How to Import Email Addresses in W2 Mate

Make sure you have the correct company open in W2 Mate

Note: In order to use this feature you must purchase and enable W2 Mate Option #3 to import
W2 Employee

1. Click Import Data

2. Select Email Addresses

3. Select Employees Email Addresses

T Example Company - W2 Mate (2017)

Company Tools h-_-_” Data E-Filing IRS 8 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies

Shortcuts W2 Forms (CSV — Excel)

/Q\ 1099-MISC Forms (CSV — Excel) = Click Import Data | 1
- 1099-INT Forms (CSV - Excel) N W
S 1099-DIV Forms (CSV — Excel)

Compary 1099-R Forms (CSV — Excel)

Other Forms (CSV - Excel) 3

Select Email Addresses | 2
L

\pplicable):

Y
& . From QuickBooks (W2 and/or 1099 Data)

Emploa,reé From Sage 50 / Peachtree (1039 Data)

» Y From Microsoft Dynamics GP (1099 Data)
LALE

“'l' From Microsoft Dynamics GP (W-2 Data)

From Sage DacEasy (1099 Data)
From Sage DacEasy (W-2 Data)

1095 & 1098 Re

# Select Employees Email Addresses

2017 gample

Flear

Email Addresses 2 Employees Email Addresses
1099 /1098 Recipients Email Addresses

W3 Forn.'l Company(s) Information (C5V — Excel)
TEUCAN Cre the top menu,

— .
“fou canh open a different company by selecting "Comparny > Open’ from the top menu. WZ MA- TE

1098
1055 & 1058 Forms

o\

=

1096 Form

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 1 of 12



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

4. Read the information regarding the import process carefully

5. Click Browse to select the CSV file

@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data  E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts |

— Read Carefully I 4
General Information f/

r-:;,_/ Import Employee Emails w @

- Step 1: Read Carefully

Comparny

Use this dialog if you wish to import Email Addresses for multiple employees. Having an email address for each employee is very useful if you wish to
send employee copies of forms W-2 electronically by email. One way to batch send W2s as an email is using "1099 Emailer™ utility which is seamlessly
integrated with W2 Mate.

Import file format:

1- W2 Mate expects the input file to be in CSV (comma separated value) format, which is the most common format used in order to transfer data
between different types of applications.

2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking "Save As = CSV {Comma Delimited) ",

3- W2 Mate expects at least 2 columns in the input file, one column for the email address and one column for the Employee Sodial Security Number.
W2 Mate will auto detect these columns. Email address is assumed to be in the format aaa@bbb.com and the S5M in the format xoocxoeiooo.

4- W2 Mate will use the employee 55N in order to tie the email address to an existing record already created inside W2 Mate. For example if W2
Mate already indudes an employee named John Doe with an S5M of 123-45-6789 and the input file indudes a row where the 55N is 123-45-6789 and
email is JohnDoe @domainname. com then W2 Mate will update the record for John Doe to have an email address of JohnDoe @domainname. com.

5- Records that exist inside the input file, but do not correspond to existing employees inside W2 Mate will be ignored.

Click Browse E

m Step 2: Spedify input CSV file
W3 Form
Input CSV File Mame:
=
1099
1099 & 1098 Foms
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6. Click OK

1099 & 1098 Fon

oe] Example Company - W2 Mate (2017)
Company Tools Import Data ExportData  E-Filing  IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shortcuts | | ‘ / /
[ 1 T !
2. Import Employee Emails
P ploy
,_r'j.‘_j/ Step 1: Read Carefully
&Zo Use this dialog if you wish to import Email Addresses for multiple employees. Having an email address for each employee is very useful if you wish to
mpany send employee copies of forms W-2 electronically by email. One way to batch send W 2s as an email is using “1099 Emailer ™ utility which is seamlessly
integrated with W2 Mate.

N
% Import file format:
L J 1- W2 Mate expects the input file to be in C5V {comma separated value) format, which is the most common format used in order to transfer data
Employess between different types of applications. )

. - . . _ Click OK
\ 2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking "Save As > CSV (Comma Delimit:
ATh 3-W2Mate e ot POC
wpects at e Bocial rity Mumber
|"" W2 Mate will auto detect Lk L (LT mat xfit-0-20000,
10954 HBS Hé;ﬁpi 4- W2 Mate will use the el or example if W2

55N is 123-45-6739 and
E @domainname. com.

