How to Import 1099 Data from QuickBooks
Online into W2 Mate

The W2 Mate 1099 Utility for QuickBooks Online is used to create a CSV file to import your 1099
data into W2 Mate.

Note: In order to use this feature you must purchase and enable W2 Mate Option #3 to import

Note: You will need to export your data from QuickBooks Online to Excel spreadsheets, use the
W2 Mate QuickBooks Online Helper Utility to convert the spreadsheet data to a single CSV
(Comma Separated Value) spreadsheet (per company), then import the CSV data into W2 Mate.

Each company will need to be created and imported separately.

To export your data from QuickBooks Online:
(examples using Internet Explorer 11/Excel 2016)

1099 Transaction Detail Report
1. Click on Reports from left side menu

2. Click 1099 Transaction Detail Report

Dashboard

Banking

Sales

Expenses

Workers

Taxes

Accounting

My Accountant

What's new?

We've rearranged a few things. Your standard reports are now
under the 'All tab along with the new 'Favorites’ section.

Click Reports

Reports

All Custom Reports Management Reports

Click 1099 Transaction Detail Report

v Expenses and Vendors

1099 Transaction Detail Report

Check Detail
Expenses by Vendor Summary
Open Purchase Order List

Open Purchase Order Detail

o)

Purchases by Product/Service Detail

Purchases by Vendor Detail

Transaction List by Vendor

Vendor Contact List
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3. Select Report Period

_ St — e ;_...--Select Report Period E
4. Click Run Report —
s B S click Run report E
Roporn
~ o' and Landscaping Services

5. Customize the report and then select Export to Excel

= e B {CE}E

Display density Customize the report to make sure ONLY the
D Compact following columns are selected. DO Make sure
Tax ID is MOT selected.
Change columns Resstio defaul

Date Transaction Type MNum
— Memo 1099 Box Account
| Split I:l Vendor Amount
Balance \:l Tax ID

~ Show Less

Reorder columns

Select Export to Excel | 6

6. Export to Excel

Export to Excel

Export to PDF

7. Click Save and Select Save As to save the Excel 1099 Transaction Detail report

e [ — i [ et s s+ s e [

Save

Do you want to open or save Craig’s Design and Landscaping Services_1099+Transaction+Detail+Report.xlsx (5.19 KB) from ¢23.gbo.intuit.com? e

Open | Save | T Save and open
— = — e T T — / |

Click Dropdown and
select Save As
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8. Choose location to save the file

9. Click Save

vl- Desktop »

Choose location to save file

' Search Desktop

Organize ¥ New folder g ®
A o = A ‘ =
43 Favorites | [ | Libraries ~ RBS F
‘ Bl Desktop ™ System Folder System Folder
& Downloads
‘5. Recent Places 1&/ Computer @/ Network Z
% OneDrive > System Folder - System Folder I=
sCoes ) h AE Tutorial - Works in Progress Angela Backups
4 Libraries | File folder ‘ File folder
» |5 Documents =
> o) Music | Angie's Company A Emailer SMTP
I | Pictures i l File folder ‘ l File folder
> [ Videos I
} | Network Rollover i E QBO testing
] Computer File folder E File folder
> & Windows ()~ Chu b bummn Ammlbmn Tibasial linke %
File name: Craig's Design and Landscaping Services_1099+Transaction+Detail+Report.xlsx v
Save as type: | Microsoft Excel Worksheet (*.xlsx) = ne
Click Save |9 ]
~ Hide Folders \‘ Save ] [ Cancel ]

10. Click X to close the pop-up

The Craig's Design and Landscaping Services_1099+ Transaction+Detail+ Reportadsx download has completed.

You can open the file as needed
or X to close this pop-up

10

— x|

| | Open | |'|| Open folder |

View downloads
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Vendor Contact List
11. Click on Reports from left side menu

12. Click Vendor Contact List

ab a’ﬂ'lckbOOkS Subscribe now and save 50%  Subscribe now

Dashboard 4 . 5‘
What's new? \

L N =
Banking : o
We've rearranged a few things. Your standard reports are now

Sal under the ‘All’ tab along with the new 'Favorites’ section. A *
ales

Click Reports H
Expenses i .

