LIVELY PRINTER SETUP PROCEDURES

1.

Install 1051 Konica Minolta Print drivers- bizhub PRO 1200/1200P/1051.

To install drivers, click RUN from the START button. Then enter the path \\ltc-print\drivers\Konica 1051 in the
open window.

20

— Type the name of a program, folder, document, or
o Internet resource, and Windows will open it for you,

‘Kanica 1051 |

arinthdrivers

|

Cancel | Browse... |

Select AutoRun.exe then follow the prompts: Printer Install > PS-Postscript = PS Plugin Driver = EN-English
Enter the Network printer name or IP Address (10.34.0.129).

To check the printer, run \\ltc-print\LTC-KONICA1051-PRINTSHOP

2%

= Type the name of a program, folder, docurment, or
3] Internet resource, and Windows will open it for you.

Cancel Browse...

o]

Add network Printer for Lively Milnolta Printer. Use IP address 10.34.0.129 (Black and White).
Print TEST PAGE

NOTE: Fiery Control manage print jobs and setup through Workflow option. Put print on hold. However, PaC
prints directly to the printer therefore bypassing any Fiery Control settings.

TIS has access to the following Shared Folder setup by Lively
\\LTC-FP\Shared\District Print . Enter into the RUN or CMD line will take you to the shared folder.

You can drag and drop print files to this location.
Then fill out a Lively Print Shop Request Form from Liquid Office.


file://ltc-print/drivers/Konica%201051
file://ltc-print/LTC-KONICA1051-PRINTSHOP
file://LTC-FP/Shared/District

PaC — Printing W2/1099.

Be sure the above 1051 Konica Minolta Printer is setup on your desktop.
From PaC navigate to Year End process — HR\PA\YE\PA\CA\WP.

Run Step 1 -3.

To test W2 Print, click on STEP 4 — Print the W2s.

HR\PA\YE\PA\CAWP - 3084 - W2 Processing x|

Welcome to the W2 Step by Step Process for Calendar Year 2013 ®Cose
Rates and Maximums are as Follows:

A

FICA Rate: 5.2z000 FICA Max: 113, 700_00 Medicare Rate: 1. <4500 Medicare Max: 9,99%,339_39

Step 1 Enter andjor Verify Federal and State Information For W2s |

Step la (Optional) Allow Employees to Prink W2s Electronically |

Step 2 CreatejModifyjReport W2 WorkFile |
Step 3 Create W Prink Files {used to prink the WZs) |
Stepd4 | Prink the W2s |

Step 4a {Optional) Submit Files for Skyward W2 Printing Servi:el

Step 5 Create the W Electronic File for Federal and State |
Step 6 Create Individual Wz PDF Files |
Step 7 ‘W2 Process Final Checklist |
Lise this aption to create the prik files. ) skyDoc #

5. STEP 4 — Print the W2s options

HR S PASYE YNPAS AW - S08<1 — Print the wWos >< |
M SkyvDioc ~-= pun | W cClose |
£
‘— Emploves w2s
=1-- Standard
Frint Employes FlCa tMedicare w2Zs on the 11" Perforated Universal Form [HEAFERF]
Print Emplowses Medicare Only “2s on the 11" Perforated Universal Form (HE4PERF)
= 4 Pressure Seal

Frint Emplopes FlCa Medicars ww2s on the 14" Perforated Universal form (HS0650]
Frirt Ernploses Medicare Onlu W25 on the 14" Perforated Universal form (HS0650]
Frint Emploves FlCa Medicars %2s on the 14" Perforated form [HE0640]
Frint Emplowpes Medicare Only %25 on the 14" Perforated form [(H$206540]

— State w2
Print State FICA M edicars WW2s [on blank paper]
Frint State Medicars Onle »/2s [on blank paper]
Ermmployer “Ww2s
Print Ernploger FICA b edicars Ww2s [on blank paper]
Print Employer kM edicare Only % 2s [on blank paper]

T

Select this option to install the Fonks that are required For prinking the Wz Files . |

6. Print both the Standard options.
- Print Employee FICA/Medicare W2s on the 11”Perforated Universal Form (#B4PERF)
- Print Employee Medicare Only W2s on the 11”Perforated Universal Form (#B4PERF)

NOTE: Notification to load 11” Perforated Universal forms (#B4PERF) then click YES to process.

Print Employee FICA /Medicare W2s on the 11" Perforated il

? This process creates a Print Engine Fackage File that will be used to print the YW 2s.
“:/ This process wil take approximately 1 minute.

Please load your 11" Perforated Universal forms (#B4PERF) into the printar.

Continue with the W2 Print Process?

Yes | Mo |




Processing Please Wait.

7. Remember before printing W2 each time you have to “Select the Printer” by doing the following steps:
HRYPA\YE'PA'\CA'WP - 3084 - Print Engine Package Viewer X

?Optiﬂnsl 4Py |Page: |1 vl b Lext | Zoom: IPage Width vl ® Close |
- Click on ?Option — Select Printer — Konica Minolta 1200/1051 printer

Select Printer b |

1CA1051-PRIMTSHOR on ltc-print [from ® Properties. .. I
Ok, I Cancel I

- Select Properties — Basic to change the Paper Tray. For example, Tray 4 is where the perforated forms can
be loaded.
- Print a few test pages on the Perforated W2 form.

- To change alignment, click ?Options — Adjust Print Alignment make changes and click OK.
Printer Offset Management il

Frinter:

ITIS-GEN-4?SD-A Calar an admin-pz1 [from 'Wl_4240B54pzhpkAYOF] in se;l

¥ Save Offsets for this printer

r— Printer Offzets [in inches] r— Print Dutput Scaling—
Dffset Management allows vou ko better refine Enter the scaling &z &
the printed output on each printer, if needed. multiplier. For
Erter the offzet information belaw in & decimal example, to stretch
fraction of an inch. One eighth, one quarter and the vertical size by
one half would be 0.125, 0.250 and 0.500, 10%, enter 1.1.
respectively. The valid range iz 0.000 1o 0,999
[inches). inclisive. Vertical

Wertical Offset I1
ID “ Up © Down Horizontal

— Horizontal Offzet I-I
0124 " Left & Right

ak. I Cahicel |

8. Click Print then you can either check Print ALL or Print Page Range.
HRYPA\YE'PA'\CA'WP - 3084 - Print Engine Package Viewer X

[&rint | 20ptions| Ao |pager[t <] pest | zoom: IMW @ lose |
Form Print Options il
M PintPageRange:[1  —[§
Number of Copies [T
[ ok | canca |




