How to Send Batch Emails Using 1099 Emailer

1099 Emailer is a bulk email sending utility that allows users to automatically batch send
volumes of 1099, W2 and 1098 recipient forms in PDF format via email

Note: In order to use this feature you must purchase and enable W2 Mate Option #6 to create
the recipient PDF’s as well as the 1099 Emailer option for the same year of W2 Mate

Make sure you have the correct Company open inside W2 Mate

For 1099/1098 Forms

1. Select 1099 & 1098 Forms

2. Click Create PDF 1099’s

c Example Company - W2 Mate (2017)
Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts | 1099 Recipient Form 1099-MISC Form Type
Y
/“\ | Select l | Nest | [ Previous ] ‘ Save ] \ Clear ] [ Print ] ‘ Create PDF 1099's|  Related Tasks | | Select
3 L
Liy
& Payer's name, street address, city, state, zip code, and Tel. # T
Company == 1 Rents OMB No. 1545-0115
0.00 : "
\ 23 Man . Click Create PDF 1099’s | 2
2 Royalties
‘%‘ 0.00
- Chicago IL | eos05 w1006 MISC
Employees 3 Other income 4 Federal income tax withheld
0.00 0.00
N1 .¥ 5 Fishing boat proceeds 6 Medical and health care payments
PAYER'S Federal ID number ~ RECIPIENT'S 1D number
i (1 oo 200 000
999 7
1099 & 1098 Recipients RECIPIENT'S name 7 Nonemployee compensation 8 Substitute payments in lieu of dividends or interest
John Q Doe 0.00 000
m\ 3 Payer made diect sales of 10 Crop insurance proceeds
o 3 5 $5,000 or more of consumer 0.00
i Street address (including apt. no.) products to a buger for resale .
W2 Forms 101 Front 1 12
0.00
l g Ciy. state, and ZIP code 13 Excess golden parach. 14 Gross proceeds paid to an attomey
@ Chicago IL ||60805 000 000
Account number (optional] _ FATCA Ind TIN
W3 Fom ! Fiing REQ ,‘,'.“ 16 State tax withheld 17 State / Payer's State Number 18 State income
0.00 v 0.00
=N 15a Section 4094 deferrals 15b Section 4094, income 4
— 0.00 0.00 000 - 0.00 A
|
1099 & 1098 F \ i
- Click 1099 & 1098 Forms ‘
1096 Form
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For W2 Forms

1. Select W2 Forms

2. Click Create PDF W2's

Company Tools ImportData Export Data E-Filing IRS & SSAlInstructions Quality Control 1099 Emailer Help Order Supplies
Sherteuts | Emplayes W2
» ’7[ Select l l Next l I Previous ] ’7[ Save ] [ Clear l [ Prirt ] [ Create PDF W2's l Related Tasks |"
Isy
tonpa'ly a Employee's social security number  111-22-3333 1wanges_ tips. other compensation 2 Federal incofie tas withheld 0)
b Emploper identification number 0.00 0.00 o B
\ 3 Social secuity wages 4 Social sec c' ICk create PDF W2 S 2
0.00 0.00
4 / ¢ Employer's name. address, and ZIP code 5 Medicare wages and fips B Medicare tax withheld
Employee .Example Company 0.00 0.00
\ 123 Main 7 Social security tips 2 Allocated tips
LA I ) B 0.00 0.00
Chicago |t [so60s Box 9Veification code 10 Dependent care bensfits
. > ] 0.00
1093 & 1098 Recipients d Contral numbes N lfied ol
a Cll Ck W2 Forms 0 Uunnqua recpens See instiuctions for box 12
L Code Amount
? 4-"'-' = Employes's first name.initial  Last name Suff. 13 Stalutoy  Refiement  3idparly 000
”‘ Samuel |[5 ][5 ample | emplopee  plan sickpay  12a g
& y
W2 Forms L o B 12b 0,00
f Employee's addiess and ZIP code 14 Other
I 456 Test 12¢ i)
m 12d 0.00
- 4 Chicago IREE
W3 Form = /_ =
15 State Employer's state 16 State wages, 17 State income 18Local wages,  19Localincome 20 Locality Local Tax
[T humber tips. ete: tax tips, ete. tan name Type
e N
1= L 000 0.00 0.00 0.00
' '
1095 & 1098 Forms 0.00 0.00 0.oo 0.00
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Note: The following steps are the same for either 1099’s or W2's. The slides will show examples
for W2’s but follow these same steps for 1099’s.

