Vendor 1099’s

The quickest way to open the window for printing and reconciling Vendor 1099’s is to type
‘1099 in the Index field on the Navigation/Home window. The window shown below can
also be opened from other appropriate windows in the program.

Index-==|;

Before we review the window shown below, continue to the next page for information on
preparing the 1099 data.

\ - -
Preview or Print 1099's B| B =| 2| Home | x |
MOTICE! If hoth lines of the Street Address were filled in on the ¥endor Setup window, d ind
those 2 lines have to be combined on the 1099 because there is only one line available. Cpen Yendor Setup Window

You may have to adjust those lines on the ¥Yendor Setup window before printing 1099's.

Cpen Window to
Edit/Review Wendaor Invoices

0 )
PAID DATES 0ifo1/0z 12f3102 Select Wendar to Review:
VENDORS AMEX - [Z0RICH .
PRINT 1093'S FOR PAYMENTS IN SELECTED PERIOD | $600.00 'ig‘rt R}Sﬁg’g?ggﬁggiﬁﬂ;
THAT TOTAL THIS AMOUNT OR MORE->

. NOTE: During the first year
1099 Preview Report that this program is used,

Balances Forward to be used
for MISC 1099's can be

Detail of Invoices Marked for entered on the Yendor's
Flease read Help Document 1099's and Paid During the Setup Window. After printing
about setting your printer to Period Selected the 1099's for the setup year,
Legal paper so that 2 forms REMEMEER to use the buttan
will display on one page. bl
Dnerg_ Help DEEbhl’!:tuginE’lc tthe Print 1099's - MISC e el P :
Lestion mark button at fo ear Balance Pwd Payrnents
E right of windaw, : (Includes RENTS) that were entered for the

setup wear, CAUTION! This
will b autornatic!

Fantastic Builders, Ine. %




Marking Records To Be Included on 1099’'s

There are fields on the Vendor setup window that can be used to classify a vendor as one that should receive a 1099.
These fields are explained in the Help Document about setting up vendors. 1038 &'efault field on the vendor

setup window, there are 3 selections for a Vendor:

1 - NONE: Vendor should not receive a 1099

2 - MISC: Vendor should receive a ‘Miscellaneous’ 1099 for contract services

3 - RENTS: Vendor should receive a ‘Miscellaneous’ 1099 that shows totals paid to them for rents.

B Add or Edix Vendors

Add New Vendor Yendor Activities! Hotes Delete?

% .
endor Code [ 3 Status ACTWE = | [Balance Forward | $0.00 | <-Hint |
Vendor Type [SUB-CONTRALTOR ‘N':'E On Bids List? Ves v | [Payment Discount % EI.EIEI?3’| Enter az decimal. incl

M

Name AUSTIN STAR BOOFING \\ Sales Tax Adj(Disc Rate X Slz Tx Rate)-Disc Rate ﬁsgfu
Cuztomer #

#Dayz ToPa 1] Day Of ko, D 15 | |Bank b
Stest  [1608WATER FIDGE D, < vsToPey | 0 ] OR [Day OfMa. Due

OR |Due End of Maonth? O ==

Strest \ aBa C
City AUSTIM |Fietainage? | | Hetainage% 10.0% A ooy
State T |  Zip Code|78704-1430  |Change Yendar 1099 Default Tax 1D Mumber ACH E
Contact Tom Daviz Marme MISC B EEEREREET
| Phone Numbers, Email, and Web Site | Marme to Print on 1093 [Tom Davis / Austin Star B oofing

When bills are being entered to pay to a Vendor, the ‘1099 Default’ selected for them on the Vendor setup window will drop
into the 1099 field on the bill line. IF the bill is for something that should NOT be included on a 1099, “NONE” can be
selected in the fielu\See the next page for information on changing the 1099 field in bills that have already been posted.

Add/Edit Vendor Biﬁs@uick Checks/ Misc Cash Deductions (VB in index) B

VENDOR-> |[AUSSTAR - AUSTIN STAR ROOFING - | + | Alert if Vendor Over POMO's Post Entr
= : :
PRIOR Add First Imit}b'qe | Delete All Entries [l Alert If Genl Lish Ins. Expired OR Fuos
Period On Screen Alert if\Work Comp Expired
Entry OF Allocate Gne Costto Sevé&{nbs | Alert Misc Yendor Expirations OR  Pa:
To select atask on invoice line, try these keys: Alt}&\then F4. Alert if Outstanding Waivers  OR Post
Job Date Cie Invoice N | GL Account Job Cost Code Arnounts
H11RIVER j +| otjo7oe | 011509 [12345 ‘QSD-DIRE-:T - |+ 4030-Roofing - Turnkey - | 4 QTY 1.IIIIZI|T|:-I:aI j
Select Task + JDescript, [Roofing Draw 093 [MISC = || Dept|CH |+ UMIT § $1,000,00
K& |=Delete Line POMD  (MORE - | =Mone | Tvpe|[TURMEEY - |+ TOTAL %1,000.00 |




