Instructions to process IRS forms 1099 in PeopleSoft

Step 1. Identify vendors designated as 1099 vendors for reporting purposes. From the
Query Viewer menu, run the query LC_1099 VENDORS.

-
Favorites Main Menu > Reporting Tools > Query > Query Viewer [g]

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“SearchBy:  gueryname *  begins with LC_1099

Advanced Search

Search Results

*Folder View: — Al Folders — v
Customize | Find | View Al B | % First K1 4.5 075 I Last

Query Hame Description Owner Folder ﬁ % % Schedule ?.::)tr":tes
LC_1099_VENDORS Public HTML |Excel XML |Schedule | Favorite
[C_1009_VENDORS_VOUCHERS Public TTWL Excel XML Schedle  Favorie
LC_1099_VENDORS_WITH_VOUCHERS Public HTML |Excel XML |Schedule | Favorite
LC_1099_VOUCHERS_WITHHOLD_INFO Public HTML |Excel XML |Schedule | Favorite
LC_1099_WITHHOLD_INFORMATION Public HTML |Excel XML |Schedule | Favorite

Enter council business unit and view results. This query identifies vendors configured as 1099
vendors as indicated by the “Y” in the Withholding column.
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Review the output of the query to validate whether the vendors are applicable to 1099 reporting.

Page 10f24



Step 2. Identify vouchers designated as 1099 applicable. Run the query LC 1099
WITHHOLD INFORMATION. Review the voucher information, if the information is
accurate; proceed to Step 6 to generate IRS 1099 Misc. forms and the electronic filing txt file.
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If there are vendors or vouchers missing or incorrect data in the output of the query, run the
query LC 1099 VENDORS VOUCHERS.
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This query identifies vendors with 1099 applicable vouchers. Review the Vouchers with 1099
Flag filed, vouchers marked “Y” are set up for 1099 processing. Vouchers marked “N” are not
set up for 1099 processing. If vouchers flagged “N” should be “Y,” proceed to step 3. Otherwise
proceed to Step 6 to generate IRS 1099 Misc. forms and the electronic filing txt file.
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Step 3. Select vouchers Flagged as “N” on the LC_1099 Vendors_Vouchers query as 1099
applicable. Navigate to Vendors>1099/Global Withholding>Maintain>Update Vendor
Withholding

Fa\rg"rtes Main‘l'_ﬂ'lenu > Vendors > 1099/Global Withholding » Maintain > Update Vendor Withholdings [5]

Withholding Vendor Update

Withholding Update 1D
Withholding Update 1Dz UPDATE_VENDOR_WITHHOLDINGS

Vendor Selection
*Vendor SetlD: L= (&}

Tax Reporting Year

*Start Date: 01/01/2012 [#] *End Date: 12/31/2012 [#]

Details Customize | Find | View A1 ] B | 2

Y2 ew withhold Details |

— —
First 1of1 Last

“Vendor ID Location Business Unit Current Withhold

1 [ooooooo16a | (@ [ a (Cma a ¥ =+ [=]

‘\l To change the current withholding for vendor 0000000164 from "N" to "™ |

B save | [\ RetuntoSearch | |+ Previousinlist 4 Nextinlist [T Notify [Ewdd| [FEatipdatemispiay)

Vendors SetlD: Enter the Business Unit
Start Date: 01/01/20XX
End Date: 12/31/20XX

Click on the Vendor Tab, enter the selected Vendor ID, Location and Business Unit, if
applicable.
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Click on the New Withhold Details Tab:

Favq'ntes Mainflenu 5 \r‘envdors b IU'Q'Q,JGIobaIvWithholding b Maigﬁin > Update Vendor Withhaldings [g

Withholding Vendor Update

Withholding Update ID

Withholding Update 1D: UPDATE_VENDOR_WITHHOLDINGS
Vendor Selection
*Vendor SetlD: L, - QL
Tax Reporting Year
*Start Date: 01/01/2012 |[5] *End Date: 12/31/2012 [5]

e
| T

Details Customize | Find | View 21| B | ¥ First B q074 7 Last

F
New Withhold Details |

New New New Jur New

“Wendor ID Location Entity S D Class Criteria

1 'ooooooo18/a, [1 a |y ~ [Rs a [1099]a, FED @ o7 |Q (=l

B save )X RetumtoSearch | +E Previousinlist E Nextinlist [=] Notify |

Vendor ID: Enter the Vendor ID number(s) selected from the query
LC 1099 VENDORS VOUCHERS.

