
How to Print a W2 Form 
in Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Select a company 
to open 

2 

Click → OK 
3 

Go to → File → Open Company 
1 
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Click → Forms 
4 

Click → Wage and Tax Statement 
5 

http://www.realtaxtools.com/


4 www.PayrollMate.com   (800)-507-1992 

W2/W3 Wizard box will appear 

Click → Next  
(until W2 Page 

appears) 6 
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You can Preview the form 
before you print it 

Click →Print 

8 
Select an Employee you 
would like to print the 

W2 form for  

7 

W2 Page box will appear 
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Set W2 Print Options box 
will appear 

Click → on the down arrow to pick 
which form you would like to print (W2 

Copy B,C,D,1 AND 2) 
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If you’re trying to print W2 
Copy A then skip previous 
step, choose the type of 

paper to print (depending if 
you have a preprinted form 

or you have the laser 
substitute option) 
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Click →Ok to print 
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www.PayrollMate.com 1-800-507-1992 

Congratulations . A W2 form has been printed! 
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