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

05 Accounts Payable Main Menu

1.

ACCOUNTS PAYABLE MAIN MENU

Vendor Maintenance:
Purchase Order Processing
Invoice Processing
Check Processing

Reports

Exit A/P Menu

2. Select 1099 Processing/Forms

P Reports

AfP REPORT PROCESSING MENU

Vendor History!

Open Payables

Open Payables by Date

Open Purchase Orders

Closed Purchase Orders

P/O History by G/L Acct

AfP Check Listing

Paid Supply Listing

1099 Processing/Forms

Sales Tax Report

Sales Tax Report-County

Exit A/P Report Processing



3. Ensure that the Pazer Information is setup

1099 PROCESSING MENU

Extract 1099 Information
Add a New 1099 Record

4. Select Extract 1099 Information

1099 PROCESSING MENU

Extract 1099 Information




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

Escape Exit F10 Continue
6. You will receive this confirmation once the process is complete.

Complete |

Extract 1099 Procedure Complete,

7. Click OK.

8. hen select Print 1099 Re:ort

1099 PROCESSING MENU

9. Verify that the amounts are accurate.



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

deral 1099 Processing

1099 PROCESSING MENU

11.Change the appropriate information and save.

1099 FormEntry/Edit
Recipients 1D: KR EEv UGN IR 101 Main Street

T E =R John Doe fradlicee &
DBA: o[ s B Anywhere, NC 12345
 VOID .

Acct Number{optional):

=100

Options

= CORPECTED and TIN Not: [ ©

Box Mumber: 1 Rents:..

2 ROYAIIES ... e ————

9 Payer Made direct Sales of $5,000 or more of consumer prod
buyer({recipient) for resale:

10.Crop Insurance Proceed:

FS LV 16.State Income Tax WIthheld: .............e.veeeeieeieees et eet s enss
IR 17 State/Payers State Numb F10 Save

18 .State Income:................ % d
F4 Delete ate Income

1:14 PM 08/22/2006
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

1099 PROCESSING MENU

Setup Payer Information

Extract 1099 Information

Add a New 1099 Record

Edit/View a 1099 Record

Print 1099 Report

Exit 1099 Menu



