How to Import W2 Data From CSV in W2 Mate

Note: In order to use this feature you must purchase and enable W2 Mate Option #3 to import
Make sure you have the correct Company open inside W2 Mate

1. Click Import Data

2. Click W2 Forms (CSV — Excel)

If you need help converting your Excel to a CSV please see “Creating a CSV from an Excel
Spreadsheet” at the bottom of this tutorial

[ors) Example Company - W2 Mate (2017)

Company Tools [Import Data | dgaaitData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

W2 Forms (CSV - Excel) I A

= Click Import Data

Shortouts
-4 1099-MISC Forms (CSV - Excel)
= 1099-INT Forms (CSV - Excel)
Py
= | 1099-DIV Forms (CSV - Excel)
Compary  1099.R Forms (CSV - Excel)

%: oiherferms (S Bee) ’ \ Select W2 Forms (CSV-Excel)

From QuickBooks (W2 and/or 1099 Data)

He: 60605
Employee From Sage 50 / Peachtree (1099 Data) [ - \
" .‘}' From Microsoft Dynamics GP (1099 Data) \oplicable): J

“'" From Microsoft Dynamics GP (W-2 Data)

From Sage DacEasy (1099 Data)
From Sage DacEasy (W-2 Data)

1099 4 1098 Re.

N utton to save any changes.
= From W-2 Electrenic Filing Format (EFW2 Format) T —
~d From 1099 Electronic Filing Format (Publication 1220 Format) rEEmE
W2 Forms From Payroll Mate Software (W-2 Data)
A From Payroll Mate Software (1099 Data) Clear
EE Email Addresses »
a — COMpAPY by ST COmEary > EW T the lop menu.
YYou can open a different comparny by selecting “Company > Open'" from the top menu. W2 MA TE
1099
1099 & 1098 Foms
05
1096 Form
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This will open the Import W2 Forms wizard

3. To get detailed help with the import process, click on the Data Import Help button

Note: CSV files typically use a comma separator. Leave the separator options to default unless

otherwise specified.

4. Click Browse to select the correct CSV data file to import
a. Once you select the input file you should see a preview for the contents of the file

Note: The first row is expected to include header information and NOT data. The header should
contain names corresponding to the fields (columns) in the file and should contain the same

number of fields (columns) as the records in the rest of the CSV file.

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

Shortcuts | ’

AL General Information | W3 Infommation | 1096 Infommation |
i e B Detailed Import Help | 3 |
= Import W2 Forms - - e
Co

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Mo software and database

applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example &ports data to CSV .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right :

The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding tdgthe fields (columns) .

Em
(1) Step One: Set Separator Options Last Row Number to Read from File
X R z = 75 Only use if you do not want to
Fields are separated by: ' Text Delimiter: |Double read al rows form the input file
10998 109] (2) StepTwo: Set Input Text or CSV Fie Click Browse to Select CSV data file | 4
rie: Y:\ance Data Preview | 43 [meortsample.csv \ [] Allow Duplicate Recpient IDs
(3) Step Three: Set Fields (Columr)
wa§ Define each field by dicking on thelcolumn headers. The default for each field is "Unused”, which means the field will be ignored during the import process.
l To use the same field mapping yvsed before dick: | Use Previous Field Mapping ] To dear previous mapping dick: Clear Previous Mapping
m! Unused Unused Unused Unused Unused Unused Unused  Unused Unused Unused Unused
w3 Header SSN # FirstName Middle Name LastName Suff.  Address1 Address2 City State  Zip Code Email
1 236-63-7811 James M, Doe Sr. 142 Happy Dr, Suite 200 Banana City IL 52811 j @do
[ 10
1099&1
< m ’
= Import J l Close J
1096 Form
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5. Map your fields
When mapping your columns, click the word “Unused” for each column and select the correct
column description to use for mapping the data

a. Map data by LEFT clicking the mouse on each column and select the correct column data

@ Example Company - W2 Mate (2017)
Company Tools Import Data Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help Qrder Supplies

Shortcuts /
ii General Information | W3 Information | 1096 Information | _ ‘ /
" f
|

. Cencleaiar's Blams ( Cilar's Mlama.  Examole Company
Import W2 Forms @

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database

applications will allow you to export W2 and 1099 data into C5V format, which can then be imported into W2 Mate. Excel for example exports data to C5V .

