How to Print Employee and Recipient Address

Labels

Note: The labels created from W2 Mate are formatted to fit the Avery 5160 labels

Make sure you have the correct Company open inside W2 Mate

1. Click Export Data

2. Select correct type of labels to print - either Employee or Recipient Address Labels
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‘You can create a new 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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3. Select the location to save the file you are creating

4. Name the file

5. Click Save
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Open the File you just created in Word or a similar document program
You will see the addresses in label format

6. With the document open, (in Word) Click File
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7. Click Print

8. Select Printer

Note: Be sure to have your labels properly inserted into the printer

9. Click the Print button
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