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HOW TO E-FILE W2 FORMS TO THE SSA USING PAYROLL 
MATE Question 

 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

 

 

To E-file W2’s in Payroll Mate requires the purchase of: Payroll Mate SSA Wage File Export Optional 
Feature 

Before you can upload the electronic wage files to the SSA you are required to obtain a SSA 
User ID (PIN) and have a SSA Business Services Online account.  
 
The Payroll Mate SSA Wage File Export Optional Feature generates wage files for users to 
electronically upload W2 forms to the SSA only and is priced by the number of companies you can 
generate wage files for. 

For pricing and to purchase this feature you can visit: https://www.realtaxtools.com/Buy-Credit.html 

 

 

 
PLEASE NOTE THE SOFTWARE DOES NOT FILE ON YOUR BEHALF 

THE SOFTWARE WILL CREATE AN ELECTRONIC FILE  

THAT YOU WILL HAVE TO UPLOAD TO THE SSA 

___________________________________________________________________________________ 
 
After you make the purchase of Payroll Mate SSA Wage File Export Optional Feature proceed to the 
next page for instructions to create an electronic file. 
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Create an electronic file 

 
1. Click Forms 
2. Click W-2 (Wage and Tax Statement) 
 
 
 

 

 

 

 

 

 

 

 

Click W-2 2 Click Forms 1 
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3. The W-2 / W-3 Wizard will open, this wizard allows you to print W-2 / W-3 forms.   
Carefully read the information in blue font regarding functionality of the wizard.   

4. Click To continue, please click here or click the “Next” button below or click Next 
 
 

 

 

 

 

 

 

 

 

 

Carefully read the information 3 

Click To continue or Next 4 
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5. The wizard will open with the first employee and their W-2 data will be populated in the form.  
Carefully review the 1st W2 

6. Once you have completed your review for the first employee, you can go to the next employee by 
clicking on the Employee drop down box located at the top of the wizard. 

7. Once you have gone through all the employees click Next  
 
 
 
 
 

 

 

 

 

 

 

 

Carefully review 1st W2 5 

Click Next 7 

Go to next employee - Click dropdown 
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8. The W-3 Page dialog box will appear.  Click Create W-2/W-3 Electronic File (EFW2) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Create W-2/W-3 Electronic File (EFW2) 8 
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9. The W-2 Electronic Filing Setup dialog box will appear. Complete the information in the dialog 
box. 

10. In the Output File section, click Browse 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Click Browse 10 

Complete your information 9 
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11. Browse to the location/path in which you are going to save your electronic file. 
12. Click Save 
 

 

 

13. The W-2 Electronic Filing Setup dialog box will appear again and will not contain your information, 
the file name and path of your electronic file.  Click OK    

 

 

 

You are now done completing your electronic file.   

Click Save 12 

Browse to the location/path to save your file 11 

Click OK 13 
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14. The next page is labeled as Next Steps 
 

This page shows you: 

• The file path to your electronic file 

• A link to a free service by the SSA that enables you to check W-2 Wage reports for 

correctness before uploading them to SSA.  

• The link to the BSO to upload the formatted wage file. 

• How to check the Submission Status. 

You have now created your electronic file and you’re ready to log into the BSO and upload your file.  

After you log into the BSO website you need to upload the file generated by Payroll Mate, into the BSO’s 
website.  If you need help with the BSO website you need to contact the BSO directly: 

https://www.ssa.gov/employer/ 

Please note:  We are unable to provide any assistance regarding the BSO. 
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