How to Transfer W2 Mate to a New Computer

You have the option to move a single company or to move all companies at once.

*Single Company

Open W2 Mate software on the original computer
Make sure you have the correct Company open inside W2 Mate

1. Click Tools

2. Select Backup Company

' Example Company - W2 Mate (2017)

Company M@a_ta E-Filing IRS & SS5AInstructions Quality Control 1099 Emailer Help Order Supplies

Rollover Data From Last Year
Options

Enable Optional Features

F — Click Tools | 1 /
ation | f

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

1095 &

1 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

3

Select Backup Company

or Postal Code: 60605

SSN (ff Applicable):

e "Update"” button to save any changes.

nts'W2 Mate 2017 \Bample

» Mew" from the top menu.

W2 MATE

ny » Open' from the top menu,

(1099 |
1099 & 1098 Forms
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3. Select Company from drop-down menu

4. Click Browse

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions Quality Control 1099 Emailer Help Order Supplies
Shodcuts |
i General Information | W3 Infi i | 1096 Information |
PQJ Employer's Name / Filer's Name:  Example Company
h Address 1: 123 Main
Company
Address 2:
&\. ” i
State: ZIP or Postal Code; 60605
Em| g
ployses Courtry: [united States
18 .} Employer Backup Company
Employer
1089 a'insa Réu‘pieds Notes (Ol Step 1: Please specify the name of the company you would like to create § backup file for:
W N Company Name: [Exant.ie Company 'J
[ w2 |
:'u Database
- feadary lick B 4
W2 Forms Step 2: Please spedfy the name and location of the badkup file: C Ic rowse
(B
e sakorie, M oman e
hp ol Current compal
W3 Form
‘ou can create I
- OK l Cancel l
\ ;!‘I\ ‘You can open § 1 7
Fioos)
1099 & 1098 Forms
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5. Select the external drive

6. Click Save

_® Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control: 1099 Emailer Help Order Supplies
Shortcuts {
/* | =l
Pay | Sewn MG - efm
Cmmany; e /1";‘ Hard Disk Drives (1) = @

o~ Windows (C:)
N\ Recent Places o ]
& 859 GB free of 923 GB
& - Devices with Removable Storage (2) -~ )
Employees! Desktop s
. = @ A —— Select external dnye 5 /
a0 y = 3
m o Removable Disk (E) / /
o J
6658 1056 Ha A S 145 GB free of 14.5 GB . /
W s spacefree 14568 Click Save | 6
A Computer etwork Location (1) Total size: 14.5 GB
[ w2 | __ Data (\\rbsserver) (Y:) /
O , & 1 LINf
= ~, 171TBfreeof181TB - (
W2 Forms Network \
=1 File name: Example Company wmb v Save R
I—g\ Saveastype: W2 Mate Backup Fies ("wmb) v] [ Concel |
W-3 7
;N?I;on; Current company name is : Example Company

‘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.

W2 MATE 2017
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7. Click OK

a Example Company - W2 Mate (2017)

Company Tools Import Data

Export Data  E-Filing IRS & SSA Instructions  Quality Control

1099 Emailer

Help  Order Supplies

Shortcuts

Company
&
Employees
.M.E

1099 1098 Red)

Step 1: Please specify the name of the company you would like to create a backup file for:

Company Name: [Example Company

Step 2: Please specify the name and location of the backup file:

Backup File: E:\Example Company.wmb

Click OK )

oo ]

e [ e

1039 & 1098 Forms

e
&

1096 Form

[ Updse [ Rest [ Cew |

Current company name is : Example Company

‘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,

r
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8. Click OK

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help

Order Supplies

Shortcuts |
General Information | W3 Informati .| 1096 Informati |
f‘._?:y Employer's Name / Filer's Name:  Example Company
. Address 1: 123 Main
Compary
Address 2:

& |- =
) ZIP or Postal Code: 60605

Employees Country: United States

>

1099 & 108 Recipierts

mnple

| Update I | Reset I | Clear

Current company name iz - Example Comparny

YYou can create a new company by selecting "Company > Mew" from the top menw

1099
1099 & 1098 Foms

e
x

1096 Form

e any changes.

