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Account Ability (1099-MISC Reporting)
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Account Ability (1099-MISC Reporting) application prepares Information Returns, such as the
1099-MISC forms. In this application, you will be performing the following:

Create a mapping of
Webl and Account Ability
1099-MISC reportable
amount

Import your data for the
1099-MISC forms.

Print Forms for selected
recipient

WaTech will be performing the following tasks in Account Ability (1099-MISC Reporting)

application:
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Print all Agencies’ 1099-
MISC forms and Mail them
to your Recipients.
Perform IRS TIN-Matching
E-File your 1099-MISC
returns to the IRS
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(1) Open Account Ability

Login to Account Ability

Special instructions:

¢ Please be mindful of who in your agency is logged in and processing 1099-MISC forms, as
this may have an impact to your session. We find that the application functions best with
one user per client (agency) logged in Account Ability.

e “Multiple users per client” is available; however, client needs to coordinate usage. For
example, if a user is importing, other user should not be editing the client profile or
recipient’'s 1099-misc data.

A. Web Site:

http://des.wa.gov/services/IT/SystemSupport/Pages/1099-MISC-Reporting.aspx

e Under “System Access” heading, click on “Login to Account Ability”.

_E| System Access

Login to Account Ability
Installic:),, = Citrix XenApp

Client

Access to 1099 Download

Click on “I Accept” to accept the security question request,
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http://des.wa.gov/services/IT/SystemSupport/Pages/1099-MISC-Reporting.aspx
https://citrix.des.wa.gov/Citrix/External/auth/preLoginMessage.aspx

(1) Open Account Ability

CiTRIX'

Warning

To protect the system from unautherized use, activities on this system are monitored and recorded and subject to audit.
Use of this system is expressed consent to such monitoring and recording. This device and software are the property of
the State of Washington, any unauthorized access or use of this system is prohibited and could be subject to criminal

and civil penalties and/or administrative action. Be advised that if such monitoring reveals possible evidence of criminal
activity, DES may provide the evidence of such monitering to law enforcement officials.

B. Welcome to CITRIX

Washington State Department of

Enterprise Services

Log on

¢ User name:
' l ‘ Password:

_"‘\\

d _
==

Your Windows apps on demand - from any PC, Mac, smartphone or tablet.

1) User name: Enter “OFM\” followed by your Citrix Logon. For example,
OFM\User105

2) Password: (this is your password to the Citrix server for 1099 Account Ability).

If you've forgotten your Citrix logon password, please contact the Enterprise Technology
Solutions Center at 360.407.9100 or SolutionsCenter@watech.wa.gov.

Please provide the Solutions Center the following information:
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(1) Open Account Ability

o |dentify yourself as a user of Citrix for Account Ability (1099-MISC Reporting)

application.
e Your full name and agency you work for
e Your assigned domain is “OFM” and your User Name (User ID)

Please ensure that you've mentioned the account is a Citrix account (a.k.a. Active
Directory account). The application is Account Ability or 1099-MISC Reporting.

3) Log On: Click on the [Log On] button

Page 6
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(1) Open Account Ability

Login to Citrix First Time

If you are login into Citrix for the first time, you will be prompted to change your temporary
password. Please change the temporary password to one that you would like to use and

confirm the change.

Change Password

Consult your help desk or corporate security policy to learn about your company's password guidelines,

Old password:
Mew passwaord:

Confirm password:

If you have not logged into Citrix for Account Ability for the last 120 days, your password follows
the aging policy and will need to be reset. Please contact the Enterprise Technology Solutions
Center at 360.407.9100 or SolutionsCenter@watech.wa.gov for assistance with resetting

your password to Citrix for Account Ability.

Please provide Service Desk the following information:
e |dentify yourself as a user of Citrix for Account Ability (1099-MISC Reporting)
application.
e Your full name and agency you work for
e Your assigned User Name (User ID)

Please ensure that you've mentioned the account is a Citrix account (a.k.a Active
Directory account). The application is Account Ability or 1099-MISC Reporting.

Page 7
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(1) Open Account Ability

If you do not have Citrix Receiver client installed on your PC

Please install Citrix Client as shown below. If you do not have admin rights to your machine,
please solicit your agency IT staff for assistance with installing the Citrix Receiver from
Citrix.com web site.

Washington State Department of

Enterprise Services

Click Install to access your
applications.

N
it agree with th license agreement, _
—_—

L. E

W Security Details | Skip to Log on

Your Windows apps on demand - from any PC, Mac, smartphone or tablet.

If you have Citrix Receiver client installed on your PC, check the “I
agree with the Citrix license agreement” and “ Skip to Log on”
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(1) Open Account Ability

Washington State Department of

Enterprise Services

Click Install to access your
applications.

# ‘ ‘ 3 INSTALL

¥ agree with the Cifrix license agreement.

I’ Security Details Skip to Log on

b

Your Windows apps on demand - from any PC, Mac, smartphone or tablet.
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(1) Open Account Ability

C. Account Ability Application

“Account Ability” Production

= = = =

ARZD1Z PR AAZO13 PR AAZO14 PR AAZO1S PR

“Account Ability” selection — double click on the WATECH Application.

For training purposes
—use AA2015 QA

=

AAZ015_QA

If you see this icon,&l, please wait for Account Ability to open. It may
takes a little longer.

If prompted, please select [Open]
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(1) Open Account Ability

Do you want to open or save launch.ica (1.54 KE) from citric.des.wa.gov? Open Save | ¥ Cancel

Please wait for logon.

@ AA2014 QA = %

Starting...
T———— |

|;v;| Mare information Cancel

Clicking on the application again would result in multiple sessions of the
application opened.
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(1) Open Account Ability

If prompted, always select "Full Access" to Citrix Client File Security and
then click OK.

&

gl

'w Client File Security

A server application iz requesting access ko pour
local client files,

Wwhat access do pou want to grant?
" MoAccess

& Full dccess

Do you want o be asked again?
% Always ask me

i Mever azk me again for this server

i MNever ask me again

Canc

8

[

It is very important that “Full Access” is granted to your computer because the application
needs the files residing on your desktop or agency’s secure folders. The access rights will
only be in affect during your active session.
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(1) Open Account Ability

Account Ability Forms Division

Note that you are currently working in the 2015 version of Account Ability. The Vendor
will be shipping the 2016 software sometimes late November and will be available to agency
sometimes early December. WaTech will migrate your 2016 data loaded into 2015
software (via 2016 client profile) when the new software is available.

MNeed Forms? Visit AccuuAIiyauFurmcum *BBB-DMSINE (436-7462)

Laser Forms ® LaserKits ® Envelopes ® Continuous Forms ® Pressure Seal

Fed/State Labor Law Posters ® Presentation Folders ® Presentation Envelopes

Click on the X at the top right corner of this message to close out of this message.

Ability™ carries
lete lin
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(1) Open Account Ability

Account Ability’s Tip of the Day

This dialogue provides “Did you Know?” about Account Ability.

Account Ability's Tip of the Day m |

Tax Form Preparation for | #4444

Did You  “You can do a guick backup of a client's forms by
Know? zelecting "Backup from the “'File" menu of the
gpecific form.

¥ Show Tips on Startup MHext Tip |

Click [Close] button to close out of the message.
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(2) Open Client’s 1099-MISC form

D. Open Client (your Agency)

1) Click [Module] and [Client
(Filer/Entity) Management]

|—E ACCOUNT ABILITY - Tax Form Prepar;

Module Preferences Forms  Window  Help

ZF Transmitker | Submitter Information. .. ’

_|I|-'r||' (Filer) Management

rI: "‘; ‘?JJtlllty
.

Note: You can also open up the Client
(Filer/Entity) Management by clicking on the little

man | — at the top right corner of the Account
Ability toolbar.

2) Navigate to your agency’s
Client ID

Look for the new reporting year’s client profile.
New 2016 Client is available. The calendar 2016
client ID is 8-characters, leading with your agency
four-digit code and end with “2016” to designate
the “2016” 1099 calendar year reporting.

