How to Edit Data on a 1099-MISC 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 & 5SAInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts
/Q\ General Information | W3 Information | 1096 Infomnation |
ré}/ Employer's Name / Filer's Name: ~ Example Compary
Address 1: 123 Main
Company
Address 2-
ﬁ City: Chicago
State: (i <] ZIPor Postal Code: 60605
Exmeloy Country: [United States -
o h\" Employer Idertification Number:  12-3456789 SSN (F Applicable):
“'H Employer State ID (f Applicable):
1099 & ;1093 Re-cipierﬂs Notes (Optional Freefom Field):
A Please click the "Update” button to save any changes.
A \ \ g py :
a Database File Path C:\Users'\Public\Documents\W2 Mate 2017\Eample
! ) fread-only) Compary pmt
W2 Forms
lé. [ Update | [ Reset Clear
o Click 1099 & 1098 Forms
'w3 an‘] Current company name 15 - Example Lompany

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

| '-‘E\ You can open a different company by selecting "Company > Open” from the top menu. W2 MA TE e )]

1093 & 1098 Forms

e
=

1096 Form
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2. Click Select under Form Type

1099 & 1098 Forms

N
%

1096 Form

|12-3456709

[123456709 |

RECIPIENT'S nhame

|Bob's Buiders

Company Tools ImportData Export Data E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies
Shorcuts | 1099 Recipiert Farrn 1093-MISC Forrm Type
3 [ sekect | [ Newt |[Previous| [ save | | cem | | P | [cieme POF 10395 Retmted Tasks | | Select
ey
SRR Payer's name, street address, cily, state, zip code, and Tel #
Company |E:-sam e Comman 1Rents OMBE Mo 1545-0115 .
B 000 Click Select
N I an 2Roalies 2017
0.00
h 1099-MISC
L ) |Ehicago | IL |80‘605 . e . .
Employees ’—| 3 Dther income 4 Federal income tax withheld
0.00 0.00
5 Fishing boat proceeds & Medical and health care ents
- h PAYER'S FederalID rumber  RECIPIENTS D number Y s - P

7 Nonemployes compenzation

8 Substitute payments in lieu of dividends or interest

1200.00

9 Payer made direct sales of
$5.000 or more of consumer

0.00

10 Crop inswrance proceeds

Steet address (inchuding apt. no.) praducts to a buyer for resale 0,00
[123 Ditt Lane | 12
| | oo |
Ciy. state, and ZIP code 13 Excess golden parach. 14 Gross proceeds paid to an attomey
|Ericage | |[sos05 | 000 000
Account number [optional]
F';IQCQEQ O 52:1 TR 16 State tax withheld 17 State / Paper's State Number 13 Stale income

182 Section 4094 deferrals
0.00

15b Section 4034 income
000

0,00

0.00

0.00 [~
L)

0.00 ‘
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3. Select Form 1099-MISC

4. Click OK
o
© ' Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Form 1093-MISC Form Type
| select || New |[Previous| [ save || cear || Pint | [crestepoF 1089:| RelateaTasks || Select
-
iy
Payer's name, street address, city, state, zip code, and Tel. #
Company 1Rents OMB No. 1545-0115
Example Company
123 Main | Select 1099 Form Type 0417
& — 1093 / 1098 Form Type | 1000-MisC
i
ol (oo Please select the type of 1039 / 1098 form you would ke to work with: deral income tax withheld
1]
o) 0} @ bony/ICIT Mt edical and health care payments
m PAYER'S Federal ID n ® For T0o 1T —
) Form
, 12378 , Select 1099-MISC Elmmmm.
1099 & 1098 Recipients RECIPIENT'S name ) Form 1093-DIV il
|Bob's Builders . P
T — ) Form 1093-R .
| i fop insurance proceeds
Street address (inchudi ) Form 10935 n
123 Dirt Lane ©) Form 1098-T
; ) Form 1098
City. state, and ZIP co hross proceeds paid to an attomey
|Chicago ) Form 1093-A 5
Account number (optiol @
. SlhomlCBy State Number 18 State income
= ) Form 1093-C 0.00
15a Section 4094 defd
b 0.00 I ) Form 1099-PATR
1099
¢ ) Form 1093-01D :
1099 & 1098 Fomns o Click OK
) Form 1093-K
e
@ ok [ cancel |
1096 Form
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5. Click Select under 1099 Recipient

v - W2 Mate (2017

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

Shortcuts | 1099 Recipent Form 1099-MI5C Form Type
» Select I Mext ”Previws] I Save ] [ Clear ] I Print l ICreaie PDF 1[\99‘8] Related Tasks |'| Select
Ps
i Paper's &, shreet a city, state, zip code, and Tel # 1R
Company . —— ents OME NO. 1545-0115
Click Select | 5 R 000
LY i.“...q... 2 Royalies 2@1 7
% 0.00
1099-MISC
. ) |Chicago | IL ‘ E0E05 . e ) .
Employees ’—| 3 Other income 4 Federal income tax withheld
0.00 0.00
N ‘.\ 5 Fishing boat procesds 6 Medical and health care payments
PAYER'S Federal ID number RECIPIEMT'S ID number
0.00 0.00
L J |12-3456789 [123456789 | } o N _
1099 & 1098 — RECIFENT'S name 7 Nonemployee compensation 8 Substitute payments in lieu of dvidends or interest
| Bob's Bulders | 120000 0.00
| | 9 Payer made direct sales of 10 Crop insurance proceeds
i
Street address (inchuding apt. no.) :%ﬁl:rl:‘ 3';‘;{:‘;:? :A::L 0,00
|123 Dirt Lane | 1 12
| | (oo |
Ciy, state, and ZIF code 13 Excess golden parach. 14 Gross procesds paid to an attomey
[Chicago | |[sos0s | 000 200
Account number [optional] [ Ind TIM
FiirIgCaEI] O nzt 16 State tax withheld 17 State / Paper's State Number 18 State income
0.00 - 0.00
15a Section 4034 deferals 15b Section 4034 income L]
0.00 0.00 0.00 - 0.00 ‘
1095 & 1098 Forms

