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WELCOME

Thank you for attending the 2022 1099 Online Course. This manual explains 1099 processing
for 2022. If at any time during the course you have a question, please feel free to contact SDS

support by going to https://help.ling.com and we are here to help! We hope you enjoy the
course.

1099 Processing for 2022

1099 Production Setup

1. The 1099 report uses the Last Yr 1099 Amount field from the Vendor Master.

The finance month needs to be moved from December to January. When this process is

completed, the system moves the amounts from the current calendar year field to the
Last Yr 1099 Amount field.

3. To move the month:
a. Select General Ledger Processing and Entry Options.
b. Select Finance Month and Auditor Control Options.

c. Select the drop down next to Change the Accounting Default Month. Choose the
month to January.

d. Select Change Accounting Month.

|| Arch-2022_Spedalized Data_Systems_-
[|_Test_Dsts

Changz the Accounting Default Manth

‘Il Archive Data |

|
| |Creabe an Archive copy of your financial records
1
|

Mowe your Budget to the Current Year Budget Area - Budget Year is 2015-2020(|| Mext_Yrs_Budgst ||| MMove Budget ||
(|Move ALL Mext Year PO's to the Current Year || Mowve POr's to Current
e |

4. Vendors that are to receive 1099’s must have two fields filled in under the Vendor
Master File area.
a. Select Master File and Code Entry Changes.
b. Select Master File Vertical Data Entry and Changes.
c. Select from the drop down next to entry options the “Vendor (Basic Fields)”
view.
5. The first field that is required is the “SS” or “Fed Id.” This field is the vendor’s social
security number or Federal ID number.
6. The second field that is required is the “1099 Vendor YN”. This field must have one of

the following codes entered for a 1099 to be produced. The code indicates in which box
the 1099 amount prints.
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Entry Options: [ - Select Data in:

Find Vendor_Name | E}E H —— _J ) [ ftuin vialses on Add
[ it hive Bocn firmibit. Check b show ol result,

:
10985]123 Vendor

EEFS;EIS 24-7 CHEERLEADING

055043 O SALFES & SERVICE

09718|7 TRIAMGLE 7 CATTLE CO LLC

| ||
| ||
| ||
10400[7-11 | Address rinez:”l | |
| ||
| ||
| | |

Vender Nmnba~.||| 10353

Vendor Name.'”l ABC 1093 Vendar - OD

Address |ine1:||| 1234 Peak 7

10262 & CITY DISCOUNT.COM
10987 |4 New Vendor
05417|A-1 CHIPSEAL

Address I'rrﬂ:”l

AACE WASH SYSTEMS th||| Brackenridgs

10485| AASA

10602

State: | || o
10988[ ABBOTT, ASHLEY

10323{ABC 1059 Vendor - DD Zip Code:||| 80111 |
10984|ABC 1095 Vendor - EFT ;
3 S5 or Fed ID: ||| 84-1523640
10968[ABC 1099 Vendor Adjustment
10975[ABC 1099 Viendor Atorney Phone Mumber: ||| 720-958-5587 |

10975| ABC 1099 Vendor Rental

10058| ABC SCHOOL SUPPLY |
0527Z| ABCEDARIAN |
09412| ABEBOOKS.COM

DSE6E0[ABER.DEEN CONSTRUCTION INC Fax Mumber:

Cantact Trlie:||| | |

05729 ABILITATIONS ST )| Em—— e o
r— AELB‘E} e H an Employes MEpensation
E141 |ACADEMIC ECOK SERVICES | Vendor Legal rqame:||| Vendar 123 | |
10728| ACADEMY HOTEL
03830 ACE EDUCATIONAL SUPPLIES |“E""'t Vendar "m”l | |
05515 ACP DIRECT | ]
e e |
05367 ACT FINANCE opplier 14| |
7745 |ACT WEST REGION o
Vendor =Mail:
o
| Marchant m||| | |

| Acﬁvem-.|||¥v | |

* Box 1: Rents, entera l.
* Box 2: Royalties, enter a 2.
* Box 3: Other Income, enter a 3.
* Box 4: Federal Income Tax withheld, enter a 4.
* Box 5: Fishing Boat Proceeds, enter a 5.
* Box 6: Medical and Health Care Payments, enter a 6.
* Box 7: Non-Employee Compensation, enter a Y (Listed on 2022 NEC form).
* Box 8: Substitute Payments In lieu of Dividends or Interest, enter an 8.
* Box 10: Gross proceeds paid to an Attorney, enter an A.
7. To add a code to a drop down such as the “1099 Vendor YN” field:

4
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Select Administrative Utilities.

Select Master Code Field Definition and Maintenance.
Select a Table: Select the Vendor table.

Field to be coded: Select 1099 Vendor_YN.

Add Code in the “Code” field and add the “Description”.

Select H Save/Add Code Table Entry, to save the new record.
This item is available to use in the drop down in the 1099 Vendor YN field.

