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Information in this manual is subject to change without notice. This manual (“Manual” or
“Documentation”) and the software (“Software”) described in it are copyrighted, with all rights
reserved. By using this Manual and accompanying Software, you, the end user, agree to the
terms set forth in the License Agreement.

Copyright

Under the copyright laws, this Manual or the Software may not be copied, in whole or in
part, without the express consent of CheckMark Inc. (“CheckMark Software”), except in the
normal use of the Software or to make a backup copy of the Software for your own use. The
same proprietary and copyright notices must be affixed to any permitted copies as were affixed
to the original. This exception does not allow copies to be made for others, whether or not sold,
but all of the material purchased (with all backup copies) may be sold or given to another
person. Under the law, copying includes translating into another language or format.

Federal copyright law prohibits you from copying the written materials accompanying the
Software without first obtaining our permission. You may not alter, modify or adapt the
Software or Documentation. In addition, you may not translate, decompile, disassemble or
reverse engineer the Software. You also may not create any derivative works based on this
Software or Documentation. A derivative work is defined as a translation or other form in which
the Software may be recast, transformed or adapted.

Limited Warranty on Media and Replacement

EVEN THOUGH CHECKMARK INC. HAS TESTED THE SOFTWARE AND REVIEWED THE
DOCUMENTATION, CHECKMARK INC. MAKES NO WARRANTY OR REPRESENTATION, EITHER
EXPRESS OR IMPLIED, WITH RE-SPECT TO THE SOFTWARE, ITS QUALITY, PERFORMANCE,
MERCHANTABILITY, OR FITNESS FOR A PARTIC-ULAR PURPOSE. AS A RESULT, THIS
SOFTWARE IS SOLD “AS IS”, AND YOU THE PURCHASER ARE ASSUMING THE ENTIRE RISK AS
TO ITS QUALITY AND PERFORMANCE. IN NO EVENT WILL CHECKMARK INC. BE LIABLE FOR
DIRECT, INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES RESULTING FROM
ANY DEFECT IN THE SOFTWARE OR ITS DOCUMENTATION, EVEN IF ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES.

The Warranty and remedies set forth above are exclusive and in lieu of all others, oral or
written, express or implied. No CheckMark Inc. dealer, agent, Consultant, or employee is
authorized to make any modification, extension, or addition to this warranty.

Some states do not allow the exclusion or limitation of implied warranties or liability for
incidental or consequential damages, so the above limitation or exclusion may not apply to you.
This warranty gives you specific legal rights, and you may also have other rights which vary
from state to state.

Trademarks
CheckMark Inc. and MultiLedger are registered trademarks of CheckMark Inc. All other
references are trademarks of their respective owners. © 2024 CheckMark Inc. pdf rev 11/24.
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Chapter 1 Getting Started

CheckMark 1099 helps centralize all your 1099 filing needs. With this program you can print or
even e-file all forms needed for filing 1099-MISC, 1099-DIV, 1099-INT, 1099-S, 1099-R and 1099-NEC

forms. The program has the option to print these forms on a pre- printed 2-up form or a blank sheet.

Before starting the set up of your company and recipients, please read through this manual. It
covers general setup and 1099 requirements, as well as how you can receive additional support

directly from Checkmark, Inc.

System Requirements

CheckMark 1099 can be installed on a computer running either Macintosh or Windows
operating systems. This software now supports multi-user access, allowing customers to run the
application on multiple computers and share access to data files simultaneously. DO NOT install the
application program on a server. Install the program locally on the user’s hard drive even if you save

the data on a server.

Users will need to have a computer running an operating system of either Windows 8 or higher
including Windows 10 & 11, or Macintosh OS X 10.6 or higher including Sierra, Mojave, Catalina, Big

Sur, and Monterey & Ventura.

Along with a compatible printer, the latest version of Adobe Reader is also required to properly
print certain forms from the program. You can download a free copy of Adobe Reader from Adobe’s

website at www.Adobe.com.

Whichever operating system you choose, a working knowledge of the operating system is
essential. For more information about the basics and navigation of your operating system, see the

user manual.
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Software and Patch Updates

Each year the program is issued with the latest 1099 Forms as well as added features. Program
patches are released as needed throughout the year for the current version of the software. Patches
are available online at www.checkmark.com. Renewal notices are sent out each year, in the fall,
announcing the next update. Updates must be purchased each year to receive support and the

ability to install patches for changes.
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How to Purchase and Download CheckMark 1099

Software

1. Signin to My Account using your credentials and go to the 2025 Updates Portal.

My Account Link: https://www.checkmark.com/account/sign-in
2. Choose the software you want to purchase. By default, one company and one computer

will be included as part of the base license.

!‘CheckMark ACCOUNT INFO v PRODUCTS v SUPPORT v 2025 UPDATES My Account

2025 Software Updates Portal

Update your CheckMark Software, stock up on essential paper products, and streamline your processes to ensure smooth business operations
throughout the year. Staying up-to-date and well-prepared ensures compliance with the IRS and state requirements.

Welcome baCk, And rew! Already purchased? Download your software updates here >

CheckMark 1099 Software 2024 Tax Year Version $358.00
1 6. 6.6 & 4B

Ease your end-of-year burden with simple, easy-to-use, affordable, professional-calider 1099 Add to Cart

Software. Handles unlimited companies and unlimited recipients.

New Features & Enhancements +
a b C
Companies ($30 each) @ Computers ($99 each) @ Version
= 1 5 = 1 + E-File

Platform

Select Platform

e
Cloud Backup Add-On - $59.00 (12 Months) @

Software Plans: f

% MOST POPULAR

CheckMark 1099 E-File Pro+ ($299.00)

Get the ultimate experience with our Pro+ plan, which offers top-of-the-line customer support, including
priority assistance, an exclusive toll-free phone number, live chat support, and data recovery services. Best
for business owners and CPAs who seek faster responses and top-priority assistance with their issues. Your
success is our priority, and the Pro+ plan is your ticket to excellence. Learn More >

CheckMark 1099 E-File Pro Update ($279.00)

Ideal for customers looking for excellent service and great value. Best for customers with basic knowledge of tax
reporting and filing. Learn More >

“
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(a) Add the number of companies you want to manage with your software.

(b) Add the number of computers you wish to install the software on.

(c) Select version E-File or Print.

(d) Select the platform.

(e) Make sure the Cloud Backup Add-On is selected to protect your data with secure
backups, giving you peace of mind and easy access to your information anytime,
anywhere.

(f) Always select the Pro+ Update to enjoy priority support and faster response times,
ensuring your issues are resolved quickly and your workflow stays uninterrupted.

3. Click Add to Cart and then scroll down to the bottom of the page and click Next to proceed.
4. Remember to stock up on checks, business, and tax forms for your business. Simply add the
necessary items to your cart and click Next to complete your order.
5. Review the items in your cart, confirm your billing address, enter your payment details, and
complete your purchase.
6. Once the payment is successful, you will be taken to the Product Details page.
Here you will find the
(a) Download links
(b) License Key — This is a 16-character alphanumeric code. Keep it secure and do not
share it with anyone to protect your software access.
(c) View Details — This screen provides additional insights into your license usage,
including the number of computers your software is installed on and the number of

companies you have added.
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" CheckMark DASHBOARD ACCOUNTINFOv PRODUCTSV SUPPORT v 2025UPDATES MY ACCOUNTv -
. o
Product/License Details

Software - Last Update 0

i Version Platform Updated Available Downloads License Keys

Payroll 24.0.0 Mac 05/01/2024 a 'r;‘ ! 32-bit 32-bit 4542-GFGS-8481-SDEF (3 View Details

C ere

MultiLedger 14.0.0 Windows 04/25/2024 No 64-bit 64-bit EHTF-4GT6-1F5D-155D (3 View Details
1099 E-File 23.0.0 Mac 11/21/2023 No 32-bit 38 32-bit 1FG6-51F5-431C-GFG5 (3 | | View Details

1095 Print 22,01 Windows 12/14/2022 No 64-bit 64-hit D152-1DG2-11D2-1DF5 (3 View Details

7. Click to download the purchased software based on your operating system directly to your

local computer.

How to Get More Help

This manual covers general set up and reporting. There may be items that are specific to your
company that are not addressed here except in general terms. For these times, CheckMark, Inc.

offers additional support.

Only registered users can receive technical support so please, take a moment and read the

License Agreement, fill out the Registration Card and send it in.

Support is offered via internet submission, E-mail, fax or telephone. Whenever you contact
support, have your customer number OR product registration number available. It is important that
you are at your computer with CheckMark 1099 running when speaking with support to best resolve

your question/problem.
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Support Plans

CheckMark Software offers several additional support plans to meet your needs:

Priority Support

300 minutes with your annual subscription, with an 800 phone number exclusively for priority

support customers and top of the queue assistance. Phone, email or fax support.

Professional Support

90 minutes with your annual subscription. Phone, email or fax support.

Before Contacting Support/Other Resources

Check for Latest

Version

Users with internet access can check to be sure that they are up-to-date as
often as they wish by selecting Check for Latest Version under Help in the
program. If you wish the program to check this for you every time it is
launched, select the Preference to Check for Latest Version on Launch. If
necessary, download and install the latest update (may require purchase if

not using the current year version).

1099 Manual

Users can access the 1099 program manual from the Help menu while in the
CheckMark 1099 program. An updated manual is included with each

update.

Online Knowledge

Base

Users with internet access can check the online data base for answers to
common questions. Access to the Knowledge Base can be obtained by going
to the Help menu and selecting CheckMark Knowledge Base. You can also
access the Knowledge Base directly from the CheckMark website at

https://kb.checkmark.com/knowledgebase/checkmark-1099-software/

Online Tutorials

These short videos are valuable for new users and seasoned pros alike. Each
topic is easy to understand as you are taken step-by-step through features
and procedures. You can access the tutorials under the Help menu in the

program or by going to the CheckMark website at https://checkmark.com/.
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Contact CheckMark Inc

Suggestions

For questions regarding the 1099 software, you can choose one of the following methods to

request technical support:

Online at: https://www.checkmark.com/.

Sign in to My Account using your credentials. Click on SUPPORT and Select Add Ticket. Fill in all

the necessary fields and click Submit to create a support ticket.

Once your ticket is submitted, you will receive a notification on your registered email address.
Our support team will now take care of your query and update you on the ticket. You can view your

submitted tickets in SUPPORT > Ticket History in My Account.

Our program continues to improve with the input of our users. If you wish to see a feature

considered for possible implementation into the Payroll program, please send us your suggestions

Sales — 800-444-9922 or sales@checkmark.com

Support — 970-225-0387 or support@checkmark.com
Customer Service — 970-225-0522 or info@checkmark.com
Fax — 970-225-0611

Address — CheckMark Inc, 323 W Drake Rd, Ste. 100, Fort Collins, CO 80526
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Chapter 2 Installation, Activation and

Basic Use

If you need to install the software on multiple computers, additional licenses are required for
each computer. All installations, activations, and software use require an internet connection—no

more CDs.

