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/" Steps to create 1099's information

'z Reports to verify totals, and vendor information
=1 Process to print 1099's

&% Filing your returns electronically
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Flexgen 1099 Process

» You can process accounts payables for the new calendar year, even if you have not yet

processed your 1099’s. The 1099 process uses the check dates to keep the years separate.

» LGC software does not require you to complete the 1099 process. If you choose, the 1099’s

can be completed manually.

» When ordering your 1099 forms remember there are two types of forms:1099-MISC and
1099-NEC.

Introduction
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Getting Prepared — Information to review

Single or Multiple EIN (Tax Identification Number) and Amount Limit for 1099’s

From the Purchasing menu, select

‘Control’ and ‘Purchasing Control’
If you are using a single EIN (Tax Identification Number such
as 62-1234567), you must set the multiple EIN flag on the

Purchasing Control File to '02-No'. You must also enter the
EIN number in this control file.

If you are using multiple EIN’s, you must set the multiple EIN
flag on the Purchasing Control File to '01-Yes'.

Verify that the “1099 Amount Limit" listed is correct .

5 PSF001 - Purchasing Control (Rel: 07.05)

Use GASB AssetFlag 102 [NO

Accrual Accounting: [02" [ND ACCRUAL

Void Trans Type: [CO [CASH DISBURSEMENTS
Using Requistions: |02 [ND

Print Unencumbered: ﬁJ—Z— W

Archive PO's: [UT m

Archive Invoices: [01" [ARCHIVE

Year End Process: IUT I—YE M E Process: W W
Accounting Date: [0770172021

Last PO Number. |

Last G/L SeqNo: Ii

Last PS SeqNo: I

Using New PO Forms: I-OT [W

CashAcc OnChecks: |01 [YES ChkNo [27 [ND
Uaser AP Chacks: [01 [STUB. STUB. CHECK
Allow Duplicate SF Cks: |01 [YES

Application Active: m_l'ﬁ's-
Using PO: [0 [YES
Post PO's To G/L: [01 [VES
Using Funds In PO: [0 [VES
Auto PO Number: rﬁT W
Print PO Option: [01 [YES
PO BudgetDisplay: 101 |YES
PO Budaet %: 100.000
AutoVendor Number. 03 [FULL
ultiple EIN's: [02 [NO
IN# (Single Onlp} 162 [1234867
Inv Budget Display: W W
Invoice Budget %: |100.IIIO
[ 1099 Amount Limit: 600.00 ]
Checks in Name Ord: W ’W
Combine SubFunds: |02 [NO
Load PO CC On Invoice: rﬁz— r@—
Default Folder Path: [
Ext(Esc) |

Update (F4) | LookUp (F2) |
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Getting Prepared — Information to review

Accounting Menu. Select the 'File Handler’,
'File Maintenance', 'Account Maintenance', and
'Fund Control'.

If you are using multiple EIN’s, the next step will be
to go to the Accounting Menu. Select the 'File
Handler', 'File Maintenance', 'Account Maintenance',
and 'Fund Control'. You must set up the correct EIN
(Employer ID Number) for each fund in the fund
control.

Fund: [110° [GENERAL FUND «| »]
Group: [ [CITY FUND GROUP
Update Ck Rec: [ﬁ Mo~ Detail Cost Center:  [G2° [NO
Build Ctl Acct: ,F [ﬁ Enterprise Fund: [ﬁ W
UseSubFunds: [03 [OPTIONAL Auto PO Number.  [77124
UseCostCenters: [03° [OPTIONAL Auto AP Number. [
Use Sub Obiects: [g3 [GPTIONAL [Ermloyet \dNumber: [57 1234567 ]
Control Accounts Consolidated Accounts
Funct Funct Funct Cost Center
CashAcct [11211 Exp Trans: [ DueTo:  [27400
CashOH:  [17700 ECReserve: 24500 Due From: 13800 [
RevBudget [T EC Control | 24300 | Property Tax Accounts
RevActuak [T ECPYReserve: [27600  [Commissions: | 29999
RevTrans: [T ECPYContol  [27610  [OverPaymnt: | 21160
ExpBudget [T FundBalance: [27100 [ACV Account: |13151
ExpActuat [T [Undis Taxes:  [22120
Exit Esc) | Update (F4) | Delete (F6) | Group F5) | LookUp (F2) |

Using multiple EIN’s
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Getting Prepared — Information to review

Review and/ox Correct Vendor Records

Run the 'Update Calendar To Date Totals' option by selecting 'Period End', 'Year End',
'‘Calendar’, 'Update Calendar to Date Totals'. The Beginning Activity Date will be 01/01/2022 and
the Ending Activity Date will be 12/31/2022.

Update Calendar To Date Totals

This process will update each vendor’s Calendar to Date
history with a grand total for the year based of the
invoices paid.

Beginning Activity Date: |0‘l|'01 12022

Ending Activity Date: |1ZJ"3112022

Exit Select |

|‘@ Is this screen correct?
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Getting Prepared — Information to review

Review and/ox Correct Vendor Records

Run a 1099 Vendors Report to verify the 1099 Information. From the Purchasing Menu, select 'Vendor',
'Vendor Listings’, and '1099 Vendors’.

5Q115 2021710719 17:20:52 Local Government Data Demo FlexZen4 (7.1T) Page: 1
1095 Vendors Report
Vendor Name 1095 Type S5NH % Tax # 105% Amount CID Purchases
-00011€ TEST RECORD 01 RENTS 595-55-5993 955-555555% $2,000.00 $3,5850.00
Tl4 Armstrong Lane
COLUMBIA, TN 38401
A-0002€0 JRNE DOE 07 NOMNEMPLOYEE COMP 595-55-5260 9S5-555555%5 $250.00 $250.00
Tl4 Armstrong Lane
COLUMBIA, TN 38401
Y-00001% Z BUILDER 03 OTHER INCCME 595-55-5633 955-555555%5 $650.00 $€50.00
Tl4 Armstrong Lane
COLUMBIA, TN 38401
Total NHumber of Vendors: 3

H* End of Report: Local Government Data Demo *
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Getting Prepared — Information to review

Review and/ox Correct Vendor Records

Tip: Itis agood ideato be sure you have a current and accurate W-9 on file for each vendor you have flagged as a 1099 vendor.

The process only considers vendors who are flagged as 1099 vendors. While adding your vendors during the year, you
must set the 1099 flag on the Vendor Maintenance Screen for each 1099 vendor. If you have vendors that are not
flagged as a 1099 vendor and need to get a 1099, go into the Purchasing Menu and select '"Vendor', then 'Vendor'.

