How to Edit Data on a 1099-PATR 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

]

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

Shorteuts | 1099 Recipient Farm 1093-PATR Farm Type
[ Select H Mext ”Previws] [ Save ] I Clear ] [ Print ] [Creale PDF] Related Tasks |'I Select

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

1Paonage dvidends ~ Click Select | 2

| Exarnple Company

|
%\ [123 Main | 20 —
| | 2 Nonpatronage distributions 2@ 1 7
Employees [Chicsgo | I [s0805 | 0.0

| | 3 Per-urit retain allocations

N 0.00
ﬂh PAYER'S Federal ID number RECIPIENT'S ID rumber 4 Federal income tax withheld _
D 12-3456783 | 777839393
1099 & 1098 Recipients [ ) [ ] 0.00

Fem 1099-PATR

RECIPIENT'S name
5 Redemption of nongualified 6 Domestic production
m\ |.Jane A Test | notices and retain allocations activities deduction
[}
“ | | 0.00 000

Street address (inchading apt. no.)

Foms |505 Main | _ 7 Investment credit
0.00
2

City, state, and ZIP 8'work opportunity credit 9 Patron's AMT adjustment
xm |Chicaga |t |eosos | 0.00 0.00
W3 Form Account rumber (optional] 2nd TIM not. 10 Other credits and deductions
| | O 000
———
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3. Select Form 1099-PATR

4. Click OK
@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shorteuts || 100 Recipiert Form 1033-PATR Form Typs
3 [ Select J [ Mext ”PreviwsJ [ Save J l Clear J [ Prink J [Ereate PDFJ Related Tasks |v| | Select |
iy
Company Payer's name, strg Eﬁﬁ Emrn iy‘pe E
A\ [E*amp'é Lompal 1039 /1098 Fom Type o e 15450118
& Im M=in Please select the type of 1039 / 1098 form you would like to work with: 5047
Employees | Chicago ©) Form 1033MISC orm 1009-PATH
| ) Form 109HNT
- '.\.\ ) Form
PAYER'S Federal () Form 1093-DIv
e ] A ] Select 1099-PATR | 3
1099 & 1098 Recipients 123456769 () Form 10937 ]
RECIFIENT'S nan -
[ ) Form 10935 omestic production
Jane Tt activties deduction
. () Form 1098-T .00
Street address (ing ) Fom 1098
505 Main el 7 Investment credit
' ) Form 10934 0.00
City, state, and ZIA () Form 10938 3 Patron's AMT adjustment
Chicago c oa
— © Form 1083.C Click OK | 4 r
Accaunt rumber
@ Form 1093-PATR
©) Fomn 1093-0ID > |
() Farm 1093-K
[ ok Cancel
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5. Click Select under 1099 Recipient

& (70]

Export Data

Company Tools Import Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shorteuts | 1099 Recipient Form 1093-PATR Form Type
. [ Select ] [ Mext HPreviuus] [ Save ] [ Clear ] [ Print ] [Creale PDF] Related Tasks |'I Select
s
ey
Company g address. city, state, zip code, and Tel. #
Click Select E |1 Patonage dvidends
5 OMB No. 1545-0118
a\ (123 Main | 0.0
| | 2 Nonpatronage distributions @@ 1 7
e A 0.00
Employees [Chicago | It |eo805 | o 1099-PATR
| | 3 Per-unit retain alocations
(8o 0.00
ﬂh PAYER'S Federal ID number  RECIPIENT'S 1D number 4 Federal income tax withheld
B e | B
P RECIPIENT'S name
5 Redemption of nonqualiied B Diomestic production
m\ |Jam A Te | notices and retain allocabions activities deduction
-
| ) - | 0.00 0.00
o & Street address (inchuding apt. no.)
o o O e
0.00
L =
= City, state, and ZIP 8Work opportunity credit I Patron's AMT adjustment
AW-3] [Chicago | [iL” 60805 ] 0.00 0.00
W3 Form Account number [optional) ~ 2nd TIN not. 10 Other credits and deductions
[ | O 0.00
—
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6. Select Recipient

