2012 Aatrix® 1099 Filing Instructions

KB 499303

BEFORE YOU START: IMPORTANT INFORMATION!

e NON-FEDERAL 1099 copies can now be printed on plain paper and
plain 4-part perforated paper.

o You no longer need to purchase pre-printed forms for non-federal
1099’s!

e FEDERAL 1099’s requires a pre-printed form.

o For information on how to purchase this or other forms see KB
296550 or Section 7 of this document. Please make sure you
purchase your paper well in advance of any deadline!

e 2011 1099’s can no longer be produced after performing the
December 20" Aatrix® update!

o If you need to reprint 2011 or earlier 1099’s see Section 8 of this
document.

e Itis a good idea to print your 1099’s to a file

o In addition to printing hard copies it is a good idea to print your
1099’s to a file to keep as a record. This will make reprinting in the
future much easier.

e Itis not possible to pre-filter your 1099 list to exclude Vendors paid

less than $600.00.

o You can filter through sorting. See Section 2: Sorting and Other
Grid Functions for details.




1099 Quick Start Guide
This document is a quick walkthrough of the 2012 1098-Misc process. If you have any questions on any of the steps
please refer to the Complete Guide.

Step 1) Select Forms
A} Go fo Actvilies > Produce Vendor 109%'s
8] Seleci Form Type: New
C) Seleci Form : 2012 1085-MISC
D} Seleci Year: 2012

E)} NOTE: If the Form Updaies bution at right is black and available to click you MUST do so in order o insiall the most current tax form updates!

Select Form

Form Desaiption
Form Type: New >

additional copies.
Form: 2812 1855-MISC :‘
Year: 212

fAnnual] Use this to process 1099-MISCs. After completing the process you can make corrections, reprint, or process

Form Updates

&) Confirm your EIN number_ if it is incomect you must go to the
Administraiion Module > Organization information and correct it

« 1099 Setug Wizard E

| 1099 Setup Wizard ()j;
Get Started Printing or eFiling Your 1099s ;
Piaass verify thes payer's Tampayer Sdentfication Number (TIN). This number & usad on AL 1095 forms g
ang MUST be comrect. I this number & NOT correct, you MUST retun © your accounting software to.
make e corecton. r
<

Payer TIN f
[7)[a]=[s][s]lc][s]][s]4] \

FEN SN (
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Step 2) Enter or Confirm Organization Information

B} Venfy or correct payer infamation

¥ 1099 Setop Wizard

i} Payer Infermation .

Pager TN

Conparg rame:  Socsl Service Agency
Maddis name:

Trarefes agert

33E et Anderson Lare

Sue T

Comtact nave: T

B S5004 Emad

[ cBax J[ wwa> ]|

Cancet |

Step 3) Check andfor add “State & Local Tax ltems’
A If vou awn the Payroil Module you may see payroll items pulled into thes
screen. This is because 1099's and WW2's share program resowces
(tables) Be assured that only 1028 information vall be inserted into the
1099 forms.

€ 1099 Setup Wizard
| State & Local Tax Items o
State Tax oo
e Tax Kare Tas Acoount Maber Add.
ME Kate Withhoidng
" ke Unengployment 654845 Edi
N Stat= Wehhodng 66744568555
™ Sste Unevployment 46053 Renove
Locs Tas lame
Sate Tax Kame Tax Type Tax Accoont Samber | Add
=
| Remowe
[ <ok J[ met> | [ Coes |

Step 4) Select ‘Single 1099 Data File for EIN’

A} For multiple databases filing under one E1N ses KB 275128
B} For muitiple EIN fiing from ONE database see KB 128225,

‘@ 1099 Setup Wizard

| /] Multiple 1099 Data Files

Do you use multiple 1099 data files for the same federal EIN?
You may be using multiple 1099 data files n your accounting softweare to handie:

3l under the same federal EIN.

" Yez, | use multiple 1039 data fles for this EIN.

& No. | use a single 1093 data fle for this EIN.
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Step 5) Data Verification
Step 1: Verify Recipients Taxpayer Identification Number (TIN}
A Verify that all of your vendor information is S ——
correct. The values should maich the totals of T
your cash journal and vendor adjustment reporis. ;

Teopayer ID.. |Check if FEN N... |Ful Name Li
) L 1 |65-4648454 ~ Wilsms & ErriMr Windell 7100 Highwa | 25022671 W L

B) Click Next Step to go through the venification B |ssq4esss [ The Bookstor bobky Smyth 123 Bim Stree |11000000.00 r 4

wizard. If errors occur at this stage do notignore |3 56.4564645 [ The Webste Bobby Smyth 123 Bim 55500 r

them {see C below). Issues not addressed here n 1234565788 [ LondonTown Richard Wind 45 SaisburyL | S0000.00 r

will not go away! 5 329545545 [ Muberry & Th Muberry 3 Th 2121 West Gr | 21615322 r :
|s |sseessese ~ Transportaio John Madisso 1200 South € | 1180002 r .
7 74-9543446 (2 Winced Prope Robert Windel 3747 Town 682500 L :
Totals 11535553 95 000 >
| .‘_‘.-.*'--».“bu_‘,“-.—*\__,_......"'\ mat e L o GBS ot oant AN “/*"\fj

C) All error messages vall include a description of the error, The fields that contain the errors wall be highighted in red in the data gnid. All errors must
be comrected before continuing. Errors can be carecied either by exting the Astix® 1099 process and entening the correct information in MIP, or by
byping the comrect information directly info the (red) Aatod® gnd.

Enoe /' Waming Descrption:
State cannot be blank and must be a vald two chasacter siate code [1 ences found)

Zpcode must be 5 or 10 characters in length and al charactess must be numeric [3 estces found)
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Step 6) Select Your Printing/Filing Options W2/10%0 Preparer i R TR TR TR T e
IMPORTANT! 1039 MISC Printing and Filing Options

Oheose Complete 1035, efile Fed or efile State 2nd pick your fiing dates Comections befors dates e FREE! Nore cio?
A) Complete 1089 e-fiing Senice: Thes opilion provides complete e

-filing as well 2s 1098 prirking and mailing for $1.89 per ven- | (" Complete 1099 eFiling Service  BEST VALUE! dRecoert; fnceffec attald
dor {or $1 .74 per vendor before January 15, 2012} The efie Conternal.
- Pt ad Mal Fecpiert Copes s $155 som
. - &Fis Federsl 19571036 nckded  FREE
B) Other Opfions: e St 1035 Pecenciation Foms noided  TEE
-Federal 1088/10986 e-filng is free of charge. Joat Gt : ses
-State e-filing vill cost $0.69 per vendor,
& Other Options
-Printec Recipient copies can be on eifher blank perforaied 4 ¥ Pt Recpert 1035 Copies
part forms or blank paper. [ < Foders 1055/1056 Comes : Qm  so0
-Printed Federal copies must be on red pre-printed forms oniy! ™ &fe Sie 1039 Feconcizion foms * 2 B
NOTE: If you want copies for vour records {Payer Copies) you I” Pt Fedeal 10391035 Copes

miust select "Print Payer 1098 Caopies' at bottom! WE R e

Tetal Cost Mnmam  $0.00
W Pt Payer 093 Copes

cBock [ Nee> | conce |
Step 7) Choose divider sheet option. Step 8) Review the summary of your filings and printings.
S D s R A B B FRLU SNy B RS S eaih P Based upon your selections the following actions will be taken b\g
; Federd
(™ Yes. nchds divider sheets when serting 4 eFile Federal 1083MISC
( eFile Federal 1096
Prnt Recipient 1093-MISC
SO ety SPouer i i P o ---\J“*‘w,..’\f’-ﬂ --—-J\' Prnt 1093-MISC Instructions
4 Y Y . ‘
~ r -JA \r '\..v.,”‘—"\“‘ N



Step 9) Printing your 2010 Aatrix® 1099°s

Iniigting the printing step brings up the form viewer. From the form viewer you can

A} Review the individual vendors forms before printing.
B} Pnnt the forms in final format.

