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1099 Procedures 

1) Run Form 1099 Detailed Transactions Report 

The Form 1099 Detailed Transactions Report (Reports/ Accounts Payable/ Form 1099 Detailed Transactions) 

should be utilized to check and/or verify vendors and transactions for 1099 Eligibility.   

  

 
  

The report has several options and includes a “where clause” field for more refined reporting.   

The option “Eligibility-potential” will provide a list by vendor for all payments that might be eligible for 1099 

reporting, based on the following information in WinCap:  

a) Payment transactions that have already been flagged in WinCap as 1099 expenses. 

b) Transactions for vendors where the 1099 box in Vendor Maintenance (Manage/ Accounts Payable/ 

Vendor/Customer) has been checked, whether or not the transactions have been flagged as 1099 

payments on the 1099 screen of Vendor Maintenance. 

c) G/L Accounts 522 and 600 expenses for object codes that have been designated as 1099 eligible 

expense categories.  

The option “Eligibility – all expense” shows all expenses paid to 1099 vendors rather than just those in 

categories defined for 1099 usage. 

The option “Actual flagged” shows all of the 1099’s that have actually been flagged to print.  This means that 

the vendor is flagged as a 1099 vendor, as well as the object codes and payments made. 
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Errors and Warning Messages 

  

Errors or warning messages are also provided at the transaction level to help assure that 1099 data is reported 

properly.  If an error message appears that is not clear, contact Accounting Support for assistance.  Warning 

messages are for informational purposes only, and do not require action, unless the assumed action described 

for that item is considered incorrect. 

 

Tax ID Issues 

  

Errors for missing Tax ID Numbers (TIN’s) and for TIN’s that are not in a correct format for either a Social 

Security Number (NNN-NN-NNNN) or Employer Identification Number (NN-NNNNNNN) will be flagged. 

  

If more than one vendor with potentially eligible 1099 expenses has the same TIN, this will also be 

noted.  Since WinCap allows for a single vendor to have multiple addresses, the system will report all 1099 

eligible expenses for a single TIN under a single vendor record.  WinCap’s Vendor Maintenance routines will 

not allow duplicate TIN’s to be entered.  Since the old vendor files (which were converted at cut over to 

WinCap) may have had multiple vendors with the same TIN, duplicates may actually exist.  To correct any such 

problems identified, reassign each of the duplicate vendor records to the one that will serve as the true vendor 

record.  If this error is not resolved, a separate Form 1099 will be generated for each of the vendor records with 

that TIN that exceeds the threshold amount ($600).  If payments for any single vendor do not exceed the 

threshold, a 1099 will not be produced for that TIN.  A quick way to identify all vendor records for a specific 

TIN, without having to search through the entire eligibility report, is to run the Form 1099 Detail Transaction 

(Reports/Accounts Payable/Form 1099 Detail Transaction) for that specific TIN.   

  

State Abbreviations 

An error message is also displayed if the state designated in the vendor’s address does not contain a valid 2-

character state abbreviation for US addresses.  Vendor Maintenance validates the 2-character state abbreviation 

when vendor information is added or modified in WinCap, but previously imported data might include invalid 

abbreviations. 

  

2) Run Other Vendor Review List for 1099 

The Other Vendor Review List for a 1099 report (Reports/ Accounts Payable/ Other Vendor Review List for 

1099) may be utilized to identify those vendors not marked as 1099 eligible paid from 1099 reportable object 

codes.  If a vendor appearing on this list should be designated as a 1099 vendor, the designation should be made 

within vendor maintenance and the 1099 eligible payments should be selected on the 1099 tab for that vendor. 

