1099 PRO GUIDE FOR IMPORTING MULTI-PCODE AND FILTER REC TYPE

Step 1: Create a Multi PCode Import Map

e login to the administrative portion of the Corporate Suite software.

e Select the correct tax year, filing entity, & form type from the upper left menu options
% 1099 Pro for Corporate Suite

File Reports Forms  Filing  Utilities  Help

Current Filer: MISC1
55-4354510
Mizc 1

Select Another Filer Manage

For Tax Year: | 2019 w
Current Form: | 1099-MISC |-~

(0]

e Select the “Import Forms” Option from the left-hand menu under “Preparing My Forms”

1 Preparing My Forms =
i

3% Work With My Tax Forms
E Import New Tax Forms

Form Totals Reports
(o]

e Select “Create/Manage/Print Import Maps”, make sure the correct form type is selected from the menu, and then

choose “Select” to view all import maps for the selected form type.
| T o nl S

1 cl:ﬁ]J Begin a new 2019 Import Process
/| Preparing My Forms =

Work With My Tax Forms Compl cess 2019 1098/1099/5498/W-2G/Puerto Rico £

e the options below to view, report, Form Type: | - All Farms -| | Status: Show all zezsions “

finizh or reget (void) prior Import e
Form Totals Reports [1j2] Set date range: | Al Dates For Selected Year

IHHH Create/Manage/Print Import Maps |

E Impart New Tax Forms

Form Selection
Select a Tax Year 2019 Form Type

The form vou select will be used in the curent process

[ ]

FormMame  Description ~
10425 Fareign Person's 1.5, Source Income Subject to withholding
10956 Health Coverage

1095-C Emplover-Frovided Health Insurance Offer and Coverage
1097-BTC Botd Tax Credit

1098 Martgage Interast Statement

1098-C Contributions of Mator Vehicles, Boats, and dirplanes

1033-E Student Loan Interest Statement

1098-F Fires, Penalties, and Other smounts

109380 Qualifying Longewity Anrwity Contract Information

1098-T Tuition Payments Statement

1093-4, Acquisition or Abandonment of Secured Property

1039-B Proceeds From Broker and Barter Exchange Transactions
1033-C Cancellation of Debt

1099-CAP Changes in Corporate Contral and Capital Structure

1093-Dv Dividends and Digtributions

1093-G Certain Government and Qualified State Tuition Program Payments
1093-H Health Coverage Tax Credit [HCTC] Advance Payments

1039-HC Ma, Health Care Coverage

1033-IMT Interezt Income

1099-K Merchant Card and Third Party Metwark Payments

1099-L5 Reportable Life Insurance Sale

1033-LTC

1099-01D Original lssue Discnut

1099-PATR | Taxable Distibutions Received From Cooperatives
£ > W
X Cancel ? Help
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o Select “Add” on the bottom left to create a new map. Select the File type of the import. In this example Excel will be
used. The sample Import File can be downloaded at Sample Multi-PCode 1099-Misc

Manage 1099-MISC Import Maps for Tax Year 2019 Forms
Map Type  File Format Process ype Status Descnu}n i 1 " Select Form Type 1 UQQ_MISC
1 099-MISC Transactional OK 1088-Misc Transactional 2019 :
1099-MISC | Delimited Standard Default | 2005-2010 Standard 109%-MISC impert ma Formatting Details
1099-MISC | Delimited Standard oK 2019 misc S
1099-MISC | Delimited Standard oK 2020 1099-Misc Mutt-Filer import test Amounts
1099-MISC |Delimited | Transactional |OK 2020 1099-Misc Transactional {® All Formats D-“tﬂ‘-’e decimal
ales
O Delimited -MRDDM Y Y
() Fixed Length
O Excel
Map Notes ID: 89
Map Status
(@) All Status Types
() Defautt (Buitt-in)
- User created maps -
() Admin Level
> O Ok (valid for use)
-
I
|r| & Add | |lA Change | |99 Copy || mm Delete |2, ViewsPrintMap | |[Z] Export Map | ﬁﬂ Import Map | | @ Close |
o] L -
| | | O Delimited

Administrator

@ Ww'hich type of import would you like to create?

(0] | | - llzer rreated mans -

e Proceed through the Import wizard. For this example keep “Has a Header Row” to match our sample file which has a
head row. Then select “Use a sample file to provide the column/header information” Then browse to where you
saved the sample file.

