How to Export W2 Data

Make sure you have the correct Company open inside W2 Mate

1. Click Export Data

2. Select W2 Forms
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— Click Export Data
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1099-MISC Forms
1099-INT Forms k :
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1099-R Forms s
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Employee Printing Labels (Avery 5160) cable):
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Databiase Fie Path _[C:\Users\Public\Documents\W2 Mate 2017\Example
read-only) Company pmt

Update | | Resst || Clx |

Current company name is - Example Company

‘You can create a hew company by selecting "Company > New' from the top menu.

‘You can open a different company by selecting “Company > Open' from the top menu.
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Note: Do NOT send this file to the Social Security Administration or the state - This is NOT an
electronic submission file

3. Click OK

Company Tools Import Data

[ose] Example Company - W2 Mate (2017)
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1099 & 1098 Recipients

General Information | W3 Information | 1096 Infomation |

Employer's Name / Filer's Name:  Example Company

Address 1: 123 Main

Address 2:

City: Chicago

State: ZPorPostal Code: 60605

Courtry: United States =
W2 Mate (2017)

@ REMINDER:

This feature exports W2 forms to Excel.
DO NOT send this file to the Social Security Administration or the state,
This is NOT an electronic submission file.

To e-File select "E-Filing » W2 Forms™ from the top Menu,

[

‘ol can create a new company by selecting "Lompany > Mew' from the top menw

Y'ou can open a different company by selecting "Company > Open” from the bop menu,
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4. Select the location you wish to save W2 data file to

5. Name the file you are saving

6. Click Save

a Example Company - W2 Mate (2017)
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