The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right :

(1) Step One: Set Separator Cptions Last Row Number to Read from File
o . _— - Only use if you do not want to
I“ Fields are separated by: ’ Text Delimiter: | Double read all rows form the input file
10994103 (2) Step Two: Set Input Text or CSV File

5

W2

File:  Y:\angela\w2 MATE\IMPORT examples\W2Data import sample.csv cate Recipient IDs

Map each column | 5

(3) Step Three: Set Fislds (Columns)
Define each field by didking on the column headers. The default for each field is "Unused”, which means ghe field will be ignored during the import process.

s mapping dick: [ Clear Previous Mapping

l To use the same field mapping you used before dick: [ Use Previous Field Mapping l To dear

\_m @ Unused Linused Linused Unused Linused Lt

Unused  Unused

w3 He P First Employee Information » Employee Social Security Number (S5N). ZipCode Email
Ay (e s | . nscs| |
. S 5 Employee Middle Name or Initial. 'yl /s
- Employee Last Name.
1€ Unused Employee Suff,
1099 &1 Employee Address 1.
— ;, Em p:oyee z.ddress 2. U
m ity
Left click each “Unused” | 5a Import Emi.;,w“ St:f, Abbreviation.
—] Employee Zip Code.
1095 Fom Employee Email Address.
Control number
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6. When you have all the fields mapped, Click Import

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

f
a B, _ Emolosars Mama / Clacs Mama:  Examole Company 2 E:
| Import W2 Forms "

Shortcuts I .
N General Information | W3 Information | 1096 Information | ‘

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database
applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example exports data to CSV .
The first row in the CSV file is expected to indude header information and NOT data, The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file click the button to the right : Data Import Help
(1) Step One: Set Separator Options Last Row Number to Read from File
Fields are separated by: 2 Text Delimiter; |Double ~ i g:z ﬁ;m:: g:)et:;un: ﬁt?e
(2) Step Two: Set Input Text or CSV File
Fle:  Y:\Angela\W2 MATEMPORT examples\W2Data import sample.csv 7] Allow Duplicate Recipient IDs

(3) Step Three: Set Fields (Columns)

Define each field by dlicking on the column headers. The default for each field is "Unused”, which means the field will be ignored during the import process.

l To use the same field mapping you used before dick: | Use Previous Field Mapping | To dear previous mapping dick: Clear Previous Mapping ]

m Employee Sodal Security Number (SSN). Employee First Name. Employee Middle Name or Initial. Employee Last Name. Employee Suff.
w3 Header SSN # First Name Middle Name Last Name Suff.
1 236-63-7811 James M. Doe Sr.

LT — / Click Import E .
g ———_
096

Form

1

Note: The most common error during import is duplicate or incorrectly formatted W2 data.
The import engine in W2 Mate uses a highly advanced detection system which can identify and
report the most common import data errors BEFORE the data is imported.

If you receive any errors in regards to the data in the CSV file, you will need to open the CSV file,
make the needed corrections, resave the CSV file, then import the corrected file into W2 Mate.
Corrections cannot be made on the panel above, this is a mapping utility only not an editor.
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7. When you receive the Data Import completed successfully Click OK

8. Click Close to exit the W2 Import wizard

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

Emlauacs Mama / Elacs Mama-  Examole Company S
Import W2 Forms =

— I I [ | ’ /
A General Infomation | W3 Infomation | 1096 Infommati
ad W

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database
applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate, Excel for example exports data to CSV .
The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detaled instructions for importing data into W2 Mate and for possible fields for the CSV fl cick the button to the right :

(1) Step One: Set Separator Options Last Row Number to Read from File
. S % - Only use if you do not want to

Fields are separated by: s TextDelimiter: |Double read all rows form the input file

(2) Step Two: Set Input Text or CSV File m C"Ck OK

File:  Y:\Angela\W2 MATE\IMPORT examp|

[~ Allow Duplicate Redpient IDs

/l‘i Data import completed successfully!
(3) Step Three: Set Fields (Columns) —_—

Define each field by dicking on the column hed jeld will be ignored during the import process.
' To use the same field mapping you used befor| “ bpping dlick: [ Clear Previous Mapping l

m Employee Socal Security Number (SSN). Employee First Name. Employee Middle Name or Initial. Employee Last Name. Employee Suff,
w3 Header SSN # First Name Middle Name Last Name Suff.
1 236-63-7811 James M. Doe Sr. ,' 1 7

