How to Create, Populate and Print 1099-NEC Forms

Make sure you have the correct Company open inside W2 Mate
1. Click 1099 & 1098 Recipients in shortcut

2. Click New 1099/1098 Recipient

@ Illinois Test - W2 Mate (2020)

Company Tools ImportData ExportData E-Filing IRS 8 S5A Instructions Quality Control 1099 Emailer Help Order Supplies
Shortcuts

I MNew 1033 / 1098 Recipient I Modify Recipient Delete Recipient

Sort Recipients By: ‘ Recipient's Name [Line One)] v

2

i,

[ &>

|dentification Number ame (Line One)

32132132132
2 B5646546

% N\ 3 B5654546556

Employees

ITH
i

1099 & 1098 Recipients

Name [Line Two)

S Account Number
Company 1

?\

el

W2 Forms Click new 1099/1098 recipient
2

W3

WB Form

=N

A

1099 & 1098 Forms

_'_]!(

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



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

3. Choose Form 1099-NEC and/ or 1099 MISC

4. Select 1099-NEC only
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o | Name [ Fom 105N o oo UL Lt 1 (optonal)
Recipient Name Line One (Example: Jo [ Form 103301
[ Form 1093-R
A | Johnny I~ Fom 10335
[ Form1098-T
™ Form 1098
Emplj ~ Address ™ Fom 10334
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5. Enter New Recipient information

6. Click OK
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| il Do o oo ]
Mew 1099 /1098 Recipient
General
Recipient's Tax [0 [such az SSM /EIN)  Types of 1099 / 1098 Forms Received 1099-MEC and / or 1099-MISC 2nd TIN not.
| | [~ R - | |Use 1098 MEC and 1033MISC O
M ame

Account # [optional)
Recipient Mame Line One [Example: John Do) Recipient Mame Line Two [optional, use if you need to)

| | | L]

Address

rddeSﬂ E mail Address [0 ptional]

AddrezsZ [only uzed when "'Types of 1099 Forms Received' iz "Form 1095-M(5C")

| | Thiz field iz useful if you want to bulk ermail
1099z uzing 1099 Emailer” zoftware.

City State Fip code Foreign County

| - I:I I NoreUs Address "wihat iz 1033 Emailer?

Common T093-HEC / 1093-MI5C Payments

The boxes below can be uzed to enter common amounts reparted on form 1093-MEC / 1093-MISC. Uze the "1093 & 1038 Farms" screen, if you
need to report / edit any other amaounts on form 1093-MEC, 1093-MISC ar any ather form such as 10954MT.

1099-HEC Box 1 - Honemployes compenzation 1093-|5C Box 1- Rents:
0.00
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7. Choose 1099 & 1098 Forms in shortcuts

8. Click Select under form type

@ lllinois Test - W2 Mate (2020) — O *
Company Tools ImportData ExportData  E-Filing IRS 8 55A Instructions  Quality Control 1099 Emailer Help  Order Supplies

Shorteuts 1093 Recipient Form 1093-HEC Formn Type ()

Select Mext Previous Save Clear Print Create PDF 1085's | Related Tasks | .

Payer's name, street address, city, state, zip code, and Tel. #

Iliroiz Test You are viewing form 1093-MEC. Click here to =

1 Monemployes compen:

Teat City 12345 |D oo
Employees (12311233311 _ _
4 Federal income tax withheld
E
T PAYER'S TIN RECIPIENT'S TIN [0 | om 1099-NEC
“'" 121321321 32132132132
- - RECIFIEMT'S nam
1099 & 1098 Recipients B State tax withheld 6 State / Paver's State Mumber 7 State income
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T — T —
233 [including apt. no.) ~ | | |D.DD |

est Address

For 2020 % beyond, use Form 1093-MEC to report nonemplayee compens atian.
City, state, and ZIP code

1099-t15C no longer includes nonemployee compenzation.
Test City L |32132

Assount number (optionall [ FaTCA Fiing REG || 2nd TIN ot

1099 & 1058 Forms
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9. Select Form 1099-NEC and/or 1099 MISC

