Preparing your 1099-NEC & 1099-MISC for printing and mailing
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Preparing your 1099-NEC & 1099-MISC forms for printing and mailing
Verify Agency’s Profile

Your agency TIN

Your Agency NAME

Your Agency Address

Your Agency Contact Person for 1099-NEC & 1099-MISC: Name, Phone Number, and Email
address

O o0 O O

Please email the OFM Help Desk at HereToHelp@ofm.wa.gov of any changes to your Agency’s Profile
information. OFM will update your agency profile so your agency contact information shows correctly on
the 1099-NEC & 1099-MISC forms.

Verify Recipient’s Profile

Please navigate through each 1099-NEC & 1099-MISC forms and ensure that the Recipient profile exist
and valid:

TIN

NAME
TAX TYPE
Address
Zip code

O O O O O

If any part of the Recipient profile is incorrect, please correct the 1099-NEC & 1099-MISC records in
Account Ability.

Verify Amounts

Verify that each 1099-NEC & 1099-MISC forms has the correct Amount and populated in the appropriate
IRS Box:

o Correct Dollar Amount?
o Appropriate IRS Box?
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Taking into account Electronic Funds Transfer (EFT) payments processed
on last two-business day of the calendar?

Refer to user guide: Determining the Correct 1099 Reporting Year for EFT Payments.

Manually track EFT reversals and make appropriate adjustment to current
year’s 1099-NEC & 1099-MISC

For example:

If you incorrectly paid vendor “A” $5000 and later did an EFT reversal (within 3-4 business days from
payment date) or EFT Returned of this $5000, the 1099-NEC & 1099-MISC will show $5000 paid to
vendor “A”.

You will need to remember that you did an EFT reversal or return and manually backed out this $5000
EFT reversal/return, as vendor A should not be receiving a 1099-NEC or 1099-MISC form.
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https://ofm.wa.gov/sites/default/files/public/itsystems/1099/DetermineCorrect_1099_ReportingYear-EFT_Payments.pdf

Browsing Returns

The following are navigation button for browsing through the returns.

Browsing Returns within a Client (Agency) — Browse mode is indicated by the
browse icon appearing next to the reporting year on the tax forms.

Browse Buttons: Navigation first, back, forward, last

&

Moves to the first form in client’s list of forms.

seae |0

Moves to the previous form in client’s list of forms.

Moves to the next form in client’s list of forms.

Moves to the last form in client’s list of forms.

[L099-NEC & 1099-MISC] Locate a recipient [F5] — This function will allow you
access to the Shared Recipient Database.

[1099-NEC & 1099-MISC] Delete recipient (Ctrl+Del) (with confirmation)

Client (Filer) Management OFM supports
1099-NEC &
1099-MISC only

Add a new recipient [Ins] (with automatic insert)

Active Forms ©

[1099-NEC & 1099-MISC] Save Changes [F8]

[1099-NEC & 1099-MISC] Cancel Change (Ctrl+F8, Esc)

PR
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Delete blank forms

Sometimes Account Ability creates blank 1099-NEC & 1099-MISC forms. Please
navigate through each form to spot blank 1099-NEC or 1099-MISC form. Please delete
the blank 1099-NEC & 1099-MISC forms from Account Ability.

VOID all forms with amount less than the dollar amount threshold

Il Module  Preferences  Farms

Clear Print Indicatars., .,

Set Print Indicatars., .,

Clear 1096 Indicatars. .. ‘
Siet 1096 Indicators. ..

Clear Efile Indicators..,
Set Efile Indicatars. ..
Clear Corrected Indicatars, .

Sef Corrected (G) Indicators, ., )

Sef Corrected (C) Indicators

Print ‘Windaw, ..

il Kill This File. ..

b verify. ., Chrl+Y 4
ﬁ Address Verification Ctrl+.ﬁ.lt+'-.-'!
Assign Account Mumbers., ..

L Update Tr“‘-qt\M: "

You will want to VOID all 1099-NEC & 1099-MISC that do not meet the dollar amount
threshold. Please check with the Internal Revenue Service (IRS) on guidelines
regarding category and amount threshold for 1099-NEC & 1099-MISC reporting.

1. Open up your Client Agency
2. Open the 1099-NEC & 1099-MISC forms for your agency.

3. Click “Tools” and then “Filtering”
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4. Inthe “Select a Currency Field” section of the Filtering tool, Click on an IRS type {for
example Rents}

For example, the reportable amount for “Rents” is amount equal to or greater
than $600.

k|
1099-MISC - INSTRUCT Filtering Consktraints &‘

Select A Cumrency Field
LttorneyFees . = EI il EI —El —EI I 0.00 il im

Boxl5a
Box15h ;|
Croplnsurance
ExcessGoldenPara
Federal

Fishing

Medical
Nonemployee

Other

Eents=

B ties

3 1Tneome b
JtatellncomeTax
Jtated Income LI LI

i

[T Clear ¥0ID Indicators & 2 Begin | Cancel |

.