You will see the Year designated as “2015”. Don’t
worry, just ensure that you are opening up the new
2016 Client. The 2016 Client is the Client ID
ending in “2016” to load your 2016 data, WaTech
will migrate these data when the new year
software is made available.
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(2) Open Client’s 1099-MISC form

* Client (Filer, Entity) Management
) ~ Chent 1D I ame Taxpayer D | Year | =
Total Clients (130) ® [ [01002015  Bond Retirement nd Interest 911443137 2015 |
ar New.. » @ Bond Fetirement And Interest §1-1443137
& Edi.. 01102018 HOUSE OF REPRESEMTATIVES 916001092 2015
& Delete.. 01102016 HOUSE OF REPRESENTATIVES 91-E001092 2015
c 01202015 WASHINGTON STATE SENATE 916001130 2015
i ~opy- 01202016 ‘WASHINGTON STATE SEMATE 916001130 2015
B Active Foms. . 01202015 JOINT TRANSPORTATION COMMITTEE 432083966 2015
Notss.. 01302016 JOINT TRANSPORTATION COMMITTEE 432083966 2015
& Active 01402015 JT LEGIS AUDIT & REVIEW COMMITTE 916001900 2015
ctive Users... 01402016 JT LEGIS AUDIT & REVIEW COMMITTE 91-6001900 2015
Renorts . 02002015 | LEGISLATIVE EVa & ACCT BD 911001556 2015
P ~ 03502015 | OFFICE OF STATE ACTUARY 910996352 2015
Import/E xport ¥ 03502016 | OFFICE OF STATE ACTUARY 910996352 2015
03702075 LEGSILATIVE SUUPPORT SERVICES 371692454 2015
03702016 LEGSILATIVE SUPPORT SERVICES 371692454 2015 -
Ja_jhll EIientID:I l}ﬂ' Select [ Eeleasel Q@ Help |
3) Highlight your agency’s client | Note: You can also open up a Client ID by double-
ID and click on [Select] clicking it.
For training purposes, use the client profile
assigned to you during training session.

E. Select “1099-MISC” form

Once a Client ID is selected, the Active Forms dialogue opened.
Select the “1099-MISC” from the list of active forms.

AUZITL - _Z

1099-MISC

In production, you will be prompted with a 1099-MISC form password. This password is

unique to your agency.
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(2) Open Client’s 1099-MISC form

Client 54002014: 1099 X |

Pazsword required

Cancel

WATECH will e-mail you the agency’s password to 1099-MISC form. Please keep this
password safe.

You may be prompted with the following “Important — Please Read” message. Please click
OK. Each calendar year, you will have a new and distinct CLIENT profile to be used for that
calendar. You will not have prior data to roll forward to the new reporting tax year.

IMPORTANT - PLEASE READ X

D) Selected Client ID - INSTRUCT
\,_12 Selected Returns - 1099-MISC (Depress ALT+FL for IRS Instructions)

In order ko roll Forward the selected client's 2013 returns, select
“Impart - Roll Forward Prior Year..."
From the 1099-MISC "File" menu.

Did you know that you can MIMIMIZE KEYSTROKES by specifying which boxes ta use on Form 1099-MISC? Simply right-click your mouse on the caption of any box in order to activate that box's "Designate Tab Stop” dialog,

Ok

You may also be prompted with the following, “Did you Know?”

Did You Know? x I

'\-I You can MIMNIMIZE KEYSTROKES by specifying which boxes to use on
¥ Form 1093-MISC,

Would you like instructions?

Yes Mo

Click “No” in training.
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(2) Open Client’s 1099-MISC form

Form 1099-MISC for your Client ID will come up as follow:

B 1099-MISC - INSTRUCT

AGENCY HAME y
ACEMCY HAME LIME 2 _ . % Miscellaneous
ADDRESS LIMNE 1 [F T

ADDRESS LIME 2

C1Te WA 239504 [ . 10%6-MISC

Telephone: I60=-407=3011 .{3

Income

In production, you will only see recipient’s forms for your agency (client). Security is control
by client’s 1099-MISC form password. Each agency has its own distinct password to the
use of its 1099-MISC form.

If you've forgotten the 1099-MISC form password for your agency, please refer to your e-
mail or contact the Enterprise Technology Solutions Center at 360.407.9100 or
SolutionsCenter@watech.wa.gov.

Please provide Service Desk the following information:
¢ Identify yourself as a user of Citrix for Account Ability (1099-MISC Reporting)
application.
e Your full name and agency you work for
e Your assigned User Name (User ID)
e That you've forgotten your 1099-MISC form’s password for your agency.
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

Mapping Source data (Webl) to Destination data (Account Ability)

Account Ability is capable of importing different Information Returns. To ensure that the data you've
pulled from Enterprise Reporting (ER) Web Intelligence (Webl) has the schema of the 1099-MISC, we
use the Import Mapping Utility to map the data elements from the Source file to the data elements on
1099-MISC form.

Please open the Import Mapping Utility at this time.

A. Select Module\lImport Mapping Utility

File OrderBy Security Tools | Preferences Forms  Window ) Help D

Z Transmitter / Submitter Information...
__ﬁ Client (Filer Fntity) bManagement

If prompted, select "Full Access" to Citrix Client File Security.
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

[ Client File Security

i

A server application is requesting access to your
local chertt files.

What access do you want to grant ?
" Mo Access

" Read Access
* Full Access

Do you want to be asked again?
f* Always ask me

H " Mever ask me again for this site
{7 Mever ask me again

o |

It is very important that “Full Access” is granted to your desktop because the application
needs the files residing on your desktop or agency’s secure folders.
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

You may be prompted with the following question:

Import Mapping Utility for 2012 » ;

\:.:) Have you installed the Import Mapping Utility on this workstation?

Mo | Cancel |

If prompted, Please select "Yes" on "Have you Installed Import Mapping Utility?" dialogue.

You are using Account Ability on a Citrix server. The Import Mapping Utility has been installed
on the Citrix server.

The Import Mapping Utility may open up in minimize mode. Please take a look at your
computer tray and click on the Import Mapping Utility icon to maximize the screen.
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

B. Start Mapping Source Data to 1099-MISC form

1) Open your source file

Once you've selected Import Mapping Utility from the Module, you will be presented with the
"Account Ability — XXXX Import Mapping Utility 23.00”, module.

@ Account Ability - 2013 Import Mapping Utility 22.00 — | O I X I
kM apping |
T ax Farm I apping Source File Drecimal Drelimiter Header
" Mormal {* Read
- [ C -
“ | L’i‘? ﬁ—‘ P -  Implied omma [ ||| ~ Skip
Mo, | Source Field | [ eztination Field | Source Field | Mo, | T |

Record l:l.:.f \:l % 4 » P | L\\b? Toals v| Execute | Save Dutputl g ﬂe||:|| Cloze |

If you do not see this “Account Ability - #### Import Mapping Utility 23.00", look in your

computer tray :ﬂﬂlﬁl for the computer icon, this

is your Import Mapping Utility. Click on the icon showing up on your computer tray to open
the Import Mapping Utility.
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

a) Locate the
source file to be
used by clicking
on the “Locate
the source file to
be used...” icon

Locate the source file bo be used...
_3% * Nomal
lied

The default “Look in” may be a folder on Citrix
server.

alle-

This is NOT where you want to look for the text file
that you’'ve exported from Enterprise Reporting Web
Intelligence.

You will want to look for your file where you’'ve saved
it, which is your computer (for the purpose of being in
the training room).

The name that represents the path from the server to
your computer and vice versa is “Local Disk (C: on
XXXXX™)".

Note: If you are using an agency secure network
folder, please select the specific path.

