How to Rollover Company Data from Previous Year

*One Computer - No networking*
Make sure you have the correct Company open inside W2 Mate
1. Click Tools

2. Select Rollover data from last year

O EBxample Company - W2 Mate (2017)

Company s llata  Export Data E-Filing RS & 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Rollover Data From Last Year, Click Tool /
Options @_ Ic 00is (‘ x

Enable Optional Features pary

-

Select Rollover Data
From Last Year

Backup Company
Restore Company

Backup All Companies

Restore Multiple Companies or Postal Code: 60605

Delete Multiple 1099 / 1098 Recipients
Zero Amounts On Multiple 1099-MISC Forms SSN (F Applicable):
Zero Amounts On Multiple 1099-INT Forms
Zero Amounts On Multiple 1099-DIV Forms

10998

Zero Amounts on Other Forms > | “Undate” buttn to save any changes.
Other Recipient /1099 Tools L )
Copy & Paste 1099-MISC Recipients Between Companies b prts\W2 Mate 2017\Example

\ Delete Multiple Employees
Zero Amounts On Multiple W2 Forms D

ear
Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools »
Remap Form 1099-MISC Data
» New' from the top menu.
Bulk TIN Matchi »
Y =te Ilng ny > Open’ from the top memw W2 MA TE
1099
1099 & 1098 Forms
>
1096 Fom

Note: Before running the W2 Mate data rollover utility make sure you have last year’s and this
year’s software installed on the same computer. Make sure you can open last year’s W2 Mate
and see your data.
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3. Read and Confirm software installation

4. Click Continue with Data Rollover

foud] Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer

Help Order Supplies

Shottewts | ; /
General on | W3 Inf | 1096 Information | |
/ﬁ f
fg‘,y Employer's Name / Filer's Name:  Example Company
N - Address 1: 123 Main
Company
Address 2:
™
Q Data Rollover from Last Year
Employees Before running the data rollover wtilty, please make s’ emm————— REA0 before continuing
1, W2 Mate 2017 is installed on the SAME computer as W2 Mate 2016.
LIH 2. You can open W2 Mate 2016 and see all your companies and data.
- y, If you are running W2 Mate in a network environment (purchased W2 Mate Option #2) please read the instructions below (ignore otherwise):
1099 & 1098 Recipients How to rollover W2 Mate data in a server [ network configuration (please ignore these steps if you are running W2 Mate on ONE computer): -
m\ 1) Create a folder on the server and call it for example "W2 Mate 2017 Data”, lj
u Make sure all computers have FULL access rights to this new folder. Click Continue with
W2 Eomms 2) Install W2 Mate 2017 on the SAME computer where you had mi/ Data Rollover
=
Continue With Data Rollover l l Cancel ]

“You can create a new company by selecting ''Company > Mew'™ from the top menu.

“Yiou can open a different company by selecting "Company > Open’ friom the top menu.

w2 MATE 2017
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Dialog box will open during rollover in case you need to Cancel

g Jr—

Import Process in Progress...
Irnport Task List:
o Statuz  Tasks .I . .
Searching for W2 Mate 2018 Database Folder Dla I Dg b OX Whlle ro ||DUEI' In
Enumerating Companies process.
Uparading Companies [thiz might take a long time) .
Copying Companies to W2 Mate 2017 Database Falder Click Cancel to cancel
Refreshing Comparny List
9 ompeny rollover.
Progress
0 24% 100 %
S '
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5. Click OK

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

Shortcuts

3

Company

1099 & 1098 Forms

A
%

1096 Fom

General Information | W3 Inf | 1096 Information |
Employer's Name / Filer's Name:  Example Company
Address 1: 123 Main
Address 2: i N
Cay: Chicago
P ZIP or Postal Code: 60605
Country: [uied States v]
Employer Identification Number: SSN (f Applicable):
N
Importing clients for the Tax Year 2016 completed successfully.
E W2 Mate will now take you to the "Select Company Dialog™.
— Please remember that you can always create a new company by
choosing "Company > New" from the top menu.
You can also open an existing company by ch g "Company >
Open" from the top menu.
Current
Youcd
Youcy

/

W2 MATE 2017
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*Multiple computers - Networked*
Networking will only work if you purchase and enable W2 Mate option #2

1. Create a folder on the server and name it (for example: W2 Mate 2017 Data). Make sure all
network computers have FULL access rights to this new folder.

