How to Create, Populate and Print 1099-DIV 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 1099-DIV

Company Tools

Export Data

@ Example CompanySsecond name - W2 Mate (2017)
Import Data

E-Filing

IRS & SSA Instructions

Quality Control

1099

Emailer Help Order Supplies

I..-}
i

1099 & 1098 Recipients

1099 & 1098 Foms

oy
=

1036 Form

I New 1099 ¢ 1038 Rcipient | [ Maodify Recipient ] [ Delate Racipient

Sort Recipients By: [Flecipienl's Nare (Line One) v]

O

New 1099 / 1098 Recipient

General
Recipient's Tax |dentification #

MName

Recipient Name Line One (Examg

(B8

Types of 1093 / 1098 Forms Received

[V Fomn 1099-DIV

]

P~ Fom 1093-R

Address
Addiess 1

Address2 [only used when "'Typey

City

Commaon 1099-MI5C Payments

The boxes below can be uzed to enter common amounts reported on form 1099-MISC. Use the "11083 & 1098 Forms" screen, if you
need to report / edit any other amounts on form 1093-MIST or any other form such as 1095-NT.

Box 1- Rente:

000

| Recipient is inactive [exclude from 1099 forms, 1096 form and 1099 electroniz filing]

[ Forn 10995

[ Fomn 1098-T

[~ Faim 1098

[ Form 10954

[ Fom 10998

[~ Fomm 1093-C

[~ Form 1099-PATR
[~ Form 1093-0ID

[ Form 1093-ISC
™ Fom 1085INT -|-—- Select Form 1099-DIV | 3
|l Form 1093-DIV

Account # [optional] 2nd TIN rot.

8

i Mame Line Twa (optional, use if pou need to)

Email Address (Dptional)

3-MISC")
I_Fom 1038 This feld is useful if you want to bulk emai
1099z using 1099 Emailer” software.
State Zip code Faoreign Country

Box 7 - Nonemployee compengation

0.00

I

oK

J |

Cancel l
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4. Enter New Recipient information

5. Click OK

fou] Example CompanySsecond name - W2 Mate (2017)
Company Tools Import Data

Export Data E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shorteuts

3

2y

Company

B
i

1099 & 1098 Recipients

I Mew 1099 / 1098 Recipient I [ adify Recipient l I Delete Recipient | | Sort Recipients By [Hecinienl's MName [Line Ong) -

O R

Enter New Recipientdata | 4

[ Mew1099 /1098 Recipient =
General #
Fecipient's Tax |dentification #  Types of 1093 / 1038 Forms Received Account # [optional] 2nd TIM nat.
Il Forrn 1089-DIV - ]
Name
Recipient Mame Line One (Example: John Do) Recipient Mame Line Two [optional, use if you need to)
Address
Address 1

Email &ddress [Optional]

Address2 [only used when T ppes of 1039 Forms Recerved" is “Form 1033-MISC")

This field is useful if you want to bulk email
10993 using 1099 Emailer” software.
City State Zip code Foreign Country

[~ [ NonUS Address What is 1039 Emaller?

Common 1093-MI5C Payments

The boxes below can be used to enter common amaounts repoited on form 1099-MISC. 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 T093NT.

Box 1- Rents; Box 7 - Nonemployee compensation

0.00 ' 0.00 Click OK | 5

[ Recipient is inactive [exclude from 1099 forms, 1036 form and 1039 election]

oK l Cancel ‘
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

Company Tools ImportData Export Data E-Filing IRS & 55A Instructions  Quality Control

1099 Emailer

Help Order Supplies

Street addigss inchading®pt. no.)
[505 Main |
. and ZIP code
|[iL " |[s0s05 |
Account number [optional] ] FATCA 0O Znd TIN
[ Filing REQ nat.
18a Section 4034 deferrals 15b Section 4034 income:
o 0.00 0.00
1099
1099 & 1098 Forms

