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Government Software Systems & Service

Accounts Payab{d 099 Processing

WELCOME TO THE ACCOUNTS PAYABREPROCESSING
WEBINAR

WE WILL BE WITH YOU SHORTLY.
TO HEAR THE AUDIO PORTION OF THE WEBINARBEDLL

PLEASE DIAES8B88-61/-3400 AND ENTER
PASSCODE 908952
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- o\Verify Table 114
Step 1 Accounts Payat Setting S )
~ wWerify 1099 Threshold
Step 2 .
Shenl  Settings J
.
sep3 [ 01099 / 1096 Processing
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wVerify Table 114
Step 1 -
SIEEE  Settings
J
w\Verify 1099 Threshold
Step 2 .
Shenl  Settings )
.
sep3 [ 01099 / 1096 Processing
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Government Software Systems & Services

Upper Lower Town - Accounts Payable

Vendor Maintenance Invoices and Checks Reports Periodic Processes Site
iVendor Maintenance Open Invoices Discount Performance 1099 Threshald Types Site Parameters
Vendor History Quick Invoice from PO Check Register 1099 Processing User Tables
People-Places-Things Quick Invoice without PO Open Checks Report
W-9 Letters Renumber Checks
Void Checks Open Invoices Report Outstanding nveices Report Laser Check Re-Print
Check Reconciliation Closed Invoice Report Invoice Search Reset Current Check Run
Approval of Invoices Cash Requirements Report ZP+4 Update
Pending Asset Completion Approval of Invoices By Bank inanci i %TD Check Register .
g p! pp ¥ Financial Tranzactions g From the main
Approval Report Vendor Lists State Sales Tax Maintenance mer_1u, find the
Approved by Department Report Vendor Mailing Labels County Sales Tax Maintenance Site menu
Approved One Bank Report Vendor File Labels Vendor Consolidation column and
select User
Accounting Report Tables
Generate Checks Report Launcher
Check Registers
Print Checks
Direct Deposits
Cleanup

Accounting Update

Freedom SystemsAccounts Payable 1099 Processing 4
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User Defined Fields

Table ID: 114 Desc: |1099 Types Entry Size: 0 Spstem ID: |ap

Entry from Screen Description Table ID Table Purpoze "\ <- Click to sort Use the arrow keys

4 & 41099 [ | Remove 100 Vendor Status \ [M] to adv?gclelio Table
51033 [ | Remove 10 Types of Valid Addresses \ Celect

G
L L1033 \ [] | Remove 102 Posting O ptions elect

M M1099 . DfRemwe | 1 IR ke N types is displayed.
R g

5

Verify the correct
list of your 1099

i

1
R1033 R

0
51099 R i
O [ Remove | 112 |Diskette Dives \Fﬂ—ﬂi\\ neceer;tstfr?/issing
* [C] | Remove
[—] 114 1033 Types Select the format already

in place.
830 fi'endor R eports Selact
. When completed,
291 fPdlinvoices Salact B
300 Repaort Launcher Salect main menu.

NOTE: This step
typically only has
to be done once
in the life of your
system.

Freedom SystemsAccounts Payable 1099 Processing 5
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Government Software Systems & Services

Vendor Maintenance

:Vendor Maintenance

Vendor History
People-Places-Things

Void Checks
Check Reconciliation

Pending Asset Completion

Accounts Payable 1099 Processing

Step 2¢ Verify 1099 Threshold Setting

Upper Lower Town - Accounts Payable

Invoices and Checks

(Open Invoices
Quick Invoice from PO
Quick Invoice without PO

Open Invoices Report

Approval of Invoices
Approval of Invoices By Bank

Approval Report
Approved by Department Report
Approved One Bank Report

Generate Checks
Check Registers
Print Checks
Direct Deposits

Cleanup
Accounting Update

Reports

Dizcount Performance
Check Reqgister
Open Checks Report

Qutstanding Invoices Report
Closed Invoice Report

Cash Regquirements Report
Financial Tranzactions

Vendor Lists
Vendor Mailing Labels
Vendor File Labelz

Accounting Report
Report Launcher

Periodic Processes

1099 Threshold Types
1099 Processing

W-5 Letters

Invoice Search

Site

Site Parameters

Reset Current Check R
ZIP+4 Update
%TD Check Register

State Sales Tax Maintenance
County Sales Tax Maintenance
Vendor Consolidation

Freedom SystemsAccounts Payable 1099 Processing

You must have
threshold settings
established for
each 1099 type you
intend to process.

