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How to Update Box 20 
(Locality Name) for Multiple 

Employees in W2 Mate 

www.W2Mate.com 

Start by Opening 
W2 Mate 
Program 

® 

® 
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Go to > Company > Open Go to > Company > Open 
1 

Select a Company to open Select a Company to open 
2 

Click > Ok Click > Ok 
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Click > Update Box 20 

(Locality Name) for Multiple 

Employees 

Click > Update Box 20 

(Locality Name) for Multiple 

Employees 
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Click > Tools Click > Tools 
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Choose either “Line 1” 

or “Line 2” 

Choose either “Line 1” 

or “Line 2” 
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Fill in the “New Locality 

Name” 

Fill in the “New Locality 

Name” 
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Select Employees to 

update Box 20 

Select Employees to 

update Box 20 

Click > Ok Click > Ok 
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Click > Yes Click > Yes 
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Click > OK Click > OK 
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Congratulations. You know how to  
update box 20 for multiple employees! 


