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

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts

‘ [ MNew 1099 / 1098 Recipient | [ Madify Becipient l [ Delete Recipient | ‘ Sort Recipients By: | Recipient's Name [Line One) v]
7o % New 1099 / 1098 Recipient (23]
-
‘r?“'y General
Company Recipient's Tax |dentification # | Tupes of 1099 / 1098 Forms Received Account # [optional) 2nd TIN not.
\ ¥ Form 1099K [+] B
[~ Fom 1093MISC
& Name I~ Fom 10934NT Select Form 1099-K
. i [ Form 1093-DIV - ; -
Empl FRiecipient Name Line One [Exampl ™ Form 10998 Name Ling Two (optional, use if you need to)
! [~ Form 10935
[~ Form1098-T
,l.o\,‘ [~ Fom 1093
“'" Address I~ Fom1093:4
Addresz 1 [~ Form1093-B . .
—_— 10‘93 Récipierts I Forn1099.C Email Address [Optional)
[ Form 1093-PATR
Y Address2 [only used when "Typet [ Form 1095-01D MISC")
[ wa] This fiedd iz useful if you want to bulk email

1099z using 1099 Emailer™ software.
City State Zip code Foreign Country

:] [T Nan-US Address ‘what is 1099 Emailer?

Cormmon 1099-MISC Payments

The boxes below can be used to enter common amounts reported o form 1099-MISC. Use the 1039 & 1098 Forms™ screen, if you
need to report / edit any other amounts on form 1039-MISC or arw other form such as 1039INT.

Box 1- Rents: Box 7 - Monemployee compensation

=0
i 1099} 0.00 .00
1099 & 1098 Forms

| Recipient is inactive [exclude from 1099 forms, 1096 form and 1099 electionic: fiing]

o) [ome ]
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4. Enter New Recipient information

5. Click OK

Company Tools Import Data

D Example Company - W2 Mate (2017)

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

Shortcuts
g
sy

Compary

B
W-3

W3 Form

=N

1095 & 1098 Forms

Q\
%

1096 Form

|

Meve 1099 / 1098 Recipient l | Madify Recipient l l Delete Racipient | ‘ Sait Recipients By: [Fleei:iant'stiLineDna] v]

oL RS =

Identification Mumber Mame [Line One) Enter New Recipient data 4 ber

1099 Recipient: KForm Recipient

General

:

Recipient's Tax [dentification B Types of 1099/ 1098 Formns Receved Account # (optional) Znd TIN nat,
387654321 W Fom1093K - [

Name
Fecipient Mame Line One [Example: John Doe] Recipient Mame Line Two [optional, use if pou need ta]

KFarm Recipient

Address

Address 1 Email Address (Optional)

Address2 (onky used when "Types of 1099 Forms Received” is 'Form 1093-MISC")

Thiz field iz useful f vou want to bulk, emad
1095z using "1093 Emailer” software.

City State Zip code Foreign Country

[j [ MonUS Address ‘what is 1089 Emailer?

Common 1089-MISC Payments

The bores below can be used to enter common amounts reported on Form 1095-MISC. Use the 1093 & 1098 Forms" screen, i you
need ko report / edit any other amounts an farm 1099-MISC or any other form such as T0934NT.

Box 1- Rents: Box 7 - Honemploves compensation

- el ClickOK | 5

|| Recipient is inactive [exclude fiom 1099 ferms, 1096 form and 1099 electionic il
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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-K

9. Click OK

@ Example Company - W2 Mate (2017)

