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How to Import W2 Data
From Payroll Mate in
W2 Mate®

Start by Opening
W2 Mate®
Program

www.W2Mate.com



Please open Payroll Mate first,

then follow these steps.




Backup Company Database

Bestore Company Database

Import Companies from Payroll Mate 2015

Generate Direct Deposit file

| Tax Categories

l:hﬂ Tax Information | State Tax Information

| Deduction Categories

Print Blank (MICR) Checks

Company

Delete Multiple Checks

3in

BExport W-2 Information to W2 Mate

Import Employees

State: IL

Zip Code: [12345

Contact Name: |

Telephone Number:

|
Fax Number: |
|

E-mail Address:
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: File Edit Teols Help OrderChecks and Supplies

Choose another General Report

~ Export to W2 Mate

i Export I

] This report is used to export W-2 information to W2 Mate software.

] Click on "Export"

Once the export file is created successfully, can import it info

W2 Mate by clicking on the following menu item inside W2 Mate:
@ "Import Data > From Payroll Mate software > W-2 Data"
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File Edit Tools Help OrderChecks and Supplies
Reports Choose another General Report
~ Export to W2 Mate
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@ Save As E
%'Lﬁ b Libraries » - | 4f| | Search Libraries o |
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° Organize « E- - @
.0 Favorites Libraries
Open a library to see your files and arrange them by folder, date, and other properties.
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l = Libraries e -
) ictures ideos
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File name: A4
Save as type: = W2 Export Files (wex) VI
Create your file —
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Now open W2 Mate, and follow

these steps.
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@ Sample - W2 Mate (2015)

Company Tools Gaasklals ili rder Supplies
W2 Forms (C5V — Excel)

Shortcuts
1099-MISC Forms (CSY — Excel)
- 1099-INT Forms (CSV - Excel)
Py
= o 1099-DIV Forms (C5Y — Excel)
Compy 1099-R Forms (CSV - Excel) 5
\ Other Forms (C5V — Excel) k
& From QuickBooks (W2 and/or 1099 Data) —
3 2 - 60456
Employees From 5age 50 / Peachtree (1099 Data)
From Microsoft Dynamics GP (1099 Data)
AN _ . lse remember
From Microsoft Dynamics GP (W-2 Data) click the
date” button
B e From 5age DacEa 099 Data Isave your
1099 & 1098 Reg : 2ds ) i
From 5age DacEasy (W-2 Data)
From W-2 Electronic Filing Format (EFW2 Format) 01 B Sample pat i
From 1099 Electronic Filing Format (Publication 1220 Format)
ﬁrom Payroll Mate Software (W-2 Data)
From Payroll Mate Software (10 e
Email Addreszes r
Company(s) Infermation (C5V -

 Fooons W2 Mate 2015
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1093 & 1093 Forms

e
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1096 Form




" @ Sample - W2 Mate (2015) s

Company Tools ImportData ExportData  E-Filing RS 8 S5AInstructions 1099 Emnailer Help  Order Supplies

Shortcuts
General Information | W3 Irformation | 1096 Information
f‘::'_";}’ Employers Name / Filer's Name: ~ Sample
E:ompan'_.r. Address 1- 123 Main 5t
=

Import W2 Forms from Payrell Mate Software

Please spedfy the name of the file you exported from Payroll Mate Software by dicking the "Browse™ button and then di “Import” button,
Employ
I Browse,.. I
1099 4 1098 |

Current company name iz . Sample

Y'ou can create a new company by selecting "Compary > Mew' from the top menu.

W2 Mate 2015

You can open a different company by selecting "Company > Open” fram the top mes.

1099 & 1098 Forms
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" @ Sample - W2 Mate (2015) s

Company Tools ImportData ExportData  E-Filing RS 8 S5AInstructions 1099 Emnailer Help  Order Supplies

Shortcuts I.
General Information | W3 Information | 1096 Information
Py Employer's Name / Fler’s Name: ~ Sample
E:ﬂmpan}l: Address 1 123 Main 5t
Address 2:
S
% City: chicago
F
R State: W2 Mate (2015) [
Employees
Country:
"“} Employer Identification Numb
i e Y_ié. Import completed successfully
S, Employer State 10: )
1059 & 1098 Recipients Social Securty £ (f Applicabl
= o
y Database Fie Path | ="!
read-only) |
W2 Forms
l_j.. [ Update ] [ Rezet
it Current company name iz . Sample
W3 Form

Y'ou can create a new company by selecting "Compary > Mew' from the top menu.

1;;...\' You can open a different company by selecting "Company > Open” fram the top mes. Wz M ate 20 1 5
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Congratulations. You know how to
import W2 data into W2 Mate using
Payroll Mate!

www.W2Mate.com 1-800-507-1992