Select each Vendor that should be flagged as a
1099 vendor and flag them with '01-

‘Individual’. Enter the Social Security Number or
Tax ID Number. Then select the 1099 type that
applies to the vendor.

These can be selected from the 'F2

Lookup'. Make a note of the vendors that are not
flagged as 1099 vendors for the entire

year. Because later in the process, you will need
to add the 1099 amount to the Payee Master File
for these vendors.

&3 PSF100 - Purchasing Vendor Form - 3/2014

VendorNo: [y [000019  Statust [E [PERMANENT

Type: | 0007 |NON EMPLOYEE COMP
PO Address

Mailing/R emittance

Account Status: 01 [ACTIVE
Establish Date:  [12/17/2012

)

<<| >>|

Name:  [~[ZBUILDER [ [ZBUILDER

| |
Addiess 1 [714 Amstrong Lane | 714 Armstrong Lane
Address 2 [ [
City: |COLUHB|A |I:ULUMB].|'-1
St/Chry: [Tn [TN
ZipType:  [07 [DOMESTIC [01 [DOMESTIC
ZipCode:  [38407 | [3g401 [

Contact: |

Tems: | |

Email

Cust No: |
Phone No: |999 IE 9939
Earhe [339 [933 9333

1039Flag |01 [INDV/CORP VendorSSN: |99 [39[5633
1093 Type: |03 [OTHER INCOME e Tty [55 (9939355

RemittanceT ype: r

Comment: [

Ext(Esc) | Update(F4)| Options(F5)| LookUp(F2)|  Activiy (F7) |
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Getting Prepared - Information to review

Review and/ox Correct Vendor Records

During the year as invoices are paid, you can determine line by line if an invoice amount is to be considered

for 1099 reporting. If the vendor is a 1099 vendor, each line of an invoice will be considered as a 1099
amount unless you set the 1099 flag to '02-No' for a specific line.

&3 PSF305 - Add Invoice Detail (|

Through the year, as invoices are paid, the system PO No T Cedts | |
will move them to the invoice history file. The 1099 VeiorNo:  [VI[OOTS]| Do [ Posemos G0

o oo 0 revoice No: | v Amt: ] = Lines Total [ ss0o0
process will look at these paid invoices and total the = L E e

1 Li Fnd F Obj Fnd Centr Obj Descripti Irvw Ay
1099 amounts for each vendor. The 1099 process will | e Fod fom ou fd Cene 0n escipton T
look at these paid invoices and total the 1099 [CIBRARY loame | 000
__10 £ MACHINER QUIPMENT AND FURNITUR Credit Amt: I
amounts for each vendor. [ inrng [ VS Jhricpasanis e I
: : [2 [110 [44800 [733 [ | [ [ 550.00
The totals are determined by the 1099 flag being used (BFARY T
on each invoice and a grand total amount for the [MISCELLANEOUS Cedtamt |
. 0 § . o | GASE Flag:
Calendar year will be accumulated. A vendor is 1039Fleg [2 N0 anicpated Dic: ¢ [0
. . [3 [110 [44800 [268 [ | [ [ 5000
assigned as a 1099 vendor, but this can be changed [ERARY Lt om —
er invoice if necessary. _[BEP & MAINT BUILDIN CiedtAmt |
P Y | 10ssFisg [T [VES |hnticipated Disc: | GASBFlag |2 [ND
In the example, you can see how each line item per
invoice can be marked yes or no as a 1099 item. Exit(Esc) | Updale (F4) | Scmi (F6) | I Page Up_|
LookUp (F2) | InsLin (F7) | DelDpt (F8) | AddLin (F9) Page Down

**|f an invoice is flagged 'No' or 'Yes' on the 1099 flag in error, the reporting amount will need to be manually adjusted in the
Payee Master File Maint. during the 1099 process.
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The 1099 Process

Backup Files Make sure you have Make a list of vendors that If an invoice is flagged 'No’ or 'Yes' on the 1099 flag in Backup Files
enough 1099 forms were not flagged as 1099 error, the reporting amount will need to be adjusted.
Label 1099 “Before” Having a few extrais a These vendors may need to be Invoice amounts you know were flagged in error, Label 1099
good idea maintenanced during the 1099 remember to maintenance. “After "
process

You are now ready to begin the 1099 process. From the Purchasing Menu select ‘Period End’, “Year End’, ‘Calendar’, and
‘1099 Menu'.

File Maint. Reports Process Corrections Replacement Help

Transmitter Record Maint.
Payer Record Maint.

Select 1099 Vendors
Scan Paid Invoices
Update Payee Master File
Payee Master File Maint.
Repeat Tax No Edit Report
Payee Master Edit Report
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File Maintenance

Transmitter Record Maintenance

This is the first information to add before 1099’s can be processed. This information will only have to be added once. After it has been entered, all
you need to do each year is confirm that it is still correct. You can access a F1 ‘Help’ key for each field on the screen to give the related information

from the IRS.

Trans Code

This 5-character field holds the TCC
(transmitter control code) assigned by the
IRS/MCC. This is used for electronic filing
only.

Test Flag

This field is only used if you are sending in a test
file. The only correct answer for this field is ‘T". If
you are not sending a test file, leave this field
blank.

TIN Type

This 1-character field is used to identify the type
of tax number used by the transmitter. A ‘1’
indicates they are using an EIN, while a ‘2’
indicates they are using a SSN. The majority of
LGC customers will answer this with a ‘1’

Em-mmm E

[ Trans Code:

TIN Type:
Namel:

2
Contact:
Phaone No:

Name1:

2
Address:
City:

State:
Zip Code:
E-Mail Adr:

Ext(Esc) | Update(F4)| Delete (F6) |

rm]ﬁeﬂﬂaa e )
Tranzmitter Information

]1_] EIN:  [62:1234567 SSN: |

| CITY OF ANYWHERE
,  G—

[BOB SMITH

]212-555-1 234 Ext |

Company Mailing Address Information

|CITY OF ANYWHERE

|  G—
| 123 MAIN STREET

| COLUMBIA

|TH

EZI

I

Add [F5 ookUp [F2

Replace Alpha

This field is only used if you are sending in a test file. The
only correct answer for this field is ‘T’. If you are not
sending atest file, leave this field blank.

Name of your Office, the employee to Contact
about 1099 information and Phone number
should be entered here.

