How to Create, Populate and Print 1099-INT 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
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3. Choose Form 1099-INT

[ose] Example CompanySsecond name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts
| New1083/1098 Recigient | | Modiy Recipent | | Delete Recipent | ‘ Soit Recipients By |Recipients Name (Line One) ~
Py ...e
‘ri.-y |dentification Mumber Mame [Line One| Mame (Line Twa) Account Mumber
Company %
\. General
% Recipient's Tax |dentification # | Types of 1093 / 1098 Forms Received Account # [optional) 2nd TIM not,
: ) ¥ Foim 1093INT Iz [
Employees [ Forn 1099-MISC
Name v Eorn s Select Form 1099-INT | 3
o2 '\t' Recipient Mame Line One [E xamgpl I': Em 18332“' int|Mame Line Two [optional, use if you need ta)
™ Fom 10935
: I~ Fomn 1098-T
1099 & 1098 Recipients I~ Foun 1098
Address ™ Fom 10994
m\ Address 1 IE ,Ez:: 18333 Email Address [Optional)
~ff I~ Fom 1033PATR
i Address2 (only used when "Typés [ Fom 1039010 84115C")
W2 Forms I” Fom 1099 This field is ussful i you want to bulk email
A 10939 wsing "1 0%3 Emailer” software.
I — City State Zip code Fareign Countiy
W S [ =
W3 Form
a Common 1093-MI5C Payments
- m The bowes balow can be used to enter comman amourts repoited on form 1099-MISC. Use the 1093 & 1098 Farms" screen, if yau
— need to repoit / edit any other amounts on forn 1099-MISC ar any ather form such as 1099MT.
L
1099 & 1098 Forms. Box 1- Rents: Box 7 - Nonemployee comperisation
@\. 000 0.00
1096 Form | Recipient is inactive [exclude frarm 1099 forms, 1095 form and 1099 electronic fling]
Lok | [ Cancel ]
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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 8. 55A Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts
| New 1093 / 1055 Recipient ] [ Modify Recipient l [ Delete Recipient l ‘ Sot Recipients By: | Recipient's Name (Line One) ~ |
P
= :‘—y Identification Mumber Mame [Line One| c = ount Mumber
Company Enter New Recipient data | 4
Mew 1099 / 1098 Recipient
b General
% Recipient's Tax |dentification 8 Types of 1093 7 1098 Forms Received Account # [oplional] 2nd TIM rok.
J 2 - B
Employees
\ Mame
iiih Recipient Name Line One (Example: John Doe] Recipient Name Line Two [optional, uge if you need to]
1099 4 1038 Recipients
Address

m CELED Email Address (Optional)

i

- . Address2 fonly used when "Types of 1099 Forms Received" is "Form T099-MISC")
W2 Fomms This field is useful i you want to bulk emad

1093: uzing 1099 Emailer software.
City State Zip cade Foreign Country
L+ [71Nor-US Address Wwhat is 1099 Emailer?

Common 1093-+15C Payments

The boxes below can be used to enter common amounts reported on form 1033-MISC. Uze the 1093 & 1038 Forms" screen, if you
need to report ¢ edit any other amounts on form 1093-MI5C or any other fom such as 1033MT.

Box 1- Rents: Box 7 - Monermplayee compensation

000 0.00 Click OK | 5

|| Recipient is inactive [exchade from 1099 forme, 1096 form and 1099 election

Lok | Cancel |
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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-INT

9. Click OK

@ Example Company3second name - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing [IRS & 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1093 Recipient Form 1099INT Foim Type
/ﬁ' [ Select ” Mewt “P{eviws [ Save l [ Clear I I Print I I Create PDF } FIelatedTale Select
DG
Payer's name. street address = =
Company e —— ype
Example Company$second r b5-0112
Y 123 Main 1093 / 1098 Form Type 7
& Please selact the type of 1039 / 1098 form pou would like to work with:
e Chicago -INT
Employees ) Form 1098 MI5C
oy © Fomn 1038iNT e Se€leCt Form 1099-INT
PAYER'S Fedesal 1D number B
() Farm 1095-DIV
- - . ENses
1099 & 1038 Recipients RECIFIENT'S name ) Form 10938
Foim Recipiznt
() Form 10935 or L5, possession
Street address (including apt, ©) Form 1098-T
B te: activity bond interest
) Form 10398
() Forrn 10934 L
City, state, and ZIP
() Form 10938
— on tax-exempt bond
Account number (optional) ) Form 1093-C
) Form 1099-PATR State identification no 17 State tax with.
- 0.00
) Form 1093-01D .
B Click OK E
105 4 1098 Forms ) Form 1093 —
2
o=k ok # [ Conea

- >

1096 Form
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10. Click Select under Recipient

11. Select 1099-INT Recipient

12. Click OK

[ord] Example Company3$second name - W2 Mate (201 )
Company Tools Import Data Export Data E-F Clle Select 10 uality Control 1099 Emailer Help Order Supplies

5
Shotouts || 1098 Reciient Foim 10934NT Forrn Type
s 2 select T Newt |[Previous| | Save || Cem | | Pint | [ crestePor | meltedtasks | | Select
Pt
-'-—-.y —
Company | Select 1099 Recipient @
, 9 The list below includes OMLY the recipients who receive 1039-INT forme, since the 1033 Foim Type™ cumently selected is
% 1093INT.To change the 1093 form twpe. please chick the "Select” button under 1093 Form Type'.
Employees |dentification Number Mame (Line One) Mame [Line Twa) Account Mumber
a 1 987654321 Form Recipient
L 2 777689999 Jane Test
l 3 939887777 John 3 Dog
- > 4 123456769 Mew Recipient
1099 & 10598 Recipients
N\
=
il
Select Recipient | 11
W2 Forms
B
W3 an'r)l
Click OK| 12
=M
128
1099
1059 & 1098 Forms
@_\ | 0K I Cancel
10%6 Form
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13. Fill in recipient(s) amounts (for example: Interest Income, Early withdrawal penalty, etc.)

