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Processing 1099s

Printing1099sinvolvesmore

than simply printing the

forms; you shouldmake

sure that youhave correctly set

upyourpreferencestoaccurately

trackpayments to 1099 vendors,

review vendor  name, address

and tax ID information, review

1099payments youmade to 1099

vendors,andprint1099s.

Youcanuse the1099and1096

Wizard to help you with these

tasks; if youprefer, you can use

our technique,whichgives youa

littlemorehelpwhenverifyingthe

accuracyof1099payments.

In this ar t ic le,  we’l l  show

you how to start the 1099 and

1096Wizard, and thenwe’llwalk

you through our technique.



The1099and1096Wizard
The1099and1096Wizardwalksyou

though running two reports to

verify vendorname, address, and

Click eachof thebuttons in this

window toprint reports that verify

1099 information, verify 1099 setup,

andprint1099s.

Wepreferourmethodbecausewe

feelthatithelpsyouverifytheaccuracy

of1099paymentsinmoredetail.Much

ofourmethodiscoveredinthe1099

and1096Wizard, sowe’ll showyou the

appropriatedialogboxesandreportsas

wewalkyouthroughourmethod.

SettingupPreferences
To be able to process 1099s in

QuickBooks,youmustturnonthefeature.

Followthesesteps:

Figure1.The1099and1096Wizard.

taxIDinformationandpaymentsto1099

vendors.Italsohelpyoucheckyour1099

preferences and thenprint 1099s and

the1096Summaryform.

To start the 1099 and 1096Wizard,

clickFile,pointtoPrintForms,andclick

1099s/1096.ThewindowshowninFigure

1appears.
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1. Open the Edit menu and c l ick

Preferences.

2 . In thePreferences box, click the

Tax:1099iconontheleft.

3. ClicktheCompanyPreferencestab

(seeFigure 2).Click theYesoption

button at the top to enable 1099

printing.

4. In Box 7, identify the QuickBooks

accountyouusetotrackpayments

to1099vendors.Ifnecessary,change

thedollaramountsintheThreshold

column.

ContacttheIRStoidentifycurrent

thresholds; if you subscribe to

the Tax Table Update Service,

thresholds will automatically be

updatedforyou.

Designatinga1099vendor
QuickBookswillprint1099sforvendors

that you correctly identify as 1099

vendors.StartbycustomizingaVendor

Contact List report to include the

vendor’snameandaddressinformation

andthenfilterthereporttoincludeonly

1099vendors.PrinttheVendorContact

ListreportfromtheVendorListwindow

(click the Reports button). Once the

Figure2.Setuptoprocess1099s.

Figure3.Filterthereporttoshowinformationforonlythose
vendorssetupas1099vendors.

Figure4.Areportofinformationforallvendorssetupas1099vendors.

report appears

on-screen, click

t h e  M o d i f y

Reportbuttonandmakethefollowing

changes:

◆  On theDisplay tab,make sure that

checks appear in theColumnsbox

nexttothefollowingfields:Vendor,

Address, Tax ID and Eligible for

1099.

◆  On theFilters tab,Click theEligible

for1099filterandthenclicktheYes

optionbutton(seeFigure3).

Review the resulting report (see

Figure 4),making sure that all 1099

vendors appear on it and that their

informationiscomplete,includingazip

codeandaTax ID (aFederalEmployer

IdentificationnumberorSocialSecurity

number).

 Ifa1099vendordoesn’tappearon

thereport,youneedtoplaceacheckin

theVendorEligiblefor1099checkboxon

theAdditionalInfotaboftheEditVendor

boxforthatvendor(seeFigure5).

If theTax ID information ismissing

foranyvendor,youneedtoadditonthe

AdditionalInfotaboftheEditVendorbox

forthatvendor(refertoFigure4).

Ifanyaddressorzipcodeinformation

isincorrectormissing,supplyifbyclicking

theAddressDetailsbuttonontheAddress

InfotaboftheEditVendorbox.
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Verifying1099information
Beforeyourprint your1099s,use two

reports in QuickBooks to verify that

theinformationwillbecorrect.Usethe

1099SummaryReporttoverifyvendors

andamounts.Usethe1099DetailReport

to verify accounts againstwhich you

postedpaymentsto1099vendors.

