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Information in this manual is subject to change without notice. This manual (“Manual” or “Documentation”) and the
software (“Software”) described in it are copyrighted, with all rights reserved. By using this Manual and accompanying
Software, you, the end user, agree to the terms set forth in the License Agreement.

Copyright

Under the copyright laws, this Manual or the Software may not be copied, in whole or in part, without the express consent
of CheckMark Inc. (“CheckMark Software”), except in the normal use of the Software or to make a backup copy of the
Software for your own use. The same proprietary and copyright notices must be affixed to any permitted copies as were
affixed to the original. This exception does not allow copies to be made for others, whether or not sold, but all of the
material purchased (with all backup copies) may be sold or given to another person. Under the law, copying includes
translating into another language or format.

Federal copyright law prohibits you from copying the written materials accompanying the Software without first obtaining
our permission. You may not alter, modify or adapt the Software or Documentation. In addition, you may not translate,
decompile, disassemble or reverse engineer the Software. You also may not create any derivative works based on this
Software or Documentation. A derivative work is defined as a translation or other form in which the Software may be

recast, transformed or adapted.

Limited Warranty on Media and Replacement

CheckMark warrants that the Software will perform in substantial compliance with the published specifications and
documentation supplied in this package, provided it is used on the computer hardware and with the operating system for which
it was designed.

CheckMark warrants that the original Software disks and Documentation are free from defects in material

and workmanship, assuming normal use, for a period of 30 days from the date of purchase. If a defect occurs during this
period, you may return the faulty disk or Documentation, along with a dated proof of purchase, and CheckMark will replace it
free of charge.

Except as specifically provided above, CheckMark makes no other warranty or representation, either express or implied, with
respect to this Software, the disks or Documentation, including their quality, merchantability, or fitness for a particular
purpose. As a result, this software is sold "As is," and you the purchaser are assuming the entire risk as to its quality and
performance.

Trademarks

CheckMark Inc. and MultiLedger are registered trademarks of CheckMark Inc. All other references are trademarks
of their respective owners.
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Chapter 1
Getting Started

CheckMark 1099 helps centralize all your 1099 filing needs. With this program you can
print or even e-file all forms needed for filing 1099-MISC, 1099-DIV, 1099-INT, 1099-S,
and 1099-R forms. The program has the option to print these forms on a pre-printed 2-up
form or a blank sheet.

Before starting the set up of your company and recipients, please read through this manual.
It covers general setup and 1099 requirements, as well as how you can receive additional
support directly from Checkmark, Inc.

System Requirements

CheckMark 1099 can be installed on a computer running either Macintosh or Windows
operating systems. This software is a single-user application and not designed for multi-user
access of the data files. DO NOT install the application program on a server. Install the
program locally on the user’s hard drive even if you save the data on a server.

Users will need to have a computer running an operating system of either Windows 8 or
higher including Windows 10, or Macintosh OS X 10.6 or higher including High Sierra.

Along with a compatible printer, the latest version of Adobe Reader is also required to
properly print certain forms from the program. You can download a free copy of
Adobe Reader from Adobe’s website at www.Adobe.com.

Whichever operating system you choose, a working knowledge of the operating system
is essential. For more information about the basics and navigation of your operating
system, see the user manual that came with your computer.

Software and Patch Updates

Each year the program is issued with the latest 1099 Forms as well as added features.
Program patches are released as needed throughout the year for the current version of
the software. Patches are available online at www.checkmark.com. Hard Copy CDs
can be purchased by calling the sales department at 800-444-9922.

Renewal notices are sent out each year, in the fall, announcing the next update.
Updates must be purchased each year to receive support and the ability to
install patches for changes.




How to Get More Help

This manual covers general set up and reporting. There may be items that are
specific to your company that are not addressed here except in general terms. For
these times, CheckMark, Inc. offers additional support.

Only registered users can receive technical support so please, take a moment and
read the License Agreement, fill out the Registration Card and send it in.

Support is offered via internet submission, E-mail, fax or telephone. Whenever
you contact support, have your customer number OR product registration number
available. It is important that you are at your computer with CheckMark 1099
running when speaking with support to best resolve your question/problem.

Before Contacting Support/Other resources

Check for latest version

Users with internet access can make sure that they are up-to-date as often as they
wish by selecting Check for Updates under the Help menu in the program. If
necessary, download and install the latest update (may require purchase if not
using the current year’s version).

1099 Manual

Users can access the 1099 program manual from the Help menu while in the
CheckMark 1099 program. An updated manual is included with each update.

Online Knowledge Base

Users with internet access can reference the online Knowledge Base for answers
to common questions. You can access the Knowledge Base directly from the
CheckMark website at www.checkmark.com.

Contacting CheckMark

For questions regarding the 1099 software, you can choose one of the following methods
to request technical support:

Online at: http://www.checkmark.com Click on support and select Request Support
By Phone: 970-225-0387

Mail: CheckMark, Inc.
323 West Drake Rd. Suite100
Fort Collins, CO 80526
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Chapter 2
Installation and Basic Use

Installing CheckMark 1099

Macintosh Installation

1. Close all programs and disable any anti-virus software.

**For CD Installation**

2. Insert the CheckMark 1099 CD-ROM into your computer’s drive.

3. When the CD icon appears on the Desktop, open by double-clicking it, then
double-click the CheckMark 1099 installer.

4. Follow the on-screen instructions to complete installation.

**For Download Installation**

5. Click on the link provided to download. After the download is complete, double-
click the download file.

6. Follow the on-screen instructions to complete installation.

The default install location on the hard drive for CheckMark 1099 is: Macintosh
HD\Applications\CheckMark\1099\(year). The (year) represents the current calendar year.

Install the program on the local drive.
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Installing CheckMark 1099

Windows Install

1. Close all programs and disable any anti-virus

software. **For CD Install**

2. Insert the CheckMark 1099 CD-ROM into your computer’s drive.
3. The Installer will start automatically.

If the installer does not start automatically after a minute, click your Start menu and
then select Run.

Type in the path and filename in the Run box. That would be the drive name, colon
(2), backslash (\), Filename. For example: D:\setup. Then click Ok.

4. Follow the on-screen instructions to complete

installation. **For Download Install**

5. Click on the link provided to start the download. After the download is
com-plete, Choose Run or Open.

6. Follow the on-screen instructions to complete installation.

The default install location on the hard drive is
C:\ProgramFilees\CheckMark\1099\(year). The (year) represents
the current calendar year.

It is recommended to install the program on the local hard drive.
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Opening CheckMark 1099: New User

1.

Open the CheckMark 1099 application. You can use either the shortcut or
alias that was created or go to the CheckMark 1099 folder that was installed
and dou-ble-click the CheckMark 1099 application file.

The first time you open the program the welcome screen appears. This
screen provides useful information regarding the set up of Security,
Customizing screens and fonts and accessing the Manual.

Click the Print button to print out this information.

A

Welcome

" Welcome to

</

CheckMark 1099 for 2017

Thank you for purchasing CheckMark 1099 for 2017!

Please read the information below before continuing.

SECURITY

CheckMark 1099 encourages you to setup a Password to protect your private information. You can
manage User Accounts by selecting 'Admin' from the 'Tools' menu in the Main Menu. Click the 'Add User'
button to enter a Username and Password. Once you've setup a User Account, you will be prompted for your
login information the next time you use CheckMark 1099.

The first User Account you setup will be given Administrative privileges, allowing you to manage User
Accounts, Backup and Restore your information, and Edit Printing Formats. After you've setup an
Administrative User Account, you may then setup other User Accounts with or without Administrative
privileges.

Print Message Copy Message

Important: It is recommended that you set up a password to protect your
private information. For information on setting up passwords, See “Setting up
Users and Passwords” on page 19.
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Opening CheckMark 1099: Upgrading Old Files

The information will be stored in a database that is created the first time you
open your previous files. the default location is:

Macintosh: HD\Documents\CheckMark\1099\(year)
Windows: C:\Documents\CheckMark\1099\(year)

1. Open the CheckMark 1099 application. You can either use the shortcut or alias that
was created or go to the CheckMark 1099 folder that was installed and double-
click the CheckMark 1099 application file.

2. If you have a previous 1099 database from a prior year, the program will ask you if
you want to import the Company and Recipient information.

3. Click Yes to continue. Enter the Username and Password from the prior year,
if requested.
CheckMark 1099 Login [

ChecklVark”
EJ

1099 Software

Name I

Password

Execute Login Cancel Login

4. A pop up window asks if you want to clear out the prior amounts. Click Yes to zero

out amounts and continue or No to retain the prior year’s amount information

S. If you clicked Yes, you’ll be notified once the data is successfully imported.
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Database Manager

CheckMark 1099 stores company data in a database. When initially opening CheckMark
1099, a database named CheckMark_1099_Database_[year] is created.

