RED WING’

SOFTWARE

1099 Forms - Prepare and Print and/or eFile

Document #: 3043 Product:  CenterPoint® Accounting

This document describes how to prepare, print and/or eFile 1099 forms. You can print and eFile forms in any combination. For
example, many people choose to eFile the Federal and State copies and then print the vendor/employee copies. An increasing
number of people are using the complete eFile process in which Federal and State copies are eFiled and the vendor/employee
copy is printed and mailed by Aatrix. Click here to view a video that guides you through the steps needed to set up CenterPoint
to prepare for processing 1099 forms. Click here to view a video that discusses the integration that CenterPoint has with Aatrix
and the steps to take to print or eFile your 1099 forms.

A 1099 will be processed for each vendor that have all three of these factors:

1. The vendor has the Issue 1099 for this vendor selected (and a TIN assigned).
2. The accounts used to pay the vendor are assigned to the 1099 User Defined report.
3. The total amount paid to the vendor must exceed the minimum amount for the 1099.

Step A: Add/Verify the Federal Tax Id and Payer Information

Step B - Mark Vendors to Receive 1099s
Step C - Assign Accounts to the 1099 Forms

Step D - Review and Export Data from CenterPoint Accounting

Step E - Setup 1099 Forms

Step F - Prepare 1099 Forms

Frequently Asked Questions

Step A - Add/Verify the Federal Tax Id and Payer Information

1. Select Setup > Companies/Funds > Additional Detail tab.

) Companies ol )
List Detsil Filter Reports

Hgine Sports

General Additional Detail  Tax Report Accounts List
Tax Reporting Information
Federal Tax Id | 98-1777432
State TaxId  78-4327
Company Type C Corporatien v
@ 1099 Payer
Alternate Payer Name | Alpine Holdiings Company
General Accounting Information
Fiscal Year End December | v
Distribution Frequency Monthly
Inventory Valuation pyersge
Retained Earnings [petaned Eamings I3
Depreciation Information
Depreciation Frequency Monthly
Save Cancel D233 Close (7]
|
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https://www.redwingsoftware.com/home/how2/accounting/Content/Videos/1099-forms-video.htm
https://www.youtube.com/watch?v=5xlmpwwPTtE

2. Inthe Federal Tax Id box, enter the federal tax identification information to print on the 1099 form.

3. Select the 1099 Preparer check box to indicate that this company/fund should be used to pull the payer name for 1099
forms in Aatrix. This check box should be used if you run Federal/State Tax Forms for multiple companies/funds together
as one entity.

4. Ifyou selected the 1099 Preparer check box, enter the Alternate Payer Name to use for the payerin 1099 forms in
Aatrix. This is only used if the company/fund name is not the name you want to use on the form. For example, if you have
several funds (General Fund, Park Fund, Street Fund) but the forms are filed as "Village of CenterPoint" or if you have
several companies (Company 1, Company 2, and Company 3) but the forms are filed as Company 4.

5. Click Save.

Step B - Mark Vendors to Receive 1099s

1. Select Setup > Vendors or Setup > Names > Names.

2. Edita vendor that will need a 1099.

3. Click on the General tab.

4. Specify the Federal Tax Id for this vendor (this is a required field when printing 1099s).

5. Select the Issue 1099 for this Vendor check box.

6. Selectthe Consent to Electronic 1099 check box if this vendor consents to receiving only a 1099 form that can be
viewed through Aatrix (the vendor will not receive a paper form) and then enter an Email address.

7. Click Save.

8. Repeat for all vendors that require a 1099.

9. The Electronic 1099 Consent can be printed from Reports > Federal & State Payroll Forms & Reports > Federal Tax
Forms.

Step C - Assign Accounts to the 1099 Forms

Accounts and/or account categories must be assigned to the appropriate boxes of the 1099s. This identifies what amounts
should go in each box on the 1099 and the type of 1099. To assign accounts and account categories to the 1099 forms and
boxes:

1. Select Setup > User-defined/Tax Reports.
2. Ifthe 1099 form you need is not listed in the User Defined Reports list or the User Defined Reports folder is not in the
Reports list, that form or forms have not yet been imported. To import the form or forms:

A. Select Setup > User-defined/Tax Reports.
B. Click on Tax Reports. Select the forms (1099-NEC, 1099-D1V, etc.) needed, and then click OK.

3. Select the appropriate Form (1099-NEC, 1099-DlV, etc.), and click on Edit.
4. Selectthe Account Assignment tab.
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Q User-defined/Tax Reports EI

List Detsil Filtler Reports

1055-NEC

General Rows Columns Account Assignment

Report Rows Accounts

& & 1Nonemployee compensation Search A
- 0 4 Federal income tax withheld
i 5 State tax withheld
- O 7 State Income

E! a General & Administrative Expens...
Accounting
Advertising I
Bank Charges

Dues & Subscriptions

Electricity & Ga:

Assign

Products

e Generic

Un-Assign Account Lin-Assign Product(s Assign

Save Cancel m u D m Close c)

The Report Rows section (left side of the screen) displays all rows of the 1099. Rows with a red icon have no accounts
assigned. Rows with a green icon indicate accounts are assigned to the row. Expand the row by clicking the # icon to
display the assigned accounts.
The Accounts section (right side of the screen) is grouped by Account Type (Assets, Liabilities) and Account Category.
Accounts with a gray icon indicate that it is assigned to a row on the left. Accounts with a red icon are not assigned to any
rows. To locate accounts or account categories: _

” Expand the Account Type or Account Category by clicking the * icon .

b
In the Search box, enter a portion or all of the Account or Account Category name. Click L to clear your entry.

» Right-click and select Expand All to see all Accounts/Account Categories.

» Right-click and select Display to select to only display Account Names, Account Numbers, or Account
Abbreviation. Account categories always display the Name.

Assign accounts:

» Select the appropriate 1099 Row in the Report Rows section on the left.

» On the right, select the Account or Account Category and click Assign. If the Assign button is not active, the
account or account category is not selected at the appropriate level. For example, if you have an Account selected
you may need to select the Account Category instead.

? If an Account Category is assigned, all accounts within that category are automatically assigned.

e |

@ )

Repeat steps 5 -7 for each box you'll be using on this 1099 form. When finished, click Save. The same process should be
repeated for each 1099 form that you will be distributing.

Each time a new account is added (Setup > Accounts), we recommend you immediately assign the account to the
appropriate row of the 1099.

Step D - Review and Export Data from CenterPoint Accounting

1.

Select Reports > Reports > Reports tab > User-defined/Tax Reports.