Locate your source file, then click “Open™

b) Click on the Drop down arrow to access a list of the “Look In”

(} Desktop

I3 Recent

by Documents

c) Then navigate to the “Local Disk (C: on xxxxx)” and select it to open

the folder.
06_1099_MISC_Reporting_Account_Ability.docx Page 23
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

E Locate your source file, then click "Open”

¢ Removable Disk (F: on DESDYDSANS02)
oy CO/DVD nwe 0 oo nlzqn?nqgumz}_

e HernD'u'abIEthk {I: an LJI:bLJ.-‘LJb.Pl.UEH.I'ﬁ}
5 Network Drive (Y: on DESD7DSAD02)

) 1099MISC_Class ~| - EeE
L Recent kems | Date modified | ~| Type
-;.,.;N H:F; N 11/3/201511:32 AM  Text|
18 Clert 9/23/20153:39 PM  Text|
¥ cs 10/15/20151:45 PM  Text |
) Users 7/28/2014 9:17 AM  Text!
uﬂi”“[';b . 12/16/2014 7:20 AM  Text |

QLIS 5

[} 1039MISC._Clnce 10/23/20129:12 PM  Text |
Liwarics 10/23/20129:30 PM Text |
B Bui, Trinh (AA nonDES user) 12/16/2014 4:18 PM  Text |
+& Computer 12/16/2014 4:25PM  Text |
Ll'.'l Metwork Drive {QZ an DESD?DSAHHQE} 1&&;2014 12:49 PM Text[

L Network Drive (: on DESD7DSADS02)
Tiame: I

Flesoftype:  [Excel ("CSV), Text ("TXT)

I
[
=

in the training room.

The “Local Disk (C: on xxxxx)” folder where your source file lives, while

Please Remember: If you receive the “Client File Security” request
access, you will always want to grant it “Full Access”.

d) From the “Local
Disk (C: on
XXXXX)” navigate
to the folder
where your
source file
resides.

For the purpose of training only, your source file lives
in the following folder:

Location in training room: Users\st3670-## \
Documents\1099MISC_Class folder
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

Locate your source file, then click “Dpen™ ? I
Look in: [(©9 1099MISC_Class | « @ ek E-

=) Recent
(&} Desktop
U My Documents
j My Computer
22 D% on Thent' (L:)
22 C3 on Clent' V)
£ Users
1) tudent DOP

My Docurents

™

My Computes

-
My Netwoik
Places

When you are back in your office, you would still use
the “Local Disk (C: on xxxxx)” as the bridge to your
computer, if your source files were saved on your
computer’s local drive.

e) Highlight the
source file and
click Open

For the purpose of training only, your file Name:
0_IRS_1099 Training.txt

Locate your source file, then click “Open™

Laok in: | £ 1093MISC_Class =]

[Z] 0_IRS_1099_Training
[Z] 0_IRS_1099_Trainingl03akISC

File: niame: |0_IRS_1099_Training |

[Ercclican T oo gioemm, gl 3% |
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

0 Onee Source e X
has been .
Selected C"Ck \!‘) To open the selected source file, click the "open button” abowe,
OK on the
system’s o

instructions to
click The “open
button” above -

—_—y "
to open the ‘L Click here to open the )
selected source sefected source file

file AR L e f

P

Source file selected and in the Source Field section of the Import Mapping Utility, you should
see the 11 data fields from the source file.

E| Account Ability - 2012 Import Mapping Ukility 21.00
tapping | Sourcel

Tax Farm tapping Source File Decimal D elimiter
) - &+ Nomal
- = W serghtinhb\Documentsh1099MI5C_Clas H = v|
’VI El ’V E—‘ ’7I - - ’Vr' Implied ’}ah

L

Chlan
Mo, | Source Field i I Destinago_rllidd"- | Source Field | Mo, | T |

IRS Bow -*
Taxpayer Id I 4
Tax Type
Wendor Mame Source file
Wendor Addresz 1
Yendor Address 2 selected
Wendor Address 3
Wendor City
Wendor State

0 Vendor Zip

1 Amount

— =L 000 =] T e D

06_1099_MISC_Reporting_Account_Ability.docx Page 26
WaTech TRAINING - IRS 1099-MISC Reporting July 27,2016



(3)

Create Import Mapping File
[Module\Import Mapping Utility]

2) Open your 1099-MISC Tax Form

In the Tax Form field, click on drop down list and select 1099-MISC schema. This is our

destination

E‘LE 1 0 b

Mapping | SDurcel

Tax Faorm

1099-HISCiRy

Account Ability - 2012 Import Mapping U

tapping | Source I

R

Taw Formn———— ~ Mapping — Saource File Decimal Dieliriter Header —
. . : o 3 . % Nomal - * Read
|1 B99-MISC v| =~ B IV.'\4_IFIS_‘I DSS_MISE_F!epomng\Em2_Acc:ount_.~'-‘-.b|||ly'\|HS_1_F|ent_d — ’7(‘ Implied—‘ ’7Tab _I ’7(‘ Skin
Mo | Source Field _-T--b [estination Field | Source Field | Mo, | T | -
1 IRS Box SEleTT 1099~ Name iine 1 0o
2 Tawpayer 1d MISC" tax form to Mare line 2 o %
3 TawType display its schema | Steet address line 1 o %
4 Wendor Mame {the fields in the Street address line 2 0%
5 YWendor Addrezq1 Destination) City o %
5 Wendor Addresd 2 State o 3
7 YWendor Addrezd 3 Zip code o %
a YWendor City USPS Deliveny Paint o u
9 YWendor State Foreign address indicatar ool
10 Wendor Zip Foreign city, province, postal code o %
11 Amount TIM Type MAA oT
Tawpayer id 0 M
MHame cantrol o %
Account humber o %
CFSP Repoarting State o %
Direct sales indicator ool
2nd TIM indicator ool
Fents i} 0 e __
Fiopalties i} 0 e
Other income i} 0o c
Federal incame tax withheld i} 0o c
Fizhing boat procesds i} 0 e
Medical and health care a o e
Monemploves compensation i} 0 =
Substitute payments i} 0 =
Crop insurance proceeds i} 0 =
Excessive golden parachute pavments i} 0 =

Recaord 1 of | 12

& ¢ > »

iz

Tonls

vl Erecute | Save Dutputl @ Help | LCloze

=
|
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

3) Evaluate which IRS box on the 1099-misc form (Destination Field section) the amount

(Source Field) should be mapped

Mapping I Source |

(11 Account Ability - 2013 Import Mapping Utility 22.00

=

i

TaxForm——— 1 Mapping
1B'99—MIS[! ’76 E—HV

[/ \Usershtrinhb\Documentsi0_IRS_ | £

(

Decimal Drelirniter Header
& Mormal % Read
Tah v|
" Implied { . L‘ S

ol

NDlISDurCEFieId | -"----ut

Destinagtion Field

| Source Field

| 4

|Nu.|

IRS Box
Taxpayer |d
Tax Type
Yendar Mame
Yendor Address 1
Wendor Address 2
Wendor Address 3
Wendor City
Wendor State

0 Wendor Zip

1 Amount

—

il
— =0 00 e TN e D R —

T

L Record 1 of 26

“« ¢« |2

Mame line 1

Mame line 2

Street addresz line 1

Street addressz line 2

City

State

Zip code

USPS Delivery Point

Foreign address indicator

Foreign city, province, postal c...
TIM Type M
Taxpayer id

Mare caontral

Account nurnber

CFSP Repaorting State
Direct zales indicator

2nd TIM indicator

Fents

Royalties

Qther income

Federal income tax withheld
Fizhing boat proceeds
Medical and health care
Monemployes compensation
Substitute payments

Crop insurance proceeds
Foreign tax paid

Foreign country or S pozzessi...

Furasciva anldan narackaobta n

oo o oo o oo oo

|

Execute

TEFO0 0 0000000 —8ee S e — D 6 e 0 5 e e o |

L

oo oo o oo oo o oo oo oo oo oo oo oo oo D

Sawe Dutput

Header mode,

is positioned.

a) While in “Read”

locate

the row number where
“IRS Box"” source field

The "Read Header"

It is row 1 in this training file
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

will give you the label
for the fields in the
source file.

[T ——

b) Click on “Skip” radio : é
button of the Header. r'ieade’_
Read {
% Skip 4
c) While in “Skip” For example, if the IRS Box value is “1”, this tells

Header mode, make a
mental note of the
value in the “IRS Box”
source field

(The IRS Box field is
row 1 in this training
example).

you that the entire “Amount” in this Source file should
be mapped to “Rents” box on the 1099-MISC form
(Destination Field).

Account Ability - 3

Mapping | Source I

Tax Form
“1 899-MISC +|

ield

2
3 1

If, for example, the IRS box value is “3”, this tells you
that the “Amount” in the particular Source file will be
mapped to “Other Income” box on the 1099-MISC
form (Destination).

Likewise, for example, if the IRS box value is “7”, this
tells you that the “Amount” in the particular Source
file will be mapped to “Nonemployee Compensation”
box on the 1099-MISC form (Destination).