14. Click Save

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

T Example CompanySsecond name - W2 Mate (2017)

P
'_H

1089
1099 & 1098 Forms

[T FATCA Filing REQ

2nd TIN not.

14 Tawex & tax cre. bond CUSIP # 15 5tate 16 State identificalion no

Company Teols ImportData EBportData EF Click Save | 14 |2y’ Complete Information for Recipient | 13
Shortcuts || 1089 Reciier Faim 1093NT Form Type
2 2 [ select || Newt |[Previous| Wsave |[ ciear | | Pint w CiestePDF | Related Tasks | | Select
1y
- - Payer's name, street addiess, city, state, zip code, and Tel. #

Compary et ¥ ’ Payers RTN [optional]
Example Company$second name OMB o, 1545-0112
N\ 123 Main
1 Interest income 7
& i 2017
E\mi' Chicago IL BOG03 2D Ii;rly withdrawal penalty Form1099-INT
o ..\.- 3lnterest on U.S. Savings Bonds and Treas. cbligations
“'" PAYER'S Federal ID rumber  RECIPIENT'S 1D number 0
987654321 . .
. 4 Federal income tax withheld 5 Investment expenses
1095 & 1038 Recipients RECIPIENT'S name
; 0.00 0.00
Foim FRecipient
E Fareign tax paid 7 Foreign country or U 5. possession
Street address (including apt. no.) 0.00
8 Tar-exempt interest 9 Specified private activity bond interest
0.00 0.00
- 10 Market discount 11 Bond premium
City, state, and ZIF 0.00 0.00
12 Bond prem. on Treas. oblg. 13 Bond premiurm on tas-exempt bond
Account number [optional] 0.00 0.00

17 State tax wy,‘

00o

e
=

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

9 EBxample CompanySsecond name - W2 Mate (2017)

U

Step 2 Please select the type. ol want bo prink

‘W2 Forms
o el
I é _ Print a recipient / payer copyz | Copy B-For Recipient

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

W3 Fom Funich Copy B of this form to the recipient by January 31, 2018,
=
=l file electionically.
1099 & 1098 Forms

Step 3 If you are printing on & pre-printed form, please specify the horizontal and vertical offzsts for printed data
“Wertical [inch)
" Move data UP

Huorizontal [inch)

(") Move data bo the LEFT
Space b
0.00 0.00 ==

@ Move data to the RIGHT @ Move data DOWN

0K

Wertical space bet

File Copy & of this form with the IRS by Febiuary 28, 2018, If you file electronically, the due date is Apd 2, 2018, You can use W2 Mate Option H4 (Electranic Filing) in order ta

Company Tools Import Data ExportData E-Filing IRS & SSA Instructions C|IC|( Prll"lt 15 Help  Order Supplies
hiatolly || 1089 Recient Fom 10894NT Fom Type
/“‘ [ Select J \ Next ‘ I Previaus ‘ Save I I Clear Print I I Create PDF Related Tasks | [ Select ]
iy
Company Print 1099 Forms =
N Step 1: Please select the recipients you weant to print 1099 Formns for
% Select Recipient's D # Recipient's Name (Line One) Recipient's Name (Line Two) S slact Current Recigient Only
Employees 1 0O 987654321 Form Recipient |
2 0O 777889999 Jane A Test Select All Recipients
.|.} 3 0O 558887777 John @ Doe
i Oy e e e
1099 & 1098 Rédp\ents \ Select Recipient Fiange
Select Recipients | 16 Select copy to print | 17 Find Recipiert

Mark az CORRECTED

I azk Recipient's Tax 1D Number
on Copy B

Click OK

18

en first and second form.

forms (DO MOT change unless you have ko)

Defaultis 1.0 Inch 1.00
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19. Select the correct printer

20. Click OK

@ Example CompanySsecond name - W2 Mate (2017)

Iy

Company
&

Employees

u'.$

1099 & 1098 Recipients
m\
~d
W2 Foms
l;\
W-3
W3 Fom

1099 & 1098 Forms

N
%

1096 Fom

Company Tools ImportData Export Data E-Filing RS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shot iy || 109 Reciert Form 10334NT Form Type
/§ [ Select H Next ][Plevinus] [ Save ” Clear l I Print l [ Create PDF Related Tasks ‘_ Select

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

Example Company$second name

Payer's RTN [optional)

123 Main_

OMB No. 1545-0112

nterestincome 2017

iﬁﬁcago I ﬁﬁ E log. INT

PAYER'S Federal ID n

RECIPIENT'S name

Form Recipient

Street address (includin

City, state, and ZIP

Account number (optid

Printer

Neme:  |Microsoft XPS Document Writer v| [ Propeties.. | figations

Status:  Ready \

Type:  Microsoft XPS Document Wiiter Select Printer | 19 |nes

Where:  XPSPort:

Comment: [ Prirt ta fila —I or U.S. pe

Prink range Eories Click OK | 20

@A 1 ivate activity bond ir‘letess
Pages from I to b
Selection

ium on tax-exempt bond

: 16 State identification no 17 State tax with.
| 2nd TIN not [ 0.00
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