Quick lesson For more information, see Help > Contents > Beginning balances.

Beginning balances — vendor 1099 paid

Goal: For each vendor you send a Form 1099, enter the year-to-date amount paid so the form will be accurate. J

In this quick lesson

Step 1: Verify set-up information for vendors 2
Step 2: Enter the amount paid to each vendor 3
Step 3: Verify the amounts you entered 4

If your beginning balance date is December 31 or you do not have any vendors that require a Form
1099, you do not need to perform this task.

For an overview of the entire process, be sure to see the Beginning balances introduction quick lesson.

The process
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Quick lesson: Beginning balances — vendor 1099 pald For more information, see Help > Contents > Beginning balances.

Step 1: Verify set-up information for vendors

Ensure that you set up the vendor to receive a 1099 form.

1. Click Setup > Vendors, and double-click the vendor.

ADP General Office

2. Click the 1099 Info tab. American Express Cregit Card
EVA Group Electrical Consultant
3. Be sure that the Receives 1099 form check box is selected and Christopher £ echan Employee
that the other information is accurate. CC Insurance Company fpetkmrce
Davis Properties General Office
4. Remember to click Save if you make any changes. Click Close G

tO eXit the WindOW. Foffs, CPA Professional Services =
/ Global Blueprinting General Office
5. Repeat this step for each vendor you send a Form 1099. j"‘fE“U“”E E“"’:‘”‘*
G T
Kris N. Kingsley Employee
Lewis Consultants Mechanical Consultant
Mark A Royce Employee

Employee

General Office

Employes

Employes

C

([ tew J[ Copy ][ Detete J[ Hep ]

Receives 1099 form

Form type | Nenemployee compensation - |
Recipient ID |91-8555265 |

Recipi name| |

1098 Overide

Reportedamount 000 <]
Federal tax withheld

W3 form received

W3 business type | Individual/Sele Propristor -]
W3 other description | |

o /

E]E]E]@ Close ]| Save || Cancel || Delete |[ Help
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Step 2: Enter the amount paid to each vendor
1. Click Company > Beginning Balances > Vendor 1099 Paid.

2. Enter the year-to-date amount that you paid each vendor.

3. When finished, remember to click Save.

Ajera automatically enters

the beginning balance date & Beginning Balances - Vendor 1099 Paic =N EER|x=
as the Paid Thrm_;gl_m date. Ej
You can change it, if =l
needed. . Paid H]rnugh Reference I:I Motes E]|
Vendor YYear to Date Paid Amount ’:
Pat D. Hill =
ADP \\
American Express
B4 Groun
Elemenz Engineering 14,000.00
i |Lwest -
Global Blueprinting
Fortis, CPA
14,000.00 ‘ i
Clese || Save |[ Cancel |[ Help |




Quick lesson: Beginning balances — vendor 1099 paid

For more information, see Help > Contents > Beginning balances.

Step 3: Verify the amounts you entered

Balances : e ]
1. Click the Reports IE button. /53
. X Paid through|[08/04/10 =] Reference | hotes| _— [
2. Verify that the amount you entered for each vendor is correct. - e ....'I -
Fat D. Hill e :
0P e
AmenM
| 7R, Group
Elemenz Engineering 14,000.00
! Qwest -
'E'p'.l q Balance Vendo JUY Halg i
Vendor | EH Ssve | Cancel | [ rielp
E | W 41 ofl b M|« OF S E L HE-| 100% -
Beginning Balance - Vendor 1099 Paid
Accutera Architects

To print the report,
click the Print button.

Friday, December 10, 2010

Page 1
Form Type!
Vendon W5 Form W3 Other
1099 1D Address & Phone Received W9 Business Type Description Payments
Non-employee compensation 14,000.00
Elemenz Engineering
91-§555265 o Individual/Zole Proprigtor 14,000.00
1130 5.E. Water Avenue
Portland, OR 87202
B03-223-9867
Total 14,000.00
Summary

For each vendor you send a Form 1099, you learned to
enter the year-to-date amount paid so that the form for the
vendor will be accurate.

Be sure to see the other quick lessons about beginning
balances.
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