In this example, you would select “Rents” in the “Select A Currency” Field section,

then in the operator section, select the “less than” operator il and enter “600.00”
in the amount field.
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1099-MISC - INSTRUCT Filtering Constrainkts X |

Attnil:;?:e;iﬂlds (S I? il il —zl —}||I 50000 il il

Boxlba

Box15hb ;|
CropInsurance

ExcessGoldenPara
Federal

Fishing

Medical

MNonemp loyee
Other

Foyalties
StatelIncome oo

StatelIncomeTax

Stated Income ;I j

™ Clear ¥OID Indicatars &5 4 Bedin | Cancel |

5. Click on the green checkmark il to save setting.

6. Continue amount threshold setting for the rest of the IRS type amount.

Select A Cunrency Field
LrtorneyFees - I? él il —!'] ll | 600.00 il 5]

Boxl5a

Box15h Rents < $600.00 EI

CropInsurance Royalties < $10.00
ExcessGoldenParas Other < $600.00

Federal
Fishing
Medical

Nonewp loyee < $600.00

Nonemplowy
Other

Rents

Royalties
statellncome b
StatelIncowmeTax

Statez Income ~| =

%]

[~ Clear VOID Indicators X Begin | Cancel |
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7. When you are done with all your amount filtering, Click Begin.

Select & Currency Field
S —— rzél;léll“ 600. 00 i'ﬂ
Boxl5a
H02eL0 Rents < §600.00 B
EEQPITSICATES Royalties < $10.00
ExcessGoldenParac Other < $600.00
Fecsral Fishing < $600.00
FlShjfng Monemp loyee < $600.00
ForeighTax Nedical < $600.00
Nedical Substitute < $600.00
Nonemployee AttorneyFees < $600.00
Other
FRents =
Royalties
Statel Income
StatelIncomeTax 1] LI
[~ Clear VOID Indicators & X Begin || Cancel |

8. Click “Yes” to confirm filtered records to be marked VOID to confirm the filtered
records to be marked VOID.

TRFICTPTFRT S TIT Fomber T Fi=bann oAt
J Confirm

:r)' Filkered records will be marked WOI00.
L]
Okay to proceed?

Yes I i [a] |

)_ A - = "&_':r.m
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Delete VOIDED or BLANK 1099-NEC & 1099-MISC returns

You must delete the blank 1099-NEC & 1099-MISC returns. With the return that you
want to delete in view, click on the [Delete] button.

=2 1099-MISC - INSTRUCT

v [Delete] button

Click on

@ D4 W Y0ID T b i o 4l e 2 P e
PATER & name, street address, city, state, ZIP code, and telephone number T Rerts B Mo, - to delete void
LGENCY NAME $50.00 or blank return
AGENCY NAME LINE 2 20
ALDDRESS LINE 1 ¢ Royaies S—
ADDRESZS LINE 2 $0.00
CITY Wi 95504 1099-MISC
2 (her income 4 Federal income tax withheld
Telephone: 360-407-3011 $0.00 $0.00 %
PFAYER'S Federal 1D Humber TIH Type RECIFIENT % 1D Humber 5 Fizhing boat proceeds G hidical and health cane
01-2345673 @j 385347105 $0.00 $0.00
RECIPIENT S name NAWE [7 Honemployes compensation (8 Substitute payments...
TRINH RENT TRAIN VENDOR 4 CTRL
$0.00 $0.00
17554 N LONESCME DOVE TRAIL
Strast address APT. |8 Pawer made direct sales of 100 Crop inzuranse procesds
FA000 or mare of consumer
products to 3 buyer $0.00
(recipient) for rezale = [
Cty State Jp Code | Jp Edt. |11 12
SURPRIZE 47 85374 W
Focount number Forgign | CFSP | USPS OP [Znd TIN [13 Bdcess golden pararchute 14 Gross proceeds to Sttomey -
r - $0.00 so0.00 |
183 Section 4094 defermals 18b Section 4094 Income State 1 (17 State #1 10 number 16 State 1 tax withheld 18 State 1 income
$0.00 30.
§0.00 §0.00 State 2 |17 State 42 10 number 16 State 2 tax withheld 18 State 2 income
§0.00 §0.0

=

(0] o

B ®#X<<AELDSs

You do not have to delete the returns that have been marked Void. When a return that
has been marked Void, the return will automatically not print, even if the Printed flag is

unchecked. However, if you would like to delete the VOID return to clean up your

returns, you can delete the VOID returns.
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Clear PRINTED flag

Module Preferences Formsl

Clear Prink Indicators. ..

Set Print Indicators, .,

Clear 1096 Indicators. .
Set 1096 Indicatars. ..

Clear Efile Indicatars. ..
Set Efile Indicatars., .,

Clear Corrected Indicators. ..
Set Corrected|(G) Indicatars, .,
Set Corrected () Indicators. .

Print Window. ..
il Kill This File...

@{ Filtering. ..

