How to Import W2 Data Using QuickBooks

Note: In order to use this feature you must purchase and enable W2 Mate Option #3 to import
Make sure you have the correct Company open inside W2 Mate

Note: You can import into one company at a time. If you do not currently have this company
created inside of W2 Mate you will need to create the company prior to importing the data.
See How to Create a New Company tutorial.

1. Click Import Data

2. Select From QuickBooks (W2 and/or 1099 Data)

2 Example Company - W2 Mate (2017)
Company Tools pat Data E-Filing IRS & S3A Instructions  Quality Control 1099 Emailer Help  Order Supplies

[ Sotowg  W2Forms(GV-Beed) = Click Import Data
/ﬁ 1099-MISC Forms (CSV - Excel) ' |
;. 1099-INT Forms (CSV - Excel)
= “:-/ 1099-DIV Forms (CSV — Excel) \
Company  1099-R Forms (CSV - Excel)

Other Forme (€51 Excd) . Select From QuickBooks (W2

N
B , ‘___,..-———"’"" and/or 1099 Data)
e From QuickBooks (W2 and/or 1099 Data) S06Us

de:

Empluyee. From Sage 50 / Peachtree (1099 Data) :

” ..\" From Microsoft Dynamics GP (1099 Data) ipplicable):
“'" From Microsoft Dynamics GP (W-2 Data)
1 F Sage DacE 099 Dat
1099 & 1098 Ra rom Sage DacEasy (1! ata)
N From Sage DacEasy (W-2 Data) ton to save any changes.
[ w2 ] From W-2 Electronic Filing Format (EFW2 Format) e I
el From 1099 Electronic Filing Format (Publication 1220 Format) SEemE
W2 Forms From Payroll Mate Software (W-2 Data)
l A From Payroll Mate Software (1099 Data) lPIea ]
@ Email Addresses L)
wa Fonﬁ. Company(s) Information (CSV - Excel)
M——— T —— \he top menu,
=N
You can open a different company by selecting “Company > Open'" from the top menu, Wz MA TE
1099
1099 & 1098 Forms
1096 Form
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Note: Follow the wizard screens by Reading and Clicking “NEXT”

3. Read carefully and understand that you will need to have QuickBooks open and actively
running on your computer in order to import the data

4. Click Next

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

Shotcuts |
General Information | W23 Information | 1096 Information | ‘
e 4 | |

iy Ereloyers Nane /Pt pead this information EI

‘

Welcome to the QuickBooks Import Wizard.

QuickBooks Import Wizard

QUIc‘Bo“ks This wizard will help pou import W2 and 1099 data from QuickBooks into W2 Mate. Please read the instructions in
each screen carefully, this will guarantee a smooth and easy import process,
Import Wizard

Please note that W2 Mate communicates diectly with QuickBooks to extract the desired information, this means you
don't have to manually export and import any types of reports.

Befare you start, please make sure the following is tue:
1- QuickBooks is properly installed and configured on this machine,
2+ QuickBooks iz already open and running on this machine.
3- The company you want to import the W2 and/or the 1039 data from, is already open inside QuickBooks.
4- The company you want to import the W2 data from iz curmently signed up for & subscripbion to Intuit Payoll service

[thig restriction does not apply to the QuickBaooks sample companies. You can still test out this wizard on the
sample companies without subscribing to the payroll service).

Click Next m
To stait, please click the “Mext" buttan...

cBack | [ Mew> |[ cancel || Finsh
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5. Click Connect to QuickBooks

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

Shortouts |
General Information | W3 Information | 1096 Information |

Employer's Name / Filer's Name: Example Company ‘ l
Impor - Click Connect to QuickBooks | 5

Connecting to QuickBooks \
Q u“icknonks W2 Mate will first need to connect (log in) to QuickBooks before it Chgread any W2 or 1033 information.
1- Click on the "Connect to QuickBooks" button shown to the right: | Connect to QuickBooks

2o9Y Import Wizard

2- Now you should see a dialog inside QuickBooks asking you if you want to authorize W2 Mate to access the

0 N company information. The figure below shows the options you need to select inside this dialog.
1]
,'" ﬂmmtmmummmwmmummﬁ \
1099 & 1098 H -~ No 3 3
) (1) Select this option
“) Yes, prompt each time {}

[ res,wh ths QudBooks company fie sopen | (2) Check this Checkbox
") Yes, ahways; allow access even if QuickBooks is not running

[,'iﬂwthsapakabmmac:eso«w\ddataaﬂwswwwmbersmd
_customer credit card information.

