ﬁ Builder Incubator - SOP 2020 1099 Forms

Addition of a 1099 NEC Form
Changes made to the 1099 Miscellaneous Income form

How Gemini has Implemented these changes
Addition of a new 1099 form Nonemployee Compensation
Separation of printing for 1099 NEC and 1099 MISC
Proofing report of 1099’s now show quantity of forms required

Printing 1099’s & 1096’s for vendors for 1099 MISC Form
Printing 1099’s & 1096’s for vendors for 1099 NEC Form
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ﬁ Builder Incubator - SOP 2020 1099 Forms

Addition of a 1099 NEC Form

A new 1099 form for Non-Employee Compensation was created in 2020. This removes Box 7
for Non-Employee Compensation on 1099 Miscellaneous Income.

7171 [] vOoID [] CORRECTED
PAYER'S name, siresl nddress. city or town, sisls or provinos. country, ZIP OhE Mo, 15460116
ar foregn posts code, and Lelephons no.
2020 Monemployee
e Compensation
Form 1098-NEC
1 Morsmployes compansslian G'Dpf A
For
PAYER'S TIN RECIFIENT'S TIN 2 Internal Revenue
Service Center
File with Form 1006,
HECIPIENT'S name 3
For Privacy Act
and Paperwork
Strest aodress (nchuding aot no o e —— Reduction Act
) . MNotice, see the
2020 General
5 Instructions for
City ar towm, stale o provinea, country, and ZIP ar fomign poste! coda Certain
Infarmation
Returns.
FATCA filing
rEguUirsmEnt
I_.
ALTOURT UMb er |56 NSRuCEons 2rd TIN rmod. | 5 State tan withheld € StmtePayer's state no. T State noome
TS . |, e
- $ $
rorm 1089-NEC Cat Mo, 250N www. 5. gowFonm 1 CBINEC.  Depantment of the Treaswry - intemal Fevenue Service

Do Mot Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

2020 1099 NEC Form, highlighted Box 1 where Nonemployee Compensation will be reported
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ﬁ Builder Incubator - SOP 2020 1099 Forms

Changes made to the 1099 Miscellaneous Income form
e Change of - to now have a checkbox on direct sales (Box 9 on 2019 form)
e Change to - to now be Crop insurance proceeds (Box 10 on 2019 form)
e Change to - to now be Proceeds to an Attorney (Box 14 on 2019 form)

9595 []voIb [ ] CORRECTED
PAYER'S name, strest address, city or town, state or province, country, ZIP | 1 Rents OMB Mo. 1545-0115
or foreign postal code, and telephone no.
3 2020 Miscellaneous
= W
2 RAoyalties i Income
g Form 1098-MISC
3 Other income & Faderal incoms tax withheid GDW A
$ $ For
PAYER'S TIN RECIPIENT'S TIN 5 Fishing boat procesds & Medicat and health care paymems | Internal Revenue
Service Center
3 File with Form 1096.
RECIPIENT'S name 7 P:ayar mede diract sales of -] S_uhsntute payments in lie ol For Priuacy Act
55,000 or mare of conswmer dividends or intarest P &
products 1o a buyer and -E.DIEFWDI"
{racipiant) for resala & Reduction Act
Street address {inchuding apt. nou) 8 Crop insurance procesds 10 Gross procesds peid to &n ND“CE_. see the
Hiiomey 2020 General
% $ Instructions for
City or town, state or province, country, and ZIF or foreign postal code 11 12 Section 4084 deferals Gertf!lﬂ
Information
$ Returns.
Account number (see metructons) FATCA filing| 2nd TiM naot.(13 Excess golden parechute |14 Mongualified deferred
requirement payments compensation
O O [g $
15 State tax withheld 16 State/Payer’s state no. 1T State incoms
. SR (SUS— L - ——
$ $

Form 1099-MISC
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ﬁ Builder Incubator - SOP 2020 1099 Forms

How Gemini has Implemented these changes

1. Addition of a new 1099 form Nonemployee Compensation
a. All vendors that were set to Box 7 under Vendor list Maintenance will
automatically be changed to Box 1 MISC-NEC

ﬂf Vendor will be Changed (Averett Water 8 Sewer) E\ El_@

General Additional Contacts Checks Defaults Misc  User Defined Memo Web Access Actions

[] Job Cost Lender

Type of 1099: MISC-NEC. (1)

; Do Not Prnt 1099
Default PO Legal: Rents (1)

