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Important Notes Before You Begin

• Efiling Thresholds for 2024 Tax forms are 10 combined forms.

• If you have more than 10 forms combined (1099/W2/1095 etc) you will 

be required to efile the Federal copy.

• The Federal Copy no longer requires RED preprinted forms. They can be 

printed on plain paper.

• You must be on MIP Version 24.1 or later to process the 1099-NEC or 

1099-MISC for 2024. 



1099 Preparation Steps

1) Review Org Information setup 

2) Verify MIP user security rights 

3) Review the vendor record setup as it affects 1099 reporting 

4) Create a report to review 1099 Vendor Information 

5) Prepare and review Detailed cash Journal 

6) Prepare and review Summary Cash Journal 

7) Decide and prepare for your chosen filing method 



1) Confirm Organization Information



Confirm Organization Information

• Verify Name, Tax ID and applicable State Withholding



Confirm Organization Information 

• Verify Address information



2) Verify User Security Settings

• Security>Set up Organization Menus



3) Understand the Vendor Record 1099 Tab

• Must check Issue 1099 

• Proprietor Name required for 
SSN 

• If Company, may use 
Proprietor Name for dba Name 

• Name Control 4 characters 

• SSN Surname 

• FEIN (ignore “The”) 



Understand the Vendor Record 1099 Tab

• To affect the value of a 1099 box these conditions must be met
• 1099 Box coded to a vendor that is flagged as a 1099 vendor 

at the time of data entry 

• Only posted AP Checks or Disbursements will be included in 1099 totals 

• Check or Disbursement transaction effective date must be in applicable year

• It is not necessary to close a fiscal year to produce 1099s 



Understand the Vendor Record 1099 Tab

• Make changes to the amounts 
on your 1099’s without affecting 
your other financial information

• Make adjustments for each type 
of 1099 form separately

• Multiple entries with same Year 
and Type/Box will be 
summarized into one line 



4) Verifying Vendor Information

• Identify 1099 Vendors

• Check Tax Information

• Confirm Name Control

• Verify Address
• No punctuation (optional)

• 1099 form supports up to 3 
address lines



Verifying Vendor Information

• Reports>Accounts Payable>Vendor Information Select default report <Default & 1099 
Information>

• Use the below columns in the Report Body

• Filter tab Issue 1099 = Yes 



Verifying Vendor Information

• Potential problems

• Note that First and Last Name now required when SSN used 



5) Cash Journal: 1099 Detailed Vendor Total Report

• Purpose: Verify Vendor 1099 Activity including Document Detail

• Set up tab Current Dates

• Filter tab



5) Cash Journal: 1099 Detailed Vendor Total Report

• Contents Tab>Report Body



5) Cash Journal: 1099 Detailed Vendor Total Report

• Requires research



6) Cash Journal: 1099 Summarized Vendor Totals 

• Purpose: Reconcile with Aatrix Preparer Grid

• Start with default report and update Current Transaction Date to your 
target dates

• Rename report



6) Cash Journal: 1099 Summarized Vendor Totals

• No changes needed to Content or Filter tab

• Notice the total by 1099 Box 



7) Decide on Your Filing method

• All or partial Electronic Submission: Sign up or verify your Aatrix 
account www.Aatrix.com

• Print and mail yourself: Order necessary forms www.mipchecks.com 
Enter the Discount Code 24YEARE15B for a 15% discount

https://www.aatrix.com/
https://www.mipchecks.com/estore/


Aatrix Registration or Log In

• First time users of Aatrix 
must register if you 
intend to efile

• Create account, credit 
card is required

• The deadline for the 
Aatrix Complete Filing 
Option is two business 
days before Federal 
deadline of January 31, 
2023

https://efile.aatrix.com/pages/security/loginenterusername.aspx?v=ATX000


Required Forms when self-printing & mailing

MIP Checks and Forms Ordering www.mipchecks.com

or call 844-857-2898

• Federal Copy (1099 and 1096): Plain paper, no forms needed

• Recipient Copy of 1099: Blank 4-part perforated paper and envelope

• Payer Copy for 1099: Plain paper or save as pdf

If you have more than 10 combined federal forms (W2, 1099, 1095 etc) you must efile instead of 
printing and filing

http://www.mipchecks.com/


Technical Support for 1099’s and MIP

• Nonprofits enrolled in a FTM Client Care Plan (CCP) at the Silver level 
or higher receive unlimited phone and email support for all MIP 
topics

• Nonprofits not enrolled in a FTM CCP can still receive assistance with 
MIP but will be invoiced for technical support services

• For more information on FTM and more MIP educational topics, visit 
www.ftmllc.com, or email jcomeau@ftmllc.com

https://www.ftmllc.com/
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