
PREPARING FOR 1099 VENDOR REPORT  
(END OF CALENDAR YEAR) 

(March 14, 2016)  

 
STEP BY STEP 1099 VENDOR REPORT PROCEDURES, SEE ATTACHMENT 2: 
 

1. Go to Main Menu – Select Reports/Vendor 1099; 
 

 a. Select Report Date (01/01/2016 – 12/31/2016); 
  
 b. Select Continue and then print report; and, 
 

c. Review the entire printed 1099 Vendor List and correct any discrepancies 
noted.  

 
To make corrections to the 1099 Vendor List:   
 

2. Go to Main Menu – Select Supplier/Vendor Maintenance 
 
a. Review your entire Vendor Maintenance List – review Supplier/Vendor 
Instructions on the website – all caps, first and last name, no nick names, etc. 
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Modify vendor’s name, 

address, etc. Social Security # 

 

Complete Vendor’s information 

Delete Duplicate vendors 

Modify vendor’s information by 

clicking the Modify button. 

Add/Change/Delete Vendors 

Vendor Maintenance 
Attachment #1 

Make sure you have the correct 

address and include the apartment 

#. 

Social Security is required 

Vendor 1099 box must be check! 

Make sure you click the check to 

save your information. 



 

Go to Reports and select “Vendor 1099 Summary”.  

 

 
 