U Werify. .. Chrl+Y s

B address Verification Ctrl+.ﬁ.lt-(__

Assign Account Mumbers., .,

»- *Lmt*@!?c’ -

\__ -~ L % T Ay

You will want to Clear Printed flag for all 2099-NEC & 1099-MISC that you want OFM
to print and mail to your recipients on your behalf.

1. Open up your Client Agency
2. Open the 1099-NEC & 1099-MISC forms for your agency.
3. Click “Tools” and then “Clear Print Indicators”

4. Select Filter to retrieve data. For example, ID Number
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Clear "Print" Indicators (1099-MISC - INSTRUC &A

Select Filker I 1D Number j

0 Mumber

Account Mumber
Recipient's Hame
Taxpayer 1D

M arne Cotrol
Apartrient Mumber
City

State
Zip Cade
Email Address

Dizplay

5. Click “Retrieve”
6. Highlight the ID Number to start, for example, “1” and click “From”

7. Using the arrow with a bar (locate at the bottom of the “Clear Print Indicator
dialogue” to navigate to the last ID Number and highlight it, i.e. “21” and click “To”
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8. Once the range of data to initiate action is selected, click “Begin”

li Clear “Print" Indicat X |
Select Filter IID Mumber ;I Fietrieve

Hange

From

Reset

Dizplay

T

Eegin

Cancel

d

v I AP

9. Click “Yes” to confirm Clear “Print” Indicators

"
Ll

P Clear "Print" Indicators {1099-MISC - INSTR
\-.tr}

The Following range has been specified:

FILTER = ID Murnber :
FROM: 1

T 21

Okay to proceed?
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10.Make a note of Printed flag unchecked

1099-MISC - INSTRUCT _%
@ D #1 [ YO0 ¢ CORR(E [T CORRZY | Efle K 10896 [ Printed
PAYER'S name, street address, city, state, ZIP code, and telephone number 1 Rents [ =] PR nF‘
AGENCY MAME $112, 544 .86 .
AGENCY MNAME LIMNE 2 20 . \.
ADDRESS LINE 1 T Rayalties Printed flag
ADDRESS LINE 2 §0.00 unchecked
CITY Wi 98504 1099-
3 Other income 4 Federal inc
Telephone: 360-407-8011 §0.00 §0.00 |,
PAYER'S Federal ID Humber TIN Type RECIPIENT 5 |0 Mumber 5 Fizhing boat proceads 6 hiedical and heatth cane
D1-2345679 ﬁj 043755121 $0.00 $0.00
RECIFIEMT % name MAME |7 Monemployes compensation |8 Substitute payments...
TRINH RENT TELIN VEMNDOR 1 CTRL
$0.00 i0.00
6416 PACIFIC HUY E
Strest addrezs APT. |3 Payer made direct salez of 10 Crop insurance procesds
F5000 or mone of consumer
products to a buyer $0.00
[recipient) for resale =» I_
City State Jp Code |Zip Bdt. (11 12
FIFE Wi 95424 |1561
FAocount number Forgign | CFEP | USPS OF [Znd TIM (13 Eccess golden pararchute 14 Gross proceeds to attomey -
r r $0.00 go.o0 | @ A
1452 Section 4094 deferalz 15b Section 4094 income State 1 |17 State #1 10 number 16 State 1 taw withheld 12 State 1 income
$0.00 0. 008
§0.00 §0.00 State I |17 State #2 10 number 16 State 2 tax withheld 12 State 2 income
30.00 0.0
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Check OFM/IRS Due Date Calendar

Please check OFM/IRS Due Date Calendar for 1099-NEC & 1099-MISC for date when
OFM will start PRINTING & MAILING your agencies’ 1099-NEC & 1099-MISC

1.

OFM is responsible for printing and mailing of your 1099-NEC & 1099-MISC
forms.

Check the “1099-NEC & 1099-MISC Processing Schedule for Reporting Year
2022” calendar — Pay attention to the due date for making changes to 1099-NEC
& 1099-MISC data in Account Ability.

Prior to cut-off date, Agency needs to make sure that the forms are ready for
printing and mailing.

How does Agency ensure that forms are ready for printing by cut-off date?
Uncheck “Printed” flag is the key — these forms are ready for printing and
mailing.

Agency can uncheck one by one through navigation of each form.

Agency can also use the Tools menu, select “Clear Print Indicators...” option to
clear the Printed flag for all forms.

S ACCOUNT ABILITY - Tax Form Preparation for 2011

File Order By Security B3

Module Preferences Forms %

Tt . e .."“*Hw-_u—*..\_‘t@ .

Clear Print Indicators. ..

Set Print Indicators. ..

Clear 1096 Indicators. ..
Set 1096 Indicatars. .

Clear Efile Indicatars. ..
Set Efile Indicatars. ..

Clear Corrected Indicators. ..
Seb Carrected (5] Indicatars, .,
Set Correched|(C) Indicators, .,

Print Window. ..
Tl Kill This File...