To establish the

types select 1099

Threshold Types
from the main
program menu.
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EEESEEE . = Step 2¢ Verify 1099 Threshold Setting

1099 Threshold Types

1099 Type Minimum Yearhy Amt 1099 Box

$10.00 14 EIM: [12-345E729
- Organization Mame: | Upper Lower Town
L Address 123 Main Street
b Select the appropriate
E City State ZIF Angwhere Pa 55555 1099 types from the
pull down menu (the
¥ E $E00.00 7 —12-3456729 selections are
. populated by the
Organization Mame: | Upper Lower T Sy i vsar (e
Address 123 Main Street 114
City.State ZIF [&npwhere PA 55555 Complete the
remaining fields with
R E £1.00 7 ElM: [12-3456783 the appropriate data
Organization Mame: | Upper Lower Town and exit to th_e_ma'n
Address 123 Main Shast menu when finished.

NOTE: This step
typically only has to
be done once in the
life of your system.

City.State ZIF [&npwhere PA 55555

E £0.00 0 ElIN:

Organization M ame:
Addrezs

City State ZIF

Freedom SystemsAccounts Payable 1099 Processing 8
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«Verify Table 114
Step 1 Accounts Payal Setting S )
w\Verify 1099 Threshold
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Shenl  Settings )
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Vendor Maintenance

Vendor Maintenance

Vendor History
People-Places-Things

Void Checks
Check Reconciliation

Pending Asset Completion

Upper Lower Town - Accounts Payable

Invoices and Checks

(Open Invoices
Quick Invoice from PO
Quick Invoice without PO

Open Invoices Report

Approval of Invoices
Approval of Invoices By Bank

Approval Report
Approved by Department Report
Approved One Bank Report

Generate Checks
Check Registers
Print Checks
Direct Deposits

Cleanup
Accounting Update

Reports

Dizcount Performance
Check Reqgister
Open Checks Report

Qutstanding Invoices Report
Closed Invoice Report

Cash Regquirements Report
Financial Tranzactions

Vendor Lists
Vendor Mailing Labels
Vendor File Labelz

Accounting Report
Report Launcher

Accounts Payable 1099 Processing
Step 3¢ 1099/1096 Processing

Periodic Processes

1099 Threshold Types
1099 Processing

W-5 Letters

Invoice Search

Site

Site Parameters
User Tables

Laser Chesk Re-Print
Reset Current CHesk Run
ZIP+4 Update

%TD Check Register

State Sales Tax Maintenance
County Sales Tax Maintenance
Vendor Consolidation

Freedom SystemsAccounts Payable 1099 Processing

Select 1099
Processing from
the main menu to

advance to the
1099 processing
window,
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1099 Processing

1099 Year: 2009

EIN NHumber: 12-3456739

Step 1 l Vendor Maintenance

Step 2 l Create 1099 File ]

Step 3 l Print 1099 Register Report

Step 4 l Print 1088 'Possible Invoices’ Report ]

Step 5 l Print 1089 ‘Invoice Detail Report ]

Step 6 l 1099 Maintenance ]

Step7 lPrint 1099 Forms (Select Type Beluw}]

[ B (User Table 114)

Step 8 lPrint 1095 Form for 1088 Type [ahu‘.re}]

Step 9 l Create1099 Reporting File ]

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

Support File

J_P;r Vendor Maintenance - =
Vendor Maintenance
1] Vendor 1099 Year This Year Amt 1099 Amt <click heading
to sort
2163||FREEDOM SYSTEMS] No | | 2009 | 52,890.75 $26575 | [ Select |

Total Number of Vendors 1

Freedom SystemsAccounts Payable 1099 Processing

Step 17 Vendor
Maintenance

This displays a list of active
vendors during the reporting
fiscal year. Selecting a
vendor from this popup
window will advance you to
the vendor maintenance
screen where you can edit
vendor information.

