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Welcome

Thank you for attending the 2023 1099 Online Course. This manual explains
1099 processing for 2023. 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 2023

1099 PRODUCTION SETUP

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

2. 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.

Financial Accounting Default Settings: i Activate Audit Control Options
Option Value/Setting
| Change the Accounting Default Month [3anuary, 2024 v change Accounting Month |
) . Arch-2023_Spedialized_Data_Systems_- 3
Create an Archive copy of your financial records et Data P [ Archive Data ]
Mave your Budget to the Current Year Budget Area - Budget Year is 2019-2020 [ Next_Yrs_Budget v ] Move Budget
Move ALL Next Year PO's to the Current Year Move PO's to Current

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.
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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.

TSP SWES \erdor (Basic Fields) v Select Data in:

Iéa u %" ;__1 ‘, [ Retain values on Add

Find Vendor_Name

Value iss {5

[ Rt Hiave Been fimibi: Chack b show all result<,

Vendor Name

Vendor Number]“ 1083

10985|123 Vendor

09938|24-7 CHEERLEADING Vendar Name:“| ABC 1099 Vendor - DD

0S604(3 D SALES & SERVICE
05718|7 TRIANGLE 7 CATTLE CC LLC

Address linet:|[ 1234 Peak 7

10409|7-11

Address ﬁneZ:]"

10262 A CITY DISCOUNT.COM

|10987[A New Vendor Address lma]"

05417]A-1 CHIPSEAL
10602|AACE WASH SYSTEMS

Ctty:l i Brackenridos

10486/ AASA State:l [co
10988| ABBOTT, ASHLEY
10983/ ABC 1099 Vendor - DD Zip Code:|[ 80111

10984|ABC 1095 Vendor - EFT ;

z SS or Fed ID:|[| 84-1523640
109&8|ABC 1099 Vendor Adjustment
10875|ABC 1099 Vendor Attorney Phone Numbes: ||| 720-568-5587

|
|
|
|
I
|
|
|

10975{ABC 1099 Vendor Rental
10058|ABC SCHOOL SUPPLY I Contact Narne“|

||

0S272{ ABCEDARIAN I Contact T'lﬁe:]"
05412| ABEBCOKS.COM

Vendor eMail:

05660/ ABERDEEN CONSTRUCTION INC Fax Number: |
05725| ABILITATIONS [ Non Emgloyee Compensation v ¥ ¥ |
el 1 I ~ v
05823 ABLENET. ING 1053 Vendor YN I Non Emplo_yee Compensation ~ Y

£151 [ACADENIC BOOK SERVICES [ vendor Lagal tiame: [ vensor 123 |
10728| ACADEMY HOTEL _

05830|ACE EDUCATIONAL SUPPLIES |”~“-"""t Vender “"“bef']" | I
09515|ACP DIRECT g xd:] = I
09367|ACT FINANCE suppler 141 | |

7745 |ACT WEST REGION %

™

MerchantlD“]

Active YNJII Y v l

* Box 1: Rents, enter a 1.

* Box 2: Royalties, enter a 2.

e 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 2023 NEC

form).
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« 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:
a. Select Administrative Utilities.
b. 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.

@000

LﬂJ Master Code Field Definition and Maintenance % Remember last

Select a Table: Field to be Coded: Current Value(s):
Vendor v 1099_Vendor_YN v v Only coded Show Advanced Cc
®) Coded Uncoded + Create Code Table Values from Data Field Values Mandatory Field
Mark All x Delete Checked Items \'l‘ Save/Add Code Table Entry }::::i'\;::dz:t;\l
St DeccIan v Textll_)etailed

Rent

1099_Vendor_YN
Royalties

Other Income
ent

Federal Income Tax W/H

Fishing Boat Proceeds

Medical & Heath Care Payments
Substitute Payments in lieu of Dividends

N

< |2 1 o n 1B W I e

Y
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If you pay any vendor invoices by PCard (Purchase Card) that also
need to be included in 1099 reported values, you need to enter code
X9 into the customization Key field in SDS Web Office Settings

select:

Administrative utilities

SDS Web Office Settings

Add code X9
Save changes

A
B.
C. Product Activation
D
E
F

Log out and back in to activate the new code that has been

added.

Special/Custom feature activation | c1m1Et1920NDL2C3X9
key —

E-Mail Settings

#

10. To verify the vendors and totals, review the Vendor Federal 1099 Detail

Report.

a. Select Reports.

b. Select General Accounting Reports.
c. 1 Select a Report Group: Vendor and Order For.
d. 2 Select a Report: Vendor Federal 1099 Detail Report.

