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The Financial Edge
End of Year Roundtable
December 11th, 2012

» ACCOUNTS PAYABLE

The audio for this webinar will be broadcast through your computer. Once you join the presentation, a small audio
broadcast box will appear on your screen and you will hear the host through your computer speakers.

To join an Audio broadcast in WebEX, click on the Communicate menu in your WebEx screen and select Join Audio
Broadcast. If you are having problems connecting with the audio broadcast server you can still join using the
teleconference. To join the teleconference follow the steps below:

1.Leave the audio broadcast by clicking on Communicate > Leave Audio Broadcast.
2.Get the teleconference number, click on Communicate > Join Teleconference.

If you are unable to listen to the audio through your computer and wish to dial into the conference line, please use
the information below:

Teleconference information:
Call-in toll-free number: 1-8668792477 (US)

Call-in number: 1-7028942907 (US) bl I b d
Conference Code: 427 795 7952 QC ( Qu

your passion » our purpose



» OVERVIEW

» System security

* Print 1099 forms

* Create a 1099-MISC Magnetic Media File
Using Query as a reporting tool

Verify 1099 amounts

1099 adjustments

Frequently asked questions

Facilitate next year’s 1099 processing
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) < SYSTEM SECURITY

* Mail is missing
* 1099 forms missing in mail
» Vendor Tax ID field is grayed out

Y2 Group - Data Entry x|

File Edit Group Help
|BSaveandE|ose'|E X|@, a| H 4 b H|&'| ? -

Group name: |Data Entry

Drescription; IData Entry - wzers wé no config, admin, tables

Group bype: IStandard =l

Group Privileges I Group Members |

System Components I Shared Component F'rivilegTe\§_“_f[
[¥ Admissions Dffice [¥ Education Edge Security Dptions =
[¥ Accounts Payable [T Bank Accounts
[V Fixed Assets [¥ Motes
[+ Payrol [¥ FReports ] il ata Entry
[¥ FRegistrar's Office ¥ Queus Perzonal Information Output
[¥ Student Billing [T Securty Perzonal Infarmation Wiew
[¥ accounts Beceivable [¥ Walidate Databaze L. #4P Transcripts
[¥ Cazh Receipts [ Dashboard [v) 1093 Forms
[¥ General Ledger [T MetSolutions State Tax Reports
[# Shared Tables [# Fastl [~ Federal Tax Reparts

ﬂ Shared Components ﬂ Perzanal Infarmation I_ Tax Report History

[v Shared Configuration Information

Selectall | Deselectall | ok | cancel |
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» QUESTIONS ABOUT SYSTEM SECURITY AND
ACCESSING 1099 FORMS?

!j
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» VERIFY 1099 AMOUNTS
* 1099 Activity Report displays vendors with 1099 amounts

File Edit View Favorites Tools Help

Basam o= ?-

1: General |2: Filtersl 3 Fu:urmat-l

Calculate 1099 activiby for hese dates
D ate: |Th|3 calendar year LI 0140 £2012 ko 1243152012

W Include vendors with 1099 activity that are not marked as 1099 vendors
¥ Include vendors with activity below 1099 box minimums

W Include vendars with zero activity

I~ Create an output queny of vendaors

Repart anentatiar: | Puartrait - I

¢ Hack Mest > Cancel Print Preview Lavout |

blackbaud
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» VERIFY 1099 AMOUNTS

» Setting up a 1099 vendor includes defining the 1099 distribution

B I 1 099 pistribution for Invaice 55854-016 x| ngﬂ

File I? [:a"'_u

— 1099 Box Mumber Skake Arnounk .

[ - |Fosted j
Oug F 109/03/2009

Biizietiiz Exanl Balzia sl Toatal: $0.00

k. Cancel

Hen

Amount

|rvaice amount: |$1 00.00 & 1099 Distributian..

12/11/2012 Blackbaud Confidential 7 blackbaud
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* Invoice query listing all
invoices entered in 2012 with
& Open | ¢ Find: 3 Export to Excel a 1099 dIStrIbUtlon

Invoice a,.. Invoice nu,.. 1099 Amo.., 1095 Box ... 1099 5tate Vendor name
£145.00 tset £145.00 7Monempl... SC A+ Office ...