Reports

Workers

Q

All Custom Reports Management Reports
Taxes 2 .
Click Vendor Contact List | 12
Accounting
v Expenses and Vendors

My Accountant

1099 Transaction Detail Report Purchases by Product/Service Detail

Check Detail Purchases by Vendor Detail

Expenses by Vendor Summary Transaction List by Vendor

v

Open Purchase Order List Vendor Contact List

Open Purchase Order Detail

Vendor List will be displayed

13. Click Settings icon

Subscribe now and %  Subscribe now
Dashboard Sortw Addnotes
Banking
Craig's Design and Landscaping Services

Sales VENDOR CONTACT LIST Click Settings icon
Expenzes

VENDOR EMAIL ACCOUNT # TAXID STREET ary STATE pil g
Workers Bob's Burger Joint

Books by Bessis Books@lntuit.com 1345 15 Main St Palo Alto ca 94303
Reports

Brosnahan Insurance Agency 7653412 23-4569875 P.O.Box 5 Middlefield CA 94482

Cal Telephone 10 Main St. Palo Alo ca 94303
Taxes

Chin's Gas and Ol
Accounting Cigne Health Care 123456789

Computers by Jenni Msfxit@Intuit com 1515 Main St. Middlefield CA 94482
My Accountant Disge's Rosd Warrior Badysh...

EDD

Ellis Equipment Rental Rental@intuit.com 39765 45896 Main St Middlefield cA 94303
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14. Select the following column options: Vendor, Email, Account #, Tax ID, Street, City, State, Zip

15. Click Export icon

Click Export icon

=G

Display density

Compact Select the following
Change columns Reset to default column optionS:
Vendor |:| Creste Date [:I Created By — Vendor, Email, El
[[] Lest Modified [[] LestModifiedBy [ ] Phone Account #, Tax ID,
[] Phone Numbers Email [[] Full Neme Street, City, State,
D Address |:| Company Name D Website ZIP

[[] Track 1099 [[] 1099 Printed [] other

Account # D Terms [:I Billing Rete

Tax ID |:| Note Street

City State ZIP

D Country D Last Name D First Neme

A Show Less

Reorder columns

16. Select Export to Excel

Export to Excel

Export to PDF

Select Export to Excel

16

17. Click Save and Select Save As to save the Excel Vendor Contact list

| Save

Save as

Open | | Save J - Save and open
|

Do you want to open or save Craig's Design and Landscaping Services_Vendor+Contact+List.xlsx (544 KB) from ¢23.gbo.intuit.com?

P - e | s D T < 5]

7

Click Dropdown and
select Save As

17
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18. Choose location to save the file

19. Click Save

W iy

Choose location to save file

~
Q \7|- Desktop »
Organize v New folder / gk v ©

X Favorites [ Libraries J RES M
Bl Desktop = || System Folder System Folder

& Downloads
’E_ Recent Places &/ Computer @ Network
@ OneDrive r System Folder System Folder

I Search Desktop

e h AE Tutorial - Works in Progress » I Angela Backups
il Libraries l File folder File folder
@. Documents i
o' Music Angie's Company h Emailer SMTP
Pictures l File folder l File folder
Videos [ S
} Network Rollover } E QBO testing
M Computer I File folder File folder
& Windows(C) + : - .
1 Coidb bvnmn darlbnn . Tebavial Ll
[ F 1 CBlCraig s Design and Landscaping Services Vendor+Contact+List.xdsx v
Save as type: | Microsoft Excel Worksheet (*.xisx) Click Save 19 V]

4 Hide Folders \“Save ] [ Cancel ]

20. Click X to close the pop-up

You can open the file as needed
or X to close this pop-up

B e

The Craig's Design and Landscaping Services_Vendor+ Contact+ List.xlsx download has completed.

— ] | ——— 1T E—— | ] S =—— I —
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To create a new CSV file, Click the link below to open the W2 Mate QB Online Helper download:

http://www.1099tutorial.com/download/w2-mate-QB-online-helper-1.html

21. Click Download Now

W2 Mate QB Online 1099 Helper

DOWNLOAD NOW

Click Download Now | 21

If you face problems downloading the setup file, please follow these instructions::

Internet Explorer users:

e

1. Download the file by clicking the Download Now Button (above).

2. When prompted with a window to "Save” or "Run", select "Save"” to save the file to your hard disk.
3. Double-click the W2MateQBOnlineHelper.exe program file on your hard disk to start the setup program.
4, Follow the instructions on the screen to complete the installation.

