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1. GETTING STARTED

Familiarize yourself with the IRS Publication 1220, Specification for Electronic Filing of Forms... before
issuing 1099s. This publication can be found on the IRS website at http://www.irs.gov/pub/irs-

pdf/p1220.pdf.

This document explains how to process 1099 tax reporting for the Calendar Year End. Each step can be
found on the ADMINS Unified Community for Windows Accounts Payable » 1099’s menu.

imccounts Payable  Fixed Sissets Hum
Erter Bits (Wamcherst >
1oles
Year-End Processing ¥
1089's ¥ 1099 tenu
todule baintenance ¥ 10899 Codes
Interfaces/Imports » Entity Table
Site specific ’ Quick 1099 Code Update on Wouchers

@ If you do not see this menu, contact your System Administrator or ADMINS Support to
update your User Profile.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 3 of 50
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2. PROCESS OVERVIEW

Table Setup Build 1099 Edit 1099

e Entity Work File Work File

e 1099 > from vendor > .
Codes history

Print Forms
and create
electronic file

AP-710

Archive forms
and create
attachments
to vendor file.

Figure 1 Process Overview

2.1. Summary Of Steps

The following chart outlines the steps you need to perform in order to issue 1099’s and create the data for

electronic filing with the IRS.

Step Description Location on Menu

1 Create/ Maintain 1099

Accounts Payable » 1099’s » 1099 Codes

Verification Report Report

Codes

2 Assign 1099 Codes to Accounts Payable » Vendors » Enter Vendors » Classifications Tab
Vendors

3 Maintain Tax Entity Accounts Payable » 1099’s » Entity Table
Code(s)

4 Analyze Payment Accounts Payable » 1099’s » 1099 Menu » 1099 Vendor Payment

5 Build 1099 Work File

Accounts Payable » 1099’s » 1099 Menu » Create 1099 Work File

6 Enter Adjustments to Accounts Payable » 1099’s » 1099 Menu » Edit 1099 Work File
work file
7 Reconcile adjusted 1099  Accounts Payable » 1099’s » 1099 Menu » 1099 Verification Report
work file
8 Print Forms Accounts Payable » 1099’s » 1099 Menu » Print 1099-MISC
Accounts Payable » 1099’s » 1099 Menu » Print 1099-INT
Accounts Payable » 1099’s » 1099 Menu » Print 1099-S
Accounts Payable » 1099’s » 1099 Menu » Print 1099-G
9 Create Electronic File Accounts Payable » 1099’s » 1099 Menu » Create 1099 Electronic
File
10 Attach to vendor file & Accounts Payable » 1099’s » 1099 Menu » Save 1099 Form as
Archive Vendor Attachments/Archive
2.2, Forms

ADMINS strongly recommends that you file electronically, not on paper, with the IRS. If you have not
done this before then be sure to read IRS Publication 1220 to familiarize yourself with the process. The
AUC application produces 1099 forms on blank (not pre-printed) stock. It is preferable to print the forms
using a printer that has duplex capability, so you can print both sides of the form

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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You will not need Form 1096 if you file electronically. It is only used if you file on paper with the IRS.
The IRS recommends electronic filing for all sites. The AUC system provides for electronic filing with
the IRS.

If you have not previously filed electronically with the IRS, you will need to complete and submit Form
4419. This form is available as a fillable PDF file from the IRS website at http://www.irs.gov/pub/irs-
pdf/f4419.pdf. A copy is attached as Appendix B.

Please contact ADMINS for specifications for the 1099 forms. Detailed specifications for
current forms will be sent to you each December so you can order the forms.
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3. CREATE /MAINTAIN 1099 CODES

Current IRS 1099 codes are installed with the system. The Reported Minimums may change each year,
so you should check the values in this field annually against the IRS regulations. To access this screen,
Click Accounts Payable » 1099’s » 1099 Codes.

Maintain 1099 Codes @
ADMINS does
Code Description Farm Box# Reported Minimum  Status not issue this table
each year. Manage
[} — Inactive these codes and
R~ RTTORNEY I5C [1a B00,00  Active thresholds because
F EOAT ISC |_5 Active many sites use
b~ [PIRECT SALES I5C 5 10,00 Active different codes
E [ExcEss I5C [13 Active ’
F~  FEDERAL TAx I5C [4 Active
FT F croF T5C [10 E00,00  Active
F [hterest [LHT I_l 10,00 Active
L Fent I5C [1 BO0,00  Active
F~  MEDICAC FAYMENTS ISC [T& E00.00  Active
™ NON-EMPLOVEE COMPENSATION [ [7 EO0,00  Active
THER 00, 00 Active
OYALTY 10, 00~ ive
OH-EMPLOYVEE COMPENSATION 600.00\\
Code: Form: Box #: Reported Minimum:
If the code you have Identifies the Identifies on Indicates the dollar threshold that is
been using is missing, 1099 form to which box of required to be reported; payments
click Actions » Add which this code the form the over this amount are considered
1099 Code to add a applies. payment will reportable.
new value. appear. This needs to be updated with the
IRS threshold prior to running any of
the 1099 steps for the calendar year.

| FORGOT TO UPDATE THE THRESHOLD ON JAN 1°". NOW WHAT DO | DO?

You do not need to change the reported minimums on January 1. They need only be updated before printing the
1099 Vendor Payment Report and building the 1099 work file for the calendar year. This means that you can
update the threshold at any time before you begin the 1099 process. If you update the threshold after you have
built the work file, you will need to build it again. Note that you will lose any changes you have made.

If you have recently converted to AUC, you may have been using a code that is not in the current table. In
this case, you have two choices:

» Add a code to the table to match the one you have used on your vendors in the past (preferred)

OR

» Change the code you have used on all vendors to match a code supplied in the table. This means
that you would need to go into every vendor and apply a new code in the Enter Vendors screen.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 6 of 50
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4. ASSIGN 1099 CODES TO VENDORS/VOUCHERS

There are four ways to ensure that payments to vendors are properly reported on a 1099:

» Code a vendor as reportable and code all payments (on the voucher screen) to that vendor as
reportable. (By default, if a vendor has a 1099 code, all vouchers will be created with that code.)
Code a vendor as reportable and only some of the payments to that vendor as reportable.

Code a vendor as non-reportable but code certain payments to that vendor as reportable.

Use the Quick 1099 Code Update to VVouchers steps menu outlined in section 4.5.

& VvvVy

1. Assign a Vendor as 1099 Reportable

Method 1: ASSIGN A VENDOR AS 1099 REPORTABLE

e Select Accounts Payable » Vendors » Enter Vendors » Classifications Tab
e Enter avalue in the 1099 CODE field to indicate that this vendor is 1099
reportable. You may use Lookup to locate a valid code.

All payments made to that vendor during the year will then be considered 1099 reportable
unless you:

¢ Remove the 1099 code from the payment at the time the voucher is entered, or
e You adjust the vendors 1099 reportable amounts at the time you issue 1099s.

Enter Vendors

| vendor e m oo &
Code Description Farm Box 1099 Amt. Status ID'J
A ATTORNEY 4 E00.00 B
1 Hame/address | 2 Addresses | 3 Classi| B BOAT MLSC 3 A
D DIRECT SALES MISC ] 10,00 A
E ExCESS MISC 13 A
F FEDERAL Tei MISC 4 a
Entity ¢ Town € School (% Both FI F CROP MISC 10 600,00 A
Fedaral ID# bd-2920572 iy Interest INT 1 10,00 A
— L REWT MISEC 1 600,00 A
| BankCode | = MEDICAL PAYMENTS MISC 6 600,00 A
ABA# D000—-0000-0 MON-EMPLOYEE COMPENSATION MISC 7 00,00 A
Bank Account Type [ | b oTHER MISC 3 500,00 A
Customert R ROVALTY MISC 2 10,00 A
HR ACH Tax Fayment Type € Federal “ MON-EMPLOYEE COMPENSATION MISC 7 £00,00 A
Terms| UR  Due Upo =

Class [ONCL Une.

1099 Code IY_ NOM-EMPLOYEE COMPEMNSATION

=Ty i - FaIn]

At the payment stage (voucher entry), you may optionally override the 1099 code to
designate a specific payment as non-reportable. See the description under Method 2.

@Leave the box empty if a vendor is exempt from 1099s.

Figure 2 Marking a Vendor with a 1099 Code

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 7 of 50
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4.2. Designate a Payment as 1099 Reportable

Method 2: DESIGNATE A PAYMENT AS 1099 REPORTABLE

You may control whether a payment is 1099 reportable or not in the voucher entry screen.

e Select Accounts Payable » Enter Bills » Entry

Batch # 168 Voucher Entry
Voucher® 827352
Vendor F500310 ﬁ Invoices 123456 = Print
ADRTEMME ROSZIH I Date 10-Dec—2010 Check D
A.C.E. CLEAMING Custamers Separaty
PO BOX 258 Dept. Code [DMCLASSIFIED Unclassified
FEPFPERELL MA 01463-0000 You Date 1-Dec—2010 Fy 2011 Type F
Due Date [10-Tiec-2010  Terms LR
_I 5 tems I 4eLn o Description Status Tof |
B BOAT A d
aty Uom Item Description [ DIRECT SALES A
[loooe [ Eleaning Services fEHCESS A
U By Acoount | F FEDERAL TAX A
F CROF A
I— I_ Certain Govt Ptz — Grants A
1.0000 [ Interest A

Figure 3 Flag a payment in the voucher entry screen

Here’s how it works:

If the Vendor was flagged as a 1099 vendor (in the vendor screen):

Then that flag is brought into the payment when the vendor# is entered. If this payment
should be 1099 reportable then you don’t need to do anything further. However, if the
vendor is a 1099 vendor but this individual payment should be non-reportable, then erase
the flag from the 1099 field by pressing <spacebar>+<enter>.

4.3. Code Payments as Reportable to a Non-Reportable Vendor

Method 3 | If the Vendor was not flagged as a 1099 vendor (in the vendor screen):

But you want this specific payment to be 1099 reportable then enter the appropriate 1099
code in this designated field. This will need to be done on each line of the payment that
you want to be reportable.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 8 of 50
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4.4. Maintaining Conversion Amounts

If you converted to the AUC system mid-year, it is possible that the 1099 amounts were not converted
from your old system (referred to here as the Legacy system). In that case, you can enter the proper
amounts in the vendor file.

In the Enter Vendors Screen, User Defined Tab, you can maintain the Legacy 1099 Amount and the
Legacy 1099 Entity.

| 8 tems || Mauserpemined | 0 Emails |
Enterthe 1099 reportableamountuptothe

date of live implementation ofthe AUC
Legacy 1099 Amount e system. The 1099 amounts will be captured
Legacy 1099 Entity [ by the AUC system from that point on, and

the Legacy amount will be added tothe
1099 reportable amount forthat 1099 code.

M Entity Table

Entity Description

1 Town of ADMINS. Inc. A
e ADMINS Retirees A

The vendor must have a 1099 code.

4.5. Quick 1099 Code Update On Posted Vouchers

GEceIGIE VPR Fixed Assets Hum As of September 2018 ADMINS provides a
&FE ¥ ' convenient steps menu to allow vouchers to be
marked retroactively as a 1099 voucher. To access
iy the menu, select Accounts Payable » 1099’s b
— Quick 10!_?9 Code Upda_te on Vouchers. This
1090 Codes feature will allow previously unmarked vouchers
Interfaces/Imports Entity Table to be coded for 1099 processing, and also allow
Site Specific Quick 1089 Code Update on Vouchers corrections to codes for vouchers that were marked
with the wrong 1099 code.

Year-End Processing
1099's

Maodule Maintenance

EEVEY Y

Quick 1099 Code Update on Vouchers

Description Date Start End Success
Restart Step Process
Select Vouchers for 1099 Code Undate

4.5.1. Restart Step Process

If this process is begun, and prior to posting all the changes made should be discarded, the quickest way
to discard the changes is to click on the [Restart Step Process] button. This prompt will be displayed:

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 9 of 50
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B " Task 2234: Restart Step Process
Restart Step Process

O Yes ® No

Restart Steps Process?

