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Quick Reference:  End-of-Calendar Year Update (1099 process)  
 

 
 
 
 
Follow the steps outlined below to prepare data for 1099 forms.  
 
Contents: 
 
1. Confirm that you have enough 1099 Forms  
2. Review Accounts Payable set-up 
3. Review and update 1099 Vendor information 
4. Review and confirm there is only one 1099 Address per 1099 Vendor 
5. Review and confirm all 1099 Vendors have a Fed ID or SS# on file 
6. Run the End-of-Calendar Update 
7. Review 1099 amounts 
8. Print 1099 Forms  
9. Prepare 1099 Summary Forms 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: The End-of-Calendar Year update is unrelated to the normal End-of-Period update function. 
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1. Confirm that you have enough 1099 Forms  
 

These forms can be purchased at most major office supply retailers such as Staples or Office 
Max. You should purchase the type of forms that have two forms per page, because this is the 
type of form that our software will print.  
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The 1099 forms package includes: 

• Copy A for IRS 

• 2 Copies of C’s for Payer or State 

• Copy B for Recipient 

• Copy 2 to be filed with recipient’s State 

income tax return, when required 
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2. Review Accounts Payable set-up 
 
Log into the Accounts Payable application to confirm that the Name field and the Federal I.D. field have 
been entered correctly.    
 
1.  Login to Accounts Payable.  
 
2. Click Maintenance > Administration Maintenance.  
 
3. On the Main tab, confirm that all field information has been entered into the Name field, and the 
correct Federal ID has been entered into the Federal I.D. field.  
 

 
 
4. On the 1099-Reporting tab, ensure that the basic fields for 1099’s have been entered. This is usually 
600 and 0 for the Misc. and Interest fields respectively.  
 

 Misc. - The minimum amount paid to a vendor during the course of the fiscal year that is 
required to issue 1099 forms.  

 Interest - The minimum amount of interest required to issue a 1099 form. 
 

Electronic Filing information is required only if you will be using Electronic Filing for the IRS. 
 

 Transmitter Control Code (TCC) for Federal Electronic filing. - Enter the TCC you received from 
the IRS. (If you do not have a TCC, you need to submit a Form 4419 to the IRS. See 
www.irs.gov/formspubs to find this form.  
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 Enter the name of the person who can be contacted by I.R.S. for issues with the filings. - Enter 
the name of the person responsible for 1099s. The IRS may use this if they have any questions. 
 

 Enter the e-mail address which can be used by the I.R.S. to send status notifications.  - Enter 
the email address of the person responsible for 1099s. The IRS may use this if they have any 
questions. 
 

 Enable Combined Federal/State Filing checkbox. - This checkbox should only be selected by 
schools who have the option of filing taxes with the federal government and have that 
information forwarded to the state. 
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3. Review and update 1099 Vendor information 
 
Review and update your 1099 vendor information to ensure that the correct fields have the necessary 
information provided.  
 
1. In the Accounts Payable application, click Maintenance > Vendors > Options.  
 
2. Confirm that the following options are visible and searchable, and click OK.  
 

 
 
3.  Select “1099 This Cal Year Amt”, “is Not Equal To” and enter “0” in the Filter Results.  Be sure that 
Show Address is set to Any. Click Refresh List.  
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4. Perform an ascending and descending search on the column headers Address, City, State, Zip Code, 
1099 (Address and Type). If there are any blank entries, enter the missing information as necessary.   If 
you are tracking W9 information, perform an ascending and descending search on the W9 Rec’d column 
and the W9 Rec’d Date column to see where W9 information has not been received, and where W9 
information has been received, but a date is not indicated.   
 
NOTE: Some vendors may have multiple addresses, but only one vendor address should be entered for 
the 1099 address. This will make sure that the vendor only receives one 1099. If you have more than one 
1099 address for the vendor, then the vendor will receive two 1099 forms, which is incorrect.  
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4. Review and confirm there is only one 1099 Address per 1099 Vendor 
 
It is important to ensure that only one 1099 Address is assigned per 1099 Vendor. To do this, you can 
enter the filter results described below, and sort on the Name column in the Vendor Maintenance 
screen. Then you can visually scan the list to ensure that vendors with multiple addresses only have one 
address selected for their 1099 address. 
 