Name of your office, Mailing Address and
Email address of the Contact Person for
1099 information should be entered here.
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File Maintenance

Payer Record Maintenance

added once and verified each year.

You will need to set up a Payer Record for each EIN that you are reporting to the IRS. The maintenance form provides lookups from the purchasing control for single EIN
users and a lookup from the fund control for multiple EIN users. Each field also has a ‘Help’ option with the IRS specifications. This information will only have to be

Transfer/Paying Agent Indicator

This field contains 1 character. A ‘0’
indicates that the information is related
to the payer and not a separate
transmitter. Whereas a ‘1’, indicates
that the transfer or paying agent is not

the transmitter.

Example: ‘City of Anywhere’ is the
transmitter, but the ‘City of Anywhere
Water Dept’ is the payer and has its own
EIN number.

> Name of your office
> Mailing Address

> Phone Number

ﬁ'

e P

[ Tensten/Paying Agent Indicator [ |

Payer Name & Shipping Address
Namel:  [CITY OF ANYWHERE
Name2: I
Add:  [123MAIN STREET
City: |CoLUMBIA
St [TN
ZpCode [3401 [

Phone No: [212:5551234 Ext |
Name Control Code: |
Last Filing Flag: [_

Amount TypeFlag — [77

Ext(Esc) |  UpdsteF4)|  Delete Fs) |

Record Type: |I

Amount Type

E 1 Rents

|_ 2 Ropalties

X 3 Othet Income

X 4RT Withheld

| |5 Fiting Boat Procsedk
6 Medical/Health Care

F 7 Nonemployee Comp.

[ g Substiute Pay

I_ A Crop Insurance

I_ B Excess Gold Parachute

[ Logal Servicas

[ D Section 4094 Defenals

[ E Section 409 Income

Name Control Code

These 4 characters are usually included in a 1099 package
sent from the IRS to most payers. This field is only used if
the payer is not using magnetic media to report their
information. If the correct information is unknown, leave this
field blank

Last Filing Flag

If a ‘1" is entered, it will indicate that this will be the last
year this payer will be filing. Otherwise, leave this field
blank.

Amount Type Flag

This field indicates the most commonly used amount
type. The system will place an ‘X’ by the type that is
stored in this field. This should be selected from the ‘F2
Lookup’ option.
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Select 1099 Vendors

Scan Paid Invoices - You will need to change the tax year to 2022. When you scan the paid invoices, you are given the option of
which amount to use: 1099, Invoice, or Check. . .
1029 Amount Selection Information

F A 1099 Amount - Use only paid invoices and invoice

line amounts that have been flagged
as 1099 throughout the tax year.
B. Invoice Amount - Use the total invoice amount on all

Tax Year: 2021

invoices that have been paid to a
EIN Number: 62 |1234567 vendor this tax year.
C. Check Amount - Use the check amount on all invoices
Default 1099 Type: |7_ [NONEMPLOYEE COMP that have been paid to a vendor this

tax year. [ Check amount = Invoice
Exit | select | Lookup | amount - Credits and Discounts).

I s— Select Amount To Use -
1099 Amount

Invoice Amount

Check Amount

Note: If you have multiple EIN’s, you will run this option for the first EIN and then select Update Payee Master File before selecting the next EIN.
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Select 1099 Vendors

1099 Amount

This process will read the paid invoice history file and identify all 1099 vendors. It will also gather their 1099 amounts by 1099 type and total the 1099

amounts. An edit report, which shows any missing information, is given at the end of the scan process. Investigate any line that contains an *'.

1099 Amount Check

All 1099 vendors who have paid invaices for this

tax year have been identified. You may only want

to include those vendors whose 1093 amount is not
lezs than the 1099 Amount Limit of $ 600.00  which
iz set on the Purchasing Control file.

Options:
1. Inch Amount Check Option
2. Inch Vendors over 1099 Limit
L All selected vendors
— — —

“Vendors over 1099 Limit” will pull all 1099 vendors
with payment history of $600 and above.

“All selected vendors” will pull all 1099 vendors
regardless of the amount of payment history.
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Select 1099 Vendors

1099 Amount

This process will read the paid invoice history file and identify all 1099 vendors. It will also gather their 1099 amounts by 1099 type and total the 1099

amounts. An edit report, which shows any missing information, is given at the end of the scan process. Investigate any line that contains an *'.

tXQDEE 2021/10/21 1l€:41:17 TOWN OF SAMPLE FlexCGend (7.117) Page: 1

Selected Vendors Edit Report
Vendor Name 1055 Type SSH % Tax # Reporting Amt

-00011e TEST RECORD 01 RENTS 995-55-5953 99-99595955 £250.00
714 Armstrong Lane
COLUMBIA, 6 TN 38401
il Vendor 105%9% amount is less than €00.00

R-0002€0 JAMNE DOE 07 HNONEMPLOYEE COMP 995-99-9260 99-9999995 #1,500.00
714 Armstrong Lane
COLUMBIA, TN 38401

¥-000019 Z BUILDER 03 OTHER INCCME 955-95-5€33 $5-95559595 $850.00

714 Armstrong Lane
COLUMBIA, TN 38401

* End of Report: Local Government Data Demo *
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Select 1099 Vendors

1099 Amount

“Vendors over 1099 Limit” will pull all 1099 vendors with payment history of $600 and above. Below are examples reports:

-

.
1099 Amount Selection Information - 1

1099 Amount Check

A 1099 Amount - Use only paid invoices and invoice

fine amounts that have been flagged £111093 vendors who have paid invoices for this

as 1099 throughout the tax year. tax year have been identified. You may only want
B. Invoice Amount - Use the total invoice amount on all to include those vendors whose 1089 amount is not
less than the 1099 Amount Limit of § 600.00 which
is set on the Purchasing Control file.

invoices that have been paid to a
vendor this tax year.
C. Check Amount - Use the check amount on all invoices

In this example, the selection made was vendors
by 7099 amount, and Vendors over 1099
Limit.