There are two important
items to check: (1) The
10997 Box needs to be

checked for the reporting
year in order for a vendor to
be considered for 1099
processing and (2) each
1099 vendor must have a
valid EIN number.

Vendor maintenance
contains an option to view
invoices which displays all
the invoices on file for the

selected vendor and

provides the ability to
edit/correct the 1099 type
field.
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Vendor Maintenance

Enter a partial name or ID and then click Name Search or ID Search

Attach Files

o

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

View Files

Address 2550 EINHOWER AVENLE

78 Vendor Invoices

Yendar Basic Information | Log | YTD% - User Fields | ACH Parameters |
VendorlD: 2163 Hame: |FREEDOM SYSTEMS pemit FREEDOM SYSTEMS
Addr Type: Mail |Z| PPT: .
Contact: Fe Vendor Invoices - B X

Freedom SystemsAccounts Payable 1099 Processing

City:  NORRISTOWN PhoneNoType| Desc Date Status 1099 Type  Amt  <click hea
State: P4 | Zip: 13403 i o sor
— PRISH DB SETUP 3182009 P T 5540,00
Record: M 43af3 |+ M} | i |SE 1002351 MAINT. CONTRACT 22009 P M 52,195.00
Year Business ToDate 10392 YTD 1093 Amount 1002584 OFFICE SUPPLIES 12/24/2009] P T 525575
2005 $8.43250 (| $0.00 | | View Invoices
2006 $5.17267 O $19%5.00 | [ View Invoices
2007 $233375 O $1.9%5.00 | [ view Invoices
2008 $2.908 % O $000 | [ view Invoices
2009 $2.390.75 $255.75 | [ view Invoices
* 0 $0.00 $0.00 | [ view Invoices
Total Humber of Invoices 3 Amount Total 3299075
Set all 1089 types to default
u

NOTE: | f th
EIN needs to be edited,
you must do so using
the People-Place-
Things menu option
from the main menu of

the Accounts Payable
Program. The number
will then automatically
be updated throughout
the rest of the Accounts
Payable Program.

12
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Government Software Systems & Services

1099 Processing Support File
1099 Year: 2009
EIN Number: 12-3456739

Step 1 Vendor Maintenance

Step 2 Create 1095 File

Step 3 Print 1055 Register Report

Step 21 Create 1099 File

Step4 | Print 1099 'Possible Invoices’ Report

Click Create 1099 File to

Step 5 Print 108% Invoice Detail Report create the file that the

system will use to complete
the remaining steps.

Step 6 109% Maintenance

Step T |Print 1099 Forme (Select Type Below)

Mo [v|  (userTable 114)

Step 8 |Print 1095 Form for 1098 Type (above)

Step 9 | Create1099 Reporting File |

Freedom SystemsAccounts Payable 1099 Processing 13
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Step1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

1099 Processing

1099 Year: 2009

EIN Humber: 12-3456789

“endor Maintenance

Create 1059 File

Print 1099 Register Report

Print 1055 "Possible Invoices’ Report

Print 1089 ‘Inwvoice Detail Report

1099 Maintenance

Print 1089 Forms (Select Type Below)

M E (User Table 114)

Print 1056 Form for 1055 Type (above}

Create1089 Reporting File |

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

Support File

Freedom SystemsAccounts Payable 1099 Processing

Step 31 Print 1099 Register
Report

This report will display 1099

vendors, business amounts

and their federal ID numbers.
Vendors missing valid EIN
numbers will be identified.

14
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SEESESEES = Step 3¢ 1099/1096 Processing

Government Software Systems & Services

1098 Processing Support File
1099 Year: 2009
EIN Humber: 12-3456759
Step1 Wendor Maintenance
) Step 41 Print 1099 Possible
Step 2 Create 1099 File Invoices Report
Step 3 Print 1098 Register Report This report will display those

invoices without a 1099 code
for vendors subject to 1099
processing.

