7= SeniorSystems

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

[ NOTE: The End-of-Calendar Year update is unrelated to the normal End-of-Period update function. ]

Follow the steps outlined below to prepare data for 1099 forms.
Contents:

. Confirm that you have enough 1099 Forms

. Review Accounts Payable set-up

. Review and update 1099 Vendor information

. Review and confirm there is only one 1099 Address per 1099 Vendor
. Review and confirm all 1099 Vendors have a Fed ID or SS# on file

. Run the End-of-Calendar Update

. Review 1099 amounts

. Print 1099 Forms

. Prepare 1099 Summary Forms

O 0N || |W(N |-

Page 1



7= SeniorSystems

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.

H] Accounts Payable Administration [o] & =]

File Edit Tools Help

Main | 6/L Accourts| 1033 Reporting

School Control Information
Name The Senior Academy Fiscal Ve Ending 2014
Address Line 1 201 Boston Post Road West
AddressLine 2 Suste 300 Merih B
City, State. Zp  Marbosough WA = 01752 Last Batch 1.0, 006113
Tel No S0E-430-0107 Exn 1 Vendor 1.D. Length 3
[ Federalio. ™ 123456789 | Last Vendor |.0. 253
State 1.0, 124256477
TaxExempt Mo,  SB7ES4321 [ Accounts J
Miscelaneous
[ P.0.Admin | [Check Layou [ Finlersncas ]

[ ok || coce |

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.

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

e 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.
e 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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e 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.

e 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.

e 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.

B2 Accounts Payable Administration M= E3
File Edic Tools Help

Main| GAL Accourts 1093-Reparting |

Misc. Interest
Report amounts equal to or areater than | BO0 [ 0

Electionic Filing

Transmitter Control Code [TCC) for Federal Electronic filing |12345

Enter the name of the person who can be contacted by |.R.S. for issues with the filings.
|EMILY MURPHY-BARLOW

Enter the e-mail address which can be used by | R.5. to send status notifications.

|emball0w@y0umchool. edu

¥ Enable Combined Federal/State Filing

[ ok | cancel |
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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.

Settings = | = TR
Table Calurn |Screen Settings
Calurnn Mame Yisible | Search - Up
1099 This Cal Year Amt A
1099 Address
1099 Type Top
1D
Mame
Address [
City [
State
Zip Code ]
Cauntry M ]
Address Type ] Mo
Sort Key [ Mo
Class M
W3 Rec'd [
W3 Rec'd Date A
Active A |
TelNo [ [
Fax Mo M [
whebszite M [
Cobact 1 =1 = X
[ (n] 4 ] l Cancel
| NUM
L ¥

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.

Vendor Maintenance Search = | E =
[ Wew |27 Edi + L] Delete [] Options + [z Expor ~ § ] Ciose - )
Ensure that 1099 This Cal Year
Search By Additiey | d
Amt", "is Not Equal To" and "0"
Enter |.D. GoTo | vendor q
are entered here
Fiter Fesuks (1033 This Cal Year Amt_ | [is Mot Equal Ta -0 ] Ghow Active Orly
Show Addresses Figfrash List
1059 1D Name - Address City State ZipCode
Thiz CalYear amt | Address Type (]
15840.00 Miscellaneous | SCOT452 | SAROH SMITH T4BPALM R Frestown ™ 7Ty
170.00: V] Miscellaneous HO111 AL HOCK, PO BOX 80 Dalley UK 20338
19,312 60 V] Miscellaneous i CLUICC13 ALSTERN 88 North 5t E Imer T 93339
120008 7] Miscellaneous  (BRYADI4  {ALBERT BRUING 27 BURL Rid Dalley WVT 1111
60.00 Miscellaneous  GEORDBY  ALEXIS GEE 18 CEDAR RD MESQU Wl 44444
80.00 Miscellaneous i DANGAS ANDRE DANGERFIELD 1702 CHARLESTON DR GARLAND TR 75041
E0.00 Miscellaneous | HALEZ ARVID HALL 422 TIMEERLINE DR DUNCAMYVILLE = 7E137 o
<[ r
142 rows retumed. Al-F: Change Filtering
Search complete. MUK
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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.

Vendor Maintenance Search

[3 New Q Edit + D Delete [ Options + |25/ Expat » § ] Close
Search By Additional Criteria Check to see if fields
Enter LD GoTo [Vords 7] are blank here
—
Filter Results 1093 This Cal Year Amt v] [is Mot Equal To v] i} [7] Show sctive Only

Refresh List

Show Addresses | any

1033 Mame ~ Address Zip Code -

This Cal Year &mt | Address | Type | |
e 4000 ' : Frestonn s LA
Check to see if the Address Dalley IT3 8888
is marked 1099 Address Dally itk ARRN!

L. e 05 D MESQU wdl 44444 i

| i s
1471 1owe returned Prezs AR ta jump to the search results

NLIM
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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.