A Other Income [3)
Material %: Medical & Health [6

Motification Limit $: Proceeds Attorney [10)

Lozt Discount: 0.00
Current 1099: 0.00
Last Year 1099: 0.00
1] 4 Cancel ¥iew Open ltems Yiew Payments

General Additional Contacts Checks Defaults Misc

[ ] Job Cost Lender

Type of 1099: MISC-NELC. [1] W

) Do Not Print 1099
Default PO Legal: Rents [1]

Other Income [3)
Medical & Health [6

Matenal %:

Motification Limit $: Proceeds Attorney [10]
]
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ﬁ Builder Incubator - SOP 2020 1099 Forms

2. Separation of printing for 1099 NEC and 1099 MISC
a. Each type of 1099 requires a SEPARATE 1096 form
b. So we separated printing of 1099 MISC and NEC so that they aren’t accidentally
printed with the same 1096 form
c. This change was accomplished through the MARK BY TYPE option in the 1099
i. To mark a vendor by type use the drop down to select the ‘1099 Type’
and Select ‘Mark’

L 1099 Forms/Magnetic El = .
Tax Year: 2020 Select Yendors to Include in Action
¥ Account & Mame EIN/S5H Type 1099 Amount

ABEPI]1 ' ABC Painting 10- SB?BSEnts 11 1.000.00
APPLOD1 Apple Appliances -0987654 Hents [1] 1.500.00 |
BRICK1 Bob's Brick BarnABCD -0987654 Rents [1] 2,000.00
BUILD1 Building Blocks Masons Co. 0987654 Other Income [3] 1.,500.00
CABIO1 Cabinets World-123 10-0987645 Other Income [3] 3.000.00
CARPO1 Carpet Universe -0987654 Other Income [3] 800.00 |
CLODZ Cleaners B Us -0987654 Medical & Health [6 3.500.00
CONSO1 Concrete Steel Products Corp. 987654 Medical & Health [6 2.000.00
CONCO1 Concrete USA -0987654 Medical & Health [6 4.,000.00
CORKO1 Corky’s Slab Contractors Inc. 10-0987654 MISC-MEC. [1] 2.800.00
DDDRO D & D Drywall -0987654 MISC-MEC. [1] 950.00 |
DANDO1 Dandy's Trim & Door Inc. -0987654 MISC-MEC. [1] 6.500.00
DANDE D anny's Debris Removal Service -0987654 Proceeds Attorney [10] 800.00
DAYIOT D aviz Dumpster Services -0987654 Proceeds Attorney [10] 4,800.00
EARTO1 E arthmovers, Inc. 10-0987654 Proceeds Attorney [10] | 6.500.00

Action: | print Proofing Report ~ Print Previous Cancel

' 1099 Forms/Magnetic EI (= E
Tax Year: 2020 Select ¥endors to Include in Action
X Account # MName EIN/S55M Type 1099 Amount
ABCFPO1 ABC Painting 10-0987654 Rents [11 1.000.00
APPLO1 Apple Appliances 10-0987654 Rents [1] 1.500.00
BRICK1 Bob's Brick BamABCD 10-0987654 Rents [1] 2.000.00
BUILO Building Blocks Masons Co. -0987654 Other Income |3 1.500.
CABID Cabinets World-123 -0987645 Other Income |3 3
CARPO1 Carpet Universe -0987654 Other Income |3 800.
CLODZ2 Cleaners R Us 10-0987654 Medical & Health [6] 3.500.00
CONSO1 Concrete Steel Products Corp. 10-0987654 Medical & Health [6] 2.000.00
COMCO1 Concrete USA -0987654 Medical & Health [6] 4.,000.
X|CORKD1 Corky's Slab Contractors Inc. -0987654 MISC-NEC. [1] 2
X{DDDRO1 D & D Drywall -0987654 MISC-MEC. [1] ho.
X|DANDOD1 Dandy's Trim & Door Inc. 10-0987654 MISC-NEC. [1] 6.500.00
DANDER Danny's Debris Removal Service -0987654 Proceeds Attorney 5
DAYI01 Davis Dumpster Services -0987654 Proceeds Attorney 4
EARTO1 E arthmovers, Inc. -0987654 Proceeds Attorney b
Mark UrMark | Clear All Mark by Type:  MISC-NEC. (1) v
Action: | print Proofing Report ~ | Preview Print Previous Cancel
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ﬁ Builder Incubator - SOP 2020 1099 Forms