Step4 | Print 1099 'Possible Invoices’ Report

Step 5 Print 1099 ‘Invoice Detail Report In other words. a list of

invoices not included in the

Step 6 1099 Maintenance 1099 totals for a 1099 vendor

because the invoices did not

Step7 |Print 1099 Forms (Select Type Below) have a 1099ﬂ:ype assigned to
em.

M E (User Table 114)

These are invoices you need
to review and edit if
necessary (see Step 1) to
| reflect the correct 1099 type

Step & | Print 1056 Form for 10%% Type (ahmr&].|

Step 9 | Create1099 Reporting File code.

Freedom SystemsAccounts Payable 1099 Processing 15
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Government Software Systems & Services

1099 Processing Support File
1099 Year: 2009
EIN Humber: 12-3456739

Step1 Vendor Maintenance

Step 2 Create 10599 File

Step 3 Print 1089 Register Report

Step5i Print 1099
Det ail 86 Req

Step4 | Print 1099 "Possible Invoices’ Report

This report will display all
vendors subject to 1099
processing and the invoices
Step 6 1099 Waintenance that make up their 1099

business total.

Step & Print 1088 ‘Invoice Detail Report <

Step T  |Print 1099 Forms (Select Type Below)

This is an opportunity for you
M |E| {User Table 114) to review and confirm the
data.

Step & |Print 1095 Form for 1099 Type (above)

Step 9 Create10%% Reporting File |

Freedom SystemsAccounts Payable 1099 Processing 16
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step T

Step &

Step 9

1099 Processing

1099 Year: 2009

EIN Humber: 12-3456739

“endor Maintenance

Create 1099 File

Print 1059 Register Report

Print 10559 'Possible Invoices’ Heport

Print 10859 ‘Invoice Detail Report

10559 Maintenance

Print 1089 Forms (Select Type Below)

I E {User Table 114)

Print 1086 Form for 1099 Type (ahnve}|

Create10%% Reporting File |

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

Support File

Freedom SystemsAccounts Payable 1099 Processing

Step 67 1099 Maintenance

This menu selection can be
used to view the 1099 data
created for each vendor and
then, if needed, you can
manually edit the information
presented, including the
fields for vendor names,
addresses and dollar
amounts.

If you manually edit the
information in this step, DO
NOT repeat Step 2 as it will
cause your manual changes

to be overwritten.

17
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Government Software Systems & Services

¥ 1099 Maintenance

1099 Maintenance New | Vendor D | Name | Delete [ OK [ Ext [<<] <[> |»>]

Year: 2005 YendorlD: 2163 EIN: 251693421
Name: |FREEDOM SYSTEMS Hox 1. 000
Box 2 $0.00
Address: 2550 EINHOWER AVENUE Box 3: $0.00
Box 4 $0.00 :
City: |MORRIST QWM Step 61 1099 Maintenance
Box & $0.00
State: P4 Zip: 13403 Box &: $0.00 You can manually edit the
_ information for each 1099
FederalD:  Missing FED 1D Hox . $2.735.00 vendor including the fields for
Box & $0.00 vendor names, addresses
and dollar amounts.
Box 9:
: : Box 10: $0.00 If you manually edit the
View Vendor invoices | Box 11: $0.00 information in this step, DO
NOT repeat Step 2 as it will
Box 12:
cause your manual changes
Box 13: $0.00 to be overwritten.
Box 14: $0.00

Freedom SystemsAccounts Payable 1099 Processing 18
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Step1

Step 2

Step 3

Step 4

Step b

Step 6

Step T

Step &

Step 9

1099 Processing

1099 Year: 2009

EIN Humber: 12-3456789

Vendor Maintenance

Create 1099 File

Print 109% Register Report

Print 1085 "Possible Invoices’ Report

Print 1055 ‘Invoice Detail Report

10599 Maintenance

Print 108% Forms (Select Type Below)

M E (User Table 114)

Print 1096 Form for 1095 Type (ahmr&}|

Create1059 Reporting File |

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

Support File

Freedom SystemsAccounts Payable 1099 Processing

Step 71 Print 1099 Forms

Select the 1099 type for
printing and then click Print
1099 Forms.