  

3) Corrections to 1099 transaction data 

Within Vendor Maintenance, (Manage/Accounts Payable/Vendors/Customers) there are four vendor type 

options available: No Special Type, Attorney, Medical and Employee/ Former EE.  
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Pending vendors are not used for 1099. New vendors are marked No Special Type as the default.  If Medical or 

Attorney is selected, the system will automatically force the 1099 box to be checked.  The type Medical will 

receive a 1099 for payments greater than $600 even if they are incorporated.  For Attorney type vendors, 

payments categorized as gross proceeds (Box 14 on the 1099) will generate a 1099 for any amount.  Also, note 

that payments made through payroll to the estate of a deceased employee will generate a 1099 for any amount 

and these payments will not have an associated Vendor file.  Payments to the estate of a deceased employee 

appear on the Form 1099 Detailed Transactions Report as follows (the vendor number begins with a ~): 

  

 
  

To report 1099 payments in Box 6, which would include payments to Medical and Health Care providers, 

including corporations; within vendor maintenance the option indicating Medical must be selected.  

  



  

 page 4 of 8 
 

If a vendor is marked as a 1099 eligible vendor subsequent to having payments issued to them, it will be 

necessary to select the payments eligible for 1099 reporting on the 1099 tab within the vendor maintenance 

record.  The 1099 box may also be unchecked if the payment is not 1099 eligible. 

  

If it is necessary to designate only a portion of a payment as 1099 eligible it can be done on the 1099 tab of 

vendor maintenance. 

 

With proper security, the 1099 category in Vendor Maintenance can be overridden to a category other than the 

one specified on the object code.  A warning message will appear on the Form 1099 Detail Transaction Report 

as shown below. 

 

 
 

Within Object Maintenance (Manage/Budget Maintenance/Tables/Object) a designation must be made for all 

object codes to designate whether payments made within the code will be 1099 eligible.  

  

 
  

Similar to designating a vendor record as 1099 eligible; if an object code is designated with a 1099 reportable 

category after payments have been made, it will be necessary to designate each vendor’s payments as a 1099 

payment within vendor maintenance. 
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Any 1099 payment to a G/L account, which cannot be categorized by object code, including G/L Account 600 

expenses that have not been assigned to a valid budget code, will be assigned to the non-employee 

compensation category on Form 1099.  Payments can be re-designated within the vendor maintenance 1099 tab 

by changing the category as required for the payments. 

  

 

 

 

4) Printing 1099 Forms 

Once it is determined that all 1099 amounts have been recorded properly and that the vendor information is 

correct for tax reporting purposes, generate the Form 1099 Detail Transaction (Reports/Accounts Payable/ Form 

1099 Detailed Transaction), selecting the “Actual-Flagged” 1099 option.  This report will list: 

  

•       Only those transactions with an actual 1099 amount to be reported.  Errors with vendor information, if 

any still exist, are shown on this report; however, transaction-level messages are not, as only valid 1099 

payments are listed.   

•        Only those vendors which have the 1099 box checked on the Vendor Information screen.   

•        Only vendors with valid 1099 data, whether or not they exceed the 1099 reporting threshold.  When the 

actual Form 1099 is printed, only those vendors with an accumulated total of 1099 eligible transactions 

greater than or equal to the specified threshold will produce a form. 

  

When the actual 1099 forms are printed (Reports/ Accounts Payable/ 1099 Forms) a prompt will appear for the 

threshold amount to be used.  It has been initially set for the IRS specifications ($600), but it may be set to a 

lower amount if desired.  

  

 
  

We recommend printing a copy of these forms on plain paper before printing them on the actual 1099 stock the 

first time, to make sure everything is printing properly.  Do not print the Recipient Copy of the 1099 on the 

forms until confirming that the printed copy lines up with the forms.  The printer driver that is used for Check 

Printing should be used to achieve the best alignment. 

The option “Truncate the Taxpayer ID” can be selected when printing the “B Copy” of the 1099 and the Tax ID 

will print as X’s and only show the last 4 digits.  

