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Introduction
SAP Business One can record 1099 Form and Box information for each appropriate vendor payment.
Beginning balances can be entered for information brought in from other systems partway through the year.
The appropriate 1099 information can be output at year’s end for submission to the relevant authorities.
SAP Business One has pre-defined print layout to support printing on the different types of 1099 forms.

Use
User can choose to view and print one or more of the following reports:

1. 1099 MISC

2. 1099 INT

3. 1099 DIV

Printing can be done on a pre-printed form. SAP Business One has corresponding print layout templates for
each of these forms.

Each report is compound of the different boxes where sums of invoices are consolidated based on the
vendor categorization and the good or service purchased.

Prerequisites
1099 categorization needs to be set for each A/P Invoice that is required to be summed in the final report.
This must be done prior to that AP Invoice being paid.
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Vendor Default 1099 Categorization

Default selection for 1099 Form and Box can be stored on the vendor master data record. These defaults will
be pulled into each A/P Invoice, however, if required, the user can change the Form and/or Box on a
transaction by transaction basis.

1. From the SAP Business One Main Menu, choose Business Partners > Business Partner Master Data >
Select the relevant vendor master data record.

2. On the Accounting tab, specify the 1099 Form and 1099 Box as appropriate.

Federal Tax ID is required when making the 1099 categorization.
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Setting 1099 Categorization of an A/P Invoice
1. From the SAP Business One Main Menu, choose Purchasing – A/P > A/P Invoice.

2. On the Accounting tab, specify the 1099 Form and 1099 Box as appropriate.

3. Default form and box from the vendor master data record are displayed as a default selection.
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1099 Opening balances
Use
In situations where SAP Business One replaced a legacy system in the middle of the year there may be a
need to manually enter 1099 opening balances for each vendor.

This doesn’t apply to open A/P invoices which are brought over individually during data conversion. These
transactions will be captured as part of your 1099 reporting once the transactions are paid in Business One.

This process is for those 1099 transactions that were paid in the legacy system. Since they were already
paid, they would not be brought in as part of the data conversion. Since these transactions were not brought
into Business One it is important to identify the 1099 balances of those closed invoices that are not imported
into SAP Business One.

Procedure
1. From the SAP Business One Main Menu, choose Administration > System initialization > Opening

Balances > 1099 Opening Balance

2. In the 1099 Opening Balance-selection criteria window, specify a group/range or a specific vendor and
click ok.

3. In the 1099 Opening Balance window enter the appropriate 1099 form and box for each vendor, the
posting date and specify the amount to be consolidated into the 1099 report.
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View and Print 1099 Forms
Use
The user can select which forms, vendors and A/P Invoices to be included in the printed reports.

Prerequisites
1. A selection of the appropriate1099 Form and Box needs to be made for each A/P invoice which needs

to be part of the report. Note that it is critical that the appropriate Form and Box be indicated on the AP
Invoice prior to the AP Invoice being paid.

2. Federal Tax Id needs to be set for each vendor which is part of this report.

3. To print the 1099 forms it is required to have the relevant pre-printed form.

Procedure
1. From the SAP Business One Main Menu, choose Reports > Financials > Accounting> 1099/1096

Report.

2. In the 1099/1096 Report- Selection Criteria window, select the report type you would like to view or
print. There are few types of reports available:

a. 1099 Vendor Summary report- Display all vendors with a summary for each form type and box
number.

b. 1099 By Form/Box Report- Display a summary for each report and box.

c. Form 1099- Use the browse button next to the 1099 report selection to specify which report type
you would like to run. Note that only one report type can be selected at a time.  Click on the print
icon in the 1099 Form Printing report. The appropriate print layout is automatically selected. Note
that the pre-printed forms will need to be put in the printer. A separate form will be printed for each
vendor.  Once the forms are printed, the user would need to confirm whether it is the final
submission. If yes is selected, all the invoices which were summed into the report will be flagged
as submitted and will not show up again in future reports.

d. Form 1096 – Form 1096 is a summary report which is sometimes required to be submitted to tax
authorities. It is only possible to view and print this form after the final submission (only submitted
A/P Invoices will show up on the summary report). A pre printed form is required and the
corresponding print layout template will be selected automatically.
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