How to Import 1099 Data from Payroll Mate
Into W2 Mate

Note: This is a 2-part process. First you must export/save the file from Payroll Mate, second you
will import the data into W2 Mate.

Open Payroll Mate:

Make sure you have the correct Company open inside Payroll Mate

Note: In order to use this feature you must purchase and enable Payroll Mate Option #6 1099 & Vendor
Center

1. Click 1099 & Vendor

2. Click Export to W2 Mate

(£ Example Company - Payroll Mate (2018)
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Click Export to W2 Mate

— Ve Click 1099 & Vendor

Company !ﬂ
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3. Select location to save the file
4. Create the File Name

5. Click Save

D Example Company - Payroll Mate (2018)
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Filename: PM1099data.whx
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Name the file E

Click Save E

Save as type: | Payroll Mate 1099 Export Files (wbd) ("wtx)

= Hide Folders

| =)
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6. Click OK at the message the file was successfully created

Note: The location for the saved file shows here. You will need this location to import the data
into W2 Mate.

[3 Example Company - Payroll Mate (2018)
: Eile Edit Tools Help QrderChecks and Supplies

/1099 & Vendor
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Payroll Mate ]

@& The oportfile has been successfully created and saved to:
WY viangela\W2 MATEUMPORT examples\PM1099data.wix
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Open W2 Mate:

Note: Make sure you have the correct Company open inside W2 Mate.

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

7. Click Import Data

8. Select From Payroll Mate Software (1099 Data)

e
T Example Company - W2 Mate (2017)
Company Tools | Import Data | rt Data E-Filing RS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts
/Q\‘ 1099-MISC Forms (CSV = Excel)

W2 Forms (CSV - Exce ' /
: 1099-INT Forms (CSV - Excel) — A/
F" ~ orms = ExcCel . .
L2570 1099-DIV Forms (CSV~ Excel) Click Import Data | 7

Company  1099.R Forms (CSV - Excel)
Other Forms (CSV - Excel) 3

N\
% From QuickBooks (W2 and/or 1099 Data) e 60605 Select From Payro" Mate
Employeel  From Sage 50 / Peachtree (1099 Data) Software (1099 Data)
" .* From Microsoft Dynamics GP (1099 Data) ble): )
' From Microsoft Dynamics GP (W-2 Data)
1099&.1098%. From Sage DacEasy (1099 Data)
. From Sage DacEasy (W-2 Data) Ltton to save any changes.
= From W-2 Electronic Filing Format (EFW2 Format) e ‘
= | From 1099 Electronic Filing Format (Publication e
W2 Forms From Payroll Mate Software (W-2 Data)
l - 9 From Payroll Mate Software (1099 Data) Cleat
@ Email Addresses 3
W3 Forn;|l Company(s) Information (CSV - Excel)
S — A ———— the bap menu,
{ "H\ “You can open a different company by selecting “Compary > Open' from the top menu. W2 MA TE
1099
1099 & 1098 Forms
e
1056 Form
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9. Click Browse to find the file you created through Payroll Mate

e
=

1096 Form

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAlInstructions Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | /
General Information | W3 Infi | 1096 Information |
P?‘_y Employer's Name / Filer's Name: ~ Example Company |
Company
Address 2:
&\ Cly: Cﬁcam
- 2P or Postal Code: 60605 Click Browse |9
Employees
Import 1099 Forms from Payroll Mate Software
a0
Please spedfy the name of the file you exported from Payroll Mate Software by dicking the "Browse™ button ani n dick the “Import” button,
1099 & 1098 Recipients Browse...
Sy
=
-
W2 Foms
l=\ | Updste [ Resst || cew | \
= = Cutrent company name is : Example Compary
W3 Form
You can create a new company by selecting "Compary > New' from the top menu.
"1. _-IT‘ “You can open a different comparny by selecting "Company > Open' from the top menu. W2 MA TE 2 o 1 7
- -_m.
1055 & 1058 Forms
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10. Select the correct file to import

@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing RS & SSA Instructions Quality Control -~ 1099 Emailer Help  Order Supplies
Shortouts | | : ] &
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¢ S— Select File | 10
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Youcan create 3 Fiesoftype: [Payroll Mate 1039 Export Files (i) v [ Cance |
‘i ' ‘You can open a dilferent company by selecting - Lompany > Upen iiom the [op menu. 2 0 1 7
1099 & 1098 Forms
e
1096 Form
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Note: Selected file name will appear in the address bar

11. Click Import

(o] Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control

1099 Emailer Help  Order Supplies
Shorteuts | _
General Information | W3 Information | 1096 Information |

P:'Ey Employer's Name / Filer's Name:  Example Compary

- y Address 1: 123 Main

Compary

Address 2:
é\ N -
. ZIP or Postal Code: 60605

Employees

2 .‘n\

Please spedify the name of the file you exported from Payroll Mate Software by dicking the "Browse” button and then dick the “Import” button.

1099 & 10398 Recipients

¥:\Angelaw2 MATEVIMPORT examples\PM 1099data. wix Browse...

Click Import | 11

Gpsoe ] [ _em [ o] \

Current company name is | Example Company

‘You can create a new company by selecting "Company > New" from the top mer,

‘Y'ou can open a different company by selecting "Company » Open' from the top menu. W2 MA TE 2 0 1 7
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12. At Import completed successfully Click OK

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

Shotcts | /
General Information | W3 Information | 1096 Information |
!?:y Employer's Name / Filer's Name:  Example Company
5 Address 1: 123 Main
Comparry
Address 2:

8 |-
Sate: ZIP or Postal Code: 60605

County: [United States -
\ Empl Idertification Number:  12-3456783 S5N (f Applicable): -
NLTH ployer ion er: (If Applicable) Click OK
Employer State ID {ff Applicable):
1099 4 1098 Recipierts Notes (Optional Free

Database File Path —k,_ Impert completed successfully
read-orly)

L

Current company name is © Example Company

You can create a new company by selecting "Company > New™ from the top menu.

“You can open a different company by selecting “Compary > Open” from the top menu, W2 MA TE 2 O 1 7
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