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STEP 1: Import TIN matching results into 1099 Pro Corporate Suite 

1. Click on IRS Batch Processing under TIN Management from the left menu. 

 

2. Click on Create/Import new Batch at the top to begin the wizard. 

 

3. Choose your Process Type and Batch Type then click Next. 

 

4. Click Select the File to Import to browse for your TIN matching results file, select your file then click Next. 
 

5. Specify the Requester information and Notice Date here, then click Next. 
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6. Confirm your settings then click Finish. Once completed you will see your newly created batch. 

STEP 2: Matching Batch with Recipient records 

1. Highlight your batch and click the Auto-Match Process button at the bottom. This will match to existing recipient 
records in your Recipient master list.   

• Choose EIN Search Filter option then click OK. 

 

• Choose Recipient Match options then click OK. 

 

• Once you complete the auto-match process, you can browse your batch and see which requests auto-
matched and which requests did not match. For the requests that did not match we will perform 
"Create/Link Recipients" see step 2. If all were auto-matched see step 3.  



 1099 PRO GUIDE FOR TIN MANAGEMENT 
 

 

2. Highlight your batch and click Create / Link Recipients button at the bottom.  NOTE: always try auto-match 
process first.  

• Once you click the button you will see it flash on your screen.   
• Once completed browse are batch and make sure the match status is either Created/Linked Recipient or 

Auto Matched.  

STEP 3: Approve Batch by highlighting the batch and clicking Approve Batch button at the bottom.  You will 
receive a popup message of how many forms were approved from the selected batch.  
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STEP 4: Print Information Requests 

• To print out the batch, click on Browse Batches under TIN Management from the left menu. Highlight the batch, 
then click Reprint Batch at the bottom.  

 

 

• To print out information requests individually, click on Browse All Requests from the left menu.  Highlight the 
information requests, then click View/Reprint Selected at the bottom.  

 

 

 