Tel me more
K(3)ClickHere [ contime.. ||[ cone | [ e ]

J

3- Once you hit the "Continue" button on the first dialog, you should see a second dialog asking you to
confirm granting access for W2 Mate. Please click on the "Done" button,

[ <Back ][ New> ][ cancel ][ Fich |
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You should now see a dialog inside QuickBooks asking if you want to authorize W2 Mate to

access the company information.

5a. Select Yes, whenever this QuickBooks company file is open

5b. Checkmark box - Allow this application to access personal data such as Social Security
Numbers and customer credit card information

5c. Click Continue

@ No

) Yes, prompt each time

Do you want to allow this application to read and modify this company file?

QuickBooks - Application Certificate x'

An application is requesting access to the following QuickBooks company
file:

Larry's Landscaping & Garden Supply

Access may include reading and modifying QuickBooks data as well as 4

enhancing the QuickBooks user interface.
THE APPLICATION CALLS ITSELF
W2 Mate 2017

CERTIFICATE INFORMATION
Description: W2 Mate 2017
Developer:  Real Business Solutions, Inc.
Developer identity has been verified by:
Symantec Class 3 Extended Validation Code Signing CA- G2

QUICKBOOKS SOLUTIONS MARKETPLACE
7 Learn about applications that integrate with QuickBooks

Select Yes,

® Nes, wh this QuickBooks company file is open;

Checkmark box | 5b

v

Click Continue | 5¢

© Yes, always; allow access even if QuickBooks is not running

. Allow this application to access personal data such as Social Security Numbers and
~ customer credit card information. Tell me more

$ Conti Cancel Help

whenever this QB 5a
company file is open
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A second dialog will open in QuickBooks asking you to confirm granting access to W2 Mate

5d. Click Done

QuickBooks - Application Certificate

An application is requesting access to the following QuickBooks company

You have chosen to grantthe application
W2 Mate 2017

access to the QuickBooks company file
Larry's Landscaping & Garden Supply

whenever this QuickBooks file is open.

Access rights:
- Read and modify QuickBooks data

(including personal data) A
- Enhance the QuickBooks user interface CIICk Done 5d

Do you want to allow thi
© No

) Yes, prompt each time

® Yes, whenever this QuickBooks company file is open

© Yes, always; allow access even if QuickBooks is not running

Done Go Back

= Allow this application to access personal data such as Social Security Numbers and
customer credit card information. Tell me more

Continue... Cancel Help

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

Page 5 of 10


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

6. Click OK

6a. Click Next

QuickBooks Import Wizard

Connecting to QuickB ooks

u"lckno nks W2 Mate will first need to connect (log in) to QuickBooks before it can read any W2 or 1099 information.

1- Click on the "Connect to QuickBooks™ button shown to the ight; | Connect to QuickBooks

Import Wizard

company information. The figure below shows the options you need to se

W2 Mate (2017)

o W2 Mate connected to QuickBooks successfully. Please click the "Next"
Lg button to proceed to the next screen in this wizard.

