N RealLausINeSS

SSSSSSSSS

How to Create and Print
1099-MISC Forms in
W2 Mate®

Start by Opening
W2 Mate®
Program

www.W2Mate.com
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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'
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1055 & 1098 Forms

e
=

-

1096 Form
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Company Tools Import Data  Export Data  E-Filing  IRS 8 55A Instructions 1099 Emailer Help  Order Supplies

Shortcuts

1039 & 1098 Forms

oy
-

I Mew 1033 / 1093 Recipient I | b odify R ecipient | | Delete Recipient | ‘ Sort Recipientz By: | Recipient's Mame [Line One] v]
|dentification umber Mame [Line One) Mame [Line Twa) Account Mumber
1 444667234 Jane Doe
Smith
Q0000000000 Sample Sample

7 514253648 Sample Sample

4| m
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Company Teools ImportData ExportData  E-Filing IRS & 554 Instructions 1099 Emailer Help  Order Supplies

Shortcuts | \\ ] [ : ] [ ] | ]
- Blouas Eroedoas - [nnd | -

LSS —
MNew 1099 / 1098 Recipient T~ (S

o ré.ﬁy [ General
Co ; Recipient's T ax |dentification # W Account # [optional)] 2nd TIM nat.
R 00000000000 [~ Form 1093MI5C [

[l Forrn 1095-MI5C

[~ Fomn 1093-MT
[T Fomn 1093-D1Y
2P Farm 1099-R
[T Fomn 10935

Fill in the ™ Fomn 1095-T
Tax ldentification [ oo

[~ Fom 1099-B

1
\ ;
&

nt Mame Line Two [optional, uze if you need ta)

Number ] Forn 1099C S Email Address [Optiora)
e ™ Form 1093-PATR
10599 & 10927 i Addrezs? [only uzed when "Types ™ Fom 1033010 3-MISC")

| ||_ Form 1033+, This figld iz useful IF you want to bulk, email

\ | 1093z uszing 1099 Emailer'’ software.
m | City State Foreign Country
oot
i | [ Mor-US sddress what iz 1033 Emailer?
W2 Forms

Common 1093-MI15

l 3‘- The bores below o Choose the| r' = "1099 & 1092 Formz"' screen, if pou

e need to repart £ ed

:';'H'E Fun:'l-'; Box 1- Rents: Box 7 - Monemplopee compenzation
A 0.00 ‘ |n.nn |
f =
o
S 1055 [] Recipient iz inactive [exchude from 1099 forme, 1096 form and 10939 electronic: filing]
10593 & 1098 Forms

| ook | [ Cancel ]
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Company Tools ImportData ExportData  E-Filing IRS & 554 Ins

Shortcuts

Fill in Recipient |
New 1099 / 1098 Recipient information ==

EH
1 i
;’f‘l&’_ General
Company Recipient's Tax |dentification #  Types of 1093 4 1033 Farms Recelred t # [optional] 2nd TIM nat.
Q0000000000 |7l Forrn 1099-MI5C o
% M ame
Recipient Mame Line One [Example: John Doeg] Recipient Mame Ling Two [optional, uze if pou need ta)
Employes:
o '::"‘ Address
Eeess | Bl (T Matisl]
1099 & 1098 Recipients | Addrezs2 [only uzed when "Types of 1099 Forms Received' iz "Form 1099-M15C"™
Thiz field iz ugeful if you want to bulk email
m\ I 1099z uzing "'"1099 Emailer' software.
s | City State Zip code Foreign Country
i | - [T Non-US Address Wwehat iz 1093 Emailer?
W2 Forms
™ Commaon 1093-+15C Payments
l E The boxes below can be uzed to enter common amounts reported an form 1093-MI5C. Uze the "1033 & 1033 Forms" screen, if pou
m need to report £ edit any other amountz on form 1093-M15C or any other form such az 1093-[MT.
W3 Form Box 1- Rents: Box 7 - Monemplopes compenzation
n.on n.on

[ Recipient iz inactive [exclude from 1099 forms, 1096 form and 1099 electronic filing]

