






1099 PROCESS






Entering Vendor Information

· Go to the path: Cards/Purchasing/Vendors

· Click on Options at the bottom

· Here you will enter the Tax ID# and Tax Type should be Misc.

· Save after all information is correct

To Override 1099 amount

· Go to the path: Cards/Purchasing/Summary

· Select Vendor 

· Click on yearly at bottom right

· Go to appropriate month/period button to make change

· Save after all information is correct

To Print 1099 Forms

· Go the path: Tools/Routine/Purchasing/Print 1099

· Change from type to single feed

· Make sure all other fields are correct such as the year and 1099 type should be Misc.

· Then click printer in upper right to print

