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Agenda

School Settings for 1099 Processing
Gathering Data

Editing and Adding New Records
Exporting Data

Consolidating Data

Printing 1099 Forms

Working at the District Level

* Frequently Asked Questions
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Getting Started

e School Settings/Accounting Tab:
e Enter Federal Tax Id.

e Enter a unique 3-character alphanumeric
code for each school.

lS Customize - Play School High School

SchoolData | Accourting | UDFs | Month End
Federal Tax [D 33-1234567
Schoal 1D PLY
Fizcal v'ear Begin Date 0701 /05
Fizcal vear End Date 06,3006
Last Clozed Date 06/20/05
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1099 Checklist

Run Vendor Check History Report.
Gather 1099 Data.

Print 1099 Report.

Make corrections or additions.
Print 1099 Report.

Consolidate.

Print 1099 forms.
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Your Vendor Data is Safe

e The program gathers the Vendor data and
creates a separate database specifically for
1099s.

« Data Is gathered based on the TAX ID
NUMBER of the Vendor (either Social
Security # or Business Tax ID #), NOT the
Vendor Code.

 Any changes or deletions made in the 1099
module will not affect Vendor or Check
History Files.
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Vendor Check History Report

eck History Report - Play School High School

Selection All Starting Ending

Bank Codes Q Z &

Wendor Murnber Q@ ZIEFZZF7Z |1,

Check, Amount a0 999.953.93

Check Date ] 0n./01/08 12/31/06

Frint Dretail Sort By Wendor Murmber -

Print for 1033 Yendaors only

Play School High School
VENDOR CHECK HISTORY REPORT - SUMMARY WITH TAX ID
Drate Range: 01/01/08 to 12/31/08
Vendor Range: ALL
Amount Range: ALL
Vendor School Bank
Number Vendor Hame Code Address 1 Address 2 City State Zip Tax IDv Code Check# Date CkAmt Type
GREEN Green Photography Com ZPLAY 5622 W . Jeffe San Diego CA 21208- 334-5T-877TT A 3282 OT/O50G 12500 M
GREEN Green Photography Com ZPLAY 5622 W . Jeffe San Diego CA 21208- 334-5T-877TT A 33z 111506 240000 M
JNIEDAL Jack Miedsal ZPLAY 1654 Harper L East Fremont CA SEIZI-I455 524-35-2888 A 3251 OB 106 12500 C
JNIEDAL Jack Miedsal ZPLAY 1654 Harper L East Fremont CA SEIZI-I455 524-35-2888 A 3310 100106 62000 M
JETRONG Jack Strong ZPLAY 872 Temple 5t Los Angeles CA S0230- 565-T8-50%80 A 3232 OB 106 12500 C
SMITHM M ary Smith ZPLAY B812 W hitewas San Diego CA 82128- GET-85-1244 A 3284 OTF25006 izi4 M
SMITHM M ary Smith ZPLAY B812 W hitewas San Diego CA 82128- GET-85-1244 A 3283 OB 2006 8526 M
SMITHM M ary Smith ZPLAY B812 W hitewas San Diego CA 82128- GET-85-1244 A 33 10/0506 47500 M
ATHLET Athletic Supplies For All ZPLAY 13548 Harper A San Diego CA 52325- 9B-TEETGEE A 3235 OB/ 2506 35000 C
BOBSYR Bob's Yearbook Product ZPLAY T866 Overland Culver City CA S0Z210-1544 99-5822454 A 3288 OB/DZA0G 15000 C
BOBSYR Bob's Yearbook Product ZPLAY T866 Overland Culver City CA S0Z210-1544 99-5822454 A 3230 OB 106 15000 C
BOBSYR Bob's Yearbook Product FPLAY T8E8 Overland Culwer City CA S0230-1544 95-5622454 A az2sT S DEADE 40000 C
REPORT TOTAL 5,027.39
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Gathering Data (single school)

e Clear the file first to:

« Remove prior year data.

e Or if you need to start over for this year.
e Select Vendor ranges.

|S Gather 1099 Information

“fear to Process 2006 -
Clear the file first
Wendor Mumber ENRRzzzzzzzrd[FN

|#‘ Proceed |l;:ﬁ Cancel | = |

SALLY ZPLAY 0140207
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Print 1099 Report

IS 1099 Report

%]

inirmurm Amaovnt GO0, 00 Sort by Taxld -
Tvpe Summary [] Dretail
All Schools Fram School To Schoal

Include MNotes

Year for 1099 Processing | 2006 -

| & Print | ] F'regiewl To Excel |l;:ﬁ Cancel | s |

SaLLY ZPLAY 0102407
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The Report