@+ 0 Qo0 T o

Lﬂ] Master Code Field Definition and Maintenance % Remember last

Select a Table: Field to be Coded: Current Value(s):
Vendor hd 1099_Vendor_YN v v Only coded Show Advanced Ce
® coded | Uncoded + Create Code Table Values from Data Field Values Mandatory Field

Heading Text:

Mark Al K Delete Checked Items gl save/add code Table Entry g,
11099_Vendor_¥YN

Code Description Code: i

D Hover Text/Detailed

1 Rent ]

2 L t 1099_Vendor_YN

2 Royalties

3 Other Income Son:

Rent

4 Federal Income Tax W/H

5 Fishing Boat Proceeds

6 Medical & Heath Care Payments i

8 Substitute Payments in lieu of Dividends . .

N M

Y Y

10. To verify the vendors and totals, review the Vendor Federal 1099 Detail Report.
a. Select Reports.
b. Select General Accounting Reports.
c. 1SelectaReport Group: Vendor and Order For.
d. 2 Select a Report: Vendor Federal 1099 Detail Report.
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Lal General Accounting Reports ™ Remember last opened Resourc

Current Year or Historical Report Processing current vear v
J
Documents
LSelect a Report Group:

;Accounts Payable (Bills)
Applicant Tracking
|Billing and Accounts Receivable
;Check Reconciliation

| Employee Master and Attendance
Federal and State

'Finance Activity Reports
'Financial Reports

'Financial System Setup

'Fixed Assets

\Other

|Payroll and Human Resources
'Payroll Setup
'Purchasing
iReceiving ! Inventory
'Request for Proposal
Senice Bercords

| Vendor and Order For

11. Under the Question & Answer section:

Auto Answer

2Select a Report:

\Order For Master List

Vendor Detail Report

Vendor Detail Report (Custom)

Vendor Detail Report (1 per page)

|Vendor Detail Report Prior Year (1 per page)
Nendor Detail Bepart Priar Year (1 per page) (Custonr

I Vendor Federal 1099 Detail Report

|Vendor Federal 10599 Detail Report (Custom)

Vendor Historical Detail Activity (FOIA Report)
Vendor Historical Detail Activity (FOIA Report) (Custe
Vendor Last Calendar Year
|Vendor Last Calendar Year (Custom)

Vendor Mailing Labels
| Vendor Mailing Labels (Cusiom}

Vendor Master List (1 Lines)

Vendor Master List (1 Lines) (Custom)
Vendor Master List (5 Lines)

Vendor Master List (5 Lines) (Custom)
Vendor Publication

Vendor Publication (Custom)

Question Answer

Select Calandar Year to Report | 2022 |

Enter Minimum 1093 Total: | £00 |

Detail or Summary Report | Dietail: Report 2l activity W |

a. Place a checkin “Auto Answer”.
b. Select Calendar Year: Enter 2022.
c

Enter Minimum 1099 Total:

Enter Minimum amount.

d. Detail or Summary Report: Select Detail: Report all Activity.

12. Preview the report and verify the information for the 1099 amounts.

6
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Printed: 11/01/2022 8:25:13AM Specialized Data Systems - Tost Data Page 1 of 1
1099 Values for: 2022 1098 Vendor Report
For Minimum 1099 Value of $600.00 Detail

Jizbdremants Qg B s ol
ABC Vendor 1039 7 SBa24

dba: ABC Vendor
Monitaring Servica 01/01/2022  BOD 250.00 250.00 B0-2530-410-1
Monitoring Sarvice 02/01/2022 601 250.00 250.00 60-2530-410-1
Monitoring Service 03/01/2022 602 250.00 250,00 B0-2520-410-1
Monitoring Service 0410172022 603 250.00 250.00 B0-2530-410-1
Monitoring Service 05/01/2022 G604 250.00 250.00 60-2530-410-1
Monitoring Service 06/01/2022 BO5 250.00 250.00 B0-2520-410-1
Maonitoring Service 07/01/2022 GO6 Z50.00 250.00 60-2530-410-1
$1,750.00 $1,750.00
Regional Office of Ed#30 Y 58382
Office Of Principal Dues Fees 12/01/2022 607 6,250.00 6,250.00 10-2410-840
Profassional Developmant 02/24/2022 541 45.00 45.00 40-2550-410-01
Profassional Developmant 02/26/2022 541 600.00 &00.00 40-2550-410-01
56,805.00 56,895.00
Specialized Data Systems Y 58425
Business Dffice Supplies 10/23/2022 123456 4,000.00 4,000.00 10-1407-400-01
§4,000.00 54 000.00

How to Edit a 1099 Amount

1. If an amount needs to be edited for a vendor for the 2022 1099 amounts, you need to
create an entry view with the “Last Yr 1099 Amount” field.

NOTE: If you have previously completed the 1099 process in SDS, you may have
completed these steps already and can proceed to next section.

2. To create a new view:
a. Select Administrative Utilities.
Select Data View Definitions.
Change the bullet to Other Master & Code Entry Views.
Default Views: Select Vendor (Basic Fields).
After selecting this default view, the system changes the Data Area: to Vendor.
From the Available Fields for View Area: Select the field Last_Yr_1099_Amount
and move it to Selected Fields for View Area: .
g. Change the Title of the view. An example of this would be to add “1099” after
the title Vendor (Basic Fields).
h. Select Save New View.

