How to Create, Populate and Print 1098 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

T Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts ‘ .
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pa
L=y |dentification Number

Company 1 777883939
2 993887777

g N 3 123456789

Employees
A\,
LN
e

lossa o eceets TSNS Click 1099 & 1098 Recipients Click New 1099/1098 Recipient
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3. Choose Form 1098

@ Example Company$second name - W2 Mate (2017)
Company Tools Import Data Export Data E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer Help Order Supplies

Shortcuts

| Mew 1083 / 1093 Recipient | [ Muodify Recipient l l Delete Recipient l ‘ Soit Recipients By: [Recipient's Mame [Line Onej V]
8
= _._’/ Mew 1099 / 1098 Recipient @
Company
General
N\, 1 Recipient's Tax |dentification # | Types of 1093 / 1098 Forms Received Account # (optional] 2nd TIN not,
%. ) ¥ Fom 1098 = a8
| _ I Fom 1033MISC
Employess Name r': Form 1098INT Select Form 1098 ' 3
\ Recipient Name Line One [Exampl r Eg:m ::ggggw ame Line Two [optional, use if you need ta)
LN ™ Form1093-5
“'" ™ Fom1098T
2
) - Address [~ Fom 10994
1 Recipi
pan e e Address 1 I” Fom 10338 Emai &ddress (Optional)
[ Feorm 1093-C
™ Form 1093-PATR
Address2 [orly used when "Types [ Form 1033-01D MISC")
I”_Fom 1033K This field is useful i you want to bulk, email
10995 using 1099 Emailer” software.
City State Zip code Fareign Country

- [ MordJs Address What iz 1093 Emailer?

Common 1099-MI5C Payments

The boxes below can be uzed to enter common amounts reported on form T093-MISC. Use the "1099 & 1098 Forms"' screen, if pou
need to report / edit any other amounts on form 1098-MISC or any other farm such as 1099-IMT.

\. Box 1- Rents: Box 7 - Nonemploves compensation
1093 & 1098 Fom: - 7 r 7
s 0.00 0.00
u [] Recipient is inactive [exclude from 1099 forms, 1096 form and 1099 electronic filing]
1 Form

[ ok | | cece |
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4. Enter New Recipient information

5. Click OK

Company Tools

@ Example CompanySsecond name - W2 Mate (2017)
Export Data  E-Filing IRS 8 55A Instructions  Quality Control 1099 Emailer Help Order Supplies

Shortcuts
| Mew 1033 / 1038 Recipient | l Modify R ecipient ‘ l Delete Recipiznt ‘ Sort Recipients By [Fie-ci:ient's Name [Ling Ong) ']
ra a
sy Enter New Recipient data | 4
\— New 1099 /1098 Recipient E
Company *
General
. Recipient's Tax ldentification #  Types of 1093 / 1098 Forms Received Account # [optional) 2nd TIN not.
%. g - o
Employees Mame
FRecipient Mame Line One [Example: John Dos) Recipient Mame Line Two [optional, use if you need ta)
lim. ..I\
1099 & 1098 Recipients fess
N o5 Email Address (Optional)
=
a Address2 [only used when "Types of 1093 Forms Received' is "Form 1033-4MISC")
Thig field is usaful if pou want to bulk email
W2 Foms 1099s wsing 1099 Emailer' software.
City State Zip code Foreign Country
l é E [T1NonIS Address ‘what is 1093 Emailer?
;mfg Fum Common 1083-MI5C Payments
The boxes below can be used to enter common amounts reported on form 1099-MISC. Use the 1099 & 1098 Forms" scraen, if you
E _-'.\ need to report / edit any other amounts on form 1099-4MISC or any other form such as 1093NT.

