PRINTING INSTRUCTIONS FOR CALENDAR YEAR

2022 1099s (ErrFecTiVE JANUARY 2023) | NCAS
JoB AID NCAS-2

The purpose of this job aid is to explain how to print Calendar Year 2022 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 2022. 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
OPE1 OSCOPC 1099-G YEAR 2022
OPE2 OSCOPC 1099-MISC YEAR 2022
OPE3 OSCOPC 1099-NEC YEAR 2022
F Region

OFE1 OSCOPF 1099-G YEAR 2022

OFE2 OSCOPF 1099-MISC YEAR 2022

OFE3 OSCOPF 1099-NEC YEAR 2022

OFE4 OSCOPF 1099-NEC YEAR 2022- 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 & ncxcloud.nc.gov/ui/login?134662575 * = O :
Log into NOXCloud
My user name is: | ]
Password

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

& C & ncxcloud.nc.gov/ui/login?134662575 o * =IO :
Log in to NOXCloud

My user name is: TS65C13

Password: [eesseeq ]

[“Locin_ [

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 Morth 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 % =6

(") Logout ts65c13 Settings Help

WELCOME TO NCXCLOUD
Sk Henoeene ts65¢13,you were last here 10/16/2020 9:16:31.

Favorites Navigator

C\
- ts65c13 - ()
Content Extraction J
Content View —
Scheduled Tasks
Scripts
MY PAGES
Transform Configuration
GENERAL
OPC o
QUICK LINKS /
NCXCloud Tips Link State of North Carolina
FAQ, Known isues and Work Arocnds NCOXCloud Training Resources
OPCEOY
OPC Fy21 Cert Reports
The Content Navigation panel opens. From here, click on the word Navigation.
NOTE: Click on the words, not the + symbol.
&« (&) # ncxcloud.nc.gov/ui/navigate? 134662577 Yo =S e
- & () Logout ts65c13 Settings Help

«t ;
(Content Navigator "z} d

Favorites Navigator + W Favorites

+ B Script Results

. + 1€} Document Metadata
Content Extraction + 18 Navigation
Content View

Scheduled Tasks

Scripts

Transform Configuration

General

GL820

My ID

oPC

OPCEQY

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

& C & ncxcloud.nc.gov/ui/navigate?134662579 % = O

hd # () Logout ts65c13 Settings Help
‘ 2 MNavigation >

Content Navigator ¢}

+ ¥\ Favorites

+ B Script Results

+ |6 Document Metadata

Content Extraction - () Navigation

Content View + @ NoxCloud h
Scheduled Tasks

Scripts

Transform Configuration

OPCEQY

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.

€ - C @& nocloudncgov/ui/navigate? 134662580 % =60

(®] 0 " Logout tsf5¢c13 Settings Melp
‘ ‘/ Naviganon SO loud
Contene Navgator 4]
+ ¥ Favornes

o B Srist Resus
| Document Metadata

Contest Extraction ) Navigaton
Contert View - NOCIowd
Scheduled Tanks + P An
Scriphs . P AlM
Trarform Configuestion . P AGR
P as
P A
sz
L
P o™
® o
P o
P OR a0
OPC toY ® DR .
OPC Fy21 Cert Reports o nee
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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 2022 1099 processing.

THESE INSTRUCTIONS WILL GIVE AN EXAMPLE USING FORMS CREATED FOR
TESTING. MAKE SURE YOU SELECT 2022 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.

hd (") Logout ts65c13 Settings He|
‘ ‘4 /Navigation/NCXCloud »
i { Content Server -- NCXCloud
Content Navigator S 2] 8z
Favorites Navigator + ¥ Favorites = search.908.a.swcsrecentverview debug: [J

+ ¥ Script Results
Title: O Alt Name: O Name: O ID: O Al @
£} Document Metadata

Content Extraction - {€) Navigation Title: Alt Name
Content View - & NOxCloud Folder Name
Scheduled Tasks + P ACH

5 Show ONLY Favorites: [ Show ALL Versions: [ 1D: OPE\1

Scripts + P ADM
Transform Configuration + P AGR Date: : Format

+ P AB Source:

+ 9 AOC

v [ searc ] cncer | cuean ror | cuean eesuurs |

— + 9 BOA
ik S ot Showing 1-20 of 7236 Results Per Page: 20 vewsye: B B B8
General + § CoM
B2345678910>