2. Select the appropriate 1099 Form.
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3 Report Selection (== ]

Reports 1z Favorites 1093-NEC
Sech | Report Seectons

Item Selected Criteria

s orts

(= Fated Assets Transaction Dat= Y0250 12/31/2025
= Project Reports. Company <Al

& Financial Statements Report Columns <Al>

- Setup Lists

(& ACH Transactions

Display Level User Report Line Level

- Audt Reports Display Quantities None
{3 Publish Pay Advices Display Notation None
{5 Dastboard Reparts Minimum paid 600.00

@ Pyl Data Reports Report View Full 1098 Per Vendor
= Payroll Tax Data Reports
=y Work Related Inuries and linesses (OSHA) Data Column Width (n.)
& Payrol Setup Lists Display Cents Ves
= ‘;ﬂmﬁvgpﬂwspxl‘ 2 Prior Year Do not display prior year
ayroll State Speciic Repats
= Userdefined/Tax Reports

] 1055-NEC More ftems

Report Description

1.00

In the Report Selections section on the right side of the screen, select the Transaction Date and the Company/Fund
you want to prepare/file 1099 forms for.

Select a Display Level. These options are only used when printing a report with your 1099 information. If you are printing
the actual 1099 forms, the selection for this field will be ignored. The options are:

» User Report Line Level to view the 1099 totals for each vendor. This generates one row per vendor based
on the report view selected.

»  Account Total to view the 1099 totals for each vendor with subtotals for each account. For example: if
multiple accounts are assigned to the Non-employee Compensation box, you will see a subtotal for each
account under Non-employee Compensation.

? Individual Transactions lists all 1099 transactions for each vendor.

Select a Report View. These options are only used when printing a report with your 1099 information. If you are printing
the actual 1099 forms, the selection for this field will be ignored. The options are:

a. Full 1099 Per Vendor groups by the Vendor, second by the User Defined Line, and thirdly the Account.

» Combined with using Display Level "User Report Line Level" generates a collapsed view by
vendor and total for each user defined line reported for that vendor.

»  Combined with using Display Level "Account Totals" groups the data first by Vendor, next
User Defined Line and finally a total for each account.

» Combined with Using Display Level "Individual Transactions" additionally includes the
transactions details under each Account.

b. 1099 Line Summary groups by the User Defined Line, second by Vendor and thirdly the Account.

? Combined with using Display Level "User Defined Row" groups by User Defined Line with a total for
each vendor under each user defined line. Note: This report is helpful to verify totals displayed
on a Form 1096.

» Generates a collapsed view with one row per vendor. This report is helpful to verify totals for each
1099.

»  Combined with using Display Level "Account Totals" additionally adds account totals under each
vendor.

» Combined with Using Display Level "Individual Transactions" additionally includes the transactions
details under each Account.

6. By default, 1099 information will only be displayed for those vendors whose payments are greater than the Minimum Paid

amount specified by the government. If you would like a 1099 printed even if they have not met that minimum paid
amount, select Minimum Paid and change the amount to zero.

Click Preview to view a report that allows you to verify the vendor name, Federal ID number, and the line on the 1099 that
the transaction is assigned to. When you preview the report, you will be able to drill-down to report detail. Drilling-down
from the Line Level launches a new report that displays the Account Level report for the line selected. Drilling-down from
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the Account Level report launches the report at the Transaction Level for the account selected. Drilling-down from the
Transaction Level attempts to display the transaction form that displays the original entry of the transaction.

1/1/2024 to 12/31/2024 EI ]
Bview- |0 @ @)1 |of 13 @ B Refresh |57 2 42 B~ | PageWidth - Find | Next | Close
D ([L2/7/2023 CenterPoint Farm, CenterPoint Orchard Page 1of 1
o |[B:23 AM
e 1099-NEC
= 1/1/2025 to 12/31/2025
g
3 Paymentsand
5 Account Cash Receipts Journal Entries Total
@
o \All Power Equipment 385 Central Avenue Owatonna, MN 55060
g 1 Nonem ployee compensation
Legal Expense 1,305.00 0.00 0.00 1,305.00
Machinery Hire Cost 0.00 420.00 0.00 420.00
Repairs / Maintenance Cost 373.00 0.00 0.00 373.00
1 ! ion Totals $1,678.00 $420.00 $0.00 $2,008.00
All Power Equipment Totals 51,678.00 $420.00 50.00 52,098.00
Meyers, Sam 222-33-4444 38583 Lakeside Road Red Wing, MN 55066
1 Nonem ployee compensation
Machinery Hire Cost 854.00 0.00 0.00 854.00
1 Nonemployee compensation Totals $854.00 $0.00 $0.00 $854.00
Meyers, Sam Totals $854.00 $0.00 $0.00 $854.00
IMKGP Services 8327 West Oak Street Red Wing, MN 55066
1 Nonem ployee compensation
Legal Expense 0.00 3,500.00 0.00 3,500.00
Trucking & Freight Expense 1,500.00 0.00 0.00 1,500.00
1 Nonemployee compensation Totals $1,500.00 $3,500.00 $0.00 $5,000.00
MKGP Services Totals $1,500.00 $3,500.00 $0.00 $5,000.00
\Report Options
[Transaction Date: 1/1/2025 to 12/31/2025
IDisplay Level: User Report Line Level
Display Quantiies: None
Display Motation: None
[Minirum Paid: 600. 00
Report iew: Ful 1099 Per Vendor
IData Colurmn Width (in. ): 1.00
Display Centz: Yes
|

8. Togenerate and print the 1099 forms from the Report Preview screen, click the Print or Print To icons and then continue
with Step 9.
or
To generate and print the 1099 forms from the Report Selections screen, click the Print button and then continue with
Step 9.

5 Print Options

‘What would you like to do?

Print Tax Forms Launch the Aatrix application to print forms.

Print the Report Print the selected report.

Cancel ‘fou will be retumed to the selection screen.

9. After selecting the Print To or Print icons or the Print button, the Print Options screen will display. Click Print Tax
Forms. It may take several minutes for the data to be transferred to the 1099 printing process. The actual time will
depend on the number of vendors in your database.

o \
o \

Red Wing Software « support@redwingsoftware.com « www.redwingsoftware.com « 800-732-9464 Page 5 of 25

This documentation is for informational purposes only. For specific accounting guidance, please contact your accountant. Last Updated 6/5/2026



Forms Update

If you have internet access and the latest version of Federal/State Tax Forms (Aatrix) is not installed, a
Forms Update screen will automatically display. Click Automatic Update, and then follow the on screen
instructions.

©

If a Forms Update was required, from the Report Preview screen, click the Print or Print To icons again or from
the Report Selections screen, click the Print button again. If an update was not required, the 1099 Company/Fund
Information screen will display.

The 1099 Company Information screen displays to remind you that changes are stored only for 1099s and if needed to change
Company Information from Edit > Company Setup in the 1099 Preparer in Aatrix. Click OK.

i ﬁ

i f

Matrix Payroll Reports w

; l b 1099 Company Information

Going forward, the Company Information completed for 1099s will be stored and used ONLY
for 1093s,

Initial changes may be made in the Company Setup wizard, Then additional updates must be
made in the 1092 Preparer, Choose the Edit menu, then select Company Setup.