NOTE: The "Mext Step” button will take you o the next sef of forms {o be reviewed and printed.

t Report 3 of 4: Recipient 1099-MISC @)

%
< _1 > ‘1) Click Print Final, then click Next Step. (s %\‘.e—' 23 % /

Pant Dzt Prnt Fnal Frev Step Next Step

t Peats D Royaihes e r— o
[] corRRECTED 6f checkedy $ $
‘:’" 's""" ":‘""‘" YT—— E Foheg beat Pocreds Yediniaed Heath Core &
§ Fedentbowm Tax E Febing bost Foceeds e écisad Healh Cove $ § ' ? }
%, DPode, a0l p—y— X
3 $ fr P Sme, sheetidiem she, thphore
P R S T ——
- S— N ,w.'..—._“'._.“.’~‘.'_‘__ ‘I, b b /\ J \ ‘_’«'\aa—-‘ B
Report f of 4 Feaera ‘OQMSC @) '
) ———— e | o
<[ |» \1) Click Print Copy for your copy, then click Next Step. _— A ‘

Ipages

Frd Dsat Prit Copy Fray St Next Step &

5595 von []CORRECTED /
PATERsname. sheet addiess, oy, state, IF code, andteleptonens | 1 Reats JOME Mo 15450115 -
$ Miscellaneous }
2 Royaities 2@09 Income .
. $ o 1099.88SC Print all of your various forms
Nl O BTN e N T b P ATl P
F 1 27
Repon?om ederal 1096 . —@r
<[ ' > \y Click Print Copy for your copy, then click Next Step. L 2%

£
Annual Summary and Transmittal of Yy - ,
U.S. Information Retums 2@09 (}

RALER'S name

j"l‘
"\"‘-".**";!"‘-“ P WP SUP O Lo S e NN O s SRS I'/

) ) Secure eFile Logn
Step 10) E-Filing your 1099’s (optional)
If you have selected an e-file oplion:
&) Login io the Aatm@® "Secure e-File Login® and complete your e-fiking.
B) First ime users must create a new e-file account To set up an ac- username | Zoreat vur leaa?
count go to: Password

https:#e-file.aatrix.com/

[ togn | [ Remember Me

Copyright © 2011 Aatrix Software. All rights reserved.

FINISHED!
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SECTION 1 - PRODUCING 1099’S

THE MIP 1099 FORM SELECTION BOX

To begin the 1099 process go to Activities>Produce Vendor 1099’s

This will bring up the 1099 form selection dialog box.

Select Form 1. Choose
New
Form Description

Form Type: New j [Annual] Use this to process 1099-MISCs. After completing the process you can make corrections,
reprint, or process additional copies.
Form: 2012 1099-MIsC -
Choose
Year: 2012 Form Update
1 2. Choose your Form if Available
3. Choose proper
year
Filters
Available Filtep—+" m Selected Filter Compares To Criteria 1 Criteria 2

Vendor 1D Filters normally are not
Vendor Mame used
Vendor Class

Step 1 - Select “New” for the form type if you are processing/printing/filing 1099’s
for the first time this year.

Step 2 - Select the type of form you wish to print. You should see all of the
available 1099 types in the dropdown. You may not see 1099'’s for the current tax
year (example you only see 2011 and it is 2012). If this is the case you have not
updated to the latest forms — you MUST click the <Form Updates> button.

The <Form Updates> button will download the latest forms from Aatrix®. If after
downloading the latest forms you still don’t find this year’s forms it may be
because it is too early in the year and Aatrix® has not made the forms available
yet. 2011 year end forms should be available after December 20™, 2012.

Step 3 - Type in the year that you wish to process/print/file. This box will govern
which year’s data the calculations process (as opposed to type of form used).

NOTE: Filters normally are not used.
There is no option to filter on Vendors who have less than $600 in Box 7 of

the 1099’s. (Filtering on box amounts might exclude Vendors who are otherwise
required to have 1099’s).



The best way to handle smaller dollar Vendors is to sort and then delete them in
the 1099 preparer grid. See Section 2: Sorting and Other Grid Functions for
detalils.

When you have completed the form/year selection process click <OK>.

The system will begin calculating your 1099’s. Depending on the size of your
database this may take several seconds to several minutes. At the end of this
process the Aatrix® 1099 Setup Wizard will pop up. If the Wizard does not
appear it may be hidden behind other windows. Minimize all windows to view
your desktop and check.

THE AATRIX® SETUP WIZARD

The Setup Wizard collects information crucial to 1099 calculations.

The first screen will give you options for running through the process in test
mode.

PIRE:"

,/J 1099 Setup Wizard )

W roticed Bl pous herey et processed sy 1055 oy the Cusnrd Sing e

Hwfose pous begn Hing voe 1053y, woukd pou Bon 1 do sy of the loleerg?

1 et b0 Voot cove the 1051096 Wawd with ondy ©a (150 25 of my teceents
71 it 10 et dive the 108571036 Wizard with o & oy 1ecgearts

5 No thanks. stat processing mwy 1099/1085.

NOTE. The T0SE/1056 Witsd et e aloss you 4 see how S process works Dol does NOT save iy of yous infamiedion

W\.—"\WN

If you have not used Aatrix before going through the process in test mode is a
good idea.

This can be helpful for detecting any problems or corrections that need to be
made to the data. NOTE: Any changes you make here WILL NOT be saved or
carry forward onto your 1099’s.

If you choose to test drive Aatrix® it will go through the entire process. If you
choose to eFile, it will even prompt you to log in, submit the file and give you a
filing number. Any printouts that you make in test mode will have a “Do not file”
watermark on them.



This is a good way to go through the entire Aatrix® process and make sure that
everything is working properly.

NEXT STEP — Confirm TIN

The initial screen asks you to confirm your FEIN number. If it is not correct you
must exit the Aatrix® application and update your information in
Admin>Organization Information.

T EEES— .o

‘ /| 1099 Setup Wizard

<
’\-.

Get Started Printing or efiling Your 1099s

Plaazo verify this payer's Taspayer idertification Number (TIN). Ths rumber iz used on ALL 1099 forme ’
anvd MUST be corect. If this rumber 15 NOT corract, you MUST ratum 10 your accounting software o

Payer TIN [
9
[7][a]=[als][c][8][4][8 ][] }‘

-,J'm’“ “"\"‘\ S r‘”\._"“'\,.l w"\’*\'...._,

NEXT STEP - Confirm payer information.

@ 10 Setrg Wizewd I”I !g
C’J Payer Information 7

Compary name [Sccel Secvex Agemey

Ftirave | Widdhe: [ Lactrane |

Ctwrrore. | Tronatot agart. |

Addesi e 1 ]313 £ it Aedetson Lane

Addsuskon 2 [Sute 115

Ciy Pmdm Gtale [n-: 2F code ]mm:
Contact name. | Tie |
Fhene [5!2: EA5004 Enad I

Fan |

Bax | Mew> | caed |

2012 v2013 8



STATE & LOCAL TAXITEMS

NEXT STEP - Add State and Local Tax Items to the 1099’s.

& 1099 Sotup Wizard E=®

| State & Local Tax ltems !
Shate Tcc duem
Ratw o Scoocnt Manber | ads
NE
" 2604845 |__Ex
w PR
- o5 Reswrre
Loce Tas s
e Tax Narw Tar Tom T Acoowrt Navter | Ad: |
E
Hevwe
| Back | MNes el

NOTE: Because Sage Fund Accounting and Payroll modules share the same
database you may see PAYROLL items in the Tax Items box. This is normal.
This data will NOT be pulled into 1099 processing.

Recipient Identification Numbers: this will allow you to truncate RIN’s on
recipient copies. SSN'’s, ITINs, and ATINs will only display the last 4 digits of all
printed recipient copies, but will not apply to EINs.

L 1099 Setup Wizard = = =

.,/I Recipient ldentification Numbers (?)
‘would you like to truncate Recipient |dentification Mumbers [RIMg] on recipient copies?
55Nz, ITINs, and ATINg will only display the last 4 digits of all printed recipient copies. This will not apply to EINs.

@ Mo truncation. Example: 123-45-6789
) Truncate with asterisks. Example: ™*-**-6789

) Truncate with ¥z, Example; #06430<-6789
‘wiould you like to print RIMs on recipient copies that are reported az zeros?

@ Yes, print zeroz. Example: 000-00-0000 or 00-0000000

) Mo, leave them blank.

< Back ][ Mext > ][ Cancel




MULTIPLE PAYROLL DATA FILES

NEXT STEP — You have the option of using Multiple Payroll Data files. This
option will allow you to file multiple databases (organizations) under one EIN.

Most users will select NO to this option. (For detailed Instructions on filing
multiple databases under on EIN see KB 279128. For instructions on filing for
Multiple EIN’s from ONE database see KB 128225).

-4 1099 Setup Wizard

‘ 7| Multiple 1099 Data Files -

Do you use mulkiple 1099 data files for the same federal EIN? f
¥au may be using mulkiple 1099 data files in your accounting software ko handle: (
« multiple companies J

+ multiple departments

+ multiple divisions
« multiple sites

all under the same Federal EIM,

' Mo, | use a single 1099 data file for this EIN.

" Yes, | use multiple 1039 data files for thiz EIN. ;
o

NEXT STEP — Move on to the Aatrix® 1099 Preparer Grid.

