How to Edit Data on a 1099-K 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

117

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shorteuts | 1099 Recipient Farm 10956 Fom Type
I Select ] I Mext ] I Previous ] [ Save ] [ Clear l I Print ] I Create PDF l Related T asks | 'l Select
Py
- ~ FILER'S name, street address. city. state. zip code. and Tel # FILEF'S foderal Herifioati
Co t eral identification .
meany Example Company | |12-3456?89 Click Select .
123 M
\ (123Msin | PAYEE'S taxpayer identification no. 2@ 1 7
_' , | (77783399 | o 1009-K
o Chicago ] (L ] [EUEDE ] 1a Gross amount of b Card Mot 2 Merchant
Employees ] payment card/3rd Present category
— . Check to indicate party network TMs  fransactions code
W8 .¥ Check to indicate if FILER iz a [an): trangactions reported are: 0.00 0.00
Fayment settlement entity (PSE] [7] Payment card 3 Mumber of purchase transactions 4 Fedincome tax
1099 S.W pients Electronic Papment Facitator /0ther 3rd party | [7] Third party network 00o
Sa January 5b February
N PAYEE'S name 0.00 0.00
- 1 Jane A Test 5c March 54 April
< J 0.00 000
W2 Forms Stieet address (inchuding apt, no.) 5 May 5f June
505 Main
l =3 0.00 000
SgJuly Sh August
W-3 Cily, state, and ZIP 000 00
VW3 Form Chicaga EES 5i September 5i October
3 PSE'S name and telephone number 0.00 0.0
== Gk November 51 December
000 000
s Accourt number (optional) Znd TIN rot. GStale 7 State identification no B State bax withheld
1099 & 1098 Foms | O T
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3. Select Form 1099-K

4. Click OK

[0 Example Company - W2 Mate (2017)

Company Tools Import Data Export Data  E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shortcuts | 1099 Recipient Form 1033-K, Fiarrn Type
[ selest || Mewt |[Previous| [ save || clea | | Pt | [(cesepor | Retedtasks | | [ skt |
(2
= J FILER'S name, street i i - i
CUI’IWBH)! . s I tm Forll'l Tm ication no. OMB No. 1545-0715
Example Company |
N\ 123 Main 1093 /1098 Foim Type —— 2@ 1 7
Please select the type of 1099 / 1098 farmn you would like ta wark with: o 1099-K
Chicago | bCardMot  2Merchant
Employees () Form 1083MISC Present category
tansactions code
YT Check to indicate if F © Fom 1089INT o0
[] Payment settlem: () Form 1099-DIV 4 Fed income tax
L S - Select 1099-K | 3 [(reeeeneter
1099 & 1098 Recipients setionic Faym ©) Fom 1093
Sb February
PAYEE'S name () Form 10935 0.00
J A Test
= ©) Fom 10367 s
| ) 000
Street address (inchudi (2 Form 1038 5 June
505 Main ©) Form 10994 000
. Bh August
City, state, and 2P IR 0m
Chicago () Form 1098-C . 5 October
R ) Click OK w0
= PSE'S name and teleg () Formn 1089-PATR -
=a ] 5l December
1= ©) Foim 103300 0,00
1099 | i
—_— Account number (optiq ® Form 1099 briificationno 8 Shate tax withheld
1099 4 1098 Forms 0.0
[ ok [ Concsl | P
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5. Click Select under 1099 Recipient

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Form 1093 Foimn Type
» [ select || New |[Previous| [ save || cem | | Pint | [[cimtePor | Relwedtasks| | [ sebet |
Py L
= > FILER'SWame. strest ;. cily, state, zip code, and Tel. # FILERYS fororal idertifioat [,
Company . i eral idertification no 8
Click Select |5 | 123456788 !
\ le2tam | PAYEE'S taxpayer identification no. 2© 1 7
_' _ | 777683999 | o 1099-K
R Chicago ] (L ] IBUEDS I 1a Gross amount of  Tb Card Nat 2 Merchant
Employees r ] papment card/3d Present category
L Check to indicate party network THNs  transactions code
‘..¥ Check to indicate if FILER iz a [an] transactions reported are: 0,00 0.00
Mh Paymert settlement entity (PSE) (7] Payment card 3 Mumber of purchase ransactions 4 Fed income tax
1099 SIW pients Electronic Payment Facilitator /0ther 2rd party ] Third party network, 000
Ba January 5b February
N PAYEE'S name 0.00 Q.00
= I Jane & Test e March 5d Apil
8 2 0.00 0.00
W2 Forms Street address (including apt. no.) Be May 5fJune
505 Main
» 0.00 0.00
Sg July Sh August
(W-3| City, state, and ZIP 000 0.00
W3 Form Chicagn |[IL [e0B0s i September 5i October
PSE'S name and telephone number 0.00 0.00
Sk November 5l December
0.00 0.00
L 1002) Account number (optional) 2nd TIN nat. BState 7 State identification no 8 State tax withheld
1099 4 1098 Foms | O ) 000
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6. Select Recipient

