How to Print Form W3

Note: W2 Mate will print the data on Red Pre-Printed W3 form or on blank paper with the
purchase of W2 Mate optional feature code #1-Generate Laser Form

Make sure you have the correct Company open in
1. Click W3 Form from Shortcuts

2. Click Print W3

side W2 Mate

' Example Company - W2 Mate (2017)

(1] o

] L]

“'h mplayer identification rumber
12-3456789

1099 & 1058 Recipients f Emplayer's name

E szample Compary

Company Tools ImportData ExportData E-Filing IRS 8 55A Instructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts |
a Control nurnber
/Q\\ 237323 Print Y3 l Ovemde Caloulations
f‘:_l..:;/ b Kind of Payer and Kind of Employer
o ) ) o 1Wages, tips, other compi tion 2 Federal income tax withheld
Company 3 il 543 344 [ |Hshld. emp. 90000,00 3000,00
% N\ ET1 LI Med. govt. emp. [] 3idpaty sick pay 3 Social securty wages 4 Social secuilty tax withheld
: ) 30000,00 . -
\ Click W3 Form |1 Click Print W3 | 2
SMedicare . ... - - . I withheld
Employees ) o o
number of Forms W-2  d Establishment number 30000.00 1305.00
7 Saocial secuity tips 8 Allocated tips

0.00 000
10 Dependent care benefits
.00

11 Nonqualified plans
0.00

12a Deferred compensation
0.00
W2 Mate strictly follows 'W-3 instructions for caloulating box 12a, Mot

all codes on'wW-2 Bowx 12 get reported on -3 box 12a. To leam more,
please read \W-3 instuctions o contact the IRS at BEE-455-7438.

You can ovemde box 12a value when pou print the 'W-3 form,

13 For third-pasty sick pay use only

14 Income tax withheld by payer of third-party sick pay

N,
= .
= I g Employer's address and 2IP code
123 Main
W2 Forms
= . Chicago IL BOE0S
y o h Other EIN used this pear
‘W3 Form
= = 15State Employer's state ID number
== IL
1099

Contact person

E-mail address

16 State wages, tips, et
0.00

18 Local wages, tips, etc,
0.00

Telephone number

17 State income tax
0.00

13 Local income tax
000

Fa number

Jﬂ
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3. Select type of form to print

Note: To print SSA approved black and white substitute Copy A requires W2 Mate Optional
Feature Code #1 to be purchased and enabled inside W2 Mate

4. Adjust Box 12A or Box 15 if needed

5. Click OK

c Example Company - W2 Mate (2017)

Company Tools Import Data Export Data E-Filing IRS & 55A Instructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts:

a Control numbser

/Q\ 232323 I Print W3

I [Uvetride Calct.ﬂationsl
f—:":,/ b Kind of Payer and Kind of Employer
. - ) 1'% ages, lips, other compensation 2 Federal incame tax withheld
Comparry | 341 il 943 944 Hshld. emp
. S W3 Pt Optiors Select type of form | 3 =
% Hatizartal Offset (inch) Tupe l
Employses 0.00 T Left @ Right () Print & copy of form W2
[ h\ - :
L . . ) () Print & complete Laser substitute for Form W3 [SSA-approved]
“'H Vertical Offset (inch)
1099 & 1098 Recipients 0o T Up @ Down @ Print data only on a prepinted Red-nk Laser W3 form
—_ Box 12A or Box 15 adjustments | 4
{a Other Options [The new values you enter wj saved & will only be used when printing the /-3 form]
W2 Foms Box 12aDefered  pog Usze this baw if you would like to overmnide the value calculated by w2 Mate.
A compensation Do not change this box unless pou have to.
m Box 15 Stat L Do not change this box unless you have to, Enber an %" if the W-2 Forms being
- 3 o =L submitted with this -3 Form contain tax information from more than one state .
W3 Form
.-.\ Click OK ' 5 N oK | I Cancel I
| _ Contact persan o T
1099 & 1098 Forms ' 18 Local wages, tips, tc, 19 Local income tax
0.00 0.00
_\\ E-mail address Telephone number Fax numbier ’,
1096 Form
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6. Select Prin

7. Click OK

ter

a Example Company - W2 Mate (2017)

N\
%

1096 Form

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
a Control number
(52323 | Pint W3 | | veride catcutons
L)
_EQ b Kind of Payer and Kind of Employer
: 1 Wages, tips, other compensation 2 Federal income tax withheld
Company (V1941 []Mil. [1943 []944 [ ]Hshid. emp 90000.00 ] ‘3000.00
Gl & B = -
N [IET1 [CIMed. govt. emp. [7] 3 party sick pay 3 Social security wages 4 Social security tax withheld
Kind of Emploger: [None apply 90000.00 | [5580.00
Encloyees m\m withheld
© Total number off =X e |
|2 Printer
) OS — fips
eEmployeridentil  Name: | Microsoft XPS Document Witer v| [ Propeties.. |
|12-3456789 &
3 % S atus: S -
o : i elect printer| 6
STV %mlglygg—me Type: Microsoft XPS Document Writer p
®ample Lompary —
s A i compensation
s ' g Employer's addi Comment: Print to file ‘
o (123 Main e o Click OK
W2 Forms - ———t d. 1U IZanTIeTe,
© Al Number of copies: 1 5 66-455-7438.
l g | Chicago i Pages from C] to 1 | — 2 i dlom:
W-3 Selection _l)il _212) _3@
SE— h Other EIN used
W3 Form
: [ ok "] cancel ] =
=N 155tste  Emp
,,: L‘ &S TIPS ome tax
Contact person |0.00 | ‘ 0.00 |
1099 & 1098 Foms 18 Local wages, tips, etc. 18 Local income tax
_ 0.00 | [o00
EV‘MI a— Telephone number

F@c number
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