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Managing Vendor 1099s
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This guide explains managing 1099s for vendors. It is intended for advanced users.

aACE provides useful searching and reporting features for vendor 1099s. To work with
these features, navigate from Main Menu > CRM & Sales > Companies.
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Enabling the 1099 Preference for Company
Records

The 1099 preference designates a company record as requiring a 1099 form. This
preference is useful for reporting and management of 1099 vendor companies.

Enable a Specific Company

General users with the required access privileges can enable the 1099 preference for
specific companies.

1. Atthe Companies module list view, use the QUiCk Search (http://aace knowledgeowl.com/help/using-the-

auick-search-bar) bar to locate the vendor company record.

2. At the vendor company record detail view, select the Finance & Accounting, then
select Edit.

3. Inthe Tax Details section, enable the preference for 1099.
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Companies

Company: Contracting, Inc. (60002) ACTIVE @

Finance & Accounting Notices Tasks [% Emails B Docs @
Record Access Restricted

Tax Details Use Tax @x Customer Setup Approved * Vendor Setup Approved »*

Tax ID W-9 W-9 Exp Date Taxmﬁ/[x Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshold

76543 @ 08/20/2 = Net 30 Net 30

Exemption No Cert CertSigned CertExp Date  Ex State Rate Card > Disc % Default Template for POs

@ = =

Payment Defaults Customer Finance Credit Hold Vendor Finance

Payment Method Disbursement Mema (e.g. Account #) Finance Charge Credit Limit AR Balance  Credit Balance Finance Charge Credit Limit A/P Balance  Credit Balance

CREDIT CARD 0.00 0.00

ACH Setup Payment Accounts

Bank Name Type Last 4 Digits Exp Date Name on Account Office Preferred

Routing Number Account Number

Account Type Class

Finance & Accounting Additional Info

*

4. Select Save.

o -

Enable Multiple Companies with a Batch Update

System administrators can update 1099 preferences for multiple company records at once

from the Companies list view.

1. Use the Quick Search bar to display a list of companies.
2. Select Admin Actions ( £ ) > Update 1099 Setting for List.
3. Select Y-True to enable the preference or Y-False to disable the preference for these

companies.

Displaying All 1099 Companies

You can easily list all companies that require 1099s.

2Top

1. At the Companies module list view, select Search Options ( + ) > Go To Advanced

Search.

2. Locate the Finance & Accounting section.

3. Enable 1099.

You can enter additional criteria to constrain your list of 1099 companies further.
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[ N Companies a
1 ~F
Total & & * *r -
Find Requests New Request Perform Find  Cancel Find Saved Finds
Layout: | COM: Ad...ed Search v | View As: Matching Records: Omit Insert:| Operators
City State / Prov Postal Code
Current Purchasing Preferences
Country Postal Format Currency Last Purchase Credit Limit ~ A/P Balance Credit Balance Drop ship only. Vendar only accepts drop shipments.
Drop shipping not allowed. POs cannot be drop shipped.
Finance & A g J Record Access Restricted
Tax Details Use Tax 6099 Q« Customer Setup Approved Notes Vendor Setup Approved Notes
TaxID  W-9 Form W-0 Exp Date Tax moM/Ex Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshald
Exempt No Cert Cert Signed Cert Exp Date Ex State Rate Card Abbr Disc % Default Template for POs Abbr
Payment Defaults ‘Customer Finance Credit Hold Current Purchasing

Payment Method Disbursement Memo (e.g. Account #) Finance Charge  Credit Limit ~ A/R Balance Credit Balance Finance Charge  Credit Limit ~ A/P Balance  Credit Balance
Contacts
Salutation First Name MI Last Name Suffix Initials Status
Linked Companies Linked Contacts Linked Lists
Company Type ‘Company Abbr Status First Name MI Last Name Status List Name Abbr
Group Subgroup ‘Company Abbr
Notes Notes
Company Notes | 2 Limit-To Office

4. Select Perform Find.

1099 Data Export Report

Only team members with Finance and Accounting access privileges can run this report.

The 1099 Data Export report summarizes 1099 data and includes information such as the

company name, tax ID, and address for the specified tax year. aACE generates results for

the companies currently displayed in the list view. If you have not filtered the list to show

only 1099 companies, then non-1099 companies might affect the report.

The 1099 data export report is based on the specific office you are currently logged in to. To

open the report for a different office, you must switch offices (nttps://aaces knowledgeowl.com/help/switching-

between-offices).

Find Companies with x Disbursement Volume

To help prepare the list of companies to include in the 1099 report, you can search for

vendors based on their disbursement volume. At the Companies module list view footer,

select Find Companies with x Disbursement Volume. Enter a tax year, a minimum target

disbursement volume, and an office if necessary, then select OK. aACE reviews the
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disbursement data for the selected tax year, then provides a list of companies that have a
total disbursement volume equal to or exceeding the target disbursement volume.

This search does not itself limit your list to companies flagged as 1099. You might need to
further constrain the list to display only 1099 companies using Advanced Search by entering
the Advanced Search details, then selecting the FileMaker Search > Constrain Found Set.

‘ FileMaker Pro File Edit Search Window Help

[ NN Add New Request

1 Duplicate Request
Total

Find Requests
Layout: [ COM: Ad...ed Search v | vmﬂ Go to Request

@,

Companies

Perform Find  Cancel Find

> [EEom)

Insert:( Operators |

a8
*r -

Saved Finds

City Sla[e. Find All Records
* | saved Finds > | Current Purchasing Preferences

Country Postz Last Purchase Credit Limit AP Balance Credit Balance Drop ship only. Vendor only accepts drop shipments.

Perform Find

Constrain Found Set ] Drop shipping not allowed. POs cannot be drop shipped.

stend Found Set

Finance & Accounting Record Access Restricted

Cancel Find
Tax Details Use Tax [ ] 1099 |¥/] Box [T | Customer Setup Approved Notes Vendor Setup Approved Notes
Tax ID W-9 Form W-9 Exp Date Tax Profile  Abbr Ex Code Billing Terms Shipping Rate Type Rate Value Payment Terms Free Shipping Type Threshold
Exempt No Cert Cert Signed Cert Exp Date Ex State Rate Card Abbr Disc % Default Template for POs Abbr
Payment Defaults Customer Finance Credit Hold Current Purchasing

Payment Method Disbursement Memo (e.g. Account #) Finance Charge Credit Limit A/R Balance Credit Balance Finance Charge Credit Limit A/P Balance Credit Balance
Contacts
Salutation First Name MI Last Name Suffix Initials Status
Linked Companies Linked Contacts Linked Lists
Company Type ‘Company Abbr Status First Name MI Last Name Status List Name Abbr
Group Subgroup Company Abbr
Notes Notes

Open the 1099 Report

Create your list of vendor companies using the Advanced Search or Quick Links, then open

the 1099 report.

Select 1099 Data Export.

SARE I o

Select Save.

Filing 1099s

Enter the year for the data, then select OK.
Enter the file name, download location, and file type.

At the Companies module list view, select Print > Open Report Selector.

There are many qualified companies who can assist you with filing 1099s. We
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recommend eFile360 (https://efile360.com/).
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