Shortcuts | 1099 Recipient Foim 1099-MISC Fotm Type
I Select ] | Mext ] lPrewms] [ Save ] [ Clear ] [ Print ] [Crealze F'DFW[BS's] Related Tasks |'| | Select |
ey
L Payer's name, street address, cily, state. zip code, and Tel, #
Company |Exemple Company 1 Renis FuBte T
W 5
\ Nz Mam oo Click Select
| 2 Rayalties 2@ 1 7
- _— 0.00 orm 1000-MISC
) [Chicago | it |so605 ) ] )
Employses ’—| 3 Other income 4 Federal income tax withheld
0.00 0.00
N 5 Fishing boat ed & Medical and health Nt
ﬁ.ﬁ PAYER'S Federal ID number RECIPIENT'S ID number tshing boal proceeds etieatand hedTh pare payments
. 0.00 0.00
| 777099999
- o foy—— = 7 Nonemployee compensation 8 Substitute payments in lieu of dividends or interest
1099 4 1098 Recipients fecrt Click 1099 & 1098 Forms | 6 | 000
Jane £ 20 . X
y

9 Payer made diect sales of
45,000 or more of consumer

10 Crop insurance proceeds

products to a buyer for resale 0.00
11 12
0,00 \

13 Excess golden parach.

14 Gross pioceeds paid to an attomey

0.00 0.00

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

0.00 - 0.00

0.00 - 0.00 ‘
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8. Select Form 1099-DIV

9. Click OK

_@ Example CompanySsecond name - W2 Mate (2017)

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

Shorteuts || 100 Recipient

Form 1099-DIV

g

[ solect || New |[Previus| | save || ceear | | Pint

Fotm Type

| [ciestePoF ]| RelatedTasks || Select

3
iy
Company

|Example Company$sacand

%: |123 Main
E—

Employees i'Chscago
o2 .\Oi
PAYER'S Federal ID number
1099 & 1098 Recpients ‘

RECIPIENT'S name
Form Recipient

Payer's name, street address,

Street address (including apt. n|

City, state, and ZIP
Account number (optional)
1099
1099 & 1098 Forms
e

10939 / 1098 Form Type
Please select the type of 1093 / 1098 form you would like to work with:

() Form 1093MISC

ot Select Form 1099-DIV

@ Form 1033-DIV
() Form 1098-R
() Form 10998
() Form 1098-T
() Form 1098

() Form 1093-4
() Form 10998
() Form 1098-C
() Form 1093-PATR
() Form 1098-0I1D
() Form 1099K

%) gain

tax withheld

enses

or U.S. possession
Btion distributions

te activity bond int. divs.

State tax withheld
L 4

1696 Form
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10. Click Select under Recipient

11. Select 1099-DIV Recipient

12. Click OK
fon] Example CompanySsecond name - W2 Mate (2( A
Click Select |10, . :
Company Tools ImportData ExportData E - vality Control 1099 Emailer Help Order Supplies
Shorcuts || 1038 Reciper Form 103301 Form Type
/ﬁ‘ | select ¥ nent [Previnus] [ Save H Clear ] [ Print ] [Ereahe PDF] Related Tasks u Select
iy
Company Select 1099 Recipient
. % The list below includes ONLY the recipients who receive 1093-DIY forms, since the "1099 Famm Type'' curently selected iz
& 1099-DIY. To change the 1093 form type, please click the “Select'’ button under 1093 Form Type™
Employees Identification Mumber Mame [Line One) Mame [Line Two) Account Murnber
\ 1 987654321 Form Recipient
[IALR 2 777889939 Jane & Test
3 993887777 John @ Doe
L J 4 123456789 Mew Recipient
1099 & 1098 Recipients

=N
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W2 Forms

W3 Form

==
L

1099
10399 & 1098 Forms

Select Recipient

11

Click OK

\

12

e
=

1096 Form
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13. Fill in recipient(s) amounts (for example: Total ordinary dividends, Qualified dividends, etc.)

14. Click Save

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

) Example CompanySsecond name - W2 Mate (2017)
Company Tools ImportData Expo CIle Save

Shortcuts

g
iy
Compary
&

Employees

.ﬁﬁ
1099 & 1098 Recipients

m\

el

W2 Forms

B

Him!y o E
&7 3

1099 & 1098 Forms

i©,

5
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1 4 nstructions

@t complete Information for Recipient | 13

1099 Recipient Farm 1093-DIV
| Select Mext Previous Save H Clear ] l

Print

Create F'DFI Related Tasks |“

Farm Type
Select

A\ J

Payer's name, strest address, city, state, zip code, and Tel. #

Example Comparg$second nams

123 Main

Chicago IL 60605

RECIPIENT'S ID ruraber
387654321

PAYER'S Federal ID number

RECIPIEMT'S name
Form Recipient

Street address (including apt. no.)