"0 a0 o
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ABC School District Administrator
Data View Definition @ Remember last opened Resources Online iix

| Save New View L This is my view only (and my security group's)

a]o ew Optio

' Payrall Entry and Display Views

Applicant Entry and Display Views

I '® Other Master and Code Entry Views I

' Request for Change
View Type to Display:
'® Enter | view
Data Areas: ,--Qéﬂ_d.qr
adl)IE =10 L)

Expense_Next_Mo_1099
Fiscal_YTD
Last_Calendar_Year

Last_Yr_1099_Amount

Month_to_Date 1059
Month_to_Date_Activity
Notes

Payment_Address_linel
Payment_Address_line2
Pauvment Addrecs lins3

o] 2]

Default Views: | Vendor (Basc Fields)

Custom Views: |

View Type: | Master and Code Entry

Title: |Vendor (Basic Fields) 1099
=i = {1 L)

Vendor_Number

Vendor_Name

Address_linel

Address_line2

Address_line3

City

State

Zip_Code

S5_or_Fed_ID

Phone_MNumber

Contact_Name

Contact_Title

3. Select Master File Vertical Data Entry and Changes.

4. Entry options: Select the new view you created. The example of the view is Vendor

(Basic Fields) 1099.

5. Select the vendor that needs to be edited and change the amount in the Last Yr 1099

Amount field.
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[B*F] Master File Vertical Data Entry and Changes %@ Rememt
Entry Options:

A+ X

Select Data in: [RE0ol)=1=

_1 q ! Retain Values on Ac

Vendor Number:” 10976 |

Find Vendor_Name abc

10975|ABC 1099 Vendor

10976/ABC 1099 Vendor Adjustment
10977|ABC 1099 Vendor Rental

10968 |ABC School District

10058|ABC SCHOOL SUPPLY

09272 ABCEDARIAN

Vendor Name:”IABc 1099 Vendor Adjustment

Address |ine1:||;456 New Street

Address li ne2:| |

Address Iine3:||

City:l |:_Chicago

State:l |f1L

Phane Number:”'_

Cortact Name:| |

Contact Trtie:”

Fax Number:”

1099 Vendor YN:|[ v v

Remit Vendor Number:”

|
|
|
|
|
|
|
| Zip Code:l |j60601
|
|
|
|
I
|
|

SS or Fed ID:” B84-234567891 |

Supplier Id”o

Vendeor eMail:

| Merchant ]D:” | |

| actve Yh:|[ v v |

|| Last Yr 1099 Armunt:||_15oo.oo I

6. Select Save. This changes the amount on the 1099.
NOTE: This does not change the amount shown in the “Vendor Federal 1099 Detail
Report” as this change was not processed through the system.

How to edit a 1099 for a Vendor who needs Amounts in two boxes on the 1099 Form

This process is used when you have a vendor that needs to have amounts in two selection areas
on the 1099 form. An example, of this would be to have an amount in Box 1, “Rents”, and also
Box 3, “Other Income”.

To setup this process, the field “1099 YN” in the invoice table needs to be coded with the same
codes that were setup for the Vendor Master “1099 Vendor YN” field. This was completed
above under “1099 Production Setup: Step 6”.

1. Select Administrative Utilities.

2. Select Master Code Field Definition and Maintenance.
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a. Select the invoice table, and then in the Field to be Coded drop box, select “1099
YN”.
* Enter in the following codes that correspond to the various boxes on the
1099.
* Box 1: Rents, entera 1.
* Box 2: Royalties, enter a 2.
* Box 3: Other Income, enter a 3.
* Box 4: Federal Income Tax withheld, enter a 4.
* Box 5: Fishing Boat Proceeds, enter a 5.
* Box 6: Medical and Health Care Payments, enter a 6.
* Box 7: Non-Employee Compensation, enter a Y (Listed on 2022 NEC form).
* Box 8: Substitute Payments In lieu of Dividends or Interest, enter an 8.
* Box 14: Gross proceeds paid to an Attorney, enter an A.

b. Once these codes have been setup, you can adjust the individual invoices that
need to be in a different box on the 1099 than what has been setup in the
“Vendor Master”, “1099 Vendor YN” field.

ﬁ ABC School District Administrator
Master Code Field Definition and Maintenance Remember last opened Res
Select a Table: Field to be Coded: Current Value(s):
Invoices ¥ I I 1099_YN ¥ I ¥ Only coded Show Advanced Code Mainte
® oded Uncoded —I— Create Code Table Values from Data Field Values Mandatory Field
Mark All x Delete Checked Items H Save/Add Code Table Entry tieadine Fext )
1099_YN
Code Description Code: B .
Hover Text/Detailed Instructions:
£, Bent d 1099_YN.."Y" If invoice is recorded for a 1099
2 Royaties
3 Other Income DeEsCapton:
Rent
4 Federal Income Tax
5 Fishing Boat Proceeds P
8 Substitute Payments /
A Attorney i
i Non Employee Compensation|

3. Since the system was moved into the month of January and all the 2022 invoices have
been made permanent, you make this adjustment in the Invoice Adjustment Entry
Options area.

a. Select Master File and Code Entry Options.
b. Select Master File Horizontal Data Changes.
c. From the Entry Options drop down, select Invoice Adjustments.