THE AATRIX® 1099 PREPARER GRID

The Aatrix® 1099 Preparer Grid is a simplified spreadsheet that allows you to
view/check/correct and validate your 1099 Vendor information.

Familiarize yourself with Aatrix® 1099 Preparer Grid — it is important!

F Social Service Agency - W2,/1099 Preparer

File Edit Wiew Help

i

1 Step 2: Verify TIH=FEIN check boxes are checked for all recipients wl TIH is an FEIH 0 %

[
—— . 1

TIN = FEIM TIM Full Mame Address Li.. |Rents Foyslties Cther Income (Federal Inc... [Fishing Boa... |Medical an... [Monemplay...

1 W T4-9576543 161 Morth La 3000.00 4
2 4 = 65-9646464 ﬁ 7100 Highrwa 7 18789.26  §
3 o 399-64-5545 2121 West & » 22352430 4
4 wl Jobn Madiszon 1200 South C v TITT4 j
] v 74-9545445 Robert Windel 3747 Tawn 91328 j
Totals ? a715.28 .00 .00 0,00 .00 0.00 4457943 §

T ,_,,.---.--“‘"“""“‘\,_\ . S S aphe-imi, b B e, L At SAREER et AR —‘J

10



The following is a KEY describing what the RED numbers above indicate:

1 — What step of the validation process you are on? This will tell you.
2 — You can go back a step if you’ve missed something.

3 — Go forward once you have verified all data in this Grid.

4 — Each row represents one Vendor.

5 — Vendor (non-financial) information section.

6 — The 1099 Box Information and the data the Aatrix® calculation has inserted
into each box.

7 — Box Totals Section (at bottom) - The total of each column for all Vendors. The
box totals are very useful for error checking.

Note that the Grid is split so you view a larger range of 1099 boxes.

USING THE AATRIX®1099 PREPARER GRID TO VERIFY 1099 DATA

CHECK, VERIFY AND CORRECT all data in Grid for correctness, especially in
relation to the validation step you are on.

Note that it is the users’ responsibility to verify the accuracy of their forms.

During the validation process you will probably receive warnings/error messages.

Warnings indicate that something may be incorrect, but the warning messages
will not stop you from continuing on. Consider the warning messages carefully. It
is possible (but rare) to receive a warning for some unusual circumstance that is
both correct but not typical for most 1099 filers. If that is the case you may move
on. Otherwise, see below...

If you receive an error message (in all cases aside from the above) you must
correct the error before proceeding. Failure to do so will invalidate your 1099
data. The error message will explain what the error is. Again, read it carefully.

Generally the location of the error will be highlighted in [{¢. Locate the error and
make applicable corrections.

EXAMPLE

Below, the sample user has clicked next, but there is still an error in the grid...

11



(] The following errors occurred with pour recipient information. Al cells with identified errors will
be highlighted in red.

Ermor /%W aming Description:

State cannot be blank and muzt be a valid bwao character state cade [1 emors found]

Zipcode must be 5 or 10 characters in length and all characters must be numeric [3 errors found)

| Go Back and Correct | Frint List... | Help... |

Our sample user notes the message text, clicks <Go Back and Correct>, and
then locates the [f highlighted field(s) that contain the error, below...

Hress Li... |City ZIP Code Foreign Stat..
2=tin T 78346-5744 e
Avi=tin T¥ 7aTIT "
Austin TX 78757 (
Ai=tin I 7cros-1111 P
A i=tin T TET046455 {

EI::x 3747 Austin T¥ 78705-5445 f

'\f R P, EE’-.J‘«-*ﬂ-..q \4# r

h e

In this example the error message indicated that state information was missing
for one vendor, and the missing state data in the Grid confirms that this is the
case.
THERE ARE 2 WAYS TO MAKE CORRECTIONS TO THE 1099 DATA
There are typically two ways to correct an error once it is identified:
1) Manually, in the Aatrix® 1099 Preparer Grid (as in the example above)
2) Exiting Aatrix® and making the correction in the Sage Fund Accounting

application.

1) Correcting the error through Aatrix®

12



IMPORTANT NOTE: The disadvantage of this method is that changes made
directly on the grid will not update Sage Fund Accounting itself. Thus, if for any
reason you need to exit Aatrix® and create new 1099’s any changes you made
directly into Aatrix® will be lost.

Also consider — Are the corrections important enough that your permanent Sage
Fund Accounting data should be updated? If you make changes in Aatrix® alone,
Sage Fund Accounting will not reflect these changes.

If you choose to make changes directly into the Aatrix® you can simply correct
the values directly on the Aatrix® Grid, replacing the old data with the correct
values (see below).

ddre=z Li... [City State ZIP Code Fu:urei%
L=tin T 78346-5744 L
A=t T}{ 78777 £
A=t 78757 !’
A4ztin m ?ams 1111 1
Si=tin J
0 Biox 3747 - Austin T}{ ?ams 5445

BT e wry “—!——_,P'F‘“P/'

After you have made the necessary correction(s) you can click <next> and move
onto the next validation step.

2) Correcting the Error through Sage Fund Accounting

First, exit out of the Aatrix® 1099 process but do NOT save any changes.
In Sage Fund Accounting go to Maintain>Vendors and make applicable
corrections.

In the example above the sample user would add state information to the Vendor

record in Sage Fund Accounting, then restart the Aatrix® filing process. The
change made in Sage Fund Accounting would be present on the Grid.

GENERAL NOTES ON ERROR CORRECTION IN SAGE FUND ACCOUNTING

e Where the error is the amount/value in one of the 1099 boxes you can
make an adjustment to that box number and amount on the Vendor 1099
Information Tab. This will correct the amount on your 1099 form but it will
not change any coding in your ledgers.

13



e If the problem is deeper (for example, miscoded transactions) you may
wish to do JVs in accounting to correct both the 1099 amounts and your
books. After you have made your corrections and adjustments you can re-
start the 1099 process. The changes you have made should be reflected
in the grid when you get back to that step.

AFTER FINAL VERIFICATION STEP - After you have completed all the
validations and clicked <next> you will move to the ‘1099 Wizard’ to pre-select
printing and filing options (See Section 3, below).

14



SECTION 2 - SORTING AND OTHER GRID FUNCTIONS

In the Aatrix® Grid, there are a number of options available in addition to basic
verification and correction operations. Several examples include; adding
rows/columns, deleting rows/columns, sorting, exporting, and manipulating data,
etc.

Since it is not possible to PRE-FILTER (out)1099 Vendors with totals of less than
$600 use the sort function to sort 1099’s for amount. Right click on box 7
(amount box) and select Sort rows by Nonemployee compensation — highlight
and delete all the Vendors that make less than $600.

SORTING
There are two ways to sort in the Aatrix® grid.

1) Sort data in a column (vertically)
2) Sort the columns themselves (change column order)

1) To sort data in a column right click on the column in question (for example
Box 7, below) and choose the sort option. Note that you can also use the
EDIT command on the top MENU BAR to sort.

edical and... cut sura... |Ex

Copy

Find. ..
Find and Replace. ..
Insert

0.00 ] 0.00
" UnHide...

Move Left
PMove Right
Gort rows by Nonemployes CompensatioD

AA A "\.\-i.L-L“‘,, e

»
“
s
™

e e ot an o maenmin gt o et d B et

2) Column order can be changed by right clicking on column heading and
selecting ‘move right’ or ‘move left’ in drop down (see above).
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DELETING RECORDS IN THE 1099 PREPARER GRID

Deleting a row in the Aatrix® Grid is similar to the same operation in Excel. To
delete a row, right click on the row number box header — first box at left of every
row - and choose delete from the popup menu.

1 Bobby Smyth 123 Elm p
2 Rakert Windel: 3747 Town F‘O‘

3
Cut =t Gr ,'
brova © 4

Copy
Paske ﬁrﬂ_}

- Insert ——’

Note that you can also use the right click to cut/copy/paste and insert rows.

Select a range of rows by using Shift+Click on the row header, and multiple rows
by using Control+Click on the row header.

Copy/Paste

You can select an entire row or an entire column to copy or paste. Select the
Row or Column header like you would in a spreadsheet and go to Edit>Copy or
CTRL+C, then paste elsewhere in the spreadsheet. Due to limitations of the
Aatrix® program it is not possible to copy or paste multiple rows or columns at
the same time.

Find and Replace

In the Edit menu you have the option to find or find and replace. This can be
useful for large numbers of corrections.

Update Company Information

If you made an error in your company information the first time through you can
correct it through the edit Menu. Go to Edit>Update Company Information.
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This will launch the company information wizard.

