How to Combine Multiple W2 Electronic
Submission Files

1. Create a new master folder and save the W2 electronic filing submissions you created inside
W2 Mate to this master folder

Note: You cannot combine files for the same company
2. Click E-Filing

3. Select Combine Multiple W2 Electronic Submission Files

' Example Company - W2 Mate (2017)
Company Toeols ImportData Export Data & 55A Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts | W2 Forms y 7
/4’\ General I 1099-MISC Forms /
! ._::/ Employe 1099-INT Forms t
Company Address 1093-DIV Forms . .
Addeed  1099-R Forms Click E-Filing
N
% Caty: 1099-5 Forms
State: 1098-T Ferms
Employees Country| 1098 Forms -
il \.‘ Employs 1093-A Forms
| Employe 1099-B Forms
: - 1099-C F
1099 & 1098 Recipients Notes { orms
1099-PATR Forms
e : 1099-0ID Forms Select Combine Multiple
= Databa F .
~J feade]  1099-KForms W2 Electronic Submission
W2 Forms Combine Multiple W2 Electronic Submission Files Files
I Y Combine Multiple 1099 Electronic Submission Files \
ﬁ Track Filing Status |
Current company name is : Example Compary
W3 Form
You can create a new company by selecting "Company » New" from the top menu.
=M
=4 You can open a different company by selecting “Company > Open' from the top menu. Wz M A TE
| 1099
1099 & 1098 Forms
1096 Form
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4. Click Select Input Folder

Note: Input folder is the current folder that has all of the individual electronic submission files
you created in step 1

[ore) Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies

B

W3 Form

;\’

(7@

1093 & 1098 Forms

@\

1096 Form

Currd

Shortcuts |
General Information | W3 Information | 1096 Information | A
Fiy Employer's Name / Filer's Name:  Example Company .
P i Click Select Input Folder | 4
Company .
N
% COMBINE MULTIPLE W2 ELECTRONIC SUBMISSION FILES
EnTploTeé Use this screen to combine multiple W2 Electronic Submission Files into one master file, Once you crepte the master (combined)
file, you can upload to the SSA (Sodial Security Administration) instead of uploading each individual fie separately.
...\ Please note that the source folder must indude ONLY valid W2 Electronic Filing Submission Files and fjust NOT indude any
m duplicated files for the same company.
Tris_feamrec@n only be used for merging W2 Electronic Filing Submissions prepared to be uploaded $ the SSA Business
1099 & 1098 Recipients Services website. Do not use to merge files to be uploaded to the state.
A W2 Mate assumes that all W2 Electronic Filing Submissions have the same submitter information induging contact information.
? Use this dialog to merge files generated by W2 Mate only. Do not use to merge files generated by anjj other software.
‘ Source Folder: Select the folder where the source "W2 Electronic Filing Submission Files” are located
W2 Forms -

You

You

Combine Files ] [

-

E

Combined File Name: Select the name of the file that W2 Mate will create when combining all input files
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5. Select Input (Source) Folder where W2 electronic submission files are saved

6. Click OK

[oe) Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

General Information | W3 Information | 1096 Information |
Fiy Employer's Name / Filer's Name:  Example Company
Company Address 1: 123 Main
\ [ Combine Multiple W2 Electronic Submission Files =)
& COMBINE MULTIPLE W2 ELECTRONIC SUBMISSION FILES
E’mp‘u"]YEEs Use thisscreef g e o === || file. Once you create the master (combined)
file, you can : g each individual file separately.
o .ﬁ oot ~_~ Select Source Folder |5
This feature ¢ b g Desktop / # | [ed to be uploaded to the SSA Business
1099 & 1038 Recipients VRl > (4] My Documents
W2 Mate assu b Downloads er information induding contact information.
> gy Favorites
Use this dialog J# Links ks generated by any other software.
Source Fold| A My Music lon Files” are located
L | % OneDrive =
— &) My Pictures B | —
i Saved Games - Iyt Eokder
5. B Biarvhis Click OK | 6
& Combined F H My Videos .[ |combining all input files
i1
You C:\Users\ [ = {[ ] Select Output File Name
- 017
| comeeris || o= |
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7. Click Select Output File Name

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

Shortcuts | [
General Information | W3 Information | 1096 Information | ' ,‘/

L3
> Employer's Name / Filer's Name:  Example Company n c
=
Iy s wwan Click Select Output File Name | 7
o ress 1:
\
& COMBINE MULTIPLE W2 ELECTRONIC SUBMISSION FILES
m Use this screen to combine multiple W2 Electronic Submission Files into one master file. Once youkreate the master (combined)
file, you can upload to the SSA (Social Security Administration) instead of uploading each individJl file separately.
..\ Please note that the source folder must indude ONLY valid W2 Electronic Filing Submission Files add must NOT indude any
] ] duplicated files for the same company.

