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How to Send Emails through
1099 Emailer in W2 Mate’

Start by Opening
W2 Mate®
Program

www.W2Mate.com




1099 Emailer is a bulk email sending utility
that allows users to automatically batch

send volumes of 1099, W2 and 1098
forms in PDF format via email.

**NOTE** Please note that in order
to use this feature you must
purchase 1099 Emailer of the
same year of W2 Mate. Also you
must have W2 Mate Option #6 to
create the PDF’s that you want to
send.
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Company a Employes's social security nurmber E-DDD-DD-DDDU | 1w ages, ips, other compensation 2 Federal incolhe tax withheld 9)
b Ernplayer identification number 500.00
N |54-289?451 | 3 Social security wages
% 0.00
| ] o Employer's name, addresz, and ZIP code 5 Medicare wages and tips 2
Employees |Sample | | oo 0.00
n 1123 Main St l 7 Social zecurity tips 8 Allocated tips
N1 i i 0.00 0.00
Iu:hiu:agu:u ||IL | iEDdEE | Eox 9 [EIC payments] has been 10 Dependent care benefits
: deleted from the *w/-2 Farm 0.0
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e_T 14 Other
l b E 12c 0.00
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If you want to send 1099’s in the emailer continue

on these steps. If not skip to slide 8.
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Long-term [

3 Basis reported to IRS [

& Check if noncovered
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The following steps are the same for either 1099’s

or W2's. The slides will show examples through
W2’s but follow these same steps for 1099’s.
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Company Tools ImportData ExportData E-Filing  IRS & 554 Instructions 1099 Emailer Help  Order Supplies

Shortouts | ’_ Emnployes

ok Choose a location where you oEwz | Roied Tasks I

Create PDF W2's

129

would like to save the PDF’s
This feature allows fol can then be securely -
Cﬂl‘l‘lpan‘f sent to consenting employees instead of paper copies (W d . The electronic version hheld g
of the Form W-2 (PDF file) generated by W2 Mate contains all requirel information and complies with applicable reveS@rocedures relating to
substitute statements to employees,
N held
Step 1 Select Qutput Folder Name (What is the name of the folder where the PDF files will be created)
L ’ Output Folder Name: C:Wsers'\Public\Documents Browse. ..
Emplovees
Step 2; Set Password Options (Do you want W2 Mate to set passwords for the output files? If Yes, what passwords to use?)
ol ’ "l @ Do not use a password.
(7) The password is the S5N (induding dashes). efits
() The password is a combination of the S5M and the employee's address city name (in lower case and no spaces).

= -
1099 & 1098 Recipients Ex.: if the employee's 55N is 333-85-7832 and the dty name is "Des Moines™,
then the resulting password is "333-85-7832desmoines™ (without the quotes).

m\ Step 3: Select Employees (Which employees do you want to create the PDF W2's for?) ¢
i
i Select ‘ 55N # First Name liddla tlams asthiac
e 1 2 Step 2 allows you to set a
2 E Q00-00-0000 Eric y
s 000900000 Seof password on these PDF's.
1 |4 000-00-0000 Tom
5 |4 000-00-0000 Robert
6 [ 000-00-0000 George
1099 Emailer Options Local Tax
Import generated PDF files along with recipient email addresses to 1099 Emailer utility. [ What is "1095 Emailer” ? ] =, Type
Create PDF W2's [ Cancel ] -
=
4 mn k
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Company Tools ImportData ExportData E-Filing  IRS & 554 Instructions 1099 Emailer Help  Order Supplies

Shortcuts | Emplayves Wi
Select I et ] [ Preving ] = l I Clear ] I Erint l I Create POE W2 J Felated Tasks |
" Create PDF W2's === =

L H
»
Iy
TS, This feature allows for the creation of PDF W2's { Employee copies of W-2 Form in Adobe PDF Format). The resulting PDF files can then be securely -
Compary sent to consenting employees instead of paper copies (W2 Mate does not automatically send the files, it only generates them). The electronic version @d g
of the Form W-2 (PDF file) generated by W2 Mate contains all required information and complies with applicable revenue procedures relating to
substitute statements to employees,

N held
% Step 1 Select Qutput Folder Name (What is the name of the folder where the PDF files will be created)

Browse...