Installing and Activating 1099 software

1. Open the folder containing the installation file for the software update, and double-click the
file to start the installation process. Ensure your computer is connected to the internet
during installation for a smooth setup.

2. After the CheckMark Software is successfully installed on your computer, a software
activation screen will appear. Enter your Customer ID, Registered Email Address, and License
Key, and then click Submit to initiate the activation process. (Please enter the license key in
uppercase).

Note: The Customer ID can be found on the Account Info page, and the License Key can be

located on the Product Details page.
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= Software Activation *

Customer Number |112..L4E- |

Registered Email Address | samplecompanylgmail . com |

License Key |FD45 ‘— |ll45 |— |454'? |— |DDFG |

After you dick “Submit”™, our software will verify your information. Flease hold on while we process your
details, Once the license key is validated, dick "0k™ to proceed.

If you are installing the software on an additional computer and do not have the license, please dick the
'Purchase License' link to buy an additional computer installation license.

Purchase License QK

3. Ifall the details are entered correctly, a web page will then open in your browser to validate
your license information. The process will take a few seconds. Make sure your internet

connection is stable during validation, and do not close or refresh the page.

W,CheckMark

Validating Your License

nv

Please wait while we verify your license information.

This process may take a few moments. Ensure your internet connection is stable during the validation. Please do not refresh the page or close this tab.

4. Once your license information is validated, a success message will appear, and you can close

the tab.

T ———————
CheckMark 1099 Software User Manual Page 14 of 83




®,CheckMark

@ License Activation Successfully!

Thank you for activating your software. You can now close this tab and begin using the desktop software.

5. The OK button will now be enabled on the software activation screen. Click OK.

6. Animportant screen appears. Read the instructions, and then click Continue.

Important Information

: Important Information
A ‘ CheckMark 1099 for 2024

If you wish to file your 1099z electronically, you will need to submit IR Application for TCC at least
45 days before the due date of the returns,

To obtain and access the IR Application for TCC, go to the FIRE webpage located at

https: ffwwwe.irs.gov. fe-file-providers filing-informationreturns-electronically-fire and create a new
account.

You wil also need a FIRE account - once you have received your TCC # from the IRS, you can create your
FIRE system account.fou will need the following information to create the account @ Company name,
Company address, Company phone number, Contact name and Email address,

¥ou can find more information on pages 28 - 36 of Publication 1220 (Part B), see link below:

Link:https: /feeww,irs.gov fpub irs-pdfip 1220, pdf

Print Message Copy Message

Congratulations! Your license is now activated, and your software is ready for use.

T ———————
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How to Install Software on Additional Computers

1. Signinto My Account, click PRODUCTS in the menu, and go to Product Details. Click the OS
version for which you want to download the software installer.

2. Run the downloaded installer and follow the on-screen instructions to complete the
installation.

3. After installation, a software activation screen will appear. Enter your Customer ID,
Registered Email Address, and License Key used on your original computer, then click
Submit.

Note: After entering the license key, press ENTER to enable the Submit button.
4. An alert message will notify you that the maximum device limit has been reached for your

license, click OK to proceed.

Software Activation

Device Max limit

You have reached the limit of number of devices induded with your purchased
L licenses, To access from more
Print devices please purchase additional device license from our website by using the link
Cop next to the submit button,
L b

Ok

5. After the device limit popup is closed, the Purchase License button on the activation popup
will now be enabled. Click on the Purchase License button. This will automatically log you
into your CheckMark account and take you to the web page to buy additional computer

licenses.
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Buy Additional Computers

Buy Computers

1. Selected Al CALi
- d Appiication Order Summary

CheckMark 1099 EFile - Additional C

198.
) Additional Computer #198.00
2. Add Additional Computers ($99 Each)

- 2 +

[24]

Order Total $198.00

PROCEED

6. Select the number of additional licenses needed, each costing $99, and click PROCEED to

complete your payment. After the successful payment, close the webpage and return to the
Software Activation screen, where the OK button should be enabled. Click OK to finish the
activation process.

Congratulations! Your license is now activated, and your software is ready for use.

Note: To access your previous companies' data from another computer, ensure that you have
copied the company's database file from the old computer to the new one where CheckMark
Software is installed. Use the Restore Database option from the Tools menu to restore previously
backed-up company data. Alternatively, use the Database Manager option from the File menu to

fetch company databases.

Important:

e You can only run the companies that have been paid for under your current license.

e  You will only be able to open the companies that were created on the previous computer.

e To add new companies to a newly licensed computer, you must purchase additional
company licenses. If you have already purchased the licenses, you can proceed to add the

companies to the new computer.
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How to Remove Computers from the License

1. Signinto My Account, click 'PRODUCTS' in the menu, and go to the 'Product Details' page.
2. Click on the View Details button for the software from which you wish to remove the
associated computer installation.
" CheckMark pasHBoARD ACCOUNTINFO. PRODUCTS. SUPPORT- 2025 UPDATES My Account v
:;6; Product Details
pRODU( :3 Order History
Software Products Version Platform Last Update Downloads License Key
Updated Available
1095 E-File 2400 Mac 10/14/2024 No 64-bitsg 64-bit @& 8F24-8B20-9035-29B0  View Details
1099 E-File 2400 Mac 10/14/2024 No 64-bit @64-bit®  AS3A-ADAE-4422-62A6 | View Details
Payroll 25.0.0 Mac 10/13/2024 No 64-bitsg 64-bit & 8076-5395-5523-EE90 View Details
3. The License Information page will open. Locate the computer you want to remove from the

license and click "Remove." If you are unsure of the serial key for the computer, click the link
"How to Locate Your Serial Number" and follow the steps to find your computer's serial

number.

License Information

How to Locate Your Serial Number (&'

Software: 1099Efile Version: 25.0.0 License Key: 14B5-6E63-5CC7-316B

Activated Computers (4/4)

List of all computers where your software license has been activated

Computer Serial Number 0s Version Activation Date

#1 CO7HI1XYD) MAC 64 bit 10/11/2024 Remove
2:44:16 AM

#2 CO7RV1EFG1 MAC 64 bit 10/11/2024 Remove
2:48:06 AM

#3 Y7COWHQ5JD MAC 64 bit 10/11/2024 Remove
2:52:30 AM

#a 1XYD)DEFG1 MAC 64 bit 10/11/2024 Remove
2:53:57 AM

§
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4. A pop-up window will appear asking for confirmation. Click the Confirm button to proceed.

Are You Sure You Want to Remove This Computer from Your License?

You are about to remove this computer (CO7RV1EFG1) from your license - (14B5-6E63-5CC7-
316B). Once you click the 'Confirm' button, the removal will be completed, and this action
cannot be undone. Please note that removing this computer will free up a license, allowing

you to install the software on a different computer.

Confirm Cancel

Note: This action cannot be undone. Once the computer is removed, the license will be free

for installation on another device.

5. After confirming, you will receive an email at your registered email address, confirming that
the computer has been removed from the license.
Caution: If you removed the computer either intentionally or by mistake, you will need to
reinstall the software on the same or a new computer. You will need your license key,
registered email address, and customer ID to activate the software. Be sure to back up all

your company's data before reinstalling to prevent data loss.

T ———————
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Opening CheckMark 1099: New User

1. Open the CheckMark 1099 application. You can use either the shortcut or alias that was
created or go to the CheckMark 1099 folder that was installed and double-click the
CheckMark 1099 application file.

2. The first time you open the program the welcome screen appears. This screen provides
useful information regarding the set up of Security, Customizing screens and fonts and
accessing the Manual.

Click the Print Message button to print out this information.

Important Information

- Important Information

CheckMark 1099 for 2024

A

If you wish to file your 1099s electronically, you will need to submit IR Application for TCC at least
45 days before the due date of the returns.

To obtain and access the IR Application for TCC, go to the FIRE webpage located at

https: ffwww.irs.gov. fe-file-providers filing-informationreturns-electronically-fire and create a new
account,

You will also need a FIRE account - once you have received your TCC # from the IRS, you can create your
FIRE system account.You will need the following information to create the account : Company name,
Company address, Company phone number, Contact name and Email address,

You can find more information on pages 28 - 36 of Publication 1220 (Part B), see link below:

Link:https: {fwwwe.irs.gov fpub firs-pdfjp 1220, pdf

Print Message Copy Message

Important: It is recommended that you set up a password to protect your private information.

For information on setting up passwords, see Setting up Users and Passwords.
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Opening CheckMark 1099: Upgrading Old Files

The information will be stored in a database that is created the first time you open your previous

files, the default location is:

Macintosh: HD\Documents\CheckMark\1099\(year)
Windows: C:\Documents\CheckMark\1099\(year)

1. Open the CheckMark 1099 application. You can either use the shortcut or alias that was
created or go to the CheckMark 1099 folder that was installed and double-click the
CheckMark 1099 application file.

2. If you have a previous 1099 database from a prior year, the program will ask you if you
want to import the Company and Recipient information.

3. Click Yes to continue. Enter the Username and Password from the prior year, if requested.

CheckMark”®

1099 Software

Name

Password

Execute Login Cancel Login

4. A pop up window asks if you want to clear out the prior amounts. Click Yes to zero out
amounts and continue or No to retain the prior year’s amount information

5. If you clicked Yes, you'll be notified once the data is successfully imported.

T ———————
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Starting a New Year (Import Prior Year)

1. After activating the license, click Import Prior Year from the File menu.

ﬁ CheckMark 1099 E-File 2024 - O X
File Tools View Sort Help
Mew Company

:’"p":; - CheckMark”
e 1099 Software

Open Database

Database Manager Filter ‘

Close Database

EFile...

Summary Report
Mailing Labels

Print Forms for Recipient

Update Company New Company Delete Company
Print Forms for Filing

Exit New Company

Recipients Filter | AllForms Al Status v

Update Recipient News Recipient Delete Recipients Copy Recipient

Databaze: Mot Open
Path:

2. The Start New Year (Import from Prior Year) screen will appear, allowing you to start

importing data.

“
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Start Mew Year (Import from Prior Year)

Select a prior year database and dick 'Start MNew Year' to continue.

1099 Year  Database Name

Path

* new year already started

Add Database to List Find Databases Remove from List

Mote: You can impart upto 100 companies at a time. If you have more than 100 companies, kindly split your list and impart them in batches.

cr—: o= mmermem e

Start New Year Close

3. Now select the companies you want to import from your database.
Use Add Database to List and Find Databases to search your computer for existing
databases. You can only import companies from one database at a time. If you have multiple
databases, repeat the process for each.
Important Update (2025 onwards): Starting with the 2025 update, each database can store
only one company. In previous versions, multiple companies could be stored in a single

database. Plan accordingly when managing databases.
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Start Mew Year (Import from Prior Year)

Select a prior year database and dick 'Start Mew Year' to continue,

1093 Year  Database Name

2023 Multiple Companies

Path C:\Users\useriDownloadsi'MHultiple Companies 2023 (1) .db

*new year already started

Add Database to List Find Databases Remove from List

MNote: You can import upto 100 companies at a time. If you have more than 100 companies, kindly split your list and import them in batches.

