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HOW TO PRINT FORM 1099-MISC

PLEASE REFER TO THE STEPS BELOW:

1. Click on 1099 & Vendor from the shortcut menu
2. Click on Tax Forms
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3. The 1099/ 1096 Wizard window will appear with important information.
Carefully read the information and click Next to continue.

1099 /1096 Wizard

This wizard allows you to print 1099-MISC/1093-NEC and 1096 forms.

The wizard contains 3 pages (Settings. 1099, 1096).

The Settings Page allows you to set the "Payments Threshold™ and select the group of vendors to be
shownfincluded on the 1099/109% forms.

Any vendor whose total payments during the year are less than the "Payments Threshold™ will NOT show on
the list of vendars.

The list of vendors shows only the ones who have been set up to receive 1099 forms (in the Edit Vendor
window) and whose total payments are equal to or more than the "Payments Threshold™

You can use the Vendor drop down list in the 1085 page to move between the different vendors.

Please note that any changes you apply to the 1099 boxes will be lost once you exit this wizard.

If you make any changes to the 1099 boxes that you want to get reflected on the printed 1099/1096 farms,
please make sure to print the forms (1098/1056) before you exit this wizard.

To continue, please click "Next". Click Next
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4. In the Settings Page, type in the Payments Threshold amount desired
4a. IF Payment Threshold has changed, click Refresh Vendors List
5. Click Select the Vendors set up to receive Form 1099-MISC
6. Select the Vendor(s) to print 1099-MISC forms
7. Select Mark all forms as CORRECTED (if applicable)
8. Select Format the Payer’s Federal Identification Number as SSN instead of EIN (if applicable)
9. Click Next
x
Sertings F’age Enter your Payments Threshold 4 Click Select the Vendors
set up to receive Form 5
1099-MISC
v A . . . .
Payments Threshold @ ﬁlfﬁ%ﬁg;gﬂf’:ﬂrﬁ! payments du - r are less than this value
O Select the Vendors set up to receive Form 1093-MISC - -
(") Select the Vendors set up to receive Form 1093-NEC | Refresh Vendors List |4— (::|IC|( Refresh Vendors List 4a
| (if needed)
List of Vendors set up to receive [1095-MISC] forms & meet the above "Payments Threshold" of [$600.00]
(| Heart Leasing 1093 MISC Select All
| Select None \|
Select the Vendor(s) to
print 1099-NEC forms 6
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10. The 1099 Page will display, click Print Click Print 10
1099 Page
Vendor  [Use this drop-down list to move between different vendors] 1099-MISC v
Heart Leasing 1099 MISC - | Preview | | Print
Account number
| | O 2nd TIN not.
1 Rents 2 Rovyalties
|4000.00 | [0.00 |
3 Other income 4 Federal income tax withheld
oo | |
5 Fishing boat proceeds & Medical and health care payments
oo | |
7 Payer made direct sales totaling 55,000 or more of 8 Substitute payments in lieu of dividends or interest
consumer products to recig ] 1t for resale ||].{H} |
9 Crop insurance proceeds 10 Gross proceeds paid to an attorney
oo | pw |
12 Section 4094 deferrals 13 Excess golden parachute payments
oo | pw |
14 Nonqualified deferred compensation
b0 |
15 State tax withheld 16 State/Payer's state no. 17 State income
0.00 0.00
0.00 0.00
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11. The Form 1099-MISC Printing Options will display, click OK

Form 1099-MISC Printing Opticns *

Print the forms for:
O Frint the data and the form

|an B For Recipient | - |

© The current vendor

() Print the data only

() All 1093-MISC vendors Up To the Left To the Right

Diown
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[=
[=
4k
[=
[=
[=
4

| Click OK

| 11
L‘ | Cancel |

Print the forms for:

The current vendor is the default selection
You can choose

The current vendor

or

All 1099-MISC vendors

.

ﬂrint the data and the form:

Drop down selection defaults to Copy B for Recipient but you can make a different selection if needed.

© Frint the data and the form

Copy B For Recipient -
Copy 1 For State Ta:-: Department

Instructions for Recipient
Copy 2 To be filed with recipient’s state income tax retum, when required /

kﬁ

Print the data only:
Print data on any Pre-Printed form, use the Print DATA Only selection for all copies of Pre-Printed forms

\

Make adjustments if needed for printing

Apply Pre-Printed Form adjustments (as needed in .05 increments)
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12. Select your printer, click OK

Print *
Printer
MName: Microsoft Print to POF v Properties...
Status: Ready
Type: Microsoft Print To PDF
Where:  PORTPROMPT:
Comment: () Print to file
Print range Copies
oAl Number of copies: 1 3
Pages  from: 1 ta: 1

Click OK | 12 |

3 3
Selection _1'EJ _1}EJ
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