How to Move to the Next Employee

Make sure you have the correct Company open inside W2 Mate
1. Click W2 Forms in Shortcuts

2. Click Next until you get to the Employee you want

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

Shortcuts | — Employes

W2
/Q\ [ Select l [ Mext [ Previaus [ Save l [ Clear l [ Print l I Create PDF W2's l Related Tasks |
Iy
Company a Employee's social . 1w ages, tips, other compensation 2 Federal income tax withheld 0)
b Employer identifica CI ICk N eXt 2 0.00 0.00
N\ 3 Social secuiity wages 4 Social security tax withheld
% 0.00 0.00
©Emphoyer's name. address. and £IP code 5 Medicare wages and tips B Medicare tax withheld
Employees Example Carmpany 0.00 0.00
\ 123 Main 7 Social security tips 8 Allocated tips
LN 0.00 0.00
“'" Chizago IL BOR0S Box 9Verification code 10 Dependent care berefits
0.00
1099 & 1098 Recipients - X
dC 1 fif
. Cll Ck W2 Forms Mréonqua ied plans See instructions for box 12
Cod A t
? & Employes’s first name.initial  Last name Suff 13 Statutory  Retiement  3rd-party ode moun
“ Sally Tester emplopee  plan sickpay  12a 0.00
W2 Foms - - - 12b 0.00
f Employes's addiess and ZIP code 14 Other
101 Main 12e 0.00
12d 0.00
- ~ Chicago IL E0505
W3 Form
15 State Emploper's state 16 State wages, 17 State income 18Local wages, 19 Localincomes 20 Locality Local Tax
-._\ 1D number lips. etc. tax tips. etc. tax name Type
. L 000 000 000 200 —
1099 & 1098 Fomns 0.00 0.00 oo oo

W2 Mate® www.W2Mate.com info@realtaxtools.com Page1of1l



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

