How to Run W2 Mate Over a Network

Note: In order to use this feature you must purchase and enable W2 Mate Option #2 to run the
software over a network

1. Create a folder on a shared network drive that can be accessed from all the network
computers where W2 Mate software will be installed. This is the folder where the W2 Mate
database (company) files will be stored. All licensed computers will need to use this folder to
share the data.

2. Make sure that all the computers installing W2 Mate have FULL access rights to the new data
folder (created in step 1) - We can't stress enough the importance of this point

3. Install W2 Mate software on each licensed computer
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Note: Once you have W2 Mate installed on each computer, you will need to Enable Optional
Features on each licensed computer

4. Click Tools

5. Select Enable Optional Features

1095&

Export Data

Rollover Data From Last Year

E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

Options

Enable Optional Features b

= Click Tools | 4

pany

Backup Company
Restore Company

Backup All Companies
Restore Multiple Companies

Delete Multiple 1099 /1098 Recipients

Zero Amounts On Multiple 1099-MISC Forms

Zero Amounts On Multiple 1099-INT Forms

Zero Amounts On Multiple 1099-DIV Forms

Zero Amounts on Other Forms

Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Between Companies

or Postal Code: 60805

SSN (f Applicable):

e "Update" button to save any changes.

nts' W2 Mate 2017 \Eample ‘

Delete Multiple Employees
Zero Amounts On Multiple W2 Forms

Other Employee / W2 Tools

Remap Form 1099-MISC Data

Bulk TIN Matching

Update Box 15 (State, State ID) for Multiple Employees

[

> New" fram the top menu.

ny > Open' from the top menu,

=T

| 1099 |
1099 & 1098 Forms

o>
-

1096 Form
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6. Enter the optional feature code

7. Click OK

Note: Enter each code one at a time, including the optional feature for running W2 Mate over a
Network (W2 Mate Option #2)

@ Example Company - W2 Mate (2017)
Company Tools Import Data

Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies

N
%

1696 Form

Shortcuts I
ii ’Gm-.' ion | W3 Information | 1096 Information |
Isy
Company Use this dialog to enable optional features inside W2 Mate, This includes:
&\ Option #1 (Generate Laser Forms):
Employees Option #2 (Run over a Network):
o2 ..$
mn Option #3 (Import W2/1099 Forms Data):
1 Recioi
e ok used in order to transfer data between different types of databases.
. 9 This option also allows you to import W2 and 1099 data directly from QuickBooks.
1'“ Option #4 (Electronic Filing):
W2 Forms
A Option #5 (Additional 1099 Forms):
l This option adds support for 1099-DIV, 1099-INT and 1099-R forms.
W3 Form Option =6 (Create PDF W2's and 1099's):
'.‘:gl
1099 & 1098 Forms

This option allows you to print a black and white Laser Substitute for Form W-2 (Copy A) and Form W-3. You should be able to
file these substitute forms with the Social Security Administration (SSA) just as you file the Red-Ink forms printed by the IRS.

This option allows you to run W2 Mate on a network to share the same data between the different machines on your network.

This option allows you to import W2 and 1099 forms data from CSV (comma separated value) files. CSV is the most common format

This option allows you to create SSA and IRS approved Electronic Filing (E-File) submissions for W-2 and 1099 forms.

This feature allows you to create password-protected , employee copies of W2 form, and recipient copies of 1099 MISC form in PDF
format. The resulting PDF file(s) can then be sent to employees/redpients instead of paper copies. D 1 7

In the box below, please enter the "Optional Features Code” sent to you by our sales department (no spaces and no quotations).

| < Enter code El
o Smmmiancel____ Click OK

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 3 of 7



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

8. Click OK

@ Example Company - W2 Mate (2017)

1099 & 1098 Forms

e
=

.

1096 Form

Congratulations! The following options are now enabled inside W2
Mate:

-Option #2 (Run over a Network) - Up to 5 Users.

