PRINTING INSTRUCTIONS FOR CALENDAR YEAR

2021 1099s (EFFECTIVE JANUARY 2022) | NCAS
JoB AID NCAS-2

The purpose of this job aid is to explain how to print Calendar Year 2021 1099s in NCXCloud.

Beginning with year 2020, agencies have been responsible for printing their agency’s 1099 forms. The 1099s
will be created using the Systemware product NCXCloud. NCXCloud is a cloud-based repository for
mainframe reports. To print 1099s, you will need a basic knowledge of NCXCloud. If you are unfamiliar with
this product, please refer to the introduction documentation located at:

https://www.osc.nc.gov/documents/ncxcloud

Three 1099s forms will be generated for year 2021. The first form is for miscellaneous information, 1099-
MISC. Calendar year 2020, the IRS moved reporting box 7 from the 1099-MISC to a new form, 1099-NEC, the
second form. The third form is the 1099-G for governmental payments. Each form is loaded in separate XPTR
form IDs and are secured by agency. Below are the locations for the three forms:

P Region
OPAY OSCOPC 1099-G YEAR 2021
OPAW OSCOPC 1099-MISC YEAR 2021
OPAX OSCOPC 1099-NEC YEAR 2021
F Region

OFAY OSCOPF 1099-G YEAR 2021

OFAW OSCOPF 1099-MISC YEAR 2021

OFAX OSCOPF 1099-NEC YEAR 2021

OFAP  OSCOPF 1099-NEC YEAR 2021- LOTTERY ONLY

To access NCXCloud, you must be on the state VPN. Some agencies have internal VPNs that belong to the
State. These agencies’ VPNs may have firewall issues. Contact DIT if you have any trouble getting to the sign
on page for NCXCloud.

Before printing, make sure you have enough 8 % X 11 paper, a proper supply of ink for the printer chosen to
print 1099s and 1099 envelopes. The products can be purchased from your local office supply store.

To begin, sign on to the state VPN. Access your internet browser. These instructions use Chrome as the
browser.

The address for the production environment is: https://ncxcloud.nc.gov.
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If there are no firewall or VPN issues, the sign on screen will display.

“ C & ncxcoud.nc.gov/uiflogin? 134662575 * = O :
________ Log in to NOXCloud
My user name is [| ]
Password
mDRznet:e' me?

need to change my password

Your RACF ID and password are used to sign into NCxCloud. Press ENTER.

<« C @& noxcoud.nc.gov/uiflogin?134662575 o = O
—__ Loginto NO(Cloud

My user name is: ' TS65C13

Password ['""“'| ]

m [ Remesmier me?

nzed to change my password

Each user can tailor their home page to their preferences. This document will step the user directly to the
1099 forms no matter how their home page looks. Everyone should have an icon on their home page that
displays NCXCloud Training Resources. By clicking this link, the user will be directed to additional training

material.

State of North Carolina
NO{Cloud Training Resources
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From your home page, click on the navigation direction for Content Navigator.

&« c @ ncxcloud.nc.gov/ui/home?134662576 iy = e

" Logout ts65c13 Settings Help

WELCOME TO NCXCLOUD
bl 1565¢13,you were last here 10/16/2020 9:16:31.

Favorites Navigator

C\
. ts65¢13 - ) A
Content Extraction J
Content View
Scheduled Tasks
il . MY PAGES
Transform Configuration
GENERAL
OPC by
QUICK LINKS /
NCXCloud Tips Link State of North Carolina
FAQ, Knrwn tsues and Work Aroands NCXCloud Training Resources
OPCEQY e Traimung Resources Link
0OPC Fy21 Cert Reports
The Content Navigation panel opens. From here, click on the word Navigation.
NOTE: Click on the words, not the + symbol.
&« C 8 ncxdoud.nc.gov/ui/navigate?134662577 Y = e
- & (M Logout ts65c13 Settings Help
-t >
‘Content Navigator B8 (]
Favorites Navigator + B Favorites

+ § Scipt Results
+ 13 Document Metadata

=
Content Extraction + 18 Navigation _

Content Yiew
Scheduled Tasks

Scripts

Transform Configuration

General
GL820
MyID
oPC

OPC EOY

OPC Fy21 Cert Reports
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The high level NCXCloud directory will display.

