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1. Go to w2copy.com

2. After receiving the email that your files are ready for approval you can log 
back on to the website and click “View Totals”.

3. You have the option to view the totals split by EIN or view all totals combined.

4. Match the total number of records and each box dollar total according to your records. 

5. After reviewing the totals reports go to “Processing Files” > “Sample Seach”
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6. You can enter up to 100 Social Security Numbers to view at a time. 

7. The results are displayed here. Click on “View” to download or open the pdf. 

8. Check all the boxes and review all of the box information for accuracy in addition check:

SAMPLE

Street Address

Secondary Street Addresses, such as: suites, apartment #’s, and P.O. Boxes

FEIN

State ID Numbers
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9. Once you have looked at several samples and verified accuracy, 
go to “Processing Files” > “Approval”

10. Complete your W2 Approval 

A. Check the Approve Box.

B. Fill in the required information and note any comments or special instructions 
here.

C. Check both boxes indicating that you have reviewed the samples and totals and 
your files are ready to be completed. THIS IS THE LAST STEP. Once you hit the 
“SUBMIT BUTTON”, your file will now be printed and mailed or shipped accord-
ing to your instructions. 


