How to Create a New Company in W2 Mate

1. Click Company

2. Select New

2 New Company example - W2 Mate (2017)
Import Data

Export Data E-Filing IRS & 55A Instructions Quality Control 1099 Emailer Help

Order Supplies

New..

Ctrl+N

Open .. | W3 Information | 1096 Information |

Save [Company File Al

< ~ Cunrent compaty name is : New Company example
W3 Form

YYou can create a new company by selecting "Company > New' from the top menw
__:ﬂ\ ‘f'ou can open a different company by selecting “Company » Open” from the bop menu.
1099
1099 & 10398 Forms

Delete Click Company
Exit
A\
% Select New
State: L v | o ot v ewed 60605
o Country: [U’l'rled States
o8 o.} Employer Identification Number:  12-3123123 SSN (if Applicable):
'"" Employer State ID (ff Applicable):
1099 & ;1093 Re-dpients Notes (Optional Freeform Field):
a\ Please click the “Update"” button to save any changes.
a Database File Path ClUsers\Public\Documents\W2 Mate 2017\New Company
L J fread-only) example pmt
W2 Forms
[ Update J [ Reset ] l Clear
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3. Enter the New Company Name

4. Click OK to begin new company set up

',

W2 MATE 2017

Click OK El

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts |
i General Inf | W3 e 1096 infommation |
fiy Employer's Name / Filer's Name:  Example Company
3 Address 1: 123 Main
Company
Address 2:
§\ ay: Oicago
State: ZIP or Postal Code: 60605
Employees Covrt: (United States -
T Employer Idertiication Number. | SSN (F Applicable): !
Employer State ID (ff Applicable):
1099 & 1098 Recipients Notes {Optional Freefom Field):
\ Please click the "Update" button to save any changes.
- |
~d pe Enter New Company Name | 3 |
W} Forms
N BT T .
W-3 :
v Curren Compa
W3 Form
You c3
{ ;-'. ‘]\ (. Employer Name
R Legal Name
1059 & 1098 Foms
@\ (0K je—rmmeer—
1096 Fomn
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5. Click General Information tab and complete information

6. Click Update

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shodcuts | e
i Genera Infomnation @i ictommaton] 006 clomaiin] General Tab — Enter
Fir Employer's Name / Fier's Name.  New Company example Company Information
Company Address 1:
Address 2:
N
& -
State: ZIP or Postal Code:
Employees Courtry: [united States -
) ib« Employer Idertification Number: 55N (f Applicable):
Employer State 1D (f Applicable):
1099 4 1098 Recipients Notes (Optional Freefomn Field):
A\ Please click the "Update" button to save any changes.
C:\Users"\Public\Dx nts\W2 Mate 2017\New C ;
- Databaae Fk Pdh Ssers\FublichUocuments WY (] fMNew Lompany -
f‘, (read-oniy) example prit / Click Update E
W2 Forms |
. b W Update Fesst Clear
;'V3 FUITI:I Current company name is : Example Company
“You can create a new company by selecting "Company > Mew" from the top menu,
rf-ll\ “You can open a different company by selecting “Company > Open' from the top menu, WZ MA TE 2 O 1 7
1099
1099 & 1098 Forms
oy
1096 Forl;n
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7. Click Yes to save

@ New Company example - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help  Order Supplies
Shotcuts |
/* General ion | W3 Information | 1096 Infomation |
Fl".;y Employer's Name / Filer's Name:  New Compary example
] ) Address 1: 101 Test lane
Comparty
Address 2:
%‘ Cly mcam
State: ZIF or Postal Code: 60605
Employess Country: (unted States ~
o \'\ Employer ldentification Number:  12-3123123 SSN (F Applicable):
Employer State ID (f Applicable):
1099 & 1098 Recipients Notes (Optional Free-fom Field):
\ Please click the "Update" button to save any changes
K= f
— ‘ =aany )
) Click Yes | 7
W2 Foms |
. é. ih Are you sure you want to save the current fields?
- - Curent c
W3 Form v
You can = I
]i\ll‘ “You can open a different company by selecting “Company > Open' from the top menu, W2 MA TE 2 O 1 7
1033 & 1098 Forms
e
1096 Form
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8. Click W3 Information tab and complete information

9. Click Update

— | W3 Information Tab — Enter
S General Information | W3 Ifomaton RESETTEMTELon Company Information

P Kind of Payer  \

=Y o Trdpeny sckoay |

Company

Kind of Employer
\,
Income tax withheld by payer of third-party sick pay
& Establishment number
Employees
Cther EIN used this year Control number
[ h\\
[} (]
1099 &..‘IDSS Hn;cipients Contact person Telephone number
m\ E-mail address Fax number
- ' |

W2 Foms — Click Update E

I A [ Update Wﬁa—ar’ ] \

. et

W3 Fom rment company name is - Example Company

You can create a new company by selecting "Compary > New' from the top menu.

“You can open a different company by selecting “Company > Open™ from the tap menu. W2 MA TE 2 O 1 7
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10. Click Yes to save

ew Company example - ate
QINew € le - W2 Mate (2017)

e
=

1096 Form

Company Tools ImportData ExportData E-Filing IRS5 8 SSAInstructions Quality Control 1099 Emailer Help  Order Supplies
Shortouts | ,
General Infommation | W3 Information | 1096 Information |
_F‘?._y Kind of Payer
Conpan Ty sckper
Company
Kind of Employer
N\
Income tax withheld by payer of third-party sick pay
Establishment number
Employees
Cther EIN used this year Control number
1099 & 1098 Recipients Contact person Telephone number
m\ E-mai address Fax number
el
\';0’2 Forms
= ,
(W-3] Click Yes | 10
= = Curef
W3 Form
You o
-.l'_—'.\ Youd W2 MATE 2017
=
&
1099 & 1098 Forms
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11. Click 1096 information tab and complete information

12. Click Update

o New Company example - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SS5AInstructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts | .
[ Genera omation | Wa kfomion] 109 rfomaton 4@ 1096 Information Tab — Enter
b Company Information 11
2 E'y Name of person to contact Telephone number \
Company |
% N\ E-mail address Fax number
Iéﬁ-u } _ Filer's Name (f different from company name)

W0 }‘ If you want to split the Filer name into 2 lines, then you can separate them by a
£. So for example if you want to use "John Doe” on 1st line and "DEA JDOE"
on the 2nd then you enter “John DoeSDBA JDOE" (No quotes).

1099 & 1098 Recipients

o

L

P Cljlck Update| 12

W2 Foms

I A Update Reset Clear
< = Current company name iz : Example Company
W3 Fom
You can create a new company by selecting "'Company > Mew' from the top menu.
"1'_"-\ “Yiou can open a different company by selecting “"Company > Open'' from the top menu, W2 MA TE 2 o 1 7
| — |
{1099 ]
1099 & 1098 Forms

e
=

1096 Fom
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13. Click Yes to save

@ New Company example - W2 Mate (2017)

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

[ General Information | W3 Infomnation | 1096 Infommation |
VI
! g Name of person to contact Telephone number
Company

E-mail address Fax number

Filer's Name (f different from company name)

If you want to split the Filer name into 2 lines. then you can separate them by a
$. So for example if you want to use "John Doe" on 1st line and "DBA JDOE"
on the 2nd then you enter "John DoeSDBA JDOE™ (No quotes).

Current compa W

Click Yes | 13
/

You can create
@ Wo— W2 MATE 2017
@
1099 & 1098 Foms

e
=

1096 Form
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