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The Vendor 1099 Information report allows you to review the 1099 transactions paid during a specific period. At the end of the year, you can print 1099s on preprinted forms for 1099 Div, 1099 Int, or 1099 Misc.
1099 Information Report
1. In the Search box, enter Vendor 1099 Information, and then choose the related link.
2. On the Vendor FastTab, select the appropriate filters. You must select the Date Filter as a filter and enter the date. 
3. Choose the Print button to print the report or choose the Preview button to view it on the screen.
Test Form Alignment
Prior to printing your 1099 forms, we suggest you follow the steps under “Printing 1099 Forms,” but print only two pages so that you can verify that the alignment is correct. If the alignment is off slightly, you can adjust it using the Page Setup.
1. With the print request window open, on the File menu, click Page Setup.
2. Under Margins, shift the margins to move the print up, down, right, or left on the page. For example, if you need to move the print down one line add three pints to the Top field and subtract three points from the Bottom field. 
3. Continue to run test prints and adjust the margins until the alignment is correct.

Please note that because 1099 forms are preprinted, no printer or software will consistently put the printed information exactly in the center of the boxes on the form. The printed information should be readable and not cover the preprinted form lines.
[bookmark: _GoBack]If you are unsure how to load your 1099 forms, run a test print on blank paper. Mark the top of one side of the blank page as Top Front. Rerun the test print, adjusting the way the paper is loaded, until the top of the 1099 form matches the Top Front mark on the page.
Printing 1099 Forms
It may be helpful to run the Vendor 1099 Information report and review the data before printing forms. The instructions below are the same for printing 1099-Div, 1099-Int, or 1099-Misc forms. Simply select the appropriate form in step 1. 
1. In the Search box, enter 1099, and then choose the related link.
2. In the Options field, enter the calendar year for the forms you want to print.
3. Set any Vendor Filter fields as needed.
4. Print.


For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Vendor 1099” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh932743(v=nav.70).aspx
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