02 Click OK | 8 |

“You can open a different company by selecting “Company > Open” from the bop menu,

W2 MATE 2017

Repeat steps 1-8 for each company you want to move
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Go to the new computer and connect to your external drive

Open W2 Mate (Install and open if you have not already installed W2 Mate)

9. Click Tools

10. Select Restore Company

/" Example Company -

Company fTwis ) rt Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies

Rollover Data From Last Year

Options
Enable Optional Features

Backup Company

- Click Tools

=

pany

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 1093-MISC Recipients Between Companies

10994

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

or Postal Code: 60605

SSN (If Applicable):

e "Update” button to save any changes.

nts\W2 Mate 2017\Example ‘

(o]

» Mew" fraom the top menu.

hy > Open' from the top menu.

[

1099
1099 & 1038 Forms

e
=

1096 Form

Select Restore Company | 10

IE]‘/

W2 MATE 2017
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11. Select external drive

Company Tools Import Data

-é Example Company - W2 Mate (2017)
Export Data E-Filing IRS & SSA Instructions

Quality Control 1099 Emailer Help

Order Supplies

Shortcuts | ,
General Infomation | W3 Information | 1096 Information | ‘
l‘; Employer's Name / Filer's Name: 5‘3"‘9‘9 Company |
Sepret Address 1: 123 Main 1
Address 2 @ Re
N , z
& Cty: Look in: ;& Computer - @F P E
— State: @& Hard Disk Drives (1) B
Employees Country: Q} Windows (C:)
Recent Places -— 0
o } Employer K 859 GB free of 923 GB
Employer ' Devices with Removable Storage (2) -
1099 & 1098 Recipierts Notes Opf ~ Desktop E a Select external drive | 11
DVD RW Drive (D:)
.
? Datat leran5 Removable Disk (E:)
i <= | J
= read-only) &r M7 115 GB frec of 145 GB
W2 Foms > . L
3 Network Location (1) - -~
Computer
l é _ Data (\\rbsserver) (Y:)
= . =
W-3 % File 5 v
vﬁ"—’ Cuirent company Network e m
om e v
You can create Hes ol ype. gv:‘.:' B:::,:“ (wmb) ] [ Cancel ]
= as
‘_';l) You can open a 2017
Lio2:
1099 & 1098 Forms
e
1‘096 Fot';n
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12. Select Company .wmb file

13. Click Open

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts f
General Information | W3 Information [ 1096 Inf
¥ T 6 |
rf;‘y Restore Client Data
Company Lookin:  Removable Disk (E:) - a |_’ £ Fv
a\ a= Name : Date modified Type
a~p [\ GEnneCam T mh 4/5/201812:52PM  WMB File
Recent Places
& - \ Select company .wmb file 12
0o Desktop from external drive
i 1] =3 Y
— — H—.
1099 & 1098 Recipients Libraries '
i, A Click Open | 13
el
Computer
! ) < i | L
W2 Forms
File name: Example Company wmb - m
b Network
lE Flesoftyps: W2 Mate Backup Files {"wmb) « | cacal |
(W-3} [7]Open as read-orly
W3 Form
YYou can create a new company by selecting "Company > New' from the top menu
"] ‘-ll\ ‘fou can open a different company by selecting ""Company > Open' from the top menu. W2 MA TE 2 O 1 7
1099 & 1098 Forms
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14. Click Yes

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

Help Order Supplies

Shortcuts |
i General Information |w3:.' i |1|)95'—' ati |
Iéy Employer's Name / Filer's Name:  Example Company
. = Address 1: 123 Main
Company
Address 2:

=) N —
7IP or Postal Code: 60605

2 - State:
Employees

WZMa'he (2017)

B Company file was restored successfully. Would you like W2 Mate to
1093&.:1038 - ents open this company?

Click Yes

Yes [ Ne

2 [tpioe ] [ em ) [ o ]

Current company name iz - Example Compary
You can create a new compary by selecting '"Company > New' from the tap menu.

I';_I “You can open a different company by selecting "Company > Open' from the top menu,

1093 & 1098 Forms

e
=

1096 Form

w2 MATE 2017

Repeat steps 9-14 for each company you want to restore
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*All Companies
Open W2 Mate software on the original computer
1. Click Tools

2. Select Backup All Companies

ample Compa ate (;
Company f Tools | rtData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help Order Supplies
Rollover Data From Last Year :
= Click Tools
Options » a‘
Enable Optional Features any

Backup Company

Restore Company Select Backup All Companies
Backup All Companies T
Restore Multiple Companies

or Postal Code: 60603

£ -
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

1099 &
Zero Amounts on Other Forms 4 b “Update"” button to save any changes.
Other Recipient / 1099 Tools »
Copy &t Paste 1099-MISC Recipients Between Companies » nts\W2 Mate 2017\Example ‘
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
» Mew" from the top menu,
_ BulkTIN Matcting > Ly Open from the top mer w2 MATE 2017
1099 |
1099 & 1098 Forms
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3. Click Yes

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

Order Supplies

General Information | W3 Information | 1096 Information |

Employer's Name / Filer's Name:  Example Company

Address 1: 123 Main

Address 2:

Cty: Chicago

State: ZIP or Postal Code: 60605

Mate into ONE backup file.

path.
Databa)

fread-of

Are you sure you want to continue?

