PRINTING 1099 FORM v

QuicK REFERENCE GUIDE AP-39

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Print 1099 Forms in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to print 1099 forms in NCFS.

——————————————————1

Q | user Tip: I
[

| The following are prerequisites:

l 1. You will need the NC Tax Report security role to print 1099 forms.
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QRG AP-39 — Print 1099 Form

Print 1099 Form

To print 1099 form in NCFS, please follow the steps below:
1. Login to the NCFS portal with your credentials to access the system.

2. On the Home page, click the Tools tab and click the Reports and Analytics app.

QUICK ACTIONS APPS

3. Click on the Browse Catalog button on the top right corner of the page.

A

Browse Catalog
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QRG AP-39 — Print 1099 Form

4. The Catalog page is displayed, navigate to Shared Folder = Custom = FBR Custom >
Report = Accounts Payable = Tax Reports folder.

List of the reports are displayed, please use the appropriate report you would like to print.

In this example, we will use NC 1099 MISC Report.

UserVieww Jlav O B3 @ @ Bav v « X B Locston [Shared Folden/Cestom/F8 CustomyReport/Accounts PayablelTax Reports

4 Folders w Sort Name A7 w [ Show More Delails

NC 10589 G Report (RPTAPO18) Last Modfied 111624 T:36 AM  Oumer Batcn User

1 More ¥

HC 1099 Invoice Maintenance Report (RPTAPO22) Lot Mocfed 1024 .24 AM  Owner Batch User
pand More w

NC 1099 MISC Report (RPTAPO1T) [Last Modted 111824 736 AM  Owner Bateh User

i More v

NC 1089 NEC Report (RPTAPO19) Last ModiBed 111824 7.38 AM  Ownar Bateh User
Expand More v

NC Supplier Tax Withholding Report (RPTAPO40)  Last Modifed 11624 738 AM  Cranar Batch Used

5. Click on the report and click on the Open link.

il Catalog

Uservieww Jlaw & B3 @ O BEmv v v X & Locstion [Shared Feldem/Castom/FBR Custom/Report/Accounts Payable/Tax Reports/NC 1099 MISC Report (RFTAPOLT)
4 Folders = Bz Tyee AN ¥ Sort Name A-Z ¥ [_] Show Mare Details
b NC Payments Stafictical Reoor (RFTAPDIY - MC 1089 MISC DM (RPTAPO1T) Last Modfied 1/16/24 738 AM  Owner Balch User
1093 MISC Dafa model (RPTAFO1T)
b NC Peard Invaice Report (RPTAPO43 Edl More ¥
b NC Prepayment Register Report (RPTAP001 NC 1099 MISC Report (RPTAPO17) | Last Modified 111624 736 AM | Owner Batch User
» B NC Suppher Tax Withholding Report (RPTAPO40 MISC Report (RFTAFQ1T)
OpenJEdt Moe w
» [ NC Zero Dollar Payments Report (RPTAP0OZ
3 0SC Reports
B OTBI Analysis

4 [ Tax Reporis
L
- b
b
b NC 1099 NEC Report (R
3 MNC Suppler Tax Withholding Report (RPTAPO40

so Do )
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QRG AP-39 — Print 1099 Form

6. NC 1099 MISC Report is displayed. Select the Legal Entity (Business Unit), correct From
and To Payment Date, File Type — Original and click Apply.

# NC 1009 MISC Report (RPTAPO1T7)

Legal Entity NC DHHS CHILD AND FAMIL ¥ “ From Paymeni Date 0170112023 * o Paymeni Date 12312023 ‘a Supglier Name Al v

]
File Type Crigina ¥ Onginal Submission Date ‘e Order By State Code -

NL: 1009 MESC Repodt RPT HC 1050 MISC Raport_RPT.. L

7. Completed report will be displayed. Click on the Printer Icon on the right side of the page.

HC 9099 MISC Repart_RPT i

o
]

