How to Create, Populate and Print 1099-R 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-R
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5 Example Company$second name - W2 Mate (2017)

Export Data E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help  Order Supplies

l Mew 1099 / 1098 Recipient l l I odify Recipient ] [ Delete Recipent l ‘ Sort Recipients By. | Recipient's Mame [Ling One) v]

Identification Mumber

Mame [Line One) Mame [Line Two) Account Mumber
New 1099 / 1098 Recipient 5]
General

Recipient's T ax |dentification # | Types of 1093 / 1098 Forms Received Account # [optional] 2nd TIM niot.

W Fom 1093R Izl B

I Form 1098MISC - Select Form 1099-R | 3

[T Fom10334NT
t dame Line Two [optional, use if you need o]

Name

Fomn 1093-D1Y
Recipient Mame Line One (Exampl E ?'m

[~ Fom 109535
[~ Fom1098-T
[ Form 1098
Addiess [~ Form 10959-4
R [ Fom10%98 Email Address (Optional)
[~ Fomn 1099-PATR
Address? [only used when "Typer | Fom1033.01D E-Mlsc"]
I™ Fom 1039K This field is useful if pou want to bulk. emal
1098 uging 1099 Emaler software,
City State Zip code Foreign Countns
o R—

Common 1099-MISC Payments

The boxes below can be uzed to enter common amounts reported on form 1093-MISC. Use the "10699 & 1098 Forms' screen, if you
need to report / edit any other amounts on form 1093-M15C or any other form such as T0993-IMT.

Box 1- Rents: Box 7 - Monemployee compensation

0.00 0.00

"] Recipient iz inactive [exclude from 1099 forms, 1096 form and 10393 electronic fiing)

Lok ] [ cen |
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4. Enter New Recipient information

5. Click OK

@ Bxample Company$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & 5SAlInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts |

l Mew 1033 / 1038 Recipient l [ todify Recipent l l Delete Recipient Sont Aecipients By: [Hecipiarl's Mame [Line One] V]
F..i ..
= ‘f_” Identification Number Marne [Line One) Enter NeW ReCIplent data ount Number
Company | Mew 1099 /1098 Recipient l
L General
& Recipient's Tax |dentification #  Types of 1099 / 1098 Forms R eceived Account # [optional] 2nd TIM nat.
(= Form 1099-R - B
Employees
Mame
oy ecipient Name ne [Exal ohn Doe ecipient Mame Line Two [optional, use if you need tof
'l'"\ Recipient Mame Line One [Example: John Doe) Recipient M Line Two [optional, use if d to)
1033 & 1098 Recipients
Address
Address 1

Email &ddress [Dptional)

Addrezs2 [only used when ''Types of 1099 Forms Received" iz "Form 1099-MI5C")

Thisz field iz useful if you want to bulk email
1099z uzsing "1099 Emailer” software.

City State Zip code Foreign Countiy
[~ 7] NonUS Addess What s 1039 Emaier?

Commaon 1093-MISC Payrents

The boxes below can be used to enter common amounts reported on form 1093-MISC. Use the 1099 & 1098 Forms"' screen, if you
reed b report / edit any ather amounts ar forn T099-MISC o any other farm such as 1093INT,

1039 & 1098 Forms Box 1- Rents: Box 7 - Monemployes compenzation
@\ ”-”” el Click OK
1‘093 For|;n | Recipient is nactive [exclude from 1093 forms. 1096 form and 1039 electronic i
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

. and ZIP code
200 |/IL |[s0s05
Account number [optional] ] FATCA 0O Ind TIN
[ Filing REQ not.
15a Section 4094 deferrals 15b Section 4034 income
0.00 0.00

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 1099-MISC Foim Type
/6 [ Select ] | Mext ] I Previous ] [ Save ] [ Clear ] I Print ] [Clealze FDF 1099'9] Related Tasks | _| Select |
4
. Paper's name, street address, city, state, zip code, and Tel. #
Compary ‘Exam TRy — 1 Rents OME Mo 1545-0115
. B am Click Select
‘ 2 Royalties @@ 1 7
_ — 000 Feem 1098-MISC
: [Chicago |[L | eosos
Employees /—‘ 3 Other ihcome 4 Federal income tax withheld
0.00 0.00
™ 5 Fishing boat proceeds & Medical and health care ents
sl PAYER'S Federal ID number  RECIPIENT'S ID number g hostpr paym
0.00 0.00
| 777829999
- e ey = 7 Monemployee compensation 8 Substitute payments in lieu of dividends or interest
1099 & 1098 Recipients fecP Click 1099 & 1098 Forms | 6 | 0
Jane &5 2 : :
/ | 9 Payer made diect sales of 10 Crop nswiance proceeds
Shieet addigss lmci.ldMq:L no.) f&gatﬂ:‘ Erg;f;?::;ﬁe 0,00
505 Main || 1 12