<« C & ncxcloudncgov/ui/navigate? 134662579

= 8

-~ = (") Logout ts65c13 Settings Help
‘ tﬂ /Mavigation

- Content Navigator 2

+ T Favorites

+ B Script Results

+ | Document Metadata

Content Extraction = LJ_ Mavigation

Content View < 8 rocow  f—

Scheduled Tasks
Scripts

Transform Configuration

oPC
OPCEOY

OPC Fy21 Cert Reports

To access the agency directories, click on the word NCXCloud. Various directories may display. You will be
able to view on the directories for which you have security. This document uses OSC’s directories. The right

side on the screen now displays a SEARCH panel. You can go directly to the reports by using this SEARCH
panel.

(‘ U 8 noxclosdncgoy/ui/navigate? 1346562580

i L Nevcaton WO ioud

Lpriurd Wreguion
« T Favoeies
+ T Forgt Reiue

i1 Document Hetsdis
Gontent Extraction

Cantral View
Setickabid Tarikd
Soripts

Tranaform Confiqueation

DPC Fy21 Ceit Reperts
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These instructions will access the 1099 forms by using the form ID._At the beginning of this document, the
form IDs were listed for 2021 1099 processing.

THESE INSTRUCTIONS WILL GIVE AN EXAMPLE USING FORMS CREATED FOR
TESTING. MAKE SURE YOU SELECT 2021 FORMS WHEN YOU ARE READY TO PRINT
YOUR 1099s FOR THE CURRENT YEAR.

The first example for an agency on the P region, to print 1099-MISC forms.

The form ID we are using for 1099-MISC for P region is:

OPEV OSCOPC 1099-MISC YEAR 20XX

There are various methods to access reports in NCXCloud. These instructions use the most expeditious

method.

Enter the form ID OPEV in the ID field. Then click on SEARCH.

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

OPC EOY

OPC Fy21 Cert Reports

The report matching the form ID is displayed.

@ L Mavigation/NOXCloud
Content Navigator

+ B Favorites

+ T Script Results
+ 1} Document Metadata
€

- 3 Mavigation
E NOXCloud
+ B ACH
+ § ADM
+ P AGR
+ P A
+ B Aoc
+ 9 B2
+ © BoA
coM
COR
Dec
DHR

DOR

A EEER.

AT

Content Server — NO(Cloud

search.908.a.swesrecentverview

Title: O
Title:
Folder:

Show OMLY Favorites: []

Date:

B2345678910:>

Title Date/Time

Alt Name: (O Mame: O

[ scncn | owcer | cusan rom | coanmesuurs |

Showing 1- 20 of 7236 Results Per Page: 20

Pages Format MName

™ cun

debug: [

Al @

Show ALL Versions: [

Folder

SACHACUA | CUAD

Alt Mame:

MName:

Format:

Source 4]

ROD : NOXCloud

Pl

S —

L]

cun1

viewSle: B B B

AltNeme  DSIE

cuoi
FORM
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Favorites Navigator