[ CORRECTED (if cheched])
PAYERE rarme, siree! sdonets, ofy OF Kwe, Sie o 1 Aante OB Mo 15450715
pTvincs, country, TP on koreige pontsl code. s Islsphons Foem 1088.MISE
N M L DXL A% AR Lt | . Janusary 2623
ICATION & Fioyates |
] FEVECE CENTER For calendar yeat

§ 2

3 Cehe ncoma 4 Fedarsl incomsy (ax
witkdaid

5 E]
PAVERE T RECPIEMTS Til § Fshing bost prncesds [ e )
L [ ] peom—r.
L a.‘ a‘
RECIFENTS rarme City o own. sisle o provros. coundry T Papes made deed saies. B Subsiiuie payments in
arel B oo forwgn ponlal code fokabing 55 000 o more of b ol diwdisnds o inbevest

o products 19
TR £ M P T L recipeen! for resale O ]
ML 0SS MRS, IS ST ¥ Crop 100 Corcmn patin |

AL S T an atiormary
§ §

|97 Fish puscharsed for 1717 Secton 40aA drlerais |
i,

§

} ]
T3 FATCA fing | 14 Excous goioen parachute | 15 Monquanted defered
qu..rr-ﬂ'! prymoni Lo

-.s -s‘
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QRG AP-39 — Print 1099 Form

8. Printer option will be displayed, select the correct printer from Destination dropdown.

Note: Please do not select the Check Printer. Click on the More Settings.

L4 O ACHBCIOAI, COMT ATy TS S 060 1 DI UL Ty 2= CT0M 3 OSSN |y 56 5 T000-PEaT = Tl UIDM T dr O

AL LTI Bt OB T FACCTAITES ol U By 8 ot - |30 £ LB OATS Tt

Print 24 sheets of paper

[} CORRECTED (f e
T e oy ¥ e 1
e ey T e v e o Sy

B 1P Desilet s d100 e *

HE CHLD # s smy vk
.
Fages a .
1099 MISC TaE T e
3 : ey Coprts
TR TR fin Clly i b, Wil 15 im0 [ J R — B Rt e e -
I o st i g 33 000 or wre. T of Svadeiy o i Ay
e bt parsiy
win — ~ =t mrton S — -

T—r—T—u

s 3

=5
e T Swcve SO0k e crtries el ¢
s

More settrgs @

o -

9. More settings options will display. Make sure to choose the correct settings including paper size,
scale etc.

Print 24 shewts of paper
[ CORRECTED {1 chackad) l
o i Sy = B L]
P, oy T s e el 4
Destiration B P Desidet Fla 410032 *
Pagat A .
TR T PR T
Copss 1
TETTNTY e Uy ot i Foorin e
ot 5P o g i s
A N TS Coler Elack and white »
Mort settings -
aper tire Laster -
Pages par shest 1 -
Cuality 300 dei .
-
Twe-sided O Frint on both sides
ey
= o 1 * Shafte P} t]
T R st disleg Skt e P o]
ploiabancasigpfashe uttpid ol v by
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QRG AP-39 — Print 1099 Form

10. Once all the settings are selected and before printing the form, please print a test page to make
sure the printout comes out as expected. Click on Pages dropdown option and select Custom.