4. Select the drop down next to “Other Field” and select “Vendor Number.” You can either
select the vendor number with the next drop down or enter the vendor number in the
next search box. Select the binocular button or the enter key to finish the search. Add

10
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additional search fields, if needed. It is advised that you check the “concatenate search”
box and add that the check date >= 1/1/2022 so that you are editing last year’s checks.

5. Inthe field “1099 YN” enter the corresponding box number from the 1099 that you want

this invoice amount to appear. This is only completed if the Box number is different
than what has been assigned to the vendor in the vendor master view.
6. Select Save.

ntry Optons| veices Agjustments ~1]

Total Racords Found: 3

Other Fisid || Vendor_Number v [fotner vatuesf 057 | | B [ Concatonate Search 4 Mass Chg [Vendor Number] IN (/10576
s Rows Width First Fieid To Ed: Sort B

mc 1w | 2w su‘,‘( »|«y7“:”m »”75,59 | ® accending () pescending [ Concatenste Sort ICounter]

e Batch hum Invoice Date | Invoice Mumber Due Date | Check Date* mss\m Vendor Number™
[(Fossivie vaues )]
o5+ 45C 1055 Vendor Rents 10-301:14-£200-0810-000-0000-0010 |[miErcs puesrees. || /720 [sw0__ | e || [z ||| s |
4

10228 a8C 1099 1 J[Rentet for butding

] | [ 200 || moaom] [z || ]

s |

4|

10791 [ABC 1039 Vendor Rent=) 10-501-11-0018-0350-000-0000-0010) ]

FROFESSIONAL DEVELOPMENT wasizon | || |12 [[[22r2812021 |[ 1228201 | | s0750 [ o000 r |

FTTTT

o |

)

This process can also be completed as you are processing Accounts Payable invoices.
1. Select Accounts Payable.
2. Select Disbursement Accounts Payable Entry.
3. Inthe Accounts Payable Entry complete invoice entry as needed. Before selecting “Pay”,
select the box “Other Fields”.
a. With this option checked, it opens the screen to allow you to enter a different box
number for the 1099. This only needs to be completed if the box number is

different than the one set up for this vendor in the Vendor Master area in the
field “1099 Vendor YN”.

PO# to Pay Vendor# or Name

e Moot |
| o] abc 1083 | Search || ABC 1099 Vendor Rental {123 New Strest) | 10578 ~ | [ =
ShowPO's || old Bills (2) [ Mult Acces Chicaga IL 60601 1098 = 1
Account Number {only Expense Select Account Cash Account Override
2 | prof | | Ssarch | PROFESSIGMAL DEVELGPMENT | 10-501-11-0018-0350-000-0000-0010 | £1,151.50 ~ v |
Amount: Inuoice Date: Invoice #: Description Batch #: Due Date: Expenss On: _ Item Type: Fixed Assetz ||
3 [1253.85 | 1028202 || | [proFessionaL pEvELDPMENT B3 | [20/28f2021  |[12/12021 | [[Accounts Payable w | [ Poy | Other Fields
clearz ] Repeatz [ pCard Fields [
CheckDate:  Check #: 1095 ¥/h: Appropristion #: Claim £: Manual PO &1 G.5.Tax Special Internal Notes: Activity:
[ — — i e i I I 2
listed below| Other Options Include Batch #'s | Indude Check #'s mmymlj
$225,878.67 $0.00 Invoice Summary Display L [From:{ No Lover ~ | [From:| fio Lower ~ |only Todays Entries
[ permanent items in totalz Tai| Ne Uppper v Toi| o Upper ¥ | tnclude All vendors [

Processing the 1099’s to be sent to the Vendor

Select Payroll Processing.

Select State/Federal Reporting and 3™ Party Data Export.
Select your State.

Select 1099 File from the Drop-Down Menu.

P wnN e

11



SPECIALIZED
DATA

SYSTEMS
A A LINQ SOLUTION

ABC School District Business Manager
State/Federal Reporting and 3rd Party Data Export % Remember last opened Res

= e (T g = -8 Colorado 1099 File

The next process creates the form to send to the vendor.
PRINTING NOTES:

* When printing with Adobe: Verify settings are printing with Actual Size. Any settings with
“Scaling” reduces the font and not print correctly or fit into envelopes.

* When printing with other options, i.e., Chrome: Verify scaling settings are “Default”. Any
settings outside of Default may not print correctly or fit into envelopes.