Country: [UntedStates ~]

This tool will allow you to export ALL company files managed by W2

In the next step you will be asked to select the output file name and

Click Yes

No

Current company name is : Example Company
‘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.

W2 MATE 2017
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4. Select external drive

5. Click Open

/

5

[ond] Example Company - W2 Mate (2017)
Company Tools Import Data ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts | /
Ii General Information | W3 Inf | 1096 Information |
Pﬁy Employer's Name / Filer's Name:  Example Company
Col:marﬂ'
N Savein: M Computer - @7 > E

% @& Hard Disk Drives (1) P

\ &> Windows (C)
Employees Recent Places ﬁ > W

859 GB free of 923 GB .
W0 .¥ - Devices with Removable Storage (2) SEIeCt extern al d L= E
Desktop
= ~ _— DVD RW Drive (D:)
1099 & 1098 Recipients = i 3
Librari Removable Disk (E:) -
- N penes Click Open
= A SN 145 GB frec of 145 GB
- - L Network Location (1)
W2 Forme | | Cemputer
. Data (\\rbsserver) (Y:)
= |
lé % !3/ 171 T8 free of 181 T8 -
— Network

Mm Gl File name: W2MateBatchBackup wb2
W3 Fomn vol Saveastype: | W2 Mate Batch Backup ("wb2) [ Concel |

r] “-I‘I\ “You can open a different company by selecting “Company > Open' from the top menu,

1099 & 1098 Forms
e
1096 Form

w2Z MIATE 2017

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 12 of 19


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

6. Click Save

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control

1099 Emailer Help Order Supplies

e
&

1096 Form

Shortcuts | /
e General Information | W3 Inf | 1096 Information | [
Piy Employer's Name / Filer's Name:  Example Company ‘
Company
. Savein:  Removable Disk (E) ~ 0 A
% (== Name = Date modified Type
\ "-'3} Mo items match your search.
Employees Recent Places
/
W 0} -
Desktop
1099 & 1098 Recipients "_j
Librari .
m\ ibraries Click Save E
,:.“.2 Fﬂm‘; - COmpIII.ItEF
lé % < ] 0
@ Metwork
L d Cur File name: W2MateBatchBackup wb2 v i Save ]
W3 Fom vol Saveastype: | W2 Mate Batch Backup ("wb2) v [ cancel |
r]—_:-.;\ “You can open a different company by selecting “Company > Open' from the top menu, mA TE 2 O 1 7
1099 & 1098 Forms
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7. Click Yes

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

Help  Order Supplies

1099 & 1098 Foms

N
%

1096 Fom

General Information | W3 Information | 1096 Information |

Employer's Name / Filer's Name: Exalple E Campar;y
Address 1: 123 Main

Backup file created successfully.

Would you like to see the list of companies included in the batch

backup file?
Yes Ne
Database Fie Path [C:\Users\Public\Documents\W2 Mate 2017\Example
{read-only) Company pmt

[ Updste || Resst || clex |

Current company name is : Example Company

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,

W2 MATE 2017
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8. Click Close

[ond] EBxample Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies
Shotcuts | /
i General Information | W3 Information | 1096 Infommation |
Fi;y Employer's Name / Filer's Name:  Example Compary
Company Wz Mate
a\ Backup File Created Successfully and saved to: -
& E-“W2MateBatchBackup wb2
y 4 Humber of files included in the backup file 1= 17.
Employees
List of companies added to the back file:
T 1)
2) Angie's Conpany
3) Blue Solutions =
L p, 4) Company 4
1099 & 1098 Recipients 5) Company AE ) .
6) Dan and Associates, Inc. CIle Close
7) Eranple Company 2016
2) Ezxanple Comnpany
9) Fabrikam, Inc.
10) Fabrikam. Inc.
11) Foreign Company
12) Furniture Factory
13) Goodwill CenTex N
14) Hew Company examnple
15) Sample Company 2015 e
16% Camnla Tammaner 2016
(BN ; g " = TN —OX7
']_!I You can open a different company by selecting "Compary > Open' from the top menu. LA
&
1099 & 1098 Forms
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Go to the new computer and connect to your external drive

