How to Print Corrected 1099 and 1098 Forms

Make sure you have the correct Company open inside W2 Mate
1. Go to 1099 & 1098 Forms in Shortcuts

2. Click Select under Form Type

"'_‘: Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAlInstructions Quality Control 1099 Emailer Help Order Supplies

Shortcuts | 1099 Recipient Form 1093-MISC Foim Type
/Q\ | select |[ Mew |[Pievious| | save | | cear || Pint | [ create POF 10385 | Retated Tasks | Select
sy

Payer's name, street addiess, city, slate, zip code, and Tel. #

Company 1Rents OME N2, 1545-0115
Example Company

5000.00 -
!% A\ 123 Main 2 Roylies 204" Click Select

oo Fam 1099-MISC

Chicago IL BOE05

Employees 3 Other income 4 Federal income tax withheld
Click 1099 & 1098 Forms 0.00 0.00
LT 5 Fishing boat proceeds 6 Medical and health care payments
ber  RECIFIENT'S ID numbes

0.00 0.00

12-3456789 999887777

RECIPIENT'S sme 7 Nonemployee compensation 8 Substitute papments in liew of dividends or interest

John O Do 0.00 0.00
9 Payer made direct sales of 10 Crop insurance proceeds

$5,000 or more of consumer [

ddress (including apt. no.) products to a buyer far resale 0.00
o Front 11 12
0.00
City, state, and ZIP code 13 Excess golden parach, 14 Gross proceeds paid to an attorney
Chicago IL BOG0S 0.00 0.00
Account number [optional) F 2nd TIN
O FﬁrrgCgEEl ,./',;t_ 16 State tax withheld 17 State / Payer's State Mumber 18 State income
0.00 - 0.00
- 18a Section 4094 deferrals 15b Section 4094 income q
- 0.00 0.00 0.00 - 0.00 /
D e
1099 & 1098 Foms ‘
1096 Form
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3. Select correct form type

4. Click OK
[oe] EBample Company - W2 Mate (2017)
Company Tools Import Data ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Farmn 1093MISC Farm Type
| sekct || New |[Previous| | save || cear || P | [crenepor 10585 metsedTasks | | sekect |
Iiy S
\ F I|Is name, 3"! ﬂ
Company e ideciiliiz o e OMB Mo, 1545-0115
Example Compar
= 1033 / 1098 Form Type
N [23Man | 2017
& Pleaze select the type of 1099 / 1098 form you would ke to work with:
G Fam 1089-MISC
Employees li @ Form 1033:MISC 4 Federal income tax withheld
() Form 10334MT S I f 3
0 | gm——=Select correct form type e
mﬁ PAYER'S Federd ) Form 109301 0.0
_ [12-3458783 - P ) - )
1099 & 1098 Recipierts RECIPIENT'S na ) Form 3 Substitute payments in lieu of dividends or interest
John  Doe © Fom 10935 o0
© Fom1088T 10 Crop insurance proceeds
Stresl address (in| 000
107 Front () Form 1098 12
©) Form 10934 |
Ciy, state, and 2 ) Form 10998 14 Gross proceads paid to an attormey
| Chicago - 000
Account number © Form1033C C" Ck OK E
| N huer's State Mumber 18 State income
() Form 1093-PATR om0
f 15a Section 4094 .
() Form 1093-01D
=) 000 2/l .00
L1032 © Form 1093K -~
1099 & 1098 Foms
[ ok [ cancal | -
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5. Click Print

Company Teols ImportData ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
Shortcuts | 1099 Recipient Form 1033-MISC Farm Type
» [ select |[ New |[Previous| [ save | [ e || Pt | [creste POF 1059:|  Relsted Tasks | | Select
L j-y
_E »
_— Payer's name, stieet addiess, cily, state, zip code, and Tel. #
Company 1 Rents OME N2, 1545-0115
| Example Compary | L 3
N\ [123 Main | Click Print 2047
& [ : ] 000 Form 1099-MISC
[ Chicago | IL |sos0s |
Employses ' 3 Other income 4 Federal income tax withheld
l J 0.00 0.00
o .\ PAYER'S Federal D number RECIPIENT'S ID ruamber 5 Fishing boat proceeds B Medical and health care papments
m 0.00 0.00
[12:3456788 | [sassariry
RECIFIENT'S name 7 Honemplopes compensation 3 Substitute pagments in lieu of dividends or interest
lJohn (1 Doe 0.00 000
| 9 Payer made direct sales of B 10 Crop insurance proceeds
. . 45,000 or more of consumer r
Street address (including apt. no.) products bo a buyes for resale 0.00
[101 Front 1 12
| 000
City, state, and ZIP code 13 Excess golden parach. 14 Gross procesds paid to an attainey
[Chicago (it |[sos05 000 oo
Account number [optional) Tl
[ ) @ Fcheg O™ 16 State taw vithheld 17 State / Payer's State Number 18 State income
0.00 - 0.00
15a Section 4034 defemals 15b Section 4094 income Q
2,00 0 0.00 ) 0,00 ‘
1099 & 1098 Fomms
e
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W2 Mate® www.W2Mate.com info@realtaxtools.com Page 3 of 5