If you complete 1099 forms for only one company, this is probably the only database
you will need.

However, if you process forms for more than one company, you will need to choose
one of the following options to manage your companies correctly. You can either store
all of your company files in the same database, or you can create separate databases and
store individual companies in them.

Storing Multiple Company Files in the Same Database

Each database can contain multiple companies. The advantage of storing all of your different
company files in one database is that when you Backup Database, Restore DataBase, Close
Database, or advance to a new year, all companies stored in that database will be backed up,
restored, closed or advanced to a new year at the same time, saving you time.

Storing Company Files in Separate Databases

The advantage of storing each of your company files in separate databases is that you have
more control over where your database is stored on your computer, as well as when you
want to Backup Database, Restore Database, Close Database, or advance companies to
a New Year.
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Installing CheckMark 1099

Using the Database Manager

Choose Database Manager from the File menu.

Database Manager

1099 Year Database Name

* 2019

2019
2019
2019
2019
2019
2019

CheckMark 1099 Database
CheckMark 1099 Database
CheckMark 1099 Database
CheckMark 1099 Database
CheckMark 1099 Database
CheckMark 1099 Database
Test Combined

Vs wWwN

Path [/Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

* currently open

(

Create New Database ] [ Add Database to List ] [

Find Databases

[

Rename Database ] [ Move Database ] [

Remove from List

Open Database [ Close Database Manager ]




Installing CheckMark 1099

Create New Database

This option allows you to create and save a new database in any location you wish.
Keep in mind that each database can store multiple companies.

1. Click Create New Database.

2. Enter a Database Name and Payroll Year. Click the Browse button to
select a new location to save the database.

Create Database

Database Name ]CheckMar'k 1099 Database 7 |(Don‘t include year in name)

1099 Year

Directory [/Users/MMPGraphics/Desktop/*2020 Enhancements & Testing/1099 2020/Vers| [ Choose Directory |

Path |/User's/MMPGraphics/Desktop/*ZOZO Enhancements & Testing/1099 2020/Version 07/Mac/E-File/l|

Cancel Create Database

3. Click Create Database to save the new database.
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Add Database to List

This button allows you to add an already-existing database to the list. For example, if you
copied a database from another computer and the Database Manager does not list this
database, you can choose Add Database to List and browse to that location to update the
Database Manager’s list.

1. Click Add Database.

An Open dialog box appears

(2] Qsearcn ]
R 1095 » W 2017 » | [ _Configuration >
@ R " 1099 » 9 2018 > [ _Backups >
lecents Payroll > I E:]E_ 9 _Reports 4
[ Desktop ‘ CheckMark...e 2 2019.db

& CheckMark...e 3 2019.db

B Documents
& CheckMark...e 4 2019.db

B33 oropbox

o Downloads

ﬁ} MMPGraphics

Q Mac

#A; Applications
Devices

& Kristi's iMac (2)

Mac

Remote Disc

Seagate Backup P...

Webroot

n »

Shared
db1
nas1
@ Al..

Media

n s [ [l [l

Enable: (1099 Company Database (*db)

»o»

(Coomee ) [0

2. Browse to the location where the database is saved.
3. Select the database and click Open.

The database is added to the list in the Database Manager.
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Rename Database

This option allows you to rename the database. It is recommended that you use only alpha-
numeric characters.

1. Click Rename Database. The

following alert appears:

Warning! Modifying database file may be unsafe! Continue anyway?

1f you are the only one who accesses this database, you may safely continue renaming or moving the &
databace now and ignore the following insructions. w

Other users accessing this databace from different computers will need to re<ocate this databace after
renaming or moving. If the databace is being accessed by multiple users, please follow these
instructions to succussfully modfy this database file and re-Jocate it on other computers:

(1) Bxat Cheddvark 1095 al other computers that access this database.

(2) Continue modifying the database file from this computer,

(3) For each computer that accesses this database, complete the following steps:
(4) Launch Cheddvark 1099 and open the Database Manager from the Fie' menu.
(S)Sdectme_ful?umgdam&frunﬂzoatab&mt:

(6) Click 'OK’ when informad that 1099 is unsble to locate the databasa,
(7) Chick the Locate Database’ button.

(8) Navigate the Fie Dialog to find the modified database fla,

(9) Click "Open’ to finich reJocating the database.

2. Click Yes. Otherwise, if you don’t want to rename at this time, click no
3. Enter the new name and click Rename Database to save.

The Rename Database window appears:

000 Rename Database

New Name [CheckMark 1099 Database 2 J
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Remove From List

This option allows you to remove a database from the list.

Note: This only removes the listing in the Database Manager. It does not delete the database file
from the saved location. To delete a database, you will need to manually delete the database
(.db) file from your hard drive or saved location.

1. Click Remove From List.

A Warning message appears

oo

Remove database from list?
Are you sure you want to remove the selected database from the lkist? -

2. Click Yes to remove the database from the Database Manager list.

You can add the database again at anytime by using the Add Database command
as long as you don’t delete the database from the computer.

Open Database

This option allows you to choose a different database and open it up to view
all saved companies in that particular database.

1. Select the database you want to open and click Open Database.

The new database is now open and all companies stored in this database
are now available.

Close Database Manager

This option closes the Database Manager window.
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Update Company

This commands allows you to update the currently selected company’s information. Once
the program is launched, open the database that contains the company you want to update.
Highlight the company and click the Update Company command. Enter the information
you want to change, then click Update Company to save the changes.

New Company

This Command allows you to add a new company to the database that is currently open.
Once the program is launched open the database you wish save the company in. Click New
Company then enter the information for this company. Click Add Company to save the
company to the database.

Delete Company

This command allows you to delete a company from a currently opened database. Once
the program is launched open the database that contains the company you want to remove.
Click Delete Company and a screen will appear to make sure you want to delete the
company. Click Confirm Delete to complete the deletion process.

Exiting CheckMark 1099

To exit or quit CheckMark 1099:
. Choose Exit from the File menu (Windows)

. Choose Quit from the CheckMark 1099 menu (Mac)




Chapter 3
Creating a New Company

This chapter shows you how to create a new company file and enter basic
company information.

Creating a New Company

1. On Windows, double click the 1099 shortcut on the desktop or click the Start menu,
select Programs, then select CheckMark 1099 from the CheckMark Inc. File.
On Macintosh, double click on the CheckMark 1099 alias on the dock or on
your Desktop, or double click the CheckMark 1099 icon located in the install
folder that was installed on your hard drive

2. Click the New Company button in the middle of the screen.

000 CheckMark 1099 E-File 2019

(¥ CheckMark™ |
\ 4 1099 Software

Companies
CheckMark
Company 21

Update Company New Company Delete Company

n Database

Recipients 0 of O [ [ All Forms [ All Status

Update Recipient New Recipient Delete Recipients Copy Recipient

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

2
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Note: If the New Company button is greyed out that means you need to first open
a database or create a database. For Creating a Database please see page 9

3. Enter Payer Information for all pertaining fields.

000 Company Information
_J

CheckMark"

1099 Software

Payer Information Contact Information

1.Payer's Name [CheckMark Sample | 1.Contact Person |

2.Payer's Federal ID |84-0000000 2.Contact's Phone \:I

3.Payer's Address [323 W Drake Rd Ste 100 | 3.Contact's Email Address |

4.Payer's City [Fort Collins | 4.Contact's Fax Number :I

5.Payer's State _

6.Payer's ZIP [ Tax ID is Social Security Number
7.Payer's Phone (] This is your FINAL RETURN

|  Add Company Update Company

4. Click Add Company button to Save.

Updating an Existing Company

1. Highlight the company in the list you wish to update and click the
Update Company button.

2. After all changes have been made to the Payer Information, click the Update
Com-pany button to save the changes
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Deleting a Company

You cannot delete a company if there are any recipients created within the
company. You must delete the recipients first before deleting a company. For
information on deleting recipients see “Deleting a Recipient” on page 32.

1. Select the company you wish to delete.

2. Click Delete Company

3. In the pop-up window, click the Confirm Delete button.

® OO0 Delete Company

‘ CheckMark”
'

1099 Software

Please verify that you want to delete the following company

Company 21

Confirm Delete

If no recipients are associated with this company, the company will be deleted.

7~

Filtering Companies

You can use the Filter button to search for certain companies in the list. To find a
particular company, enter all or part of the name of the company into the Filter box area
at the top of the screen and click the Filter button. The Filter will search for any
companies that contain those variables.

