How to Select an Employee

Make sure you have the correct Company open inside W2 Mate

1. Click W2 Forms in Shortcuts

2. Click Select under Employee

2 Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & 55A Instructions

2
7
g

Quality Control 1099 Emailer Help Order Supplies
Shortcuts | — Employee we
- 2. Select [ Wext l l Previous l {I Save ] [ Clear l [ Print l l Create PDF 'W2's l Related Tasks | 'l
sy
Company a Emplflyee's social security number | 999-93-9339 1'Wages, tips, other compensation 2 Federal income tax withheld @)
[ I TR 0.00 0,00
N C| |Ck Select 3 Social security wages 4 Social security tax withheld
. 0.00 0.00
¢ Employer's name, address, and 2IP code 5 Medicare wages and tips £ Medicare tax withheld
Employees Example Company 0.00 0.00
\ 123 Main 7 Social security tips 9 Allocated tips
] .
i 0.00 0.00
“'" Chicago IL EOEOS Baox 9 Verification code 10 Dependent care benefits
b - | ooo
1099 & 1038 d Conirol ry CI |Ck W2 FOI’IT\S 1 Monqualified plans . .
o0 See instructions for box 12
m\ = _—— Code Amount
= e Employee's first name.initial  Last name Suff. 13 Statutory Retiemert 3rd-party
i Sally Tester employee  plan sick pay 12a 0.00
W2 Forms _ B s 12b 000
f Employee's address and ZIF code 14 Other
I =, 101 Main 12 000
EE] 124 0.00
- - Chicago IL B0505
W3 Form
15 State Employer's state 16 State wages, 17 Stale income 18 Local wages, 19 Localincome 20 Locality Local Tax
...\ 1D rrnber lips, ete. tax tips, et tan name Type
— L 0.00 0.00 0.00 0.00
=
1099 & 1098 Forms 0.00 0.00 0.00 0.00

'

— /

W2 Mate® www.W2Mate.com info@realtaxtools.com

Page 1 of 2



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

3. Select Employee to review

4. Click OK

© Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing RS & S5AInstructions Quality Control 1099 Emailer Help  Order Supplies

Shoteuts | Employee W2
/@ h Sekct | [ Newt J [ Previous l ﬁ Save ] l Cleai l l Fiint ] l Create PDF W2's ] Related Tasks | | ‘
Iy
C.orman;r a Employes's social secuity rumber |999-99-9999 | 1w ages. lips, other compensation 2 Federal income tax withheld @)
b Employer identification number 0.00 0.00
\ .
& -
cE
Employees Ex Social Secuity 8 First Name Middle Mame Last Name
\ i 1 111-22-3333 Samuel 5 Sample
e T O T N T I
Cl
1039 & 1098 Recipients ac
2.
=
) o
Sal
W2 Forms = Select employee | 3 |
i
IE 101
= ~ Chi
W3 Form m—
155 a
= Click OK | 4
=) M
1059 & 1098 Forms
ooy
Tﬁ% Fom
| oK | Cancel

The information for the employee you selected will appear on screen
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