This feature can only be used for merging W2 Electronic Filing Submissions prepared to be uploadlid to the SSA Business
Services website. Do not use to merge files to be uploaded to the state.

W2 Mate assumes that all W2 Electronic Filing Submissions have the same submitter information i contact information,
Use this dialog to merge files generated by W2 Mate only. Do not use to merge files generated byfeny other software.

Source Folder: Select the folder where the source "W2 Electronic Filing Submission Files” are locafied

l

Combined File Name: Select the name of the file that W2 Mate will create when combining all inp

Currd

You

You 017

1099 & 1098 Forms [ Combine Files Il Close ]
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8. Select location to save the new combined file

9. Click Save

Company Tools Import Data

@ Bample Company - W2 Mate (2017)

Export Data

E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies

Shorteuts |

Company

W-3

W3 Forn

=N
=8|
1099 & 1098 Foms

e
=

1096 Fomn

You

You

Employer's Name / Filer's Name:

Address

General Information | W3 Infommation | 1096 Information |

1:

a

Example Company

12 g S i
Select location to save new combined file

Combine Multiple W2 Electronic Submission Files

-\

e Savein: [ Desktop - @& @ hed)
file, 4 =
Ple & = Libraries 3
cd <5l ibrari
dupliq Q} é System Folder £
Recent Places
This fi
Servig | RBS
- h System Folder
Wzh Desktop B
Use 4 — " / Computer
—al - System Folder
Libraries
ol Network
C &. System Folder
' Il Acrobat Reader DC ;
o O R S Click Save |9
. JHEE
c AP, Google Chrome = ]
Network - - \ 01 7
File name: v Save
Saveastype: Al Fies(") v] [ Cancel |
T T
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10. Click Combine Files

) Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortecuts I /
General Information | W3 Information | 1096 Information | ‘
2 ‘ [
s Employer's Name / Fier's Name:  Example Company . . .
=y T 123 Main Click Combine Files | 10
Company g
&\
Employees Use this screen to combine multiple W2 Electronic Submission Files into one master file. @nce you create the master (combined)
file, you can upload to the SSA (Social Security Administration) instead of uploading egfh individual file separately.
...\ Please note that the source folder must indude ONLY valid W2 Electronic Filing on Files and must NOT include any
{ 2 duplicated files for the same company.
This feature can only be used for merging W2 Electronic Filing Submissions pr d to be uploaded to the SSA Business
> Services website, Do not use to merge files to be uploaded to the state.
1089 & 1098 Recipients
W2 Mate assumes that all W2 Electronic Filing Submissions have the same s ter information indluding contact information.
Use this dialog to merge files generated by W2 Mate only. Do not use to mffrge files generated by any other software
Source Folder: Select the folder where the source "W2 Electronic Files” are located
‘C:\wersVlBSDocunen\s | Select Input Folder I
S Combined File Name: Select the name of the file that W2 Ma create when combining all input files
g
You C:\Users\RBS \Desktop\CombinedW 2EFile. txt
You O 1 7
1099 & 1098 Foms sl [ 25 l
N\
1096 Form
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11. Click OK

a Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control - 1099 Emailer Help Order Supplies
Shortcuts | {
i General Information | W3 Information | 1096 Information |
P:"y Employer's Name / Filer's Name:  Example Company
: z Address 1: 123 Main
Company
A\ Combine Multiple W2 Electronic Submission Files =)
& COMBINE MULTIPLE W2 ELECTRONIC SUBMISSION FILES
Employees Use this screen to combine multiple WZEecwochubtﬁssonFles 3 te the master (combined)
file, you can upload to the SSA (Social Security Administration) ins C||Ck OK 11 separately.
0 Please note t \W2 Mate (2017) \ ude any
mﬁ duplicated fled
TS ] File Created S sful d d Fress
= i it to:
i Db P i Services webs @ ile Crea uccessfully and saved to
W2 Mate assul C:\Users\RBS\Desktop\Combined W2EFile.txt pformation.
Uee i dialog Total Number of companies included: 1 s
L Sadrce Foddy Total Number of employees included: 2
C:VleersW W2 Mate will now take to the folder where the output file EI
Combined F4
Currd
You C:\Users\R Name
You 0 1 7
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