Cancel

Lookup

x| The default radio button is [No]. Be sure
to click on the [Yes] radio button to
discard changes and restart the process.

The process may be repeated if errors are

discovered or more changes are required
Clear All

4.5.2.

Select Vouchers for 1099 Code Update

This process will select posted vouchers (both open and closed) created between the selected voucher

dates.

B Task 2235: Select Vouchers for 1093 Code Update
Select Vouchers for 1099 Code Update

Required: Youchers Dated [mmddyyyy] From: ||

|Tu:|

Optional: Enter up to 9 Yendori's Edit 0 values:

Optional: Enter up to 9 Department Groups Edit 0 values:

Include Youchers

Run as @ preview O Print
If Printing use Duplex @) ves

O PDF
O Ne

O Excel

Lookup

® Both O with only 1099 Code set O With no 1099 Code not set

0K Cancel

(Bo equired)
Vouchers Dated
(mmddyyyy)

included.

Enter the date range for the vouchers. Entering a small range allows the selection
of a smaller number of vouchers to review. Doing a couple of months at a time
may make this process easier to manage if a lot of changes are needed.

The 1099 process uses the check date. If there are vouchers dated in December of the
prior year, the checks may have been issued in January, and those amounts will not be

Vouchers in “Entry Began” status will be excluded.

Vouchers in “Change Order” status will be excluded.

The process allows more than one user to operate on the same dataset
o —the most recent posting will supersede any prior postings.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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(Bold = Required)

Enterupto9
Vendor #s

W Task 2235 Select Vouchers for 1099 Code Update x

Select Youchers for 1099 Code Update

Required: Youchers Dated [mmddyyyyl  From: [01012017 [To: [12312017

Optional: Enter up to 9 Vendor#'s Edit g
Optional: Enter up to 9 Department Groups | Edit TGN ) 0 ptionsl Enter up to 8vendors %
@® Both O with only 1[4, ]

8 Yendors by Name X

Include Youchers

Run 2s @ Preview O Print O PDF
If Printing use Duplex @ ves () No

O Excel
Nans VYondor Status | Tof

15T LINE OF NAME

T
LI

15T LINE OF NAME 003529 A

Vendor numbers may 15T LINE OF NAME 003678 A
. 15T LINE OF NAME 004022 A

be entered directly or T LINE OF NAME 004054 A
0K 1T RESPONDER NEWSPARER 022333 A

selected from the 2157 CENTURY 003692 A
2157 CENTURY ELDOUENCE 012625 A

24-7 ENS 016513 A

Lookup

3 PHASE ELEVATOR CORP,

Search| | Cancel| | Help | [Eof

Enterupto9
Department
Groups

Select Youchers for 1099 Code Update

Required: Vouchers Dated [mmddyyyy]  From: [p1012017 Te: 12312017

Optional: Enter up to 9 Vendorl's Edit 1 values: 001833, ]

Optional: Enter up to 9 Depanment Gmnp* Edit values: ]

Include Vaschers ® Both O Code set O With no 1099 Code not set
Run 8% @ Preview O Print - OPDF O Excel -

1
1t Printing use Duplex @ ves O No [ J
2 o Department Group Listing X
Loakup oK Cancel € =
& Degartnent. Description Seatus Tof
] |= A5 RECREATICH TEFT T -
= TCHH ALFLNISTRRT O #
- O — TOHH AMIHTSTRRT O A
i EHLHAL SHINAL CONTROL 1
) I - &7 torct 8
: ERTS FRTS CONCIL 8
o I | -== == Py 8
FESESSORS FESESS0RS &
e FeLsER PesESSIRS A
FLPOLICE FUMILIRRT POLICE §
& FLIHHT TOH HALL HATHTENGHE 4
BUSER o1t §
PTIN CAPTTAL TWEST TRUST A
ENETERY CEMETERY #
: o :
SENIOR CENTER 1
oULECT CoLLECTOR @
CLLECTCR: TORN COLLECTCR #
o WORKER"S COHP AGENT ] v
Find  Search Cancel| | Help Eof

Include Vouchers

Three options are available:

The first is the default — “Both”, meaning that all vouchers that meet the required
date criteria and any optional criteria will be included.

The second radio button will include only vouchers with a 1099 code already set
(either by virtue of the vendor being coded as a 1099 vendor or if the voucher was
coded during voucher entry or change order entry).

The third radio button will restrict the dataset to only vouchers without a 1099
code set.

Include Vouchers

@® Both O with only 1099 Code set O With no 1099 Code not set
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Prompt Description

(Bold = Required)

Run As and The report may be produced in Preview/Print/PDF® or Excel® format. If printing,

Duplexing the selection may be made to either print on both sides of the page (if the printer is
Options capable) by selecting [Yes] or print only on one side by selecting [No]. The default

value may vary by site.

Run as @ preview O Print O PDF 0 Excel
If Printing use Duplex @ ves (O No

Edit List of Selected Vouchers
In this example, a single vendor was selected for a single month. The edit list will be produced; if the
results are not what is needed, restart the process as shown in section 4.5.1.

FAI™ B R R AP_10990uicklpd_Select_THERESA[S]xml - Microsoft Excel — [m]
Home Insert Page Layout Farmulas Data Rewiew  Wiew v @ oz
N3 - £
A B c D E F G H | J K L ]
1
z [ [ |- venad - \vouche - | [ [ [=] E
3 Youchers Dept Group Vendor Remit Vendor Name Extend Amt 7099  "1009 Item_Description Voucher Total Voucher Date Woucher Status
4 415700 HIGHSCHOOL Tozzre D2 JANICE COMMOR 1 208.820 PO#45707 MAIM OFFICE 20880 127212017 Cloged
6 (315701 HIGHSCHOOL Tozzre D2 JANICE CONNOR 1 71.40 PO#45707 MAIN OFFICE 7140 12722m7 Cloged
8 "15702 HIGHSCHOOL Tozz76 D2 JANICE CONMNOR 1 12044 PO#44364 CAROLINE DILLOM, ENGLISH DEP 120044 12202017 Closed
10 415703 MIDDLE 02276 D2 JANICE CONNOR 1 89.10 PO#45808 g0 12722017 Cloged
12 415704 MIDDLE 02276 D2 JANICE CONMNOR 1 85.10 FO#45388 8910 127212017 Closed
14 415705 MIDDLE fnzzre b2 JANICE CONMNOR 1 83.10 FO#45388 890 12722017 Closed
16 415706 MIDDLE Tozzze 02 JANICE COMMOR 1 6,626.00 FO#45208 6,626.00 127212017 Closed
18 415708 SCHOOL Tozz7e D2 JANICE COMMOR 1 -88.10 PO #a5e88 -BaA0 1 zZ2m7 Closed
20 415709 SCHOOL Tozzre 02 JANICE COMMOR 1 89.10 PO #5888 2910 12722m7 Cloged
22 115710 HIGHSCHOOL Tozzre D2 JANICE CONNOR 1 20.52 FPO346314 MAIN OFFICE 20052 12722M7 Cloged
24 415711 HIGHSCHOOL o227 D2 JANICE CONNOR 1 9.52 POF46514 MAIN OFFICE .52 12722017 Closed
26 415712 HIGHSCHOOL 02276 D2 JANICE CONNOR 1 118.66 POF46514 MAIN OFFICE 11966 127212017 Cloged
28 415713 HIGHSCHOOL 02276 D2 JANICE CONMNOR 1 13.68 FOF46514 MAIN OFFICE 1368 127212017 Closed
30 415963 FINANGE fnzzre b2 JANICE CONMNOR 1 226.88 A 22688 1262017 Closed
32 16133 HIGHSCHOOL Tozzze 02 JANICE COMMOR 1 3216 CDILLON 3216 121202017 Closed
34 416146 HIGHSCHOOL Tozz7e D2 JANICE COMMOR 1 1,664.91 FPO#45526 TOM MORTOMN 1,664.91 121202017 Closed
36 418147 HIGHSCHOOL Tozzre 02 JANICE COMMOR 1 21868 FPO#45527 TOM MORTOMN 22868 121202017 Cloged
38 118150 STALLBROOK Tozzre 02 JANICE CONNOR 1 28.75 FPO#45653 MARIA EYDEMBERG 2875 12022017 Cloged
40 416151 STALLBROOK o227 D2 JANICE CONNOR 1 37283 PC#45654 MARIA EYDENBERG a72.83 121292017 Closed
42 "ME156 SOUTH o227 D2 JANICE CONNOR 1 4,080.50 PO#45709 4,000.50 121202017 Cloged
43 Total_Vendor 002276-02 Janice Connor 14,092.03
a7

Figure 4 Quick 1099 Code Update on VVouchers Edit List
4.5.3. Edit Selected Vouchers

A screen capture is shown in Figure 5. If a voucher has multiple lines, each line will be listed and a
different valid 1099 code may be used on different lines of the same voucher.

== [AUC] 2237-Edit Selected Youchers [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budget Collections  Tax  Motor Bxcise  Misc Billing  Systern  Faworites  Help

B E&dE we s EH O @ FEL

Gato.

Aeitns [0 vouchi tine [ 1 Departmert | 2 vouDste | 3 Vendor# 4 Vendor Mame Ext Amaunt]1099 [1099
5 1 |HIGHSCHOOL [02-Dec—2017 [002276 02 | - 508,80
1 |HIGHSCHOOL [o2-Dec—2017 [002276 |02 71.40
1 |HIGHSCHOOL [o2-Dec-2017 [002276 |02 120.44
1 MIDDLE [02-Dec-2017 [02276 |02 89.10
) 1 MIDOLE [05-Tec-2017 [002276 |02 55,10
1 MIooE [05-Tec—2017 [002er6 |02 83,10
1 Moo |0Z-Tec—2017 Jo0eere |02 =
L ScH TnzzE o2 /\v/ \:

12-Dec—20L, 4090 ,50
| I

ur

Ready

Figure 5 Edit Selected Vouchers screen — the columns are described in the following table
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Column Header Description

Voucher# e Click on the column header button to sort by voucher #
e Enter a voucher# to go to that voucher
Line Display field only —cannot enter into this field
Department e Click on the column header button to sort by department
e Enter a department group to see all vouchers by that group
Voucher date e Click on the column header button to sort by Voucher Date
e Enter a voucher date see all vouchers by that date
Vendor Name e Click on the column header button to sort by Vendor Name
e Enter a vendor name to see all vouchers by that vendor
Ext Amt e This is the line amount from the voucher
o Hover text will display the first line of description from the voucher
Old 1099 Display only — shows any 1099 Code currently on the voucher — hover text shows
the description of the code
New 1099 {Enter} the new code for this voucher. The system will verify that it is a valid code
from the 1099 table. To remove the 1099 code press {space bar} + {enter}
The only field that the user may change is the New 1099 code
4.5.4. Edit List of Changes

Once the edits are made, the next step is to run an Edit List of Changes.

B Task 2238: Edit List of Changes hud

Edit List of Changes

Include @) A O Where 1099 has changed O No Change to 1099 Code

Run as @ preview O Print O PDF ) Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

Prompt .

D
(Bold = Required) escription
The edit list may report all of the vouchers, only the vouchers where the 1099 has

includ changed, or only the vouchers where no change was made to the 1099 code.
nclude

Include @) 4l O Where 1099 has changed O No Change to 1099 Code
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Prompt .
(Boldz Required) Description
The report may be produced in Preview/Print/PDF® or Excel® format. If printing, the
selection may be made to either print on both sides of the page (if the printer is capable)
by selecting [Yes] or print only on one side by selecting [No]. The default value may vary

by site.