10. Click OK

W2 Mate® www.W2Mate.com
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Company Tecols ImportData  Expert Data  E-Filing RS 8 554 Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shortcuts 1039 Recipient Form 1093-MEC Form Type
1L 1 I 1 [ 1 [ 1 [
/Q\ Select | | [Select 1099 Form Type s | Felsted Tasks | Yl | Select |
.
\-f.:"_}/ Paparsnant 1033 /1038 Form Type
Company iz Tes Please select the type of 1093 /1098 form you would like to wark with: BIMEC. Click here to switch ta 1093-44I5C
A, 1234 Test b
% I (®) Forrn 1099-NEC and / or 1099-MISC I
L J Test City (O Formn 1093-INT OMB No.1545-0116
Employees = (e
ployee 123123 O Form 10901 020
W ‘I} PAYER'S T (O Form 1093-R 1 NEC
l 12132133
| '" () Form 1099-5
1099&:11]BBH." ient RECIPIENT / Payer's State Mumb 7 Statei
ecipients Test Persn O Form 10387 p / Payer's State Number ate income
A\ + [5ID6E6E | [noo |
= () Forrn 1098 P
] Street addr w | | |D.DD |
il . 1231 Test O Form 10334 )
W2 F
omms O Fom 10338 1093-MEC tao report nonemployee compensation.
l é Lity. state, () Formn 1099-C nonemployee compensation.
Test City
TE Accountn O Fom 1099-PATR
W3 Form () Form 1099-01D
= () Form 1093-K,
TR
= oo
1099 & 1098 Forms
N,
1096 Form < >
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11. Click Button to switch between 1099-NEC and 1099-MISC if applicable

@ Illinois Test - W2 Mate (2020)

1099 & 1098 Recipients

Test Perzons 0

Company Tools ImportData Export Data  E-Filing  IRS 8¢ 55A Instructions  Quality Control 1089 Emailer  Help  Order Supplies
Shortcuts 1099 Recipient Form 1093-NEC Formn Type
/“\ Select Mext Previous Save Clear Print Create PDF 1099's|  Related Tasks | v| Select
(2
= J Payer's name, street address, city, state, zip code, and Tel #
Company Ilinois Test I You are viewing form 1033-NEC. Click here ta switch to 1033-MISC I
N, 1234 Test Address L _
% 1 Monemployee compenzation -
e Test Ciy L 12345 OME No 1545-0116
- [n.00 | 2
ployess 123]123-3311
122 4 Federal income tax V\%ld e o
E
ot h\,‘ PAYER'S TIN RECIFIENT'S TIN (000 / | orm 1099-NEC
“'" 121321321 3N3NIN32
g RECIFIENT'S harne .
b State k B State / Paper's State Number 7 State income

Test City

W2 Mate® www.W2Mate.com

Account number [optional]
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[CJFATCA Filing REQ

2nd TIM not.

IL | siD6sss | [om0 |
v | [o.00 |
=1 TZa1 Test Addiess
W2 Forms .
For 2020 & beyond, use Form 1093-HELC to report nonemploves compensation.
Cl. stake, and AP code 1093-MI5C no longer includes nonemployee compensation.
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12. Click Select under Recipient

13. Select 1099-NEC Recipient

14. Click OK
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— — O
‘\'th Data ExportData E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shotouts N\ | 1033 Riecipiert Form 1033:MISC Form Type
/Q\* Mest Previous Save Clear Pririt Create PDF 1099's | Related Tazks | 'l Select
D
- ""‘"/ Select 1099 Recipient X
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1 45EE45 Johnry Jim
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15. Fill in recipient(s)

amounts

16. Click Save

o
]

1099 & 1038 Recipients

-

W2 Forms

1059 & 1098 Forms

Payer's ~street address, city, state, zip code, and Tel #

inoiz Test
1234 Test Address

Test City IL 12345

[1231123-331

PAYER'S TIN RECIPIENT'S TIM
121321324 456645
RECIPIENT'S name:

Johnry

Jim

Street address (including apt. no.)

City, state, and ZIP code

Account number [optional] [ FATCA Filing REQ

W2 Mate® www.W2Mate.com

2nd TIN not.

@ Winois Test - W2 Mate (2020) — O *
Company Tools Import Data ExportData E-Filing [R5 & 55A Instructions  Quality Control 1099 Ermailer  Help  Order Supplies

Shortcuts | 1099 Recipient Farm 1093-NEC Fom Type

/Q\\ Select Mext Previo Clear Print Create PDF 1099's klated Tasks | 'l Select

I ‘t'ou are viewing form 1099-MEC. Click here ta switch to 1099-MISC I

1 Monemploves compensation

|456.00 |

OMB No.1545-0116

4 Federal income tax withheld

Form 1099-NEC
|456.00 |

5 State tax withheld B State / Payer's State Mumber

7 State income

IL  ~|[siDsess | [000 |
7| | o]

1099-415C na longer includes nonemployes campenzation.