Etc...
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

M. | Source Field | Destination Field Source Field
1 1 M arne line 1

2 043758121 Mame line 2

3 1 Street address line 1

4 TRINH REMT TRAIN WEMDOR 1 Street address line 2

4] B416 PACIFIC Hw™ E City

B State

7 Zip code

g FIFE ISPS Delivery Paint

9 W, Foreign address indicator

m  AR4-415R1 Fareign city, province, postal c...
11 -BE272 44 TIM Type

T axpayer id

M arme caontral
Account number
CFSP Reporting State

Direct zales indicator
A TIM ikdieakor

cn

N Ll_'r'Cl::.;l:-b

Other income

Federal income tax withheld
Fizhing boat proceeds

Medical and health care

M anemployes compensation
Substitute payments

Crop insurance procesds
Excesszive golden parachute p...
[Grozs proceeds paid ta an attar...
Section 4034 defenals

Section 4034 income

Reporting 5

oOoOoDooDoooO o oo oD

4) Start mapping Source Field to Destination Field on the 1099-MISC tax form

d) Switch to “Read” Header

e) Start with the Taxpayer ID, highlight/select a Source Field and map to a
destination field.

f) Double click correlating (Note: You can also map by dragging a field
Destination Field from the source and dropping it in the

correlating field in the destination).

Webl Account Ability 1099-MISC Form
1099-
MISC Schema
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(3)

Create Import Mapping File

[Module\Import Mapping Utility]

1) Taxpayer ID Taxpayer ID RECIPIENT’'S
IDENTIFICATION
Number
2) Tax Type TIN Type e Value "1" means
EIN type
e Value "2" means
SSN or ITIN type
3) Vendor Name Name line 1 RECIPIENT'S Name
4) Vendor Address 1 | Name line 2
(On the Statewide
Vendor table, the
address line 1 can
be the DBA (doing
business as) name
5) Vendor Address 2 | Street address Street Address
line 1 (including apt. no.)
6) Vendor Address 3 | Street address
line 2
7) Vendor City City City
8) Vendor State State State
9) Vendor Zip Zip code ZIP code
10) | Amount Rents (for 1 Rents
example)
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

Thisis ER Web Intelligence Thisis Account Ability

=
=]

o e e e S e e R S = e e

Source Field i Ination Fi Source Field

R e— Mame line 1 TRIMH 4050 TEST 1
04375811 Mame line 2
1 Street addressz line 1 E41E PACIFIC Hw™' E
TRIMH 4050 TEST 1 Stieet address line 2

E416 PACIFIC Hw™' E City
State

Zip code 9842415681
USPS Delivery Point

Foreign address indicator

Foreign city, province, postal c...

TIMN Type EIM
Taxpayer id 043758121
Mame control

Account nurmber

CFSP Reparting State

=
o

[m i Rt By By I SR PR S
—_

Direct zales indicator

2nd TIM indicator

Because the [|D|::> |-I B

data is IRS Box Forater

1's dat Other income
S data, you are Federal income tax withbeld

mapping this Fizhitig boat proceeds

amount to Medical and health care

"Rents" Monemploves compensation

Substitute paygments
Crop inzurance proceeds
Ewceszsive golden parachute p...
Grozs proceeds paid to an attaor...
Section 4034, deferals
Sec inCornme

—

oo o oo o oo oo o
—_
g e e

L Y e Y e e e }

You know that you have mapped all fields (except for the IRS Box) from the Source Field
section to the Destination Field because in the Destination section, if you see data in both the
Destination Field and Source Field columns:
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(3)

Create Import Mapping File
[Module\Import Mapping Utility]

Mapping | Source |

Tax Fotm
’7|1BWHHIS[: 'l

| 1~ Mapping

— A

{

Sowce Fie
[V:A4_IRS_1099_MISC_Reportng\Traiin | o] (5

* Momal Tab :J

] i

!

Header —
* Read

Skip

Mo. | Source Field

Dieztinabon Field Source Fisld

=
=]

IRS Box
Tanpayer |d

Tan Type

Wendor M ame
Wendor Address 1
Wendo Addiess 2
Wendor Addiess 3
Wendor Ciy
Wendar State
Wendor Zip
Armount

=1 =5 40 00 @0 N e ) By =

=]

Mame line 1 :_—_V. Vendor Mame

Hame line 2 Wendor Address 1
Stiest addess ne | dfe—endor Addiess 2
Shreat address ine 2 Vendor Address 3
City - P Vendar Ciy

Stale g Werndor State

Zip code Vendor Zip

USPS Dekvery Point

Foteign address ndicatos

Foreign city, paovince, poztal code

TIN Type  sf— 55N

Hame control

Azcount umber

CF5P Reporting State

Direct sabes indhcabor

2rd TIM indicatos

Hms M
Royalbes

Other mcome

Fedetal income Lax withheld
Fizhing boat procesads

Medical and health care
Honemployes compensabion
Substilube papments

Crop insurance proceeds
Excessive golden parachube pay. .

GDEEDQQDG?

(V=R R e I I

—oocoocomooo o

[=F=J=N=N=0=N—N=—=]

LI e I T T T B el = L e
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

5) Click on Header Skip

Once you've mapped all Source fields to Destination fields, Click on “Skip” radio button of
the Header before you click Execute

6) Click Execute (button is locate at the bottom of the Account Ability Import Mapping Utility) to
create your Import Mapping File

ﬂlg

7) Save Import Mapping File in your “Local Disk (C: on xxxxx)” folder.

Always make a note of the
Location: Where you've saved your file
Name: What you called your file
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

Savein |03 2012MAPS R I o W e

Iy Recent
@' Desktop

) My Documents
Recent § My Computer
4 3% Floppy [4:)

© e Lngl Disk [C;
Deskiop coount Bbility
I Tax Form Preparation

o 2mz . _
=) Impart It's very important that you
r-.-1_|,| Diocuments @ T IMAPS save Dutpu t to your

“4, CD Drive (D) computer's|drive. This is
E; T the name af the path

bhetween thie Citriz server
tdy Computer

and your computer's folder.

File name: IIHS_1_HentS1EIEIEIMISE j Save

e ggibine -t Files TN, b 4% g B =

Note the “1099MISC” that Account Ability has added to the name of the mapped file.

Make a note of how many record has been mapped from source to Destination:

i Mapping Source to Destinakion 5[ IE

= B

Recard: 20 of 25 Cancel

T

ur

| State | Sp Code |Jp Bit. |49
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

8) Write down the folder within your “Local Disk (C: on xxxxXx)” of where you've saved
your mapped data file.

For the purpose of training only, your mapped file (....1099MISC) should be saved in the
following folder:

Location: Users\st3670-## \ Documents\1099MISC_Class folder
File Name: 0_IRS_1099 Training1099MISC

9) Note Importing Instructions

R e rmod 444 ommoan P P P S
Importing Instruckions » I A

\il) Destination has been successfully saved in

FILE: O_IRS_1099 Trainingl 099MISZ, TET
PATH: W:iUsersitrinbbiDocuments),

In arder to import this File

13 Skart ACCOUNT ABILITY
21 Open "Client (Filer) Management" from the "Module” menu |
3) Double click the Client (Filer’ to be used

41 Seleck Form 1099-MISC From the "Forms" menu

51 Select "Import ASCII Texk File" from the “File" menu
&) Browse to the FILE in the PATH specified above

71 Click the "Open” butkan,

10) Click OK to Importing Instructions
11) Click Close to close the mapping utility

12) If you would like to save your import mapping file for the specific IRS box type, select "Yes"
to save question “Do you want to save the current mapping?”

4 T

Cancel

File name: (0_IRS_1099_Training1099MISC |

Save as type: |}-‘v:u:u:uunt Ability Map File {*.MAP)
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(3) Create Import Mapping File
[Module\Import Mapping Utility]

You can save this mapping (*.MAP) for IRS type 1 for future use in your ‘Client $ on (V
;) folder.

