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Preliminary 1099 Review in QB Online
1. Go through the 1099 setup for QB online:
a. Select Expenses

Expenses  Vendors

Overview

Books review Vendors
Dashboard

Unpaid Last 365 Days

$1,712
2 OVERDUE

Batch actions v
gl o= )

[ ] VENDOR 4 / COMPANY PHONE

[] 2017 Note 1ELZ

[] 2017 Note 2ELZ

Contraciors

T Sy v doindel pareerts
I --i~-'-
Lo s s

Caontractors

B ERIAN BAGENT

© Cherivega

€ Cheistopher Eng Sarmmer
L Duy Mguyen

Epbnm Perai

Paid

$4,779
1 PAID LAST 30 DAYS

EMAIL OPEN BALANCE ACTION

$0.00 Create bill v

$0.00 Create bill v

.
e

Wi, irct Sppoalt 4

ey it diroct dapoait ¥
Py wtts bt dhepusit

it cepon ¥
e el it

l|Page



c. Follow the step to prepare 1099 forms

Prepare 10995

@
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d. Map Accounts for Payment Types

Frapare 1099

Categorize payments to contractors (or 1099 vendors)
Select the box for the types of payments you made. Then select the expense sccounts you use for these payments. Not sure which categories to choose?
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e. Assign Accounts to 1099 boxes — to select multiple accounts, click on the drop-down
arrow.

f. Putacheck mark next to the account you would like include for each 1099 type
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g. Review the vendors for any missing information then click next:

Prepare 10%9s

2. Now, print the report to PDF.
a. Print Information Sheet and save as a pdf

Prepare 10995

Check that the payments add up
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b. Preview the page to make sure all the data will show on the PDF

3. Request W-9s for all vendors for the year.
a. AsW-9ss are received update the vendor’s record in QB Online
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