How to Edit Data on a 1098-T Form

Make sure you have the correct Company open inside W2 Mate

1. Click 1099 & 1098 Forms from the Shortcuts menu

T Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions

Quality Control 1099 Emailer Help Order Supplies

Shortcuts

g

General Information

W3 Information | 1096 Information |

f-.j.__,/ Employers Name / Filer's Name:  Example Comparny
Company Address 1: 123 Main
Address 2:
&\ City: Chicago
State: (L~ ZIPorPostal Code: 60605
Erployoce Country: [United States
YT Employer Identification Number: 123456789 SSN (F Applicable):
“'H Employer State ID (f Applicable):
1099 & :1093 Mpieﬂts Notes (Optional Freefom Field):

Please click the "Update” button to save any changes.

fread-only)

Database File Path

C:\Users\Public\Documents\W2 Mate 2017\Eample

Comparyy pmt

l

E'L"’/ QEM/ i.ﬂaf

1093 & 1098 Forms

9,

g
3

Update | [ Resst Clear

Click 1099 & 1098 Forms

Current company name 15 - Example Lompany

You can create a hew company by selecting "Company > New"' from the top menu,

Y'ou can open a different company by selecting "Comparny > Open” from the top menu.
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2. Click Select under Form Type

1099 Emailer Help Order Supplies

i

1099 & 1098 Rn;\::ipients

STUDENT'S taxpayer ID no.
(777833339 |

FILER'S Federal ID number
12-3456789
STUDENT'S name

|Jane A Test

Street address [inchuding apt. no.)

Company Tools Export Data E-Filing IRS & S5A Instructions Quality Control
Shortcuts Recipiert Form 1098-T Form Type
/ﬁ‘ | select || Newt ||Previous| | Save || Ciear || Pint | [ciesteror| RoteaTasks || Select
Isly
(\Jonvarly FILER'S name, street address, city, state, zip code, and Tel # ) ) .
N [ vy | lpmeeeesimasis Click Select | 2
& [123 Main | 000
L J l : ] 2 Amounts billed for qualified 2© 1 7
Employess {Ehlcagﬂ } s IEUBDS ] tuition and related expenses ror 1098-T
0.00
W h\

3 Check if you have changed vour reporting methad for 2017 [

4 Adjustrments made for a prior year

000 0.00
E Adjustments to
scholarships or grants 7 Check this box if the

5 Scholarships or grants

;505 I air for a prior year amount in box 1 or 2
includes amounts for an
academic period beginning
City, state, and ZIP 0.00 January - March 2018 [
|Chicago |[IL |e0605 |
. . . 10 Ins. contract reimb. /refund
5 Provider/fect. No. (see inst. . 8 Check if a
FEnEE TIevIEen o, [soe inskr) Ea?fhhenc: Isft:dleen?& Fl graduate student 0.00
-
—
W2 Mate® www.W2Mate.com info@realtaxtools.com Page 2 of 7



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

3. Select Form 1098-T

4. Click OK
@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing RS & S5A Instructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | Recipiert Faorm 1093-T Form Type
e [ Select ] [ Mext HPrevlous] [ Save ] [ Clear ] [ Print ] [Creaﬁe F'DF] Relsted Tasks |.‘ | Select |
sy
éo FILER'S name, street ad, . =
e Select 1099 Form Type @
|Examp|e Compangy
\ OMEB No. 1545-1574
|123 b ain 1099 / 1098 Farm Type
l Please select the type of 1099 / 1033 form pou would like to work with: 2@ 1 7
Employses Chicago -
{ () Form 1099-MISC Form 1098-T
TN ©) Form 1099INT
FILER'S Federal ID rumb © Forn 10990V Se Iect 1098-T
1099 a'iosa Rn;:'pierls 123456789
STUDENT'S name () Fom 1093R CD old
Jonenlest © Fom 1033
Street address (inclading © Form 10387 _ )
: _ heck this box if the
505 Main () Form 1098 unt in box 1 or 2
hdes amourts for an
(7) Form 10934, Hemic period beginning _
City, state, and ZIP ary - March 2018
Chicago () Form 10998
Service Provider/dcct, N (©) Form 1093:C ; Ins. contract reimb. /iefund
: Click OK 0
() Form 1093-PATR
-
) Form 1033-0ID
1099 & 1093-Fon'ns () Form 10994
[ OK Cancel ]
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5. Click Select under Recipient