If you do not wish to save your import mapping file, click “No” to the question, “Do you
want to save the current mapping?”
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Running the IMPORT

(4) Running the IMPORT

[File\Import]

ABILITY - Tax Form Preparation for 2012 < 9999913-62500-r4 4752

oy curity  Tools Module  Preferences  Forms  Window B Help G
| EdiS T
oy

ll? MWl Ins
Locate, ., 5
= eleke,, ZhrH-Del
£ Tatals Fa
v Save &
MK Cancel Chrl+Fa

5@ Expork. ., CEr -
Backum, ..
Reskaore...
E Elechranic Reparking, .. Zhrl+E
; Cuskomize. ..
Print Farms. .. Zh+F
Brint Forms for Selected Record, ., ChrlH-AE+HE
BE2 Print and &,
||, Control Report Chrl4-P
Reqister Listing Ckrl+R,
ZF5SP Exception Repork
Missing TIM Regisker Chrl4+T
TIM Matching Error Reqister Chel+Al+T

Roll Forward Prior ‘1’&6
another Client's Returns. .
IRST&Y File, .. Zhrl+I
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(4) Running the IMPORT
[File\Import]

Before we start the import, let's review the data in the source file, used for this training. The
data file we're using for training purposes is "0_IRS_1099_Training.txt".

This source file contains 25 rows, including a column header row, with a total of $8,000,000
in miscellaneous payments.

(Note: Account Ability will create an extra blank form for the column header. If you do not

want to create a blank form for the column header, remove the header before converting the
Excel file into text tab delimited)

A =] o U = - G H
Tax Vendor
RS Box B8 Taxpayer 1d B Type B3| vendor name B3| vendor Address 1 B3| vendor Address 2 B vendor Address 3 Bllciy B3
4 7 4

Vendor
state [Bd Vendor Zip B Amount

1 043758121 1 TRINH RENT TRAIN VEMDOR 1 6416 PACIFIC HWY E FIFE WA 984241561 -5627.
"I ’043758121 "I TRINH RENT TRAIN VENDOR 1 820 A ST STE 300 TACOMA WA '954025221

"I ’043758121 "I TRINH RENT TRAIN VENDOR 1 820 A ST STE 300 TACOMA WA '954025221

"I ’203748058 "I TRINH RENT TRAIN VENDOR 2 DBAMARTIN SELIG REAL ESTATE C/O NORTHERN TRUST BANK FSB 1414 4TH AVE SEATTLE WA '951012202

"I ’2700809?7 "I TRINH RENT TRAIN VENDOR 3 1612 S MILDRED STSTEB TACOMA WA '954050512

"I ’335347105 '2 TRINH RENT TRAIN VENDOR 4 17554 M LONESOME DOVE TRAIL SURPRISE AZ '55374

"I ’452597705 "I TRINH RENT TRAIN VENDOR 5 7711 MARTIN WAY E OLYMPIA WA '9551 65622

"I ’535241495 '2 TRINH RENT TRAIN VENDOR & 433HWY 12E POMEROY WA '993479583

"I ’535504532 '2 TRINH RENT TRAIN VENDOR 7 3737 WIGGINS RD SE OLYMPIA WA '985014355

"I '535503314 '2 TRINH RENT TRAIN VENDOR 8 DBATHIERMAN WHSE C/O SDS REALTY 108 N WASHINGTON ST STE 500 SPOKANE WA 'QBZU‘I

'1 '535757355 '2 TRINH RENT TRAIN VENDOR 9 823 TOWNSEND SACKMAN RD COLVILLE WA '551145731

'1 '537088354 '2 TRINH RENT TRAIN VENDOR 10 GABELEIN BROTHERS SEFTIC 2038 E ASHER LN FREELAND WA 7552455593

'1 '535552258 '2 TRINH RENT TRAIN VENDOR 11 30949 HIGHWAY 20 E REPUBLIC WA 7551555733

'1 '551405323 '2 TRINH RENT TRAIN VENDOR 12 DAVIS, DEBRA K FOBOX 169 LAUIER WA 7551450155

'1 '731495253 '1 TRINH RENT TRAIN VENDOR 12 DBA C&D PROPANE 2925 BLACK LAKE BLVD SW TUMWATER WA 7585125195

'1 '731495253 '1 TRINH RENT TRAIN VENDOR 12 DBANORTHERN ENERGY PO BOX AE MOSES LAKWA 75833?

'1 '780755519 '1 TRINH RENT TRAIN VENDOR 14 PO BOX 430 ARLINGTONWA '58223

'1 '780755519 '1 TRINH RENT TRAIN VENDOR 14 PO BOX 430 ARLINGTONWA '382230430

'1 'QUUUQQUSE '1 TRINH RENT TRAIN VENDOR 15 8440 135TH AVE SE NEWCASTL WA '380533314 -87446
'1 '911279940 '1 TRINH RENT TRAIN VENDOR 16 P OBOX430 ARLINGTONWA '382230430 -575922.
'1 '911434115 '1 TRINH RENT TRAIN VENDOR 17 7919 N DIVISION SPOKANE WA 'BBQUE -114
'1 '911940351 '1 TRINH RENT TRAIN VENDOR 18 600 UNIVERSITY 8T STE 1925 SEATTLE WA '951011175 -4191
'1 '912024345 '1 TRINH RENT TRAIN VENDOR 19 35840 US HWY 12 NACHES WA '959379537

'1 '91 949 i’ N IT T} OR, 500 4 SE '513
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(4) Running the IMPORT
[File\Import]

Recipient, VENDOR 1, shows up in 3 rows on the training spreadsheet as follow:
Row 1 = $56,272.44

Row 2 = 18,757.48

Row 3 = 37,514.96

Total for VENDOR 1 is $112,545
Vendor 13 shows up in 2 rows
Vendor 14 shows up in 2 rows

In essence, this source file has 20 distinct vendors (recipients) and 1 column header = 21
1099-MISC forms will be created if we use the “Rollup (Append)” function.

If we use the “Append” function, 25 1099-MISC forms would be created.
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(4) Running the IMPORT

[File\Import]

Within the Client
(your agency)’s
1099-MISC form,

A. Select Import
ASCII Text File

Open File > Import --> ASCII Text File

—! ACCOUNT ABILITY - Tax Form Preparation for 2013 < 999991 4-72500-08°
Order By Security  Tools || Module Preferences Forms  indow B Helpa$

I Edit Filer "INSTRUCT"
'l? Mew Ins
Locate, .. )
= elete,,, Zhrl e
£ Tatals Fa
W' Save Fa
X Cancel CtrI+FIE
g Import L

AB3CII Texk File, .. Chel+A

5& Expart, ..

|
Backup... Another Client's Returns. ..
IRSTAR File. ., Chel4T8

Restare...
E Eleckronic Reparting, .. ZErl+E |
E Cuskomize, ..
Brint Forms. .. Zhrl+F
Print Farms For Selected Record. .. @hrld-AlEHE
B2 Brint and Mail..

§, Conkrol Report CErl+HP

Register Lisking Chrl+R

_F5P Exceplion Fepork

Missing TIM Regisker Chrl+T

TIM Matching Error Register Chrl+al+T

F

B. Navigate to your
1099MISC
mapped file

For training purposes only

Location: Users\student \My Documents\1099MISC_ Class
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(4) Running the IMPORT
[File\Import]

File Name: 0_IRS_1099 Training1099MISC

Locate your source file, then click "Open™

£ 1099MISC_Class

x| « @ ek E-

I3 Recent

@ Desktop
) My Documents
j My Computer

“ D$ on Thent (U]
S T3 on Thert' [V)

=X

My Documents
o 2
My Compaiter

.
-

My Network
Places

C. Highlight your
mapped file and
click [Open]

Locate the ASCII Text File for Client “INSTRUCT*

Look in: I £ 1099MIS C_Class

|

Recent

r(E,;.

Desktop

»

My Documents

2

by Computer

B 0_IRS_ 1008

Nl -

AT )

e TR P .

2] 0_IR%_1099_Training

File name: [0_1RS_1039_Training! 093MISC =l

Files af type: [ Test les [<TT)
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(4) Running the IMPORT
[File\Import]

D. Click “Yes” to _
confirm Okay to :
9 File specification 0_IRS 1099 Trainingl 099MISC, THT in Fu:ulu:l!_
\T) C:Account .ﬁ.l:uilit';.fﬂ conkains 25 record(s), | '
Ckay ko impark?

