CMI

a Civica Group company

Finance Client Server Year-End Procedures

For clients whose fiscal year ends on December 31st.

Note: CAREFULLY READ THESE INSTRUCTIONS IN THEIR ENTIRETY BEFORE
BEGINNING PROCEDURES!

If you have any questions about these instructions, please email us at
support@civicacmi.com or call CMI at (937) 836-4499.

Immediately after closing November, run the FUTURE POSTING FUND REPORT

which prints any January activity. The totals on this report should be zero; however, if

any funds have amob&GotsrenReol opirfiFfuda ue fEx p
E n ¢ rumthe detail report in either FUTURE POSTING REVENUE REPORT or

FUTURE POSTING EXPENSE REPORT for the appropriate fund(s). You will need to

identify the account and verify that the transaction actually should be a future item for

January of the next year. You may want to print this report periodically at the end of

the year to double-check your January totals before you close the year.

Enter the Budget: Before closing the year and using a batch with a batch date in
January of the new year, enter your estimated revenues and appropriations for the
new year. There are three methods you can employ to process your budget. In any of
the three, first set up batches in REVENUE BUDGET ENTRY for your estimated
revenue and in EXPENSE BUDGET ENTRY for appropriations. Proof estimated
revenues by printing them out in REVENUE BUDGET PROOF and appropriations by
printing them out in EXPENSE BUDGET PROOF.

Method 1: Enter your budget using the batches you have created for revenues and/or
expenses. You can merge accounts into the transaction screens.

Method 2: Import your budget from using the REVENUE/EXPENSE BUDGET
UPLOAD and REVENUE /EXPENSE BUDGET PROCESS menus.

QUICK TIP: see the attached document called iTHE BUDGET UPLOAD FROM EXCEL
F E AT U RoEdetailed instructions for Method 2.

Method 3: Move your budget items into a batch using C M| Buglget Preparation
(BPREP) software. Using BPREP allows you to transfer your estimated budget directly
into REVENUE BUDGET ENTRY and/or EXPENSE BUDGET ENTRY.


mailto:support@civicacmi.com

NOTE: Because your revenue and appropriation batches will have a Batch Date in
January of the new year, you will not be able to update these batches until you close month 12.

VENDOR FILES/1099s: Evaluate your vendor records to see whether you have
duplicate vendors with multiple vendor numbers and to record any 1099 addresses in
VENDOR MAINTENANCE. Use VENDOR RENUMBER to combine vendor data, as
appropriate, when you have a duplicate vendor.

QUICK TIP: Create a user-defined report from the file V.Vendor and sort the report alphabetically
by vendor name so that duplicate vendors can be more easily identified.

To determine whether any vendors should be made inactive, run VENDOR STATUS
LIST which will give you the date that the vendor was last paid.

Also,revi ew your 10 9Byuding 2089HEADER MAINTENANCE.

STEP 1: Enter Any Closing Transactions

Run ENCUMBER BY PO in order to find vouchers without POs. Vouchers without POs
will not create a prior year encumbrance. When paid, they use the new year
appropriation. Therefore, you may want to delete vouchers without POs and reenter the
encumbrances through a PO. Vouchers without POs are listed as V######## at the
bottom of the report; they can be deleted through DELETE/ADJUST VOUCHER.

Run MONTH ACCRUE PAYABLES after your last check run of the year in order to
ensure that you have processed all appropriate disbursements for the year. If there is
any data on this report after your last check run, you will want to determine if the
vouchers should be carried forward into the next year.

Complete CHECK RECONCILIATION. You may want to complete your December
check reconciliation to bring records up to date. The outstanding check file will be
carried into the next year. You will also need to enter any current year bank charges
or interest earnings, if applicable.

Enter any special end-of-year transactions (entries, transfers, or adjustments). Use
VOUCHER MENU, RECEIPT/EXPENSE PROCESSING, and BUDGET
TRANSACTION PROCESSING for account transactions and bank transactions.

STEP 2: Determine Carry-Over POs
First, run the OPEN PO STATUS REPORT to determine which POs to close and which
to carry into the new year. Use PO CLOSE to close POs as appropriate.
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Next, print the ENCUMBER BY ACCOUNT AND FUND report to scrutinize your
purchase orders and identify those POs you want to carry forward into the new year.
Check for over-expended POs (encumbrance lines with negative balances); do NOT
carry any over-expended POs forward into the new year. It is important to review each
account line in ENCUMBER BY ACCOUNT AND FUND to ensure that no individual
account is negative; reviewing each PO for a total positive balance is not enough. Also
check to ensure that the encumbrances that you carry forward are sufficient to cover
expected invoices. Use PURCHASE ORDER ENTRY to adjust the encumbrance for
any PO as desired.