3. Proofing report of 1099’s now show quantity of forms required
a. This will allow the user to double check they are only printing one type of form

m Preview: AP Vendor 1099 Proofing

DEC 01,2020 Astor Homes Page:1 of 1
11:53AM AP Vendor 1099 Proofing Report
for Tax Year 2020

D Vendor Name Address
SSN/EIN DBA Name City State Zip Code
CORKO1 * Corley's Slab Contractors Inc. 175 Main Street
10-0987654 Anv City Us 22222
NEC Box 1 2.800.00
DDDRO1 * D & D Drywall 425 Mamn Street
10-0987654 Anv City Us 22222
NEC Box 1: 950.00
DANDO1 * Dandy's Trim & Door Inc. 385 Main Strest
10-0987654 Any City Us 22222
NEC Box 1 6,500.00
Report Totals
Box 1 Box 3 Box 6 Box 10
1099-NISC 0.00 0.00 0.00 0.00
0 0 0 0
bBox |
1099-NEC 10.250.00
3

* Indicates which name will be used as primary 1099 name.
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ﬁ Builder Incubator - SOP 2020 1099 Forms

Printing 1099’°s & 1096’s for vendors for 1099 MISC Form

1.

a. NOTE: The minimum amount for 1099 forms for 2020 is $600.00
2. Use the Mark by Type function in the bottom right of the screen
a. Select Rents (1)

b. Select ‘Mark’

,:.e 1099 Forms/Magnetic

Tax Year: 2020

Select Yendors to Include in Action

Go to the 1099 Forms report screen by AP | Reports | 1099 Forms/Magnetic

=l e =

¥ Account # Mame EIN/SS5N Type 1099 Amount
ABCPO1 ABC Painting 10-0987654 Hents [1 1.000.00
APPLOT Apple Appliances 10-0987654 Rents [1] 1,500.00
BRICK1 Bob's Brick BammABCD 10-0987654 Rents [1] 2.000.00
BUILD Building Blocks Masons Co. 10-0987654 Other Income [3] 1.500.00
CABIOT Cabinets World-123 10-0987645 Other Income [3] 3.000.00
CARPO1 Carpet Universe 10-0987654 Other Income [3] 800.00
CLOD2 Cleaners B Us 10-0987654 Medical & Health [6] 3.500.00
CONMSO1 Concrete Steel Products Corp. 10-0987654 Medical & Health [6] 2.000.00
CONCD1 Concrete USA 10-0987654 Medical & Health [6] 4.000.00
CORKO1 Corky's 5lab Contractors Inc. 10-0987654 MISC-MEL. [1] 2.800.00
DDDRO1 D & D Drywall 10-0987654 MISC-MEC. [1] 950.00
DANDD1 Dandy’s Trim & Door Inc. 10-0987654 MISC-MEL. [1] 6.,500.00
DANDEB Danny's Debnis Hemoval Service 10-0987654 Proceeds Attormney [10] 800.00
DAVIOT Daviz Dumpster Services 10-0987654 Proceeds Attorney [10] 4,800.00
EARTO1 Earthmovers, Inc. 10-0987654 Proceeds Attomey [10] 6,500.00
Mark UnMark Clear All Mark by Type: GECTENEE] | Mark I
Do Mot Print 1099
2 1
Action: | Chgose Action ... ~ Print PreiOther IanB 3]

Medical & Health [6)
MISC-NEC. (1]

Proceeds Attorney [10]

3. Review the proofing report before printing 1099s
a. Go to Action in the bottom left of the screen and select ‘Print Proofing Report’
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b. Select ‘Preview’

11 1099 Forms/Magnetic o] 2 3]
Tax Year: 2020 Select Yendors to Include in Action
| ¥ Account #t Hame EIM/S55M Type 1099 Amount
X ABCPO1 ABC Painting 10-0987654 Hents [11 1.000.00
X APPLO1 Apple Appliances 10-0987654 Rents [1] 1,500.00
= BRICK1 Bob's Brick BarnABCD -0987654 Hents (11 2.000.00
BUILOA Building Blocks Magons Co. -0987654 Other Income [3] 1.500.00
CABIOT Cabinets World-123 -0987645 Other Income [3] | 3.000.00
CARPO1 Carpet Universe 10-0987654 Other Income [3] 800.00
CLOD2 Cleaners B Us 10-0987654 Medical & Health [6] 3.500.00
CONS Concrete Steel Products Corp. -0987654 Medical & Health |6] 2,000.00
CONC Concrete USA -0987654 Medical & Health [6] 4,000.00
CORK Corky's Slab Contractors Inc. -0987654 MISC-NEC._ [1] 2.800.00 |
DDDRO1 D & D Drywall 10-0987654 MISC-MEC. [1] 950.00
DANDO1 Dandy's Trim & Door Inc. 10-0987654 MISC-MEC. [1] 6.500.00
DAMDEE Danny’s Debrizs Remoyal Service -0987654 Proceeds Attorney 800.00
DAYIOT Davis Dumpster Services -0987654 Proceeds Attorney 4.800.00 |
EARTO1 E arthmovers, Inc. 0987654 Proceeds Attorney 6.500.00 |
Mark UnMark Clear All Mark by Type: |Rents (1) w Mark

