How to Edit Data on a 1099-NEC Form

Make sure you have the correct Company open inside W2 Mate

1. Click 1099 & 1098 Forms from the Shortcuts menu

@ llinois Test - W2 Mate (2020)

Company Tools Import Data

Export Data E-Filing IRS 8 554 Instructions  Quuality Control 1099 Emailer Help  Order Supplies

Shortcuts
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Company

)

Employees

N,

1099 & 1098 Recipierts

1059 & 1058 Forms

ioochy
-

General Information W3 Information 1096 Information

Employer's Name / Filer's Name: |”“”°i5 Test

|
Address 1: [1234 Test Address |
Address 2: | |
Cy: [Test City |
State: IL ~| ZIPor Postal Code:
Country: United States

Employer Identfication Number: | 12-1321321 SSN (i Applicable): I:I

Employer State 1D {f Applicable); | SIDEE6E |

Motes (Optional Freeform Field): | |

Please click the "Update” button to save any changes.

T

Databaze File Path CAlUsers\Public\Documents'\W2 Mate 2020\ llincis Test pmt
{read-only)

Reset Clear

Click 1099 & 1098 Forms | 1

- 4 Current c
W3 Form
p can create a new company by selecting "'Compary > Mew' from the tap meu.

ol can open a different comparny by selecting "Company > Open' fram the top menu.
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2. Click Select under Form Type

@ Illinois Test - W2 Mate (2020) — O
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Shortcuts | 1099 Recipient Farm 1099-HEC Form Type
/¢n Select Mext Previous Save Clear Frirt Create PDF 1099's | Related Tasks | '| I Select I
tay

L Paper's name, street address, city, state, zip code, and Tel. #
Company Ilinais Test You ate viewing form 1099-NEC. Click hers ta switch to 1DEIS-MIST
1234 Test Address

1 Monemployes compensation

Test City IL 12345 |458 i OMB No.1545-0116

(1231233311 4 Federal income tas withheld e 2 CIICk SeIeCt
PAYER'S TIN RECIPIENT'S TIN [456.00 | S

121321321 456645

RECIPIENT'S name

B State tas withheld 6 State / Payer's State Mumber 7 State income
Jahnny

Jim IL  [siDessE | 000 |
Streat address (including apt. no.) v | | |D.DD |

W2 Forms

For 2020 & beyond, use Form 1033-NELC to report nonemployee compenzation.

lA City. state, and ZIP code 1033-MI5C no longer includes nonemployes compensation.

E) Account number [optional) 7] FATCA Fiing REQ. | 2nd TIN not,
W3 Form

=

=]

1099
1059 & 1098 Forms
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-
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3. Select Form

4. Click OK

1099-NEC and / or 1099 MISC

@ llinois Test - W2 Mate (2020 — O
Company Tools ImportData ExpertData E-Filing IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shorteuts 1099 Recipisnt Formm 1093-NEC Formn Type
- Select Mg Select 1099 Form Type X |Related Tasks | v| | Select |
r 1099 /1098 Form T
- “‘/ Faper's name, i 133 -
Company lingis T ast Flease select the type of 1039 / 10398 formn you would like to wark with: EC. Click here to svitch ta 1099MISC
g; ™ 1254 Test AQ @) Forrn 1099-NEC and / or 1099-MISC
\ ) Test City O Form 1093NT \ OMB Mo.1545-0116
Employees (12912337 O Fam 1033.DIv Click Form 1099-NEC and / or 1099 MISC
N7 PAYER'S TIN O Form 1033R e
“'" 121321321 O Form 10935
- - RECIFIEMT'S . )
1059 & 1098 Recipients Jahnry () Form 1098-T ayer's State Mumber 7 State income
A i PR |sIDE6ES | (000 |
i l Street address O) Farm 10984 | | |D.DD |
W2 Fi N
oms L 9-MEC to report nonemployes compensation.
¥ City, state, and (O Form 1099-C hemplopes compensation.
m PR (O Form 1099-PATR Click OK 4
W3 Farm (O Farm 1093-01D
N () Farm 1099k, /
\_ Cancel
1059 & 1098 Forms
o
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5. Click Button to switch between 1099-NEC and 1099-MISC if applicable

G:] Illinois Test - W2 Mate (2020) — O
Company Tools ImportData ExportData  E-Filing IRS 8 55A Instructions  Cuality Control 1099 Emailer Help  Order Supplies
Shortouts 1099 Recipient Farm 1099-HEC Farmn Type
/Q\ Select Mext Previous Save Clear Prirt Create FDF 1039's|  Related Tasks | v| Select
»
L 4
S Payer's name, street addrass, city, state, zip code, and Tel #
Company lllinais Test ‘f'ou are wiewing form 1093-MEC. Click here to switch ta 103
N 1234 Test Address —
! 1M I ’
% . onemployes compens’:n OME No1545-0116
\ ) Test City IL 12345
- [0.00 / | 2020
ployess 1231233311 z\U)
0z 4 Federal income%ithheld :
A0 PAYER'S TIN RECIPIENT'S TIN (000 / | Form 1099-NEC
“'" 121321321 jetel beeg el el
» - RECIFIENT'S name . .
10595 & 1098 Recipients 5 State ik withheld 6 State / Payer's State Number 7 State income
Test Persons
- 0 IL  ~|[5IDE6RE | [o.o0 |
Click to switch between 1099-NEC and 1099-MISC if applicable 5 “|| | [noo |
W2 Forms .
For 2020 & beyond, uze Form 1093-MELC to report nonemploves compenszation.
City. state, and ZIP code 1099-b15C no longer includes nonemployee compensation.
Test City L ||32132
Assount number (optionsl) [ FATA Fiing REQ || 2nd TIN not.
=
) 1099
1099 & 1098 Forms
ooy
1036 Form
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6. Click Select under 1099 Recipient