1093 Pro Excel Import Wizard
Select how to create your new 1099-MISC Import Map

These options let you choose methed te use in creating your new Excel Import Map

[* Select a method for creating the list ofimport fields/columns that the import process will

i use when matching the incoming columns to the appropriate destination field.
1099 Pro Excel lImport Wizard

. . Methods for creating a Excel Import Map with Field/Column headers
Define the overall specification for the Import file : P——

These opticns let you choose what type of data is in the file and how records are (® Use a sample file to provide the col /header information (recommended);
L This is the preferred way to create a delimited map if your import files
Set the Data Type and End of Recerd indicator have a header record. You can select a sample file in the format you

want to import and use that to automatically provide your column/header
list for mapping.

Mapplng Form: '1 099-M|SC (O Map by Name using your own manually entered column header list

If you don't have a sample file, this option lets you to manually create a
list of the column headers that will be in the first record of your import
files. You canthen use thatlistto map the columns in your import files
to the proper destination.

The first row in the spreadsheet
has field names instead of data.

TIP: A Header Row allows
Import to match fields even if
they are not always in the

=ame order. Next o> ® Canoel| |9 Help
(0]



https://wiki.1099pro.com/download/attachments/79593496/CS_1099-MISC%202020%20Multi%20Pcode%20w%20Filter%20RecType%28May_18_2020%29.xlsx?version=1&modificationDate=1589829544076&api=v2
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At the mapping section, selecting “Map by Name” will automatically map the names in the sample file because the

name will be matching. Alternatively you can drag over your own column header from the left box to the right box
on top the field you would like to map your column header. The important head for this map to be Multi-PCode is
the “Filer Payer Code” field.

1099 Pro Excel Import Wizard

Map the import Fields/Columns to your 1099-MISC data fields
! Drag and drop fields from the left side to the right to match your incoming values with data fields

[» Watch each field from the input file on the left to the corresponding tax form field on the right
by dragging and dropping. To cancel a match, drag from right to left or double-click on it.

1099 Pro Excel Import Wizard
Map the import Fields/Columns to your 1099-MISC data fields

Drag and drep fields from the left side to the right to match vour incoming values with data fields

[ Match each field from the input file on the left to the corresponding tax form field on the right
by dragging and dropping. To cancel a match, drag from right to left or double-click on it

T

|x Canoel| |? Help |

< Back Next >

|Drau (map) Fields from here... | |70 here.. (select a Field/Destination to see a Icngeruescnpnonﬂ |Drag (map) Fields from here... | |To here... (select a Field/Destination to see a longer descriptionl|
Col Input Field Name/Column | | Map to Field/Destination  Mapped Import Field/Column/Value  Col A Col Input Field Name/Column Map to Field/Destination  Mapped Import Field/Column/Value  Col &
1 | Filer Payer Code Filer TIN Filer TIN i
2 |Fiter: RecType Filer TIN Type Filer TIN Type
3 |RepTIN Filer Location Filer Location
4 | Last Mame/Company Filer Dept Filer Dept
5 |First Name Filer Payer Code Filer Payer Code Filer Payer Code 1
& |Mame Line 2 Filer Phone Filer Phone
7 |Address Type Rcp TIN Recp TIN 3
& |Addrese Deliv/Strest Rcp TM Type Rcp TIN Type
@ | Address Apt/Suite Rcp Account Recp Account Rcp Account 14
10 | City Alt Rep Account Al Rop Account Alt Rop Account LT
11 | State First Name First Name First Name 5
12 | Zip Last Mame/Company Last Name/Company Last Name/Company 4
13 | Country MName Ling 2 Mame Line 2 Name Line 2 5]
< v € > W < AR > v
A Assign Value = Unmap Ex Reset/Clear the Map i |3:’J Map by Name | A Assign Value == Unmap XK Reset/Clear the Map

|x Canoel‘ |? Help ‘

T AT

e Click “Next” to specify the Record Filter Value. Please enter the Value under the column “Filter: RecType”. Any rows
in the import file that does not have the value you define on this screen will be excluded from the import.

1099

Pro Excel Import Wizard

Set the Filter value that will be applied for the 1099-MISC file

Any record in the file that does not have this value will be ignored

Arecord Filter column was mapped, 50 you must specify the value that incoming records
must match. Any record that does not match will be skippedfignored.