5. Once the installation is complete, open the program by clicking on the program's icon on the desktop.
Mozilla Firefox users:

)
J

1. Download the file by clicking the Download Now Button (above).
2. When prompted with a window to "Save” or "Run", select "Save” to save the file to your hard disk.
3. Double-click the W2MateQBOnlineHelper.exe program file on your hard disk to start the setup program.
4, If you can't locate the setup file, then click on "Tools > Downloads” menu to view the list of downloaded files and double click on the setup file in the list.
5. Follow the instructions on the screen to complete the installation.

6. Once the installation is complete, open the program by clicking on the program's icon on the desktop.

Real Business Solutions - 18313 Distinctive Drive - Orland Park, IL 60467
Live Chat or Emall
1-800-507-1992 | 1-708-479-8731 | 1-708-550-6376

Copyright 2018 Real Business Soiutions. All Rights Reserved. Privacy Statament and Terms of Use. Uninsfall Instructions. 2
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22. Click Save

Click Save

Do you want to run or save W2MateQBOnlineHelper.exe (316 KB) from 109%tutorial.com?

23. Click Open Folder

Click Open Folder | 23

The W2MateQBOnlineHelper.exe download has completed. | Run | Open folder View downloads |

24. Double-click on the W2MateQBOnlineHelper.exe application

vl & » RBS » Downloads v [‘,H Search Downloads p]

Organize v Open Share with v Burn New folder v I @
& cavaiites Name ’ Date modified Type Size
Bl Desktop ﬂ 1095-Mate-2017-Setup.exe 4/3/2018 4:03 PM Application 23992 KB
8 Downloads ] Craig's Design and Landscaping Services...  5/15/2018 1:05 PM  Microsoft Excel W.. 6 KB
‘2| Recent Places [ Mark1095forPreviousYear.exe 4/9/2018 1:15 PM Application 23KB
4@ OneDrive ## Mark-1099-EFile-Previous-Year.exe 3/21/201812:229 PM  Application 263 KB
“ npp.7.5.6.Installer.exe 3/23/2018 2:56 PM  Application 4,200 KB
9 Libraries 8! Payroll-Mate-2016-Setup.exe 3/29/2018347PM  Application 16,402 KB
@ Documents ﬁ Payroll-Mate-2018-Setup.exe 4/3/201812:51 PM  Application 15,132 KB
@ Music 3 VSCodeSetup-x64-1.22.2.exe 4/13/201811:200 AM  Application 44363 K8
[=/ Pictures ﬁl W2Mate2014Setup.exe 1/18/2018 1:01 PM Application 16,119 KB
. Videos ﬂ W2Mate2016Setup.exe 11/27/201712:40 ...  Application 14,340 KB
15 W2Mate2017Setup.exe 3/29/20189:39 AM  Application 14421 K8
1% Computer |- W2MateQBOnlineHelper.exe 5/22/20189:15AM  Application 317 KB
&, Windows (C:) 87 windows6.1-KBOTRR32-X64.exe 12/26/2016 4:41 PM  Application 924,874 KB
5 data (\rb )Y (B Windows6.1-KB3020§69-x64.msu 12/27/2016 2:04 PM  Microsoft Update ... 9,352 KB
m Windows6.1-KB317. -x64 (1).msu 12/27/2016 1:55 PM  Microsoft Update ... 29,941 KB

€ Network {5 Windows6.1-KB317260 msu 12/27/20161:36 PM  Microsoft Update ... 29,941 KB

Double click on the
W2MateQBOnlineHelper.exe | 24
application
W2MateQBOnlineHelper.exe Date modified: 5/22/2018 9:15 AM Date created: 5/22/2018 9:15 AM
w-%-- Application Size: 316 KB
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25. Click Run

— —
Open File - Security Warning

Click Run | 25 [*==

Do you want to run this file?
F I] Name: ..rs\RBS\Downloads\W2MBteQBOnlineHelper.exe

Publisher: Real Business Solutions, I
Type: Application
From: C\Users\RBS\Downloads

2MateQBOnlineHel...

Ao o)

[¥] Always ask before opening this file

| = While files from the Intemet can be useful, this file type can

\§ potentially ham your computer. Only run software from publishers
- you trust. What's the risk?