GL820 . + P COR
MyID ; + 9 DCC | Title Date/Time Pages : Format Name Folder Source (&) D AltName - DSII
opc + 9 DHR Is) l:é,‘_ﬂ:_gés 271 TXT  cunt UA ‘CU NCXCL U0, g
OPCEOY ; + 9 DOR o
OPC Fy21 Cert Reports S = 10

The report matching the form ID is displayed.
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< &

Content Extraction
Content View
Scheduled Tasks
Scripts

Transform Configuration

GENERAL

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

* O

hd () Logout ts65c13 Settings Help
€ % Navigatio/NCxCloud >
Content Navigator 5] Content Server - NCXCloud = o
+ T Favorites 2. search.908 a.swcsrecentverview debug: [
+ W Script Results =
Titte: O AltName: O Name: O D: O Al @
+ i Document Metadata
- 18 Navigation Title: Alt Name
= {£F NO{Cloud Folder Nare
+ P ACH
Show ONLY Favorites: [ Show ALL Versions: [ ID: OPEV
+ P ADM
+ P AGR Date: Format:
+ P ALB Source
+ § aoc
2 [ searcr | canceL | CLEAR FORM )| CLEAR RESULTS
+ 9 BOA
o oM Showing 1-10f 1| Resulss Per Page: 20 viewStyle B B B
+ P COR ] Title Date/Time Pages Format Name Folder Source (&) D Alt Name DSIC
O5CoPT
+ $ DCC B 1055misc 575 TXT  OPEV OSC/OPC  OTC1099F NCXCloud \OPEV D.
YEAR 2020
+ § DHR 7 <
o1 e

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
10999

1099-overlay otva

hd (") Logout ts65c13 Settings Help
. b /Navigation/SYSW >
Content Navigator - | Content Server - SYSW Bz
+ W Favorites = search.908 a.swesrecentverview debug: (OJ
+ B Script Results .
Titte: O AltName: O Name: O D: O Al @
+ 1} Document Metadata
- ) Navigation Title Alt Name:
= & SYsw Folder Name:
+ P ACH
Show ONLY Favorites: [ Show ALL Versions: [J ID: 'OPEV

+ P ADM

« P AGR Date: = Format

+ 9 AB Source:

+ @ aoC

+9oa [searcr | cance | cuean romn | ceas esurs

+ 9 BOA

Showing 1-10f 1 Results Per Page: 20 View Style: BB

+ P COM % . es

+ P COR Date/Time Pages  Format Name Folder Source s D Alt Name Dsit

+ § DcC " E View Sa TS6IPISP SYSW 0PzY E

+ 9 DHR View in New Window I PDF »

+ P DOR Show Versions PDF --"Overlay PDF OPEV"

+ 9 por Add Report to Favorites

. 9 Gov Notes

Download
.0 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

3 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

92020-9999 PH: JO000000XONK

3 Other income

$ gougsasage 11

4 Federal incoms tax withheld

$ 29

Copy B
For Recipient

FAYER'STIN

999959999

RECIFIENT'S TIN

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

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

required o file a
return, a negligence
penalty or ather
sanction may be

11
9999993999599

12
$959999999.99

imposed on you if
this income Is
taxable and the IRS

determinas that it

Aceount number (see instructions) FATCA filing 13 Excess golden parachule |14 Gross proceeds paid to 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

00 0 0o

-100/ 5,889

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

Find Text

1 /100

[] CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, country, ZIP

ar foreign postal code, and telephane no.

99999=-9999 PH: JCOOO0000MMNNY

1 Rents

$ 999999939559

OMB No. 1545-011

2019

Miscellaneous

$ 9999959595 99

%QQQQQQQQQ 49

2 Royalties Income
$ 5999909993, 99 Farm 1099-MISC
3 Csher incoma 4 Federal incoma tax withheld Copyr B

For Recipient

PAYER'S TIN RECIPIENT'S TIN & Fishing boat payments
9999999499 999999999 $ 999999999999 $\}999999999.99

RECIPIENT'S name 7 8 Substitute in liew of] e
dvidends or inarest This is Important t: 3¢

information and i

being furnishad to

[ 999999959999 $\39\39\39\39\39.99 the IRS. If you ars

jired to file -

8 Payer made drect sales of |10 Crop insurance proceeds == .

§5,000 or more of conaumer retum, a negligenc +

products to a buyar penalty or othe,

HOOCOOCOOOENNKN. XX 29993-9395 irecipient) for resaia & ]| $9999999999.99 _ sanction may be

T} imposed on you

99939999995 ._99

12
9999999959.99

this incoma  —
taxable and the IR

determinas that it

Account numbes (see instructions) FATCA Filirg 13 Excess golden parachute | 14 Gross procesds paid 1o an
requirenment payrments attarney nas;otnli'e;n
HAXKKKH KKK EAAE I;‘ $ 2999399999, 99 $o999999999. 99 P )
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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 PIl 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

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. Leaveitat1l.

