HOW TO EXPORT W2 DATA FROM PAYROLL MATE TO W2

MATE

P

O

roll Mate

PLEASE REFER TO THE STEPS BELOW:

First you have to create a company in W2 Mate before you can import.
See How to Create a Company in W2 Mate tutorial.

Make sure you are in the correct company.

1. Click Tools

2. Click Export W-2 Information to W2 Mate

Click Tools
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3. Click Export

: File Edit Tools Help OrderChecks and Supplies

Choose another General Report
Export to W2 Mate

Export 4—|— Click Export 3

L ] This report is used to export W-2 information to W2 Mate software.
® Click on "Export” button to create the export file.

° Once the export file is created successfully, you can import it into
W2 Mate by clicking on the following menu item inside W2 Mate:

"Import Data > From Payroll Mate software > W-2 Data"

1099 & Vendor
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4. Select a location to save the W2 Data
5. Enter a name for the W2 data

6. Click Save
Select a location to save the W2 Data 4
[F saveds X
€ > v M <« Windows (C:) » My Stuff ~ G Search My Stuff P
Organize « Mew folder = - o
Name -
» @ OneDrive D W2 Data.wex
v I This PC
> = Windows (C:)
> gm RBSData (\RB Enter a name for the W2 Data | 5
> & Network _~
File name: ‘ | « -
Save astype: Payroll Mate W2 Export Files (wex) R
~ Hide Folders Save Cancel
a

Click Save 6

7. Click OK

Payroll Mate >

The export file has been successfully created and saved to:
CivMly StuffW2 Data.wex

o ]
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Click OK 7
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8. Close out of your Payroll Mate Program and Open your W2 Mate Program

Double-Click to open W2 Mate 8

9. Openthe Company in W2 Mate

* If the Company doesn’t exist in W2 Mate already, you must create it first.
10. Click Import Data
11. Click From Payroll Mate Software (W-2 Data)

Open the Company 9 Click Import Data 10

\

Company Toecls Import Data ExpertData E-Filing [R5 & S5A Instructions  Quality Control  Inveicing  Help  Order Supplies  Other Products

Sample Spreadsheet Files for Import from C5V / Excel

W2 Forms (CSV - Excel)

fo__!;/ 1099-NEC Forms (CSV - Excel)
l::ompan*,.' 1099-MISC Forms (CSV — Excel)
1099-IMT Forms [CSV — Excel)
N 1099-DIYV Forms (C5V — Excel)
- 1099-R Forms (CSV ~ Excel) s
Employees Other Forms {CSY — Excel) > -
From QuickBooks (W2 and/or 1099 Data)
[) l'o\‘ )
i
1095 & ‘H]’BE Re.‘cipi Frem Sage 50 / Peachtree (1099 Data)
From Microsoft Dynamics GP (1099 Data) :ave any changes.

Frem Microsoft Dynamics GP (W-2 Data)

=
|

- - Frem Sage DacEa >
W2 Forms o Y
From W-2 Electronic Filing Format (EFW2 Format)

l E Frem 1099 Electronic Filing Format (Publication 1220 Format)

m From Payroll Mate Software (W-2 Data) < Click From Payroll Mate Software (W-2 Data) 11
W3 Form From Payroll Mate Software (1099 Data) . I

'.‘i.‘\ Email Addresses ? s menu. W2 MA TE Pl
| 1099 Company(s) Information (CSV — Excel)
1099 & 1098 Fom

Foreign Addresses

-
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12. Click Use Option #1 (Most Common) * unless you need to use option #2.

W2 Mate has two options for importing data from Payroll Mate. x

W2 Mate has two options for importing data from Payroll Mate.

Option #1 (Most comman - used in 99% of the cases):
All W2 forms inside this company wil be deleted and replaced with the W2 forms you
are importing from Payroll Mate.

Option #2 (Very rarely used in special cases)

Existing W2s inside this company will NOT be deleted. W2 forms you are imparting from
Payrall Mate will be added to this company {while also keeping the existing W2s).

Please specify which option you would like to use.

Use Optian #1 (Most Common) Use Option #2 (Rarely Used)

A

Click Use Option #1 (Most Common) 12

13. Click Browse to locate and select the location and name of the file you created in step 4 & 5.
14. Click Import

Import W2 Forms from Payroll Mate Software >
Please specfy the name of the file you exported from Payroll Mate Software by dicking the "Browse™ button and then dick the “Import” button.

Browse...

1

Import Cancel Click Browse 13

Click Import 14
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You will receive a message: Import completed successfully

15. Click OK
W2 Mate (2024) x
! _ Import completed successfully

Congratulations. You have exported W2 data from Payroll Mate into W2 Mate!
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