You can also use an asterisk (*) to help sort groups. For instance, if you enter the first letter
and then asterisk, (ex: N*), you will receive all companies that begin with the letter “N”.
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Sorting Companies

You can sort companies by Ascending or Descending order. To select which type of sort
to use, go under the Sort menu at the top of the screen and choose either Sort
Companies Ascending or Sort Companies Descending.

@ CheckMark 1099 E-File File Tools View Window Help

000 CheckMark 1 v Sort Companies Ascending
Sort Companies Descending

(84 37=1 v Sort Recipients Ascending
109 « Sort Recipients Descending

(_Fitter ]|

Companies

CheckMark Sample

[ Update Company |  New Company | [ Delete Company |

| Open Database |

Recipients 6 of 6 [ All Forms [ All Status

CheckMark
Company
DIV Co

R Form

S Company

| Update Recipient | [ New Recipient ] | Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: [Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Selecting Multiple Companies
You can Select multiple companies if you choose to eFile 1099s using the IRS FIRE system.

Consecutive Selection

Windows: You can select multiple companies by selecting the first company you want
while holding down the mouse button and moving the mouse pointer down through the list.

You can also click on the first company, hold down the ‘Shift’ key on the keyboard,

and then click on the last company you want in the list.

Macintosh: Click on the first company you want in the list, hold down the ‘Shift’ key on
the keyboard, and then click on the last company you want in the list.

o0 0 CheckMark 1099 E-File 2019
CheckMark”
1099 Software
Companies (_Filter ]|
Area 51

CheckMark Sample

Company 21

( Update Company | ( New Company ] [ Delete Company |

| Open Database |

Recipients 100f 10 [_Fiter || | (Al Forms (Al status

323 W Drake LLC
CheckMark

Company

DIV Co

First Class Security Systems

ass|

| Update Recipient | | New Recipient | [ Delete Recipients | | Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Non-Consecutive Selection

Windows: To select specific companies as a group, click on the first company you want,
hold down the ‘Ctrl’ key on the keyboard and click on any other companies you want to
include.

Macintosh: To select specific companies as a group, click on the first company you
want, hold down the ‘Command’ key (also referred to as the Apple key) on the keyboard
and click on any other companies you want to include.

X X) CheckMark 1099 E-File 2019

CheckMark”

1099 Software

Companies (_Filter ]|

Area 51
CheckMark Sample

Company 21

[ Update Company | [ New Company ] [ Delete Company |

| Open Database |

Recipients 6 of 6 :] [ All Forms [ All Status

CheckMark
Company
DIV Co

R Form

S Company

| Update Recipient | | New Recipient | | Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db




21

Chapter 4
Set Up

Setting up Users and Passwords

IMPORTANT: Although not required, it is recommended you set up a password to
protect your private information

1. Click on the Tools menu in the upper left hand corner of the screen and select Admin

@ CheckMark 1099 E-File File RN View Sort Window Help
eeoo

! Backup Database

Download Backup from Cloud
Restore Database

Edit Printing Formats

ompanit 5
IR Edit Page Setup

Area 51
CheckMark Sample

Company 21

( Update Company | [ New Company ] [ Delete Company |

| Open Database |

Recipients 6 of 6 S [ All Forms [ All status

CheckMark
Company
DIV Co

R Form

S Company

| Update Recipient | [ New Recipient | | Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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2. To create a new user click the Add User button.

CheckMark”
1099 Software

Users

Mercedes

Update User Delete User

3. Enter the Name and Password.

Note: The Name and Password are case sensitive.

4. Click the checkbox for This user should be granted ADMIN privileges if you
want this user to be able to add, update or delete other users.

IMPORTANT: The first user set up will have Admin privileges. You cannot delete or

change this user’s ADMIN privileges until another user with Admin privileges is created.

Users with ADMIN privileges can add/delete/update other users, Backup and Restore
the database and Check for updates.
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User Details

CheckMark”

1099 Software

User Information

User Name |Sam l

Password Ioooooooon l

Re-enter Password |nonnooq |

This user should be granted ADMIN privileges /|

5.

Add User Update User

Click the Add User button to save.

Updating Users

1.

2
3.
4

Click on the Tools menu in the upper left hand corner of the screen and select Admin.
Highlight the user you want to update from the list.
Click the Update User button.

Make the necessary changes and click the Update User button to save.

Deleting Users

1.

2.

Click on the Tools menu in the upper left hand corner of the screen and select Admin.
Highlight the user you want to delete from the list.
Click the Delete User button.

In the popup window, verify that the correct user name is selected and click
the Confirm Delete button.
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CheckMark”
1099 Software

Please verify that you want to delete the following user
Sam

| Confirm Delete | | Cancel

Note: If you delete all users, the software will not prompt for a password upon launching
the program.
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Setting Screen Font Size

This setting allows you to customize how big or small you want the font on the screen in the
program.

Selecting Font Size
1. Click on the View menu at the top of the screen.

2. Select Increase or Decrease — you can do this multiple times to get to the
size you want.

@ CheckMark 1099 E-File File Tools 0 Sort Window Help

(X X J Che¢ Increase Font Size 3= |
Decrease Font Size 38—
CheckMark’
1099 Software
Companies (_Filter ]|
Area 51
CheckMark Sample
Company 21

[ Update Company | ( New Company ]  Delete Company |

| Open Database |

Recipients O of O S [ All Forms [ All Status

| Update Recipient | | New Recipient | | Delete Recipients | | Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db




Chapter 4 Set Up 26

Adjusting Screen Size
You can adjust the size of each screen to maximize or minimize your viewing area.

To increase or decrease the size of any screen, simply click and hold the mouse button on
the lower right hand corner of any screen and drag the corner to the desired position.

(X X} Company Information
)
‘ . (/) CheckMark
1099 Software
Payer i Contact
1.Payer's Name |Area 51 | 1.Contact Person [
2.Payer's Federal ID \:I 2.Contact's Phone [
3.Payer’s Address | | 3.Contact's Email Address [
4.Payer’s City | | 4.Contact's Fax Number [
5.Payer's State \:I
6.Payer's ZIP l:l C
7.Payer's Phone l:‘ c

Company Update Company Cancel

—
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Chapter 5
Setting Up Recipients

This chapter explains how to setup new Recipients for each company.

Creating New Recipient

1.

The list of fields for the new recipient corresponds to the same fields found on the 1099 forms

4.

Open the Database that contains the company to which you want to add recipients. If no
Database exists you must first create one. See “Create New Database” on page 9.
Select a Company from the list. If no Companies are listed, you must first set up
a company before adding recipients. For information on setting up a new
company, see “Creating a New Company” on page 15.
Click the New Recipient button.

000

CheckMark”

1099 Software

Companies Filter |

Area 51

CheckMark Sample @ O O CheckMark 1099 Recipient Type

Company 21 ”

- ‘j CheckMark
- Y 1099 Software ERT
Please select the type of 1099 Recipient to create
Recipients 0 of 0 ©Omsc Oov  ONT  OR Os 2| [ Al status g

)

Update Recipient | [ New Recipient Delete Recipients | | Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

Choose which type of 1099 form this recipient should receive and click OK.
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[ XX ) 1099 MISC

CheckMark”

1099 Software

[Dvop [ correcTed %ugua 1545-0115
Form 1099-MISC

Payer Information Other Information

T —

Area 51

S —
3.0therincome s [ ] 4Federal income tax withheld s [ ]
P 5 Fishing boat proceeds s || 6.Medical and health care paymentss [ |
Recipient Information 7.Nonemployee compensation § :| 8.Substitute payments in lieu :’

of dividends or interest §
() Address not in US Territory 9.Payer made direct sales of $5,000 or more of ] 10Crop insurance proceeds s [ |
Recipents D [ consumer products to a buyer(recipient) for resale
e — e —
Company or Last Name [
13.Excess golden parachute payments S [ | 14.Gross proceedspaidtoanatorney s [ |
1sasection 409Adeferrals s [ | 1sb.section 409Aincome s [ ]

First Name (f applicable) |
Address |
city [

16.5tate tax withheld $ 17.State/Payer's state no. 18.State income §

-——s 1 ]

Account Number(see instructions) [ ] w

(] FATCA filing requirement () 2nd TIN not.

(previous Recipient | ([ RTIIRRAEN ( Update Recipient | Cancel ) [ Next Recipient

5. Enter the Recipient’s ID along with the Recipient’s Information.
6. Fill in any fields that are applicable for the recipient.
7. Click the Add Recipient button to Save the information.

If any information is invalid, a popup window will open explaining which fields have errors.

CheckMark”
1099 Software

The following errors were discovered:
Address: Must be between 1 and 40 characters.
City: Must be between 1 and 40 characters.
State: Must be a valid U.S. state or territory (name or abbreviation).
' ZIP: Must be of form X0000( or XO000(CXXX.