Box 1- Rents: Box 7 - Nonemployes compensation

000 _ 0.0 ~ ClickOK | 5

|| Recipient is inactive [exclude from 1099 forms, 1098 form and 1099 electionic Sl
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Contrel 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Forrn 1099-MI5C Foim Type
I Select ] I Mext ] [ Pravious ] I Save ] [ Clear ] [ Print ] [Creahe FDF 1099'9] Related T asks | 'l | Select |
iy
. Payer's name, street address, city, stale, zip code, and Tel #
Compary |Ehemple Company 1Rents OME No 1545-0115
N (123 Mam 0.00 Click Select
| 2 Ropalties @@ 1 7
, — 0o Fam 1099-MISC
-] [Chicago | i 0808
Employees ’—| 3 Other income 4 Federal income tax withheld
0.00 0.00
\ 5 Fighing boal proceeds 6 Medical and health care ents
st PAYER'S Federal ID rumber  RECIPIENT'S ID number g boslpe paym
: 0.00 0.00
| 777009999
= - — . 7 Nonemployee compensation § Substitute payments in lisu of dividends or interest
1099 & 1098 Recipients RrecPl Click 1099 & 1098 Forms | 6
Jane £ 20 PN 000 0.00
/ | 9 Payer made direct sales of 10 Crop insurance proceeds
Street address (inchudingpt. no.) ﬁga&:‘zr;ﬁ;?:?ﬁe O 0.00
[505 hain | 1 12
[ ] 0,00 |
. and ZIP codz 132 Ewcess golden parach. 14 Gross proceeds paid to an attomey
a00 |/ |[sos0s | 000 000
Account number (optional] FAT Ind TIN
W3 Fom T [l FiingoéEm O ngl. 16 State tax withheld 17 State / Payer's State Number 18 State income
0.00 - 0.00
'.'—"'- / 15a Section 4094 deferrals 15b Section 4034 income LJ
|== 0.00 .00 0.00 - 0.00 ‘
10989 i LJ
1099 & 1098 Forms
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8. Select Form 1098

9. Click OK

@ Example CompanySsecond name - W2 Mate (2017)

PAYER'S/BORROWER'S name
Fatm Recipient

() Form 10935

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shoreuts | Borrower Form 1098 Forrm Type
/@‘ | select || Newt |[Previous| | Save | [ ear || Print | [ceate PDF | Relaed Tasks '| [ setect |
Py

Ccrrq:uarn;I RECIPIENT'S/LENDER'S name, address, ar Select 1089 Form Type ﬁ

\ HE;jr:‘llple Company$zecond name 1033 / 1098 Form Type

& = Please selsct the type of 1039 /1038 form you would ke to work witk:

Employees Chicago | It Jec ) Form 1099:MI5C

o ! ©) Form 1033INT Select Form 1098 | 8

pain
'Hh Lender's Federal ID & Bomower'S () Form 1033DIY

1 ) 937654321

1095 & 1038 Recipients | © Fom 1033

© Form 10987 piums
Street address (including apt. no.) N
@ Form 1033
() Form 10934 —
City, state, and ZIP () Form 1093-B
' &
) Form 1093-C
10 Mumber of mortgaged properties I
i} () Form 1093-PATR
11 Other ) Form 1033010 ClickOK ' 9
~ () Form 1093 E—
1099 & 1098 Foms Account number (see instuctions)
N [ ok Caneel
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10. Click Select under Recipient
11. Select 1098 Recipient

12. Click OK

[or] Example CompanySsecond name - W2 Mate (2017)

Company Tools ImportData Export Data CIickSeIect 10 Quality Control

1099 Emailer Help  Order Supplies

Shorteuts | Borrower Form 1098 Farm Type
/ﬁ‘ Select Mext IP{eviwsl [ Save I [ Clear ] l l [C[eate PDF] Related T asks |'| Select
Pl
Company Select 1099 Recipient ||
N The list below includes ONLY the recipients who receive 1098 foms, since the 1033 Form Type" cunently selected is 1033.To
% change the 1099 foim type, please click the “Select"’ buttan under 1099 Farm Type™.
Employees |dentification Mumber Mame [Line One] Mame [Line Twa) Account Number
A\ 1 987654321 Form Recipient
LT 2 777589933 Jane A Test
) 3 939987777 John G Doe
. J 4 123456789 New Recipient
1099 & 1098 Recipients
S
[ wi-z }
i
Select Recipient | 11
W2 Forms
W3 Fon
Click OK | 12
= 2
1 ] |
1099 & 1098 Forms

o
=

% ok | [ Ccancel

1096 Form
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13. Fill in recipient(s) amounts (for example: Mortgage interest received, Points paid on purchase,
Refund of overpaid interest, etc.)