3. Click Browse to select Output location

5. Set a password on these PDF’s if desired

5. Choose all the recipients/employees that you want to create PDF’s for

6. Check 1099 Emailer options Box

7. Click Create PDF W2’s (or 1099’s)

® Example Company - W2 Mate (2017)

N

|

1095 & 1098 Recipients

1099 Emailer Utility E i |

sent to consenting employees instead of paper copies (W2 Mate does not automatically send the files, it only generate
of the Form W-2 (POF file) generated by W2 Mate contains all required information and complies with applicable reven
bebibite to employ

Step 1: Select Output Folder Name (What is the name of the folder where the POF files will be created)

Output Folder Name:  C:\Users\RBS\Desktop

Output location

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

Shortcuts | Employee —— W2

7 3 [ selct | [ New | [ Previous | [ see |[ cea || it | [ creseporwzs | meloted Taks | .l

Iy ‘

Company a Employee's social secunty number  111-223323 1 Wages. tips. other compensation 2 Federal income tax withheld 0)

b Employer identiication rumber 0.00 0.00
N _3Sacial _actgi{uﬂeggs 4 Sacial secusity tax withheld
T PDEWZs e TR g
h Click Browse to select

= This feature allows for the creation of PDF W2's ( Employee copies of W-2 Form in Adobe POF Format). The resuiting Pt

m\ Step 2: Set Password Options (Do you want W2 Mate to set passwords for the output files? If Yes, what passwords to use?) Set a password If
sa (@ Do not use a password. «’
W2 Foms () The password is the SSN (induding dashes). HEEdEd
(7) The password is a combination of the SSN and the employee's address city name (in lower case and no spaces).
l_:X Ex.: if the employee's SSN is 333-85-7832 and the city name is "Des Moines”,
= then the resulting d is “333-85-78320k " (without the quotes).
F Step 3: Select Employees (Which employees do you want to create the PDF W2's for?)
N [ | select |  ssn# ‘ FrstName [ Middie Name | Last Name
= ’*'
= 1 B 111-22-3333 Ssmuel S Sample \
— 2 &4 93-9999 Sally Tester [E
Select None
1093 8 1058 Fom Select the employees to
. . : Select All with
ool include in the batch email | 5 | | vasensl
A0 Forn 1099 Emailer Options —
PP [/ Import generated POF files along with recipient email addresses to 1099 Emaer utiity. ms?‘a :
i Click Create PDF
Check Mark to Import into / W2’s (Or 1099’s)
Create POF W2's | ‘ Cancel ]

If you receive an error(s), correct the errors listed and generate the PDF files again

W2 Mate® www.W2Mate.com

info@realtaxtools.com

Page 3 of 11



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

8. Export completed message, Click OK

Note: The number of Created Files and Failed Files will show. You can see the list of created

PDF files by going to the output folder and opening the file “Results.txt”

@ Example Company - W2 Mate (2017)

Company Tools ImportData ExportData E-Filing IRS & SSAInstructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts I -Employee W2
/@ | select || New || Frevious | H | seve || cea || Pint | [ cieatePoFw2s | ReltedTasks \.l ‘
Iy
Compar& a Employee's social security number 111-22:3333 | 1'Wages, tips, other compensation 2 Federal income tax withheld @)
b Employer identification number 0.00 0.00
N\ 3 Social security wages 4 Social security tax withheld
& 0.00 0.00
E=—= © Employ et-s flame: address, and Z1P code 5 Medicare wages and tips 6 Medicare tax withheld
Employees ,E xample Company 0.00 0.00
\ 123 Main 7 Social security tips 8 Allocated tips
LN | 000 0.00
Chicago — & benefits
g ﬁ Mate (201 _@
1039 & 1098 Recipients 4 Control number
s for box 12
oy lr‘ PDF W2's Export Completed Successfully. A i
= Employee's fist v ot
,'a Aol pes e Number of Created Files: 2 Click OK B 0.00
¢ ; Samuel Number of Failed Files: 0
W2 Forms s 0.00
f Employee’s addres You can see the list of employees and their corresponding PRF files by o
l o 9 456 Test going to the output folder and opening the file "Results.tt” 0.00
@ You will now be directed to 1099 Emailer to import the new PDE files 0.00
g J Chicago along with employees' email addresses.
W3 Form
15 State Employer's cality Local Tax
=) i =
= IL Oth
—
1099 & 1098 Forms 0.00 0.00 0.00 0.00
o>
&= -
1096 Fom

If there are no errors, the 1099 Emailer will auto launch. Skip to step 11
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9. Click 1099 Emailer

