CM' PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

PURPOSE: Use MAG-FILER® to print form 1099 to laser forms utilizing IRS
specifications. The instructions that follow provide detailed directions on how to
download and import your 1099 information, review your data, and print your 1099s to
a laser printer. You may also print a copy for your records, if desired, either on 1099
forms or plain laser paper.

The MAG-FILER® application is only used to print your forms

“0‘(3 via laser printer. Any electronic files you prepare for the IRS

should continue to be processed in CMI's FinX application as
they have always been.

1099 Checklist

Q

a

Q

Step 1: Load MAG-FILER® on a PC and Create Payer(s).

Step 2: Proof/correct 1099s by using CMI’'s FinX software.

Step 3: Download 1099 info from CMI’s FinX software to MAG-FILER®.
Step 4: Import 1099 info into MAG-FILER®.

Step 5: Verify imported 1099 data using reports generated with
MAG-FILER®.

Step 6: Print 1099s from MAG-FILER® software.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

STEP 1:

Load the MAG-FILER® software on a PC. When complete, open the application and
a window similar to the following will display:

&5 Mag-Filer Paper Information - 1999 Tax Year

File  Utlities Help

. New Payer Payees |  MagFile | Exit |
List | Detail |
Rec# |Mag—FiIe|Print|FiIe Type |F'ayer Ein Address |City |St|
4
<] H

Mstan| | @AW | [EMagFiL () Esploing -..| B w2_pint_..| BfacouTem..| &iinbox -0u. | |[EBEG 931 am

If this is your first time entering the MAG-FILER® application for this reporting year,
select the New Payer button to enter the necessary information about your agency.
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CMI

PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

A window similar to the following will be displayed:

£5 Mag-Filer Payer Information

Filz  Utiltiez Help

Mew Payer | Payees | tagFile | Help | Exit |
List Detail |
—Pavyer Infarmation
I Contraols
Mame Previous Mext
| el
Address | Delete  Save
. -— I ,-/" |
City I State I Zip I -
Fed ElN# I v Elng (else SSH#E)
—Contact
Mame I Title F'hnne#l( 1
EMail | Fax#t ) -
1029 0nly T fer Agent |1_D‘|1:'25R01n|3f|_ Marmi [~ QR-EIN ™ Nal-EIMN
ransfer Agen roRata aminee - -
Marme Control [ Combined FediState | . Coe| <]
[~ Foreign Carp vy
[T 1098T method change

W2 Oinly

Other EIN#

Emplayment Typel 'I Establishment # I

I 3rd Party Withholding I [~ Third-Party Sick Pay

—Transmission Information

Filing Type | 2 State Filing Mumbers | ¥ Batch Print [~ Mag File
A Payer record must be completed for each type of form you
€. wish to print-W2, 1099-MISC, 1099-S, etc. All users will create
o'

SCREEN NOTES:

at least one Payer. Users with more than one type of 1099
need to create additional Payers in order to import and print
the information for each 1099 type separately.

State Enter the two-character abbreviation for your state.

Zip A five or nine digit zip code may be entered.

Fed EIN# Enter your agency's Employer Identification Number. This number is

assigned by the IRS.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

EIN# Check this box if you have entered an EIN# in the Fed EIN# field so the format
will change to ##-#######. If you leave this field blank, it will be assumed that a
Social Security Number was entered in the Fed EIN#.

Phone # This field is not required for 1099 reporting.

1099 Only

Name Control This is a four-character code that can be found on the mailing label
with the 1099 package that is normally sent to payers each December. If you do not
know the code, leave this field blank.

Foreign Corp Leave this check box blank.
Transfer Agent Leave this check box blank.
Combined Fed/State Leave this check box blank.

1098T method change Leave this check box blank.

1042S Only

Leave all fields in this section blank.

W2 Only

Other EIN#, 3rd Party Withholding, Employment Type, Establishment # Leave
these fields blank for 1099s.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Transmission Information

Filing Type Click the Zl to view the acceptable entries for this field:

1098 -
1098E

10987

109594 T
109498

10949C

1094800

109495 7

Scroll down and select 1099MISC.