For 2020 & beyond, use Form 1033-MEC to report nonemployee compensation.
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17. Click Print
18. Select Recipients
19. Select Print a recipient/ payer copy and choose a copy from the drop down

Note: To print a Recipient /Payer copy on blank paper choose the copy to print from the drop-down
menu To print the data on the preprinted IRS red form chose Print DATA Only

20. Click OK
) 17 7
Company Tools Import Data  ExportData E-Filing IRS 8 S5A Instructions  Quality Control 1099 Emailer Help  Order Supplies
>
Shortcuts 1099 Recipient Form 1033-MISC K Fom Type
Select Next Previous Save Clear Create PDF 1099 | Related Tasks | 'l Select
Print 1099 Forms X
Step 1: Please select the recipients you want ta print 1099 Forms for
Select | Recipient's ID # ‘ Recipient's Name (Line One) Recipient's Name (Line Two) I Select Cunent Reciisnt Oriy
1 458645 Johnny Jim
—
2 0 22122122122 Test Persons 0 Select Al Recipients
2 D 85648546 Test Persons 1
T 4 D 65654546556 Test Persons 2

N Select None
L I
1099 & 1098 Recipient) Advanced Select |
S
=

] I Step 2: Please select the type of 1093 Form copy vou want to print

Select Recipient Range

[IMark as CORRECTED
"I [ Mask Recipient's Tax [D Mumber

W2 Foms I @Frini & reciient / paper co

Copy B + Copyp B Instiuctions [Easy fold & mail, 1 recipient per page, Most popular]

l ‘ () Print DATA OMLY on a preprinted form [IRS Copy 4 on red-ink form or any other copy o -printed form]

Furrish this farm bo the recipient by February 1. 2027, Wou can give this form to the recipient in persan Bl sod
1099'3) to generate a secure POF fille, which can be sent by E-mail

File Copy & of this form with the IRS by March 1, 2021, If pou file electronically, the d
file electronically,

choose a copy from the drop down
Step 3: If you are printing on a pre-printed form, please spi

otfsets for print

1099 & 1098 Forme Horizontal (inch) Vertid Wertical space between forms [DO0 NOT change unless you have to)
Move data to the LEFT Mowe data P Space between first and second form. Default is 1.0 Inch 1.00
0.00 0.00
Move data to the RIGHT MoveNggla DOW/N
Cancel

9|Page
W2 Mate® www.W2Mate.com info@realtaxtools.com

19


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

21. Select the correct printer

22. Click OK

@ Hllinois Test - W2 Mate (20 - i X
Company Tools ImportData Export Data E-Filing IRS 8 55A Instructions  Quality Control 1099 Ermailer Help  Order Supplies
Shortcuts 1093 Recipient Form 1033-MEC Form Type
A Select Mext Previous Sa Create PDF 1099's | Related Tasks | v| Select
(B
- "‘}/ Fayer's name, street address, city, state, zip
Company i . . R
inoiz Test “r'ou are viewing form 1093-MELC. Click here to switch to 1093-MISC
N, 1234 Test Address |
| a Test City Print V X OMB No.1545-0116
Empl Print T
ployees [123)123-331 nrter . \l ’/20
Name: I ABS PDF Driver v400 ~ I Properties... Fom
I PAYER'S TIN - om 1099-NEC
' Status: Feady
121321321 _
- ¥ RECIPIENT'S name Type: Amyuni Document Converter 400 .
1055 & 10598 Recipients Jahnry Where:  LPT1: / Payer's State Mumber 7 State income
A i Commer: [ Print to file SRR | [o.oo |
[ w2 i
- ' Steet address (incly  Print range Copies i | [000 |
s )/ Al
W2 Forms @ .
Pages  from: o 093-MEL to report nonemployee compensation.
l ’__A_\ City, state, and ZIF B 1 1 3 3 Collate honemplopes compensation,
m Account number [op
W3 Form | Cancel
=M
(Fa
1055 & 1098 Forms
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