Cancel
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Company Tools Import Data  Export Data  E-Filing IRS & 53A Instructions 1099 Emailer Help  Order Supplies
Shortcuts ‘ 1099 Recipient Farm 1093-M15C Form Type
l Select ] Mext ] l Presvious ] l Save ] l Clear ] l Fririk ] l Create PDF 'IEISEI'S] Related Tasks | *| Select
B
Py
e Payer's name, street address, city, state, zip code, and Tel. #
Compary 1 Rentz OMB No. 1545-0115
|Sample | 500,00
\ iua bl I 2 Royalties 2@15
0.oo H
%. — e To Select a different form.
~ ) | chicago |IL [e0456 |
: 2 Other income 5
Eopovee |(521) 487-5374 | e Click
N l:} 5 Fishing boat proceeds 6 Medical and health care payments
PavER'S Federal ID firnber RECIFIEMT'S 1D rumber 0 o0
g ] |54-2897451 | 123486724 | ' _ o o ) _
1099 & 1092 Recipients RECIPIENT'S rame 7 Honemplovee compensation 2 Substitute papments in lieu of dividends ar interest
| Tk | Q.00 0.00
m:\ | Smith | 9 Payer made direct sales of 10 Crop insurance proceeds
ot ; ; $5.000 or more of congumer
i Street address [including apt. no.] Bt b b oy ol 0.00
| 11 12
| | oo | | |
ZIF code I 13 Excesz golden parach. 14 Gross proceeds paid to an attorney
| |l | 0.00 0.00
Account nurmber (optional] FATCA — 2nd TIM
| | ] Filing REQ O ngt. 16 State tax withheld 17 State £ Payer's State Mumber 18 State income
0.aa - 000
= 15a Section 4094 deferrals 15b Section 4094 income [—]
\
el 0.00 0.00 0.00 5 .00
e il
N -
10%6 Form
7] 1 3
(=
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Company Tools ImportData Export Data  E-Filing IRS & 554 Instructions 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Farm 1035-+I15C Farm Type
L Ll Lt L i
Select [J = F Related Tazks | Select
g u Select 1099 Form Type E et S . [ - I
B 3
Fs
ai Payer's name 1099 #1098 Form Type
Comparty OMB Mo 15450115
Sample Fleaze select the type of 1099 / 1098 form you would like bo work, with:
. 9 123 Main 5t 20415
@ Farrn 1093-MI5C
- o crieaga ) Farmn 1093-MT ) )
Employess e 4 Federal income tax withheld
=21 45759 ©) Form 109301y N
ol l::\ ] - B Medical and health care payments
PAYER'S Fed) () Form 1093-R
A, [54-2837451] ©) Form 10995
1099 & 1098 Recipients RECIPIENT'S ] < Select your
Jahn (1 Form 1098-T
=1 Srmith ) Form 1098 10 Crop insurance proceeds
“ Street addresq B n.00
\ A |— () Farm 10934
W2 Forms - 12
() Form 1093-B
l s Eity&e,ar" () Form 1093-C 14 Gross proceeds paid bo an attarney
jw-3} :—t | ©) Form 1093-PATR o
. coaunt nu I
W3 Form |—rri ) Formn 1099010 \Paver's State Mumber 18 State income
= —— 0.00
Tal 15a Section ‘“ () Form 1093-K,
1-:5' 0.00 0.00 ‘
1099 |
1055 & 1098 Forms
@-\ e
10596 Form
LI} F
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Company Tools ImportData ExportData  E-Filing RS & 55A Instructions 1099 Emailer Help  Order Supplies
Shortcuts || 1033 Recipient Form Type
Select your , r—
R o t Frirt ] [Ereate FOF 'IEIE!EI'SI Related Tazks |v Select
s Iplen
(DY SCIRISIm 14
- Payer's name, street addressz, city, state, zip code, and Tel. #
Compary |Sam s | 1 Rents OMB Mo, 1545-0115
o 600.00
A\ 1123 Main 5t | 2 Fopaltes 20415
& | - - i l S Form 1088-MISC
. J | chicago [lIL | 50456 |
; : 7 3 Other income 4 Federal income tax withheld
Esagloye ([521) 467-5974 | T =
b h} 5 Fizhing boat proceeds & Medical and health care payments
PAYER'S Federal ID number RECIFIEMT'S ID mumber
0.0 n.a0
|54-2897451 | 123486783 |
1099 &\'IDBE He-e:::ipierﬂs FECIFIENT'S name A 7 Monemployee compenzation 8 Substitute payments in lieu of dividends or interest
| Tk | n.00 n.ao
m\ |Smith | 9 Paper made direct sales of 10 Crop insurance procesds
i ’ : $5.000 or mare of congumer
i Street address (including apt. no.) Crdictata S e for bl 0.0
W2 Fnrrn.s l | I} 12
| | [om | | |
l = Lity. state, and ZIF code ; y : 13 Excess golden parach. 14 Grozs proceeds paid to an attormey
'W-3| | L ]| T 0.00
= il Aecount number [optional] FATCA —md TIM
W3 Form | | ] Filing REQ O ngt. 16 State tax withheld 17 State / Payer's State Mumber 18 State income
0.0 - 0.00
r _-: 15a Section 4034 deferrals 150 Section 4034 income Q
= 0.00 .00 0.00 = 0.00 ‘l
1095 & 10598 Forms
o -~
1096 Form
1 b
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Company Tools ImportData ExportData  E-Filing RS & 55A Instructions 1099 Emailer Help  Order Supplies

