How to Import 1099 Data Using Microsoft
Dynamics GP

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

Note: If you do not currently have this company created inside of W2 Mate you will need to create the
company prior to importing the 1099 data. See How to Create a New Company tutorial.

1. Click Import Data

2. Select From Microsoft Dynamics GP (1099 Data)

T Example Company - W2 Mate (2017)
Company Tools “@eadlats E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies

| W2 Forms (CSV - Excel) L .
Shorcuts = Click Import Data

/«\ 1099-MISC Forms (CSV - Excel) '\
(

= 1099-INT Forms (CSV - Excel)
L=y
] 1099-DIV Forms (CSV — Excel)
Company 1099 R Forms (CSV - Excel)

N | ther Forms (CoV - Excet , Select From Microsoft
S _ Dynamics GP (1099 Data)
u. From QuickBooks (W2 and/or 1099 Data) e 6060,
Employee From Sage 50 / Peachtree (1099 Data) :
" \.\ From Microsoft Dynamics GP (1099 Data) \pphicable):
“'h From Microsoft Dynamics GP (W-2 Data)
§ 1 Fi Sage DacE 099 Dat
10994 1038 Re. rom Sage Dackasy )
From Sage DacEasy (W-2 Data) Liton to save any changes.
N - [ .
= From W-2 Electronic Filing Format (EFW2 Format) ——
= 2017\ BExample
~d From 1099 Electronic Filing Format (Publication 1220 Format) o
W2 Forms From Payroll Mate Software (W-2 Data)
| From Payroll Mate Software (1099 Data) lear
@ Email Addresses L4
wa ;0,.,.,.,' Company(s) Information (CSV - Excel)
LI CA CIEaTE 3 N COMpanY Dy SElECting “LoMmpany > Newr™rom the top meru,
'\ “fou can open a different company by selecting ""Company » Open” from the top menu. W2 MA TE
(1099 |
1099 & 1098 Forms
ooy
1056 Form
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3. Read message then Click Next

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

Shortcuts |

General Information | W3 Irfi i |1096Honnation|

Employer's Name / Filer's Name:  Example Compary
Address 1: 123 Main

‘welcome to the Microsoft Dynamics GP Import wizard, This wizard will help vou import 1093 data from Dynamics GP into W2 Mate,

w2 Mate relies on the "Print 1099" feature available inside Microzoft Dynamics GP in order to import 1099 data,
Please note that prior versions of Microsoft Dynamics GP such as Microsoft Great Plains should also include the "Print 1093 feature,

e have spent a great deal of time to create an easy, yet robust mechanism bo import 1099 data from Microsoft Dynamics GP. Please
read and follaw the instructions in each screen carefully, this will guarantee a smooth and easy import process.

Click Next
To start, please click the "MNext" button...

1099 IMPORT

< Back Next > Cancel | | Finish
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4. Read steps then Click Next

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

Shortouts | .
i General Information | W3 Information | 1096 Information |

Employer's Name / Filer's Name: ~ Example Company
123 Main

. Below are the main steps for importing 1039 data from Microsoft Dynamics GP into W2 Mate:
Microsoft

i [1) Make sure all fields under Company General Information tab inside W2 Mate are filled properly.
Dyna mics G P The values for these fields must be exactly the same as they are entered in Microsoft Dynamics GP.

[2) Use the Print 1033 window inside Microsoft Dynamics GP to print 1033 statements to a file.
(3] Load the file created in the previous step inside 'W2 Mate software.

[4)'W2 Mate will read the input file and display the 1033 data to be imported in a spreadshest view,

Click Next E

Flease click the "Mext"” buttor to go to the first step....

1099 IMPORT

[ < Back Mext > ” Cancel Finish
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5. Read steps then Click Next

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

Shortouts | /
General Information | W3 Inforation | 1096 Information |

Employer's Name / Filer's Name:  Example Compary
Address 1: 123 Main

STEP 1: Make swre all figlds under Company General Information tab inside W2 Mate are filled properly.

It's very important to fill out the following fields under Company General Information tab inside W2 Mate before you
proceed with the import process:

Employer Name, Address 1, Address 2 (if applicable), City, State, Zip code and Employer Identification Mumber,

The values for these figlds must be EXACTLY the same as they are entered in Microsoft Dynamics GP (for the company
you are impaorting data from).