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

6. Select the Recipient(s) for whom you want to print a corrected form

7. Select the correct Copy to print

Note: To print a Recipient/Payer copy select the copy to print from the drop-down menu
To print data on a Pre-Printed form use the Print DATA Only for any Pre-Printed form

8. Check the box Mark as Corrected

9. Click OK

Shortcuts

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions

*
(25

Company

&

Employees

1} ' ¥
W

1099 & 1098 Recipients

§ 1099

10955 & 1058 Fomms

@ Example Company - W2 Mate (2017)

Quality Control 1099 Emailer Help Order Supplies

1099 Recipient Form 1099-MI5C Farm Type
[ Select I| Hext HPrew'ousl I Save H Clear ” Frint ”CreatePDFWSB's Related Tasks 'l Select
Print 1099 Forms

Step 1: Please select the recipients you want to print 1039 Farms for

| [ Select [ Recipient's ID# Recipient's Name (Line One)

Recipient's Name (Line Two) [ 5 Cirrenk Flecipiant Dok
10O 9e7654321 Form Recipient
2 O 777889999 Jane A Test Select 4ll Recipients
3 O 999887777 John Q Doe R
4 123456789 New Recipient Select None
Select Recipient Range

Select Recipient(s) E Select copy to print Check Mark COI:HI;FILE?TMIEED
eck Mark as

Step 2 Please select the type of 1093 Form copy you want to print !

[[Z][Mark as CORRECTED
(@ Print a recipient / payer copy [[Zq:l_v E + Copy B Instructions [Easy fold & mail, 1 recipient per page. Most popular] = | Mask Recipiert's Tax ID Numb
LR ecipient’s | ax umber
o . . on Copy B
() Print DATA OMLY on a preprinted foom [IRS Copy & on red-ink form or any ather copy on pre-printed foim]

Furnish Copy B of this foim to the recipient by Januaiy 31, 2018. You can give copy B to the recipient in persan, send it by mall of use W2 Mate Dption #E [Create PDF W2's
and 1089's] to genesate a secure PDF file, which can be sent by E-mail

Filz Copy & of this fom with the IRS by February 28, 20018, If you file electionically, the due date is April 2, 2018, You can use W2 Mate Option #4 [Electronic Filing] in order to
file electionically, IMPORTANT NOTE: If reporting payments in bax 7. file this farm with the (RS by January 31, 2018 (whether you file on paper or electronically)

Step 3 If vou are printing on a pre-printed form, please specify the honzontal and vertical offsets for panted data

Horizantal [inch] Wertical (inch) Werlical space between foms [DO NOT change unless you have to]
Move data to the LEFT Maove data UP

Space between first and second form. Default is 1.0 Inch 1.00
0.00 0.00

(@) Move data to the RIGHT @ Move data DOWN CliCk OK E

Ok [ concel |
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10. Select printer

11. Click OK

(o] Example Company - W2 Mate (2017)
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1096 Form

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions  Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Farm 1093:MISC Forim Type
4 | sekect |[ Newt |[Previous| | save || ciear || Pint | (creste POF 10395]  Related Tasks | | Select
rs
S "'y Payer's name, street address, cily, state, zip code, and Tel #
Compary ; 1 Rents OMB No. 1545-0115
|Examp ? Company | 500000
A\ |[1 23 Main ]| 2 Royallies 20417
: : 0.00 Fom 1090-MISC
. [Chicago IL | eos0s ]
Employees [ - 4 Federalincome tax withheld
0.00
.;0\. _— Printer & Medical and health care payments
Mh o Name: [Mﬂusoﬂ XPS Document Wiiter '] [ Properties... ] 0.00
10993 :1033 H;c:plenta RECIF Status:  Ready Se Iect Prl nter 10 Substitute payments in feu of dividends or interest
[Jghn Type: Microsoft XPS Document Writer .00
[ Where:  XPSPort: 10 Crop insurance proceeds
Sueer|  Commert: ] Print to file oo
11 01 Print range: Copies 12
L] @A Number of copies: 1 151 ! J
City. o . 14 Gross prioceeds paid o an attomey
Chica *im e o 1 . Click OK | 11 oo
secou Selection _1}—] | 2} :
’_ Bte / Payers State Mumber 18 State income
3 - 0.00
EA 1535 ok 7
1 | n | 0.00
= 0.o0 - b4 |
o =" -
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