Step E - Setup 1099 Forms

1. Ifthis is the first time 1099s are being processed this year, the 1099 Setup Wizard will automatically be displayed. If you
want to continue the 1099 process, select the No thanks, start processing my 1099/1096s option, and then click Next.
If you wish to test the 1099 Setup Wizard without saving any of the test information, select either the 25 recipients or All
recipient test drive options. (The test drive allows you to see how the process works but does not save your selections,
changes, or forms.)
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& Company Setup [38-1777432 Alpine Sparts] - m] X

| 1099 Setup Wizard )

We noticed that you have not processed any 1099s for the cument fiing year.
Before you begin fiing your 1099s. would you like to do any of the following?

(O | want to test drive the 1099/1096 Wizard with only the first 25 of my Recipients.
(O | want to test drive the 1099/1096 Wizard with all of my Recipients.

(®) No thanks, start processing my 1099/1096s.

MNOTE: The 1095/1096 Wizard test drive allows you to see how the process works but does NOT save any of your information.

[ ek [ Net> || Cacs || e |

Note: If you started processing 1099s previously, the 1099 Setup Wizard screen will not be displayed. Instead, you'll see
the 1099 History File Options screen below. Choose the appropriate Action, and then click Next.
[ p =7

1099 History Options
Details of completed and available actions.

Questions? See Year-end W2/1099 Questions

Last Completed Actions Available Actions
Form Last Completed Action | | | @ Correct Completed 1099s
Recipient 1099 Printed on 12/16/2025 Edit completed 1099 copies, use this option to

correct, add, or delete recipient(s). Also, make
changes to company or state information,

O eFile or Print Incomplete 1099s
Complete 1099 copies that have not been printed or
efiled. See list of Last Completed Actions on left.

O Reprint Completed 1099s
Reprint 109395 previously printed.

O Start Over
Clear your past actions and start the 1099 process
over again with new data.

View Detailed List of Completed Actions

O e1099 Password Lookup

View Instructions on Returning Later Lookup, Email and Print recipient online access
information.

2. Verify that the Payer TIN is correct, select whether the Payer TIN is an EIN or SSN , and then click Next.
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<% Company Setup - *
/] 1099 Setup Wizard )

Get Started Printing or eFiling Your 1099s

Please verify this payer's Taxpayer Identification Number (TIN). This number is used on all 1099 forms
and must be correct. If this number is not correct, you must return to your accounting software to make
the correction.

Payer TIN
[9][8]-

@EN (55N

< Back Meat > Cancel

©

3. The Multiple 1099 Data Files screen will display. Select Yes if you have multiple payroll databases with the same EIN
and see the FAQ section in this document for more information. Otherwise, select No, and then click Next.

4% Multiple Payroll Data Files [98-1777432 Alpine Sports] - X

@ Multiple Payroll Data Files L2)

Please Read Carefully

Angwering incorrectly may affect your ability to submit all your information!
Do you use multiple data files for the same Company?
You may be using multiple datafiles with the same EIN/TIM in your accounting software to handle:
= multiple companies
= multiple departments
» multiple divisions
« multiple sites
Ensure ALL recipients for this form type & this Payer TIN are induded.

Do not combine different 10939-type (e.q., 1095-MNEC with 1093-MISC) data filles together.
Each unigue 1093 form type requires separate submissions.

(C)YES, | use multiple datafiles for this company.
(®) NO, | use a single datafile for this compary.

< Back Next > Cancel Help

4. Review your Payer Information. The system will notify you if any required fields have incorrect or missing information
(for example, allowable characters for Address Line 1 are -, /, space { }). Click Next if the screen is correct, if it's incorrect,
click Cancel. You will need to go back into CenterPoint and select Setup > Companies/Funds to correct the information
and then start the export process again.
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<% Payer Information [98-1777432 Alpine Sports] — x

@ Payer Information (7))
Comparny name: ‘Npine Sports | DBA name: |.Npine Sports ‘
First name: ‘ | M\ddle:| ‘ Last name:| | Suffi: | |
Courtry: USA (United States) b

Address line 1: ‘?432 W. Pine Cresk Rd ‘

Address line 2: ‘ ‘
City: ‘Muumain Lake | State: |c0 | ZIP code: |a|:-992 |
Contact name: ‘John Smith | Title: | ‘
Phane: ‘{m} 652-4365 | Email:

Fax: ‘ |

< Back Meat > Cancel Help

5. Select the appropriate filer type on the Tax Preparer Type screen, and then click Next.

«» Tax Preparer Type [77-9876543] = x
‘ \ﬂ Tax Preparer Type (?)
Which type of filer are you?

(®) | am filing for my company,/employer

(0) | am a third-party, paid Tax Preparer, fiing for one or muttiple companies/ElNs. *

If you have 10 or more companies, you may sign up for the Batch eFiling Service fees apply).
Visit hitp.//aatrix.com/batchefiling to leam more

* If you have already signed up for the Batch eFiling Service, please select the option above "l am a third-party, paid
Tax Preparer, filing for one or multiple companies/EINs " to be recognized as a Batch eFiler

< Back Nest > Cancel

» If you are a third-party tax preparer, you will then be prompted for your information. If you have Yes
selected in the Use Preparer information setting in File > Preferences > Federal/State Tax Forms >
Preparer/Designee, the paid preparer information will automatically display. Otherwise, enter the
information and then click Next.
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<% Third-Party Preparer Information

\ﬂ Third-Party Preparer Information

L2)

Preparer EIN:* ‘9&3544222 |FTIN |

* For Batch eFilers, Preparer EIN must be the Preparer EIN that was enrolled at hitps //efile aatrix.com

Company name: ‘Smith Accounting

First name ‘J\m | Middle: |K

‘ Last name: |Smith

Address line 1: ‘WZSSmith Road

Address line 2: “

City: ‘Hed Wing

| State

|MN ‘ ZIP code: [55066

Cortact name: ‘J\m Smith

| Title

|CFO

Phane: ‘(551) 2638052

| Email

|sn1|lh @accounting.com

Fax: ‘

< Back

Mext > Cancel

Help

6. Select the appropriate filer type on the Transfer Agent screen, and then click Next. A transfer agent is responsible for
overseeing the ownership and holding of a company's stocks or bonds and is registered with the Securities and
Exchange Commission or another relevant regulatory agency. If you use a Transfer Agent, you will then be prompted for

your information.

«% Transfer Agent [98-1777432 Alpine Sports]

@ Transfer Agent

L?)

Which type of filler are you?

(®) | do not use a Transfer Agent

(O) | use a Transfer agent - addtional information will be required on the next screen

A Transfer Agent, whether a trust company, bank, or institution designated by anather company, manages and
menitors investments, financial records, account balances, and related financial data. In essence, it is responsible
For averseeing the ownership and holding of a company’s stocks or bonds. While typically fulfiled by banks or trust

companies, a company may also serve in this capacity.

Any individual camying out these duties must register with the Securities and Exchange Commission or another

relevant Regulatory Agency.

