RED WING’

SOFTWARE

1099 Forms - Correcting Completed 1099s

Document #: 3257 Product: |CenterPoint® Accounting for Agriculture

This document describes how to make corrections to processed 1099 forms.
The 1099 correction printing/efiling process includes multiple steps which are detailed below.

©

Exporting Data from CenterPoint

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

2. Select the appropriate 1099 Form.

#! Report Selection =R ==
Reports iz Favorites 1033-NEC
Search | Report Seectons
Item Selected Criteria
- Transaction Reports
o Fned Aasets Transaction Date 1/1/2025 to 12/31/2025
- Project Repotts Company <Al>
iy Financial Statemerts Report Columns <All>
% j?:';\j:mms Display Level User Report Line Level
= Aude Repots Display Quantities None
{5 Publish Pay Advices Display Notation Nane
= Dashboard Reports Minimum Paid 600.00
&y Pawol Deta Fepota Report View Full 1095 Per Vendor
&= Payroll Tax Data Reports
= Work Related Injuries and linesses (OSHA) Data Column Width (n.) o0
£ Payrol Setup Lists Display Cents ves
(= Intercompany Payroll Prior Year Do not display prior year
Payrol State Specic Reports
Userdefined/ Tax Reports
) EEERES Mare fems
Report Description
a

Remove Print Preview Export ¥ Close (7}

3. Fillin the Report Selections with the appropriate Transaction Date. To correct 1099s for the current tax year, enter the
current tax year date range. To correct 1099s from a previous tax year, enter the date range for the previous tax year.
4. Fillin the Report Selections with the appropriate Company.

5. Click Print Tax Forms.

o® Print Options — O X
What would you like to do?

Print Tax Forms Launch the Aatrix application to print forms.

‘Register with Astric | Registration Status: WARNING Expires in 24 days. Saturday, December 30, 2023

Frint the Report Print the selected report.
Cancel You will be retumed to the selection screen.
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Forms Update

» |If you have internet access and the latest version of Federal/State Tax Forms (Aatrix) is not installed, the following
Forms Update screen will automatically be displayed when you select the menu selection above. Simply click on
Automatic Update and follow the on screen instructions. If you want to continue processing your forms without
performing the required update, click Continue Expired.

Note: Once the update begins, the window may be behind your program window. If you minimize your
program window, you will see the progress of the update or there may be an icon in your task bar that when

clicked will display the progress of the update.

Note: Expired forms will be marked as expired and cannot be filed. This screen will continue to display

each time you choose not to perform the required update until you click Yes when first prompted to install
the available update or you click Automatic Update or Download Update to perform the required update

from this screen.

Forms Update

‘ A forms update is required to make sure you have the latest forms. @

RECOMMEMDED: Update forms automatically over the Internet,

Update formz by manually downloading an update from any
computer with an Intemet connection.

| Download Update

Continue procezsing without the required update. Forms will be

| Continue E:xpired | marked az expired and cannot be filed.

| Cancel | Cancel without proceszing forms,

[

1099 History File Options

Note: The 1099 History File Options screen that will display next may be behind your program window. To

locate the screen, minimize your program window or simultaneously press Alt+Tab (and continue pressing
Tab). There will not be an icon in your task bar that will identify that this screen is an active screen.

1. The 1099 History Options screen will display.
2. Select Correct Completed 1099s, and then click Next.
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1099 History Options
Details of completed and available actions.

Questions? See Year-end W2/1099 Questions

Last Completed Actions Avaj
Form | Last Completed Action | Correct Completed 1099s

Edit completed 1099 copies, use this option to
Recipient 1089  Printed on 12/16/2025 correct, add, or delete recipient(s). Also, make
Federal 1099 ncomplete changes to company or state information.
Payer 1099 ncomplete

© eFile or Print Incomplete 1099s

Complete 1092 copies that have not been printed or
cfiled. See list of Last Completed Actions on Ieft.

Q Reprint Completed 1099s

Reprint 10935 previously printed.

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

View Detailed List of Completed Actions

C e1099 Password Lookup
View Instructions on Returning Later Lockup, Email and Print recipient online access
information.

Next > Oose | Hp |

3. The Correction Options screen will display and ask you questions based on the status of your original 1099 process.
Answer the questions, and then click Continue.

Correction Options

Hawe pou distrbuted any of the following copies?

Farm

[0 Recipiert 1033
[ Federal 1099

Continue

4. The following message will display.

Preparer Steps

@ Correcting Previously Reported Information

Note: When changes are made text will change color indicating
a correction

1. Make the Correction
= Only the changes made will be resubmitied for corrections.
= If company info needs to be comected click company setup above.
= If company info is corrected it will trigger a correction for all emps.
« If stateflocal report correction needed click next to edit the report
2. Print a Copy
« Click Next through the Preparer to error check the info.
= Click Next through several options before the reports are displayed.
= Once the reports are displayed print a copy for your records
3. Submitting the Correction

« Print the official forms and mail it in (if not eFiling) or (if eFiling) click
next through the forms until an eFile session window appears.

I™" Dont show this message again

5. The W-2/1099 Preparer will display. Here you can change any of the recipient information.
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Verify Amount of State Income and Withheld Next Step -

....... EE o
Jéﬁiﬁiﬁ=‘ﬁﬁiﬁﬁ§=

<

Resdy [CaP INum [ScR

» To correct any box values including names, addresses, and tax payer id numbers, simply select the box in

the recipient row and just type in the new value.
To add a 1099 recipient to the W2/1099 Preparer grid, select Edit > Row > Insert and enter the new name,
address, taxpayer id, box values, etc.

e

Do not remove recipients that are not being corrected; they need to remain in your filing. Only remove

recipients if they in fact did not need a 1099 form from your company.

