How to Create, Populate and Print 1099-S 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

Shortcuts ‘ .
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N\
=

. |
‘W2 Forms
0 =

(W-3]

W3 Form
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3. Choose Form 1099-S

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

Shoricuts
i [ New 1039 / 1098 Recipient ] [ Muodify Recipisnt ‘ l Delete Recipient l ‘ Sort Recipients By: [ Recipient’s Mame [Line Ong) - ]
Py
| MNew 1099 / 1098 Recipient [t
Compary
General
N Recipiert's Tax Identification # | Tppes of 1099 / 1098 Forms Recaived Account # (aptional) 2nd TIN nat.
%. ¥ Fom 10995 [~ B
\ / [~ Form 1099-MI5C
Employess Name © Fom oSt _~ Select Form 1099-S | 3
Fiecipient Mame Line One [Exampl r Fz:z 1 DSS:H it Hame Line | wo |ophional, use I you need kaf
S0 he; 7
m [~ Fom 10937
L ) [~ Fom 1098
1099 & 1092 Recipients Address [~ Form 10994
Address 1 [ Fom 10998 ] .
A I Fom 10880 Email Address (0 ptional)
= [ Fom 1099FATR
,"‘ Aiddress2 (only used when "Types [ Fom 1093010 MISC")
I Fom 103K This field is useful if you want to bulk email
W2 Forms 1099z using 1099 Emailer” software.
City State Zip code Foreign Country
B — s e
W3 Form Common 1093-MIST Pagments
The boxes below can be used to enter common amounts reported on form 1083-MISC. Use the 1039 & 1098 Forms" screen, if you
= '_'-\ reed to report / edit any other amounts on form 109344150 or anw other fom such az T099INT.
- Box 1- Rents: Bow 7 - Nonemployes compensation
1099 & 1098 Forms
|a.uu 0.00
H [ Recipient is inactive [exchude from 1099 forms, 1096 form and 1099 electronic filing]
1096 Form
ok ] [ cow ]
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4. Enter New Recipient information

5. Click OK

lm Example Company3second name - W2 Mate (2017)

Company Tools Import Data ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts |
[ Mew 1093 / 1098 R ecipent I l adify Recipent l l Delete Recipent I ‘ Sort Recipients By: Iﬁacipiant's Mame (Line One) V]
ey - Enter New Recipientdata |4 | ————
MNew 1099 / 1098 Recipient -?('-
Company ‘
General
N Recipient's Tax |dentification #  Types of 1099 / 1088 Forms Received Accourt # (optional) 2nd TIN nat,
% [ - B
Iélml-nyeés Mame

Recipient Mame Line One [Example: John Doeg]

Recipient Mame Line Twa [optional, use if you need ta)
i,

i

1099 & 1098 Recipients Address
- RS Ernail Address (Optional]
=
a Addiess2 (only used when "Types of 1039 Forms Received' is "Form 1033-MISC")
. - This field is useful if you want to bulk email
W2 Forms 1099z using 1099 Emailer" software.
City State Zip code Fareign Country
l é‘ [ - [ NonUUS Address What is 1099 Emailer?
W3 Form Cormmaon 1099-MI5C Papments
The boxes below can be used to enter common amounts reported on form 1093MISC. Use the "1093 & 1088 Forms" screen, if you
=N need to repart / edit any other amounts on form 1033MISC or any ather fomn such as T095-INT,
e Box 1- Rents: Box 7 - Noremployes compensation
1059 & 1058 Forme

0.00 | 0.00

Click OK| 5

[ Recipient is inactive [exchude from 1099 forms, 1096 form and 1099 elect
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6. Choose 1099 & 1098 Forms in shortcuts

