54 HER-HH-HERE Smith Johns B47 M MAIN ST DAYTOM OH
B M 5411 -t | Johnathon Smith, 1l 3993 FOX RD CLAYTON
B 10 M 6146 HUH-HE-HEHE | Johanzon Sithers 123 WINDSOR DAYTOR
[ 9N 0255 HHE-HH-ps | Jonns Davisy PO BOX 123 DAYTON
[ 11 M 5002 - David Johnny 222 BAKER ST DAY TOMN
[ 12 M 6183 - John Marks 101 WALLOW WA SOMEAHEREIN
B 14 W 1008 - John Billyson 1001 &Y STREET AN WHERE
B 13 M 1001 - Alice Johnzon 1001 &MY STREET AN WHERE
[ 15 M 0909 HER-HH- R Alizon Simms 1230 OVERLOOK DR FAIRBORN
[ 17 M |0024 - Y| Jane Jones 6653 MILTON STREET AMLIN
[ 16 W 0020 HER-HH-HERE | Jane Smitherson 7747 HAYDEN RUN ROAD AMLIN
| 18 W 0249 HEH-HE-HEEE | Jane Janis 451 5TH ST APT G ERGLEWIOOD
B 19 M 1363 HEH-HE-HEEE | Jane Johnston 324 MAIN STREET D TR
[ 23 M 0033 HHE-HE-HH John Janeson 349 5. MAIN ST DAY TR
[ 24 M 1378 Y- Chet Payer 34323 MAIN ST DAY TORN
[ 25 W 1377 -t John Doe 123 M MAIM ST EMGLEMDOD
: 2F W |007E AT Jane Dozen EE0 BELL &WE. ELVRIA .
T, i

This is the list of Payees created from the imported file.

If you wish to delete the imported Payees for any
reason, highlight the desired Payer, select the Utilities
“01€" drop-down menu, then select Delete All Payees Under
This Payer. Make sure to use this process to clear the
Payee data if you decide to re-import the Payees for
any reason. Otherwise, the Payees will be duplicated.

To view the detail of a record, highlight the record, then select the Detail tab; or
double-click on the respective Payee line.
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A screen similar to the following will be displayed:

£1 Mag-Filer Payee Information - Form W2 : YOUR AGENCY

Mew Payee | Eorms Print | Report | Import Payees | Help | Close |
List Detail |
Contral |1 SS#|295-95-3993
Controls
Marme SMITH, JOHR Previous Mext
Address (10 ANY STREET ;ILI
Delete  Save
City ENGLEWOOD State |OH Zip [44444-
Wages tips.. | $4522020)  Fed ine taoowih $7,451.20 EI"“”CC":'B IE'm”“mc'“”t
Soc secwages | $45,22020 Soc sec taxwih $2,803.65 | I
Medicare wagel F446,220.20 Medicare tax I fEa5.69

Soc sectips Allocated tips

Adv EIC prit I $0.00 Dep care bene I I
Mon@ual 457 | Egrﬁ;?“ﬂe'j l—

Cther desc Other amaunt

F0.00
™ Statutory employee State Wagestips Incometax Locwagestips Incometax  Locality
e —— IOH [$45.22020 | $1,60212 [$45,22020 | $452.20 [CITY

[~ Third-party sick pay l_ I I I I

You may make corrections to the information to be printed on the individual's W2 on

this screen.

Az

S
WARNING!!! Changes made in MAG-FILER® will not be reflected in your CMI Payroll

system and will not appear on any electronic media created from your CMI Payroll system. Thus,
you should make corresponding changes in EMPLOYEE MAINTENANCE (Menu 1-1).
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STEP 6:

To view a report of the imported W2 information, click the Report button and a
screen similar to the following will be displayed:

£ Totals H[=1 3
Total Payess: 1 : | | |
I~ Comested Prirt Totals Fun Report Close

De=cription Amoint Repaort =

Tax Id Mumber (Payee TIN Hash Total) 444444444 Yes

Wages tips... 45220.20 Yes

Fed inc tax wih 7451.20 Yes

S0C SEC Wages 45220.20 Yes

=oc zec tax wh 2803.65 Yes

Medicare wage 45220.20 Yes

hedicare tax G55.69 Yes

State wages 45220.20 Yes

State tax 160212 Yes

Local wages 45220.20 Yes

Local tax 45220 Yes

State Wiage - Ohio 45220.20 Yes

State Tax - Ohio 160212 Yes o

To include or exclude columns for the report, click in the Report column for each item
to toggle a field between “Yes” or “No”. Then click the Run Report button.

<€ If the report truncates entries in your columns, go to your

WO desktop, right-click and select Properties. Select the
settings tab and change the font size to small. If you do
not see a font size field, click on Advanced.

The State and Local columns will not print usable totals.
You should get these totals from the W2 Backup Report

=
WO (Menu 4-35-1) in CMI’s Payroll application.
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A report similar to the following will be displayed:

1 YOUR AGENCY : w2

HE 3
E|| H 4 » M |§§|EE’=| glose|
121702003 & 43:49 At
YOUR AGENCY W2

Tax ld  Wages, tips... Fed inc tax Soc sec Soc sec tax M edicare
Mum ber wah Wage s ngh VEE

Rec# PayeeMame (Payes TIN
1TSMITH, JOHN 444 .44-4444 45220020 7.451.20 45,220.20 2,803.65 45,220.20
Totals Payees: 1 444444444 45220020 7.451.20 45,220.20 2,803.65 45,220.20

=l
| |Page 1 of 1

Use the icons at the top of the screen to print or save this report.
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STEP 7:

WITH MAG-FILER® (Cont.)

To print the W2 forms, click the Forms Print button and a screen similar to the

following will be displayed:

£2 Print Format —Tel=]
—Which Cop o
 Copy B 4 Up Bri
€ 2Up Cancel
E Ot — Print Contral
4 Down PaLize every
= Copy B&C
™ Substitute Pre-Prirted Forms [~
[(Copies A B, W3 etc)
042 ™ Copy A B
) 0eEE ) 5Per Page
w3 L Mailer — Margin Contral
) Wailer 22 Tl n
— Send To 2l | Far S0
® S Farrm A0
o Left ffarain |0
—Whiat to Print

" Single Payee
{~ Restart Print

@ Al Payess Sorted by: Bayes ame

Restart at: ISMITH, JOHR

Printer:

[Printer Mame]

wot®

Before starting the print job, make sure that you are
assigned to the laser printer you wish to use. W2 forms
will print to the printer designated as your Windows®

default printer.

Which Copy Select the W2 format that you purchased. In many cases, this is
the 4-up copy, though you may have purchased a different copy.

Send To Select Screen initially to insure your W2s are printing in the format
that you desire. After reviewing the W2s on the screen and insuring they are

correct, select Printer.
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What to Print Select either single Payee for an individual employee W2 or All
Payees for all employees.

Click the Print button to print the W2s.
You may print the W2s as many times as needed to either the screen or the

printer. Additionally, you may print a copy of the W2s to plain laser paper (or
forms, if you have sufficient supply) for your records.
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