109981 Click Close
< \ " 1 »
1(596Form

Your new employees and their W2 data are now saved in W2 Mate
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Creating a CSV (Comma Separated Value) from an Excel Spreadsheet

Note: In order to import your employee W2 data into W2 Mate, the data must be in a CSV
format

Open the correct W2 Data Excel File

1. Click File from the top menu bar

W2Data import sample.csv - Excel
Insert Page Layout Formulas Data i View Help Q Tell me what you want to do
-] - - f—
D Jf Cut Calibri Y11 A A E== 20 Wrap Text General - ? # | Normal
Paste 2 COPY Conditional Format
aste - | EEl o === es > = «o 00 Conditional Formatas Neutral
- * Format Painter B IU - & = == 3E== RISIOSSS CEniey $ 2 - " Formatting = Table~ —
Clipboard a Font = Alignment [ Number [}
Al - fx SSN #
A B (€ | D E F | G H 1] | J K L . M N o
1 |SSN# _|First Nami Middle Mz Last Name Suff. Addressl Address2 City State Zip Code Email Control nuBox 1 Box 2 Box 3
2 |236-63-78 James M. Doe Sr. 142 Happy Suite 200 Banana Ci'lL 52811 james@dt 5784 35400.52 5800.14 35600.52
3
4
5
6_
7 -
8
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2. Click Save As
3. Click Browse to select location to save file
4. Use the drop down to select the correct “Save as type” for the file

Note: There may be several different CSV formats to choose from
For W2 Mate, the correct format type is “CSV (Comma delimited) (*.csv)”

Click Save As | 2 | Click Browse | 3| Use the Save as type dropdownm
Save As to select the .csv type of file

Recent
| < Data (\\rbsserves) (V:) » Angela » Tutorial - Works in Progressfir w | ¥4 ||| Search Tuter
. Mew folder
& OneDrive - Personal =
tanysmakomo@live.com & OneDrive *  Name Datdmodified Type Size

E@ This PC 4 Libraries

s Documents

Print J. Music
== AddaPlace i Pictures
e B videos
Ex Browse =
e B Computer
Publish & Windows (€)
9 Dats (\\rbsserver
Close
€l MNetwork %
File name: W2 Mate tutenialsads -
Account
Save as type: [Em; 91-2003 Workbook (*is) -
F " _ Excel Workbaok (*adsx)
Feedback Authors:

Excel Macro-Enabled Workbook ("xlsm)
Excel Binary Werkbook (*.xlsk)
Optians Excel §7-2003 Workbook (*.ds)
CSV UTF-8 (Comma delimited) (*.csv)
HML Data (*mi)
* Hide Folders Single File Web Page [*.mht*.mhtrnl}
‘Web Page (*.htm;" htrml)
Excel Template (*xitx) I
Excel Macra-Enabled Template (*xltm)
Excel §7-2003 Template (*.dt)
Test (Tab delimited) {*.b)
Unicode Text (" )
HML Spreadsheet 2003 ("xml)
Microsoft Excel 5.0/95 Workbaok ("xds)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimated) (".prn)
Text (Macintosh) (")
Text (MS-DOIS) (")
€SV (Macintosh) (*.csv)
TSV [M5-DOS) (".c5)
DIF (Data Interchange Format) (".dif)
SYLK (Symbelic Link) (*.slk)
Excel Add-in ("xlam)
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5. Click Save

Save As

v| .. % Data (\\rbsserver) (Y:) » Angela » W2 MATE » IMPORT examples - | 3 H Search IMPORT examples ﬂ|

Organize » New folder = o 2

& OneDrive *  Name Date medified Type Size

7 Libraries
@ Documents
o Music r
| Pictures

B videos

m

- Computer
& Windows (C:)
5@ Data (\\rbsserver| |

€ Network & %
File name: W2Data import sample.csv -
Save as type: | CSV (Comma delimited) (*.csv) -
Authors: RBS Tags: Add atag Title: Add a title

Click Save | 5
' Hide Folders Took v  save | [ Cancel |

This is the file you will choose when importing your data into W2 Mate
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