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

B ncxcloud.nc.gov/ui/navigate?595675571

* 6

L}
4 L Navigation/NCHCloud »
Content Navigator 2} Content Server - NC{Cloud B
+ T Favorites 2 search.908.a.swesrecentverview debug: O
+ T Script Results = =] 24
Title: O Alt Name: (O Name: (O B: O All: @
+ {6 Document Metadata
- JE Mavigation Title: Alt Name:
=1 NOWlowd Folder: Name:
o P ACH
Show ONLY Faverites: [] Show ALL Versions: [ D: |OPEV
+ G ADM
+ 5 AGR Date: Format:
+ @ ALB Source:
+ P soC
N ed | searcH | cancer J cLear Form [ CLEAR RESULTS
+ 9 BOA
Shawing 1-10of 1| Results Per Page: | 20 viewsnle: @ B B
¢ g coM i .
+ P COR ] Title Date,/Time Pages | Format Name Folder Source | (S i} AltName  DSID
T — 3 { 5 3 1 - 1 .
+ @ DCC B Y wsmmsc G % 975 TXT  OPEV /OSC/OPC | OTCL099F MCXCloud OPEV DL:
YEAR 2010 i
+ P DHR 4 3
. 9 oo |

Once the report displays, click on the show menu to the left of the check mark. The first option is VIEW.
Hover over the VIEW option and you see three options associated with VIEW. Select the option PDF -
“OVERLAY PDF OPEV.”

NOTE: Be careful not to select “VIEW IN NEW WINDOW” option. The PDF overlay is only applicable to the
standalone VIEW option.

Favorites Navigator

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

Certification Reports
BD701 Report
General

1099 Overlay

1099 Search

1099-g

1099-overlay otva

(") Logout ts65c13 Settings Help
@ L Navigation/sysw »
Content Navigator 0 Content Server — SYSW E z
« § Favorites ) search.908.a.swosrecentverview debug: [
+ T Script Results
2 Title: O Alt Name: (O Name: (O D: O Al @
+ 1t Document Metadata
- {ft Navigation Title: Alt Name:
- B svsw Folder: Name:
+ P ACH
Show OMLY Favorites: [ Show ALL Versions: [J ID: OPEV

+ g ADM

+ § AGR Date: = Format:

+ P ALB Source:

+ B a0C

« 9 BZ | searc | cancer | ciearForm | cLEar RESuLTS

+ B BOA

. 5 oM Showing 1-1of 1| Resulrs Per Page: (20 viewStle: B B B

+ P COR Date/Time Pages  Format Name Folder Saurce [} 1D AltName  DSID

+ B DCC View ™r TSESPSEP SYSW opEY E

+ @ DHR View in New Window ) 3

PDF

+ B DOR S PDF --"Overlay PDF OPEV"

« § por Add Report to Favorites

+ @ GOV Notes

Download
+« B HFA
Select

The 1099-MISC data will appear within the PDF overlay form. This PDF form is now ready to print. The first
two forms are dummy alignment forms.
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FIND
Content Mavigator

Favorites Mavigator

Content Extraction
Content View
Scheduled Tasks

Scripts

Transform Configuration

Certification Reports

BD701 Report
General

1099 Overlay
1099 Search
1099-g

1099-overlay ofva

[[] CORRECTED (if checked)

PAYER'S name, streot address, city or town, state or provines, country, ZIP
ar foreign postal code, and telephons no

1 Rents

$ 5999999993.99

2 Royalties

$ 99999935999 59

OMB No. 1545-0115

2019

Form 1099-MISC

The total number of 1099s is displayed at the top of the form. Below, it is circled in blue.

Miscellaneous
Income

930209-999%  PH: HOODOOUDRHNIKK

3 Other income

$ gougsasage 11

4 Federal incoms tax withheld

$ 29

Copy B
For Recipient

FAYER'STIN RECIFIENT'S TIN

999959999 999999999

5 Fishing boat procesds

$ 999999399999

6 Madical and health care payments

G999999999.99

$

RECIPIENT'S name

T Nonempiloyes compensation

$ 999095959599

8 Substitute payments in lieu of|

aividends or interest

$\3999999993. 99

This is Important tax
information and is
being furnished to
the IRS. f you are

required to file a

OUOOOCOOOOONKNNKN. XX 99999-859%

8 Payer made drect sales of
§5,000 o more of consumer
products to a buyar
recipient] for resals & }El

10 Crop insurance procesds

$\)999999999. a9

return, a negligence
penalty or ather
sanction may ba

11
9999993999599

12
$959999999.99

imposed on you if
this income Is
taxable and the IRS

determinas that it

Account number (see instructions) FATCA filing| 13 Excess galden parachute | 14 Gross proceeds paid 1o an
requirement payrents attarney has not been
reportad

OO0 m $ 999999999393 %999929992,39

NOTE: It is a good idea to print at least one test form to ensure your printer will print acceptable forms.