 

If everything is okay, print on the Recipient Form B (Copy B) paper. 
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We recommend not printing on the IRS Form A (Copy A) or the Payer From C (Copy C) paper at this time, in 

order to allow sufficient time to correct any problems with amounts reported to payees.  If it is necessary to 

generate corrected copies, make the corrections in WinCap. Please be sure to regenerate the Form 1099 

Detail Transaction Report, as this will recalculate the 1099 reporting data.  WinCap allows the printing of 

one or several 1099 forms. Use the above 1099 Forms report with the option “Select 1099s to include/exclude 

before printing” selected when corrections have been made to Form 1099 data originally reported to a vendor 

and a new 1099 needs to be printed.   

  

When the OK button is selected; depending on if the truncate option was selected, one of the following two 

messages will be displayed: 

 

 
 

 
  

When OK is selected, the following will be displayed: 

 

 
  

Select/de-select the vendors to print as required.  Once all 1099 Forms, original or corrected, have been 

generated for applicable vendors print a set of Payer copies (Copy C) for your records.  

  

The check box on the report form on the bottom of the form, when checked, will allow inclusion/exclusion of 

specific vendors. 

  

Manual Printing of Copy A (only for sites not filing electronically): Once all problems are corrected, run a 

copy of the Form 1099 Detail Transaction Report (Reports/ Accounts Payable/ Form 1099 Detail Transactions) 

as backup for the Form 1096 choosing actual flagged in the selection criteria. Running this report is necessary 

to recalculate the totals for any changes  
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that may have been made.    The final page will display the numbers for the 1096.  Fill out Form 1096 and 

mail the information to the address located on the back of the form. Run the 1099’s on IRS Form A to produce 

the 1099’s to be mailed to the IRS with Form 1096 

 

1099 Electronic Filing  

 

Step 1: Once all problems are corrected, run a copy of the Form 1099 Detail Transaction Report (Reports/ 

Accounts Payable/ Form 1099 Detail Transactions) as backup by choosing actual flagged in the selection 

criteria.  The final page will give you the numbers to verify on your saved export file.  Reprint the Form 

1099 with the corrected amounts.  Running this report and reprinting the corrected Form 1099 are 

necessary to recalculate the totals for any changes that may have been made before exporting the file. 

  

Step 2: Please make sure you have a correct Contact Name and Phone # because both of these items are 

mandatory. (File/Administration/District Tables/District Addresses). Go to the “LEGAL” address (if a 

“LEGAL” address is not present, go to the “DSTRCT” address).  Click the “Contacts” tab and enter a 

Contact Name, # and Extension.  (Please Note: The “contact” information in the “DSTRCT” address screen 

is used on all Purchase Orders.  If you do not want the contact information for the 1099 filing seen on your 

Purchase Orders, then you have to put the contact information for the 1099 filing in the “LEGAL” address 

screen.  Please contact CCA Accounting Support with any questions). 

  

Step 3: Go to (File/ Administration/ Export Files/ Federal/ State Reporting/ 1099 File for Electronic 

Submission) to open the Form 1099 Data Export. 

  

 
  

Please Note: The “Replacement File Characters” field is only used if the IRS rejected your file.  If you have 

been rejected, the IRS would send a “Media Tracking Slip” to you.  In the TCC section of this document, 
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your TCC # would be shown along with a “character” (i.e. the letter” A”).  This “character” would then be 

entered into the “Replacement File Characters” Field. 

  

Hit “OK” and a screen will appear requesting that the transmitter information be verified: 

 

 
 

Clicking the “OK” button will produce the 1099 information.  Once the file has been created, a screen will 

appear showing the following: (Please write this information down and verify for complete accuracy) 

  

•        The file was created successfully. 

•        Whether the file was an Original or Replacement. 

•        Contact Person & Contact #. 

•        The # of payee records broken down by “Rent”, “Other”, “Medical”, “Non-Employee”, & “Attorney 

Gross Proceeds”. 

•        The total $ amount in the file. 

  

 
  