10. Click Launch 1099 Emailer

Company Toels ImportData ExportData E-Filing IRS & SSA Instructions

Quality Control

1099 Emailer

p  Order Supplies

Shortcuts |

What is “1099 Ema

|| oea

Launch 1099 Emailer

I

J'L

o) () (o

=

x:

a Employee's social security number |'|'| 1-22-3333 |

1'Wages, tips, other compensation

Click 1099 Emailer

2 Federal inco.. v -

b Emplaoyer identification number

c Employer's name. address. and ZIP code
Example Campany
123 Main

IL | [e0605

Chicago

d Control number

0.00

3 Social security wa

0.00

5 Medicare wages and tips
0.00

7 Social security tips

0.00

Box 3 Verification code
[
11 Nonqualified plans

0.00

Select Launch 1099 Emailer

6 Medicare tax withheld
0.00

8 Allocated tips
0.00

10 Dependent care benefits
0.00

See instructions for box 12

1099 & 1098 Forms

e
=

b

1096 Fom

0.00
T - Code Amount
e Employee’s first name,initial  Last name Suff, 13 Stattow Fetiement Jdpary 000
Samuel ‘ ﬂ Sample | employee  plan sick pay 12a
— B8 B8 »  om
f Emplopes’s address and ZIP code 14 Other
456 Test | 12 000
| | 124 000
|Chicago | EI BOB0S ‘
15 State Employer's state 16 State wages, 17 State income 18 Local wages,  19Localincome 20 Loeality Local Tax
= 1D rumbser tips, etc. tax lips, etc. tax name Type
IL 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
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11. Click Batch Send Emails

Note: If this is your first time using the 1099 Emailer, a box that will appear to set up the
emailer settings

© Example Company - W2 Mate (2017)
Company  Tools

Import Data  Export Data  E-Filing  IRS & 554 Instructions  Quality Control 1099 Emailer  Help  Order Supplies

Shortcuts Erngloes e
fg [ soker | [ Now | [Proson | | [ sme |[ oo || Piin [ cesePpFwzs | RebsedTosks | .
Company a Employes's social secuily rumber | 111-22-3333

1 \Wages, tips, ather compen:ation
b Employer identification numbes a0

2 Federal income tax wihheld 9)
0.00

Click Batch Send Emails

Redipient Name Company Name First Attachment (tax form) =~ Email Send Result
1085 [l =% Samuel § Sample Example Company sam.sample@hotmail.c... 223333 C:\Users\RBS\Desktop\P... Unsent
2 Sally Tester Example Company sally.tester@hotmail.com  999-99-4 C:\Users\RBS\DesktopP... Unsent
The employees/recipients are You can find additional
listed here information by clicking
Help>About 1099 Emailer
109
Loading 5
[10:05:40 AM Loaded 2 recipients
[10:05:40 AM Emais sent: 4
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Email Server Settings Tab

12. Enter the email information you wish to send the PDF’s from

13. Enter the senders email and password

14. Fill out the proper information depending on your email service

(D Example Company - W2 Mate (2017)
Company Tools ImportData Export Data  E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies

I R | R, W2

3 [ soect | [ men | [Fovous | | [ s |[ cea || it | [ craeporwz: | Remearasis |
1y
Company a Emplopee’s social secuity umber |11122:3333 1'wizges, ips, other compensation 2 Federal income tai withheld (7))

b Employer identification rumber 0.00 000

1099 Emailer 2017

| &2 ;‘:\n

=

[ Settings

Recipient Name Company Name m‘m'[ and Email Throtting - .
woos M Bsrmuet s sample—— Example Compa = | Enter the senders information | 12
A Sally Tester Example Compa| Tnternet Mai Server Settings (SMTF Account Settings) /
Sender Name: Entertisme Sender Emal Address;  Smel Bemal.com
jon Method: | AUTH LOGIN =] Use “Auto Detect"if you don't know which option to pick,

Outgoing Mail Server Lagin Information {user name and password used to log nto sender’s e-mail account)

Usernome: | emal @emai.com] Password:  seesssssssss

Cutgoing SUTP Mai Server Information A Enter the senders email & password | 13
SMTP Server Mame [ Address:  smip.fve.com [ Sond Test Emal |

SMTP Mai Server Port Number: 587

[ Try to Detect SMTF Server Information ]

Cornaction Seaurity: [sTarms -

b Enter the Outgoing mail server information | 14

Delvery Status Notifications

[#]mais defivered oK [¥] Maits rot delivered ] Maits Delayed
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Email Template and Email Throttling Tab

15. Email Template (CC, BCC, Subject, Body message)

Note: Email Throttling can be edited as needed

16. Click OK

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

File Recipients View

C4

Recipient Name
2 Samuel S Sample
2 Sally Tester
[ Stuart S Sample
2 Tommy Tester

11:06:01 AM Loading recipients
11:06:01 AM Loaded 4 recipients
11:06:01 AM Emails sent: 8

P

1099 Emailer

Company Name
Example Compai
Example Compay
Example Compal
Example Compaj

1099 Emailer 2017

Ll

Email Server Settings | Email Tempiate and Email Throtting |

Email Template (Template for the emal that will be sent to each recpient when using the Batch Send Emais function)

cc: Email Address(s) that wil be copied on each email sent.
BCC: Email Address(s) that will be carbon copied on each ema sent.
Subject: | Did you get the attached tax form? Please reply back. L&

Body: The body represents the template of the email to be sent. The body field accepts a number of List of Supported Replaceable
" "Replaceable Parameters”, which get replaced with real (actual) values when the emai gets sent. Parameters
Dear <Redpient Name>: -

An important tax document for tax year 2017 is attached as a PDF fie.

