How to Clear W2 Data in W2 Mate

Make sure you have the correct Company open inside W2 Mate
1. Choose W2 Forms in shortcuts
2. Click Select

3. Select employee

4. Click OK
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5. Confirm this is the correct employee

6. Click Clear
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7. Click Yes

o Examnple Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies

Shotteuts |

Employes Wwe
/ﬁ ’7[ Select l l Next l l Previous l ‘ “ Save l I Clear I l Print l l Create PDF \W2's ] Related Tasks | '|
T
éo;;paﬁ; a Emplopee's social secunty number |99979979939 | 1 'Wages. tips. other compensation 2 Federal income bax withheld @)
b Emplayer identiication number 0.00 0.00
\ 3 Social security wages 4 Social security tax withheld
& 0.00 000
\ & Employer's name. addhess, and ZIF code 5 Medicare wages and tips 6 Medicare tax withheld
Employees Example Company | 0.00 0.00
a 123 Main | 7 Social securily tips 9 Allocated tips
N1 | 0.00 0.00
Chicago [iL £0605 | Box 3 Verfication code 10 Dependert care benefits
il [ . om
1099 & 1098 Recipients d Control rumber 11 Monqualiied plans . )
—— 0.00 See instuctions for box 12
m\ e - Code Amount
] & Employes’s first name initial  Last name Suiff. 13 Statutoy  Fetirement 3_rd-parLu am
\ i ) Sally Tester employee aﬂ sick pay 12a - Click Yes
W2 Forms [ /
f Employee’s addiess and ZIF code
101 Main
Chicaao L | [s0s08
15 State Employer's state 16 State wages, Local Tax
f = . 1D rumber tips, ete. Yes ] | No | ype
IL 0.00 Other =

1099

1039‘& 1098-foms 0.00 000 0.00 000
e
b —

1096 Form

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 3 0of 3



http://www.w2mate.com/
mailto:info@realtaxtools.com