[ConﬁnueAnyway] [Canoell
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Press cancel to go back to the set up screen to correct any errors, or Continue Anyway to
Save the recipient information

NOTE: If any field has an invalid entry, once you return to the Recipient set up screen,
that field name will show up in “Red”. In addition, some fields will not save the
invalid information and remain empty. For more information on validated information,
see “Validated Status” on page 37.

Updating an Existing Recipient
1. Select the company that contains the recipient(s) you wish to update.

2. Highlight the recipient in the list you wish to update and click Update
Recipient but-ton.

3. After all changes have been made to the Recipient Information,
click Update Recipient button to save changes.

WAL -
=
CheckMark”
1099 Software
VOID 1) CORRECTED
Paver Info 1 Bente OMB No. 15450115
Mercy's Garage $1.00 2015
123 Canad Dy _
Kennewice, WA 12345 123-24-4%0 2 Roveltes Form 1099-MISC
$2.00
3 Ot Income A Fadersl incoma b wihhald
$3.00 $3.00
Paryer Fedes ID 5 Fushing boat proceeds 6 Medical and bealth care payments
11124557 $ 5.00 $ 6.00
Radgient Iréormation Address ot la US Tereory ; gmmyv‘vm.n—gﬁ.\.mm : .“lxy"w payents in ew of dhddends or inferest
1.00 8,00
Compeny or Last Name First Mome (¥ appiicable) O Payer made direct safes of $5.000 0 10 Crop insurante precssds
COrrnick charles e more of (onsumer preducts (0 $ 10,00
Address Duywe{receient) lor recale
123 Susmit View Dr -
Oty Stige w Coumtry
¥ennewick Wa 12345 Us
Aczoant Numbar (e instructiond)  FATCA 18 reguiramant 24 TIN net. 11 Excess Goiden parachuto poymastt 14 Grogs prociads paid 1o an asaensy
125456 7 v $ 13,00 $ 14.00
s Recigent  Add Recipeent | Update Recipient | | Cancel | Next Recipient

If any information is incorrect, a popup window will open explaining which fields have
errors.
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CheckMark’
1099 Software

The following errors were discovered:
Address: Must be between 1 and 40 characters.
City: Must be between 1 and 40 characters.
State: Must be a valid U.S. state or territory (name or abbreviation).

ZIP: Must be of form X000 or Y0000,

Continue Anyway

Press cancel to go back to the set up screen to correct any errors, or Continue Anyway to
Save the recipient information.

NOTE: If any field has an invalid entry, once you return to the Recipient set up screen,
that field name will show up in “Red”. In addition, some fields will not save the

invalid information and remain empty. For more information on validated information,
see “Validated Status” on page 37.

Voided Recipient

If a 1099 is incorrectly filed, or included in a filing, that was incorrectly filed, you can

resubmit the 1099 as a Voided copy to void the original 1099 to the IRS. Please read
the IRS Instructions on how to file this.

1. Select the recipient from the list and click Update Recipient button
2. Click the Void check box at the top of the screen.

If the recipient’s Status is already considered Printed and/or Completed, you’ll receive a pop
up window asking if you would like to change the status back to Not Printed and/or Not
Completed. For information on what the different Statuses mean, see “Status” on page 36.
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The Recipient Information you are updating has already been 'Printed'".

CheckMark”
1099 Software

Change status to 'NOT Printed"

Save and Continue ’ Cancel ’

3. Mark the corresponding checkbox next to “NOT Printed’ and/or “NOT Complete”
if you want to change the status and click the Save and Continue button. If you do
not want to change the status, click the Cancel button. If you do not select either
checkbox, you can still click the Save and Continue button to save any updated
recipient information without changing their status.

If you initially printed the form, reprint another 1099 with the updated Void status and
submit that form to the IRS with a new 1096 form. for instructions on printing 1099 forms,
see “Printing 1099s for Recipients” on page 57.

If you initially e-filed, create a new .txt file with that recipient and updated Void
information and submit it to the IRS. For information on e-Filing, see “Creating a file
to eFile” on page 64.

Corrected Recipient

If a 1099 is filed, or included in a filing, with incorrect information, a Corrected
1099 must be filed with the IRS.

I. Select the recipient from the list and click the Update Recipient button.

2. Click the Corrected check box at the top of the screen, update any
information and click the Update Recipient button to Save.

If the recipient’s Status is already considered Printed and/or Completed, you’ll receive a
pop up window asking if you would like to change the status back to Not Printed and/or
Not Completed. For information on what the different Statuses mean, see “Status” on
page 36.
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sty S
CheckMark”

1099 Software

The Recipient Information you are updating has already been 'Printed'.
Change status to ‘NOT Printed’

Save and Continue

’Cancel|

3. Mark the corresponding checkbox next to “NOT Printed’ and/or “NOT Complete”
if you want to change the status and click the Save and Continue button. If you do
not want to change the status, click the Cancel button. If you do not select either
checkbox, you can still click the Save and Continue button to save any updated
recipient information without changing their status.

If you initially printed the form, reprint another 1099 with the updated Corrected status
and submit that form to the IRS with a new 1096. for instructions on printing 1099 forms,

see “Printing 1099s for Recipients” on page 57.

If you initially e-Filed, create a new .txt file with that recipient and updated
Corrected information and submit it to the IRS. For information on eFiling, see

“Creating a file to eFile” on page 64.

Deleting a Recipient

1. Select the company that contains the recipient(s) you wish to delete

2. Highlight the recipient in the list you wish to Delete.
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If you want to delete more than one recipient, you can highlight multiple recipients at once.
See “Selecting Multiple Recipients” on page 38.

3. Click Delete Recipient button.

4. A pop-up window appears to confirm that these are the recipients you want to delete.

CheckMark’
1099 Software

Please verify that you want to delete the following recipients:
Corrnick, Samuel

5. Click Confirm Delete to complete the process.

Copy Recipient

If you have a recipient that needs to be included in multiple companies or requires different
types of 1099 forms, you can easily copy that person’s set up information and add them
either under a new company and/or with a different type of 1099 form.

1. Select the company that contains the recipient(s) you wish to copy.
2. Highlight the recipient in the list you wish to copy.

3. Click the Copy Recipient button.
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4. A pop-up window appears. Select which company and which type of 1099
form this recipient should be copied as.

CheckMark”
1099 Software

Please select the Company and 1099 Type to copy Samuel Corrnick to.

CompanY{Mercy's Garage ']
' o MISC © DIV ®INT @©R ©S

. OK || Cancel |

S. Click OK to copy the recipient.

Filtering Recipients

You can use the Filter button to search for certain recipients in the list. To find a
particular recipient, enter all or part of the name into the Filter box area above the
recipients section and click the Filter button. The Filter will search for any recipients
that contain those variables.

You can also use an asterisk(*) to help sort groups. For instance, if you enter the first letter
and then an asterisk, ex: N*, you will receive all recipients that start with the letter “N”.

IMPORTANT: When filtering, make sure you choose the appropriate form you want to
search in. If filtering from All Forms, recipients will be searched from the entire company.
If however, you choose DIV Forms for example and filter certain variables, only those
recipients set up as receiving a 1099-DIV will be displayed in the results.
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Sort Recipients
You can sort recipients by Ascending or Descending order. To select which type of sort
to use, go under the Sort menu at the top of the screen and choose either Sort
Recipients Ascending or Sort Recipients Descending.

@ CheckMark 1099 E-File File Tools View Window  Help
[ |

CheckMark 1099 Ei v Sort Companies Ascending

[ XX ]
Sort Companies Descending
Check/i Recipients Ascending
1099 S Sort Recipients Descending
Companies [ Filter ] [

CheckMark Sample
Company 21

(_update Company | [ New Company | [ Delete Company |

(il Forms [(Airstatus

Recipients 1 of 1

[ update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
A
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Status

The Status drop down menu has certain statuses that are categorized based upon their setup and
completion of being printed. You can sort using the different options to see which employees or
vendors have been Printed, Completed, Validated, Voided, or Corrected.

Recipients can be in multiple statuses at the same time, however you can only sort by
one status at a time.

NOTE: Before choosing a Status, you should first select one or more companies in the list.
For information on selecting multiple companies see “Selecting Multiple Companies” on

page 19.
XX CheckMark 1099 E-File 2019
CheckMark”
1099 Software
Companies [ Filter ]l

CheckMark Sample
Company 21

[ Update Company ] [ New Company ] [ Delete Company ]

Recipients 1 of 1

MISC forms il v All Status B

NOT Printed

Company Printed

NOT Completed

Completed

NOT Validated

Validated

NOT Voided

Voided

NOT Corrected

Corrected

[ Update Recipient ] [ New Recipient ] [ Delete Recipients ] [ Copy |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Printed Status

Printed Status

You can easily sort using this status to see which recipients still need the form 1099 printed.