@{ Filtering. ..

1 Yerify... ey
B Address Verification  Crrl+Al+Y

Assign Account Numbers, .,
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7. Assumption: the forms are ready for printing and mailing. Nothing more that
you need to do to the forms.

8. OFM is responsible for printing and mailing of Agencies’ 1099-NEC & 1099-
MISC forms.

On print date, OFM will access Account Ability to extract all agencies’ data and
submit to the Printer for print. DES Consolidated Mail Services (CMS) will mail
the 1099-NEC & 1099-MISC forms to the Recipient address on the 1099-NEC &
1099-MISC forms.

Please ensure that all Recipients’ on the 1099-NEC or 1099-MISC forms have an
address with a valid zip code.

Print a selected 1099-NEC & 1099-MISC form

1. Open up your Client Agency

Open the 1099-NEC & 1099-MISC forms for your agency

3. Locate the 1099-NEC & 1099-MISC that you wish to print by using the navigation
arrows from the toolbar (located to the right of your Account Ability session).

N

& Home

4 Left
Right

»

» End

4. The “Printed” box at the top of the 1099 form needs to be unchecked and the
selection saved.

5. Click on “File” to open up the dropdown menu
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6. Click on Print Forms for Selected Record and you will receive the following
message:
a. You are requesting to print forms for the selected recipient only. Okay to
Proceed?
i. Yes — allows you to proceed
ii. No —returns you to the 1099-NEC & 1099-MISC forms

Click “Yes” to proceed.

Note if you are unable to select on any of the print options, please save any pending
changes.

7. The Print Setup screen will be visible. From this screen, locate your printer in
the NAME dropdown and select it.

CAREFUL CONSIDERATION — All printers in Agency’s building will be in the
NAME dropdown list. Please be careful in your selection of printer.

The printer names show up may look similar to your printer but may not actually
be your printer.

Please be careful that you are selecting your printer. Selecting someone else’s
printer will result in your 1099-NEC or 1099-MISC forms printed at an un-
intended printer.

OFM strongly suggests that you setup Print in Account Ability to print using PDF
Writer or Adobe PDF. Selecting PDF will enable to save the form in a secure
location (for example a secure network folder or your secure computer) and print
the specific 1099-NEC & 1099-MISC form from that secure location.

Page 16
September 1, 2022



Print Setup

o Always choose

¢ | Neme: [CutoPDF Witer(rom DESD7DSADS02) - e == =l P apiter while
S Pk ~ logged in Account

Type:  Citix Universal Printer Ability

Where:  Client:2.CutePDF Wiiter

Comment: Auto Created Chent Printer DESD7DSA0S02

e Orientation———— Py
Size: ILe"e( 3 ' Portrait sbstaute payments

$0.
Source: | Automatically Select ~| " Landscape

Lrop insurance procee

| $0.
Network... | ok | cencel |

Printing a form from the server has risk, as indicated above.

8. Click OK.
9. You now have the GDI Print Options screen displayed.

Please verify again that your Printer selection is CutePDF Writer or Adobe PDF

M2 1 099-MISC - INSTRUCT

B, ID#1 GDI Print Options ?I b4

PAYER'S name, frest address, city,

1M
AGENCY HALME 3074_02_C on encrsoly1005 [fr.. NMOT BATCHED
AGENCY MAME LINE 02 | Server LOCAL 2'
ADDRESS LINE 1 Port: Client: 2:\\encrmsoly1 00543074_02_
ADDRESS LINE 2 Location:  Room 3074 3:d Floor East (MO CLIPPING) Ja¢
CITY WA 98504 — Chert Irfoumab -
. _ap. | ChentlD:  INSTRUCT
z:l:pfml’l‘ : 80-407- | wame:  AGENCY NAME .
) I:Isl ‘;‘;4 ED 6 TT“ U col:i -
Telephone: 360-407-8011

RECIFIENT & name
i 2

i vE [ Do

D110 FAWLD L OWI L ||

o R P - T | FEIMETDHETIOMES
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10.In the Designated Forms, select the type of form you wish to print.

For example, if you need to reprint a Copy B for Recipient, put a check mark in
this selection box.

The required form for recipient would be COPY B FOR RECIPIENT. Agency has
the option to choose Copy C for Payer to keep on file. Note: Do not select any
of the other form.

[E—
GDI Print Dptions ? Lg

— Target Printer
Printer: 4263 02_C on dezpzolp10[fro.. MOT BATCHE
Server LOCAL
Part; Client: 2%\ despzaly01 0h4263_ 02 C
Location:  Room 4263 4th Floor ‘wWest (MO CLIPPIM
— Client Information 2
Client ID: ~ IMSTRUCT
© Mame  AGENCY NAME
1| Contact Contact Trink Bui
t Telephone:  360-407-2011
i 4

. I:Designated Formsz I|

[T Preprinted 1099-MISC [ Fed Copy & 0.00 0.
[T INSTRUCTIOMNS

i [T INSTRUCTIO

[ Copy1 for State Tax Department
- | I~ Copy 2 for Recipient's State Return

L [~ Pressure Seal
L | I Surrmary 1095 [T Ihfe Capy 0.00 0.0

[~ Mark &z printed [T 554 Approved
|| [ Truncate social security numbers [ SIMGLE RECORD

— Meszages 5
14 [7] Help | Print I:ll:-se)

L W""ﬁ

11.Click Print

If COPY B FOR RECIPIENT selected in the Designated Forms, the “Copy B For
Recipient” would print.
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12.Make a note of the Messages and total returns printed.