NOTE: If the calendar date is in January, use RESET POSTING DATE to set the date
back to December before adjusting PO. If you do NOT set the date, you will be prompted to set
the posting date when you attempt to adjust your POs. It might be wise to deny access to all other
Finance users until you reset the date back to the calendar date.

MAKE SURE TO RESET THE DATE TO THE CALENDAR DATE after adjusting your purchase
orders!

Again, use PURCHASE ORDER CLOSING/REOPENING to close all POs that you do
not want to carry forward as soon as all voucher batches have been processed.

Libraries may want to use APPLY EXCESS PRIOR BATCH to move prior excess
monies into their current year budget so that the encumbrance can be carried into the
next budget year. If you wish to carry this appropriation into the new year, make sure to
encumber it on a PO that you plan to carry over. See the FinX Client/Server reference
documentation for instructions on how to use this menu.

Finally, run ENCUMBER BY ACCOUNT AND FUND. Verify that all POs you want

to carry forward appear on this report. The total shown on this report, less any
vouchers without POs, is the amount of encumbrance that will be carried into the new
year along with the appropriation. Also print fund and expense reports from
STANDARD BUDGET REPORTING to make sure that the encumbrances appear
in the correct funds and appropriation accounts.

NOTE: As an additional balancing step, you may want to print the OPEN PO STATUS
REPORT, using an ending date of 12/31 for the year being closed. Compare the balance with your
encumbrance to ensure that all adjustments to encumbrances on purchase orders are in
the current year. Discrepancies in totals can reflect new year activity.

STEP 3: Balance the Month

Before running year-end reports, run the EOM BALANCING REPORT to make sure that
December is in balance. DO NOT CLOSE THE MONTH! If you do not follow this step,
the year-end reports may not be accurate.
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STEP 4: Process 1099s

NOTE: If you are using MAG-FILER®, please refer to your MAGFILER® documentation
for that application. Call CMI if you no longer have aline printer and must print your 1099s on a
laser printer.

QUICK TIP: Forms 1099 can be processed now or after the year is closed.

START 1099 PROCESSING: Enter the processing year in PROCESS 1099
RECORDS. Make sure that all vendor activity has been entered for the 1099 year
before proceeding because 1099 records are created based on voucher data.

PRINTING 1099 DATA: If you print 1099s on a laser printer using MagFiler or on pin-
fed forms, use MANUAL 1099 DATA (optional); PRINT 1099 BACKUP PROOF; PRINT
1099 FORMS; and 1099 MAG MEDIA to download the data. Detailed instructions
follow.

FOLLOW THESE PROCEDURES:
-First, print the backup report from PRINT 1099 BACKUP PROOF.

If it is not correct, you may use VOUCHER Menu to correct current year data. Use
PROCESS 1099 RECORDS again to rebuild your records.

Or use MANUAL 1099 DATA to make corrections to your 1099 data as explained
below. To proofread your corrections, print the 1099 backup proof again. Do NOT use
PROCESS 1099 RECORDS or you will lose your manual entries!
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Make corrections as necessary. If you correct the 1099 mailing address, 1099 code,
social security account number or any other 1099 data here, update the record by
selecting the correct update button in Update Options.

The 10997 field requires an entry. The most common codes are <M>or<7>f or -finon
employeeor mi scel | aneouyaer<N>domm&09% Ese thodBieak tab to

identify specific dollar amounts by 1099 code. The total from that tab displays in the

1099% field.

v

QUICK TIP: If a 1099 should be mailed to a different address, you can also use VENDOR FILE
MAINTENANCE, 1099 ADDRESS, to permanently record that address for 1099 use only.

$Break

/

NOTE: This tab is optional and is only available if your agency produces multiple
types of 1099s.

Use this window to enter and maintain 1099 data by code. (See the 1099 tab in
VENDOR MAINTENANCE section of the documentation for a list of standard 1099
codes.) The following window will display:
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(i

Code Description Amount

Delete Row | Append Row | Insert Row |

Make changes as necessary. Print the 1099 backup report to proof your entries.

