
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.

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



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.  In the ‘1099 Default’ 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.

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 field.   See the next page for information on changing the 1099 field in bills that have already been posted.



Editing the 1099 Status In Posted Bills

On the window used for printing
1099’s, there is a handy feature for
revewing the Paid invoices that
will be included on a 1099 for a
vendor.

On the right side of the window,
select a Vendor.

Then use the button labeled ‘Edit
1099 Status in Records for
Vendor Selected Above’to open
the window shown below.

If an invoice should NOT be
included on a 1099, the ‘1099
Status’ can be changed to
NONE on this window.



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 is a ‘Balance 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.

IMPORTANT!   AFTER all 1099’s have been
printed successfully, remember to clear any
‘Balance Forward’ amounts from the vendors.  To
do so, use the button labeled ‘Clear Balance Fwd
Payments that were entered for the setup
year.” on the window used for printing 1099’s.



Before previewing 1099 data OR before printing the
1099’s, enter the appropriate PAID DATES in the
‘From’ and ‘To’ fields.  For 1099’s, the period should
be for one year.

Generally, a range of VENDORS does NOT need be
selected unless it is necessary to print a 1099 for one
vendor.

The IRS requires that 1099’s are prepared for amounts
that were actually paid to entities that supplied ser-
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 more.
Therefore, the default in the field “Print 1099’s For
Payments In Selected Period That Total This
Amount Or More-> ” is $600.00.  If the IRS require-
ments change in the future, you may type in a different
amount.

Continue to the next page.

1099 Criteria Selection



1099 Preview Report

To preview the data that will print on the 1099’s AND to
check for missing information, use the button labeled
‘1099 Preview Report’.

Notice that the report will print a bold alert if a Vendor is
missing a Tax ID Number.



1099 Invoice Detail Report

To preview the invoice detail behind the 1099 totals, use
the button labeled ‘Detail of Invoices Marked for
1099’s and Paid During the Period Selected’.



Printing 1099’s - Setting Page Size To Legal

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
size to legal.  This is in order to allow 2
1099’s to print per page (EVEN THOUGH
the 1099’s are 8 1/2” X 11”).  This has to
do with the narrow margins at the top and
bottom of the 1099 forms provided by the
IRS.

To set the paper size to legal, use the ‘Page
Setup’ button on the toobar at the top of
the report window.  NOTE:  Your Printer
may provide a Page Setup window that
looks different than the one in our
screenshot.  However, there should be a
place on your Page Setup window to select
the ‘Legal’ paper size.

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 labeled ‘Print ’.

Then use the ‘Properties’ button on the ‘Print’ pop up window.

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

Remember to reset the paper size back to ‘Letter’ AFTER the
1099’s have been printed.

FYI:  Our printer feeds
documents foot first, but to
print 1099s successfully, we
had to load them head first.
This is due to using Legal
setup on  8 1/2 x 11 paper.
Therefore, on our printer, we
also had to use the Finishing
tab and set our printer to
‘Rotate By 180 Degrees’.



Printing 1099’s On IRS Forms

To print the 1099’s, make sure that you have the
proper forms from the IRS in your printer.  1099
forms can be purchased from most office supply
stores.

Use the button labeled ‘Print 1099’s’ to open the
report preview window shown to the right.  Make
sure that TWO 1099’s are displaying per page (as
described on previous pages in this Help Docu-
ment).

Use the ‘Print ’ button on the report toolbar to
print the 1099’s.

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

NOTE:  The information needed for filling in the
1093 Transmittal totals can be found at the end of
the “Preview 1099’s’ report discussed on a previ-
ous page.