&

1096 Form

N\ "’

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 4 of 7



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

6. Select Recipient

7. Click OK

D Example Company - W2 Mate (2017)

E-Filing IRS & 55AInstructions Quality Control 1099 Emailer Help Order Supplies

—

Employees

T

1099 & 1098 Recipients

Company Tools ImportData Export Data
Shortcuts | 1099 Recipient Form 1093-MISC Form Type
/@ [seiect | [ Mew | [Previous| [ save || clex || Pint | [creste PO 10585 Retsed Tasks || Select
I
:_""y- Payer's name, street address, city, state, zip code, and Tel #
Compary 1 Rents OMB Mo 1545-0115

! Example Company ! 000
N EETVR
% Select 1099 Recipient

The list below includes OMNLY the recipients who receive 1033-MISC forms, since the "1093 Form Type" cumently selected is
1095-MISC.Ta change the 1099 form type, please click the "Select” button under 1099 Formn Type'.

|dentification Murmber Mame [Line One) Mare [Line Twa)
1 123456789 Bob's Builders
2 777883333 Jane A Test
3 999887777 John Q Doe
4 987654321 Thomas Trairs

Select Recipient E

/ Click OK

Account Mumber

( IJK'([ Cancel |
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8. Edit 1099-MISC Data as needed

9. Click Save

Company Tools ImportData ExportData E-Filing RS & 55A Instructions Qualitv Control 1059 Email

Help Order Supplies

Shortcuts || 1099 Resipient Fom10ssue” Click Save | 9 Edit Data| 8 |, 1.

/0. [ select || New |[Previous| [ save T ciew | | [crestepor 1009s| Relateatafls | | Select
(2 ¢
7"')/- Payer's name, street address, city, state, 2ip code, and Tel #
Comparty 1 Rents OME No. 1545-0115
[Example Company | 000
. |[1 23 Main { 2 Ropalies 2@ 1 7
: 0.00 Fem 1099-MISC
¢ |Chicage IL | e060s |
Employees 3 Other income 4 Federal income tax withheld
| 0.00 0.00
,nO‘,\ 5 Fishing boat proceeds 6 Medical and health care payments
PAYER'S Federal ID number ~ RECIPIENT'S ID number 700 a0
[12-3456783 777889939 T-N | . 5 e et of hidend
— i fitute nts i i interest
1099 8 1098 Recipients FECIFIENT'S name onemploves compensation ubstil pavments in iew ividends or intere:
‘Jana A Test 0.00 000
m\ | | 9 Payer made direct sales of 10 Crop insurance proceeds
d Street addess findluding apt no.) heryerrebpt el i ' am
Vi2 Forme 505 Main 1 12
\ (000
I_ City. state. and ZIP code 13 Excess golden parach, 14 Gross proceeds paid to an attomey
= [Chicago I |[s0B05 000 o0
- - Account number [optional] - . T
W2 Fom /— [ IE?IQCQEIJ O izld I 16 State tax withheld 17 State / Payer's State Humber 18 State income
0.00 0.00
153 Section 4094 defenals 15b Section 4094 income l:]
0.00 0,00 0.00 |:| 0.00 ‘
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10. Click Yes

E Example Company - W2 Mate (2017)
Company Tools ImportData ExportDasta E-Filing IRS 8 55A Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts | 1099 Recipient Form 1033-MISC Form Type
/ﬁ. | select || New |[Previous| [ Save | [ cem || it | [create POF 10995 FelatedTasks | | Select
A

Payer's name, street addiess, city, state, zip code, and Tel. #
Company 1 Rents OME Mo, 1545-0115
|Example Company

| 0.00
, N |[1 23 Main l| 2 Ropalies 2047
: 000 Fom 1099-MISC
\ |Chicage IL  |s0s05 |
Employees 3 Other income 4 Federal income tax withheld
| 0.00 0.00
W0 0\.‘ 5 Fishing boat procesds 6 Medical and health care payments
PAYER'S Federal ID number RECIPIENT'S 1D number 70

123456789 | [777e833ss ClickYes | 10| _
10998 1098 Recipients RECIPIENT'S name — i vidends or interest
[J ane A Test 0.00
\ | Crop insurance proceeds
i ields?
™ l Steet addiess (including a) Are you sure you want to save the current fields? o0
l‘|"\Q Fcrrr;s 505 Main 12
N . Yes
I — City, state, and ZIP code [ 14 Gross proceeds paid to an attorney
m Chicage oo 000 o
- - Account number [optional] . 1
W3 Form Emr.l\-gcgEl] O ﬁ:s M 16 State taw withheld 17 State / Paper's State Mumber 18 State income

153 Section 4034 defenals 15b Section 4094 ncome
0.00 0.00 noa

000 [+ 000
|:| 0.00 ‘

1099 & 1098 Forme

2

096 Form
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