Mate already incudes an

@ Input file processed successfully, please click the "Tmport” butten to
email is JohnDoe @domain L

W' proceed with the import process.

5- Records that exist insi

Step 2: Spedfy input CSV file

¥ \angela\w 2 MATENIMPORT examples\Employee Email Addresses.csv

Browse...

Input CSV File Name:

Import

Cancel
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7. Click Import

Company Tools

Import Data

D Example Company - W2 Mate (2017)

Export Data E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts

Employees

S

1099 & 1098 Recipients

1099 & 1098 Forms

| | (4

Import Employee Emails
Step 1: Read Carefully
Use this dialog if you wish to import Email Addresses for multiple employees. Having an email address for each employee is very useful if you wish to
send employee copies of forms W-2 electronically by email. One way to batch send W2s as an email is using "1095 Emailer” utility which is seamlessly
integrated with W2 Mate.

Import file format:

1- W2 Mate expects the input file to be in CSV (comma separated value) format, which is the most common format used in order to transfer data
between different types of applications.

2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking "Save As > CSV (Comma Delimited)”.

3- W2 Mate expects at least 2 columns in the input file, one column for the email address and one column for the Employee Sodal Security Number,
W2 Mate will auto detect these columns. Email address is assumed to be in the format aaa@bbb.com and the 55N in the format o000

4- W2 Mate will use the employee S5M in order to tie the email address to an existing record already created inside W2 Mate. For example if W2
Mate already indudes an employee named John Doe with an 55M of 123-45-6789 and the input file indudes a row where the S5M is 123-45-6789 and
email is JohnDoe @domainname. com then W2 Mate will update the record for John Doe to have an email address of JohnDoe @domainname. com.

5- Records that exist inside the input file, but do not correspond to existing employees inside W2 Mate will be ignored.

Step 2: Spedify input CSV file

¥:\AngelalWw2 MATE\IMPORT examples\Employee Email Addresses.csv

Click Import

Cancel l

Browse...

Input CSV File Name:

Import
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8. Click Yes

Company Tools

Import Data

@ Example Company - W2 Mate (2017)
Export Data E-Filing IRS & S5A Instructions

Quality Control

Shortcuts

Compary
N
)

Employee

|"b

1099 & 1098 Recipierts

General Information | W3 Information | 1096 lnfon'nation|
Employers Name / Filer's Name:  Example Compary
Address 1: 123 Main
Address 2:
City: Chicago
State: ZIP or Postal Code: 60605
9 W2 Mate (2017)
En
= MNew email addresses have been imported for: 4 employees.
N Would you like to see the list of employees that have been up)
D
ird

Update ] ’ Reset

Current company name iz : Example Comparny

YYou can create a new company by selecting "Cormpary > New" fram the top men,

“'ou can open a different company by selecting "'Company > Open' from the top menu.

W2 MATE 2017
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The employee email addresses that were imported into W2 Mate will be listed

9. Click Close

@ Example Company - W2 Mate (2017)

1099 & 1098 Recipients

m\

~
W2 Forms

.
=

18

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help Order Supplies
Shotcuts | .
i General Information | W3 Information | 1096 Information |
r._iy Employer's Name / Fier's Name:  Example Company I
E:o Address 1- 123 Main
al i
- — =
N Hame: Stuart Sample | SSH : 123-22-3333 | Hew Email: stuart. sanple@msn. com
Hame: SAMUEL SAMPLE | SSH : 111-22-3333 | New Enail: sam.sample@gmail  com
Hams: Tommy Tester | SSH © 998-99-9999 | Hew Email: Tommy.Tester@hotmail .com
En Mame: SALLY TESTER | SSN @ 999-99-9999 | New Email: Stester@acl. com

Imported Employee Email addresses will be in list

\

Click Close E

Copy this Message ‘

|

T

1089 |
1099 & 1098 Forms

LY
x

1056 Form
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1099/1098 Recipient

1. Click Import Data

2. Select Email Addresses

3. Select 1099/1098 Recipients Email Addresses

T Example Company - W2 Mate (2017)

Company Tools | Import Data Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts W2 Forms (CSV - Excel