Editing the 1099 Status In Posted Bills

On the window used for printing Preview or Print 1099's %| | Em| ? | Home | 5 |

1099 S_’ there is a h_and_y feature for MOTICE! If both lines of the Street Address were filled in on the Yendor Setup window, o Wendar Setun Wind

revewing the Paid invoices that those 2 lines have to be combined on the 1099 because there is only one line available. 212l WSTIB(El =I=Lla) AR

will be included on a 1099 for a You may have to adjust those lines on the Yendor Setup window before printing 1099's,

d Cpen Window: o
venaor. Edit/Review Vendor Invoices
0 0

On the right side of the window, PAID DATES 01/a1/02 12/31/02 SElect Vendar 1o Review:

select a Vendor. VENDORS AN = e = ALISSTAR -

Then use the button labeldgdit PRINT 1099'S FOR PAYMENTS IN SELECTED PERIOD | 460000 (el e ke s v Hgcaick
| for Wendor Selected Above

1099 Status in Records for THAT TOTAL THIS AMOUNT OR MORE-=

Vendor Selected Abovio open . NOTE: During the first year

the window shown below 1099 Preview Report that this program is used,

Balances Forward to be used
for MISC 1099's can be

Detail of Invoices Marked for entered on the Yendor's
Flease read Help Document 1099°s and Paid During the Setup Window, After printing
ahout setting your printer to Period Selected the 1099's for the setup vear,
Legal paper so that 2 forms REMEMBER. to use the buttan
will display on one page. below,
Open Help Doc by using the Print 1099's - MI I I g
guestion mark button at top > Clear Balance Fwd Payrnents
right of windo, [IHCIUdes RE S] that were entered for the

setup year, CAUTION! This

If an invoice should NOT be
included on a 1099, th&099\ - | PATD Invoices For: AUSTIN STAR ROOFING B B = 2| x

Status can be changed to
NONE on this window. Paid Datas a1/01/0z 12{31/02

LIse this window to change the 1099 status of a record, if needed.

10599 Status Paid D ate [, M Lm GL# Dept. JobCode  Cogt Code Description [Fvoice Taotal
k150 I F-lan0? 528 1430 CH HI1RIVER  [4030-Roofi - |Extra Roofing expenses £300.00 | Document:
MISC « 1 05-lanlZ |528 1430 CH HI1RIWER  [4030-Roofi + |Roofing draw - vanance $500.00 | Document:
MISC -1 05Jan0? [529 1430 CH HU1RMWER  [4030-Roofi - |Roofing draw $6.000.00 | Document:
MISC « [ 08-lan0? |552 1430 CH HI1RIVER  [4050-Roofi + |Roofing draw $5,000.00 | Document:

Fantastic Builders, Inc. TOTAL | $11.800.00




Balances Forward For 1099’s (For Users That Begin Program In The Middle Of The Year)

If you begin using the program in the middle of a year and would like to include payments made to Vendors that
are not recorded in CHS, there iBalfance Forward field on the Vendor setup window. The amount entered in
this field will be ADDED to any bills posted as paid in the program when 1099’s are calculated.