7. Click Select under form type

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

Shortcuts ‘ 1099 Recipient Formn 1099-MI5C Foim Type
- [ Select ] | Mext ] [ Previous ] [ Save ] [ Clear l I Print l [Clealze FDF 1099'9.] Related T asks | _| | Select |
(89
< Payer's name, street address, city, state, zip code, and Tel. #
Company 1 Rents OME Mo 1545-0115

|E:-=en1ple Company

0.00 i
a; LY |123 Main 2 Pogalties @@1 7 CIlck Select

| 0.00

- — Form 1099-MISC
—) [Chicago | i Je0s0s
Employses ’—| 3 Other income 4 Federal income tax withheld
0.00 0.00
o 5 Fishing boat proceeds & Medical and health care enls
Smb PAYER'S Federal ID number  RECIPIENT'S 1D number gbestpr pavm
: 0.00 0.00
| 777009999
- o — . 7 Nonemployee compensation 8 Substitute payments in lieu of dividends or interest
1099 & 1098 Recpients recPl Click 1099 & 1098 Forms | 6
0.00 0.00
Jane &0 o PN
yd | 9Payer made diect sales of 10 Crop insurance proceeds
Street addiess [inchudingBpt. no.) f&gﬁtﬂ;ﬂ::jﬁ?;ﬁe 0.00
505 Main | 12
[ | [omw |
. and ZIP code 13 Excess golden parach. 14 Gross proceeds paid to an attomey
|/iL |[s0s05 | o 200
Account number [optional] FAT nd TIN
[ (] FiingCaEQ O ngl 16 State tax withheld 17 State / Payer's State Number 18 State income
0.00 - 0ooo
15a Section 4034 deferralz 15b Section 4034 income L]

000 0.00 0.00 - 0.00 ‘
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8. Select Form 1099-S

9. Click OK

@ Example Company$second name - W2 Mate (2017)
Company Tools Import Data

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

Shortcuts

éoma")'
By
Employees
T

1099 & 1098 Recipients

1093 Recipient Form 10335 Form Type
l Select || Next ”F‘reviws| l Save ] l Clear ] l Pririt | |C:eate PDF| Related Tasks |v| | Select |

FILER'S name, street address, city, state,
[Example Company$second name
[123Main

|Chicage | L

FILER'S federal ID number TRANSFI

9876543

THANSFEF!DH'S name
Form Recipient

Street address (incheding apt. no.)

City, state, and ZIP

Account or gscrow number (see instruction

W

1099 #1098 Form Type

Please select the type of 1093 / 1038 form you would like to work with;

Select Form 1099-S
bode)

() Form 1099-MISC
() Form 1085-INT

*) Foem 1099DIV

e

() Form 1095-R

©

.

) Form 1033-5

(6]

© Form 1098-T
() Form 1098

() Farm 10994
() Form 1093-B
() Form 1093-C

() Form 1099-PATR

) Form 1098-0ID Click OK
) Form 1093K
[ oK [ Cancel ]
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10. Click Select under Recipient

11. Select 1099-S Recipient

12. Click OK

fon] Example CompanySsecond name - W2 Mate (2017 )
Company Tools ImportData Export Data E-F CIICk SeIeCt

10 Ruality Control 1099 Emailer Help Order Supplies
ty P PP

-3
Shortcuts | 1099 Recipient Form 1033-5 Form Type
/ﬁ' Select Next lPreviwsJ l Save ] l Clear ] l Print J I Create F‘DFJ Related Tasks | . | Select
Iay
Company Select 1099 Recipient ==
\ The list belaw includes ONLY the recipients who receive 1099-5 forms, since the 1099 Farm Type" currently selected is
& 1033-5.To change the 1093 form type, please click the “Select” button under "1099 Form Type".
Employees Identification Number Name (Line One) Mame [Ling Two) Account Number
" 1 387654321 Form Recipient
(08¢, 2 777889993 Jane A Test
3 999887777 John () Doe
- 4 123456783 New Recipient
1099 & 1092 Recipients
Select Recipient | 11
Click OK| 12
’.] -=-=|
L 1009
1099 & 1098 Forms
@_\ [ X o | [ cancal
1096 Form
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13. Fill in recipient(s) amounts (for example: Date of closing, Gross Proceeds, etc.)

