HOW TO PRINT FORM 1099-NEC

P

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.

X

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

shown/included on the 1099/1096 forms.

Any vendor whose total payments during the year are less than the "Payments Threshold” will NOT show an

the list of vendors.

The list of vendors shows only the ones who have been set up to receive 1055 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 1089 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 forms.,

please make sure to print the forms (1095/1056) before you exit this wizard.

To continue, please click "Next". Click Next | 3 |
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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-NEC
6. Select the Vendor(s) to print 1099-NEC 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
Enter your Payments Threshold 4 Click Refresh Vendors List 4a
Setti (if needed)
ettings Page l
Poyments Teesel T o A s 5 1o tan il
() Select the Vendars set up to receive Form 1098-MISC
O Select the Vendors set up to receive Form 1093-NEC e | Refresh Vendors List |
Click Select the Vendors
List of Vendors set up to receive [1099-NEC] forms & meet the above "Payments Threshold™ of [$200.00] set up to receive Form 5
[ Culligan 1098 NEC | Select All | 1099-NEC
| 'SBlBCt N{)ne |
Select the Vendor(s) to
print 1099-NEC forms 6
Or
Select All
[ Mark all 1088 forms 2s CORRECTED [ E%gr(\_attlj;aolga&riai;':tgaegz;a}&ltﬂ_entiﬁcatinn MNumber a5 SSN instead of EIN Click Next | 9 |

| Cancel | | < Back | | Mesxt > Close
Select Mark all 1099 Select Format the Payer’s Federal
forms as CORRECTED 7 Identification Number as SSN 8
(if annlicahle) instead of EIN (if applicable)

Live Chat | Support@RealTaxTools.com | www.RealTaxTools.com

© Copyright Real Business Solutions. All Rights Reserved.



https://www.realtaxtools.com/livechat/
mailto:Support@RealTaxTools.com
http://www.realtaxtools.com/

O

Pﬁrall Mate

10. The 1099 Page will display, click Print | ik Print | " |

ps
1099 Page

Vendor [Use this drop-down list to move between different vendors) 1099-NEC

Culligan 1059 NEC - | Preview | | Print
Account number

| O3 2nd TIN ot
1 Nonemployee compensation
[1135.00
[] < FaYer MAGe QIrect Sa1es 031G $3,UUU OF MOre of CONSUMEr Prooucts 1 recipient ior
resale
4 Federal income tax withheld
0.00
15 State tax withheld 16 State/Payer's state no. 17 State income
0.00 0.00
0.00 0.00
Cancel || <Back |[ Nextz ][ Close
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11. The Form 1099-NEC Printing Options will display, click OK

Form 1099-MEC Printing Options *
Prirt the forms for:
© Frint the data and the form

Copy B For Recipient -

© The current vendor

() Print the data only

clickok | 11 |

() All 1088-NEC vendors Up To the Left

Print the forms for:

The current vendor is the default selection
You can choose

The current vendor

or

All 1099-NEC 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.

© Print the data and the form

Copy B For Recipient -

Copy 1 For State Tax Department
Copy B For Recipient

Instructions for Recipient
k@ Copy 2 Tao be filed with recipient’s state income tax retum, when required

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 X
Frinter
Name: Microscft Print to PDF ~ Properties...
Status: Ready

Type: Microsoft Print To PDF
Where:  PORTPROMPT:

Comment: [ Prirt to file
Print range Copies
[« 1] Number of copies: 1 =
Pages  from: 1 b 1 Click OK | 12 |
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