How to Create, Populate and Print 1099-B 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 ‘ .
- [ New 10991098 Hec'pienl{ Mocifs Recpient
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L=y |dentification Number
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2 993887777
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N\
=

. |
‘W2 Forms
0 =

(W-3]

W3 Form

l Delete Recipient Sort Recipients By: .Hecipiem's Name [Line One) =

Marne [Line Twa) Account Number

Recipient
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1099 & 1098 Forms
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3. Choose Form 1099-B

Company Tools

Shortcuts

g

2

Company

Export Data

—
@ Example Company3second name - W2 Mate (2017)
Import Data

E-Filing IRS & 55A Instructions Quality Control 1099 Emailer Help Order Supplies

| Mew 1093 / 1058 Recipient l [ Madify Recipient l l Delete Recipient

Sort Recipignts By: | Recipients Mame [Line One) v]

|dentification Nurber MName (Line One) Mame (Line Twa) Account Number
New 1099 / 1098 Recipient [==al
General
Recipient's Tax Identification # | Types of 1093 / 1093 Forms Received Account # (optional) 2nd TIN mot.

V' Foim 10958 H -
[~ Fom 1093MISC Select Form 1099-B | 3

Name [~ Fom 10934NT
@ ame Line Two [optional, use if you need to)

™ Fom 109301
™~ Fom 1093R
[~ Form 10935
I~ Farn 10887
[~ Formn 1098

[ Form 10934
™8 Foim 10998
[~ Form 1099.C
I Fom 1093-PATR

Recipient Name Line Dne [Exaf

Address
Address 1

Email Address [Optional]

Address2 [only used when "Types ™ Form 1083010 BiMISCT)
| I Fom 1033:K This field is useful if you want ta bulk emal
1033 using 1099 Emailer” software.
City State Zip code Foreighn Courity
[:] T NonUS Address what is 1093 Emailer?

Carmrman 10538ISC Payrents

The bores below can be used to erter commen amounts reparted on form 1099-MISC. Use the 1083 & 1093 Farms"' screen, if you
nieed to report / edit any other amounts on form T093-MISC o any other form such as 1099:INT,

Bowx 1- Rents: Box 7 - Monemployes compensation

[0.00 0.00

[~] Recipient is inactive [exclude friom 1093 forms, 1096 form and 1099 electronic filing]

o) [os)
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4. Enter New Recipient information

5. Click OK

Shortcuts

Company Tools Import Data

»
iy

Camparry.'
&
Employee's

N
i

1099 & 1098 Recipierts

Export Data

@ Example Company$second name - W2 Mate (2017)

E-Filing

IRS & 554 Instructions

Quality Control

1099 Emailer Help

| New 1093 / 1098 Recipient ] [Modifyﬁeci:imll [ Delete Recipient

R

Identification Mumber

Order Supplies

‘ Soit Recipients By; Iﬂwﬁéﬂ's MName [Line One) 'l

Name lLine 0ne) - ENter New Recipient data | 4

New 1099 /1098 Recipient

Genesal

ount Mumber

—

.
(5|

Riecipient's Tax |dentification #

Mame

Types of 1053 / 1033 Forms Received

Account # [oplional]

- EINEEE -

Recipient Narme Line One [Example: John Do)

Address
Address 1

Email Address [Optional)

Address2 [only used when “Types of 1033 Forms Received" is "Form 1083-MISC")

City

State

L

Zip code

This field iz useful f vou want to bulk emai
1099z using "1093 Emailer’ software.

‘what is 1099 Emailer?

Foeeign Country
[ NanUS Address

2nd TIN nat.

]

Recipient Name Line Two [optional, use if you need to)

Common 1099-MI5C Papments

The boxes below can be used to enter common amounts reported on fom 1033-MISC. Use the "1033 & 1038 Forms™ screen, if you

need to repart / edit any other amounts on form T099-MISC ar any other form such as T0S93NT.

Box 1- Rents:

0.00

[ Recipient is inactive [exclude from 1099 forms, 1096 form and 1099 election

Box 7 - Nonemploves compensation

000

Click OK | 5

Caneel
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

e
=

1096 Form

Street addiess Iinchdw. no.)
[505 Main \
-, and ZIP code
|liL | [s0805 |
R Account number [optional) FATCA Ind TIN
ML ' Ofingren it
== 15a Section 4094 deferrals 15b Section 4094 income
= 0.00 0.00
1098
1099 & 1098 Forms