©

For any data you change, the cell values will turn blue and the far left column in the row of the recipients 's
name will turn green. Keep in mind that all the same error checking done in the Preparer applies again just
as the first time you went through.

The Preparer will walk you through your particular correction depending on whether your initial 1099
process was printed, efiled, or you used the complete filing option.

e

»

6. When you have completed all changes, click Next Step, the Preparer Steps screen will display, click Double Check to
go back and double-check your changes. Click Agree to confirm that you have double-checked the values passed and
presented in the Preparer.

Preparer Steps

A 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.

s

4

7. The Review Data action list will appear. The action list is created based upon the type of 1099 copies previously
completed, what was changed in the 1099 Preparer, and the current status of the eFiling. All this information is compiled
through the software to determine what needs to be completed for the corrections made.
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W-2/1099 Preparer

‘@ Review Data (7]

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

Fecipiert
Print Recipiert 1099-NEC
Print 1095-NEC nstructions

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

Print

< Back Net > Cancel |

8. Click Next. The Forms Viewer will display. The forms will begin to display in the same order as displayed on the action
list.

ES Correction Mode - 2025 1099-NEC Recipient - Aatrix Payroll Reports [77-9876543 ]
File Edit View Tools Help

Report 1 of 2: Recipient 1099-NEC
e

o)

< 1

1 page

> @ Click Print Final, then click Next Step. \:K :'\lﬁ
Frirt Draft. Pint Final
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©

9. When you are done in the Forms Viewer, and if the original submission was eFiled, the eFile Wizard will appear. Enter
the username and password to eFile and submit the corrections.
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4 Aatrix Secure eFile - Login [TEST] [

Secure eFile Login

Username Forgot your login?

Password |

[]Remember Me

Copyright © 2014 Aatrix Software. All rights reserved.

10. After submitting, you will receive a new Aatrix Filing Identification Number (AFID).

Aatrix Secure eFile - Complete [TEST]

Complete

Your filing has been successfully received for processing, and you should receive a
confirmation email shortly. If you do not receive the confirmation email, you can view
your confirmations online by logging into hitpsiefileca aatrivcom.

Email sent to: Employer@Company.com

AFID*: 1337095

*The AFID (Aatrix Filing Identifier) is a number assigned to your submission for tracking
purposes. Please write this number down. Refer to this number when contacting the eFile
Center with questions about your submission.

- A

» Changes made to a recipient's 1099 filing after they have been delivered to the recipient will be marked
Corrected.

» |f the federal portion has not been filed yet, and you are eFiling, the corrected filing will replace the previous
one. If the federal copies are filed, Corrected 1099s will be sent out.

? |f a State correction is required, and your state filing has already been submitted to the State agency, the
corrections will need to be printed and mailed to the agency.
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Frequently Asked Questions

Q: When corrections are made to 1099s at what point does Aatrix need to be notified about changing the eFile?

A: Aatrix is notified automatically through the eFile process. When the corrected eFile is received a new AFID is received. The
status of the eFile can be viewed on the efile.aatrix.com website.

Below are few different scenarios regarding correcting 1099s. These scenarios will help you determine the differences that will
occur during the 1099 correction process.

Example Scenario 1

A customer submitted the Complete Filing Option 1099s to Aatrix for e-filing and mailing out. A future date was
selected for the e-file so Aatrix still has the filing. Corrections are made with the processes outlined above, do they
need to notify Aatrix that there is new information to be mailed and efiled and is there a charge associated?

No, Aatrix does not need to be notified. When the customer selects to Correct 1099s and opens their history, Aatrix checks the
status of their filing to determine what forms are needed based on the state of their filing. During the corrections process Aatrix
tracks the changes, and when they eFile again they get a new AFID. Anything that hasn’t already been processed will move
forward to the new filing and use the new information. There is no charge to replace the filing, but if something has already been
processed, then the customer is charged just for the additions, corrections, and deletions. This is all based on the status of the
filing when the corrections are submitted. If nothing has been processed yet, then the replacement filing is free.

Pricing schemes change once Federal or State 1099s have been corrected. A $14.95 minimum applies to all correction filings
submitted after the Federal or State 1099s have been processed.

Example Scenario 2

A customer submitted the Complete Filing Option 1099s and Aatrix has processed the eFile and mailed out the
copies. Corrections are made with the processes outlined above do they need to notify Aatrix that there is new
information to be mailed and efiled and is there a charge associated?

No, Aatrix does not need to be notified. When the customer selects to correct 1099s and opens their history, Aatrix checks the
status of their filing to determine what forms are needed based on the state of their filing. During the corrections process Aatrix
tracks the changes, and when they eFile again they get a new AFID. Anything that hasn’t already been processed will move
forward to the new filing and use the new information. There is no charge to replace the filing, but if something has already been
processed, then the customer is charged just for the additions, corrections, and deletions. This is all based on the status of the
filing when the corrections are submitted. If nothing has been processed yet, then the replacement filing is free.

Pricing schemes change once Federal or State 1099s have been corrected. A $14.95 minimum applies to all correction filings
submitted after the Federal or State 1099s have been processed.

Example Scenario 3
A customer submitted printed copies of 1099s to their recipients. Corrections are made with the processes outlined
above but not eFiled. Is there a charge for the corrected 1099s?

No, there is not a charge for reprinting corrected 1099s. If you process corrections after a filing has been sent to the agency, the
software will produce corrected 1099s.
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