/: Washington State Department of
. *
Enterprise Services
Preparing your 1099-MISC for printing and mailing
First -VOID all 1099-MISC forms Second -Clear Printed flag for all

that do not meet the dollar amount 1099-MISC that you want DES to
threshold. print and mail on your behalf.

(Ll Module  Preferences Fl:urmsJ (Ll Moduls  Preferences Fu:urm.f_

Clear Print Indicators. ., Clear Print Indicatars. .,

Set Print Indicators, .,

Clear 1096 Indicators, ..
Set 1096 Indicators. ..

Clear Efile Indicatars. ..
Set Efile Indicakars. ..
Clear Corrected Indicators. .. ’

Sef Corrected (&) Indicators
Set Corrected (T) Indicators

Set Print Indicators., .,

Clear 1096 Indicators, ..
Set 1096 Indicatars. ..

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

Clear Corrected Indicators. ..
Sef Corrected (&) Indicators, .,
Set Corrected (T} Indicators. . .

e Wi T2 WY 5 Mgy

Print \Window, ., Prink “Windaw, .,
T Kill This File... Tl Kill This File...
M K Fitering. .
T werify.., Chrl+y 4 T werify... Chrl -

B address Verification  Chri-Alk4y

Assign dccount Mumbers, ., /
L |Ipdate T#ﬂ‘\“\qt\w: -
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First - Void 1099-MISC not meeting amount requirement

[Tools\Filtering]

First - you want to VOID all 1099-MISC that do not meet the dollar amount
threshold.

1.

Open up your Client Agency
Open the 1099-MISC forms for your agency.

Click “Tools” and then “Filtering”

1099-MISC - INSTRUCT Filtering Col

Select A Currency Fiel

Id

AttornevyFees
Boxl5a

Box15hk
CropInsurance
ExcessGoldenPara
Federal

Fizhing

Medical
Nonemployee
Other

Rents=

B ties

3 1Tneome
FtatellncomeTax
Gtated Income

Fs

o sl =l 2ol el ol

Click on an IRS type in the “Select a Currency Field” section of the Filtering tool.

-

Xy

4
d

[T Clear ¥0ID Indicatars

#o Bedin | Cancel |

[~

.

operator il and enter “600.00” in the amount field.

For example, the reportable amount for “Rents” is amount equal to or
greater than $600. In this example, you would select “Rents” in the Select A
Currency Field section, then in the operator section, select the “less than”
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First - Void 1099-MISC not meeting amount requirement
[Tools\Filtering]

1099-MISC - INSTRUCT Filtering Consk X |

Attnil:;?:e;iﬂlds = I? il il _2' _}||I =00. 00 il il

Box15a
Box15h ;|
CropInsurance
ExcessGoldenPara
Federal

Fishing

Medical

MNonemp loyee
Other

Foyalties
StatelIncome oo

StatelIncomeTax
Stated Income ;I ﬂ

™ 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 amount.

1099-MISC - INSTRUCT Filtering Consk EI

Select A Currency Field

oo | 1€ 1= 23] .00 v x|

Boxl5a

Box15b Rents < $600.00 -]

CropInsurance Royalties < $10.00

ExcessGoldenParan Other < $600.00

Federal Monemployee < $600.00

Fizhing

Hedical

Nonemp loy

Other

Fents

Foyvalties

JtatelIncome b

JtatelIncomeTax

dtated Income ;I ;I
[T Clear ¥0ID Indicators f_‘; @{ Beaqin | Cancel |

07_Print_and_Mail_in_Account_Ability.docx Page 3

DES Training: IRS 1099-MISC Reporting January 15, 2013



First - Void 1099-MISC not meeting amount requirement
[Tools\Filtering]

7. When you are done with all your amount filtering, Click Begin.

1099-MISC - INSTRUCT Filterin X

Select A Currency Field
ey | <1 <J =12 [ e v x|
EoxlEa
Box15k Rents »= $600.00 =]
CropInsurance Boyalties »= $10.00
ExcessGoldenPara Other »= $800.00
Federal Fishing »= $600.00
Flsﬁlng MNonemployee == $600.00
Medical Medical »= $600.00
Nonemployee Substitute >= $600.00
Other bttorheyFees »= 5600.00
Fents
Foyalties
Statellncome oo
StatellncomeTax
State Income LI ;I
[T Clear ¥0ID Indicators :_";J @{ Begin | Cancel |

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

J TRFETIFTERT & 0T Homher T Fi=hann oAt

I
D Filtered records will be marked WOID.

Ckay to proceedy?

