How to Import W2 Data from Payroll Mate

Into W2 Mate

Note: This is a 2-part process. First you must export/save the file from Payroll Mate, second you
will import the data into W2 Mate.

Open Payroll Mate:

Make sure you have the correct Company open inside Payroll Mate

1. Click Tools

2. Select Export W2 Information to W2 Mate

[¥ Angie's Company - Payroll Mate (2018)
: File Edit | Tools [f

Click Tools |1

Restore Company Database

Backup Company Database
| Compan

Import Companies from Payroll Mate 2017

Federal Tax Information State Tax Information

Backup All Companies Database Files
Restore Multiple Companies Database Files

Generate Direct Deposit file Tax Categories | Deduction Categories
Print Blank (MICR) Checks Select Export W2
= haie’s Compa )
Delete Multiple Checks Information to W2 Mate
5t

Export Payroll Data to: P |

Export -2 Information to W2 Mate 4 |

Import Employees oth |

v

SR

Zip Code.

Contact Name: [Angela En

Telephone Number: [(708) 830-7285 |
m Fax Number: [ |

E-mail Address: [
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3. Click Export

[¥ Angie's Company - Payroll Mate (2018)
: Eile Edit Tools Help DrderChecks and Supplies

Click Export | 3

Choose another General Report 1

Export to W2 Mate

[ Export

® Click on "Export" button to create the export file.

® Once the export file is created successfully, you can import it into
W2 Mate by clicking on the following menu item inside W2 Mate:

"Import Data > From Payroll Mate software > W-2 Data"

® This report is used to export W-2 information to W2 Mate software.

W2 Mate® www.W2Mate.com info@realtaxtools.com

Page 2 of 8



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

4. Select location to save the file

5. Create the File Name

6. Click Save

E] Angie's Company - Payroll Mate (2018)
i File Edit Tools Help OrderChecks and Supplies

Ed (3 sovess =
O_O /| . » Angie's Company » Payroll Mate » ACH v|“"]| Search ACH ,0|

Organize v MNew folder g= = @

X Favorites *  MName Date modified Type Size

B Desktop Select location to save file

& Downloads

| Recent Places
‘@& OneDrive

m

- Libraries
4| Documents

J’ Music

[&5] Pictures
B videos Create File name 5
‘ 1% Computer
& Windows (C:) - CliCk Save 6

File name:  TYPE FILE NAME HERE -
Save as type: [Paymll Mate W2 Export Files (wex) (*.wex) VI

“ Hide Folders I Save ] [ Cancel I
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7. Click OK at the message the file was successfully created

Note: The location for the saved file shows here. You will need this location to import the data

into W2 Mate.

E] Angie's Company - Payroll Mate (2018)
: File Edit Tools Help QrderChecks and Supplies

I Choose another General Report

Export to W2 Mate

] This report is used to export W-2 information to W2 Mate software.

® Click on "Export" button to create the export file.

Once the export file is created successfully, you can import it into

- W2 Mate by clicking on the following menu item inside W2 Mate:
"Import Data > From Payroll Mate software > W-2 Data" Click OK
)10 |

'V‘I"aym'llv‘Maie

A | The export file has been successfully created and saved to:
WY C:\Users\RBS\Desktop\Angie's Company\Payroll Mate\ACH\TYPE FILE
~ NAME HERE.wex
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Open W2 Mate:

Note: Make sure you have the correct Company open inside W2 Mate.

If you do not currently have this company created inside of W2 Mate you will need to create the
company prior to importing the Payroll Mate W2 data. See How to Create a New Company
tutorial.