Company Tools Import Data

2U1/
Export Data E-Filing IRS & S5A Instructions Quality Control

1099 Emailer Help Order Supplies

Shorteuts Recipient Faorm 1093-T Farm Type
/ﬁ Select | Mext ”Previuus| l Save | | Clear ] l Print | |Creahe F‘DF| Related Tasks |v| Select
iy
Compa - address, city, state, zip code, and Tel #
"~ CIICk SeIeCt 5 Paprments received for qualified
\ 1 : | tuition and related exoenses OMB Mo, 1545.1574
[123Main |
| e 2017
L J 2 Amounts billed for qualified
Employees {Ehicagﬂ } S 150805 ] tuition and related expenses rom 1098-T
0.00
e
m FILER'S Federal ID number STUDENT'S taxpayer |0 no. 3 Check if you have changed vour reporting method for 2017 [
b - 123456789 777889999 (]
1099 & 1098 Recipients STUDENT'S name | | 4 Adjustments made for a prior year 5 Scholarships or grants
0.00 000
. |Jane & Test |
& ' |
. - : £ Adjustments ta
s ) Street address [inchading apt. no. B
W2 Fomms ) - G 9 opt no) scholarships or grants 7 Check this box if the
|505 Main ] far a prior year amount in box 1 or 2
includes amounts for an
academic period beginning
City, state, and ZIP 0.00 January - March 2018 [
| Chicago |IL 60805 |
. . . 10 Ins. contract reimb. /refund
sE|wce Provider/Acct. Mo, [see instr] BChleck if at least grE;uE:tl:i;EAdent 0m
halltime studert ]
>
—
1096 Form
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6. Select Recipient

7. Click OK

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

Shortcuts | Recipient Faorm 1093-T Faim Type

/9 [ setect | Met |[Previous| | save || cew || Piirt | [cesteror] Reeatasks| | [ sokeet |
Iy

Company Fjesas -
Select 1099 Recipient

N |
& | The list below inclades DMLY the recipients who receive 1098-T forms, since the 1099 Form Type" cumently selected is

1038-T.Ta change the 1033 form type, please click the “Select” button under “1039 Form Type"

Employees

Identification Number Mame [Line One) Name [Line Two) Account Mumber
.l"\.\ 1 777829993 Jare & Test

M" 2 993887777 John O Doe

1099 & 1098 Recpients

e w17

. Select Recipient E
By

W3 Form

w0

==

[

1089

1099 4 1098 Foms / Click OK

[ ok [ cancel |
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8. Edit 1098-T Data as needed

9. Click Save

e | - ClickSave |9 Edit Data

Recipient

Company Tools ImportData ExportData E-Filing RS & SS5AInstructions Oualitv Contrnl  108Q.Egnailer Help  Order Sunnlies E
8

h Type

/ﬁ‘ | Select || Newt ||Previous| | Save || Cean || Print | | Create POF | F!alated%ksLl e
ray 7

Company FILER'S name, street address, city, state, zip code, and Tel #
[E =T ] 1 Payments received for qualified
Hample ~ompany tuition and related expenses OMB No. 1545-1574

[123 Main | 0.00

l | 2 Amounts billed for qualified 2© 1 7

lEhicago ] IL IBUBDE | tuition and relsted expenses

- Form 1098-T

| | 0.00
FILER'S Federal |D rumber STUDENT'S taxpayer |0 mo. 3 Check. if you have changed your reporting methad for 2017 [
123456789 | 777829993 | B ) . .
STUDENT'S name 4 Adjustments made for a prior year 5 Scholarships or grants
|Jane A Test | 0.00 0.00
. - : £ Adjustrents to

Street address (inchuding apt. no. B
; - . Ll scholarships or grants 7 Check this box if the
| 305 Main | far a prior year amount in box 1 or 2

includes amounts for an
academic period beginning
City, state, and ZIP 0.00 January - March 2018 1
| Chicago |lIL |e0s05 |
. . . 10 Ins. contract reimb. frefund
s3|wce Providersdcct, Mo, [zee instr) BChleck T atleast 2r$ﬁ:::i;admt 0m
halltime student [

1096 Form
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10. Click Yes

@ Example Company - W2 Mate (2017)

|Jane & Test

Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help Order Supplies
Shorteuts | Recipient Form 1093-T Form Type
3 ’ Select || Mext ”Previuus| [ Save l | Clear ] l Prirt | |Creahe PDF| Related Tasks |v| Select
Iy
Comparty FILER'S name, street address, city, state, zip code, and Tel #
[E =T ] 1 Paymenits received for qualified
N, #ampie Lompany tuition and related expenses OMB No. 1545-1574
% [123 Main | 000
J l : ] 2 Amounts billed for qualified 2© 1 7
Employses lEhicago | I 150805 ] tuition and related expenses 1098-T
J L Fom
[ | 0.00
W .h‘ ﬁ
FILER'S Federal ID F
m E 3455?;;m 1 Click Yes | 10 method for 2017 ]
1099 & 1098 Recipients e i
ﬁTUDENT'S name SUSDc;wlarshlps or grants

Street address [inchud

505 Main

7 Check this box if the
amount inbox 1 or 2

includes amounts for an
academic period beginning &

City, state, and ZIP 0.00 January - March 2018
| Chicago |IL 60805 |
. . . 10Ins. contract reimb. /refund
.Semc:e Provider/fcct. Mo, [see instr.) Egnle:é isft:d':n‘?‘ - grggj:tizildent ] D00
r
——
1096 Fom
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