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How to Create and Print
1099-R Forms in W2 Mate’

Start by Opening
W2 Mate®
Program

www.W2Mate.com
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MNew.., Ctrl+M
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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
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Company Teools ImportData ExportData  E-Filing

IRS & 554 Instructions 1099 Emailer

Help Order Supplies

Shortcuts |
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General

Recipient's Tax ldentification #

Lna af 1099 41095 F F!m Account # [optional] 2nd TIM not.

0ooaaooooon

[ Form 1093-R

Fill in the
Tax Identification
Number

[~ Fomn 1099-MI5C
[~ Fom 1099IMT
[~ Fomn 109901

nt Hame Line Two [optional, use if you need tao)

[~ Fom 10995
[ Fom1098-T
[~ Fomn 1098
[~ Fomn 1093-4

[” Fom 1099-B

[~ Fomn1099-C

[ Fom 1099-PATR

Erall Address [0phanal)

[ Fomn 1099010 IS

8 Form 1093-K

Thiz field iz uzeful if you want to bulk. email

10599z uzing 1099 Emailer software.
Faorgign County

need ta repart £ ed

Choose their

Addrezz2 [onh used when "T_l,lpesl
\ i
) | &
i i
W2 Forms
» Coarnrnon 1099-k14
l E The boxes below ¢

Mon-US Address Ywehat iz 1099 Emailer?

= 1033 & 1092 Forme"' zcreen, if you

2
3\

Box 1- Rents:

Box ¥ - Monemployes compensation
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| |
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1095 & 1058 Forms

Recipient iz inactive [exclude from 1093 forms, 1096 form and 1033 electronic filing)
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e
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Company Teools ImportData ExportData  E-Filing
Shortcuts H1T -
Mew Employes FI” N ReCIDIent 0 : [SSN T]
& New 1099 / 1098 Recipient information =55
F B ]
\-—..-.E‘y_ General
Compary 1 Recipient's Tax [dentification # Types of 1099 / 1098 Fayms Received . [optional] 2nd TIM nat,
|| comosoanono ~ I - B
N 5 -
4 ame
5 Recipient Mame Line One [Example: John Doeg) Recipient Mame Line Two [optional, use if you need to]
Employes B
7
o '::"‘ g Address
19 Bizilzss | Eel] At (DBl
1099 &.:HHE Fbec: i 1 g g
pierts | Addreszz2 [only uged when "Typez of 1099 Forms Received” iz "Form 1093-I15C")
| Thiz field iz uzeful If you want ta bulk email
\ | 1093z using 1099 Emailer” software.
? || City State Zip code Fareign Country
i I - 7] MorelI5 Address wihat is 1099 Emailer?
W2 Forms
E Common 1099-MISC Payments
l — The boxes below can be used to enter commaon amounts reparted on form 1093-MISC. Use the "1033 & 1098 Forms"' screen, if you
E@ need to report / edit ang other amountz on formm 1099-k15C or any other form such as 1099-IMT.
W3 Form Baox 1- Rents: Box 7 - Nonemployes compensation
; ":\n Qoo 0.00
By
1069
e o [ Recipient iz inactive [exclude fram 1099 forme, 1096 form and 1099 electronic filing]
1059 & 1098 Forms
x.
1osc) J
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Company Tools

Import Data  Export Data  E-Filing

IRS & S5A Instructions 1099 Emailer

Help  Order Supplies

Shortcuts

129

Comparry

&

Employees

l'.;\f

1099 & 1098 Redipierts

1039 Recipient Forrn 1093-R Fom Type
I Select ] I et HF‘revinus] I Save ] I Clear ” Print ] [Ereate F'DF] Felated Tasks |T| Select

FPaver's name, street address, city, state, zip code, and Tel. #

!Sample

123 Main St

ichicaga

I |[eo458

|(521] 4875374

PAYER'S Federal ID number

RECIPIEMT'S 1D number

|54-2857451

| | 444657594

RECIFIEMT'S name

I.Jane Doe

Street address [including apt.

no.)

iEhicagD

I |[51478

10 Amount allocable to IRA
within & pears

11 1zt vear of desig. Roth
contrib.

n.aa

Account number [zee ing. |

1 Gross distribution
0.00

2a Taxable amount
0.00

2b Taxable amount
not determined =

3 Capital gain [incl. in box 2a)
0.00

5 Emploves contribs.
/Desig. Aoth contribs.
ar ingurance premiums

OMEB Ko, 1545-0118

2015

To Select a different form.

