How to Enter Optional Feature Codes in W2 Mate

Make sure you have the correct Company open inside W2 Mate
1. Click Tools

2. Select Enable Optional Features

E Example Company - W2 Mate (2017)

Company | Tools ort Data Export Data E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

Year

Options

Rollover Data

= [
= Click Tools

Restore Company

g/ ETes ™ Select Enable Optional Features

or Fostal Loge: TuDud

Enable Optional Features

Backup Company

Restore Multiple Companies

Delete Multiple 1093 / 1098 Recipients
Zero Amounts On Multiple 1093-MISC Forms 55N (if Applicable):
Zero Amounts On Multiple 1099-INT Forms
Zero Amounts On Multiple 1093-DIV Forms

10994
Zero Amounts on Other Forms > e "Update” button to save any changes.
Other Recipient / 1099 Tools »
Copy & Paste 1099-MISC Recipients Between Companies > prts\W2 Mate 2017\Example
1 Delete Multiple Employees
Zero Amounts On Multiple W2 Forms D
gar
Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools »
Remap Form 1099-MISC Data
» New™ from the top meru,
Bulk TIN Matchi 3
'_u arcmng ry > Open'” from the top menu, W2 MA TE
Lioes
1099 & 1098 Forms

o™
%

1096 Form
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3. Enter the Optional Features Code exactly as received

4. Click OK

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

Help Order Supplies
Shotouts Il /
‘Geneml‘-’ ion | W3 Information | 1096 Information |
Company

Use this dialog to enable optional features inside W2 Mate. This indudes:
% N Option #1 (Generate Laser Forms):

This option allows you to print a black and white Laser Substitute for Form W-2 (Copy A) and Form W-3. You should be able to
file these substitute forms with the Sodal Security Administration (SSA) just as you file the Red-Ink forms printed by the IRS.

Employees
Option #2 (Run over a Network):
Py
ﬁ.ﬁ This option allows you to run W2 Mate on a network to share the same data between the different machines on your network.

Option #3 (Import W2/1099 Forms Data):

This option allows you to import W2 and 1099 forms data from CSV (comma separated value) files. CSV is the most common format
used in order to transfer data between different types of databases.

This option also allows you to import W2 and 1099 data directly from QuickBooks.
Option #4 (Electronic Filing):
This option allows you to create SSA and IRS approved Electronic Filing (E-File) submissions for W-2 and 1099 forms.

1099 & 1098 Recipients

Option #5 (Additional 1099 Forms):
This option adds support for 1099-DIV, 1099-INT and 1099R forms.

Option #6 (Create PDF W2's and 1099's):

! __;\ This feature allows you to create p d-protected , employee copies of W2 form, and recipient copies of 1099 MISC form in PDF 17
== format. The resulting PDF file(s) can then be sent to employees/recipients instead of paper copes.
1099

1099 & 1098 Forms

In the box below, please enter the "Optional Features Code” sent to you by our sales department (no spaces and no quotations).

Enter Optional Features Code |

=
o Click OK F > ] [ e |
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5. Click OK

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions Quality Control 1099 Emailer Help  Order Supplies
Shotcuts |
i General Information | W3 Information | 1096 Information |
F}iy Employer's Name / Filer's Name: ~ Example Company
] Address 1: 123 Main
Company
Address 2:
§ ay: uﬁcagn
| State: ZIP or Postal Code: 60605
Employees Country: [United States -
NLTH Employer Identification Number: SSN (f Applicable):
Employer State ID (f Applicable):
1099 S.TIDSS Fl;oipierts
Congratulations! The following options are now enabled inside W2
Mate:
-Option #X (option detail) )
Click OK | 5 ]
E LYok
You can create a new company by selecting "Company > New" from the tap menu.
‘You can open a different company by selecting “Company > Open' from the top menu. W2 MA TE 2 o 1 7
1095 & 1098 Forms
[y
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