How to Import 1098 Data in W2 Mate

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

Make sure you have the correct Company open inside W2 Mate
1. Click Import Data
2. Select Other Forms (CSV — Excel)

3. Select 1098 Forms

If you need help converting your Excel to a CSV please see “Creating a CSV from an Excel

Spreadsheet” at the bottom of this tutorial

[ors) Example Company - W2 Mate (2017)
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1099-B Forms
Employes From Sage 50 / Peachtree (1099 Data) 1099-C Forms
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This will open the Import 1098 Forms wizard

4. To get detailed help with the import process, click on the Data Import Help button

Note: CSV files typically use a comma separator. Leave the separator options to default unless
otherwise specified.

5. Click Browse to select the correct CSV data file to import
a. Once you select the input file you should see a preview for the contents of the file

Note: The first row is expected to include header information and NOT data. The header should
contain names corresponding to the fields (columns) in the file and should contain the same
number of fields (columns) as the records in the rest of the CSV file.

T Example Company - W2 Mate (2017)
Company Tools Import Data

Export Data E-Filing IRS & 55A Instructions  Quality Control 10399 Emailer Help Order Supplies

W2 Forms

[l
(W-3)
W3 Form

=N

iy

1099
1099 & 1098 Forms

Shortcuts | '
A General Information | W3 Information | 1096 Information |
g e Ko /s . [ G Detailed Import Help E
r._‘:/ | ployer's Name / Filer's Name: | —an
Company Import 1098 Forms
N CSV (comma separated value) is the most common format used in order to transfer data between different types of databa®gs. 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 exigiple exports data to CSV
= &8 The first row in the CSV file is expected to indude header information and NOT data, The header should contain names correspondiga to the fields (columns) .
Employees To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dick the button to the right :
L } (1) Step One: Set Separator Options Last Row Number to Read from File
X ) S - - Only use if you do not want to
“ ! Fields are separated by: ' Text Defimiter: | Double read all rows form the input file
1099 & 1098 Recipients . -
(2) Step Two: Set Input Text or CSV Fie Click Browse to Select CSV data file
= ; - — sonee. | -
- File: g Data Preview | 5a |= Browse... [ Allow Duplicate Redpient IDs

(3) Step Three: Set Fields (Colunfhs)

Define each field by didking on tH 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 used before didk: To dear previous mapping dick:

Unused Unused Unused Unused
Header PAYER'S/BORROWER'S social security # PAYER'S/BORROWER'S name (ine one)  PAYER'S/BORROWER'S name (lne two)  PAYER'S/BORF
1 524-95-7422 John Doe 65 Rose Rd.
< 1 »
Import ‘ ‘ Close ]
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6. Map your fields

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

a. Map data by LEFT clicking the mouse on each column and select the correct column data

D Example Company - W2 Mate (2017)
Company Tools ImportData Export Data E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts | .
i General Information | W3 Ir i I 1096 hfomﬁion‘ ‘

r::,_‘y Employer's Name / Filer's Name:  Example Compary

- Import 1098 Forms @
Company

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) .

Employess 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
[] (] - - - o
; = Only use if you do not want to
'“" Fields are separated by: ¢+ TextDelimiter: |Double ~ rond ol o form the bt e

1095 & 1088 Recipients (2) Step Two: Set Input Text or CSV File

File:  Y:\Angela\W2MATE\CSV examples\1098-Data.csv Browse... [ Allow Duplicate Recipient IDs
(3) Step Three: Set Fields (Columns) Map each column

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

To use the same field mapping you used before dick: 0 clear previous mapping dick:

DA DD OMAED nama fl ina Mna DAVED'S BOADDAMED'S nama fl ina Any DAVED'S BND
R Ly N 7%/:5/ORROWERs sl securty momber
1 524.96-7422 Reported Amounts » | PAYER'S/BORROWER'S name (Line One)

\“m PAYER'S/BORROWER'S name (Line Twa)

Unused | PAYER'S/BORROWER'S Street address (including apt. no.)
. . PAVER'S/EORROWER'S City

