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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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Go to > Company > Open Go to > Company > Open 
1 

Select a Company to open Select a Company to open 
2 

Click > Ok Click > Ok 
3 
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Click > W2 Forms Click > W2 Forms 
4 

Click > Create 

PDF W2’s 

Click > Create 

PDF W2’s 
5 
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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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Click  > 1099 & 

1098 Forms 

Click  > 1099 & 

1098 Forms 
4 

Click > Create 

PDF 

Click > Create 

PDF 
5 
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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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Step 2 allows you to set a 

password on these PDF’s.  

*This is optional* 

Step 2 allows you to set a 

password on these PDF’s.  

*This is optional* 
7 

Choose a location where you 

would like to save the PDF’s 

Choose a location where you 

would like to save the PDF’s 
6 
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Make sure this is check to 

import these PDF’s into the 

emailer 

Make sure this is check to 

import these PDF’s into the 

emailer 
9 

Select all the 

recipients/employees that you 

want to create these PDF’s for 

Select all the 

recipients/employees that you 

want to create these PDF’s for 
8 

Click > Create 

PDF W2’s 

Click > Create 

PDF W2’s 

10 
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Click > 1099 Emailer Click > 1099 Emailer 
11 

Click > Create 

PDF W2’s 

Click > Create 

PDF W2’s 
12 
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The recipients/employees 

will appear in the box 

The recipients/employees 

will appear in the box 

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.   

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.   
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14 
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Enter the senders email and 

password 

Enter the senders email and 

password 
16 

Enter the email information that you 

wish to send the PDF’s from 

Enter the email information that you 

wish to send the PDF’s from 
15 
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These settings are specific to your email, it 

should auto populate depending on your 

email. But if not use the settings above for 

gmail usage 

These settings are specific to your email, it 

should auto populate depending on your 

email. But if not use the settings above for 

gmail usage 
17 
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Enter the senders email and 

password 

Enter the senders email and 

password 
19 

Enter the email information that you 

wish to send the PDF’s from 

Enter the email information that you 

wish to send the PDF’s from 
18 
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These settings are specific to your 

email, it should auto populate 

depending on your email. But if not 

use the settings above for yahoo 

usage 

These settings are specific to your 

email, it should auto populate 

depending on your email. But if not 

use the settings above for yahoo 

usage 

20 
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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! 


