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1099 Processing 
 
 

There are three types of 1099’s the system will track, Miscellaneous, Interest and Dividend.  The form 
type is selected in Vendor Maintenance.  The Default form can be selected in Vendor Maintenance; 
however, multiple types can be tracked for a vendor. 
 
How to Setup 1099 Processing: 
 
Click on Accounts Payable -> Setup -> Accounts Payable Options.  Click the Check Box for 1099 
Reporting to turn the feature on.  Then enter the Default 1099 Calendar Year. 

 
 
 

Click on the History tab.  Enter the number of Years to Retain 1099 Payment History.   
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How to Turn 1099 Processing on for a Vendor: 
 
Click on Accounts Payable -> Main -> Vendor Maintenance.  Select the vendor that you need to set up 
as a 1099 vendor.  Click on the Additional Tab.   

 
 
 
Click the down arrow at Vendor Type and select Business or Individual. 
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Click the down arrow at Default Form and select the form type for this vendor. 

 
 
 
Enter the vendors Social Security number if the Vendor Type is an Individual or the Federal ID number 
if the Vendor Type is Business. 
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IMPORTANT!!  Select the CORRECT Box No.  Then click Accept.   The system will now automatically 
track 1099 information during Invoice Data Entry. 
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Invoice Data Entry: 
 
Note:  Information for invoices that qualify for 1099 payments can be entered in both Accounts 
Payable and Purchase Order – Receipt of Invoice.   
 
If you have an invoice where part of it qualifies for 1099, but the other part does not, you have to enter 
two different invoices. 
 
Click on Accounts Payable -> Main -> Invoice Data Entry.  Select vendor and enter Invoice number.  The 
1099 information for this vendor will be displayed in the lower right hand corner.   Enter the line 
information as usual. 

 
 
 
The 1099 information will appear on the Invoice Register. 
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NOTE:  1099’s are based on Paid invoices.  So you will not see the 1099 information from the invoice 
that was just entered until that invoice is Paid.   
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Vendor Payment: 
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Once the Check Register is posted, the 1099 information for the Vendor is updated in the Vendor 
Maintenance.  Click on the 1099 History button.  The YTD totals PAID to this vendor will be seen on this 
screen. 
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How to Reconcile Your 1099’s: 
 
Create a Custom Lookup to list to show which Vendors are set up as 1099 Vendors.  Click on the 
magnifying glass to open the Vendor List.  Click on the Custom button. 

 
 
 
Enter Description – 1099 Vendors in the Description field.  DO NOT check Default View box.  Click Next. 
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Remove the fields that you don’t need from the Selected Columns pane.  Add the fields listed below by 
double clicking them in the Available Fields pane.  Click Next, then Finish. 

 
 
 
Click the down arrow at View and select your new view. 
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You can sort the Vendor Type field by clicking on the column heading.  Review the Vendor List.  Verify 
that the Form 1099 code, Tax Payer ID and Box 1099 Code are correct.   
 
This list can be printed or exported to Excel using the Excel icon button. 
 
NOTE: Be sure the Box 1099 code is correct.  This is usually where we see most errors. 

 
 
  



Conner Ash P.C. © 2014 Page 12 

Verify 1099 YTD Totals: 
 
Print the Payment History Report from the Reports menu.  Make the following changes: 
 Sort Report By:  Select Vendor Number 
 Print 1099 Vendors Only:  Click in Checkbox 
 Include Credit Card Vendors:  Select No 
 Starting/Ending Period:  Select Period 1 and Period 12 
 Print 1099 Vendors Only:  Click in Checkbox 
 
Click the down arrow next to Save button.  Select Save As.  Enter Report Setting – 1099 Vendors, take 
checkmark out of Default Report box. 
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Use this report to check the Vendor 1099 History in Vendor Maintenance. 

 
 
 
If the totals are not correct, research why, then manually adjust them in Vendor Maintenance. 
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How to Print 1099’s: 
 
Choose Form 1099 eFiling and Reporting from the Reports menu.  Select the Form Type for printing 
1099’s.  Enter the Minimum YTD Payment amount.  Click Accept. 

 
 

 
The 1099 Setup Wizard screen will appear.  You can run a Test Drive for your Vendors.  Click Next. 
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Click Next. 

 
 
 
Verify the information on the Payer Screen.  Click Next. 
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Conner Ash P.C. © 2014 Page 18 

Verify Vendor information.  Click the Next Step button. 

 
 
 
Click Next Step button. 
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Verify the Totals.  Click Next Step. 
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Determine if you are going to choose a plan or just print the 1099’s. 
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