Company Tools Import Data ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 1099-MI5C Form Type
[ selct || New |[Previous| [ save || ciea || Pt | [ciestoror 10995 RetedTasks | | [ Sekat |
iy
_ Paper's name, street addess, city, state, zip code, and Tel B .
Con enf B
oAy Example Company o0 Select 1099 Form Type g
™ 123 Main 2Rl 109971098 Form Type
% ¢ : 0.00 Please select the type of 1089 / 1098 form you would like to work with:
L ’ [Chicage | L ][sos0s
Employees T 3 0the -
() Form 1093-MISC
| ' 00 Select Form 1099-K {l
ot .¥ 5 Fishi ) Form 10934NT
'ﬂh PAYER'S Federal ID number RECIPIENT*S ID number a0
| 777883999 | : ) Form 1033-DIV
- - TH
1099 & 1098 Recipients RECIPIEMT'S name el ) Form 1093-R
Jane & Test | 0.00 -
| 3Pay () Form 10935
Street addiess (inchuding apt. no.) :‘50.32 ) Form 1098-T
505 M airy | 1 N
) Forn 1038
| 0.00
City, state, and ZIP code 12Eu © Fom 10334
Chicago |[iL[6o05 | | | am ) Form 10998
Account number (optional] - FaTCA 1 2nd TIN —
’ - ingren 16515 Rl
0.00 R
15a Section 4034 defenals 15h Section 4034 income ) Fom
0.00 000 0.00 .'
Click OK
@ Form 1093-K
[ o [ cancal |
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10. Click Select under Recipient

11. Select 1099-K Recipient

12. Click OK

@ BEample Company - W2 Mate (2017) X
Company Tools ImportData Export Data E- Click Select 10

bality Control 1099 Emailer Help  Order Supplies

Shortcuts

&

Py

Company

iﬁﬁ

1099 & 1098 Recipierts

1099 & 1098 Foms

\
%

1096 Form

1099 Recipient -~ Form 1099-K Faon Type
Selecl] MNest [Prwinusl I Save ” Clear ] [ Print ] [ Create PDF ] Related Tasks vl Select

FILER'S name, street address, city, state, 2ip code, and Tel #

[ Elee]

PAYEE'S
Jane AT

Sheet adg
505 Mainy

City, state]

Chicago
PSE'S nad

Account

Select 1099 Recipient E

The list below includes ONLY the recipients whao receive 1093 forms, since the 1099 Fomm Type'' cunently selected is
1093-K.To change the 1033 form type, please click the "Select” button under 1093 Form Type".

1

2
E—

Identification Number
TF7893393
993337777

987654321

Select Recipient | 11

Mame [Line One) Mame (Line Two) Account Number
Jane & Test

John O Doe

D A R —

Click OK | 12

e
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13. Fill in recipient(s) amounts (for example: Gross amount of payment card, number of
purchase transactions, etc.)

14. Click Save

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

Example Co ) (2017) e . "

Company Tools ImportData BportData Click Save | 14 |ens Quaiy, Complete Information for Recipient | 13
Shortcuts I 1093 Recipient Form 1093-K Form Type
& [ select | [ New | [Previous| T save | ciear | | Pirt N[ ceseror | Retteaasks | | Select

.
Iy
_ FILER'S name, street address, city, state, 2ip code, and Tel. #
Company > FILER'S federal identification no. OMB No. 16450715
Example Company
Mai
N 123Neh PAYEE'S taxpayer identification no. 2© 1 7
— 987654321 Form 1099-K
Chicago J It {80805 1a Gross amount of  1b Card Not 2Merchant
Employees 1 payment card/3rd Present category
Bheck losuboate party network TXNs  transactions code
T Q} Check to indicate if FILER is a (an): transactions reported are: 0.00 0.00
m [T Payment settlement entity (PSE) [T Pagment card 3 Number of purchase ransactions 4 Fed income tax
i il i 0.00
10994 1098 Rackients ["] Electronic Payment Faciltator /Other 3rd party | [ Third party network
SaJanuary 5b February
. PAYEE'S name 0.00 0.00
- ' KFom Recipient Sc March 5d April
\ 2 0.00 0.00
W2 Forms $lreel address (including apt. no.) i Se May 5f June
é 0.00 0.00
I — 5gJuly 5h August
W-3 City, state, and ZIP 0.00 0.00
\}v3 Fon;u | ‘ ‘ 5i September 5j October
e PSE'S name and telephone number 0% 9%
\' s 5k November 5l December
0.00 0.00
== Decort rmbaricpensl ,, sRoaTINnot BStele 7 Stateidentiicationno 8 State tax withheld
1089 & 1098 Forms | | = B 000
e
10:% 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