Mezzages
’7 Tatal returnz printed far 2ach designated farm: 1

Click Close

Print “Copy C for Payer”

vl A W N —

o

7.

. Open up your Client Agency

Click on “File” to open up the dropdown menu.
Click “Print Forms”

NAME dropdown and select it.
Click “OK”

| e

1 Target Printer

el A

GDI Print Options ? | »®

Frinter: CutePDF “wiiter [from WwI_w23w3... NOT BATCHED. -
Server: LOCAL

Port: Clignt:2:CutePDF “Writer

Lacatian: MO CLIFPIM

— Client Infarmation
Client [0 INSTRLULCT
Marne: AGEMCY MAME
Contact: Contact Trinh Bui
Telephone:  360-407-8011

VA

— Dezsignated Forms

[~ Preprinted 1093-MISC [ Fed Copy s [0.00 000
[~ Copy B for Recipient Ul INSTHUCTIDN?
v [~ INETRUCTION
Yo e

[~ Copy 1 for State T ax Department

[~ Copy 2 for Becipient's State Returm

[T Wi [~ Pressure Seal ™.

[~ Summary 1095 I Ihfo Capy 0.00 0.0

[~ Mark az printed [T SS5& Spproved .
[~ Truncate social secunty numbers ?

— Meszages ;

0% [7] Help | Cloge f

. Open the 1099-NEC & 1099-MISC forms for your agency

The “Print Setup” dialogue box will be visible. From this screen, locate your printer in the

You now have the “GDI Print Options” dialogue box. Check “Copy C for Payer”
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8. Click “Print” -

The Messages box will display 100% completion and total returns printed for each
designated form: 21

GDI Print Options ? | »
— Target Printer
Frinter: Client/OFk 109398/ //dezpzalpd... MNOT BATCHED
Server LOCAL
Part: Clients0Fk 1093984\ dezpealudl 0f
r

Lacatian: Foom 4263 dth Flaar YW est [MO CLIPPIM

— Client Informatioh
Client [0 INSTRUCT

M arne: AGEMCY MAME
Contact: Contact Trink Bui

Telephone:  360-307-23011 k

— Dezighated Farmz
[ Preprinted 1093-MISC [ Fed Copy & 0.0 0.00

[~ CopyE for Recipient [T INSTRUCTIONS
[ Copy C far Fayer [T INETRUCETIDNS

| N

[ Copy 1 for State Tax Departrment

[~ Copy 2 for Recipient's State Beturm 1
[T W& [T Pressure Seal

[T Summary 1035 [T lnte Copy 0.00 0.00
[T Mark & printed [T 55& Approved

[T Truncate social security numbers 4

— Mezzages
Tatal returng printed for each designated form; 21

1003 I Help | Fiint Cloze

Careful consideration: Note that if 21 forms printed (as illustrated in the training examples).
What this mean is that it is printing all forms created, even those that may not meet the dollar
amount threshold.
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If 16 forms were printed, this means that you have filtered the amount threshold and “VOID”
those forms not meeting the dollar amount threshold.

GDI Print Options ? | )4

— Target Printer
Frirter: CutePDF “Writer [from OFM10939... MOT BATCHED
Server: LOCAL
Fuart: Cliegnt: 2: CutePDF iriter
Location: [MO CLIPFIMG]

— Chent [nfarmation
Clignt 1D INSTRUCT

i arme: AGEMCY MAME
Contact; Contact Trink Bui
Telephone:  360-407-3011

— Designated Farms
[T Preprinted 1093-MISC [ Fed Copy & .00 0.00

[~ CopyE for Becipient [T INETRUCTIONS
[~ Copy C far Payer [T INSTRUCTIONS
[ M

[~ Copy 1 for State Tax Department
[~ Copy 2 for Becipient's State Betum

[T hd [T Pressure Seal
[~ Summary 1036 [T Infa Copy 0.00 0.00
[~ Mark as printed [T S55& Approved

[T Truncate zocial securty numbers

T Meszages

e N}y ey, Ty

Total returnz printed for each dezignated form: 16

[7] Help Frint Cloze
: = iE s z
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GDI Print Options -
Target Printer
Printer: Adobe POF
RECIPIENTS ID Number Server LOCAL
043758121 Port: Documents\* pdf

ey || Location:
ST |~ Client Information

ChentID:  AGENCYID

Telephone: 360-407-8011

Designated Forms T

1099-MISC" looks like? Contsct
156

WA | 98424 (15

What»doesﬂPreipﬁn}F Name:  AGENCY NAME

wegn| CFSP | USPS DP |2nd T

: 7] £oreee

0 403A income State 1 [~ Copy 1 for State Tax Department
[T Copy 2 for Recipient's State Retur

