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1099 Error Correction 
 

The first thing you should do when running 1099s for the year is verify that you don’t have any 

incorrect Vendor information. You will need to verify that all of your Vendors are correctly 

marked as “1099 Vendor” as well as their Tax-ID # or their Social Security Number is correct. 

 

The fastest way to do these things is to look at only your 1099 Vendors on the Vendor 

Information screen.  

 

Utilities >> System Setup >> Vendor Setup >> View Options >> Show 1099 Vendors Only 

 

 

Figure 1 "1099 Vendor Only" View 

 

Once you have enabled this option, the list of Vendors on the left side of the screen will show 

only those Vendors that have the 1099 Vendor checkbox enabled. Also, you’ll now see at the 

top right of the screen a new checkbox, called 1099 Errors. Clicking this and selecting the  
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current reporting year directly beneath it should show you one of two things. Either the 

following screen will pop up or you will be presented with a list of vendors that have either 

missing or incomplete information. 

 

 

Figure 2 "No Errors" Pop-Up 

If you have no errors, you are ready to move on. If you do need to correct a vendor, you’ll want 

to do this before running your 1099 forms. 
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1099 Reports and Forms 
 

When you are ready to produce your 1099 forms, you’ll click the 1099’s button at the bottom of 

the Vendor Setup screen. This will prompt you with a new screen, as show in Figure 3 below. 

Clicking No here will allow you to print a report showing the Vendors that will likely need a 

1099 and their relevant information. 

 

 

Figure 3 1099 Form Prompt 

Clicking Yes here will bring up the 1099 Information Screen. The first time you open this 

window it will ask if you want to import the Vendor information for the current calendar year. 

Click Yes. You should see the following screen. 

 

 

Figure 4 1099 Information Screen 
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A Detail Report will show you all your 1099 vendors, including vendors that did not meet the 

$600.00 requirement for the year. A Summary Report will show you a list of 1099 vendors that 

met the $600.00 minimum. To print a Detail Report or a 1099 Summary Report, use the Print 

Reports button in the top left of the screen. 

 

To print your 1099 forms, select the vendors you wish to print, and click Print 1099 Form. This 

will bring up a box that will allow you to select the 1099-NEC form and the 1099-MISC form. 

Each of these forms will ask you to print either “ALL” or “Selected”. If you click ALL, you will 

print a 1099 for each vendor in the shown list. If you click Selected, you will print a form for 

each vendor whose checkbox is checked. 

 

You will also have the option of either a Red form or a Black form. The Black form option is for 

the black colored forms that are sent to your employees. The Red form option is for the red 

colored federal forms that are sent to the IRS. You’ll need to make sure you are using the 

correct form option, as there are differences between the two forms. 

 

If you are printing 1099 NECs on a “two per-page” form. Click the Two per page checkbox in the 

bottom left of the screen. 

 

 

  

Note: We recommend that you print a 1099 test form on to a blank sheet of 

paper to line up the printed information with the correct boxes on your forms.  

 

Note: If you have an Activity Fund file to import, you’ll need to do this before 

continuing. How to do this is detailed in the Importing Activity Files section of 

this document. 
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Importing an Activity Fund File 
 

If you have Vendors in Activity Fund that are also receiving a 1099, you’ll need to import them 

into Trends to print their forms as well as ensure they are added to the 1099 Media file. 

 

To import the file, click File / Form Options in the top left of the screen, then click Import 

Activity Files(s). Your Activity file need to be in the folder listed at the bottom of this screen. 

 

Once the file is in the correct folder, it should appear in the left side of this screen. Click on the 

file name and Trends will ask if you want to import the Activity file. Click Yes. 

 

Creating an Activity File 
 

The following steps detail how to create the Activity Fund 1099 file for import. 

 

• In Activity Fund.Net, click on File > Vendors > Vendor Information.  This will take you to the main 

vendor screen.  On the Address tab, please note the 1099 switch at the top right of the screen.   

To set a vendor as 1099, click the Edit button, mark the 1099 switch to Yes, provide an SSN or 

FEIN, and click the Save button.  Vendors marked as 1099 without an SSN or FEIN will be invalid 

and will prevent you from creating a 1099 vendor file. 

 

• On the Vendor Information screen at the bottom, click the 1099 Vendor File button.  A wizard 

screen will appear to walk you through the steps for creating the file.   

 

• In the Create 1099 vendor file screen, select the calendar year for the 1099 file.  Please note 

that expenditures for a 1099 vendor are tracked on a calendar basis and will cross fiscal year 

boundaries. 

 

• After selecting the calendar year, click the Next button.  This new screen will provide a count of 

the valid and invalid vendors found for the selected calendar year.  If invalid vendors exist, click 

the Report button to print a report of all valid and invalid vendors found.  Invalid vendors will 

be marked for you to inspect and later correct.   

 

• All invalid vendors must be corrected prior to creating the 1099 file.  To correct an invalid 

vendor, either provide a SSN or FEIN, or mark the vendor 1099 switch to No, which will remove 

the vendor from the list of 1099 vendors.  Please note that a 1099 vendor marked as “No” will  

Note: This path is likely the Trends documents folder located in your Documents 

folder.  
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be omitted from the report and file to be generated.  For proper tracking, all 1099 vendors 

should be marked as “Yes”, with the correct SSN or Fed EIN for that vendor. 

 

• If only valid 1099 vendors are found, you may click the File button to create the 1099 file.  A 

Save As dialog box will appear, and the file name will be provided for you.  Do not change the 

file name if you are providing this file to Trends.  Trends will validate the file name and reject 

any file that does not have a valid name provided by Activity Fund.Net.  At the top of the dialog 

box, you may change the directory where the file will be saved.  Also, once you have saved a 

file, Activity Fund.Net will remember the directory for you. 

 

• To save the file, click the Save button.  You may also click the Cancel button on the dialog 

screen to exit the operation.  You may also click the Report button which will print a hard copy 

of the file’s contents.  This is not required but will provide you with a copy of what will be sent 

to Trends. 

 

• Once the file has been saved to your computer, it can be emailed or copied to disk, flash drive, 

or diskette.  If the file is saved to your network, there may be no other action to perform if the 

Trends 1099 user has access to this same network directory folder.  At this point, the file can be 

loaded into Trends, which will import the records and provide further validation of its contents.   
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1099 Media File 
 

At the top of the 1099 Information screen, click View, then click Create 1099 Media. This will 

open the 1099 file creation screen. 

 

Verify that the information in the top left of the screen is correct and entire your TCC number. 

Once you have done this, click Create Media. This will bring up a print preview. Once you click 

Print, a file should be created in your Trends documents to be upload to the IRS. 

 

 

Note: If you need help with any of this process, please call us at (580) 762-6376. 
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