The report below shows that one vendor
matches this criteria.

that have been paid to a vendor this optons This vendor was flagged as a 1099 vendor and
tax year. [ Check amount = Inveice 1. Inch Amount Check Option gy . o
amount - Credits and Discounts). 2Inch  Vendors over 1099 Limit the amount they were paid excess $600 limit in
m: All selected vend the purchasing control.
| — Select Amount To Use L1 e p y
1099 Amount 1 1 — |
Invoice Amount
Check Amount
'I'KQI:IEIS 2021,10/21 05:23:14 TOWN OF SAMPLE FlexFen4 (7.10T) Page: 1
Selected Vendors Edit Report
Vendor Name 1055 Type SSN # Tax Reporting Amt
A—-0002€0 JAMNE DOE 07 HOMEMPLOYEE COMP 5999—-99-92&¢0 S959-999999%9 %1,500.00

714 Armstrong Lane
COLUMBIA, TN 38401

* End of Report: Local Government Data Demo ¥
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Select 1099 Vendors

1099 Amount

All selected vendors” will pull all 1099 vendors regardless of the amount of payment history. Below are examples reports:

P

1

naa A

099 Amount Selection Information

A 1099 Amount - Use only paid invoices and invoice
line amounts that have been flagged
as 1099 throughout the tax year.

B. Invoice Amount - Use the total invoice amount on all

invoices that have been paid to a

~,

1099 Amount Check

Al 1099 vendors who have paid invoices for this

tax year have been identified. You may only want

to include those vendors whose 1093 amount is not
less than the 1099 Amount Limit of $ 600.00  which

S

In this example, the selection made was
vendors by 7099 amount, and All selected
Vendors.

The report below shows three vendors that

vendor this tax year. ) )
C. Check Amount - Use the check amount on all invoices is set on the Purchasing Control file. matches thls criteria.
that have been paid to a vendor this Options:
tax year. [ Check amount = Invoice 1. Inch Amount Check Option
amount - Credits and Discounts). 2inel Vendors over 1099 Limit Since the selection was for “All” 1099
C——— et Aot To Uee - ™ All selected vendors vendors the report pulled all the vendors that
1099 Amount : y — [ were flagged as a 1099 vendor.
Invoice Amount
Check Amount
F=co=s 2021/10,21 10:00:34 TOWN OF SAMPLE FlexGen4 (7 .10} Fage -

—00D01lLle

R—0D0ZE0D

F— 0000 LlLS

~ End of

Vendor Name

TEST RECORD
Tl4 Armstrong Lane
COLUMBIAR, TN 38401

-

TANE DOE
Tl4 Armstrong Lane
COLUMBTIAR, TN 28401

Z BUILDER
T14 Armsctrong Lane
COLUMBIA, TN 22401

Report: Local Gowvernment Data

Selected Vendors Edit Report
10%% Type

01 RENTS

Vendor 1055 amount is less than €00 .00
07 NONEMPLOYEE COOMDP
032 OTHER INCOME

Vendor 1099 amount is less than e00 00

Damo -

SsH 2

S595—995—59553

S595—9595—52€0

S555—995—5€33

Tax # Reporting Amc

S95—59955595 £250 .00

S$95—595595595 F1L,500.00

SS5—959959999 300 _00
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Invoice Amount

control.. Below is an example reports:

g ™ f
1099 Amount Selection Information 1099 Amount Check

A. 1099 Amount - Use only paid invoices and invoice

e e e e [ [ | All 1099 vendors who have paid invoices for this

as 1099 throughout the tax year. tax year have been identified. You may only want
B. Invoice Amount - Use the lotal invoice amount on all to include those vendors whose 1099 amount is not
invoices that have been paid to a less than the 1039 Amount Limit of § 600.00  which

vendor this tax year.

o is set on the Purchasing Control file.
C. Check Amount - Use the check amount on all invoices

Select 1099 Vendors

Invoice Amount selected by "Vendor's aver 7099 Limit “ will pull 1099 vendors by the total amount of invoices paid and report only vendors that meet the 1099 Limit set on the purchasing

In this example, the selection made was vendors by /nvaoice
Amount and Vendors over 1099 Limit .

This process will review all 1099 vendors and the total of all invoices
paid. All vendors that have a total paid of $600 and above will display
on this report.

In this case, regardless if the invoice was marked yes or no for 1099, the

714 Armstrong Lane
COLUMBIA, TN 38401

¥Y-00001% Z BUILDER 03 OTHER INCOME
714 Armstrong Lane
COLUMBIA, TN 38401

* End of Report: Local Government Data Demo *

Options:
that have been paid to a vendor this . . .
Sy ey 1. Inch Amount Check Option amounts will be included in the totals.
amount - Credits and Discounts). 2. Inch Vendors over 1099 Limit L.
" M oiecied vendors The report below shows two vendors that match this criteria. One vendor,
— . . . . .
R Select Amount To Use = Z Builder, the total amount of $850 includes two invoices. Invoice one for
1099 Amount I ] = $300 which was marked yes for 1099’s, (reference to page 17) and
Inveice Amount invoice two for $550 that was not flagged for 1099's .
Check Amount
[®Q0ss 2021/10/21 11:17:52 TOWN OF SAMPLE FlexGen4 (7.1UT) Page: 1
Selected Vendors Edit Report
Vendor Name 10959 Type S5N # Tax # Reporting Amt
A-0002€0 JANE DOE 07 NONEMPLOYEE COMP $99-99-9260 59-999995% %$1,500.00

(invoice is referenced in slide #9 )

995-995-5€33 99-599999%5 $850.00

NOTE: This process is used when vendors were not flagged for 1099’s and/or invoices were not flagged correctly.

1
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Select 1099 Vendors

Invoice Amount

Invoice Amount selected by “Alf selected vendors” will pull 1099 vendors by the total amount of invoices paid. Below is an example:

-
1099 Amount Selection Information

A 1099 Amount - Use only paid invoices and invoice
line amounts that have been flagged
as 1099 throughout the tax year.

B. Invoice Amount - Use the total invoice amount on all
invoices that have been paid to a
vendor this tax year.

C. Check Amount - Use the check amount on all invoices
that have been paid to a vendor this
tax year. [ Check amount = Invoice
amount - Credits and Discounts).

~

1099 Amount Check

All 1099 vendors who have paid invoices for this
tax pear have been identified. You may only want
to include those vendors whose 1099 amount is not
less than the 1099 Amount Limit of $§ 60000 which
is set on the Purchasing Contral file.
Options:

1. Inch Amount Check Option

2. Inch Vendors over 1099 Limit

In this example, the selection made was vendors by
Invaice Amount and All selected vendors.

This process will review all 1099 vendors and pull the total of
all invoices paid. It will not reference to the 1099 limit when
creating this report.