=& W-2 Setup Wizard :

File: | Edit Wiew Help
[Urd U
- [y s} i
& Cut Chrl+
e _OPY kel
Paste (el
1 Find. ..
Find and Replace. ..
3 Sork rows by Monemployee Compensation
4 Sart Columns
&
Totak  Links
Columns
Rows
CLlpdate Company InFnrmatinnD
Selech FURselEch Ll
Reset Column \-'alues!o Zerg
. il - .
Y - "\\.__‘)- - *,_lu.‘—"‘-” ‘\n.\_..___,uf‘

‘ @ Company Information

Company name: ISociaI Semvice Agency

Trade name: I

\l-q.l/ S \

Address line 1: 313 East Anderson Lane

2012 v2013

R N =l d““"""ﬂ_j\- S

4
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SECTION 3 - 1099 PRINTING AND FILING OPTIONS

After you have completed all the validations and clicked <next> you will move to
the ‘1099 Wizard’ to pre-select printing and filing options.

[ Wartnes Preparer @
1099 MISC Printing and Filing Options
Choosw Complute 1099, aFile Fed or nFils State and pok pous Sing detes Comsctons belors detes we FREE! Mo oo
+ Comglete 1099 oFilng Sorvice  BEST VALUE! B Heciignts  Puce/fec  Sublotal
Tha ef is Cariew wil
Prot and Mad Recipent Copies 5 $169 $945
e Fadersl 1083/1056 nchaded FAEE
eFie ol apphosble Stale 1099/ R econckation Fomm nchuded EREE
Toled Cast Minimum  $24 95
" Dihes Options

$000 s000
$0£9 $000

[¥ Part Paper 1093 Copies

Boch Newt Cocel |

STEP 1 —SELECT YOUR FILING>PRINTING OPTIONS

Different options have different pricing.

Pricing is based on the number of vendor records to be processed. There is a
minimum charge of (a total of) $24.95.

If you choose an option that involves charges you will be prompted to log in to
the Aatrix® website at the time of filing - later in the process. If you do not already
have an account with Aatrix® you will have the opportunity to set one up and
enter credit card information for payment — at that time. Before Aatrix® can file on
your behalf there is also an authorization form you must print then fax or mail
back to Aatrix®.

The Federal e-file option is FREE OF CHARGE! This is the ONLY E-FILE
OPTION that is free.

Remember that you can (and perhaps should) PRINT A PAYER COPY (your
copy) at no additional cost, regardless of the file option you choose.
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COMPLETE 1099 E-FILING SERVICE

The cost is $1.89 per vendor with a $24.95 minimum charge. If you select this
option, Aatrix® will electronically file State and Federal 1099’s as well as print
and mail 1099’s to your recipients. You also have the option to print any paper
copies you desire in addition to this filing.

NOTE: There is a promotional discount on the Complete eFiling Solution. If you
use this option and file between Dec 20, 2012 and Jan 15, 2013 the cost will be
$1.74 per vendor with the $24.95 minimum.

E-FILE FEDERAL ONLY

If you select this option Aatrix® will file your Federal 1099’s at no charge. You still
may have to complete payment information in the process but your credit card
will not be charged. You also have the option to print any paper copies you
desire in addition to this filing. You should make sure to purchase the appropriate
forms (see section 7).

E-FILE STATE ONLY

The cost is $.69 per vendor with a $24.95 minimum charge. If you select this
option Aatrix® will file your State 1099’s for you. You also have the option to print
any paper copies you desire in addition to this filing. You should make sure to
purchase the appropriate forms (see section 7).

NOTE: Regardless if what option you have selected you must get your eFile
transmitted to Aatrix® two business days before the filing deadline. Failure to do
so may result in an additional $20 expedited filing fee and Aatrix® cannot
guarantee timely filing.

PRINT ONLY = MANUALLY PROCESS WITH NO E-FILING

Select this option if you do not wish to have any eFiling done and just wish to
print your own. You will have the option of which forms to print. You should make
sure to purchase the appropriate forms (see section 7) in advance

PRINTING AND FILING OPTIONS EXAMPLE:

For the purposes of this example let’s select e-File Federal with the option to
print the payer and recipient copies. After selecting the option you click next.
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1093 MISC Printing and Filing Ophons
Chooee Complete 1099, ofile Fed or efile State 2nd pok your bing dates. Comections bedore dates ave FREE! Moye olo”

 Cemplete 1093 eFiling Setvice BEST VALUE! # Recpeents  Price/Rec  Subtotal
Lk sEhe Covtec vl
Prret ared Ml Recipmant Copees 5 1R c) $000
efle Federal 10991 0% nckaind FREE
- oF i ol sppiicabls Siate 10953/ Reconcistion Fome nchuded
Total Cost Mininun  $ 0.00

& Other Options

N Privd Recpert 1093 Copes
V' eFin Fedesl 10951095 Copes 5 0w $2.00
[T wFin Stale 1155/ Feconcisbon Forms 5 e $0.00
[~ Prind Eedes 10931056 Copies
™ Pried State 1093 Flaconcistion Foms

Toral Cost Mininam  $ 0.00
¥ Pried Pagper 1093 Copuer

Bk [ Weis | canel |

[Note - You will be given the option to include divider sheets on your 1099
printout. Choose per your preference.]

REVIEW DATA - You will be given a summary of what is going to be filed and
printed as well as an option to print the list.

W2,/1099 Preparer

\ﬂ Review Data

Bazed upan pour zelectionz, we need pau ta review data an the
fallowing farmz:

Federal
eFile Federal 1093-k15C
eFile Federal 1096

Fecipient
Print R ecipient 1093-k15C
Print 1093-t415C Instructions

Fayer

Print Payer 109314150

NEXT STEP — After clicking next on screen above you will move to the 1099
Form Viewer.
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SECTION 4 — THE 1099 FORM VIEWER

Now you can View and print copies of your 1099’s.This is done through the Form
Viewer.

The following is a KEY describing what the RED numbers (ON THE
ILLUSTRATION BELOW) indicates:

1. This tells you which form you are viewing and the order of the form
(example Federal 1099 Copy, Report 1 of 4).

2. This tells you the page number you are currently viewing and how many
pages there are for that copy of your 1099.

3. This is a screenshot of what will print or be filed for this 1099 copy. It is the
user’s responsibility to review and verify the accuracy of their forms before
filing.

4. If you wish to print this form you would click the Print Copy button. It will
bring up a normal print dialogue box for all printing options (print one
page, range of pages, multiple copies etc).

5. After you have reviewed and printed this form, click next step to go onto
the next copy of your 1099 form.

File Edit %iew Tools Help

2 Repart 1 of 4 Federal 1095-MSC__ 4 Q ‘J
 —. = 1 ’
[ 17 w2 . ) : 4 5 e
1) Click Print Copy for your copy, then click Next Step. (' i
3 pages Frirt Ciraft Print Copy Frewv Step Mext Step ’
9595 [wvoip [ GORRECTED
PAYER's name, street address, city, state, ZIP code, and telephone no. | 1 Rents ME No. 1543-0113 )
SOCIAL SHRVICE AGENCY $ 2@ 09 Mlsce"aneous |
3 2 Royalties Income
313 HAST ANDERSCN LANE
3 F orm 1099-MISC 4
AUSTIN TE TE753 3 Otherincome 4 Federal income tee withheld
{512) 454-5004 Copy A
$ $ For
PAYER=federal identification RECIFIENT'S identification S Fihing boatproceeds 5 Medical and heatth care payments Interna_l Revenue
number number Service Center
v OIS BAIE082 s ;@\—41" ot W - |$ PSR P S f
[ o . , R T - = D90,

Generally, you can review the information only (see below for exceptions). If you
need to make changes you should exit out of the Form View and make your
corrections.
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Use the controls to move between pages on the form. After finishing all the
pages on each form click next to move onto the next form.

When you move between forms you will be asked if you want to print the form. If
you do not choose to print at this time you will be able to do so later.

Print Report

L] "_-. would waou like to prink this report now?
L

[ Yes l[ Mo ][ Cancel ]

IMPORTANT NOTE: If all copies in afiling have not been printed or filed the
entire filing will not register as having been completed and saved. THIS
MEANS THAT YOU WILL HAVE TO RE-CREATE THE FILING, AS OPPOSED
TO CORRECT IT.

If you have problems lining your forms up (only the Federal Copy uses pre-
printed forms) there is an alignment utility in the Printer Dialogue box. You can
use this to adjust the alignment of your output.

W If thiz iz the first time you are pricting a farm o this printer or you have changed =
! l gl ] printers, uze Page Align.
NP TR o s V“--,‘__r*.. e B x"_fﬂ\"'\,\_\‘...n-\.\_d" x.-"‘-.____ﬁ_h___ o

You may run into a situation where required information is missing from the form.

The required field will be outlined in red. You will also see fields that are
highlighted in blue. These fields are editable and you can make changes to them.

