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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.linq.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.  

  
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.    

   
            

• 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).  
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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.  
c. Select a Table:  Select the Vendor table.  
d. Field to be coded:  Select 1099_Vendor_YN.  
e. Add Code in the “Code” field and add the “Description”.  

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

YN field.   
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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: 
A.  Administrative utilities 
B.  SDS Web Office Settings 
C.  Product Activation 
D.  Add code X9 
E.  Save changes 
F. Log out and back in to activate the new code that has been 

added. 

 
  

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.  
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11. Under the Question & Answer section:   

 
   

a. Place a check in “Auto Answer”.  
b. Select Calendar Year:  Enter 2023.  
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.   
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HOW TO EDIT A 1099 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 
section. 
2. To create a new view:   

a. Select Administrative Utilities.   
b. Select Data View Definitions.  
c. Change the bullet to Other Master & Code Entry Views.  
d. Default Views: Select Vendor (Basic Fields).  
e. After selecting this default view, the system changes the Data Area: 

to Vendor.  
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.    

   
 

3. Select Master File Vertical Data Entry and Changes.   
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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. 

   
   

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.   
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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.   

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.     
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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.  
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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”.   

   

   
   

PROCESSING THE 1099’S TO BE SENT TO THE VENDOR    

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

 

 

The next process creates the form to send to the vendor.    
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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.  
6. 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.  
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10.Select Create Report.  

 
 

 
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:       
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1099 NEC (Nonemployee Compensation) Vendor reported:   

   
13. To print the back page of any of the 1099 selection options “1099 Copy 

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

   
• Back view of 1099-MISC Copy B    
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• Back view of 1099-MISC Copy C  

 
  

• Back view of 1099-NEC Copy B   

 
• Back view of 1099-NEC Copy C   
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14. Select 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.   

   
  
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.   
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PROCESSING THE 1099 FILE FOR THE IRS    

  
1. Select Payroll Processing.  
2. Select State/Federal Reporting and 3rd Party Data Export.  
3. Select your State.  

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

   

    
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:”    
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.    
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      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.   

11. 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.   

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

13. 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.   

14. 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.   
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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.    

   

 
 

 