City, state, and ZIP

Account number (optional) |1 FATCA Filing REQ)

[]2nd TIN nat,

1a Total ordinary dividends
0.00

1b Qualified dividends
0.00

2a Total capital gain distr.
0.00

2c Section 1202 gain
0.00

3 Mondividend distributions
0.00

6 Foreign tax paid
0.00

8 Cash liquidation distributions
0.00

10 Exempt-interest dividends
0.00

12 State

I

13 State identification no

OMB N2, 1545-0110

2017

2b Unrecap. Sec. 1250 gain
0.00

2d Collectibles [28%) gain
0.00

4 Federal income tax withheld
0.oa

5 Investment expenses
0.00

7 Foreign country or .S, possession

9 Noncash hquidation distibutions
0.00

11 Specified private activity bond int, divs.

0.00
14 State tax withheld '
0.00 ’/ﬂ
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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

Shortcuts

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

E}Jmpaw
&
Employess

N

1055 & 1058 Recipients

1033 Recipient Fiorm 1033-D0Y Faom Type
I Select ” Next “Previuus] I Save H Clear ] Prink Hl:lealePDF] Related Tasks 'l Select

Print 1099 Forms

Step 1: Flease select the recipients you want to print 1033 Foms for

Select | Recipients D # | Recipient's Name (Line One) | Recipient's Name (Line Two) |
1 D 987654321 Form Recipient
2 I:I TT7889999 Jane A Test
3 D 999887777 John Q Doe

Select Recipient Range

Select Recipients | 16 Select copy to print | 17

Find R ecipient

Step 2 Please select the bype 0Py wou wank o pant

[ Mark as CORRECTED

() Print & tecipient / payer copy:  Copy B-For Recipient . -
P Ppayer copy: 4 il [ Mask Recipient's Tax ID Number

_ on Copp B .
@ Print DATA ONLY on a preprinted form [IRS Copy & on red-ink form or any other copy on pre-printed fom)]

Furrish Copy B of this form to the recipient by January 31, 2018,

File Copy & of this form with the IRS by February 28, 2018, 1f you file electionically, the due date iz April 2, 2018, You can use W2 Mate Option #4 (Electronic Filing) in arder to
file electronically.

Click OK | 18

tarms [DO NOT change unless you have to)

Step 3: If you are printing on a pre-printed form, please specify the horizontal and vertical offsets for printed data
Horizantal (inch) “Yertical [inch] Wertical space by
() Move data to the LEFT ) Move data UP
0.00 0.00
@ Move data to the RIGHT @ Move data DOWN

Space igen first and second form, Default is 1.0Inch 1.00

l (118 [ Cancel }
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19. Select the correct printer

20. Click OK

@ Example Company3second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions  Quality Control 1099 Emailer

Help  Order Supplies
Shortcuts | 10ss Recipient Form 1033-D1 Form Type
g | select || New ||Pevious| [ Save || mear || P | |CeatePoF| RebedTasks Select
e
éorwany Payer's name, street address, city, state, zip code, and Tel #

[Example Company$second name 1a Total ordnary dividends OMB N 15450110

&\ %123 Main 0.00 2@1 7

1b Qualified dividends

Employees [Ehlcago Print m 1066-DIV
I Printer recap. Sec. 1250 gain
RITh Name: [ Microsoft XPS Witer | [ Propeties |
[ llectibles (28%) gai
.. ‘ PAYER'S Federd o o & ibles (287%) gain
1095 & 1098 Recipients | Type: Mcrosoft XPS Document Witer Select Printer | 19
RECIFIENT'S ng Where:  XPSPort: ome tax withheld
F Flecipient c
orm R ecipien “: D Pnr‘ to fk
. =ht expenses
Shreet address [ Print range Copies Cll Ck OK 20
@ Al Number pies: T ign country or U.S. possession
— Pages  from: ta: | b N Mol
. by ) [_| Collate
City. state. and 2 Selection ﬂjl 3|J3 cash liquidation distributions
Aocount numbe Cancel Ecified private activity bond int. divs.
- []2nd TIN not. 12 State 13 State identification no 14 State tax withheld

w — o
1099 & 1098 Forms

\ e
%

1096 Form
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