Click
[

4 Fed income tax

distribution

n.ao

£ Met urrealized
appreciation in
employer's securities

0.00 0.00
7 Distrbution codes  |RAMSEP.. 8 Otker 3
= 0.00 1]
9a™'our % of total digtribution 9b Total employes cont.
= 0.0o
12 State tax 13 State / Payer's state 14 State
withheld nurmber distribution
0.00 IL = | 123456 0.00
15 Local tax 16 Mame of 17 Local
withbizld locality diztribution
0.00 0.00
il
e
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Company Tools ImportData Export Data  E-Filing IRS & 55A Instructions 1099 Emailer Help  Order Supplies
Shortcuts ‘ 1099 R ecipient Forrn 1099-MI5C Form Type
LI 1 s r_hll [ i L[
- Select M Celect 1099 Form Tﬂv o . Related Taszks |v| | Select |
My =
R FPayer's name, =l | 1093 /1098 Form Tepe
Compary OMB Mo, 1545-0115
| Sample Please select the type of 1099 / 1093 form you would like to work with:
A 123 Main 5t 204158
(") Farm 1093-k15C
e = Form 1080-MISC
R chicago (") Farrm 1099-INT b e
Employees —— 4 Federal income tax withhe
[1621) 457597 ) Formn 1033-DIv |
1 _ £ Medical and health i
gl PAYER'S Fedef. © Form 1093R : DE ical and health care payments
Nl [Mﬂ () Farm 1099-5 :
1099 & 1098 Recipients RECIPIENT'S |} < Select your
Jane Doe 7 Farm 1098-T
m ) Form 1098 0 Crop inzurance procesds
u Street address (|0 @ Forrn 1099
et 332 Line Driv Lol
orms |
() Farm 1099-B
l; City. state, and“ ) Form 1099-C 4 Grozs proceeds paid to an attorney
— Chicago
W-3) — ) Fom 1093-PATR 0.00
> = Accaunt nurmb l 7
W3 Fom 7 Form 1099-010 er's State Humber 18 State income
. ! i 0.00
== 155 Section 40) ©) Form 1093:K
= 0.00 ' 0.00 ‘
1095 & 1098 Forms
1096 Fom = 5
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Company Tools

Import Data Export Data  E-Filing

IRS & 55A Instructions

1099 Emailer

Help  Order Supplies

Shortcuts

Il
Company
)

Employees

1059 & 1098 Recipierts

m\‘

=

W2 Forms

1093 Recipient

Payer's name, street address, city, state, zip code, and Tel. #

S arnple
[123 Main St

:chicagu

(521 4875974

PAYER'S Federal ID nurmber

[54-2897451
RECIPIENT'S name
éJane Doe

Select your

Recipient

[l ||6o4se

RECIPIEMT'S 1D murmber

[ 444EE7334

Street addresz [including apt. no.)

332 Line Drive

City. ztate, and ZIFP
?Chicagu

10 Amount allocable to IRA
within 5 pears

Account number [zee inzs.]

1L (51478

11 st pear of desig. Roth

contrib.

] I Create PDF ]