Start Mew Year Close

4. After selecting the company you want to import, click the Start New Year button.
Note: You can import up to 100 companies at a time. If you have more than 100 companies,
kindly split your list and import them in batches.

5. A confirmation popup will appear, click OK to continue.

CheckMark Error

Verifying Information to start New Year

We are currently verifying the information to validate your request to start the new
yebr, Please hold on while we process your request to import the prior year's data,

Print
Copy

T ———————
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6. You will be taken to a web page for validation. The system will check how many companies
you've purchased versus how many you're trying to import. If you are importing the correct
number of companies (equal to or less than the number you purchased), the import will

proceed smoothly.

®,CheckMark

® Company Added Successfully

Your company has been successfully added to your license. You may now close this tab and start using the company in the desktop software.

If you exceed your purchase limit: An alert popup appears.

CheckMark Error

Company Import Limit Exceeded

Your license allows manage 2 companies, which you have already been added in the
software. Since you are trying to import an additional 2 companies for 2025. You will
need purchase for remaining 2 company licenses to accomodate them.

Print
Copy

OK

For example, if you purchased licenses for 2 companies but tried to import 4, you will be
directed to the purchase page where you can buy an additional license for the extra
company.

7. After the successful addition of the company to your license, close the webpage. Return to
the application and click the Start New Year button on the "Start New Year (Import from
Prior Year)" screen.

A confirmation popup will appear.
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Start New Year (Import from Prior Year)

Start New Year?

Please confirm that you want to start the new year for the following database: A~

Multiple Companies 2023

Print C:\Users\user\Downloads \Multiple Companies 2023 (1).db
. Companies:
Copy Company 1
Company 2
Company 3

IMPORTANT: Please dose any prior year version of CheckMark 1099 before
continuing.

Additional Details:
Starting a new year will create a new database for 1099 year 2024. Anew ,

Yes No

If the company shown is correct, click Yes to proceed.
If it’s incorrect, click No and select another company from your database.

8. An alert appears. Choose your preference to clear amounts: click Yes, else click No.

ﬁ Attention ot

Do you want to dear 2023 spedfic Amounts and form data? (Recommended)

9. After confirmation, a final popup will inform you that the company has been successfully

imported.

————————
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Start New Year (Import from Prior Year)

Successfully started new year.

1099 Year 2024 was successfully started. You may now begin processing 1099
for 2024 in the following database:

Print Multiple Companies
ok 2024
e C:\Users\user\Documents\CheckMark\1099\2024\Company 1.db

To open this database select 'Database Manager' from the 'File' menu, choose this
database from the list of 2024 databases, and dick 'Open Database'. Alternatively,
you may select 'Open Database' from the 'File' menu, and open a Database from this
database directly.

If you need to access your prior year information, please exit this version of
CheckMark 1099 and launch the prior year's version of CheckMark 1099,

[ o |

10. To start using the imported company, click on Open Database or Database Manager from
the File menu. Select the company you just imported and then click Open to access it.
Congratulations! Your prior year's company has been successfully imported and is now ready
for your 1099 reporting process. You can now proceed with reporting 1099 taxes for the

current year based on the imported data.

“
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Using the Database Manager

CheckMark 1099 stores company data in a database.

Important Update (2025 onwards): Starting with the 2025 update, each database can store only
one company. In previous versions, multiple companies could be stored in a single database. Plan
accordingly when managing databases.

Choose Database Manager from the File menu.

Database Manager

Help
1099 Year Database Name
Path  fUsers/user/Documents/CheckMark/1092/2024/CheckMark 1099 Database 2024.db
*currently open
Add Database to List Find Databases

Rename Database Move Database

Close Database Manager

Storing Company Files in Separate Databases

Starting in 2025, each company must be stored in its own individual database. This change
ensures that each company's data is kept separate and managed independently. When performing
actions such as backing up, restoring, closing, or advancing to a new year, these operations will now

be applied to each company's database individually.
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Create New Database

This option allows you to create and save a new database in any location you wish. Keep in mind

that each database can store multiple companies.

1. Click New Company from the File menu.

2. Enter a Database Name. Click the Choose Directory button to select a new location to save

the database.

Create Database

Database Name | checkMark 1099 Database (Don't include year in name)

1098 Year 2024

Directory [Usersfuser/Documents/CheckMark/1099/2024/ Choose Directory

Path [Users/user/Documents/CheckMark/1098/2024//CheckMark 1099 Database 2024.db

Cancel Create Database

3. Click Create Database to save the new database.

4. Enter company name and then click OK.

Mew Company

Company Name | Sample

Warning: Please ensure that the entered Company Mame is correct. Once you save
this information, It cannot be modified. Proceed with caution!

Important Update (2025 onwards): In previous versions, multiple companies could be
stored in a single database. Starting with the 2025 Update, each database can store only one

company.

T ———————
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Add Database to List

This button allows you to add an already- existing database to the list. For example, if you copied

over a database from another computer and the Database Manager does not list this database, you

can choose Add Database to List and browse to that location to update the Database Manager’s list.

1. Click on Add Database to List.

An Open dialog box appears.

(™) Recents

My =
A Applicati...
[=) Desktop Today Today

(® Downloads
Previo...30 Days

= Payroll
< iCloud Dri...

& 172.16....

® Network

® Red
® Orange
Yellow

® Blue Show Options

Choose a database file to add in list.

= 2024 (4]

Today

= __Configuration

= _Backups

= _Reports
CheckMark 1..e 3 2024.db
CheckMark 1..ase 2024.db

2. Browse to the location where the database is saved.

3. Select the database and click Open.

The database is added to the list in the Database Manager.

CheckMark 1099 Database
22024.db
Document - 160 KB

Information

Cancel
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Rename Database

This option allows you to rename the database. It is recommended you use only alpha-numeric

characters.

1. Click Rename Database.

The following alert appears:

Database Manager

Warning! Modifying database file may be unsafe! Continue anyway?

If you are the only one who accesses this database, you may safely continue
renaming or maving the database now and ignore the following insructions.

Other users accessing this database from different computers will need to re-locate
this database after renaming or maving.If the database is being accessed by
multiple users, please follow these instructions to succussfully modify this database
file and re-locate it on other computers:
Copy (1) Exit CheckMark 1099 on all other computers that access this database.

{2) Continue modifying the database file from this computer.

(3) For each computer that accesses this database, complete the following steps:

(4) Launch CheckMark 1099 and open the Database Manager from the 'File’
MEnL.

(5) Select the following database from the Database List:

"CheckMark 1099 Database"

{6) Click 'OK' when informed that 1099 is unable to locate the database.

{7) Click the Locate Database’ button.

(8) Navigate the File Dialog to find the modified database file.

{9) Click 'Open' to finish re-locating the database.

Print

TIP: ¥Waiui ran nrint thaea inatrictinng hw clickina the "Print’ link nndar tha Charkbark

Mo Yes

2. Click Yes. Otherwise, if you don’t want to rename at this time, click NO.

Rename Database

Mew Mame | CheckMark 1899 Database

3. Enter the new name and click OK to Save.
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Open Database

This option allows you to choose a different database and open it up to view all saved payroll
companies in that particular database.

Select the database you want to open and press Open Database.

The new database is now open and all companies stored in this database are available under the

Open Company command under the File menu.

Close Database Manager

This option closes the Database Manager window.

Update Company

This command allows you to update the currently selected company’s information. Once the
program is launched, open the database that contains the company you want to update. Highlight
the company and click the Update Company on the command center. Enter the information you

want to change, and then click Update Company to save the changes.

Exiting CheckMark Payroll

To exit or quit CheckMark 1099:
e Choose Exit from the File menu (Windows)
e Choose Quit from the CheckMark 1099 menu (Mac)

@ CheckMark 1099 E-File_64 File Ed

About CheckMark 1099

Services >

Hide CheckMark 1099
Hide Others
Show All

Quit CheckMark 1099 E-File
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Chapter 3 Creating a New Company

This chapter shows you how to create a new company and enter basic company information.

Creating a New Company

1. On Windows, double click the 1099 shortcut on the desktop or click the Start menu, select
Programs, then select CheckMark 1099 from the CheckMark Inc. File.
On Macintosh, double click on the CheckMark 1099 alias on the dock or on your Desktop, or
double click the CheckMark 1099 icon located in the install folder that was installed on your
hard drive

2. Choose New Company from the File menu.

A "Create Database" screen will appear.
Create Database

Database Name | CheckMark 1099 Database (Don't include year in name)
1099 Year 2024

Directory [Users/user/Documents/CheckMark/1099/2024/ Choose Directory

Path jUsersfuser/Documents/CheckMark/1099/2024//CheckMark 1099 Database 2024.db

Cancel Create Database

3. Enter a name for the new database and click the Create Database button.
4. When the New Company screen appears, enter your Company Name.

Warning: Ensure the company name is correct, as it cannot be changed once saved.
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New Company

Company Name | Sample

Warning: Please ensure that the entered Company Name is correct. Once you save
this information, It cannot be modified. Proceed with caution!

5. Click OK.
6. You will be taken to the webpage for company validation. Once the validation is complete,

close the webpage, and the company will be added to the company list.

@ Company Added Successfully!

Your company has been successfully added to your license. You may now close this tab and start using the
company in the desktop software.

Important: Every time a new company is added, it will be validated by taking you to a
webpage. If you have already purchased the company, it will confirm that the company has
been added successfully. If the company has not yet been purchased, you will be taken to
the webpage for purchase. An alert message will prompt you to validate the company if it is

not registered in our database; click OK to proceed.

T ———————
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Updating an Existing Company

1. Highlight the company in the list you wish to update and click the Update Company button.
2. After all changes have been made to the Payer Information, click the Update Company

button to save the changes.

How to Add Additional Companies

1. Open your CheckMark Software. Navigate to the File menu and click New Company.

A "Create Database" screen will appear.

Create Database

Database Name | chackMark 1099 Database (Don't include year in name)

1099 Year 2024

Directory [Usersfuser/Documents/CheckMark/1099/2024/ Choose Directory

Path [Users/user/Documents/CheckMark/1099/2024//CheckMark 1099 Database 2024.db

Cancel Create Database

2. Enter a name for the new database and click the Create Database button.
3. When the New Company screen appears, enter your Company Name.

Warning: Ensure the company name is correct, as it cannot be changed once saved.

New Company

Company Mame Sample

Warning: Please ensure that the entered Company Name is correct. Once you save
this information, It cannot be modified. Proceed with caution!