Once the W2 Mate QB Online Helper is open:

26. Click Browse to select the Vendor Contact list file saved from QuickBooks Online

== W2 Mate 1099 Helper Utility for QuickBooks Online

[E=3 E=R (==
W2 Mate 1099 Helper for QuickBooks Online

Step 1: Selectthe "Vendor Contact List" exported from QuickBooks Online Click Browse to select
Acceptable file formats are xlsx or .csv

- Vendor Contact List File 26
Browse

|

Step 2: Selectthe "1099 Transaction Detail” report exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

Browse

Step 3: Selectthe Output Folder

Qutput Folder

Step 4 Select Create File

Create File

@ Copyright 2018 Real Business Solutions. All Rights Reserved.

hitps:/Awww realtastools.com
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27. Select Vendor Contact List file

28. Click Open

F =
—— =
@—Ovl- Desktop » v I 4y l Search Desktop pel |

Organize v New folder =~ 0 @
(@~ 97T bytes T ”

¢ Favorites T

B Desktop “ k Angela Backups ‘ Angie's Company

File folder & File folder
& Downloads ' '

Ea Recent» Places | Emailer SMTP i Network Rollover

¢@. OneDrive J i File folder { I File folder
oy Librarics = Select Vendor Contact List | 27 |Stff from desitop .

|5} Documents =1 File folder 1

J’ Music — 5 - .

T |==i_. 7Craig’s Design and Landscaping
|e=! Pictures | '9 Tutorial link == Services 1099+ Transaction+Detai...
| File folder o= > il
E Videos N me | Microsoft Excel Worksheet
== 7Craig's Design and Landscaping 9 1095 Mate (2016)
& C t EE Services_Vendor+Contact+Listxsx Shortcut &
orr-lpu it m= | Microsoft Excel Worksheet 212KB Cth Open 28
£ Windows (C:)
¢ 1095 Mate (2017) { . emp earnxls
722, data (\\rbsserver ’1%?‘5 Shortcut Microsoft Excel 97-2003 Worksheet
s & 212KB 16.2 KB 2]
File name: 7Craig's Design and Landscaping Services_Vendor+Contact+ Listxlsx v IAII files ( ']
[ Open ]v I Cancel ]

29. Click Browse to select the 1099 Transaction Detail report file saved from QuickBooks Online

~— W2 Mate 1099 Helper Utility for QuickBooks Online =

W2 Mate 1099 Helper for QuickBooks Online

Step 1: Selectthe "Vendor Contact List” exported from QuickBooks Online
Acceptable file formats are xsx or .csv

C\Users\RBS\Desktop' /Craig's Design and Landscaping Services_Vendor+Contact+List xdsx

Step 2: Selectthe "1099 Transaction Detail” report exported from QuickBooks Online
Acceptable file formats are xlsx or.csv

Click Browse to select 1099
Transaction Detail File

29

Step 3: Selectthe Output Folder

QOutput Folder

Step 4. Select Create File

@ Copyright 2018 Real Business Solutions. All Rights Reserved. s/ Fwnirw realtatools com
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30. Select 1099 Transaction Detail file

31. Click Open

&, windows (C) —
¥ data (\\rbsserver,

Microsoft Excel Worksheet

F G |
- Open =
@—Ovl- Desktop » - I‘,I I Search Desktop ol

Organize v New folder =~ [ ®
——— e e —
o B E’J o71 bytes E [ File folder i
B Desktop Angela Backups Angie's Company
% Downloads J‘ File folder L File folder
4 Recent Places
¢ OneDrive | Emailer SMTP MetopptsRolt i 5
Il e Select 1099 Transaction Detail | 30
9 Libraries s i
E p : |= : QBO testing Stuff fromftlesktop =
5 DEMRTICTE: } F File folder l File fold. ‘
Music
& Pictures ’ Slcas | L, 7Craig's Design and Landscaping
E vid I q :TT(;"?; il =| Services_1099+Transaction+Detai...
e L l e s ==| Microsoft Excel Worksheet
7 |==i. 7Craig's Design and Landscaping 1095 Mate (2016)
% Computer == Services_Vendor+Contact+List.xlsx E%%E Shortcut
[
&

212K8 Click Open | 31

1095 Mate (2017) [m=i empeamuxls
- 1&?‘5 Shortcut Iil =i Microsoft Excel 97-2003 Worksheet v
File name: 7Craig's Design and Landscaping Services_1099+Transaction+Detail+Repor v [A" files ("-'l 'J

[ Openﬁ:]l Cancel ]