Lal General Accounting Reports @ Remember last opened Resouro

Current Year or Historical Report Processing Current vear v
J
Documents
LSelect a Report Group: 2Select a Report: X

| Accounts Payable (Bills)

| Applicant Tracking

|Billing and Accounts Receivable
|Check Reconciliation
éEmponee Master and Attendance
|Federal and State

|Finance Activity Reports
Financial Reports

|Financial System Setup

|Fixed Assets

| Other

|Payroll and Human Resources
|Payroll Setup

| Purchasing

|Receiving / Inventory

| Request for Proposal

| Vendor and Order For I

800-541-8999
www.LINQ.com

| | 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)

! i i r page) (Custon

|Vendor Federal 1099 Detail Report
| Vendor Federal 1089 Detail Report (Custom)
iVendor Historical Detail Activity (FOIA Report)

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

iVendor Last Calendar Year (Custom)

| Vendor Mailing Labels

}Vendor Mailing Labels (Custom)

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)

2528 Independence Blvd
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11. Under the Question & Answer section:

2 Auto Answer

Question

Answer

Select Calendar Year to Report| 2023

Enter Minimum 1099 Total: [600

Detail or Summary Report

[ Detail: Report all activity v

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

Printed: 11/03/2023 8:00:53AM

a o o P

1099 Values for: 2023

For Minimum 1099 Value of $600.00

Vendor/Vendor Legal name

Invoice Description
ABC Vendor 1099

ABC Vendor
Capital Imprv Supplies

Capital Imprv Supplies
Capital Imprv Supplies
Capital Imprv Supplies
Capital Imprv Supplies
Capital Imprv Supplies
Capital Imprv Supplies

Apple Dairy

juice

used laptop for grade school
used laptop for grade school
used laptop for grade school
used laptop for grade school
juice

used laptop for grade school
used laptop for grade school
used laptop for grade school
used laptop for grade school

Regional Office of Ed#30

Office Of Principal Dues Fees

Transportation Supplies
Transportation Supplies

800-541-8999
www.LINQ.com

Place a check in “Auto Answer”.
Select Calendar Year:
Enter Minimum 1099 Total:
Detail or Summary Report: Select Detail: Report all Activity.

Enter 2023.

Specialized Data Systems - Test Data

Enter Minimum amount.

1099 Vendor Report
Detail
All 1099
Check Date Check # Invoice # Disbursments Disbursment 1099
7
01/09/2023 211215214 01/01/2023 250.00 250.00
02/06/2023 211215215 01/01/2023 250.00 250.00
03/07/2023 211215216 01/01/2023 250.00 250.00
04/05/2023 211215217 01/01/2023 250.00 250.00
05/02/2023 211215218 01/01/2023 250.00 250.00
06/08/2023 211215219 01/01/2023 250.00 250.00
07/05/2023 211215220 01/01/2023 250.00 250.00
$1,750.00 $1,750.00
Y
03/31/2023 123463 Dairy4578 170.00 170.00
03/31/2023 123463 Dairy4590 50.00 50.00
03/31/2023 123463 Dairy4590 150.00 150.00
03/31/2023 123463 Dairy4590 200.00 200.00
03/31/2023 123463 Dairy4590 300.00 300.00
08/18/2023 123478 156.23 156.23
08/18/2023 123478 50.00 50.00
08/18/2023 123478 150.00 150.00
08/18/2023 123478 200.00 200.00
08/18/2023 123478 300.00 300.00
$1,726.23 $1,726.23
Y
01/06/2023 123482 01/01/2023 6,250.00 6,250.00
01/06/2023 123482 01/01/2023 45.00 45.00
01/06/2023 123482 01/01/2023 600.00 600.00
$6.895.00 $6.895.00
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HOW TO EDIT A1099 AMOUNT

1. If an amount needs to be edited for a vendor for the 2023 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

Change the bullet to Other Master & Code Entry Views.

section.
2. To create a new view:
a. Select Administrative Utilities.
b. Select Data View Definitions.
c.
d. Default Views: Select Vendor (Basic Fields).
e.

to Vendor.

