How to Edit Data on a 1099-DIV 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

WD 17

Import Data  Export Data

Company Tools E-Filing IRS 8 SSA Instructions Quality Control 1099 Emailer Help Order Supplies
Shodcuts || 1030 Recipient Form 1093D1Y Form Type
- | select || Next ||Previous| | Save || Clear | | Pt || create PoF | HelatedTasksLl Select

[Example Company

Payer's name, street address, city, state, zip code, and Tel #

1a Total ardinary dividends

aam i Click Select

505 Main

E Foreign tax paid

City, state, and ZIP

Chicago

Account number (optional]

0.00
I 8 Cash bquidation distributions
| [iIL 60805 a0
10 Exempt-interest dividend
FATCA Filng REQ FEmpTEEs At
0.00
[ ]2nd TIN mot. 12 Slate

13 State identification no

0.00
\ 123 Main 2@ 1 7
| 1b Qualified dividends
Employees [Cricags | IL [eosoe 0.00 Fom 1096-DIV
| | 2a Tatal capital gain distr. 2b Urrecap. Sec. 1250 gain
YT 0.00 0.00
PAYER'S Federal ID number ~ RECIPIENT'S ID number 2c Section 1202 gain 2d Collectibles [28%) gain
= ~ .34 77! 0.00 0.00
1089 8 1098 Reclerts 12:3 55?3? | [777em939
RECIPIENT'S name 3 Nondividend distiibutions 4 Federal income tax withheld
Jane & Test n.00 0.00
5 Investment expenses
Strest address (including apt. na.) 0.00

7 Foreign country or LS. possession

9 Moncash liguidation distributions
0.00

11 Specified private activity bond int. divs.

L

0.00
14 State tax withheld
0.00 ‘
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3. Select Form 1099-DIV

4. Click OK

@ Example Company - W2 Mate (2017)

1099 & 1098 Foms

N
%

Account number [optional)

() Form 1089-PATR
() Form 1053-0ID

() Fom 1098k,

0K

[ Cancel ]

Company Tools ImportData ExportData E-Filing IRS & SS5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts || 1089 Recipient Form 1093:DIV Form Type
/Q [ Select H Mext HPleviwsl [ Save l [ Clear ] [ Print l [Craahe F'DF] Related Tasks |'I Select
Py
Elonpan; Payer's name. street address, rm Type
\ lExampIe Company
123 Man 1099 /1098 Form Type
| Please select the type of 1093 / 1038 form you would like to work, with:
- Chi '
Employees D ) Form 1099-MISC i
1250 gain
T | ©) Form 1039INT
PAYER'S Federal ID number @ !
U] 1A © Fom 10350V e Select 1099-DIV
1099 & 1098 Recipients ) Form 1099-R
RECIPIENT'S name - L tax withheld
Jane A Test ) Form 10995
N ) Form 1088-T penses
Street address (inchuding apt. o
505 Main © Fom10% por U.S. possession
() Fomm 10894,
Dt?' sate. a2l () Form 1099-B Jation distributions
_Ehlcago )
() Form 1099-C

CIICk OK E e activity bond int. divs.

1 State tax withheld
o 4
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5. Click Select under 1099 Recipient

Company Tools ImportData ExportData E-Filing IRS 8 SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts || 1000 Recipient Form 1093.D1Y Form Type
/,* | select || Next ||Previous| | Save || Clear || Pint | | create PDF | - Related Tasks |v| Select
sy 1
Comparry . ddress, city, state, zip code, and Tel. #
CI ICk Sel ect ] 1a Total ardinary dividends OME ha. 15450110
.00
\ 123 Main 2@ 1 7
| 1b Qualified dividends
Employses [Cricags | IL |05 0.00 Fom 106DV
| | 2a Tatal capital gain distr. 2b Urrecap. Sec. 1250 gain
T 000 0.00
PAYER'S Federal ID number ~ RECIPIENT'S ID number 2c Section 1202 gain 2d Collectibles [267%) gain
= ~ .34 77! 0.00 0.00
1089 8 1096 Recplerts 12:3 55?3? | [777eassss
RECIPIENT'S name 3 Nondividend distributions 4 Federal income tax withheld
\ Jane & Test n.00 0.00
=y
‘-‘ | 5 Investment expenses
& L Street address (including apt. no.) 0.00
e 505 Main E Foreign tax paid 7 Foreign country or LS. possession
B 000
ﬁ Ciy. state, andZIP o 8 Cash iquidation distibutions 3 Noncash liquidation distributions
Chicago | iIL 60805 a0 o
Account number (optional FATCA Fiing REQ 10 Exempt-interest dividends 11 Specified private activity bond int. divs.
r .00 0.00
L1 2nd TIN nat 12 State 13 State identification no

