User Agency AASIS Vendor Online Correction Process
Transaction ZF1_1099 (list 1099 payment documents)
Enter the vendor range:
100000000 thru 199999999 Accounts Payable Vendors
400000000 thru 499999999 Wise Vendors
100000 thru 199999 Board Members
Enter your Business Area (4 digit Agency number — DFA is 0610)
Print Date: Start of the Tax Year thru the End of the Tax Year (01/01/11 thru 12/31/11)
Document Type: ZP, KZ and YR. These are the payment documents, not the invoices
Output File to Local PC: Leave blank to have the report go to your computer screen or enter a
valid path and filename such as C:\Directory\Filename.txt to send the report to a text file on your
computer.
To Change a Payment Document in AASIS using ZFI_1099:
Double click on the document to be changed.

From the menu at the top of your screen choose Environment, then Payment Usage.

Double click on the Payment Document line (ZP, KZ or YR document type). You must change
the payment document to change the 1099!

Clink the change button (eyeglasses and pencil). You can now change:
W.tax base: This is the amount that will be reported on the 1099.
W.tax exempt: This is for the amount that is exempt such as sales tax.
W.tax Code: This is the code that determines the box on the 1099:

00 Not 1099 reportable

01 Rents

03 Other Income (prizes, awards, etc)

06 Medical and Health Payments

07 Non-Employee Compensation (this is the most common box)
14 Gross proceeds paid to an Attorney

Do Not Use Any Other Code than Those Listed Above

Click the Save Button then the Green Back Arrow button twice to return to your report.
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