After selecting this default view, the system changes the Data Area:

f. 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.

i Save New View ‘

Major View Options:

ABC School District Administrator
Data View Definition Remember last opened Resources Online iq

! This is my view only (and my security group's)

View Definition Informati

Payroll 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:  Vendor v |
dIC ci1d 0

Expense_Next_Mo_1099
Fiscal_YTD
Last_Calendar_Year

Last_Yr 1099 Amount
v A ou

Month_to_Date_1099
Month_to_Date_Activity
Notes
Payment_Address_linel
Payment_Address_line2
Pavment Addraecs line?

E &

[«ll=l

Default Views: | Vendor (Basic Fields)

Custom Views:

View Type: Master and Code Entry

Title: |Vendor (Basic Fields) 1099
- U 210 ’

Vendor_Number

Vendor_Name

Address_linel

Address_line2

Address_line3

City

State

Zip_Code

SS_or_Fed_ID

Phone_Number

‘ Contact_Name

i Contact_Title

3. Select Master File Vertical Data Entry and Changes.

800-541-8999
www.LINQ.com
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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.

'R Master File Vertical Data Entry and Changes % Rememl
Entry Options: Select Data in: [T eI

Find Vendor_Name abc [% H + x _] ‘) | Retain Values on Ac

Vendor Name
10975|ABC 1099 Vendor

Vendor Number.”» 10976 |

10976|ABC 1099 Vendor Adjustment

Vendor Name”‘/ch 1099 Vendor Adjustment

|
10977|ABC 1099 Vendor Rental |
10968|ABC School District | Address fine1:][ 456 New Street
10058|ABC SCHOOL SUPPLY -
09272|ABCEDARIAN | SR "“ez’l |

| Address Iine3:””

| o

state:{{ 1L
Zip Code: {60601

| Phone Number:”?r

Contact Name:”L

Contact Title: l |

| Fax Number:”ﬁ

| 1099 vendor Yn:|[ ¥ v

Remit Vendor Number:l

|
|
|
|
|
|
|
| S or Fed ID:|{84-234567891 |
|
|
|
I
|
|

Supplier Id:!

NEE

Vendor eMail:

Merchant ID: I | |

| Active YN:|[ ¥ v |

[l cast vr 1099 Amount:|] 1500.00 |

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.

800-541-8999 2528 Independence Blvd

L www.LINQ.com  Wilmington, NC 28412 Page 9 of 20



HOW TO EDIT A1099 FOR AVENDOR 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.

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, enter a 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 2023
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.

800-541-8999 2528 Independence Blvd
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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 1099_YN ¥ ! b ' only coded Show Advanced Code Mainte

'® coded ' ' Uncoded + Create Code Table Values from Data Field Values

Mandatory Field

MarkAll X Delete Checked Items |ig] Save/Add Code Table Entry Text: \
1099_YN
Code Description Code: . N

Hover Text/Detailed Instructions:

ent ik 1099_YN.."Y" if invoice is recorded for a 1099
Royaties
Other Income sption:
Rent
Federal Income Tax
Fishing Boat Proceeds Z

Substitute Payments

Attorney

< = ol K s W N e

Non Employee Compensation

3. Since the system was moved into the month of January and all the 2023
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 additional search
fields, if needed. It is advised that you check the “concatenate search”
box and add that the check date >=1/1/2023 so that you are editing last
year’s checks.

5. In the 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 Options: 1

fotal Records Found: 3

fendor_Number] LIKE '965839296' AND [Batch_Num] IN (2

Jther Field: § Batch Num ~4| Other Value: & | or l 58392 ] ﬁ Concatenate Search _’J{ Mass Chg
7~
Pag Rows_ Width First Field To Edit By
i e <] 1 v " D21 |25 v] [[<][2] [« Batch_Num 2] | [counter ~ | ® ascending O Descending ([ concatenate sort [Counter]
Batch Num Invoice Date Invoice Number Due Date | Check Date* Misc 2 1099 YN
Vendor Name  |Account Number|
iDle Values
Regional Office of Ed#30|10-2410-640 oﬁce of Prlnclpal Dues Feses 7/3/2023 01/01/2023 6250 7, 14/2023 1;6/2023 123482
598 [Regional Office of Ed#30/40-2550-410-01 2 Transportation Supplies \ 7/32023 | [ 01/01/2023 (45 [ (71142003 |[ver023 | 123482 | Iy
£
599 Regional Office of Ed#30[40-2550-410-01 2 Transportation Supplies (77372025 | [[ov/01/2023 [ 500 [ (71192003 |[ver023 | 12342 | Iy
I