You can select either Printed or Not Printed status to sort for recipients by whether or
not you have printed a 1099 for them. Once you select the Print Forms for Recipient
command from the File menu, that recipient will automatically be moved to the Printed
status from the NOT Printed status.

Completed Status

You can use the Completed status to indicate which recipients have or have not been
printed or e-Filed this form 1099 for employer related copies.

Once you select the Print forms for Filing option under the File menu, recipients listed
under NOT Completed will be moved to the Completed status.

Validated Status

Sorting by Validated or NOT Validated helps you easily determine if there is any
recipient that is not set up correctly. In the recipient screen, certain fields require specific
characters, numbers, etc. to be accepted upon filing.

Select Validated to see which recipients are ready to be filed. Select NOT Validated to
see any recipients that have set up criteria which is incorrect for filing purposes. Once you
have sorted by NOT Validated, select a recipient and click on the Update Recipient
button to view the set up and make necessary changes. Fields marked in “RED” do not
meet the requirements for filing and corrections should be made.

Voided Status

In the Recipient set up screen, there is a checkbox at the top of the screen for Void. If
you filed a 1099 for a recipient that was unintended, you can mark Void to resent the
1099 for that recipient as a void status.

Choosing a Voided status will list all recipients marked Void in the Recipient set up screen.
All other recipients that are not marked Void in the recipient set up screen are listed as
NOT Voided for a status.

Corrected Status

In the Recipient set up screen, there is a checkbox at the top of the screen for Corrected. If
you filed an incorrect 1099 and need to resubmit a new 1099 with updated information,
select the Corrected checkbox in the recipients set up screen before submitting the new
1099 information.
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The Corrected status indicates all recipients who are marked as Corrected in the recipient
set up screen. All other recipients will be listed as Not Corrected.

Selecting Multiple Recipients
Consecutive Selection

Windows: You can select multiple recipients by clicking the first recipient while
holding down the mouse and moving the mouse down through the list

You can also click the first recipient, hold down the ‘SHIFT’ key on the keyboard and
then click on the last recipient you want in the list.

Macintosh: Click on the first recipient you want in the list, hold down the ‘SHIFT’ key
on the keyboard and then click on the last recipient you want in the list

[ XX ] CheckMark 1099 E-File 2019
CheckMark”
1099 Software
Companies l
CheckMark Sample
Company 21
(" update Company | [ New Company | [ Delete Company |
| Open Database |

Recipients 3 of 3 (e | | [ mISC forms [(Arstatus

Jagger, Mick
Richards, Keith

[ update Recipient | [ New Recipient ] [ Delete Recipients ] [ Copy Recipient

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Non-Consecutive Selection

Windows: To select specific recipients as a group, click on the first recipient you want, hold
down the ‘CTRL’ key on the keyboard and click on any other recipients you want to include.
Macintosh: To select specific recipients as a group, click on the first recipient you want,

hold down the ‘COMMAND’ key on the keyboard (also known as the Apple key) and click
any other recipients you want to include.

XX CheckMark 1099 E-File 2019
CheckMark”
1099 Software
Companies [ Filter ”

CheckMark Sample

Company 21
[ Update Company ] [ New Company ] [ Delete Company ]
| Open Database |
Recipients 3 of 3 (I [ misc forms (A status

Jagger, Mick
Richards, Keith

\ Update Recipient | [ New Recipient ] [ Delete Recipients ] ‘ Copy Recipient \

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Chapter 6
Exporting and Importing

This chapter explains how to export employees and companies from CheckMark Payroll as
well as vendors from CheckMark MultiLedger and how to import this information from
CheckMark Payroll, MultiLedger or tab-delimited text file.

Exporting Recipients from CheckMark Payroll
1. Open up CheckMark Payroll, go under File menu and choose Export Employees

2. Highlight which recipients you want to export from the list.

Note: If the recipients to be imported are using different types of 1099 forms, you should
create multiple export files for each type of form. Example, one export file for 1099 MISC,
one file for 1099 INT, etc.

3. Click the Export 1099 button. The Selected Field list will automatically
populate with the correct available fields to import into the 1099 software.

I3 ile
Mathers,Crispin

4. A Save dialogue box appears in the File name field, give the file a name if needed and

choose a location to save the file to, an example would be your Desktop.

5. Click Save.
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Exporting a Company From CheckMark Payroll

1. Open CheckMark Payroll, then open the Company you wish to export.
2. Under the File menu select Export Company to 1099.
3. A Save dialogue box appears. In the File name field, give the file a name if needed

and choose a location to save the file to, an example would be your Desktop.

¢ Favsetes ~,  Documents library s e P
B Desitop { Feports ¥

Name Date modfied Type Sae

. Misc Emgloyees 97227201582 AM Text Decument

= Computer
& Local Dk (C)
gt e shaces (\\ma

S Network
= pACKe
- OSSHOLIWD
- OesIAC

Fle name
Save o type {mehrm

* Hide Folders

4. Click Save.
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Exporting Recipients from MultiLedger

1.

2.

Open the MultiLedger program, under the File menu select Export...

& MultiLedger [GITJ] Edit Setup Transactions Reports Window Help 9D
@ New Company N fersion 7.9.4

Open Company... 80

Open Recent Company >
Company Close Company Account Trial

Information Backup Company Reports Balance
e Restore Backup... T s i
nterface J Rebuild Files... ransaction | eneral
Accounts Rorea Ellae Journals Ledger
- - Find Company...

Financal Renumber Accounts...

Statements
Close Year...

Customer
Setup

Balance Income
Sheet Statement
Cash Flow Financial
Format... Snapshot
Page Setup...
Select Print Font... i Customer Vendor
e Reports Reports
Import... -

ltem
Setup

Sales Tax Preferenc.es... Item Job
Setup User Settings... Reports Reports
Export Company...

el

Sales Tax Salesperson
Report Report

Select Vendors from the drop-down menu at the top.

> Transactions Reports Window |~ A YV R O e @} Mon

LA L Quotes

Customers

1st Bank

RAIC Advertising s
BTS Distribution Supply Items k

Bank

Blue Cross Accounts B @ ——
Blue Cross-CP Jobs
SHabep kot Lidbon Export TXT Export CSV
CA Dept of Revenue Salespeople e PO

CO Dept of Labor T ——
CO Dept of Revenue
CheckMark Software
City Dept of Rev Field List Export List

|| Separate City/State/Zip

Copy Remove

City of Denver Name Name

Credit Card Company Code Code

EDD Contact Contact
EDD-ETT Address Address
EDD-SDI City/State/Zip City/State/Zip
E_l Past? Steak House Notes /Ref# Notes /Ref#
F!num:!al Group Add'l Notes Add'l Notes
Financial Group - S Phone Phone

IRS . Tax ID Tax 1D
Labor Union Fax Fax
Mugrlolia Rental Properties Default Acct Default Recct
Office Mart Default Amt Default Amt
Po;tmgster‘ . ) Due Days Due Days
Principal Financial Credit Limit Credit Limit
Sample Co Emai L

State Dept of Rev Web

Terry's Supply Store
Town Recorder
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3. Make sure you select the correct period and click the Export to 1099 button.

@0 e Export
1st Bank Separate City/State/Zi
AIC Advertising Vendors | v | 3 Y e
BTS Distribution Supply ‘
Bank August 16 <} Export To 1099
Blue Cross |
Blue Cross-CP
CA Dept of Labor Copy All Export TXT Export CSV \

CA Dept of Revenue
CO Dept of Labor

CO Dept of Rewvenue
CheckMark Software
City Dept of Rev Field List Export List
City of Denver

g Name Name
Credit Card Company Code Code
EDD Contact Contact
EDD-ETT Address Address
EDD-SDI City/State/Zip City/State/Zip
EF Paso Steak House Notes/Ref# Notes/Ref#
Flnanc!al Group Add'l Notes Add'l Notes
Financial Group - S Phone Phone
IRS ) Tax 1D Tax ID
Labor Union Fax Fax
Hagr\olia Rental Properties Default Aecct Default Acct
Office Mart Default Amt Default Amt
Po;tmgster . . Due Days Due Days
Principal Financial Credit Limit Credit Limit
Sample Co Emai |
State Dept of Rev Web
Terry's Supply Store
Town Recorder

4. A Save dialogue box appears. In the File name field, give the file a name if needed

and choose a location to save the file to, an example would be your desktop.

5. Click Save.

Importing Recipients from CheckMark Payroll and Multiledger.
1. Open the CheckMark 1099 application.

