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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:
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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.

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

Preference Change - performed by QB Administrator
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compensation.

7. Click

FIeferences

OK.

Select Edit, Preferences from menu bar.
Scroll and Select Tax 1099 on the left side menu
Select Company Preference tab.

Select Yes for “Do you file 1099-MISC Forms?”
Enter 600.00 for threshhold amount for Box 7 — Nonemployee Compensation.

Enter 2900-Non Payroll or 5600-Professional Services as the account for Box 7 — Nonemployee

by Preferences
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Do vou file 1099-MISC forms?  * Tes = No
1093 Category Account Threshold

Box 1: Rents MNone EDD.DD%
Box 2 Foyalties Mone 10.00
Box 3: Other Income M ane 0.00
Box 4: Federal T ax Withheld Mone 0.00
Bax B Fizhing Eoat Proceeds Mone 0.00
Bowx B Medical Payments Mane 0.00
Box 7: Honemployee Compenzation 300 - Mon Payr = | B00.00
Bow 8 Substitute Pavments Mone 10.00
Bow 3 Direct Sales Maohe B,000.00
Box 10: Crop Insurance Proceeds Hone 0.00
Box 13: Excess Golden Parachute M ane 0.00
Bowe 14: GGrogz Proceeds to Atharney Mane 0.00 1I
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Edit Vendor - Performed by the Bookkeeper

Turning an existing vendor into a 1099 vendor

1 From the Yendors menu, choose Yendar List.

Select the vendar for wharm pou want to file 1099-+15C forms.

p
3 Choose Edit from the Wendaor menu buttan.
4

On the Address [nfo tab, make sure that the vendar's legal name appears in the First Mame, M.1, and Last Name figlds, and that the vendar's address
containg the bwo-letter state abbreviation and the zip code.

Example

Click. the Additional Info tab,

Enter the vendar's tax D number.

[f the wendar iz & zole proprietar, enter the vendor's zocial security number. Othenwize, enter the vendar's nine-digit tax identification number.
¥ Select the "Wendor eligible for 1099 checkbow,

8 Click OK.
» Edit Vendor -
Wendor |

Addrezs Info Additional Info I
|

Cateqgarizing and Defaults

Type

| b
Terms

| [

Credit Limnit
Tax 1D 123-451234

[v “endar eligible for 1099

Account Custom Figlds

Define Fields

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

1099 summary report

amount does not display, change the
threshold = Ignore threshold.
* Send report to the Printer.

1099 Summary ____________RaTITE M
Hide Header | Frint...
= From [0t /0772002 | & Ta [12/3172002

j |Dn|_l,l 1099 accounts j |

+ Uge thregholds

Thiz report helps you verify the information that QuickBooks prints on the 1093-MI5C tax
form. e suggest you check the information on thiz report before you print the forme.

The repart summarizes the cazh outflows to each wendor for whom pour comparw files a
1033-44I5C form. If you think an amount is incorrect, double-click the amount to see a list of
the tranzactions that make up the amount,

Customize... F_ilters..| Format. .. Memarize... | Ex

The repart initially shows only the vendors specified az 1093 vendors. To list all vendors in
the report, regardless of their 1099 status, chooze Al Wendors from the drop-down list in the
report buttonbar.

lates | Last Calendar ‘Year

093 Options |Elnl_l,J 1099 vendors

The report initially shows only amounts that are above the 1093 threzholds et by the federal

Morgan County Extension Cound Ignoie thresholds

1099 Summary
January through December 2002

0912103

+ Box ¥: Honemployee Comp... = TOTAL s
Horvath (MA)} » ES0.00 4 £50.00
123-45-1234
TOTAL 650.00

650.00

government. To include amounts below the thresholds, choose [gnore Threshalds from the
drop-daown list in the report buttonbar

To create this report

»  From the Reports menu, choose Yendors & Payables and then 1039 Summary.



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.

f'i\. You must be in single-user
mode to do this.

your lozal IRS office.
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1 Make sure pour printer iz turmed on and is online.

Click Z2oom In to see the details of each address.

Yerifying 1099 information

the 1099 information you'll report ta the IRS.

vernify vendaor addresses.
You should also:

1 Check the current IRS threzhold
amountz and rules.

Yenly your 1099 payees.
Yerfy your 1099 accounts.
Yerify your 1099 amounts.

o o M

Do a final check.

Select 10995 to Print
Select vwendars to print 1033-MISC forms:

Betaore printing 1099-MI5C forms, you should verify

I the Select 1093s to Print window, click Preview to

2 Make sure you have blank 1093-MISC Farms in wour printer.
»  [fyou have a continuous printer, vou may need o adjust for additional thickness due to the copies.

= [fyou have a page-onented printer, it'z zsimpler to print copies separately than all at once. Do mot collate pour blank pre-printed forms befare putting them
inta the printer. Inztead, start by loading all the Cope 1 formz. After you hawe printed all the Copy 1 farmiz for each wendor, then load and print the Copy 2 forms.

3 From the File menw, choose Print Formsz, and then 10932

B Select each vendor you want to print a 1099-k15C form for.

6 Click Presdew to verify that each vendor's address will print corectly.

Tatal

S Wendar Walid [0 alid Address
Haorvath (M) e Ma

B50.00

:

=

Preview |
Fring |
LCancel |
Help |

Select gl |

Select Hone

— 1096 Summary Information

Mumber of vendors selected: 1

Total for vendars selected: E50.00

1099 Tax Form Setup 10/01/03

8 If there are no problems with the accuracy or appearance of the addrezzes, click Print,

Create 1099 reports to verify all 1099 information [vendors, accounts, and amounts] before printing the formz.

4 Select the time period covering the 1093-related payments you want in the formz, and then click OF.

You can print up to 243 farme. The 1096 Summarny Infarmation at the bottan af the window showes how many vendors you have zelected and pour total
1093-related payments during the zelected time period. ze the tatal for vendaors zelected when completing wour 1096 form. Az of thiz release of QuickBooks, if
you have more than 249 vendars for whom pou must file 1099-kI5C formez, RS regulations require that you submit the formz electronically. For detailz, contact

Verify that the Vendor name and address fields
are correctly entered. See below.
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When a vendar iz a 1099 vendar, the Mew/E dit
Wendor window zhould zhow the vendor's name and
addrezs as follows;

[Optional) Enter the legal name
of the wendor's company here.

| Enter the vendar's

Compary Name||_u;.;t.;.n Flooring ' | legal name in these

[
Firzt M ame

Last Mame

Address

l:l fields.

- [f you keep these hyo
L |:| Iin-lrnles in thepaddress,
|Lu>-:tu:un | they must match, exacty,

what iz in the Compary
Luston Flooring Marne, First Marne, M.0.,
Brian Luston and Last Mame fields.
2780 County Rd —.
Bapshare, |CA 94326 || The street address

| riuzt be one line.

Include the bwo-letter state
abbreviation and zip code.
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