<€ If you produce 1099s other than 1099MISC, you must create
WO a separate Payer record for each type of 1099 to be printed.
For each payer, select the appropriate 1099 filing type.

To enter your state filing numbers, click 2t finatumbers | Key in your two-character

state abbreviation(s) and your state identification number(s). Click Save/Close when
you are done.

Batch Print This field should be checked.

Mag File This field is left blank since you will be submitting your electronic media
using CMlI's FinX application, not MAG-FILER®.

When you have completed the Payer information for the 1099s, click Save in the
Controls area of the window to save your input.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Click the List tab to view the list of current Payer records. A sample is shown below:

&5 Mag-Filer Paper Information - 1999 Tax Year

File  Utlities Help

Mew Payer | Payees | MagFile | Exit |

List | Detail |
Rec# |Mag—FiIe|Print|FiIe Type |F'ayer Ein Address |City I;l
| 2mMo ves 1099 YOUR AGENCY 101011111 500 MAIN STREET ~ ENGLEWOOD
| amMo ves 1099G  YOUR AGENCY 101011111 500 MAIN STREET  ENGLEWOOD
> Mo [ves [1098MISC |YOUR AGENCY 10-1011111 500 MAIN STREET  |ENGLEWOOD
| 1No Vs W2 YOUR AGENCY 101011111 500 MAIN STREET | ENGLEWOOD

e o

st |4 & 174 W | Etinbon | BfacouT.. | By Esplori. | BY1093 0. |[ByMag-.. ®)10st. | EBADE 115PM
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

STEP 2:

Print the 1099 BACKUP PROOF LISTING (Menu 2-7-22) to proof your entries. Enter
any 1099 corrections or additions in MANUAL 1099 DATA (Menu 2-7-21).

STEP 3:

After you have proofed the 1099 records in the FinX application, run 1099 MAG
MEDIA (Menu 2-7-24) and select MAG-FILER Mag-filer Laser Program in your CMI
Finance system to create the file to be imported into MAG-FILER®. You will be
prompted:

1099 Mag-filer
Continue Y/N? :

Enter <Y> to continue, or enter <N> to return to the menu.
You will then be prompted:

Enter reporting year (YYYY)

Enter the tax year to be reported.

Extra prompt for clients printing multiple types of 1099s

After the tax year has been entered, you will be prompted for the type of 1099 to be
exported to MAG-FILER® for printing.
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CMI

PRINTING FINANCE (FINX) 1099 FORMS

WITH MAG-FILER®

The following list will be presented for your selection:

Reporting code selection
1
2
3
i
L
i}
7
8
9
1
H
M
H
R
5

Enter type(s) to report {H,H..)}

Rents

Royalties

Other Income

Federal Income Tax withheld
Fishing boat proceeds

Medical & health care payments
Honemployee compensation
Substitute pay in lieu of divi
Payer made direct sales of 45,
Crop Insurance Proceeds
Hedical & health care payments
Hiscellaneous

Hone

Rents

Real Estate Proceeds (1899-3)

Enter the type or types of 1099s that you wish exported to MAG-FILER® for forms
printing. Enter the codes separated by a comma (i.e., <M,R>). After entering the
desired payment types, you will be prompted to verify that the information is correct
by entering the Control code. It may take a few minutes to create the list.

wot®

Payments that require different 1099 forms will be created in
separate files and must be exported into MAG-FILER® to
separate Payer records. We recommend that you process
one type of 1099 form completely through the printing process
before you begin importing data for the next 1099 form print.
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CM' PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

(Standard instructions continued)

When the list has been created, you will then be prompted:

(W)integrate or (A)ccuterm ('E' to end):

You will then be prompted:

Download Mag-filer application file Continue (Y/N)?

Enter <Y> to continue or <N> to end.
The file will automatically be written to the C: drive of the PC.