14. Click Save

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

> — R — W2 Mate (2017

Company Tools ImportData ExportD. Click Save | 14 pctiens Qu Complete Information for Recipient | 13

SIS 1099 Recipient Form 10935 I Form Type
/@ [ Select H Nest HPreviousJ Save [ C!eal] [ Prirt JlEleate PDF‘ Related Tasks |'| Select

Company FILER'S name, street address, city, state, zip code & Tel #

[Example Comparw$zecond name 1 Date of closing (mm/dd/yyyy)

N - OMB No. 1545-0697
% |123 Main
| 2017

2 Gross proceeds

ployees Chicago IiL EOEOS
Em : : | 0.00 Fern 1099-5
oo
m FILER'S federal ID number TRANSFEROR'S 1D number 3 Address of legal description (including city, state, and ZIP code)
L . 7654
1095 & 1098 Recipients |98 faase |
TRANSFEROR'S name
b % Faorm Recipient |
=
& |
\ , Street address [inchading apt. no.)
W2 Forms |
4 Check here if the transferor received o will receive
I b Y property or services as part of the consideration
@ Ciy. state. and 2IP | 5 Check here if the ransferor is a foreign person ]
W3 Fom 6 Buyer's part of real

estate tax

Account or escrow number [see instructions)
(= 0.0

B ) A
1083 & 1098 Forms —

\
&

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

@ Example Company$second name - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Cllck Prlnt 15 Help  Order Supplies

i

1055 & 1098 Recipients

Select Recipients | 16 Select copy to print | 17

AN
| w-z ]
-l
Step 2 Please select t rm copy you want ta print
o

Furnish Copy B of this farm to the recipient by January 31, 2018,

file electronically

Shicy | 1o Riecipient Form 1093:5 Fom Type

/ﬁ Frint Create FDF |  Related Tasks | . | Select

[ K.

=4
Company Print 1099 Forms i)

' Step 1: Please select the recipients you want to print 1093 Forms for
%ﬁ [ Sekct Recipient's ID # Recipient's Name (Line One) | Recipient's Name (Line Two) | e i
. 10 987854321 Form Redipient
Employees 2 O 777389999 Jane A Test Select All Recipients
¢ \ 3 D 999IBTTTT John Q Dow
bt + 0O 123458789 New Recipient Select None

W2 Foms <4 [T Mark as CORRECTED
() Print a recipient / payer copy: | Copy B-Far Transferor 7] Mask Recipients Ta ID Nurbst
. . . . on Copy B .
(@ Print DATA OMLY on & preprinted form [|RS Copy & on red-ink farm ar ary other copy on pre-printed fom)

File Copy & of this form with the IRS by February 28, 2018, If you file electronically, the due date is April 2, 2018. 'You can use W2 Mate Option #4 [Electionic Filing] in arder to

- Click OK | 18

Step 3: If you e printing on & pre-printed form, please specify the horizontal and vertical offsets for printed data
Horizontal (inch) Vettical (inch) Vettical spac
@\ () Mowe data to the LEFT () Mowe data UP 35

0.oo 0.00

@) Maove data to the RIGHT
1096 Fom

1099 & 1098 Forms

@ Move data DOWN

0K Cancel

een forms (DO NOT change undess you have ta)

wieen first and second form. Default is 1.0 Inch 1.00

pace between second and third form, Default is 1.0 Inch 1.00

Select Recipient Fangs

Find FRecipient
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19. Select the correct printer

20. Click OK

@ Example Company3second name - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing RS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 10935 Form Type
/ﬁ [ Select l [ Next ”Prevmus] [ Save ] [ Clear ] [ Print I [CreateF'DFl Related Tasks |'| Select
ryy
tiicrrq:uar'n;I FILER'S name. street address. city, state, zip code & Tel #
IEx.ampIe Compan 1 Date of closing (e dd/wwyy]
\ OMB No., 1545-0997
% 123 Main
- Chicano ™ B . B, =
Employees g [ XPS D Wrter R | R
, [ | Sows ey \
o H : Type:  Micrasoft XPS Document W Select Printer
_FILEH 5 federal 1D Where:  XPSPort: ity, state, and ZIF code)
1089 & 1098 Recipients Comment: [C] Print to file I
TRAMSFEROR'S ny )
N, Form Recipient Print range Copies Click OK | 20
= ' @Al Number of cffpies: 1 5]
L J Street addiess (inc Pa o -
— ges  from: o -
W2 Forms l—l l— 1] '\3] [ ] Collate
Selection 1 3 will receive
I % hsideration [
= City, state, and ZIP [—] erson B
W3 Form
Account or gscrow number [see instructions) estate tax
0.00
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