How to Create, Populate and Print 1099-PATR 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

Shortcuts

Company Tools Import Data

Employees

N h\,‘
i i

1099 & 1098 Recipients

1099 & 1098 Forms

036 Fi

'

g
g

l Mew 1099 / 1038 Hcc'picnl{[ Modify Recipient

T Example Company - W2 Mate (2017)
Export Data E-Filing RS 8 S5A Instructions Quality Control 1099 Emailer Help Order Supplies

l Delete Recipient

Sort Recipients By: .Hecipieni's Marme [Line One) =

|dentification Number

1 777983393
2 393887777
3 123456783

™~ Click 1099 & 1098 Recipients

Account Number

Click New 1099/1098 Recipient

W2 Mate® www.W2Mate.com info@realtaxtools.com

Page 1 of 9



http://www.w2mate.com/
mailto:info@realtaxtools.com

3. Choose Form 1099-PATR

@ Example CompanySsecond name - W2 Mate (2017)
Company Teols ImportData ExportData E-Filing IRS 8 SSA Instructions Quality Contrel 1092 Emailer Help  Order Supplies

Shorteuts |

[ Mew 10%3 / 1038 R ecipient I [ b odify Fecipient ] ’ Delete Recipient ‘ ‘ Sort Recipients By: 1Haoipient's HMame [Line One] V]
I »
‘r?-y |dentification M umber M ame [Line One) Marme [Line Twa] Azcount Number
Company | ____aazessun e Dok
N New 1099 / 1098 Recipient ==
General
Recipient’s Tax ldentification # | Types of 1099 / 1098 Foms Received Account  [optional] 2nd TIM not.
crsiys e b
arm -
Mame I~ Form 1099IMT Se |ECt Form 1099'PATR 3
1] Form 1099-D1
'MH Recipient Mame Line One [Exampl F FE:: 1099R ame Line Two [optional, use if pou need to)
$ J " Form 10935
10383 & 1038 Recipierts I_ Farm 1093-T
[~ Form1098
Address I~ Form 109534
Address 1 I~ Ferm 10938 . '
I Fom1093C Ermnail Addrezs [Optional)
I Form 1093-PATR ]
Address2 [only used when "Typgs [ Fom 10330 15C")
I” Fom 1093:K This field is useful if you want to bulk emai
1099z using 1099 Emailer’ software.
City State Zip code Foreign Country

[:] [7] MorlU§ Address hat is 1099 Emailer?

Common 1095-MISC Papments

The boxes below can be uzed bo enter common amounts reported on form 1099-MISC. Use the 1093 & 1098 Forms"' screen, if you
need to repart # edit any other amounts on form 1093-MISC or any other form such as 1033-NT.

Box 1- Aents: Box 7 - Monemployee compensation

0.00 ' 0,00

| Recipient iz inactive [exclude from 1093 forme, 1096 form and 1099 electionic fing]

| o ][l:ancel]
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4. Enter New Recipient information

5. Click OK
@ Example Company3$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing [IRS & 55A Instructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts
l Mew 1093 / 1098 Recipient I l Modify Recipent ‘ ‘ Delete Recipient ‘ ‘ Sort Recipients By: [Henhim!'s Mame [Line One] ']
2 2
= J Identification Mumber Mame [Line One Enter New ReCiplent data 4 ank Murnber
Company QOTCERAI Ecuen '
New 1099 /1098 Recipient
N
General
% Recipient's Tax Identification #  Types of 1099 / 1098 Forms Received Account # (optional) 2nd TIN not.
= [ Form 1093-PATR - ]
Mame
RITh
l“ Recipient Mame Line One (E xample: John Doa) Recipient Mame Line Two [optional, uge if you need to)
1099 & 1[)98 Réc'pients
N Address
= Gt Emal Address (Dptional)
w2 Fon'ra-s Address2 [only used when "'T ppes of 1093 Forms Received" is "Form 1099-MI5C")
This field iz ussful if you want to bulk. smal
b W 10595 uzing "1093 Emailer'" software.
= Ciky State Zip code Foreign Country
'W-3} :] [ NonUS Address \What is 1098 Emailer?
W3 Form
= Common 10938150 Payments
=l
| The boxes below can be used to enter common amounts reported on form 1033MISC. Use the "10%3 & 1038 Forms" screen, if you
rieed to report / edit ary other amounts on form 1033%MISC or any other form such as 1083INT,
1099 & 1098 Forms
Box 1- Rents: Box 7 - Nonemployes compensation
@\ 000 000 Click OK | 5
1096 F
e [ Recipient is inactive [exclude from 1093 forms, 1096 form and 1099 electionic Al
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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-PATR