$100.00 123 $100.00 7-Nonempl... 5C A+ Office ... « BB612368 - How to query
$30,000.00 12345-001  $30,000.00 7-Nonempl... SC A+ Office ... on invoices with 1099

$123,00 INVOICEL $123.00 7-Nonempl... SC A+ Office ... o .
$123.00 INVOICE2 $123.00 7-Nonempl... SC A+ Office ... distribution

< Back | I et = | Run

B records 120242012 5

12/11/2012 Blackbaud Confidential 8 blackbaud



with missing 1099 invoices - The Financial Edge

File Edit View Format Records Fritﬁ Tools Help
ds 3aaR = ?-

1:Criteria | Z:0utput| Z5ort |

* Invoice query listing all
invoices not included in
1099 activity for 1099
vendors

! r Find, .. E .E'.-:p::-rf. to .E:-:l::Eet

Vendor 10... Paymentd... Invoicea... Invaice number 1099 Amo... Invoice 10... Vendor nam =

™

F-Monempl. ..
F-Monempl...
F-Maonempl...
T-Maonempl. ..
F-Maonempl. ..
F-Monempl...
F-Monempl...
F-Monempl. ..
F-Monempl...
F-Monempl...
F-Monempl...
T-Monempl. ..
T-Monempl. ..
F-Honempl. ..
F-Monemgl...
F-Monemgl. ..
F-Monempl. ..

07/15/2012
07/20/2012
07/20/2012
08012012
08/29/2012
11/27/2012
12/28/2012
12/02/2012
09/29/2012
09/29/2012
08/29/2012
08/29/2012
09/05/2012
09/10/2012
10/28/2012
10/28/2012
09/20/2012

§123.00 test
§123.00 123
£20.00 17433
§124.00 123
£30.00 123456739
§30,000.00 12345-002
§30,000.00 12345-003
$30,000,00 12345-004
£15.00 misc
£5,000,00 gewrg
§123.00 123
§123.00 test
£5,000.00 WI-2
$145.00 tset
$100.00 123
$30,000,00 12345-001
5156.00 1234567

£123.00 F-Monempl...
£123.00 7-Nanempl...

§20.00 F-Monempl...
£124.00 FMonempl...

$30,000,00 7-Monempl...
§30,000.00 7Monempl...
$30,000.00 7-Monempl. .,
§15.00 F-Monempl...
£5,000.00 7-Monempl...
§123,00 7-MNonempl..,
£123.00 FMonempl...
£5,000.00 7-Monempl. ..
£145,00 7-Monempl...
£100.00 7onempl...

$30,000.00 7-Honempl. ..
£156.00 7-Monempl...

A+ Office Supplies
A+ Office Supplies
A+ Office Supplies
A+ Office Supplies.
&+ Office Supplies
&+ Office Supplies
&+ Office Supplies
&+ Office Supplies
A+ Office Supplies
&+ Office Supplies
&+ Office Supplies
&+ Office Supplies
alphaGraphics

&+ Office Supplies
A+ Office Supplies
A+ Office Supplies
A+ Office Supplies

< Back | Mexnt s |

Cancel

i 27 records

« BB2754 - How to find

invoices not included as
1099 activity on 1099
vendors

12/11/2012
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» VERIFY 1099 AMOUNTS

4. 2012,/2013 Roundtable - The Education Edge

File Edit Wiew Formab Records  Faworikes  Tools  Help
Hlalﬂ B

| 2:Elut|:|ut| SSDrtI 4Hesults|

Available fields:
[ <l

Apply filters to theze fields:

- 1099 Yendor equals es

=1 AMD Total payment amaunt_1 greater than or equal to $E00
:I --------- Fayment date between 01/01/2012 AND 12431420
“o SND Voided? equalz Mo

--------- Ireeoice Count

--------- Total invoice amount
--------- Purchase order amou
--------- Purchase order counl
--------- Total line itern amour
--------- Total line itern count
......... Total payment amour
--------- Total receipt amount J
--------- Total receipt count

--------- “Wendor B alance

--------- Wendor Balance by m -
1 "'! LI S P N 1..L..L..L._lr| ‘ I I

R emowve

Change...

Hest > |

L oememz

* Vendor query listing all
1099 vendors paid in
excess of $600 in 2010

« BB315806 — How to
query 1099 vendors paid
in excess of box
minimums

12/11/2012 Blackbaud Confidential 10
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» QUESTIONS ABOUT THE 1099 ACTIVITY REPORT OR
VERIFYING 1099 AMOUNTS USING QUERY

12/11/2012 Blackbaud Confidential 1 blackbaud



Effective Date 1099 Box Number
ai 12/31f2012 7-Monemployee compensation  5C

Wendar (D = |

Statuz:

Pavrnent ophid

Bank accoun|

W 1099Vendors s [U3H Lisinounon... | IUZS Agusiments... |

12/11/2012 Blackbaud Confidential 12 blackbaud



Wendaor nam
“endor D
Status:
Cusgtommer r
Tax D rum
Terms:

IV Credit |
Payment m

Paprment u:upl

Bark au:u:-:uJ

v 1093y

Enter 1099 amounts nat inchded on invaices:

Effective Date
|12f31/2012
_|12/31/2012
4

1099 Box Mumber
7-Monemployee compensation  SC
7-Monemployee compensation

[ Print?