Vendor Maintenance Search =68 =
[3 Mew Q Edit + D Detete [ ] Dptions + X/ Export = €] Close
Search By Additional Criteria
Enter |.D GoTo [Wendar -
—
Eilter Results [1099 This Cal ‘ear &Amt v] [is Mot Equal To >0 [7] Show sctive Only
Show Addresses Fiefresh List
—_—
1033 1D Mame ~ City State Zip Code -
This Cal Year &mt | Address Type |
1584000 Miscelansous  (SCOT4S2  :AAROM SMITH 148 PALM Rd Freetown T TR
170.00 Miscellaneous  1HO111 AL HOCEK, PO BOX 80 Dallay 1L 20888
19,1250 Miscellaneous  {CUCC13 ALSTERM 64 Main 5t Eugene TH 75214
1931250: 7]  iMiscelaneous  (CUCC13 ALSTERM 88 Morth St Elrner Tx 99339
575.00 Miscelansous STEMEA. Paul True 85 A5H RD East T 99393
120.00 Miscellaneous  BRTADT4  :ALBERT BRUINS 27 BURL Rd Dalley WT 11111
E0.00 Miscellaneous i GEOROE4  :ALEXIS GEE 18 CEDAR RD MESQU Wl 44444 -
< [ *
143 rows returned, Al-F: Change Filtering
Search complete. NUM
3. Sort on the Name column.
Vendor Maintenance Search =3 P
I:?} Mew IZ Edt D Delete Options f_,x__:' Export + ﬁ ] Cloge
Search By Additional Criteria
Enter LD -
Sort on Name
ElterResulls (1098 This Cal Year&mt_ = [is Mot Equal Ta -] 0
Show Addresses Fiefresh List
1093 1.0 Mame - City State Zip Code -
Thiz Calvear amt | Address Tupe |
16,840.00 Miscelaneous  (SCOT4E2  :AAROMN SMITH 148 PALM Rd Freetown T TP
170.00 Miscellaneous  iHO111 AL HOCK, PO BOX 80 Dalley LK 88888
19,1250 Miscellaneous  {CUCC13 AL STERM E4 Main St Eugene TH 75214
19312500 [] iMiscelaneous  :CUCC13 ALSTERN 88 North St Elmer T 99333
E75.00 Miscellaneous  : STEMBS Paul True 85 A5H RD East TH 93999
120.00 Miscelaneous  BRYAOT4 ALBERT BRUINS 27 BURL Rd Dalley WT 11111
E0.00 Miscellaneous i GEOROB4 :ALEXIS GEE 18CEDAR RD MESQU Wl 44444 -
< [ »
143 1owe returned Al-F: Change Filkering
Search complete. MNUM
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4. Visually scan through the list to ensure that vendors with multiple addresses only have one 1099
address.

Vendor Maintenance Search = | = 2

[3 Mew Edt + B Delete Optionz + | X2/ Export - €1 Close

Search By

Enter LD Scan through the list to ensure that
vendors with multiple addesses only
have one 1099 Address

Elter Results (1098 This Cal Year &mt_ v [is Mot Equal

1099 1.0 - Address Clity State Zip Code -
Thiz Calvear amt | Address Tupe |
15,840.00 Miscellaneous  :SCOT 452 148 PALM Rd Frestomn TH 7T
170.00 tizcelanen: HO114 w il Dalley LK 80858
19,21250 Mizcelaneows  (CUCCTS ALSTERM {E4 Main 5t Eugene T 75214
19312500 [| iMiscelaneous :CUCC13 ALSTERN : 88 North 5t Elmer T 99333
I I B o g e
120.00 Miscelaneous  :BRYAOT4 :ALBERT BRUINS 27 BURL Rd Dalley WT 11111
E0.00 Mizcellaneous  GEOROB4 (| ALEXIS GEE 18CEDAR RD MESQU W 44444 >
ER | (i
143 1owe returned Al-F: Change Filkering
Search complete. ‘ ’7 W ’7
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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.

Query List { Vendor List) B
Guery Mame Description Type
*DEFAULT ‘Yendor List S
10330UPS 1033 DUPS 5
BLAMKFED Blank Fed IDs 5
’ QK. ” Cancel l ’ Mew ” Edit ][ Delete ” Copy ] ’ Frint ” Setup ]

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.

Query Parameters ( Vendor List - BLANKFED ) &

and.for Sy “n =| - g

© | Kz > | B J = < | 2
Conditions | Sorting &dd Before | Add After Delete Eormula Cut Fows | Copy Rows | Paste Rows

And/Or T able Mame Field / Formula Mame Operatar Walue
OFR  iWENDORS TvPE_1093 = Y
AMD iWENDORS TYPE_1093 FED_ID =

o) (oo
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4. Select Blank Fed IDs in the Query Name field and select the Preview button.

