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HOW TO ELECTRONICALLY FILE 1099S  

 
 

Step-by-Step Instructions 
Once you login, click on the “I Want To…” tab.  

 
 

               Under the 1099s and W-2s tile, click “Upload/Enter 1099s”. 
 

 
 
  
               If you are uploading a text file of the 1099 information, continue to step 4.  
             If you are keying in the 1099 information, continue to step 6.   
 
 
               Click on “Upload File” and then click “Attach your 1099 file”. 

  

 
 
 
            Choose your file and click ok. A list of file errors, if any exist, will be displayed under    
             the attachment. Click “Submit”. You have successfully submitted your 1099   
             information to our office. Save the Confirmation Number for your reference.   
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            Click “Enter Information” and then click “Next”.  
 

 
 
 
            You will need to add the business information of the payer by clicking “Add payer” 

 

 
 

 
             Select the payer you are filing for. Then, select the filing period and click “Next”. 
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             Select all the forms to be keyed and then click “Next”. 
 

 
 
 
            Key each 1099 form individually, the form will be specific to the option you chose in     
            the prior step. To add another 1099 form, simply click the “Add 1099” button. Once   
            you have added all the forms you need to enter, click “Next”. If you get an error, be   
            sure to check that you do not see any red dots next to the tabs on the blue toolbar. 
   

 



   
    
                                                                                                                                                                     

11Step

12Step

 
 

 
            If you have other form types to enter, it will be on the next screen for you to   
            complete. Follow the same steps to add a new form and click “Next” when   
            complete. 

 
 
 
            On the summary page, confirm that the correct number of records were   
             entered. If it is correct, check the box at the bottom to confirm. 
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            Once the box is checked, the contact details will show up below to complete. Enter     
             your name and title in the required boxes. Verify your email and phone number are  
             correct. Click “Submit”. 
 

 
 
  
                                     You have successfully submitted your 1099 information to our office. Save or print the   
                                Confirmation Number for your reference.  
   
 
 

 

 
 
  
                                      
 
 