*  When folding 1099 forms, place the folded side into the envelope first

5. Select Report Date.

6. Report Calendar Year: Select 2022.

7. TCCH#: Please review the section “Processing the file to the IRS” for more information
about the TCC#, enter number.

8. Minimum Dollar Amt: Enter 600.

9. Select Save Setup.

~ N Federal 1099 File Show/Hide Historic Reparts

Select Your State: B[t

Report File Name: Paper Reportz
o | Crente Report | | 105915 Copy 8 Bxck) v | it Report |

Report Date: Dates and Periods
= Month: MNowvember W

Reporting Quarter: | Fourth Quarter W |
s g
Repost Calendar Year

Report Fiscal Year: 2021-2022 W

3 = - i % =
Diistrict Name: | Specialized Data Systems Te TOC #: 123456 I

Address: 200 E. Randelph St., Suite £ FEIN Number: 84123455678
Addrass: Minimum Dollar &00 I
City: Chicago

Stabe: Hlirvois #17 ~

Zip Coda; 60601 |

Employer Name:| Specialized Diata Systems -

Email Address: | jliz@ling.com

Contack Phone: | 800-323-1605

Contack Name: | Jennifer Litz

12
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10.Select Create Report.

Report File Name: Paper Report:

Create Feport . 1099-MISC Copy B (Back) b _P'rint Report

Dates and Periods

;Z'Repnrt Date: FIEHTE

= January 2023 b8 Reporking Month: lanuary W |
Su Mo Tu We Th Fr BSa
- % o~ = 22y o Reporting Quarten

11. To print the 1099 Copy B (front), select this option from the dropdown that is next to

the “Print Report” button.

Report File Name:

t

January 2023

am—

12. Select the print report button. The copy B that is to be sent to the vendor previews and

they are available to print.

'Report Date: M

Su Mo Tu We Th Fr Sa

1099 Miscellaneous Income Vendor reported:

Reporting Menth:

Repocting Quarker: | First Quarter W |

Paper Report:
Create Report . 1099-MISC Copy B (Front) W N Print Report

Dates and Periods

PAYER'S name, street address, city or town, state or province, country, ZIP

January W

1 Rents OMB No. 1545-0115
or foreign postal code, and telephone no.
$ Form 1099-MISC Miscellaneous
2 Royalties (Rev. January 2022) Information
For calendar year

$ 20

3 Other income 4 Federal income tax withheld | Copy B
$ $ For Recipient

PAYER'S TIN RECIPIENT'S TIN

5 Fishing boat proceeds

$

6 Medical and health care
payments

$

RECIPIENT'S name

7 Payer made direct sales
totaling $5,000 or more of
consumer products to
recipient for resale L]

8 Substitute payments in lieu
of dividends or interest

$

This is important tax
information and is
being furnished to

Street address (ncluding apt. no.)

9 Crop insurance proceeds

10 Gross proceeds paid to an
attorney

the IRS. If you are
required to filea
return, a negligence

$ $ penalty or other
City or town, state or province, country, and ZIP or foreign postal code 11 Fish purchased for resale |12 Section 409A deferrals . sanction may b?
imposed on you if
this income is
$ $ taxable and the IRS
13 FATCA filing | 14 Excess golden parachute |15 Nonqualified deferred determines that it
requirement payments compensation has not been
] reported.
O |s $
Account number (see instructions) 16 State tax withheld 17 State/Payer’s state no. 18 State income

Form 1099-MISC (Rev. 1-2022) (keep for your records)

www.irs.gov/Form1099MISC

13
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 a

1099 NEC (Nonemployee Compensation) Vendor reported:

PAYER'S name. street address, oty or town, stase of province, country OMB No. 15450118
OP or foregn postal code. and teiephone 1o,
Specialized Data Systems - Test Data Fom 1039-NEC
230 E Randogh . Sul 51 ' Nonemployes
- _ . Compensation
Rev Janeary 2022
Chicago, IL 60601 For calendar year
800-323-1605 vE
PAYERSTIN RECPENTSTIN 1 Nonempioyee compensaton Copy &
3799999999 841523640 §1,750.00 for Recipwt
RECIPIENTS name 2 Payer made drect sales totaing e —
ABC Vendor 1099 of congumer products 10 eopent for resale D i
Swreet address (inchuding agt. no. ) —_—.
1234 Peak 7 mosteren
4 Fedenl ncome tx wihheld Phegiee ey ¥
mewes oy e
Chy or tonn, 32t Or province, country, and ZIP or oregn postal code
Breckenndge co o1t § State tax wehheld 6 State Payers st o 7 State income
Account numbee (see ingtrucsions) $ S
$ $
Form 1099-NEC (Rev 12022 aep for your racords woins gow Form10VINEC Deparimant of the Traasry - Intemal Revene Service

13.To print the back page of any of the 1099 selection options “1099 Copy “X” (Back), next

to the “Print Report” button.