Print 24 sheets of paper
CORRECTED (¥ chashund| b
[FAVERTS numa. el addrees. oiy o e, i & 1hess B M. 15450115
provnd, ey, D o Tormes postal e, i Ielapnoey Farm 1098-MISC Mizcollangous :
3 1M Pl nen Informat Destination & P Desicdet Plus 4100 3¢ ~
T Fiyaitnr
Tor Cobancias yoa
_l_ B Fages & w
3 ket incime A Faderal income s Copy B Fag Al
mithned For Hacipanrt
5 5 Thiniin imperiars
PAYERTS TR RECIENTS TN 8 Fianevy boat proceeds § Uodca and heath care ‘-mﬂ Oid pages onk
payraniy - uhaa c s
] (] 3 : e S o i o Even pages only
RECERENTE e iy o Iran. it o romica Souriy. | 7 Pryee mads @encl saien | B Subsiinie payments 5 A Custam
i DIF i oot il ool nmumtnl o Gvadends o i A f—.
oOF SIS SANCHON
T e ——— a1 e O i bt - Color Black and white -
. A § Crop inssrance (eoceeds. | 10 (Grows proceeds pad 1 "wm“:'""
vitte 3 somay ot o Larate
L L and e RS
11 Fan prchanes i T Sacaon b0 ceteran dotormines Sut
bt d P ool Eumert
s s ] reponen Miore setbings A~
3 FATCA fhing | 14 Eatis ot pirdofati | 146 NONGuated Selem
et | poymans comgenanon
i
ACDOURE PP le i COOR ) 17 StatePayers state o
i
T - PSSR —— . W ————— Pagier sice e
v EBEREC M | ILD ey b s aa e § Cmpartaaa o Ce—
Bund For rubeban et o € F o,
I i o i A I e g A o i il s, 5
e tiin ¢ pr st ey [S5M) rutions e seeptcaten, 7S 8 gt e, ir ke b Canaraly, mpect shy s e Pages per sheet
B e Rl e P matde AT P ety e :fl)-ﬁ.-*hi&hh{_ i 1000 g W
iy - - ™™ -
e e o ity o o s e ek 5 /e 1 i Bt e
Srope e na P oy RS it e e i e W
o Iuatrta it bt B . 10001, Corrraters. st ' suchonrss S M s o e e 0 ey 7 v o el s oy Ciuality 300 di =
L o o e .
et et e e o B i b of o . -..."‘"..-._...__._.._.._......a..-..._........
e T o e g W T SR e Tl e e o s—u—y
ol vk v e iy e et s e 8 fesepw
e F e L it e L)t P e g o e o e S0 it
Soheciss T flare, 04 § pm s o e, e i __F:"'_:"'""“"‘"“"" o Seale B .
e, o i . s s 1 raty ot b e 4 P el R bt o
800 2 Bt e s O i, 0 el g, chpytghts s g0 1 © MR S e e e e e e
et e 1083 e, £ o . S o s P S8 S 10 1 g ot O M s i
B — o
'::;.‘.-:-d‘ ot s i 40 O i’ b o B | P acion. &G4, dowy =t 1l vy i Twa-sided D Print on both sides
sy s e, - Fareun o b 1 ot . Rt Iy s ettt i s T Pt
e, st i . e ol 55,8 i o i e e IS 0 v s s b i P S B o
oty "';‘,":‘:':_:':,, -A— o B W S e i i e i W B B s
e e g Tl A i dd ot e e TR e T e W s P 68 -
ey [T AR 43 s net B s nem st et R . . =
W B v o st s e 8 Subee e e e b ey e Print using sustem dialea. (Ctrd+Shift=@) &

11. Enter 1 in the eg — field, this is to make sure to print just one test page before proceeding to print
all the pages in the report.

Print 1 sheet of paper
[ CORRECTED (¥ chesius] s
RTINS s, vl Ricrwas, Gy o owe iala &1 1 Pl TNl Mo, 150115
P, iy D o e pislal code, il e Fom 1099MISC Miscallancous Oestination & W Blas 4100
.02 et P *
=g AW R B Ten s [ E— infermation gt HP Desidet Flus 4100 s¢
!E_I
For catenital yaur
3 m
3 Dmrar moome. & Fedaral income tan Copy B “ages Lustom s
b Haripest
i ) Tha & mporiard h 5 3
PATERS TR FECEFMNTS TN F - 15,8 111
§ Fatung bost proosecs § Machcal and hoaih care 5 o a9
] - X e phres o
e T e N [ g —r—m e p—— -
e I o rmge ot cote botsing 35,000 o ot of | b o hwitends 1 inteemat S — c 1
- i panaty Copues
AN (P BT L recpen for rease i o e il
LY TR AT ST P bmesngy pucais | 99 o proseals peld ' "':v:-'?-:
BORT LA L anstcroy ncome i e s
5 L] and the B5 Color Black snd white i
V1 Fish pumhamsee for 17 Secton A0k Selwmas rermrgn that 4
e [
3 3 seperte
FIFATCA ry) | 1 Eacibi Doty pirictide | 15 Mol Seternd
] . Comgarsason
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QRG AP-39 — Print 1099 Form