< Back

Next > Cancel

Help

7. The State Tax Items screen will display. The Setup Wizard will automatically verify that all required information for listed
states are complete and conform to the required formats (Vermont, Pennsylvania, Oregon, Louisiana, and Wisconsin all
require complete state information). If it finds a blank field or data is incorrect, it will automatically prompt you to correct
the data. You will not be able to continue to the next screen until all required fields are correct. Click Next.

©
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<% State Tax ltems [77-9876343 CenterPoint Qrchard] - x

| State Tax ltems (?)
Propery formatted tax account numbers are required for 1099 reconciliation and year-end forme. Avoid rejected forme and eFiles!
MOST filing emors are due to incomectly f d withholding or ur I it account numbers.
State Tax Mame Tax Accourt Number Add...
Edit...
Remove
< Back Mext = Cancel Help

8. The Special State or Local Tax Items screen will display. The Setup Wizard will automatically verify that all required

information for listed local taxes are complete and conform to the required formats. Click Next.

“* Special State or Local Tax [tems [98-1777432 Alpine Sports] - *
J| Special State or Local Tax ltems (7))
Properly formatted tax account numbers are required for W-2 reconciliation and year-end forms. Avoid rejected forms and eFiles!
MOST filing emors are due to incomectly d withhalding or ur 1t account numbers.
State Tax Mame W-2 Name Tax Type Tax Account Number Add...
Edit...
Remove
< Back Next > Cancel Help

9. The Data Verification screen will be displayed. Determine if you have any recipients that elected to receive 1099s

electronically, and then click Next to continue.

<% Data Verification [48-1777432 Alpine Sports] - X

@ Data Verification (7))

1. Do you have any Recipients who elected to only receive 1095 foms electronically?

OYes @MNo

< Back Next > Cancel Help
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10. The Recipient Identification Numbers screen displays. Determine if you want to truncate recipient identification

numbers and how you want to print RINs on recipient copies reported as zero and then click Next to continue. The data
will now be transferred to the W2/1099 Preparer grid.

<% Recipient Identification Numbers [98-1777432 Alpine Sports] - x

‘ @ Recipient Identification Numbers (7))

Would you lie to tnuncate Recipient Identfication Numbers (RINs) on Recipient copies?

55N, ITINs, and ATIN wil orly display the last 4 digits on all printed Recipient copies. This wil not apply to ElNs

(@ No truncation. Example: 123456789
(O Truncate with asterisks. Example: ***-*-6789

(O Truncate with ¥s. Example: XXX-XX-6789
Would you like to print RINs on Recipient copies that are reported as zeros?

@) Yes, print zeros, Example; 000-00-0000 or 00-0000000

O No. leave them blank

< Back Next > Cancel Help

Step F- Prepare 1099 Forms

.o Preparing Recipient Detail

1. Review / Edit

Review information presented for accuracy. Click Next to
verify the following set of data. Fix errors in red fields when
presented to continue.

2. Print a Copy

Click Next through the Preparer to error check data. Click
Next through several printing/eFiling options. Once the
reports are displayed, print a copy.

3. Report Submission

Print the official forms and mail them in (if not eFiling). If
eFiling, click Next through the reporis until an eFile session
window appears to submit electronically.

™ Dont show this message again

Review the Preparer Steps screen, and then click OK.

The W-2/1099 Preparer will walk you through the process of eFiling and/or printing your 1099s. Once the displayed data has
been reviewed, click Next to continue to the next screen. When you click on Next, the W-2/1099 Preparer will automatically
verify that all required fields are filled in and the data is formatted correctly. Anytime the Preparer finds data that is incorrect or
missing, it will automatically prompt you to correct it.

This is an example of what the W-2/1099 Preparer will display if it finds incorrect or missing data. If this screen is displayed,
simply click on the Go Back and Correct button and the data that needs to be corrected will be displayed in red. Click on the
red data and correct the information. Once all data has been corrected, click Next again to continue to the next screen.
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1. The first screen of the W-2/1099 Preparer displays the Verify Recipient Taxpayer Identification Number (TIN) for
each recipient. The information will be highlighted in blue.Make any needed changes, and then click the Next button at

Error

/i! Errors were found and will be highlighted in red.

Please complete or comrect required RED fields. Use TAB far the nest RED field.

}Error £ Waming Description:

Invalid Recipient |dentification Mumber. [1 eror found]

Go Back and Caorect Print List... | Save Detailed List... I Help... |

the top of the screen. The screen can be adjusted by scrolling or moving the center line from the left to the right.

o

n

»

»

»

n

2. The next step allows you to the TIN Flag. The TIN Flag Check if FEIN should be selected for each recipient that has a

45 W-2/1099 Preparer [77-9876543 CenterPoint Orchard)] - o X

File Edit View Help

Verify Recipient Taxpayer Identification Numbers (TIN)

5[ Meyers sam 222334444 o 38583 Lal 85400 o N

,
Ready [ [cap [Num|scrL

To add a line to the W-2/1099 Preparer grid, right-click over one of the line numbers on the left side of the
screen and select Insert Row, enter the number of rows you want to add to the end of the list of employees,
and then manually enter the new information into the grid.

To delete a line from the W-2/1099 Preparer grid, right-click over the line number you want to remove, and
then select Remove Row.

To copy a line on the W-2/1099 Preparer grid, right-click over the line number you want to copy, and then
select Copy.

To add a copied line to the W-2/1099 Preparer grid, right-click over the line number where the copied row
should be inserted, and then click Paste.

To Find information in a column in the W-2/1099 Preparer grid, right-click on the column header name,
select Find,in the Find What box, enter the information you want to locate, and then click Find Next.

TIN that is an FEIN. Make any needed changes, and then click Next Step.
3. Verify Recipients Names and addresses are correct. The recipients names will be in the Recipient Last Name,
Recipient First Name, and Recipient Middle Name columns. If the recipients names are not in the correct columns,

please see the second question in the Frequently Asked Questions section of this document. Make any needed changes,

and then click Next.

4. Continue to Verify All Income boxes, Filing State, and any other amounts for the recipients, make any needed changes,

and then click Next until all data is accurate.
5. When all data is accurate, click Next to begin printing and/or eFiling 1099s.
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s Important Notice

This is your final opportunity to review or edit recipient detail for
the upcoming reports.

Click "Double Check" to go back and check figures.

Recheck Before Submission

Before you print and mail or eFile any reports, you must recheck
all figures which are included.

If there is any information which is incorrect, now is the time to fix
it.

Agreement Confirmation
By clicking on the "Agree" button below, you confirm that you

have double-checked the values passed and presented in the
Preparer.

Double Check

6. Review the Important Information screen. If you want to review/edit the information in the W-2/1099 Preparer grid, click
Double Check. After you've double-checked the information in the W-2/1099 Preparer grid, click Agree.

7. When a Complete eFile Service informational screen displays, click Next. Click Enroll and follow the on-screen
instructions to enroll for eFiling.