A¥r3-M Lopy B (Bad
1099-MISC Copy C (Front)
1095-MISC Copy C (Back)
1099-MISC Copy A (Pre-Printed form)
1099-MISC Copy B (Front)
1095-NEC Copy A (Pre-Printed form)
1099-NEC Copy B (Front)
1099-NEC Copy B (Back)
109%-NEC Copy C (Front)
1099-NEC Copy C (Back)

. Back view of 1099-MISC Copy B

Instruchons for Heclpnent

ion number (TIN). For your protection, this
form may shuw only the Idst four digits of your social security number (SSN},
individual taxpayer identification number (ITIN), adoption taxpayer identification
number (ATIN), or employer identification number (EIN). However, the payer has
reported your complete TIN to the IRS.
Account number. May show an account or other unique number the payer
assigned to distinguish your account.
Amounts shown may be subject to self: (SE) tax.
should see the Instructions for Schedule SE (Form 1040). Corporations,
fiduciaries, or partnerships must report the amounts on the appropriate line of
their tax returns.
Form 1099-MISC incorrect? If this form is incorrect or has been issued in error,
contact the payer. If you cannot get this form corrected, attach an explanation
to your tax return and report your information correctly.
Box 1. Report rents from real estate on Schedule E (Form 1040). However,
report rents on Schedule C (Form 1040) if you provided significant services to
the tenant, sold real estate as a business, or rented personal property as a
business. See Pub. 527.
Box 2. Report royalties from oil, gas, or mineral properties; copyrights; and
patents on Schedule E (Form 1040). However, report payments for a working
interest as explained in the Schedule E (Form 1040) instructions. For royalties on
timber, coal, and iron ore, see Pub. 544.
Box 3. Generally, report this amount on the “Other income” line of Schedule 1
(Form 1040) and identify the payment. The amount shown may be payments
received as the iary of a c prizes, awards, taxable
damages, Indian gaming profits, or other taxable income. See Pub. 525. If it is
trade or business income, report this amount on Schedule C or F (Form 1040).
Box 4. Shows backup withholding or withholding on Indian gaming profits.
Generally, a payer must backup withhold if you did not furnish your TIN. See
Form W-9 and Pub. 505 for more information. Report this amount on your
income tax return as tax withheld.
Box 5. Shows the amount paid to you as a fishing boat crew member by the
operator, who considers you to be self-employed. Self-employed individuals
must report this amount on Schedule C (Form 1040). See Pub. 334

Box 6. For individuals, report on Schedule C (Form 1040).

Box 7. If checked, consumer products totaling $5,000 or more were sold to you
for resale, on a buy-sell, a deposit-commission, or other basis. Generally, report
any income from your sale of these products on Schedule G (Form 1040).

Box 8. Shows substitute payments in lieu of dividends or tax-exemnpt interest
received by your broker on your behalf as a result of a loan of your securities.
Report on the “Other income™ line of Schedule 1 (Form 1040).

Box 9. Report this amount on Schedule F (Form 1040).

Box 10. Shows gross proceeds paid to an attorney in connection with legal
services. Report only the taxable part as income on your return.

Box 11. Shows the amount of cash you received for the sale of fish if you are in
the trade or business of catching fish.

Box 12. May show current year deferrals as a nonemployee under a
nenqualified deferred compensation (NQDC) plan that is subject to the
requirements of section 409A plus any earnings on current and prior year
deferrals.

Box 13. If the FATCA filing requirement box is checked, the payer is reporting
‘on this Form 1099 to satisfy its account reporting requirement under chapter 4
of the Internal Revenue Code. You may also have a filing requirement. See the
Instructions for Form 8938.

Box 14. Shows your total compensation of excess golden parachute payments
subject to a 20% excise tax. See your tax retum instructions for where to report.
Box 15. Shows income as a nonemployee under an NQDC plan that does not
meet the requirements of section 409A. Any amount included in box 12 that is
currently taxable is also included in this box. Report this amount as income on
'your tax return. This income is also subject to a substantial additional tax to be
reported on Form 1040, 1040-SR, or 1040-NR. See the instructions for your tax
return.

Boxes 16-18. Show state or local income tax withheld from the payments.
Future developments. For the latest information about developments related to
Form 1099-MISC and its instructions, such as legislation enacted after they
were published, go to www.irs.gov/Form1099MISC.

Free File Program. Go to www.irs.gov/FreeFile to see if you qualify for no-cost
online federal tax preparation, e-filing, and direct deposit or payment options.
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Back view of 1099-MISC Copy C

Instructions for Payer

To complete Form 1099-MISC, use:

* The currant General Instructions for Certain
Information Returns, and

* The current Instructions for Forms 1089-MISC and
1099-MNEC.

To complete corrected Forms 1099-MISC, see the
current General Instructions for Certain Information
Returns.

To order these instructions and additional forms, go
to www.irs. gov/EmployerForms.

Caution: Because paper forms are scanned during
processing, you cannot file certain Forms 1096, 1097,
1098, 1099, 3921, or 5498 that you print from the IRS
website.

Back view of 1099-NEC Copy B

Instructions for Recipient

You received this form instead of Form W-2 because the payer did not
consider you an employee and did not withbold income tax or social
sacurity and Meadicars tax.