“ NOTE: The total amount of entries on this tab will display as the 1099 $ amount on
the Main tab of MANUAL 1099 DATA if you are producing multiple types of 1099s.

l { WARNING Be aware that if you change 1099 data using MANUAL 1099
DATA then process again using PROCESS 1099 RECORDS, you will lose any
manual changes.

-Once the 1099 Backup Proof is correct, print your 1099s using PRINT 1099 FORMS;
this menu also creates a file to download.

-Finally, use 1099 MAG MEDIA to download 1099 data to be used either in MAG-
FILER® and/or for IRS electronic filing.

I

QUICK TIP: If you issue a small number of 1099s, you may want to manually type 1099s, rather
than purchase pin-fed computer forms. Use the report in PRINT 1099 BACKUP PROOF to obtain gross
1099 vendor information. Review the list to determine which vendors should receive a 1099.

V

QUICK TIP instructions entitledst | 2 ¢ 12 /O8RS FKE Sm F2NJ GKS Lw{é¢ I NB
document.
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NOTE: If you will be processing 1099s for the first time, record your agency data using
1099 HEADER MAINTENANCE.

MISCELLANEOUS VENDORS: If you need to produce a 1099 for a vendor paid using
a miscellaneous vendor number, you can break out vendor purchases that have been

lumped together under this miscellaneous vendor number by printing the Expense by

Vendor report or by creating a USER DEFINED REPORT.

To create 1099 data for any vendor who should receive a 1099, first set up new vendor
in VENDOR FILE MAINTENANCE. Next, compile the information needed for your
vendor from the report(s). Finally, complete the 1099 data in MANUAL 1099 DATA so
that a 1099 record will be created for the vendor.

STEP 5: Run Year-End Reports

CMI requires that you run several reports monthly as backup for your EOM Balancing
Report; in addition, you may have run suggested optional reports as desired. However,
printing or downloading them at the end of the year for the entire year provides you
with an annual consolidated report that is often used by you and your auditors. You may
want to print or download for the entire year the 23 optional reports listed with your
month-end procedures, especially if you have not run them on a monthly basis. Below is
an additional list of reports that we suggest you run.

Suggested PO, Check, and Transaction reports are as follows:

SUMMARY PURCHASES LISTING

DETAIL TRANSACTIONS BY ACCOUNT:
ENCUMBRANCE BY ACCOUNT AND FUND
MONTH CHECK REGISTER:2

These reports will provide information for your audit.

1You can run this report for the current year in DETAIL TRANSACTION PRIOR after you close the

year. We suggestthaty ou print only the fiDetail Reveseue Transacti
Transactionso report(s).

2'You can run this report for each month of the year if you did not clear the log monthly. Alternately, you

can print the SPECIAL CHECK REGISTER for the year.

TRANSACTION REPORTS (as applicable)
Optional reports are listed below:

REVENUE BUDGET

EXPENSE BUDGET

COMBINED APPROPRIATION TRANSFER
RECEIPTS REVENUE
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RECEIPTS PAYIN

MEMO REVENUE

MEMO PAYIN

COMBINED FUND TRANSFER
REDUCTION EXPENSE
REDUCTION REVENUE
COMBINED FUND ADVANCE
EXPENSE ADJUSTMENT
BANK TRANFER FROM

BANK TRANSFER TO

If you use projects, you may wish to print the following reports:

RECEIPTS PROJECT
MEMO PROJECT
EXPENSE ADJUSTMENT PROJECT

END-OF-MONTH REPORTS (as applicable)
If you are missing an end-of-month report, or if you want to print an additional
copy for this year, print these reports from ALTERNATE REPORTS as appropriate.

USER DEFINED REPORTS (as applicable)
) o
L

8 * WARNING All reports must be printed successfully and verified before
continuing!!!!

STEP 6: Print Financial Reports (if applicable)

Make sure to print all reports set up in FINANCIAL REPORTS to include any Budget
reports used to report cash basis. These reports can be printed for any end of month to
include December.

STEP 7: End-of-Year Archive Save

The regular month-end FILE-SAVE for December is also your End-of-Year Archive
Save.

Do a File-Save of Finance on a new tape/disk or a tape/disk that will not be reused. It
should be archived as a permanent record for this year.