Location: Select the location.

New Withhold: Select “Y.”

Entity: Select IRS.

New Type: Select 1099.

New Jur CD: Select FED.

New Class: Select 07 — Non Employee Compensation.

Click Save.
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Step 4. Update 1099 Withholding information. Navigate to Vendors>1099/Global
Withholding>Maintain>Update Withholdings. Create a new run control if this is the first time
running this process, otherwise search for the run control under the Find an Existing Value tab.

Favorites Main Menu > Vendors > 1099/Global Withholding > Maintain > Update Withholdings

Update Withheolding

Find an Existing Value | Add a Mew Value |

Run Control ID: Update_Withholdings

Eind an Existing Value | Add a Mew Value

Fa\.rovr'rtesfMainyenu > WVendors > 1099/Global withholding » Maintain > Update Withholdings

Withhold Update Request

Run Control ID:  Update_Withholdings Report Manager  Process Monitor

*Request ID: 1 *Description: Update 1099 Withholding Info
*Process Frequency: Always Process -
*Process Option: Process Only Vendor Updates -

(=] Netify | E: Add | Update/Display |

Request ID: Enter a value (e.g.1).

Description: Enter a description (e.g. Update 1099 Withholding Info).
Process Frequency: Select Always Process.

Process Options: Select Process Only Vendor Updates.
Click Save then Click Run.
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Favarites Main Menu Venvdc-rs » 1099!GlobaIvW'rthholding » Maig‘min » Update Withholdings

Process Scheduler Request

UseriD: KSPAMNIER Run Control IDv  Update_Withholdings
Server Name: PSMNT - Run Date: |01/03/2013 5]
Recurrence: - Run Time: |8:53:41AM | Resetto Current Date/Time

Time Zone: Q

Process List

Select Description Process Hame Process Type *Type *Format Distribution
Withholding Update Process AP_WTHD_UPDT  Application Engine Web - THT ~ Distribution

Check box
P —

( ok ) cancel |

Server Name: Select PSNT
Check the box next to Withholding Update Process
Click OK.

Step 5: Print the list of vendors with associated 1099 vouchers. From the Query Viewer
menu, run the query LC_1099 WITHHOLD INFORMATION. This query should list all the
vouchers for the vendors ready to generate 1099 forms.
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Step 6. Generate the 1099 Misc. forms and the “Test” Electronic File for the IRS.
Navigate to Vendors>1099/Global Withholding>1099 Reports>Withhold 1099 Report Job
Create a new run control if this is the first time running this process, otherwise search for the run

control under the Find an Existing Value tab.

Favaorites Main Menu > Vendors > 1099Global Withholding > 1099 Reports > Withhold 1099 Report Job

Withhold 1099 Report Job

Find an Existing Value Add a New Value
—

Run Control ID: |Withh0|d_1 099_Report_Job

Find an Existing Value | Add a Mew Value
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Fa\ro'r'rtes Main_l'v'lenu b Venvdors ¥ 1099!G|0balvwrthholding > 1099 Rveports >  Withhold 1099 Report Job E{

1099 Report PostiReportiCopy B

1099 Report Post/ Report/ Copy B

.
Run Control ID:  Withhold_1099_Report_Job Report Manager F'roc:essr-donitor

Language: English =

1099 Report Post

*Request ID: III 1099 Description: |1099 Processing —E

Process Frequency: Always Process -

Report ID: US_REFORT

Report Date: 01/08/2013 Include Manual Overrides

*Control SetlD: WQ *Control 1D: E "1—7@\ Boy Scouts of America
*Calendar SetiD: m a *Calendar ID: EQ 2012 1099 Calendar

*Fiscal Year: E 2012 Use Report Date For Vendor

*Period: | 1l Period1-2012-01-01

Type of File/Return: Test hd Replacement Character: l_

1099 Report Copy B Sort

Withhold Type: Al - Vendor Select Option: Select All Vendors
[ mask TIN AP 1099 sort order: Vendor Id Saort

Vendor Payees Customize | Find | View Al B0 7 #H First K g op 1 I st

Vendor ID

Select Test until 1099 information is validated and finalized. |Opticna| ~These fields can be left blank

Select Original/Correction to run the final 1099 process

IIEI Notify Ex Add /I UpdateiDisplay

Request ID: Enter a request ID, example — 1099.