4. Click OK after entering the details.
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5. You will be directed to the webpage for company validation. Once the validation is

complete, close the webpage, and the company will be added to the company list.

@ Company Added Successfully!

Your company has been successfully added to your license. You may now close this tab and start using the
company in the desktop software.

6. If you do not have a license to add additional companies, an alert will appear when the

company limit is reached.

Company License Limit Exceeded

Max Limit!!
you have reached the limit of the number of companies induded with your purchased licenses, To add
k more companies, Please purchase additional company licenses from our website www. chedamark. com.
Print
Copy

7. Click OK, and you'll be taken to a webpage to purchase additional company licenses.

Buy Additional Companies

Buy Additional Companies

Order Summary
1. Selected Application

CheckMark 1099 EFile - Additional C Additional Company $90.00

2. Add Additional Companies ($30 Each)

Order Total $90.00
- 3 +

PROCEED
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8. On the webpage, select the number of additional companies needed, each costing $30, and
then click PROCEED. Review your order on the order information page, confirm the details
are correct, and click Checkout. On the payment page, enter credit card details and click
Pay to complete the transaction.

9. After the payment is successful, go back to CheckMark Software the company will be added
to the company list.

Important: Every time a new company is added, it will be validated by taking you to a
webpage. If you have already purchased the company, it will confirm that the company has
been added successfully. If the company has not yet been purchased, you will be taken to
the webpage for purchase. An alert message will prompt you to validate the company if it is

not registered in our database; click OK to proceed.

CheckMark 1099 E-File 2024

Company Details Not Recognized

The selected company details do not match our records, To access this company,
please purchase an additional company license,

A

Print

Copy

CheckMark 1099 Software User Manual Page 37 of 83




Chapter 4 Set Up

Setting up Users and Passwords

IMPORTANT: Although not required, it is recommended you set up a password to protect your

private information.

1. Click on the Tools menu in the upper left hand corner of the screen and select Admin.

=J CheckMark 1099 E-File 2023
File Tools View 5Sort Help
Admin

CheckMark™

Backup Database

| 1099 Software

Downlead Backup from Cloud

Restore Database

Edit Printing Formats

Update Company MNew Company Delete Company

Open Database

Recipients 0 of 0 Filter All Forms ~ | All Status ~

Update Redpient Mew Recipient Delete Recipients Copy Recipient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Usersluser\Documents\CheckMark| 109942023 \CheddMark 1099 Database 2023.db

2. To create a new user, click the Add User button.

CheckMark”
1099 Software
Users
Mercedes
Add User Update User | | Delete User | Close

——————
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3. Enter the Name and Password.
Note: The Name and Password are case sensitive.

4. Click the checkbox for This user should be granted ADMIN privileges if you want this
user to be able to add, update or delete other users.
IMPORTANT: The first user set up will have Admin privileges. You cannot delete or
change this user’s ADMIN privileges until another user with Admin privileges is created.
Users with ADMIN privileges can add/delete/update other users, Backup and Restore

the database and Check for updates.

CheckMark”
1099 Software

User Information

User Name [ gam |

Password [ geeees ’

Re-enter Password | geeeee |

This user should be granted ADMIN privileges [_]

Add User Update User Cancel

5. Click the Add User button to save.

Updating Users
1. Click on the Tools menu in the upper left hand corner of the screen and select Admin.
2. Highlight the user you want to update from the list.
3. Click the Update User button.

4. Make the necessary changes and click the Update User button to save.

T ———————
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Deleting Users

1. Click on the Tools menu in the upper left hand corner of the screen and select Admin.

2. Highlight the user you want to delete from the list.

3. Click the Delete User button.

4. Inthe popup window, verify that the correct user name is selected and click the Confirm

Delete button.

r

Delete User

CheckMark”

1099 Software

Please verify that you want to delete the following user

Sam

| ConfimDelete | | Cancel |

|

Note: If you delete all users, the software will not prompt for a password upon launching the

program.

§
CheckMark 1099 Software User Manual Page 40 of 83




Setting Screen Font Size

This setting allows you to customize how big or small you want the font on the screen in the
program. There are five settings to choose from: Smallest Font, Small Font, Medium Font, Large

Font, And Largest Font.
Selecting Font Size

1. Click on the Font Sizes menu at the top of the screen.
2. Select which font you want to use. You can choose any font at anytime from the main

screen window.

5J CheckMark 1099 E-File 2023 - O X
File Tools Wiew 5Sort Help

Increase Font Size Ctrl+= -
Decrease Font Size Ctrl-= 1ECKM a rk
| o=~ 1999 Software

Companies Filter | |
ABC Compan
XYZ Company
Update Company New Company Delete Company
Open Database
Recipients 0 of 0 Filter all Forms | | Allstatus v
Update Recipient Mew Recipient Delete Recipients Copy Redpient
Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark1099\2023\CheckMark 1099 Database 2023.db

T ———————
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Adjusting Screen Size

You can adjust the size of each screen to maximize or minimize your viewing area.
To increase or decrease the size of any screen, simply click and hold the mouse button on the

lower right hand corner of any screen and drag the corner to the desired position.

heckMark”
1099 Software

Payer Information Contact Information
1.Payer's Name I Sample Co I 1.Contact Person I Pete Peters
3.Payer's Address Izos 0ld Town Sq | 3.Contact's Email Address Iomgicsb:ian@gmail _com
4.Payer's City | Toca | 4.Contact's Fax Number
5.Payer'sState | colorado-CO v

‘ [ 7ax ID is Sodial Security Number
6.Payer's ZIP [ This is your FINAL RETURN

Add Company Update Company Cﬁncel

—————————
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Chapter 5 Setting up Recipients

This chapter explains how to setup new Recipients for each company.

Creating New Recipient

1. Open the Database that contains the company to which you want to add recipients. If no
Database exists you must first create one. See Create New Database.

2. Select a Company from the list. If no Companies are listed, you must first set up a company
before adding recipients. For information on setting up a new company, see Creating a New
Company.

3. Click the New Recipient button.
B CheckMark 1099 E-File 2023 - m| X

File Tools WYiew Sort Help
CheckMark™
1099 Software
Companies

ABC ComEani

XYZ Company

Filter | |

9 CheckMark 1099 Recipient Type X

CheckMark™
1099 Software
Please select the type of 1099 Redpient to create

= msc Oow Omr Or Os  ONEC -
Recipients 0 of 0 Filf @ Oov Omr Or Os O 5
Cancel

Al Status A

Update Redpient MNew Recipient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: Ci\Usersuser\Documents\Cheddark 109942023\ ChedkMark 1099 Database 2023.db

The list of fields for the new recipient corresponds to the same fields found on the 1099 forms

4. Choose which type of 1099 form this recipient should receive and click OK.

—————
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& 1009 MISC

Payer Information

Sample Co

+ None
Payer Federal ID:
Redpient Information
Address not in US Territory
Redpient’s ID

Company or Last Name ‘

Firsthame (f applicable) |

|
|
Address | |
|

city ‘

State Hone

.

Account Number(see instructions) I:|

[ 13.FATCA filing requirement  [7] 2nd TIN not.

Previous Recipient Add

5. Enter the Recipient’s ID along with the Recipient’s Information.

CheckMark”
L" 1099 Software

[Jvomp [] correcTED

OME No. 1545-0115

Form 1099-MISC

Other Information

e

wropaiess [ ]

3.0ther income § |:|
5.Fishing boat proceeds § |:|

7.Paver made direct sales totalina £5.000
or more of consumer products to recipient for resale [ ]

3.Crop insurance proceeds § l:l
11.Fish Purchased for resale § l:l
14.Excess galden parachute payments § l:|

16.5tate tax withheld § 17.5tate/Payer's state no.

srederaicome wonsbeds [ |
&.Medical and health care payments § |:|

8.5ubstitute payments in liew
e
TP T ST i |:|
12.Section 409A deferrals & |:|
15.Nonqualified deferred compensation § |:|

18.5tate income §

L] |

Redpient Update Recipient Cancel

Next Recipient

If the address is not within the United States, select the 'Address not in US territory'

checkbox. This action will enable a text box below the state drop-down for entering

relevant details. When the 'Address not in US territory' checkbox is selected, the state drop-

down will be automatically disabled.

6. Fillin any fields that are applicable for the recipient.

7. Click the Add Recipient button to save the information.

If any information is invalid, a popup window will open explaining which fields have errors.

Error

CheckMark”

1099 Software

The following errors were discovered:

X

City: Must be between 1 and 40 characters.
State: Please select a State or Province.
ZIP: Must be of form XXXXX or XXXXX-XXXX.

Address: Must be between 1and 40 characters.

Continue Anyway Cancel

—————
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Press Cancel to go back to the set up screen to correct any errors, or Continue Anyway to
save the recipient information.

NOTE: If any field has an invalid entry, once you return to the Recipient set up screen, that
field name will show up in “Red”. In addition, some fields will not save the invalid

information and remain empty. For more information on validated information, see

“Validated Status” on page 53.

Updating an Existing Recipient

1. Select the company that contains the recipient(s) you wish to update.
2. Highlight the recipient in the list you wish to update and click Update Recipient button.
3. After all changes have been made to the Recipient Information, click Update Recipient

button to save changes.

o 1099 MISC

CheckMark™
1099 Software

[Jvomb [ ]JCORRECTED ~ OMB No. 1545-0115
Form 1083-MISC
Payer Information

Other Information
Sample Co

s [ |
, Nonz
2.Rovyalties §
Payer Federal ID:
: 3.0ther income & 4 Federal income tax withheld §
Redpient Information

[ Address notin US Terrtory Sfefingboatproceds || &Medical and health care payments s ||
Redpients ID 3.5ubstitute payments in lieu

7.Paver made direct sales totallina £5.000 of dividends or interest §
Company ar Last Name [ Cag= O

or more of consumer products to recipient for resale

) TSR S ===
First Mame (f applicable) | Rusty ‘ 9.Crop insurance proceeds §

Address |1337 Elite Dr

11,Fish Purchased for resale & l:l 12.Section 409A deferrals § l:|
uBcssgadenpradutepamertss [ | issenuelfeddefened conpersatens ||

City |Fc[t Collins

State |Colorade-CO v

16.5tate tax withheld § 17.State/Payer's state no. 18.5tate income §
— | . |
Comy | ] | \ \ |

Account Number(see instructions)

[ 13.FATCA fiing requirement [ ] 2nd TIN not.

Previous Recipient Add Recpient [ Update Recipient  § Cancel Next Redpient

If any information is incorrect, a popup window will open explaining which fields have errors.
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Error X

CheckMark”

1099 Software

The following errors were discovered:
Address: Must be between 1 and 40 characters.
City: Must be between 1 and 40 characters.
State: Please select a State or Province.
ZIP: Must be of form XXXXX or XXXXX-XXXX.

Continue Anyway Cancel

Press Cancel to go back to the set up screen to correct any errors, or Continue Anyway to save the
recipient information.

