How to Print 1099-MISC Recipient Forms in
Payroll Mate

Note: In order to use this feature you must purchase and enable Payroll Mate Option #6
Vendor & 1099 Center. Payroll Mate will print all recipient copies of Form 1099-MISC on pre-
printed forms or on blank paper

Make sure you have the correct Company open inside Payroll Mate

1. Click 1099 & Vendor from Shortcuts

2. Click Tax Forms
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3. Read Notice

4. Click Next

- I Read Notice E |
1099 /1096 Wizard J

This wizard allows you to print 1098-MISC [ 1096 forms.

The wizard contains 3 pages (Settings. 1099-MISC. 1096).

The Settings Page allows you to set the "Payments Threshold” and select the group of vendors to be
shownfincluded on the 1099-MISC/1096 forms.

Any vendor whose total payments during the year are less than the "Payments Threshold” will NOT show on
the list of vendors.

The list of vendors shows only the ones who have been set up to receive 1099-MISC forms (in the Edit
Vendor window) and whose total payments are equal to or more than the "Payments Threshold”.

You can use the Vendor drop down list in the 1093-MISC page to move between the different vendors.
Please note that any changes you apply to the 1095-MISC boxes will be lost once you exit this wizard.

If you make any changes to the 1099-MISC boxes that you want to get reflected on the printed 1099-
MISC/1096 forms. please make sure to print the forms (1098-MISC/1056) before you exit this wizard.

To continue, please click "Next".

Click Next ' 4

| | Close
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5. Type Payments Threshold amount

5a. If Payment Threshold has changed, Click Refresh

6. Select Vendors to print 1099-MISC forms (required)

7. Checkmark to mark ALL forms as Corrected if applicable

8. Checkmark to format Payer’s Federal Identification Number as SSN instead of EIN if

applicable
9. Click Next
—
. Type Payments Threshold | 5 ==
Settings Page
Any wendor whos | during the y I
Payments Threshold iZ value vl NOT shw on the it of vandors below
Refresh Vendors List .
| reshVenders List gl (ick Refresh | 5a
List of Vendors set up to receive 1099-MISC forms and that meet the above “Payments Threshold™ of § 600.00
|| Bob's Builders
[7] Thomas Trains
Select Vendors | 6
Checkmark to mark Checkmark to
099 MISC as Corrected format as SSN
0 Mark all 1099 forms as CORRECTED | | L] fo 3t Sk oo o 0630000000 00 o oor instead of EIN
Click Next | 9 ™{=eewemtiiosimpl| Next> || Close
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10. Select Vendor using drop-down

11. Edit Data as needed

12. Click Print
H Select Vendor | 10 Click Print | 12 2
1099-MISC Page
Vendor  [Use this drop-down list to moy: n different vendors] 1099-MISC
Bob’s Builders - | Preview | | Print |
Account number
| | C12nd TIN net.
Edit Data | 11 || 1Rens 2 Royalties
oo | o |
N 3 Other income 4 Federal income tax withheld
o | o |
5 Fishing boat procesds & Medical and health care payments
o [ |
7 Nonemployee compensation 8 Substitute payments in lieu of dividends or interest
[1200.00 | [0.00 |
9 Payer made direct sales of $5,000 or more of consumer 10 Crop insurance proceeds
products to a buyer (recipient) for resale [] |0.U'D |
13 Excess golden parachute payments 14 Gross proceeds paid to an attorney
o | ow |
16 State tax withheld 17 State/Payer's state no. 18 State income
158 Section 409A deferrals  15b Section 4094 income 0.0 oo
[o.00 | o0 | [o-00 [o.0o
[ Cancel || <Back || Mext> || Close
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13. Select Vendor to Print (Current or All)

14. Select Print Option

Note: To print a Vendor copy on blank paper select the correct copy to print from the

drop-down menu

To print data on any Pre-Printed form use the Print DATA Only selection for all copies of
Pre-Printed forms

14a. Apply Pre-Printed Form adjustments (as needed in .05 increments)

15. Click OK

16 State tax withheld 17 State/Payer’s state no.

=]
1099-MISC Page
Vendor [Use this drop-down list to move between different vendors] 1099-MISC
-~ Preview Print
Select current or all | 13 | I
Account number I
Printing Options / Select Print Option | 14 | =
1 Rents| | Print the foms for: l
oo | © Frint the data and the form
3 Other .:ap',- B For Recipient -
D.00
@ The current vendor
5 Fishin @ Print the data only
E Move all the data (inch) Move all the data {inch)
7 Noner] | ) All the vendors @ Up @ TotheLeft () Tothe Right
1200.00 e
3 Payer ) 0.00 2] 0.00 Y
reiuct| « Click OK | 15 ‘\\
oK Cancel . .
- [ Coma | Pre-Printed Form Adjustments | 14a
|ﬂ.nﬂ | 000 |

18 State income

15a Section 4094 deferrals  15b Section 4034 income  [0.00 [ 0.00
[0.00 | [0.00 | [0.00 [ 0.00
[ Cancet || <Back || Newt> || Ciose
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16. Select Printer

17. Click OK
I =)
1099-MISC Page
Vendor Print
Bob's Build (| Print |
Printer
Accountny  Name: |Send To OneNote 2016 | | Properties... |
[ Status:  Ready \ .
1 Rents Type:  Sendto Microsoft OneNote 16 Driver Select printer | 16
0.00 Where:  nul:
3 Othor ind Comment: [ Print to file
0.00 Print range Copies
5Fishing] @ Al Number of copies: 1 |5
‘E Pages fiom: |1 tor |1 | — .
7 Nonempl Selection i}gﬁl 123 Click OK | 17 |«
1200.00
9 Payer mé OK ﬁ
products tg I ]
13 Excess golden parachute payments 14 Gross proceeds paid to an attorney
pw | o |
16 State tax withheld 17 State/Payer's state no. 18 State income
155 Section 409A deferrals  15b Section 409Aincome  [0.00 | [0.00 |
|n.ou | |n.uu | |u.m | 0.00 |
[ Cancel || <Back |[ Next> |[ Close |
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