* S QOutput Folder Mame:

‘Select all the
A0 NNl recipients/employees that you
SRS want to create these PDF's for s

- i () The password is a combination of the SSN and the employee's addf®ss city name {in lower case and no spaces)
1099 & 1098 Recipients Ex.: if the employee's 55N is 333-85-7832 and the dty name is "Dds Moines™,

then the resulting password is “333-85-7832desmoines™ (withou

Step 2; Set Password O

w12
m\ Step 3: Select Employees (Which employees do you want to create the PDF W2's for?) oLnk
i
Select ‘ SSN# First Name Middle Name Last Name ‘ i 00
m Furrn; 1 o 000-000000  Ann James o0
2 E Q00-00-0000 Eric Sullivan Select All I
! 3 E Q00-00-0000 Scott Smith DD
l = 4 |z ‘000-00-0000 Tom Young
5 | 000-00-0000 Robert Young select Al with oo
|| 6 | 000-00-0000 George Orange i Valid Email
W3 Form
1099 Emailer Options Local Tax
— Type
Import generated POF files along with recipient email addresses to 1099 Emailer utility. [ What is "1099 Emailer” ? ] | P

Make sure this is check to

import these PDF’s into the
emailer

9
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Compal ; 1099 Emailer | Help  Order Supplies

cuts What is "1099 Ernailer” software?
General Information | W3 Information | 1096 Infor Launch 1099 Ernailer '
Pﬁy Employer's Mame / Filer's Name:  Sample
I:Qmpan}r. Address 1 123 Main 5t

Address 2:

N
& Ciy: chicago

S, e ZIP or Po

Employee
Courtry: United States
. W
LT i . B4.2097451 Please remember
Employer Identification Number: o ik the
: 123456 "Update" button
: y Employer State 1D: B e
s R ol Social Securty # (I Applicable): changes

(L)

Database File Path ‘C3"-.LIsers"-.F‘uI:uIic:"-.Dnu:umerlts"-.‘."a'E Mate 2015%Sample pmt |

{read-onby} |
W2 Forms
l _3. ’ Update ] ’ Rezat ] ’ Clear
W-3
= = Current comparny name iz : Sample
W32 Form

You can create a new company by selecting "Compary > Mew' from the top menu.

=a You can open a different company by selecting "Cormpany > Open'' from the top menu. wz M ate 20 1 5

e —

1059 & 1038 Foms

e
=
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1056 Form




Click “Batch Send Emails” to send the PDF’s to their recipients.
If this is your first time doing this, then the next box that will appear
will ask you to set up the emailer settings.

Recipient Mame Company Mame Recipient Email Recipient Tax ID Email Send Result

= Sample Sampler Sample sampler@mail.com 000-00-0000 Unsent I

The recipients/employees
will appear in the box

00:53:50 PM Found 1 recipients
00:54:58 PM Please start by configuring email settings
01:21:12 PM Please start by corfiguring email settings

4

1099 Emailer

1099 & 1098 Forms n.0o 0.00 0.00 0.00

e
=
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Company Tools ImportData ExportData E-Filing IRS & 55A Instructions 1099 Emailer Help  Order Supplies
Shortcuts | — Emploges Enter the email information that you
) ( Select wish to send the PDF’s from Related Tasks |
r E;y &}, Settings

R Email Server Settings | Email Template and Email Throtting |

i @
Internet Mail Server Settings (SMTP Account Settings)

b py— d
q Sender Mame: Your Mame Sender Email Address: Your_Email@gmail.com

e Authentication Method: [ALItO Detect

'] Use "Auto Detect” if you don’t know which option to pidk.

