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Dealer Management System

Vendor 1099 Settings

Double-Check Vendor 1099 Settings to Save Time

When it's time to begin your dealership’s 1099 process, please keep these points in mind.

Ensure all vendors requiring a 1099 are marked to receive one.

To mark a vendor to receive a 1099:

1.

From the Dealership Accounting main menu, click Trade Payables to open the Trade Vendor

Payables menu.

Click Vendor Information and either enter a Vendor Number or click Search to find the vendor.

When the vendor’s information populates the screen, enter Y in the Send 1099 field. (Keep in
mind that not all previous payments will pull to the 1099, so editing the payment may be

required.)

Vendor Information  (ABC Motors)

Vendor No.: |[SPEE11
Name: |SPEEDOMETER SERVICE COMPANY

Address: [115 MANSELL PLACE
City: [ROSWELL 30076

Memo: [ |

Prone: (500] [251][2385]
Fax: [770] [S69][8273)

eMail:

Purchases

ThisMonthe]| |
ThisVear:[ |
[P —

Last Purchase:
LastPayment:[ |

October...... - |

Temporary/Permanent (T/P): [P]
BalanceiDetail Forward (8/D): [D]
Purchase GIL Account: [ |

Account Humber With Vendor: [ |

Manual YTD 1099 Payments:
Taxpayer ID Humber (T): [ |




Print a list of vendors with payments.
1. Onthe Trade Vendor Payables menu, click Lists & Labels.

2. Click Vendors With Yearly Purchases/Payments in the Vendor Payables menu.

Trade Payables  {ABC Motors)

Print Vendor List

Vendor Payables

Vendor Mailing Labels

Mailing Labels For Credit Balances

Mailing Label For One Vendor

Address Envelope For Vendor

1099 Mailing List / Labels

Vendors With Memos

Vendors With Yearly Purchases / Payments

Vendors With Defined Terms

Exit

3. When prompted to verify your printer is ready, select To Printer and click Print.

4. Click the Purchase or Payments button to print purchases or payments only. If you choose to

print payments, you will be prompted to enter the year for which you would like to print the 1099
list. The system will default to the current year.

When running 1099s, you will be able to access directions for adding missing vendors and changing
payment boxes. See the Year-End Closing manual for detailed instructions.
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