Shortcuts || 1099 Recipient Fom 1099MISC For Type
| el B, T -,
4 Select 1099 Recipient . S alact
r The lizt below includes OMLY the recipients who receive 1093-B farms, since the 1099 Farm Type"' currently selected iz
C_c 1093-B.To change the 1033 farm twpe, pleaze click the "Select” button under 1099 Form Type',
J | dentification Murmber Mame [Line One] Mame [Line Twa] Account Murmber
] 1 123456729 John Smith
Em

] Select your |
1099 &\ﬂj ReCi pient ds of interest

K

(
1I.F-u.r\zl

I |

L\

w |
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Company Tools ImportData BxportData E-Filing IRS & 35AInstructions 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Farm 1093-MI5C Farmn Tupe
/* l Select ] l Fext ] l Previous ] l Save ] l Clear ] l Frirt ] l Create PDF 'IEIE!EI'SI Related Tazks | v| Select
A
ey
IR Payer's name, street addressz, city, state, zip code, and Tel. #
Comparry |S I | 1 Rentsz OMB Mo, 1545-0115
ARE 600.00
A I123 Main St I > Ropalies 20458
: : RS Form 1000-MISC
~ ) |chicago L |soass |
3 Other income 4 Federal income tax withheld
L ([521) 4875374 | T =
b l-} 5 Fizhing boat proceeds & Medical and health care payments
Mh PAYER'S Federal ID number RECIFIEMT'S ID mumber
0.0 n.a0
|54-2897451 | 123456789 |
1099 &\'—I.i.ﬁéﬁ;ﬁpiemg FECIFIENT'S name 7 Monemployee compenzation 8 Substitute payments in lieu of dividends or ifterest
| Tk | n.00 n.ao
m\ |Smith | 9Payer made direct sales of 10 Crop insuiance proceeds
i ’ : $5.000 or mare of congumer
i Street address (including apt. no.) Crdictata S e for bl 0.0
W2 Forms | ERET 12
| | oo | |
l; Lity. state, and ZIF code 13 Excess golden parach. 14 Grozs proceeds paid to an attormey
W-3 | |l C um 0.00
- i Account number [optional] FATCA 2d TIM
W3 Form | | Filing REQ O ngt. 16 State tax withheld 17 State / Payer's State Mumber 18 State income
0.0 - 0.00
rl_',_;-;- 15a Section 4094 deferrals 15b Section 4034 income Q
=) 0.0 0.00 n.00 - 0.00
BT
1095 & 10598 Forms
e
% Fill in recipient(s) amounts (for
1095 Form e?(ample: Rents, Royal.ties), and
i 10 click “Save." Repeat this step for

all other recipients you have
added
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Company Tools ImportData ExportData  E-Filing RS & 55A Instructions 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Farm 1093-MI5C Farmn Tupe
l Select ] l Fext ] lF‘revinus] l Save ] l Clear ] I Frirt I Create PDF 1093’z | Related Tazks |v| Select
i
P
L "'y Payer's name, street addressz, city, state, zip code, and Tel. #
Comparry : 1 Rents OME Mo, 1545-0115
|Sample | 500,00
9 |123 Main 5t | : 20458
|
% — = Form 1089-MISC
4 . |chicago [ [IL
; : 4 Federal income tax withheld
Esagloye ([521) 467-5974 | =
b h}\ 5 Fizhing Boat proceeds & Medical and health care payments
PAYER'S Federal ID number RECIFIEMT'S ID mumber
; Q.00 Q.00
| 542897451 | 123456789 |
1099 &\'IDBE He-e:::ipierﬂs FECIFIENT'S name A 7 Monemployee compenzation 8 Substitute payments in lieu of dividends or interest
| ek ! .00 .00
m\ |Smith | 3 Paer made diect sales of 10 Crop insurance proceeds
i ’ : $5.000 or mare of congumer
i Street address (including apt. no.) Crdictata S e for bl 0.0
W2 Fnrrn.s l | 1 12
| | [om | | |
l = Lity. state, and ZIF code 13 Excess golden parach. 14 Grozs proceeds paid to an attormey
= ' [ [l '
VE) | ] | 0.00 0.00
Aecount number [optional] FATCA —md TIM
W3 Form | | ] Filing REQ O ngt. 16 State tax withheld 17 State / Payer's State Mumber 18 State income
0.00 - 0.00
‘.f—:‘-\ 15a Section 4034 deferrals 150 Section 4034 income Q I
|
e 0.00 Q.00 .00 - 0.00 ‘
1099 & 1098 Forms
oy -~
1096 Form
1 1] b
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Company Tools