Make sure you have 8 1/2 x 11 paper, 1099 envelopes, and extra printer ink, if necessary.

BEFORE PRINTING, MAKE SURE YOU ARE PRINTING 1099s FOR THE CORRECT YEAR. THE FORM DISPLAYED
IN NCXCLOUD SHOULD HAVE THE CORRECT YEAR. THE EXAMPLE ABOVE IS A PREVIOUS YEAR NOT THE

CURRENT YEAR.
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To print a TEST form, hover over the form. A printer icon will appear on the screen. Click the printer icon and
a printer panel will open.

NOTE: The printer panels that will open may be dependent on the printers available.

ZIND

Content Mavigator

Favorites Navigator

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

GENERAL
oPC

Certification Reports
BD701 Report
General

1099 Overlay

1099 Search

1099-g

1099-overlay otva

¢ R 0 0 0 Feoe=l

-100 /5,889 ¢ Find Text

1-VER_55 - 20201016T133000.000-0400 - DSID_D6...

1 /100

[] CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, country, ZIP
ar foreign postal code, and telephone no,

1 Rents

$ 999999939559

OMB No. 1545-011

2019

Miscellaneous

99939999995 ._99

12
9999999959.99

- 2 Royalties Income
e
XX $ 5999999993, 99 Farm 1099-MISC
95999-9995 PH: XIOOOINKINNKKK 3 Othar income 4 Fedeeal incoma tax withheld Copy B
$ 9999999399 39 85990999020 g9 For Recipient
PAYER'S TIN RECIPIENT'S TIN & Fishing boat i payments
999959999 999999599 $ 999995999%.99 $\3999999999.99
RECIPIENT'S name 7 8 Substitute in lew off e
dividencle or inarest This is important 2 5+
informiation and i
being furnished to
X § 9999999999.99 §9999999995.99 the IRS. Ifyou are
MK r qui to fila
8 Payer made drect sales of |10 Crop insurance proceeds .
e $5,000 or more of consumer retum, EEII'\EQHQE;;‘I +
produsts 1o a buysr penalty or athe.
HAXHXXKAHHKHKAAAXN XN 99598-9399 irecipient forresaie ] | $2999999999.9 sanction may be
1] imposed on you ¥

this incoma  —
taxable and the IR

determinas that it

Account number (see instructions) FATCA filing 13 Excess golden parachute |14 Gross procesds paid 1o an
requiranment payrments attarney nas;otnli'e;n
OO I N ;‘ 5 99999599959, 99 %999999999.99 : )
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The first item on most printer panels is the DESTINATION. This is the printer where the 1099s will print.
Remember, 1099s contain Pll data. Make sure once they print, someone is available to secure them until
mailing.

NOTE: The destinations available will be unique to your PC and agency. This is just a sample of the
destination screen displayed for the PC used for these instructions.

Select a destination

Q, [gearch destinations

Save as PDF

n |

HP1CBFID (HP Officejet 4620 series) This iz a web services printer

n |

Snagit 13

n |

Snagit 12

OneNote for Windows 10

n |

n |

OneMote (Desktop)

Microsoft XPS Doecument Writer

n |

Microsoft Print to PDF

n |

Fax

n |

oscsad_03 on wp3scfpl3  Mear Troy Scoggins office

n |

n |

oscfsd_05 on wp3scfpl3.eads.ncads.net  NCAS outside of Freda Ha

0SC_copier3508_Bus_|T05 on WP3SCFP03.eads.ncad... By Robbie Alford Office, 3512 Bush St. Raleigh,..

n |

oscsad_01 on WP3SCFP03.eads ncads.net  Outside Clayton Darnell Office T

|

Manage Cancel
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The second item on the printer panel is the number of pages. For this test print, change the number of pages
to 1.

