How to Create, Populate and Print 1098-T Forms

Make sure you have the correct Company open inside W2 Mate

Note: In order to use this feature you must purchase and enable W2 Mate Option #5 for
Additional 1099 forms

1. Click 1099 & 1098 Recipients in shortcut

2. Click New 1099/1098 Recipient
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3. Choose Form 1098-T

Company Tools Impoert Data

@ Example CompanySsecond name - W2 Mate (2017)

Export Data  E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
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Common 1099-MISC Payments

The boxes below can be used to enter common amounts reported on form 1093MISC. Use the "1099 & 1098 Forms" screen, if you
need to report / edit any other amounts on form 1093-MISC or any other form such as 1093INT.

Box 1- Rents: Bow 7 - Monemployes compensation
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4. Enter New Recipient information

5. Click OK
@ Example CompanySsecond name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts
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Compzy 1[ New1099 /1098 Recipient
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

e
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1096 Form
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10994 1098 Recipients RECIPL Click 1099 & 1098 Forms | 6
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1 12
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8. Select Form 1098-T

9. Click OK

@ Example CompanySsecond name - W2 Mate (2017)

Semvice Provider/fcct, Mo, [zeg]

() Form 1099-PATR
() Form 1089-01D

() Form 1035

Click OK El

[ Cancel ]

Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts Recipient Form 1093-T Farm Type
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Employees |Chicago ) Fom 1039MISC Lo
N ©) Form 10334NT Select Form 1098-T
[} ]
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1099 & 1098 Recipients © Fom 1039R .
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Form Recipient ) Form 1089-5
@ Form 10987
Street address (including apt. no
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pox 1 o1 2
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- period beginning
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10. Click Select under Recipient

11. Select 1098-T Recipient

12. Click OK

[on) Example CompanySsecond name - W2 Mate 2M7
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1096 Form

Company Tools Import Data ExportData  Click Select | 10 | Quality Control 1099 Emailer Help  Order Supplies
Shorcuts | Recipient Form 1098-T Form Type
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13. Fill in recipient(s) amounts (for example: Payments received for qualified tuition, Amounts
billed for qualified tuition, etc.)

14. Click Save

Note: Repeat this step for all other recipients you have added

%' Example Company$second name - W2 Mate (2017)

Company Teols ImportData Epe Click Save | 14 mctiens Complete Information for Recipient | 13

Shorteuts | Recipient Form 1033-T Form Type
/:Q\‘ sekect || New ||[Previous | T save | [ cear || Pint Cieate PDF | Reated Tasksj.‘ [ Select

Py

Company FILER'S name, street address, city, state, zip code, and Tel #
1 Papments received for qualified
Example Company$second name o and relaked symensss OMB Mo, 1545-1674

\ 123 Mam )
% o 2047

2 &mounts billed for qualified

Employees Chicago IL BOE05 tuition and related expenses -
Form o
0.00
o8 .'}
ﬂ'" FILER'S Federal ID number STUDENT'S taxpayer 1D no. 3 Check if you have changed vour repaiting method for 2017 [
987654321 O
1099 & 1098 Recipients i i
STUDENT'S name 4 Adpastments made for a prior pear 5 Scholarships or grants
Form Recipient 0.00 0.00
" £ Adjustments ta
Street address [including apt. no.] *
scholarships o grants 7 Check this box if the
far a priar year amount in box 1 or 2

includes amaounts for an
academic period beginning
City. state, and ZIP 0.00 January - March 2018

. . . ; 10 Ins. contract reimb./refund
Service Providersbect. No. [see instr] & Check if at least g[gﬁ;’tﬁ'&idmt & 0.0
half-time student :
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15. Click Print

16. Select Recipients

17. Select copy to print

Note: To print a Recipient /Payer copy to blank paper choose the copy to print from the

drop-down menu
To print the data on the preprinted IRS red form chose Print DATA Only

18. Click OK

@ Example CompanySsecond name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Cllck Prlnt 15 Help  Order Supplies

0K

Sonity | Recipient Foim 10987 Fom Type
/Q [ Select ] I Mext I I Previous ‘ Save I \ Clear ‘ Print | I Create PDF | Related Tasks ‘ - Select
Ly
Company Print 1099 Forms 25
\, Step 1: Please select the recipients wou want to print 1093 Forms for
% Select ‘ Recipient's D # Recipient's Name (Line One) Recipient's Name (Line Twa) Select Cunient Fiecipient Oy
10 s878%2321 Form Recipient |
Employees 2 O 777885988 Jane A Test Select All Recipients
I"'\.\ 3 0O 999887777 John Q Doe —
“m _e ect Hone
1039 & 1038 Recipierts Select Recipients | 16 Select copy to print | 17
N Find Recipient
=
vl
Step 2: Please select o COpY you want ko print
W2 Foms _ ! [ Mark as CORRECTED
Ié ) Print & recipient / payer copy: | Copy B-For Student 7] Mask Recipient's Ta 1D N
= Copy B .
@ @ Piint DATA ONLY on a preprnted form [IRS Copy & on red-ink form or any ather copy on pre-printed form] —
W3 Form Fusnish Capy B of this form to the recipient by January 31, 2018
A Fike Copy & of this form with the IRS by February 28, 2018, If you file electiorically, the due date is Apil 2, 2018, Y ou can use W2 Mate Option #4 [Electronic Fiing) in osdet to
B file electronically.
Click OK | 18
1[399;! 1098-Fnrrns Step 3 If you are printing on a pre-pinted form, please specify the homzontal and vertical offsets for pinted data
Hornizontal [inch) Wertical [inch) o eh forms [D0 NOT change unless you have ta)
000 () Mave datato the LEFT oo ~ Move dala UF Space een first and second form. Default is 1.0 Inch 1.00
©) Mave data to the RIGHT @ Move data DOWN between second and third form. Defaultis 1.01nch 100
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19. Select the correct printer

20. Click OK

@ Example Company$second name - W2 Mate (2017)
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1099 & 1098 Forms
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