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

& c B testsysware.nc.gov/uifviewer? 77406349
[ CORRECTED if checked) 5
PAVER'S name, stroa! addhss, oty o v, 5138 0f provinge. country, ZIF 1 Fants OME bo. 15450115
o pori o v —
B ausanaa I B Miscellaneous
] 2 Popatin 2019 Income
SN RSO
$ 0 P 1009-MISC
999 PH: ADOOOOODOCDUDNNG - R ] | Copy B
5.0 For Recipient

PAYEITS T

FECIPENTE TN

[rem=rpeppp—

RECHIENTS name

ROOOOOCO OO

| Trisis imprtact s

B P L]

“Bccourt murter fama atnctior)

TATCA ]

V4 Giroas procescs paad toan
e

158 Saction 4004 deberals
8

16l Sachon 3004, reccrw

$

8 Bty s bt

s

=

Instructions for Recipient

Form 1099-MISC enap for your recons)

Sorm ray uherw ek tha Lasd rer kg o v

i B, Fer inghach 1040,

v it you
Emichig s, oo T ey sherw Samh v racebvac ot foa sala o fah 8 e

riTHY

e WTHG S o o his B b SE T on Sehwade © or F Fom {041, a0
T s s T o oo ks SE [Fares T3 Vou s S o a2
oot Mimbar, Way S o8 gccovor Gt aut ber e payer
ettt 1 cupal o et oo s el Btk ot MABCare i ¥ Yo bk 1 are 4

; T FAT Bhockic e wrplapen ard careml gl e i carmct S, a1 et
tpar 3 repacing o 1 Fam 1068 I ey £ St 4 AT epetin i e o ik, v, e, i ofFerm 140 ot P (4R Ve
e, You a0 mey T wior e o 53 o, ¥ o e

1 yona st Prom a spasadic actity o o ot s e o o A
o of Sihuntuba 1 (Faem 1020) iniFL
Ban

e, Do 10 Fepon e amouston e

4

15 ot TRt ] et oAl comi oMy

Tk 1, P st e e o 5ol £ e 10401, s
®

Box 12 .
i %) s . S th Form 1040 o Fom 1MINE) s

e e,

busross, Bee Pub. 527
R

 Faport myafties o 06, s, or minen propertios

your et

sopyiy oy
it on s £ Form 1041 W gt i AL P piaarta e i SRl e L i i ad i o
Erimreet i cbiree i tha o 7 iatrachorn. o refabias o iber, cogh ardl el S ]

o 34

ronempiee.
1 Tection 3084 Téaan s 7 03
Ay a

e
i income sk % statsrial

e 1640 fr e YDADNFY, S 1 P

s L ok e B
b et o st davszeamt i
= ASC jiabon mmactedt abr ey

oo P, 1 3 o 43 GO OMRRE

Print

=

Destination ~——
Pages 2
Copies 3

Caolor

More settings

* O

1 sheet of paper H

% HPI1CBF9D (HP Office +

Custom -

1

1

Black and white v
g

— m cancel

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

Certification Reports
BD701 Report
General

1099 Overlay

1099 Search

1099-g

1099-overlay otva

00 D 0Prosl

-100/588% | Find Text

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

1 /100

[] CORRECTED (if checked)

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

1 Renls

$ 999999939559

OMB No. 1545-011

2019

Miscellaneous

HOOOOOOCOOOO00N0.. XX 399523-9999

$ 9599999999_99

dividends or inferest

$§999999999. 99

2 Royalties Income
$ 5999999993, 99 Form 1099-MISC
99059-9993 PH: XHKOOOMKKKLNKK 3 Other incama 4 Federal income tax withheld Copy B
$ 9999999399 39 85990999020 g9 For Recipient
PAYER'S TIN RECIFIENT'S TIN 6 Fishing boat 6 od paymerts
999999599 999999999 g 9999999999.93 §999999899. 99
RECIPIENT'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 consumer
products 1o a buyar

recipient] for resale pa
"

10 Crop insurance procesds

$2999999999.93

9999999595 _99

12
99999999599.99

Account number (see instructions) FATCA filing|
requirement
HOOOO0O00000N0N0NN I;‘

13 Excess golden parachute
paymerits

$ 999939999999

14 Gross proceeds paid 1o an
attorney

$9999599999.99

quired to file -

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

this incoma  —
taxable and the |
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.