Run As and
Duplexing
Options

Run as @ preview O Print O PDF 0 Excel
If Printing use Duplex @ ves (O No

i TedRE - AR_10990uickipd Et THERESAL s
Fle Ede Fome Option:

(o] =] Bl|ufes] =) el ¥ =[] &)

230U R APLOSSOELT. BEP Prined 19-Aug-2018 st 14318153 by TEESK Page L

2017 to J1-Tes-2017

ten Descriprion Soucher Total Vourher Date Voucher Status

1099 Code has been Charsged

ALSI00 HIGHECHDAL 002276-02 1 20880 T FORASI0T WATH OFFICE 308,80 02-Dec-2017 Clused

AIS150  STALLEMDOK 002276-02

PORASEST RARTA EVDENBERG

assey e onzze-nz 1 226,88 ki Wik 226,88 05-ec-2007 Closed
815 HIGHSCHDL 002276-02 1 518 i ¢ vriom 32,16 12-Dee-2017 Closed
ais1es  mEsaDaL o0z2T6-02 i E sopssses 7o uETon

Al aemsCDoL 002276-02 B 1 1043527 TOK WOETON 220,60 12-Dec-2017 Closd

26.75 12-Dec-2007 Clased

Toral wensse 002276-02

Total whouchers 15

1085 Cods has not been changed

ALST01 EIGRSTBODL 102275-02 L a0 POPASTOY MAIN OFFICE T4 02-Dec-20LT Closed

asms sopan emTs-a: 1 -83.10 70 passs -85.10 03-Dec-201T Closed

s soHbL

ALLBROTE. 102276-02 L 92,89 POFASESE MARTA EYDENEZRG 32.83 12-D4e-2017 Cloaes

2238 PSR APL0SS0ET.FEE

Printed 17-Aug-2018 at 14:18:53 by THERESA Page 2

- Verda Voucher Entexes
Line  Extend Aat 1098 loas

Item Pescription Voucker Total Veucher Date Youcher Status

ALGLSS  IOUTH  002276-02 OB, NASUN CO. INC. L 4,090.50 FOpasTIs 4,09.50 12-Dec-2017 Closed

Tutal Vendor 063376-02 B.B. WASOR CO. THC. 4,534.713

Total ffuuchera §

by or Haae
use: ALL Veurhers

Figure 6 Edit List of 1099 Code Changes

Review the changes; if required, return to the Edit Selected VVouchers screen to make additional changes.
4.5.5. Post 1099 Code Changes to Vouchers

The final step in the process is to post the changes to the vouchers.

B Task 2239 Post 1099 Code changes to Wouchers x

Post 1099 Code changes to Youchers

Run as ) preview O Print O PDF ® Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

A posting report will be produced. If there are any errors, the process may be run again, as many times as
needed, until all the data is correct.
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5. MAINTAIN ENTITY CODES

5.1. About Entities

In the AUC system, an Entity is a tax reporting division of your site. You can have as many entities as
you want or need. Each entity has its own tax identification for federal and state purposes. For example,
the Town and the School may be separate tax reporting entities. Entities can have the same federal or
state tax identification numbers, and still be reported separately.

Each General Ledger account number is assigned to an entity, and that is what the system uses to
distinguish them in 1099 processing.

@ Vendors can be classified as belonging to Town, School, or Both, but these classifications are not related to
entities and vendors are not assigned to an entity.

In the 1099 process, all entities are processed at the same time. All reports are sorted and subtotaled by
entity. A separate file is created for each entity in the Create Electronic File process.

5.2. Maintain Entities

The Maintain Entity Screen is used to enter all pertinent tax information about your site. This
information must be set up prior to printing your 1099 forms and creating the electronic file. The printed
forms must match the 1096 that is sent to the IRS as an electronic file.

To access this screen, go to Accounts Payable » 1099’s » Entity Table.

Maintain Entity Codes

I Entity Description  nified Community

Hame lnified Community

Address 1 J100 MAIN STREET

Address 2

Address 3

City  RCCORD
State A

Zip Code [2015-0000

Phone |(555 ¥ 5555555

Fed Tax ID 12345673301

Countty  DNITED STATES

1 AP 1099 I

State Tax ID

2 Payroll 10932 | 3 Payroll Bonds._ |

The top portion of this screen
contains general information about
your site and is used for more than
just 1099s

Transmiter Control Code
Caombined Filing State Mumber
Payer Control Name

Contact Employee Name
Contact Phone Number
Contact E-mail

Export Directory for IRS file

FECDE

=

DNIF

Hane Dos

(5557 555-5555
lianedoeladnins , con

Fields in bold must be
completed prior to printing
and filing your 1099’s.

The Combined Filing State

=+ hadnhome L uann®

Number and Contact Email
are the only optional fields.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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5.3. General Information Regarding Your Site
Field Description ‘
Name The full name of your site
Address 1-3 The full mailing address of your site. (Line one is required; lines two and three are optional)
City, State, & The mailing address city, state and zip code information
Zip Code
Country The country of your site
Phone The primary phone number of your site
Fed Tax ID The Federal Tax Identification number assigned to your site by the IR.
State Tax ID The State Tax Identification number assigned by the state in which your site resides

5.4. 1099 Specific Information Regarding Your Site

On the AP-1099 Tab on the Maintain Entity Codes screen, enter all the information relating to 1099s.
This information will be used on the 1099 forms and electronic file.

Field
Transmitter
Control Code:
Required

Description
Filers must obtain a Transmitter Control Code (TCC) from the IRS prior to

submitting files electronically. Filers who currently have a TCC for magnetic media
filing may use their assigned TCC for electronic filing.

Combined Filing
State Number:
Optional

Optional. The Combined Federal/State Filing (CF/SF) Program was established to
simplify filing for the taxpayer. The IRS will forward this information to
participating states free of charge for approved filers. Separate reporting to those
states is not required. Participating states include:

Table 1: Participating States and Codes*
State Code State Code
Alabama 0o Kansas 20 Nebraska 3
Arizona 04 Louisiana 22 New Jersey 34
Arkansas 05 Maine 23 New Mexico 35
California 06 Maryland 24 North Carolina a7
Colorado o7 Massachusetls 25 North Dakota 38
Connecticut 08 Michigan 26 Ohio 39
Delaware 10 Minnesota 27 Oklahoma 40
Georgia 13 Mississippi 28 South Carolina 45
Hawaii 15 Missouri 29 Vermont 50
Idaho 16 Maontana 30 Wisconsin 55
Indiana 18
*The codes listed apply to the CF/SF Program and may not correspond to state codes of agencies or programs outside of the IRS

Payee Control

Enter the first four characters of the site name whose Tax Identification Number is
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Field Description ‘
Name used. In this example, UNIF was entered.

Required

Contact Enter the name of the employee who the IRS could contact if there were
Employee Name | questions or errors with the filing.

Required

Contact Phone Enter the phone number for the contact employee.

Number

Required

Contact Email Enter the email address for the contact employee.

Optional

Export Directory | Enter a valid path location where you will store the electronic file that you will
for IRS File transmit to the IRS. This is where you would go to locate the file to submit to the
Required IRS. You may save this file to:

e afolder on the AUC server such as C:\Shared_Folders\ or
e afolder on your local machine such as \\tsclient\c\temp\

Now that all of your codes are set, it’s time to build the Work file.
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6. CREATE AND ISSUE 1099 FORMS

The 1099 Processing Steps Menu guides you through the process of generating and creating your 1099s.
The steps become “in focus™ as they are available to be run. To access the 1099 Steps Menu,

e Click Accounts Payable » 1099’s » 1099 Menu

Restart 1099 Process
10583 Yendaor Proofing Report
Create 1093 Wwark File

Edit, Verify and Edlit 1093 Wviork File .

Print: These are Optional 1099 Error Checking - &1l Errars Archive ..amd save -as attachment:
available after 1039 Error Checking - Hard Errors on Forms to be Printed These will be available after you
you create the '< List of 1099 to ke Printed create the electronic file. This

should be done once the
electronic file has been accepted
by the IRS. Do the attachment
and archive step prior to creating

Create 1099 Electronic File any corrected forms.
Save 1098 Forms as Yendor Attachmentzfarchive

work file

Print 1099-MISC
Prirt 1033-IMT
Print 1099 - 5

When you begin, only the first three options are available; the remainder will be grayed out. The next
steps in the process will not be “in focus” until the List of 1099s to be Printed step has successfully
completed. You can re-run any of the steps until after you have run the last one.

6.1. Restart 1099 Process

The 1099 process creates temporary work files and does not update any live file until the final step is run.
Before running that final step, you can start the process all over again, regardless of what other steps you
have run. Re-starting the process will clear out all work files and allow you to start from the beginning.
You might want to do this if you have mistakenly selected the wrong year, have run the process simply as
a test run, or have discovered numerous errors in the vendor file.

6.2. 1099 Vendor proofing Report

The first step is to gather all of the data and analyze the results that the system has compiled for 1099
reporting. To do this,

e Click on the 1099 Vendor Proofing Report button

Be sure you have updated the reporting threshold on the Maintain 1099 Codes screen before running
this.
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You will be prompted as follows:

Ml Task 2204: 1099 ¥Yendor Proofing Report E

1099 ¥endor Proofing Report

Issue the 1099 Proofing report to analyzes 1099 reportable
payments made during the calendar year.

Report is sorted by Entity and then Yendor# or Name.

This is the calendar year being

Required: Enter rear |2|]1|]| reported.
Sort Order @ ¥Yendor# © Yendor Sort Name
Run as & Preview (" Print  PDF  Excel

If Printing use Duplex & Yes  No

Lookup | oK I Cancel Clear All

This report will include the following data from the vendor file and the vendor check history file:

> All vendors flagged with a 1099 Code who were paid an amount equal to or in excess of the
Reported Minimum (as shown in the Maintain 1099 Codes table),

AND

» Vendors to whom payments were flagged as 1099, which in total are equal to or exceed the
Reported Minimums (as shown in the Maintain 1099 Codes table).

There is a legend at the bottom of the report that references any errors by number and provides
information on corrective action.

Actions prefixed with “Warning” are informational and no action is required.
Actions that are prefixed with “Error:” require corrective action to the Code Table, the Vendor
File or the 1099 Payment File before the process may continue.

This process will first check the legacy amounts and codes you entered (see Paragraph 3.4 above) to
determine if there are any errors. Potential errors include:

2274 -AF1053FRY2 .REFP Printed 23-Febk-2011 at 11:59:51 by ROSCOE ° MISSIng Federal ID

Town of Admins
10898 Vendor Legacy Payment Error Report| o Missing 1099 code
e Invalid 1099 code

Legacy vendor Legacy
Entity vendor 1099 Code Mame Fadaral ID 10%% Amount

<MEcc-rds Sal@
s
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The caption No Records Selected indicates that there are no errors. If this report indicates that there are
errors, you should correct them in the Vendor File maintenance screen, User Defined tab.

Check amount and reportable amount can be different if items
on the voucher were coded as non-reportable.

1 op2s50 AMERICAN GARAGE DOCR & GLAEE 04-226533 525 WOBURN STREET

Check Chack

Vander Reamit Sort Name Thack Voucher
053780 01 AMERICAN GLASE 0Z814BE 927,422
DE3TA0 01 AMERICAN GLASE 02914BE 927,422

1

002350 01 AMERICAN GARAGE 0Z814BE 927,421
0E37a0 01 AMERICAN GLASES D2514BE 927,421
0E3TA0 Ol AMERICAN GLASS D2B14BE 327,421

Total for Iorm: INT 2

DD2E50 01 AMERICAN GARAGE DZB14BE 827 420

Total for form: S 1

I Total for Vendor: AMERICAN GARAGE DOOR & GLASS

then by vendor

For each vendor, the
report will total by form

The report will also show totals by Entity:

1093 Int Forms: 2
1093 Misc Forms: 1
1093 & Forms: 1

Entity Total 1 Town of ADMINS, Inc. 157,827.

The legend at the bottom of the report shows the error codes and the suggested corrective action. Please
refer to Appendix A for information on Troubleshooting Errors on the 1099 Vendor Proofing Report.

Errors: Action:
1 veucher 1099 sade different than Vendsr 1099 Code PTle when processing 109
2 woucher 1099 Code Inactive or Missing Info . U39 code information in the 1099
Accounts Payable = 1095 » 1009 (odes

3 Migzsing Federal ID for Reportable amownt Error:  Update Federal ID in Vendor File

MA Missing Vendor Street for Reportable Amount i Enter a value in one of the three screen

4T Missing Vendor Caty Info for Reportable Amount i pdate City 1n Vendor File

MS Missing Vendor State Info for Reportable Amouet ! in Wendor File

MZ Missing Vendor 2ip Code Info for Reportable Amoum : pdate Z1p LO3

6 Wendor 1099 Code Inactive or Missing Info Error: Update 1099 code information 1n

Accounts Payable = 10995 » 1099 Codes

Warning: you may
ignore or correct the
error.