@ Example Company - W2 Mate (2017)
Company Tocls ImportData Export Data  E-Filing IRS & 5SA Instructions

Help  Order Supplies

Click Print | 15

| 1099 Recipient

Form 1099-K Farm Type
‘ Select ” Next “F‘ravinus‘ ‘ Save ” Clear | Print ] ’ Create PDF | Related Tasks | Select

FILER'S name, sireet address, city, state, zip code, and Tel #

Print 1099 Forms

Step 1: Please select the recipients pou want to prnt 1093 Farms for

R

Select | Recipient's ID # Recipient's Name (Line One} Recipient’s Name (Line Two)
10 777889999 Jane A Test
. 2 0O 9998BTTTT John @ Doe
1K 3 E KForm Recipient

\ 887684321

Select Recipients | 16

1099 & 1098 Recipients

Select copy to print | 17

Select Curent Recipient O

1]

m\ Find Recipient
~d
w2 Fgfm)s Step 2 Please select the type of 1099 Form copy you want ta print
[ Mark as CORRECTED
= ©) Print a recipient / paper copy: B-For P. - B
l = e O Py {Dopy avee J &l MAEk Heaclp\enl's Tax ID Mumber
. X . . on Copy B .
m () Prnt DATA ONLY on a preprinted form [IRS Copy A on red-ink form or any other copy on pre-printed form]
W3 Fom X .
Fumish Copy B of this form ta the recipient by Januam 31, 2018
- "=\ File Copy A of this form with the IRS by February 28, 2018, If you file electronically, the due date is &pril 2, 2018, You can use W2 Mate Option H4 [Electionic Filing) in order to
= file electronically
L1052 Click OK | 18
1099 & 1058 Forms Step 3: If pou are printing on a pre-printed form, please specify the horizontal and vertical offsets for printed data
N Hosizontal (inch) Weitical (inch] Veitical space bef fosms [DO NOT change unless you have to)
- 5 Move data to the LEFT T Move data UP Space en lirst and second form. Default is 1.0 Inch 1.00
@ Move data to the RIGHT @ Move data DOWN
1056 Form

Z

Select All Recipients
Select None

Select Recipient
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19. Select the correct printer

20. Click OK

a Example Company - W2 Mate (2017)

N
%

1086 Form

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Form 1039-K Form Type
A | select || New |[Previous| [ save || ciem | | Pint | [[cenePor |  RelsedTasks | | Select
Ry
FILER'S name, street address, city, state, zip code, and Tel #
Company FILER'S federal identification no. OO Mo 1 S4B-T18
[Example Company
N\ [ETT tidentiication rio. 2017
\ 7 it 4 Forn 1099-K
) [chicago Printer of |1='? Card Not 2 Merchant
Employees § : esent category
1 Neme: [ Send To OneNote 2016 v [ Propeties.. | f T
0 Checktoind  Status:  Ready 0
Mh EiPaywery || Tpe:  Sendio Mcmadh GneNote 16 Diver \SSESERIREEIN 19 Locscins  4Fedincometex
Where:  nul:
[ Electron 0.00
1099 & 1098 Recipients Comment: =
' i< SbFebuay
- X PAYEE'S s prit range Copies Click OK | 20 il
- KForm Recip " 5d April
i e @ Al Number of copies: 1
D \ ‘ 0,00
W2 Forms Street addres| Pages from:| | to { N o
- 1]1 2] 2 3’ 3 | Collate 5f June
A ection 0.00
I 5h August
G, e o ox * o
W3 Fom — 7 5i October
= 9 PSE'S name and telephone number am 000
(T Sk Novernber 5l Decenber
— 0.00 0.00
1098 )
«n Acoouit imber (oplional 2ndTingk; BStele 7 Stateidentificationno 8 State ta withheld
1099 & 1098 Foms ] 0.00
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