How to Delete Recipients

Make sure you have the correct Company open inside W2 Mate
*Single Recipient*

1. Click 1099 and 1098 Recipients in shortcuts

2. Choose Recipient from list

3. Click Delete Recipient

4. Click Yes

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

Shortcuts
A l Mews 1094 / 1098 Recipient ‘ l Modify Recipient ‘ [ Delete Recipient Qonl Recipients By: | Recipient's Name [Line One) v]
= “:-/ |dentification Number Name [Line One) Mame (Ling Account Number
Company 1 777883959 Jane A Test
2 933887777 John Q) Doe
By
Select Recipients to delete Click Delete Recipientl
Employees
" ..\i‘ W2 Mate (2017) | =2

i

1099 & 1092 Recipients

m\ —= (Click Yes

»!‘ Yes No ]

.
By Click 1099 & 1098

|W-3| Recipients Shortcut

y h Are you sure you want to delete this recipient?

=

—
1089 & 1098 Foms

@\

1096 Form
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*Multiple Recipient*

1. Click Tools

2. Click Delete Multiple 1099 and 1098 Recipients

Company

'T Example Company - W2 Mate (2017)
Tools rtData ExportData E-Filing IRS 8 S5A Instructions

Quality Control 1099 Emailer Help Order Supplies

Rollover

Last Year

10998

Options

Enable Optional Features

Backup Company
Restore Company

Backup All Companies
Restore Multiple Companies

Zero Amounts On Multiple 1099-INT Forms

Zero Amounts On Multiple 1099-DIV Forms

Zero Amounts on Other Forms

Other Recipient / 1099 Tools

Copy & Paste 1099-MISC Recipients Between Companies

Delete Multiple Employees

Zero Amounts On Multiple W2 Forms

Update Box 15 (State, State ID) for Multiple Employees
Other Employee / W2 Tools

Remap Form 1099-MISC Data

1

1099 & 1038 Forms

Bulk TIN Matching

Delete Multiple 1099 / 1098 Recipients \
Zero Amounts On Multiple 1099-MISC Forms

pient Delete Recipient | Sort Recipients By [Hsc'pisnt's Name [Ling One) Y]

Orne) Name [Line Two) Account Mumber

\ Click Tools

. Select Delete Multiple
1099/1098 Recipients

1099 |

@\
=

096 Form
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3. Select Multiple Recipients

4. Click Ok

@ Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies

Shorteuts

)

Compary

&

Employees

‘iﬁ

|=a|
1059 4 1098 Fomns

1095 & 1098 Recipients

| Nw1033/10%Recipert | | ModiyAeciirt | | Delee Rociient | \sm sients By
Identification Nurmber Name [Line One] Narne [Line Twa] Account Mumber

1 777883933 Jane A Test

2 333887777 John G Doe

Please select one or more recipients from the list below. The selected redpients will be permanently deleted from this company.

%

Select Recipients to delete

Click OK El

Select Recipents ID # Recipient's Name (Line One) Recipient's Name (Line Two)
Select Al
1 |0 TTTE39999 Jane A Test
s 10 e o

(T

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 3 of 4



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

5. Click Yes

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

Shortcuts |

| Newl03/10%8Reciiont | | ModiyRespient | | Delete Recipent | \ Sort Recipients By: | Recipients Name [Line One) v

»
‘F‘:'y |dentification Number Name (Line One) Name (Line Two) Account Number

Company 1 777883393 Jane A Test
\ 2 999887777 John O Doe

Employees

L \

You are about to permanently delete these recipients from the
company.

Are you sure you want to continue?

1099 & 1038 Recipients

Click Yes E

1099 & 1098 Forms

e
N

1096 Form
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