» 1099-MISC Forms (CSV - Excel)
| ’;‘_V 1099-INT Forms (CSV - Excel)
= 1099-DIV Forms (CSV - Excel)

Compary  1099.R Forms (CSV - Excel)
Other Forms (CSV — Excel)

N\
% From QuickBooks (W2 and/or 1099 Data)
Employee From Sage 50 / Peachtree (1099 Data)

i ¥ From Microsoft Dynamics GP (1099 Data)

Email Addresses
W3 Foﬁ Company(s) Information (CSV - Excel)
=N
|

1099 & 1058 Forms

' From Microsoft Dynamics GP (W-2 Data)
- 1 F Sage DacEa 099 Data
1099 & 1098 Re. rom Sage DacEasy (1 s
From Sage DacEasy (W-2 Data)
m\ From W-2 Electronic Filing Format
y From 1099 Electronic Filing For, (Publication 1220 Format)

-

[ §

= Click Import Data

» Select Email Addresses

ipriicahle)

Email Addresses
Liton to save any changes.

2017\Example

= /

Select 1099/1098 Recipients

Employees E‘il Addresses
1099 /1098 Recipients Email Addresses

arm the top mer.

‘You can open a different company by selecting "Company » Open’ from the top menu

W2 MATE 2017
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4. Read the information regarding the import process carefully

5. Click Browse to select the CSV file

Company Tools

Import Data

D Example Company - W2 Mate (2017)

Export Data  E-Filing [R5 & 55A Instructions  Quality Control 1089 Emailer Help  Order Supplies

Read Carefully | 4

[] ‘\I\
il

1099 & 1098 Recipients

1099 & 10398 Forms

oy
=

1096 Form

[,

| General Information L3 NG | LT I Ly
Import Employee Emails i

==

Step 1: Read Carefully

Use this dialog if you wish to import Email Addresses for multiple 1099 Recipients. Having an email address for each recipient is very useful if you wish
to send redpient copies of forms 1099 electronically by email. One way to batch send 1099z as an email is using "1099 Emailer™ utility which is
seamlessly integrated with W2 Mate.

Import file format:

1- W2 Mate expects the input file to be in CSV {comma separated value) format, which is the most common format used in order to transfer data
between different types of applications.

2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking “Save As = CSV (Comma Delimited)”,

3- W2 Mate expects at least 2 columns in the input file, one column for the email address and one column for the 1099 Recipient Tax Identification
Mumber . W2 Mate will auto detect these columns. Email address is assumed to be in the format aaa@bbb.com and the Tax Identification Number in
the format xoeeoeoon.

4- W2 Mate will use the 1093 Recipient Tax Identification Number in order to tie the email address to an existing record already created inside W2
Mate. For example if W2 Mate already indudes an 1099 Recipient named John Doe with an Tax Identification Mumber of 123-45-6789 and the input
file indudes a row where the Tax Identification Number is 123-45-67389 and email is JohnDoe @domainname, com then W2 Mate will update the record
for John Doe to have an email address of JohnDoe @domainname. com.

5- Records that exist inside the input file, but do not correspond to existing 1099 Recipients inside W2 Mate will be ignored.

Click Browse .

Step 2: Spedfy input CSV file

Input CSV File Name:

Import
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6. Click OK

[on] Example Company - W2 Mate (2017)

)
el
W2 Forms
l =,
W3 Form

=N
==

1089

1099 & 1038 Forms

Company Tools ImportData ExportData E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shortcuts | / /
A | General Information | W3 Information I 1096 Information | A
i Import Employee Emails @
P
- -._}/ Step 1t Read Carefully
Company Use this dialog if you wish to import Email Addresses for multiple 1099 Recipients. Having an email address for each recipient is very useful if you wish
to send recipient copies of forms 1099 electronically by email. One way to batch send 1099s as an email is using “1099 Emailer” utility which is
N seamlessly integrated with W2 Mate.
% Import file format:
- i 1- W2 Mate expects the input file to be in CSV (comma separated value) format, which is the most common format used in order to transfer data
Employees between different types of applications. CI . k OK
IC
- ‘.\ 2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking "Save As > CSV (Comma De X
[ '
‘ 3-W2 Mate expects at le biengfTax Identification
' '" ) Mumber . W2 Mate will au LLe ol Al Igfntification Mumber in
1099 & 1098 Recipients the format oo,