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | :
General Information | W3 Information | 1096 Information |
sy Employers Name / Fier's Name:  Example Company
' : 123 Mai
Company Address 1: in
Address 2:
%\ City: Chicago
State: ZIP or Postal Code: 60605
Em -
’ Country: [ United States =
i'"'h\' SSN (F Appicatle)
1099 & 1098 Recipients

Current company name is : Example Compary

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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Once you have W2 Mate installed and the option enabled, you will need to update the

Company Data Path to the folder you created in step 1 on each licensed computer

9. Click Tools

10. Select Options

11. Select Company Data Path (Network Edition)

Company

-cl-\ Example Company - W2 Mate (2017)

(Tools {guanadbaimtipaitiaiimabiiogelis Click Tools

?Icw Select Options | 10

Rollover Data From Last Year T '
Options /—’1 Password

Enable Optional Features

Backup Company
Restore Company

Backup All Companies
Restore Multiple Companies

Delete Multiple 1099 / 1098 Recipients

Zero Amounts On Multiple 1099-MISC Forms

Zero Amounts On Multiple 1099-INT Forms

Zero Amounts On Multiple 1099-DIV Forms

Zero Amounts on Other Forms

Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Between Companies

Delete Multiple Employees

Zero Amounts On Multiple W2 Forms

Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools

Remap Form 1099-MISC Data

Bulk TIN Matching

Company Data Path (Network Edition)

| v to Calculate FICA Withheld on W2 Forms

Not Print "COPY" on Blank Red 1096 & 1093 Copy-A
Fant Size for Printing State ID

or PostalCode: 60605 a\

Select Company Data Path

sshi (Network Edition)

le "Update” button to save any changes.

nts' W2 Mate 2017 \Example

e

» New™ from the top menu.

1099 |
1099 & 1098 Forms

11

ry > Open' from the top menu. W2 MA TE .
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12. Select the network folder created in step 1

13. Click OK

Company Tools Import Data

@ Exemple Company - W2 Mate (2017)
Export Data  E-Filing IRS & SSA Instructions

Quality Control 1099 Emailer Help Order Supplies

e
N

1096 Form

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

/

-~

E

o e

L/

!

Shortcuts I
i Generalhfomtation[w;;" i ,[1093-‘ i |
fiy Employer's Name / Filer's Name: Example Company
DR : 123 Mai
Ciieiy Address 1: n
Address 2:
Q\ Qy: micago
) State:
Country:
o8 .\.‘ Employer Identification Numbq Current Selection
ﬂh Employer State 1D (if Applical]
1099 & 1098 Recipients Notes (Optional Freefom Fiell [ B Res
A\ H My Videos
= ‘ & My Pictures
-i Database File Path  |C\U b g Desktop
&__J read-only) |Comy £ Contacts
W2 Forms b iy Favorites
My Music
U m
= o 8 Downloads
@ i J!| My Documents
— Current company name is : Exampld @ Links
W3 Form mpa i
‘You can create a new company by
"v‘ "-ll\ ‘You can open a different company
1099 & 1098 Forms

- Select Folder

12

13
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14. Copy current company database files to the new folder?
On the FIRST computer set up on the network click YES
Each additional computer set up on the network click NO

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SS5AInstructions Quality Control 1099 Emailer Help Order Supplies
Shotteuts | .
i General Information |w3;,' i ,|1093;,' ; |
r?;y Employer's Name / Filer's Name:  Example Company [
: Address 1: 123 Main
Compary
Address 2:
%\ Caty: Chicago
Ghate: ZIP or Postal Cods: 60605
Em Courtry: [Lhted States v]
N .\,‘ Employer Identfication Number: ~ 12-3456783 55N (f Applicable):
"h W2 Mate (2017) 2|
1099 & 1058 Recipients
. Would you like to copy your current company database files to the new
m\ ’ folder?
il
W2 Foms [ Yes ] [ Neo
I é‘ T TT TT ’ )
Current company name is © Example Compary
W3 Fom
YYou can create a new company by selecting "Cornpany » KEw" from the top menu.
r] ';.\.‘ ‘fou can open a different company by selecting “Compgiy > Open' from the top menu. 2 MA TE 2 0 1 7
1099 . .
10598 1098 Forme Click Yes on FIRST [, Click No on each
N computer only additional computer
1096 Form
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