Yes I Mo |

S ey 2

Using the sample data from training, the following forms should be marked “VOID”

e Trinh Rent Train Vendor 4 (or Hawks Senja L) - $50

e Trinh Rent Train Vendor 9 - $500

e Trinh training vendor 11 - $500

e Trinh Rent Train Vendor 13 - $6.50

e (a blank form that was created for the column header) - $0.00
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First - Void 1099-MISC not meeting amount requirement
[Tools\Filtering]

B 1099-MISC - INSTRUCT b4
@{ D4 W woID | CORR(E [T CORRC) | Efile W 1086 [ Printed
PAYER'S name, street address, city, siate. ZIP code, anfl talephone number 1 Rent= OmB Mo, 1545-0115
AGENCY NALME _+ §50.00
AGENCY NAME LINE 02
ADDRESS LIMNE 1 T Royanies 201 2
ADDRESS LINE 2 40.00 %
CITY Wi 98504 1093-MISC
3 Cther income 4 Federal income tas withheld
Telephone: 360-407-2011 d0.00 d0.00
PAYER'S Federal 100 Humber TIM Type RECIFIEMT S 10 Mumber 4 Fishing boat procesds G hdedical and health care
01-2345678 35 - |38834'?1EIS §0.00 §0.00
RECIFIEMT & name MAE |7 Honemployee compensation |8 Substitute payments. ..
TEINH RENT TERAIN VENDOR 4 CTRL
§0.00 §0.00
17554 W LONEZSOME DOVE TRAIL
Strest address APT. |9 Payer made direct sales of |10 Crop insurance proceads
5000 or more of consumer
products to a buyer $0.00
(recipient]) for resale = |_
City State Jp Code | Jp Bxt.
SURFRIZE AZ 55374
Aocount number Foreign | CFSP | USPS OF |2nd TIN|13 Bicess golden pararchute |14 Gross proceeds paid to...
r I $0.00 $0.00
15a Section 4095 deferals 14b Section 4098 income State 1 |16 State 1 tas withheld 18 State 1income
40.00 40.00
$0.00 $0.00 State @ |16 State 2 tax withheld 18 State 2 income
{0.00 {0.00
E-Mail: B et
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Second- Clear Printed flag
[Tools\Clear Print Indicators]

Second - you want to Clear Printed flag for all 1099-MISC that you want DES to
print and mail on your behalf.

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

4. Select Filter to retrieve data. For example, ID Number

|

Fietrieve  §

Clear “Print" Indicators {1099-MISC - INSTRLUC

Select Filker | 1D Murnber ;I

Account Mumber
Recipient's M ame
T axpayer D

M ame Control
Apartrnent Murmber
City

State

£ip Code

Email Address

Dizplay

Cancel

5. Click “Retrieve”

6. Highlight the ID Number to start, for example, “1” and click “From”
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Second- Clear Printed flag
[Tools\Clear Print Indicators]

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”

8. Once the range of data to initiate action is selected, click “Begin”

e ]
Select Filker IID Mumber ;I Retrigve

Bezet

Dizplay

Cancel |

ﬁ| | o« o« o

ab]]

9. Click “Yes” to confirm Clear “Print”’ Indicators
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Second- Clear Printed flag
[Tools\Clear Print Indicators]

|
L

P ) Clear "Print" Indicators {1099-MISC - INSTR
-
The Following range has been specified:
FILTER. = ID Murmnber

FROM: 1
T 21

Ckay to proceed?

10. Make a note of Printed flag unchecked

@ o1 [C¥oID [ CORR(G B CORRIC)

¥ Efile

103

I~ Printed

PAYER'S name, street addresz, city, state, ZIP code, and telephone number 1 Rents

[a[] STREETETIE.

AGENCY NAME $112, 544,88
AGENCY NAME LINE 02

ADDEESS LINE 1 L Royalies

ADDRESS LINE 2 $0.00

CITY WA 98304

2012

1099-MISC

3 Other Bcome

3 Federal income 1ax uuhr?
$0.00.,

000 or meore of congumer
products to 3 buyer
(recipient) for resale m» [

Ciy R ap Code | Jp B
FIFE WA | 95424 | 1561

Telephone: 360-407-8011 §0.00
IFATER & Federal 10 Humber TIH Type RECIFIENTS 10 Humber [& Fiching boat procesds |6 Tedical and heallh cane
01-2345678 m 043758121 $0.00 $0.0
[RECIFIENT & name HAME |¢ Nonemployes COMPEnsnon (8 SUbSLIUE payMents. .
TRINH RENT TRAIN VENDOR 1 CTRL
§0.00 i0.
6416 PACIFIC HWY E
Strest address APT, |9 Payer made direct 2alez of |10 Crop insuranse procesds™

$0.00

Apoount nurmbar Forgign | CEFSP | USPE DP |2nd TIN|12 Bxcess golden pararchute |14 Cross procasds paid 1o,
r r $0.00 0.
152 Saction WA defemals 150 Section HIBA income Stme 1 16 State 1 taw wihheld 18 Sate 1income
$§0.00 0.
$0.00 §0.00 Stae I |16 State 2 taw withheld 18 Samte 2 income ‘
$0.00 0.0

_r'm'd.ut-*\ e Jﬂf“ ‘rl\j.. WY SNy 3 P
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Second- Clear Printed flag - for the VOID form

11.