InFigure6,youseethe1099Summary

Report.Bydefault,itshowsonlythose

vendorswhomeetallofthefollowing

criteria:

◆  The vendors are set up as 1099

vendors

◆  You havemade payments to the

vendors that you posted against

designated1099accounts.

◆  The payments have exceeded the

1099thresholdrequirement.

Toverifytheamountsonthedefault

report, double click any amount that

seems too low; QuickBooks displays

the detail of the transactions that

comprisetheamountforthevendor.If

a transaction ismissing, youprobably

postedittoanaccountotherthanthe

designated1099account.

To verify that you have correctly

identifiedall1099vendors,openthe1099

Optionsboxonthereportandchange

Only 1099 Vendors toAll Vendors and

thencomparethatversionofthereport

with thedefault version. If additional

vendorsappearonthesecondreport,

you have posted payments against

the1099accountforavendorthatyou

didn’tsetupasa1099vendor.Correct

thevendorinformationandreprintthe

report.

Toverifyaccounts,changethe1099

Options toAll Accounts and compare

thedefault versionwith themodified

version of the report. QuickBooks

displaysanUncategorizedcolumnonthe

report.Non-zeroamountsinthiscolumn

indicatethatyouhavepaida1099vendor

Figure 5.Make sure that you identify eligible 1099
vendorsandsupplytheirTaxIDinformation.

Figure6.The1099Report.

Figure7.Selectthe1099s/1096form.

usinganaccountthatyou

didn’tdesignateasa1099

accountinthePreferences

box.While you payment

mightbecorrectlyapplied

toanon-1099account,you

shoulddouble-check the

transaction. It ispossible

that you may need to

changetheaccountslisted

inyour1099preferences.

You can double-click

any amount on the 1099

Summaryreportthatyou

wanttoexploreingreater

detail todisplay the1099

Detailreport,whichshows

the transact ions that

comprisetheamountand

the accounts to which

the transactions were

applied.

Aligning1099s
Before youactuallyprint

1099s inQuickBooks, you

shouldtestthealignment

of the 1099 form in your

printer. You check the alignment by

printing a sample 1099; follow these

steps:

1. Loadblankpaperintoyourprinter.

2 . OpentheFilemenuandclickPrinter

Setup.
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From
The

Offices
Of:

Figure8.Enteralignmentadjustmentamounts. Figure9.Selectvendorsforwhomyouwanttoprint1099s.

3. InthePrinterSetupbox(seeFigure

7), select 1099s/1096 as the Form

Name.

4. ClickthePreviewbutton.

5. Whenthepreviewappearson-screen,

clickthePrintbutton.

QuickBooks prints a sample and

redisplaysthePrinterSetupdialogbox.

Take the1099 thatprintedontoblank

paperandplaceitinfrontofa1099form.

Then,holdthepairofpagesuptolightto

seeifeverythingalignedproperly.

If thingsdon’t lineupnicely, click

theAlign button in thePrinter Setup

box. QuickBooks displays the Fine

AlignmentboxshowninFigure8.Enter

the amount of vertical or horizontal

adjustmentsyouwanttomakein1/100

inchincrements.Usenegativenumbers

tomove informationdownor to the

left; use positive numbers tomove

informationuportotheright.Clickthe

Print Sample button, andQuickBooks

printsasamplethatcontainstheword

“Sample”inagrid.Youcancomparethe

preprinted formwith the sample and

usethepositionoftheword“Sample”

inthegridtojudgehowmuchfurther

toadjustalignment.

ClickOKwhenyoufinishaligningto

redisplaythePrinterSetupbox.ClickOK

againtoclosethebox.

Printing1099s
Toprint1099s,opentheFilemenu,point

toPrintForms,andclick1099s/1096.In

the1099and1096Wizardwindow,click

Print 1099s.QuickBooks displays the

Printing1099-MISCand1096Formsbox

inwhichyouspecifyadaterangeforthe

1099syouwanttoprint.Afteryouclick

OK,QuickBooksdisplaystheSelect1099s

toPrintwindowshowninFigure9.

QuickBooksdoesn’trequirethatyou

preview1099s theway that youmust

previewW-2s.When you clickPrint

1099, QuickBooks displays thePrint

1099sbox,whereyoucansetupprinter

information.ClickPrinttoprint1099s.

Summary
With the information presented in

this article, you can verify that the

information thatwill appearon1099s

thatyouprintwillbeaccurate.◆
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