14. Click Save

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

T Example CompanySsecond name - W2 Mate (2017
Company Tools ImportData Ep Click Save | 14 jinstve Complete Information for Recipient | 13

Shortcuts | Borrower Forrn 1093 I Faim Type
/@‘ | Select Mext Previous ave l | Clear l [ Print U [Erea‘e F'DFI Felated Tasks |“ Select
ey

Company RECIFIENT'S/LEMDER'S name, address, and telephone #

OMB No. 1545-0001
Example Company$second name

% 123 Main 2017

— Farm 1098
Employees Chicago IL BOE0S
0 \ 1 Mortgage interest received from payer(z)/borower|z]
[} L
“'h Lender's Federal ID # Borower'S Taspayer ID # 0.00
- ~ 307654321 2 Outstanding mortgage 3 Martgage onigination
1099 & 1058 Recipients principal as of 1/1/2017 date [mm/dd/ywy)
PAYER'S/BORROWER'S name
Y Farm Recipient 0.00
.? 4 Refund of overpaid interest 5 Mortgage insurance premiums
L ‘ Street address (inchuding apt. no.) 0.00 0.00
W2 Forms & Points paid on purchase of principal residence
2, 0.00

City, state, and ZIP I3 address of property securing mortgage same as

m FAYER'S/EORROWER'S address |
W3 Form 10 Number of mortgaged properties 8 Address of property secuning mortgage [ses instructions)
=N 0
s 11 Other
9 property has no address, pravide description of the prapeity
1099 & 1098 Foms Account number (see instructions)
-
1096 Form
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15. Click Print

16. Select Recipients

17. Select copy to print

Note: To print a Recipient /Payer copy on 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

@ Bxample CompanySsecond name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SS5A Instructions Cllck Print 15 Help Order Supplies

\ 123458789 New Recipient

Select Recipients | 16 Select copy to print | 17

R
@ Print a recipient # payer capy: ‘Imt[uclions for Copy B ']

_ Print DATA ONLY on a preprinted form [|[RS Copy & on red-ink form or any other copy on pre-printed form]

Fumish Capy B of this form to the recipient by Januarp 31, 2018,

Step 2: Please select the type you want to print
[] Mark 2: CORRECTED

[ ] Mask Recipient's Tax ID Mumber
on Copy B .

File Copy & of this form with the RS by February 28. 2018 If you file electionically, the due date is &pril 2, 2018, You can use w2 Mate Option #4 (Electronic Filing] in ordsr to

=

Shorteuts | Bomower Fiorm 1033 Form Type
3 ™ Select Next Previous Save Clear Prirt Create FDF | Related Tatks Select
w -
11
Print 1099 Forms
Company
\ Step 1: Please select the recipients you want to pint 1093 Forms for
— ¥ — m - — e T
% Select | Recipient's ID | Recipient’'s Name (Line One) Recipient's Name (Line Two) | Select Cunent Recipient Only
1 D 887884321 Form Recipient
Employees 2 0 7i7229999 Jane A Test Select All Recipients
3 D ‘999887777 John @ Doe
o

Select Recipient Range

Find Recipient

@ Move dats to the RIGHT @) Move data DOWN

[ ok M cancel |

— file electionically.
]
T Click OK | 18
\- Step 3: If you are printing on a pre-printed form, pleaze specify the horizontal and vertical offsets for printed data
1059 & 1098 Forms Horizontal finch) Verlical (inch] Vertical space betwe: s (DO NOT change unless you have to)
@\ o Move data to the LEFT o Move data UP Space betwep#irst and second foim. Default is 1.0 Inch 1.00
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19. Select the correct printer

20. Click OK

@ Example Company$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help Order Supplies

Shorteuts | Borrawer Form 1035 Farm Type
= 4 | select || New |[Previous| | save || ciear || Pt | (ciesePoF| Retsted Tasks | | Select
sy

Company RECIPIENT'S/LENDER'S name, sddess, and telephons f

OMEB No. 1545-0901
lExampIe Company$second name

%: 123Mom | 2047

:

| ﬁ corm 1098
Employees Chicago
| ™
/b
,|.1,\ Name: [hicroonﬁ KPS Document Writer VI [ Propetties... ] etls)banioned()
Mh Lenders Federd  gians:  Ready
L J ) ; . ortgage ongination
1099 & 1098 Recipients Type:  Microsoft XPS Document Wrter N Select Printer | 19 |te mm/dd/my)
PAYER'S/BORI Where:  XPSPort:
Farm Recipient Comment: [ Brirs 4 £t I
| . Click OK | 20 [oewnce pemume
Shreet address (| I Er=
| @A Number of gopies: 1 |+l residence
Pages  from: —| to: —| t N O
) 1 b Collate
City, state, and Selection jl] _3}31 hge same as &
10 Number of [ﬁ ge [see instructions)
0
11 Other

9If property has no address, provide description of the property

Account number [see instiuctions)
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