Open W2 Mate (Install and open if you have not already installed W2 Mate)

9. Click Tools

10. Select Restore Multiple Companies

D Example Company - W2 Mate (2017)

E-Filing IRS & S5AInstructions Quality Control 1099 Emailer

Rollover Data From Last Year

Options
Enable Optional Features

Backup Company
Restore Company

Backup All 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

1099 &

Delete Multiple Employees
Zero Amounts On Multiple W2 Forms

Other Employee / W2 Tools

Remap Form 1099-MISC Data

Bulk TIN Matching

Copy & Paste 1099-MISC Recipients Between Companies

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

Restore Multiple Companies /

-

- - Click Tools

pany

or Postal Code: 60605

55N (if Applicable):

e "Update" button to save any changes.

nts'\W2 Mate 2017\Bxample

S —r—

» New" from the top menu.

ny » Open' from the top menu.,

1099
1039 & 1098 Forms

e
=

1096 Form

__— Select Restore Multiple Companies | 10

Help Order Supplies

W2 MATE 2017
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11. Select external drive

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

Shortcuts

Iay

Company

&

ity

1099 & 1098 Recipients

Export Data E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Il’
General Information | W3 Informati | 1096 Information | |
Employer's Name / Filer's Name:  Example Company I
Address 1: 123 Main
Address 2:
ny Fil
Stat . :
Lookin: /M Computer e m-
Cou
En = Hard Disk Drives (1) P -
A i
e Windows (C:)
Emp| RecentPlaces E - W ]
f f
Notd . 859 GB free of 923 GB
| Devices with Removable Storage (2) .
Desktop Select external drive | 11
Datd ; $ DVD RW Drive (D:)
P .
Libraries Removable Disk (E:)
ey |
w| #1015 GB free of 145 GB
e MNetwork Location (1) S
Current cg @ — Eata (Wrbsserver) (¥:) i
‘You can d : File name: M C“'
Network
You can d Files of type: (W2 Mate Batch Backup ("wb2) »] [ Cancal JTE 2017
[T Open as read-only

W2 Mate® www.W2Mate.com

info@realtaxtools.com
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12. Select .wb2 file from external drive

13. Click Open

@ Example Company - W2 Mate (2017)

e
&

1096 Form

Company Tools Import Data ExportData E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer Help Order Supplies
Shotcuts | /
i General Information | W3 Information | 1096 Infomation |
r‘.:..';y Employer's Name / Filer's Name:  Example Company I
- ) Address 1: 123 Main
Comparny
Address 2:
N\ :
% Restore Multiple Company Files
éﬂ - :?:t Lookin:  Removable Disk (E) - 0% @A
u
\ = Name - Date modified Type
LTH EmA e P3 W2MateBatchBackup.wb2 4/5/2018 256 PM  Quattro P
m Emp FRecentPlaces /
1099 & 1098 Recipierts Notd ' )
L Select .wb2 file from
9 Desktop . 12
[z ] ] external drive
= =
| J frea =
W2 Forms Librari
IA A Click Open | 13
@ Computer
= = Current cd <| 1L | L
W3 Form @
You can g - - File name: W2MateBatchBackup wb2 -
= etworl
1_‘:5,\ You can Flesoftype: W2 Mate Batch Backup ("wb2) v | cancal | FE 2017
EEE' 7] Open as read-only
1059 & 1098 Forms

W2 Mate® www.W2Mate.com
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14. Click OK

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

Shotcuts | /
General Information | W3 Information | 109 Information |
_FE."y Employer's Name / Fier's Name:  Example Company |
- - Address 1: 123 Main
Comparry
Address 2:
% N Cy: Chicago

ém Y

) O\r @ Backup file restore successfully. //

Number of companies restored is 17, Cl . k OK 14

D— _— Ic
1099 & 1098 Recipients It's highly recommended that you restart (close and re-open) your W2
Mate software. p

pone ] [ e ][ oen ] \

Current company name is © Example Compary

YYou can create a new company by selecting "Compary » New' from the top menu

‘You can open a different company by selecting "Company > Open' from the top menu. W2 MA TE 2 o 1 7
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