2- Mow you should see a dialog inside QuickBooks asking you if you wantte =~ © 700 :
Click OK | 6

kmc.ickﬂm[ ) e ;/

3 Once you hit the *'Conlinue" button on the first dialog, you should see a second dialog asking you to
confirm granting access for W2 Mate. Please click on the "Done” buttan,

I < Back Newt > Cancel Finish

Click Next | 6a

7. Select W2 Data

8. Checkmark to import email addresses

9. Click Next

QuickBooks Import Wizard Select W2 Data | 7 i [
Type of Dlta to Import and Tax Year
n“lﬁ.nnﬂks Pleassfepecify the lype of data you would like to import: Please specily the tax year of the data pou would ke to import:
Import Wizard ©W2Data 1093 Data 2m7 =
10393 Import Dphions
Type of 1099 form pou would ke QuickBooks 1033 data be mapped to: | Form 1099-MISC - Miscellaneous Income &
1093 box pou wold like the nt be m o to | 1093-MISC Box 7 Nonemployee compensation v
Check to impO rt B How ta import 1099 data to different forms/boses? Specify the 1099 threshold [1093-MI5C default is $600); 500
emall add resses | Giet amounts from 1039 Accounts Only. Uncheck in order to get amourits from &1l Allowed Accounts
Email Options
L If email addiesses for employees / vendors exist inside QuickBooks, W2 Mate can import these
[l import Email Address | addresses and then send W25 & 10995 as PDF documents by email using 1099 Emailer software.
| Run in Debug Mode [only check this option if asked to do so by W2 Mate support team) .
Click Next
<Back | [ Men >‘r[ Cancel | [ Finh
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10. Read and review the QuickBooks items and the W2 Box the data will be imported to

11. Click Assign W2 Box to change the W2 box used for import (as needed)

| | CHENUYET 5 Nallle r FIeT s Nalic.

T

-

QuickBooks Import Wizard

QuickBooks
Import Wizard

Azzign Payrall lkems to W2 Boxes

Read and review

10

Iri this step you will need to map [assign) each payoll item defined inside QuickBooks to the appropriate W2 Box

Pleaze remember the following:

1- The list doesr't show all OB papeall kems. Some items ate not needed by W2 Mate when generating a W2 Form.
2- Some payroll items in the list are automatically assigned by W2 Mate, but they are shown in the list in case you

need to edit them, an example of this i “Advance Eamed Income Credit”,

QuickBooks Payroll lbem

Job Equip. Reimb.

Mileage Reimb,

Health Insurance

Advance Eamed Income Credit
Federal Withholding
Medicare Employes

Social Secunty Employes

Ca - Withhalding

Ca&, - Dizability Employes

CA - Unemployment Comparg
Cé, - Emolovee Training Tax

|:’2 Bo Nurber Click Assign W2 Box — |
None to change W2 Box 11
MNone

Bowx 9 [Advance EIC payment]

Box 2 [Federal income tax withheld)
B B [Medicare tax withheld)
Box 4 [Social secunty tax withhy
Box 17 Line 1 [State inc
None
MNone
Mone

line 1)

Azzign W2 Box

F Read Data from OuickBaoks in One Batch
[Do not change urless asked bo do so by support staff)

[ <Back |[ Mewt> ][ cancel || Finen
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11a. Complete each part for the specific W2 Box

11b. Click OK

Complete information as needed

QuickBooks Payroll Item Definition
Please fill the information below for the "CA - Withholding” payroll item. l |

Part 1: Please spedfy the W2 Box in which the amount of this payroll item is reported.

This payrol item i taxable
W2Box: |Box 17 Line 1 (State income tax ine 1) =R - s sl

wages in W2 Box 1. 1
g s S Do not check this box unless
If this payroll item doesn't affect any W2 absolutely know what you ar:?ohg.
boxes, then leave the selection as "None”. Use in rare cases like Group-term life
insurance & SCorp Pd Med Premium.

Part 2; If the payroll item affects Box 12, then please select the appropriate code.

Box 12 Code: ' : [IRSInstrucﬁmsforBole ] '

Part 3: If the payroll item affects Box 14, then please enter Box 14 Description.

