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Creating your Tab-delimited 1099-MISC source file, by IRS Box
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Please note: The images included in this document is specific to Windows XP, which
may be different from the look and feel of your own computer.

1. Open your Windows Explorer

&) Snaglk

B Scan Faor threats...

Right Click

Explare All Users

2. Navigate to your Local Disk (C :)

Did you make a mental note of location and name of file saved?

05B_Creating_Tab_Delimited_Source_File_by_IRS_Box.docx Page 1
DES Training: IRS 1099-MISC Reporting January 15, 2013



Creating your Tab-delimited 1099-MISC source file, by IRS Box
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Did you make a mental
note of where you've
saved your data?

3. Open up Excel spreadsheet - Clean up
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Creating your Tab-delimited 1099-MISC source file, by IRS Box

1) Open the “1099_MISC_Only” worksheet tab
2) Delete column A and row 1
3) Review your data
A. Taxpayer Identification Number (TIN) — Please review your TIN
information for validity.
» Cannot be blank
» Must be 9 characters

B. Review Amount - negative amounts represent th Another way is to highlight the

C. Select Data\Filter fo convert tax type value column. Press the "Ctrl+H” to
do a find replace.

Convert Tax Type Value from Webl tax type-toAccount Abitity tax type————

Tax Type Tax Type to
from Webl Account Ability
T EIN 1

S SSN 2

R ITIN 2

Careful Consideration: This step needs to happen only while you are using
version 2011 of Account Ability. The vendor has agree to use the value in the
State’s data source, which are “T”, “S”, and “R”. You will not need to do this when
version 2012 of Account Ability is made available (sometimes in December 2012).

4. Create Tab delimited text file
1) From new report, select File
2) Save As
3) Other Formats

Please note: Steps may be different due
to different version of Microsoft Office
used. These images are from MS 2007
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Creating your Tab-delimited 1099-MISC source file, by IRS Box

,Eaunvv- D)+ ?

j New Save a copy of the document

[f;' Excel Workbook
~ [EiH | Save the file as an Excel Workbook,
J/ DOpen

[f;l Excel Macro-Enabled Workbook
[ Convert W1 Save the workbook in the XML-based and
- macra-enabled file format.

[f;' Excel Binary Workbook
II:l-l:lll:l

dave save the workbook in a binary file format

optimized for fast loading and saving.

Save As |k @ Excel 97-2003 Workbook
H | Save a copy of the workbook that is fully

compatible with Excel 97-2003,

Print r [ 3 OpenDocument Spreadsheet
oo Save the workbook in the Open Document

el N @) 2l @

Farmat.
Prepare ®
PDF or XP5S
= Publish a copy of the waorkbook as a PDF or
Sand . XPs file,
=—f Other Formats
T b COpen the Save As dialog box to seledt from
ublis i
u all possible Save As [F12)
*,
Close

A_Hw“ .

4) In the “Save as type” list, select “Text (Tab delimited) (*.txt)”

wark
=5 J
File name: 11099 _Template_1630_IRSBox_1_Rents.xs /
save as bype! | el 97-2003 Workbook (*.ds) i
Exicel Template (*,xlkx)
Exccel Macro-Enabled Template (*,xdkm)
|_5 o ErreS =200 TEIII

Texk (Tab delimited) (%, kb

5) Saving the selection — Click [OK] to “Do you want to keep the workbook in
this format”
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Creating your Tab-delimited 1099-MISC source file, by IRS Box

icrosoft Office Excel
The selected file bype does not support workbooks that contain mukiple sheets,

¢ : \, «Tosave only the active sheet, click OK.
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiphe sheets,

Lok ]| [Lconcel |

6) Save — Click [Yes] to “Do you want to keep the workbook in this format”

icrosoft Office Excel |

1059 _Templabe_1630_IRSBox_|_Rents.bxt may conkain Features that ane not compatible with Test (Tab delimited). Do you want ko keep the
= workbook in this Format?
\.l) + Tos keep this Format, which leaves ouk any incompatible festures, dick Yes.

+ Toy preserve the fesbures, dick No. Then save a copy in the latest Excel format,
+ Torsee what might be lost, dick Help.

Lves J[[Ln | [ rew |

5. Click [CLOSE] — For the purpose of training, please Delete Excel spreadsheet.
6. Repeat the format conversation steps for all Excel spreadsheet.
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