
 

Figure 1 Start Account Ability and select your client record from the File menu 



 

Figure 2 Select Import -> W2REPORT File 



 

Figure 3 Select the W2 Electronic Media File Created By Pro Series Payroll Module 

 

Figure 4 Click Begin to import your W2 data 



 

Figure 5 Select File -> Print Forms 



 

Figure 6 Select the Account Ability FileCabinet Printer 

 

Figure 7 Choose your desired form type and click Print to begin printing 



 

Figure 8 Your W2 Forms appear in the Account Ability FileCabinet Outbox.  Click Send to send your W2’s to 
MyPDFTaxForms.com for eDelivery to your recipients 



 

Figure 9 Your recipients can then login and download their W2 in encrypted PDF Format 