Description: Enter a description, example — 1099 Processing.

Process Frequency: Select Always Process.

Include Manual Overrides: Check the block.

Control SetID: Enter Business Unit.

Control ID: Select 1, Boy Scouts of America

Calendar SetID: Select SHARE.

Calendar ID: Select 02, 2012 1099 Calendar

9. Fiscal Year: Enter fiscal year, example —2012

10. Use Report Date for Vendor: Check the block.

11. Period: Select 1, Period 1 —2012-01-01

12. Type of File/Return: Select Test until 1099 information is validated and final 1099s
are ready to be produced. Select Original/Correction for final 1099 process.

© NN kW=
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13. Withhold Type: Select All.

14. Vendor Select Options: Default is blank or you can select all vendors or specify
vendors.

15. AP 1099 sort order: Default is blank or you can select Name Sort, TIN Sort or
Vendor ID sort.

16. Click Save.

17. Click Run.

The following screen will appear:

Favorites Main Menu > Ven‘gors b IUQQEGIObaIvWithhotding 1099 Eeports > Withhold 1092 Report Job [&@

Process Scheduler Request

UserID: KSPAMNIER Run Control ID: Withhold_1099_Report_Job
Server Name: PSNT v Run Date:’WE‘j
Recurrence: hd Run Time: |11:33:27AM Resetto Current Date/Time
Timelone:liq

Select Description Process Name Process Type Type *Format Distribution
1099 Report Post 1099_RPT_PST Application Engine  Web - TXT + Distribution
Print 1099 Copy B APCOPYB PSJob (Mone) = (Mone) = Distribution
XMLP:Withhold 1099 Report APX1089 XML Publisher Web - FDF + Distribution
XMLP: Withhold 1099G Report APX1099G XML Publisher Web - FDF + Distribution
KMLP:Withhold 10991 Report APX10891 KML Publisher Web - PDF ~ Distribution
1099-MISC Copy B APY1089- Crystal Web ~ FDF ~ Distribution
1099-G Copy B APY1099G Crystal Web - PDF ~ | Distribution
[l 1099-INT Copy B APY10991 Crystal Web - PDF + | Distribution
1099 Job AP_1089 PSJob (Mone) = (Mone) ~ Distribution
1099 Report AP_APY1099 Application Engine  Web - TXT + Distribution
1089 Copy B Sort AP_COPYB_RPT Application Engine  Web v TXT » Distribution
1089 Post Report, & CopyB Sor RPT_10949 PSJob (Mone) = (Mone) w Distribution

G o

Check the box next to 1099 Job then click OK.
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Favorites | Main Menu > Vendors : 1009/Global Withholding » 1099 Reports > Withhold 1099 Report Job [g]
- H - - - -

1099 Report Post/ReportiCopy B

1099 Report Post/ Report/ Copy B

Run Control ID:  Withhold_1099_Report_Job Report Manager Process M;raa-)[g Run |
Language: English M Process Instance:181893
*Request ID: 1099 Description: |‘1099 Processing
Process Frequency: Always Process -
Report 1D: US_REPORT
Report Date: 01/08/2013 Include Manual Overrides
*Control SetiD: L144 | *Control ID: 1 @ BoyScouts of America
*Calendar SetiD: [sHARE *CalendarID: 02 /@ 2012 1099 Calendar
*Fiscal Year: [2012q Use Report Date For Vendor
*Period: [ Mg Period 1-2012-01-01
1099 Report
Type of File/Return: Test - Replacement Character: l_
Withhold Type: All - Vendor Select Option: Select All Vendors -
Mask TIN AP 1099 sort order: Vendor Id Sort -
Vendor Payees Customize | Fin
Vendor ID
; =l

User ID: IWQ Type: v Last - | 2 Days -

Server: * Name: ’70\ Instan{:e:| to |

Run ~ Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View Al | E | rst & 124 of 24 L4 | ast
Select Instance Seq. Process Type Process Name User Run DateiTime Run Status W Details
[] 181893 PSJlob AP 1099 KSPAMIER 01/08/2013 11:33:27AM CST | Success Posted |M

Once the Run Status shows “Success” and the Distribution Status Shows “Posted,” navigate to
Report Manager
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" List LGInMEIETL I Archives |