W-2/1099 Preparer X

Aatrix Offers 1099
Reporting Options

To Fit Any Business

» Simple & affordable year-end 1099 filing.
 Next business day printing & mailing are available.
++ All copies are maintained in a secure history file and can be printed on demand
+ All required State & Federal copies are eFiled in guaranteed compliance

with each taxing authority.

Click “NEXT” to view all of our filing options.

8. The 1099 Printing and Filing Options screen will be displayed. All printing and eFiling options are displayed with the
costs associated for eFiling and Complete Filing Service (which does all the printing and eFiling for you). Choose the
appropriate options for your company and click Next.
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W-2/1099 Preparer

1099 Printing and Filing Options

eFile Services allow you to pick Filing Dates FREE Comrections before selected Filing Dates.  lore info?

@COMPLETE 1099 eFiling Service Ll il =] # Recipients Price/Recip. Subtotal
The eFile Center will:

- Print and Mail Recipiert Copies 1 5281 $2.81
- 1098 Only Recipient Copies What's This? 0 8139
- File your Federal 1099 and 1036 ncluded
- File all applicable State 1099s and Reconciliation Forms ncluded FREE
-21039s Available for all Recipients ncluded
Printable record copies will be available in next steps: Total Cost Minimum $29.99
{0 Other Options eFilers receive Free Comections before selected Filing Dates

™ Frint Fiecipient 1093 Copies

[ =File Federal 10995 and 1095 1 8059

™ &File Stats 10895 and Reconciliation Forms 1 8081

[ Print Federal 10935 and 1096

[ Print State 1093 and Reconciiation Foms

Official Payer 1099s will display when any Federal 1099s are selected o2l Cost $0.00

< Back Newt > Carcel |

9. Ifyou have not chosen the Complete 1099 eFiling Service option, you have another chance to select that service
instead of printing the 1099s yourself. Click Next to continue with the original printing options selected. If you've changed
your mind and would like Aatrix to print and eFile all of your 1099s, select Yes, | would... and then click Next.

W-2/1099 Preparer X

‘ B Benefits of the COMPLETE 1098 eFile Service

Have your recipient 1099s printed and mailed automatically
Next Business Day Mailing!

Have your federal 1099s/1096 filed automatically
Select your filing dates and make any changes at no charge until that date. leam more

Have your state 1099s & Reconciliation(s) filed automatically
Select your filing dates and make any changes at no charge until that date. leamn more

I” Yes. | would like to continue with the COMPLETE W-2 eFile Service

< Back Next > Cancel |

10. If you chose the 1099 eFiling Service, you have the option to purchase a PDF archive on a USB of your 1099s, select
Yes, include a PDF archive to purchase an archive or select No, thank you to continue without purchasing an archive.

©
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W-2/1099 Preparer x

‘ @ PDF Archiving Available

Would you like to buy a PDF Archive of your 1099s?

Purchasing a PDF archive allows you instant access to your 1099s for only $34.95

(plus $4.95 shipping and handling).

« Don't worry about locking up paper 1099s from prying eyes.
« Reprint a Recipient 1099 at any time.*

« Easily find your Federal, State, Local 1099s or Reconciliation(s) if the State
or Federal Agency calls with a question.*

« PDFs are password protected for you and your Recipients' security.

@ Yes. include a PDF archive

¢ MNo. thank you

“Only if the Complete Service option is selected

< Back Next > Cancel |

11. If you have elected to file state copies of the 1099 forms, the Select the States you Wish to File screen may display. If
there are any states in which you do not want to file, unselect those states now.

W-2/1095 Preparer X

‘ \ﬂ Select the States you Wish to File Q_))

You have elected to file state copies of the 1099 forms. I there are any states in which you do not wart to file, uncheck those
states now

[T - Wisconsin

Select All Select None

< Back Next = Cancel

12. The Review Data screen will display. If you select the Print button, a printed version of exactly what displays on this
screen will be printed. If any changes are needed, click Back. Otherwise, click Next to continue.
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W-2/1099 Preparer X

‘@ Review Data (7]

Based upon your selections, we need you
to review data on the following forms :

Federal
eFile Federal 1093-NEC
eFile Federal 1096
Recipient
Print Recipient 1095-NEC
Print 1093-NEC Instructions

Payer
Print Payer 1093-NEC

If you would like a copy for your records of the actions that will be taken, click 'Print.’

Print.

< Back Next > Cancel |

13. The first selected 1099 form will be displayed. The form type is displayed in the yellow bar at the top of the screen. It also
specifies how many different forms were selected to print. In the upper-left side of the screen, use the left and right arrows
to move through all of the forms for this form type.

? You can change any figure on the reports that are highlighted blue. Any figure that is highlighted red must be
changed before you can print the report. Any figure that is white cannot be changed, but it is a calculated number,
so it may be changed by adjusting the fields around the white field. Changing the figures on this screen will only
change the printed Federal reports, it will not change the data in CenterPoint.

? To print this first form, click Print Final. You will be prompted to enter either plain paper or perforated paper. Click
OK. Once the data is printed, click Next Step to continue to the next selected form.

ks 2025 1099-NEC Recipient - Aatrix Payroll Reports [77-9876543 CenterPoint Orchard]

File Edit View Tools Help

| Report 1 of 5: Recipient 1099-NEC @‘
—_— 3 =

1

A

Frev Siep Newt Step

q

1 page

sorby

> @ Click Print Final, then click Next Step.

Print Dyalt Print Final

[Ty
[ correcTeD if sheckes 3500.00
[E s s [+ Federincame s wittheld
3500.00
e C— _
B |:¢_ ) o ke, Gty o fawn, S o o, car Y, 2P o oy
PAYER'S rerme, svoet skivems, ity o awn, sis o raviros cartey, 2P or gl %ggg%%g ggm{s o
A p— CHARI
CENTEREOTHT FERMS 451 HIGHWAY 19
CENTERPOINT ORCHARD
451 HIGEWAY 18 FED HENG Mo 55066
(800) 555-1234
RED WING b 55088 PAYER'S TIN RECIPIENTS TIN
(200) 555-1234 17-8876543 33-8987825
s T RECPIENTS T [FEPEPTS o, e oo . . iy b, s v, v,
779576543 33-8987825 MKGP SERVICES
RECIENTE rame, srem atess (reikng 0 o). 2t o fam, somr s, sy,
i 2 o ke o e 8327 WEST OAK STREET
e RED WING MN 55066
8327 WEST ORK STREET
RED WING MN 55066 [p—————
i rember e mbuciors) [2 P ma drocs s g 55000 o vt
e S e O
2 P ke e s g S50 el
pteg et O FY—————
13 Excess gulden parachte peyments $
s S S 7S e
$ $
S mmwered t;mm P [T moame 3 | 1] 3
£
§ i 8 2025 1099-NEC R B R R
025 = 1099.NEC T [ correcT=D i chesres)
Aatrix Rev. T/10/25

