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For non-employees earning more than $600.00 annually, a 1099 Tax form must be prepared and sent to the 
individual each tax year.   In QuickBooks (QB), the following items must be established by the Bookkeeper and 
by the QB Administrator in the following order: 
 

 Set Preferences for 1099 Form (Administrator only) 
 Identify non-employee as a vendor eligible for 1099 
 Print Check under Write checks 
 Print 1099 Summary or detail report – Reports, Vendors and Payables, 1099 summary 
 Verify 1099 Data and Print 1099 forms – File, Print Forms, 1099 

 
Two rules apply: 

 You must have the most recent Payroll updates from Intuit for the current tax year. 
 (Employees, Get Payroll Updates) 

 The non-payroll amount for any individual must be greater than $600.00. 
 
Preference Change - performed by QB Administrator 

1. Select Edit, Preferences from menu bar. 
2. Scroll and Select Tax 1099 on the left side menu  
3. Select Company Preference tab. 
4. Select Yes for “Do you file 1099-MISC Forms?”   
5. Enter 600.00 for threshhold amount for Box 7 – Nonemployee Compensation. 
6. Enter 2900-Non Payroll or 5600-Professional Services as the account for Box 7 – Nonemployee 

compensation. 
7. Click OK. 

 
 
 



Edit Vendor - Performed by the Bookkeeper 

 

 
 
Prepare Check under Write Checks – performed by Bookkeeper 

Remember to use the account number specified in the 1099 Preferences so QB can track the vendor’s 
check payment. 

 
Print 1099 Summary or Detail reports  - performed by Bookkeeper 

 Select Reports, Vendors & payables, print detail or summary report. 
For summary report only -- if the 
amount does not display, change the 
threshold = Ignore threshold. 

 Send report to the Printer. 

 
 



Print 1099 Forms – performed by Bookkeeper 
Remember the two Rules:    

 Recent payroll updates must be performed before printing 1099s. 
 The total amount for any non-payroll vendor must be greater than $600.00 

 
Obtain 1099 forms for the current tax year from IRS or your local post office. 
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Verify that the Vendor name and address fields 
are correctly entered.  See below.  
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