There is not an amount filter for Printed flag clear.

= 1099-MISC - INSTRUCT

If you do not want DES to mail out 1099-MISC that were VOID due to amount
not meeting threshold, you will need to go through each one of the form
with a VOID checked and check the Printed flag.

@ D24 W voID [T CORR(G) [T CORR(C) [ Efle W 1086| [T Printed
PAYER'S name, street address, city, ffate, ZIF code, anfl talaghope number | Rents Db Ser—re=tr *
AGENCY NAME = ss0.00

AGENCYT MAME LINE 02

ADDRESS LINE 1 TRoyanes 2012
ADDRESS LINE 2 §0.00

CITY WA 98504

Telephone: 360-407-8011

1099.MISC

3 Other ncome

§0.00

4 Federal income tan w

$0. 0

u

f
.
G hedical and hearﬂ;-.:r
{
¢
A

PAYER'S Federal 10 Humber TIN Type RECIPIENT S ID Nurmber 3 Fizhing boat procesds
01-2345678 S5N - |33334'?1l35 §0.00
RECIPIENT & name HEME [7 Honemployes compensation (2 Substitnte payments,
TRINH RENT TRLIM VENDOR 4 CTRL
§0.00 $0
17554 N LONESOME DOVE TRAIL
Arest address AFT. |0 Payer made direct sales of |10 Crop insurance proce
F5000 or more of conRsumer
products to a buyer $0
irecipient) for resale n> [
City State | Jp Code |Jp Bxt.
SURPRISE AZ | 85374
Agcount number Foreign | CFSP | USPS DP |2nd TIN|13 Eccess golden pararchute
r r $0.00 $0,
153 Section 094 defermals 15b Section 4094 incame State 116 St | tax wahheld 12 Ste 1 inome -
$0.00 50 ?
§0.00 §0.00 Tagte 2 |16 S3te 2 tax wAnhed T8 Sigte £ InCome
§0.00 §0

If you have already managed this type of returns outside of Account Ability,
you do not have to do this in Account Ability. For example, if you’ve
leveraged the use of pivot tables in your Excel spreadsheet, summarized all
payments for a vendor, and deleted those not meeting the amount
threshold; you do not have to do this in Account Ability.
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Printing and Mailing 1099-MISC to Recipients - DES is responsible
for printing and mailing forms on behalf of Agencies

1. DES is responsible for printing and mailing of your 1099-MISC forms.

2. Check the “1099 Processing Schedule for Year 2012” calendar - Pay
attention to when is the last day to make changes to 1099-MISC data in
Account Ability.

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

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

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

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

B ACCOUNT ABILITY - Tax Form Preparation for 2011

File Order By Security =l Module Preferences Forms

Clear Print Indicators., .,

Set Print Indicators. .,

Clear 1096 Indicators, ..
Set 1096 Indicakors. ..

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

lear Corrected Indicators. ..
Sef Corrected|(G) Indicatars, .,
Set Corrected (T Indicators, .

Prink Window, ..
il Kill This File...

E{ Filkering. ..

b werify.., Chrl4-y
B2 Address Verification  Chrl+alk+y

Assign Account Mumbers., ..

R _‘--‘A"._ * i bwh“-*‘*ﬁ@w~

7. Assumption: the forms are ready for printing and mailing. Nothing
more needs to be done to the forms.

8. DES is responsible for printing and mailing of Agencies’ 1099-MISC.
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Printing and Mailing 1099-MISC - Print Forms for Selected Record

Print and Mail in Account Ability.