7. Click OK

[oe] Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions  Quality Control 1099 Emailer Help Order Supplies

Shortouts | 1099 Recipient Fara 1099-K Forn Type
/@ [ select | new |[Pievious| | save || cea | | Pint | [cisteror | Relateatasks || Select
Tay
. FILER'S name. street address, city, state, zip code. and Tel. #
i Select 1099 Recipient
N
The list belows inchudes OMLY the recipients who receive 1093-K forms, since the 1039 Form Type'" currently selected is
1093K.To change the 1033 foim type, please click the "Select” button under 1033 Form Type",
Employees
Identification Number Mame [Line One) Mame [Line Two) Account Number
N 01.\ 1 777889339 Jang A Test
m 2 999867777 John @ Doe

1099 & 1098 Recipients

Select Recipient E

- dlickok

[ o [ Cancel |
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8. Edit 1099-K Data as needed

9. Click Save

Company Tools ImportData ExportData E-Filing RS & S5AInstructions Qualitv Control 1099

Click Save | 9

Help  Order Supplies
— EditData E

BStale 7 State identfication no

Shortcuts || 1099 Recipient Form 10 in Type
/@ | select || New |[Previous| | save || Cear | CiestePOF | Relaedffbks | Sekect
iy 4
- > FILER'S name, street address, city, state, zip code, and Tel. #
Company g eC ‘ FILER'S federal identification ro. OME No. 1545-0715
HERE EomEany [12:3456788
\ :123 Hain ‘ PAYEE'S taspayer identification no. 2@ 1 7
_' ] | 1‘ [777533399 Forn 1000-K
— |Chicaga L 60605 1a Gross amount of 2 Merchant
Employees ( | payment card/3rd category
© Theck o indioate party network TXMNs code
W0 .‘:c Check to indicate if FILER iz a [an) tranzactions reported are: 0.00
ﬂh Payment settlement entity (FSE] [7] Payment card 3 Number of purchase ransactions 4 Fed income tas
10994 rlagafﬂaddpisds Electronic Payment Faciltator /0ther 3rd party | [ ] Third party network oo
Ba Januany Bb February
PAYEE'S name 0.00 0.00
Jane A Test 5c March 5d Apil
0.00 000
Street addiess (including apt. no.) Be May 5f June
505 Main 0.00 noo
SgJuly Sh August
City, state, and ZIP 0.00 000
Chicago G 5i September 5 October
PSE'S name and telephone number 0.00 0.0
5k November Sl December
0.00 000
Areount rumber [aptional] 2nd TIN not.

3 State tax withheld
a0
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10. Click Yes

© Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies
Shorteuts 1099 Recipient Form 1095-£ Faimn Type
A | seteat || New |[Previous| | save || cear | | P | [ cestePoF | Related Tasks | 'l sekct |
Isy
3 = FILER'S name, street address, cily, state, zip code, and Tel. #
Company FILER'S federal idzntification no. OME No. 15450715
|Example Company 153450768
123 Mai
N | an PAYEE'S tarpayer identification no. 2© 1 7
{ = 777885339 Farn 1099-K
e Chicago J L 60605 1a Grogs amount of b Card Mot 2 Merchant
Employees | ] payment caid/3rd Present category
! Check to indicate party netwaork, TANs  transactions code
".\.\ Check to indicate if FILER is a (an] transactions reported are; 000 0.00
|1 Payment settlement entity (| ome tax
. . Click Yes | 10
D— Elect P nt Facilitat
1099 & 1098 Recipeents (B9 Electionic Pagment Facitat
4 Bb Februany
PAYEE'S name B Are you sure you want to save the current fields? 000
Jane A Test i 5d April
l 0.00
Street address (including apt. no.
; ; [ ing apt. no. Yes No ] 5 June
\505 Main n.o0
g July Bh August
City. state. and 2IP 0.0o 0.00
Chicaga IL |GOBOS i September 5j October
PSE'S name and telephone number 0o 000
Sk Novernber 5l December
ooo 0.00
Account number (optionai] %nd TIN not. E State 7 State identification no 8 State tax withheld
0.00
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