When the download is complete, a screen similar to the following will be displayed:

Files created for Magfiler

File: C:V1099M.DAT CREATED FOR MAGFILER 1088-MISC

Press <ENTER> to return to the menu.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

STEP 4:

Open MAG-FILER®. A window similar to the following will be displayed:

£5 Mag-Filer Payer Information - 1999 Tax Year

File  Utilitiez  Help

Mew Payer | Payees | tagFile | Exit |

List | Detail |
Rec# |Mag—FiIe|Print|FiIe Type |F'ayer Ein Address |City I;l
IEL Yes 10990 YOUR AGENCY 10-1011111 500 MAIN STREET | ENGLEWQOD
| 4o Yes 1099G YOUR AGENGY 10-1011111 500 MAIN STREET | ENGLEWQOD
b Mo [ves [1099MISC |YOUR AGENCY 10-1011111  |500 MAIN STREET  |ENGLEWQOD
| 1 Ma Yes W2 YOUR AGENGY 10-1011111 500 MAIN STREET | ENGLEWQOD

iy o

Eﬂﬁtalll“ G & 3 ®) |J I‘_‘glnbnx-...l ﬂﬂccuT...l @E:-:plori...l @maﬂji...”EHag-_._ @untitled...l | G 1:29PM

Highlight the Payer line for 1099MISC (or the type of 1099 form that you wish to
print). Click the Detail tab and verify that all Payer information is correct.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Select the Payees button to begin the import of the 1099 data. A window similar to
the following will be displayed:

£5 Mag-Filer Payee Information - Form 1099G : YOUR AGENCY

Mew Payes | Eorms Print | Report | Import Payees | Clase |
Lt ostai |

Rec# ICDrrededIF‘rirrt I.&.ccount ITax Mumbkeer IF‘a\;ee Address IC'rt\; |
L
Ki o

Eiﬁtalll“ G & 3 ®) |J Iﬂﬂlnbox...l ﬂhccu...l @Explo...l 1099...”&&!&_. Emagfi...l W2_...| | HRED 11148M

Click the Import Payees button. The application will first display an Import
confirmation message:

g5 Import Options

Fleaze zelect the type of import you wizh to perform Help | Cloze |

Fre-Defined tag-Filer [mport Format

54 File Importing

Creative Microsystems, Inc. (CMI)
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Fre-Defined Maag-Filer Import Format

Select | | to continue:

&5 Import File _ O] x|
Cancel | Ok

File Namel Browse...

Earrkine amounts forEayeesswith matching szl secss [0

Type in the location and file name (for example, enter C:\\1099M.DAT if you are
producing 1099 Misc.) and click OKk.

< ¢ Click Combine amounts for payee with matching social
N\ sec# if you wish to have a single 1099 produced for multiple
1099 records with the same Social Security number.

The Import Formats selection will open:

= Import Formats

Help | Cancel | Select | ‘
Farm #lFmt #IDescriptinn Iﬂ
4 v 3 ZPAY 1099MISC

Chdl 1 099kI5C
10 TAS 1099MISCITRIM)
11 IRSTAK MISC
15 DO MG 1093MISC
18 EDS 1095MI5C
19 ESIDATA 1 099mI5C J

v
v
7
7
v
¥ 22 FLEXI1099MISC
v
7
7
7
v

33 HOOTS 1099MISC

BE LAWVWSOM IRSTAKR FILE

97 PAYSTAR MIZC

99 QUICKBOOKS 1099mI5C
999 SYMPAG (CASS) MISC
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Highlight CMI 1099MISC and click the Select button. The file will now be imported.

< If you are printing forms other than the 1099MISC, select the
\ import format that contains the words CMI and the form
number you wish to print.

When the import is complete, the following window will display:

Information |

@ File imported

Click LI to continue.

A window similar to the following will be displayed:

£5 Mag-Filer Payee Information - Form 1099Misc : YOUR AGENCY

Mew Payee | Forms Print | Report | fmport Payees Close
List |Detai| |
Rec# |C0rrected|Prirrt I.&.ccount |Tax Mumker IPayee Address City |—4
n 1 M M Uendor # SSAN PAYEE HAME PAYEE ADDRESS CITY
2 M M OR FED ID
L 3 ] M

This is the list of Payees created from the imported file. To view the detail of a record,
double-click the record or highlight the record and select the Detail tab.
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CMI

PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

A window similar to the following will be displayed:

Mew Payes | Forms Print Report Import Payees | Help | Close
Lizt Detail |
Account |DESEES TIN # | 555555555 [T S5M (else EIM)

Caontrals
Marne JOHN SMITH ENTERPRISES Previous Mext
- | = |

Address 555 SMITH AVE. I Defte Sra;e
City  [<EMIA State [OH | 7ip [45385- =1 |
Rents $0.00 Sub pt in lieu of dividend | $0.00
Royalties 000 Direct sales of $5000 r
Cther incorme $0.00 Crop insurance proceeds $0.00
Fed income tax withheld F0.00 Exec golden parachute pmt
Fishing boat proceeds $0.00 Fayments to attnys $0.00
Medihealth care payrments $0.00 Sect 4094 deferral
Monemployee cormp ¥3,108.58 Section 4094 income
State Tax withheld Income state Tax withheld Incame

Special I

[T 2nd TIM Matice ™ Select Print[™ Carrected Return

You may make corrections to the information to be printed on the individual's 1099s in
this window.

Az

application.

S
WARNING!!!  Changes made in MAG-FILER® will not be reflected in your CMI
Finance system and will not appear on any electronic files created from within the CMI FinX

Mag-Filer CB, Page 14
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

“016 To print a corrected 1099 form, check the Corrected Return
box.

€. Click the 2nd TIN Notice box if you have been notified twice by
ot

the IRS within three calendar years that the payee provided an
incorrect tax payer identification number (TIN).

STEP 5:
To view a report of the imported 1099 information, click Report | and a window
similar to the following will be displayed:

Tl_otaclzfrr?::f: 3 Eun Report | Close |

Description Amount Report m

Taix |d Mumber (TIM)

3
1 289655944 es

SE7E.00

Monemployes compensation

Mag-Filer for Windows j
dstan| | G @ =14 ¥ || Eainbox..| Eaceu.| B)Expn.| @)1059. |[BMa... éuntitl...l @M. | [BHG 225PM

Creative Microsystems, Inc. (CMI)
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

To include or exclude columns from the report, click in the Report column for each
item (to include or exclude it on the report) and then click the Run Report button.

A report similar to the following will be displayed:

£5 YOUR AGENCY : 1099MISC

BEB K > 1 | 3 HE| Do

08 7r2000 2:34:08 PM

YOUR AGENCY : 1096MISC

Tax |d Monemployee
Mumber (TIMN)  com pensation

Rec# Payee Name

Use the icons at the top of the window to print or save this report.

STEP 6:

To print the 1099 forms, click the Forms Print button, and a window similar to the
following will be displayed:

Creative Microsystems, Inc. (CMI)
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

iz Print Format
—Which Copy
& Copy B 41
O Copy € i 2Up B2 Cancel |
" Copy 1 £ Gl BE
a - G — Print Cartrol
" Copy 2 # Liorn Fauze every
) Gopy [ ) Copy BEG
 Copy E  Substitute Pre-Printed Forms [
[Copies A, B, W3 etc)
{0 Gy & B
1095
s — Margin Control
e T (e
—Send To e V=] e
" Printer il Farm o
(¥ Screen [Left ranmin [0
—Wwhat to Print
& Al Payees Sorted by: Eayeeiame
" Single Payes
 RestartPrint
Prirter;

Which Copy Select the 1099 format that you wish to print.

Send To Select Screen initially to insure that your 1099s are printing in the format
you desire. After reviewing the 1099s on the screen and insuring that they are correct,
select Printer.

What to Print Select either single Payee for an individual 1099 or All Payees for
1099s.

Click the Print button in order to print the 1099s.

You may print the 1099s as many times as needed to either the Screen or the Printer.
Additionally, you may print a copy of the 1099s to plain laser paper (or forms, if you
have sufficient supply) for your records.
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CMI PRINTING FINANCE (FINX) 1099 FORMS
WITH MAG-FILER®

Make sure that you are assigned to the desired laser
printer. If you are not assigned to the proper printer,
" click Cancel, select Report, select Run Report, then

wot® =

select the == (Printer Setup) icon at the top of the
window to change the printer assignment. When you
return the Form Print, you will be assigned to the new
printer.
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