2. Open the Database which contains the company you want to import into.

Note: If the company you want to import recipients to does not exist, you will need to
create a new company or import a company before importing recipients. For
information on creating a new company or importing a company, see “Creating a New
Company” on page 15 or “Importing a Company” on page 47.
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3.

4.

Under the File menu select Import...
@ CheckMark 1099 E-File Tools View Sort Window Help
[ X X | Create Database )
Import Prior Year
Open Database
Database Manager
Close Database §
Companies ] ‘
EFile... |
CheckMark Sample Summary Report
Company 21 Mailing Labels
Print Forms for Recipient
Print Forms for Filing [
Update Company ]| New T Detete Company
\ Open Database \
Recipients 3 of 3 ] [ misC forms (Al status
Company
Jagger, Mick
Richards, Keith
| Update Recipient \ [ New Recipient ] [ Delete Recipients ] | Copy Recipient |
Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
A
Select Recipient in the popup window.

® OO0 CheckMark 1099 Import Type

CheckMark”

1099 Software

Please select the type of 1099 import you are importing

(O Company (@) Recipient

[ OK ] [ Cancel ]
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5. In the popup window select which type of 1099 recipient(s) you are importing:
MISC, DIV, INT, R or S and which company you want to import the recipients to.

[ NON® CheckMark 1099 Recipient Type

ChecklMark”

1099 Software

Please select the type of 1099 Recipients you are importing

Select Companies

Area 51
CheckMark Sample
Company 21

Omsc (Opbiv OINT  (OR Os

[ OK ] [ Cancel ]

6. Click OK
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7. Click the Import from Payroll or MultiLedger button. The appropriate fields will
automatically populate for you.

Import Recipient Data

CheckMark”

1099 Software

[ Import from Payroll or MultiLedger ]

Available Fields Selected Fields
Address Line 1 Company/Last Name (Required)
Address Line 2 First Name
City Address Line 1
State Add Al Fields --> Address Line 2
ZIP Code City
Address not in U.S. - Checkbox - ZIP Code

Recpients 0
Account Number
FATCA MISC - Checkhox

[ Import_TXT J [ Import_CSV J [ Cancel J
8. A Look in screen for Windows or choose the file to Import screen for

Macintosh appears allowing you to browse to the location where you saved your
text file from CheckMark Payroll or MultiLedger.

9. Select the text file and click Open. All recipients will be imported into
the selected company.
Importing a Company from CheckMark Payroll
1. Open the CheckMark 1099 application.

2. Open the Database you want to imprt the company into.

Note: If the database that you want to import recipients to does not exist, you will
need to create a new database before importing. For information on creating a new
database see “Creating a New Database” on page 9.

3. Under the File menu select Import...
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@ CheckMark 1099 E-File Tools View Sort Window Help

[ X X ) | Create Database |

Import Prior Year
Open Database

Database Manager
Close Database ] |

Companies ‘
EFile... |
CheckMark Sample Summary Report
Company 21 Mailing Labels

Print Forms for Recipient
| Print Forms for Filing |

((Update Company=js|wewcompany=J[-oets Company |

Recipients 3 of 3 ] [ misc forms [ Al status

Company
Jagger, Mick

Richards, Keith

\» Update Recipient | [ New Recipient ] [ Delete Recipients ] \ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

Select Company in the popup window.

| JoNe© CheckMark 1099 Import Type

CheckMark’

1099 Software

Please select the type of 1099 import you are importing

© Company (O)Recipient

[ OK ] [ Cancel ]

/4
Click OK

Click the Import from Payroll or MultiLedger button. The appropriate fields will
automatically populate for you.
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- éheckMark_wg_Q Import Type

CheckMark”
N"J 1099 Software
[ Import from Payroll or MultiLedger ]
Available Fields Add Field --> Selected Fields
city Add All Fields -—> city
State State
<- Remove AII Fields Phone
[ Import_TXT ] [ Import_CSV ] [ Cancel J
7. A Look in screen for Windows or choose the file to Import screen for Macintosh
appears allowing you to browse to the location where you saved your text file
from CheckMark Payroll.
8. Select the text file and click Open. All recipients will be imported into the

selected company.

Importing using a tab-delimited text file.
1. Open up the CheckMark 1099 application.

2. Open the Database which contains the company you want to import into.

Note: If the company you want to import recipients to does not exist, you will need to
create a new company or import a company before importing recipients. For
information on creating a new company or importing a company, see “Creating a New
Company” on page 15 or “Importing a Company” on page 47.

3. Go under the File menu and select Import...
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@ CheckMark 1099 E-File Tools View Sort Window Help

[ X X ) | Create Database |

Import Prior Year
Open Database
Database Manager

Close Database §
Companies ] |
EFile... |
CheckMark Sample Summary Report
Company 21 Mailing Labels

Print Forms for Recipient
Print Forms for Filing |

Update C | New 7| Detete Company

| Open Database |

Recipients 3 of 3 \:] [ MISC forms [ All Status

Jagger, Mick
Richards, Keith

| Update Recipient | [ New Recipient ] [ Delete Recipients ] | Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: /Users/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

Select Recipient or Company in the popup window.

® OO0 CheckMark 1099 Import Type

CheckMark’

1099 Software

Please select the type of 1099 import you are importing

© Company (O)Recipient

[ OK ] [ Cancel ]

/4

In the popup window select which type of 1099 recipient(s) you are importing:
MISC, DIV, INT, R or S and which company you want to import the recipients to.
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[ NONG®! CheckMark 1099 Recipient Type

CheckMark”

1099 Software

Please select the type of 1099 Recipients you are importing

Select Companies

Area 51
CheckMark Sample
Company 21

OmMsc Oov  OINT  OR Os

[ OK ] [ Cancel ]

Wz

The import screen allows you to select which fields are being imported. Select the
fields in the same order as the text file you’re importing. Click the Import button

after you have added all fields to the Selected Field list.

&

Import ipient Da

CheckMark”
1099 Software

[ Import from Payroll or MultiLedger ]

Available Fields Selected Fields
Company/Last Name (Required) Company/Last Name (Required)
First Name Add Field --> First Name
Address Line 1 Add All Fields ——> Address Line 1
Address Line 2 Address Line 2
City <-- Remove Field City
State State
ZIP Code <-- Remove All Fields ZIP Code
Country Recipient's ID

[ Import_TXT ] [ Import_CSV ] [ Cancel ]

4

A Look in screen for Windows or choose the file to Import screen for
Macintosh screen appears allowing you to browse to the location where you

saved your text file.
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8. Select the text file and click Open. All recipients will be imported into the
selected company.

Text File Format for Importing

CheckMark 1099 program uses a tab-delimited .txt file for importing Companies
and the Recipients.

Each field is separated by a Tab with Return at the end of the record before starting the
next recipient. An example of a text file to be imported is shown below and contains the
Selected Fields: Company Name/Last Name (required), First Name, Address 1, Address 2,
City, State, Zip, Recipients ID.

Power[tab]Max[tab]44 Main St[tab]Ste 101[tab]Fort
Collins[tab]CO[tab]80525[tab]123-45-6789[return]

. If any fields are not applicable, for instance the address 2 field, a space can be
used as a place holder. For example:

Power[tab]Max[tab]44 Main ST[tab]”’space”[tab]Fort
Collins[tab]CO[tab]80525[tab]123-45-6789[return]

. If no space is included, two consecutive [tabs] will also work. For example:

Power[tab]Max[tab]44 Main St[tab][tab]FortCollins[tab]CO[tab]80525[tab]123-
45-6789[return]

IMPORTANT: Make sure the items in the Selected Fields list are in the same order
as the items in the text file being imported to ensure that all values are imported into
the correct fields.
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Chapter 7
Printing 1099 Forms

This chapter explains how to print 1099 forms for the company and each recipient.

While CheckMark Inc. attempts to maintain up-to-date and accurate tax and form
information, we cannot be responsible for changes or discrepancies in tax values
and forms that are filed incorrectly.

IMPORTANT: You must install the latest version of Adobe Reader to print 1099 and
1096 forms properly. Go to www.adobe.com to download the latest update.

Summary Report

The 1099 Summary Report summarizes recipient payments by 1099 type. These totals
can be compared to Box 5 on Form 1096. Use this report to verify the accuracy of your
information before printing.

1. Go under File, select Summary Report. Click Print.

& CheckMark 1099 E-File IZEN Tools View Sort Window Help

(XX ] | Create Database 1019
Import...
Import Prior Year ™
Open Database rk
Database Manager vwvare
Close Database -
Companies Filter |

EFile...