Yes Mo
B e A gl
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(5) Running the IMPORT - Append

The Rollup Option Dialog

If you have several distinct text files which, when combined, result in a single 1099-misc
form for each recipient, you will find the Rollup option quite beneficial. As long as each
record of each file contains a primary key field, such as a taxpayer identification number
(TIN), Account Ability can roll up these files over multiple import sessions.

The Rollup Option dialog contains three options

Append: Each record of your source file is appended to the end of file
regardless of the existence of another return with the same primary key (ie, TIN).
Rollup (or Append): The primary key field (ie TIN) of each record is compared
with those already on file. If a match occurs, the existing record’s currency
information is accumulated (rolled up). Otherwise, the record is appended to the
end of file.

Erase existing records: If checked, existing records are first erased ensuring
that the current import session begins with an empty table.

|
L Reollup Option n lT
— Select Rollup Opti o
p Option —

 fppend
| & Holup for Append] Cancel | foc

[~ Eraze existing records Help

State | Zip Code | Zip Ext. [l 12

Append

The "Append" function creates a 1099-MISC form for each row that exist in the source

file.
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(5) Running the IMPORT - Append

Rollup Option:
Append

Select “Append” and
click [OK]

The "Append" function creates a 1099-MISC form for each row
that exist in the source file.

The "Append" function does not discern that a recipient's form
already exist in Account Ability.

Each record of your source file is appended to the end of file
regardless of the existence of another return with the same

primary key such as the TIN.

Append = Add returns

Rollup Option rd x |
rd
— Select Bolun O0tion————
{* Append o
T Hollup [or Append)] Cancel

[T Erase existing records

Based on the information on the source file used for training,
Account Ability will create 25 forms.

TRINH TRAINING VENDOR 1 will have 3 forms
Form 1 $56,272.44
Form 2 $18,757.48
Form 3 $37,514.96

TRy W W g OF T
09/04/21 Your Agency ID :NLIM @ . Ki©| Order Foms| # of retums F trinhb

TRINH TRAINING VENDOR 13 will have 2 forms
Form 1 $2.18
Form 2 $4.32

e

TRINH TRAINING VENDOR 14 will have 2 forms
Form 1 $100,300.20
Form 2 $300,900.60
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(5) Running the IMPORT - Append

a) Append again ~
File/Import/ASCII - Select Rollp Optian "
Text File {* fppend [

{" Rolup [or &ppend) Cancel

Select “Append” and —
click [OK] [™ Erase evisting records

2] Help

09/0472012| Your agency ID iM @/ K ©| Order Forms
1

50 returns i tinkh

Based on the information on the source file used for training,
Account Ability will create 50 forms.

10/04/2013 | INSTRUCT | C275 | NUM @ 82 §{@ OrderFoms| 50Retuns |5 tinkl0S

TRINH TRAINING VENDOR 1 will now have 6 forms
Form 1 $56,272.44 Form 26 $56,272.44
Form 2 $18,757.48 Form 27 $18,757.48
Form 3 $37,514.96 Form 28 $37,514.96

Etc...
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(5) Running the IMPORT - Append

b) Append and
Erase existing
records

Select
File/lmport/ASCII
Text File

Select “Append” and
“Erase existing
records” and click
[OK]

[v Erase exizting records

Based on the information on the source file used for training,
Account Ability will erase all forms previously created and
create 25 forms.

TRINH TRAINING VENDOR 1 will have 3 forms
Form 1 $56,272.44
Form 2 $18,757.48
Form 1 $37,514.96

Taeiag e W e OF T >
Your Agency D fNUM | @)\ 0| Dider Foms| ~ # of retums
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(6) Running the IMPORT - Rollup (or Append)

Rollup (or Append)

c) Rollup (or Append) The "Rollup (or Append)" feature allows multiple
import session rollup of Recipient returns.

If a recipient already exists in Account Ability,
"Rollup (or Append)" function will import
additional activities from later source file and roll
these additional activities into existing Recipient,
result in a single return for each recipient.

Let's review the data from our source file (the one used for training):

Recipient, TRINH TRAINING VENDOR 1, shows up in 3 rows as follow:
row 1 = $56,272.44

row 2 =18,757.48

row 3 = 37,514.96

Total for TRINH TRAINING VENDOR 1 is $112,544.88

Vendor 13 shows up in 2 rows.
Vendor 14 shows up in 2 rows

In essence, this source file has 21 distinct vendors (recipients)

While in your client’'s 1099-MISC form, click on File\import\ASCII Text File.
Select your “0_IRS 1099 Training1099MISC” file and click Open.

Confirm that that it's ok to import 25 records by clicking YES.

Check the “Rollup (or Append)” and click “OK”
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(6) Running the IMPORT - Rollup (or Append)

I
— | + Rollupifhas matching TIN

+Append (Add) itnew TIN

— Select Raollup Ophian
 Append oK | Multiple Users:
& Folon Tor emord] U | BECAREFUL - If second user attempt to
— import, will get DBs being used error
[T Erase existing reconds [7] Help | message

BECAREFUL - If “Erase existing records”, it
will erase all recipients previously created.
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(6) Running the IMPORT - Rollup (or Append)

There should be 21 returns

TRINH TRAINING VENDOR 1 should have 1 form created for $112,544.88

Recipient, TRINH TRAINING VENDOR 1, shows up in 3 rows as follow:

row 1 = $56,272.44
row 2 = 18,757.48
row 3 = 37,514.96

Total for TRINH TRAINING VENDOR 1on the 1099-MISC form is $112,544.88
Total for TRINH TRAINING VENDOR 13 on the 1099-MISC form is $6.50

Total for TRINH TRAINING VENDOR 14 on the 1099-MISC form is $401,200.80

d) Rollup (or Append)
again

Click File\Import\ASCII Text
File again.

Select

“0_IRS_1099 Trainingl099Mi
SC” file and click Open.
Confirm that it's okay to
import 25 record (s) by
clicking Yes.

Rollup Option

2]

Select Rollup Option
" Append

I [~ Eraze existing records

]9

Cancel

Help

There should be 22 returns (two of the returns are
empty returns, due to the column header in the source

file)

TRINH TRAINING VENDOR 1 should have 1 form

created for $225,089.76

S —————

TREEEmE e W e SF T
03//2] Your Agency D FnuM @ j K1 ©) Order Foms|  # of retums F tirhb

Erase existing records
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(6) Running the IMPORT - Rollup (or Append)

e) Rollup (or Append) | Click File\import\ASCII Text File again.
and Erase existing Select “0_IRS_1099_Training1099MISC” file and click Open.
records Confirm that it's okay to import 25 record (s) by clicking Yes.

Rollup Option x |

elect Rallup Ophon
i+ Append

| 'r‘ Rollup [or &ppend)

OE.

[+ Erase existing records:

There should be 21 returns

TRINH TRAINING VENDOR 1 should have 1 form created
for $112,544.88

ThREEE e W i OF T -
09/0472( Your Agency D FNUM @ J E]© Ouder Foms| #ofrstums B8 kb |
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(7) Tools - Kill This File

Tools — Kill This File

Let's assume that you want to start over from the beginning.

You can do this using the feature, "Kill This File".

—E ACCOUNT ABILITY - Tax Form Preparation for 2012 < 9%

File Crder By Security bEM Madule  Preferences Forms

Zicar Print Indicators, ..
Sef Print Indicatars., .,

Clear 1096 Indicators, ..
Seb 1096 Indicators, ..

Clear Efile Indicatars. ..

Set Efile Indicatars. .. I.’ 3

Clear Corrected Indicators. ..
Seb Corrected (G) Indicators, .,
Set Corrected (27 Indicators.

Prink ‘Window, ..

B0 Kill This File. ..

5 oo *

I Werify. .. CErl+Y
B address Verification  Chrl-alk+y

Assign Account Mumbers. ..
Update Taxpaver Database, ..

Activating this feature will clean out your agency (Client)'s reporting year of all 1099-MISC forms
previously created via the Import Utility.

