How to Print 1099-MISC Recipient Forms

Note: W2 Mate will print all recipient copies of Form 1099-MISC on pre-printed forms or on
blank paper

Make sure you have the correct Company open inside W2 Mate
1. Click 1099 & 1098 Forms from Shortcuts
2. Click Select under Form Type

3. Select Form 1099-MISC

4. Click OK
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5. Click Print
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Company Tools ImportData ExportData E-Filing IRS & SSA Instructions Quality Control 1099 Emailer Help Order Supplies
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6. Select the recipient(s) to print

7. Select which recipient copy to print

Note: To print a Recipient/Payer copy on blank paper select the copy to print from the
drop-down menu
To print data on a Pre-Printed form use the Print DATA Only selection for all copies of
Pre-Printed forms

8. Click OK
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" Step 1: Please select the recipients vou want to print 1099 Fams for
% Select | Recipient's ID # Recipient's Name (Line One) | Recipient’s Name (Line Two) ‘ Select Current Fiecipient Only
1 D 287884321 Form Recipient
3 0O 992837777 John Q Dos

N1 k‘ 4 O 123488789 New Recipient Select None
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"‘ Step 2 Please select the type of 1099 Form copy you want to print
W2 Forms — - : = — || Mark as CORRECTED

- (@ Prnt a recipient / paver copy: lCopy B + Copy B Instructions [Easy fold & mail. 1 recipient per page. Most popular) '] [T Mssk Recipients Tax 1D Number
onCopy B .
l () Print DATA ONLY on a prepinted form (IRS Copy & on red-ink form or ary other copy on pre-printed form)] 2y

Furnish Copy B of this farm to the recipient by January 31. 2018, *'ou can give copy B to the recipient in person. send it by mail or use ‘W2 Mate Option 86 [Create PDF W2's
and 1099's) to generate a secwe PDF file, which can be sent by E-mail

File: Copy A of this form with the IRS by February 28, 2018. If you file electranically, the due date is Aprl 2, 2018. You can use W2 Mate Opion #4 [Electionic Filing) in order ta
file electionically. IMPORTANT NOTE: If reporting payments in box 7, file this form with the IRS by January 31, 2018 [whether vou file on paper or electionically]

Step 3 If pou are printing on a pre-printed fom, please specily the horizontal and vertical offsets for printed data

Horizantal finch) Wertical (inch) Veilical space between forms (DO NOT change unless you have ta)
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oK Cancel |

W2 Mate® www.W2Mate.com info@realtaxtools.com Page 3 of 4



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

9. Select printer

10. Click OK
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