NOTE: If any field has an invalid entry, once you return to the Recipient set up screen, that field
name will show up in “Red”. In addition, some fields will not save the invalid information and remain

empty. For more information on validated information, see “Validated Status” on page 53.

Voided Recipient
If a 1099 is incorrectly filed, or included in a filing, that was incorrectly filed, you can resubmit
the 1099 as a Voided copy to void the original 1099 to the IRS. Please read the IRS Instructions on

how to file this.

1. Select the recipient from the list and click Update Recipient button

2. Click the Void check box at the top of the screen.
If the recipient’s Status is already considered Printed and/or Completed, you'll receive a
pop up window asking if you would like to change the status back to Not Printed and/or

Not Completed. For information on what the different Statuses mean, see Status.

T ———————
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crange Recperesurs (NN e
CheckMark" |
A

1099 Software

The Recipient Information you are updating has already been 'Printed'.

Change status to 'NOT Printed' -

Save and Continue l Cancel J

3. Mark the corresponding checkbox next to “NOT Printed’ and/or “NOT Complete” if you
want to change the status and click the Save and Continue button. If you do not want to
change the status, click the Cancel button. If you do not select either checkbox, you can still
click the Save and Continue button to save any updated recipient information without
changing their status.

If you initially printed the form, reprint another 1099 with the updated Void status and
submit that form to the IRS with a new 1096 form for instructions on printing 1099 forms,
see Printing 1099s for Recipients.

If you initially e-filed, create a new .txt file with that recipient and updated Void
information and submit it to the IRS. For information on e-Filing, see Creating a file to e-

File.

Corrected Recipient

If a 1099 is filed, or included in a filing, with incorrect information, a Corrected 1099 must be

filed with the IRS.

1. Select the recipient from the list and click the Update Recipient button.
2. Click the Corrected check box at the top of the screen, update any information and click the

Update Recipient button to save.

T ———————
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If the recipient’s Status is already considered Printed and/or Completed, you'll receive a

pop up window asking if you would like to change the status back to Not Printed

And/or Not Completed. For information on what the different Statuses mean, see Status.
. |
7 CheckMark”

v

1099 Software

The Recipient Information you are updating has already been 'Printed’.
Change status to 'NOT Printed'

Save and Continue LCancel J

3. Mark the corresponding checkbox next to “NOT Printed’ and/or “NOT Complete” if you
want to change the status and click the Save and Continue button. If you do not want to
change the status, click the Cancel button. If you do not select either checkbox, you can still
click the Save and Continue button to save any updated recipient information without
changing their status.

If you initially printed the form, reprint another 1099 with the updated Corrected status
and submit that form to the IRS with a new 1096. for instructions on printing 1099 forms,
see Printing 1099s for Recipients.

If you initially e-Filed, create a new .txt file with that recipient and updated Corrected
information and submit it to the IRS. For information on e-Filing, see Creating a file to e-

File.

—————————
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Deleting a Recipient

1. Select the company that contains the recipient(s) you wish to delete

2. Highlight the recipient in the list you wish to delete.

If you want to delete more than one recipient, you can highlight multiple recipients at once.

See Selecting Multiple Recipients.

3. Click Delete Recipient button.

4. A pop-up window appears to confirm that these are the recipients you want to delete.

Delete Recipient(s)

CheckMark™

1099 Software

Please verify that you want to delete the following recipients:

X

Cage, Rusty

Conﬁrm Delete Cancel

5. Click Confirm Delete to complete the process.

Copy Recipient

If you have a recipient that needs to be included in multiple companies or requires different

types of 1099 forms, you can easily copy that person’s set up information and add them either under

a new company and/or with a different type of 1099 form.

1. Select the company that contains the recipient(s) you wish to copy.

2. Highlight the recipient in the list you wish to copy.

——————
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3. Click the Copy Recipient button.
4. A pop-up window appears. Select which company and which type of 1099 form this

recipient should be copied as.

CheckMark 1099 Recipient Copy X

CheckMark”

1099 Software

Please select the Company and 1099 Type to copy Rusty Cage to.

Company Samble Co v
@®misc  (Obiv O INT ORr Os (ONEC

ok | | Cancel

5. Click OK to copy the recipient.

Filtering Recipients

You can use the Filter button to search for certain recipients in the list. To find a particular
recipient, enter all or part of the name into the Filter box area above the recipients section and click

the Filter button. The Filter will search for any recipients that contain those variables.

You can also use an asterisk (*) to help sort groups. For instance, if you enter the first letter and

then an asterisk, ex: N*, you will receive all recipients that start with the letter “N”.

IMPORTANT: When filtering, make sure you choose the appropriate form you want to search in.
If filtering from All Forms, recipients will be searched from the entire company. If however, you
choose DIV Forms for example and filter certain variables, only those recipients set up as receiving a

1099-DIV will be displayed in the results.

—————————
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Sort Recipients

You can sort recipients by Ascending or Descending order. To select which type of sort to use, go

under the Sort menu at the top of the screen and choose either Sort Recipients Ascending or Sort

Recipients Descending.

&/ CheckMark 1099 E-File 2023

= [m] X
File Tools View Sort Help
v Sort Companies Ascending =
Sort Companies Descending heCK Ma rk
B < Reciions Accond 1099 Software
Corbaes ort Recipients Ascending Filter [ ]
ABC Compan Sort Recipients Descending
XYZ Company
Update Company New Company Delete Company
Open Database
Redipients 1of 1 Filter | ‘ All Forms v | | All Status v
Cage, Rus

Update Recipient New Recipient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\ 109912023 \CheckMark 1099 Database 2023.db

Status

The Status drop down menu has certain statuses that are categorized based upon their setup
and completion of being printed. You can sort using the different options to see which employees or
vendors have been Printed, Completed, Validated, Voided, or Corrected.

Recipients can be in multiple statuses at the same time; however you can only sort by one status

at a time.

NOTE: Before choosing a Status, select a company from the list.

—————
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ﬁ' CheckMark 1099 E-File 2023 - O x

File Tools View Sort Help
CheckMark”
1099 Software
Companies

ABC ComEani

XYZ Company

Filter | |

Update Company Mew Company Delete Company

Open Database

Redpients 1o0f 1 All Forms

Update Recipient New Redpient Delete Recipients Copy Redipient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\WsersiuserDocuments\ChedkMark 109912023V CheckMark 1099 Database 2023.db

Printed Status

You can easily sort using this status to see which recipients still need the form 1099 printed.

You can select either Printed or Not Printed status to sort for recipients by whether or not you
have printed a 1099 for them. Once you select the Print Forms for Recipient command from the File

menu, that recipient will automatically be moved to the Printed status from the NOT Printed status.

Completed Status
You can use the Completed status to indicate which recipients have or have not been printed or

e-Filed this form 1099 for employer related copies.

Once you select the Print forms for Filing option under the File menu, recipients listed under

NOT Completed will be moved to the Completed status.

T ———————
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Validated Status

Sorting by Validated or NOT Validated helps you easily determine if there is any recipient that is
not set up correctly. In the recipient screen, certain fields require specific characters, numbers, etc.

to be accepted upon filing.

Select Validated to see which recipients are ready to be filed. Select NOT Validated to see any
recipients that have set up criteria which is incorrect for filing purposes. Once you have sorted by
NOT Validated, select a recipient and click on the Update Recipient button to view the set up and
make necessary changes. Fields marked in “RED” do not meet the requirements for filing and

corrections should be made.

Voided Status

In the Recipient set up screen, there is a checkbox at the top of the screen for Void. If you filed a
1099 for a recipient that was unintended, you can mark Void to resent the 1099 for that recipient as

a void status.

Choosing a Voided status will list all recipients marked Void in the Recipient set up screen. All
other recipients that are not marked Void in the recipient set up screen are listed as NOT Voided for

a status.

Corrected Status
In the Recipient set up screen, there is a checkbox at the top of the screen for Corrected. If you
filed an incorrect 1099 and need to resubmit a new 1099 with updated information, select the

Corrected checkbox in the recipients set up screen before submitting the new 1099 information.

The Corrected status indicates all recipients who are marked as Corrected in the recipient set up

screen. All other recipients will be listed as Not Corrected.
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Selecting Multiple Recipients

Consecutive Selection

Windows: You can select multiple recipients by clicking the first recipient while holding down
the mouse and moving the mouse down through the list

You can also click the first recipient, hold down the ‘SHIFT’ key on the keyboard and then click on
the last recipient you want in the list.

Macintosh: Click on the first recipient you want in the list, hold down the ‘SHIFT’ key on the

keyboard and then click on the last recipient you want in the list.

| NN CheckMark 1099 E-File 2024
CheckMark”
1099 Software
Companies Filter
New 1

Update Company

Recipients 3of 3 Filter AllForms @ All Status [~ ]

Emily J. Taylor

John A. Smith
Michael Johnson

MNew Recipient Delete Recipients

Database: CheckMark 1099 Database - 1099 Year 2024
Path: JUsersfuser/Documents/CheckMark/1099/2024/CheckMark 1099 Database 2024.db

T ———————
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Non-Consecutive Selection

Windows: To select specific recipients as a group, click on the first recipient you want, hold

down the ‘CTRL’ key on the keyboard and click on any other recipients you want to include.

Macintosh: To select specific recipients as a group, click on the first recipient you want, hold

down the ‘COMMAND’ key on the keyboard (also known as the Apple key) and click any other

recipients you want to include.

o209 CheckMark 1099 E-File 2024
CheckMark”
1099 Software
Companies Filter
Mew 1

Update Company

Recipients 3 of 3 Filter AllForms @ Al Status

Emily J. Taylor

John A. Smith

Michael Johnson

New Recipient Delete Recipients

Database: CheckMark 1099 Database - 1099 Year 2024
Path: JUsersfuser/Documents/CheckMark/1099/2024/CheckMark 1099 Database 2024.db
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Chapter 6 Exporting and Importing

This chapter explains how to export employees and companies from CheckMark Payroll as well
as vendors from CheckMark MultiLedger and how to import this information from CheckMark

Payroll, MultiLedger or tab-delimited text file.

Exporting Recipients from CheckMark Payroll

1. Open up CheckMark Payroll, go under File menu and choose Export Employees.

2. Highlight which recipients you want to export from the list.
Note: If the recipients to be imported are using different types of 1099 forms, you should
create multiple export files for each type of form.
Example: One export file for 1099 MISC, one file for 1099 INT, etc.

3. Click the Export 1099 button. The Selected Field list will automatically populate with the

correct available fields to import into the 1099 software.

