Get started with 1099s
Welcome to 2016 Year End!
We’ve created this guide to help you prepare, distribute, and file 1099-MISC forms for your vendors.
See 1099 checklists and deadlines
Prepare and file 1099s in QuickBooks
Thank you for your business in 2016. Here’s to a successful new year in 2017!

1099 checklists and deadlines
December 2016
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Dec 28, 2016:
Go to Company Settings and confirm that your company name and
legal address, and your tax ID are correct.
Go to the Vendors page in QuickBooks and check each vendor’s tax ID
(Social Security number or Employer Identification Number), name, and
mailing address.
Make sure that the Track payments for 1099s checkbox is selected for
vendors who should receive 1099-MISC form in 2016.

Jan 31, 2017:
Give Form 1099-MISC, Copy B to your vendors.

January 2017
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If you’re mailing a printed copy, make sure it’s postmarked by Jan
31, 2017.



If you are using the Intuit 1099 E-File Service, download a PDF of
the 1099-MISC to your computer and then email it to your vendor.
You can also print the PDF on blank paper and mail it to the vendor
(must be postmarked by Jan 31, 2017).



If you are printing and mailing your 1099s, you must file your 1099,
Copy A, and 1096 with the IRS by Jan 31, 2017. Make sure the
package is postmarked on or before Jan 31, 2017.



If you are electronically filing your 1099s with the IRS, be sure to
submit them on or before the new IRS deadline Jan 31, 2017.

Prepare and file 1099s in QuickBooks
January will be here before you know it. But don’t worry, we’ll help you get a head start preparing your 1099-MISC forms for
filing.

Before you start
Confirm your company details in QuickBooks
Confirm your vendors’ details

When you’re ready to file
Create your 1099-MISC forms
Review your company details
Assign vendor payments to 1099 categories (boxes)
Select your 1099 vendors
Review 1099s and print a summary
Choose your filing method: e-file or print and mail
Print and mail your 1099-MISC and 1096 (required ONLY if you print and mail)
Order your 1099 Kit (Intuit Market website opens in a separate window)
Preview and align forms for printing
Print your final forms

Before you start
Confirm your company details in QuickBooks
We use your company name, tax ID, and legal address to prefill your vendor’s 1099-MISC forms.
Click the Gear icon
and then
click Company Settings
(or Account and Settings
depending on what you see).
Confirm your company tax ID:
Employer ID (EIN).
If you need to enter or update your
EIN, click the section and make any
necessary changes.
Remember to click Save to save
the changes before closing the
section.
Click Contact info to open the
section. Verify that you’ve
entered a legal address for your
company.
Remember to click Save to save
the changes before closing the
section.

Quick Tips
Your company’s legal address is the address you use when filing taxes.
If you’re a sole proprietor with no employees and file no excise or pension tax returns, you can
enter your Social Security number as your EIN.

Confirm your vendors’ details in QuickBooks
Each vendor profile must have a first and last name, mailing address, and tax ID. We’ll use this info to prefill the vendor’s 1099-MISC form.
Click Vendors and then select the
vendor you want to verify.
Click Edit next to the vendor name
to open the Vendor Information
window.
Confirm the vendor’s first and last
name.
Confirm the vendor’s mailing
address.
Confirm that the vendor’s tax ID is
correct and that the Track
payments for 1099 checkbox is
selected.
Click Save to save any changes to
the vendor’s profile.
Quick Tips
Whenever you add a vendor to your QuickBooks company profile and think they may qualify for a 1099,
select the Track payments for 1099 checkbox and let QuickBooks track their payments for you.
Not sure if a vendor should get a 1099-MISC? Consult your accountant or financial advisor for help. Or
visit the IRS website (https://www.irs.gov/) for more information.

When you’re ready to file
Create your 1099-MISC forms
Now that you’ve confirmed your details, you can get started.
Click Vendors in the navigation
bar.
Click Prepare 1099s.
Click Let’s get started in the
window that appears.

Quick Tips
Don’t worry if you skipped the instructions in Before You Start. You’ll also be able to confirm your
company and vendor details here.
While preparing your 1099s, you can always click Save and finish later if you need to stop and take a
break. QuickBooks saves all of your details so you can come back and pick up where you left off.

Create your 1099-MISC forms: Review your company details
Double-check your company name and legal address, and the tax ID you use to file your company taxes.
Click the pencil icon
if you need
to make any changes.
Click Next to continue.

Quick Tips
If you see red text, then you’ll need to enter or update some info before you file your forms. But don’t
worry, QuickBooks saves all of your details so you can come back and pick up where you left off.
Any changes you make here will be saved to your Company Settings.

Create your 1099-MISC forms: Assign 1099 categories to QuickBooks accounts
Each checkbox represents a box on the 1099-MISC form, which are 1099 categories defined by the IRS. Pick all the categories that apply to your vendors and
then tell us which QuickBooks accounts you used when you paid them.
Select the checkboxes next to
categories that apply to your
vendor payments.
In the drop-down that appears,
select one or more accounts you
use to track the payments in
QuickBooks.
Click Next to continue.

Quick Tips
The most common 1099 category for small businesses is Box 7: Nonemployee compensation. But if you’re
not sure which category to choose, talk to your accountant or financial advisor, or visit the IRS website
(https://www.irs.gov/) and review the Form 1099-MISC instructions.
You might want to rename or create new expense accounts in QuickBooks so they're easy to identify
when writing checks or paying bills to 1099 vendors throughout the year. For example, you could add
"1099" to the name of each account you want to use for tracking 1099 payments.

