How to Import 1099-MISC Data from Adams Tax
Forms Helper

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 Adams Tax Forms Helper to a CSV (Comma
Separated Value) spreadsheet file and then import inside W2 Mate

To export your data from Tax Forms Helper:

1. Click on “File” from the top menu

% Tax Forms Helper 2016 —= Click File |1 - O
File lamigee®t™ 100/ Bars Window SortBy Update Utilities Help

{gg\ﬂgﬂ 4 1§ :’E-él%f‘o"?ﬂ@?

Ve Al anidns y W2 y 1098 y 1099
S ldals Enties Enties Enties ~ | 1 EmployerHelp ~
Al \
Employer/Payer Information Activate Employer for this year
Emgployer ID Number {}Jo—ooooooo | | Requested EIN 7| Active
Payer RTN (optional) Ste p1.

Enter and Save Employer
Information. Next enter
State Information, W3,
and 1096 below.

Employer Name SAMPLE COMPANY

Address 123 DRIVE LANE.
Step 2.
To begin entering Employee /
Recipient data, click on W2
Entries or 1099 Entries

Emplover Telephone 800-123-1234 button

City, State ZIP CHICAGO |IL | 12345 - 4564
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2. Select Export

3. Select Comma Separated Values Export Utility

%% Tax Forms Helper 2016 O y
o eronme TEpEr Select Export | 2
File Mavigation ToolBars Window SertBy Update Utilities
i S CLIE: @ ¢ I <>
Edit 1% 1099 £
: mplover Help -
Delete Record S
— = Activate Employer for this year
Print... ‘-—| Requasted EIN (] Active
Print Setup...
Step 1.
| F
i - . — Enter and Save Employer
Comma Separated Values Export Utility Information. Next enter
preferences ) [ TR PR [ S — 1AM
- S Select Comma
Separated Values | 3
City, State ZIP CHICAGO IL | 12345 - 4564 Export Utility
: LTI wl 1uvII Inies
Employer Telephone 800-123-1234 button.
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4. TFH Exporter will open. Select 1099-MISC

5. Click Export

1234

sderal identification number Reciptent’s identification number
00 12-5622235€6898

5 Fishing boat proceads

3 Oths
Select 1099-MISC 3

= regeral incoms

paymeants
$221.00

s name (first, middle initial, 12
’r ‘ ALLE]

irass (including apt. no.)
VAYONE DR.

3, and ZIP cods
30

wmbear (see instructions)

TFH Exporter

Comma Separated Values fj

n 409A dafarrals 1

Select the Form(s) to expogf as
(.csv)

1038 A
10887

1099DIV
1039INT

1O0RIOO00

1099-RET

-~

?  Help 'l

Click Export

Substitute payments in
lieu of dividands or
intarast
$44.00

10 Crop insurance procaeds

T

>|

@ numbar

8 State income
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6. Select location to save exported file

7. Save file as a Comma Separated Values type file

] =$ Export 1099-MISC Form As A Comma Separated V ) )
- Select location to save file| 6
Save in: I-Desktup R R et o
* LB, Onediive & ADMIN ol
Quick access
pr
‘ iy This PC ' Librari &
15 lorarnes

d Desktop < ™
11 ' o
WEE m e Metwork RealBus5
o Libraries — po
52 ! [ W25 Form.csv

; Microsoft Excel Comma Sep...
- This PC d| 2k nf

Ne?m Save as Comma Separated Values | 7
L8]
File name: [1055-MISC Form csv] J - Save
Save astype:  |Comma Separated Values (".csv) | Cancel
o I .
1

8. Click OK

Click OK
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Tax Forms Helper combines all the companies into the same file. If you have multiple
companies, you can download and use the W2 Mate Spreadsheet Splitter to separate each
company into a new CSV file:
http://www.1099tutorial.com/download/w2-mate-spreadsheet-splitter-1.html

Once the W2 Mate Spreadsheet Splitter is open:

9. Select Tax Forms Helper from drop down menu

10. Click Browse to select the CSV file created from Tax Forms Helper
11. Click Output Folder to select the location to save the new CSV files
12. Select the companies

13. Click Export

= W2 Mate Speadsheet Splitter [roe] @] 3]
WEe Mate Spreadsheet Solitter e
Select Tax Forms Helper E

Step 1: Select the software from where you exported your CSV file from \“Tax Forms Helper -]

