How to Create a Company Backup File

Make sure you have the correct Company open inside W2 Mate

*Single Company*

1. Click Tools

2. Select Backup Company

Company
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Export Data E-Filing IRS 8 S5AInstructions Quality Control 1099 Emailer Help Order Supplies

goport Data

Rollover Data From L3
Options
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Zero Amounts On Multiple 1099-MISC Forms

Zero Amounts On Multiple 1099-INT Forms

Zero Amounts On Multiple 1099-DIV Forms

Zero Amounts on Other Forms

Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Between Companies

Delete Multiple Employees

Zero Amounts On Multiple W2 Forms

Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools

Remap Form 1099-MISC Data
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3. Select the company from the drop down

4. Click Browse to select the location to save the backup file

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

Shorteuts I /
- ol 1] 0 ,
™ |
r‘iﬂ_’/ Employer's Name / Filer's Name:  Example Company |
Address 1: 123 Main
Compary
Address 2:
» City: Chicago
| Select the Company| 3
State: 21P or Postal Code: 60605 Py /
el Country: [Un'rted States \
o0 $ ' Backup Company ==
ifh =
- J Step 1: Please spedify the name of the company you would create a backup file for:
10339 & 1098 Recipients

Company Name: [ElﬂmleCOMDaﬂY v]
Click Browse to select
location to save backup
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Step 2: Please spedify the name and location of the backup file:

Backup File: A:\Example Company.wmb
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5. Select the location to
Note: Save as type will b

6. Click Save

save the backup file

e W2 Mate Backup Files (*.wmb)

@ Example Company - W2 Mate (2017)

Select location to save backup E

Company Tools ImportData Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shorteuts 4 i
General Inf [ W3 Inf | 1096 Information |
A % |
réy Employer's Name / Filer's Name:  Example Compary |
- ) Address 1: 123 Main
Company ;
Address 2:
&?\ City: Chicago
& (ORneR / to s
Employees savein: ()} [ ~- 07 = mE
LN E (P Name - Date modified Type
e 1. AATS Test Scenario 11/15/2017 8:58 AM  File folder
— RecentPlaces ) sample Imports 1/20/201810:21 AM  File folder
1099 & 1098 Recipients )
. -
= Desktop
.
W? Forms =1
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= .
= A Click Save |6
ym, i Computer
W3 Form
= 9 @ <[ ] | »
(=8| K Network
— File name: Example Compary wmb - Save
1093&1038} Save as type: [WZHchadmﬁﬁr-\Mﬂb} '] [ Cancel |
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7. Click OK

@ Example Company - W2 Mate (2017)
Company Tools Import Data Export Data E-Filing IRS & SSAInstructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | j
General Inf ‘.|w3" [1095-' . |
o
F‘iy Employer’s Name / Filer's Name:  Example Company
o Address 1: 123 Main
Company
Address 2:
§ Qy: O.licaw
State: ZIP or Postal Code: 60605
Seeioyens Country: [United States -
00 ¥ Employer Identification Number: SSN (¥ Applicable):
m Employer State ID (f Applicable):
1083 & 1098 Recipients Notes (Optional Free fq &'
hanges.
N
w2 ) @ Backup File Created Successfully.
.i Database File Path
- ) {read-only)
W2 Forms
' - L= N click ok| 7]
W-3 )
— Current company name is : Ezample Company
W3 Form
‘You can create a new company by selecting "Company > New' from the top menu.
\ i. ‘You can open a different company by selecting “Company > Open’” from the top menu. W2 M A TE 2 0 1 7
1099 & 1098 Forms
e
leS Form
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*ALL Companies*
1. Click Tools

2. Select Backup All Companies

Company | Tools

a ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
I

Rollover Data From Last Year

Options
Enable Optional Features

Backup Company
Restore Company

Backup All Companies
Restore Multiple Companies

Delete Multiple 1099 / 1098 Recipients

Zero Amounts On Multiple 1099-MISC Forms

Zero Amounts On Multiple 1099-INT Forms

Zero Amounts On Multiple 1099-DIV Forms

Zero Amounts on Other Forms

Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Between Companies

Delete Multiple Employees

Zero Amounts On Multiple W2 Forms

Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools

Remap Form 1093-MISC Data

Bulk TIN Matching

= Click Tools| 1
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Select Backup All Companies

or Postal Code: 60605

SSN (f Applicable): /

e "Update" button to save any changes. / :

