How to Make Multiple 1099/1098 Recipients
Inactive

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 Inactive (Disable)

T Example Company - W2 Mate (2017)

Company [Tools j¥bmpestatg_Fxport Data E-Filing IRS & 554 Instructions  Quality Control 1099 Emailer Help Order Supplies
| Rollover Data From Last Year ’7 /
Options » ption]| a !
=== Click Tools | 1
Enable Optional Features pany
| Backup Company ‘ \
Restore Company Select Other Recipient/1099 Tools

Backup All Companies

Restore Multiple Companies » Code: 60505 ‘ \

Delete Multiple 1099 / 1098 Recipients ——— Select Make Multiple 1099/1098 .
Zero A its On Multiple 1099-MISC F 55N (f Apph s . 2
e orms Recipients Inactive(Disable)
Zero Amounts On Multiple 1099-INT Forms
Zero Amounts On Multiple 1099-DIV For
1099 &

Zero Amounts on Other Forms L | .

Other Recipient /1099 Tools » Make Muiltiple 1099 / 1098 Recipients Inactive (Disable)

Copy & Paste 1099-MISC Recipients Between Companies » Make Multiple 1099 /1098 Recipients Active (Enable)

|| Delete Multiple Employees Update Box 17 (State, Payer's state £) for multiple 1099-MISC recipients

Zero Amounts On Multiple W2 Forms Update "Box 15 State" and "Box 16 State identification no." for multiple 1099-INT recipients

Update Box 15 (State, State ID) for Multiple Employees Update "Box 12 State” and "Box 13 State identification no." for multiple 1099-DIV recipients

Other Employee / W2 Tools 4 Update Box 13 (State, Payer's state #) for multiple 1099-R recipients

Remap Form 1089-MISC Data 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

Bulk TIN Matching * Update "Box 6 State” and "Box 7 State identification no.” for multiple 1099-K recipients

1099 Un-Check 2nd TIN Not. Box for Multiple 1099 / 1098 Recipients
10588 1058 Fomms Check 1098-T TIN Certification Check-Box for Multiple Students
W\ Un-check 1098-T TIN Certification Check-Box for Multiple Students
1096 Form
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4. Select recipients you wish to make inactive

5. Click OK

G‘- Example Company - W2 Mate (2017)

Company Tools ImportData Export Data E-Filing IRS 8 SSA Instructions Quality Control 1099 Emailer Help  Order Supplies

Shortcuts |
/@ General Infomation | W3 Information | 1036 Infommation |
L
f'-,_,‘_.y Employer's Name / Fller's Name:  Examole Company
— Address 1: 123 Main
Company

Please select one or more recipients from the list below. The selected redpients will be marked as Inactive (Disabled).
An inactive recipient gets excluded from 1099 / 1098 forms, 1096 form and electronic fiing.

Disable Multiple Recipients =

Select Recipient's ID # Recipient's Name (Line One) Recipient's Name (Line Two)
1 O 987854321 Form Recipient
10998 z O TTTEESE9 lJane A Test
3 0O 999BETTTT John @ Doe
4 .|:| 89 New Resipient
Select Recipients to inactivate | 4
1099

Click OK | 5

i1

17
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6. Click Yes

@ Example Company - W2 Mate (2017)

Cunrent cq

‘You can

1099 & 1098 Forms

e
=

N

1096 Form

CIEETE & NEw compary by &

Company Tools Import Data ExportData E-Filing IRS 8 S5A Instructions  Quality Control 1089 Emailer Help  Order Supplies
Shortouts |
» General ion | W3 Inf | 1096 Information |
F,‘E."y Employer's Name / Filer's Name:  Example Company
P Address 1: 123 Main
Company
Address 2:
&\ ay: Gﬁcago
Sinte: ZIP or Postal Code: 60605
Employees Country: [Llied States v]
N O-\'i Employer Identification Number: S5N (F Applicable):
ﬂh Employer State ID (f Applicable): Cl k Y
P— ’ ICK YEs
1099 & 1098 Recipients Notes (Optional Freefom Field):
Datd
irea
You are about to mark these recipienty as Inactive (Disabled).

Are you sure you want to continue?

ching "Company » New  Trom The [op menu.

You can open a different compary by selecting “Company > Open" from the top menu,
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7. Click OK

Company Tools Import Data

@ Example Company - W2 Mate (2017)

Export Data E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies

N

ﬁﬁ

1099 & 1098 Recipients

)
h .
1099

1099 & 1098 Forms

E Recipients have been marked as Inactive.

Shortcuts
i l MNew 1093 / 1093 Recipient l l Modify Recipient ‘ [ Delete Recipient } ‘ Sort Recipients By: | Recipient's Name [Line One) V|
-.
_Fi'y Identification Number MName [Ling One) Mame [Line Two) Account Number
Company 1 937654321 Form Recipient
2 777383999 Jane A Test
N 3 999887777 John Q) Doe
4 123456789 New Recipient
Employess

W Click OK
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