1053 & 1038 Fomns - ‘ PAYER'S/BORROWER'S State
~ Left click each “Unused”| 6a | PAVER'S/BORROWER'S Zip Code

@z_ — i Account Number
= [ e T

10396 Form
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7. When you have all the fields mapped, Click Import

D Example Company - W2 Mate (2017)
Company Tools Import Data ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

1099 & 1098 R@iems

W2 Forms

=] |
g EIIIIII],«

To0s
1099 & 1098 Forms
&\
=)

1696 Foﬁ"n

Shortcuts /
8 General Information | W3 infommation | 1096 Infomnation | |
Piy | Enployer’ Name / Fle's Name: _ Example Company ‘ , ‘ =
Import 1098 Forms [ |
Company
CSV (comma separated value) is the most common format used in order to transfer data between different types of databases. Most software and database
N 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) .
Employees To read detailed instructions for importing data into W2 Mate and for possible fields for the CSV file dlick the button to the right : Data Import Help
..\ (1) Step One: Set Separator Options Last Row Number to Read from File
1] 4 .
“ﬁ, SN ] restoamers [pouie <] = iy e Eyol toratsantis

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

File:  Y:\Angela\W2 MATE\CSV examples\1098-Data.csv

[~ Allow Duplicate Redipient IDs

(3) Step Three: Set Fields (Columns)
Define each field by diicking 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: w To dlear previous mapping dick:

PAYER'S/BORROWER'S social security number PAYER'S/BORROWER'S name (Line One) PAYER'S/BORROWER'S name (Line Two) PAYER'S

Header PAYER'S/BORROWER'S social security # PAYER'S/BORROWER'S name (line one) ~ PAYER'S/BORROWER'S name (iine two) ~ PAYER'S
1 524-96-7422 John Doe 65 Rose

Clear Previous Mapping

Click Import
I Import a Close

Note: The most common error during import is duplicate or incorrectly formatted 1098 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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8. When you receive the Data Import completed successfully Click OK

9. Click Close to exit the 1098 Import wizard

© EBxample Company - W2 Mate (2017)

Company Tools Import Data Export Data E-Filing IRS & S5AInstructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts
: i General Information | W3 Information | 1096 Information |
r?;y Employer's Name / Filer's Name:  Example Company ‘ ‘!
Company Import 1098 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) .
émpli . s.; 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
o0 N (1) Step One: Set Separator Options Last Row Number to Read from File
[ (] .
i P e ey © Totodmer pome <]+ | Ttk
1099 & 1098 Recipient : i i
pients (2) Step Two: Set Input Text or CSV File W2 Mate 2017) Click OK E
m\ File:  Y:\Angela\W2 MATE\CSV examples), bwise, [ Allow Duplicate Redipient IDs
- A
i y h Data import completed successfully!
(3) Step Three: Set Fields (Columns) U
W2 Forms
Define each field by dicking on the column heg jeld will be ignored during the import process.
I% To use the same field mapping you used befor| “ toping dlick:
;‘US fom PAYER'S/BORROWER'S social security number  PAYER'S/BORROWER'S name (Line One) PAYER'S/BORROWER'S name (Line Two) PAYER'S
om Header PAYER'S/BORROWER'S sodal security # PAYER'S/BORROWER'S name (ine ong)  PAYER'S/BORROWER'S name (ine two)  PAYER'S
= 1 524-96-7422 John Doe 65 Rose
B
1099 4 1098 Foms Click Close E
< T V4 v

Your new recipients and their 1098 data are now saved in W2 Mate
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Creating a CSV (Comma Separated Value) from an Excel Spreadsheet

Note: In order to import your recipient 1099/1098 data into W2 Mate, the data must be in a
CSV format

