How to Zero Amounts on Multiple W2 Forms

Make sure you have the correct Company open inside W2 Mate
1. Click Tools

2. Select Zero Amounts on Multiple W2 Forms

' Example Company - W2 Mate (2017)
Company Data ExportData E-Filing IRS 8 SSAInstructions Quality Control 1099 Emailer Help Order Supplies
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Click Tools
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Backup All Companies
Bl R G orPostal Code: 6 Select Zero Amounts on

f Multiple W2 Forms

Delete Multiple 1099 / 1098 Recipients
Zero Amounts On Multiple 1093-MISC Forms SSHM Applicable):
Zero Amounts On Multiple 1099-INT Forms
Zero Amounts On Multiple 1099-DIV Forms
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Zero Amounts On Multiple W2 Forms D @
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Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools 3
Remap Form 1099-MISC Data
» New" from the top menu.
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3. Select employee/employees to zero the amount on their W2 form

4. Click OK

@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts
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Zero Amounts For Multiple W2 Forms

General Information | W3 Information | 1086 Irformation |
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Please select one or more employees from the list below. The amounts on the W2 Forms for these employees will be zeroed out.

Select ‘ SSN# ‘ First Name | Middle Name ‘ Last Name

123-22-3333 Stuart ) Sample

111-22.3333 SAMUEL s SAMPLE

]
a

3 O 998-99.9999  Tommy Tester
O

8995999999 SALLY TESTER

Select Employees
Click OK
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5. Click Yes

@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts | {
General Infomation | W3 Information | 1096 Information | ‘
f,; Employer's Name / Filer's Name: ~ Example Company
: 123 Main
Compary Address 1:
Address 2:
&\ ay: Ch-cam
S (i ~] 2P or Postal Code: 60605 S
Employees (Umed s Click Yes
/
) 0}‘ ” /
1099 & 1098 Recipients
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W2 Foms
lA Update | | FResst ||  Clea
W-3
V“I3 Fom Current company name is : Example Company
You can create a new company by selecting "Company > New" from the top menu.
r"r —:‘:i ‘You can open a different company by selecting “Company > Open' from the top menu. W2 M A TE 2 0 1 7
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6. Click OK

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

Shotouts |

General Information | W3 Information | 1096 Information |

Employer's Name / Filer's Name:  Example Company
Address 1: 123 Main
Address 2:
City: thicago
State: ZIP or Postal Code: 60605
Courntry: [LHted States - ;
o : _ Click OK
Employer Identification Number:  12-3456783 SSN (f Applicable):
Notes
4 The amounts on one or more W2 Forms have been zeroed out
A successfully,
Datalf
fread

1 Update ]l Reset H Clear ] \

Current cormpany name is : Example Compary
You can create a new company by selecting "Company » New™ from the top menu.

‘You can open a different company by selecting “Comparny > Open” from the top menu. W2 MA TE 2 O 1 7
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