In this case, regardless if the invoice was marked yes or no for
1099's the amounts will be included in the totals.

| I—— lect A T ] |
frario il m All selected vendors
1089 Amount The report below shows three vendors that match this criteria.
e | | . _ . . . . .
Invoice Amount ES One vendor is less than the 1099 limit which is highlighted in
Check Amount
yellow.
[fXG0SS 2021/10/21 13:44:-28 TOWN OF SAMPLE FlexGend (7.11) Page: 1
Selected Vendors Edit Reportc
Vendor Name 10595 Type SsHM # Tax # Reporting Amt
—00011l&€ TEST RECORD 01 RENTS 9599—99—-9953 99—-999595999 $250.00
T7l4 Armstrong Lane
COLUMBIAR, TH 38401
o Vendor 1l0959% amount is less than €00 .00
R—-0002€0 JANE DOE o7 NONEMPLOYEE COMP 5995-95-5260 55-99959599 F1,500.00
714 Armstrong Lane
COLTMBIARA, TN 32401
M—-00001lS Z BUILDER 03 OTHER INCOME 5995-99-5633 55-99959599 £850.00

L

T1l4 Armstrong Lane
COLUMBIAR, TN 32401

End of Report: Local Government Data Demo

o

NOTE: This process is used when vendors were not flagged for 1099’s and/or invoices were not flagged correctly.
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Select 1099 Vendors

Check Amount

Check Amounts - Discounts/Credits = Total amount reported

Check Amount selected by “Vendor's over 1099 Limit “ or “All selected vendors” works the same as the /nvoice Amount feature , however it will subtract all

discounts/credits applied.

ESEEEE-EEEEELEEE iisi
) [ Credts: [ 500.00 I over 1099 Limit.
VendorNe:  [4~ [G00005 Discount: | PO Balance: | 0.00
Invoice No:  [g55 Inv Amt [™2000.00 = Lines Total: [ 200000
Sub Cost  Sub
Lire Fnd Funct Obj Fnd Centr Obj Description I Amount
| 1 (110 |41200 |259 | | | | 2500.00 $2’000
[JUDICIAL Liq Amt: [ 000
[OTHER PROFESSIONAL SERVICES CieditAmt |
1099Fag [0 [7ES  Anticipated Disc: | GASBFlag |2 [ND . -
= S . credits are applied.
[2 10 [#1200 [253 | [ [ooo
[JUDICIAL Lig Amt [ ooo
|OTHER PROFESSIOMAL SERVICES Credit Amt: | 500.00
1099Flag [1 [VES  Anicipated Disc: | GASBFlag 2~ [ND listed regardless of the amount they are pard.

In this example, the selection was vendors by Check Amount and Vendor's

The invaice was $2500 with a $500 credit, making the total check amount

Below report shows total of $2,000 which is the amount of payment after the

** Note: If “all selected Vendors” are selected every vendor marked as 1099 vendor will be

TXQ095 2021/10/21 14:2¢€:48

Vendor Name

R-000005 ABC

714 Armstrong Lane
COLUMBIA, TN 38401

TOWN OF SAMPLE
Selected Vendors Edit Report
1085 Type SSN ¢

03 OTHER INCOME 999-55-9921

FlexGend (7.1U)

Tax ¢

95-59995999

Page:

Reporting Amt

$2,000.00

13
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;IE Update Payee Information QE

Update Payee Master File

This step is selected after the Scan Paid Invoices has been
ran and you have reviewed the edit reports for any errors.
All of the vendor information on the purchasing system that
is needed for the 1099’s will be loaded. (This option
completes quickly)

@ 21/10/25 - 1099 Menu - TXMOO1

FileMaint. Reports Process Comections Replacement Help

Transmitter Record Maint,

Payer Record Maint.

Select 1099 Vendors

[Updil\mg Payee Master File

Scan Paid Invoices Procssins. | [ s I
Update Payee Master Fil _

Payee Master File Maint, | EERT
Repeat Tax No Edit Report
Payee Master Edit Report

Payee Master File Maintenance

After you have updated the Payee Master File with the vendors who were
identified during the scan process, you can add, delete, or maintain their
information with this option. Vendors that were not properly setup until the end of
the calendar year can be added through this option by selecting the 'Purchasing
Vendors' from the F2 lookup under Vendor No and fill in the required information
on this page.

=

@ TXF020 - Pafee Master File -
Year [2021 Payer EIN: [52-1234567 Wendor Mo: |T M E] Record Type: |5 << | -
Naml: |ECIINGIEG]

2 I Feporting Amt: | 850.00
Addr | 714 Armnstrong Lane
Addr2: | 1 = Rents: |
City: JCOLUMBIA 2 = Royalties: I
Sk TN 3 = Other Income: | 850.00
Zip Type: [01  [DOMESTIC 4 = FIT witheld: —
Zip Code: |384D1 | 5 = Fighing Boat Prcds: |
6 = Medical/Health Care: |
TINTYPE: [T Ein:  [99-9983539 ,
I— 7 = Monemployee Comp: |
SSN: 8 = Substitute Payments: |
Mame Control: | A = Crop Insurance: |
Aecaunt Mo- [~-000013 B = Excess Gold Parachu: |
Office Code: | C = Legal Services: |
N i ,_ D = Section 4094 Deferrals:'
IRS Notified T wice: E = Section 4094 Inhcome: |
Total Armount: | 850.00
Exit (Esc] | Update (F4] | Delete [F&] | Add F5) | | |

Note: If you have multiple EIN’s, you will run all previous options for the first EIN and then select Update Payee Master File before selecting the

next EIN.
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Update Payee Information

-

Payee Master File Maintenance

Any changes made here will not affect the vendor purchasing file. If you make changes here and run the option to scan paid invoices
again, your changes will be lost. Also, if you have a sole proprietor vendor you must put the DBA (Doing Business As) name on ‘Name 2’ for
the 1099 form to be compliant per IRS.

45 TXF020 - Payee Master File

Year [2021  PaverEIN: [521234567 Yendor No: W oo0z60  Record Type: [B ﬂ i‘

§
e
S

Maml: |JANE DOE

2 | Reporting Amt: [9500.00
Addr | 714 Armstrong Lane
add2: | 1=Rents S
City: |COLUMBIA 2 = Royalties: —
St |TH 3 = Other Income: |—
Zip Type: |01 [DOMESTIC 4 =FIT Witheld —
Zip Code: |384U1 I_ 5 = Fishing Boat Preds: |7
ntvee e [BamEsEE : - :edlcaI/Heallh Care._' [ sooo0
= MNonemployee Comp: [~ 100000
S5N: 8 = Substitute Payments: |__—
Name Controt | A = Crop Insurance: [
Aecount No:-|A-000260 B = Excess Gold Parachu: |—
Dffice Code: C = Legal Services: |7

IRS  Notified Twice: |

Exit(Esc) |  Update (F4) |

D =Section 4034 Deferrals: |
E =Section 4094 Income: |

Total Amount:

Delete [F§) | |

[ 1500.00
|

For 1099 vendors that were paid for two or more reporting
types, under the Payee Master File Maintenance you can split
the amounts accordingly.