[ Explorer

View Reports For

UseriD:  |KSPANIER Type: ~ Last - 1 Days - | Refresh |
Status: ~ Folder: ~ Instance: | to:|
Report List Customize | Find A First K1 123 of 23 I Last
Report Prcs L Request .
Select D eTEn Description DatelTime Format  Status Details
01/08/2013 | Acrobat :
218425 181899 APX1099ICT - APX10991CT. pdf 11:43:20AM | (*pdf) Posted Details
01/08/2013 | Acrobat )
218423 181898 APX1099GCT - APX1099GCT. pdf 11:43:04AM | (*pdf) Posted Details
01/08/2013 | Acrobat :
218421 181897 |APX1099CT - APX1099CT . pdf 11:42:4844 | (*.pdf) Posted Details
otosizo1z 190
218412 181904 1099 Copy B Sort — Files Posted |Details
11:38:17AM
(*.bd)
otosrzo13 14
218411 181903 1099 Report —m Files Posted Details
11:39:17AM (* ) —
Text
218410 181902 1089 Report Post 01'?08'?2013 Files Posted |Details
11:39:17AM
(*.td)
T R E
218409 181901 1099 Post, Report.& CopyB Sort e Files Posted Details
11:38:17AM (" )
01/08/2013 | Acrobat )
| . .
218405 181896 |1099-INT Copy B 11291740 (F.pdf) Posted Details
01/08/2013  Acrobat :
- . .
218404 181895 1099-G CopyB 11391740 (*.pdf) Posted Details
01/08/2013  Acrobat :
S o |
| 218403 181894 1099-MISC Copy B 11-39-17AK (* pdfh Posted | Details
Click on the 1099-MISC Copy B link to view and print the 1099 forms.
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Click on the 1099 Report link to view the file to be sent to IRS.

" List [ Explorer |RGEIGILTEIETGEN © Archives |

View Reports For

UseriD:  |KSPANIER Type: + Last - 1 Days - | Refresh |
Status: * Folder: ~ Instance: | to:|

Report List Customize | Find A First Bl 423 of 23 L4 | ast

Select  ERO B Description eMuest  Format  Status  Details

218425 181809 | APX1099ICT - APX1099ICT par | 0082013 JAcrobat |00y | petails

11:43:20AM | (*.pdf)

01/08/2013 | Acrobat :
11:43:04AM | (*.pdf) Posted |Details

01/08/2012  Acrobat

218423 181808 APX1099GCT - APK1099GCT. pdf

218421 181897 APX1099CT-APX1099CTOO  |qyanaany (pay POSted |Details
Text

218412 181904 | 1099 Copy B Sort 31’23’321; Files  Posted Details
=9 ()
Text

218411 181903 1099 Report O0BI2013 ;o posted  Details
1M3917AM (o8
Tex

218410 181902 1099 Report Post OUV0B2013 'y posted | Details

11:39-17AM

(*.bet)
Text

218400 181901 1099 Post Report& CopvB Sort 01082013 pes posted | Details
M3017AM ([od

218405 181896 | 1099-INT Copy B 0082013 | Acrobat | oo ioh Details

11:39:17AM | (*.pdf)
01/08/2013  Acrobat

218404 181895 1099-G CopyB o Posted | Details
11:39:17AM | (*pdf)
218403 181894 1099-MISC Copy B 01/08/2013 | Acrobat

11:39:17AM | (*.pdf) Posted |Details

The “Test” text file will look similar to the example below:
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Click on the 1099 Report Details link to get the “Test” txt file to electronically file with the IRS.

 List [ Explorer |EGUIIGIEIETTIEN “ Archives |

View Reports For
User ID: KSPANIER Type: + Last - 1 Days -
Status: * Folder: * Instance: | to:|
Report List 1-23 0f 23 14 Last
Select Report \Pres |, ription : Format Status  Details
] Instance
01/08/2013  Acrobat ~ |click the
218425 181899  APX1000ICT-APX1099ICTOAT 4443004y | (pan PCSted DefEils |detmils fink to
get the text
218423 181898 |APX1099GCT - APX1099GCT pdf El’lﬂgﬁm ?f;;?}at Posted  Details |file to upload
e : to the IRS
218421 181897 APX1099CT - APX1099CTpdf o 08/2013 Acrobal |p o4 Details |website
' 11:42:48AM | (*.pdf) Deiails :
Text i
218412 181904 1099 Copy B Sort 01082003 e posted  Details
11:38:17AM
(* bt)
owoarzora 18
218411 181903 1099 Report ! Files  Posted
M3GATAM on
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Favorites Main Menu > Reporting Tools > Report Manager

