
 

 

Preparing your 1099-MISC for printing and mailing 
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First –VOID all 1099-MISC forms 

that do not meet the dollar amount 

threshold. 

 

Second –Clear Printed flag for all 

1099-MISC that you want DES to 

print and mail on your behalf. 

 

  
 

 

 

 

  



 

 

First - Void 1099-MISC not meeting amount requirement 

[Tools\Filtering] 
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First – you want to VOID all 1099-MISC that do not meet the dollar amount 

threshold. 

1. Open up your Client Agency 

 

2. Open the 1099-MISC forms for your agency. 

 

3. Click “Tools” and then “Filtering” 

 

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

 

 

 

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” 

operator  and enter “600.00” in the amount field. 

 



 

 

First - Void 1099-MISC not meeting amount requirement 

[Tools\Filtering] 
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5. Click on the green checkmark   to save setting. 

 

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

  



 

 

First - Void 1099-MISC not meeting amount requirement 

[Tools\Filtering] 
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7. When you are done with all your amount filtering, Click Begin. 

 

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

filtered records to be marked VOID. 

 

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

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

 Trinh Rent Train Vendor 9 - $500 

 Trinh training vendor 11 - $500 

 Trinh Rent Train Vendor 13 - $6.50 

 (a blank form that was created for the column header) - $0.00  



 

 

First - Void 1099-MISC not meeting amount requirement 

[Tools\Filtering] 
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Second- Clear Printed flag 

[Tools\Clear Print Indicators] 
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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 

 

 

5. Click “Retrieve” 

 

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

 



 

 

Second- Clear Printed flag 

[Tools\Clear Print Indicators] 
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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” 

 

 

 

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

 



 

 

Second- Clear Printed flag 

[Tools\Clear Print Indicators] 
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10. Make a note of Printed flag unchecked 

 

 



 

 

Second- Clear Printed flag – for the VOID form 
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11. There is not an amount filter for Printed flag clear.   

 

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.   

 

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.  



 

Printing and Mailing 1099-MISC to Recipients – DES is responsible 

for printing and mailing forms on behalf of Agencies 
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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. 

 

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. 

  



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

 
 

Left 

 

 

Right 

 
End 

 

 

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

 

5. 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. 

 



 

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

 
 

8. Click OK. 

9. You now have the GDI Print Options screen displayed. 

 

Please verify again that your Printer selection is your printer. 

 



 

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

 



 

Printing and Mailing 1099-MISC - Print Forms for Selected Record 
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11. Click Print 

 

If COPY B FOR RECIPIENT was selected in the Designated Forms, the form 

would print like this: 



 

Printing and Mailing 1099-MISC - Print Forms for Selected Record 
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12. Make a note of the Messages and total returns printed.  

Click Close 

 

 



 

Printing and Mailing 1099-MISC - Print Forms for Selected Record 
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Printing and Mailing 1099-MISC to Recipients – Print Forms – “Copy 

C for Payor” 

 

07_Print_and_Mail_in_Account_Ability.docx Page 17 
DES Training:  IRS 1099-MISC Reporting  January 15, 2013 
 

 

 

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. 

6. Click “OK” 

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

 

8. Click “Print” -   

 

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

designated form:  21 



 

Printing and Mailing 1099-MISC to Recipients – Print Forms – “Copy 

C for Payor” 
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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. 

 



 

Printing and Mailing 1099-MISC to Recipients – Print Forms – “Copy 

C for Payor” 
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Printing and Mailing 1099-MISC to Recipients - Pre-printed Form 

Selection 
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Printing and Mailing 1099-MISC to Recipients - Pre-printed Form 

Selection 
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 
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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. 

 

If you’ve VOID the forms that has amount less than threshold, you should see 16 

returns for your Client ID. 



 

Printing and Mailing 1099-MISC to Recipients - Summary 1096 
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 & 

Info Copy 
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Printing and Mailing 1099-MISC to Recipients - Summary 1096 & 

Info Copy 
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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. 

 

 

  



 

Printing and Mailing 1099-MISC to Recipients - Summary 1096 & 

Info Copy 
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If you’ve VOID the forms that has amount less than threshold, you should see 16 

returns for your Client ID. 

 

  



 

Print Control Report  

[File\Control Report] 

 

07_Print_and_Mail_in_Account_Ability.docx Page 27 
DES Training:  IRS 1099-MISC Reporting  January 15, 2013 
 

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 

“Preview (print optional)” first.  This 

option will give you an opportunity to 

validate that you have selected your 

printer. 

 

6. Click OK 

 



 

Print Control Report  

[File\Control Report] 
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