32. Click Output Folder to select the location to save the new CSV file

== W2 Mate 1099 Helper Utility for QuickBooks Online

fo o]

W2 Mate 1099 Helper for QuickBooks Online

Step 1: Selectthe "Vendor Contact List" exported from QuickBooks Online
Acceptable file formats are xsxor.csv

Browse

Step 2: Selectthe "1099 Transaction Detail' report exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

Browse

Step 3: Selectthe Qutput Folder

Qutput Folder

Click to select Output
Folder location 32

Step 4: Select Create File

Create File

= Copyright 2018 Real Business Solutions. All Rights Reserved.

hitps ./ Awww reaitantools. com
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33. Select location to save the new CSV file

34. Click OK
[ Browse For ~-'--- =
Select location to
. 33
save new file

Ml Deskiop

> Libraries

> A RBS

> M Computer

B 9‘ Network

» B Control Panel
“ Recycle Bin

/

1. AE Tutorial - Works in Progress
.. Angela Backups
i J. Angie's Company

Eranzilar SAATD

Make New Folder 50}( | [ cancel

rd

Click OK

35. Click Create File

== W2 Mate 1099 Helper Utility for QuickBooks Online

Acceptable file formats are xlsx or .csv

Acceptable file formats are xlsx or .csv

Step 3: Selectthe Output Folder

Output Folder C:\Users\RBS\Desktop

Step 4. Select Create File

Create File

W Mate 1099 Helper for QuickBooks Online

Step 1: Selectthe "Vendor Contact List" exported from QuickBooks Online

CAUsers\RBS\Desktop'\ 7Craig's Design and Landscaping Services_Vendor+Contact +List xdsx

Step 2: Selectthe "1099 Transaction Detail” report exported from QuickBooks Online

C:\Users\RBS"Desktop'\7Craig’s Design and Landscaping Senvices_1095+ Transaction+Detail+Report xdsx

Click Create New File

35

® Copyright 2018 Real Business Solutions. All Rights Reserved.

hitps//www realtaxdools com
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36. If there are errors in the CSV file, they will be listed in Step 5. Click OK

36a. Click Copy to Clipboard (if desired) then paste the data into a word document and print out
to assist you with correcting any errors found

=

== W2 Mate 1099 Helper Utility for QuickBooks Online |E@@ ‘
W2 Mate 1099 Helper for QuickBooks Online

Step 1; Selectthe "Vendor Contact List" exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

C\Users\RBS\Desktop\7Craig’s Design and Landscaping Services_Vendor+Contact+List xsx

Step 2: Selectthe "1099 Transaction Detail' report exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

Browse C:A\lUsers\RBS\Desktop\7Craig’s Design and Landscaping Services_ 1099+ Transaction+Detail+Report xdsx
Step 3: Select the Output Folder Notice! (o]
Output Folder C:\Users\RBS"Desktop _
[ ", | The file was created, however there are erors that you need to review
. 'S before importing to W2 Mate.
Step 4: Select Create File N
createFile | Error(s) if any Click OK | 36

Step 5: File was created but with errors, review before importing into W2 Mate | Copy To Clipboard
MNote. No Tax ID # : Books by Bessie E E
Mote: No Account Number : Chin's Gas and Oil Cth to copy errors to |;‘
Note. No Tax ID # : Chin's G d Oil A

NZt:: n;A:;ress : CI:iIr:"ssG::::d Qil C|Ipb03l’d to paSte 36a

Mote: Mo Zip Code : Chin's Gas and Oil H

Note: No State : Chin's Gas and Qil Into a word document -

@ Copynight 2018 Real Business Solutions. All Rights Reserved.

https:/fwww realtaxtools.com
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37. If no errors are found, you will receive this message. Click OK

W2 Mate 1099 Helper for QuickBooks Online

Step 1: Selectthe "Vendor Contact List" exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

Browse C:\Users"RBS"\Desktop' 7Craig’s Design and Landscaping Services_Vendor+Contact+List dsx

Step 2: Selectthe "1099 Transaction Detail’ report exported from QuickBooks Online
Acceptable file formats are xlsx or .csv

Browse C:\Users'\RBS\Desktop\7Craig’s Design and Landscaping Services_ 1099+ Transaction+Detail+Report xsx

Step 3: Selectthe Qutput Folder rs._.cms; Clle OK

Qutput Folder C:\Users\RB| -
@l The file was created successfully. You are now ready to import into W2