Report Detail
ReportiD: 218411 Process Instance: 131903 Message Log
Name: AP_APY1099 Process Type: Application Engine

Run Status: Success

1099 Report
Distribution Details
Distribution Node: ReportMode Expiration Date: 02/07/2013 [5)
File List
Hame File Size 33 Datetime Created
AE AP APY1099 181803 stdout 303 01/08/2013 11:40:11.280000AM CST

01/08/2013 11:40:11.2800004M CST

RS 001 1 181902 TXT: 2 FAN
Open —
Distribution 1D Tyg Open in new tab
User = Open in new window =
|

Print target

Cut

Copy
Copy shortcut

Paste

-
0

Add to favorites...

Send to OneMote

Properties

Move your mouse pointer over the IRS 001 1 XXXXXX.TXT link and press the right mouse
button. A menu similar to the example above will appear, click the Save target as link to save
the file to a file folder.
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i @ Save Az . m b

M Search IRS Fites

Organize = MNew folder HE - lﬁl

L Gland AP Proje * MName Date madified Type Size

- Libraries Mo iterns match your search,

Documents
JF Music I
| || Pictures
B Videos

m

|
!I % Computer Save the default file name, the file name and format meets IRS
| ﬁ, 05Disk (C:) Tl electronic filing requirements.

5 kspanierd (OWNTI

5 SHARED2 (W\NTL

58 findl (\\nthwebp ™

File name: IR5.001_1 181903, TXT %
Save as type: | Text Document (*.TXT) v]
(+ Hide Folders L Sae D[ Conced |

Save the file to a folder location that will be used when uploading the file to the IRS website.
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Step 7. Generate the 1099 Misc. forms and the Electronic File for the IRS.

Navigate to Vendors>1099/Global Withholding>1099 Reports>Withhold 1099 Report Job
Create a new run control if this is the first time running this process, otherwise search for the run
control under the Find an Existing Value tab.

—
Favorites | Main Menu > Vendors > 1099/Global withholding > 1099 Reports > Withhold 1099 Report Job [5]
- i - - - -

Withhold 1099 Report Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

GRELLELWESELLWATETTEEEY Add a New Value

Limit the number of results to (up to 300):. (200
Search by: Run Control ID begins with (Withhold_1099_Report_.

[[] case Sensitive

@- dvanced Search

Find an Existing Value | Add a Mew Value
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-
Favovr'rtes Mainyenu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job [2]

1099 Report PostReport/Copy B

1099 Report Post/ Report/ Copy B

Run Control ID:  wWithhold_1098_Report_Job Report Manager Process Monito

Language: English he
1099 Report Post
~Request ID: |[1099 | Description: |1092 Processing _@
Process Frequency: Always Process -
Report ID: Us_REPORT
Report Date: 01142013 El ¥ Include Manual Overrides
*Control SetiD: IL144 Q *Control ID: E?iq Boy Scouts of America
*Calendar SetlD: SHARE |Cy *Calendar ID: Q 2012 1099 Calendar
*Fiscal Year: El 20123, Use Report Date For WVendor
~Period: | 1|m  Period1-2012-01-01

1099 Report

Type of File/Return: Original/Correction - Replacement Character:

1099 Report Copy B Sort

Withhold Type: All ~ Vendor Select Option: 14 Select All Vendors -
[ mask TIN AP 1099 sort order: Vendorld Sort -
Vendor Payees Customize | Find | view 0] B | 2 First B 4 of4 1 Last

. =

L. Return to Search | |[Z] Motify | = UpdatciDisplay)|

Request ID: Enter a request ID, example — 1099.
Description: Enter a description, example — 1099 Processing.
Process Frequency: Select Always Process.
Include Manual Overrides: Check the block.
Control SetID: Enter Business Unit.
Control ID: Select 1, Boy Scouts of America
Calendar SetID: Select SHARE.
Calendar ID: Select 02, 2012 1099 Calendar
Fiscal Year: Enter fiscal year, example — 2012
. Use Report Date for Vendor: Check the block.
. Period: Select 1, Period 1 —2012-01-01
. Type of File/Return: Select Original/Correction for final 1099 process.
. Withhold Type: Select All.
. Vendor Select Options: Default is blank or you can select all vendors or specify
vendors.
15. AP 1099 sort order: Default is blank or you can select Name Sort, TIN Sort or
Vendor ID sort.
16. Click Save.
17. Click Run.