 
1. Open the Accounts Payable application. 
 
2. Enter the filter results displayed below. 
 

 
 
3. Sort on the Name column.  
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4. Visually scan through the list to ensure that vendors with multiple addresses only have one 1099 
address. 
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5. Review and confirm that all 1099 Vendors have a Federal ID or Social Security Number on file 
 
Ensure that all Vendors have a Federal ID or Social Security Number on file.  
 
1. Click Reports > Vendor List.  
 
2. Click the magnifying glass and click New to create a new query.  
 
3. Enter the query name as BLANKFED, and enter the description as Blank Fed IDs.  
 

 
 
4. The Query parameters should be OR on the And/OR column, Vendors on the Table Name column, 
TYPE_1099 on the Field/Formula Name, = on the Operator column, Y on the Value column. On the next 
row enter And on the And/Or column, Vendors on the Table Name column, TYPE_1099_FED_ID on the 
Field/Formula Name column, = on the Operator column, and leave the Value column blank.  
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4. Select Blank Fed IDs in the Query Name field and select the Preview button.  
 

 
 
5. The report displays Vendors that are missing the Federal ID or the Social Security Number: 
 

 
 
6. Update these Vendors by going back to the Vendor Maintenance search and entering Federal ID and 
Social Security Numbers where necessary.  
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6. Run the End-of-Calendar Update 
 
 
 
 
 
 
 
1. Click End of Period and click End-of-Calendar Update.  
 
2. The Accounts Payable Calendar Year Update window opens. Click Update.  
 

 
 
3. This update moves the funds from This Calendar Year Amount to Last Calendar Year Amount, which 
is found on the Info tab on Vendor Maintenance.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: The End-of-Calendar Year Update must be performed after your last Accounts Payable check 

for the current Calendar Year and before the first Accounts Payable check of the new Calendar year.  
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7. Review 1099 amounts 
 
1. Click Reports > Vendor Purchase Summary.  
 
2. On the Vendor Purchase Summary screen, click the magnifying glass icon.  
 
3. Click New to create a new query, and enter the Query Name 1099>599 and enter the description 
1099 Vendor > $599.99. Click Edit.  
 
4.  On the Query Parameters window, click Add Before and enter Or on the And/Or column, Vendors on 
the Table Name column, Type_1099_CODE on the Field/Formula column, != on the Operator column 
and leave Value column blank. Click Add After and enter AND in the And/Or column, VENDORS in the 
Table Name column, TYPE_1099_AMT_LAST in the Field/Formula Name column, > on the Operator 
column and 599.99 on the Value column. 
 

 
 
5. Select the 1099 Vendor > $599.99 query on the Vendor Purchase Summary screen and then click 
Preview. The 1099 Vendor > $599.99 report appears. The Last Yr. column will print on your 1099 form. 
 
NOTE: It is recommended that you now run a report for Vendors with less than $600 dollars to double 
check your query results.  
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8. Print 1099 Forms 
 
Once you have reviewed your 1099 information, reviewed the Vendor addresses, confirmed that there 
are no duplicate addresses, and you have confirmed your 1099 Vendor amounts, you can now print your 
1099 Miscellaneous forms.  
 
1. Click Reports > 1099 Forms.  
 
2. Confirm that the *DEFAULT query is selected.  
 
3. Select the Last Calendar Yr. Amt. radio button. 
 
4. Select the appropriate Print type (Laser, ect.).  
 
5. You are now ready to print the 1099 forms. It is recommended to print a single form to ensure that 
your printer is properly aligned. To do this, change 999 in the Print Options area to 1 and print.   Once 
you have confirmed the alignment, change the Page Range number from 1 back to 999.  
 

 
 
6. You can now Preview or Print your Vendor 1099 forms.  
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9. Prepare 1099 Summary Forms 
 
After you have printed your 1099 Miscellaneous forms, click Reports > 1099 Forms > and click the 1096 
Summary button to review the information that you need to complete your 1096 forms. Note that if you 
are going to run any 1099 interest forms, 1099 interest amounts need to be added to these totals.  
 

 
 

 
 
  
 
 