I ¥’ Mate.
Step 4: Select Create File =

Create File

== W2 Mate 1099 Helper Utility for QuickBooks Online (=N | = >

37

® Copynight 2018 Real Business Solutions. All Rights Reserved. s/ ferww realtatools com
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38. The location folder will automatically open to where the new CSV file is saved

39. Double click the CSV file to open the spreadsheet

Location folder where new file is saved will automatically open

‘ ;u Bl Desktop » v | *3 ||| Seorcn eskrop
Organize v Open v Share with v Print Bum New folder >~ f o
W Favorites i Libraries (#|PayPal Payments Pro Virtual Terminal
B Desktop A R8s (# Payroll Mate (2016)
& Downloads 1% Computer {# Payroll Mate (2017)
%] Recent Places € Network & Payroll Mate (2018)
@ OneDrive [ Control Panel @1°Q and A from chat.xsx
2] Recycle Bin (#|RBS Customer Manager 1.0
4 Libraries Acrobat Reader DC (57 RBS Download Instructions Sender.exe
| Documents (& Google Chrome % Tax Forms Helper 2016
J\ Music (& Mozilla Firefox (@ W2 Mate (2014)
&=/ Pictures [ Norton Security (2D W2 Mate (2016)
H Videos [2if Notepad-++ ® W2 Mate 2017)
(# QuickBooks Pro 2015 (& webmail
% Computer 1) Visual Studio Code

&, Windows (C)) |. AE Tutorial - Works in Progress

5 data (\\rbsserver) (Y: b
J. Angie's Company
. Emailer SMTP
Network Rollover
QBO testing
| Stuff from desktop
| Tutorial links

Angela Backups

C' Network

[ 7Craig's Design and Landscaping Services_1099+ Transaction+Detail+Report.xlsx
[ 7Craig's Design and Landscaping Services_Vendor+Contact+Listxlsx

§i§§ 32:2 Eﬁiﬁ; Double click the new

|8 Craig's Design and Landscaping Services_1099-QuickBooks.csv / CSV file to open

B9 emp earnxls

[ Google

Craig's Design and Landscaping Services... Date modified: 5/18/2018 2:30 PM Date created: 5/18/2018 2:30 PM

n Microsoft Excel Comma Separated Values File Size: 870 bytes

40. Review your data. If changes need to be made, edit applicable information and re-save the
file as a CSV file type.

Excel

Craig's Design and Landscaping Services_1099-QuickBooks.csv -

Formulas  Data  Review ickBooks £ Tell me

g 6 Cut Calibri - | 2 Wrap Text General [_i% l_:‘d Normal Ba
Paste E‘chupy ) o oo $ -0 2 50 Conditional Formatas MNeutral E

~ ¥ Format Painter " Formatting~ Table~

Clipboard [ Font ] Alignment (] Number ] Styles
H24 - £ Review data, edit as
needed, then save CSV file
A B c D E F G H 1 I L

1 |Vendor Name(line 1) Vendor Name (line2) Account TaxID City State Zip  Address(Line1) Adress(Line2) Email Amount
2 |Books by Bessie 1345 PaloAlto  CA 94303 15Main St. 130
3 |Brosnahan Insurance Agency 7653412 23-4569875 Middlefield CA 94482 P.O.Box5 2000
4 |Chin's Gas and Oil 301.56
5 |Hicks Hardware 556223 Middlefield CA 94303 42 Main St. 465.66
6 Mahoney Mugs 18.08
7 Pam Seitz 64132549 Bayshore CA 94326 P.0.Box 15 114.09
S_PG&E 649587213 Palo Alto CA 94303 4 Main 5t. 75
9 |Robertson & Associates 5641 Bayshore ~ CA 94326 P.O.Box 147 550
10 Tania's Nursery 2154 Middlefield CA 94482 1111EIm St. 244.16
11 Tim Philip Masonry 78965 55-5555555 Middlefield CA 94482 3348 Elm St. 666

Note: Any missing data (Tax ID, Address, etc.) will cause that recipient to NOT import
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Now you are ready to import your 1099 data into W2 Mate
Data will need to be imported one company at a time

To import your data into W2 Mate:
Make sure you have the correct Company open inside W2 Mate

41. Click Import Data

42. Select correct 1099 Form

D bampleCompany - W2Mate 0t Click Import Data

Company Tools |Import Data -Filing IRS & SSA Instructions  wuanty wunuur  1usz Lineuer 1 ik
[ W2 Forms (CSV - Excel)