Please note the following:

-*ou can create mulliple companies inside W2 Mate (gach company can comespond to an existing company inside
Microzaft Dynamics GP).

- Emplayer Identification Mumber field is called Payer's Federal ID Mumber inside Microsoft Dynamics GP and you can

enter it inside the Print 1099 window.
Click Next

1099 IMPORT

< Back Nest> | [ Cancel || Finsh
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6. Read steps then Click Next

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shodcuts |

General Information | W3 Irfi i |1096Honnation|

Employer's Name / Filer'’s Name: Example Company
123 Main

STEP 2: Use the Print 1093 window inside Microsoft Dynamics GP to print 1039 statements to a file.

[1] Open the Frint 1093 window ngide Microzoft Dynamics GP.
Mictozoft Dynamics GP menu »> Tools > Routines »> Purchasing > Print 1093
(2] Enter the paver’s infarmation, including the paver's Federal ID number. Make sure Form Type is "Continuous”.
(3] Onee pou've entered and/or reviewed all fields click the "Print" buttan.
Important Nate: If the window also shows a button named "Print Forms" then use that ane instead of the "Print” button,
(4] In the "Report Destination'' windaw that comes up:

- Select "File" as the "Destination”

-Select "Texst file" as the "File Format" [] Screen

- Use "File Mame™ field to specify file name.
- Select the “Replace” option, .
File Name: C\Temp\Export bt

(5] Click OK to create the output text file that "
includes the 1039 data. File Format “““' id v J

[this the file you will need to feed into W2 © Append -

1099 IMPORT Mate in the next step).

Click Next | 6 T oomr— New> | [ Cancel || Fineh

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 5 of 10



http://www.w2mate.com/
mailto:info@realtaxtools.com

7. Click Browse to select file created in Microsoft Dynamics GP

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS 8 SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortets | /
General Information | W3 Information | 1096 Information | ‘
/

Employer's Name / Filer's Name:  Example Company :
Click Browse | 7 |

Address 1: 123 Main
\ =

STEP 3: Load the output file created in the previous step inside W2 Mate software and specify 1093 import options

Micros th (1) Set Input File [the file you created in the previous step) . Click on Browse to specify file name.
Dynamics GP
File:
1099 Import O ptions
Type of 1033 data inchuded in the input file: [Form 1093-MISC - Miscellangous Income v]

[ 1 would ke to remap [re-assign) input 1093 data (leave this box unchecked to use input 1039 data A5 15)

Form 109%INT - Interest Income - |

MNew 1099 form you would like Dynamics 1099 data be mapped to

( * Since M5 Dynamics does not support all types of 1033, W2 Mate allows you to map [assign) input data into a different 1033 form and box.

1099 box you would like the money amount be mapped to 1093INT Box 1 Interest income:

Advanced Options (Do not change unless the delault settings do not wark. |f you do change, please do so before loading the input file.)

City State Zip Code Line #: E Recipient Name Line #: [] Try to auto fix files that do not load properly y

When you are ready, please click the Next button...

1099 IMPORT

[ <Back | [ Mew> |[ cancel || Finien
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8. Select type of 1099 data being imported

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

Shortets | J
General Information | W3 Information | 1096 Information |
/

Employer's Name / Filer's Name: ~ Example Company
Address 1: 123 Main

STEP 3: Load the output file created in the previous step inside W2 Mate software and specify 1093 import options

Microsoft (1) Set Input File [the file you created in the previous step) . Click on Browse to specify file name,
Dynamics GP
Fie Select 1099 Data type

10939 Import Options l
Type of 1039 data inchuded in the input file:

Form 1
Form T093INT - Interest Income I )
into & different 1093 form and box.

( ii} Since MS Dynamics does not support all types ¢ Form 1033-DIY - Dividends and Distributions
*@ []1 would like to remap [re-assign) input 1099 data (leave this box unchecked to use input 1099 data AS 15)

New 1099 form you would like Dynamics 1099 data be mapped to; | Form 1038INT - Interest Income v |

10499 box you would like the money amount be mapped to 1099-MT Box 1 Interest income - |

Advanced Options (Do not change unless the default settings do not work. If you do change, please do so before loading the input file.)