14. The next form will be displayed. Click Print Copy to print the form, then click Next Step to continue to the next form. The
last form will be displayed. Click Print Final to print the form, then click Next Step. Continue through this process for all of
the forms that display.
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Pl 2025 1099-NEC - Aatrix Payroll Reports [77-8876543 CenterPoint Orchard]
File Edit View Tools Help
Report 3 of 5. Federal 1099-NEC @ ‘
U —— ] b

Click Print Copy for your copy, then click Next Step. e
Prirt Dralt Print Copy Prev Sten Newt Step
7171 [JvoD  [] CORRECTED
GAERE mame st sfiress oy of o, state ofpovinos, courry OAE No 15450115 At R, 1107225
CENTERPOINT FARMS
CENTERPOINT CRCHARD Ferm 1099-NEC Nonemployee
491 HicHWAy 19 d
Rev. April 2025) Compensation
RED WING MN 55066 For caendaryesr
(800) 555-1234 2025
PAYERSTIN RECIPIENTSTIN 1 Nonemployee compensation Copy A
77-9876543 33-8987825 $ 3500.00| ror intornal Revenue
RECIPIENT'S name 2 Payer made direct sales totaling $5,000 or more of Service Centar
MKGP SERVICES ‘sonsumer products to recipient for reszls O feoriing mromaten
Fivacy Act, and
3 Exess golden parachute payments. Paperuork Rediction Act
Strest a3dress (inciuding 3pt_ro. (3 Notice, see the General
£327 WEST O STREET 4 Federal income tax withheld Information Returns.
“City of town, State or provinge, country. and ZIF of foreign postal Gooe g W irs gow/Form 1099
RED Wine M ss0ee 5 State tax withheld 6 Ste/Payer's state no. 7 State income
Acoount number (=2 instructions) EErra k] It 1 $
$ [ s
Form1099-NEC Department of the Treasury - Intemal Revenue Service

fes 2025 1096 Federal Report - Aatrix Payroll Reports [77-9876543 CenterPoint Orchard]
File Edit View Tools Help

Report 4 of 5 Federal 1096 ) |
—_—— ]

q4

1 page

P
> @ Click Print Copy for your copy, then click Next Step. — "h
e Frint Duaft Print Copy Frev Step Mest Step

Astrix Rev. 808125
Do Not Stapke LiLS

. 1096 Annual Summary and Transmittal of
s o exTomy U.S. Information Returns 20258

FILER'S name.
CENTERPOINT FARMS
CENTERPOINT ORCHARD

491 HIGHWAY 19

ity or town, state or province, country, and ZIP or foreign postal code

RED WING MN 55066 "

Name of person to contact Telephon= number For Official Use Only
JOE SMITH 800 555-1234

Email addrass Faxnumber

SUPPORT@REDWINGSOFTWARE.CO

1 Empioyer iosrsscation moar | 2 Social security number |3 Totalnumber of forms |4 Fessmineomemywimnsn |5 Tom amout resonea wim misrom 1056

J7-9876€543 1 3500.00
6 Eneran 2 form being filse I
w2 [mwsc [ wm | wsc |wsmc |wmr |wsma |07 |toma |wess |wesc |scee | msoa [isow |tomc [msswr |esex
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ojojojojojg|lo/g|jggoojgjg|g|jg|o|g
10815 | 09LTC [nseisc | e NEC| 10000 (109 PATR| 10880 | 10seoa| weR | MBS | jesesa| joesse | £ s | sameesal ssaan
£ @ | e 7 = ) £ s £ K Eh n E = E] £l 2
O/ojo|g ogjoagjgogogjojojo|ga|o
408
E)
0
Return this entire page to the Internal Service. pies are not P
Send this form, with the copies of the form checked in box 6, to the IRS in a flat mailer (not folded).
Undes pereities of pevery. | cckares st | Fnve exmined #is e p———
Signature SIGNATURE NOT REQUIRED WHEN EFILING Title Date 12/16/25

eFile 1099 Forms

1. If you have chosen to eFile any of your forms, and you have not filed previously, the Aatrix Secure eFile screen will be
displayed.
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“» patrix Secure eFile - EIN MOT ENROLLED! x

EIN 991777489 Not Enrolled

To efile with this Taxpayer EIN complete one of the following steps:

Navigate to the URL below and Enroll this Taxpayer EIN under a new eFile account

or

Navigate to the URL below and Login to your eFile account to add this new company
under the Companies tab.

Once you have completed either of these steps, return to this window and
click the Check Enrollment status option to eFile.

To get started, click the link below to copy the URL and paste it into your preferred web
browser.

https:-/efile.aatrix. com/

Check Enroliment Status | | Cancel

2. Ifyou are not enrolled to eFile with Aatrix:
* From an internet browser, enter https://efile.aatrix.com to go to the Aatrix website

?  Click Enroll in the upper-right corner to complete the enroliment process.
OR
» Log in to your eFile account to add this new company under the Companies tab.

? Return to the Aatrix Secure eFile screen and click Check Enroliment Status. Enter your login information,
and then follow the onscreen instructions to eFile your forms.

3. Ifyou are enrolled to eFile with Aatrix, enter your login information. Verify your enrollment information. To edit your
enrollment information, click Edit on the Enroliment Information screen, click Next, and then follow the onscreen
instructions to eFile your forms.

% Axrix Secure efie - Login =

Secure eFile Login

Username |
Passviord

Loge | [ Remember Me

Forgol your lagin? Click the link below to copy the URL and paste it into
your preferred web brawser to initiate legin recovery.

hitps el aalrix com [‘,}

Copyright © 2024 Aatrix Software, Al rights reserved.
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https://efile.aatrix.com/

n

n»

»

»

»

n

To view answers to common questions, click here or from an internet browser, enter
https://lwww.aatrix.com/support/knowledgebase/windows/

If you have questions about the calculated sales tax or need to apply for tax exemption for your filing, email
AatrixExemptCerts@sovos.com.

For additional information about eFiling , click here or enter https://partner.aatrix.com/red-wing-
software/

You will have the option to select to allow your recipients to securely import their 1099 information into
certain tax software products by approving the Aatrix Tax Form Transfer Agreement displayed during the
eFiling process.

When the eFile process is complete, the Complete screen will indicate that your filing was successfully
received for processing. A confirmation email will be sent to the email address specified on this screen.

? If you have recipients that opted to receive their 1099 electronically or selected the Complete eFiling
Service, you will need to complete the Online Access Wizard which allows you to lookup, print, or
email access letters and passwords. For detailed information, click here.

The AFID (Aatrix Filing Identifier) is a number assigned to your submission for tracking purposes. If you
contact Aatrix Support, they will request this number.

©

e

4. Upon completion of the 1099 printing process, the 1099 History File Options screen is displayed. If you are finished
printing forms for the time being, select Close. This screen will also be displayed if the 1099 printing process is started
again.

If you eFiled your 1099 forms, and have questions regarding your filing, contact Aatrix by email at
helpme@aatrix.com, on their website at https://efile.aatrix.com/ by clicking Login and entering your
Aatrix username and password, or on their website athttps://efile.aatrix.com/ by clicking the Search our
FAQs button.

