How to Edit and Save Data on 1099 & 1098 Forms

Make sure you have the correct Company open inside W2 Mate

1. Click 1099 & 1098 Forms in Shortcuts

2. Click Select under Form Type

T Example Company - W2 Mate (2017)

1099 & 1098 Recipients

RECIPIENT'S name

Jane & Test

Street address [including apt. no.)
Click 1099 & 109

City, state, and ZIP code

f77863939

8 Forms

Chicago IL BOE0S
Account number [optional] &l FATCA 2nd TIM
“Filing REQ nat,
15a Section 4034 deferals 15b Section 4034 income
0.00 0.00

T Nonemployes compensation
0.00

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

Company Tools Import Data Export Data E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shotcuts | 1099 Recipient Farm 1093-MISC Farm Type
a [ setect |[ New |[Pievious| | save | | cear || Piint Cieate PDF 10995 | Felated Tasks | _ | Select
Iy
Payer's name, street addiess, city, state, 2ip code, and Tel. #
Comparny Exanple Company 1;:3”‘3 suete o Click Select
N 123 Main 2 Royalties 2 @ 1 7
: : 0.00 ram 1099-MISC
Chicago IL BOEDS
Employees 3 Other income 4 Federal income tax withheld
0.00 0.00
o !o\,‘ 5 Fizhing boat proceeds B Medical and health care papments
“'" PAYER'S Federal ID number  RECIPIEMT'S 1D number 000 0w

8 Substitute payments in ieu of dividends or interest
0.00

10 Crop insurance proceeds

products to a buyer for resale 0.00
1 12
0.00
13 Exoess golden parach, 14 Gross proceeds paid to an attormey
0.00 0.00
16 State taw withheld 17 State / Payer's State Number 18 State income
0.00 - 000
— [ |
0.00 - 000 /

il
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3. Select the correct 1099/1098 form

4. Click OK

@ Bample Company - W2 Mate (2017)

Company Tools ImportData Export Data E-Filing IRS 8 55AInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Farrn 1093-MISC Form Type
/@ l Select ] l Hext ] IFrevioml l Save ] l Clear l l Print. ] [I:teate FDF 1093'31 Related Tasks 'l Select l
3
P
"_‘y, Payer's name, street address, city, state, 2ip cods, and Tel #
T 1 Rents OMB Mo, 1545:0115
Example Company ‘ 0.0
(123 Main J‘ 2 Rogalies 2047
[Chicago L |eos0s \ ioesllid Lo e ﬁ

PAYER'S Federal ID number

10393 / 1036 Form Type

Please select the type of 1093 / 1098 forrn you would like to work with:
RECIPIENT'S ID number

1089 & 1098 Foms

oy
=

[ 777689399 ®) Form 1099MISC
RECIFIENT'S name Select the type of form| 3
() Form 10934NT
Jane & Test
©) Form 1093DIV
Street addiess (including apt. no ) ©) Form 1099R
R05 kdain .
i ) Form 10995
City, state. and ZIP code () Form 1098-T
[Chicago |[iL " |[60s0s © Form 1098
Account number (optionall . FATCA, 1 2nd TIM Py
Ofigrea Moo (© Fom 10334
154 Section 4034 defenals 15b Section 4094 income () Fom 10338
000 0.00 ) Form 1093-C A

©) Fom 1093PATR Click OK

©) Form 1093-0ID

() Form 1099K.

Lo |

[ Cancel
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5. Click Select under 1099 Recipient

123 Main

.Examp\el:o Cllck Select

Company Tools ImportData ExportData E-Filing IRS 8 S5A Instructions Quality Control 1099 Emailer Help Order Supplies
| 1099 Recipient Form 1093-B Form Type
’ Select Mesxt ] lPreviwsJ [ Save J l Clear ] [ Print J ICledJe F‘DFJ Related Tasks | . | Select ]
Payer's name, stre: ress, city, state, zip code, and Tel # :
Appicable check by on Form 8343 e e

1b Date acquired [mmm/dd/ v

| 1a Description of property (Example 100 sh. »3Z Ca.)
| 1e Date sold or disposed [mmmdddvy]

2017

rorm 1099-B

Employess Chicago L | [s0605

“;\. ‘ 1d Froceeds 1e Cost or other basis

ol T 0.00 0.00
PAYER'S Federal ID number RECIPIENT'S I rumber ' )

| ) e | 1f Accrued market discount 1o'Wash sale loss dizallowed

1099 & 1098 Recipients | 0.00 0.00
RECIPIENT'S name 2 3
John O Doe | Shortterm | Longterm | Ordinary [ Basis reported to RS [
< e i | 4 Federal income tax withheld ]
trest L.
oot addkess finahuding 3pl. ne.) 0.00 Check if roncavered secuity [
101 Front |
B Reported to IRS: 7
Gross proceeds [ | Net proceeds ] Loss not allowed based on amtin 1d [
City, state, and ZIP
Chicaga | IL |B0B0S 8 Profit or (loss] realized in 2017 on closed 9 Unrealized profit or (loss] on open
contracts contracts - 12/31/2016

