How to Update Locality Name for Multiple

Employees

Make sure you have the correct Company open inside W2 Mate

1. Click Tools

2. Select Other Employee/W2 Tools

3. Select Update Locality name for Multiple Employees

Note: The Box numbers used on the form are subject to change from year to year

[ors) Example Company - W2 Mate (2017)

Rollover Data From Last Year

Company _ spaitData  Export Data  E-Filing IRS & SS5A Instructions  Quality Control 1099 Emailer Help Order Supplies
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Options
Enable Optional Features

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
1099 &
Zero Amounts on Other Forms
Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Betwegh Companies

1 Delete Multiple Employees
Zero Amounts On Multiple W2 Fo
Update Box 15 (State, State ID)
Other Employee / W2 Tools

Multiple Employees

Remap Form 1099-MISC Data

Bulk TIN Matching

poon| = Click Tools
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Select Other Employee/W2 Tools

ostal Code: 60605

z

SSN (f Applicable): j

Select (Locality name) for
i
Multiple Employees

Clear

1099
1099 & 1098 Forms
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1096 Form

Update Box 20 (Locality name) for Multiple Employees

Flip Employee First and Last Name

Flip Employee Address 1 and Address 2

Flip Employee Address 1 & Address 2 OMLY if Address 1 Is Empty

Generate W-2 Control Numbers

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 1of5



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

4. Enter New Locality Name

5. Select Line to update from drop down

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 | 2 = ./
General fomation | w2 Enter New Locality Name E» Select Line to update

ultiple emplfye

Use this dialog to update Box 20 (Localiggfame) for multiple employees.

Company
\ Step 1: Select the new Localify
& New Locality Name
Employees

Box 20 line you would like to updat:

Step 2: Select the list of employees you would

E
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6. Select Employees

7. Click OK

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

1099 Emailer Help Order Supplies

1099 & 1098 Formg
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Step 2: Select the list of employees you would like to update the Locality Name for

Shortouts | /
/¢ General Information | W3 Inf | 1086 Information | '
e

Company

Use this dialog to update Box 20 (Locality Name) for multiple employees.

% Step 1: Select the new Locality Name

= New Locality Name Box 20 line you would like to update
Employ Box 20 Line 1 ~

D .\

Select SEN# First Name Middle Name Last Name
1 D 111-22-3333 Ssmuel s Sample
2 D 995-99-9999 Sally Tester
Select Employees E
Click OK
| o Cancel I
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8. Click Yes

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions 1099 Emailer Help Order Supplies
Shortcuts |
General Information | W3 Information | 1096 Inf
FE'._V Employer's Name / Filer's Name: ~ Example Company
- s . 123 Mai
Company Address 1: n
Address 2:
8 ||
Stte: ZIP or Postal Code: 60605
Employees . United States . 1=
Courty: Click Yes Iil—/
N .\r Employer ldentification Number: EETR rer.'aum.
1099 & 1098 Recipients
You are about to update the Locality name fogl employees. Are you
sure you want to continue?

Current company name is : Example Compary

You can create a new company by selecting "Company > New' from the top meru

‘You can open a different company by selecting 'Compary > Open” from the top menu.
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9. Click OK

Export Data

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

E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

Shocuts
—
-
Employses

o2

1099 & 1098 Rn;u'pierls

General Information | W3 Information | 1096 Information |

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

Address 1: 123 Main

Address 2:

City: Chicago

State: (i +] ZPorPosial Code: 60805

e esEe Click OK |9 |-
Employer Identification Number: e

X

y The Locality name for one or more employees has bedg
i successfully,

[ Tpaars T lil=3:0 T CrEar ]

Current company name is © Esample Compary
‘You can create a new company by selecting "Company > New" from the top menw.

You can open a different company by selecting 'Comparng > Open” from the top menu.
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