Streetaddress {including raom or suite number)

313 EAST ANDERSON LANE 3
SUITE 101 E
City, state, and ZIP code }
| AUSTIN TX 78753 N ,
Mame of person to contact Telephone number FDr OfﬁC|ﬂ| US'E Only '
JOHN SMITH 512 555-1212 .
R —— T alnnnnnnfus
1 Brplveridenificaionnomber |2 Social securty number 2 'fl'oo‘tal numbeer of 4 Federd ncome t wihhezld 3 Tod amoont reported wihthis Form 1095
74-4568484 e $ $ 557299 .4
Erteran"*" inonly ane box belowto indicate the type of form being filed. Hthizis yourfinal return, enteran X" here | 3 I:l;

._xw-k\J___ im*-i rfﬁ-"L‘Wg;;g&J-.n.ma_-qr\i l G \_L_pgg_-y\__l-.tqgg-_wr\‘,l%ﬁ;

After you have checked the forms and made any corrections you can click the
next step to move onto the next set of forms.

P -l--'*wL‘-.peﬂe; il xmg_,J,.um&:I -
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Example: Report 3 of 4

File Edit Yiew Tools Help

Feport 3 of 4: Recipient 1098-wI5C 9) ,
4,
< > L) Click Print Final, then click Next Step. e “h ’
E pages Frink Draft Print Final Frev Step Mest Step -,
[ Fentn b Rogmbica [rr— !
’:] CORRECTED ijf chechked) $ $ $ ;
! Fentr [ Fomifea Bher hame [+ Fedeml nasme Tox E Fohing bont Roseeda Wt dimlnd Heath Care \
% 3 3 ! g Ryment ,
It Federsl nosme Toie E Fehing Bont Roceeda Wedizland Hesh Care
Fyme nin RVERS neme, sheetnddrem, 3ok, ZIPoede, and £kphons number e
$ $ SOCIAL SERWICE AGHNCY
FAEREnem:, mhe e ddrem, s, 21 Porde, Bnd ek phens number
SOCIAL SERVICE AGENCY 313 HAST ANDERSCON LANE
313 BAST ANDERSCON LANE‘” AUST TH 72753 f
e PR .- h* - - Jppra——
e e A e il (S Ras00s P

Continue to review, print and click next until all forms have been completed. After
this is done a window will pop up that will request you to log onto the secure
Aatrix® website.

Secure eFile Login

Username || Forgot your login?

Password |

Login | ™ Remember Me

Copyright © 2011 Aatrix Software. All rights reserved.
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Use your Aatrix® username and password, not your MIP_Fund Accounting
username and password. If your organization’s FIEN # has already been
registered with Aatrix® and you do not know your user name or password then 1)
find out from the person at your org who registered or 2) retrieve them by clicking
the enroliment button and following the instructions...

If this is your first time using Aatrix® or your organization does not have an
account then click the Forgot Your Login button. To complete your enrollment
you will need to have your organization’s information and a credit card number.
You will also need to print then fax or mail an authorization form before anything
can be filed through Aatrix®. (This includes free Federal filings).

For detailed instructions on how to Enroll and check the status of your eFile
please see KB 297263.

If you have any questions about enrollment or your Aatrix® account please
contact Aatrix® directly at helpme@aatrix.com or 701-746-6814.

SECTION 6 =HOW TO CORRECT AND REPRINT YOUR
1099’S

For Detailed Instructions on Reprints and Corrections see KB 316624 Aatrix
Corrections User Guide.

When you initially process and PRINT or FILE your 1099’s, the system creates a
record that you have done so. If you DO NOT PRINT OR FILE you will not have
the option to CORRECT and REPRINT later. You will have to start from the
beginning and “process” your 1099’s.

THE 1099 FORM SELECTION BOX (IN Sage Fund Accounting)

To begin the 1099 correction/reprint process go to Activities>Produce Vendor
1099’s

This will bring up the 1099 form selection dialog box.
You will notice you may have the option to choose “History” in the dropdown
Form Type dropdown. Ignore this option so that your most recent historical

information will be pulled.

Prior to that you may be asked if you want to continue with your work in progress,
you should say no.
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To reprint or correct select NEW for Form Type.

Select Form L

Form Description "

Form Type: |New ﬂ| Annual] Use this ko process 1099-MISCs, :.

Form: ﬂ| “

Year: |2|:|c|g | ;
T A o et P T A

You may be asked to confirm your organization information. After that you will get
the 1099 History File Options box, below.

1099 HISTORY FILE OPTIONS BOX

x
1099 History File Options
"o haree skeady complsted put of your 1098 fings. Pleace review what you have complated and tefiact which action
yon modd e tntaks et
Tach b you conphile an schon you wil e selind 10 Bit sCrmen
Lawt Completed Achons Avadable Actions
o [Caet Caroisied Acton | 27 Regint Complutad 1053
Dacprt 1099 Printad on 120201 Repont a copy of any 1093 fing hat wou
Feders 1093 Prntad on 32102711 { joss Y cong
Sate 1099 A 37 ovie o Pk incompists 1099
Payer 1099 eFie ot pord any sequaed 1069 copese
. you & rol ceocess yet
& Conuct Comploted 1039
tsded Actiors Mako corecdons 1o 1053 copea thar you
.j Mo DikaledLin &t Erpivtec J harve processed Al add/delete
View lstuchons on Rehuneng Lales | > L 2
SFSIGOW
Cleat pout past achors: and start the 10659
PIOCERI Over AN Wih how dars.
Neet > e | Hp |

Below is a description of the options in the box.

1 - Last Completed Actions.

This gives the current status of your filing. Note that if you have not PRINTED or
FILED a section you CANNOT correct it.

2 — Reprint Completed 1099’s
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Use this option to reprint any section of the 1099 that has been taken to
completion (either through printing, filing or e-filing). This is the option you would
use to replace a lost 1099 or give a vendor an additional copy.

3 - Process Non-Filed 1099 Copies

Use this option if you have not fully completed your 1099 filing. For example you
may have printed the vendor copies but not e-filed, or you may have filed the
federal copies but not the state copies.

4 - Correct Completed 1099’s

You would use this option if you need to make a correction to a 1099 that has
already been printed/distributed or filed. For example - you print and e-file your
1099’s and then a vendor points out a mistake. You would NOT use this option to
produce a 1099 that was missed or skipped (to do this you must Start Over,

below)

5 — Start Over

This option will delete your previous 1099’s and start over again. You will loose
any changes or modifications you have made to the 1099’s in the Aatrix® grid
and the data will be pulled from Sage Fund Accounting. You would use this
option if you are e-filing and you left out, missed, or skipped anything in the initial
filing.

6 — View All Completed Actions.

This gives you a history of your past 1099 actions. It is a good guide to actions
completed in the recent past and also in prior years.

The status column gives you the status of the various sections. The different
status values are.

e Print&Mail — The record of a 1099 that made it to the printing process.
e eFile - The record of a set of 1099’s that were eFiled. This doesn’t mean
that an eFiling was actually sent to the government. Only that it was

selected as an option.

e Record — This is the record of the information in the 1099 Preparer Grid.
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8 Past Actions

&
# | Date-Time Action Type Filing Type Statusz Recipientz | Form j
1 1043042009 14:3 Filing Federal Printdhd ail A Federal 1099-MI5C i
Federal 1096 'i
Recipient |ricomplete A Recipient 1093-MI5C
- ADSMISE Ingctons 5

S A A o ig T .',...“ e AR ke, T - e

HISTORY FILE OPTIONS BOX AVAILABLE ACTIONS DETAILS

OPTION 1 - REPRINT COMPLETED 1099’S

— Lazst Completed Actionz —Available Actions ’
Farm Last Completed Action * Reprint Completed 1099s ‘r
Recipient 1099 Incomplete Reprnt a copy of any 1099 filing that _I,u:-y

have already completed. r
Federal 1099 Printed an 12/06/10 "
State 1099 Incomplete " eFile or Print Incomplete 1099z
Paver 1099 Printed on 12/06/10 eFile or print any required 1099 copies

woul did not process pet,

. /"“-c_Ll?" e g

If you have already printed and need reprint your 1099’s select this option.

The Reprint Options Screen will pop up. Select forms you with to reprint.

Reprint Options

Select which copies of previouzsly completed 1093 that vau want ta reprint and, if pau are reprinting Federal andar
State copiez, select which type of copy you requine.

—%hich copiez of completed 1093 to reprint
I" | Fecipiert Copies
¥ Federal Copies ¥ Original ™ with a Fecords Copy W atermark

[T State Copies % Original ) With & Fecords Capy W atermark
[T Payer Copies

Mote: Twm:ud dupllcate proceszing, eFiled copies will prlnt with a recaord l:-:upy watermark.
=

e o PPN

If you select Federal or State Copies the box at the bottom asking if you want to
reprint Original or Record copies becomes active. Original Copies can be used to
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file taxes with the government. Record Copies will have a “Record Copy: Do
Note File” watermarked on them.