In the example, we have Jane Doe who has $1,500 tofa/
reporting amount, however $500 is for Medical/Health Care and
$1,000 is for Nonemployee Compensation.

Tip: If you want the 1099 to have the individual’s name listed first
instead of the business, be sure to list the individual’s name in the
‘Name 1’ field and the business name in the ‘Name 2’ field.
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This option produces an
edit report of the Payee
Master File. Itisin tax ID
number order. Repeat tax
ID numbers will be
identified by “*’ between
the vendor number and
name. The total number of
repeat tax numbers will be
at the end of the report. If
repeat tax ID numbers are
found, they should be
consolidated under one
payee master record and
the others deleted before
proceeding with the 1099
process. (Go to ‘Payee
Master File Maintenance’
to consolidate and delete
the records.)

Update Payee Information

Repeat Tax No. Edit Report

4% = RDepeat Tax ID Number &% 002 Duplicate Tax ID Numbers Detected *%¥

tl‘XQ-Z:‘.S 2021/10/25 1€:19:44 TOWN OF SEMFLE FlexGen4 (7.17) FPage: 1
Repeat Tax No Edit Report
Other FIT Fish Boat Nonemp Med. Health Substitute Crop Ins Gldn Prch Legal Srv
Rents Royalties Income Witheld Proceeds Comp Payments Payments Proceeds 405A Dfrl 405A Inc

[Tax ID Edit Check: ** = Repeat Tax ID Number
Payer: €2-12345€7 CITY OF ANYWHERE
[Vendox: -Q001l1le TEST RECORD
[TIN Type: 1 714 Armstrong Lane

COLUMBIA, TH 22401
[TIN No: 9599599995 105%% Amt: 250.00

250.00

[Vendox: A-000005 *+* ABC
[TIN Type: 1 714 Armstrong Lane

COLUMBIZ, TN 38401
|TIN NHo: 55-955955559 1095 Amt: 2000.00

2000.00
. e o * ¥

Vendor:  A-0002€0 ** JANE DOE Note: This report will show you
[TIN Type: 1 714 Armstrong Lane

COLUMBIA, TN 22401 []y vendors that have repeal‘ed
|TIN No: 55-5555555 1055 Amt: 1500.00 E//V/SS/V b A/ t t/] d f

numaoers. Aiso, at the ena o
1000.00 500.00
the report it will show the total of

|[Vendor: ¥-00001s ** Z BUILDER
[TIN Type: 1 714 Armstrong Lane /|

T ey Lene duplicates that were found.
[TIN No: 55-995955995 1055 Amt: 250.00

250.00
250.00 2850.00 1000.00 S00.00
Total for all amount types for this payer: 4€00.00

Tip: Add the lesser 1099 amount to the record that has the greater 1099 amount then delete the record with the lesser 1099 amount. Run the Report Tax No. Edit

Report again to ensure there are no more errors.
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After you have added
all of the 1099 vendors
that you are going to
process and have done
any necessary
maintenance, you can
run the edit report to
determine if there is
any missing or incorrect
information on the
Payee Master File
before you go to the
processing steps. The
**** denotes any errors
detected. You will need
to investigate those
vendors with errors.

Update Payee Information

Payee Master Edit Report

[Tax Year: 2021
Payer: €2-12345€7 CITY OF ANYWHERE
-00011€

[Vendoxr: TEST RECORD

TIN: 59-5555555 714 Armstrong Lane

COLUMBIA, 38401
2000.00
[Vendor: A-0002€0 JANE DOE

TIN: $9-5999999 714 Armstrong Lane
COLUMEIA, 38401

Q200 2021/10/25 1€:42:14 TOWN OF SAMPLE FlexGend (7.10) Page: 1
Payee Master Edit Report
Other FIT Fish Boat Nonemp Med.Health Substitute Crop Ins Gldn Prch Legal Srv
Rents Royalties Income Witheld Proceeds Comp Payments Payments Proceeds 405A DEfrl 405%A Inc

TIN: 99-59999599 714 Armstrong Lane
COCLUMBIA, 38401
250.00
- 1099 amount less than 1095 Control amount of €00.00
[Vendoxr : A-00000% ABC

Note: This report will show you
** by vendors that have errors.

*+ Errors have been detected **+

* End of Report: Local Government Data Demo *

1000.00 500.00
[Vendox : ¥-00001% Z BUILDER
TIN: 559-5555555 714 Armstrong Lane
COLUMBIA, 38401
850.00
250.00 2850.00 1000.00 500.00
[Total 1059 Amount For €2-12345€7: 4€00.00
250.00 2850.00 1000.00 500.00
[Total 1099 Amount For Al]l EINs: 4€00.00

You should check for missing information such as taxpayer identification number.
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Generate Payee B Records
Select the EIN’s that you are
reporting by using the ‘F2
Lookup’ and tagging the ones
that you wish to

process. Remember as
elsewhere in the software the
enter key is used as a toggle
and will remove the tag as
well as tag an item. Press the
escape key when done with
your selections. It will then
create the payee B records
using the information from the
payee master file.

Payee B Record Edit Report
This report identifies any
missing or incorrect
information. Any incorrect
information can be corrected
under the Payee Master File
Maint option under the File
Maint. Panel after this edit is
complete. After all corrections
have been made, you must
rerun step 1(Generate Payee
‘B’ Records).

Process 1099’s

@ 21/10/25 - 1099 Menu - TXMO0O01

File Maint. Reports Process Corrections Replacement Help

Generate Payee 'B' Records
Payee B Record Edit Report
Payee B Record Listing
Print 1099 MISC Forms
Print 1099 NEC Forms
Create 1099 Work File

1099 Work File Edit Report
Create 1099 IRS Tax File

Print 1099 MISC Forms

This option will print all types except
nonemployee compensation records. This
option runs by range, but it defaults to
include all the payee B records that you have
selected. To print them all, simply press the
‘F4 Update’ key, which is displayed at the
bottom of your screen. If you have problems
during the print process, you can run this
option again. You will select Print 1099
Forms and the form type you need and the
Beginning and Ending Payee range. You
have 3 options: select a single 1099, a range
of 1099 forms, or you can print them all. The
example form listed below provided by IRS
website.