Account number [optional] 2nd TIN not. 0.00 a.oo

o= [ 10 Unrealized profit or [losz] on open 11 Agaregate profit or (loss] on

| — contracts - 12/31/2017 conlracts

e CUSIP number

0.00 0.00

14 Statename 15 State 1D no TBStatetawwH 12 Checkf 13 Battering
I:] 00 proceeds from collectibles [ 0.00
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6. Select Recipient

7. Click OK

Company Tools

o] Examnple Company - W2 Mate (2017)

Import Data Export Data E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

Shorteuts

| 1099 Recipient Form 10938

1099 & 1038 Recipients

i Select Recipient E

f Click OK

Form Type
3 I Select ] | Mext ‘ [ Presous | | Save ] l Clear | | Print ] I Create PDF ] Related Tasks | . Select |
P2
— "‘y Payer's name, street addiess, cily, slate, zip code, and Tel. # o b 14116
Company Applicable check box on Form 8343
ient
N\
& The list below inchades ONLY the recipients who receive 10938 forme, since the "'1093 Form Type" cumrently selected is
10939-B Ta change the 1099 farm twpe. please click the "Select” button under 1093 Fom Type"'
Employees
\ Identification Mumber MName [Line One] Mame [Line Twa) Account Mumber
Smi 1 367654321 Form Recipient
i 777689393 Jane A Test
3 999887777 John @ Doe

| Y e
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8. Edit Data as needed

9. Click Save

Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Contrel 1099 Emailer Help Order Supplies

Shorteuts | 1093 Recipient Fom 10935+ Click Save | 9 Fom Type

/ﬁ. | soect || e |[Previows| [ save € ciew || Print Create PDF 1099's RelahedTasksLl Select
Ly

P Payer's name. street addiess. cily. state. zip code. and Tel. #
- |E ample Company 1 Rents OMB No. 1545-0115
te
i 0.00
Edit Data :
|123 o 2 Royalties @@ 1 7

% | _ 0.00 £om 1098-MISC
J [Chicago IL | s0805
) 3 Other ncome 4 Fedesal income tax withheld

Employees ’—
@@ @1 0.00 0.00

18 .} 5 Fishing boat proceeds 6 Medical and health care papments
PAYER'S Federal 1D number RECIPIENT'S ID number
0.00 0.00
| [777e83929 _ _ . - _
1099 &‘109& R;: - RECIPIENT'S name 7 Nonemployee compensation 8 Substitute payments in lieu of dividends or interest
plents
|Jane ATest 0.00 0.00
m\ | 9 Payer made ditect sales of 10 Crop insurance proceeds
] $5.000 or mare of consLmer 0.00
i Street address [including apt. no.) products to a buper for resale :
W2 Forme (505 Main 1 12
| 0.00 [ |
I= N City, state, and ZIP code 13 Excess golden parach, 14 Gross proceeds paid to an attorney
= [Chicago it (5005 000 a0
I Account number [optional] F Znd TIN
‘W3 Form . @ F';Iﬁi\rzgcgEQ O nzt. 16 State taw withheld 17 State / Payer's State Mumber 18 State income

0.00 0.00
15a Section 4094 deferralz 15b Section 4094 incame u]
0.00 000 0.00 - | 0.00 ‘

1059 & 1038 Forms

N\
%

1036 Form
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10. Click Yes

[oe) Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help  Order Supplies

Shotcuts | 1099 Recipient Foir 1099-MISC Foirn Type
/@ [ seect || New |[pievious| [ seve | | cear | [ P | [create POF 1099 | Relteq Tasks |'| Select
P
_ ""y Paper's name, street address, city, state, zip code, and Tel. #
Company 1 Rents OME ND. 1545-0115
|Example Company o0
Y [123 Main 2ogalies 2047
| o o 1090-MISC
L |chicage | i |sosos
Employees 3 Other income: 4 Federal income tax withheld
| | 0.00 0.00
» |.1.\ 5 Fishing boat proceeds E Medical and health care payments
m PAYER'S Federal ID number  RECIPIENT'S ID numbe
0.00 0.00
| (777889993 | , 5 et .
1099 4 1098 Recipients RECIPIENT'S name Monemployes compensation ubsh CI Ick Yes 1 0 or interest

|JaneA Test
l W2 Mate (2017) m rop meyfice proceeds

Street address (inchuding apt. no.)
|5U5 Main 4 ii Are you sure you want to save the current fields?

City, state, and ZIP code toss proceeds paid to an attomey

| Chicago [ Yes ([ No ] 1

Account number [optional] Fi .
I B Filing REQ CT ot TE SEafe taw wilhhe £ ayers Slate Mumber 13 State income

000 ' 000
15a Section 4034 deferrals 15b Section 4034 income E]

0.00 0.0 0.00 E] 0.00 ‘

1099 & 1098 Fomns
—
N

1096 Form

The edited data entered will be saved
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