City State Zip Code Line #: D Recipient Name Line #: [7] Try to auta fix files that da not load properly .

Wwhen you are ready, please click the Mest buttor...

1099 IMPORT

[ <Back |[ Mew> ][ cancel || Finn
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9. Checkmark box to remap data as needed

10. Select new 1099 Form

11. Select box for 1099 monetary amounts

@ Example Company - W2 Mate (2017)

Company Tools ImportData Export Data

E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer Help Order Supplies

General Infomation | W3 Information | 1086 Information |

Employer’s Name / Filer's Name:  Example Company
Address 1: 123 Main

Microsoft
Dynamics GP

| Microsoft Dynamics GP Import Wizard

STEP 3: Load the output file created in the previous step inside ‘W2 Mate software and specify 1093 import options

1] Set Input File [the file you created in the previous step) . Click on Browse to specify file name.

File: Browse. ..
Checkmark to remap data E Select New 1099 Form | 10

1099 I s <o
Type of 1099 dawut file: [Fnrm 1093-MISC - Miscellaneous Ihcome v] l
|

1099 IMPORT

>

Sincetd@unamics does not support all types of 1099, W2 Mate allows vou ta map [assign] input data into® different 1099
I would like to remap [re-assign) input 1099 data (leave this box unchecked to uze input 1039 data AS §S)

form and box.

v

Mew 1093 form you would like Dynamics 1093 data be mapped to: [FO”T' 10934NT - Interest Income

2

1099 box you would like the money AW 1099-IMT Box 1 Interest income

ge unless the default settings do not wark. If you do change, please do so before loading the input file.)
Select 1099 box | 11 [ i te s e
. Line#: |11 =| Recipient Name Line #: [T Ty to auto fix files that do not load properly n

‘wihen you are ready, please click the Nest button...

[ <Back |[ Mewt> |[ Cancel ||

Finish
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12. Review data

13. Click Next

[© Fabrikam, Inc. - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts | .
General Information | W3 Information | 1096 Information |
P Employer's Name / Filer's Name:  Fabrkam. Inc. ‘ l

Review data | 12

STEP 4: Review and Import Data

The Spreadsheet below shows the 1099 D ata that has been extracted from the input file. [n this step vou will be able to review, update and comect any information
before doing the actual import into W2 Mate. Please note the folowing:

(1] The cell "Has Emars™ for a certain row will be set to "*ves", if the value for any of the cells in that row is bad.

(2) A& cell, with an emor will have a small armow on the top right comer, once you move the mouse over that anow you can see what the emmor is.
[3] I you want to exclude a certain row from the import process, then simply change the value of the "Impot” cell in that row to "MNo™.

[4] Once pou review the data and you are ready to import, simply click the "Mext'" button,

Has | Import | Recipient's Tax| Recipients Name (Line One) | Recipient's Name (Line Recipient's Address1 Recipient's Address? | Reci

Errers ID number Two)

Ne Yes 235-78-TE55 A Travel Company 123 Riley Street AT-Address 1 LosA
1

Ne Yes 1689876854 Beaument Construction 1234 East Crestview Drive Chica
2

No Yes 265-89-4533 Bergeron Communications 876 12 London Ave. Mont
3 Sol. 8Gs

.‘“‘ e m ] Click Next | 13
{1000 [ <Back || Next)L‘[ Cancel | [ Finish |
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14. Click Finish

@ Fabrikam, Inc. - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & S5AInstructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts

[ Mew 1053 / 1038 Recipient ‘ [ Modify Recipient ] I Delete Recipient ] Sort Recipients By: [Hecipienl'sNam[Lile One) ']

Company Microsoft Dynamics GP Import Wizard

Y
%. Microsoft

Employees Dynamics GP

|'.¥

1099 & 1098 Recipiert]

Congratulations. the mport process completed successfully . Please click the 'Finish" button to end this wizard.

Click Finish | 14

1099 IMPORT

<Back || Mew> || Cancel Finish
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