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HOW TO EXPORT 1099 DATA FROM PAYROLL MATE AND 
IMPORT TO W2 MATE Question 

 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

 

In order to use this feature, you will need to purchase and enable Payroll Mate Option #6 (Vendor & 
1099 Center), in addition to the purchase of Payroll Mate Software PC Download.  

 
Note: This is a 2-part process. First you must export/save the file from Payroll Mate, second you will 
import the data into W2 Mate. 
 
Part 1 (Export/Save the file from Payroll Mate)  

Open Payroll Mate: Make sure you have the correct Company open inside Payroll  
 
1. Click 1099 & Vendor  
2. Click Export to W2 Mate 

 

 
 
 

Click Export to W2 Mate 2 

Click 1099 & Vendor 1 
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3. Select the location you want to save the file  
4. Create the File Name   
5. Click Save 
 
  
 
 

 
 
 
 
 
 
 

 

 

 

 

 

 

Select location you want to save the file 3 

Click Save 5 

Location & File Name 
are examples only 
  

Do not change the 
Save as Type – it 
must be .wtx file type 
  

Create the File Name 4 
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A message dialog box will appear stating that the export file has been successfully created and saved to 
the location and file name you specified. 

6. Click OK 
 

 

 

 

 

 

 

 

 

 

 

 

Click OK 6 
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Part 2 (Import the data into W2 Mate)  

Open W2 Mate: Make sure you have the correct Company open inside W2 Mate.   

If you do not currently have this company created inside of W2 Mate you will need to create the 
company prior to importing the Payroll Mate 1099 data. 

 
7. Click Import Data  
8. Select From Payroll Mate Software (1099 Data)  

 
 

 

 

 

Click Import Data 7 

Select From Payroll Mate Software (1099 Data) 8 
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9. Click Browse to find the file you created through Payroll Mate 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Browse 9 
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10. Select the file you created from your export in Payroll Mate to import in W2 Mate. 
11. Click Open 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the file to import 10 

Location & File Name 
are examples only 
  

Click Open 11 
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12. Click Import 
 
 
Note: Selected file name will appear in the address bar  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Import 12 
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13. A dialog box will appear “Import completed successfully”, click OK 
 
 

 
 
Your 1099 imported data will now appear inside W2 Mate under 1099 & 1098 Recipients and 1099 & 
1098 Forms 
 
 
 
Congratulations!  You have successfully exported 1099 data from Payroll Mate and have imported it into 
W2 Mate.   
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Click OK 13 
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