Company Tools ImportData Export Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Foirn 1093-MISC Foim Type
/* l Select ] I Mext ] I Previous ] I Save l [ Clear ] [ Print ] [Clealze FDF 1039‘3] Related Tasks | _| Select |
iy
. Payer's name, street address, city, stale, zip code, and Tel. #
Compary |Ehemple Compary 1Rents OME No. 1545-0115
\ Z3 e 0.00 Click Select
| 2 Raoyalties 2@ 1 7
: — 0.0 Ferm 1000-MISC
— [Ehicage |IL |[cos0s . . ‘
Employzes l—l 3 Other income 4 Federal income tax withheld
0.00 0.00
o 5 Fishing boat proceeds & Medical and health care ents
o PAYER'S Federal ID number — RECIPIENT'S 1D rumber noost bt pav
: 0.00 0.00
[7770089999
- o poy—— = 7 Nonemployee compensation 8 Substitute payments in lisu of dividends or interest
10994 1098 Recipients RECIPL Click 1099 & 1098 Forms | 6
Jane oo S 0.00 0.00

9 Payer made direct sales of
£5,000 or more of consumer

10 Crop insurance proceeds

products to a buyer for 1esale 0.00

1 12

0.00

13 Excess golden parach. 14 Grogs proceeds paid to an attomey

0.00 0.00

16 State tax withheld 17 State / Payer's State Number 18 State income

0.00 - 0.00

0.00 - 0.00 ‘
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8. Select Form 1099-B

9. Click OK

c‘ Example Company$second name - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & 55A Instructions Quality Control 1099 Emailer Help  Order Supplies
S || 1088 Recipient Form 10998 Fomn Type
f,ﬁ‘ [ Select H Nest ”F‘revicus] [ Save ” Clear ] [ Print ] [Erede PDF] Fielated Tacks | _ Select
D
= J Payer's name, street address, city, state. 2ip coe "0 @ o 545075
Company Select 1099 Form Type -
\ Examplé Company$second name 1093 /1098 Form Type 2 @ 1 7
% 123 Main Pleasa selact the type of 1039 1098 form you would ke ta work wilk: 10008
Employses Chicago IL i () Form 1039M15C pd/yyyy)
WO 2 (e EE Select Form 1099-B
[} ]
PAYER'S Federal D rumber  RECIPIENT EEo LSOl
b - 76543
1099 & 1098 Recipients 987654321 ©) Fom 1093R
RECIPIENT'S name “
Form Recipient (0 Form 10935 tedto IRS 7]
() Form 1098-T
Stheet address (including apt. no.] ) Form 1098 oncovered secuty A
) Form 10994
azed on amt in 1d
City, state, and 2IP @) Form 103
e ERNE o1 (loss) on open
—] () Farm . 16
! Click OK
Acoouné nurber (opdonl) © Fom 1033F4TR
- of [lazz] an
CUSIP number ) Form 1093-01D
: y () Farm 1099:K
1099 & 1098 Foms
14 State name 15 State |D no.
o S o (o

1096 Form
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10. Click Select under Recipient
11. Select 1099-B Recipient

12. Click OK

[on] Example Company$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-F . ality Control 1099 Emailer Help Order Supplies
Click Select | 10
Shorteuts | 1099 Recipient rom e Form Type
/@' [ seect m | save || cear || it | [create POF | Relted Tasks | Select |
s
""‘"y Payer's name, street addiess, city, state, zip code, and Tel. # o e 155071
Compary Applicable check box on Form 8343 e
.~ Select 1099 Recipient
The list below includes DMLY the recipients who receive 1093-B forms, since the 1053 Form Type" cumently selected is
1099-8.To change the 1099 form type, please click the "Select' buttor under "1099 Farmn Type'.
Employees
A\ Identification Mumber Mame (Line One) Mame (Line Twa) Account Number
28t 1 987654321 Fem Recipient
' 2 777883959 Jane & Test
- ~ 3 939887777 John (] Doe
1059 & 1098 Recipients
.
=
il
Select Recipient | 11
W2 Forms
By
W3 Fomn
; Click OK | 12
=N
B
[ o0
1093 & 1098 Forms
oy A
H OK. Cancel
10%6 Form
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13. Fill in recipient(s) amounts (for example: Proceeds, Cost of other basis, etc.)

14. Click Save

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

' Example CompanySsecond name - W2 Mate (2017)