NOTE: Clients using third-party backup software should consult the documentation
for that application for questions pertaining to any functions not related to CMI applications.
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STEP 8: Process End of Month for December/End of Year
Follow your normal end-of-month procedures for December by running all reports and
balancing the month. File these reports and archive your File-Save for December as
you would for any month.

You should also run any future posting reports. These reports can be used as
an additional source for comparisons during STEP 8 - VERIFY BALANCES.

NOTE: If you plan to use General Ledger, or to process accruals, contact CM| before
processing CLOSE VOUCHER MONTH.

NOTE: When you close December in END-OF-MONTH PROCESSING, you also close
the year.

Y o

g

8 * WARNING No one else should be logged into FINANCE, TREASURER'S
(TRX) OR FINANCE DEPARTMENTAL QUERY (FINQ) WHILE THIS PROCESS IS

RUNNING. DATA CAN BE CORRUPTED IF USERS ARE ACCESSING THE
FINANCE FILES WHILE THE CLOSING PROGRAM IS RUNNING.

STEP 9: Verify Balances

VERIFY that MTD and YTD account balances are reset to zero (0) or that your future
month balances are brought forward by running the following reports: MTD/YTD
REVENUE REPORT, YTD FUND REPORT, and MTD/YTD COMBINED EXPENSE
REPORT. If you printed any future posting reports during STEP 7, compare the
balances with these reports. The totals should be the same on the two reports.

If you have entered your budget, close batches and run REVENUE BUDGET UPDATE
and EXPENSE BUDGET UPDATE in order to post the new year budget. VERIFY that
all beginning account balances have been posted by running and proofing the following
reports: MTD/YTD REVENUE REPORT and MTD/YTD CURRENT EXPENSE
REPORT.

Mark any accounts orfundsa slo if or i nactive that wil!./
and that you do not plan to use in the future using ACCOUNT MAINTENANCE.
Although accounts may be deleted, be aware that deleting accounts results in a loss of
the account history and audit trail. If necessary, remove accounts marked as Inactive
from any Financial Reports.
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STEP 10: Purge Files and Reset PO Numbers

To purge all checks you cleared through check reconciliation, run PURGE
RECONCILED CHECKS with a cutoff date of 12/31 of the year that you are closing.
However, to leave some cleared checks on the system, enter a cutoff date prior to the
period that you are closing. You may purge reconciled checks as often as you wish
throughout the year.

To purge data from MONTH CHECK REGISTER for the year, use MONTH CHECK
PURGE with a cutoff date of 12/31 of the year you are closing.

If your system is set up to automatically assign PO numbers and you wish to reset
the auto-numbering to begin a new numbering sequence at the beginning of the new
year, go to PO CLASS MAINTENANCE. Recall the PO Class to be changed (i.e., MV,
RG, etc.) and change the Last Number Used field. In order for the auto-numbering to
start on a specific number, you must enter the number immediately

preceding it. For example, if you want the first PO of the new year to be numbered as
i 1001,0 t h elLast Numéer Used field should contain fiL2000.0

STEP 11: Process General Ledger

Please contact CMI if you are unsure regarding General Ledger procedures.

Helpful Websites:

Department of the Treasury: www.irs.ustreas.gov

Department of the Treasury, Forms and Publications:
http://www.irs.gov/formspubs/index.html

State of Ohio Dept. of Taxation: www.tax.ohio.gov
Creative Microsystems, Inc.: www.civicacmi.com
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FINANCE EOY CHECKLIST

Preliminary:
Read these Financial Accounting Year-End Procedures; check the CMI web site for any last-
minute end-of-year related information.

Order 1099 forms (if applicable).
Run FUTURE POSTING FUND REPORT and review any future amounts. *

Enter estimated budget items in REVENUE BUDGET ENTRY and EXPENSE BUDGET
ENTRY. DO NOT POST. *

Correct any Vendor data such as 1099 addresses or combining Vendor numbers. *

EOY Procedures:

Step 1: Enter any closing transactions or transfers*

Step 2: Determine carryover POs*

Step 3: Balance the month, but DO NOT CLOSE the month *

Step 4: Process 1099s (or can be processed after the year is closed)
Step 5: Run year-end reports*

Step 6: Print Financial Reports (if applicable)*

Step 7: End of Year Archive Save*

Step 8: Process End of Month for December/End of Year*

Step 9: Verify balances*

Verify balances in MTD/YTD REVENUE REPORT, MTD FUND REPORT, and MTD/YTD
COMBINED EXPENSE REPORT