9. Click OK

@ Example CompanySsecond name - W2 Mate (2017}

1099

Company Tools ImportData ExportData E-Filing IRS 8 SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts || 1098 Reciient Form 1033-PATR Form Type
| seect || New |[Previous| [ save |[ cear || pim | [ciestePor| estedtasks| | [ sekat |

Paper's name, street address, city, statel

'Example Companydsecond name

123 Main

Select 1099 Form Type

1099 / 1098 Form Type

Chicago |

L () Form 1099-MISC

() Form 1099NT

PAYER'S Federal ID rumber  RECIF o TR
| [as7es ) Form 1093R
RECIPIENT'S name _
— ) Form 10935
Form Recipient

() Form 1098-T

Street address [including apt. no.)

City, state, and ZIP

Account number (optional)

() Form 1098

() Form 10934,
() Form 1093-8
] | (©) Form 1093-C

@ Form 1093-PATR

() Form 1093-01D
() Form 1093

Please select the type of 1039 / 1098 form you would Bke ta wark with

Select Form 1099-PATR | 8

Click OK | 9

[ cancel |

on

strent
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10. Click Select under Recipient
11. Select 1099-PATR Recipient

12. Click OK

o] Example Company$second name - W2 Mate (2017)

Company Tools ImportData ExportData E-Filin C||c|( Select 10 |thyControI 1099 Emailer Help Order Supplies
| |

Select Recipient | 11

Click OK | 12

Shortcuts || 100 Resipient Form 1033 PATR Form Type
/@ Select Mext [P{eviws l [ Save l [ Clear ] l Print ] l Create PDF] Related Tasks _| Select
(8%
COI'l'pEI'Ty - mt il i Ao, Y AT ol 4
Select 1099 Recipient (==
N
The list below includes ONLY the recipients who receive T093-PATR forms, since the 1099 Form Type" currently selected is
1093-PATR.To change the 1039 form type, please click the "Select” button under *1033 Fom Type".
Employees
Identification Mumber Mame [Line One) MName [Line Twao) Account Number
a0 \,‘ 1 957654321 Form Recipient
|"h 2 777803950 Janed Test
L J 3 999287777 John O Doe
1099 & 1098 Recipients
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13. Fill in recipient(s) amounts (for example: Patronage dividends, Nonpatronage distributions, etc.)

14. Click Save

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

Shorteuts | 1099 Recipient Form 1099-PATR

Company Tools ImportData ExportDat Click Save | 14 ftiens Qu Complete Information for Recipient | 13

Fatm Type
/Q [ seiect || Newt ||Previous| ™ save | | cear || Piint | |cieatePoF | Retatea Tasks | | Select
e ¥
(:.:OI'I'DEH'; Paper's name. street address, city, state, zip code. and Tel. #
lEx.ampIe Compary$second name J 1 Pationage dividends .
\ 0 Uu OMB No. 1545-0118
% |123 M ain | -
| | 2 Nonpatronage distibutions 2@ 1 7
S A 0.00
Employess [Chicage | it 6os0s | e 1099-PATR
| | 3 Per-unit retain allocations
0D 0.00
FAYER'S Federal ID number  RECIFIENT'S 1D number 4 Federal income tax withheld _
D 987654321
1099 & 1058 Recipients | ] 0.00
RECIPIEMT'S name
P 5 Redemption of nonqualified 6 Domestic production
m\ Form Recipient | notices and retain allocations activities deduction
]
~d — | 000 0.00
: J Sheet address (including apt. no.)
0.00
(B
= City, state, and ZIP 8'work opportunity credit 9 Patron's AMT adjustment
= | | 000 0.00
W3 Form Account number [optional] Znd TIM riot, 10 Other credits and deductions
] 0.00
e o
Ll v |
1099
j.
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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
drop-down menu