It is very important to preserve your source files.

f) Let's clean out your agency (Client)'s reporting year of all 1099-MISC forms: Click Tools
and Kill This File.

g) Click Yes to confirm DELETE of all of the selected client’s returns.
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(7) Tools - Kill This File

x|

@ D#1 MvolD [ CORR(3) [T CORR(C) [# Efle B 1096 [ Printed

PAYER'S name, street address, city, state, ZIP cade, and telephone number 1 Rents OMB No. 1545-0115 {
AGENCY NAME £56,272.44 Micrallanam
AGENCY NAME LINE 2 — S
ey s o S
ADDRESS LINE 2
CITY WA 98504 You are requesting to DELETE all of the selected client's returns!
Telephone: 360-407-2011 Are you sure?

PAYER'S Federal |0 Number TIN Type RECIPIENTS ID

01-234567% 33N - 04375¢E Yes No
RECIPIENTS name
TRINH RENT TRAIN VENDCE 1 TTRC
$0.00 $0.00
6416 PACIFIC HWY E
Street address APT. (9 Payer made direct sales of 10 Crop msurance proceeds
35000 or more of consumer
products to a buyer $0.00
{recipient) for resale => [

Tty Sate | Zip Code | Zip Ext | 1z
FIFE WA 98424 (1561 -

Account number Foreign | CFSP | USPS DP | 2nd TIN (13 Excess golden pararchute 14 Gross proceeds to attomey -

il r £0.00 go.00 | @ &
15a Section 403A defemals 150 Section 4094 income State 1 [17 State #1 ID number 16 State 1 tax withheld 18 State 1 income
£0.00 £0.00
§0.00 §0.00 State 2 [17 State #2 |0 number 18 State 2 tax withheld 18 State 2 income
$0.00 $0.00
E-Mail
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(7) Tools - Kill This File

@&, File is empty [ voID [ CORR(3) [ CORR(C) [& Efle [# 1096 [# Printed

FAYER'S name, street address, city, state, ZIF code, and teleghone number |1 Rents | OMB No. 1545-0115 |
AGENCY HAME
LGENCY NAME LINE 2 All returns have been successfully
ADDRESS LINE 1 deleted from your agency's 1099-MISC
ADDRESS LINE 2
CITY WA 98504

3 Other income 4 Federal income tax withheld
Telephone: 360-407-8011
PAYER'S Federal ID Number TIN Type ber 5 Fishing boat proceeds. 6 Medical and health care

01-2345679 -j

RECIFIENTS name

. |2 Payer made direct sales of 10 Crop insurance proceeds
$5000 or more of consumer
products to a buyer

(recipient) for resale => [

Zip Bt

2nd TIN |13 Excess golden pararchute 14 Gross proceeds to attomey
[ & F e

17 State #1 10 number 18 State 1 tax withheld 18 State 1 income

17 State #2 10 number 18 State 7 tax withheld 128 State 2 income

W[ iK€ Order Forms || & | vinhbnondes
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(8) Exit Account Ability

Exit Account Ability

Please exit Account Ability  File\Exit this Form

518 Order By Security  Tools Madule  Preferenco

] Edit Filer "INSTRUCT"
‘ User Information Chri4-L
'{'.? T Ins
w=| Locate... F5
= [elete. .. Ckrl+Del
E Totals F2
W' Saue Fa
MK Cancel k| +FE
@ﬁ Irnport r
SD Export... k-4
Backup. ..
Restore...
E Electronic Reporting. .. Ckrl+E
E Cuskamize. ..
== E
=} Print Farms. .. Ckrl+F
EEJ Print Forms for Selected Record.,.  Chrl+alk+F
522 Print and Mail...

§, Control Repart Chrl4-P
Reqister Listing Ckrl+R
CFSP Exceplion Repork
Missing TIM Register Chel+T
TIM Matching Error Reqisker Chrl+Al+T

2% Extit this Form

Then click Module\Exit Account Ability
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(8) Exit Account Ability

Gt (0-W Preferences Forms  wWindow  Help

Z# Transmitter § Submitter Information. ..
ﬁ Client (Filer) Management

Import Mapping Utilicy Fz
[&) FileCabinet Control Panel

Motes. ..
[%j Copy a Transmittal's Path L4
|E| Wiew a Transmittal's Filers L

$1% RS FIRE System

ﬁ IRS FIRE - TEST File Processing
&4 Rename an IRSTAX File. ..

M Prepare IRS Transmittal 4604, ,

}; 558 Accuibtage 2011 Lklity F3
,E& 554 Accu'2C 2011 Ukiliky F4

&’ 534 Business Services Online
1 Rename a WZREPORT (W21 File. ..
B Rename a WZREPORT (W2 File. ..

+* TIM Makching »
Oubsourcing Services L
Re-allocate k

Frepare Laser...

' Explore
‘ Logged Users, ..

-;'_E;‘ Backup/Restore. ..

23, Exit Account Ability

Click “Yes” to confirm exit Account Ability:

w

»

Okay to exit Account Abiliew? ™.

Yes Mo |

If you are still logged on to Citrix for Account Ability, please click on “Log Off":
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(8) Exit Account Ability

Select views

Make sure you have successfully logged off from the Web site (Citrix web site).

Washington State Department of

Enterprise Services

Logged OFf

You have successfully logged off from the Web site, I

Click here to return to the Logon screen
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(9) Important information about Shared Recipients Database

Important information about Shared Recipients Database

The Shared Recipient Database is Account Ability’s Recipient Master List. All Agency Users
with access to Account Ability will be able to view the recipient’s information in this Shared
Recipient Database. This Shared Recipient Database is updated each time a 1099 User
manually created a form, manually updated a record, or manually did anything while in
Account Ability.

Because all Agency Users have access to this Shared Recipient Database, please create or
edit your records outside of Account Ability.

Please utilize the Account Ability IMPORT feature to import any data or correction needed in
creation of your 1099-MISC forms.

If you've accidentally manually updated a record while in Account Ability, please access the
Shared Recipient Database and DELETE the recipient information. Deleting the recipient
information from the Shared Recipient Database will not impact information already included in
the 1099-MISC form.

For example, let's say you need to manually check the [Printed] flag on the following 1099-MISC
to indicate that the form has already been printed:
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9)

Important information about Shared Recipients Database

=22 1099-MISC - INSTRUCT

[P 1086 [T Brinted

@l ID#2 [ ¥olD [ CORR(G) [ CORR(CY v Efile
PAYER™S name, street address, city, state, ZIP code, and telephone number 1 Rernts OMB Mo, 15450115
AGENCY MAME 35,437, 13720 .
AGENCY MAME LINE 2 20 Migcellaneous
ADDRESS LINE 1 ¢ Royatties Income )
ADDRESS LINE 2 $0.00
CITY WA 98504 1093-MISC
3 Other income B A =R o
Telephone: 360-407-5011 $0.00 $0.00 %
PAYER'S Federal 1D Humber TIM Type RECIPIENT S 1D Mumber 4 Fishing boat procesds 6 hiedical and health care
01-2345a679 S5N - §0.00 $0.00
RECIFIENT & name HAVE |7 Honemployes compensation  [2 Substitote payvments...
TRINH RENT TRAIN VENDOE 2 CTREL s
$0.00 i0.00
DEA MARETIN SELIG REAL ESTATE
Street address APT. |8 Payer made direct sales of 10 Crop insurance proceeds
C/ D NORTHERN TRUST BANE F3E $4000 or more of consumer
products to a buyer $0.00
1414 4TH AVE [recipient) for resale = |_
City State Zp Code |[Jp Edt. |11 12
SEATTLE i 95101 |2202 -
=
Apcount number Foreign | CF5P | USPS DP |Znd TIM {123 Eicess golden pararchute 14 Grozs procesds to attomey -
r r $0.00 so.00 | @ 7 e L2
15a Section 4004 defermals 18b Section 4094 incame State 1 {17 State #1 10 number 16 Ztate 1 tax withhueld 18 State 1 income
$0.00 $0.00 b
§0.00 §0.00 State 2 |17 State #2 10 number 16 State 2 tax withheld 18 State 2 income
i0.00 $0.00

You click
on the
[Printed] : x|
flag. 7 Eile |2 1086 7
B IIJI:I. 1545-0113
Then you ,137.20 Mi I
i IsEgellaneous
clicked the 2014 q“’l—n
green anme
$0.00 .
check 1099-MISC ‘~,
W 4 Federal income tax withheld 41
i0.00 d0.00 i/
Symb0| to weeds G hiedical and health care
[Save]. 40.00 $0.00
wampensation |8 Substitute payments ...
i0.00 §0.00

@*5*\@@#*4n

Because you have manually edited this 1099-MISC by clicking on the [Printed] flag,
this recipient information will be saved in the Shared Recipient Database.