1. Open up your Client Agency

2. Open the 1099-MISC forms for your agency

3. Locate the 1099-MISC that you wish to print by using the navigation
arrows from the toolbar (to the right).

] Home

4 Left
Right

»

L End

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

Ui

. Click on “File” to open up the dropdown menu
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-MISC forms

7. The Print Setup screen will be visible. From this screen you will need to
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.
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Printing and Mailing 1099-MISC - Print Forms for Selected Record

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

priserw 2|
NS 1099-MISC - INSEESIRTEY 3 |
@ NER Mame: 3074 02 _C on encmzoly] 005 [from OF 1R Properties... | ~ Printed
PAYER'S name, strest add i Ready 1545-0115
AGENCY HAME Type: Citrie Univeerzal Prinker
AGENCY WAME L: ; 1 2
ADDEESS LINE - Where:  Room 3074 3rd Floor East
ADDRESS LINE : Comment: Auto Created Client Printer OFM10333 %
CITY WA 98504 MIsC
— Paper Orientatioh————— heome tax withheld
Telephone: 36[ #0.00
H - 1l r\- .
FEVER'S Faderal 10 HamE Size: ILE“E' (85x11% = . Portrait rd Freafth care
01-2345675 - $0.00
Source: I.f-\utumahcally Select ;I " Landscape
RECIPIENT % name = payments. ..
TRINH RENT TE.
$0.00
6416 PACIFIC 1 Network. | uk || cancel
Street address e Eurance proceeds
FallE*  Thore of consumer
produd, .!) 3 buyer 20.00
(recipient]) for resale =» I_
City State Jp Code [Zip Ext. |44 q2
FIFE i 95424 |1561
Aocount number Foreign | CFSP | USPS OPF [2Znd TIM|12 Bicess golden pararchute (14 Gross procesds paid to...
r r $0.00 $0.00
152 Section 4094 deferals 15b Section 4094 income State 1 |16 State 1 tas withheld 1% State 1 income
§0.00 $0.00
§0.00 §0.00 State * [16 State ¥ taw withheld 18 State ¥ income
$0.00 30.00
E-Mail | | & e

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

O™ s

Please verify again that your Printer selection is your printer.
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Printing and Mailing 1099-MISC - Print Forms for Selected Record

B2 1099-MISC - INSTRUCT ’
@® D#1 GDI Print Options 2| X|lioss 1 Erinted ’
FAYER'S name, street address, cily, D1B Ho. 15450115

AGENCY NAME Printer  3074_02_C on encmsoly1005 [f.. NOT BATCHED

AGENCY NAME LINE 02 | Sever  LOCAL | 201 2 {

ADDRESS LINE 1 Part: Clierit: 2:\\ercmisoly1005\3074_02_

ADDRESS LINE 2 Location:  Fioom 3074 3rd Floor E ast (NO CLIPPING) 1099 HISC

CITY WA 98504 5 .

Clent Ilg?lmmTHUET 4 Federal income 1ax it
Fz::lF!'!p:..“:u:':IEI= N3 co-aT Nm AEEHD{NAHE il 4} Flsu
ER'S Faderal 1D Momber l: 1 E tact TIII""I El.l. & hedical and heakth care
01-2345678 Telephone: 3604079011 70.0
RECIFIENT & namé . 2 Sybstaute pavments.,

TRINH RENT TRAIN VE | Designated Foms

= i ¥ Fed Conyd 0.00 0.00 50, u!_
6416 PACIFIC HUY E 1| & Copy 8 for Recipient ¥ INSTRUCTIONS S' :
Street address — [T IMSTBUCTIONS 10 Crop insurance proceeds¥,

T H/s 20.00.
[~ Copy1 for State Tax Depatment

Ty I~ Copy 2 for Recipient's State Retumn

FIFF [T N [T Pressue Seal

FECOUnt RUmiber r Emy 1“ I_ IHTG Eﬁ:""’ u'm D'm 19 Grogs pI"MEEIlg pbd ...
[ Mark as printed [T | 55& Approved 0

153 section 004 defemals I : ['SINGLE RECORD ) 18 State 1 income

- Messages §0.0

$0.00

18 Stme 2 intome

| 0% | %] Help | §0.0
PP - W Ui

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
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Printing and Mailing 1099-MISC - Print Forms for Selected Record

[E—

GDI Print Options ? |‘8

11.

— Target Printer
Printer: 4263 02_C on dezpealp0[fro... MWOT BATCHE
Server LOCAL

Part: Client: 2:5\despzaly01 084263 02 C

Location:  Room 4263 4th Floor West (MO CLIPPIM

— Client Infarmation i
Client 1D INSTRICT
M ame: AGEMCY MARME
J

Contact; Contact Trinh Bui
Telephone:  360-407-2011

I: Designated Forms I|

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

[T INSTRUCTIO
[ Copyp1 for State Tax Department
[ Copy 2 for Becipient's State B eturn
[T M [T Pressure Seal
[~ Summary 1095 [T Info Copy 0.00 0.0
[~ Mark a3 printed [T 554 Approved
[T Truncate social security numbers [ SINGLE RECORD

— Mezzages }

0 [7] Help | Frint Cloze
L \"W"“'ﬁ

Click Print

If COPY B FOR RECIPIENT was selected in the Designated Forms, the form
would print like this:
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[1 CORRECTED (if checked)

PAYER'S name, street address, city, state, ZIP code, and telephone no.

