How to Print Form W2 Copy A

Note: W2 Mate will print the data on Red Pre-Printed W2 Copy A forms 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 inside W2 Mate

1. Click W2 Form from Shortcuts

2. Click Print
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3. Select Employee(s) to print

4. Select Print SSA approved substitute on plain paper OR Print Data Only on pre-printed form

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

5. Click OK
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Shortcuts — Employee w2 ‘
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Step 2: Please select the type of W2 Farm copy you want to print
Print an employee copy

Select All Employees
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Select Employee Range
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Copy B To Be Filed With Employee’s Federal Tax Retun v

_ Print SSA-approved complete Black-and-White substitute for Copy A on plain paper [Copy A for Social Security on white paper]

© Print DATA ONLY on a preprinted form [Copy 4 for Social Security on red-ink form or any other copy on pre-printed form]

Fumish Copies B, C, and 2 to the employee generally by January 31, 2018, You can give Copies B, C. and 2 to the employee in person, send it by mail or use W2 Mate
Option H6 [Create PDF W2's and 1099's) to generate a secure PDF file, which can be sent by E-mail

File W-2 Copy & with the SS4 by January 31, 2018. If you E-File , the due date is also January 31, 2018. You can use W2 Mate Option #4 (Electronic Filing) to E-File.

Step 3: If you are printing on a pre-printed form (or pressure-seal form), please specify the horizontal and vertical offsets for printed CI' Ck O K
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6. Select Printer

7. Click OK
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