How to Print Form 1096

Note: W2 Mate will print the data on Red Pre-Printed IRS 1096 Form
Make sure you have the correct Company open inside W2 Mate

1. Click 1096 Form from Shortcuts

2. Click Select the type of 1099/1098 form

5 Example Company - W2 Mate (2017)

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

Shortcuts | Note: ) i
. N ‘ Print ‘ Selsct type of 1099 form to be filed Lﬁcﬁﬁﬂﬁﬂi;mgﬁ%ggSFE:.:ﬁDST:tcl?:g.gemrated from the data in all the 1093 forms
Piy FILER'S riame - .
Conpany Exaple Compary 6 form is intended to file form:
Street address lincluding room of suite number)
% N\ Click 1096 Form Click Select type of 1099 form to be filed | 2
Employees City, state, andf’IP code
Chicago L 60605
h s0n to contact Telephone rumber
i

Fay number

ploy 2 Social security 3 Total number 4 Federal income 5 Total amount reported

i idghtification rumber riurmber of farms taw withheld with this Farm 1096 1096 Box 5
i = 1 - - Instructions
L -3456783 4 0.00 0.00

W2 Forms

PER IRS INSTRUCTIOMS: 1096 Box 5 [Total amount reported with this Form 1098]; This box includes the total of the amounts

Y frarn SPECIFIC 1099 boxes and NOT from all boxes. For example form 1096 box 5 includes the tatals for the following bowes ONLY
. = 1099-MISC form; 1, 2,3, 5,6, 7. 8,10,13, and 14. No entry for 1096 Box 5 is required if you are filing Form 1098-T, 10934, or
m 1099-G. Please click on the "1096 Box 5 Instructions" button to learh more. You can alsa check form 1096 instructions.
W3 Form /
= U 4
— —
-
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3. Select type of 1099/1098 form

4. Click OK

Company Tools

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

Shortcuts

Company

&
Employees

T

1096 Form

|
e

Select type of 1093 farm to be filed

Mote:

which you fill under the 1093 Farms" screen.

1099 & 1098 Recipients

FILER'S name

The data inside form 1036 gets automatically generated from the data in all the 1033 forms

—

Example Compary

Street address (including room o suite nunmber)

123 Main

City, state, and ZIF code
Chicago |iL

Mame of person to contact

E-mail address

1 Emplayer 2 Social security
identification number number

1 23456789

PER IRS INSTRUCTIONS: 1096 Box 5 (Total
fram SPECIFIC 1099 boxes and MOT from all
1099-MISC form: 1,2, 3,5, 6,7, 8,10, 13, and
1033-G. Please click on the "1036 Box 5 Instn

Select 1099 Form Type

1099 / 1038 Form Type

Please select the type of 1093 / 1098 form you would like to work withe

@ Form 1099-MISC

() Form 1093-R

() Form 1099-5

() Formn 1098-T

() Form 1098

() Form 1093-4

() Form 1093-B

() Forrn 1093-C

() Form 1099-PATR
) Form 1093-010

() Form 1093-K

_\ Select Form E%:l
() Form 1099-INT
) Form 1093DI /

Click OK E|

[ ok [ cancel |

Esorm:

"
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5. Click Print

6. Select Print Data Only

7. Click OK

Company Tools Import Data

@ Example Company - W2 Mate (2017)

Export Data

E-Filing

IRS & ntrol 1099 Emailer Help Order Supplies

Shotcuts |

Iay

Company
=)
Employees

1099 & 1098 Recipients

1099 & 1098 Forms
e

1096 Form

— Click Print |5

Print | Select type of 1099 form to be filed ‘

FILER®S name
Example Comg

Street address
123 Main

City, state, and
Chicago

Mame of perso

E-mail address

1 Employer
identification r

12.3456789

PER IRS IN9
fram SPECIF
1099-MISC f
1039G. Pled

which vou ! screen,

Set 1096 Print Options
Select Print Data Only

Type/
@) Print data only on a preprinted Red-ink Laser farm

() Prirt Red IRS copy on regular paper using color printer

) Print a copy for your records

Haorizontal / Vertical Offzetz and Other Dpbions for Pre-printed Forms

Horizankal Offset (inch)

0.00 () Move datato the LEFT @) Move data to the RIGHT

Yertical Offzet [inch)

0.00 () Move data UP @ Move data DOWN

7| Do not print the " for Box 6 | will marually mark the type of form being fled on the 1096 fam)

Ovemde Calculations (Use this section if you want to ovenide the values calculated by W2 Mate )
| Owerride 1096 Calculations
& new values you enter will not be zaw ol e uzed when printing | o
(Th 3l ill ot b ed & will only b d whi irting the 1096 form)

Box 5: Total amount
reported with thiz Form 1096

Eox 4 Federal income tax
withheld

Box 3: Total number
of forms

4 0.00

Phraze(z) you want to enter in the bottom margin of the form Cll Ck 0 K

Do not use this section unless instucted to do so by the IRS or your ta; 1s0r

0.00

ok

6

IT'he data inside form 1095 gets automatically generated from the data in all the 1093 forms
fill undeet the ""1099 Form

file form:

1095 Box 5
Instructions

=
=&
Q \—|
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8. Select Printer

9. Click OK

-~

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

Help  Order Supplies
Shortcuts Mate:
o - The data inside form 1036 gets automatically generated from the data in all the 1033 forms
Rint | |Selectivpe ofi1093 formtakefiied)f | 4.1, o, il under the 1038 Forms" scresn,
]'éy FILER'S name
Compary Examele Compary | This 1096 form is intended to file form:

Street address (ncluding room or suite number]

N\ 123 Main ] ;] !!gg_h g!gg ;
& Print

Printer
Employess City, state, and Z
Chicago Name: [Haoaaﬂ XPS Document Writer - [ Properties... ]
N
LIh Mame of person Status:  Ready .
Type: Microsoft XPS Document Wiiter SeIeCt Printer
1099 4 1098 Recipierts E-mail sddiess Where:  XPSPot:
Comment: [] Print ta file
1 Emplayer Prirt range Copies ht reparted
identification nury 1096 1036 Box 5
12-3456789 @ Al Number of copies: 1 | | Instructions
Pages  from: |1 ta: |1 | i C|iCk OK 9
PER IRS INST : | ; e
from SPECIFIC Selection Jﬂ _2)21 _?Jél follawing bowes ONLY
1099-MISC forl 098-7,1099:4, o
1033-G. Pleast rstructions.
[ ok® || Cancel
1099 —

1099 & 1098 Forms

\
%

1096 Form
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