0,00 |

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

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-R

9. Click OK

@ Example Company3second name - W2 Mate (2017)

1096 Form

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies
Shercuts | 1099 Recipient Foim 10995 Foim Type
2 2 [ solect |[ New |[Proviows| [save|[cear|[ i |[cesePor| RemedTasks| | [ Tselat |
2y
Company Payer's name, street addres| Select 1099 Form Type ﬁ
545:0118
\ _Example Company$secon| 1099 2 1098 Form Type
123 Main 1 7
Please select the type of 1093 /1098 form you would like to work, with;
. ! = ) 99-R
Employees Chicago () Form 1099-MISC P
R © Fom 1099INT Select Form 1099-R | 8
[} ]
Mh PAYER'S Federal ID rumbe: () Form 1039-DIV come bax
1099 & 1098 Reciierts © Fom 1093R .
RECIPIENT'S name | prealized
Form Recipient (" Form 10895 ptionin
pr's secunties
S (_ Form 1038-T
Street address (including ap
R () Form 1038 P
© Form 10394 0
City, state, and ZIP ) Fom 10398 | employee cont.
() Form 1099-C
10 Amount allocable to IRR 14 S_latg
N within 5 years ) Form 1099-PATR . distribution
[ 0.00 ) 0.00
==} () Form 1033-0ID C|IC|( OK 9
1099 : 17 Local
D Account number (see inc] © Fom 1039 distibution
1099 & 1098 Forms
0.00
)
@:\ [ ok Cancel
i
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10. Click Select under Recipient

11. Select 1099-R Recipient

12. Click OK
[or] Example Company$second name - W2 Mate (2017)
Company Tools ImportData ExportData E-Filin: . Control 1099 Emailer Help Order Supplies
L ° Click Select | 10 : £
Shortcuts | 1099 Recipient orm 104 Form Type
- seect 1 Ten || Previous| [ Save | [ Clar || Pint || ClestePDF | RolatedTesks | | | seent
iy
Company Select 1099 Recipient E
\ The list below includes ONLY the recipients who receive 1093-R forms, since the 10393 Form Type" cumently selected is
& 1093 To change the 1099 form type, please click the “Select” button under *1099 Form Type".
Employses |dentification Mumber Narme [Line One) Name [Line Two) Account Mumber
\ 1 987654321 Form Recipient
XTH 2 777663399 Jane & Test
939887777 John 0 Doe
1099 & 1098 Recipient
m\
..
i Select Recipient | 11
W2 Forms
(B
W2 Fom
. Click OK | 12
=N
=a|
1098
1099 & 1098 Forms
@_\ % ok | [ Coneal |
o s
1096 Form -
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13. Fill in recipient(s) amounts (for example: Taxable amount, Gross distribution, etc.)

14. Click Save

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

1099 & 1088 Recipients

=M
[

1099
1099 & 1098 Foms

e
=

1096 Form

ctions ( Complete Information for Recipient | 13

Pint | ceeate POF | Relatea Tasks '|

Fomm Type
Select

PAYER'S Federal ID number

E' Example CompanySsecond name - W2 Mat= (9017
Company Tools ImportData ExportDa Click Save | 14
Shottcuts || 1089 Recipient Foim 10938
/Q Select | MNesxt Previous Save ] [ Clear ] |
Pay
Company Payer's name, strest address, city, state, zip code, and Tel #
.\ Exarnplé Company$second name
% 123 Main
Employees Chicaga BOB05
Ty

RECIFIENT'S ID number

967654321

RECIFIENT'S name

Form Recipient

Street address [including apt. no )

City, state, and ZIP

10 Amount allocable to IRR

11 1gt pear of desia. Roth

within 5 years contrib.

0.00

Account number (see ing.)

