How to Check for Updates

Make sure you have the correct Company open inside W2 Mate

Note: You will need your computer to be connected to the internet

1. Click Help

2. Select Online Update (Internet)
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Please click the "Update” button to save any changes.
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Y'ou can create a new company by selecting "Company > Mew'"' from the top menu,

“You can open a different company by selecting “"Company > Open” from the top menu.
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3. The Auto Update box will open — wait until update completes

4. Click Close

@ Example Company - W2 Mate (2017)
Company Tools Import Data ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies

Shotouts |
i General Infomation | W3 Information | 1096 Infonnation |

F-?"y Employer's Name / Fier's Name:  Example Company |

- DI — 179 Maim

comeeny Auto Update box will open

City: Chicago
Siste: ZIP or Postal Code: 60605

Country: M = )
Auto-update W2 Mate
Employer Identification Number:

Employer State 1D (f Applicable):
MNotes (Optional Freeform Field):

Step 1 : Checking for new updates
Mo new updates were found Please click "Close" to close this dialog.

Step 2 : Downloading new updates

Download progress
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| Step 3: Instaling updates and restarting W2 Mate
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