Error: you must take
corrective action
before proceeding.

CAUTION

W ) Review this report carefully to determine if any changes need to be made to the vendor file BEFORE

will lose any changes that you have previously entered into the work file.

creating the 1099 work file. Once the work file has been created, you may create it again but you
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This procedure will collect all payments made to vendors during the calendar year and create a work file.
You will then be able to review and modify the work file as needed. To begin, click the Create 1099 Work
File button. You will be prompted to supply the calendar year.

B Task 2207 Create 1099%ork File
Create 1099 Work File

Required: Enter Year

Create empty file for omitted or corrected 1099 forms after filing?

Run as @ preview O Print O PDF

It Printing use Duplex @ vyes (O No
Lookup Cancel Clear All

O Yes ® No

Select the Calendar Year for which
you are running 1099s. In this
example, we are creating payments
subject to 1099 processing for the
Calendar Year 2018. For original
1099 processing, select [No] to the
Create empty file....? Only select
[Yes] if making corrections after the
file is sent to the IRS

This procedure will take several minutes to complete as it scans your entire vendor and payment

databases.

6.3.1. Re-Running the Process

You may need to re-run the process if:

» You entered the wrong calendar year,

» You made changes to the vendor file (hame, address, 1099 code) and want that information

included in the 1099 work file,

» You voided some checks and want those payments removed from the 1099 work file, or
» You need to pay an invoice dated in the calendar year being reported and need that payment

included in the work file.

To re-run the process, click the Create 1099 Work File button. You will be prompted as follows:

Create 1099 Work File

9, 1098 “Work File Mot Empty
- ] Running this will remove all previous data
' 0K ko conkinue?

Cancel |

6.4. Merging Vendors

Click [OK] if to delete the previously
created file and start over. Any changes
made will be lost.

Vendor 01  AMERICAN GARAGE DOOR & GLASS

Address F25 WOBLURM STREET

ERKSBURY ﬁﬂ 018760000
Phone# (978 458-3300

Merged record for vendors: 002550 053720

When the system creates the work file, it will
combine vendors that have the same Federal
ID#. This merging will occur only in the work
file and only for 1099 reporting purposes and
only for the year being processed. It will not
change the Vendor Master file. If you want to

merge vendors in the vendor file, you must flag

the vendor(s) for merging and run the merge process from the Purchasing menu.
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When you edit the work file (See Section 6.5 below), the screen will display a message telling you that
vendors have been merged for 1099 reporting. The message will also appear on subsequent reports. For
example, the verification report produced when you create the work file will list the vendors merged:

QOZEEQD  AMERICAN CGARACGE DOOR & GLAZE Vendor 1035 Form: CUSIP
EEZE WOBUERN STREET Box:
Code:
TEWESEURY ,MA 0127&-0000 Federal ID: 04-2Z£53290
(378 452-3500
Form Box 10%% Code Check Amt Paid 1035 Reportable §
I Merged record for wendors: O00EEEQ OE3TE0 I —————————————————————— 1
INT 11I QEZ2148¢ 40,001.7Z 40,001.72 ]
INT 11T 0Z21486 6,370 56 6,370.56 ]
INT 11T 0Z21486 5,675 42 5,675.42 ]
Total for Wendor Form: INT Ez,847.70 EZ,647.70

6.5. Edit 1099 Work File

By editing the work file, you can:

» Change the mailing address for a vendor for this 1099 only (does not change the vendor file).

» Add a vendor that was not included (must be a valid existing vendor).

» Remove a vendor from the 1099 process that should not be reported (does not remove the vendor
from the vendor file).

» Remove one or more payments made to a vendor that should not be reported.

» Change to reportable any payments to a vendor that were coded as non-reportable at the time the
disbursement was issued.

> Provide additional information that may be required for each form.

6.5.1. Change the Mailing Address for the 1099

The mailing address came in from the vendor file. The system attempted to locate a “1099 address” for
the vendor. If one was found, it was used. If one was not found, the system used the first available
address for the vendor.

1 Mameitddress | 2 Addresses | 3 Clazsification | 4 Attachments | g tems | g Lzer Dy
Remit Hame on this Remit Address Adr Type
51 JOHH DOE 524 NORTHFIELD ROAD LUMEMBURG. MA 01462-0000 AP

52 JOHH DOE 102 MAIM ST CAMBRIDGE. MA 0Z2141-0000 10

If you want to change the address to have the 1099 mailed somewhere else, you can type in the new
address here.

Vendor 01 PATSY BRIGHTMAM
Address 524 MORTHFIELD ROAD

UMEMBURG ﬁﬂ 1462-0000
Phone# (0003 000-0000

This new address is in the work file only, and will not be a permanent change to the vendor file. If you
want the change to be permanent then you should make the change in the VVendor file and then click the

button Get Name/Addr from Vendor File af jhahatiem.afthe screen.

1 Add Yendor/Check | 2 Delete endar < 3 Get Mame/&ddr from Yendor Filg 4 “erification Report | £ Exit to Menu |
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6.5.2.

AP-710

Change the Federal ID# for a Vendor

The Federal ID# came in from the vendor file. If it is missing or incorrect then you should go to the

vendor file, add it there and then re-cr

eate the 1099 work file to bring in the new value.

@ You cannot change the Federal ID# in the work file.

6.5.3.

Add a Vendor That Was Missed

If you built the work file and noticed that a vendor was missed, you may:

e Click Actions

e Click Add Vendor/Check
o Complete the parameters
e Click OK

@

6.5.4.

[ ]

e Click Actions

e Click Delete Vendor

B [AUC] 2202-1099 Work File Summary [theresa]

Add VendorfCheck

Required: Enter Vendor# 011234 | [A+SERVICES, INC.

'I N OF ADMINS

Required: Entity Code
Required: 1099 Code

Required: Check Amount for Non-Cancelled Form

Required: Enter Tax Year

I

Required: 1099 Type (® NewfOmitted O Correction

0K Cancel Clear All

This does not add a new vendor to the Vendor File. This process only adds an existing vendor to the work
file, so you must select a valid vendor in the Vendor File.

Remove a Vendor That Should Not Be Reported

Enter the Vendor # so that you are viewing the vendor record to be removed

IMPORTANT: THE VENDOR WILL BE INCLUDED AGAIN
The vendor is removed from the 1099 work file only. It is not removed from the Vendor
File. If the work file is rebuilt, the vendor will come back into the work file. To prevent

this, remove the 1099 Code from the Vendor File.

6.5.5.

Change Payment from Reportable to Non-Reportable

You may have vendors receiving payments processed as reportable but they should have been coded as
non-reportable during the year. You may reclassify these payments in the 1099 work file.

d the applicable payment

e Locate the desired Vendor an

e Click the DETAIL button

e Change the REPORT AMT to $0
e Click the RETURN TO 1099 S

UMMARY button

1099 Work File Summary

Vendor meEbkiEl 01 ELAINE CORSETTI

Address [123 MAIN ST

Entity |1 Town of ADMIMS. Inc
Federal ID# I123 45 5789
1089 Flag A MNON-EMPLOYEE COMPEMSATION

Address Type AP Accounts Paysble

AN TOWH

fA— p2141-0000

Phone# (0003 000-0000 Total Paid 845,00 Reportable 845,00

Amounts Reportable

Box Code Description Form Check Amount Amount Reportable Click Buttan to Edit
g

7 ¥ NOM-EMPLOYEE COMPEMSATION MTSC 845,00 845, 00 LDeta\I Q
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Edit 1099 Work Detail

Vendor {8 ELAINE CORSETTI Entity 1 Town of ADMINS. Inc
To change this to be non-reportable, set the IDgg Code  RepottAmt  Mew Code
wen sl REPORT AMT field to be $0 by using
MELN S {spacebar}|{enter}.
MELM 81
MELM 81

Bank Ref#  Line# Remit Batch Check#  CheckDate CheckAmt 1099 Code  Repo

mt MNewy Code

HELM 812915 1 01 P29B05 0284610 22-Jan-2009 70,00 i

l_

When done, click the RETURN TO 1099 SUMMARY button located at the bottom of the screen.

6.5.6. Change Payment from Non-Reportable to Reportable

You may have vendors who have payments processed as non-reportable during the year but they should
have been coded as reportable. You may reclassify these payments in the 1099 work file. After locating
the desired vendor, click Actions » Add Vendor/Check or click the button at the bottom of the screen.

g 1 Add WYendoriCheck > 2 Delete “Yendor | 3 Get Mames&ddr from Yendor File | 4 “erification Report |

4 Exit to Menu |

1099 Work File Summary

Geto,

vendor [BEEEE 00 JOHN DOE Entity L Toun of ADMIM
Actions
Address [102 MAIN 5T Federal ID# 1B9-36-0833
[

1099 Flay ¥ MOM-EMPLOYEE COF

Address Type 10 1099 Address
M [AUC] 2202-1099 Work File Summary [Mary] H

Add Vendor{Check

Fhones

Lookup | 0K I Cancel | Clear All

e Click oK /

o Click the DETAIL button on the Work File Summary screen.

Amoul Required: Enter Vendord |1 0857 IJOHN DOE
2ox o1 Required: Entity Code O f Once you have located the amount of
y Ptk 1050 il % I payments that are missing from the
Required: Enter Check Amount |25.]|— .
» vendor, enter that amount in the check

amount field. This is a required field.

1099 Work File Summary

Vendor [EDEEH 00 JOHN DOE Entity I Town of ADMINS, Inc
Address [102 MAIN ST Federal D#  [189-26-0833
1099 Flag ¥ NON-EMPLOYEE COMPEMSATION
Address Type 10 1099 Address
CAMERITIGE b p2idi-oooo
Phone# (000} 000-0000 Total Paid 932,00 Reporiable 933,00

Amounts Reportable

Box Code Description Farm Check Amount Amoaount Reportahle Click Button to Edit

7 X MON-EMPLOYEE COMPENSATION MISC 933,00 933,00 ‘ Dl I >
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The payment displays now as reportable. If you want to adjust the amount or change the 1099 code then
you may type it in here. Otherwise, you may leave this as is and this new amount will be included in the
reportable total for the vendor.

Edit 1099 Work Detail

i JOHH DOE Entity 1 Town of ADMINS, Inc
Bank Ref# Line# Remit Batch Checl#  CheckDate Check Amt 10949 Code Repart Amt Mew Code
——
00 Q000000 < 250,00 % 250,00 | >
MELM 812914 1 02 P2OBOS 0284600  22-Jan-2009 H R ——
MELM E15651 1 02 POSOB4SBOT 0285823  1d-May-2009 214,00 .|
MELN 817273 1 02 POB30S4BOT 0286602 13-Jul-2009 184,00 i |00 |

You cannot add a check for a vendor that has been merged into another vendor.
You can only add a check for the primary vendor into which other vendors have
been merged. If you attempt to enter a check for a vendor that has been merged,
the system will display an error message telling you to use the primary vendor.

In the example below, Vendor 53780 was merged into Vendor 2550. We attempted to enter a new check
for Vendor 53780. The error message told us to add the check to Vendor 2550.

Vendor [iy ¥ 01 AMERICAM GARAGE DOOR & GLASS
Address B25 WOBURM STREET

[AUC] 2202-1099 Work File Summary

EWKSEURY HA 018760000 -
Fhone# {9731 453-3900 @ IUse: primary vendor 002550 For Federal ID 042265390

Merged record for vendors: QOZESCEOSE7E0
[AUC] 2202-1099 Work File Summary [Re .coe]
Add Yendor/Check

Required: Enter Yendor# |AMER|CAN GLASS

[Town of ADMINS, Inc.