1 Grosz distibution
0.00
2a Tanable amount
0.00
2b Taxable amount
not determined B
3 Capital gain (incl. in box 2a)
0.0 '

5 Employes contribs.
#Desig. Roth contribs.
of insurance premiums

0.00 0.00
7 Distibution codes  |RA/SER.. 8 Other %
[} 0.00 0
92 Your % of total distribution b Total emplopee cont.
% 0.00
12 State tax 13 State / Payer's state 14 State
withheld rumber distribution
0.00 L~ 0.00
15 Local tax 16 Name of 17 Local
withheld locality distribution
0.00 ooa

OMB Mo, 15450113

2017
Form 1099-R

Total

distribution 7]
4 Fed income tax
0.0

B MNet unrealized
appreciation in
employer's securities
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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 CompanySsecond name - W2 Mate (2017)

1033 & 1098 Recipients

%

W2 Forms

e
=

1096 Form

[ Mark as CORRECTED
() Print a recipiert / payer copy: | Copy 1-For State Tax Department .
l S Do/ Py B 1L 2H Deneier [l MaEk Fleguent's Tau D Nurber
= _ on Copy B .
@ @ Print DATA DMLY on a preprinted form [IRS Copy & on red-ink Formn or any other copy on pre-printed farm]
;'.'3 Foﬁ Furnish Copies B. C. and 2 of this form to the recipient by January 31, 20018..
File Copy & of this form with the RS by February 28, 2018, If you file electronically, the due date is April 2, 20718, You can use W2 Mate Option #4 [Electronic Filing) in order to
=% file electrorically.
s 3
1089 Click OK | 18
Step 3: If you ate printing on & pre-printed form, please specify the horizontal and vertical offsets for printed dats
1099 & 1098 Forms

Company Tools ImportData Export Data E-Filing IRS 8 SSA Instructions Cllck Print 15 Help Order Supplies
Shorteuts || 1009 Recipient Form 1099-R Foir Type
elect ext wIoUS ave ear reate elated Tasks elect
<& sal Newt | [Previ save | [ @ Pt CrestePOF | Related Tasks | | Sel

iy

Company Print 1099 Forms e
L Step 1: Please select the recipients pou want to print 1099 Forms for
% Select Recipient's D # Recipient's Name (Line One) Recipient's Name (Line Twao) | Select Cunient Riecipient Ory
- 10O “saresaazi Form Redipient

Employees 2 0 777239999 Jane ATest Select Al Recipients

ae

Select None

3 O \ 999887777 John Q Doe

Select Recipients | 16

Select Recipiant A ange

Select copy to print | 17

Find Recipient

Step 2 Please select O CopY You want to prink

Horizontal (inch)
~ Move data to the LEFT

“eitical finch)
7 Move data UP

Weitical spacgdetween forms [DO NOT change unless you have to]

Spaggictween first and second form. Default is 1.0 Inch 1.00
0.00 0.00

@ Move data to the RIGHT @ Move data DOWN

0K
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19. Select the correct printer

20. Click OK

é Example CompanySsecond name - W2 Mate (2017)

Company Tools Import Data Export Data E-Filing IRS & SS5A Instructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 1099-R Form Type
/Q‘ [ Select ” Next ”Prewous] [ Save ] [ Clear ] [ Print ] [CteabePDF] Related Tasks ;'l Select
Isy
Company Payer's name, street address, city, state, zip code, and Tel. #
[ 1 Gross distribution OMB N, 1545:0119
\ Example Company$second name E—a——A-M‘A—
& 123 Main . 2017
Employees 7Chxcago - Ma : 1099-R
m .\. Name: | Microsoft XPS Document Witer ~| [ Propeties.. | fribution
PAYER'S Federal [[] ~ Status:  Ready ed income ta
- [ Type: Microsoft XPS Document Writ -
1099 & 1098 Recipients ‘ s et Select Printer | 19 _
RECIPIENT'S name == . uneaiized
| Form Recipient Comment: 7] Prirt ta file e;:(t'.soge.&uities
— S
Pt o cories § Click OK | 20 |-
Stieet address (incl % -
— @A Number ff copies: 1 % ther %
- Pages from | to i - ' ) ho 0
: alfoj2l 5j3l Cokae
iy, sale, and 2P| Seectin ll il Toll emplojes cont.
o
10 Amount allocabls Cancel ate 14 State
within 5 years distnbution
0.00 0.00 v 0.00
i 15 Local tax 16 Name of 17 Local
feoom pumbes tasa s withheld locality distibution
‘ 0.00 0.00
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