Find (try F4)-> |AUSSTAR - Add New Vendor Vendor Activities? Notes Delete?
endor Code |[AUSSTAR | Change Code  |Status ECTWE = | [Balance Forward 11678912
Wendor Type |SUB-COMTRACTOR - | +Tvpe | On Bids List? YWes -
Mame AUSTIMN STAR RDOFING
Custorner #
gt'EEt 1606 WATER RIDGE AD. Vendor Balance Forward Payments
treet
City BUSTIN Enter total of Year to Date payments to this | 10.0%
State T |  Zip Code|78704-1430 Vendor that will not be posted in CHS. =
Contact Tom Davis Y This is for use during your setup year. The
Phone Numbers, Email, and Web Site amount entered here will be added to the }in Star Re
Home ot IDQQ—I'I;;IStC t;:talsﬂat year End.tW};en you [ao
ok 1 |[512] 333-4444 Fan 1 [G12744] A€ ready to cleal These amounts, o so 00 qpa,
the 1099's window.
ok, 2 Fax 2 i [
kaobile 1 |[512] 555-6666 Mobile 2 |[512] B6 IMPORTANT! Do NOT includ
E il auzztar@anmahere, com - g mcuce any _
Web Site Price ] Preview or Print 1099's B 8= 2] Home | x|
rior
GAL Acct # [1430-DIRECT CC - I + I DEDt-lEH ;I NOTICE! If both lines of the Street Address were filled in on the Yendor Setup window, d ind
Cost Code  |8030-Roofing - Turnke those 2 lines have to be combined on the 1099 because there is only one line available. Cpen yendar Setup Windows
s _ _ 8- il ;I + | You may have to adjust those lines on the Yendor Setup window before printing 1099's.
[ T TR =R S | — ODEI"I WiﬂdDW to
q o Edit/Review Vendor Invoices
IMPORTANT! AFTER all 1099’s have been PAID DATES Difoi/oz 12f31/02 Select Yendor to Review:
printed successfully, remember to clear any VENDORS AMEX - [EURICH -
Balance Forward’ amounts from the vendors. To PRINT 1099' FOR PAYMENTS IN SELECTED PERIOD | $600.00 gEfgit \U}Dgc? 5t5atlus itn g‘icburds
do so, use the button labelggiéar Balance Fwd THAT TOTAL THIS AMOUNT OR MORE-> 100 VENCOL REIBCTe0 SO0ve )

MOTE: During the first year
that this program is used,
Balances Forward to be used
for MISC 1099'% can be
entered on the vendor's

Payments that were entered for the setup

year.” on the window used for printing 1099’s. 1099 Preview Report

tail of Invoices Marked for

Please read Help Docurment

about setting your printer to

Legal paper so that 2 forms
will display on one page.

Setup window, After printing

the 1099' for the setup year,

REMEMEER to use the button
belo,

ODE?‘ e DECbb¥tUSin% 1fche L =L T(éar Balance Fwd Payments
question mark button at top E.
tight of window, (Includes RENTS) that were entered for the

setup year, CALTION! This
will bie autormatic!




1099 Ciriteria Selection

Before previewing 1099 data OR before printing the Preview or Print 1099's

‘1099 S1’ entfer t1he approprlaft’é\lD, DATES ”_-] the MOTICE! If both lines of the Street Address were filled in on the ¥endor Setup window,
From’and ‘To’ fields. For 1099’s, the period should| thase 2 lines have to be combined on the 1099 because there is only one line available.
be for one year. You may have to adjust those lines on the Yendor Setup window before printing 1099°s.

pree

Generally, a range MENDORS does NOT need be 0 O
selected unless it is necessary to print a 1099 for~age PAID DATES 01/01/02 12j31/02
vendor. \UENDDRS AMEX - [EoRICH -
The IRS requires that 1099’s are prepared for amounts PRINT 1099'S FOR PAYMENTS IM SELECTED PERICD ( $6500.00
that were actually paid to entities that supplied ser- THAT TOTAL THIS AMOUNT OR MORE->

vices during a calendar year. 1099’s are not required
for entities that are incorporated. At the current time,
1099's are required for payments of $600.00 or morg.
Therefore, the default in the fiel#fint 1099's For

1099 Preview Report

Detail of Invoices Marked for

. . Please read Help Document 1099's and Paid During the
Payments In Selected Period That Total This about setting your printer to Period Selected
Amount Or More->" is $600.00. If the IRS require- Leg"c'lldr_zar?er 5o that 2 forms
. . . will display on one page,
ments change in the future, you may type in a different | 0 Ao S e She Print 1099's - MISC
amount. guestion mark button at top

(Includes RENTS)

right of window,

Continue to the next page.



1099 Preview Report

pree

Preview or Print 1099's _  To preview the data that will print on the 1099's AND to

check for missing information, use the button labeled
1099 Preview Report

MOTICE! If both lines of the Street Address were filled in on the ¥endor Setup window,
those 2 lines have to be combined on the 1099 because there is only one line available.
You may have to adjust those lines on the Yendor Setup window before printing 1099°s.

Notice that the report will print a bold alert if a Vendor is

= = missing a Tax ID Number.

PAID DATES 01/01/02 12/31/02
VYENDORS AMEX - |ZURICH .