§0.00 State 2 ™ N

I~ Summary 1096 [C Inf
[T Mark as printed
[T Truncate social security numbers

sample of Pre-printed Form selection

ACENCY NAME

AGENCY NAME LINE 02 112544 .88
ADDRESS LINE 1

ADDRESS LINE 2

CITY WA %5504

Telephone: 360-407-2011

01-2245874 04-3758121

TEINH TRAINING VEHNDOR 1
64le PACIFIC HWY E

FIFE WA %8424-1561
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Run the Print Summary 1096 Report

1. Open up your Client Agency

2. Open the 1099-NEC & 1099-MISC forms for your agency
3. Click on “File” to open up the dropdown menu.

4. Select “Print Forms”

5. The [Print Setup] dialogue will open up. Please select a PDF Writer option and click [OK].

If you do not have a PDF Writer option, please contact your Agency IT staff to assist in
installing a PDF Writer option.

If your computer does not have a PDF Writer option, please do not attempt to print any
document from 1099 Account Ability that may have Recipient’s confidential information.

,

Print Setup LILI
. — Printer
Propertiez. .. |

Marne:

e Status; Feady

' E Type: Citrix Universal Printer

Where:  Client 2 CutePDF Witer

Cormment: Auto Created Client Frinter DESD7DSAD302

e - [ Paper Orientation
0
T Size: Lett %" Poitrait
7 ize: I etter ;l
Source: |Autumaticall_l,l Select -] . " Landscape
ol

| Mebwork... | OF. I Cahcel
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6. The [GDI Print Options] dialogue will open.
= GOl Print Options 7 | » |
J, state, ZIP o -
T arget Frinter
CVERY FTT prigter: CutePDF wiiter [from DESD7DS... HOT BATCHED
E Server LOCAL
Part; Client: 2: CutePDF fniter
Location: [MO CLIFFIME]
armatian
7. Put a checkmark on the “Summary 1096” to select this Designated Form”.

1099-MISC - INSTRUCT

GDI Print Options

1%

x|

& ID#1 [T WOl [T ¢ Tanget Printer
FAYTER % name, sireet address, oity, state, ZIP code, and telepho | Printer: CutePDF YWWriter [from DESDVYDS... MOT BATCHED
ACENCT MNAME Server LOCAL .
LOFNCT WAME LINE 2 Part: Clignt: 2:CutePDF Writer Miscellaneous
ADDRESS LINE 1 Lozation: [MO CLIFFIMG) Income
ADDRESS LINE Z — Client Infarmation
CITY WA 95504 Client D IMSTRUCT
Name: AGEMCY NAME =id
Telephone: 360-407-8011 Contact: Contact Trink Bui ba %
PAYER'S Federal 10 Humber TIN Type RECIPIE Telephone:  360-407-8011
H1-2345679 SSNj 0 — Designated Forms oo
RECIFIENT % name [T Preprinted 1033-MISC [ Fed Copy & Qoo Qoo
TRINH RENT TRAIN VENDOR 1 [~ Copy B for Recipient I INSTRUETINS || o0
6416 PACIFIC HWY E [~ Copy C far Payer [ IMETRUCTIONS
Street address = Hia =
[~ Copy 1 for State
[~ Copy 2 for Recipient's State Retum [~ M= TRUCTIONS | |72
Ty e — [~ PFressure Seal
FIFE - E Lﬁ]un:nmary 1-0.38. [~ Info Copy 0.o0 0.o0 .
] _—— [~ S5 Approved
Fesaunt numbEr Forsign | LFSP [~ Tncate social securnty numbers e -
r oo @ o e
183 Section 094 defermals 15b Section 40945 income [ Messages State 1 income
Tranzmittal 1096 iz complete and iz now printing
§0.00
i0.00 g ’T‘ IE Help | ’TI Claze | State J income
$0.00
I I I I
e wal |

8. Now click on [Print] —

You should be able to save the PDF print of “Form 1096 Annual Summary and Transmittal

of U.S. Information Returns”.
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If amount threshold was not set to VOID those less than threshold amount, and you’ve “Rollup”
records, you should have 21 returns.

Summary 1096

AGENCY WAME
AGENCY WAME LINE 02

ADDRESS LINE 1
ADDRESS LIME 2

CITY WA 98504

Contact Trinh Bui 260 407-5011

01-2345678 21 79999992, 80

‘\ Total returns created hy client Total Dollars

B el 2N s s s nimagtindl Sotie. B o ™ Y W N

PY N o P

If you have VOID the forms that has amount less than threshold, you should see 16 returns for
your Client ID.