AGENCY NAME
AGENCY NAME LINE 02
ADDRESS LINE 1

1 PRents

$ 112544.88

2  Royalties

OMB No. 1545-0115

2012
A
[N\

Printing and Mailing 1099-MISC - Print Forms for Selected Record

Miscellaneous
Income

ADDRESS LINE 2 $ Form1099-MISC
CITY WA 98504 3 Otherincome 4 Federal income tax withheld
$ $ Copy B
Te lephone: 360-407-8011 5 Fishing boat proceeds 6 Medical and health cars F Recipi
PAYER'S Federal identification number RECIPIENT'S identfication number pay ments or ec“)lent
01-2345678 043-75-8121 $ $

RECIPIENT'S name, street address, city, state, and ZIP code

TRINH RENT TRAIN VENDOR 1
6416 PACIFIC HWY E
FIFE WA 98424-1561

7 MNonemployes compensaiion

8  Substitute payments in lieu
of dividends or interest

This is important tax
information and is
being furnished to

the Internal Revenue

9 Payer made direct sales of
$5,000 or more of consumer
products to a buyer
(recipient) for resale » [I

10  Crop insurance proceeds

Service. If you are
required to file a
return, a negligence
penalty or other

sanction may be
imposed on you if
this income is
taxable and the IRS

13 Excess golden parachute

Account number (see instructions)

payments

14 Gross procesds paidto
an attorney

determines that it
has not been
reported.

158 Section 409A deferrals 15D Section 409A income

16 State tax withheld

17 State/Payer's state no.

18 State income

$ $
MWSW ‘4\_\.7“—,’-&_ \-A_JR.\..-{J:E?WJQ;W P "'\;,__,Mrrt of the. eagly___!l:ﬁ::rgw\sﬂy

Make a note of the Messages and total returns printed.

Click Close

tessages
’7 Total returnz printed for each designated form: 1
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Printing and Mailing 1099-MISC - Print Forms for Selected Record

GDI Prinkt Opkions

5

BV, = Target Printer
Frinter:
Server

Port:

Location:

LOCAL
Client: 2:CutePDF Yfriker

|02

CutePDF ‘wiriter (from OFRM10339... MOT BATCH

(MO CLIPPIM

— Client Information
Client ID:  IMSTRUCT
Mame: AGEMCY MAME
Contact: Contact Trink Bui
I Telephone:  360-407-2011

(

— Designated Formsz
[T Preprinted 1093-MISC [ Fed Copy &

[~ Copy B for Becipient

[~ Copy Cfor Payer

|l

[ Copyp1 for State Tax Department
[ Copy 2 for Recipient's State Return
™ W

[T Surmrmary 1096
[T Mark 2z pritted
[T Truncate social securnity numbers

_,
=1

[ [rifo Capy

0.00 0.0

[T IMSTRUCTID
[T IMSTRUCTIONS

[~ Pressure Seal

0.00 0.

[T 554 Approved
[ SINGLE RECOR

- Meszages
Total returnz printed for each designated farm: 1

Frint

2| Help |

100%

{
|:|El:SE;}

B~ e 0}
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Printing and Mailing 1099-MISC to Recipients - Print Forms - “Copy

C for Payor”

1. Open up your Client Agency

2. Open the 1099-MISC forms for your agency

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

4. Click “Print Forms”

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

printer in the NAME dropdown and select it.
Click “OK”

N o

|

GDI Print Options ? | ¥

« [~ Target Printer y
Frinter: CutePDF “whiker [from %1_vwr9wi3.. MOT BATCHED, -
Server LOCAL

Port: Client:2: CutePDF “writer

Location: (MO CLIPPIM

— Client Information

Contact: Contact Trinh Bui
Telephone:  360-407-8011

— Designated Formsz ’
[T Preprinted 1099-MISC [ Fed Copy & 0.00 ?f

[ I:::up_I,IB fu:urHeu:lplent [T INSTRIETION
' . [T INSTRUCTION

I oan

_ | I Summary 1096 [ Infe Copy 0.00

[T Truncate social securnty numbers

— Meszages

8. C(lick “Print” -

Client D IMSTRUCT
Mame: BGEEHCY MAME

I e
[T Copw 1 for State Tax Departrient
- | I Copy 2 for Becipient's State Return
[T M [~ Pressure Seal