Required: Entity Code
Required: 1099 Code ||
Required: Enter Check Amount |1 00.00|

6.5.7. Specific Information for Forms

Forms S require specific information that was not previously captured in the Accounts Payable process.
On the summary screen you can highlight the code, and the bottom of the screen will change to give you
the opportunity to enter the data.

step 1099 Error Checking — Hard Errors on Forms to be Printed), and you will not be able to print any

@ The supplemental fields are required. The system will check to see if the data has been provided (see the
forms until the information is supplied.
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Amounts Reportable

Click Button to

Eox [Code |Description Form Check Amount Amount Reportable|Edit
1 I Interest INT 75,00 75,00 Detail
2 |5 ROCEEDS FROM REAL ESTATE TREAN S 15000 ,00 15000, 00 Dretail
Additional Information for Form: S
Box 1: Date of Closing Box A: Transferar is a Foreign Person ) Yes (@ No
Box 3: Address or Legal Description of Property {incl city, state and ZIP code)
I
Box 4: Property or Services Received? Oives @ Mo
Box 6: Buyers Part of Real Estate Tax 1

Figure 7 Supplemental Information for Form S (Real Estate Transaction Proceeds)

6.5.8. 1099 Work File Edit List

4 Ecit List
To get an edit list of all Vendors and their reportable amounts click the 4| button on the

Summary screen.

M Task 2206: 1099 Edit List [x]

1099 Edit List

Run as

 Print  PDF  Excel
If Printing use Duplex & Yes ( No

Lookup | 0K I Cancel Clear all

2206-AP1099WREEDT.REP Printed 28-Dec-2015 at 15:11:08 by ANTHEA Page 1

Town of ADMING

1092 Edit List

Vendor Payment
Tendor$ Name 10599 Code Form 1099 Code Amount Paid 1099 Reportable
Entity: 1 TOWH OF ANYWHERE
010556 A PRO ROOTER.COM, INC HIsC T 1,z50.00 1,250.00
011995 ADVANTAGE FITNEZS SERVICE T nIsC T 3,346.86 3,346.86
013727 ERIDGES CONTRACTING T HIsC T 1,355.55 1,355.55
013755 BRIDGES CONTRACTING T HIsC T 945,69 945,89
o0o04l  CUMMINGS CONSTRUCTION T MIsC T &,209.90 G§,209.50
oQon4l  CUMMINGS CONSTRUCTION T K K 25,000.00 z5,000.00
Total for Vendor: 000041 33,209.390 33,209.80
Entity 1 TOWH OF ANYWHERE 40,108.00 40,108.00
1093 INT Forms:
1099 MISC Forms: 5
1099 3 Forma: L

6.6. Optional 1099 Error Checking — All Errors

Ml Task 2869; Optional 1099 Error Checking - AllErrors |
Optional 1099 Error Checking - All Errors

Run as

" Print " PDF = Excel
If Printing use Duplex & ves  No

This verification report will verify all payments and
adjustments in the Work File and display all errors, if
any, including both “hard” errors and “soft” (warning)
errors. You can run this report as many times as needed

until it is “error free”. This report is recommended, but
Lookup | 0K I Cancel Clear All | p ’

not required.
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The process produces two reports:

e A summary showing the number and TOWN OI ACMWIIS
1099 Ssummary Report
amounts for each 1099 code for each .
- Entity: 1 Town of ADMINS, Inc.
entity. Form Summary Report
e A detailed list of records with errors Form Count  Amount Reported
T mwr T 1,000.00
At this point the system checks for MISC 16 61,051.72
information that should have been |  ______________ S o 1,000.00
entered in the work file for those codes Entity Total: 18 63,051.72
that require additional data, suchas1099 s, — @ @@

In the example below, the vendor is missing information required on a 1099S.

Vendor§ Name and Address

O0OZEED  AMERICAN GARAGE DOOR & GLASE Vendor 1093 Form: Address
EZE WOBURN STREET Box:
Code:
TEWESEURY MA 01876-0000 Federal ID: 04-Z2Z653%0 Date of Closing
(978) 458-3300 Property or Services Received No

Buyers part Real Estate Tax

Form Box 1093 Code Check Amt Paid 1093 Reportable
Merged record for wendors: 00Z550 0537s0 o m=== ===
= 8 0z31485 E0,000.00
E0,000.00
= T

3 Missing Faderal ID for Eeportabls Amcunt Error: Tpdats Faderal ID in Venodor Fila
4 Misszing Vendor Strast for Reportable Amount ETror: Enter a valus in ona of tha scraan fialds in Vendor Fils
4C Missing Vaodor CTity Info for Reportable Amount Error: Tpdats City in Vandor
4E Missing Vandor Stats Info for Eeportabls Amount Error: Tpdats
4Z Missing Vandor Zip Coda Info for Eeportablae Amount Error: Tpdats Zip o Vendor Filae
S Amcunt to Esport mors than 103% Vouchars Warning: Verlify tha reportabls amcunt should ke mors than tha

tor Bsportabls Amount r amount thaen correckt the reportabls amount io Eha

03% Work Filla 15 Dac&Ssary.

& Entity is Inmactive or Missing Tpdats tha Entity Tabla

TA Lagal Descripticn for Froparty not supplisd Tpdats Lagal Description om 1055 datall sdit sorsan

7C Closing DCake of Propsrty mot supplied Errcr:  Updats Closing Deks on 1055 detall adit soraen

7T Buyaers Part of Feal Estats Tax not supplisd Warning: Updats Buyers Fart of Raal Estats Tax on 1033 datail &dit scoreen

The legend at the bottom of the report explains what each error code means and how to resolve the issue.

6.7. 1099 Error Checking - Hard Errors on Forms to Be Printed
This required report lists only the “hard”

1099 Error Checking - Hard Errors on Forms to be Printed errors that will prevent you from printing the
_J 1099 forms. You should run this report as
Runas ¢ Preview « print PDF " Excel often as necessary until it displays no errors.
If Printing use Duplex & ves ¢ No At that point, the subsequent steps on the
Lookup | OK I Cancel Clear All | menu will be available to you.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 27 of 50



ADMINS Unified Community Financial Management
1099 PROCESSING AP-710

1083 Varification Report - Datail

Entity: 1 Town of ADMINS, Inc.
Form: =
Sslection: Hard Errors on Forms to ba Drinted

002550 AMERICAN GARAGE LCOR & GLASE Vandor 1085 Form: Addrass
E2E WOEURM STREET Bai:
Coda:
TEWKSEURY ,MA  D1B7£-0000 Fadaral ID: 04-2265330 Dats of Clasing
(878) 4ER-3300 Iroparty or Sarvices Recsivad Mo

Euysrs part REeal Estabts Tax

Form Box 1053 CTods Thack Amt Paild 1035 Reportablae Errcrs
Marged record for vendors: O02ES0 OE3TEQ 0 mmmm mee mmmeemme eemmmn e emeemememes e mmmememeeeeee-
= z s 0Z3l4BE o Q0C.0Q 1,7A,7C, 7T

Total for Vendor Form: =

. Wark File has Errors
.\_1. Carrect Reporked Ertors then re-run

In this example, required data related to
i 7 Vendars in 1099 Wark File X vendors with form 1099S is missing.
Vendar MName Enti St 1099 Form |Tof You must supply the_ information

AMEL AMELER, PL. AT 1A MISC ~ before the system will allow you to
000773 BLACKSTONE GAS COMPANY 1 A INT iy i ;
CO1Ees AL HUEELER 1A InT proceed. T_o easily find and retrieve the
O0LBZZ AOMING INHC 1 A IM vendors using a form 1099S, the lookup
004283 BUREAL OF EDUCATION & RESEARCH 1 A INT . .
005503 CDM GOVERMMENT INC 1 @ IN includes a column that shows which
008360 AGEREGATE INDUSTRIES 1 A IN
010029 DEUTSCH WILLIAMS BRODKS 1 A MISC vendors use the 1099S form.
010549 ALBERT R, MASON 1 A MISC
014174 AMY MCMAHON 1 A MISC . . . .
015931 PIHIE REALTY TRUST 1 A 5 Once the required fields are filled in
016544 WATERTOWN ENGIMEERIMG CORP. 1 A S
017347 BLATMAN. BOBROWSKT & MEAD. LLC 1 A MIGC and any errors have been corrected, the
018455 ROBERT GIMGRAS &  JEANME 1 A S report will show “No Records
020723 ADVANCE AUTO PARTS 1 A MISC s
021877 JESSICA CURRAN 1 @& s Selected”; proceed to the next steps.
024085 SELECT DOOR EOSTOM 1 A MIEC
024696 ELEMENTS MANAGEMENT 1 A IN
024635 SOUTHEAST RATLING COMPAMY 1 A MIEC v
Find | Search |Cancel | Help Eof

1099 Verification Report - Detail

Entity: Town of ADMINS, Inc.
Form:

Vendor# Name and Address

No Records Selected
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List of 1099s to be Printed
This step generates a report of the 1099s to be printed. The report is sorted by form, by vendor, and by

AP-710

entity. It will print the amounts for each form for each vendor, with the count of the number of forms that
you will be printing for each entity. This will not print the actual forms yet.

Ml Task 2858: List of 10995 to be Printed

Entity

1033 INT
1033 MIEC
1035 =2

1033 INT
1033 MIEC
1035 =2

Towmn of Admins
List of 10%%9s to be Printed

Vendor
Vendorf MName 1099 Code
Entity 1 TOWH OF ADMINS
0Zee6s  AMBELANG, JESSICA M MD
000779  BLACKESTOMNE GAS COMPANT
008802 CDW GOVERNMENT IMC
0Z4085 SELECT DOOR BOSTON
016544 WATERTOWN ENGINEERING CORP.
Total for form: INT #§ 5
014174 AMY MCMAHON
0Z664Z BALLARD SPAHR ANDREWS
000779  BLACKESTOMNE GAS COMPANT
004783 BUREAT OF EDUCATION & RESEARCH
0Z469¢ ELEMENTE MANAGEMENT
0Z667% SHARP, J DANIEL EEQ
Total for form: MISC g &
016544 WATERTOWN ENGINEERING CORP.
Total for form: & # 1

1 TOWN OF ADMINE

Forms: &
Forms: &
Forms: 1

Correction Forms:
Correction Forms:
Correction Forms:

INT
INT
INT
INT
INT

MI:ZC
MI:ZC
MI:ZC
MI:ZC
MI:ZC
MI:ZC

Payment.
Form 1032 Code

HHHHH

FEAMNE S

List of 10995 to be Printed
Run as regmw‘ " Print ¢ PDF " Excel
It Printing use Duplex & Yes  No
Lookup | 0K I Cancel Clear All
ZBEE-AP1099EDTSUM4 . REP Printed 17-Aug-2018 at 17:14:10 by THERESA Page 1

Amount Paid 1093 Beportable

90.75 90.75
70.00 70.00
100.00 100.00
&20_00 &20_00
75.00 75.00
1,015.75 1,015.75
4,410.00 4,410.00
20,475.00 20,475.00
1,800.00 1,800.00
10,260.00 10,260.00
930_00 930_00
98500 98500
2%,990.00 2%,990.00
15,000.00 15,000.00
15,000.00 15,000.00
55,005.75 55,005.75
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7. PRINT 1099 FORMS

You are now ready to print the forms. ADMINS will send detailed specifications for current forms to

you each December so you can order the forms.

Prirt 1099-MISC

Print 1099-INT
Print 1099 - S

Creste 1099 Electronic File
Save 1099 Forms as Yendor Atachments/&rchive

=[x

You will see the AdmCrv (“Curve”) logo and progress bar.

Enter Parameter Yalues

You will be printing

Enter Print Settings:

FROMT - Prink anly the Front of the Forms j

|DUPLE: - Print front and back on a duplexing prirter
[FRONT - Print only the Fronk of the Forms
BACK - Print only the back of the forms

will need to run the

form stock. If you have a duplex printer, select
Duplex and both sides of the form will be printed
in one run. If you do not have a duplex printer, you

both sides of the 1099 on blank

forms through twice, first for

AP-710

1099 Menu
e {ooa oo e 1w Load the paper stock into your laser printer and click the Print
1093 Vendor Proofing Renort 16-Aug-2018 button for the form you want to prmt_
Create 1093 Wiork File 16-Aug-2018
Exciit 1093 Wwork File 17-Aug-2018
— e e If you do not have one of the forms to print, the menu item
List of 10995 to be Printed 17-Aug-2018 will be ”grey" and not available.

the front and then for the back.