Print

Choose Action ___

Proofing Report

1099 M agnetic
Export 1099




ﬁ Builder Incubator - SOP 2020 1099 Forms

4. Review Proofing report to ensure you are only printing one type of 1099 form
a. You can review this at the bottom of report showing the Report Totals

DEC 01,2020 Astor Homes Page:1 of 1
10:28AM AP Vendor 1099 Proofing Report
for Tax Year 2020
D Vendor Name Address
SSN/EIN DBA Name City State Zip Code
ABCFPO1 * ABC Pamting 315 Main Street
10-0987654 Any City us 22373
MISC Box 1: 1,000.00 Box 3: Box 6: Box 10
APPLO1 * Apple Appliances 505 Mam Street
10-0987654 Amny City us 23222
MISC Box 1: 1.300.00 Box 3: Box 6: Box 10
BRICK1 * Bob's Brick BamABCD 349 Mam Street
100987654 Any City us 22223
MISC Box 1. 2.000.00 Box 3 Box 6: Box 10
Report Totals
Box 1 Box 3 Box 6 Box 10
1090.NOSC 4,500.00 0.00 0.00 0.00
i 0 0 [i]
Box 1
1099-NEC 0.00
1]
* Indicates which name will be used as primary 1099 name.
5. Go back to 1099 Forms screen and select the Action ‘Print 1099 Forms’
a. Select ‘Print’
= 1099 Forms/Magnetic = =1 !
Tax Year: 2020 Select Yendors to Include in Action
X Account # MName EIN/S5N Type 1099 Amount
X ABCFO1 ABC Panting 10-0987654 Rents [11 1.000.00
X APPLON Apple Applhances 10-0987654 Rents [1] 1.500.00
X BRICK1 Bob's Brick BarnABCD 10-0987654 Rents [1] 2.000.00
BUILO] Building Blocks Masons Co. 10-0987654 Other Income [3] 1.500.00
CABION Cabinets World-123 10-0987645 Other Income [3] 3.000.00
CARPO1 Carpet Universe 10-0987654 Other Income [3] 800.00
CLO02 Cleaners B Us 10-0987654 Medical & Health [6] 3.500.00
CONSO1 Concrete Steel Products Corp. 10-0987654 Medical & Health [6] 2.000.00
CONCO Concrete USA 10-0987654 Medical & Health [6] 4,000.00
CORKO1 Corky's Slab Contractors Inc. 10-0987654 MISC-NEC. [1] 2.800.00
DDDRO1 D & D Drywall 10-0987654 MISC-NEC. [1] 950.00
DANDOT Dandy's Trim & Door Inc. 10-0987654 MISC-NEL. [1] 6.500.00
DANDER Danny's Debris Removal Service 10-0987654 Proceeds Attorney [10] 800.00
DAVIDT Davis Dumpster Services 10-0987654 Proceeds Attorney [10] 4,800.00
EARTO1 Earthmovers, Inc. 10-0987654 Proceeds Attomey [10] 6.500.00
Mark UnMark Clear All Mark by Type: . Rents (1) w Mark
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Export 1099
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ﬁ Builder Incubator - SOP 2020 1099 Forms

6. Once you select print you will be prompted by Gemini to load in the 1099 forms into the printer
a. Once you have done so select ‘Ok’

Load 1099 Forms

We are now ready to print the 1099 Forms.
—.. Please be sure that these forms are loaded into

|_g] the proper printer before proceeding.

Click OK when the 109% Forms are loaded.

7. You will now be prompted by Gemini to remove printed 1099 forms
a. Select ‘Ok’ once you have done so

Remowve 1099 Form

1099 Form data has been sent to the
'8' selected printer. When all forms have printed,
! ' please remove them from the printer.,

When ready click OK to continue.