If you are reprinting the recipient copies you will have the option to filter for
individuals or a range of Vendors on the Reprint Recipient Options.

Reprint Recipient Options Screen

1099 Wizard

Ruprint Recipient Options

Select which recpsent Coples wou wark 1o repant

AN Recpeents
o Selecied Reoperis
" Recpert ratruchons orky

Selected Recpents Tool

N Creck hes o daplay of pecpents

TIN [

Seach I

Lot Name g
Fast Nane [~

Compary Name: |

Clex [

Sesrch Rasuls Sot by i i

Regpont ] ™ lLa:( Narre | Fl:"um]imv Narmes| &
r 5 48540 YWeams & B
T 45404555 The Boosstors

r %« L3 e Wnticie

[_ 3. 545 Nubsrry & Tho
[ 740598446 Warstet Propert

A

L

This screen gives you the option to reprint all or a select group of Vendors. If you

choose selected Vendors you can filter and sort on employee information and

select the Vendors you need to do the reprints for.

After Clicking “Next” you will go straight into the form viewer window. You can
make your reprints directly from this window.

Reprints will not update your last action but will show up in your View All

Completed Actions.

After you have printed your recipient copies it is HIGHLY recommend that
you print additional copies to a file and back them up in a safe place. Since
Aatrix® can only handle one year at a time this print to file can be used if a
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vendor needs a prior year copy. It can also be used to print additional
copies without having to go through Aatrix®.

Printing to a file is accomplished the same way as printing to paper, except that
where you normally select a printer you will select a document writer or PDF
driver instead.

— Printer 1

M arne: I Micrazaft %P5 Docurnent sriter j ’

.

Statuz.  Feady {

Type: Microzaft %PS Documnent YWriter "

wihere: #PSPart: J
LR et _t#‘_-m"__.r -, A_H‘:_ﬁ . o

OPTION 2 — E-FILE OR PRINT INCOMPLETE 1099’S

If you did not fully print or file all of your 1099’s initially you have the option to
process what you missed. Choose the Process Non-filed 1099 Copies.

— Last Completed Actions — Available Actiohs f

i” Reprint Completed 1099z /

Feprint a copy af any 10893 filing that _l,u:uu}-_

Incomplete
F have already completed. r
Printed on 1206/ 10

Farm Last Completed Ackion
Recipient 1099

Federal 1099

Skate 1099 Incomplete
Payer 1099 Prinked on 1206/ 10

i* eFile or Print Incomplete 1099z 1“'

eFile or print any required 1039 copies ,
you did not process yet.

/ - Lareeot r_r,u-f \"n-l.-‘l-l.'-"'""'“'“ \ f.-\“'-

mﬂn_

If you choose this option you will have the chance to do the filings that you
skipped before. Notice that the Federal Copies are grayed out because they
have already been printed.

{+ Other Dptions ,
[ Print Recipient 1099 Copies
i
¥ eFile Federal 1099/1096 Copies 3 $0.00 $0.00 i
[ eFile State 1099/Reconciliation Forms 3 $0.63 $0.00 -'.l
™| Eririt Federal 109541096 Copies /

[ Print State 1099/Feconciliation Farms -

b
Total Cost Minimum $24.35/_‘;--

T Y e SR SR

You will get a list of what will be done.
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B azed upon pour gelections, we need pou to review data on the
following forms:

Federal
eFile Federal 1093-MI5C
eFile Federal 1036

S __“‘._‘_ - ‘L" r--"-...____'ﬁ“'.____ ’x____\___'._ b l"."\'._ ) .I"""‘J\ et

LYY gy

Go through the process and complete the filing. Upon finishing — either printing or
e-filing the sections being processed — the COMPLETED ACTIONS will be

updated.

OPTION 3 — CORRECT COMPLETED 1099’S

— Lazt Completed &ctionz —Available Actionz
Farrm Last Comnpleted Action " Reprint Completed 1099s
Recipient 1099 Incomplete Reprint a copy of any 1039 filing that you
have already completed.
Federal 1099 Printed on 12/06/10
State 1099 Incomplets i eFile or Print Incomplete 1099s
) eFile or print any required 1093 copies
Payer 1099 Printed on 12/06/10 e o) st aroemes e

I || - o cocpioioa o

| bl ake corections to 1099 copies that you
have processed. Alzo, add/delete
recipients in thiz process,

Wiew Detailed List of Completed Actions

‘“‘\v \T-A-i- & - N—;—O—H-‘\;.

e A - S T e e, T

g W AW sl N LRSS

If you have successfully printed and distributed or filed your 1099’s and need to
make corrections to them choose the Correct Completed 1099’s.

If you choose this option it will take you straight to the 1099 Preparer Grid. You
should go to the record that needs the correction and make the correction directly
in the grid. When you do the field that is corrected will turn a different color and
the row that was corrected will be highlighted.

The 'Wiebsite Bobby Smyth

r mulberry & Thibulberry & Thi2121 West Grand Par
4 omb WindekPrope |Roka®™ el 3747 Town i SUEPO B
L et b o i ! - ™
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NOTE: If a vendor was issued a 1099 by mistake when you delete the record it
doesn’t really delete everything, it just zeros it out. If you reprint your corrected
files the zero’'d out vendors will still print zero amount 1099’s. Since their
inclusion is necessary to insure proper corrected eFiling there is no way around
this.

After you have made all your corrections and verified all your data it will ask you
if you have already distributed any copies.

Correction Options

Havwe you distributed any of the following copies s

ez Mo

"

'
‘:
{
P
3
e e

NOTE! The difference between saying yes or no at this point will determine
whether or not you print a new original copy of the 1099 or one that has the
corrected check box marked. Answering YES will result in copies being marked
as corrected, choosing NO will result in a duplicate of the original.

Recipient Copies

Federal Copies

I

State Copies

R LTy

o

Effect of eFiling

If you have eFiled your 1099’s options and results may by different. When
Aatrix® is launched it communicates with the eFile server to check the status of
your filing. You may have submitted your filing to Aatrix® but Aatrix® normally
holds the filing until the week before the deadline before submitting them to the
government. If Aatrix® has not submitted your filing yet then any corrections will
be a replacement of the original 1099 and not a correction.

Original

Fie B Vaw Tods el

Repart 1 of 4: Federal 1099-MSC
—_—

1

£
!

> \l/ Click Print Final, then elick Next Step.

3 p¥ge:

i

nsns [l voim  [JCORRECTED

PAVEN: name, siust adiem, oity, sate, 2 cede and Infaphons o Sants OME W 15501108

3 2009 Miscellaneous /

e lncomef
s $ Z SN PSRRI B 7
BT Y A PR SN
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Corrected

Fln B Vew Took Heb
Repoet 1 of &4 Federat 1093-M55C
e

5
a4

P iy Nost

R d) Cllek Print Final, then click Next Step, < V=
1 page Far Dl Pt Find

3535 Ovork 5 CORRECTED ) (
FAYERS hama, el 26d1es, oy, sate, 2P code, a2 STRPNOYATE ] " OMB N 15450555 \
$ 2009 Miscellaneous (
= Fesaltis Income &
$ 7o W90 AESC
3 OMarincona 4 Pudersl mecew tax wibbebd Copy A
PO S N DRSOV S [P e

Either way only the Vendors who had corrections will be available to be printed.
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OPTION 4 — START OVER

You may reach the situation where the information in the preparer grid is mostly
wrong, information may have been deleted or there are numerous corrections
already done in MIP that need to be pulled into Aatrix®. If this is the case you
should choose the Start Over option. This will delete all history and changes you
have made in the Aatrix® grid and pull the current information in from MIP. You
are starting the 1099 process over.

" Start Over

4
Clear your past actions and start the 1039 }
process over again with new payroll data, o
|

r

e DT, e B e et R e e
If you have successfully eFiled, Start Over will not be available. In order to start
over you would need to log onto the Aatrix® efile website and manually delete
your filing. Then Start Over will become available. If Aatrix® has already

processed any portion of your filing you will not be able to delete it.

WHAT ABOUT E-FILING CORRECTIONS?

If you have e-filed your 1099’s already it is still possible to make corrections. Just
make your corrections in the Aatrix® grid and go through the 1099 process.
Choose the type of filing that you wish to do and upload the corrected files to
Aatrix®. Aatrix® will automatically replace your old filing with the new one.

Aatrix® only keeps the latest filing. Aatrix® replaces filings rather than appending
them. Because of this all filings should be complete. If Aatrix® has already e-filed
for you it will automatically make a corrected filing. As long as the number of
Vendors in the filing is equal to or less than the original filing there will be no
additional charge.