You will need to access the Shared Recipient Database and DELETE the recipient
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9)

Important information about Shared Recipients Database

record. This action will not impact the recipient information already on the 1099-MISC.

You can delete the recipient information from the Shared Recipient Database via the
1099-MISC form.

To
DELETE
recipient
informatio
n from the
Shared
Recipient
Database,
position
your
cursor in
the
“Recipient
's ID
Number”
field and
double-
mouse
click.

INE 1 T Hoyafies | U
IME 2 $0.00
3504 19.
3 Other income E) lin
3e0-407-3011 $0.00
[ Murmber TIM Type RECIFIENT 3 ID Mumber 5 Fizhing boat procesds B hiedy Tar
3e78 38N - 203745055 $0.00
E HAAE |7 Nonemployes compensation [ e
T TRALIN WELNDOR =2 CTRL
$0.00
[l SELIG RELL ESTLTE
Double r made direct zales of |10 inz
ERN TRUZT EBANE F3E . [ or mone of consumer
VE mouse-click  Juct=tozbuyer
4 ient] for resale = I_
State | Zip Code | Zip Ext. ||
Wa 95101 (2202
Foreign | CFSP | USPS OF |Znd TIN|13 Bicess golden pararchuts 1 Cpr
r r $0.00
lefermals 15b Section 4094 income State 1 17 5State #1 |0 number W

This action will bring up the Taxpayer Lookup dialog (in the Shared Recipient

Database).

Highlight
the row of
the
Taxpayer
ID record
that you
want to
delete
from the
Shared
Recipient
Database.

Search Characters

Search By

T axpayer [0

_| T axpaver D |

L}|203745058 | TRINH REMT TRAIN VENDOR 2 A0 MORTHERM TRUST BAMES
| 208043741~ WE SOLUTIONS LLC 2302 45T

_2155498?31; ﬁEIIT TIMOTHY INGE 3730 180TH Wwhay 5w
222222123 |WORKPLACE RESOLUTIONS LLC

_|222222159 | BANE OF AMERICA MERCHANT 5%

| 2222272221 | BEST CUTTING DIE COMPANY

_|2d2222de? |CORBETT MICHAELE 39791 CAMBRIDGE PL

| 2282222223 | LANDYOY JUDITH ANN

Street

M amne |
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9)

Click
[Delete]
button

Click [Yes]
to confirm
that it is
Okay to
delete the
selected
taxpayer
record
from the
Shared
Recipient
Database.

Important information about Shared Recipients Database

M arne

TRIMH RENT TRAIM %EMNDOR 2

SME SOLUTIONS LLC
TROIT TIMOTHY INGE

WORKFLACE RESOLUTIONS L
BAME OF AMERICA MERCHAN"

BEST CUTTIMG DIE COMPAMNY
CORBETT MICHAEL E
LaMDyOY JUDITH AMM
SPRAGUE DakON
BEERMHARDT TIMOTHY A
JEFFERS ROBERT J

Street

CA0 MORTHERM TRUST BAME FSB
2302 A4 5T
730 180TH WAy 5w

Clkay ko delete

Yes

Apt.

FEDI
il EMG

TRIMH REMT TRAIM YEMDOR 27

"Dtz b g0 “M“MUI'\ wonetl -y

Don’t worry, deleting the taxpayer information from the Shared Recipient Database
does not delete that information from the 1099-MISC form.

Think of the Shared Recipient Database as a telephone book of all recipient information.
This Shared Recipient Database would automatically get updated and viewable by all
Agency Users with access to Account Ability, when a User manually update a record or

manually create a 1099-MISC form in Account Ability.

If you create the 1099-MISC forms via the IMPORT feature, this Shared Recipient
Database is not automatically updated.
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Supplemental Information on Recipient Address mapping

Supplemental Information on Recipient Address mapping

Example of data from Statewide Vendor (SWV) Table

J

Example of mapping from source file to destination

Source file Destination Form

Vendor Name » Name line 1

Vendor Address —» Name line 2

Vendor Address 2~ * Street address
line 1

Vendor Address 3—» Street address
line 2

Vendor City —» City

Vendor State —» State

Vendor Zip —» Zip code
JU How Address shows up on 1099-MISC
V

FRANCISCAN HEALTH SYSTEM J{
DBA ST JOSEPH MEDICAL CENTER ;
Ms 10-04 :
1717 J ST \
TACOMA WA 98405

le FY— "h#‘-'jnw‘ N “-.r“
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Supplemental Information on Recipient Address mapping

Online view

|
‘ @ D2z

[T woID [|F CORRG [ CORRI(C)
PAYER'S name, street address, city, state, ZIP code, and telephone number 1 Rerts
LGEMCY MALHE 1 5,4
AGENCY MAME 2
ADDRESS LINE 1 < Royakies
ADDREZ3 LINE 2
CITY Wh 98504
3 ORher ing
Telephone: 360-407-8011
PAYER'S Federal 1D Muwmber TIH Type RECIPIENT 5 1D Number 5 Fishing b
985-T654321 35N - 203748055
[FECIFIENT S name HAWE |7 Honempl:
FRAMCISCAN HEALTH SYSTEHN CTRL
DBAL ST JOSEPH MEDICAL CENTER
[ Street address FPT. |9 Paverma
M5 10-04 35000 or
products ¢
1717 J 5T (recipient’
City Stae dp Code || Zp Ea
|| Tacoma WA | 95405

13 Excess

153 Secton 400 A defemals

15b Secton 4094 ncoms Sate 1

16 State 11

06_1099_MISC_Reporting_Account_Ability.docx

WaTech TRAINING - IRS 1099-MISC Reporting

Page 63
July 27,2016



Supplemental Information on Recipient Address mapping

1099-MISC view

L LAIHHELL | ELY L CNes

PAVERTS adrw, abel ackineia, cily, itats, TIP codde, dnd lebiphons no. 1 Rean
AGENCY MAME 1 £ 54371
AGENCY HAME 2 2 Royalies
ADDRESS LINE 1
ADDRESS LINE 2 $
CITY WA 98504 3 Ofher income
-
Talephone: 360-407-8011 5 Fbing boat pn
FAYERS Facaral ideniillcation number [RE CIMENT'S icden illcalion nembar
9B-TE54321 203-T74-B058 %
RECIMENTS nams, siress i ackdress, oliy, sinde, and 219 code T Honenghaies o
§
9 Payer mac &
5000 0r mone
FRANCISCAN HEALTH SYSTEM oty o Al
DBEA ST JOSEPH MEDICAL CENTER L L L
M5 10-04 n
1717 J 5T
TACOMA WA 98405 g ———
Ao nt pamber (es narcionb [
§
158 Secton 4004 delermaly 15D  Seciion 400 incoms 168 Swuie b wilhiy
&

SOmPIMSC g gebeaa (Kocplogorrecords) g
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Supplemental Information on Recipie

nt Address mapping — part 2

Example of data from Statewide Vendor (SWV) Table

VENDOR NAME: HAWKS

SOUTH BEND

CITY/ST/Z1

Example of mapping from source file to destination

Source file Destination Form
Vendor Name » Name line 1
Vendor Address +—» Name line 2
Vendor Address 2 Street address line
1
Vendor Address 3—» Street address line
2
Vendor City —» City
Vendor State —» State
Vendor Zip —» Zip code
J U How Address shows up on 1099-MISC
V4

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

HAWKS SENJA L
PO BOX 49

SOUTH BEND WA 98586

JW“waﬁ#f\vx“%wwWJ%ﬁMuaqrﬁzyﬂ/#

;
¢
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Appendix — Restrictions — This operation has been cancelled due to
restrictions in effect on this computer. Please contact your system
administrator

Click [OK] to proceed if you receive this restrictions message

Restrictions

[ | This cperation has been cancelled due to restrictions in effect en this computer. Please
M contact your system administrator,

QK

[ Y
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