» Prts\W2 Mate 2017 \Example ‘
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» New" fram the top menu.
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1096 Form

' hy > Open' from the top menu, W2 MATE 2017
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3. Click Yes to create ALL companies into one backup file

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

\
&

1096 Form

Shortcuts |
General Information | W3 Inf | 1096 information |
/*,,
fiy Employer's Name / Filer's Name:  Example Company
e Address 1: 123 Main
Company
Address 2:
%\ ay: dicago
i ZIP or Postal Code: 60605
Employees ot United States -
NITH Emj
Emy]
. This tool will allow you to export ALL company files managed by W2
1099 & 1098 Recipients Net Mate into ONE backup file.
, =t In the next step you will be asked to select the output file name and
el path. /
L] ‘ Datf
< red Are you sure you want to continue? Click Yes
W2 Forms \
= =% ]
Ci E Comy
S ” uirent company name is : Example
W3 Fomn mpany mpl pany
You can create a new company by selecting "Company > New" from the top menu.
"{ i} You can open a different company by selecting “Company > Open' from the top menu,
1099 & 1098 Fomms
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4. Select the location to save the backup file

Note: Save as type will be W2 Mate Batch Backup (*.wb2)

5. Click Save
@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts y 7
/4& General Information | W3 Inf 106 Informeation | Select location to save backup
sy T saveis — S
Company Savein: | Libraries g - @ y 2 [~
N p & Documents & Music
% - == library . Library
RecentPlaces orany 7 orary
Employees i Pictures Videos
- __57 Library @ Library
. .-} Desktop
| ==
1099 & 1098 Recipients Libraries .
N Click Save
= e
i Computer
W2 Forms @
I—E\ Network
= File: name: 2MateBatchBackup wb2 - Save
(w3l Saveastype: W2 Mate Baich Backup ("wb2) ~] [ caneal |
W3 Fom
DU Can Cleale a new Compary by selecting Lompary » Mew  Trom the top menu.
r']. ';-\I‘ You can open a different company by selecting “Company » Open'' from the top menu, W2 MA TE 2 0 1 7
1099 |
1059 & 1098 Forms
e
1096 Forn

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 7 of 9



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

6. Click Yes

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SS5AInstructions Quality Control 1099 Emailer Help Order Supplies

Shorteuts |
General Information | W3 Information | 1096 Information |
P‘,;y Employer's Name / Fier's Name:  Example Company
e Address 1: 123 Main
Company
Address 2:
ZIP or Postal Code: 60605
Employees v
I
Backup file created successfully.
" > Would you like to see the list of companies included in the batch
1099 & 1038 Recipients backup file? o
Click
[ Yes [ No ]
Update | | Resst || Cear |

Current company name is ; Example Company
You can create a new company by selecting "Company » New" from the top menu

‘You can open a different company by selecting “Company > Open”* from the top menu, W2 MA TE 2 0 1 7
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7. Click Close

Company Tools Import Data

[0 Example Company - W2 Mate (2017)
Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies

Shortcuts /
i General Information | W3 Information | 1096 Information |
FE!), Employer's Name / Filer's Name:  Example Company |
) Address 1: 123 Main
Company
N
% Backup File Created Successfully and saved to:
émm C:sUserssEBS-Desktophingie's Company~W2 MatesWZMateBatchBackup.wb2
\ Humber of files included in the backup file is 13.
[]
m List of companies added to the back file:
L g 1)
ini 2) hngie's Company .
1085 & 1038 Recipients 3) Blue Solutions Cl|ck close
4) Company &
m\ £} Dan and Associates, Inc.
= 6) Example Company
i 7} Fabrikam. Inc.
L J 8) Fabrikam. Inc.
F EN
W2 Fomns 10) New Company exanple
11} Sample Company 2015
IA 12) Sample Company 2016
13) Sample Company 2017
W3 Forrﬁ
g-j. Copy this Message l l Print this Message l I Save this Message
==
1009}
1099 & 1098 Forms
oy
1096 Form
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