800-541-8999 2528 Independence Blvd
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This process can also be completed as you are processing Accounts Payable
invoices.
1. Select Accounts Payable.
2. Select Disbursement Accounts Payable Entry.
3. In the 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 Green Accounting [
1| Joe| sbe 1033 Search || ABC 1095 Vendor Rental {123 New Strest} | 10375 v @] =
Show PO's ] o1d Bilis (2) / Mult Accts Chicago IL 60601 1099 =1
Account Number (only Expense Select Account Cash Account Override
2 [ prof | | Search | PROFESSIONAL DEVELOPMENT | 10-501-11-0018-0350-000-0000-0010 | $1,151.50 v v
Amount: Invoice Date: Invoice #: Description Batch #: Due Date: Expense On:  Item Type: Fixed Asset? ||
3 [ 1253.69 | 107282021 || | [ PROFESSIONAL DEVELOPMENT |22 | [10/28/2021  |[12/2/2021 | [Accounts Payable v | [ Pay | Other Fields
Clear? | Repeat? || pCard Fields ||
Check Date:  Check #: |1cee Y/N: ] Aspropristion =: Claim #: Manual PO #:  G.S5Tax Special Internal Notes: Activity:
[ I | B | | ¥ o001 Il Il Il | [1 v]
listed below| Other Options Include Batch #'s | Indude Check #'s Only Iy Entries ]
$225,878.67 $0.00 [tnvoice Summary Display [ [From:{ No Lower v | [From:{ No Lower v Only Todays Entries O
|| permanent items in total2 Tos| No Uppper v | Toi| No Usper ¥ |rnclude All Vendors [

PROCESSING THE 1099’S TO BE SENT TO THE VENDOR

1. Select Payroll Processing.

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

4. Select 1099 File from the Drop-Down Menu.

Specialized Data Systems - Test Data Belinda Hambidge

State/Federal Reporting and 3rd Party Data Export B Remember last open
Select Your State: Uil v | Federal 1099 File

The next process creates the form to send to the vendor.

800-541-8999 2528 Independence Blvd
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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.

Report Calendar Year: Select 2023.

7. TCC#: 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.

o

Specialized Data Systems - Test Data Belinda Hambidge

State/Federal Reporting and 3rd Party Data Export B Remember last opened Resources Online i«

Select Your State: Federal 1099 File v ShowjHide Historic Reports

Report File Name: Paper Report:

Create Report 1099-MISC Copy B (Front) ~ | Print Report

Report Date: Dates and Periods
-

January 2024

Reporting Month:

Su Mo Tu We Th Fr Sa
i : v

1 2 3 4 5 & Reporting Quarter: Fourth Quarter
z 8 9 10 11 12 13
D - D = = 7= 7 Quarter Ending Date: [ 12/31/2023 l
14 15 16 17 18 19 20
20 22 | 24 & 2 27 Report Calendar Yea
28 29 0 3

" Report Fiscal Year: 2022-2023 v

District Name: | Specialized Data Systems Te| TCC #: 123456 |
Address: | 200 E. Randolph St., Sute <| FEIN Number: 84123455678 ]
Address: [ ] Minimum Dollar Am#| 600 |
City: [ Chicago ]

State: Tllinois #17 v

Zip Code: 60601

Employer Name:[ Specialized Data Systems -

Contact Phone: [800—323—1605
Contact Name: [Jennifer Litz

|
Email Address: [ jlitz@ling.com l
l
l

800-541-8999 2528 Independence Blvd
L www.LINQ.com  Wilmington, NC 28412 Page 13 of 20



10.Select Create Report.

Report File Name: Paper Report:

| Nio9s-vsc copy 8 (Frony) vl prnt Report |
Report Date: Dates and Periods

January 2024 Reporting Menth:

Reporting Quarter: | Fourth Quarter v

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

that is next to the “Print Report” button.

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

vendor previews and they are available to print.

1099 Miscellaneous Income Vendor reported:

i v
PAYER’S name, street address, city or town, state or province, country, ZIP | 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
$ 20080
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 8 Substitute payments in lieu o
totaling $5,000 or more of of dividends or interest This is important tax
consumer products to information and is
recipient forresale || $ being furnished to
Street address (including apt. no.) 9 Crop insurar 10 Gross p paidtoan |  theIRS. If you are
attorney required to file a
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 be
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 $ $
Account number (see instructions) 16 State tax withheld 17 State/Payer’s state no. 18 State income

Form 1099-MISC (Rev. 1-2022)