You will then see the

following screen (this example shows 1099-Misc, but it is the same for all forms):

BJd:\auc_development',admhome'.auc'FORMSYREPORTS', 1099MISC.RPT

@ 5[5 | 0 T N Y =
Preview |
-000310
~ 000495
~010857
ot O CORRECTED
s e T e T e W o PVPRT PP
. O N OF ADMINS, INC 000 .
..E;;:E 5 CAMBRIDGE STREET 2 Aogalles 2009 Miscellaneous
-025285 CATQEID #E. MA0Z141-0000 0.0 form 1093-MIS C Income
027558
oo + oneriemn pr———— | GCopy B
- 036830 Anthes Dimand ) L L i
~ 052880 PFAYERS ®deml ldenilicalon ruml
a7 0as001z66 The forms are listed by vendor number within entity.
i pre—p— . L . .
o ML E fLeAnis You can print forms individually, or for an entity. Click
s —— 1 onthevendor number to view the form.
~100011 PO BOX 868 *
oaeor [ 200 A
Ik, 213K, ard ZIF ot " " penaltyar other
FEFFERELL, MA 01453-0000 \:\T:;D:‘e?jno:?zsi
thisincome is
ASCHUN INUM BE T (SEE INF FUSIons) Znd TIH rol, 12 Excmes goldenparzchue 14 Gross proc=eds paAd ko taxable and the IRS
ket weble and the IR
000310 O a0 000 " eporien
e ecton sEAdTERaE T &S TanTEE e
o.o0
000 e e s R This is the vendor number. If vendors
ram 1000 MISC weenroryourecows wdl  have been merged, both numbers will

print here.

Acconitimber (L |Iiﬂ'lmli)

002550 053750
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The top menu bar provides for viewing and printing.

B d:\auc_development',admhome’,auc,FORMSREPORTS', 1099MISC.RPT

| Layout |

General |

Select Printer
jmt \
@ @

Dell Colar
Laser 311...  Mike {from...
g [—

Statusg: Ready

Location:

Commert:

Dell_Color on - Dell_Color on

Mike (Ffrom...

N

HP Color

Laserlet 26...

[~ Piinttofle Preferences |

HP Color
Laserlet 26... =
»

Find Printer... |

- Select Printer

2 CutePDF Writer
o Dell Color Laser 3110cn PCLE

<2 HF Color LaserJet 2600n on Odin

page range. For example, 512

I |
Status: Ready [~ Pinttofile  Preferences
Location:  Odin
i Find Printer...

i Page Rangs

Lal1] Mumber of copies |1 =
€ Selection. € Curent Page
' Pages:

Enter either a single page number or 5 single

[ Caoflate .H -H
R

AP-710

Click the printer icon to print the forms to the
printer of your choice. This invokes the standard
Windows print dialog.

Frint I

Cancel | Apply

You can then choose to print all forms, or selected pages. This will allow you to print all the forms for a single

entity, then repeat the process for the next entity.
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8. CREATE 1099 ELECTRONIC FILE

8.1. Create the File

You are now ready to create the file to submit to the Internal Revenue Service. Electronic filing is done
on-line using the IRS FIRE System at https://fire.irs.gov/. Refer to IRS Publication 1220 for detailed
information. In addition, this procedure will create a 1099 totals report for your records.

Il Task 2220: Create 1099 Electronic File
Create 1099 Electronic File

TestFile: ~ wpe & Na

Run as & Preview ¢ Print

tookup | [ ok ]  cancel | Clearall |

Test File Indicate if you are running this file as a test or not. You can submit test files to the
FIRE System to ensure the format is correct. Once the format is confirmed as
correct, return to this process and rerun this step to re-run the process. Click [No]
to create the live file for transmission.

Run as Choose to only Preview the report or Print the totals report.

This procedure will create a Totals Report for the Entity and the Electronic file to submit.
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2222-AP1099D3KTOT.REP Printed 25-0ct-2018 at 10:01:54 by THERESA
Town of Aduins
1099 Electronic Reporting Hummary Report
Transfer file Name: d:lyauc_developument)admhome)transferiirstax 1 2018 Z2018102510154.dat
Vear: 2013
Entity Information: Error:
Entity:
Payer Control Name:
Error:
Name: Theresa Campbell
Phone: (617) 454-5100
E-Mail: theresafadwins.con
Form: INT
Box 1: 1,250.75 Box 6&: Box 1l: Box 16:
Box 2@ Box 7@ 62,120.00 Box 12: Box 17:
Box 3: Box 8: Box 13: Box 18:
Box 4: Eox 9: Box 14:
Box 5: Box 10: Box 15:
Total INT Forms: 6
Form: MISC
Box 1: 3,962.50 Box 6: 630.00 Box 11: Box 16:
Box 2: Box 7: 26,835.00 Box 1Z: Box 17:
Box 3: Box &: Box 13: Box 18:
Box 4: Box 9: Box 14: 9,305.00
Box 5: Box 10: Box 15:
Total MISC Forms: 11
Form: 5
Box 1: Box 6: Box 11: Box 16:
Box 2@ 19,075.00 Box 7: Box 12: Box 17:
Box 3: Box 3: Box 13: Box 18:
Box 4: Box 9: Box 14:
Box 5: Box 10: Box 15:
Total § Forms: 3
*%* Grand Total *** Form Count: 20

Page 1

top of the report is the
transfer file name and
location.

When the Totals Report is complete the following prompt will display. You can cancel the creation of

AP-710

The 1099 Electronic Reporting
Summary Report provides
information for your 1099s. It
will display the amounts being
reported for each form, the
total number of forms and
totals for each entity. At the

the Electronic file if your totals report is not correct. The file is now available for submitting to the IRS.

1099 Electronic Total Report

Total Report Complete.

9
\g/ OK ko create electronic file |
Ok l Cancel j

5.2 above.

The system will automatically name the file, including the date and time the file was created, as the

process may be run multiple times:

A separate file will be created for each entity, and will be stored in the
location specified on the AP1099 tab of the Entity Table. See Paragraph

2 irstax_1_2017_2018322115210.dat
2 irstax_1_2018_2018710191794.dat

—SNIB SN
101972018 5:09 Phd
10252018 5:00 PhA

E irstax_1_2018_201810251791.dat
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You can view the file using Notepad. The test file will be distinguished by a “T” before the entity name.

Test file:

File Edit Format Wiew Help

Tr2010 02508812331005 N OF ADMIMS, INC. TOWN OF ADMINS, INC.
A20101 025088123AD|“'| 14 TOWN OF ADMINS, INC.

Bany A

Live file:

File Edit Format Wiew Help

JT2010 02508812331005 TOWN OF ADMINS, INC. TOWN OF ADMINS, IHNC.

220101 O25088123ADMI & 14 TOWW OF ADMINS, INC.

E2010 1042607135000405 QOOO00100000000000000 00000000000 000000000000000C0000000000 Q000000000000 D000
8.2. Troubleshooting the Electronic File Process

If the Entity record has not been properly completed prior to running this step then you will be alerted (as

shown below).

-+ TedRE - 1099dsktot_1_2222 MARY.lis

File Edit Format Options

Courier Mew j |9 j B|I|Q|I VI_EI

Z2ZZ-AP1099DSKTOT.REP Printed 06-Tan-200%9 at 17:57:39 by MARY Page
Towm of ADMINS, Inc.
1099 Electronic Reporting Summary Feport

Transfer file Name: FMWEK:irstax_1_=005.dat

Year: 2005
Entity Information: Error:
Entity: 1
Payer Control Name: ENFI
TCC: 0OSES7
Name: Entity Name Recquired
Address: Entity Name Required
City/3tate/Zip: , 00000-0000 City, State and Zip Codee Requ

Export Directory for IRS File: FMWRE:

Combined Federal/3tate Mumber: 035 1099 Entity File Error [ %]

Contact Information: Review the 1099 Summary Report then
\Ej) correck the information on the Entity record L __________

Name: Ludnn Moore
Phone: (603) 305-8632
E-Mail: luannfadmins.c

Form: MISC

Box 1 Box 6: Box 11: Box l6:
Box 2@ Box 7: 26,392, 50 Box 12: Box 17:
Box 3: Box §: Box 13: 1,132.67 Box 18:
Box 4 Box 9: Box 14:

Box 5 Box 10: Box 15:

Total MISC Forms: 4

To correct issues with the Entity record, click Accounts Payable » 1099’s » Entity Table
Locate the desired entity record and enter corrections as needed:
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Maintain Entity Codes
Entity [l Description |

Name
Address 1
Address 2
Address 3

City Phone {5083 I5E-5828
State £ip Code EOOOO—OOOO Fed Tax ID I5—R00 1997

Country State Tax (D E—RO01997
| 1 AP 1099 | 2Payronanagw2 |

When done, re-run the electronic file step by clicking Accounts Payable » 1099’s » 1099 Menu » Create
1099 Electronic File.

3 Payroll Bonds I
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9. SAVE 1099 FORMS AS VENDOR ATTACHMENTS/ARCHIVE

The final step in the 1099 process creates an attachment to the vendor file, creates an archive file in the
archive folder, and clears the legacy information from the vendor file (see Paragraph 3.4 above).

9.1. Vendor file Attachment

This process creates a separate PDF file for each 1099 for each vendor, and attaches it to the vendor file,
(along with Purchase Orders, checks and other documents that you may have attached). To see the form,
select View Vendors, Attachment tab. Highlight the document and click View.

View Vendors

| vendor 00408 MRS

1 Mame/Address I 2 Addresses I 3 Classification II 4 Aftachments I 0 tems U User Defined | 3 Etmails |

Seq# Description Filename
|1 Original Check Print APCK_EAST(291329 ,PIF
2010 1099-TInt. 2010_1099THT _000405 , pdf' W gy

9.1.1. Reprint a 1099 Form

The Vendor Attachment feature can be used to reprint individual 1099 forms. When you click View, the
PDF document will display on your screen. You can then use the Print feature to invoke the standard

Windows dialogue and send the form to the printer of your choice.

gl 2010_1099INT_000405.pdf - Adobe Reader

gl View Document Tools Window Help

‘ £ $[1iz  ® & [irs - = i -

PAYER'S name, street address, city, state, ZIP code, and

TOWN OF ADMINS, ING. Frinter
1035 CAMBRIDGE STREET (AP =5 ) et B95 e [Fromn CIKBA] in s Properties |
CAMBRIDGE, MA 02141 =ame. 2

Comments and Forms:

Statuz:  Ready
Type: HF DezkJet B35Cx IDocument and Markups j

1 Presiepy Comnosibe

— Brivgt B amoe

9.2. Archive 1099 file

This procedure will create an archive file that contains all of the work files and reports generated during
the 1099 cycle for each calendar year.

Note:
Be sure to run this procedure before making any corrections to 1099s that you have

submitted to the IRS via electronic filing. You will, however, be able to reprint
1099s using the Attachment feature in the Vendor file
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A compressed file will be created in the archive directory:

File Edit Yiew Favorites Tools  Help
@Bk - o) - (T | - Search | * Folders | -
Address I.,j Z:\admhome! auc FMMODNDathArc
Folders o Mlame | Size | Type |
B ) aue _u 0 1099_z008.2ip 307 KB WinZip File
[ BUMOD = - b 25KE  WinZip File
[ COMYERT ;[__].manualcheck_UsrBath55.2ip 13KE  WinZip File
23 FAMOD j,jdisburse_DDSD?S.zip 27 KB WinZip File
B [ FMMOD @9gltrnwrkbat_THERESP._zﬂﬂg... 133KB  Microsoft Office Acc..,
B ) pat @:?gltrnwrkbat_THERESP._zﬂﬂg... 133KB  Microsoft Office Acc,.,
) @:?gltrnwrkbat_THERESP._zﬂﬂg... 133KB  Microsoft Office Acc,.,
= Cn :,jdisburse_DDSD?S.zip 26 KB WinZip File

1099 Archive E3

\]:-J) archive has been created in the FMARC Folder

You will be notified when the process is complete.