2. Install W2 Mate Current Year on the SAME computer where you have W2 Mate from Last
Year

3. Enable any optional features inside W2 Mate Current Year
4. Close W2 Mate Current Year
5. Open W2 Mate from Last Year and make sure you see all your companies

6. Close W2 Mate Last Year and open W2 Mate Current Year
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7. Change the W2 Mate Current Year database path to point to the new folder you created on
the server

a. Click Tools

b. Select Options

c. Select Company Data Path

' Example Company - W2 Mate (2017)

Company it Data E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help__ Qrder Supplies
Rollover Data From Last Year i ClICk TOO'S .

Options < v Py
Company Data Path (Network Edition)

v Auto Calculate FICA Withhelt on W2 Forms

[ e, Do Not Print “COPY" on BlanRed 1096 & 1099 Copy-A

EeOiEc pa Font Size for Printing State ID

Backup All Companies \ \
or Postal Code: 60605

Restore Multiple Companies

¢ ~| Select Company Data Path | 7¢

Delete Multiple 1099 / 1098 Recipients
Zero Amounts On Multiple 1099-MISC Forms SSN (f Applicable): / ]
Zero Amounts On Multiple 1099-INT Forms ’ f
Zero Amounts On Multiple 1089-DIV Forms

Select Options | 7b

Enable Optional Features

e "Update™ button to save any changes.

Other Recipient / 1099 Tools (3
Copy & Paste 1099-MISC Recipients Between Companies nts\W2 Mate 2017\Example

-

1 Delete Multiple Employees
Zero Amounts On Multiple W2 Forms D
Update Box 15 (State, State ID) for Multiple Employees

Other Employee / W2 Tools 3

Remap Form 1099-MISC Data
» New" fram the top menu

— BT il ’ ry > Open' from the top menw, W2 MA TE ~. — o
__
1099 & 1098 Forms

oy
=

1036 Form
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8. Select the folder on the server you created

9. Click OK
Current Selection

C:\Users'\Public\Documents\W2 Mate 2...

Select Folder you created
for Current Year

— e N e

D

, 1099 Emailer 201/

Payroll Mate 2017

| Payroll Mate 20138

sun

, W2 Mate 2014
, W2Mate 2016

Jy 2016
1, NewApp
L, QBFC

o
C

v

Click OK
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10. Click Yes for the first computer being set up only
Each additional computer being set up Click No

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help Order Supplies

Shotcuts | _
i General Information | W3 Informati .| 1096 Informati |
/

r':i:,y Employer's Name / Filer's Name: ~ Example Company |
: Address 1: 123 Main
Compary
Address 2:

& N -

_ dan oo zPorrosal coce:  Click Yes for 15t computer

Employees Country: [United States set up only, each additional 10

N\ PP .

i.o » W2t o7 computer Click No )

1099 & 1093 R;dpiuls ! & Would you like to copy your current company database files to t ’
folder?

oo ] [ e ][ e ] (

Current company name is : Example Comparny

YYou can create a new company by selecting "Company > New" fram the top menu.

W2 MATE 2017

You can open a different company by selecting “Company > Open' from the top menu.

