How to Update State and State ID for Multiple

1099-K Recipients

Make sure you have the correct Company open inside W2 Mate

Note: In order to use this feature you must purchase and enable W2 Mate Option #5 for

Additional 1099 forms
1. Go to Tools

2. Select Other Recipient/1099 Tools

3. Select Update State and State ID for Multiple 1099-K Recipients

Note: The Box numbers used on the form are subject to change from year to year
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x 17 (State, Payer's state #) for multiple 1099-MISC recipients

ox 15 State” and "Box 16 State identification no.” for multiple 1099-INT recipients
Box 12 State” and "Box 13 State identification no." for multiple 1099-DIV recipients
Box 13 (State, Payer's state ) for multiple 1099-R recipients
"Box 14 State" and "Box 15 State identification no." for multiple 1099-B recipients
“Box11 State” and "Box 12 State identification no.” for multiple 1099-OID recipients

Update "Box 6 State” and "Box 7 State identification no.” for multiple 1099-K recipients
Un-Check 2nd TIN Not. Box for Multiple 1099 / 1098 Recipients

Check 1098-T TIN Certification Check-Box for Multiple Students
Un-check 1098-T TIN Certification Check-Box for Multiple Students
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4. Select New State from drop down menu
5. Enter New Payer’s State Number

6. Check box as applicable
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7. Select Recipients to update

8. Click OK
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Company Update State/Payer's state no. for multiple reci

Use this dialog to update " Box & State "and *

—— New State New Payer's Boxes 6 and 7 line you would ke to [T Make State/Payer's state no. field empty
Employees
- Make State Equal to Recipient's Address State
a L v | 99998 Box 13 Line 1 - [ and Payer's state no. field empty
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mh Step 2: Select the list of recipients you would like to update Boxes 6 and 7 for
1099 & 1098 Recipientj Select Recipient's D # Recipient's Name (Line One) Recipient's Name (Line Two)
1 0 l 987654321 Form Recipient
2 D TTT889999 Jane A Test
3 D 999887777 John Q Doe
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Click OK
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9. Click Yes
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1099 & 1098 Recipients

Company Tools ImportData ExportData E-Filing IRS & S5A Instructions Quality Control 1099 Emailer Help  Order Supplies
Shortets | f
General Information | W3 Inf, | 1096 Information |
FE".;V Employer's Name / Filer's Name:  Example Compary
- - Address 1: 123 Main
Compary
Address 2:
%\ Cly: micago
Sate: ZIP or Postal Code: 60605
Employees Country: United States
N Employer Identiication Number: SSN (F Appiicable):

You are about to "Box 6 State” and "Box 7 State identification no.” for
multiple 1099-K recipients. Are you sure you want to continue?

Il ] I 1

Current company name is : Example Compary

You can create a new company by selecting "Company > New™ from the top menu.

YYou can open a different company by selecting “Company > Open' from the top menu.
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10. Click OK
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1096 Form

Shortouts |
/* General Information | W3 Information | 1096 Information |
3
!?:y Employer's Name / Filer's Name:  Example Company
d Address 1: 123 Main
Company
Address 2:
&\ Ciy: Chicago
State: _ ZIP or Postal Code: 60605
Employees Country: [united States =)
") 0} Employer Identification Number: SSN (¥ Applicable):

y "Box 6 State" and "Box 7 State identification no." for one or more
Q recipients has been updated successfully.
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Current company name is : Example Company
‘You can create a new company by selecting "Company > New" from the top menu.

‘You can open a different company by selecting “"Company > Open' from the top menu.

Click OK
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