33



SECTION 7 = REQUIRED 1099 FORMS

By integrating Aatrix® into MIP Fund Accounting you eliminate the need for some
or all pre-printed forms-allowing you to eFile or print your tax forms on plain
paper instead.

1099

-The Federal copy of the 1099 forms (all) must be printed on a red pre-printed
form with black ink.

-The Federal copy of the 1096 must be printed on a red pre-printed form with
black ink.

-The Recipient Copy of the 1099 (all) should be printed on the blank 4 part
perforated paper.

-The Payer Copy of the 1099 forms (all) be printed on plain copier paper, no
forms needed.

Below is a pricing list including the form numbers for Sage Checks and Forms.
To Order call 800-994-1351 or log on to:
https://sage.checks-and-forms.com/homePage.do?client=MIP

Only these part numbers are compatible with Sage MIP Fund Accounting

1099 Forms 25 50 100 200
1099 Laser Federal Copy A (pre-printed) — Two vendors per page

L99A (MISC) One Part $12.95 $16.95 $19.95 $28.95
L99IA (INT) One Part $12.95 $16.95 $19.95 $28.95
L99DA (DIV)  One Part $12.95 $16.95 $19.95 $28.95
L99RA (R) One Part $12.95 $16.95 $19.95 $28.95
1099 Laser Blank 4-up (Copy B, C and State) — One vendor per page

L99BLANK4  One Part $12.95 $16.95 $19.95 $28.95
Bundle 1099 Laser Package Set

L99BK4DWS One Part $32.95 $43.95 $49.95 $73.95

Prices are subject to change without notice.

1099 Forms have the following features

* MISC, DIV, INT, and R

* Fully compliant with IRS Publication 1179

* For use with Laser or Inkjet printers

* One free 1096 Transmittal form with every 1099 order
» Compatible regular or self-seal envelopes available

Question
If I have forms left over from last year can | use them?

Answer

The blank perforated stock does not change from year to year. Any unused blank
stock from last year can be used this year.
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SECTION 8 - REPRINTING PREVIOUS YEAR 1099’S

With the integration of Aatrix® into MIP Fund Accounting it may not be possible
to print previous year 1099’s.

After installing the December 20" 2012 quarterly update from Aatrix® it may only
be possible to print 1099’s for the current year. If you need to print 1099’s for
2011 or earlier it is recommended you do so before the upgrade.

After the update it may still be possible to print prior year 1099 information, but it
will be printed on 1099 forms for the current year.

In the Year field below you can enter whichever year you want. The information
from the indicated calendar year will populate your forms, but the form upon
which that information is printed will be the form listed the Form field below.

Select Form
Form Descri
Form Type: Mew ﬂ
Form: 2012 1099-MISC -
Year: 2007
W

After you have printed your recipient copies in the current year it is
HIGHLY recommend that you print additional copies to a file and back them
up in a safe place. Since Aatrix® can only handle one year at a time this
print to file can be used if a vendor needs a prior year copy. It can also be
used to print additional copies without having to go through Aatrix®.

Printing to a file is accomplished the same way as printing is but when you select
the printer to print it to you select a document writer or PDF driver instead.

— Printer
M arne: I Micrazaft %P5 Docurnent sriter j

Statuz: Ready
Type: Microzaft %PS Documnent YWriter

wihere: #PSPart:
B I SRy S _.',.l- ..dt_ﬁl‘ P — PR S

e VO WL
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APPENDIX A - SETTING UP AND VERIFYING 1099
VENDORS

SETTING UP A 1099 VENDOR

Before you can issue a 1099, a Vendor must be set up as a 1099 Vendor. This is
done on the 1099 Information Tab of the Maintain>Vendors screen. The fields on
this form will be grayed out until you check the “Issue 1099 for this Vendor” box.

"Jendu::rl Addresses I Payment and Terms I Default Coding 1099 Information | Motes I

[¥ Issue 1099 for this Vendnr- [~ Foreign Address Indicator

Proprietor Name: IFEIN Prop Name {Optional)

—Federal Tax Identification Number

= FEIN = 55N = Applied For = Foreign |?44554554

—Organization State Withholding

[~ Owverride State Withholding State: AR - State Tax ID: |343434444

f‘
(1099 Form Setup

Default Form Type: MISC = Default Box Number: IMISC-EII-" =
Mame Control: Code Description
o Form 108%-D0V
1099 Adjustments INT Form 1088-IMT
Year F‘.I Ful:urm 1DE&B.-F'.. Amount
i\ 5010 WG . W-2G Recipient 10.000.00 j
Il
[

After you check that box the options for the 1099 will become available.

You can select the Default Form Type and Box Number. This will save on data
entry.
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ENTERING 1099 VENDOR DATA

NOTE: Only transactions paid while a vendor is flagged as a 1099 Vendor
will show up on the 1099’s.

When you post the appropriate information to a vendor the amount coded to the
specified 1099 box should be increased/decreased as appropriate.

In order for a transaction to affect the 1099 balance it must meet the following
criteria:

e Coded to a vendor that is flagged as a 1099 vendor at the time of data
entry.

e The transaction must be coded to a Cash type GL account

e The transaction lines have values other than “N/A” for 1099 Box(s) at the
time of posting.

e Transactions coded to an Expense or A/P type account will NOT affect a
vendor’s 1099 Balance. Only the Cash portion and amount of a
transaction affects a 1099 balance. However in the case of AP invoices
the 1099 information must be entered to the Expense/AP accounts in
order to flow through to the check and onto the 1099.

DATA ENTRY EXAMPLE - AP

NOTE: Only transactions paid while a vendor is flagged as a 1099 Vendor will
show up on the 1099’s.

This is an example of entering an AP transaction that will flow through to the
1099.

A) Start with Transactions>Enter A/P Invoices.
B) Enter the session information and hit Start.

C) Enter your data as normal but pay attention to the required field, “1099
Type”. It will default to the default form type you have set up in the vendor
record, but you have the option to change it if this transaction should be
coded for a different 1099 type. The same principle applies to the 1099
box. It will use the default value but if you need to change it you can do so
on this form.
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Invoice: APO1 ﬂ Date: 5 /20,2008 = @ Amount: Elug.ug@ i
Description: | apgi 1
VendorID:  [1099 vendor ] @ Big Monsy Due: /192008 26 j
1099 Type: MISC ﬂ
Fund | Grant | GL |Progr| Dept | 117 1099 Box | Debit Credit | Entry Type Effective E
" 1 5000 101 101 1 MISC-07 100.00 0.00 (N 5 [20/2008
| 10 20000 MISC-07 by 0.00 100.00 |N 5 /2002008 i
Code | Description [l
MISC-04 Federal Income Tax Withheld
MISC-05 Fishing Boat Proceeds
MISC-0& Medical Health Care Payments
MISC-07 Mon-employee Compensation
MISC-08 Substitute Payments in Ligu of Dividends or Interest
MISC-13 Excess Golden Parachute Payments
MISC-14 Gross Proceeds Paid to Attorney
MISC-15a Section 4084 Deferrals
MIZC-150 Section 4084 Income
MISC-16 State Tax Withheld -
l. nal min .. dcamaRRe o L healAaian L R s an B Ay pomeh By s e nnt ami

After entering the invoice, save and post it. When you select and pay the invoice,

the 1099 type and box number will flow through to the checks. If you run an
unposted report on the checks you will see MISC-07 in the 1099 Box field.

DATA ENTRY EXAMPLE — CASH DISBURSEMENTS

NOTE: Only transactions paid while a vendor is flagged as a 1099 Vendor will

show up on the 1099’s.

N r“-m"\\_\_ R

Data entry to a Cash Disbursement type transaction is very similar to the API

Check: CDOD1AP ~ Date: 5202008 (&6 Amount: 5100.00 (@) ;

Description: | apcD 1

¢

Payee ID: 1098 Vendar ﬂ@ Big Money {

1099 Type: MISC ﬂ i

{

Fund Grant | 6L | Progr Dept M7 1099 Box | Debit 3

(G 10 50001 101 101 1 MISC-07 [ D0.00 J

01 10 11001 MISC-07 0.00

§ }

e -, T b e b ot . i e e, ot ey

except you are hitting cash directly. You will still need to choose the 1099 Type

and 1099 Box for the transaction.

If you pay a vendor prior to it being flagged for 1099’s, or you uncheck the Issue

1099 box and have payment activity, the system will NOT include any activity
during which time the Issue 1099 box is unchecked. You will need to make a
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1099 adjustment on the Maintain>Vendors>1099 Information tab to include any
amounts not captured.