Post next year budget

Step 10: Purge files and Reset PO numbers*
Run PURGE RECONCILED CHECKS

Run MONTH CHECK PURGE

Step 11: Process General Ledger (Optional)
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THE BUDGET UPLOAD FROM EXCEL FEATURE

hyOS @2dzNJ 6dzZRISG A& NBIFRe (2 A yiopoNElce $pradsghdetzQf t oI
You need two separate spreadsheets which contain your budget , one for revenues and a second for
expenses in up to three columns each: the first column is the account number, the second is the

budget amount and the thirdisldi A 2 Yy f &dzOK | & I RSAONRLIIAZ2Y ® 1 faz
accounts that have been incorporated into the spreadsheets through Account Maintenance before

attempting the interface. The spreadsheet must be saved in a .csv format. You should alamepen

suspend a Revenue Budget Entry batch and/or an Expense Budget Entry batch and make note of the

batch numbers.

A. In Client Server, you must have access to two new menus: Revenue/Expense Budget Upload
and Revenue/Expense Budget Process. These are tyffiefds 331 and 332 in Access
Maintenance. To get to Access Maintenance, go to Utilities, System, Access as shown below.

B FINX_D FinX 12.0 - port 15008 —
J Utilities “Window E&Q  Help

JJ&QDtiDns Elhﬂenu#: |ﬁ@@|§l’

= C‘ﬁ Frinter

* 574 E-mail ko CMI

’ Exi ﬁ Zhange Password
it
1= goTTTa u Customize Mext Steps
: Eevenue @ Help Code
b % List Database Users

4 Rewvenue
W Expense 1 Enable Single Signon For this Application

M E xpenze Budget Proof

4 Expenze Budget Lpdate

M Revenue/Expense Budget Upload

M Revenues/Expenze Budget Procesz

m Appropriation Transfer Entrg

W Appropriation Transfer Proof

4 Appropriation Transfer Update

m Apply Excess Prior

M Fund Transfer Entry

M Fund Transfer Proof

4 Fund Tranzsfer Update

M R ewvenue Reduction E nkry

o Revenus Reduction Proof

4 Rewvenue Reduction Update

B Fund Adwance Entry

o Fund Advance Proof

4 Fund &Adwvance Update

m R ecuring Fund Tranzfer

W R ecurring Fund Transfer Listing
~# 4 Transaction Heports

R

mstartl | =5 Development Applications | £y Fin - Micrasoft Visual Ba... || = FINX_D FinX 12.0 - por-.. |gi®;. S5 z0zPM
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Value column will & blank; enter the number 1 as the Value in each field as shown below and update.

Ef FINX_D FinX 12.0 - port 15008 & x|

|| Uutilities  MWindow FAQ  Help
J B )& 2 = | Menu #:

=14 Budget Control

~[# 4 Account Maintenance Menu
4 Standard Budget Reporting
4 Receipt/Expenco Pracaccing

< Budget Tranza HE Access Maintenance M=l E3

M Revenue Bud

EEEIEIE

W Fevenue Bud Key ITEST My favarte TEST acct

4 Rewenue Bud

M Expenze Bude | Line | Description | Highest | Yalue =]
M Expense Budc 329 Expenze Budget Proof u} n}

4 Expensze Budc

M Reverwe/Exp 330 Expense Budget Update 0 u]

W Bevenue/Exp 331 Rewvenue/Expenze Budget Upload 1 1

W Appropriation 332 Revenue/Espense Budget Process 1 1|

L] .ﬁ.ppropr!at!on | 333 Appropriation Transfer Entry 1 1

S Appropriation L. |1
™ Apply Excess 334 Appropriation Tranzfer Proof I} I}

® Fund Transzfer 335 Appropriation Transfer Update n} 0

™ Fund Transfer 336 Fund Transfer Entry 1 1

Pt Vr=imeti=n 337 Fund Transfer Proof u] u]

M Rewvenue Red

W Fevenue Bed 2322 Fund Transfer Update u] n] ;l

4 Rewvenue Red

o Fund Advakce Page LCancel Update | Delete |

o Fund Advanc

4 Fund Advance Update

M Recurring Fund Transfer

M Recurring Fund Transfer Lizting
~# -+ Transaction Reports

mﬁtartl J I} Development Applications I ﬁ} FinX - Microsoft VWisual Ba...

| FIMZ_D Finx 12.0 - port ... |gig,3 3:04 PM
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z