Faorm Type

Related Tasks | . | Select

1 Gross distribution
0.00
2a Taxable amount
0.00

2b Taxable amount
not determined E

3 Capital gain [incl. in box 2a)
0.00

5 Employee contribs.
/Dezig. Roth contribs.
or INgurance premiums

0.00

7 Distrbution codez  |RASSEP. .

=

9a“rour % of total distibution

k4

12 State tax

withheld number

13 State / Payer's state

CME Mo 1543-0113
2018

Fomn 1099-R

Total
digtibution [

4 Fed income kax
0.00
E Met unrealized

appreciation in
employer's secunties

0.00

8 Other x
0.00 il

9b Total employes cont.
0.00

14 State
distribution

0.00 123456 0.00

15 Local tax 16 Mame of
withheld lozality
0.00 I

17 Local
distribution

0.00
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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 Import Data ExportData E-Filing IRS & 554 Instructions 1099 Emailer Help  Order Supplies
Shertcuts | 1099 Recipient Form 1095-R Form Type
a | Select | | [ et | | Previous | | Save | | Clear | | Frint | | Create FDF | Related Tazks | *| Select
-
Py
Company Paver's name, street address, city, state, zip code, and Tel. #
|S I | 1 Grozs digtribution M Mo, 1545-0118
A bl 0.00
123 Main 5t | 2015
| | 2a T awable amount
T— 0.00 &
Employees | chicago | |||_ ”50455 | Fom 1009-R
[ ¥ 2b T axable amount Tatal
.8 'h\ R R | nat determined distribution
PAYER'S Federal ID number  RECIPIENT'S ID number 3Capital gain incl. inbo 23] 4 Fed income tax
—_— [ 0.00 n.ao
1099 & 1098 Recipients |54-2897451 | |444667834 | |
RECIFIEMNT'S name 5 Emplapes contribs, E Met unrealized
. o [Jare Do /Desig. Roth contribs, appreciationin
[ w.2 | l o iNzUrahce premiums employer's securities
s
‘ | | 0.00 n.ao
i 2 Street address [including apt. no.) T
W2 Forms (332 Line Drive | ¢ Distribution codes  |RA/SEP... 8 Other %
" [ n.ao 1]
lE City, state, and ZIP 9a“our % of total distribution 9b Total employee cont.
[ Chicago [[IL |[51478 5 0.00
2 | J
W3 Form 10 Amount allocable to IRR 11 1zt wear of desia. Roth 12 State tax 13 State / Paver's state 14 State
within & years cantrib. withkeld rumbier diztribution
(=m| 0.00 ~ | 123456 0.00
]::!J 0.00 IL
Account rumber [see ing.) 15 Local tax 16 Mame of 17 Local
o 7} withkeld lozality diztributian
1059 & 1058 Forms |
Q.00 Q.00
= 17
1096 Fom Fill in recipient(s) amounts (for
example: Taxable amount, Gross

distribution), and click “Save."
Repeat this step for all other
recipients you have added.
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RECIPIENT'S name
[Jane Doe

Street addresz [including apt. no)
332 Line Drive

City, state, and ZIP
Chicago

10 Amount allocable to IRA
within & pears

Account number [see ins.]

1L (51478

11 1zt pear of dezsig. Roth

contrib.

5 Employvee contribs.
/Desig. Roth contribs.
o iNEUrance premiuims
0.00

¥ Distrbution codez  |RASER. .

=

9aour % of total distibution

4

£ Met unrealized
appreciation in
employer's secunties

0.00

8 Other -4
0.00 0

9b Total employes cont.
0.00

12 State tax 13 State / Payer's state 14 State
withheld number distribution
0.00 123456 0.00

15 Local tax 16 Marme of 17 Local
withheld lozality diztribution

0.00 i 0.00

Company Tools Import Data ExportData  E-Filing  IRS & 55A Instructions 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 1099-R Farm Tppe
- Select I Plext ] Previous Save Clear I Print I Create PDF | Related Tasks |T| Select
Iy
Compary FPayer's name, street address, city, state, zip code, and Tel. #
F 1 1 Grozs distribution OMB Mo, 1545-0112
K ;_S ample
1123 Main 5t 2015
Rtk ot
Employees i.chicagu [ [IL Forn 1088-R
P — Total
3 .:\ (R not determined E distibution [T
[ '
PAYER'S Federal ID number  RECIPIENT'S ID rurber 3Lapital gain lincl inbow 2a) 4 Fed income tax
- ~ L 1 | 0.00 0.00
1099 & 1098 Recipierts izt Rl
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Company Tools ImportData ExportData E-Filing IRS & S5AInstructions 188SY=1[=Ye3 Recipient(s)

Shortcuts r — 19

i B

ii Print 1099 Forms o
Iy

Recipient's ID #

Recipient's N Line O Recipient's N Line T .
P ecipient's Name (Line One) ecipient's Name (Line Two) lSeIect EurreanemplentDnIy]

1 E 555887788 Sample
\ [ Select Al Recipients l

[ Select Mone l
Employees [ Select Recipient Range l
Find Recipient l

| l::‘ [

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

1099 & 1098 Recipierts | [ Mark as CORRECTED

I FAICE 2 2 3 U TS ' . task Recipient's S5 on Copy B
\ Capy B-Far Payer/B ormaower S5M must be formatted as

= () Print DATA OMLY on a preprinte Copy C-For Recipient/Lender 3043043000 for this option ta wark
i Ingtructions for Copy B
Instructions far Capy C
| i | Furnish Copy B of this form to the reﬂﬁ.&fﬁ Lli'nlscsrua?:,l?}: TEUTE
W2 Forms 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 you are printing on a pre-printed form_ol=aze

w-3 Haorizantal [inch) ave ko)

VW3 Form Move data tg
: o |f printing a Recipient copy on blank
== [ paper.

1099 & 1038 Forms ——

ioochd
-
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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
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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-R
Forms!

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




