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HOW TO PRINT A W2 COPY A FOR MAILING TO THE SSA Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

  

Please note: The IRS/SSA have made some changes in regards to the paper filing threshold. To 
find out if these changes affect you and your method of filing, please refer to the IRS and SSA 
website. Not following the IRS/SSA filing mandates can result in delayed submissions and fines.  

To Print W2 Copy A you have two methods: 

A. Using Payroll Mate Option #1 – Using this option you can print W2 and W3 Copy A on 
blank paper using regular black and white printer.   

B. Using Payroll Mate you can print on pre-printed red W2 and W3 forms 
 

Method A requires the purchase of Payroll Mate Option #1. This will support printing W2 Copy A 
on blank paper (SSA Approved). To purchase this optional feature please visit the buy page and 
purchase Payroll Mate Option #1 for the exact tax year.   

Method B gives the user the ability to print on red pre-printed W2 and W3 forms.  This method 
does not require the purchase of Payroll Mate Option #1.   

Please note this method requires the purchase of the red pre-printed forms. Real Business 
Solutions does not sell these forms. To purchase forms that are compatible to Payroll Mate 
follow the link below to make your purchase.  

https://www.realbusinesssolutionsforms.com/ 

It is not required to purchase forms from this 3rd party vendor but we cannot guarantee that any 
other vendor forms are compatible to Payroll Mate. 
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Make sure you are in the correct company.   
 

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

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Forms 1 

Click W-2 2 
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3. W-2 / W-3 Wizard dialog box will appear, Read Carefully 
4. Click Next 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Read Carefully 3 

Click Next 4 
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5. Use the drop down to Select an Employee you would like to print the W2 for 
6. Click Print 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click Print 6 Select an Employee 5 

You can preview the 
form before you print 
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7. Read the Friendly Reminder About Paper Filing that appears 
8. Click I Understand 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Read the Friendly Reminder 7 

Click I understand 8 
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9. Select the type of paper to print: 

A. Print Government Copy for Social Security Administration on Regular White Paper (SSA Approved) 
B. Print Data Only on Pre-printed Form 

10. Click OK 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Select the type of paper to print 9 
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11. Select your printer   
12. Click OK 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

Click OK 12 

Select your printer 11 
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