It you believe you are an employee and cannot get the payer to coract
this form, report this amount on the line for "Wages, salaries, tips, stc.” of
Form 1040, 1040-5R, or 1040-MNR. You must also complste Form 8819 and
atitach it to your retumn. For more information, see Pub. 1779, Independent
Contractor or Employes.

If you ara not an employes but the amount in this box is not salf-
employment (SE) income (for example, it is income from a sporadic activity
or a hobby), report this amount on the “Other income” line (on Scheduls 1
{Form 1040().

Recipient's taxpayer identification number (TIN). For your profection. this
form may show only the last four digits of your TIN (social secunty number
(S5M), individual taxpayer identification number {ITIM). adoption taxpayer
identification mumber (ATIN}, or employer identification number (EIM)).
Howevar, the issuer has reported your complete TIN to the RS,

Account number. May show an account or other unigus number the payar
assigned to distinguish your account.

Box 1. Shows nonemployse compensation. If the amount in this box is SE
income, report it on Schedule C or F (Form 1040} if a sole proprietor, or on
Form 10685 and Scheadule K-1 {Form 1065} if a partnership, and the
recipient/pariner completas Schedule SE [Form 10«40).

Back view of 1099-NEC Copy C

Instructions for Payer

To complete Form 1099-MISC, use:

* The current General Instructions for Certain
Information Returns, and

* The current Instructions for Forms 1099-MISC and
1099-NEC.

To complete corrected Forms 1099-MISC, see the
current General Instructions for Certain Information
Returns.

To order these instructions and additional forms, go
to www.irs. gov/EmployerForms.

Caution: Because paper forms are scanned during
processing, you cannot file certain Forms 1096, 1097,
1098, 1099, 3921, or 5498 that you print from the IRS
website.
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Filing and furnishing. For filing and furnishing
instructions, including due dates, and to request filing or
fumnishing extensions, see the cumrent General
Instructions for Certain Information Returns.

Need help? If you have guestions about reporting on
Form 1099-MISC, call the informaticn reporting
customer service site toll free at B66-455-7438 or
304-263-8700 (not toll free). Persons with a hearing or
speech disability with access to TTY/TDD equipment
can call 304-579-4827 (not toll free).

Mote: If you are receiving payments an which no income, social security,
and Medicare taxes are withheald, you should make astimated tax
payments. See Form 1040-E5S {or Form 1040-E5 (NR)L Individuals must
report these amaunts as explained in these box 1 instructions.
Corporations, fiduciaries, and partnerships must report these amounts on
the appropriate lime of their tax raturns.

Box 2. H checked, consumer products totaling $5,000 or mare were sold
to you for resale, on a buy-sell, a deposit-commission, or other basis.
Generally, report any income from your sale of these products on Schadule
C (Form 1040).

Box 3. Raserved for future use.

Box 4. Shows backup withholding: & payer must backup withhold on
certain paymants if you did not give your TIN (o the payer. See Form W-8,
Reguest for Taxpayer Identification Number and Certification, for
informiation on backup withhelding. Include this amount on your incomsa
tax return as tax withheld.

Boxes 5-T. State income tax withheld reporting boxes.

Future developments. For the latest information about developments
refated to Form 1088-MEC and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/Form1093NEC.

Frea File. Go to www.irs.gowFreefile to see if you qualify for no-cost
online federal fax preparation, e-filing, and direct deposit or payment
options.

Filing and furnishing. For filing and furnishing
instructions, including due dates, and to request filing or
fumishing extensions, see the current General
Instructions for Certain Information Returns.

Need help? If you have questions about reporting on
Form 1089-MISC, call the information reporting
customer service site toll free at 866-455-7438 or
304-263-8700 (not toll free). Persons with a hearing or
speech disability with access to TTY/TDD equipment
can call 304-579-4827 (not toll free).
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14. Select Print Report.

Report File Name: Paper Report:
| 1059 1099-MISC Copy B (Back)
Report Date: Dates and Periods

= January 2023 =Y Reporting Month: January W

Su Mo Tu We Th Fr Sa
_ = —ve—— . Reporting Quarter: | First Quarter |

Print Report

15. The back of the 1099 report previews on the screen. It is available to use to print on the
back side of the 1099 fronts that have already been printed.

16. Follow the same steps to print the front and back copy of the remaining 1099 forms to
be completed. Just change the selection option next to the “Print Report” button to
obtain the correct report front and back pages.

Report File Name: Paper Report:

Report Date: Dates and Pe Eagcaa sl Gr )
_ 1099-MISC Copy B {Back)

January 20023 Ed  Reporting Mankh:

1099-MISC Copy € (Front)

Sy Mo Te We Th Fr Sa 1093-MISC Copy C {Back)
- . - ; Reporting Quarker: 109%-MISC Copy A {Pre-Prinkad form)
i Mt 1093-MEC Copy A {Pre-Printed form)
4 2 3 4 [ | & 7 Quarter Ending Date:] 1993-NEC Copy B & C (Front)
g 5 i0 i1 1z i3 14 1099-NEC Copy B {Fronk}
=0 109%-MEC Copy B (Badk)
i3 1 17 18 13 20 21 ReportCalendar Yeard ;noc wEC Copy C (Front)
P ErE . T e T el 109%-MEC Copy C (Back)
25 20 31 . Report Fiscal Year:  feroresmey——

NOTE: Copy A can ONLY be printed on the preprinted RED form designated from IRS. This form can be
purchased directly from SDS. We do not support forms printed from other sources. Copy B for the
Vendors and Copy C for the payee, you can purchase blank perforated paper directly from SDS, or they can
be printed on blank copy paper and cut apart.

