CM' PRINTING TAX 1099 FORMS
WITH MAG-FILER®

PURPOSE: Use MAG-FILER® to print form 1099 utilizing IRS specifications.

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

“o“e" via laser printer. Any diskettes that you prepare for the IRS
should continue to be processed in CMI's TAX application, as
they have always been.

1099 Checklist

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

o Step 2: Proof/correct 1099s using CMI’s TAX software.

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

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

o Step 6: Print 1099s from MAG-FILER® software.

MAG-FILER® has on-line help that is available by selecting the

Help drop-down menu.
QUICK

TIP
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)
STEP 1.

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

&5 Mag-Filer Payer Information - 1999 Tax Year

File  Utilitiezs  Help

Ew Bayer | Bayees | agFile | Enit |
List | Detail |
Rec# |Mag—FiIe|F‘rint|FiIe Type |F'ayer Ein Address |City |S11
4
Ki [ |

EmStall”J @ E I‘_;’] @ lg) |JIEMag-FiI_" @Exploring | WE_prinl_...l AccuTerm...l @Inbox-ﬂu...l | %@ 931 Ak

If this is your first time entering the MAG-FILER® application for this tax year, select
the Mew Payer

| button to enter the necessary information about your agency.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

A screen similar to the following will be displayed:

£5 Mag-Filer Payer Information

File  Utlites Help

Mewr Payer | Payees | MagFile | Help | Exit |

List Detail |
—Paver Infarmation
I Controls
Marme Previous Mext
I - | > |
Address I Delete  Save
. - —
City I State I Zip I - =1

Fed EIM# I v EIN# (glse SEM#)

—Contact

Mame I Title Phnne#l( -
EMail | Fax #[0 ) -

—1099 Only 10425 Only
[T Transfer Agemnt [T ProRata [ Maominee [ QREIN [T NGI-EIM
Mame Contral [~ Combined Fed/State Gourtry Goge| <]
[~ Foreign Corp Iy =
[T 1098T method change

W2 Oinly

Other EIN® I 3rd Party Withhalding I [ Third-Party Sick Pay
Employment Typel "'I Establishment # I

—Transmission Information
Filing Type I j State Filing Mumbers | [v Batch Print [~ Mag File

“016 A Payer record must be completed for each type of form you
wish to print: W2, 1099-C, 1099-R, etc.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

SCREEN NOTES

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.

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

When the EIN# box is checked, the format of the display
in the Fed EIN# field will change from ###-##-##HH to ##-
QUICK HitHHH

TIP

Phone # 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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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

Transmission Information

Filing Type Click the El to view the acceptable entries for this field.

1098 -
1098E

1098T

10954 e
109498

10949C

109900

10995 7

Select 1099G.

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

state abbreviation(s) and your State ldentification 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 magnetic media
using your CMI Municipal Income Tax, not MAG-FILER®.

Save

When you have completed the Payer information for the 1099s, click _~ |in the
Controls area of the screen to save your input.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

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

&5 Mag-Filer Payer Information - 1999 Tax Year

File  Utilitiezs  Help

Mew Payer | Payees | tagFile | Exit |
List | Detail |

Rec# |Mag-File|Print|File Type  |Payer Ein Address City -

Yes (10930 YOUR AGEMCY 10-1011111 500 MAIN STREET ENGLEWOOD

4 Mo Yes 10995 YOUR AGENCY 10-1011111 500 MAIN STREET ENGLEWOOD

1 Mo Yes W2 YOUR AGEMCY 10-1011111 500 MAIN STREET ENGLEWOOD
K Ll_l

Hstart| | ) & 14 W | Eiivbos | Eaceu | GyExlo | @71093. | @)we_|[BgMa... BB 1044 aM

wot®

The Rec# is auto-assigned. If you delete a

Payer record, that Rec# will not appear on your
list.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

STEP 2:

Enter any 1099 corrections or additions in 1099 MAINTENANCE (Menu 8-3). Make
sure to print the 1099 PROOF LISTING (Menu 8-4) to proof your entries.

Az
™~
WARNING!!!  MAG-FILER® allows you to make additions or corrections to the

printed 1099s.Changes made in MAG-FILER® will not be reflected in the CMI Municipal Income
Tax system. If you are filing your 1099s magnetically, you MUST make all 1099 additions or
corrections that you wish to see reflected in the magnetic file in the CMI Municipal Income Tax
system.