Click Browse | 10
Step 2: Selectthe CSV (Input) File Y:\Osvaldo_G\Data-Spitter-tiity’1093-MISC big file.csv H‘ Browse.. ‘

Click Output Folder | 11 *

Step 3: Selectthe Output Folder C\Users\RBS"\Deskiop Output Folder l
Step 4 - Selectthe companies you wantto create CSV files for 1099 MISC Forms
Note: A separate CSV file will be created for each company
[¥] ORANGERCO. [ Al ]
[w] "SAMPLE COMPANY 2" & i T
] "CoMP B < Select Companies | 12
[¥] "SAMPLE COMPANY"
. Select None l
Click Export| 13 ‘
N\
Step 5 Once you have selected an option in Step 4. click Export \ Export l
Step 6:
= Copyright 2018 Real Business Solutions. Al Rights Reserved. h i r Phone & 1-708-590-6376 Email: sales@reaitaxtools.com
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14. If there are errors in the CSV file, they will be listed here

15. Click Copy Errors to clipboard (if desired) then paste to a word document and print out to
assist you with correcting any errors found

"= W2 Mate Speadsheet Splitter =N O =™
WEe Mate Spreadsheet Splitter
I, ComPlet

Step 1: Select the software from where you exported your CSV file from [Ta‘ Foms Helper ']
Step Z Selectthe CSV (Input) File l Browse.. ]
Step 3: Select the Output Folder C:\Users\RBS\Deskiop l Output Folder l

Step 4 - Selectthe companies you want to create CSV files for
1099 MISC Forms

Note: A separate CSV file will be created for each company

[7] ORANGESCO.

[#] "SAMPLE COMPANY 2" Select Al
[¥] "COMP B"

[7] "SAMPLE COMPANY"

Click to copy errors
Error report | 14 to the clipboard

Step 5: Once you have selected an option in Step 4. click Expor Expor‘t l

Step6:  Errors were found. Please review and make any fhanges to your CSV file. Copy Emors to clipboard

v

-
4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE 5 WILL : Line Number 242 |
4/12/2018 3:44:42 PM WARNING! The Recipient ldentification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 243 =
4/12/2018 3:44:42 PM WARNING! The Recipient |dentification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 244
4/12/2018 3:44:42 PM WARNING! The Recipient ldentification number cannot be greater than 11 characters. Review this recipient: DAVE 5 WILL : Line Number 245
4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 246
4/12/2018 3:44:42 PM WARNING! The Recipient ldentification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 247

A4 N10 .44 47 DM M ADMIME] Thm Demimimed | nmdfinmbinm mimmhne ameent be mesmboe hee 11 b Dissbmass Hhin PUAVE € VAL - | iem Ko 34D

® Copyright 2018 Real Business Solutions. All Rights Reserved. i Ir Phone # 1-708-550-6376 Email: sales @realtaxdools com
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16. Click OK
Note: This will open the folder location where the new CSV files were saved

22/ W2 Mate Speadsheet Splitter [el®=]
We Mate Spreadsheet Splitter
I, ComPlete

Step 1: Selectthe software from where you exported your CSV file from [Tax Foms Heiper v
Step 2: Selectthe CSV (Input) File Y\Osvaldo_G\Data-Splttertity\1099-MISC big file csv I e I
Step 3: Selectthe Output Folder C:\Users\RBS\Desktop [ Output Folder ]

Step 4 - Selectthe companies you wantto create CSV files for

1099 MISC Forms click ok | 16
Note: A separate CSV file will be created for each con{'Before You Continue. L ———
7] ORANGERCO. —
"SAMPLE COMPANY 2" @ Success! Your file was created and saved to: C:\Users\RBS\Desktop
[¥] "COMP B" < It is your responsibility to review your data and all warnings
[¥] "SAMPLE COMPANY" You will now be taken to the folder where your CSVs where created
Select None

OK

Step 5: Once you have selected an option in Step 4. click Export I Export ]

Step 6:

4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 242 E|
4/12/2018 3:44:42 PM WARNING! The Recipient Identffication number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 243

4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 244
4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 245
4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 246
4/12/2018 3:44:42 PM WARNING! The Recipient Identification number cannot be greater than 11 characters. Review this recipient: DAVE S WILL : Line Number 247