WITHHOLDING

When withholding Federal or State Income Tax, make sure you credit your
liability account and debit your expense accounts properly.

Withholding will show in the 1099 Preparer Grid as a positive number if it has
been entered correctly.

.-J_J.)i.%

lgllle s
Invoice: |.55457,-‘.' ,I Date: Amount: | (gso,gg)il 5
Description: ISsamp!eZ g
Nehec Da AsC = Q| |ABC Office Supply Due: 11/26/2008 == ‘{
i
1098 Type: |stc vI £
Fund | Grant GL Progr Dept | 117 1099 Box Debit Credit Entry T) 4 g

1 101 20000 MISC-04 50.00 0.00|N

01 101 21010 | MISC-04 0.00| 50.00 [N

x| X 1 I l |

B O - o~ SE )',..,-0~.§ L N, SISk hAR AL g,
1099 ADJUSTMENTS

If you need to make changes to the amounts on your 1099’s without affecting
your other financial information. This is done under Maintain>Vendors>1099
Information Tab. For detailed information on making 1099 adjustments see KB
298662.

In the 1099 Adjustments box enter the amount of your adjustment. You will need
to enter the year being adjusted, the type of 1099 form you are adjusting, the box
you are adjusting and the amount of your adjustment.

IDGG[ﬁdju stments

Year | Type | Box | Amount |
2007 IMNT INT-01 5.00

2007 MISC MISC-0F &5.0D

i
!\pﬁ,“u.‘.“_-ﬂ s

o P i, _,.-"'—".“- e i
om il o e . e o . il ™

I T LY S

CNTY
ok o -



You can make adjustments for each type of 1099 form separately. If you make
multiple adjustments to the same Year/Type/Box combination MIP Fund
Accounting will combine all of them into one line when you save the form.

If you need to change an adjustment you can use the existing line and change
the amount. If you need to remove the adjustment select the entire line and hit
delete on your keyboard.

NOTE: The amount entered in this box should be the amount you wish to
add/subtract, not the total the value the box on the 1099 should be. For example
if you had $45.00 in Box 7 and the total at the end of the year should be $100.00
on the 1099 form you would enter an adjustment for $55.00. These adjustment
amounts will show up in your financial reports separately. If you wish to see the
total amount paid to any vendor, be sure and select a report that allows you to
include 1099 Adjustments in the available columns.

REVIEWING VENDOR INFORMATION

The easiest way to check your vendor information is to go to Sage Fund
Accounting Reports>Lists>Vendor Information and create a new report with the
content and filters listed below:

Content Tab

B
Selected Columns Sort Width Show Repeats ‘Wrap Column Heading
Vendor ID Asc 0.75 Vendor 1D
Wendor Mame Mone 1.60 ¥l [] |vendor Name
Address Mane 2.00 F] Address
City Mane 1.00 ] City
State/Prov. Maone 0.7& ¥ State/Prov.
Postal Code Mone 0.75 ¥ Postal Code
Izsue 1093 Maone 0.60 ¥ Izsue 1098-MISC
1089 Type-Box Mone 0.50 ¥ 1089 Type-Box
Tax ID Type Maone 0.40 ¥ Tax ID Type
Tax |D Mumber Mone 0.75 ¥ Tax |D Mumber
Proprietor Name Maone 1.60 F] Proprietor Name
Mame Contral Mone 0.50 F Mame Contral
Filter Tab
Selected Filter Compares To Criteria 1 Criteria 2

Status
|ssue 1099

Yes

On the Vendor Record all fields must have data in them with a couple of
exceptions:
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Proprietor Name may be blank except when Tax ID Type is SSN. Proprietor
Name is required when using a SSN for the Tax ID Type.

Tax ID Number may be blank only if Tax ID Type is A (Applied for). NOTE: This
will not pass the Aatrix® file check in the preparer grid. You will have to delete
that vendor from the grid to be able to proceed with the 1099 process to print or
eFile your 1099’s.

Other Considerations

If the Tax ID type = FEIN then you must have the Company Name or Full Name
Filled in. This is the “Name:” field located on the vendor Tab.

If the Tax ID Type does not equal FEIN then you must have the First and Last
Name OR Full Name Filled in. The Full Name is the “Proprietor Name:” field on
the 1099 Information Tab.

Vendors with foreign address

Depending on the format it may not be possible to key a foreign address into
Sage Fund Accounting. If this is the case use a dummy US address. You will
have the opportunity to change the address later in Aatrix®.

1099-Type

Now that several 1099 Types are supported you will want to make sure you have
the correct 1099 type. For databases that have been upgraded from v9.x or
earlier it will default the 1099 type to 1099-MISC. If you have imported vendors or
vendor adjustments in v10 or later you may wish to double check that they are
there and the correct type. It is possible for a vendor to have multiple 1099 types.

Name Control

You should check and make sure this is in the proper format. You should refer to
IRS Rev. Proc. 2006-33 for detailed instructions or unusual naming conventions.
You can also see KB 290320.
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APPENDIX B: AUDITING YOUR 1099’S

Question:

How do | research and verify my vendor 1099’s either in anticipation of
calculating and producing 1099’s and/or in order to make adjustments?

Answer:

There are three reports that are can cover all of your Vendor 1099 research
needs. They are located by menu item as such:

Reports>Journals>Cash Journal> <1099 Detailed Vendor Total Report> and
<1099 Summarized Vendor Totals Report>.

-This report allows you to audit and reconcile cash payments made to Vendors.

Reports>Lists>Vendor 1099 Adjustments> <1099 Adjustments>
-This report allows you to view system adjustments to Vendors.

Reports>Lists>Vendor Information> <Default &1099 Info>
-This report allows you to review Vendors 1099 information.
Question:

How will the Cash Journal>1099 Detailed Vendor Total Report help when
reconciling 1099’s?

Answer:

The Cash Journal is your best tool in reconciling vendor 1099’s. This report
shows every transaction that was coded to the vendor and a cash account as
well as its possible 1099 coding.

This report is located in Reports>Journals>Cash Journal. You will want to use
the <1099 Detailed Vendor Total Report>. In the Content Tab, add 1099
Adjustment Amount to report.

This report includes the specific transaction entry activity that makes up the total

by vendor and box number
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Question:

| have a 1099 vendor and I've run a cash journal and the total for the vendor is ok
but the amounts in the 1099 boxes are not. Why is that?

Answer:

The most common cause of incorrect amount in a 1099 box number is because
the vendor was not properly set up or the information not properly entered at the
time of posting.

In order for a transaction to affect the value in a 1099 box it must meet the
following three conditions:

e |t must be coded to a CASH type GL account.

e |t must be coded to a vendor that at the time of entry was flagged as a
1099 vendor.

¢ In the data entry screen it must have a 1099 type associated with it and it
must be coded to a 1099 box.

Many times a vendor will be initially set up and not all of the 1099 information will
be available. Checks will be cut to this vendor and then later the 1099 information
will be entered. The checks cut before the data was complete will not show in the
1099 box amounts, the checks cut afterward will.

This is most easily observed through a cash journal. You should choose the
<1099 Detailed Vendor Total Report>.

With this report you can see not only the box total but the transactions that make
up the total. One change you will probably want to make to the default report is

to change the column width on the 1099 Box to 0.75. After that you will need to

go to the Setup tab and type in a new Report Name (For example: 1099) before

you can run it.

After you have run the report, take a look at the 1099 box number values. You

can see transactions that were coded to the vendor but didn’t meet the criteria for
being on the 1099.
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(o] MName 1099 Box Effective Date Document Nu..  Disbursements Adjustments

01BRAIA JAMES BRANUM MISC-07 1/17/2008 158625 2,500.00 0.00

Total MISC-07 2,500.00 0.00

JAMES BRANUM NfA 1/17/2008 158625 170.23 \ 0.00
T

otal NfA 170.23 0.00

P I e e N i e e e SRR R

LS W T I W W e

Question:

I've checked my cash journal and the amounts still don’t agree to what is pulling
into my 1099’s. What else am | missing?

Answer:

Another source of 1099 values is the 1099 adjustments. These adjustments are
done under Maintain>Vendors>1099 Information tab.

To get a list of adjustments go to Reports>Lists>Vendor 1099 Adjustments and
use the <1099 Adjustments> default report or add the 1099 Adjustment columns
to your Cash Journal Report.

Question:

Once | find that adjustments need to be made what is the easiest way to do
them?

Answer:

Go to Maintain>Vendors>1099 Information tab and there is a 1099 Adjustments
form at the bottom of the page. Be aware that adjustments made in this fashion
will NOT affect your financials statements or GL in any way. It will only modify
your 1099 values. If you need to make adjustments to your financials and your
1099 information you will need to make cash type transactions that modify your
1099 amounts.

44