STEP 3:

When you are ready to print 1099s, run 1099 MAG MEDIA (Menu 8-6) and select
MAGFILER -- Magfiler Laser Program in your CMI Municipal Income Tax system to
create the file to be imported into MAG-FILER®. You will see the following prompts:
CURRENT DOWNLOAD MODE: (AccuTerm or Wintegrate)
DOWNLOAD OPTIONS:

ENTER REPORTING YEAR (YYYY)
Enter the tax year, and the file creation will begin. It may take a few minutes to create
the list. When the list has been created, you will then be prompted with the following:
(W)integrate or (A)ccuterm ('E' to end):
Enter the letter for the correct download software, and you will then be prompted with
the following:
ENTER DRIVE TO USE (A/B/C) or 'E' TO END
Enter the specification for the desired destination drive. Normally, you will store the

MAG-FILER® file on the C: drive. Unless you have a nonstandard PC setup, the C:
drive will be your system hard drive and should be used as your drive of choice.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

As the file is being written, a screen similar to the following is displayed:

ENTER DRIVE TO USE
AccuTerm File Transfer Uti

File tranzfer status: Abart
F.ermit dawnlaad in progress el

—File: CMI039.04T

Size: Tranzferred: 2258 Errarz: 0
— Tatal [1 file]
Size: Tranzfened: 2258 Errarz: [

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

ENTER DRIVE TO USE (AfBSC) OR 'E' TO EHD ?C
AccuTerm File Transfer Utility

Transfer status: Successful transfer.
Transferred 1 items, 94128 bytes.

?

Press <ENTER> at the ? prompt to return to the menu. The download file will be
named "CMI1099.DAT".
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

STEP 4:

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

&5 Mag-Filer Payer Information - 1999 Tax Year

File  Utilitiezs  Help

Mew Payer | Payees | tagFile Exit |

List | Detail |
Rec# |Mag—FiIe|F‘rint|FiIe Type |F'ayer Ein Address |City I;l
[ 2mo Yes 1099C YOUR AGEMCY 10-1011111 500 MAIN STREET EMGLEWOOD
» Yes [10995 YOUR AGENCY 10-1011111  |500 MAIN STREET ENGLEWOOD
1| Na Yes W2 YOUR AGENCY 10-1011111 500 MAIN STREET ENGLEWOOD

iy o

m Stalll“ @ E I‘_;’] :ﬁ lg) |J I‘_:,,:_Ilnbox...l »’-‘-.c:u:u...l @Explo...l 1DSS...”E @magfi... magfilerd.bmp-F’aint

Highlight the Payer line for 1099Gs. Click the Detail tab and verify that all Payer
information is correct.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

Select the . Bayees | button to begin the import of the 1099 data. A screen similar
to the following will be displayed:

£3 Mag-Filer Payee Information HE R
Mew Payee | Forms Print | Repart | Import Payees | Help | Cloge |
L™ Detait |
Reck |Print |Au:c:c-urrt |Tax MUmiker |Pa\,fee |Address |C'rty |
ld
L+l | =

Click the _meot Payeegl button. The application will first display an Import
Confirmation message.

£5 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.

Tax Methods Mag-Filer Hand-out, Page 10



PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

Fre-Defined kd ag-Filer Import Format

Select | | to continue.

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

File Namel Browse...

Eorrbie arE s for payeessyith rmEtching sacial ez [

Click the Browss.. | button in order to locate the file. Locate the file and open it. The
file selected will appear in the File Name window.

Click Combine amounts for payee with matching

. social sec# if you wish, in order to have a single 1099

“016 produced for multiple 1099 records with the same Social
Security Number.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

After you click Ok, you will be presented with the following screen to select the import
format:

#£% Import Formats

Helg | Cancel | Select | ‘

Farm #lFmt #IDescriptinn Iﬂ
4 7 F|ZPANY 1099MIZC

7

71 IRSTAR MISC

7 15 DO MG A095MISC

¥ 18 EDS 1093mMIsC

719 ESIDATA 1099MISC _I
¥ 22 FLEXI1099MISC

7 33 HOOTES 1093MIsC

¥ B6 L&AWSON IRSTAR FILE

¥ 97 PAYSTAR MISC

789 QUICKBOORS 1093mISC
7899 SYMPAG (CASED MISC

NN s

Zelect

Click to select CMI 1099G. The file will now be imported.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

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

Information |

@ File irmported

Click OK to continue.