Remember that the standard

print margins for the forms
are .250 all

19
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Government Software Systems & Services

Do) = - Fe B IE|IEIIEEEI = IE JI = r1089Fcrm - Microsoft Access
o

Print Preview Add-Ins

s

1330 FINHCOWER AVENTE

KERBTOWHN, PA 15403

Navigation Pane

AR NER PLIAE ING SHOP

MATRLUS 3STREET

ST. MARYS, PA1555T

Freedom SystemsAccounts Payable 1099 Processing 20
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SEESESEES = Step 3¢ 1099/1096 Processing

Government Software Systems & Services

1099 Processing Support File
1099 Year: 2008
EIN Number: 12-3456789
Step 1 “endor Maintenance
Step 2 Create 10599 File _
? Step 8 - Print 1096 Form
Step 3 Print 1099 Register Report Typically, a 1096 form is
required for each set of 1099
Step4 | Print 1099 'Possible Invoices' Report types generated.
Step 5 Print 1099 ‘Invoice Detail Report Select the type of 1099 form
to print from the selections
Step 6 1088 Maintenance on the pull d_own S
Make a selection even if the
n is alr
Step7 [Frint 109 Forms (Select Type Below) SiEe el mEEs) 15 Elean)
displayed.

W [v]  (userTable 114)

Then click Print 1096 Form
for 1099 Type to advance to
the next window.

Step 8

Print 1096 Form for 1089 Type (above)

Step 9 | Create1089 Reporting File |

Freedom SystemsAccounts Payable 1099 Processing 21
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1099 Processing Support File
1099 Year: 2009
EIN NHumber: 12-3456789
Step 1 l Vendor Maintenance ]
Step 2 l Create 1099 File ]
¥ Print 1096 Form - m
Step 3 l Print 1039 Register Report ] .
Print 1096 Form
Step 4 l Print 1098 "Possible Invoices’ Report ] Step 8 - Print 1096
1096 Report Form Form
Step 5 l Print 1098 "Invoice Detail Report ]
Contact Name- John Doe Complete the fields on
Step 6 l 1099 Maintenance ] the popup window and
Contact Title: Finance Manager then click Print 1096
Step 7 lPrint 10599 Forms (Select Type Beluw}] Form.
Contact eMail: finance@upperlowertown.org
Mo || userTable 114)
Area Code Number Ext.
Step & lPrint 10%5 Form for 1099 Type (abwe}] Telephone Mo: 555 555-5555
Area Code Number
Step 9 l Create1099 Reporting File ]
Fax No: 55 RR5-5556
1099 Tax Year. 20089
Tax ID: 12345678
Submit Date: 01/08/2010
4
Print 1096 Form

Freedom SystemsAccounts Payable 1099 Processing
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Government Software Systems & Services

@ ﬂ <) - s IEIIEIEE = |IEI )= rl096Form - Microsoft Access - |
L '

Print Preview Add-Ins

o

Upper Lower Town

123 Main Street

Anywhere PA 55555
John Doe 555 5555555
financei@upperlowertown.orq 555 555-5556
12-3456780 56 139199015
2
T
=
=}
o
= X
Z

Finance Manager 01/08/2010

Freedom SystemsAccounts Payable 1099 Processing 23
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Government Software Systems & Services

1099 Processing Support File
1099 Year: 2009
EIN Number: 12-3456789
Step1 “endor Maintenance:
Step 2 Create 1099 File Step 91 Create 1099
Reporting File
Step 3 Print 1059 Register Report

If you generate 250 or
more 1099606s

Step4 | Print 1099 'Possible Invoices’ Report

required to file your
data electronically. To

Step 5 Print 1099 ‘Invoice Detail Report do so, click Create
1099 Reporting File to
Step 6 1089 Kaintenance advance to the next

screen.