Run Date:  01/02/2007 Play School High School Page: 1
Run Time:  13:46 1099 Report
Detail Report All Schools.
Tax 1D Vendor Code Box 1D. 1099 Amount
334-57-8777 GREEM o7 2,525.00
Green Photography Company 00
5622 W. Jefferson Bhd.
San Diego, CA 91209 PLY 2,525.00
Tel:  (213)578-4544
Fax: (213)578-4544
Contact: Bob Jones
524-85-2888 JHIEDAL o7 745.00
Jack Niedal 00
1654 Harper Lane
East Fremont, CA 98323 PLY 74500
Tel:  (310)456-0983
Fax: (310)456-0083
99-5622454 BOBSYR o7 T00.00
Bob's Yearbook Productions 00
7866 Overland Drive
Cublver City, CA 90230 PLY 700.00
Tel: (310)584-5444
Fax: (310)584-5444
Contact: James Hill
Vendors Reported: 3 Grand Total: 3.970.00
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Maintain 1099 Data

|S 1099 Information Lookup

® O ne 1099 Wendor Mame
334 ._. .-'EI?.-' Ly 07 r ::u:lra by Cornpany T
record for each e e
- FLY Athletic Supplies For Al ATHLET
Vendor for eaCh |S Maintain 1099 Data
SChOOI . Tax D 1093 Box |07 - School D
Yendor Code | GREEM r'ear 2006
* Add neW 1099 Yendor Mame | GREEM PHOTOGRAPHY COMPANY
Addresz 1 AE22 W JEFFERSOM BLWD. SB Armount Paid: 252500
records and/or

Address 2 Other Amount Paid: 0.0a
d t I t Ciy 54N DIEGD Total 1093 Amount 252500
edit exis Ing State ca| zp [51209
reco rd S. Phane (213) 578-4544 Ext
Fa (213) 578-4544
. . . Cortact BOB JOMES
 Find existing

records.
IRREE] | sccept | 3 Delete |1 Cancel

SaLLy ZPLAY 0 A02407

|V 4
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Editing Amounts Paid

e Enter the adjusting
amount, either positive
or negative in Other
Amount Field.

e Enter the amount paid
prior to using
SchoolBooks.

 Use Note fields to
explain adjusting
entries.

|S Maintain 1099 Data

&

TaxID 1099 Box (07 = Schaool D

Vendor Code | GREEM “ear 2006

Yendor Mame | GREEW PHOTOGRAPHY COMPANY

Address 1 8622w JEFFERSOM BLVD. 5B Amount Paid: 2.526.00
Lddress 2 Other Amourt Paid: .00
City SaM DIEGOD Tatal 1099 Amaunt: 2.525.00
State Cal Zip 31209

Phaone [213) 575-4544 Ext

Fax [213) 578-4544

Conkact BOB JOMES

Maote 1

Maote 2

[w’ fccept Ix Delete lt’ﬁ Lancel

SALLY ZPLAY 01/02/07
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Tax D (GESEIE555 [w 1099 Box

YWendor Code
Yendar Mame .

Addresz 1

[
|:
=
Addressz 2 |:

7]

City

State |_| Zip | |
Fhone

|
Fax | |
|

| Contact

. Hote 1 |

Mate 2 |

R

DEB  [ZPL&Y | 03/12/04
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Printing the 1099 Report

* Print the 1099 Report again to keep a permanent
record that includes any changes and your notes
(backup for auditors is always nice!).

e You can attach the report to your copies of the 1099

forms.
kikimurm Aok BO0.00 Sart by Taxld -
Type Surnmary |:| Dretail
All Schaols From Schoaol To School
Include Motes

'ear for 1099 Proceszing | 2008 -

[ ‘@ Print I il F'regiewl To Excel l't?l Lancel _[ s J

SaLly ZPLAY 0102407
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Consolidating Your Data

m. CONNECTIONS 2007

Ensure all data is complete and correct
BEFORE consolidating the data. Consolidating
data is the final step before printing.

A new consolidated record Is created for each
Vendor.

Consolidation happens in the background.

If changes are made to data after consolidating,
you will need to start over with step one (Gather

Data and Clear File First).




Printing 1099 Forms

IS Print 1099 forms

k4 ain

Minirnunn Aot
Copies
Federal ID#

Mame

Address
City
Zip Code

Fositions

1

B00.00

Five [lazer or ink)

331234567

- | Print a test anly

PL&Y SCHOOL HIGH SCHOOL

123 ELM STREET

SAM DIEGOD
32128

State

Telephone #

Cé,
[858) 123-4567

[-ﬁ’ Proceed _[l,';?\ Cancel l & J

sally ZPLAY 0102407
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Adjusting Your Form

 If the print test form does not line up correctly, the
Positions Tab gives you the opportunity to align the
forms on the printer.