800-541-8999
www.LINQ.com

(keep for your records)

www.irs.gov/Form1099MISC

Department of the Treasury - Internal Revenue Service

2528 Independence Blvd
Wilmington, NC 28412
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1099 NEC (Nonemployee Compensation) Vendor reported:

PAYER'S name. street 2ddress, oy Of 1own, 5208 Of province, County OMB No. 15450118
2P or foregn postal code. 03 twiephone 1o
Specialized Data Systems - Test Data F
2:0 E. Randolph Sly Suite 5100 — Nonemployes
oo ” X - Compensation
Rev Jansay 02
Chicago, IL 60601 For caendar year
800-323-1605 2
PAYERS TN RECPENTS TN 1 Nerapiopee compensaten Copy 8
3799999999 84-1523640 §1,750.00 P Racpet
RECIPENTS rame 2Paywr made dewct saes taing 85,000 or mere -
ABC Vendor 1099 of consumer roducts 5 MR K resae O Wi
o8} mpet e
Sveet address (noudeg it 20 3 T
1234 Peak 7 marnteres
4 Fecennl roome tix wehheld Pegceien y
Lo o
Cly or tonn, 523% Or province, courtry. and IP or foregn postal code
Breckenridge, CO 80111 e Rk T
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13. To print the back page of any of the 1099 selection options “1099 Copy

“X” (Back), next to the “Print Report” button.

1099-MISC Copy C (Front)
(=] 1095-MISC Copy C (Back)
1093-MISC Copy A (Pre-Printed form)
1099-MISC Copy B (Front)
1099-NEC Copy A (Pre-Printed form)
1099-NEC Copy B (Front)
1099-NEC Copy B (Back)
1099-NEC Copy C (Front)
1099-NEC Copy C (Back)

. Back view of 1099-MISC Copy B

Instructions for Recipient

number (TIN). For your protection, this
form may show only the ldst four digits of your social secumy number (SSN),

di number (ITIN), payer
number (ATIN), or employer identification number (EIN). Howevef, 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 |dentlfy the payment. The amounl shown may be payments
received as the iciary ofa ployee, 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 pald to you as a fishing boat crew membef by the
operator, who i you to be self: if-
must report this amount on Schedule C (Form 1040) See Pub. 334.

800-541-8999
www.LINQ.com

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 C (Form 1040).
Box 8. Shows i in lieu of divi ort pt 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

leferred (NQDC) plan that is subject to the
requirements ol 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. -orm1099MISC.
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.

2528 Independence Blvd
Wilmington, NC 28412
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. Back view of 1099-MISC Copy C
Instructions for Payer

To complete Form 1099-MISC, use: Filing and furnishing. For filing and furnishing
* The current General Instructions for Certain instructions, including due dates, and to request filing or
Information Returns, and furnishing extensions, see the current General
» The current Instructions for Forms 1098-MISC and Instructions for Certain Information Returns.
1099-NEC. Need help? If you have qqestions gbout repprting on
To complete corrected Forms 1099-MISC, see the Form 1099-MISC, call the information reporting
current General Instructions for Certain Information customer service site toll free at 866-455-7438 or
Returns. 304-2%3‘;5573.9(_)‘ i(tr;:m itt?-u" free). Ptersons /_w;’vgg a hearing ct>r
s e speech disability with access to TTY, equipmen
To order these instructions and additional forms, go can call 304-579-4827 (not toll free).

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 withhold income tax or social
security and Medicare tax.

If you believe you are an employee and cannot get the payer to corract
this form, report this amount on the line for “Wages, salaries, tips, stc.” of
Form 1040, 1040-SR, or 1040-NR. You must also compiete Form 8219 and
attach it to your return. For more information, see Pub. 1779, Independent
Contractor or Employee.

If you are not an smployee but the amount in this box is not self-
employment (SE) income (for axample, it is income from a sporadic activity
or a hobby), report this amount on the "Other income” line (on Schedule 1
{Form 1040)).

Recipient's taxpayer identification number (TIN). For your protection. this
form may show only the last four digits of your TIN {social security number
{SSN), individual taxpayer identification number (ITIN), adoption taxpayer
identification number (ATIN), or employer identification number (EIN)).
However, the issuer has reported your complete TIN to the IRS.

Account number. May show an account or other unigue number the payer
assigned to distinguish your account.

Box 1. Shows nonemployee compensation. If the amount in this box is SE
income, report it on Schedule C or F (Form 1040) if a sole proprietar, or on
Form 1085 and Schedule K-1 (Form 1065) if a partnership, and the
recipient/partner completas Schedule SE (Form 1040).