XN R

—t ke e \O
AW N~ O
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The following screen will appear:

Favorites Main Menu > Ven‘gors b IUQQEGIObEIvWithholding 1099 Eeports > Withhold 1092 Report Job [&@

Process Scheduler Request

UserID: KSPAMNIER Run Control ID: Withhold_1099_Report_Job

server Hame: PSNT - Run Date: [01/082013 El
Recurrence: hd Run Time: |11:33:27AM | Resetto Current Date/Time |
Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution
1099 Report Post 1099_RPT_PST Application Engine  Web - TXT Distribution
Print 1099 Copy B APCOPYB PSJob (Mone) - (Mone) Distribution
XMLP:Withhold 1099 Report APX1089 XML Publisher Web - FDF + Distribution
XMLP: Withhold 1099G Report APX1099G XML Publisher Web - FDF + Distribution
KMLP:Withhold 10991 Report APX10891 KML Publisher Web - PDF ~ Distribution
1099-MISC Copy B APY1089- Crystal Web ~ FDF Distribution
1099-G Copy B APY1099G Crystal Web - PDF Distribution
[l 1099-INT Copy B APY10991 Crystal Web - PDF Distribution
1099 Job AP_1089 PSJob (Mone) - (Mone) Distribution
1099 Report AP_APY1099 Application Engine  Web - TXT Distribution
1089 Copy B Sort AP_COPYB_RPT Application Engine  Web v TXT Distribution
1089 Post Report, & CopyB Sor RPT_10949 PSJob (Mone) = (Mone) w Distribution

)
]

Check the box next to 1099 Job then click OK.
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Favorites | Main Menu > Vendors : 1009/Global Withholding » 1099 Reports > Withhold 1099 Report Job [g]
- H - - - -

1099 Report Post/ReportiCopy B

1099 Report Post/ Report/ Copy B

Run Control ID:  Withhold_1099_Report_Job Report Manager Process M;raa-)[g Run |
Language: English M Process Instance:181893
*Request ID: 1099 Description: |‘1099 Processing
Process Frequency: Always Process -
Report 1D: US_REPORT
Report Date: 01/08/2013 Include Manual Overrides
*Control SetiD: L144 | *Control ID: 1 @ BoyScouts of America
*Calendar SetiD: [sHARE *CalendarID: 02 /@ 2012 1099 Calendar
*Fiscal Year: [2012q Use Report Date For Vendor
*Period: [ Mg Period 1-2012-01-01
1099 Report
Type of File/Return: Test - Replacement Character: l_
Withhold Type: All - Vendor Select Option: Select All Vendors -
Mask TIN AP 1099 sort order: Vendor Id Sort -
Vendor Payees Customize | Fin
Vendor ID
; =l

User ID: IWQ Type: v Last - | 2 Days -

Server: * Name: ’70\ Instan{:e:| to |

Run ~ Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View Al | E | rst & 124 of 24 L4 | ast
Select Instance Seq. Process Type Process Name User Run DateiTime Run Status W Details
[] 181893 PSJlob AP 1099 KSPAMIER 01/08/2013 11:33:27AM CST | Success Posted |M

Once the Run Status shows “Success” and the Distribution Status Shows “Posted,” navigate to
Report Manager
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" List LGInMEIETL I Archives |

