How to Create a New Employee

Make sure you have the correct Company open inside W2 Mate

1. Click Employees in shortcuts

2. Click New Employee

2 Example Company - W2 Mate (2017)
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3. Complete Employee’s

4. Click OK

[or] Example Company - W2 Mate (2017)
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Control # iz used by some employers to uniquely identify Fom 'W-2 for each emplayee.
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