To get access to the menusg off and log back o 2dzQf f 4SS (GKS F2ff2Ay3a

5

1 Ltilities  wwindows Eal Help
| =1 B & 22 & B | Menus IEEEIEEIE !

=1+ Budget Control
- Account Maintenance Menu
% Standard Budget Reporting
- Receipt/Expense Processing
4 Budget Tranzaction Processing
M FRevenue Budget Entry
m FRevenue Budget Proof
4 Rewvenue Budget Update
M Expenze Budget Entry
M Expensze Budget Proof
4 Expensze Budget Update
-l Fevenue/Expenze Budget Upload
W Revenue/E <penze Budget Proceszs
W Appropriation Transfer Entry
W Appropriation Transfer Proof
S Asppropriation Transfer pdate
m Apply Excess Prior
M Fund Transfer Entry
W Fund Transfer Proof
A Fund Transfer Update
m FRevenue Feduction Entiy
B Rewvenues Reduction Proof
4 Revenue Feduction Update
M Fund Advance Entry
o Fund Advance Proof
A Fund Advance Update
m Recurring Fund Tranzfer
M FRecurring Fund Transfer Listing
~+ % Transaction Reports

0EEE

HStartI J [ Dewvelopment applications I ﬁ, FinX - Microsoft visual Ba. ..

FINX_D FinX 12.0 - por...
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B. Go into Revenue/Expense Budget Upload; this first stefsfyour spreadsheet data and checks
Al G2 SyadiNB GKIdG GKS 002dzyia SEAaGT GKIG
completed window for import of revenue data. It describes the pathway: the data can be
found on the C drive, the nagnof the file with the .csv extension, and that it contains revenue
data.

EF FINX_D Fin¥ 12.0 - port 15008

= ES

| tiities  window EAQ  Help

|HaBedR o B8 e CEEIFIE

ﬂ Upload Revenue;expense Budget Data

Thiz program will upload a revenue and expense data from a spreadshest

Fill in the file name and adjust the path if neceszary

[uestion Answer

Directory path of the file to read CA

Mame of the file to read REVENLE.C5Y
Type of Batch [R=Revenue, E=Expenze] 3]

#/start| | 1 Development applications | &y Finx - Microsoft Visual Ba... | 5] FINK_D Finx 12,0 - port ... | HD T 317 PM

When you click OK, you will receive a message that indicates that your data has been
successfully vetted.

If you are interfacing your expense budget, follow these same praesdaut note that the
Type of Batch will be E for Expense.
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C. Use the next menu to move the budget data into a batch. In our example, that means you
should open and suspend a batch in Revenue Budget Entry and have that batch number ready
for our useas shown below:

B FINX_D FinX 12.0 - port 15008 M= ES
| eities  window EAQ  Help

IEEEEEE = EEEIEIE

ﬂ Revenue/edpense Budget Process

Uploads Revenue or Expense budget data from a *.cov file. Col A iz account
Col B iz the amount and Col C iz an optional Beference [angthing).
Enter File Mame, a budget batch # and the type of batch [R or E]

Question |
Enter the filename to process REVEMUE.CSY
Enter Batch # oooo|
Enter batch type [R=Revenue, E=Expense] A

w‘Startl J | Development Applications | ﬁ; Fin - Microsoft Visual Ba... | ==

WHD T w23

D. hyéé GKS RFEGF A& adz00SaatdzZ f e )\y(lSNJFI-()Sﬁ )\yijz
the batch!
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How to Create a 1099-MISC File for the IRS
Use 1099 Magnetic Media (AP Icon/End of Month Processing/1099 Mag Media).
Select Line 2 (IRS file for 1099-MISC) from the drop-down menu.

Enter the correct Tax Year. Do not click the Resubmission Box.Clic k t he @Al ncl udeo
checkbox next to each 1099 Code that you wish to report. Select Printer or Local. Enter
the Control Code in the Authorization Box.

Click OK. You will receive a message similar to the following:

Submit this file to the IRS via their Web site. The file can be found in your FINX\data
folder. It is named IRSTAX.

A report of the information contained in the file will print to your selected printer or local
screen, depending on the radio button you selected. Check these totals before
submitting your file to the IRS.

Make sure to file on time. Filing deadlines for 1099s can be found at the following link:

http://www.irs.gov/efile/article/0,,id=98114,00.html
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