[ Explorer

View Reports For

UseriD:  |KSPANIER Type: ~ Last - 1 Days - | Refresh |
Status: ~ Folder: ~ Instance: | to:|
Report List Customize | Find A First K1 123 of 23 I Last
Report Prcs L Request .
Select D eTEn Description DatelTime Format  Status Details
01/08/2013 | Acrobat :
218425 181899 APX1099ICT - APX10991CT. pdf 11:43:20AM | (*pdf) Posted Details
01/08/2013 | Acrobat )
218423 181898 APX1099GCT - APX1099GCT. pdf 11:43:04AM | (*pdf) Posted Details
01/08/2013 | Acrobat :
218421 181897 |APX1099CT - APX1099CT . pdf 11:42:4844 | (*.pdf) Posted Details
otosizo1z 190
218412 181904 1099 Copy B Sort — Files Posted |Details
11:38:17AM
(*.bd)
otosrzo13 14
218411 181903 1099 Report —m Files Posted Details
11:39:17AM (* ) —
Text
218410 181902 1089 Report Post 01'?08'?2013 Files Posted |Details
11:39:17AM
(*.td)
T R E
218409 181901 1099 Post, Report.& CopyB Sort e Files Posted Details
11:38:17AM (" )
01/08/2013 | Acrobat )
| . .
218405 181896 |1099-INT Copy B 11291740 (F.pdf) Posted Details
01/08/2013  Acrobat :
- . .
218404 181895 1099-G CopyB 11391740 (*.pdf) Posted Details
01/08/2013  Acrobat :
S o |
| 218403 181894 1099-MISC Copy B 11-39-17AK (* pdfh Posted | Details
Click on the 1099-MISC Copy B link to view and print the 1099 forms.
CRREC TET (if che ki
PAVERH s, #ired ahirn. ooy e ZTF oo il weploinsr 1 kb LE I R (R
By SCOUTS OF AMERICA " i
i LA BT T 2012 Miscellaneous
A4 RTH AT EMLANT il —_— Tncome
5 {(EE1]
Form 109N TS0
WL L e ﬁbnumr ™ EH
al® B R H e % LT} Cony B
e p—— = e e oy
PAYERY Fecersl jderiticaion nemibe BECIFIENT S idmihrsion mrsier P Fair Reciplent
E 0]l Lo PP
% 1L % LAl
[ FICTFTS e ~ N I Tl 16 iiponvinl ras
i v Ty ol Y ' ﬂ'rmdln'::nl b Imforaanon s i being:
dr Arghed W i
' LTS 00 ¥ 1M Tramal Revems
s adabreas ruactackiag i i
' 5 8 Paver s doract sades o 18 Crop 1msmmmes proessds i I o
LN L F00 o rare: of CoPRLERS veaired (o fike 8 e,
e koo o B TR O i PR
(e R reaals D 13 1 bt aanstees way b

Ly, he g T e

AW g A

irmpeoaad on oo i e
moans i iocstrle aad
e RS detcimtimics diat

Al Ed T EAITEC TR ¢ uh‘““-mw
AT
[ 1% Shemiron S0 Ambemah e T T B Ty s T Srw e
k] T 1] [LiHI
13 0.041 ] (et ] ]

Foain DRSNS

i Keep for vour recordhi
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Click on the 1099 Report link to view the file to be sent to IRS.

(List (" Explorer | BGEIEETIN  Archives |
View Reports For
UseriD:  |KSPANIER Type: v Last v | 1 Days Refresh
Status: ¥ Folder ¥ Instance: | to:|
Report List
Report Prcs L uest .
Select D T Description DateTime Format Status  Details
01/08/2013  Acrobat :
218425 181899 APX1099ICT - APX1099ICT . pdf 114320 (* pf) Posted | Details
01/08/2013  Acrobat )
218423 181898 |APX1099GCT - APX1099GCT . pdf T14304AM (" pf) Posted | Details
01/08/2013  Acrobat )
218421 181897 |APX1099CT - APX1099CT . pdf 11424880 (*pe) Posted | Details
010t 8
218412 1819804 1099 Copy B Sort ey Files Posted | Details
11:39:17AM
(*tt)
otne0ts 0
218411 181903 1099 Report - Files Posted | Details
11:39:17AM
(")
stz | 1on
218410 181902 1099 Report Post . Files Posted | Details
11:39:17AM
(*.tt)
otnamor: 1M
218409 181901 1099 Post Report.& CopyB Sort o Files Posted  Details
11:39:17AM
(*tt)
01/08/2013  Acrobat :
JUHE-INT Lopy B g
218405 181896 |1099-INT Copy B 11391TAM | (* pf) Posted | Details
01/08/2013  Acrobat )
218404 181895 1099-G CopyB T139TAM (* pd) Posted | Details
01/08/2013  Acrobat )
TSNS LOopy B a0
218403 181894 | 1099-MISC Copy B ) Posted | Details

The text file will look similar to the example below:

fil (i ¥ S0EY O BENCCA i KO3 Of AR

[HHIIL T b T K OF AN LIEL LAY (]

B AN O
Wil ietemrambiiiY LEELEELELELEREREA TR T C LU R IR ERER R TR LU C LU AR
BN ONRSRIMTIET 1 L T T A T T

A L A A R T
(LLLE1 O RLELEL R C R EL L LR R TR EREEAEREL LU REEL UL R R R TR EL UL R RV UL LR R R LR RLEL
MR I

Page 21 of 24



Click on the 1099 Report Details link to get the file to electronically file with the IRS.