Save

Available Fields Selected Fields Employees

[Last Name A Copy - Last Name Chaplin, Charlie Ted
First Name [First Name Monroe, Marilyn JJ
Middle Name RaTa |Address Line 1 Patra, Leo R
[Address Line 1 2 [Address Line 2 Snead, Sam Jim
(Address Line 2 City
City Copy All -> State
IState Zip
Zip <- Remove All Social Security #
ISocial Security #
Email
Phone Number Export TXT
[Birth Date
Employee # x =
Department Choice Export CS\
IDirect Deposit Checkbox
Prenote Checkbox Export To 1099
Routing # 1
[Account # 1 Export To 1095
Account 1 Type Choice
Routing # 2
[Account # 2

nt 2 Type Choice
(iccount 2 Amount

4. A Save dialogue box appears in the File name field, give the file a name if needed and
choose a location to save the file to, an example would be your Desktop.

5. Click Save.
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Exporting Companies from CheckMark Payroll

1. Open CheckMark Payroll, and then open the Company you wish to export.
2. Under the File menu select Export Company to 1099.
3. A Save dialogue box appears. In the File name field, give the file a name if needed and

choose a location to save the file to, an example would be your Desktop.

& Favorices ~  Documents library
B Desitop Fepors
& Downioads Narme - Dite modsud Type Sar
A, Recent Pices

L] MascEmplayees P22205582) AM
o Ltaane )
,;. c"‘“ et |
o Music
' Prctures
B Gdeos

W Computer
£ Locsl Dk iC)
ot e shaves Ve

N Network
1R BACKS
B OBISHOIWAD
18 OIS LG

Fle name n -
Swveastype [Tt File0a) -

(o e Pt oot ]

4. Click Save.
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Exporting Recipients from MultiLedger

1. Open the MultiLedger software, under the File menu select Export...

@ Multicedger [T Ecit Setup Transactions Reports Window Help

Financial ‘
Statements |

Close Year...

Customer |
Setup | Format...
‘ Page Setup...
Select Print Font...

ltem |

Setup
Sales Tax |

Setup

Preferences...
User Settings...

@ New Company HN
Open Company... %0
= Open Recent Company >
ompany Compa :
! ‘B:la?koup COmp?nv
— Restore Backup, T ion General
PRITACE A ransact il
Rebuild Files...
Accounts Ren:m F:’: dournals
¢ = Find Gompany..: Bai " 7
ance come
Renumber Accounts... Statement

Cash Flow Financial
Snapshot
Customer Vendor
Reports Reports
ltem Job
Reports Reports

Sales Tax Salesperson
Report Report

2. Select Vendors from the drop-down menu at the top.

9 Transactions Reports Window
200

J A
Quotes

r) 3 <V Wl % @} Mon

1st Bark

AIC Adwvertising

BTS Distribution Supply
Bank

Bluz Cross

Blue Crozs-CP

CA Dept of Labor

CA Dept of Revenue
CO Dept of Labor

CO Dept of Revenue
CheckMerk Sof tware
City Dept of Rew
City of Denver
Credit Card Conpary
EDD

EDD-ETT

EDO-S01

El Paso Steak House
Financial Group
Financial Group — S
IRS

Labor Lhion
Magnolia Rental Properties
Office Mart
Postmaster
Principal Financial
{Sample Co

State Cept of Rev
Terry's Supply Store
Town Recorder

Customers
| Separate City/State/Zip

Items -
2 | Export To 1098

Accounts

Jobs i

Salespeople | Export TXT Export CSV

Copy . Remove
Field List Export List

Hane Hame
Code Code
Contact Contact
Address Address
City/State/Zip City/State/Zip
Notes /Raf3 Notas /Raf#
Add' | Notes Add'l Notes
Phone Phone
Tax 10 Tax |D
Fax Fax
Default Acct Default Acct
Default Ant Default Amt
Due Dous Due Daus
Credit Linit Credit Limit
Emai |
Web

“
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3. Make sure you select the correct period and click the Export to 1099 button.

eee Export
AT e Separate City/State/Zip
AIC Rdvertising Vendors <]

ETS Distribution Supply

Barnk, August 16 Export To 1099

[~

Bluz Cross |
Elua Cross-CF

CA Dept of Labor Copy All Export TXT Export C5V |
CA Dept of Rewvenus

CO Dept of Labor

CO Dept of Revenus

CheckHark Zoftware

City Dept of Rev Field List Export List

City of Detrwer

X Hame Hame
Credit Card Company Code Code
EDD Contact Contact
EDD-ETT Address Address
EDD-501 Citu/State/Zip Cityfstate/Zip
E! Pus? Steak House Motes /Ref# Motes Refs
F!nanc!al Graup Add'l Motes Add'l Hotes
Financial Group - 5 FPhonhe Fhore
IRS ) Tax 10 Tax D
Labor Union Fax Fax
Hagholia Fental Properties Default Acct Default Acct
Office Mart Defoault Amt Default Amt
Pogtmgster ) ) Due Days Ouz Days
Principal Financial Credit Limit Credit Limit
Sample Co Emai l
State Dept of Rew Leb

Terry's Supply Store
Town Recor-der

4. A Save dialogue box appears. In the File name field, give the file a name if needed and
choose a location to save the file to, an example would be your desktop.

5. Click Save.
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Importing Recipients from CheckMark Payroll and

MultiLedger

1. Open the CheckMark 1099 application.

2. Open the Database which contains the company you want to import into.

Note: If the company you want to import recipients to does not exist, you will need to

create a new company or import a company before importing recipients. For information

on creating a new company or importing a company, see Creating a New Company or

“Importing a Company” on page 47.

3. Under the File menu select Import...

& CheckMark 1099 E-File 2023

File Tools View Sort Help

Create Database
Import...

Import Prior Year

CheckMark™
1099 Software =
ilter

Open Database = |

Database Manager

Close Database
EFile...

Summary Report
Mailing Labels

Print Forms for Recipient

Update Company New Company Delete Company

Print Forms for Filing

Open Database
Exit

Recipients 3 of 3 | ter l ‘ | MISC forms

v| | Alstatus

v

Cage, Rusty

JEier! Mike

Update Recipient New Recipient Delete Recipients Copy Recipient
Database: CheckMark 1099 Database - 1099 Year 2023

Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

4. Select Recipient in the popup window.

CheckMark 1099 Import Type X

CheckMark”

1099 Software

Please select the type of 1099 import you are importing

(O Company  (® Recipient

g Eees
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5. Inthe popup window select which type of 1099 recipient(s) you are importing: MISC, DIV,

INT, R, S, or NEC and which company you want to import the recipients to.

CheckMark 1099 Recipient Type X

CheckMark®
1099 Software

Please select the type of 1099 Recipients you are importing

Select Companies

Sample Co

@misc Oov Omr OR Os ONec

OK Cancel

6. Click OK.
7. Click the Import from Payroll or MultiLedger button. The appropriate fields will

automatically populate for you.

CheckMark™
1099 Software

I Import from Payroll or MultiLedger |

Import Recipient Data

Available Fields Selected Fields
Company/Last Name (Required) 'S Company/Last Name (Required)
First Name First Name
Address Line 1 Add Field —> Address Line 1
Address Line 2 Address Line 2
Ci Cil
S;ghe Add Al Fields —> ng
ZIP Code ZIP Code
Country Country
Address not in U.S. - Checkbox <—Remove Field
Recipient’s ID N
Account Number
FATCA_MISC - Checkbox <—Remove Al Fields
2nd TIN not. - Checkbox
Void - Checkbox
Corrected - Checkbox v

Import_TXT Import_CSV Cancel

8. A Lookin screen for Windows or choose the file to Import screen for Macintosh appears

allowing you to browse to the location where you saved your text file from CheckMark

Payroll or MultiLedger.
9. Select the text file and click Open. All recipients will be imported into the selected

company.

—————
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Importing a Company from CheckMark Payroll

1. Open the CheckMark 1099 application.

2. Open the Database you want to import the company into.

Note: If the database that you want to import recipients to does not exist, you will need to

create a new database before importing. For information on creating a new database see

“Creating a New Database” on page 9.

3. Under the File menu select Import...

& CheckMark 1099 E-File 2023
File Tools View Sort Help

Create Database
™

e CheckMark
Import Prior Year 1 099 Software oE | |
Open Database
Database Manager
Close Database
EFile...
Summary Report
Mailing Labels
Print Forms for Recipient Ipdate Company New Company Delete Company i
Print Forms for Filing

Open Database
Exit
Recipients 3 of 3 ~ Fiter I | |MIscforms | |Allstatus vl

Update Recpient New Redipient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

4. Select Company in the popup window.

CheckMark 1099 Import Type X

CheckMark”

1099 Software

Please select the type of 1099 import you are importing

® Company (O Recipient

ok || canel |
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5. Click OK.

6. Click the Import from Payroll or MultiLedger button. The appropriate fields will

automatically populate for you.

CheckMark 1099 Import Type

Available Fields

CheckMark”
1099 Software

Import from Payroll or MultiLedger

Payer's Name
Payer's Federal ID
Address

City

State

ZIP

Import_TXT

Add Field —> Selected Fields

Add All Fields >

<--Remove Field

<--Remove All Fields

Payer's Name
Payer's Federal ID
Address

City

State

P

Phone

Import_CSV

Cancel

7. A lLookin screen for Windows or choose the file to Import screen for Macintosh appears

allowing you to browse to the location where you saved your text file from CheckMark

Payroll.

8. Select the text file and click Open. All recipients will be imported into the selected

company.

——————
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Importing using a tab-delimited text file

1. Open up the CheckMark 1099 application.

2. Open the Database which contains the company you want to import into.

Note: If the company you want to import recipients to does not exist, you will need to

create a new company or import a company before importing recipients. For information

on creating a new company or importing a company, see Creating a New Company or

“Importing a Company” on page 47.

3. Go under the File menu and select Import...

'3 CheckMark 1099 E-File 2023

File

Import Prior Year

Database Manager

View Sort Help

| CheckMark®
1099 Software

Print Forms for Recipient ‘ Update Company
Print Forms for Filing .

New Company

Delete Company

Open Database

Fiter | |

MISC forms

Update Recipient ‘

Database: CheckMark 1099 Database - 1099 Year 2023
C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

New Recipient

4. Select Recipient or Company in the popup window.

Delete Recipients

Copy Redipient

CheckMark 1099 Import Type

@ CheckMark”

1099 Software

Please select the type of 1099 import you are importing

O Company

L

(® Recipient

 Cancel
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5. Inthe popup window select which type of 1099 recipient(s) you are importing: MISC, DIV,

INT, R, S, or NEC and which company you want to import the recipients to.

CheckMark 1099 Recipient Type X

CheckMark”

1099 Software

Please select the type of 1099 Recipients you are importing

Select Companies
Sample Co
@misc Opiv Omr OR Qs ONEC
OK : \ Cancel |

6. The import screen allows you to select which fields are being imported. Select the fields in
the same order as the text file you’re importing. Click the Import button after you have

added all fields to the Selected Field list.