Print 1099 NEC Forms

Payee B Record Listing

Produces a listing of payees and shows
the current information that you are
reporting on their 1099’s. You must run
the ‘Generate Payee B Records’ option
under the 1099 Process menu, before any
information will display/print on this report.
This report is optional but is a good tool in
verifying the information on the 1099’s
you will be printing in the next step.

This option will print only nonemployee compensation
records. This option runs by range, but it defaults to include
all of the payee B records that you have selected. To print
them all, simply press the ‘F4 Update’ key, which is
displayed at the bottom of your screen. If you have
problems during the print process, you can run this option
again. You will select Print 1099 Forms and the form type
you need and the Beginning and Ending Payee range. You
have 3 options: select a single 1099, a range of 1099 forms,
or you can print them all. The example form listed below
provided by IRS website.
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Process 1099’s

1099 MISC Forms

Laser Forms come as three separate forms. You must enter the print option 3 times to
print each form. You will need to switch the form to the next form before printing each

@3 21710725 - 1099 Menu - TXM001

File Maint. Reports Process Corrections Replacement Help

Generate Payee ‘B’ Records time. You will also need to escape out of the print option after each run.

Payee B Record Edit Report

Payee B Record Listing 9595 [ ]voiD [ | CORRECTED

5 PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Rents OME No. 1545-0115

Print 1099 MISC Forms or foreign postal code, and telephn{le no. . N

Print 1099 NEC Forms $ Form 1099-MISC Miscellaneous

Create 1099 Work File 2 Royaliies (Rev. January 2022) Information

For calendar year

1099 Work File Edit Report $ 2

Create 1099 IRS Tax File 3 Other income 4 Federal income tax withheld Copy A
$ $ For

Print 1099 MISC Forms

This option will print all types except nonemployee
compensation records. This option runs by range, but it
defaults to include all of the payee B records that you have
selected. To print them all, simply press the ‘F4 Update’

PAYER'S TIN

RECIPIENT'S TIN

5 Fishing boat proceeds

$

6 Medical and health care
payments

$

Internal Revenue
Service Center

File with Form 1096.

RECIPIENT'S name

7 Payer made direct sales
totaling $5,000 or more of
consumer products to
recipient for resale

8 Substitute payments in lieu
of dividends or interest

$

For Privacy Act
and Paperwork
Reduction Act

Street address (including apt. no.)

9 Crop insurance proceeds

10 Gross proceeds paid to an
attorney

Notice, see the
current General
Instructions for

S $ $ -
key, WhICh IS dISp|ayEd at the bOttom Of yOUI’ screen. If yOU City or town, state or province, country, and ZIP or foreign postal code 11 Fish purchased for resale |12 Section 409A deferrals Cer‘t_aln
h b duri th int thi Information

ave problems during the print process, you can run this . . Retums.
Optlon agaln You WI” SeIECt Prlnt 1099 Forms and the form 13 FATCA filing | 14 Excess golden parachute |15 Nonqualified deferred
type you need and the Beginning and Ending Payee range. f“gme"‘ payments compensation
You have 3 options: select a single 1099, a range of 1099 S $ $ |
. . . Account number (see instructions) 2nd TIN not. |16 State tax withheld 17 State/Payer’s state no. 18 State income
forms, or you can print them all. The example form listed is 0 s $
provided by IRS website. $ $

Form 1099-MISC (Rev. 1-2022)

Cat. No. 14425]

www.irs.gov/Form1099MISC
Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

Department of the Treasury

- Internal Revenue Service

The use of continuous forms has been discontinued. Our system will only print Laser Forms.
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Process 1099’s

1099 NEC Forms

Print 1099 NEC Forms

This option will print only nonemployee compensation records. This option runs by range, but it defaults to include all of the payee B records that
you have selected. To print them all, simply press the ‘F4 Update’ key, which is displayed at the bottom of your screen. If you have problems
during the print process, you can run this option again. You will select Print 1099 Forms and the form type you need and the Beginning and Ending
Payee range. You have 3 options: select a single 1099, a range of 1099 forms, or you can print them all. The example form listed below provided
by IRS website.

Laser Forms come as three separate forms. You must enter the print option 3 times to print each form. You will need to switch the form to the
next form before printing each time. You will also need to escape out of the print option after each run.

7171 [ JvoID [ | CORRECTED
PAYER'S name, street address, city or town, state or province, country, ZIP OMB No. 1545-0118
or foreign postal code, and telephone no.
@3 21/10/25 - 1099 Menu - TXM001 ¢ Form 1099-NEC
Nonemployee
File Maint. Reports Process Corrections Replacement Help (Rev. January 2022) Compensation
Generate Payee ‘B’ Records For calendar year
20
P Record Edit R
s B Record Edit eport PAYER'S TIN RECIPIENT'S TIN 1 Monemployee compensation Copy A
deee B Record Liﬁing $ For Internal Revenue
Print 1099 MISC Forms RECIFIENT'S name 2 Payer made direct sales totaling $5,000 or more of = Service Center
consumer products to recipient for resale | File with Form 1096,
Print 1099 NEC Forms 3 . For kpgvadcv Act a 4
2 i t
Create 1099 Work File Street address (including apt. no.) aﬁs{,\;‘;_rse:tﬁ:éﬁpreﬁt
" General Instructions for
1099 Work File Edit Report 4 Federal Incoma tex withheld Certain Information
) City or town, state or province, country, and ZIP or foreign postal code $ Returns.
Create 1099 IRS Tax File 5 State tax withheld 6 State/Payer's state no. 7 State income
Account number (see instructions) 2nd TIN not. $ $
[ $
Form 1099-NEC (Rev. 1-2022) Cat. No. 72590N www.irs.gov/Form1099NEC Department of the Treasury - Internal Revenue Service

Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

NOTE: 1099-NEC forms have been adjusted where it will print 3 forms per page. The 1099-Misc forms will remain the same, 2 forms per
page.

$S9004d 6601 U9SX914

=
—




Process 1099’s

Filing your returns electronically

The following options only need to be run if you are filing your returns electronically:

Create 1099 Work File

This process pulls together all the information that is required for reporting to the
IRS and loads it onto a 1099 work file that will be used to create the file for the
IRS.

1099 Work File Edit Report

This report will identify any information that may have errors before they are loaded
onto the file.

Create 1099 Diskette

This Option builds a file you will send to the IRS. It gives a browse option to allow
you to copy your file to a diskette, flash drive, or folder depending on your setup. If
your system is set to copy files to a folder or flash drive, then you will retrieve the
1099 file from that location to electronically file your returns to the IRS.