The third item is the number of copies. Leave it at 1.

NOTE: Before clicking print, change the number of pages to 1.

& C & testsyswarenc.gov/uifviewer?77406349 * O
(| CORRECTED f checkad) 5 H
= 1 Fanin W W 1540118 :
ARt A o e e T g Print 1 sheet of paper
i) Miscellaneous
B 2019 Income 1 E
Form 1089-MISC N : =
Y [ | Copy B Destination “~— = HP1CBF9D (HP Office -
Seoo For Recipient
PR TG =T
e (2] §
= = i
Thin s vt b
Information and s
being umished o
recuired 1o fle a
refum. a neghgence
pecalty or olhe
ROOOOOOOOCIOOOCKKA. XX S3598-0930 sanction may ba
i o Copies 3 1
“Beczeurt muamer fama atntira) TATCA g chotermines that 1
o 0ot bewr =
I:‘ l raportad.
16 Saclion 4004 deberabs 15b Sucton 4004, oo 18 Blalw nocrm.
s s ; Color Black and white -
ls _______
Form TOB-MISC oy for your recor -
Instructions for Recipient
ipien pmyar | ol -
el e e S et ey S Ban 7. Ao ...mm..\.’.‘:‘;?h..-.-u o Moare settings .
E e o 0 s

o . I Jou baskrs 0w arm an
srpkrpas ard cannol gl e puye bo ormect B form, ot s mou on
i irm o Vingan, ales Sp. o ofForm 1040 e P AT Yo
a0 0 o et ¥y o st a0

o porare acthty or o oyl wpar it amou on o it e
o of Sebuniube 1 (Faem 100 o Form 1O4UMF)
s

ph Nt w mvs:mu Fom 300 e o G4IR)
35,000 povct 10

o, 3
busness Goe P 57
Bt . Fepor it o o, g, o i prupetien. o
e oo Belwcuie £ Form 1040, Homresr,

7 ininuchom.

romerm s Fub. 64

3, Gararaly, ssgeor s amsant an e “Oter insommar Brs of S
o 104I8 o Frm 100K ae il e paymren. The ameun

ing profy, o oher
e oo, sepe
e

aurnwmm-m o b mot farmish e T g
Foem -l it P

1 “roome
tF [ Sraw s,
By e R M e cmletos st 2 ey
ﬂw-M.WI'Gmm\’u-S«m&mCFwnIl)-ﬁ.éwP\n.&h.

o 2 e b

There may be additional options available for your printer. The most important options are the destination
and number of pages.

Once these are set, click Print. One test print form should now print on the selected printer.

Retrieve the printed 1099 form. Fold in half and insert into the 1099 envelope. Ensure the agency address is
aligned in the “return to” window and the vendor’s address is aligned in the “send to” window.

If the test 1099 print is successful, you are now ready to print all your 1099s.
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Once you print (or cancel), you should be back on the VIEW PDF OVERLAY page.

The process is the same as printing a test page.

Hover over the form until a printer is displayed.

ZIND

Content Mavigator

Favorites Navigator

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

GENERAL
0OPC

Certification Reports
BD701 Report
General

1099 Overlay

1099 Search

1099-g

1099-overlay otva

2] D0 0 0 0 Feoe=i

-100/588% | Find Text

1-VER_55 - 20201016T133000.000-0400 - DSID_D6...