$E00,00

PRIMNT 1099'S FOR PAYMEMTS IM SELECTED PERICD
THAT TOTAL THIS AMOUNT OR MORE-=

1099 Preview Report ‘
\

Detail of Invoices Marked Yor |
Flease read Help Document 1099" s pasnclCaiad Do bl

MISC 1099 PREVIEW REPORT

about setting your printer to |I N\
' For Paymepnts From 1/1/2002 To 12/31/2002

Legal paper so that 2 forms
will display on one page.

Open Help Doc by using the Prir
question rark button at top T
right of window,

ALD | WIDE O ENMWROMNME MT S
1089 Mame: AUDIO WIDED EMNVIROMMERT S

ARROYD FRAMING  IMC.
[In“ 1099 Mame ARROYD FRAMING  [RC.

PO Box 41611 3436 M AN ST,

Asting TH TEM-0027 ALSTIN, TH TET00-0000
PHOME (312) 69353-2632 F&ax [ 159939939 PHOME F o

TALID T4-1234367 $20,372.27 TAXID  T4-89576543 $1,300.00

ALUSTIM ST AR ROOFIMG
1099 Mame: TOM DAMES JAUSTIM ST AR ROCFIMG

1803 WATER RIDGE RD.

ALUSTIM BUILDING PRODUCTS
1099 Mame AUSTIMN BUILDING PRODUCTS

13724 Morth IH-33

Aysting TH TE7 -
PHOME (312 23148290 Fax (312 p31-95335
TALID $5,609.52

< HNEED TAX ID HUMBER!E >

ALSTIM, TH 787041430
PHOME (3121 3335-4444  Fax (31214445535
TALID A11-11-1111 $11,300.00

JEMMIFER BIMGH A
1099 Mame JEMMIFER BIMGHAM

1000 Turnowver Road
Ay yzting, TH Faroa-

BRIGHTOM CUSTOM PAINT
1089 Mame: BRIGHTOM CUSTOM PARMT

1426 Wheatfall Lane
Austing TH TE745-




1099 Invoice Detail Report

0 To preview the invoice detail behind the 1099 totals, use

PAID DATES 01/01/02 12/31j02 the button labeledDetail of Invoices Marked for
VENDORS EER B . 1099’s and Paid During the Period Selected
FRINT 1099'S FOR PAYMENTS IN SELECTED PERIOD | 4500,00
THAT TOTAL THIS AMOUNT OR MORE->

1099 Preview Report

Please read Help Document
about setting your printer to
Legal paper so that 2 forms

Detail of Invoices Marked for
1099's and Paid During the

Period \Eelected

will display on one page,

Open Help Doc by using the Print 1099's - MISC
question rark button at top T
Hight of windaw. (Includes RENTS)
\
Detail of Paid Invoices With a 1099 Type of MISC or RENTS
FEOM TO
PAID DATES |01-Jan-02 3 1-Diec-02
INVOICE VENDORS ANMEX ZURICH
DATE FD CEK # DATE INYOICE DESCRIPTION GL # JOE # MISC RENTS
ARROFO ARROFO FRAMING, INC. 1699 MName: ARROFO FRAMING, INC.
22-Mar2 11412 22-Mard2 0322M 14 drawwon framing lakbor 1430 H1TRIVER FE157 43 F.0a
20-Mar02 1143 24 -Mar02 0324 2nd dramweon framing lakbor 1430  H1RIVER $6,157 42 Fo.0a
10-Apr-02 11458 30-Mar02 S04233 e draweon framing lakbor 1430 HMRIVER FE1S5T 42 Fa.0a
14-Jun02 11590 13 Jun-02 0613 lagt chaw 1430 HMMRIYER $1 90000 F.0a
TOTAL FOR ARROYOQ $20,372.27 $0.00
AUDIOVID AUDIO VIDEQ ENVIRONMENTS 1499 Name: AUDIOQ VIDEQ ENVIRONMENTY
19-May 02 113552 19-May 02 11552 Stereo presnire 1430 HTRIVER 1, 30000 F.0a
TOTAL FOR AUDIOVID $1.300.00 $0.00
AUSBILDG AUSTIN BUIL DING PRODIICTY 1609 Noma: AUSTIN BUILDING PRODITCTS
19-2pr-02 11484 04-Apr02 2907 Summit W windowes 1430 H1RIVER 5 60952 F0.00
TOTAL FOR AUSBLD G 560952 $0.00
AUSSTAR AUSTIN STAR ROOFING 1899 MNome: TOMDAVIS AAUSTIN STAR ROOFING




Printing 1099’s - Setting Page Size To Legal

I.F;;,I.I_IL;‘ FEruu oeieeLeu I
age,

1g the Print 1099's - MISC

attep (Includes RENTS)

- %Erint... |Email Snapshot  |Email With Options Oukpuk To Excel Oupuk to Word O

To print the 1099's, use the button labeled
‘Print 1099's..