L

14 State tax withheld
0.00 ‘
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6. Select Recipient

7. Click OK

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 S5A Instructions Quality Control 1099 Emailer Help Order Supplies

Shodeuts || 1000 Recipient Form 1093-DIY Form Type

/ﬁ [ Select I | Mext I lPlevious | l Save | I Clear | | Print l l Create PDF] Related Tasks _'| Select
13y —
(\:orroany M

E. \ The list below includes ONLY the recipients who receive 1093-DI1V forms, since the '"1099 Form Type" currently selected is

1093-D1V.Ta change the 1099 form type, please click the "Select” button under 1033 Fom Type",

Emplayees Identification Number Name [Line One] Name [Line Two) Account Number
\ 1 7985993 Jane & Test
(080, 2 999667777 John O Doe
1099 & 1098 Recipierts

Select Recipient E

1039 & 1098 Foms -~ Click OK | 7

@;\ [ o mmei ]
=

10_96 FOI-'!'I'I
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8. Edit 1099-DIV Data as needed

9. Click Save

Export Data

=N
=2

o

1099 & 1098 Forms
(-

1096 Form

505 Main

City, state, and ZIP

Chicago | (it 60605

Account number [optional]

"] FATCA Filing REQ

(] 2nd TIN nat.

E Foreign tax paid
0.00

8 Cash bquidation distributions
0.00

10 Exempt-interest dividends
0.00

12 State

13 State idertification no

Company Tools Import Data E-Filing IRS & S5A Instructions  Quality Control 1099 3 Help  Order Supplies
Shotoss [ae— ot Click Save [ 9| Edit Data| 8 |
/ﬁ‘ | Select || Next ||Previous| | Save || Clea Print | | CreatePDF | Relaed T¥ | v| Select
Company Payer's name, street address, city, state, zip code, and Tel, #
[Example Company 1a Total erdinary dividends OME N 15450110
N - 0.00
[123 Main 2017
l 1b Qualified dividends
Employees [Chicago | (it 60605 0.00 Fom 106DV
l ] 2a Tatal capital gain distr. 2b Urrecap. Sec. 1250 gain
W0 o} 0.00 0.00
PAYER'S Federal ID number ~ RECIPIENT'S ID number 2c Section 1202 gain 2d Collectibles [267%) gain
> - 12-34 fili 0.00 0.00
1089 8 1096 Recplerts 23 5s?ssl | [777eassss
RECIPIENT'S name 3 Nondividend distributions 4 Federal income tax vithheld
Jane & Test n.00 0.00
5 Investment expenses
Strest address (including apt. no.) 0.00

7 Foreign country or LS. possession

9 Moncash liquidation distributions
0.00

11 Specified private activity bond int. divs.

L

0.00
14 State tax withheld
UIDD 4
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10. Click Yes

[ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies
Shodcuts || 1009 Reciient Form 109301V Fom Type
" [ solect |[ New |[Pevious| [Tsave | [l | [ Pim | [ciestePDF| Reltedtoss| | Select
iy
Company Payer's name, street address, city, state, zip code, and Tel. #
N (Example Company logéot,@!ggi@u{éyﬁems OME ta. 1545-0110
[123 Main & 2017
[ 1b Qualified dividends
Eagioyecs [Chicago | i [s0805 0.00 P -0
[ = Unrecap. Sec. 1250 gain
[) 0\ =
ok Click Yes | 10
PAYER'S Federal ID numbd
= 7 [12: ﬁ ields?
1099 & 1098 Recipients 12:3456789 y Are you sure you want to save the current fields?
Federal income tax withheld
D.00
[ Yes J Investment expenses
Street address (including 3| 0.00
{505 Main & Foreign tax paid 7 Foreign country or U.S. possession
0.00
Ciy. state; and2IF 8 Cash liquidation distrbutions 3 Noncash liuidation distibutions
Chicago | i |s0s05 T 0 :
Account number (optional) 7] FATCA Filng REQ 10 Exemptinterest dividends 11 Specified private activity bond int. divs.
1 T — 0.00 0.00
=) - ] 2ndTIN not 12 State 13 State identificationno 14 State tax withheld
0.00 ‘
1099 & 1098 Fomms
/
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