[ Mark a3 printed [T 554 .ﬁ.ppraved P

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

The Messages box will display 100% completion and total returns printed for each

designated form: 21
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Printing and Mailing 1099-MISC to Recipients - Print Forms - “Copy
C for Payor”

[
GDI Print Options ? |

— Target Printer
Frinter: Client/OFk 109538,/ *despzolpl... MOT BATCHED
Server LOCAL
Fort: ClientsOFk 1093584\ \despzoly01 0"
Location:  Foom 4263 4th Floor West [MO CLIPPIM

— Client Informatioh
Client [0 INSTRUCT

M arne: AGEMCY MAME
Contact: Contact Trink Bui
Telephone:  360-307-23011

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

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

[ Copy 1 for State Tax Departrment

[~ Copy 2 for Recipient's State Beturm

[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

T

— Mezzages
Tatal returng printed for each designated form; 21

Help | Fiint Cloze

Careful consideration: Note that if 21 forms were 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.

If 16 forms were printed, this means that you have filtered the amount threshold and
“VOID” those forms not meeting the dollar amount threshold.
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Printing and Mailing 1099-MISC to Recipients - Print Forms - “Copy

C for Payor”

GDI Print Options ? | b 4

— Target Printer
Printer: CutePDF “wiriker [from OF10333... MOT BATCHED
Server LOCAL
Port: Client:2: CutePDF “Writer
Location: MO CLIPFIMG]

— Client Infarmation
Client |0 INSTRUCT

M ame: AGEMCY MAME
Contact: Contact Trinh Bui
Telephone:  360-407-8011

s =

— Designated Forms
[T Preprinted 1093-MISC [ Fed Copy & 0.00 0.00

[T Copy B for Becipient [T INSTRUCTIONS
[T Copy C For Payer [T INSTRUCTIONS
A -
[T Copw 1 for State Tax Departrient

[T Copy 2 for Recipient's State Beturn

[T HdA [~ Pressure Seal

[~ Surmary 1096 [T Infa Capy 0.00 0.00
[ | Mark az printed [T 554 Spproved

[T Truncate social securty numbers

Mezsages

Total returnz printed for each designated form: 16

(7] Help I | Fririt Claze
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Printing and Mailing 1099-MISC to Recipients - Pre-printed Form

Selection
-8011
TIN Type RECIPIENT'S ID Number
EIN ~ 043758121
NAME ]
XR 1 CTRL
~ What does "Preprin
1099-MISC" looks lik:
State Zip Code
WA 98424
T [Foegn| CFSF | USPS 0P
B r
15 S,‘_\T:Zn:n 409A ncome State 1

o l SE— N - -
GDI Print Options - - }

 Target Printer
Printer; Adobe PDF
Server: LOCAL
Port: Documents\* pdf
Location:

~ Client Information -

ClientID: ~ AGENCYID

» Contact:

Name: AGENCY NAME

Telephone: 360-407-8011

[ i€
N
[~ Copy 1 for State Tax Department
[T Copy 2 for Recipient's State Retum
T N/&
I~ Summawy 1096 IT Info Ce
[T Mark as printed

[T Truncate social security numbers

opy C for Payer
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Printing and Mailing 1099-MISC to Recipients - Pre-printed Form
Selection

sample of Pre-printed Form selection

AGENCY MAME

RGENCY MAME LINE 02 112544 .88
ADDRESS LINE 1

ADDRESS LINE 2

CITY WA 98504

Telephone: 360-407-8011
01-2345874 04-3758121

TREINH TRAINING VENDOR 1
6416 PACIFIC HWY E

FIFE WA 28424-1561
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Printing and Mailing 1099-MISC to Recipients - Summary 1096

d Lo
GDi Print Options —-— - -
Taiget Printer
|| Punter: Adobe PDF NOT BATCHED
| Sewer  LOCAL
Post: Documents\* pdf
it j Location: NO CLIPPING)
4 Clent Information

|| ChentiD: AGENCYID
| Neme  AGENCY NAME
Cortact:
| Telephone: 360-407-8011
- Designated Forms
T Pteprinted 1093MISC 7 0.00 000
‘ [~ Copy B for Recipient ;
o [~ Copy C for Payer
I N
t [ Copy 1 for State Tax Depattment
[T Copy 2 for Recipient's State Retun
vy, | L LY [T Presswe Seal
Srway 10 | [ inoCopy 000 0.0
r

w v
<4 o [
Wl

=i

IR as Ties
[T Truncate social securty numbers

If amount threshold was not set to VOID those less than threshold amount, and you’ve
“Rollup” records, you should have 21 forms.