B W-2/1099 Preparer

1099 History Options
Details of completed and available actions.

Questions? See Year-end W2/1099 Questions

Last Completed Actions Available Actions
Form ‘ Last Completed Action | @ Correct Completed 1099s
Recipient 1099 Printed on 12/16/2025 Edit completed 1099 copies, use this option to

correct, add, or delete recipient(s). Also, make
changes te company or state information.

O eFile or Print Incomplete 1099s
Complete 1099 copies that have not been printed or
efiled. See list of Last Completed Actions on left,

C Reprint Completed 1099s

Reprint 1099s previously printed.

O Start Over
Clear your past actions and start the 1039 process
over again with new data.

View Detailed List of Completed Actions

QO 21099 Password Lookup
Lookup, Email and Print recipient online access
information.

View Instructions on Returning Later

Next > Close Help

Frequently Asked Questions

Q: Are there any important changes to the 1099 process for 20257

A: There are no specific changes to the 1099 filing process for 2025; however, it is important to remember that the U.S.
Department of the Treasury and the IRS issued final regulations on February 21, 2023, that changed the eFile threshold from
250 to 10. The current 10-return threshold comprises an aggregate of return types (W-2, ACA, 1099 forms) covered by the

regulation. Click here for more information. For specific 1099 series information, click here.
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Q: If I choose to eFile my 1099 forms, is there a charge per form/recipient?

A: Yes, please click here to view the eFile pricing for 1099 and minimum charge for 1099 and other tax forms (the minimum
charge applies to each type of form eFiled).

Q. Where do | enter the employer identification number (EIN) that is required when running Federal tax forms?
A. Select Setup > Companies. Edit each company and go to the Additional Detail tab to verify/enter the Federal Tax Id.

Q. I do not see the 1099 form | need on my User-Defined Reports list. How can | display the correct 1099 form in the
list?

A. All 1099 tax form types that you are required to print need to be added to the list. Select Setup > User-defined/Tax Reports.
Click the Tax Reports button. Select a 1099 form and click OK. The form is added to the list. Select the form and click the
Detail tab. Click the Account Assignment tab to review accounts/account categories assigned to the 1099 form. After all
accounts/account categories are assigned to the 1099 form, click Save.

Q. My 1099 statement is missing a vendor, how can | be sure the vendor receives a 10997
A. There are three factors to check.

1. The vendor that requires a 1099 must have the Issue 1099 for this Vendor check box selected in Setup > Vendors.
Select the vendor and click Edit. Select the Issue 1099 for this Vendor check box.

2. Inorder for the payment to be included on the 1099, the account used to pay the vendor must be assigned to the 1099
User-Defined report. Select Setup > User-defined/Tax Reports. Select the 1099 form. Select the Account
Assignment tab. On the left side, select the appropriate 1099 row. On the right side of the screen, right-click and select
Expand All. Select the account or account category. Click Assign. Click Save.

3. The total amount paid to the vendor must exceed the minimum amount for the 1099.

Q: My 1099 statement is missing a payment for a vendor, how can | correct the 1099?
A: To verify what account the payment for a vendor was entered to and verify that the vendor is marked as a 1099 vendor:

Select Reporting Tools > Transaction Search.

In the Transaction Name box, select the vendor and in the Date Selection select the appropriate date range.

Click Search.

Right-click the payment/purchase in question and select Edit to view the transaction. Right-click on the vendor and then
click Edit. Verify that the Issue 1099 for this Vendor check box is selected and then click Save. Take note of the
Account(s) entered on the transaction and then click Close.

5. Inorder for the vendor to receive a 1099, the total amount paid to the vendor must exceed the minimum amount for the
1099 and the account used to pay the vendor in step 4 must be assigned to the 1099 User-Defined report. Select Setup
> User-defined/Tax Reports. Select the 1099 form. Select the Account Assignment tab. On the left side, select the
appropriate 1099 row. On the right side of the screen, right-click and select Expand All. Select the account or account
category. Click Assign. Click Save.

PO~

Q: Which report can | use to verify accounts used to pay 1099 vendors?

A: Select Reports > Reports > Transaction Reports > Purchases & Accounts Payable > Purchases by Vendor &
Account. Under Report Selections, select the appropriate Transaction Date. Click the down-arrow in the Vendor box, click the
down-arrow in the Click Here to Filter List box, select 1099 Vendor, and then click OK. Click Preview or Print.

Q: Which report can | use to verify the accounts assigned to the rows of the 10997

A: Select Reports > Reports > Setup Lists > General > User Defined Report Account Assignments. Click the down-arrow
in the Report box, move the 1099 user-defned report under Selected, and then click OK. Click Preview or Print.

Q. When is the 2025 filing deadline for 1099 forms?

A. The Internal Revenue Service filing deadline for 1099 forms can be located by using the Search feature on the Internal
Revenue Service website at www.irs.gov. In the Search box on the IRS website, enter the specific form name, for example,
1099-MISC, 1099-NEC, etc., to locate the specific form instructions and deadlines.

Q: I've decided to eFile my 1099 forms and want more information about signing up to eFile and the eFile process,
where can | get more information about eFiling?

A: You can obtain additional information about eFiling at https://partner.aatrix.com/redwingsoftware.
Q. What are the 2025 eFiling deadlines for 1099 Forms?
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A. Efiling deadlines can be located from this link: https:/efile.aatrix.com/pages/public/FilingDeadlinesPublic.aspx?v=ATX000

Q: | want to send my vendors’ 1099 forms electronically to be viewed online with Aatrix. How do | set up my vendors
to receive electronic copies?

A: Follow the steps below to set up your vendors to receive electronic copies of their 1099:

1. Select Setup > Names > Names or Setup > Vendors.

2. Onthe General tab, make sure each vendor/name has the Issue 1099 for this Vendor check box selected, an Email
address on file, and that the Consent to Electronic 1099 check box is selected. If the Consent to Electronic 1099 check
box is selected, a signed consent form must be on file (create a document and have each vendor sign to give consent).
Select Reports > Reports > User-defined/Tax Reports > select the appropriate 1099 Form.

Verify all Report Selections on the right side of the screen, for example, Transaction Date, Company, etc.

Click Print, and then click Print Tax Forms.

After the grid displays and is verified/edited, the 1099 Printing and Filing Options screen will display, select Complete
1099 eFiling Service and follow the on-screen instructions to eFile.

ook w

Q. Do | need to order 1099 forms, or can | print them on plain paper?

A. All of your 1099 copies will be printed on plain paper, including the Copy A (often called the “red copy”) and your 1096.
CenterPoint/Aatrix received IRS approval to print all copies of the 1099 on plain paper. Click here to view the 1099 Approval
Letter.

