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HOW TO PRINT A W-2 FORM COPY B, C, D, 1 AND 2 Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 If you purchase Payroll Mate Option #1 (Print W2 Copy A & W3 on blank paper using Payroll Mate) 
you will be able to print 4 copies to a sheet.   
 
 
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. Click on the down arrow to pick which form you would like to print (W2 Copy B,C,D,1 AND 2) 
10. Click OK 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Pick which form you would like to print 9 
Click OK 10 
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11. Select your printer  
12. Click OK 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click OK 12 

Select your printer 12 
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