Processing the 1099 File for the IRS

1. Select Payroll Processing.
2. Select State/Federal Reporting and 3" Party Data Export.
3. Select your State.
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4. Select 1099 File from the Drop-Down Menu.

ABC School District Business Manager
State/Federal Reporting and 3rd Party Data Export @ Remember last opened Res

Select Your State: [#s][s]f=ls/e] 1099 File

5. Select the calendar year you are reporting by using the drop-down field “Report
Calendar Year.”

6. Enterin the TCC#. Please review the section “Processing the file to the IRS” for more
information about the TCCH.

7. Enter the “Minimum Dollar Amt:”

8. Select Save Setup.

9. The TCC # is required by the IRS to file the 1099’s electronically. The link to obtain the
number is https://www.irs.gov/pub/irs-pdf/f4419.pdf
Note: There is information on the IRS website on “How to transmit through FIRE”. A
TCC is required to transmit information returns through the FIRE system. The most
efficient way to apply to file information returns electronically is to submit the Fill-in
Form 4419, Application for Filing Information Returns Electronically (FIRE), from the FIRE
home page. You may also go to Forms and Pubs and select the paper version of Form
4419, Application for Filing Information Returns Electronically (FIRE). Be sure to submit
your application at least 45 days prior to the due date of your information returns.

linces bl ] Federal 1009 File l-'I Save Setup I Sho Vicke Hirkrs Rapotts .

Report File Name:

o | Dot Bapoit

ey
Report Date: (EEN
B

Tammry 790

“Sw. Mo Ta We Th

T
'y

i 2 3 s = : ot Encing Tiates | 12/31772
£ 8§ @ U4 455 @3 M AR
i85 16 17 1B 18 20 il FepotCeendsr 1--r
B2 2 ¥ E B & — T
B o] I Ruptel Facal Yaa | 20202022 \l'_!

i District Address, Contac, Account #'s and other coding information:
Dtk Marmw, © Spsconicred Dta Symte—s T | 7L = [ ]

Aggrers 200 E. Fansioiph Sk Seita ! | FEIN Murmbar: | BAIZ3AESETE
=

[tk Yottty =

e |
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10. Once all the required information is completed, select the “Create Report” button.

11. The system creates a file for you that needs to be saved to your desktop and send to the
IRS through the FIRE system as referenced above.

12. To save the file to your desktop, select “Show/Hide Historic Reports”. Right click on the
yellow folder and select “Save Target As” or “Save Link As.” The selection you pick when
saving the file depends on what internet browser you are using.

13. In the Save in area, select the place on your desktop you want to save the file.

14. In the file name field, change the file name to 1099 report. Then change the save as
type from ‘Text Document’ to ‘All Files’ and select Save.

15. You should be using the last file that was created in the historic area. This should be the
file that contains the information for which you just finished producing the 1099 reports.

Select Your State: Bl w |l Federal 1099 File EhowHide Hidonic Reports
Delf  CreatedOn  Created At Opes Siggested Save As Name Crestad By 104
L] |Fricay, Moverzer 4, 20232{ Lssos oM [E5F |1osn E
| |Frictay, Moversser 4, 2022\ 12:32:25 00| [L5r | toan
| |Fricay, Novemier 4, J022{ 12:23:07 M| 55 | 1099

16. The IRS strongly suggests that you upload this information electronically with a file via
the Fire system. However, if you elect to send this information on the preprinted red
Copy A form, you can do so by following the instructions below.

17. You need to create the file first before the Copy A can be printed. You need to put a
number in the TCC# number field for the file to be created. An example that could be
entered in this field is 123. Then select the “Create File” button.

18. Once the “Create File” button has been selected the 1099 Copy A (Pre-Printed form) can
be selected to print from the drop down.

-'Repurt File Name: Paper Report:
I — i s
Report Date: FEETIEE Dates and Periods

< Jamuary 20073 EN Reporbing Month:

Reporting Quarter

st Juarts
I 3 3 m - | ] 7
t 2 2 1 B8 E I gaseewegoee(zaim
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E3 cose Report Iﬁwu% Viewer Fonk Sizet | Large % | Print Control: | PDF | Close Repoct [

BSIS W ML ] o | 4 {100% v |

e 987399
123 Legal Name of District - 100 Characters

123 SOUTH MAIN

Breckenridge, CO 80424
303-355-1234

8412345678 84-123458789

ABC 1089 Vendor Rental

123 New Street

Chicago, IL 60801
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