Summary 1096

AGENCY WAME
AGENCY WAME LINE 02

ADDRESS LINE 1
ADDRESS LINE 2

CITY WA 92504

Contact Trinh Bui 260 407-8011

01-23245678 21 7959999, 80

‘\ Total returns created by client Total Dollars

e S W M‘ -

If you’ve VOID the forms that has amount less than threshold, you should see 16
returns for your Client ID.
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Printing and Mailing 1099-MISC to Recipients - Summary 1096

AGENCY NAME
AGENCY NAME LINE 02

ADDRESS LINE 1
ADDRESS LINE 2

CITY WA 98504

Contact Trinh Bui 360 407-8011

01-2345678 16 7993943,‘?
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 &
Info Copy

EH 1093-MISC - AGENCYID =]
®\ D #1 [T ¥OID [T CORR (G [- CORRC) | Efle | 1096 [ Printed
FAYER'S name, street address, city, state, ZIF code, and telephone number 1 Rents OMB Mo. 1545-0115
AGENCY NAME £112,544 .88
AGENCY NAMFE LINE 2
ADDRESS LINE 1 2 Ruyalties 201 1 -
ADDRESS LINE 2 GDI Print Opti [
CITY WA 92504 pobphaes — -
— Target Printer
Telephone: 360-407-8011 Frinter: Adobe POF WOT BATCHED
FAYER'S Federal ID Number TIN Type RECIFIENTS ID Number Semer LOCAL
01-2345678 EIN 043758121 Part: Docurmentsy* pdf
RECIFIENTS name AN Location: MO CLIPFING]
TRINH TRAINING VENDCE 1 CTRLY | Elterl s iam
6416 PACIFIC HWY E Clignt 1D: AGEMCYID
Sireet address AFT. 8 game; AGENCY NAME
antact:
Telephone:  360-407-8011
= = = = — Designated Forms
City State Zip Code | Zip Exti "
[~ Preprinted 1099-MISC ¥ Fed Copy A& 000 0.00
FIFE WA 98424 |1561
_ _ - J' [~ Copy B for Recipient [~ INSTRUCTIOMNS
Account number Foreign| CF5P | USPSDP [2nd TI |— Copy C for Payer |— INETRUCTIONS
r r N7
15a Section 403A defemals 150 Section 403A income State 1 [~ Copy 1 for State Tax Department
[~ Copy 2 for Recipient's State Fetum
£0.00 £0.00 EETY | I ] Pressure Seal
¥ Summary 1096 v 0o 0.00
hisl oo onnied I 554 Approved
E-Mail: [T Tmncate social security numbers [ SINGLE RECORD |
 Meszages
Tranzmittal 1096 iz complete and is now printing

Help | Print I Cloze
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 &
Info Copy

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 IF|5|

rom 1096

Department of the Treasury
Internal Revenue Service

Annual Summary and Transmittal of

U.S. Information Returns

OMB No. 1545-0108

2012

FILER'S Name and Address

AGENCY NAME
AGENCY NAME LINE 02
ADDRESS LINE 1
ADDRESS LINE 2
CITY WA 98504

Name of person to contact
Contact Trinh Bui

Telephone number
360-407-8011

Email address

Fax number

INFORMATION COPY - DO NOT FILE WITH IRS

1 Employer 1D number

2 Social security number

3 Total no. of forms

4 Federal tax withheld

5 Total reported with this 1096

\-\,.w"\ L W Y Y \,'-\ A A e Ny

DES Training: IRS 1099-MISC Reporting

01-2345678 21 7999999.80
6 Enter an "X" in only one box below to indicate the type of form being filed. T If this is your final return, enter an "X" here . . .. .. » ]
W-2G | 1097-BTC 1008 1098-C 1098-E 1098-T 1099-A 1099-B 1099-C  |10989-CAP | 1099-DIV | 1099-G 1099-H | 1089-INT
O ] NN T A A ) I I I O
1099-K [ 1099-LTC|1099-MISC | 1099-0ID [1099-PATR| 1089-Q 1099-R 1099-5 1099-5A 3921 3022 5408 |5498-ESA | 5488-5A
O | O I I s I O O
THIS IS AN INFORMATION COPY - DO NOT FILE THIS COPY WITH THE INTERNAL REVENUE SERVICE.
%#Wwﬂwﬁ B ————
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 &
Info Copy

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

| INFORMATION COPY - DO NOT FILE WITH IRS |

rer 1096

Depastment of the Treasury
Irtesrnld Finsoniss Senvice

Annual Summary and Transmittal of

U.5. Information Returns

OMB Mo, 15450108

2012

FILER'S Name and Address

AGEHCY HAME

AGENCY MAME LIME 02
ADDRESS LINE 1
ADDRESS
CITY WA 98504

LINE 2

Nami of parson o contact Tidaphon rumibes
Contact Trinh Buil 360-407-8011
Emad sddroess Fax numb.ar

INFORMATION COPY - DO NOT FILE WITH IRS

1 Employer ID number

2 Social security numiker

2 Total no. of ferms.

Total reported with this 10596

Federal tax withheld 5
16
H this is your final retum, @nler an I |

01-2345678 TH985432, 320
& Enter an X" in only one box below to indicale the type of form being fiied.