QOutgoing Mail Server Login Information {user name and password used to log into sender’s e-mail account)
L b

IUsername: Your_Email @gmail.com Password: sreeen

—_—

1099 & 1098 Recipient

QOutgoing SMTP Mail Server Information

m\ SMTP Server Mame [ Address: smtp.amail.com

“ SMTP Mail Server Port Mumber: 455

Wokoms || comectonseat Enter the senders email and
q -8 password

[ Try to Detect SMTP Server Information

it

w-3 Delivery Status Motifications

W3 Form “ Mails delivered QK Mails not delivered Mailz Delayed

Local Tax
f e |

: QK
1095 & 1098 Forms |

e
)

R

10596 Form

I
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Mailz delivered OK

These settings are specific to your email, it
should auto populate depending on your

Mailz not delivered

email. But if not use the settings above for
gmail usage

Company Tools ImportData ExportData E-Filing  IRS & 554 Instructions 1099 Emailer Help  Order Supplies
Shortcuts | Emphjyeg Wi
: | Select | | [ et | | Presvious | Save | | Clear | | Pritt | | Create PDF W2's Felated Tazks |
L H -
s
t.r—“y a | 52 |'\
e el
Settings L J Y
Conpany | B S0 CER 7)
- Email Server Settings | Email Template and Email Throttling |
d
& Internet Mail Server Settings (SMTP Account Settings)
\: . Sender Name: ‘Your Mame Sender Email Address:  10ur_Email@gmail.com
Emplovees
Authentication Method: [Al-ltﬂ Detect v] Use "Auto Detect” if you don't know which option to pick.
LI
Qutgoing Mail Server Login Information {user name and password used to log into sender’s e-mail account)
B
S— lsername: Your_Email @gmail. com Password:  sesess
1059 & 1098 Recipien
2
Outgoing SMTP Mail Server Information It
SMTP Server Mame [ Address: smtp.gmail.com l Try to Detect SMTP Server Information ]
SMTP Mail Server Port Mumber: 455
Send Test Email ]
Connection Security: [SSLm.S (55L w2, 5 v]
Delivery Status Motifications
Local Tax

1 |g ..

—
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pany P P 9 P PP
Shortcuts Enter the email information that you
. ’
e B wish to send the PDF’s from Relaod Tasks |
i )
ray
Cﬂmpan‘_f Email Server Settings | Email Template and Email Throtting | g
\ Internet Mail Server Settings (SMTP Account Settings)
q Sender Mame: My Name Sender Email Address:  Myemail@yahoo.com
— Authentication Method: [AUTJ‘| LOGIM "] Use "Auto Detect” if you don't know which option to pick.
Emplovees

1"'}

—_—

1099 & 1098 Recipient

1095 & 1038 Forms {§

e
)

Cutgoing Mail Server Login Information {(user name and password used to log into sender’s e-mail account)

Username: myemail@yahoo.com

Password: [ITTITTTITY]

Cutgoing SMTP Mail Server Information

SMTP Server Name [ Address:

smtp.mail. yahoo.com [ Iry to Detect SMTF Server Information ]

SMTP Mail Server Port Mumber: 465

Enter the senders email and
password

Connection Securit

Delivery Status Motifications

Mails delivered QK [ Mails nat delivered [ Mails Delayed

Local Tax

I
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Company Tools ImportData ExportData E-Filing  IRS & 554 Instructions 1099 Emailer Help  Order Supplies
Shortcuts |

Employes W

| Select || P et ||F"revi-:uus Related Tazks

| Save | | Clear | | Fririt | | Create PDF 'w2's

T|

(7)

Email Server Settings | Email Template and Email Throttiing |

Internet Mail Server Settings (SMTP Account Settings)

Sender Name: My Mame Sender Email Address: myemail@yahoo.com

Authentication Method: | AUTH LOGIM * | Use "Auto Detect”if you don't know which option to pick.

COutgoing Mail Server Login Information {user name and password used to log into sender’s e-mail account)

Username: myemail@yahoo.com Password: T Y]

Cutgoing SMTP Mail Server Information

SMTP Server Mame [ Address: smtp.mail. yahoo.com [ Try to Detect SMTP Server Information ]

SMTP Mail Server Port Number: 465

| Send Test Email |

Connection Security: SSLTLS (55L w2, S v]

Delivery Status Notifications

Local Tax
Mails delive

These settings are specific to your 20
email, it should auto populate m
depending on your email. But if not
use the settings above for yahoo
usage




After you set up your email, Click

“‘Batch Send Emails” as you
originally did and send them.




Congratulations. You know how to
send PDF’s using the 1099 emailer!

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