Company Teols ImportData EBpe Click Save| 14 |™t~<ers  Complete Information for Recipient | 13
Sl || - 1089 Recipien Foim 1093:8 Form Type
/ﬁ‘ | Select Mext Previous Save l [ Clear l l Print w&aate F‘DF] Related Tasks "l Select
iy . 2.5 :
= Payer's name, strest address, city, state, zip code, and Tel, # OMD Mo, 18450718
Company Applicable check box on Fom 8343 S
\ Example Company$second name 2@ 1 7
123 Main 1a Description of property (Example 100 sh. %vZ Co.)
Forn 1099-B
E..mmes Chicago IL S0E05 1b Date acquired [mmddd/yyyy] 1o Date sold or disposed [mmdddfywmy]
\ 1d Proceeds 1e Cost or other basis
1
i : 000 oo
PAYER'S Federal ID number RECIPIENT'S ID rrnber .
L y YTy 1f &ccrued market discount 19 Wash sale loss disallowed
1099 & 1038 Recipients - 0.00 0.00
RECIPIENT'S name 2 5
m\ Form Recipient Shotterm || Longterm [ Ordinay [ Basis reported to IRS [
= S i 4 Fedetal income tax withheld 5
treet t. no.
W2 Forms ret addiess (inchuding apt no) 000 Check if noncovered security &
6 Reported to IRS: 7
I = Gross proceeds [ Netproceeds [7]  Loss not sllowed based on amtin 1d [
City, state, and ZIP
m 8 Profit o [loss) realized in 2017 on closed 3 Urrealized profit or [loss] on open
conlracts contracts - 12/31/2016
W3 Form .
Account number [optional) 2nd TIN naot. 0.00 000
& N 10 Unrealized profit or [loss) on open 11 Aggregate profit or [loss] on
== confracts - 12/31/2017 cortracts
CUSIP rumber
puses) 0.00 0,00
1099 & 1058 Fomms . .
14 State name 15 State 1D no. 16 State tax WH 12 Check i 13 Bartering
\:] 0o proceeds from collectibles || .00
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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 & S5A Instructions Clle Print 15

Help  Order Supplies

Shortcuts

q\
”.

L{=y
Company
&
Employess

N,

1099 & 1098 Recipierts

(3

W2 Forms

B

W3 Form

i

1039 & 1098 Foms

19,

g
:

10939 Recipient Form 10938 Farm Type
[ Select ” Next HF‘leviowI [ Save l [ Clear ] Prink ] [MPDF] Related Tasks |'| Select
Onat et PR TP E ST .
Print 1099 Forms (]

Step 1: Plaase select the recipients you want to print 1033 Forme for

| Select Recipient's ID & Recipient's Name (Line One) | Recipient's Name (Line Two) ,7
1 D 987654321 Form Recipient
2 D 777889999 Jane A Test
3 O 988887777 John Q Do

Select Recipient R,
Select Recipients | 16 eopentfenoe

Select copy to print | 17

Find Recipient

Step 2: Please select o copy you want ta print

[[]Mark as CORRECTED
(@] Copy B-F —
) Print a recipient / payer copy: opy B-For Recipient |:| Mask Recinient's Tax 1D Number
N on Copy B .
@ Print DATA DMLY on a preprinted form [IRS Copy & on red-ink farm or any other copy on pre-prirted form]

Furnish Capy B of thiz farm to the recipient by January 31, 2018

File Copy & of this form with the IRS by Februsary 28, 2018, If you file electronically, the due date is 4pdl 2. 2018. You can use W2 Mate Option #4 [Eleciionic Filing] in arder to
file electranically.

Click OK | 1

h farms (D0 MOT change unless you have ta)

oo

Step 3: If you ars printing on a pre-printed fom, please specify the horizontal and vertical offsets for pinted data
Harizontal (inch) Vertical [inch)
() Move data to the LEFT ) Move data UP
0.00 0.00
@ Mave data to the RIGHT

en first and second form, Default is 1.0 Inch 1.00

@ Move data DOWN
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19. Select the correct printer

20. Click OK

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

1096 Form

Company Tools ImportData Export Data E-Filing RS 8 S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
S 1099 Recipient Form 10338 Form Type
. [ Select ] [ MNext ] [vaicns] [ Save ] [ Clear ] [ Print l ICradBF‘DFw Related Tasks |v| Select
P
= "‘V Payer's name, street address, city, state, zip code, and Tel. # i e 1581
Comparty Applicable check box on Form 8343 )
\ Examplé Company$second name ; . 2@ 1 7
123 Main = o)
Print Farn 1009-B
Em Chicago Printer of disposed (mm/dd/ywwy)
Name: [Mcmsoﬂﬁ's Documert Writer vl [ Properties... ]
.\ ther basis
- Status:  Ready
m PAYER'S Federal Dn| Type:  Microsoft XPS Document Wiiter Select Printer | 19 |_. siowed
1099 & 1038 Recipierts LR LR |
RECIFIENT'S name Comment: [~ Print to file 3
Farm Recipient . . .
= Coples Click OK | 20 Basis reported to IRS [
. = 5
Sheet address fincudiy @ Al Number offfopies: 1 5 | — _
Check if noncovered security [
Pages fiom Lo ] e N4 [l .
. - N1l 2l 513 olte
Selection —lu —slj Loss nat allowed based onamtin 1d [
City. state. and ZIP
9 Unrealized profit o (loss) on open
contracts - 12/31 72016
Account number (optickesr IO T T T T 0.on
O 10 Unreslized profit or loss] on open 11 Aggregate profit or [loss) on
CLUSIP number contracts - 12/31/2017 contracts
0.00 0.00
14Staename 15 State ID o, StatetaywH 2 Checkl 13 Bartering
[j a0 proceeds from collectibles [ 0.00
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