4- W2 Mate will use the 1
Mate. For example if W2
file indudes a row where
for John Doe to have an

e Input file processed successfully, please click the "Import” button to kdy created inside W2
W' proceed with the import process, 13-45-6789 and the input
hte will update the record

5-Records that exist insi

Step 2: Spedify input CSV file

¥:\Angela\Ww2 MATE\IMPORT examples\Recipient Email Addresses.csv

Input CSV File Name:

Import
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7. Click Import

Company Tools

D EBxample Company - W2 Mate (2017)

Import Data Export Data E-Filing IRS 8 55A Instructions  Quality Control 1099 Ernailer  Help  Order Supplies

Shortcuts

.i‘i\

L

1095 & 1098 Re

=

W2 Forms

lA

1055 & 1058 F

|— |

o | I 1

Import Employee Emails
Step 1: Read Carefully

Use this dialog if you wish to impart Email Addresses for multiple 1099 Redpients. Having an email address for each redpient is very useful if you wish
to send redipient copies of forms 1099 electronically by email. One way to batch send 1099s as an email is using "1099 Emailer” utility which is
seamlessly integrated with W2 Mate.

Import file format:

1- W2 Mate expects the input file to be in CSV (comma separated value) format, which is the most common format used in order to transfer data
between different types of applications.

2-You can easily create a CSV file from inside a spreadsheet software like Excel, by dicking "Save As > CSV (Comma Delimited)”,

3- W2 Mate expects at least 2 columns in the input file, one column for the email address and one column for the 1099 Recipient Tax Identification
Number . W2 Mate will auto detect these columns. Email address is assumed to be in the format aaa@bbb. com and the Tax Identification Number in
the format xood-xx-x.

4- W2 Mate will use the 1099 Recipient Tax Identification Number in order to tie the email address to an existing record already created inside W2
Mate. For example if W2 Mate already indudes an 1099 Redpient named John Doe with an Tax Identification Number of 123-45-56789 and the input

file indudes a row where the Tax Identification Number is 123-45-6789 and email is JohnDoe @domainname.com then W2 Mate will update the record
for John Doe to have an email address of JohnDoe@domainname. com.

5- Records that exist inside the input file, but do not correspond to existing 1099 Recipients inside W2 Mate will be ignored.

Step 2: Specify input CSV file

Input CSV File Name: ¥:\Angelal2 MATEIMPORT examples'\Recipient Email Addresses.csv

Click Import

Import Cancel
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8. Click Yes

Company Tools Import Data

@ Example Company - W2 Mate (2017)
Export Data E-Filing IRS & S5AInstructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts

Iy
Company
&
I;rnployee's

1'.b

1055 & 1098 Recipients

General Information | W3 Information | 1096 lnforrnation|

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

Address 1: 123 Main
Address 2:
City: Chicago
Shate: ZPorPostal Cods: 60805
: [United States =
W2 Mate (2017) 52

Mew email addresses have been imported for: 4 recipients.

Would you like to see the list of recipients that have been updated?

Click Yes E
/ ,/

Update ] ’ Feset ] ’ Clear ]

Current company name is : Example Company

*Y'ou 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.

W2 MATE 2017
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The recipient email addresses that were imported into W2 Mate will be listed

9. Click Close

@ Example Company - W2 Mate (2017)

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

Shortcuts | / /
!i General Information | W3 Information | 1096 Information | /
Pals Employer's Name / Filer's Name:  Example Company ‘
Compd W2 Mate (3
Hame: Bob's Builders | Tax ID : 123456789 | Hew Email: bobsbuild®msn.com
Name: Jane & Test | Tax ID : 777889999 | Hew Email: jane.test@gmail.con
Name: John Q Doe | Tax ID : 999887777 | Hew Email: johngdos@hotmail con
Name: Thomas Trains | Tax ID : 987654321 | New Email: ThomasTrains@aol.com
Employ| 1
II. - - - - - -
f Imported Recipient Email addresses will be in list
1099 4 1098
?"‘ Click Close | 9
W2 For
W3E Copy this Message l l Print this Message l l Save this Message se
=2 DN17
=] | ‘You can open a different company by selecting “Company > Open'” from the top menu, FFELE T'THTE & WL d
(109}
1093 & 1098 Forms
L N
1096 Form

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 12 of 12


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