12. Click on the Print button.

Bampa s g e
P e i o it i i By oSl R
i e s (AT R e g o
e L L
Rarot Ny st a7 mrrard o b g et o e g
e

A e my I S
P irirursliorn for Suiuhs 5 (Far ¢

e € Fom 1040)

i

Wow W S i st on Serene § (Far | 0]

Bin M Shows rans e jaad o aliiesey 1 urieodion wib mpel wTes. il
——

N, il i) iy ol B fnd

o At o s T P e 3
i O s wmcrses. perd om the Catar

e 1 My i ST e L 3 Py e AT ] 0] T
Brtemt OO g P 8 1S3 B B b brmm s o b AT ey

[ CORRECTED (¥ chaschad)
RTINS ria, ioet OSuss, oy o o, S5008 T Fens Gl Mo TGAS0118
proavics couey IIF o Tregn posts ccde. MG Wephcee Form 1099-MISC Mizcellaneous Pasiian
. § i T Castranion
» e e - 2 {Plov. Jamuary 2023) Infi =
i wELL R o ormatio
For calendss yoar
2 s a5 e Daa
) 4 Faderal income aa Copy B Fages
wethhaid For Recipand
§ § Tres & impeorint
FRTERE T TECwE TS BN S F mrg ooat peocsems ¥ VAsaial ord TeSI cae tax information snd 1
- - paymant & by hamisnad o
¥ . b s RS I o
ERCTRITTS s Gy o Wown, i i prowmae, courtry. | T Payes made cieoct ssies | BUBSIAS payments In are mouired \c e
S S o S st oo Ao 33000 of more of | e of dhwichends o indesusl & rln. & Copst 1
by P R PNy Lopee
L recpart by s ) t of other sancaon &
TR AN Y W Crop wmsarae grocesds | W Gross prooseds paid o rﬂ:‘,.unm-
T AT B ALE § ) YR - uree et pair
: . and the RS Lotor
11 Fot pro it b 13 Secton 400A Sefertali detevrires hat 1
resaly st ot bsmn
3 3 rmporiad
TIFATCA firgg | 4 hacess goices pacaciuls | 15 Nonguaifed dalered
reganerert Fayeris romgentabon
8] i 5 | More settings
Ancount number {see InsinCEons | 16 Shate tue wiesd 17 BaPayers saleno. | 18 Stake income |
] § §
T T s T e = Teeman 5 ot —— e s
Rocipie B b Fom rvirsbontn, e o & (P £5460 &
R e i ety ey B e g 450 o i 3 Paper size et

Cruality

¥ HP Desidet Plus 4100 se

o ¥ Mt
Rt b [, V6| s ar oy e ar. i s
™

W 1 oty et B et o B T e b of S |

el | ara] sy T s T e S oy -
[a—

[EanTi e

[ ————,

s -
aratn L [ v, 1| Heavi fayRae o5 4 S, ML A S @ P

Scale

warw

0 s iy A e
T R el ]

D

Fit 1o paper

Print on both sides

Print using

tem dialog

(Carl+ Shift + )

B

Cancel

Note: Fold your form in half and put it in the envelope and please make sure that the form fits in the

envelope. Please refer to the image below.

=

|-
PAYER'S name, sireel address, city or lown, state or
province, country, ZIP or foreign postal code, and telephone

2019 MAIL SERVICE CENTER
RAIEIGH NC 27659
919.527-6031

R— P

—
RECIPIENT'S name City or lown, stale or province, country,
and ZIP or foreign postal code

1330 5F 4TH AVE 5TE A
FORT LAUDERDALE I'L 3336

IMPORTANT TAX RETURN DOCUMENT ENCLOSED
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QRG AP-39 — Print 1099 Form

Wrap-Up
Print 1099 forms using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e AP101: Invoice Management
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