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This document explains how to issue corrected 1099 forms after your have transmitted the electronic file 

to the IRS.   
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1. SUPPORTING DOCUMENTS 

For a complete explanation of how to generate, edit and transmit original 1099s, see the document AP-
710 1099 Processing in the Accounts Payable Help Reference Library.  During that process, you had the 

opportunity to make changes and corrections before sending the file.   

 

Sometimes situations arise that require corrections after the electronic 
filing with the IRShas been completed.  This document addresses that 
situation. 

 
IRS Publication 1220 https://www.irs.gov/pub/irs-pdf/p1220.pdf provides specifications for Electronic 

Filing of Forms 1099. The AUC process handles original submissions, dollar amount corrections to 

original forms and form corrections for vendors issued forms in error.
1
 

 

When making corrections, have a copy of the original 1099 to be corrected available for reference. 

 

                                                      

 

 
1
AUC does not handle “two record corrections” as is described in IRS Publication 1220 for: 

a.  Incorrect payee TIN  

b.  Incorrect payee name  

c.  Wrong type of return indicator  

https://www.irs.gov/pub/irs-pdf/p1220.pdf
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While these instructions use 1099 MISC for examples, the same applies for 1099 INT for interest payments 

and 1099 S for Real Estate Transactions. 

2. CREATE AN EMPTY WORK FILE  

The AUC system now provides for electronically creating corrected 1099 forms due to: 

 

 omitting a 1099 

 correcting a wrong amount on an issued 1099 

 cancelling a 1099 issued in error  

 

The same 1099 Menu is used for corrections as well as original submissions.  

 
If the last step on the 1099 menu is still in focus, indicating the 1099 
forms for the original submission have not yet been saved, click on  
[Save 1099 Forms as Vendor Attachments/Archive] before creating 
corrections. Saving the forms will reset the 1099 menu and allow 
corrections to be made. 
 

 

When creating corrected 1099s, the menu should look like the image below, with only the first three steps 

available.  To begin, click on the [Create 1099 Work File] button. 
 

 
 

 

 
 

Select the [Yes] radio button to Create an empty file for 1099 omitted / correction forms after filing? 
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2.1. Create 1099 Corrections  

On the 1099 Menu, click on the  

[Edit 1099 Work File] button. 

 

 

In the 1099 Work File Summary screen, click on the 

[Add Vendor Check] button. 

 

2.1.1. Cancelling a 1099  

To cancel a 1099 that should not have been issued, enter the same 1099 code as was on the original 1099.  

 

 
 

Leave the Check Amount blank for each Non-Cancelled form. 

 

 
 

 

2.1.2. Correcting the Amount on a 1099 

To correct an amount on an issued 1099, when prompted, enter the Vendor #, Entity Code, 1099 Code, 
Check Amount, Tax Year and the 1099 Type indicating that this is a Correction.  The entries should match 

The 1099 Work File Summary screen 

will show: 

1. Correction 

2. The total paid will be blank 

3. The Reportable amount will 

be blank 
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the original form with the exception of the amount, which should be entered as the correct amount. 

 

 
 

The 1099 Work File Summary screen is displayed with the data as entered: 

 

 

2.1.3. Adding an Omitted 1099 

Click on [Add Vendor Check] and enter the information for the omitted 1099. 

 

 
 

 

The 1099 Work File Summary screen 

will show: 

1. Correction 

2. The total paid will be $2000 

3. The Amount Reportable will 

be $2000 

 

The 1099 Work File Summary screen 

will show: 

1. Omitted 

2. Total Paid 

3. Reportable Amount 
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2.2. Edit List 

 

 
 

2.3. Run the Reports 

 

2.4. Print the Forms 

2.4.1. Cancelled 

 

The edit list will show all corrections 

and additions that have been made.   

 

1. The one omitted form will be 

shown as an “original” form.  

2. The two corrections will be 

identified as such. 

3. The cancelled 1099 for vendor 

#41 will show no dollars in the 

Amount Paid and 1099 Reportable 

columns. 

 

1. A form with a checkmark in the 

“CORRECTED (if checked)” box 

will be produced for any 1099s 

that are to be cancelled.  

2. The form will print with vendor 

information and zero dollars in 

box 7  

This corresponds to the form 

entered in step 2.1.1. 

 

ADMINS recommends that each of 

the reports in these three steps be run 

when creating corrections. 
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2.4.2. Corrected 

 
 

2.4.3. Omitted 

 
 

2.5. Create the Electronic File and Submit to the IRS 

 
 

 

 

 

Submit to the IRS FIRE system using the same credentials as for the original submission.  Once the file is 

submitted, it will appear in the list of uploaded files along with the original. 

 

2.6. Attach/Archive the Corrected Forms 

Click on the last step in the 1099 menu to [Save the 1099 Forms as Vendor Attachments/Archive]. The 

corrected 1099 forms are stored in the AUC system along with the original, and may be viewed, printed 

or emailed.  

Forms with corrected amounts and 

forms that were omitted in the original 

processing will also be produced.  

1. The form will be marked as 

CORRECTED  

2. The new dollar amount as entered 

in section 2.1.2 will be shown in 

box 7. 

1. Omitted forms that are printed 

after the first file was sent look 

like original forms and will show 

the amount as entered in step 

2.1.3.  

2. The 1099 form will NOT be 

marked as CORRECTED.   

When the electronic file is created, if 

there are a combination of omitted and 

corrected forms, two “A” sections will 

be included; the first will be for 

omitted forms and the second “A” 

section will be for corrected forms.  

The “B” records marked with a “G” 

after the tax year signify that the 

forms are corrections  