7. Click OK
@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help  Order Supplies
o || 109 Recipient Form 1093-PATR Form Type
- [(selct |[ new |[Previus| [save | [ clar ][ Pim | [ciesePor| Remeatasks| | Select
By
Comparry : - ;
Select 1099 Recipient
N
The list below includes ONLY the recipients who receive 1033-PATR fommg, since the 1033 Form Type" cumently selected i
1093-PATR To change the 1099 form type, please click the "Select' buttan under 1099 Form Type".
Employees
|dentification Mumber Mame [Line One) Mame (Line Twal Account Number
W .} 1 7775599949 Jane & Test
2 993687777 John @ Doe
1099 & 1098 Recipients
N
[ w2 |
i
W2 Forns o
Select Recipient
By
w3 FOI'I'I"I
- Click oK
( uk“‘([ Cancel |
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8. Edit 1099-PATR Data as needed

9. Click Save

f ¥ 1)y
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Oualitv Control t Emailer Help Order Sunnlies
9

Click Save Edit Data | 8
Shortcuts || 1000 Recipient For ype
=y [ Select ” Mext ] [Previws] Save I Clear l [ Print ] [Create PDF] FIelatedT% |'I Select
109
Compary Payer's name, street address, city, state, zip code, and Tel. #
1 Patronage dividends
| Exariple Compary |
\ 0 U[l OMB No. 1545-0M18
& [123Main | :
| | 2 Nonpatronage distributions 2@ 1 7
S 7 0,00
Employees [Chicage | It [sos0s | o 1099-PATR
| | 3 Perunit retain allocations
- .'}. 0.00
PAYER'S Federal ID number ~ RECIPIENT'S 1D number 4 Federal income tax withheld _
— [12-3456789 | (77788933
1099 & 1098 Recipients l [ || o
RECIFIENT'S name
| Jane b Test | 5 Redemption of nongualified 6 Domestic production
notices and retain allocations activities deduction
|
: - | 0.00 0.00
Street address (inchading apt. no.)
| 505 Main | 7 Irwestment credit
0.00
City, state, and ZIP 8 Work opportunity credit 9 Patron's AMT adjustment
[Chicage | [e0s05 | 0.00 0.00
Aecount number [optional] 2nd TIM not. 10 Other credits and deductions
i | O 0.00
———
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10. Click Yes

&) Example Company - W2 Mate (2017)

E& Are you sure you want to save the current fields?

Company Tools Import Data Export Data E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
paictis || 109 Riecipient Foim 1093-PATR Foim Type
/,* ([ solect |[ new | [Pevius] [[sove | [(cer |[ Piw | [cwateror| Relaedtasks | | Select
Ly
Company Payer's name. street addiess, city, state, zip code, and Tel. #
|E“am ple Compar: | 1 Patronage dividends
N I pa ] f.00 OMB o, 15450118
l ] 2 Monpatronage distributions 2@ 1 7
Employess (Chicaga J L0608 ] || & o 1093-PATR

3 Per-unit retain allocations

Lose | ﬁ
m PAYER'S Federal ID num ® Click Yes

1099 & 1098 Recipients ‘:123458?89
RECIFIENT'S name
\ Jane & Test
[z ] B
e
\ s, Street address (including I
W2 Foms [505 Main
I —
= City, state, and ZIP
(W-3) [Chicaga /It [sos0s |
W3 Form Account number [optional) Znd TIM nit,
| | O
=
05
1093 & 1098 Forms
2
1096 Form

8 'Wark oppartunity credit

0,00 000
10 Other credits and deductions
0.00

—

& Domestic production
aclivities deduction

0.00

7 Investment credit
000

9 Patron's &M T adjustment
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