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How to Make Multiple
1099/1098 Recipients Active

in W2 Mate®
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— W2 Mate®
Program

W

www.W2Mate.com



F - =
@ Tutorial C - W2 Mate (1015) Lo B e

Company ols  Import Datall Export Data E-Filing RS & 55A Instructions 1099 Emailer Help  Order Supplies
MNew.., Ctrl+M
Open ... Ctrl+ O I | W3 Information | 1096 Information
Save [Company File Auto-saved] Ctrl+5 = T ay = - 0
. Tutor
Belcie Cirl+D Filer’s Mame: EHTE L Ty
214 Helper Lane
Exit
= F [}
N TEEES Select a Company . u
a e i
H |-
: ’ State: Samnple
Employees Sample Company 2014
Country: Sample Company 20015 ;
[ ':\ /
Mﬁ Employer Id o
I X Employer Sif /
1099 & 1098 Recipients B i 7 4
\ |
) Database ,"'
‘ {read-only |
W2 Forms —I |I
= = Current comparny
W3 Form

You can create &

— W2 Mate 2015

Y'ou can open a different company by selecting "'Compary > Open'

b=

1055 & 1098 Forms

e
=

-

1096 Form




F - B s
= an B 3

Company || Tools Instructions 1099 Emailer Help  Order Supplies
< Rollover Data Fr /
Options v [ation
Enable Opticnal Features
( Backup Company
Restore Company
Delete Multiple 1099 71098 Recipients
. Zero Amounts On Multiple 1099-MISC Forms IF' or Postal Code: 60456
H Zero Amounts On Multiple 1093-INT Forms l‘s
Zero Amounts On Multiple 1099-DIV Forms
Flease remember
Zero Amounts on Other Forms » to click the
JI COther Recipient / 1099 Tools » Make Multiple 1099 /1098 Recipients Inactive (Disable)
1095 & : Pt :
Delete Multiple Employees Make Multiple 1099 /1098 Recipients Active (Enable)
Zero Amounts On Multiple W2 Forms Update Box 17 (State, Payer's state ¥) ultiple 1099-MISC recipients
ultiple Employees Update “Box 11 State” and “Box 12 State dentification no.” for multiple 1099-INT recipients

Itiple Employees 1099-DIV recipients

[
1099-B recipients
-0ID recipients
Bulk TIM Matching 4 K recipients
W2 Fom ]
f'ou can create a new company by selecting "Comp Un-Check 2nd TIM Mot. Box for Multiple 1099 /1098 Recipients

(e W& Iivrate ZU XLy

“'ou can open a different compary by selecting "Comparny > Open' from the top menu,

=

1055 & 1098 Forms

>
-




r Select all the
Enable Multiple Recipients - Recipients you wish to
make active

Please select one or more redpients from the list below. The selg
An active redpient gets induded in 1099 f 1098 forms, 1096 for
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1 B’ TIFrfqrraes Beb Young
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. 3 B’ 388258741 Jane Doe

4 B 11111111111 jehn

[ E‘ SET7EE4123 John Doe

6 E 123858900 Joehn Smith

7 E 123858900 Joehn Smith

8 B’ 444587894 Kelly Edwards

9 E’ 475882145 Kevin Jones
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Congratulations. You know how to
make multiple 1099/1098 recipients
active!
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