W-23 | 1097-BTC 1008 1008-C 1008-E 1098-T 1093-A 1090-B 1008-C | 1000-CAP | 1090-00V | 1000-G | 1002-H | 1090-INT
O | O N 1 I I A A I A
1088 | 1098-LTC | 1096-MISC | 1085-000 1000-PATR| 1080-0 1090-H 106955 106054 o e 488 | S408-ESA | 5408-5A
o | O | O O OO0 ojoyojojo|oa| o

TP W W W O W T WS Y
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Print Control Report

[File\Control Report]

1. Open up your Client Agency
2. Open the 1099-MISC forms for your agency
3. Click on “File” to open up the dropdown menu
4. Select “Control Report”
5. Select your Preference
Preview (print optional) It is recommended that you select the
S _ “Preview (print optional)” first. This
x| option will give you an opportunity to
— Pref validate that you have selected your
[E[Eerence .
ak. printer.
= Preview [print optional]
Cancel
" Print now [ho preview]
6. Click OK

07_Print_and_Mail_in_Account_Ability.docx
DES Training: IRS 1099-MISC Reporting

Page 27
January 15, 2013




Print Control Report
[File\Control Report]

Page 1 1099-MISC Control Report {2012) 01/15/13 10:52:22 AM
AGENCY NAME {INSTRUCT)
Taxpayer ID 012345678
Sorted by Natural Order

Mame Mame and Address Taxpayer D Boxes 1-10, 13-15, State Income and YWithhaolding
TRINH RENT TRAIN VERNDOR 1 043-758-8121 Box1 11254488 Box7 n.ao
B4168 PACIFIC HWY E Box 2 0.00 Boxg n.oo

Box 3 0.00 Box10 0.oo
FIFE YA 98424-1561 Boxd 000 Box13 n.on
Box & 0.00 Boxi4 0.oo
Box 6 0.00 Boxg
Box 183 0.00 Box15hb n.on
0.o0 0.oo
0.oo n.oo
TRIMNH REMT TRAIM YENDOR 2 203-74-8058 Box1 A437137.20 Box? n.on
DBA MARTIN SELIG REAL ESTATE Box 2 0.00 Boxg 0.oo
CI0o NORTHERMN TRUST BAME FEB Box 3 0.00 Box10 n.oo
1414 4TH AVE Box 4 0.00 Box13 0.oo
SEATTLE WA 93101-2202 Box s 0.00 Box14 0.oo
Box G 0.00 Boxd
Box 15a 0.00 Box15hb 0.oo
0.00 0.oo
0.o0 0.oo
TRIMH REMNT TRAIMN VENDOR 3 270-08-0877 Box 18,683.80 Box7 0.oo
1612 S MILDRED ST STE B Box 2 000 Boxs n.on
B 3 0.00 Boxi0 0.oo
TACOMA WA 33406-0512 Box 4 0.00 Box13 n.oo
Box s 0.00 Box14 0.oo
Box A 000 Boxd
Box 15a 0.00 Box15h 0.oo
0.00 0.oo
0.00 0.oo
TRIMNH RENT TRAIN VENDOR 4 388-34-7105 Box A0.00 Box7 0.oo
174854 W LONESOME DOVE TRAIL Box 2 0.00 Boxg 0.oo
Box 3 000 Box10 n.on
SURFRISE AZ 85374 B 4 0.00 Boxi3 0.oo
Boxa 0.00 Box14 n.oo
Box B 0.00 Boxd
Box 153 0.00 Box1sh 0.oo
0.oo n.oo
n.0o n.on
TRIMH REMNT TRAIMN YENDOR & 452-69-7705 Box1 3B E2652 Box7 0.oo
TT11 MARTIM WAy E Box 2 0.00 Boxg n.oo
Box 3 0.00 Box10 0.oo
OLYMPIA WA 98516-5622 Boxd 000 Box13 n.on

ﬁ‘\\. P W AT W . v VL W WY YR W

e P S N SRSVt B L T LT &
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