Mapped Filter Column: |Fiter. RecType |

Record Filter Value: | MISC * REQUIRED *

If you do MOT want to filter records, press the 'BACK button and unmapiremave the
name of the incoming column shown above. That will turn off filtering.

e | ]

» Canoel| |? Help
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e Please specify your preferred formatting and recipient matching criteria. When specifying a name for the map,
please name it appropriately to reflect this Multi-PCode import map.

1099 Pro Excel Import Wizard
Specify a Name and Usage Notes for the 1099-MISC Import map

Thig informatien is dizplayed on the Import map browse to help your users

TTE

L

Enter or update the map name and usage information

[+ The title and description will be displayed for users when they need to
select an Import map to use.

WMap description or title: |Mult-PEode Impart 1093-Migc

Map Usage Motes:
(Optional but B
recommended) |

|<}J§ack||ﬂext|.:>| |x-::anoe|||?He|p |

(0]

e When you get to the “Specify the type of import” you can select from the 3 options. Please note what you select
MUST be consistent to the import file and PCode aggregation settings. For this example we will select “Standard”. All

rows in the import file must import into Filers that are not configured for aggregation imports.

e
109% Pro Excel Import Wizard

Specify the type of Import

These options let you specify whether new information will update existing forms or replace them

Processing Options for Tax Form Imports

Oistandard
All Tax Forms are added as individual records, independent of all other forms and regardless of
whether other forms may exist in the system for the same recipient.

") Transactional {aggregation must be enabled)
If an existing forms are found for a recipient accoerding to the form matching rules currenthy in effect for
the Filer, the new information wil update the existing record and be added as a transaction for that
record. Mon-matching forms are added as new.

() Year To Date (YTD)
Existing tax forms are replaced with the new Y TD information showing the change in amount. Existing
forms that are not Validated by a record in the import can be dropped in the Zero Drop Process.

Standard Originals with Matching On
Standard Tax Forms are added as original records if other forms do not exist in the system for the
same recipient. Duplicate Originalz will be rejected.

(for AutoCorrection Imports Qnly)
Adjustments/Corrections of Matched Forms

The record to correct must exist in the database or the record wil be rejected. Existing Pending or
Printed records will be updated for non transactional forms enly. IRS filed records will result in a
correction. State filed records result in a state correction if there is state impact.

Next > x Canoel| |? Help
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e Final step will give a summary of your map criteria. Click “Finish” to save and you will now see this map available
to use for an import.
1099 Pro Excel Import Wizard
Ready to create the Excel 1099-MISC Import Map

“erify that vour selections are correct, then press Finizgh to save this Map

Ty

Please confirm the settings below before saving this map.

Process Type: Standard Import
Map Title/Description: Mult-PCode Import 1099-Misc e

Source Data Type: 1099-MISC

Import File Format: Excel, map-by-name
Total Fields in Import: 38
Field handling options: Amounts have decimals

Dates - Month, Day, Year; 4 digit years; has separators
Record Filtering: Filter: RecType = MISC

Default Import filename:
Default Import files folder:

+ If you would like to change any options, press the Back button now.

Click on FINISH when you are ready to begin creating vour Import file

|MFinish| |x Canoel| |? Help |

mport LOAD Wizard for 2019 Tax Forms

.
@ Import LOAD Wizard for 2019 Tax Forms
1: Import Map
Select Form Type Select the type of tax form to Import: 1099-MISC Choose Import Map
and Import bap
Manage 1099-MISC Import Maps for Tax Year 2019 Forms
Map Type  File Format Process Type  Status Description m Select Form Type 1 OQQ'MISC
1099-MISC Transactional 1098-Misc Transactional 2019
1098-MISC | Delimited Standard Default | 2005-2010 Standard 1098-MISC import ma Formatting Details
2: 1099-MISC | Delimited Standard oK 2019 misc File Format
1099-MISC | Delimited Standard 0K 2020 1099-Misc Mult-Filer import test Amounts
1099-MISC | Delimited Transactional |OK 2020 1099-Misc Transactional @ All Formats -have decimal
1099-MISC | Delimited Standard oK Multi-PCode Import 1099-Misc Dates
O Delimited MDD ™Y
I () Fixed Length
O Excel
Map Notes I0: 89
| Map Status
(@) All Status Types
4- (O Defautt (Buitt-in}
- User created maps -
! () Admin Level
< > O Ok (valid for use)
’ﬁ (de Add || A Change |99 Copy || mm Delete | [3§ SelectMap] |,S, ViewsPrint Map | 2] Export Map |W|mpnnuap | [ close |