8. Once you have printed the 1099 forms, Gemini will prompt you now to fill out information for your
corresponding 1096 form to be printed
a. Fill out 1096 Information
b. Select ‘Print 1096’

Total Humber Forms: 3 Total Dollars: 4 500.00

Break Down by Box

Box 1: 4 500.00 Box 7: 0.00
Box 3: 0.00 Box 14: 0.00
Box b: 0.00

ll !?E !n!urmallon I

Contact Hame: | |

Email Address: | |
Phone Humber: |: | | :| | |
FAX Humber: |: | | :I | |

Print 1096 Done
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Printing 1099’°s & 1096’s for vendors for 1099 NEC Form

1. Go to the 1099 Forms report screen by AP | Reports | 1099 Forms/Magnetic
2. Use the Mark by Type function in the bottom right of the screen

a. Select MISC-NEC (1)

b. Select ‘Mark’

) 1099 Forms/Magnetic ==

Tax Year: 2020 Select Yendors to Include in Action
X Account # Name EIN/SSN Type 1099 Amount
ABCPO1 ABC Painting 10-0987654 Rents [1] 1.000.00
APPLD1 Apple Appliances 10-0987654 Hents [1] 1.500.00
BRICK1 Bob's Brick BarmmABCD 10-0987654 Rents [1] 2.000.00
BUILO1 Building Blocks Masons Co. 10-0987654 Other Income [3] 1.500.00
CABION Cabinets World-123 10-0987645 Other Income [3] 3.000.00
CARPO1 Carpet Universe 10-0987654 Other Income [3] 800.00
CLO02Z Cleaners B Us 10-0987654 Medical & Health [6] 3.500.00
COMS5O Concrete Steel Products Corp. 10-0987654 Medical & Health [6] 2.000.00
COMCO1 Concrete USA 10-0987654 Medical & Health [6] 4,000.00
CORKO1 Corky’s Slab Contractors Inc. 10-0987654 MISC-NEC. [1] 2.800.00
DDDRO1 D & D Drywall 10-0987654 MISC-NELC. [1] 950.00
DAMDO1 Dandy's Trim & Door Inc. 10-0987654 MISC-NELC. [1] 6.500.00
DAMDEE Danny’s Debris Removal Service 10-0987654 Proceeds Attorney [10] 800.00
DAYIOT Daviz Dumpster Services 10-0987654 Proceeds Attorney [10] 4_800.00
EARTOM E arthmovers, Inc. 10-0987654 Proceeds Attorney [10] 6.500.00

Mark UnMark Clear All LETLSIRET MISC-NEC. (1) w l Mark |

Do Mot Print 10983

- Rents (1
Action: | Chogse Action .. ~ Print Prei0ther I[nc]:ume 3

Medical & Health IBI
Proceeds Attorney [10)

3. Review the proofing report before printing 1099s
a. Go to Action in the bottom left of the screen and select ‘Print Proofing Report’
b. Select ‘Preview’

) 1099 Forms/Magnetic o] 2 (]
Tax Year: 2020 Select Yendors to Include in Action
¥ Account # Mame EIN/SSH Type 1099 Amount
ABCPO ABC Painting -0987654 Hents 1.000.00
APPLO1 Apple Appliances -0987654 Rents 1.500.00
BRICK1 Bob's Brick BarnABCD -0987654 Hents 2.000.00
BUILD1 Building Blocks Masons Co. 10-0987654 Other Income [3] 1. 500.00
CABIO Cabinets World-123 10-0987645 Other Income [3] 3.000.00
CARPO1 Carpet Universe 10-0987654 Other Income: [3] 800.00
CLOD2 Cleaners B Us 10-0987654 Medical & Health [6] 3.500.00
CONSO Concrete Steel Products Corp. 10-0987654 Medical & Health [6] 2.000.00
COMCO1 Concrete USA 10-0987654 Medical & Health (6 000.00
Corky's Slab Contractors Inc. 10-0987654 MISC-NEC. 11 800,
# DDDRO1 D & D Drywall 10-0987654 MISC-NEC. [1] 950.00
¥ DANDO1 Dandy's Trim & Door Inc. 10-0987654 MISC-MEC. [1] 6.500.00
DAMDEB Danny's Debris BRemoval Service 10-0987654 Proceeds Attomney [10] 800.00
DAVIOL Davis Dumpster Services 10-0987654 Proceeds Attorney [10] 4.800.00
EARTO1 Earthmovers, Inc. 10-0987654 Proceeds Attomney [10] | 6,500.00
Mark UnMark Clear All Mark by Type: MISC-MEL. [1] £ Mark