Import Recipient Data

| Import_TXT |

™
CheckMark
1099 Software
I Import from Payroll or MultiLedger I
Available Fields Selected Fields
Company/Last Name (Required) ~ Company/Last Name (Required)
First Name First Name
Address Line 1 Add Field —> Address Line 1
Address Line 2 Address Line 2
Ci I T Ci
s{;’be | Add Al Fields > s;;’ge
ZIP Code ZIP Code
Country - Country
Address notin U.S. - Checkbox | <—Remove Field
Redipient's ID o -
Account Number I Sl
FATCA_MISC - Checkbox xS Remave Al Fields |
2nd TIN not. - Checkbox
Void - Checkbox
Corrected - Checkbox v

Import_CSVV |

Cancel

§
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7. AlLookin screen for Windows or choose the file to Import screen for Macintosh screen
appears allowing you to browse to the location where you saved your text file.
8. Select the text file and click Open. All recipients will be imported into the selected

company.

Text File Format for Importing

CheckMark 1099 program uses a tab-delimited .txt file for importing Companies and the
Recipients.

Each field is separated by a Tab with Return at the end of the record before starting the next
recipient. An example of a text file to be imported is shown below and contains the Selected Fields:

Company Name/Last Name (required), First Name, Address 1, Address 2, City, State, Zip, Recipients

ID.
Power[tab]Max[tab]44 Main St[tab]Ste 101[tab]Fort Collins[tab]CO[tab]80525[tab]123- 45-
6789[return]
e If any fields are not applicable, for instance the address 2 field, a space can be used as a
place holder. For example:
Power[tab]Max[tab]44 Main ST[tab]”space”[tab]Fort Collins[tab]CO[tab]80525[tab]123- 45-
6789[return]

e If nospace is included, two consecutive [tabs] will also work. For example:
Power[tab]Max[tab]44 Main St[tab][tab]FortCollins[tab]CO[tab]80525[tab]123-45- 6789[return]
IMPORTANT: Make sure the items in the Selected Fields list are in the same order as the items

in the text file being imported to ensure that all values are imported into the correct fields.
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Chapter 7 Printing 1099 Forms

This chapter explains how to print 1099 forms for the company and each recipient.

While CheckMark Inc. attempts to maintain up-to-date and accurate tax and form information,

we cannot be responsible for changes or discrepancies in tax values and forms that are filed

incorrectly.

IMPORTANT: You must install the latest version of Adobe Reader to print 1099 and 1096 forms

properly. Go to www.adobe.com to download the latest update.

Summary Report

The 1099 Summary Report summarizes recipient payments by 1099 type. These totals can be

compared to Box 5 on Form 1096. Use this report to verify the accuracy of your information before

printing.
1. Go under File, select Summary Report. Click Print.

&/ CheckMark 1099 E-File 2023
File Tools View Sort Help

Create Database
Import... Ch“kMark.
Import Prior Year 1 099 SOf‘twa re

Open Database

Database Manager

Close Database
EFile...

Summary Report
Mailing Labels

Print Forms for Recipient Update Company New Company Delete Company

Print Forms for Filing
Open Database

Exit

Recipients 3 of 3 Filter

Cage, Rusty
Jagger, Mike
Jett, Joan

Update Redpient New Recipient Delete Redpients

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db
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Print 1099 Forms and 1096 Form for Each Company

1. Select the company you wish to print 1099s and a 1096 form.

2. Select which type of 1099 form you want to print from the Forms drop down menu: MISC,
DIV, INT, R, S, and NEC.

3. Select which recipient(s) in the list you would like to print forms for. If no recipients are
selected, all recipients will be included.
Note: You can sort the recipients by using the Status drop down menu to group recipients
by Printed, Completed, Validated, Corrected, and Void. For more information on using the
Status drop down menu and what each Status means, see Status.

4. Under the File menu, select the Print Forms for Filing option.

& CheckMark 1099 E-File 2023 5 O X
File Tools View Sort Help

Create Database y
Imp:rt... t | Ch“kMal’k-
Import Prior Year | 1 099 SOftWa re l |

Filter

Open Database

Database Manager
Close Database

EFile...

Summary Report
Mailing Labels

Print Forms for Recipient Update Company New Company Delete Company

Print Forms for Filing
Open Database

Exit

| MISC forms v | |All Status v

Recipients 3 of 3 Fiter | I

Update Redpient New Redpient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\109912023\CheckMark 1099 Database 2023.db

5. A popup window appears.

T ———————
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The first section pertains to 1096 information. The default choice is to Use all recipients for
1096 totals for the selected company. If you are filing Corrected or Voided 1099s, then
choose the Use selected recipients for 1096 totals option.

The second section of the screen pertains to 1099s. The default choice is to Print 1099s for
all recipients. If you are filing Corrected or Voided 1099s and only want selected recipients

to be included, choose the Print 1099s for selected recipients options.

Print Forms for Filing X

CheckMark”
1099 Software

Choose 'Use Selected' if you are printing ONLY CORRECTED and VOIDED 109Ss, otherwise choose 'Use
All' to use all Sample Co MISC recipients

(®) Use all recipients for 1096 totals (O Use selected recipients for 1096 totals

Choose "Print All Recipients' if you want to print 1099s for all Sample Co MISC recipients, otherwise
choose 'Print Selected Redipients'

(®) Print 1099s for all recipients (O Print 1099s for selected recipients

Continue Cancel

**If printing 1099 MISC or INT Only**

If you are printing 1099 MISC or INT forms, you’ll be prompted to choose | Sent 2-up forms
to recipients or | sent 4-up forms to recipients. Choose the | sent 2-up forms to recipients
option if you plan on using 2-up pre-printed forms for all copies of 1099-MISC. If you plan
on printing Copy B, Copy 2 and Copy C for the recipient on blank paper, you can select |
sent 4-up forms to recipients. After making your selection, click OK.

Note: When opted NEC forms you'll be prompted to choose | sent 3-up forms to recipients.
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Print Forms for Filing

CheckMark”

1099 Software

Choose 'Use Selected' if you are printing ONLY CORRECTED and VOIDED 1099s, otherwise choose 'Use
All' to use all Sample Co MISC redpients

(®) Use all recipients for 1096 totals (O Use selected recipients for 1096 totals

Choose 'Print All Recipients' if you want to print 1099s for all Sample Co MISC recipients, otherwise
choose 'Print Selected Redpients'

(® Print 1099s for all recipients (O Print 1099s for selected recipients

‘7 Continue | Cancel

Note: If you have not selected any recipients for the company selected, all recipients will be

printed.

6. A message box will open telling which form to load in the printer and how many. Click OK

after you have loaded the correct forms in your printer. Do this for each message box that

appears.

#of forms message box X

Please put 1 copies of 1099-MISC CopyA into the printer, then hit ok

[oc 1]

§
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Printing 1099s for Recipients

1. Select the company you wish to print 1099 forms for.

2. Select which type of 1099 form you wish to print from the Forms drop down menu: MISC,
DIV, INT, R, S or NEC.
Note: Recipients shown will be for the type of 1099 form that is selected. You can choose
SHOW ALL to show all recipients, but you must select a specific 1099 form from the drop
down list to be able to print.

3. Select which recipient(s) in the list you wish to print 1099s for.
Note: You can sort the recipients by Status drop down menu to group recipients as Printed,
Completed, Validated, Corrected and Void. For more information on using the Status drop
down menu and what each Status means, see Status.

4. Under the File menu, select the Print Forms for Recipient option.

& CheckMark 1099 E-File 2023 = O X
File Tools View Sort Help

Create Database
impert. CheckMark™
Import Prior Year 1 099 Software Fite: | l
r
Open Database
Database Manager
Close Database
EFile...
Summary Report
Mailing Labels
Print Forms for Recipient Update Company New Company Delete Company
Print Forms for Filing
Open Database
Exit
Recipients 3 of 3 Filter ‘ ] MISC forms v | | All Status v

Cage, Rus

Ja&ier Mike

Update Redpient New Recipient Delete Redipients Copy Recipient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1093\2023\CheckMark 1099 Database 2023.db

T ———————
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**|f Printing 1099-MISC and 1099-INT only**

If you are printing 1099 MISC forms or 1099 INT forms, you’ll be prompted to choose Print 2-up
MISC or INT forms or Print 4-up MISC or INT forms. Choose Print 2-up MISC forms option if you plan
on using 2-up pre-printed forms for all copies of 1099 MISC. If you plan on printing Copy B, Copy 2,
and Copy C for the recipient on blank paper, you can select Print 4-up MISC Forms. After making

your selection, click OK.

CheckMark 1099 MISC Print Selector X

CheckMark”
1099 Software

Please select which 1099 forms you are using to print recipients.

(@) Print 2-up MISC forms () Print 4-up MISC forms

If you choose '2-up' we will separately create Copy B and Copy 2 for each recipient. (Needs to be
printed on preprinted forms)

If you choose '4-up' we will create a one page PDF containing a Copy 2, Copy B, Copy 1 and Copy C's
for each redpient. (Needs to be printed on blank paper)

OK Cancel

Note: Using the 4-up sheet method will produce two Copy Cs instead of one Copy 1.

5. If printing 2-up on pre-printed forms, a message box will open telling you which form to
load in the printer and how many. Click OK after you have loaded the correct forms in your

printer. Do this for each message box that appears for each form.

#of forms message box X

Please put 1 copy of 1093-MISC CopyB into the printer, then hit ok
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**|f Printing 1099-NEC only**

If you are printing 1099 NEC form you’ll be prompted to choose Print 3-up NEC or Print 4-up NEC.
Choose Print 3-up NEC forms option if you plan on using 3-up pre- printed forms for all copies of
1099 NEC. If you plan on printing Copy B, Copy 2, and Copy C for the recipient on blank paper, you

can select Print 4-up NEC Forms. After making your selection, click OK.

CheckMark 1099 NEC Print Selector

CheckMark”
1099 Software

(®) Print 3-up NEC forms () Print 4-up NEC forms

If you choose "3-up' we will separately create Copy B and Copy 2 for each recipient. (Needs to be
printed on preprinted forms)

If you choose '4-up' we will create a one page PDF containing a Copy 2, Copy B, Copy 1 and Copy C's
for each recipient. (Needs to be printed on blank paper)

OK Cancel

#of forms message box

Please put 1 copy of 1099-NEC CopyB into the printer, then hit ok

OK

T ———————
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Edit Printing Formats
You can adjust each individual print field if printing on pre-printed forms.
1. Choose Edit Printing Formats located under the Tools menu.

‘3 CheckMark 1099 E-File 2023 = [m} X

File Tools View Sort Help
Admin

Backup Database

@ CheckMark™
1099 Software

Download Backup from Cloud | Filter ‘ | |

Restore Database :
Edit Printing Formats —

Update Company | New Company | Delete Company

Open Database

Recipients 3 of 3 ‘, Fiter I ] MISCforms ~ ~| | AllStatus v

Cage, Rus
Jagger, Mike

Update Redpient New Recipient Delete Recipients [ Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

2. Select which forms you want to modify from the drop down menu: MISC 2-up form, DIV

form, INT form, R form, S form, NEC form, and 1096 form.