Select OK and you will return to the 1099 Steps Menu.

m Description
Restart 1098 Process
1099 Yendor Proofing Report
Create 1099 'Wark File
Edlit 1099 ""ark File
Cptioral 1093 Error Checking - A1 Errors

Lizt of 10995 ta be Printed
Print 1039-MISC
Print 1099-IMT

Prirt 1033 - 5

Create 1083 Electronic File
Save 10958 Forms az Yendor AttachmerntsfArchive

1099 Error Checking - Hard Errars on Forms to be Printed

1099 Menu The 1099 Steps Menu

IS reset to the beginning

Date of 1099 processing.

AP-710
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10. FREQUENTLY ASKED QUESTIONS

When can | start running these steps?

You may start testing the process at any time. However, you should wait to print your forms and create
your electronic file until:

» The year-end software update has been completed by ADMINS Support, and
» You have processed your last set of vendor checks for the calendar year.

But if you would like to start analyzing your vendor file and 1099 payments, you may do this at any time
during the year. You can also enter the legacy information at any time after conversion.

Do | need to retain any of the reports generated during 1099 Processing?

The reports are all available for electronic retention. See Accounts Payable » Reports b Retrieve
Output Files. From this screen, reports may be reviewed, printed, downloaded and saved for archival to
a location of your choice. Each individual vendor form will be automatically saved and attached to the
vendor file, where you can view and re-print if necessary.

Should I change the Vendor Address in the 1099 Work File or in the Vendor Screen?

To ensure that the 1099 is sent to the proper address, type in the proper address in the Edit 1099 screen.
If this is a permanent change of address, you should also change it in the Enter VVendors screen.

Can | re-print a 1099? The vendor tells me it was never received? Or one of the forms mis-printed?
Yes. If you have created the Attachments to the Vendor file, you can use the Attachments tab in View
Vendors to re-print as often as needed. If you have not created the attachments, you can re-print from the
1099 process menu.

Can | modify the amount reported for a given vendor?

Yes, you may modify the work file for a vendor. See the sections titled;

“Change payment from reportable to non-reportable”, and
“Change payment from non-reportable to reportable”.

Can | change the 1099 codes in the voucher file?

Yes, changes may be made using the instructions found in section 4.5.
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Why would | want to add a vendor or vendor payments to the work file?
You would only need to do this if the vendor was not coded properly, or if you converted to the AUC
system mid-year without converting all history.
Do | lose my changes if | edit the work file and go back the next day to finish?
No, you do not lose your changes — you can pick up processing where you left off. You will, however,
lose any changes you have made if you build the work file again.
Do | need the dashes in my EIN#/Social Security #?
Yes. The system uses the dash to determine whether it is an EIN or a Social Security Number for the
electronic file. EIN# = XX-XXXXXXX and SS# = XXX-XX-XXXX.
How do | produce a corrected 1099?
e If the Electronic File HAS NOT been submitted
o You can Edit the Work File with the necessary corrections.
o You can then print just the one corrected 1099.
o If the Electronic File HAS been submitted
o Refer to the 1099 Corrections document in the Accounts Payable Help Reference
Library.
What if | omitted a vendor and have already submitted the electronic file?

The system will allow you to create an empty 1099 work file where you can then add the vendor omitted
and process normally.

Refer to Section 12, Appendix C Printing and Submitting an Omitted Form contained in this document.

What if | have payments that need to be reported that are in a 3rd Party System?

You can use Accounts Payable » Vendors » Enter Vendors » User Defined Tab to enter the amount paid
from the 3" Party System and AUC will combine this amount entered with any payments made by AUC.
Are credit card transactions included when the 1099 process creates the workfile?

If the vendor has been coded as a 1099 vendor, then the transaction will be coded as 1099 and included.
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Can anything be done so that a user can’t change a voucher set to 1099 in the Voucher Entry Screen?

No. If the user has access to enter vouchers, this field is not restricted.

On the 1099 Payee Report, how are some payments included and others are not?

The work file is built from the payments that are from a vendor that is coded as a 1099 vendor and also
from history files, where the payment is coded as 1099 but the vendor is not.

Can you run the Vendor report by 1099 code (report #3808) by a specific 1099 code?

You can run the report to Excel and sort by 1099 code.
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11. APPENDIX A: TROUBLESHOOTING VENDOR PAYMENT REPORT

You may receive one or more errors on the 1099 Vendor Payment report. Listed below are guidelines on
how to troubleshoot these error conditions.

Error Code 1: Voucher 1099 Code differs from vendor 1099 Code

This is an informational message alerting you that you have a vendor with a 1099 code, but some
payments were made to that vendor with a different or missing 1099 code. In other words, you have
different 1099 codes for the same vendor, and/or non-reportable payments made to a 1099 vendor. This
may be acceptable depending on the circumstance.

ZS55-AP1033PAT _RED Printed 10-Nov-200% at 15:4%:Z5 by ROSCOE Page 1
Towmy of ADIINS
10959 Vendor Payment Report

Detail

Sort Order: Entity, Vendor ﬁﬁﬁﬁ% atd Form
Vendor has been tagged Beport Woucher 1099 Code Errors

ewmit Neme and Address Feder I Form Box Ch
==== ======sssmmssmmmmsssmmssssomssss s=s=ss==s=s== ==== === === \ith a 1099 Code of code ======= ======== = = ==
1 WENDT E BARTON 1093 Form:

33 DEERFIELD ROAD Boxg “G”.
PEPPERELL ML 01463-0000 Yendor
1055 o

But the Voucher has a

SE3ZE3741 G & 0287 =3
1099 code of “blank”. gy
Total for form: &
253258741 azsdq Any payment without a 1
QEZZEET4L 0zgd . 1
meazoaTal a4 code will not be reported I
for this vendor. EEunaine
Total for form:
Total for Vendeor: WENMDY E BARTOM 1,816 04 1,500.00

If you want to adjust this, you have 2 choices:
o Remove the 1099 code from the Vendor so that the vendor becomes non-reportable, or
e After you build the 1099 workfile, you may adjust the workfile and make this payment
reportable.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated February 2019 tc Page 41 of 50



Financial Management

ADMINS Unified Community
1099 PROCESSING

Error Code 2: Voucher 1099 Code Inactive or Missing Info

This error condition indicates a problem with the 1099 Code table. It means that a 1099 code was used

AP-710

on one or more vouchers but that code is no longer valid in the 1099 code table. To correct this situation,
you need to go to the 1099 code table and update the values.

Vendorf Name and Address Federal I Form Box

000041 CUMMINGS COMNSTREUCTION 1093 Form: MISC
PO BOX 172 Box: 7
REAR DOOR

BELLINGHAM MA 0Z013-0000
(&03) 000-0000

Check

1099 Vouchers Amt to Report Errors

P
04-29z20872 MISC 7 0000013 Eoo. oo z
04-232Z0872 MISC 7 0000014 g875.00 z
04-232Z0872 MISC 7 0000015 1z, 000_00d0 z
04-232Z0872 MISC 7 0000018 S,800_00 z
04-232Z0872 MISC 7 0000018 EQ0. 00 z
04-232Z0872 MISC 7 0000018 Z45_00 z
E—
To correct this condition,
Click Accounts Payable » 1099’s » 1099 Codes
Locate the code
If it needs to be activated, click Actions » Activate Code
Maintain 1099 Codes
Code Description Farm Box# Reported Minimum  Status

M HOM-EMPLOYEE COMPENSATION MISC | 7

| 00,00 Thactive >

If the code is not found in the table, click Actions » Add 1099 Code
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Error Code 3: Missing Federal ID# for Reportable Amount

This error condition indicates a problem with the Federal ID# of the vendor being reported. It is
displayed on the 1099 Verification Report — Detail below.

AP-710

000047  NYNEXH 1093 Form: MISC
WORCESTER,MA 0le54-0000 Box: 13
(800} 241-3300
0Z10322Z 130.00 1
0zl039z 130.00 1
0zZ1039z 130,00 1
0zZ1039z 130,00 1
021039F 130_00 1
0Z10322Z 130.00 1
Total for form: 1,140.00
MISC 13 500002z 75.00 75.00 @, 4
MISC 13 3000015 59Z.87 S3Z. 67 .4
MISC 12 500001& 275.00 275,00 4
Total for form: MIEC 24F 87 24F 87

You will need to go to the vendor record and update the Federal ID#. You may do this in 1 of 2 ways.

Method 1: Update it directly into the work file screen:

1099 Work File Summary

Vendor Fioooq? MY HEH

Address PO BOX 421

(

NRCESTER
Phone# (0003 941-9900

Fa

P1654-0000

Federal D |

Address Twne AP ACCONNTS PAYARIE

@ You will lose your changes if you need to re-build the work file again.

Method 2: Update it in the Vendor Screen and then re-build the 1099 work file:

Enter Vendors

Vendor

1 Hame/Address I 2 Addresses I

3 Classification I

Eptite - T
ederal ID%# |

&' Sechool

r

field.

Input the missing
Federal ID# in this
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Error Code 4A, 4C, 4S, or 4Z: Missing address components

AP-710

This error condition indicates a problem with the address of the vendor being reported. There is not
enough address information to be able to mail the 1099 form. The error code indicates which portion of
the address is missing: Street [A]ddress, [C]ity, [S]tate or [Z]ip Code. You will need to go to the vendor
record and update the address data. Again, you may do this in 1 of 2 ways.

00047  NYNEX 1089 Form: MIEC
WORCESTEER, MA 0l&t54-0000 Eox: 132
(800} 241-5300
QZ1033E2 150_00 1
DZ1033E 130.00 1
QZ1033E2 150_00 1
DZ1033E 130.00 1
QZ1033E2 150_00 1
0z210392 130.00 1
Total for form: 1,140_.00
MIZC 12 2000022 7L5.00 7E.00 3,4
MIZC 12 S00001E EDz_ g7 Eoz. g7 2,4
MIZC 12 2000016 z75.00 z75.00 2,4
Total for form: MISC 94267 24287

Method 1: Update it directly into the work file screen.

1099 Work File Summar

Vendor 47 Entity [T |

Address PO BOX 421 Federal ID#
ORCESTER MR P1654-0000 1089 Flag

Phone# (8003 941-9900 Address Type

: You will lose your

changes if you need to re-
build the work file again.

Method 2: Update it in the Vendor Screen and then re-build the 1099 work file:

Enter Vendors

o YHER

| 1 Hame/Address | 2 Addresses | 3 Classification | 4 Attachments

4 Hef
Remittance 51 of 01 Address Type ACCOUNTS PAYABLE

1 Mame HYNEX

2 Mame
Sort Mame FIYNEH icci

I Enter the missing address
Address 1 data for the vendor.
Address 3
City WORCESTER State ﬁﬁ Zip Code F51654—0000
ot
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Error Code 5: Amount to Report more than 1099 vouchers

This indicates that the total 1099 reportable amount is greater than the sum of the vouchers with a 1099
code. You should verify the figures and if necessary correct the reportable amount in the 1099 Work

File.