Print Previous Cancel

(Print 1099 Forms
(1099 Magnetic
Export 1093
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ﬁ Builder Incubator - SOP 2020 1099 Forms

4. Review Proofing report to ensure you are only printing one type of 1099 form
a. You can review this at the bottom of report showing the Report Totals

il Preview: AP Vendor 1099 Proofing

DEC 012020 Astor Homes Page:l of 1
3:38FM AP Vendor 1099 Proofing Report
for Tax Year 2020
D Vendor Name Address
SSN/EIN DBA Name City State Zip Code
CORKO01 * Corky's Slab Contractors Inc. 175 Main Street
10-0987654 Any City uUs 22222
NEC Box 1: 2.800.0:0
DDDEO1 * D & D Drywall 425 Main Street
10-0987654 Any City uUs 22212
NEC Box 1: 950.00
DANDO1 * Dandy's Trim & Door Inc. 385 Main Street
10-0987654 Any City uUs 22222
NEC Box 1: 6,500.00
Box 1 Box 3 Box 6 Box 10
1000_MISC 0.00 0.00 0.00 0.00
0 o ] 1]
Box 1
1099-NEC 10.250.00
3
* Indicates which name will be used as primary 1099 name.
5. Go back to 1099 Forms screen and select the Action ‘Print 1099 Forms’
a. Select ‘Print’
| 1099 Forms/Magnetic o] @ (=
Tax Year: 2020 Select Yendors to Include in Action
X Account # MName EIN/SSN Type 1099 Amount
ABCPO1 ABC Painting 10-0987654 Rents (11 1.000.00
APPLO1 Apple Appliances 10-0987654 Rents [1] 1.500.00
BRICK1 Bob's Brick BarnABCD -0987654 Rents [1] 2.000.
BUILO1 Building Blocks Masons Co. -0987654 Other Income [3] 1.500.00 |
CABIO1 Cabinets ‘World-123 -0987645 Other Income [3] 3.000.
CARPD1 Carpet Universe -0987654 Other Income [3] J00.
CLOD2 Cleaners B Us -0987654 Medical & Health [6] 3.500.00 |
COMS01 Concrete Steel Products Corp. -0987654 Medical & Health [6] 2.000.
CONCO1 Concrete USA 10-0987654 Medical & Health [6] 4.000.00
> CORKO1 | Corky's Slab Contractors Inc. 10-0987654 MISC-NELC. [1] 2.800.00
X DDDRO D & D Drywall 10-0987654 MISC-NEC. [1] 950.00 |
X DANDD1 Dandy's Trim & Door Inc. 10-0987654 MISC-NEC. [1] 6,500.00
DAMDEB Danny's Debris Removal Service -0987654 Proceeds Attorney J00.
DAV Davis Dumpster Services -0987654 Proceeds Attorney 4.800.00 |
EARTO1 E arthmovers, Inc. -0987654 Proceeds Attorney 6.500.
Mark UnMark Clear All Mark by Type: MISC-MEC. (1] w Mark
LECL Frint 1099 Forms e m Print Previous Cancel

Choose Action ...
Print Proofing Report

1099 Magnetic
E xport 1099
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6. Once you select print you will be prompted by Gemini to load in the 1099 forms into the printer
a. Once you have done so select ‘Ok’

Load 1099 Forms

We are now ready to print the 1099 Forms.
= Please be sure that these forms are loaded into

|_8] the proper printer before proceeding.

Click OK when the 109% Forms are loaded.

7. You will now be prompted by Gemini to remove printed 1099 forms
a. Select ‘Ok’ once you have done so

Remaove 1099 Form

1099 Form data has been sent to the
IQI selected printer. When all forms have printed,
! ' please remove them from the printer.

When ready click OK to continue.

8. Once you have printed the 1099 forms, Gemini will prompt you now to fill out information for your
corresponding 1096 form to be printed
a. Fill out 1096 Information
b. Select ‘Print 1096’

Total Number Forms: 3 Total Dollars: 4.500.00

Break Down by Box

Box 1: 4 500.00 Box ¥: 0.00
Box 3: 0.00 Box 14: 0.00
Box b: 0.00

I I EgE !n!urmallun I

Contact Hame: | |

Email Address: | |
Phone Humber: |: | | ) | |
FAX Humber: ( | | ) | |

Print 1096 Done
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