7. Select Recipient

8. Click OK
@ llinois Test - W2 Mate (2020) — O
Company Tools Import Data Export Data E-Filing  IRS & 55A Instructions  Quality Control 1099 Emailer  Help  Order Supplies
Shortcuts | i i Farm 1093-NEC Form Type
/Q\\ Ne)&viovw Cana r Pririt Create PDF 1099's | Related Tasks | . Select
2 Click Select
\-r.:/ Select 1099 Recipient 6 Y
Company TBC
The list below includes OMLY the recipients who receive 1099-NELC forms, since the 1093 Form Type" currently selected is |
% ™ 1099-MELC.To change the 1039 form type, pleasze click the "Select” button under 1093 Form Type".
ém I - |dentifization Murnber Mame [Line One) Mame (Line Twa) Account Mumber
playees 1 241-747411 John Das B455
2 45EE45 Jahnry Jim
1099 & 10598 Recipients COme
m\
W2 Forms .
88 enzation.
Select a 1099 NEC recipient| 7 ¥
== Click OK| g
Cancel
£
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9. Edit 1099-NEC Data as needed

10. Click Save

D llinois Test - W2 Mate (2020)

Company Tools Import Data Export Data  E-Filing  IRS & 55A Instructions  Quality Control 1099
Shorteuts | 1099 Recipisnt Faorrn 1093-MEC
/“\\ Select Mext Previous Save Clear Frint
Ly
o Payer's name, street address, city, state, zip gede, and Tel. #
Company lingis Test
1234 Test Address
Test City IL 12345
[123)123-331 Click Save 10
PAYER'S TIM RECIPIEMT'S TIN
12132131 241-74-7411
RECIPIEMT'S hame
Jokin Doe

W2 Forms

=

W3 Form
=N

1099 & 1098 Forms

@\.
-

Street address (including apt. no.)
E5 Roes Ad.

Suike 100

City, state, and ZIF code

Julis

Account number [optional]
5455

[CTFATCA Filing REQ

SC B2

2ind TIM not.

Edit 1099-NEC information

Type

Create PDF 1099's | | Related Tasks | . Select

‘You are viewing form T099EL, Click here ta switch to 1099-MI5C

1 Monemployee compensation
OMB Mo.1545-0116

7421.30

4 Federal income tax withheld

Form 1099-NEC
55,40 |

A State taw withheld 6 State / Payer's State Mumber 7 State income

15.10 IL (2851417 | [paz230 |
0.00 || | [000 |

For 2020 & beyond, use Form 1033-MEC to report nonemployes compensation.

1093-MI5C o longer includes noremployes compensation.
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10. Click Yes

@ Illinois Test - W2 Mate (

1099 Emailer  Help  Order Supplies

Company Tools ImportData ExportData  E-Filing  IRS 8 554 Instructions  Quality Control
Shorteuts 1093 Recipient Farm 1099-MEC Form Type
2. Select et Frevi E Cl Prirt Create PDF 1099 Related Task: |
/“ elec ex TEVIOUS ear T Teate s elated Tasks | . Select
B
ra
- ""‘V Paper's name, street address, city, state, zip code, and Tel. #
Company llinois Test You are viewing form 1033-NEC. Click here to switch to 1093-MISC
N\ 1234 Test Address
% 1 Monemployes compensation 1
- TestCiy I 12345 T OME No1945-0116
Employess 123)123.3311 - 20)
123 4 Federal income tax withheld ~ 20
. Form 1099-NEC
LI FAYER'S TIN W2 Mate (2020)
“'H 121321341
- oy RECIPIEMT'S name ) .
1099 & 1098 Recipients John Doe I Are you sure you want to save the current fields? E State / Paper's State Mumber 7 State income
. RS | [p4zz30 |
il I Sheet address (including ap :| [ i | | |D_DD |
: ) 5 Foes Ad. Yes No
W2 Foms Suite 100 -
For 2020 & beyond, uge Form 1093-MEC to report nonemployes compensation.
A City. state. and ZIF cods 10993-MI5C no longer includes nonemployes compenzsation.
Julie SC 1A
m Account number [optional] 7] FATCA Filing REQ | 2nd TIM nat
W3 Form 5455
=N Click Yes 10
1099
1059 & 1098 Forms
ooy
- .
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