[l DOﬁHECTED Ifcﬂacm

TUE ho THE0TIS

. oy o T, . Sountry, ZIP
o b [eostal oM. and DO no.
5 20419 Miscellaneous
CEPARTMERT OF FUBLIC SAFETY 2 Faapatons Income
2020 WEERS RO
i . § Ferm 1090-MISC
27604 PH: ($19) 324=1081 3 0fher oo & Fader hcome s winid | Copy B
§ 5 Far Recipient
FRvERS T TECERTE T =
712287 318961
5 s
TECTAENTS rame i
dradiarcds or nisread This i ingortant Lie
Information and &
being fumished 1o
DARKIN JEFMAINE FREDMAN s LE9T.00 5 s IS, I yena v
racuired 1o ke a
o P refum. a neghgence
o or e ot
oyl :mm.mm.,. peralty or ot
chLE WC 27604 Ols sanction may Ee
& 12 s e
tasabks and T IR
T ') 14 Ge ‘deftermines that it
pres—y Faymn atomey s i e
| | epares
XiOPE 318061 § ]
168 Saction 4004 determbs #5b Sacbon 3000 oo 18 Edate lan withbuld AT BtatePayer's stale so. 18 Blate incerm
[]
3 § §
Farm 1099-MISC e for your recornds) Cepa Tramary
cre 1
Instructions for Recipient

. i
1o ray show Srdy th last faer lgts of your socal securty sumbr S5H,

Bak . For indhicku, et on Schedka G Form 10415,

carching i, oo T may shorw cash yovarecaived for e of fah. e

rumicer |ATI, or ampicyer idervibcation rumter [E14). Howme, e parger has Y F o 1040, 13

repsrted your sompkta T 1o te IRS. EE (Form 308 v

Acsers numbser, Mty 15 0% Bccivent o céhar usigue reTiber the pagee

assngrasd s it y

FATE: ¥ 1o FATC: s chocked, the irelyes e cascl g he et orm, rapae thes sncu i
Fom 12680 tn 4 iagas. e wm 1048 e Form 1G4 Neu

e, Yovg e mar

Furm 3538, camgls, s come

Aneaissts showe mirg b sulbjest 16 st b,y st “ttex Inzome”

ampleymant (3E)
rcom rom sl iyt 40 o mom, you st & el
g yont S W Schadde 5 Fum 104D, See P, 304 o
horesati Mot 1 yors ave 48 i gaeprvenia on whh o resr, st

w1 o i o o ey

ety s e et nfmm i 0 e of S | (e 0001 o Py AR
e o P 045 5 o o 4T ES(ARD ot st ot ok e S50 o s o e et P
i i page, Corponter o i sk gt oo, o i bus A oo a0
gy A peahucts o0 Sehwade C

oo 10401
Box 0. Rapont s amote o Bolwde £ Fm 1040

hrmmwnamwr«rwmw«wn
o et Form 104, Moy,

iy am el S e Formm 1040 for Form 10406A) imsvusctions

tha tarunt, ack] esd mrtaia
businsss e Pub st

nevicas, oo
ums..nww-um,.umm.u,mmmm.

Box 2. copyrighi.
pateis 0 Seecube Efamlmﬂ o mmww—ﬁ\uuuwm “Sectun JT0A, phes s
ezl

o 5, s P 54 Bax 18, ey ot

o3, ety oo o4 " “Citer incorma” ' hction 40684 Th [ inbon 7 a1
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Job Aid NCAS-2 — Printing Instructions for Calendar Year 2022 1099s

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.