AGENCY NAME

AGENCY NAME LINE 02

ADDRESS LINE 1

ADDRESS LINE 2

CITY WA 98504

Contact Trinh Bui 360 407-8011

01-2345678 16 799‘39‘43j‘3’/
‘-.I.I-:_.H""H_\_. '-\‘ - W . *’“’“‘h w wx_\“*-.#\-"*ﬂ‘.ﬁ r\\w " .
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Run the Print Summary 1096 Report (Information copy)

This is another Summary 1096 version of the summary 1096.

9. Put a checkmark on the “Summary 1096” to select this Designated Form” and a checkmark
next to “Info Copy”.

1099-MISC - INSTRUCT GDI Print Dptions 7 | x| x|
@& D [T wOID [T« Target Printer
FATER S name, street address, oty state, ZIF code, and telepho | Printer: CutePDF “Wiiter [from DESDYDS.. MOT BATCHED
AGENCY MAME Server  LOCAL . .
LGENCY MAME LINE 2 Part; _ Client:2: CutePDF ‘wiiter Miscellaneous
LDDRESS LINE 1 Locatian: [MO CLIPFING) Income
ADDRESS LINE 2 r— Client Information
CITY WA 985504 Client1D:  INSTRUCT
MName: AGENCY MAME =l %
Telephone: 360-407-8011 Contact: Contact Trink Bui oo
PAYER'S Federal ID Mumber TIN Type RECIFIE Telephone:  360-407-8011
01-2345679 35N - a:
J — Deszignated Forms oo
RECIPIENT & name [~ Preprinted 1099-MISC [ Fed Copy & 0.0o 0.00
TRINH RENT TRAIN VENDOR 1 [~ CopyE for Recipient I INETRUETIONS (| 50
6416 PACIFIC HUY E [~ Copy C for Payer [~ INETRUCTIONS
Strest address I- M4 =
[~ Copw 1 for State
[ Coow 2 for Recigient's State Retyn T 1eTRUCTIONS | [0
T S [~ M II” Pressure Seal
FIFE pa| | B Eummar 109 W InfoCopy | 000 000
= tdark as printed I 554 Approved
Account number Foreign CFSL_r_mm utl -
- - oo @ A e
153 Section 4094 defemalz 15b Section 4094 income B MESS&QES State 1 income
§0.00
$0.00 3 ’T‘ E Help | ITI Cloze | State Z income
$0.00
| I | |
Eoei |
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If amount threshold was not set to VOID those less than threshold amount, and you’ve “Rollup”
records, you should have 21 forms.

| INFORMATION COPY - DO NOT FILE WITH IFISI

OMEB N, 15450108
o 1096 Annual Summary and Transmittal of ==
Deparkment of the Treasury U.S. Information Returns _,‘I"‘I"f\"
Irtemal Paveruss Senice

FILER'S Hame and Address

AGENCY MNAME

AGENCY MAME LIME 02
ADDRESS LINE 1 INFORMATION COPY - DO NOT FILE WITH IRS
ADDRESS LINE 2
CITY WA 98504

Name of person 10 contact Tedophans number
Contact Trinh Bui 360-407-8011
Email address Fax number

1 Employer 1D numbar 2 Soctal security number ||2 Total no. of forms |4 Federal tax withhold 5 Taotal reported with this 1096
01-2345678 21 T999999, 80
& Enter an "X" in only one box below te indicate the type of form baing filed. T I this is your final retwm, enter an " hare .. .. .. |

WG [WETRTC| e 1Re-C | 1068-E | 100ET [ 0SRA | 1060B | 1SRG (10DG-CAP | 100G-DIV | 1066-G [ 108RH | 10%-INT

1y e I e e e v I

1096 | 1098-LTC | 1098-MISC | 1086-010 | 1093-PATR | 1098-0 109%-R 10995 | 1098-5A 321 22 5408 | 5408-ESA| 5408-54

O 0| | OO0 0 0 oOojgjo|jo|o|jo)a

AN A N N AN, N ey

THIS IS AN INFORMATION COPY - DO NOT FILE THIS COPY WITH THE INTERMAL REVENUE SERVICE.

R e e e e e —— "
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If you have VOID the forms that has amount less than threshold, you should see 16 returns for
your Client ID.

| MFORMATION COPY . DO NOT FILE WITH IRS |

e 1096 Annual Summary and Transmittal of O i TS OTER
Diepsariment of the Tressury U.S. Information Returns YYYY I
lrterrusl Flosorss Service

FILER™S Mame and Address

AGENCY MAME

AGENCY MAME LINE 02
ADDRESS LINE 1 INFORMATION COPY - DO NOT FILE WITH IRS
ADDRESS LINE 2
CITY WA 98504

Nams of parson o contact Tedaphons rumbs
Contact Trinh Bui 360-407-8011
Emad address Fax numbeér

1 Employer ID number | 2 Social security number |3 Total no. of forms Federal tax withheld | § Total reported with this 1096
0l-2345678 1é TI9B943 . 30
& Entar an "X in cnly one box balow 1o indkcate the ype & Hihis i your fnal return, efied an A T . ... ..

