How to create Corrected Forms?

1. Go to the Manage Account page and click the File Corrected Forms button
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2. Choose Form

On the Corrected Forms page you will see a list of available forms that you can file corrected forms for.
You can filter the list be Year, Form Type, Payer Name, or Filer Name to make the list smaller. From the
list select the form that you want to correct.
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Corrected Forms

If a 1098, 1099 form was filed with the IRS and you identify an error, you need to file corrected form. You can file corrected forms for any form (except for form W-2) that
you have submitted using our service after the form has been e-filed.

Follow these simple steps to file corrected forms

1 Choose Form > 2 Correction Type > 3 Review > 4 Checkout >
1. Choose Form
The list below shows your e-filed forms. Please select the form that you want to correct. Please note that at this time you cannot correct W-2 form.

) Select Year: Form Type: Filer: Recipient:
i [2013 v | [1099-MISC v | | Select Filer v | Select Recipient v
Form Type Payer Name Recipient Name Status E-Filed on
Select 1099-MISC XYZ Co LastName FirstName E-file Accepted 113172014
Select 9-MISC XYZ Co John Doe E-file Accepted 1/31/2014

3. Choose Correction Type

Once you have a selected a form, choose what you want to correct.
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Corrected Forms

If a 1098, 1099 form was filed with the IRS and you identify an error, you need to file corrected form. You can file corrected forms for any form (except for form W-2) that
you have submitted using our service after the form has been e-filed

Follow these simple steps to file corrected forms

2 Correction Type >
2. Correction Type

Selected Form:

I Form Type Payer Name I Recipient Name Status E-Filed on I
‘1099-MISC XYZ Co LastName FirstName E-file Accepted 1/31/2014 ‘

What do you want to correct?

Under the IRS guidelines how a corrected form is created depends upon what information you want to correct. From the list below select what information you want to
correct. Please note that not all type of corrections can be filed online. Also, certain corrections need more than one form. Please see description for each type of
corrections below:

=p Payer Information

=p Recipient Information
=) Amount/Box Information s
q

Delete/Void Form

Here are the options:
Error Type 1:

A wrong amount was reported, the amount was reported in wrong box, or a 1099 form was filed that
should not have been filed.

If you filed a form that should not have been filed, choose the ‘Delete/Void Form’ option.

If you filed form with wrong amount or box information, choose the ‘Amount/Box Information’ option.

Error Type 2:

If you filed a form that has incorrect payee name or tax Id, choose the ‘Recipient Information’ option.

Error Type 3:

If you have filed a form that has wrong payer information, then it CANNOT be corrected with the online
option.



4, Delete/Void Form:

When you choose this option and click on the Create Corrected Form with 0 Amount button, a corrected
form is created with 0 amounts.

< Delete/Void Form

Delete/Void Form - Form should not have been filed

If you filed a form by mistake that should not have been filed and you now want to deleteivoid the form, you can file corrected form online with us. To fix this type
of error, you need to file a new corrected form with 0 amounts. Using this method you will not be able to change Payer or Recipient information.

Click the Create Corrected Form button below to create a new corrected form. After our system has created the form with 0 amounts, you can submit the form.

Note: If you want to change the amount or box information, do not use this correction type. Use the Amount/Box Information method above.

>> Create Corrected Form with 0 Amount

5. Change Amount/Box information:

When you choose this option and click on the Create Corrected Form button a new corrected form is
created from the original form.

¥ Amount/Box Information

Wrong Amount entered and/or Wrong Box used

If you entered wrong amount and/or used wrong box on your original form, you can file corrected form online with us. To fix this type of error, you need to file a
new corrected form. Using this method you will not be able to change Payer or Recipient information.

Click the Create Corrected Form button below to create a new corrected form. After our system has created the forms you can edit the form and enter correct
amount in the right box and submit the form

Note: If you want to delete/void the original form do not use this correction type and enter 0 amounts. Use the Delete/Void Form method below.

>> Create Corrected Form

After corrected form is created you will need to edit the form and change the amount/box information.