12/11/2012
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E Save and [

Yendor hame
Yendor 1D
Status:
Cusgharner ru
Tax 1D rurnbs
Terms:

v Credit limif
Pavment met
Payment optig
Bank accou I

¥ 1053 %en))

File Edit Yiew Vendor

]
-

Favorites Tools Help

=
adl

Enter 1099 amounts not included on invoices:

12312012
_ |12/31/2012

Effective Date

10599 Box Mumber
7-onemployee compensation
7Monemployee compensation  SC

™ Print?

12/11/2012
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» 1099 ADJUSTMENTS - CHECKING ADJUSTMENTS

File Edit Vi
|4 Save and Clo

State I{.&.II Statez:

Box Description 2012
1Rents $0.00
2-Royalties £0.00
1242852012 2Other income . &0,00
1/28/20e 4-Federal Income tax withheld £0.00
11420402012 S-Fishing boat proceeds £0.00
1119/2012 &-Medical and health care payments £0.00
11192012 & ;‘EQEEEEI;?EE ::ompt:nsaﬁon 559,6;1;;.?5
ubs paymer ;

1A8/202 10-Crop insurance proceeds £0.00
11AE8/2M2 13-Excess golden parachute payments £0.00
11202 14-Gross proceeds paid to an attorney £0.00
1/memz 4« L

10428/2012
09/2a/2012 $59.683 62 $£59.683 62

03/20/2012
03M0/2012

™

@
~Enee e e e e
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» QUESTIONS ABOUT 1099 ADJUSTMENTS OR
ADJUSTING BOX 18

12/11/2012 Blackbaud Confidential 16 blackbaud
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» 1099 ADJUSTMENTS - 1099 WIZARD

1099 Wizard

Increase Rents (Box 1)

1. Onthe 1099 Adjustments screen (shown below), enter an effective date within the calendar year of the 1095 in an open raw.
Note: This screen displays all adjustments for the wvendor. Do not delete prior reconciled adjustments as this will cause 1099 activity to be incorrect.
Example: Enter 12/31/2009 to correct the 1099 for 20029,

2. Zelect 1-Rents from the 1053 Box Mumber drop-down list.
3. Ifthe state requires 1099 reporting, select it from the State drop-down-list.

4. Inthe Amount field, enter the amount to adjust as a positive number, which will increase the rent amount.

Example: If the current box armount is $500 and it should be 600, you would enter $100 in the Amount field.

1099 Adjustments for AlphaGraphics |

Enter 1033 amounts not included on invoices:

Effective Crate | 1099 Box Mumber | State | Amount: |
- 12)31)2009 1-Rents $100.00

] I Canicel |

5. Click Ok and then save and close the Vendor record.

6. Runthe 1099 Wendor Activity Report to verify the change.

ToR DT UEET OETETT S TR SEC T T e ST TO T Tk VIR P TT TS T Oy ST S S T T T T
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» QUESTIONS ABOUT THE 1099 WIZARD?

12/11/2012 Blackbaud Confidential 18 blackbaud
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» PRINT 1099 FORMS

A3 New 1099 Forms |

File Edit Wiew Faworites Tools Help

Generate 10335 for IThig calendar vear j
[T Comected return
[ Include activity below minimums

[T Ihelude vendars with no achivity

[T Uze an alternate payerfiler name: ID::mmunit_l,l Services lno.

Contact information

M amne: I

Phone number; [I | I E:-:t.l Ermnail address:l

[+ Frint 1093 Forms -

[~ Print payes account i Il'-.-"Eﬂde ] j

1096 surmrmary: IF'rint including filer name and addrezs j

1099 farmat: Lazer format [pre-printed]

[T Create an output quen of vendaors

Repart Orientation: Portrait

¢ Back | Hewt > Cancel Frint Presview Layaut

12/11/2012 Blackbaud Confidential 19 blackbaud
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» CREATE A 1099-MISC MAGNETIC MEDIA FILE
x|