S Print 1099 forms X
b ain ] Pozitions ]
Lazer or Ink Colurit Line Colurit Line Colurin— Line
Faver's Mame 3 36| Recipient's Fed D 272 13| Box#1 51.2 38 Add row
Fayer's Mame [Cont] 3 46| Recipient's Mame 3 16.2| Box#3 51.2 95
Sub Bow
Faver's Address 3 A.6| Recipient's Addr 1 3 20| Box HE B2 133
Payer's City 3| EE| Recipient's Addr 2 3 22| BowH7 B1||17.45| | AddLCal
FPayer's State 151 B.E| Recipient's City 3 234 Box#3 B3.2| | 17.45 Sub Col
Faver's Z|P 358 76| Recipient's State K1l 234| Box#13 B1.2| | 257
Payer's Telephone | 13.1][ 7.6] FecipientsZIP | 36.1|[ 234] Baxttia [ 682|[ 257] |L5ils
Faver's Federal |0 ] 13| Recipient's Acct 3 264 Box#15a 3 29
Box #15b 2a 29

[ﬂ" Proceed _[l;:ﬁ Cancel l 4 ]
SaLLY ZPLAY mA02/07
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1099 Checklist

» School sites exporting file to District:
 Run Vendor Check History Report.
o Gather 1099 Data.
e Print 1099 Report.
 Make corrections or editions.
* Print 1099 Report.
e Create District Export File.
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Exporting Your Data

IS 1099 Report X
« To Excel: Exports v T
a copy of the 1099 oy O o
report to Excel.
Al Schools From School To Schaoal
Include Motes
o EXpOI"[ fOI’ BT l..-gpregie(! To Excel |&1 Cancel
District: Creates a N eRAY  Tnem
file for the district IS Bxport to disk X
to Import into their —_ .
SchoolBooks
program. (v Eocsed |2 cores [ 7]
Digk. ar Path where to putYE | CH ZPLAY 1246/05
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1099 Checklist at District Level

e Create a 1099 school.

e Import “WVEND1099.pvk” file from each
school.

e Run 1099 Report.

e Edit or add new records.

e Print 1099 Report.

e Consolidate combined data.
e Print 1099 Forms.




Comblnlng Data

We recommend that you create a separate 1099 school to use
for combining the data for all your schools.

. Note: If you are the district and have not gathered information

In your SchoolBooks program, you will need to do one “Gather”
In order to set the files for your import files.

IS Import from

Irmport frorn [ ANVEMDT033.PE |~L‘J Browse |

Irnpart the file and merge the | Ch ZPLAY 12A6/05
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Consolidating Combined Data

CHOOL WVENDOR NDOR TAX ID IBMOUNT
D CODE AME PAID
PHS SMITHJO JOHN SMITH h99-98-9876 $400.00
PMS SMITHJO JOHN SMITH /99989876 $260.00

e Check for data inconsistencies across schools.

* Itis up to you to check the report and make
corrections before you print your actual 1099
forms.

 Inthe case above, the easiest way to fix the

problem is to go into Vendor Maintenance in the

middle school (PMS) and add the hyphens. Then

when you gather data again, SchoolBooks will

X know that both these Vendors should be
comblned
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Filing Electronically

« Choose “Make disk for IRS” and complete the following
selection screens. If reporting 250 or more vendors,
the IRS_ REQUIRES that you file electronically. Also,
you MUST print a sample form to ensure the data is
stored correctly.

« Select the location to export the IRS information (as

shown below)

E wport to D -

|ﬂ“‘ Proceed | 5) Cancel | & |

Dizk. ar Path where to put W¥E | Chd SPLAY 124605
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Making an IRS Electronic File

« Before making the electronic file, provide the Payee
Information required by the IRS.

e Check IRS File/Information — you can view the
Information on the diskette by using this function from
the 1099 menu.

S Disk for IRS Ed
Tranzmitter Contral Code 45778
Contact Mame Sally SMITH
Email Address szmith@playschoal k12.ca.us
Contact's Phone & Extension B19-/39-4561 | - | 457
Cffice Code g4
[ﬂ’ Acoept _[l,';’g"l Cancel _[ 7 J
Office Code LPLaY 03,0307
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Let’s Walk Through It!
Or
Questions & Answers
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