How to Create a New Recipient

Make sure you have the correct Company open inside W2 Mate

1. Click 1099 & 1098 Recipients in shortcuts

2. Click New 1099/ 1098 Recipient

T Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts
N [ New 1039 / 1098 Recipient “ Modify Recipignt ‘ l Delete Recipient ‘

Sort Recipients By, | Recipient's Name [Line One] v]

F‘l
= ‘E-/ |dentification Nurmber Mame [Line
Company 1 777689399 Jane A Test

2 993887777 John @ Doe
%

i <

1099 & 1098 Recplents

Name [Line Twa) Account Number

_~ Click 1099 & 1098 Recipients Click New 1099/1098 Recipient

1095 & 1098 Forms

e
e

1096 Form
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3. Select type of Forms this recipient will receive

Company Tools

Import Data

@ Example Company - W2 Mate (2017)

Export Data  E-Filing

IRS 8t SSA Instructions

Quality Control

1099 Emailer

Help  Order Supplies

Shortcuts

g
10

Company
&
Employees

Lot

itk

1099 & 1098 Recipients

| Mew 1093 / 1098 Recipient I l Modbﬂecbiem] l Delete Recipient l Sort Recipients By: | Recipient's Name [Line One) v]

wmanee  Select type of form(s) for new recipient | 3

Recipient's Tax |dentification #

Mame

Fiecipient Mame Line One [Examp

Address
Address 1

Identification Number Mame [Line One]
TETEEe9 Jane A Test
2 959887777
' New 1099 /1098 Recipient
General

Mame [Line Two) Account Mumber

sl

Types of 1099 / 1092 Forms Received
™ Foumn 1093INT -
=

[T Forn 1093-NT
[ Foun 1099-D1V
[T Fon 1098-R

™ Fourn 10995

™ Fosm 10987

[~ Fomn 1038

[ Foirn 10934,

[ Fom 1033-B

[ Fom 1093-C

[T Fourn 1099-PATR

2nd TIN nat.

a

Account # [optional]

| Mame Line Two [optional, use if you need to)

Emal Address [Optional)

Adelress? (anly used when "Typad [ Foim 1033-0ID 54ISC")
™ Fom 1038K This feld is useful i you wank to buk emad
10932 using "1093 Emailer” software.
City State Zip cods Foreign Country
2 e
Cormmon 1033-MISC Payments

The boxes below can be used o enter common amounts reported on form 1033-MISC. Use the 1039 & 1038 Forms" screen, if you
reed to repot / edit any other amounts on form 1093MISC or any other form such az 1095-INT.

Box 1- Renks:

a0

Box 7 - Nonemploves compensation

0.00

|| Recipient is inactive [exclude from 1099 forme, 1096 form and 1099 electronic filing]

[Loc ] |

Cancel ]
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4. Complete Recipient’s data

5. Click OK

) Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAlnstructions Quality Control 1099 Emailer Help  Order Supplies

Shorteuts
| Mew 1095 / 1058 Recipient | I todify Recipient l l Delete Recipient l Sort Recipients By: |_He|:ip'|erl‘s Mame [Line One) "]
3
= ! |dentification Mumber Mame [Line [ e mber
Compary e s 1., Complete New Recipient data | 4
\ 2 999837777 John @ Doe 1
%. New 1099 / 1098 Recipient ¥ =
! General
Employees Fiecipient's Tax |dentification #  Types of 1093 / 1038 Forms Received Account # [optional] 2nd TIN net.
| I~ Form 1099MISC [=) &
’ l'o\.‘
“Ih Marne
Recipient Name Line One [Example: John Doe) Fiecipient Mane Line Two [optional, use if you need to)
1095 & 1098 Recipients
Address
Auddress 1

Email Address (Optional]

Address2 [only used when "Types of 1039 Forms Recerved'' is "Form 10934I5C")

This field is useful if you want to bulk email
10995 wsing "1099 Emailer” software.
City State Zip code Foreign Couniry

S | Non-US Address What s 1099 Emailer?

™=
Common 1093MISC Payments
. - The boxes below can be used to enter common amounts reported on form 1099-MISC. Use the 1099 & 1098 Forms" screen,  you
1059 & 1098 Forms need toreport / edit any other amounts on form 1033-MISC or any ofher form such as T099NT.
@_\‘ Box 1- Rents: Box 7 - Monemployes compensation
) 000 000
1096 Fom

.| Recipient is inactive [exclude from 1099 forms, 1096 form and 1093 electronic filing]

ClickOK | g

DK Cancel
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