After clicking the button, you will receive a —
pop up message about setting your paper Page Setup 12X
size to legal. This is in order to allow 2

1099’s to print per page (EVEN THOUGH Marains PEz | cobmns | -
the 1099’s are 8 1/2” X 11”). This has to ~ Crientation
do with the narrow margins at the top ang % Portrait r, { Landscape
bottom of the 1099 forms provided by the A
IRS. —Paper
] Size: ILegaI LI

To set the paper size to legal, use tPade

Pap 9 S0urce: I.ﬂ.utn Select LI

Setup button on the toobar at the top of

the report window. NOTE: Your Printer ~ Printer For RptAPMisc1 0995

may provide a Page Setup window that & Default Prinker

looks different than the one in our ™ Use Specific Printer . |
Frinter...

screenshot. However, there should be a
place on your Page Setup window to select
the ‘Legal paper size.

o |

Cancel |

TROUBLESHOOT HINT: IF you use the
‘Page Setup’ and select the Legal paper
size, check the report window to see if
there are TWO 1099’s displaying. If not,
your printer controls are probably overrid-
ing the legal paper setting. See the next
page for tips to handle this situation.




Printing 1099's - Setting Page Size To Legal - continued

IF you are not able to set the Page Size to Legal using the instructions on the previous page, try this:

On the toolbar at the top of the report window, use the button labi&died

culator B0 Page Setup... j:'r' Zoom  Fit |Email Snapshat  |Email Mith Optior

Then use theProperties button on the ‘Print’ pop up windoww:

The window for Printer Properties will look different for all print-
ers. After your Printer Properties window opens, search for a pl
to set the page size. NOTE: On some printers, this may require
using an Advanced button.

e Prinkter

Marme: HP Color LaserJet 4600 PCL A Properties

Stakus:  Readw
Remember to reset the paper size back to ‘Letter’ AFTER the Type:  HP Color LaserJet 4600 PCL 6
1099’s have been printed. -

™ ovink Fr Fila

%' HP Color LaserJet 4600 PCL & Properties

FYI: Our printer feeds
documents foot first, but to Finishing Effectsl Faper |Destinatiu:un Basics || Color
print 1099s successfully, we / Quick Sets
had to load them head first.

- Save

This is due to using Legal

setup on 8 1/2 x 11 paper,

Therefore, on our printer, e | 4 pages l
also had to use the Finishing
tab and set our printer to

[ Use different paper for first p

‘Rotate By 180 Degree
Orientation Size is: 8.5 by
{*) Partrait |Legal
) Landscape Source iz
Fiotate by 180 degrees |-‘f'"-Ut'3' Select
Type iz
|.-’-'-.ut|:| Select

(D

()4 H Cancel H Help




Printing 1099's On IRS Forms

TR FETIUL SEIELLEU

forms

age,

"'§ch tthe Print 1099's - MISC

at top

" [Includes RENTS) Page Setup. .. }:3' Foom 0% < % Brint... YEmail Snapshat  |Email YWith Options Cukpuk To Excel
Fartastic Builders, Inc. 0.an

To print the 1099’s, make sure that you have the |, .. :wpmme o5,
proper forms from the IRS in your printer. 1099 |austin, Tx 75704
forms can be purchased from most office supply |11 11-1111

stores.
Use the button labele®@tint 1099's to open the | T**1H PasdEraner
report preview window shown to the right. Make
sure that TWO 1099's are displaying per page (ag #srovo Framing, Inr. 20,372 .27
described on previous pages in this Help Docu- | .~
ment).
Zustin, TX TEt0d-00gY
Use the Print’ button on the report toolbar to
print the 1099’s. AHROTO

HINT: Try printing from Page 1 to Page 1 FIRST
as a test to make sure the information fits properl
on a 1099 form.

NOTE: The information needed for filling in the

1093 Transmittal totals can be found at the end of Fam*2®ic Euilders, Inc. o.0o
1000 SOMENHEEE DE.

the “Preview 1099’s’ report discussed On a previ- | su.ein, tx 15704

ous page. [111) 111-1111
7T4-1111111 Td- G765 42
AUDI0 YIDED ENVIROMMENT 3 1,300.00

2456 MAIN 3T.

ANETIN, TX TEINO-0000