Summary Report

CheckMark Sample =

Mailing Labels
Company 21 Print Forms for Recipient

Print Forms for Filing

Update Company | | New Company J Delete Company
| Open Database |

Recipients 3 of 3 \ ‘ [ All Forms [ All Status
Company
Jagger, Mick

Richards, Keith

[ Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Print 1099 Forms and 1096 Form for Each Company
1. Select the company you wish to print 1099s and a 1096 form.

2. Select which type of 1099 form you want to print from the Forms drop down menu:
MISC, DIV, INT, R, S.

3. Select which recipient(s) in the list you would like to print forms for. If no recipients
are selected, all recipients will be included.

Note: You can sort the recipients by using the Status drop down menu to group recipients
by Printed, Completed, Validated, Corrected, and Void. For more information on using
the Status drop down menu and what each Status means, see “Status” on page 36.

4. Under the File menu, select the Print Forms for Filing option.

@ CheckMark 1099 E-File Tools View Sort Window Help

[ XX ] | Create Database 1019
Import...
Import Prior Year ™
Open Database rk
Database Manager vvare
Close Database -

Companies Filter

EFile...

Summary Report

CheckMark Sample -
Mailing Labels
Company 21 Print Forms for Recipient
Print Forms for Filing
Update Company | | New Company | [ Delete Company
Recipients 3 of 3 [ MISC forms B (Al Status
Company

Jagger, Mick
Richards, Keith

[ Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db

5. A popup window appears.

The first section pertains to 1096 information. The default choice is to Use all recipients
for 1096 totals for the selected company. If you are filing Corrected or Voided 1099s,
then choose the Use selected recipients for 1096 totals option.




55 Summary Report

The second section of the screen pertains to 1099s. The default choice is to Print 1099s for
all recipients. If you are filing Corrected or Voided 1099s and only want selected
recipients to be included, choose the Print 1099s for selected recipients options.

[ Print Forms for Filing

CheckMark”

1099 Software

Choose 'Use Selected' if you are printing ONLY CORRECTED and VOIDED
1099s, otherwise choose 'Use All' to use all Area 51 MISC recipients

° Use all recipients for 1096 totals O Use selected recipients for 1096 totals

Choose 'Print All Recipients' if you want to print 1099s for all Area 51 MISC
recipients, otherwise choose 'Print Selected Recipients'

© Print 1099s for all recipients (O Print 1099s for selected recipients

Continue Cancel

**If printing 1099 MISC or INT Only**

If you are printing 1099 MISC or INT forms, you’ll be prompted to choose I Sent 2-up
forms to recipients or I sent 4-up forms to recipients. Choose the I sent 2-up forms to
recipients option if you plan on using 2-up pre-printed forms for all copies of 1099-MISC. If
you plan on printing Copy B, Copy 2 and Copy C for the recipient on blank paper, you can
select I sent 4-up forms to recipients. After making your selection, click OK.
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[ JoNe Print Forms for Filing

@ CheckMark”

1099 Software

Choose 'Use Selected' if you are printing ONLY CORRECTED and VOIDED
1099s, otherwise choose 'Use All' to use all Area 51 MISC recipients

‘ ° Use all recipients for 1096 totals O Use selected recipients for 1096 totals

Choose 'Print All Recipients' if you want to print 1099s for all Area 51 MISC
recipients, otherwise choose 'Print Selected Recipients’

‘ © Print 1099s for all recipients () Print 1099s for selected recipients

[ Continue ] [ Cancel ]

NOTE: If you have not selected any recipients for the company selected, all
recipients will be printed.

6. A message box will open telling which form to load in the printer and how many.
Click OK after you have loaded the correct forms in your printer. Do this for each
message box that appears.

Please put 1 copies of 1099-MISC CopyA into the printer,
then hit ok
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Printing 1099s for Recipients

1. Select the company you wish to print 1099 forms for.
2. Select which type of 1099 form you wish to print from the Forms drop down menu:
MISC, DIV, INT, R, or S.

NOTE: Recipients shown will be for the type of 1099 form that is selected. You can
choose SHOW ALL to show all recipients, but you must select a specific 1099 form from
the drop down list to be able to print.

3. Select which recipient(s) in the list you wish to print 1099s for.

NOTE: You can sort the recipients by Status drop down menu to group recipients as
Printed, Completed, Validated, Corrected and Void. For more information on using
the Status drop down menu and what each Status means, see “Status” on page 35.

4. Under the File menu, select the Print Forms for Recipient option.

@ CheckMark 1099 E-File IZIEN Tools View Sort Window Help

(XX} | Create Database 1019

Import...
Import Prior Year
Open Database

Database Manager ware
Close Database .
Companies Filter ||

EFile...

Summary Report

CheckMark Sample .
Mailing Labels
Company 21

Print Forms for Filing

Update Company | | New Company | | Delete Company

| Open Database |

Recipients 3 of 3 [ Filter | [ mISC forms [ All status

Company

Jagger, Mick
Richards, Keith

[ Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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**If Printing 1099-MISC and 1099-INT only**

If you are printing 1099 MISC forms or 1099 INT forms, you’ll be prompted to choose
Print 2-up MISC or INT forms or Print 4-up MISC or INT forms. Choose Print 2-up
MISC forms option if you plan on using 2-up pre-printed forms for all copies of 1099
MISC. If you plan on printing Copy B, Copy 2, and Copy C for the recipient on blank
paper, you can select Print 4-up MISC Forms. After making your selection, click OK.

CheckMark 1099 MISC Print Selector

CheckMark”

1099 Software

Please select which 1099 forms you are using to print recipients.

’ °Print 2-up MISC forms O Print 4-up MISC forms

If you choose '2-up' we will separately create Copy B and Copy 2 for each
recipient. (Needs to be printed on preprinted forms)

If you choose '4-up' we will create a one page PDF containing a Copy 2, Copy
B, Copy 1 and Copy C's for each recipient. (Needs to be printed on blank
paper)

[ OK ] [ Cancel ]

NOTE: Using the 4-up sheet method will produce two Copy Cs instead of one Copy 1

5. If printing 2-up on pre-printed forms, a message box will open telling you which form
to load in the printer and how many. Click OK after you have loaded the correct forms
in your printer. Do this for each message box that appears for each form.
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Edit Printing Formats
You can adjust each individual print field if printing on pre-printed forms.

1. Choose Edit Printing Formats located under the Tools menu.

@ CheckMark 1099 E-File File View Sort Window Help

[ XX ] | Admin ]
Backup Database
Download Backup from Cloud
Restore Database
Companies [ ‘
° Edit Page Setup
CheckMark Sample
Company 21

(_Update Company | [ New Company | [ Delete Company |

| Open Database |

Recipients 3 of 3 O ((misC forms (Al status

Company

Jagger, Mick
Richards, Keith

[ Update Recipient | ( New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: I i k/1099/2019/C! k 1099 Database 2 2019.db

2. Select which forms you want to modify from the drop down menu: MISC 2-up form,
DIV form, INT form, R form, S form, 1096 form.

u CheckMark” |
. 1099 Software

1096 form
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3. Click Edit Current Custom Format. A window showing all print fields on
the selected form opens.

] 1 2 3 A 5 5 z B
B ]
Poyerpame ] boxi ]
boyeraddrieas ]
boyercitesiatezip )
box?z )
bayerphone ]
box 3 l boxa4 )
bayecid ] edigicntid ] box s ] hoxk |
tecipicotoams. ]
box 7 1 TR ) ]
tecipientaddress |
B box 0
— box 11 ] boxiz ]
iEcilentaci T = e R ™ ”
box 160 1 hoxiZ1 ) bexi8i ]
T T — T L — box 162 1 box 77 ] hoxi82

You can adjust any field by dragging it with the mouse. Or click on any field to
highlight and use arrow keys on the keyboards.

Double-clicking any field will turn the text from ‘black’ or ‘red’ or vice versa. Any field
labeled in ‘red’, will not print.

4, To reset the back to the default format, click the Reset Format button
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Edit Page Format (Mac Only)

If using a Macintosh computer, you must set the printing preferences the first time you
print to correctly format the page.

A warning message will appear the first time you try to print.

You can access the Edit Page Setup screen by clicking the Edit Page Setup button.
You can also access the Edit Page Setup screen under the Tools menu.

1. Click Edit Page Setup under the Tools menu.

2. Follow the instructions in the warning message. You can also print out
the instruc-tions to follow along.
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Chapter 8
eFile

This chapter shows you how to eFile 1099 forms using the IRS Filing Information Returns
Electronically (FIRE) System. If you have never eFiled 1099s in the past, You will need to visit
the IRS website at www.irs.gov to sign up for a FIRE system account and receive a Transmitter
Control Code (TCC), You should do this 45-60 days before the filing deadline.