Shortcuts
/@ 1099-MISC Forms (CSV — Excel) Delete Recipient ‘ Sort Recipients By: | Recipient's Name (Line One) v]
;.LV 1099-INT Forms (CSV — Excel)
e 1099-DIV Forms (CSV - Excel) Name [Line Two) Account Number
Company | 1099-R Forms (CSV - Excel)
a| | OtherForms (CSV - Excel 1 Select correct 1099 Form | 42
% From QuickBooks (W2 and/or 1099 Data) Recipient

Employee From Sage 50 / Peachtree (1099 Data)

From Microsoft Dynamics GP (1099 Data)
“'H From Microsoft Dynamics GP (W-2 Data)
From Sage DacEasy (1099 Data)

1099 & 1098 Re|
From Sage DacEasy (W-2 Data)
RN -
[ w2 | From W-2 Electronic Filing Format (EFW2 Format)
]
“ From 1099 Electronic Filing Format (Publication 1220 Format)

W2 Form From Payroll Mate Software (W-2 Data)
A From Payroll Mate Software (1099 Data)

m Email Addresses >

W3 Fom Company(s) Information (CSV - Excel)
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This will open the Import 1099 Forms wizard (for this example 1099-MISC is used)

43. Click Browse to select the correct CSV data file to import

Import 1099-MISC Forms

C5V (comma separated value) is the most common format used in order to transfer data between different types of databases, Most software and database
applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example exports data to CSV .
The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right : Data Import Help
(1) Step One: Set Separator Options Last Row Number to Read from File
Fields are separated by; ' Text Delimiter: | Double . 2”,'3 :ﬁor\fu‘;o;rdr:;?:;::g?e
(2) Step Two: Set Input Text or CSV File Click Browse 43

File: w [ Allow Duplicate Recipient IDs

(3) Step Three: Set Fields (Columns)
Define each field by dicking on the column headers. The default for each field is "Unused”, which means the field will be ignored during the import process.

To use the same field mapping you used before dick: Use Previous Field Mapping To dear previous mapping dick: Clear Previous Mapping

In‘._\ort

44, Select the CSV file created by W2 Mate QuickBooks Online Helper

45. Click Open

O Open : (535
Select CSV file | 44
Lookin: |, QBO testing - | FEF g

B Name 2 Datem “

'“) 1 succesful creations 5/15/2(—
Recent Places £-)2Craig's Design and Landscaling Services_1099-QuickBooks.csv 5/17/
- E!3Craig's Design and Landscgping Services_1099-QuickBooks.csv 517/
:|5Craig's Design and Landsping Services_1099-QuickBooks (2).csv  5/17/2(

Desktop ETSCraig's Design and Landsgeping Services_1099-QuickBooks.csv 5/17/

. f:]7Craig's Design and Landgpeping Services_1099-QuickBooks (2).csv ~ 5/18/2(
= ;i]]Craig's Design and Landscaping Services_1093-QuickBooks.csv 5/18/2( =

Libraries £-11099-QuickBooks.csv 5/10/2(

g Craig's Design and Landscaping Services_1099 Transaction Detail R... 5/15/2(

QP'L\ "] Craig's Design and Landscaping Services_1099-QuickBooks.csv 5/15/2(

Computer g Craig's Design and Landscaping Services_Vendor+Contact+List.csv  5/15/2(
-1 QBO Vendor Contact List.csv

Y . -
‘g = = Click Open | 45
Network
File name: 7Craig’s Design and Landscaping Services_10! m

Flesoftype: [Comma Separated Values (*.csv) v | Cancel |
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46. Checkmark to allow duplicate recipient IDs if needed
47. Map each field by clicking on each column and selecting the correct column data

Note: When mapping your columns, click the word “Unused” for each column and select the
correct column description to use for mapping the data

Import 1099-MISC Forms ||
CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database
applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example exports data to CSV .

The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right :

(1) Step One: Set Separator Options Last Row Mumber to Read from File
Feds areseparatedby:Comma Y1+ Checkmark to allow duplicate | 46 pot e
(2) Step Two: Set Input Text or CSV File recipient IDs if needed
File:  C:\sers\RBS\Desktop\QBO testing|7Craig's Design and Landscaping Services_1093-QuickB E} [ Allow Duplicate Redipient IDs

(3) Step Three: Set Fields (Columns)
Define each field by dicking on the column headers. The default for each field is “Unused”, which means the field will be ignored during the import process.