Please reply to this email and confirm you were able to OPEN and PRINT the attached PDF file.

m

If you were unable to open and print the attached PDF fie, we wil be required by law to send you a copy in regular US mail.
Please remember that by consenting to allow us to send your tax form by e-Mail, you help save paper and conserve the environment.
Sncerely,

«

Email Throttiing (Throtting is useful to avoid your emails being marked as Spam by Internet Service Providers)

Stop for 0 miliseconds (1/1,000) of a second) for every 1 email(s) sent

OK Cancel Help

Email
il Template

Click OK

>

4 [m

NUM
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17. Select the recipients and click Batch Send emails

18. Click OK

19. Click Batch Send Emails to send

< Example Company - W2 Mate (2017)
Company Teols ImportData Export Data E-Filing IRS & SSAlnstructions  Quality Control 1000 Emailer  Help  Order Supplies

Shodculs Enmployes w2
3 Sokt | | N“HhmlHl swe || e || Pint | [Cceseporwzs | metsea s | |
1
r.mpan,- & Employes’s social securty number | 111-22-3353 1'wages. lips, other compensaticn 2 Federal income tax withheld @)

b Employer ideniificalion numbes ooo } IJ .

1099 Emailer 2017

tch Send Emalls
First Attachment tax form) | Email Send Result

Recipient Name Company Name Recipient Email Recipient Tax ID
1098 || [=h Samuel 5 Sample Example Company sam.sample@hotmail.c..  111-22-3333 C:\Users\RBS\Desktop\P... Unsent
Sally Tester Example Company sally.tester@hotmail.com  999-99-0999 C:\Wsers\RBS\Desktop\P... Unsent

Click Batch Send Emails to send | 19

‘Select Recipients to send | 17

\

=]

- Critena: | Email Everyone
Data:

Click OK | 18

10:05:40 AM Loading recipients
10:05:40 AM Loaded 2 recipients N

[10:05:40 AM Emails sent; 4

4
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20. Click OK

Note: The number of Successfully Sent, Failed and Total emails will show here

2 Example Company - W2 Mate (2017)
Company Tools Import Dats Export Data  E-Filing RS B SSAInstructions  Quality Control 1099 Emailer  Help  Order Supplies

Pint | [Ccserorze | moteatasks| | ‘

Shortouts  Emploges- w2
B 4 soeot | | Nt | [Provows | | [ seve || coa |
(A
c | Wages, lips, oiher compenaation 2 Federal ncome tax withheld (7))

Company a Emplayee’s social secunty number | 111223333
0.00 0.00

b Employer identfication number
1099 Emailer 2017

First Attachment [tax form)  Emall Send Result

Recipient Name Company Name Redipient Email Recipient Tax [T
1095 [} Eh Samuel § Sample Example Company sam.sample@hotmail.c..  111-22-3333 C\Users\RBS\Desktop'P... Sent and
Ik Sally Tester Example Company sally.tester@hotmail.com  099-99-0999 Ci\Users\RBS\Desktop\P... Sent and Succeeded

T |

gl Finiched sending emails,

Sent Successfully: 2

Failed : 0

fow2 Click OK

20

_—

Output
10:08:17 AM Emai sent ok

10:08-17 AM Stepping email thread

10:08-18 AM Finished sending emails Sent Successfully: 2 Faled : 0 Total : 2

F
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If you want to view the attachment that was emailed to a recipient:
21. Select Recipient

22. Click Preview Attachment

=

File Recipients View Help

Company Name R i Recipient Tax ID First Attachment {tax form)

Example Company .53 111-22-3333 C:\Users\RBS\Desktop\PDFW2s-(2.16.2018)-(10. 4. ...
Example Company sally.tester@ngtmail.com  999-99-9999 C:\Users\RBS\Desktop\PDFW2s-(2.16.2018)-(10. 4. ...
Example Company stuart.sample@he.mail..,  123-22-3333 C:\Users\RBS\Desktop\Angie's Company\PDFW2s-...
Example Company sally.tester@hotmail.COW, C:\Users\RBS\Desktop\Angie's Company\PDFW2s-...

Select Recipient Click Preview Attachments

10:28:54 AM Loaded 10 history items
[10:28:54 AM Loading recipients
10:28:54 AM Loaded 4 recipients

<

1099 Emailer

W2 Mate® www.W2Mate.com info@realtaxtools.com

Email Send Result
Sent and Failed
Sent and Succeeded
Sent and Succeeded
Sent and Succeeded

NUM
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