Perforated paper and envelopes can be purchased from Computer Forms, Inc. at https://redwing.computerforms.biz/c/tax
forms, by calling 800-458-0158, or by selecting Resources > Order Checks and Forms on the Red Wing Software website on
the Red Wing Software website.

@ ]

Q. Why am | getting a “forms update” or "mandatory update" message when I try to process my 1099s and what do |
need to do?

A. Atleast once a quarter, including at year end, updates are created for the Federal/State Tax Forms (Aatrix) software. When
you receive either of those messages, it means that Aatrix has an update available that you should install prior to continuing.
Please refer to the Forms Update section of this document for step-by-step instructions on how to proceed.

Q. Can | change the figures on my Federal reports if they are incorrect?

A. Yes, once the data is in Aatrix Federal/State Tax Forms, you can change any figure on the reports that are highlighted blue.
Any figure that is highlighted red must be changed before you can print the report. Any figure that is white cannot be changed,
but it is a calculated number, so it can be changed by adjusting the fields around the white field.

©

Q. I'm trying to eFile my 1099s and | can't remember my Aatrix eFile username and/or password, how can | get it?
A. We recommend you contact Aatrix by calling 800-426-0854.
Q: | eFiled my 1099 forms, and | have questions regarding my filing, how do | contact Aatrix ?

A: For specific questions regarding your filing, you can contact Aatrix by email at helpme@aatrix.com, on their website at
https://efile.aatrix.com/ by clicking Login and entering your Aatrix username and password, or on their website at
https://efile.aatrix.com/ by clicking the Search our FAQs button.

Q: | have multiple databases for one EIN; how do | merge the databases so | get one set of 1099s?
A: Follow the steps below to merge multiple databases into one set of 1099s:

1. Start the 1099 process and continue until the Multiple Payroll Data Files screen displays. On the Multiple 1099 Data
Files screen, select Yes, | use multiple 1099 data files for the EIN and click Next to continue
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https://efile.aatrix.com/pages/public/FilingDeadlinesPublic.aspx?v=ATX000
https://resources.redwingsoftware.com/rwssnextfiles/kbdocs/general/2023-1099-1096-approval-letter.pdf
https://redwing.computerforms.biz/c/tax_forms
https://redwing.computerforms.biz/c/tax_forms
https://efile.aatrix.com/
https://efile.aatrix.com/

2% Multiple Payroll Data Files [38-1777432 Alpine Sports] - X

‘ @ Multiple Payroll Data Files (7))

Please Read Carefully

Answering incorrectly may affect your abilty to submit all your informaton!
Da yau use multiple data fils for the same Company?
You may be using multiple datafiles with the same EIN/TIN in your accounting software to handle:
« multiple companies
« muitiple departments
« multiple divisions
«multple sites
Ensure ALL recipients for this form type & this Payer TIN are induded.

Do not combine different 1099-type (e.g., 1099-NEC with 1099-MISC) data fles together.
Each unique 1099 form type requires separate submissions.

@) YES. | use multiple datafiles for this company.
() ND, luse a single datafile for this company.

< Back Next > Cancel Help

2. The next Multiple 1099 Data Files screen displays, click Save, enter a name for the data file, and click Close.

4.
5.
6.

Muttiple 1099 Dats Files - X
¥ou are working with multple 1089 data files in 3 combined fiing. After saving or exporting the 1099 dats fie, cick Close to
return to the 1099 applcation to process another 1099 data file. Cick 7 for more information. 9
Save the processed 1098 data fl for use in a combined filg.
Singie Snitch back to using a single 1095 data fle.
Export Expart the processed 1038 data fle as a password-protected fle for filng by another persan.
Impart... Import 2 1099 data file processed by another person
Merge... Merge the selected 1099 data fils into a combined 1099 dats set for form processing.
1095 Data Name DateSaved  Period Redpients
[] 20181210152615 12/10/2018  01/01/2017 - 12/31/2017 0

Close

Open the other database(s) and repeat steps 1-2 above for all databases you want to merge. When all data files are
saved, continue to step 4.

At the bottom of the Multiple Payroll Data Files screen, select each database to be merged and then click Merge.
On the Multiple 1099 Data File Merge screen, click Yes.

On the Multiple 1099 Data Files screen, click Continue to continue processing 1099s.

Q. How can | ensure | have a copy of my Federal & State Reporting tax forms to review for historical purposes or
when moving to a different computer?

A: The Aatrix History File contains your historical Federal/State Tax Forms and it is necessary to back this file up on a regular
basis so that if you purchase a new computer the history can easily be transferred to the new computer by restoring the backup.
Red Wing Software suggests backing up your Aatrix History File on a quarterly basis.

aOrON -~

Select File > Backup > Backup Aatrix History.

Select the employers to back up history files for.

Click OK.

Select a location to save the AatrixHistoryBackup.zip file to, and then click Save.
At the Back Up Created message, click OK.

©

If you are networked and would like to specify where the Aatrix history files are saved instead of the default location
<ProgramData>\Red Wing Software\CenterPoint\Aatrix\, follow the steps below.
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Select File > Preferences > Federal/State Tax Forms > Aatrix File Information.

Click the Application tab.

In the Use Non-Default File Location box, select Yes.

In the Non-Default File Location box, change the displayed default location to the network location you want to save the
Aatrix History file to.

5. Click Save.

i |
© |

Q. I'm attempting to log in to the Red Wing Software website, but it does not recognize my Email and/or Password?
What should | do?

A. Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices, CenterPoint Time
Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user credentials to log in to the
website. If you do not have an existing account for Web Services, follow the steps below:

N =

From a web browser, enter www.redwingsoftware.com.
In the upper-right of the Red Wing Software home page, click Log in.
Click Create One!
Enter your First Name and Last Name.
Enter an Email address and a Confirm Email address which must match the contents of the Email field for the
registration to be processed.
6. Enter a Password and Confirm Password. Passwords must be at least six characters and no longer than 25
characters, include one numerical character and one lower-case letter.
Click Create.
8. Inthe Account Number box, enter your company Account Number. Your Account Number can be located in a few
different places:
a. From within CenterPoint by selecting Help > About.
b. On the Support Certificate that you receive upon renewing Customer Care Membership.
c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal form contains
your account number.
d. Invoices you've received from Red Wing Software contain your account number.
e. Ifothers at your company have already registered, they can sign into their account and find your company’s
account number at www.redwingsoftware.com/home/myaccount.

A

N

9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.

3. Enter your Email Address and your Password.

4. Click Log In.

To reset a forgotten password:

In your web browser, enter www.redwingsoftware.com, and press Enter.
In the upper-right of the Red Wing Software home page, click Log in.
Click the Forgot your password? link.

Enter your Email address.

Click Email Link.

arON~
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6. An email will be sent to your current email address from Red Wing Software. Open the Reset Password email and click
the here link.

7. Enter your Email address, your new Password, and then enter your new password again in the Confirm password box,
and then click Reset.

8. Continue with the To log in to the Red Wing Software website section above.

To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My Account
button.

2. Inthe displayed menu, select Log out.
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