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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
• School Settings/Accounting Tab:

• Enter Federal Tax Id.
• Enter a unique 3-character alphanumeric 

code for each school.
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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
• 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
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Gathering Data (single school)
• Clear the file first to:

• Remove prior year data.
• Or if you need to start over for this year.

• Select Vendor ranges.
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Print 1099 Report
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The Report
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Maintain 1099 Data
• One 1099 

record for each
vendor for each
school.

• Add new 1099 
records and/or 
edit existing 
records.

• Find existing 
records. 
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Editing Amounts Paid
• Enter the adjusting 

amount, either positive 
or negative in Other 
Amount Field.

• Enter the amount paid 
prior to using 
SchoolBooks.

• Use Note fields to 
explain adjusting 
entries.
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Adding New Records
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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!).  

• You can attach the report to your copies of the 1099 
forms.
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Consolidating Your Data
• 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).
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Printing 1099 Forms
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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. 
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1099 Checklist
• School sites exporting file to District:

• Run Vendor Check History Report.
• Gather 1099 Data.
• Print 1099 Report.
• Make corrections or editions.
• Print 1099 Report.
• Create District Export File.
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Exporting Your Data
• To Excel: Exports 

a copy of the 1099 
report to Excel.

• Export for 
District: Creates a 
file for the district 
to import into their 
SchoolBooks
program.
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1099 Checklist at District Level
• Create a 1099 school.
• Import “VEND1099.pvk” file from each 

school.
• Run 1099 Report.
• Edit or add new records.
• Print 1099 Report.
• Consolidate combined data.
• Print 1099 Forms.
• Filing electronically with the IRS.
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Combining 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.
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Consolidating Combined Data

• Check for data inconsistencies across schools. 
• It is up to you to check the report and make 

corrections before you print your actual 1099 
forms.  

• In the 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 
know that both these Vendors should be 
combined.
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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).
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Making an IRS Electronic File
• Before making the electronic file, provide the Payee 

information required by the IRS.  
• Check IRS File/Information – you can view the 

information on the diskette by using this function from 
the 1099 menu.
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Let’s Walk Through It!
Or

Questions & Answers