Step 7 |Print 1089 Forms (Select Type Below)

W [v]  (userTabie 114)

Step & [Print 1098 Form for 108% Type (above)

Step 9 Create108% Reporting File

Freedom SystemsAccounts Payable 1099 Processing 24



FREEDOM ::.....en50n . Accounts Payable 1099 Processing
SEESESEES = Step 3¢ 1099/1096 Processing

Government Software Systems & Services

(On) 9 - & & [ @E =@ = @) -
il
—/’r ,G Home Create External Data Database Tools Add-Ins
4 1099 Processing Support File
1099 Year: 2009
EIN Number: 12-3456789
Step 1 l “endor Maintenance ]
Step 2 l Create 1099 File ]
¥ Create 1099 File »
— l orint 1099 Reatster Reaart ] e Step 91 Create 1099
rin egister Repo . .
_ B reate e Reporting File
Step 4 l Print 1099 "Possible Inveices’ Report ] )
1090 File Parameters Complete the fields on
Step 5 l Print 1099 "Inveice Detail Report ] EIN: 12-3456789 the popup window and
. Transmitter's Control Code: 55555 click Create File when
g Step & l 1055 Maintenance ] Replacement Filename: finished. The file
L1
o Step 7 lPrint 1099 Forms (Select Type Eelnw}] BELEBEILELIELT EIRE
= Contact Name: John Doe
3 Mo =] (userTable 114) Contact Phone Number/Ext: | 5555555555 | |
E Step8 [Pt 1090 Form Tor 1099 T - Test file indicator: 0|
= l mn orm ter ype (a WE}] Software Vendor Information Prepared by vendor? ]
Step 9 l Create109% Reporting File ] Name:
Address:
City/State/Zip:
Contact Name:
Phone Number/Ext: !
Email Address:
[ Create File ]

Freedom SystemsAccounts Payable 1099 Processing 25
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Step1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

1099 Processing

1099 Year: 2009

EIN Number: 12-3456789

Wendor Maintenance

Create 1099 File

Print 1055 Register Report

Print 1095 "Poszible Invoices' Report

Print 1085 ‘Invoice Detail Report

1055 Maintenance

l
l
l
l
l
l

|
|
|
|
|
|
|

Print 109% Forms (Select Type Beluw}l

M |E| {User Table 114)

Print 1058 Form for 1085 Type (above)

|

Create1099 Reporting File

|

Support File

&

L=

Create 1099 File

EIN:

Accounts Payable 1099 Processing

Step 3¢ 1099/1096 Processing

1099 File Parameters

12-3456739

Accounts Payable

5

:I 1099 File has been created (ORIG.555550001)

Hame:

Address:

Cityi State/Zip:
Contact Name:
Phone Number/Ext:
Email Address:

Freedom SystemsAccounts Payable 1099 Processing

Create File

vendorz [

Step 91 Create 1099
Reporting File

Click OK to the
confirmation message

indicating that the file
was created
successfully. The file is
typically stored in your
My Documents folder.

26
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SEESESEES = Step 3¢ 1099/1096 Processing

Government Software Systems & Services

E Home Create External Data Database Tools Add-Ins
1099 Processing Support File
1099 Year: 2009
EIN Humber: 12-3456759
Step 1 Wendor Maintenance The Support button at
the top of the window
Step 2 Create 1083 File will open a Freedom
Systems web page and
Step 3 Print 1099 Register Report display detailed
information about 1099
Step4 | Print 1099 ‘Possible Invoices’ Report processing, The web

page will also offer an
option for
support with a Freedom
Systems Support
Representative.

Step 5 Print 1049 'Invoice Detail Report

Step 6 10495 Maintenance

Step 7  |Print 109% Forms (Select Type Below)

M E (User Table 114)

Step 8 |Print 1095 Form for 1099 Type (above)

Step 9 Create1089 Reporting File

Freedom SystemsAccounts Payable 1099 Processing 27
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Government Software Systems & Serwces
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