How to Print 1099-NEC Copy A Form

Note: W2 Mate will print the data on Red Pre-Printed IRS 1099-MISC Copy A Form Make sure you have
the correct Company open inside W2 Mate

1. Click 1099 & 1098 Forms from Shortcuts
2. Click Select under Form Type
3. Select 1099-NEC and/or 1099 MISC

4. Click OK
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5. Click Button to switch between 1099-NEC and 1099-MISC if applicable
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6.

Click Print
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7. Select the recipient(s) to print
8. Select Print DATA ONLY

9. Click OK
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Step 1: Please select the recipients you want to print 1099 Forms for

Select Recipient’s ID # Recipient’s Name (Line One) Recipient's Name (Line Two) T
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Step 2 Please select the type of 1099 Form copy you want to print

() Print & recipient / payer copy: | Copy B + Copy B Instiuctions [Easy fold & mall, 1 recipient per page, Most popular]

Select print DATA ONLY

(®) Print DATA DMLY on a preprinted fom [IRS Copy & on red-ink fom o any ather copy on pre-printed farm) I E ick Here .. oo oo

Furnizh this fom ta the recipient by Februam 1, 2027, You can give this form ko the recipient in perzon, send it by mail or use W2 Mate Option 86 [Create PDF W2's and
1099's) to generate a secure PDF file, which can be sent by E-mail.

File Copy & of thiz form with the IRS by Februa 1, 2027, 1f wou file electronicall ate iz Februam 1, 2021, You can uze W2 Mate Option #4 [Electronic Fiing] in order

Lo file electronically.
Click OK
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Step 3: 1f you are printing on a pre-printed form, please sp..., fsets for printed data

(®) Move datato the RIGHT (®) Move data DOWN
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