
 
 

How to Process 1099 Forms 
1. Select Reports from the Main Menu in Accounts Payable 

 
2. Select 1099 Processing/Forms 

 



3. Ensure that the Payer Information is setup 

 
4. Select Extract 1099 Information 

 



5. Select F10 once you get this message, if you are sure.  

 
6. You will receive this confirmation once the process is complete. 

 
7. Click OK. 
8. Then select Print 1099 Report 

 
9. Verify that the amounts are accurate. 



10. If not, select Edit/View a 1099 Record. 

 
11. Change the appropriate information and save.  

 
12. You will need to reprint the report if you make any changes in step 11. 



13. After the report is accurate, select Print 1099 Forms 

 
 
 