Error Code 6: Vendor 1099 Code Inactive or Missing Info

This error is the same as Error Code 2; except that it indicates a problem with the 1099 Code attached to
the vendor (Code 2 indicates a problem with the error code attached to the voucher). You can correct
this in the same way you corrected Error Code 2 (see instructions above).
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12. APPENDIX B: IRS FORM 4419

Despartment of the Treasurny - Imemal Revenus Sanice CME Number
4419 . . o . 15450337
FDJ"“ e Application for Filing Information e ooy
(June 2018) Returns Electronically (FIRE)
[] Revised Form 4419
Current Transmitter Control Code (TCC) (revised only) (refer 1o STucTions page 2
1. Transmitter andior Fayer information
Legal name [associated with EIN i Biock 2)
Mailing address City State ZIP code

2. Employer |dentification Nurmber (EIN) (55N nof permitted)

3. Is the request for a foreign transmitter without a TIN 4. What Tax Year will electronic filing begin
[ Yes [] Mo
3. Check the box{es) next to the returns you will file electronically
HNote: IRS encourages transmitters who file for multiple payers to submit one application and use the assigned TCC for all payers.
Forms 1087, 1098, 1080, 2821, 3022, 5493 and W-25 (See Publcation 1220)
Form 1042-5, Foreign Person’s LS. Source Income Subyject fo Wihholding (Sae Putdiction 1167)
Form 8027, Employer’s Annus! information Retum of Tip Income and Alocated Tips (See Publization 1239

Form B255-55A, Annus! Registrafion Stafement Idenfifying Separafed Paricipants with Deferred Vested Benefis
(Sae Pubication 4570)

O ogood

I hawe read the following FIRE System requirement: In order to file electronically through the FIRE System, you must have
software or a senvice provider that will create the file in the standard ASCII format. The FIRE System does not provide an ondine
fil-in option. You rest transmit your data in the specific format required by IRS.

f. Person to contact about this request

Marme

Position title

Email address Telephone number

7.[] Ihave read the Afidavit in the Instructions on page 2 and | am authorized to sign the document on behalf of the transmitter and!
o payer.

Under penalties of perjury. | declare that | have examined this document including any accompanying statements, and to the best of my
knowiedge and belief, it is true, comect, and complete.

B. Offficial of the company or organization

Marme Position title

Signature {3 computer generafed signature 15 nof Sccepfahle) Ciate

For Privacy Act and Paperwork Reducion Act Nofics, See Instucions.

Cataiog Mumber 21630 WPRLITE. g Forn 4419 (Rev e-2018)
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Page 2

General Instructions

Purpess of Form: Submit Form 4419 to request awihorizaton to
electronically e arry of e forms shown In Block 6. Compizte all
reguired Information. I your appilcation |s approved, a fve-charactar
alpharumeric Transmither Cominl Code (TCC) wil be asskgned to your
organization.

Mode: In order iofle alectronically throwgh e FIRE Sysiam, you must
hawe SOfWare o 3 SEMvice providar that will craate the flle In the standand
ASCH format. A scarned of POF document will noé be accepted.

Forma W-2: Do nof usa Form 4419 i raquast authorzaton fo
electonically fie Form W-2. Fonm -2 Inomation s only sent o the
Social Securty Administration (SSA). Refer to Soelal Sacurty
Adrministration [SSA) websits 3t NEDS WYY 553,007
This application Is subject o review before the approval to renemit
electonically s grantad and may require additional documentation at the
request of the IR If 3 determination ks made conceming the valdty of
1he Information retums transmited elecronically, IRS has the authonty 1o
revoke the TCC and fenminate the relaase of fles.
'r{l.ll'l'lﬂj'l'llﬂﬂm more than oneg TCC. Transmitizrs wno fle for
multinks payers may swomit one apolcation and use the
Transmitier Control Code (TCC) for 3l payers. You may transme flies for
35 Many COMpanies 35 you nesd under Mie one TCC.
W will delete your TCC I you don't fle your Information retums for twa
corsacutive 13X years. Onca delsted from our database, you wil need to
subemit anomer Form 4415,
Ravised Form 4413 Information: Check Me box located at the too of
FOrm £419 and provide Me cumment TCC 3sskgnad to e busness. A
revisad Fom 4419 can only ba SUTitiad f you are upding inormation
for @ previously submited and approved Form 441 for the Tolowing
Information:

+ Block 1 - Lagal name and address

+ Block £ - Parson fo contact or contact Information
Mote: & revised Foam 4419 can only be submitted on paper.

i Me Diocks lksi2d Delow requirz you i submit 2 new Form
441974 new TCC will be assigned to the transmiteopayer.
Do not check the Reviasd box)
» Biock 2 - EIN
+ Block 5 - Type of refum %o be reporied

Specific Instructions

Dowa Dafe: Sumit Fom 4219 af least 45 days before the due date of the
retum o ensure timedy fling.

When compisting this form, plesss print or type clearly.

Eidock 1 - Enier the legal name associatad with the EIM In Slock 2 and
the complets address of the organizason that will submit decmnic fies
[iransmitier andior payer). Requirsd

Edock 2 - Enterthe Em Kentifcation Numiser [SIM), Qualiied
Imermediary Numiser (QHEIN), Withnolging Parmership Mumbsr
[WP-EIN), or Wathinaiding Trist Mumber [WT-EIN] of the oeganization
{ransmitting the lectnonic fies. Soclal Secunty NUmbers (SSM) are not
permittzd. Requirsd

Edock 3 - Check Me appropnate box 1o Indicate If you ars 3 foreign
{ransmitter who does not have a nine-digit Taxpayer ldertScation
Nurmizer. Required.

Edock 4 - Enier the tx year that you wish b bagin fiing electronicaly.
Raquirsd.

Edock 5 - Oniy chack the bax next to the retums you wil elecironicaily
Tliz with e IRS. A separate TCC will De asskqnet for 2ach box checked
In Biock 5. Requirso.

Check Me box i Indicate you have read the requirements o Fansmit
Information r=hums through the FIRE System.

Bilock & - Enter the name, postion fhe, emall address and felephons
numbar (with area code) of the parson 1o contact about this appication.
This should be 3 person who ks knowiedgeable about the siectronic fing
of your Informaton retums. Required.

Block 7 - Affidavit. This application must be completed and submited
biy: (3] the owmer, If the applicant Is a sole propristorship, (o) the

presient, vica president, or other principal oMoer, f fe applcant |s a
corporation, (o) a responsiole and duly authorzed mamider or oMmeer
having knowiedge of Its aTalrs, i the applicant ks @ parinesship,
govemment entlty, or other unl oeganization, of {d} the
fiductary, If the applicant |5 3 TSt or an estaie.

Chieck the box to conflm that you have read the afdavit and ane
authorized bo sign on behalf of the tansmiter andior payer. Requirad.

Block & - The form must b2 signad and dated by an offical of the
COMpany of organization requesting authorzaton to fle slecirorically.
Raquirsd.
For furtner Infomation congeming the electonic ilng of Information
retumes, visit IRS.gav. The foelowing publcations are avallable:
» Publication 1220, Speciicatons for Electonically Fiing Farm 1007,
1008, 1000, 3021, 3022, 5408, and WADG

» Publication 1187, Specificadions for Elecimmnicaly Fiing Form
1042-5, Foredgn Parson’s LS. Saurce income Sutject o
Vmhhoiing

» Publication 1239, Specticatons for Filing Form 5027,
Employers Annual Information Retumn of Tip Income and Alccated
Tios

» Pubiication 4810, Speciications for Electonically Fiing Farm
055554, Annual Regisiation Statement foentiling Separafed
Parficipants and Defemed Vasted Bensts Papemwork

How to submit Form 4419:
« FlIn Form 4415 at hitps /e It gow.
» Mall or Fax Form 4413 to:
Intemal Revenue Senvics
220 Murall Drive, Mall Stop 4380
Keameysvile, WV 25430
Fax (377) £77-0572 within the L.5)
{304) 5754105 {Intemational)
Contact the IRS Monday through Friday
+ |56} 455-T438 (Toil Frag)
« {304} 253-E700 {Itemationaly
Mote: & TCC will not b Issued over e phone or via emall.
I you don’t recslve your TCC within 45 days, comtact the IRS 3t the
phone numbers lsted above.

Privacy Act and Paperwork Reduction Act Notice

The autmorty for requesting this Information s Intemal Raverue Code sschons
7B01, 6011:f) and 5109, The primary purpose for nequessting the Informadion ks ko
Kanttty you and b varty your SNEss &0 frans mk reumes. LS ing the Fling Imbrmation
Retums Escronically (FIRE] Syshem. Your meponss |s mandatory If you ane
required bo fie returms eiecronically. [ ¥ oo not provide al or part of the
Irforrabion, we may rot be able i process your spplcafon; providing falss o
frauduient Information may Subject you by penaities. \We may give this Information
b the Department of Jusice for us= In civl andior criminal Higation, 1o S pubiic o
haip kdantty approved misctmnic fiing practEoners, and to otiss, shates, the Districe
of Coiumbia, and U.E. commonwsaiths and possessions for use In administerng
Hheir B laws. e ray also disckoss St Informabon o ofer couniries under 3 Sa
treaty, to fecieral and siate agencies i anforce federal nontaw criminal laws, and b
federal lzw enformement and int=lipence agencies 1o comibat termosm.

W 2=k for the informadion on these forms 1o camy oot the Infemal Revenue Laws
of the Unked Z5afes. You are not reguired b provide the information requesisd on 3
form that |5 subject io e Papenvork. Reduction Act uniess the form dispiays a valid
OMB controd numiszr. Books or reconds reiating 1o & fom must be retsined as ong
as thelr comients may become maieral In e adminisiration of any Inbemai
Revenue law. Generally, Bx retums and retum informaion are conddendal, as
required by Code secion £103.

The e nesded o proside this informaion would vary depending on Individual
drcumesiances. The estiraied average Hme Is:

If you have comments conceming the acouracy of s Bme esimate o suggeshons
Tor makineg this form simpier, we would be Fappy bo hear fom Fou. Wiks o the Taor
Forms Commibes, Westem Area Disrbution Center, Rancho Cordova, TA
S5743-0004. DD NOT SEMD FORM 4445 TO THES OFFICE. Refer io he
Irestrucions abowe on where o mal or fax.

Cataiog Mumbser 216354

W IrE.go

Forn 4419 [Rev. s-o018)
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13. APPENDIX C: Printing and Submitting an Omitted Form

If you have already submitted the electronic file to the IRS and realize you have omitted a vendor, you
can create the vendor record, print and submit the electronic file for just the vendor omitted.

To do so, you must first complete the processing of your original run of 1099s. In other words, you
would need to complete the Save 1099 Forms as Vendor Attachments/Archive step.

13.1. CREATE 1099 WORK FILE

Create the 1099 work file, but instead of pulling all the vendor and check records for the year, create the
work file as an empty file. To do this, click Create 1099 Work File from the steps menu, enter the year of
the filing, and click YES to create an empty file for omitted vendors after filing.

B Task 2200 Crea@'l 0994 fork File *
Create 1099 Waork File

Required: Enter Year 2018

Create empty file for omitted or corrected 1093 forms after filing? &) ves (O No

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

This will created an empty work file with no vendor present. Add the vendor record that was omitted and
process as usual.

13.2. Edit 1099 Work File

Click the Edit 1099 Work File button from the steps menu to edit the work file and add the vendor record
that was omitted.
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1099 Work File Summary

Vendor M Entity |
Address Federal [D#

1099 Flag

Address Type

| NOO0C-0000

Fhone# {0003 Q00-0000 Total Paid Reportable
Amounts Reportable
Box Code Description Farm Check Amount Amount Repoartable Click Button to Edit

| 1 Add WendoriCheck Il 2 Delete “endor | 2 Get Nameraddr from Wendor File | 4 verification Report | 5 Exit {0 Menu |

Select the Add Vendor/Check button located on the bottom of the screen. The following prompt is

presented:
[N [AUC] 2202-1099 Work File Summary [kathy] [ x|
Add Yendor{Check
Required: Enter Yendor# ||]193?2 |1l]1PHONES
Required: Entity Code 1 [TOWN OF ANYWHERE
Required: 1099 Code IY

Required: Enter Check Amount |1 595.00|

Lookup I Ok | Cancel | CIearAIIl

Click OK once all the required fields are filled in. The vendor record is created in the work file.
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1099 Work File Summary

Yendor g 01 101PHOMES, COM Entity |1 TOWH OF ANYRHERE
Address 1410 BROATWAY Federal ID# 11-3483025

OTH FLOOR 10493 Flag

Address Type AP Accounts Payable

Ell ¥ OREK FIY [10018-0000
Fhone# (8771 374-6635 Total Paid 1595,00 Reportable 1595,00
Amounts Reportable
Box Code Description Form Check Amount Amount Reportahble Click Button to Edit
7 r MNOM-EMPLOYEE COMPEMNSATION MISC 1595,00 1595 ,00 Detail I

You can then complete the remainder of the 1099 Processing steps to produce this 1099 form, electronic

file, and attach and archive.
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