-
A71T/INA0 D AAAD DM AADMING] Thn Danininet Idnntinmbinm mmbar ammnnt ha sesbosthan 11 ahammbam Daino bhin onsininmt: DAVE € WAL Lima Mombhae 740

© Copyright 2018 Real Business Solutions. All Rights Reserved. vist site Phone # 1-708-590-6376 Email: sales@realtaxtools.com

17. There should now be a CSV file for each company

Each company now has a CSV file | 17

|:11099_MISC_COMP B.csv
|@:]1099_MISC_ORANGE&CO.csv
|@-]1099_MISC_SAMPLE COMPANY 2.csv |
1099_MISC_SAMPLE COMPANY.csv |

(="lAnennieq «=AnNS ¢
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Now you are ready to import your 1099-MISC data into W2 Mate one company at a time.
To import your data into W2 Mate:

Make sure you have the correct Company open inside W2 Mate

1. Click Import Data

2. Click 1099-MISC Forms (CSV — Excel)

E“ Example Company - W2 Mate (2017)

Company Tools W E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help  Order Supplies
Shortouts W2 Forms (CSV - Excel) 1 I 4
/‘V\ 1099-MISC Forms (CSV - Excel) == Click Import Data
) |

A 1099-INT Forms (CSV - Excel)
& ’{-_/
: 1099-DIV Forms (CSV - Excel)
Company  1099-R Forms (CSV — Excel)
Other Forms (CSV - Excel)

A\
@h From QuickBooks (W2 and/or 1099 Data) m ?g;;i‘éig:l)g'MBC Forms

Employee From Sage 50 / Peachtree (1099 Data) T

|
n .b From Microsoft Dynamics GP (1099 Data) lpphcable):
“'" From Microsoft Dynamics GP (W-2 Data)
1099 & 1098 Rel From Sage DacEasy (1099 Data)

From Sage DacEasy (W-2 Data) Bt 16 save any changes

m\ From W-2 Electronic Filing Format (EFW2 Format) S

~l | From 1099 Electronic Filing Format (Publication 1220 Format) S

W2 Forms From Payroll Mate Software (W-2 Data)

From Payroll Mate Software (1099 Data) Elea

Email Addresses 2

W3 Form Company(s) Information (CSV - Excel)
T T YOI TS CTeEtE S e W Company by SEECting “Company > NEw ram the top menu.

‘You can open a different company by selecting "Company > Open”* from the top menu. W2 M A TE

>

1099
1099 & 1098 Foms

&

1096 Form

This will open the Import 1099-MISC Forms wizard
3. 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

4. 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
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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.

0 Example Company - W2 Mate (2017)

Company Tools ImportData ExpertData E-Filing

IRS & SSA Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts

o d
ey

General Infomation | W3 Information | 1036 Information |

[/
Detailed Import Help

Employer's Name / Fier's Name:  Example Company

Address 1: 123 Main
Company ‘
N Import 1093-MISC Forms =
% CSV (comma separated value) is the most common formatused in order to transfer data between different types of datsbaslg. Most software and database
y applications will allow you to export W2 and 1099 data into CSV format, which can then be imported into W2 Mate. Excel for exlynple exports data to CSV .
Employses The first row in the CSV file is expected to indude header information and NOT data. The header should contain names corresporfjng 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 :
ALl
I (1) Step One: Set Separator Options Last Row Mumber to Read from File
1099 & 1098 Recipients Fields are separated by: | Comma - P Text Delmitar: |Double ~ ?:g :ﬁen;s\?sofi:: ;Oet_r\':ﬂttfh:e
- e — Click Browse to Select CSV data file
-
__ “ Fle: Vi . v [ Allow Duplicate Redpient IDs
W2 Forms Data Preview | 4a
a (3) Step Three: Set Fields (Clplumns)
I E Define each field by dicking gh the column headers. The default for each field is "Unused”, which means the field will be ignored during the import process.
m To use the same field mappiM you used before dick: | Use Previous Field Mapping | To dear previous mapping dick: Clear Previous Mapping
W3 Form
5 Recdipient’s Identification number Redpient's Name (Line One) Recpient's Mame (Line Two) Redpient’s Address1 Recipient's Address2
i"m Header ID # Name (ine one) Name (line two) Address1 Address2
19 1 854411123 John Doe 65 Roes Rd. Suite 100
1055 & 1098 Foms
ooy
| E:l 4 10 | 3
1096 Fomn — ‘ l . l
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5. 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