Content Navigator ™ £ (") Logout ts65c13 Settings Help

Title:0SCOTC SPECACCT PAYABLE INTERNAL REPORTS Date:10/16/2020 13:30:00 | CLOSE |

Content Navigator

Query Content Query
Transform

Favorites Navigator

Content Extraction

Content View
"] CORRECTED (if checked)
1 Rents OMB No. 15450115

Scheduled Tasks
PAYER'S name, stroet address, city or town, state o province, country, ZIP
Scripts or foreign postal code, and telephone no
$ 9999999999.99 201 9 Miscellaneous
XXKXKXKKX XXX s X 2 Royalties Income
XXXXXKKKX X X X
X X X XHAKKX $ 999999999539 Form 1099-MISC
99999~9999 PH: XXXXXXXAXXAXXXX 3 Other income 4 Federal income tax withheid Copy B
$ 9999999990 90 $2029999939 aa For Recipient
PAYER'S TIN RECIPIENT'S TIN 5 Fishing boat proceeds '6 Modicai and health care payments

Transform Configuration

GENERAL

0oPC

- 999999999 999999999 9999999999.99% 9999999999.99
Certification Reports $ $
RECIPIENT'S name 7 Nonemployee compensation | 8 Substitute payments in lie off

BD701 Report dvidends or interest This Is Important tax
information and is
General IO P, being furnished to
XXXXAXKXX X X $ 9999999999.9% $333979y9594ﬁ9 the IRS. If you are
1099 Overlay % XXXXXXK X XXX required to file a

© Payer made drect ssles of (10 Crop insurance proceeds | o0 o e oo

1099 Searen XN S e s Py o e
AXXXXXXXXKAXXAXXXXX XX 99999-9999 K;Bcl ient] for '6!’:19’ D $9999999‘399. 99 sanction may be
10999 —L-;" f 2 imposed on you if
this income is
1099-overiay otva 999999999999 9999999999. 93 taxable and the IRS
Account number (see instructions) FATCA filing| 13 Excess golden parachute |14 Gross proceeds paid to an determines that it
requirement payments attorney has not been
reported.

KXHRARHXKKHHRKKKXHKK L $ 9999999399.99 $39395999999. 92 v

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.

Content View

FIND
[ — B [ 00 D 0T -100/588% | Find Text
e Nangatri Content Query Timeout (30 [4 | seconds [] Allow parentheses Bz (x|
RETURN: Automatic [[J Return additional L x|
Content Extraction [x] AGENCY @

Scheduled Tasks :
- [Chovty o iesT | cLeaa |

Transform Configuration

[] CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Fents B oI BesGTin
or foreign postal code, and telephone no.
Certification Reports $ 9995995335, 39 2@1 9 Miscellaneous
2 Foyalties Income
BD701 Report
General $ 9939999395, 39 Form 1099-MISC
995999-9995 PH: JOOOXKNXKNHXKAXX D e IR I M Copy B
1092 Overlay $ SQ
3999393535 99 939333939 For Recipient
1099 Search p PAYER'S TIN RECIPIENT'S TIN § Fishing boat procesds 6 Medical and health cara payments
1099-g
999999999 999999399 9939999999.99 9999995999.99
1099-overlay otva 4 $ $
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Job Aid NCAS-2 — Printing Instructions for Calendar Year 2022 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 B [ 00 0 0 Pe=l -100/5889 | |Find Text

s En i Content Query Timeout '3p |4 | seconds [C] Allow parentheses Bl x

(]
RETURN: Automatic [0) Return additional lines a8

=

s

Content Extraction [x] -~ Text-- Includes |1234367
Content View
Scheduled Tasks Ll s

— [Fivp st | cLean | “
Transform Configura**

1-VER_9 - 20201028T130500.000-0400 - DSID_D6... 1

/100

[] CORRECTED (if checked)

PAYER'S name, straet adcdress, ity or tawn, state or province, country, ZIp | 1 Rents OMB No. 1545-0115
or fareign postal code, and telephone no.
Certification Reports $ 5929390999, 99 2@1 9 Miscellaneous
2 Royalties Income

BD701 Report

General $ 5999990999, 99 Form 1099-MISC

09090-0900 PH: XMXXXMXMXXKAKEK 3 Other income 4 Federal income tax withheld Copy B
1099 Overlay s $Q
5998309933 39 939393990 For Recipient
1099 Search PAYER'S TIN RECIPIENT'S TIN & Fishing boat procesds 6 Medical and health care payments

1099-g

999999399 999999995

3 9999999999 .99 $9999999999.99

1099-overlay otva

an
REGIPIENT'S name 7 Monempioyes compensation [ 8 Substitute payrents in liey of| e
dividends or interest This is important te...

information and is

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.
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