Open the correct 1099/1098 Data Excel File

1. Click File from the top menu bar

1 1099 data example.xlsk - Excel
Insert Page Layout Review View Help @ Tell me what you want to do
L] > . | = - F FREREL
r1 J Cut Calibri KA == - %WrapText General - = Ho ¢ | Normal
Past BB Copy - 2 = C dét'_| I F pai I
=e ¢ B I U~ =~ T P EEE EE Merge 8 Center ~ | $ ~ % » 5§ 3% onditional Format as| Neutra
- * Format Painter = 9 > Formatting~ Table ~
Clipboard (1 Font r, Alignment 1 Number n Stylel
A5 s J=
A B | Cc | D | E F G | H
1 |Recipient's ID # Recipient's name line 1 Recipient's name line 2 Recipient's address 1 Recipient's address 2 Recipient's city Recipient's state Recipient's zip
2 993887777 Sally Sample 101 Main Chicago IL
3 777883399 John Doe 505 State Chicago IL
4 111223333 Tim Test 123 Street Orland Park IL
5
6 -
i
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2. Click Save As
3. Click Browse to select location to save file
4. Use the drop down to select the correct “Save as type” for the file

Note: There may be several different CSV formats to choose from
For W2 Mate, the correct format type is “CSV (Comma delimited) (*.csv)”

Click Save As Click Browse Use the Save as type dropdown
Save A / to select the .csv type of file

gg‘
. ) [ « Data \\rbsserver) (¥:) » v | #g || Search Tutorial - Works in Pra... ]
pag” OneDrive - Personal N & I ) (V) [+ il »
tanyamakema@live.com Organize »  Mew folder = - @
Foay . & Downloads o Mame : Date modified Type Size
= Other Web Locations | Recent Places
- )i PP docs File folder
#@ OneDrive .
@ This PC L. Submitted File folder
= - 07 1059 data example.dsx Microsoft Excel W. 10 KB
4 Libraries
Print o= Add a Place J1 Tlocuments
Music £
Share b Pictures
Browse B videos
Export
M Computer
Publish &, Windows (C)
- 5# Data (\\rbsserver ™
Close
File name: 1099 data exampleadsc -
Save as type: | Excel Workhook (*ais) |
Account Althore Excel Workbook (*.xdsx)
HHEE Excel Macro-Ensbled Workbook (".dsm)
. Excel Binary Workbook (*adsh)
s Excel 97-2003 Workbook (*ls)
C5V UTF-3 (Comma delimited) (*.csv)
Options XML Data (*xml)
= Hide Folders Single File Web Page (" mht*.mhtml)
Web Page (*.htm;".html) L

Excel Template ("t

Excel Macro-Enabled Template (*.xtrm)
Excel 97-2003 Template (*xit)

Teut (Tab delirnited) (*.txt)

Unicode Tet ("t}

XML Spreadsheet 2003 [*.xml)
Micrasaft Excel 5.0/95 Workbook (*.xls)
Formatted Text (Space delimited) (".pm)
Texdt (Macintosh) (")

Text (M5-DOS) {*.bt)

LSV (Macintesh) (*.csv)

CSV (MS-DOS) (*.c5v)

DIF (Data Interchange Format) (*.dif)
SYLE (Symbaolic Link) (".slk)

Excel Add-in (*adam)

Excel 97-2002 Add-in (*xla)

PDF (" pdf)

XPS Document (*.xps)

Strict Open XML Spreadsheet (*xls)
‘OpenDocument Spreadsheet (* ods)
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5. Click Save

3 Save A

@@vl . &« Data (\\rbsserver) (¥:) » - | J,? | | Search Tutorial - Works in Pro.. R 1

Organize v New folder ez (7]

@ OneDrive * Name - Date modified Type Size

= | ibrari L PP docs 2/13/2018 2:00 PM File folder

a@'[;a"es . B Submitted 213/20181:38 PM  File folder
ocumen

J‘ Music 7

= Pictures

H videos

m

1™ Computer
&, Windows (C)
L Data (\wrbsserver| |

ﬁ MNetwork i

File name: 1099 data example.csv

Save as type: | CSV (Comma delimited) (*.csv)

Authors: RBS Tags: Add atag Title: Add a title

(& Hide Folders Click Save | 5 poo=p> | save | | cCancel |

This is the file you will choose when importing your data into W2 Mate
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