The IRS deadline for electronic filing is January 31, 2022
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Reports

@5 21/10/25 - 1099 Menu - TXM0O1 The reports under this panel are optional. You may run any report as needed
¢ FileMaint. Reports Process Corrections Replacement Help to Verify totals, Verify corrections, view payee records, etc.
Payer File
Payee Master File
Payee Master History Payee B Records
Payee B Records
R produces a listing of payees and shows the current information that you are reporting on
€ Original Payee B Records their 1099’s. You must run the ‘Generate Payee B Records’ option under the 1099

1009 nwoice History Accounts Process menu before you will get any information on this report

Corrected Master Records

shows the payee master records that have been corrected and the reason why they

Payer File were corrected. Corrected master records are those records that have already been
produces a listing of the payer files. reported to the IRS and need to be changed for some reason. You must first make a

_ correction to a payee master record under the Corrections Menu before you will get any
Payee Master File information on this report.
produces a listing of payee files. Original Payee B Records
Payee Master History produces a listing of the payee B records as they were before you made any

_ o . corrections.
produces a listing of payee master file information

for previous years. 1099 Invoice History Accounts

produces a listing that reflects the 1099 amount of paid invoices/checks per vendor that
were flagged as 1099 'Yes' on the invoice account line when an invoice was added.

The IRS deadline for electronic filing is January 31, 2022
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Creating a replacement disk

If the IRS receives the electronic file and cannot read it or if the file is lost; complete all options on the ‘Replacement’ menu
to re-generate your original file. The file will be copied to a flash drive, or folder depending on your setup. Electronically
resubmit the file to the IRS as an Electronic Replacement.

Do not use these options if the IRS found errors or corrections that need to be made.

@ 21/10/25 - 1099 Menu - TXM0O1

File Maint. Reports Process Corrections Replacement Help

Replacement T Record Maint.
Select Payers For Replacement
Replacement B Record Edit Rpt
Print Replacement 1099 Forms
Create Replacement Work File
Replacement Work File Edit Rpt
Create 1099 IRS Tax File

After you have completed the 1099 process, run the ‘Update Calendar To Date Totals’ option by selecting ‘Period
End’, ‘Year End’, ‘Calendar’ and ‘Update Calendar To Date Totals’. The Beginning Activity Date will be 01/01/2022
and the Ending Activity Date will be 12/31/2022. This will update your vendor activity for the new year.
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Making Corrections

If corrections need to be made after the file has been sent to the IRS, proceed through each option on the

Corrections menu to generate a corrected file.

@3 21/10/26 - 1099 Menu - TXMO01

File Maint. Reports Process Corrections Replacement Help

Payee Master File Corrections
Corrected Payee Master Edt Rpt
Generate Corrected B Records
Corrected B Records Edit Rpt
Print Corrected 1099 Forms
Print Corrected 1099 NEC Forms
Create Corrections Work File
Corrections Work File Edit Rpt
Create 1099 IRS Tax File

Create Corrections Work File & Corrections Work File Edit Rpt

Payee Master File Corrections & Corrected Payee Master Edit Rpt
Payee Master File Corrections allow you to correct the errors made. The Corrected Payee
Master Edit Report will review for errors.

Generate Corrected B Records & Corrected B Records Edit Rpt
Generate Corrected B Records reviews the correction made and creates information to
print on the corrected form. Corrected B Records Edit Report will review information for
errors.

Print Corrected 1099 Forms & Print Corrected 1099 NEC Forms

These two options allow you to select the type of form you need to print as a correction
for your vendor(s).

Create Corrections Work File pulls the information from the correction form to compare a before and after picture of the two filings for the vendor(s). Corrections Work File Edit Report

will review information for errors.

Create 1099 IRS Tax File

Create 1099 IRS Tax File will create the electronic correction file to be submitted to the IRS. A browser box will display allowing you to select the location to load the file.

Note: Base on what vendor record(s) you correct make sure you select “Print Corrected 1099 Forms” for the 1099-MISC and “Print Corrected
1099 NEC Forms” for the 1099-NEC.
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Filing 1099 Returns Electronically

Who must file electronically? se

If you are required to file 250 or more information returns, you
must file these returns electronically.

® . .
a9 How to get approval to file electronically? ®e
) ..

File Form 4419, Application for Filing Information Returns Electronically/Magnetically,
at least 30 days before the due date of the returns. Once approved IRS will assign a
Transmitter Control Code (TCC). If you already have a TCC for filing by magnetic
media, you do not need another TCC for electronic filing. Form 4419 can be faxed to
the IRS at (877) 477-0572 from within the U.S. or the form can also be mailed to

Internal Revenue Service
230 Murall Drive, Mail Stop 4360
Kearneysville, WV 25430

Once a TCC is obtained, electronic filers browse to https://fire.irs.gov and select
“Create New Account” and assign their own user ID, password, and PIN (Personal
Identification Number.)
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https://fire.irs.gov/

Electronic Filing Procedures

o Browse to https://fire.irs.gov and log in using your user ID and password

« At Menu Options click “Send Information Returns”

e Enteryour TCC

. Enter your EIN

o Click “Submit”

«  The system will display your company information. Verify or update company information as needed then click “Submit”
« Click “Original File”

o  Enter your 10-digit PIN

o  Click “Submit”

If your IRSTAX file was copied to a flash drive, place flash drive from Local Government software into PC

« Click “Browse” and go to the appropriate drive letter, if you are using a flash drive (example E:). If your IRSTAX file was copied to
a folder, you will 'browse' to that folder location to retrieve the file.

« Select the file “IRSTAX" from the folder or drive.

o Click “Upload”

« When the upload is complete, the screen will display the total bytes received and tell you the name of the file you just uploaded

« Itis your responsibility to check the acceptability of your file; therefore, be sure to check back into the system in 1-2 business days
using the “Check File Status” option.

For more detailed filing instructions or further information refer to Publication 1220. Forms and publications may be downloaded from
www.irs.gov or ordered by calling 1-800-829-3676. Information can also be obtained by contacting the IRS Customer Service Section toll-
free at (800) 829-3676 between 7:00 a.m. and 7:00 p.m. local time, unless otherwise noted, Monday - Friday.
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https://fire.irs.gov/
http://www.irs.gov/

Thank you for

attending our
Flexgen 1099 Class.

https://www.localgovernmentcorporation.com/

12/06/2022
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