1099 & 1098 Forms

e
&

1096 Form
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11. Click Tools

12. Select Rollover data from last year

Exa e Co

Company aData  Export Data E-Filing RS 8 SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies

Rollover Data From Last Year, ) 7
Options y Bion| Click Tools lT_ " /

Enable Optional Features party

Select Rollover Data
Backup Company
Restore Company From Last Year

Backup All Companies

Restore Multiple Companies or Postal Code: 60605

Delete Multiple 1099 / 1098 Recipients - -
Zero Amounts On Multiple 1099-MISC Forms SSN (¥ Applicable):

Zero Amounts On Multiple 1099-INT Forms
Zero Amounts On Multiple 1099-DIV Forms

10954
Zero Amounts on Other Forms 3 - “Update" button to save any changes.
Other Recipient / 1099 Tools 3
Copy & Paste 1099-MISC Recipients Between Companies » fnts\W2 Mate 2017 \Ecample ‘
Delete Multiple Employees [
Zero Amounts On Multiple W2 Forms j
Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Toels r
Remap Form 1099-MISC Data
> New' from the top menu.

i »

Bulk TIN Matching > Open'hom the tap mers W2 MATE 2017
—
1099 & 1098 Foms
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13. Read and Confirm software installation

14. Click Continue with Data Rollover

@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer

Help Order Supplies

{

Shortcuts |

/$\ General Information | W3 Infomation | 1096 Information |
fziy Employer's Name / Filer's Name: ~ Example Company
Company

[P

1. W2 Mate 2017 s installed on the SAME computer as W2 Mate 2016.

|0¥

Before running the data rolover utity, please make st Gu———— R€2d before continuing | 13

1) Create a folder on the server and call it for example "W2 Mate 2017 Data”,
Make sure all computers have FULL access rights to this new folder.

m 2. You can open W2 Mate 2016 and see all your companies and data.
C = If you are running W2 Mate in a network environment (purchased W2 Mate Option #2) please read the instructions below (ignore otherwise):
1099 & 1038 Recipierts How to rollover W2 Mate data in a server / network configuration (please ignore these steps if you are running W2 Mate on ONE computer): -~

2) Install W2 Mate 2017onmeSAbEcompubaerereyouhad20/ Data Rollover 14

(]

Click Continue with

[ Continue With Data Rollover ] l Cancel ]

‘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,

1099
1033 & 1098 Forms

e
&

1096 Form

W2 MATE 2017
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Dialog box will open during rollover in case you need to Cancel

g Jr—

Import Process in Progress...
Import Task List:
o Statuz  Tasks .I . .
Searching for w2 Mate 20016 Database Folder Dla I Dg b OX Whlle ro ”DVE‘I' In
Enumerating Companies process.
Uparading Companies [thiz might take a long time) .
Copying Companies to W2 Mate 2017 Database Falder Click Cancel to cancel
Refreshing Cormpany List
9 ompeny rollover.
Progress
0 24% 100 %
[Sa——— '
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15. Click OK

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

Shortcuts | | /8 / 7
/“\ General Information | W3 Inf ion l 1096 Inf ion ’
s Employer's Name / Filer's Name:  Example Company
Company Address 1: 123 Main
Address 2:
% Cay: Chicago
Siate: IL v| ZIPorPostal Code: 60605
Faporees Country: [ United States =4 ]
A Employer Identfication Numier SSN (¥ Applcable):
1099 & 1098 Recipients N
m\ N '0' Importing clients for the Tax Year 2016 completed successfully.
y (E - W2 Mate will now take you to the "Select Company Dialog™.
w2 Forrr;s — Please‘ remember that you can always create a new company by Cl |Ck OK 15
choosing "Company > New" from the top menu.
o 9

You can also open an existing company by choosing "Company > \
Open" from the top menu.

| I
m Curreng
2 )| w2 MATE 2017

You c

16. Make sure you can see all your companies from the prior year inside W2 Mate Current Year
before you proceed to the next step

17. For each additional computer, install W2 Mate Current Year on that computer and change
database path to point to the folder you created on the server. To do this select "Tools >
Options > Company Data Path" from the top menu inside W2 Mate and select the created
folder on the server. If you are asked to "copy existing company Files to the new folder" select
"No".
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