How to Update Company Name in W2 Mate

W2 Mate comes with a Sample Company already created inside the software. If you edited the
sample company file that comes with W2 Mate instead of creating your own company file the
database for your company will still show as Sample Company. To fix this please follow the
steps below to change the database file name to be the company name you want. You can also
use these steps to Update a Company name.

1. Inside W2 Mate software click Company

2. Select Open

2 Example Company - W2 Mate (2017)
Company wkag Import Data  Export Data

New...

E-Filing IRS & 5SAInstructions Quality Control 1099 Emailer Help  Order Supplies

Ctrl+ O
Ctrl+5

Open ...

Save [Company File Auto-s3%

Delete
Exit
R Select Open | 2
% City: Chicago
Siate- IL  w| ZIP or Postal Code: 60605
& Country: |U|'1i‘ted States =
o ..\p Employer Idertfication Number. ~ 12-3456789 SSN (f Apphcable):
“"F Employer State 1D (f Applcable):
1099 & 1098 Recipients Notes [Optional Freeform Field):
N Please click the “Update” button to save any changes.
==
:a Database File Path CH\Users\Public\Documents W2 Mate 2017Example
fread-only) Compary pmt
W2 Foms
Ié | Upgste || Reat || Cex
Current company name iz : Example Comparny
W3 Form
“fou can create a new company by selecting "Company > New" from the top menu
=
= “fou can open & different company by selecting "Company > Open” from the top menu, W2 MA TE
(1099 |
1053 & 1098 Forms
-\,
1096 Form

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 1of6



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

3. Select Company to rename

One of the companies will be "Sample Company XXXX" (where XXXX represents the year such as
2017). If you find more than one file named “Sample Company XXXX” then in this case you will
need to open each to see which one you saved your company/employee data under.

4. Click OK
2 Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & 55AlInstructions Quality Control 1099 Emailer Help  Order Supplies
Shodtouts |
i General Information | W3 Information | 1096 Information |
ray Employer's Name / Fiers N Select Company to rename
Address 1 123 man
Company
. Address 2: Select a Company @
City:
Angie's Cormpany
State: glue Soluﬁn;s
Ermy annpary Al
ployees Country: Dian and Associates, Inc.
Example Compary
b ‘:. Employer Identificatior| | Fabikam, Inc.
foreign address
Employer State ID(f A | Goodwil CenTex
L = ) Mew Company example
1099 4 1082 Recipients Notes (Optional Free 4 garrote mnw 2015
ample pa
. R Sampls Company 2017
=
- Database Fie Path I
~d Fostrir Click OK
W2 Forms
2 R
W-3
Current compary namme is | Example Company
W3 Form
You can create a new company by selecting "Company > New' from the top menu,
\ ".\ Yau can open a different company by selecting "Company > Open' from the top menu. W2 MA TE 2 O 1 7
1049 & 1038 Forms
oy
1098 FDn:n
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5. Type the new company name

6. Click Update

T Sample Company 2017 - W2 Mate (2017

Company Tools ImportData Export Data E-Filing RS & 55A Instructions Quality Control 1099 Emailer Help  Order Supplies
e correct company name | 5
General Information | W3 Information | 1098 Information | ypP pany

_P_E,y Employer's Name / Fler's Name: L |

COWIJEI"I)' Address 1:

\ Address 2:

& -

| ) Sate: E ZIP or Postal Code:

Employess Country: [United States ~

" ‘.\ Employer ldertification Number: 55N (F Appicable):

Employer State 1D (f Applicable):
1099 & 1098 Recipierts Netes (Optional Free form Field):
Please click the "Update” button to save any changes.
m\
- l Database Fle Path C:\Users'\Public\Documents'\W2 Mate 2017\Sample Company
20174 c

: ) fread-only) pat e Click Update E
W2 Forms

I é Update Reset Clear \

W-3 '

> > Current company name iz : 5 ample Company 2017
W3 Fom

‘You can create a new company by selecting "Company > New'" from the top menu
H::_;I\ You can open a different company by selecting "Compary > Open” from the lop menu, W2 MA TE 2 O 1 7
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7. Click Yes

2 sample Company 2017 - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions  Quality Contrel 1099 Emailer

Help  Order Supplies

Shortcuts

I

»
iy

Y

Compary
=)
Employses

(]

. =,
W-3]

W3 Form
=
1099

1055 & 1058 Forms

LY

1096 Form

General Information | W3 Information | 1096 Information |

Employer's Name / Fler's Mame:  RENAME Sample Company 2017
Address 1:

Address 2:

City:

State: [ x| ZIPorPostal Code:

Country: [m States -
Employer Identification Number: SSN (F Applicable):

Employer State |D (f Applicable):
Notes [Optional Freeform Field):

Please click the "Update™ button to save any changes.

fread-only) 2017 pmt

Database Filz Path ‘C:\Users\.FLubIrc\Documems'-.W2 Mate 2017\Samgle Company |

o] (cBont] O]

Cusrert company name is : Sample Company 2017
“Y'ou can create a new company by selecting “Company > Mew" from the top menu,

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

Click Yes

\

W2 MATE 2017

W2 Mate 017)

L=

ég Are you sure you want to save ghe current fields?
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8. Click OK

9. Close out of W2 Mate software by clicking the X in the top right corner

Company Tools Import Data

' RENAME Sample Company 2017 - W2 Mate (2017)

Export Data  E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer  Help  Order Supplies

Shortcuts |
od

1095 & 1098 Forms

@:.
%

1096 Fom

General Information | W3 information | 1096 Infommation |

Employers Name / Filer's Name: RENAME Sample Company 2017
Address 1:

Address 2:

City:

Sate: E ZIP or Postal Code:

Country: [I““ed States ']

Employer ldentffication Number: SSN (F Applicable):
Employer State 1D ( Applicable):

Netes [Optional Freeform Field):
Please click the "Update” button to save any changes.

(/

Click X to close
out of W2 Mate

Database Fle Path CAUsers\Public\Documents\W2 Mate 2017 Sample Company
fread-only) 2017 prt

W2 Mate (2017)

Current eof

(B Since you've changed the "Employer Mame” , the company databasg
You can g file name will change too.

fau can o Vou will need to restart W2 Mate for the new changes to take plagf.

/2 MATE 2017

[2]
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Reopen the W2 Mate software

10. Now W2 Mate will open your company file with the correct name and will show the correct
name in the top title bar

‘w |REMNAN a
Company Tools ImportData  Export D

Sample Company 2|

pstructions  Quality Control 1099 Emailer  Help

Order Supplies

Correct Company Name

Shortcuts |
i General Information | W3 Information | 1096 Information |
h‘:y Employer's Name / Fier's Name: | RENAME Sample Company 2017 |
(:‘.orrq:ani' Address 1
Address 2:
™
& .
Suate: E ZIF or Postal Code:
e Country: lw States -
a0 } Employer Identification Number: SSN (Ff Applicable):
n Employer State 1D (f Applicable):
1099 & 1098 Recipients Notes (Optional Freeform Field):
A Please click the “Update" button to zave any changes.
[ w2 ] —— . H
g Database File Path C-\Users\Public\Documents\W/2 Mate 2017\RENAME Sample
L ) fead-only) Company 2017 pmt
‘W2 Forms
I_3 [ Update J [ Rieset H Clear
= - Current company name is - REMAME 5 ample Company 2017
W3 Form
ou can create a new company by selecting "Company > Mew” from the top menu
r', j\l‘ “ou can open a different company by selecting "Compary > Open” from the top menu,
10459 & 1098 Forms

@E\
%

10_96 Fo-rrn

10

W2 MATE 2017
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