1 /100

[] CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, country, ZIP
ar foreign postal sode, and telephone no,

1 Rents

$ 999999939559

OMB No. 1545-011

Miscellaneous

2019

XX

XX

XX

HOOOOOOCOOOOO00N0L. XX 39959-9999

$ 9599999999 99

dividends or inferest

$§9§9§9\}9\}9. 99

% 2 Royalties Income
w0
*x $ 5999999993, 99 Form 1099-MISC
99059-9993  PH: XMKOOOMKKKKNKK 3 Gther income 4 Federsl income tax withield Copy B
$ 3999393395 39 89939393930 ga For Recipient
PAYER'S TIN RECIFIENT'S TIN § Fishing boat 6 od paymerts
993939999 9993939999 g 9999999999.99 ¢9999999999.59
RECIFIENT'S name 7 8 Substitute in liew o

This is Important t: HH
information and i
being furnished to
the IRS. If you are

8 Payer made drect sales of
§5,000 or more of conaumer
products 1o a buyar

irecipiznt) for resaie ]

10 Crop insurance procesds

$2999999999.93

11
9999999595 _99

12
99999999599.99

Account number (see instructions) FATCA filing|
requiremment
HXHOOOOO0ONO00000 ;‘

13 Excess golden parachute
paymerits

$ 999939999999

14 Gross proceeds paid 1o an
attorney

$9999999999.99

quired to file -

return, a negligens -
penalty or athe.
sanction may be
imposed on you ¥

this income  —
taxable and the [FRw
determinas that it
has not been
reportad,

Make sure you have enough paper available for the number of forms you are printing. Remember, the total
number of forms that are available to print is displayed at the top. The printer panel will open. Change the
destination to the selected printer you have chosen to print 1099s.

BEFORE PRINTING, MAKE SURE YOU ARE PRINTING 1099s FOR THE CORRECT YEAR. THE FORM ITSELF
SHOULD HAVE THE CORRECT YEAR.
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To print all forms, leave the Pages option set to All. Click Print.

{mal DOﬁHECTED fmscm

TUE ha THE-0T15

PRYEF'S name, stnos! addness, oy 0 0N, 5200 0f prodnga. gountry, 219
o herwgn sl LoD, ard DO N,
5 7 Miscellaneous
] 2019
Fapatins Income
& e 1089-MISC
3 Ctvar inotren & Fckirid poormes 1as withess | Copy B
§ H Far Recipien
TvETE T TEEERTE T ==
T12287 318961
s s
re———— T s gtk tae
Information and &
being furrished 1o
DARNIN JEFMATNE FREEMAN s £97.00 $ s IS, I pews v
recired fo fla a
S e, 3 negha
products o a Duyer peralty or olher
F for - v O sanction may
1 K This ingors b
tasabks and e RS
I ') 14 G ines that i
opes—— Faymn atomey s e
o repartad.
X10PE 31306 § ]
168 Section 404 determibs #5b Sacbon 3000 rocre 18 Edate lan withbusl AT BtateFayer's slabe o, 18 Btate incorm
]
5 3 § §
Fom TO9G-MISC fraap for your recorcs) [
= 1
Instructions for Recipient
WI N %‘: maﬁmmwmwcwmmuv
v v RSN,
(T, adogtic carching 4, wvmm:mmmmmmu-mmlm
AT, or amy derfrbcation rumber EIN]. Howsver, e parper has “F {Form 10404, andl

rumizer
reporiesd your compless T tn the 175,

Assipruc 2 Stingush your woceurl.
FATCS e FATC B ehockind. the
-Wllmemlgwﬁlrum 1008 1n sty £ chusher 4 scczut

tha pager

. gt
SE (Form 01

rikrpee ared caresol gel Tie ar in e, et tha
thallra for “Wiagas, saintes, fips, k=" wmmmwrmmmm e
Syl

sar
Fuom 353,

1 o e

g yout SE W Schadde £ P F-_vm‘(uu Sen P 3 wm.m
s o e aeia

oaof Schachi v oo A 5

s b o

e 0 5chesitn | (Farm J0A0) fr Foms 1GATRIR)
e s, A ebar amcun o

Tecuty, =

wmmsu=amm=wso~=amuf"ésnw_nmqmmum Bar ﬁnmmﬂmonmnquuummnm 5w it
Carpantons, 00 1 8 g, R