Import Data  Export Data  E-Filing

IRS & 554 Instructions 1

Select Recipient(s)

Shortcuts

Py
Compary

™

Employees

al l“l\
m

1099 & 1098 Recipients

1099 & 1038 Forms

e
=

——

=

- 1 1 9
Print 1099 Forms

| Step 1: Please select the recipients you want bo print 1099 Farms for

Select | Recipient's ID # Recipient's Name (Line One) Recipient's Name (Line Two)

l Select Current Recipient Only ]

E556687788 Sample

1

[ Select &ll Recipients l

[ Select Mone

[ Find Recipient

[ Select Recipient Bange l

Step 2 Pleaze select the type of 1099 Form copy wou want to print

I Mark as CORRECTED

(@) Print a recipient / payer copy:

Copy B-Far F'.alrl[,'lE: QrTOWEr
() Print DATA OMLY on a preprinte Copy C-Far Recipient/Lender
Ingtructions for Copy B
Ingtructions for Copy C

S5M must be formatted as

Furnish CDD_',J B of this form to the & CIpIEnr O FEnTaan T 20T

to file electranically.

task Recipient's S5M on Copy B
e Fon this option bo work,

File: Copy & of this form with the IRS by February 29, 2016, If you file electonically, the due date is March 31, 2016, You can use W2 Mate Option #4 [Electronic Filing] in order

Step 3: If pou are printing ot a pre-printed form, pleaze specify the harizontal and vertical offsets fo] printed data

Haorizantal [inch) ‘ertical [inch

@ Move data ta CIICk
li ' If printing a Recipient copy on blank

ertical space between forms (D0 NOT change unless you have to)

Move data to

paper.

20




(@ sample - W2 Mate (2015) =l B

Company Teools ImportData ExportData  E-Filing IRS & 554 Instructions 1099 Emailer Help  Order Supplies

Shortcuts |

i | M e Employes

ey Pint 1090 Forms I =, | |

| Sart Emplovess By [SSN T]

| todify Employes | D elete Employes

Compary Step 1: Pleaze zelect the recipients pou want to print 1093 Forme for
Y Select ‘ Recipient's ID # | Recipient's Mame (Line One} | Recipient's Name (Line Two) | l Sofoct Cuttent Recipient Ol l
1 D REREETTEE Sample
Select All Recipientz
R = >
Employees

.
Click

l ;\ inti . FRecipient Fange
Hiﬁ If printing on pre-printed Laser Forms. e

i Recipient

1099 & 1098 Recipients 21
Step 2 Pleaze zelect the type of 1099 Form copy you want to print

bark az CORRECTED
? () Print & recipient / payer copy: | Copy B-Far Payer/Borrawer v - | | Mask Recipient's 55N on Copy B
‘ T T —
S 4 (@ Print DATA ONLY on a preprinted form [IRS Copy & on red-ink form or any other copy on pre-printed form] SIS0 for this option to work
W2 Forms

Furnish Copy B of thiz form o the recipient by Februar 1, 20018,

l é' File: Copy & of this form with the RS by February 25, 2006, If vou file electronically, the due date iz March 31, 200E. *ou can use W2 Mate Option #4 [Electronic Filing] in order

to file electronically.

= Step 2 If you are printing on a pre-printed form, pleaze specify the hanzontal and vertical offsets for printed data
W3 Form Harizontal [inch] Wertical [inch] Yertical zpace between formz [D0 NOT change unless pou have to)
g _,'Q\ (0 Mave datata the LEFT — () Mave data LIP Space bebween firgt and gecond form. Default iz 1.0 Inch 1.00
f '_.". 000 n.an
= (@ Move data to the RIGHT (@) Mowe data DOWN Space between second and third farmn. Default iz 1.0 Inch 1.00
1099 | i
10593 & 1098 Forms

Canicel

O,
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Print * S u
e

Prirter
Name:  |Send To OneNote 2010 »| | Propetties... |
Status: Ready

Type: Send To Microsoft OneMote 2010 Driver

Where:  nul;

Comment: Prirt to file

Prirt range Copies

@ Al Mumber of copies: 1 B |
Fages  from:; | | o | |

Collat
Selection jﬂ jj jﬂ = )




Congratulations. You know how to
Create, Populate and Print 1099-MISC
Forms!

www.W2Mate.com 1-800-507-1992




