How to Set a Password

The Password is for access to the W2 Mate software, not each company

1. Go to Tools

2. Click Options

3. Click Password
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4. Create and Enter New Password/Confirm New Password

5. Click OK

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts |
¢ General Information | W3 Information | 1096 Information |
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3 : 123 Mai

Company Address 1: in
Address 2:
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State: ZPorPostal Code: 60605
Country: [l.hied States )

New Password: |

D4 Confirm New Password:

Current company name is : Example Company

‘You can create a new company by selecting "Company > New" from the top menu.

“\ o ] ‘You can open a different company by selecting "Company > Open” from the top menu.
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6. Click OK

@ Example Company - W2 Mate (2017)
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‘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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