Back view of 1099-NEC Copy C

Instructions for Payer

To complete Form 1099-MISC, use:

* The current General Instructions for Certain
Information Returmns, and

* The current Instructions for Forms 1098-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/EmployerfForms.

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.

Note: If you are receiving payments on which no income, social security,
and Medicare taxes are withheld, you should make estimated tax
payments. See Form 1040-ES (or Form 1040-ES {NR)). Individuals must
report these amounts as explained in these box 1 instructions.

ions, fiducianies, and partnerships must report these amounts on
the appropriate lina of their tax returns.
Box 2. 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 Schadule
C (Form 1040).
Box 3. Reserved for future use.
Box 4. Shows backup withholding: A payer must backup withhold on
certain payments if you did not give your TIN 1o the payer. See Form W-9,
Request for Taxpayer Identification Number and Certification, for
information on backup withholding. Include this amount on your income
tax return as tax withheld.
Boxes 5-7. State income tax withheld reporting boxes.
Future developments. For the latest information about developments
related to Form 1099-NEC and its instructions, such as legistation enacted
after they were published, go to www.irs.gov/Form 1099NEC.
Free File. Go to www.irs.gov/Freefile to see if you qualify for no-cost
online federal tax preparation, e-filing, and direct depasit or payment
options.

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

Need help? If you have questions about reporting on
Form 1099-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).

800-541-8999 2528 Independence Blvd
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14. Select Print Report.

Report File Name: Paper Report:

oo | cestereport | [1099-MsC Copy 8 (Fror) v | prnt Report |
Report Date: Dates and Periods

Reporting Manth:
Reporting Quarter: | Fourth Quarter v

< January 2024

(=

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:

N T
Report Date: Dates and Periods

Reporting Month:
Reporting Quarter: | Fourth Quarter v

January 2024

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.

800-541-8999 2528 Independence Blvd
L www.LINQ.com  Wilmington, NC 28412 Page 17 of 20



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.

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

1099 File

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

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

7. Enter the “Minimum Dollar Amt:”

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.

®

800-541-8999 2528 Independence Blvd
L www.LINQ.com  Wilmington, NC 28412 Page 18 of 20



Select Your State: Federal 1099 File A z

1099

Su Mo Tu We

O
Z 8 9 1
4 15 16 17
A 2 3 A
B 23 3w 3l

Report File Name:

Report Date: NI

< January 2024

Bie e - E

Rz v 3

REE e §

Iw

Paper Report:

Create Report 1099-MISC Copy B (Front) “ | Print Report

Dates and Periods

Reporting Quarter: Fourth Quarter

Reporting Month:

Quarter Ending Date:[ 12/31/2023

Report Calendar Year: 2023 v
Report Fiscal Year: 2022-2023 v

District Name: l Specialized Data Systems T(l

Address: | 200 E. Randolph St., Suite ¢
Address: l

City: l Chicago

State: [ Thingis #17 v
Zip Code: | 60601 ]

Employer Name:l Specialized Data Systems -

|
|
l

Email Address: l jlitz@ling.com

Contact Phone: I 800-323-1605

Contact Name: l Jennifer Litz

]
|
|
l

TCC #: 123456

FEIN Number: 84123455678

Minimum Dollar Amt:| 500

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

10. 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.

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

1.

12.

13.

14.

the file.

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.

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.

vl Federal 1099 File

' -Save Setup Show/Hide Historic Reports

C] Friday, November 17, 2023

10:06:38 Al

en Suggested Save As Name Created By ID#

099

BMH

E] Monday, February 13, 2023

2:13:18 PM

1099

1

C] Friday, November 4, 2022

1:55:06 PM

1099

800-541-8999

www.LINQ.com

2528 Independence Blvd
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15. 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.

16. 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.

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

Report File Name: Paper Report:

o0 | GeateRepot | | [ prnt Report

Report Date: Dates and Periods
January 2024 Reporting Month:

Reporting Quarter: | Fourth Quarter v

6

ndoseRepo_rt WMM Viewer Font Size: | Larce ¥ | Print Controli | POF v | Close Report [
o 2 T s | # | 100% v |
9.873.99

123 Legal Name of District - 100 Characters
123 SOUTH MAIN

Breckenridge, CO 80424
303-355-1234

8412345678 84-123456789

ABC 1099 Vendor Rental

123 New Street

Chicago, IL 60601

800-541-8999 2528 Independence Blvd
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