While CheckMark Inc. attempts to maintain up-to-date and accurate tax and for
information, we cannot be held responsible for changes or discrepancies in tax values
and forms that are filed incorrectly.

NOTE: The ability to eFile is only is only available to customers who have purchased
the 1099 eFile version. If you need to upgrade from the printed version, visit the
CheckMark website at www.checkmark.com.

Summary Report

The 1099 Summary Report Summarizes vendor payments by 1099 type. These totals
can be compared to Box 5 on Form 1096. Utilize this report to verify the accuracy of
your values before printing.

1. Under File, select Summary Report. Click Print.

@  CheckMark 1099 E-File Tools View Sort Window Help

[ XX ] | Create Database 1019
Import...
Import Prior Year ™
rk

Open Database
Database Manager
Close Database

Companies

EFile...

Summary Report
Mailing Labels

Print Forms for Recipient
Print Forms for Filing

Update Company | | New Company J Delete Company

CheckMark Sample
Company 21

Databas

Recipients 3 of 3 [(All Forms [(All status

Company
Jagger, Mick

Richards, Keith

[ Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Datab Ch k 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMPGraphics/Documents/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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Creating a file to eFile

1. Select the company you want to eFile for. You can select multiple companies if you
wish. For information on selecting multiple companies, see “Selecting Multiple
Com-panies” on page 19.

2. Select the recipients you wish to include. You can sort using the different forms or
choose All Forms from the drop down menu to select all recipients. For information on
selecting multiple recipients, see “Selecting Multiple Recipients” on page 38.

NOTE: You must choose at least one company, but if you do not choose any recipients,
all recipients will be included in the eFile.

You can sort the recipients by the Status drop down menu to group recipients as
Printed, Completed, Validated, Corrected and Void. For more information on
using the Status drop down menu and what Status means, see “Status” on page 36.

3. From the File menu, choose eFile...

@& CheckMark 1099 E-File IZIEN Tools View Sort Window Help

[ XX ] | Create Database 1019
Import...
Import Prior Year ™
Open Database rk
Database Manager ware
Close Database -
Companies Filter

CheckMark Sample Summary Report

Mailing Labels
Company 21 Print Forms for Recipient

Print Forms for Filing

Update Company | | New Company ] Delete Company
| Open Database |

Recipients 3 of 3 [ MISC forms [ All Status
Company
Jagger, Mick

Richards, Keith

[ Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: JUsers/MMP ics/| 1ts/CheckMark/1099/2019/CheckMark 1099 Database 2 2019.db
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4.

5.

In the pop-up window. Fill in all applicable fields.

@ CheckMark 1099 E-File File Tools View Sort Window Help

CheckMark”
1099 Software

Transmitter Control Code D
Transmitter's TIN ‘:]

Transmitter Name |

Transmitting Company |

Transmitter's Mailing Address |

Transmitter's City |

's State
Transmitter'sZip [ |

Contact Name [

Contact's Phone Number [ |

Contact's E-mail Address |

[J Combined Fed/State Filing Program
() Thisisa TEST file

[ Creste -rie nov (T TSI

A

Optional: 1f you need more information on how to set up an E-file account, Click
the How to E-file button. A pop-up window with important links on how to first
apply, create a FIRE system account.

CheckMark’
1099 Software

Follow these simple steps for E-Filing
1) Get Form 4419 - Application for Filing Information Returns Electronically (FIRE)

2) Create FIRE System Account

3) Verify you are ready to Login to your FIRE Account
4) Login to your FIRE Account

5) Send a TEST file!

Once all the information is filled in, click the Create E-File Now button.




Chapter 8 eFile 66

7. If there are any errors in the transmitter information window, you will see a pop-up
window explaining what errors occurred.

CheckMark’
1099 Software

The following errors were discovered:
‘Transmitter Control Code: Must be 5 alpha/numeric characters.
Transmitter's TIN: Must be 9 digits.
Transmitter Name: Must be between 1 and 40 characters
Transmitter Company: Must be between 1 and 40 characters.

‘Transmitter's Mailing Address: Must be between 1 and 40 characters.
Transmitter's City: Must be between 1 and 40 characters.

Transmitter's State: Must be a valid U.S. state or territory (name or abbreviation).
Transmitter's Zip: Must be of form X000 or XO00-X00XK,

'Contact Name: Must be between 1 and 40 characters.

Cambartle Daama Momsbiars Momk ba of farms VWV VYV VVVY ar YVV VWV VVVY b VVVVY

[ Continue Anyway | | Cancel |

8. Click Cancel to go back to the transmitter information window to correct any set
up errors. Or click Continue Anyway to proceed with saving the .txt file.

9. A Save as dialog box opens.

o Wi Foder e ] [oma ]

10.  Enter a name for the file or use the default name if one is given. Save the file to a
location that is easy to find. The Desktop is an easy location to save the file to and
find it there later when you are ready to submit the file to the IRS FIRE system. Click
Save.
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Chapter 9
Backup and Restore

Making backups is critical to protecting your data. You should always keep current
backups. CheckMark 1099 allows you to easily backup your data to any external source
for safekeeping.

Backing Up Using the Backup Database Command

Using the Backup Database command within the program allows you to backup a
duplicate copy of the database. You can restore this database in case of computer failure or
to revert back to a previous database in case of an error in your current database. It is
recommended that you make current backup databases anytime you modify information.

NOTE: Only users with Admin privileges can backup and restore a database. For
more information on setting up Admin privileges, see “Setting up Users and
Passwords” on page 21.

1. Click on the Tools menu in the upper left hand corner of the screen and select Backup
Database.

@ CheckMark 1099 E-File File View Sort Window Help
(XX ] Admin

Backup Database
Download Backup from Cloud
B Restore Database a

Edit Printing Formats [

Companies Edit Page Setup
Area 51
CheckMark Sample
Company 21
[ Update Company | [ New Company | [ Delete Company |
Recipients 3 of 3 [(MiSC forms (Al Status
Company

Jagger, Mick

Richards, Keith

[_Update Recipient | [ New Recipient | [ Delete Recipients | [ Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: I i 1099/201 k 1099 Database 2 2019.db

2. A Save In dialog box appears. Choose a destination you would like to
save the backup database to.
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3. A default name of backup (with the current date).db is given. Change the name of
the backup if you wish and leave the .db extension.

SN
Save As: lCheckMark 1099 Database 2 2019 Bacl| E]
Tags: | |
(Bn 2010 3 ( Q Search
Favorites [ 1095 > W 2017 » [0 _Configuration |
[ Deskto » 1099 > | [m 2018 » [ _Backups |
° B9 Payroll » EECCEG  0n Reports '
[ Documents L
Dropbox &
> €
o Downloads
ﬁr MMPGraphics
>
Mac
A Applications
Devices 1" 1} 1}
Format: [ 1099 Database Backup (*db)
New Fordr

4, Click Save.
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Restoring Database using Restore Database Command

In case of computer failure, corruption or if you made a mistake and would like to
revert back to a previous database, the Restore Database command will open any

previous backups you have saved. You must have a Database created before you
can restore a backup.

1. Click on the Tools menu in the upper left hand corner of the screen and select Restore
Database.

@ CheckMark 1099 E-File File View Sort Window Help

(XX )] | Admin "
Backup Database
Download Backup from Cloud
| Restore Database =)
n Edit Printing Formats
Companics Edit Page Setup r
CheckMark Sample
Company 21
[ Update Company | [ New Company | [ Delete Company |
Open Da e
Recipients 3 of 3 (‘misc forms (Al Status
Company

Jagger, Mick

Richards, Keith

["Update Recipient | [ New Recipient | [ Delete Recipients |  Copy Recipient |

Database: CheckMark 1099 Database 2 - 1099 Year 2019
Path: I i 1099/201 1099 Database 2 2019.db
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2. A Look in screen for Windows or Restore Database screen for Macintosh opens.
Browse to the location of the Backup Database file.

® Restore Database
z =) = Auto_Backups S
o8 - 1095 > 2017 > _Configuration > JAuto_Backups > CheckM..4-17.db
= Al My Fik 1099 > _Backups > Cl .. A-17.
=  — y Multiledger > _Reports >
~) iCloud Drive Payroll > CheckM...017.db

#; Applications

[ Desktop

[ Documents

0 Downloads
Devices

[ Kristi Fisher’s iBook G4
[z Macintosh HD

1 KINGSTON 2
Media

f.‘ Music

Photos

Enable: 1099 Database Backup (*.db)

Cance

3. Select the file and click Open.

Important: Restoring a database file will overwrite the existing .db file.
Restoring a database file is used in cases of the current file becoming
damaged or information being entered incorrectly into the current
database. Restoring from a previous database is faster than manually
updating the incorrect information.
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