CheckMark 1099 Edit Printing Formats X

CheckMark”®
1099 Software

§
CheckMark 1099 Software User Manual Page 74 of 83




3. Click Edit Current Custom Format. A window showing all print fields on the selected form

opens.
1099 Format Window X
1 1 2 3 4 a ] 7 an
1]
H ¥
| payername |
! payer address ]
payer city-state-zip |
payer phone ]
box 3 | box 4
2
payerid Fecipient id box 5 ] box B ]
Fecipient name b
31
Fecipient address box 9 | box 10 |
Fecipient city-state-zip-country box 11 ] box 12 ]
A
K K box 14 ] box 15 |
box 16-1 | box17-1 | box181 |
] box 16-2 | bex17-2 |  box182 |
5 W
< >

You can adjust any field by dragging it with the mouse. Or click on any field to highlight and
use arrow keys on the keyboards.

Double-clicking any field will turn the text from ‘black’ or ‘red’ or vice versa. Any field
labeled in ‘red’, will not print.

4. To reset the back to the default format, click the Reset Format button.

Edit Page Format (Mac Only)

If using a Macintosh computer, you must set the printing preferences the first time you print to
correctly format the page. A warning message will appear the first time you try to print. You can
access the Edit Page Setup screen by clicking the Edit Page Setup button. You can also access the

Edit Page Setup screen under the Tools menu.

1. Click Edit Page Setup under the Tools menu.
2. Follow the instructions in the warning message. You can also print out the instructions to

follow along.
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Chapter 8 e-File

This chapter shows you how to e-File 1099 forms using the IRS Filing Information Returns

Electronically (FIRE) System. If you have never e-Filed 1099s in the past, you will need to visit the IRS

website at www.irs.gov to sign up for a FIRE system account and receive a Transmitter Control Code

(TCC), you should do this 45-60 days before the filing deadline.

While CheckMark Inc. attempts to maintain up-to-date and accurate tax and for information, we

cannot be held responsible for changes or discrepancies in tax values and forms that are filed

incorrectly.

Note: The ability to e-File is only is only available to customers who have purchased the 1099 e-

File version. If you need to upgrade from the printed version, visit the CheckMark website at

www.checkmark.com.

Summary Report

The 1099 Summary Report Summarizes vendor payments by 1099 type. These totals can be

compared to Box 5 on Form 1096. Utilize this report to verify the accuracy of your values before

printing.

1. Under File, select Summary Report. Click Print.

% CheckMark 1099 E-File 2023 = m]
File Tools View Sort Help

Create Database
Import... cb@CkMa I'k‘
Import Prior Year 1099 Software

Filter l

Open Database

Database Manager

Close Database
EFile...

Summary Report
Mailing Labels

Print Forms for Recipient Update Company New Company Delete Company
Print Forms for Filing

Open Database

Exit
Redipients 3 of 3 Filter l ‘ MISC forms v | Al Status ~

Cage, Rusi

Jaﬁier, Mike ’

Update Redpient New Redipient Delete Recipients Capy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\109912023\CheckMark 1099 Database 2023.db
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Creating a file to e-File

1. Select the company you want to e-File for. You can select multiple companies if you wish.

For information on selecting multiple companies, see Selecting Multiple Recipients.

2. Select the recipients you wish to include. You can sort using the different forms or choose

All Forms from the drop down menu to select all recipients. For information on selecting

multiple recipients, see Selecting Multiple Recipients.

Note: You must choose at least one company, but if you do not choose any recipients, all

recipients will be included in the e-File.

You can sort the recipients by the Status drop down menu to group recipients as Printed,

Completed, Validated, Corrected and Void. For more information on using the Status drop

down menu and what Status means see Status.

3. From the File menu, choose E File...

& CheckMark 1099 E-File 2023
File Tools View Sort Help

Create Database
™
Import... ChGCI(Mark
Import Prior Year 1 099 Softwa re = l l
r
Open Database
Database Manager
Close Database
EFile...
Summary Report
Mailing Labels
Print Forms for Recipient Update Company New Company Delete Company
Print Forms for Filing
Open Database
Exit
Recipients 3 of 3 Filter I \ MISC forms v | All Status v

Cage, Rusty
Jagger, Mike
Jett, Joan

Update Redpient New Recipient Delete Redipients

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

4. Inthe pop-up window. Fill in all applicable fields.

—————

Copy Redipient
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o E-File - m] X

CheckMark”
1099 Software

Transmitter Control Code [:
e —

Transmitter Name l

Transmitting Company (

Transmitter's Mailing Address [

Transmitter's City l

Transmitter's State ‘None 7

Contact Name l

e —

Contact's E-mail Address [

[] combined Fed/State Filing Program
[] Thisis a TEST file

| Create E-File Now | Cancel | How toEFile

5. Optional: If you need more information on how to set up an E-file account, click the How to
E-file button. A pop-up window with important links on how to first apply, create a FIRE

system account.

® How to E-File

CheckMark™
1099 Software

Follow these simple steps for E-Filing
1) i -
2) Create FIRE System Account
3)
4) Login to vour FIRE Account
5) Send a TEST filel

Close

6. Once all the information is filled in, click the Create E-File Now button.
7. If there are any errors in the transmitter information window, you will see a pop-up

window explaining what errors occurred.

“
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Error X

CheckMark”

1099 Software

The following errors were discovered:
Transmitter Control Code: Must be 5 alpha/numeric characters.
Transmitter's TIN: Must be 3 digits.
Transmitter Name: Must be between 1and 40 characters.
Transmitter Company: Must be between 1 and 40 characters.
Transmitter's Mailing Address: Must be between 1 and 40 characters.
Transmitter's City: Must be between 1 and 40 characters.
Transmitter's State: Please select a State or Province.
Transmitter's Zip: Must be of form XXXXX or XXXXX-XXXX.
Contact Name: Must be between 1 and 40 characters.
Contact's Phone Number: Must be of form XXX-XXX-XXXX or XXX-XXX-XXXX ext. XXXXX.

[ContinueAnyway‘ \ Cancel ‘

8. Click Cancel to go back to the transmitter information window to correct any set up errors.
Or click Continue Anyway to proceed with saving the .txt file.

9. A Save as dialog box opens.

it Fwveeres = Documents library
B Dedkicp s

Aoty | Folde

o Misic
! Pictures
H viseer

& Computer
& tecatDak (¢
gk crmn_shaves (\\na

Fhe name: (EZREEY -
Swveas type | To s (01) )
s =) o)

10. Enter a name for the file or use the default name if one is given. Save the file to a location
that is easy to find. The Desktop is an easy location to save the file to and find it there later

when you are ready to submit the file to the IRS FIRE system. Click Save.

“
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Chapter 9 Backup and Restore

Making backups is critical to protecting your data. You should always keep current backups.

CheckMark 1099 allows you to easily backup your data to any external source for safekeeping.

Backing Up Using the Backup Database Command

Using the Backup Database command within the program allows you to backup a duplicate copy

of the database. You can restore this database in case of computer failure or to revert back to a

previous database in case of an error in your current database. It is recommended that you make

current backup databases anytime you modify information.

Note: Only users with Admin privileges can backup and restore a database. For more

information on setting up Admin privileges, see Setting up Users and Passwords.

1. Click on the Tools menu in the upper left hand corner of the screen and select Backup

Database.

'3 CheckMark 1099 E-File 2023 -
File Tools View Sort Help

i CheckMark®
Backup Database 1099 Software

Download Backup from Cloud Filter I

Restore Database
Edit Printing Formats

Update Company New Company Delete Company

Open Datsbase

Recipients 3 of 3 Filter l | MISC forms | |AllStatus

Cage, Rusty
Jagger, Mike
Jett, Joan

Update Redpient New Recipient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\ 109912023 \CheckMark 1099 Database 2023.db

—————
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2. ASave In dialog box appears. Choose a destination you would like to save the backup

database to.

3. A default name of backup (with the current date).db is given. Change the name of the

backup if you wish and leave the .db extension.

®
< =) =
Favorites [ CheckMark
7 ™ ChkokBal.pat
<2 iCloud Drive 2
¢class au..licts doc

4 Applications & Coddingtor.cocx

3 Desktop

H Documents

o Downloads =| Costa RI...ure . doc
Costa Rl say doc

Davices [ County..fica dack

L1 Kristi Fisher's iBook G4

New Folcer

4. Click Save.

—————

Save As: | CheckMark 1099 Database 2017 Backu

[ 1095
1 10989
B8 Multiledger
[ Payroll

Create a Database Backup (All Companies in Database}

A

Tags:

| _Auto_Backups 2 Q
v 2017 * [ _Conliguration »
> 5 _Backups 4
> B _Reports >
> CheckM. -017.db
Format: 1099 Database Backup (*db) Eg

Cancel
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Restoring Database using Restore Database Command

In case of computer failure, corruption or if you made a mistake and would like to revert back to
a previous database, the Restore Database command will open any previous backups you have
saved. You must have a Database created before you can restore a backup.
1. Click on the Tools menu in the upper left hand corner of the screen and select Restore

Database.

& CheckMark 1099 E-File 2023 = O X
File | Tools View Sort Help

Admin CheckMark®
Backup Database 1099 Software

Download Backup from Cloud Filter ‘ |

Restore Database
Edit Printing Formats

Update Company New Company | Delete Company

Open Database

Recipients 3 of 3 Filter ‘ l MISC forms v |AllStatus v

Cage, Rusty
Jagger, Mike
Jett, Joan

Update Recipient New Recipient Delete Recipients Copy Redpient

Database: CheckMark 1099 Database - 1099 Year 2023
Path: C:\Users\user\Documents\CheckMark\1099\2023\CheckMark 1099 Database 2023.db

2. A lookin screen for Windows or Restore Database screen for Macintosh opens. Browse to

the location of the Backup Database file.

e Restore Database

(4 n= B B8 _Auto_Backups < G Sgarch
T > Dm10es > w2017 » Bu _cConfiguration > [ Auto Backups  » Check!...4-17.db
B AUy Fi 11098 . _Backups. » I CheckM.4-17.db-
Y TR 1 Multitodger > W _Reports >

2 iCloud Drive x 24 payroll 3 CheckM..017 db

/A Applications

77 Desktop E

1 pocuments

© pownioads B

Devices
L Kristi Fisher's iBook G4
&l Macintosh HD
] KINGSTON

»

Madia
- 2
4 ¢ Music
Photos

Enable:| 1099 Database Backup {*db} E‘ﬂ
cancel  RITNN

—————
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3. Select the file and click Open.
Important: Restoring a database file will overwrite the existing .db file. Restoring a
database file is used in cases of the current file becoming damaged or information being
entered incorrectly into the current database. Restoring from a previous database is faster

than manually updating the incorrect information.
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