To use the same field mapping you used before dick: I Use Previous Field Mapping ] To dear previous mapping dick: [ Clear Previous Mapping

ber Redpient's City Recipient's

Recipient Infermation 3 Recipient’s Identification number o
Header Vefftdor Name(in Recipient's Name (Line One] City State E
1 Bdoks by Bessie Reported Amounts U . - ( . J Palo Alto cA | 3
2 glosnahan Tnau FLEL D R Middlefield cA
- in's Gas and ¢ Unused Recipient's Addressl
4 icks Hardware 5% Recipient's Address2 Middlefigld cA
5 Mahoney Mugs Recipient's City -
T e Recipient's State r
Click Unused to map 1Tl m— Recipient's Zip Code

Email Address
Imp

each column data R

Note: Any column with missing data in this panel (Tax ID, Address, etc.) will cause that recipient
to NOT import into W2 Mate
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48. When you have all the fields mapped, Click Import

 import 1099-MISC Forms

(1) Step One: Set Separator Options

Fields are separated by: ' Text Delimiter: Double ~

(2) Step Two: Set Input Text or CSV File

(3) Step Three: Set Fields (Columns)

Last Row Number to Read from File

Only use if you do not want to
read all rows form the input file

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database
applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example exports data to CSV .
The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right :

Fle:  C:\Jsers\RBS\Desktop\QBO testing|7Craig's Design and Landscaping Services_1099-QuickB =] Allow Duplicate Recpient IDs

Define each field by dicking on the column headers. The default for each field is "Unused”, which means the field will be ignored during the import process.

Data Import Help

To use the same field mapping you used before dick: [ Use Previous Field Mapping ] To dear previous mapping dick: [ Clear Previous Mapping ]

’ Recipient's Name (Line One)  Unused Account Number Recipient's Identification number Recipient's City Recipients *
} Header Vendor Name(ine 1) Vendor Name (ine2) Account Tax ID ity State 5|
| 1 Books by Bessie 1345 Palo Alto CA ||
|2 Brosnahan Insurance Agency 765: CI ick 'm port 48 Middlefield CA
[ 3 Chin's Gas and Oil

4 Hicks Hardware 556223 Middlefield CA

5 Mahoney Mugs v
[« 1l ] 2l |

Note: The most common error during import is duplicate or incorrectly formatted 1099 data.
The import engine in W2 Mate uses a highly advanced detection system which can identify and
report the most common import data errors BEFORE the data is imported.

If you receive any errors in regards to the data in the CSV file, you will need to open the CSV
file, make the needed corrections, resave the CSV file, then import the corrected file into W2

Mate.

Corrections cannot be made on the panel above, this is a mapping utility only not an editor.
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49. Click OK when you receive the Data Import completed successfully message

50. Click Close to exit the 1099 Import wizard

F — —
Import 1099-MISC Forms X

CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database

applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for example exports data to CSV .

The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresponding to the fields (columns) .

To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right : Data Import Help
(1) Step One: Set Separator Options Last Row Number to Read from File
Fields are separated by:  |Comma v ' Text Delimiter: | Double ~ 2 :::g :er m%:: ﬁ"‘: ‘:::: ﬁh[:
(2) Step Two: Set Input Text or CSV File WZ Mate (i)i?) ﬂ
Fie:  C:\Users\RBS\Desktop\QBO testing) A be... | 7] Allow Duplicate Recipient IDs

| i |
4]& Data import completed successfully!

(3) Step Three: Set Fields (Columns)

Define each field by dicking on the column heg C“Ck OK | 49 will be ignored during the import process.
To use the same field mapping you used befor| ling click: [ Clear Previous Mapping ]
Recipient's Name (Line One)  Unused Account Number Recipient's Identification number Recipient's City Recipient's * [
Header Vendor Name(iine 1) Vendor Name (ine2) Account Tax ID City State i E J
1 Books by Bessie 1345 Palo Alto CA |
2 Brosnahan Insurance Agency 7653412 23-4569875 Middlefield CA
3 Chin's Gas and Oil
4 Hicks Hardware 556223 - peld CA
| ks Click Close | 50 =
< | 1] V4 »

il

Your recipients and their 1099 data are now inside W2 Mate
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