File Edit Wiew Faworites Tools Help
FIEEEEIEIELE

1: General 2 Electronic Filing IE: Filtersl 4 .&ttrihute&l 5 F-::rmatl

[+ Create 1093 File for Electronic Filing -

File path: II::"-.D ocurments and SettingshoshGrskde Documents :I

Transmitter control code: ||

[T Create test file
[T Combined Federal/State return

[T Prior vear data indicator

< Back MNest » Cancel Frint/Create Frewigw | Layaut

blackbaud
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» QUESTIONS ABOUT PRINTING 1099S OR CREATING
THE MAGNETIC MEDIA FILE?

i

12/11/2012 Blackbaud Confidential 21 blackbaud



MR L HUINE IR AR 01 MARAC AR L

» FREQUENTLY ASKED QUESTIONS

» Vendor address not printing on forms

0097 - A+ Office Supplies - O] x|
Address for A+ Office Supplies x|

| Gereral i Ophioks I Contact I

Accounts Payable Options

(=53
M arne:; I

Alias: I .
]

[# Primary address for vendar

v Default address for invoices

v Default address for purchase orders

1093 Infarmation -

1099 narne: I

10499 name 2: I

@Default addrezs for 1099 forms

k. Cancel

| Aotive | 10/08/2003

12/11/2012 Blackbaud Confidential 22 blackbaud
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» FREQUENTLY ASKED QUESTIONS

* Form printing out of alignment

Mg New 1099 Forms
File Edit Wiew Favorites Tools Help

da3am o+ ?-

1 Generall 2 Electronic Filingl & Filtersl 4 Attributes 5 Format |

Detai Form Alignment
=] Sort

‘B Form Alignment Yertical alignment: I Drefault alignment

=l

unitz = 0 inch

Hornizontal alignment: I Default alignment

=

Mate: 1 unit equalz 1/100th of an inch or 0.254 milimeters.

unitz = 0 inch

< Back st » Cancel Frint/Create

Prewview
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» FACILITATE NEXT YEAR'’S 1099 PROCESSING

I3 New ¥Yendor Profile Report

File Edit Wiew Favorites Tools Help ° Vendor Pr0f| | e Re pO rt
EIEEEEIEEIE R shows the 1099
1: General |2: Filterz I 2 Format I d |St|"| but|on
Inzlude the fallowing wendor infarmation:
|_7 Motes ;I
[¥ Histary of changes
¥ .-’-'-.ctiqns
|I; "-h.-j::ir bank, infarmation * ReVIGW g u Id € l I nes on
[¥ 1099 information = the we bS|te Of you r

[~ Show ending balance as of this date
Az of date: I Today j 1041842009

state accounting office

[T Create an output query of vendars

R epaort arientation; I Puartrait 7 I

< Back Hest = Cancel Frirt Preview Layout |
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» FACILITATE NEXT YEAR'’S 1099 PROCESSING

Proactive System
Setup

¥ 1099 endor? & 1099 Distribution... |

[Fsenice amaunt; |$1 a0.00

& 1099 Distribution. ..

Accurate end of
year processing

Incorrect System
Setup

[~ 1099 Vendor? B 1099 Distrbution..

[rvaice amaunt; |$'I a0.00

1099 Adustments. ..

12/11/2012 Blackbaud Confidential
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» QUESTIONS ABOUT ADDRESSES, ALIGNMENT, OR
VENDOR SETUP?

12/11/2012 Blackbaud Confidential 26 blackbaud



» HTTPS://WWW.BLACKBAUD.COM/FE-ENDOFYEAR-2012

The Year is Winding Down.
Are you Gearing Up?

Get Started Now »

12/11/2012 Blackbaud Confidential 27 blackbaud



» HELPFUL LINKS

« 1099 Wizard, an interactive wizard which takes you step-by-step
through the process of making adjustments and correcting information.

» The Financial Edge blog for insight about the end-of-year process
from Blackbaud employees.

The Financial Edge End-of-Year Guide (PDF) for more information
about the end-of-year process.

Knowledgebase which has new features so you can quickly find
answers to questions and troubleshoot software issues.

Forums to discuss best practices with your peers and review Client
Documents they've shared.

Blackbaud Forms to order 1099 and other tax forms.

12/11/2012 Blackbaud Confidential 28 blackbaud
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» APPENDIX

« BB72843 - How to run a report on 1099 vendor activity
« BB612368 - How to query on invoices with 1099 distribution

« BB2754- How to find invoices not included as 1099 activity on 1099
vendors

« BB315806 - How to query 1099 vendors paid in excess of box
minimums

« BB323540 - What is personal information in security

« BB391754 - 1099 forms are missing in mail

« BB71738 - How to adjust 1099 amounts (Includes Wizard)

« BB176468 - How to adjust box 18 and 1099 state income amounts
« BB71853 - How to set up 1099 information to default on invoices
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