8. Click Import Data

9. Select From Payroll Mate Software (W2 Data)

Company Tools fuagiData  E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help ~ Order Supplies
Shorca W2 Forms (CSV — Excel) . -
4’\ 1099-MISC Forms (CSV - Excel) = CI|Ck Import Data
e 1099-INT Forms (CSV - Excel) 3 V¥
=

- 1099-DIV Forms (CSV — Excel)
Company  1099-R Forms (CSV - Excel)

A\ Other Forms (CSV - Excel) >
& From QuickBooks (W2 and/or 1099 Data) e 60605
Employee From Sage 50 / Peachtree (1099 Data) S

a ..\ From Microsoft Dynamics GP (1099 Data)
m From Microsoft Dynamics GP (W-2 Data)
From Sage DacEasy (1099 Data) Select From Payroll Mate

1099 & 1098 Re|
From Sage DacEasy (W-2 Data) g Software (W2 Data
m\ From W-2 Electronic Filing Format (EFW2 Format)
o SR SR 2017\Example
‘ From 1099 Electronic Filing Format (Publication [

W2 Form From Payroll Mate Software (W-2 Data)
. A From Payroll Mate Software (1099 Data) P,,,

m Email Addresses »

w3 Fom1 Company(s) Information (CSV - Excel)
e G A e S W COMpany Dy SEIECny COMpEry S NEW oM the top menu,

>N17
‘You can open a different company by selecting “Company > Open'' from the top menu. Wz M A TE = “f -

=
L

1099 & 1098 Fomms

D)
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10. Read Notice regarding employees, Click Yes to import

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer

Help  Order Supplies

Shortcuts
/¢ General Information | W3 Infomation | 1096 Information |
_FE;.:V Employer's Name / Fier's Name:  Example Company
Address 1: 123 Main
Comparny
Address 2:
Cty: Chicago
State: ZIP or Postal Code: 60605
Courtry: [United States -

Employer ldentfication Number: SSN (ff Applicable):

Employer State 1D (f Applicable):

Notes (Optional Freeform Field):

W2 Mate (2017)

If all the employees and their data for this company will be impojfed
— from Payroll Mate, we recormnmend deleting the current employges
inside W2 Mate before proceeding with the import process.

To delete the current employees inside W2 Mate, select "Tool:
Multiple Employees” from the top menu inside W2 Mate.

L/

PLEASE READ notice,

then Click Yes to import 10

Cui
Would you like to proeceed with the import process?
Yol
"1 “u Yo
ol Yes
1099

1099 & 1098 Forms

e
=

==

1096 Form
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11. Click Browse to find the file you created through Payroll Mate
12. Select the correct file to import
13. Click Open to select the file (you will see this file in the import address)

14. Click Import

i Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 55A Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts I f . /
i General Information | W3 Infomation | 1096 Information ‘ /

r-g, Employer's Name / Filer's Name:  Bxample Company )
= Address 1 123 Man Click Browse | 11
Compary :
Address 2:

\ r . (hicann
% Import W2 Forms from Payroll Mate Software [E
Employees Please specify the name of the file you exported from Payroll Mate Software by dicking the "Browse" button and then the "Tmport” button.
iiﬁ C:\Users\RBS\Desktop\Angie's Company\Payroll Mate\ACH\TYPE FILE MAME HERE.wex

1099 & 1098 Recipients _

N I S m—— ~ Click Import | 14
= |
i E-eadﬂ.-h.]rw T [Companypmt ' T ’ |
W2 Forms T /Open E
lé Lookin: || ACH - @2 E
ﬁ L= MName = Date modified Type

) = e | TYPE FILE NAME HERE.wex 2/13/2018 3:58 PM  WEX File
W3 Fon Recent Places
@ = AATE 2017
1099 | Desktop
1099 8 1098 Forms Select File to import | 12
w=all

LY Libraries
- Al Click Open |13
1096 Form Computer

@ < m | »
MNetwork
File name: - [ open |
Files of type: [Payron Mate W2 Export Fies (~wex) -] [ cancel |
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15. At the Import completed successfully Click OK

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 55A Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortouts |
l MNew Employes ] l Maodify Ermployes l l Delste Employee l Sort Employees By:
_-u
‘r?y Social Security Number First Name Middle Name Last Mame
Company 1 321-12-3211 Angela Mat
2 3332211 Erooklyn e =
% N\ 3 333112222 WVader
4 555851123 William
: 5 111-22.3333 Samuel ‘_‘ih- Import completed successfully
Employees
oY
1099 4 1098 Recipients
™
B J Click OK 15
W2 Forms

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 8 of 8



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