Create your 1099-MISC forms: Select your vendors
Make sure all of your 1099 vendors are listed and that their details are correct.
Click Select 1099 vendors if you
need to add or remove vendors
from the list.
Filter the list by entering a vendor’s
first, last, or company name, or by
selecting the checkbox next to a
name.
Click Save to save the changes.
Make sure the vendor’s details are
correct. If they aren’t, click Edit
and make any necessary changes.
Click Save to save the changes to
the vendor’s profile.
Click Next to continue.

Quick Tips
Adding or removing a vendor from the list selects or clears the Track payments for 1099 checkbox in the
vendor’s profile. If you want to track the vendor’s payments for 1099 in 2017, make sure that the checkbox
is selected in the vendor’s profile before you make your first 2017 payment.
Don’t see all your vendors? Click the Gear icon ( ) next to the Select 1099 vendors button and then
select the number of vendors you want to see at any given time.

Create your 1099-MISC forms: Review 1099 vendors and payments
Review the payments and make sure that they’re assigned to the correct 1099 categories. To see transaction details, click an amount.
Make sure that you’ve selected the
appropriate year. By default, we
show the current tax year and
those 1099 vendors who meet the
1099 threshold.
If you see red text, click the
vendor’s name and enter the
requested info. Any changes you
make here will be saved to the
vendor’s profile.
Click the Print Information Sheet
button to print a summary of 1099
(and 1096) info for your
accountant or your company
records.
Click an amount to open the 1099
Transaction List by Vendor report
to see the payments that made up
the total amount.
Click Next to continue.

Quick Tips
If you want to see vendors paid in a prior tax year, who aren’t marked for 1099s, or whose total payments
fall below the IRS-defined thresholds, click the filter icon and update the settings.
Don’t see all your vendors? Click the Gear icon ( ) next to the Select 1099 vendors button and then
select the number of vendors you want to see at any given time.
The 1099 Transaction List by Vendor report opens in a separate browser window or tab. After you review
the report, click the browser’s back button to return to the Review window.
If you need to add or edit a payment in QuickBooks, click Save and finish later and make the appropriate
updates in QuickBooks.

Create your 1099-MISC forms: Choose e-file or print
Select how you want to file – electronically or by print and mail.
Rather print and mail your 1099-MISC forms instead of e-filing? Later, we’ll help you preview, align, and review your forms for mailing.
Click Go to 1099 E-file Service to
electronically file your 1099 forms
with the IRS. This sends the form
to the Intuit E-File service.
or
Click Print and mail forms to print
1099s.
If you select to print, this opens the
Print 1099s page. Preview and
print your 1099s, 1096, and a
summary of your entire return.
For printing and mailing
instructions, go to Print and mail
your 1099-MISC forms

Quick Tips
Save time and hassle by using Intuit 1099 E-File Service to file your 1099-MISC
forms and your 1096 information to the IRS. If you e-file, you don’t need to order preprinted 1099-MISC
forms. You can either email a PDF copy of the 1099-MISC or you can print the form on plain paper and mail
them to your vendors on or before Tuesday January 31, 2017.
Prefer to print and mail? Make sure you have enough 1099 Kits on hand for your vendors. If you haven’t
ordered them yet, go to the Intuit Market website and order your kits.

Print and mail your 1099-MISC forms: Preview and align forms
Review the payments and make sure that they’re assigned to the correct 1099 categories. To see transaction details, click an amount.
Make sure the correct tax year is
selected.
Make sure the correct form is
selected.
Note You can print a summary of
the return (also called an
information sheet) after you’ve set
up your 1099s or 1096 to print.
Click View preview and print
sample. Be sure to load blank
paper in your printer, and then
click Print in the Print preview
window.
Place the printed sample on top of
a blank page. Hold them up to the
light and look for the grid.
If the fields line up, click Yes, looks
good!
If the fields don’t like up, click No,
it doesn’t line up and follow the
instructions.

Quick Tips
Change your mind and want to e-file? Save time and hassle by using Intuit 1099 E-File Service to
securely file your 1099-MISC forms and your 1096 information to the IRS. If you e-file, you don’t
need to order preprinted 1099-MISC forms. You can either email a PDF copy of the
1099-MISC to your vendors or you can print their 1099-MISC on plain paper and mail them to your
vendors.

Print and mail your 1099-MISC forms: Print final forms
Preview, align, and review your forms for mailing. After you preview your forms and make sure the alignment is correct, you can print the final forms for
mailing.
Select the form you want to print.
Load the preprinted forms in your
printer.
Click View preview and print
forms, then click Print in the Print
preview window.
Fold the 1099-MISC, Copy B forms
and insert them in the envelopes
you received with your 1099 Kit.
Make sure your company name
and address, and the vendor’s
name and address appear correctly
in the envelope windows.

Quick Tips
Prevent delays when you mail the forms to vendors and to the IRS. Affix the correct postage to the
envelopes.
Printing a Summary (also called an information sheet) for your company records can help you verify which
forms you’ve already printed. This is especially useful if you have to reprint a form or you provide your
accountant or financial advisor with the information.
Keep an eye on your 1099 dates and deadlines. Mail 1099-MISC, Copy B to your vendors, and 1099-MISC,
Copy A and 1096 to the IRS by Tuesday January 31, 2017.