6. Correct Recipient information:

To correct recipient information first click the Edit Recipient button.



¥ Recipient Information

Recipient Name and/or TIN

If Recipient name and/or TIN was filed incorrectly on your original form, you can file corrected form online with us. To fix this type of error, two forms need to be
filed. First form with wrong TIN (SSN, EIN, ETIN, QI-EIN, ATIN), as used on the original form with 0 amount is filed. This voids the original form. A second form
with correct TIN, Name, and amount is filed. These two form filed together are required to fix errors related to recipient information. Please follow the two step
process below:

1. Before you create the corrected forms you must update the recipient information. Click the link below to update your recipient information.

Edit Recipient -

2. After updating recipient information, click the Create Corrected Form button below to create the necessary forms. After our system has created the forms you
will have the opportunity to review these forms before submitting.

>> Create Corrected Forms

On the Recipient page change the recipient information that is correct and click the ‘Save’
button. Close this window.

Edit Recipient

Fields in bold are required

Recipients TIN/SSN |123~45-6789 OTIN ®ssN
Full Name (OR First Name) LastName FirstName

Company Name (OR Last Name): I

Address Line 1: |!00 South Bridge Ct

Address Line 2: |

City, State, ZIP: |Atlanta [GA v/ [30003
Phone: | Extl

Email: I

B (5o (o]

Please provide Recipient Email to help us deliver Recipient statemet electronically.

What is e-Delivery ?

Note:

Recipient here is referred in general to an individual who is receiving the form. Depending upon the type of form some of the examples of recipient include Recipient of
interestincome or dividend, of pensions,annuties, IRSs, proceeds from broker and Barter Exchange transactions, Student, Debtor, Seller or Transferor of the real
estate_Payer or Borrower of mortgage interest_or Employee.




8. Next, click the ‘Create Corrected Forms’ button. Two new corrected forms are created; one form
with 0 amounts but old recipient information (previously filed), and one new form with new
recipient information that you saved in the previous step.

¥ Recipient Information

Recipient Name and/or TIN

If Recipient name and/or TIN was filed incorrectly on your original form, you can file corrected form online with us. To fix this type of error, two forms need to be
filed. First form with wrong TIN (SSN, EIN, ETIN, QI-EIN, ATIN), as used on the original form with 0 amount is filed. This voids the original form. A second form
with correct TIN, Name, and amount is filed. These two form filed together are required to fix errors related to recipient information. Please follow the two step
process below:

1. Before you create the corrected forms you must update the recipient information. Click the link below to update your recipient information

Edit Recipient

2. After updating recipient information, click the Create Corrected Form button below to create the necessary forms. After our system has created the forms you
will have the opportunity to review these forms before submitting

>> Create Corrected Forms -

9. Review

Your corrected forms are already created based on your selection. Now you need to review and change
any amount/box information, if needed (step 5, or 8). Click the ‘Edit’ button to edit the amount/box
information. You will not be able to edit forms with 0 amounts. You will also not be able to change Payer
or Recipient information. If you want to change recipient information, you can go to ‘Manage Recipients’
page and change the information.
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Corrected Forms

If a 1098, 1099 form was filed with the IRS and you identify an error, you need to file corrected form. You can file corrected forms for any form (except for form W-2) that
you have submitted using our service after the form has been e-filed.

Follow these simple steps to file corrected forms
1 Choose Form > 2 Correction Type > 3 Review > 4 Checkout >

3. Review
Your corrected form(s) are created below.

Corrected forms are created. Before you proceed click the Edit link below to change any inf ion, if ded
Corrected Form Type Payer Name Recipient Name Correction Type
v 1099-MISC XYZ Co LastName FirstName Form with 0 Amount
Edit 1099-MISC XYZ Co LastName FirstName Change Recipient Info

edit form with 0 amounts. This form is used to void original form.

>> Proceed to Checkout

10. Click the ‘Proceed to Checkout’ button to check out your forms. Once you check out your forms,
OnlineFileTaxes.com will mail out recipient copies and e-file your forms with the IRS.