A screen similar to the following will be displayed:

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

Mew Payee | Forms Print | Eeport ||§1mp0r1F'ayees§| | Close |

List |Detai| ]
Rect |CorrectedIPrird|Account |Tax Murmber IPayee |Address |C'rty &
l 1M M KEXXKXEX  SSAN PAYEE HAME PAYEE ADDRESS FAYEE CITY

2 OR FED ID

3N
4 M
SN
B M
TN
g M

Z\ Z|Z2|Z2 2|22

This is the list of Payees created from the imported file. To view the detail of a record,
highlight the record, then select the Detail tab.

A screen similar to the following will be displayed:

£ Mag-Filer Payee Information - Form 1099G : CMI

New Payee ‘ Forms Print | Report ‘ Import Payees | Help ] Close

List  Detail ]
Account | TIN#| - - ¥ SSN (else EIN)
Controls
Name | Previous Next
| <
Address | Delete Save
=1l

city | State Zip | -

Unemployment compensation ATAA payments

State or local income tax ,—
refunds, cred, or offsets Taxable grants

Above amount for tax year Agriculture payments

Fed income tax withheld State or local amount applies =

to inc. from trade/business

Special [~ Select Print]™ Corrected Return
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

You can make corrections to the information to be printed on the individual's 1099s
on this screen.

Az
™~
WARNING!!!  Changes made in MAG-FILER® will not be reflected in your CMI

Municipal Income Tax system and will not appear on any magnetic media created from your CMI
Municipal Income Tax system.

If you are printing a corrected 1099 for this payee, click the
<€ Corrected Return box. This occurs when you have already
WO submitted a return for this payee and are now submitting a
correct return. The default is for the Corrected Return box to

be unchecked.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

STEP 5:

To view reports of the imported 1099 information, click the Report | button and
a screen similar to the following will be displayed:

Tlfiaéf”i\’;te:f: 382 Eun Report | Cloze ”
Description Amourit Report ﬂ
Tax Id Mumber [TIMN) 10765 7E02268 YWes

Statedacal inc tax refunds... 4645372 Yes

||

Hstart| | ) & 14 W | Eilivbos | Eaceu | ByEslo | @109 |[FoMa... Funtit. | mwe_ || [ 1212PM

To include or exclude columns from the report, click in the Report column for each

FEun Report

item to include or exclude it on the report, then click the button.
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PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

A report similar to the following will be displayed:

BEE M > S5 HE| Cose|

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

08¢16f2000 12:13:07 P M
YOUR AGENCY : 1099G

Tax Id Statedlocal
Murm ber (TIM inc tax

Rec# Payee Name —
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PRINTING TAX 1099 FORMS WITH MAG-FILER®

STEP 6:
To print the 1099 forms, click the __£2rms Print | button and a screen similar to the
following will be displayed:
&5 Print Format
—Which Copy
i+ Copy B 41
i Copy © i 2UpB2 Cancel |
i 1 g =
o - G — Print Cartral
i Copy 2 el Bl Pauze every
) Copy ) Copy B2E
" Copy E  Substitute Pre-Printed Forms I
(Copies A, B, W3 etc)
{0 Gy & B
1096
e — Margin Control
Mg ffaErain - 0
—=end To e = u (e o 1]
" Prirter 3 Farm Lo
" Screen = e
— What to Print
& AllPayees Sarted bys Bayes Mame
" Single Payes
" RestartPrint o
Printer:

Make sure that you are assigned to the desired laser printer.
If you are not assigned to the proper printer, click Cancel,

“°1€ select Report, select Run Report, then select the %
(Printer Setup) icon at the top of the screen to change the
printer assignment. When you return the Form Print, you will
be assigned to the new printer.

Page 17



PRINTING TAX 1099 FORMS WITH MAG-FILER® (Cont.)

Before spooling all the 1099s to the printer, it is
recommended that you select a payer from the list, then
select the desired 1099 copy (under Which Copy), select
the Screen radio button (under Send to), and select the
Single Payee radio button (under What to Print).View the

QUICK 1099 on the screen and see whether it is the format that

TIP you wanted.Then select the Printer radio button (under

Send to) and print the form to verify that it is the correct
format before you print All Payees.
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