To print the data on the preprinted IRS red form chose Print DATA Only

18. Click OK

from the

@ Example Company$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions CI[ck Print 15 Help  Order Supplies

Shortcuts | 1099 Recipient Form 1093-PATR Form Type
/¢ [ Select “ Mext ”F‘lewoue] ’ Save ] I Clear ] Print ] [Eieate F‘DF] Related Tasks |v| Select

®
e 4
Company Print 1099 Forms [
, N Step 1: Please select the recipients you want to print 1039 Forms for
& Select | Recipient's ID # [ Recipient's Name (Line One) Recipient's Name (Line Two) [ Select Current Rlecipient Only
Employess 1 D 587854221 Form Recipient
2 M 777889998 Jane A Test Select All Recipients
‘.""\ 3 _D 999887777 John @ Doe
i =a
p L - ) Select Recipient Fange
1099 & 1098 Recipients Select Rec|p|ents 16 Select copy to pl'll"lt 17 _
\
| w2 |
el
- ) Step 2 Please select the ty) Copy you want to print
W2 Forms
[T] Mark as CORRECTED
I A ) Prink a recipient / payer copy: | Copy B-For Fecipient - ] Mask Rrecipient's Tax ID Number
= - on Copy B .
m @ Print DATA ONLY on a preprinted form [IRS Copy & on red-ink form or any other copy on pre-printed farm]
W3 Fom Furnish Copp B of this form to the recipient by Januare 31, 2018,
= File Copy & of this farm with the IRS by February 28, 2018, If you file electionically, the due date is April 2, 2018, You can use W2 Mate Option #4 [Electronic Filing] in order ta
. file electionically,
Click OK | 18
1099 & 1098 Forms Step 3: If pou are printing on & pre-printed farm, please specifly the horizontal and vertical affsets for printed data
Haorizontal (inch] Vetical inch) Wertical space betw orms (00 NOT change unless you have to)
oo (2 Move data to the LEFT o 2 Move data UP Space bel first and second form. Defaultis 1.0Inch 1.0
(@ Move data to the RIGHT ©) Move data DOWN & between second and third form, Default is 1.0Inch 100
I 0K ( I Cancel
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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 RS & SSA Instructions

Quality Control 1099 Emailer Help Order Supplies

Shortcuts |

1093 Recipient Faorm 1033-PATR

(s [ o] 5o ] (o]

L]
g

] lClealePDFl Related Tasks :.

Form Type

Select

Iy

Company Payer's name. street address. city. state, zip code, and Tel #
\ [Example Compary$second name l 1 Patronage dividends
[ 122 Main | L
| | 2 Nonpatronage distributions
Employess Chicage | [1_Jeo60s 0.0
ALn Printer
L i, M Name: [Niu-csoﬂ XPS Document Writer v] [ Properties... ] |
1099 & 1098 Recipients e — " Beady:
| ol fm' Microsoft XPS m‘m\
[Formpq  Pe ment Select Printer
[ Where:  XPSPort: B
) Comment:
Sheet a [] Print to file
' Print range Copies Click OK I
@A Numberof fopies: 1 |+
City, sta Pages  from: l ] bo: l ] ® r ™ ol
L ollate
Selection Jll 2 _3'3
Account s
Cancel

1095 & 1098 Forms

e
&

1096 Form

OMB Mo, 1545-0118

2017

rorm 1099-PATR

£ Domestic praduction
activities deduction

0.00

7 Investment credit
0.0o

9 Patron's AMT adjustment
0.00
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