Vendor List

= | B |

File Edit

(uery List

Huery Mame | Blank Fed IDs [BLANKFED]

-4

Report Tile  Blank Fed IDs

Other Options
@ Detail Format

(") Reference Format

Format Options

Current Printer | Adobe PDF on Dncuments'\".v

Include repaort print date as [ Close “wWindow 'When Complete
Include page numbers [] Show SOL

Frint Options

Mo, of Copies 1 Page Range 1 To 9339

Layout O ptions

[ Line between each item
Line at report break

[ Summary Ornly

Prirt Firal Tatal

Runtime Options

[ Presview H

Frint ” Expart H Cancel ]

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

58 Report View (Vendor List)

4P M e

File View Print

| -

Blank Fed IDs

Janwary 27,2014 1212 PM Page: |
LD. NAME AND ADDRESS ADDRESS TYPE TERMS TEMP. VENDOR
PERSON TO CONTACT TEL.NO, CLASS CODE 1099 TYPE
ALT. NAME . 1099 FAX NO.
01539 4A1 Both Net 30
40 Main Street 3386
Center
01323 Abby Both Net 30
131 Chesterton Dave M
Richardaca
la2 Abernathy Both Net 30
POBox 121 4000 Settiement M
McKinney

6. Update these Vendors by going back to the Vendor Maintenance search and entering Federal ID and
Social Security Numbers where necessary.

Page
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6. Run the End-of-Calendar Update

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.

1. Click End of Period and click End-of-Calendar Update.

2. The Accounts Payable Calendar Year Update window opens. Click Update.

Accounts Payable Calendar Year Up... Iilﬂléj

File

b ake gure that no other uzers are in the docounts Papable
zystemn and that you have a curent backup before proceedingl

|Jpdate l’ Cancel

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.
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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.

Query Parameters ( Vendor List - 1099>539 ) =
ndior '] = =| = .
o | RE 2 || B E| 2| = |2
Conditions | Sorting Add Before | Add After Delete Faomula Cut Rows | Copy Rows | Paste Rows|
And/Or Table Name Field / Formula Name Operator Walue
OR  WENDORS TvPE_1099_CODE I=
AND  :WENDORS TYPE_1093_AMT_LAST > 53399

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 $S600 dollars to double
check your query results.

Report View (Vendor List) = 8 =%
File View Print Tools
€ 5- H4P M &8
1099 Vendor > $599.99
Jenuary 27,2014 305 BM Good Shepherd Episcopal School Page: 1
LD. NAME AND ADDRESS ADDRESS TYPE TERMS TEMP. VENDOR
PERSON TO CONTACT TEL.NO. CLASS CODE 1099 TYPE
ALT. NAME - 1099 FAXNO.
01323 Avby Both Net 30
131 Chesterton Drive M
Fichardson
00142 Abernathy Both Net 30
PO Box 121 4000 Settlement M
MeKinney
00142 Abernathy Both Net 30
170 Redbud Boulevard, Suite 30 Settlement M
Mekinney
00151 Alexandra Both Net 30
230 Performance Druve, £22 M
Richardson, -
“ L3
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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 alighment, change the Page Range number from 1 back to 999.

1099 Forms = B8 K
File Edit ,
[uery List
=
Query Name [ 1098 Fams (*DEFAULT) =] &

Fepaort Title 1099 Formns

Other Optiors

() THIS Calendar v &mt. @) Lazer 1095 Summary

@ LAST Calendar ™. Amt. () Dat Matrix
M ake zure the 1094 forms are mounted in printer.

Format Qptions Runtime Optionz

Mumber of S5M/ Federal ID digits to display [ Close “Window “When Camplete
[ Show 50L

Frint Dptions

Mo. of Copies 1 Fage Range 1

Current Printer | &daobe PDF an Documentss” pd

\[ reven | [P [ Ewor ] [ coesl ]

| MUK

6. You can now Preview or Print your Vendor 1099 forms.

Page
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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.

1099 Forms = | B |
File Edit

Query List

Query Name | 1099 Farms [*DEFALLT) =
Report Title 1099 Foms

Other Optionz \
@ THIS Calendar 't &mt. @ Laser

(70 LAST Calendar vr. amt. () Dot Matrix

fd ake zure the 1099 forms are mounted in printer.

1096 Summary

Faormat Options Funtime Ophons
Mumber of S5/ Federal ID digitz to display |:| Cloze Window “#hen Complate
I:‘ Shaow SOL

Print Options

Mo, of Copies 1 Page Range 1 To 1

Current Printer | Adobe PDF on Documentsh®. pdf

Preview ] [ Print ] [ Export ] [ Cancel ]
1096 Summary £
Usge thiz data to prepare your 1096 Summary Forms

Total Misc. Amaounl $118,866.01  Total Rental Amount $0.00
Misc. Forms Count 40 Rental Forms Court 0
Tatal Medical Amount $0.00 Total Other Income Amount— $4,504.26
Medical. Farms Count 0 Other Income Forms Count 2
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