W-2G | 109T-BTC 1098 1008-C 10408-E 10087 1000-A 100e-8 109G | 100-CAP | 1055-DiV 1000 | 1000-INT

10905
[ e A I I [ I

S8

O

V0K | 1T00%-LTC | 1000-MESC | 1090000 | 1000-PATR| 1096-O 1000-R 1009-5 | 109054 | 3N a2 Sobl-ESA | S08-5A

R W O S WL

Oo| 0O

Important NOTE: Please do not mail this Summary 1096 to the IRS. This is for your
information only. OFM will electronically file your returns to the IRS on your behalf. For this
reason, you do not need to mail a summary 1096 to the IRS.
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Run the Print Control Report
“Print Control Report” list all the 1099-NEC & 1099-MISC forms for your agency.

Open up your Client Agency

Open the 1099-NEC & 1099-MISC forms for your agency

Click on “File” to open up the dropdown menu

Select “Control Report”

The [Print Setup] dialogue will open up. Please select a PDF Writer option and click [OK].

ardwdNE

If you do not have a PDF Writer option, please contact your Agency IT staff to assist in
installing a PDF Writer option.

If your computer does not have a PDF Writer option, please do not attempt to print any
document from 1099 Account Ability that may have Recipient’s confidential information.

b

Frint Setup LILI
- — Printer
Mame: CutePDF “friter [from DESDYDSADSOZ] in i Froperties... | '

oo, Status Ready

' E Type: Citrix Uriverzal Prinker
Where:  Clent 2:CutePDF “whiter
Comment: Auto Created Client Printer DESD YD SAD302

e . Paper Orientatiamn
v
T Size: ILetter ;I i Partrait
Source: I.-’-‘-.utn:nmatin::all_l,l Select ;I " Landscape -
M

| Metwork... | ] I Cancel

s
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6. Select your Control Report Preference

Preview (print optional) OFM recommend that you select the
. S “Preview (print optional)” first.
This option will give you an opportunity to
— Preference .
ok validate that you have selected your
% Preview [print optional] printer.
Cancel

£ Prirk nows [no preview]

You will have the option to check the box to truncate social security numbers.

Reminder: Please do not print from 1099 Account Ability if you do not have PDF Writer
option on your computer.

7. Click OK
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Page 1 1099-MISC Control Report 3771
AGENCY NAME (INSTRUCT)
Taxpayer ID 012345678
Sorted by Natural Order
Name Mame and Address Taxpayer 1D 1-10, 131

TRINH RENT TRAIN VEMDOR 1 043-75-8121 Box1 112,544 88
6416 PACIFIC HWY E Buox 2 0.0o
Box 3 0.00

FIFE WA 98424-1561 Box 4 0.00
Box 5 0.00

Box & 0.00

Bo 153 0.00

0.00

0.00

TRINH RENT TRAIM VEMDOR 2 203-7T4-8058 Box1 5,437,137.20
DBA MARTIN SELIG REAL ESTATE Box 2 0.00
CIONORTHERN TRUST BANKFSB Box 3 0.00
1414 4THAVE Box 4 0.00
SEATTLE WA 98101-2202 Box 5 0.00
Box 6 0.00

Biox 15a 0.00

0.00

0.00

TRINH RENT TRAIM VEMDOR 3 270-08-0977 Box 1 18,683.90
1612 SMILDRED STSTE B Box 2 0.00
Box 3 0.0o

TACOMA YA JB406-0512 Box 4 0.00
Box 5 0.00

Box B 0.00

Box 15a 0.00

0.00

0.00

TRINH RENT TRAIN VEMDOR 4 388-34-T105 Box1 S0.00
17554 N LOMNESOME DOVE TRAIL Box 2 0.00
Box 3 0.00

SURFPRISE AZ 85374 Box 4 0.00
Box 5 0.00

Box B 0.00

Box 15a 0.00

0.00

0.00

TRINH REMT TRAIN VEMDOR & 452-69-7705 Box1 348,626 52
TT11 MARTIN WaY E Box 2 0.00
Box 3 0.00

OLYMPLA WA 93516-5622 Box 4 0.00

e P SN SN W  TP e ' B

n

Box 7
Box 8
Box 10
Box13
Box14
Box 4
Box 15b

Box 7
Box 8
Box 10
Box13
Box 14
Box 9
Box 15b

Box T
Box @
Box 10
Box 13
Box 14
Box 9
Box 15b

Box 7
Box 8
Box 10
Box13
Box14
Box 9
Box 15b

Box 7
Box 8
Box 10
Box13

1
011513 10:52-22 AM t
+
Mith
0.00
0.00
0.00

0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00

¢
=
4
¢
¢
b
;
o ‘E

0.00
0.00

0.00
0.00
n.oo

0.00
0.00
0.00

0.00
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