Torren. e e

s oot pchscts on Schedule

o 1040
o 10, Pap 45 amoust o B F (Famn 10401

h,wmmmwmer-m«wn
B 1, Fncars erse o b Form 10431, Horwmene:

frreb g olovglsgeiogrt ibeb iy oot
e 12 e
Bax 14

tha tarant, ack] reed mrtaia

b e Pt .

revicas, oo insama % our i
0, i st ciomed yoar St o8 8 oy e

wmm.se\mermnmm oo, et s o & wernig ‘aecton 408, pha paar

o o, st P, 544 Fi oy

m"‘\w e 3 “Giter o™ ! P Ta
iy - ot her = B o Eu ropiad i Fomn f e wﬁ's-n.rw :
P s8N g e |mnb¢!m: 104D st

Gonerndy 1 plyee st taxieap b | |ywéa-u|umnwms,.

ot bt o sbout evekogants sl 1o
thay

ich = et maci i

Fulurn duvelopments.
P VOBG-MISE are fa =siructiors,
Lo

Fom Wi
Incoma o refuem o ta wishidd

Sehamghcyod pent s o ey Echeca & Fie 1040 S o, 4.

Print

Destination

Pages

Copies

Color

More settings

100 sheets of paper

# HPICBFID (HF Office

All

Black and white

m Cancel
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If a reprinted 1099 is needed for a lost or damaged form, use the following instructions:
Follow the instructions to display the form in VIEW PDF OVERLAY.

Find the ACTION menu in the upper left of the form. Click on Query.
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Once you click on Query, a Query panel is displayed. The index, “AGENCY,” will display but to search for a
Social Security number, we will use a TEXT query.

Click the dropdown box and you will see AGENCY and TEXT. Select TEXT.
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Job Aid NCAS-2 - Printing Instructions for Calendar Year 2021 1099s

The next box contains the function - Include and Excludes. Select Includes. In the last field, input the
recipient’s TIN number, vendor name, vendor number, or any text that needs to be searched. After entering
the criteria, click APPLY. NCXCloud will search for a form(s) matching your criteria.

FIND

Content Navigator

Favorites Mavigator

Content Extraction

Content View
Scheduled Tasks

Scripts

Transform Configura®®

Certification Reports

BD701 Report

~ General
1099 Overlay
1099 Search
1099-g
1099-overlay otva

8 oo 0 o/

Content Query Timeout

-100 /5889 | Find Text

4| seconds [7] Allow parentheses

RETURN: Automatic

a -Text--

+ Add a new query.

[[] Return additional lines

[] CORRECTED (if checked)

PAYER'S name, streat address, city or town, state or province, country, ZIP
or fareign postal code, and telephone no.

99999-999% PH: XOOXXNXOOXNKNK

1 Fents

$ 9995399335, 39

2 Royalties

5 8900000595, 99

OMB No. 1545-0115

2@.1 9 Miscellaneous

Form 1099-MISC

Income

3 Other incoma

$ 999934949999 99

4 Federal incoma tax withheld

$QQQQ\'¢Q 439

PAYER'S TIN

999999399

999999995

& Fishing boat procesds

3 999999999999

6 Madical and health care payments

9995399959 .93
$

For Recipient

Copy B

de

RECIPIENT'S name

7 Nonemployes compensation

& Substitute payments in liey of
dividends or interest

This is Important te..

information and is

ar

All forms that match the criteria are presented. To print, hover over the form until the printer icon is
displayed. ALWAYS check the number of pages before clicking PRINT. When finished, click CLOSE in the
upper right-hand side of the screen.

If you have any questions, please contact Support Services at OSC.Support.Services@osc.nc.gov.

Change Log

e Effective 8/25/2021- Updated Form Location Regions. -S.Fields
e  Effective 9/13/2021- Updated Note Text Format. -L.Lee
e Effective 1/26/2022- Corrected Error OFAY to OFAX for 1099 Printing instructions from the P region.-L.Lee
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