How to Track Filing Status Using W2 Mate

1. Click E-Filing

2. Select Track Filing Status
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Current company name is © Example Company

fou can create a new company by selecting "Company > New™ from the top menuw

= W2 MATE

“fou can open a different company by selecting “Company » Open' from the top menu,
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3. Select Company

Company Tools

T Example Company - W2 Mate (2017)
Export Data  E-Filing

IRS & SSA Instructions

Quality Control

1099 Emailer Help Order Supplies

Shortcuts /
General Information | W3 Inf | 1096 Information | '
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Company Use this window to track the filing status of your companies. ber to dick the save Changes” button to save your updates.
, 9 W2 Mate does not auto update any information shown in §#5 window. You need to manually edit / update these fields based on your requirements.
% Step 1: Select a Company /
émploym Company Name: [' le Ci v] l Save Changes I l Export
0 0‘.\ Step 2: Track Filing Information
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W3 Form
1088 E-File Status: [undefined ] | wsokEFiestatus:  [Undefined -
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4. Update Company Filing Status from drop down menu

Company Tools Import Data

@' Example Company - W2 Mate (2017)

Export Data  E-Filing IRS & SSA Instructions

Quality Control 1099 Emailer Help Order Supplies

/

I
‘ ’Genedhfonnation | W3 Information | 1096 Informeation |

Loty Use this window to track the filing status of your companies. Remember to click the "Save Changes™ button to save your updates.
\ W2 Mate does not auto update any infarmation shown in this window. You need to manually edit / these fields based on your requirements.
%_ D E—— ; Update Compalny Filing Status ' 4
W Company Name: [EmmpleCmpmy / v] [ Save Changes ] [ Export
o8 $ Step 2: Track Filing Information
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W3 Form
= 1098 E-Fie Status: [Undefined v| |1099KEFiestats:  [Undefined -
(]
{ 1099 )
s o
e
1096 Fom
W2 Mate® www.W2Mate.com info@realtaxtools.com Page 3 of 5



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

5. Update each form type status as needed from drop down menu

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help Order Supplies
Shortets | /
General Information | W3 Information | 1096 Infommation |
R
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pany Use this window to track the filing status of your companies. Remember to click the "Save Changes” button to save your updates.
W2 Mate does not auto update ds based on your requirements,
\ Update Each Form Status as needed | 5 !
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6. Once all form types are updated, Click Save Changes

Note: If needed you can export the data to a spreadsheet by clicking Export and selecting a
location to save the file

7. Click Close

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

Shortcuts | /
/,& General Information | W3 Infomtion | 1096 Infomation Click Export
A =. Click Save Changes E; if needed
'-'—-.y Company Filing Status Management 3]
Company Use this window to track the filing status of your companies. Remember to dick e Changes” button to save your updates.
\ W2 Mate does not auto update any information shown in this window. You need to manu [ update these fields based on your §egquirements,
% Step 1: Select a Company ‘
Employm Company Name: [" le Company v] Save Changes I l Export l
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Step 2: Track Filing Information

Company Fiing Status: |Undefined ~ | mote:

W2 EFile Status: |Undefined ~| | 1098 TEFiestats:  [Undefined -
1099-MISC E-Fie Status: Undefined | |1099-aEFiestaws:  [undefined -
1099-INTE-Fie Status:  [Undefined ] [10s98EFiestats:  [Undefined -
1099DIVEFie Status:  [Undefined v| |199cEFiestaus:  [Undefined -
1099REFie Status: | Undefined ~] | 1099-PATR E-File Status: [Undefined v)
1099-SEFleStatus:  [Undefined ~] | 1099-0m E-Fie Status:  [Undefined -
1098 E-Fie Status: (Undefined v| |10s0kEFiestatus:  [Undefined -

= Click Close
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