 List [ Explorer |EGUIIGIEIETTIEN “ Archives |

View Reports For
User ID: KSPANIER Type: + Last - 1 Days -
Status: * Folder: * Instance: | to:|
Report List 1-23 0f 23 14 Last
Select Report \Pres |, ription : Format Status  Details
] Instance
01/08/2013  Acrobat ~ |click the
218425 181899  APX1000ICT-APX1099ICTOAT 4443004y | (pan PCSted DefEils |detmils fink to
get the text
218423 181898 |APX1099GCT - APX1099GCT pdf El’lﬂgﬁm ?f;;?}at Posted  Details |file to upload
e : to the IRS
218421 181897 APX1099CT - APX1099CTpdf o 08/2013 Acrobal |p o4 Details |website
' 11:42:48AM | (*.pdf) Deiails :
Text i
218412 181904 1099 Copy B Sort 01082003 e posted  Details
11:38:17AM
(* bt)
owoarzora 18
218411 181903 1099 Report ! Files  Posted
M3GATAM on
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Favorites Main Menu > Reporting Tools > Report Manager

Report Detail
ReportiD: 218411 Process Instance: 131903 Message Log
Name: AP_APY1099 Process Type: Application Engine

Run Status: Success

1099 Report
Distribution Details
Distribution Node: ReportMode Expiration Date: 02/07/2013 [5)
File List
Hame File Size 33 Datetime Created
AE AP APY1099 181803 stdout 303 01/08/2013 11:40:11.280000AM CST

01/08/2013 11:40:11.2800004M CST

RS 001 1 181902 TXT: 2 FAN
Open —
Distribution 1D Tyg Open in new tab
User = Open in new window =
|

Print target

Cut

Copy
Copy shortcut

Paste

-
0

Add to favorites...

Send to OneMote

Properties

Move your mouse pointer over the IRS 001 1 XXXXXX.TXT link and press the right mouse
button. A menu similar to the example above will appear, click the Save target as link to save
the file to a file folder.
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=S Save As Lihj
@-{;w! . % GL Project Documents » Accounts Payable » 1099 Info » IRS Files 2 I
Organize Mew folder R @
GL and AP Proje # Marme Date modified Type Size
) iibiaies No items match your search,
£ Docurnents
o' Music
=/ Pictures
B Videos =
M Computer Save the default file name, the file name and format meets IRS
.EE’, 0SDisk (C:) electronic filing requirements.
5 kspanierS (WNTL
58 SHARED2 (\WNTL
58 findl (\\nthwebp
File name: IRS_001_1_181903.TXT %
Save as type: | Text Document (*.TXT) "]
~ Hide Folders QE/D | Cancel |
[

Save the file to a folder location that will be used when uploading the file to the IRS website.

IRS Website: https://fire.irs.gov/firev1r/default.aspx

P - .
V) Internal Revenue Service

United States Department of the Tre

FIRE Production
System
User Options

= Log On
= Create New Account

m | eam The Basics

FILING INFORMATION RETURNS ELECTROMNICALLY

WARNING! WARNING! WARNING!

Thiz computer system is owned and operated by the Government of the UNITED STATES of AMERICA. Unauthorized
access of this system is a viclation of Federal Statutes 18 USC 30. This system is for OFFICIAL USE ONLY and is
subject to monitoring at all times. If you have reached this system in error, disconnect now! The activity of
authorized users may alzo be monitored. If monitoring reveals evidence of criminal activity, systems personnel may
provide the evidence to management and/or law enfercement officials.

Test submissions are not accepted at this site. If you are trying to submit test submissions, go to fire.fest RS gov

FILL-IN FORMS

Thiz system does not support fil-in forms, except for Form 8208, Application for Extension of Time to File Information
Returns. If you are trying to complete a fill-in form, go to www.IRS gov and locate a software company on the
"“Approved IRS e-file for Business Providers® page.

FIRE Privacy Policy
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