How to Make Multiple 1099/1098 Recipients

Active

Make sure you have the correct Company open inside W2 Mate

1. Click Tools

2. Select Other Recipient/1099 Tools

3. Select Make Multiple 1099/1098 Recipients Active (Enable)

T EBxample Company - W2 Mate (2017)
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Company _ paiData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies

X /

QOptions »
Enable Optional Features

Backup Company
Restore Company

Backup All Companies
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Delete Multiple 1099 / 1098 Recipients

Zero Amounts On Multiple 1099-MISC Forms
Zero Amounts On Multiple 1099-INT Forms
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Zero Amounts on Other Forms
Other Recipient / 1099 Tools
Copy & Paste 1099-MISC Recipients Between Companies 2
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Other Employee / W2 Tools 3
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Make Multiple 1099 / 1098 Recipients Inaggive (Disable)
Make Multiple 1099 / 1098 Recipients Active (Enable)

Update Box 17 (State, Payer's state ) for multiple 1099-MISC recipients

Update “Box 15 State” and "Box 16 State identification ne.” for multiple 1093-INT recipients
Update “Box 12 State” and "Box 13 State identification no.” for multiple 1099-DIV recipients
Update Box 13 (State, Payer's state =) for multiple 1099-R recipients

Update "Box 14 State” and "Box 15 State identification no.” for multiple 1099-B recipients
Update "Box 11 State” and "Box 12 State identification no.” for multiple 1099-0ID recipients
Update “Box 6 State” and “Box 7 State identification no." for multiple 1099-K recipients

Un-Check 2nd TIN Not. Box for Multiple 1099 / 1098 Recipients

Check 1098-T TIN Certification Check-Box for Multiple Students
Un-check 1098-T TIN Certification Check-Box for Multiple Students

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page1of4


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

4. Select recipients you wish to make active

5. Click OK
@ Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts ‘ I ‘ ,. 4
|i General Information | W3 Information | 1096 Information | ‘
Fa“.y Employer's Name / Filer's Name: Example Company ‘
Company :
N Please select one or more recipients from the list below. The selected recipients will be marked as Active (Enabled).
An active recipient gets induded in 1099 / 1098 forms, 1096 form and electronic fiing.
Employees Select Recipient's ID # Recipient's Name (Line One) Recipient's Name (Line Two)
soeD
lomp' 1 O 987654221 Form Recipient
2 |0 777889999 Jane A Test
1099 & 1098 Recipients [§] 0 999887777 John Q Doe
4 D 3458789 New Recipient
N\
=
il
W2 Forms
By - ;
= Select Recipients to activate | 4
W-3
W3 Form
(5a|
[ 1099 Click OK
1089 & 1098 Forms I
e
1096 Form
[ ok
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6. Click Yes

[© Example Company - W2 Mate (2017)

Company Tools ImportData Export Data E-Filing IRS & SSA Instructions

Quality Control 1099 Emailer

Help  Order Supplies

) ot | ]
F;":y Employer's Name / Fier's Name:  Example Company
: 1 123 Main
Company Address
Address 2:
&\ ay: mcago
State: ZPorPostal Code: 60605
Eirgloyses Couliy: (United States -
e Employer dentfication Number SSN (f Applicable):
'I“l Employer State ID (f Applicable): .
— ~ Click Yes Ei
1099 & 1098 Recipients Notes (Optional Freefom Field):
2017) =3
\ )l =
(2] :
d :
You are about to mark these recipidhts as Active (Enabled). ‘
W2 Form's L] Are you sure you want to continue -—

Yes

lr No

1099 & 1098 Forms

>
N

1096 Form

Cuttehecompory-rmomer— Ty

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

‘You can open a different company by selecting "Company > Open' from the top menu.

/
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7. Click OK

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SS5A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shortcuts |

[ New 1055 /1098 Fiesipient ‘ | Modiy Recipent | [ Delete Recipient

Sort Recipients By | Recipient's Name [Line One) V]

7

Em
o
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1059 & 1098 Recipients

1099 & 1098 Foms

o

1096 Form

|dentification Number Mame [Line One)
337654321 Form Recipient
777333933 Jane A Test
999887777 John () Doe
123456783 Mew

ﬁ

iﬁ Recipients have been marked as Active.

Mame [Ling Twao)

Recipient

ClickOK | 7

Account Number
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