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

Left click each “Unused” | 5a jimeoct H So=s l It AT

Shorcuts | / /
General Infomation | W3 Information | 1096 Information | A
#s a Import 1099-MISC Forms X
Py
_ CSV (comma separated value) is the most common format used in order to transfer data between different types of datat Most soft and datab
Comparny 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 C5V .
The first row in the CSV file is expected to indude header in ation and NOT data. The header should contain names corresponding to the fields (columns) .
A\ i fi form, fiel )
% 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
Employees (1) Step One: Set Separator Options Last Row Number to Read from Fie
) . o 21T = Only use if you do not want to
2 a\ Fields are separated by: . Text Delimiter: | Double read all rows form the input file
(A28,
Inh (2) StepTwo: Set Input Text or CSV File
1095 & 1098 Recipients File:  Y:\Angela\W2 MATE\CSY examples\1099-MISC Data.csv ' [] Allow Dupicate Recipient IDs
(3) Step Three: Set Fields (Columns) M ap eaCh COI umn

Define each field by dicking on the column headers. The default for each field is "Unused”, whil- 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 clger previous mapping dick:

Redpient's Name (Ling Pesl Do o bl ino Tuiad  Nocimiond,
Name (ine one) | Recipient Information » Recipient's Identification number

John Doe Reported Amounts y | v Recipient's Name (Line One)
Recipient's Name (Line Two)
Unused Recipient's Addressl
| Recipient's Address2
‘ Recipient's City
Recipient's State
, Recipient's Zip Code

et oo st ||

Account Number
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6. When you have all the fields mapped, Click Import

Q@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortouts | /
N General Information | W3 Information | 1096 Infomnation | /
A F. |
F{'.V Employer's Name / Fler's Name:  Example Compary ‘ ‘l
> i ¥ S
Company Import 1099-MISC Forms =3
N 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 fille is expected to include 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 :
.9 ..\'s (1) Step One: Set Separator Options Last Row Number to Read from File
“' Fields are separated by: Text Delimiter: | Double ~ gg :ﬁ;zof%:: ;‘2:;?:%
1099 & 1098 Recipient
piems (2) Step Two: Set Input Text or CSV File
L
[ w2 ] Fle:  Y:\Angela\W2 MATE\CSV examples\1099Data.csv [ Allow Duplicate Recipient IDs
WZ Furm-s (3) Step Three: Set Fields (Columns)
Define each field by dickdng on the column headers. The default for each field is "Unused”, which means the field will be ignored during the import process.
E To use the same field mapping you used before dick: To clear previous mapping click:
W3 Furn'| Reapient’s Identification number Redpient's Name (Line One) Redpient's Name (Line Two) Redpient's Address1  Redpient's Address2
Header ID = Name (line one) Name (ine two) Address1 Address2
= 1 864411123 John Doe 65 Roes Rd. Suite 100
4 |
1099 & 1098 Forms
\ 4 m .
) Click Import
o Import Close
1096 Form

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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7. When you receive the Data Import completed successfully Click OK

8. Click Close to exit the 1099 Import wizard

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

1089

Shortcuts
General Information | W3 Information | 1036 Infommation |
¥ e |
r.i‘;y Employer's Name / Filer's Name:  Example Company ‘ “
Compary Import 1099-MISC Forms =]
\ CSV (comma separated value) is the most common format used in order to transfer data between different types of datat Most soft and datat
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 click the button to the right : Data Import Help
o .¥ (1) Step One: Set Separator Options Last Row Number to Read from File
W E— [ Totodmte: poge 1] Olpumbroidemtmnte
1099 & 1098 Recipients

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

Click OK

[=] Allow Duplicate Redipient IDs

W2 Mate (2017) [meSa]

File:  Y:\Angela\W2 MATE\CSV examples)|

l! Data import completed successfully!
(3) Step Three: Set Fields (Columns) —

Define each field by dicking on the column hed jeid will be ignored during the import process.
To use the same field mapping you used befor m ipping dlick:
Recipient’s Identification number Recipient's Name (Line One) Redpient's Mame (Line Two) Recipients Address1 Recipient’s Address2

Header ID = Name (ine one) Name (line two) Address1 Address2
1 864411123 John Doe 65Roes Rd. Suite 100

Click Close

P T — / 3

e

Your new recipients and their 1099-MISC data are now saved in W2 Mate
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