Box 14 Description: | Example: Use CA-SDI for California State Disability Insurance

Part 4: If the payroll item affects Box 13, then please check the appropriate check box.

| IStatutory Employee ["|Retirement Plan | 13+d Party Sick Pay

Part 5: If the payroll item affects Box 17, then please spedfy the Employer's State and State ID number,

Employer's State: Employer's State ID Number: |

Part &: If the payroll item affects Box 19, then please spedify the Locality name. 1
Locality Name: i g
Click OK | 11b o ] [ conce
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12. Click Next

QuickBooks Import Wizard

QuickBooks
Import Wizard

P . Lk R T

Agsign Payroll ltemns to W2 Boxes

Iri this step you will need to map (assign) each payroll item defined inside QuickBooks to the appropriate W2 Box
Please remember the following:

1- The list doesn't show all OB payiall items. Some items are not needed by W2 Mate when genetating a'W2 Fomm,

2- Some payroll items in the list are automatically assigned by W2 Mate, but they are shown in the list in case you
need to edit them, an example of this iz “Advance Eaned Income Credit”,

QuickBooks Payrol tem | W2 Box Number
Job Equip. Reimb. MNone
Mileage Reimb, None
Health Insurance Maone

Advance Eamed Income Credit
Federal Withholding

Medicare Employes

Social Secunty Employes

Ca& - Withholding

C& - Disability Employes

CA - Unemployment Company
CA - Emolovee Training Tax

Box 9 [Advance EIC payment)

Bowx 2 (Federal income tax withheld)
Box 6 [Medicare tax withheld)

Box 4 (Social secunty tax withheld]
Bow 17 Line 1 [State income tax line 1]
MNone

Mone

Nane

Click Next

12

/

| »

m

l Agsign w2 Box

Do not change unless fked to do so by support staff]

l l Riead Data from QuickB

2in One Batch

[ < Back ” Mext >

)

Finish

13. Click Yes to continue or No to go back and edit W2 Boxes

QuickBooks Import Wizard

Azzign Papoll [tems to'w?2 Boxes

|1 this step you will need to map [assian) each payroll item defined inside QuickBooks to the appropriate W2 Bax.
Please remember the following:

Imnn" Wizard 1- The list doesn't show all B paprgl' #ome Somc boms e ook coodad b i1i2 b -ts when generating a w2 Form,
2 Same paproll temsinthe it zre . Click Yes to continue the list in case you
need to edit them, an example of this di 13

BT or No to edit =1
& You currently have 7 payroll items mapped as "Mone¥are you sure you
LJQL want to continue?
Yes ] [ Mo

C& -Withholding Baox 17 Line 1 [State income tax line 1)
Cé, - Dizability Employes Mone
Cé - Unemployment Company MNone
C4 - Emploves Training T ax Mone =

Azsign W2 Box

‘ B Read Data from QuickBooks in One Batch

[ < Back l’ Mext > ][ Cancel

[Do not change unless asked to do so by support staff)

Finish
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14. Review Import Data — Make updates as needed on this page

15. Click Next

Review Data | 14
QuickBooks Import Wizard X
Review and Import Data
- p '
n “Ickn“nks The Spreadshest below shows the W2 Data that has been retiieved from QuickBooks. In this step you will be able to
review, update and comect any information before doing the actual import into W2 Mate. Please note the following:
|III|IIIII \'Ilarll [1) The cell "Has Erors" for a certain row will be set to '™es"', if the wvalue for any of the cells in that row is bad.
[2) & cell, with an emor will have a small amow on the top right comer, once you move the mouse over that amow
you can see what the error is.
(3] If pou want ta exclude a certain row from the impart process, then simply change the walue of the “mpart"’ cell
in that row to "Na'",
[4) Once you review the data and you are ready to import, simply click the “Next"" button.
Has | Import SSN# First Name | midate | Last Name Suff.
Errors Name
1 No Yes 444.55-0008 Duncan Fisher
2 No Yes 785-83-1759 Jenny Miller
3 No Yes 555-96-9999 Shane B. Hamby
« n b
Click Next | 15
< Back Mext > ] [ Cancel ] Finish
16. Click Finish
QuickBooks Import Wizard ||
Congratulations, the import process completed successfully . Please click the "Finish button to end this wizard,
Click Finish | 16
< Back New> | [ Cancel Finish
1
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