‘k‘l . ‘| ax HOW TO ELECTRONICALLY FILE 1099S

NORTH DAKOTA

Step-by-Step Instructions

Username Welcome, TEST
TEST ‘ou last logged in on Monday, Dec 21, 2020 1:20:40 PM
withhold@nd.gov

Manage My 0
Who do you want to work with?

Select a Customer I | Want To... l

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

Favorites All  Recent [l Want To..|

Q What are you looking for?

Activity &8 1099s and W-2s U Access

View my activity on TAP. Upload or enter your 1099s or W-2s. File your Form 307 Manage access of accounts | have access to.
electronically by using the "Upload/Enter W-2s" link
below.

> Search Submission History (.g. Return, Payment) > Submit a zero Form 307 > Add Access to Another Account
> Manage Payments & Returns > Upload/Enter W-2s

> Manage My Access
> Upload/Enter 10995

> View My Activity

If you are uploading a text file of the 1099 information, continue to step 4.
A If you are keying in the 1099 information, continue to step 6.

Click on "Upload File” and then click “Aftach your 1099 file™.
A

1099 Add

1099 Upload

Upload/Enter 1099

How would you like fg submi 200 inio tion?
Upload File

Important Note: The text file must be formatted to comply with Publication 1220 outlined by the IRS. Excel spreadsheets and PDF documents are not valid formats and will be rejected.

Enter Informatiol

Add Attachment

Click here to attach your 1099 file (3

( Choose your file and click ok. A list of file errors, if any exist, will be displayed under
A 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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Upload/Enter 1099

How would you like to submit your 1099 information?

ErelmETr remEE Select a file to attach x
Important Note: The text file must be formatted to comply with Publ |and PDF documents are not valid formats and wil be rejected.
Type
_ 1099 Upload File v | =

Add Attachment

Click here to attach your 1099 file

File

Choose File | No file chosen

Attachments

Type Name size

There are no attachments. Cancel “

Click “Enter Information” and then click “Next".

1099 Add
TEST
withhold@nd.gov

1099 Add

1099 Upload

Upload/Enter 1099

gy Mt your 1099 information?

Enter Information || Upload File

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

1099 Add

1099 Upload 1099 Payer

Add / Modify 1099 Payers

Follow the steps below to add or modify payers (businesses) you want to key 1099s for.

Payer Information

+ Add Payer
1D Type: D: Name: Country: Street: City: State: Zip Code:
+ Add Payer
+ Add Payer

Select the payer you are filing for. Then, select the filing period and click “Next".
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1099 Upload 1099 Payer Select

Select a Payer
Select a payer below.

I you want to review the information entered, click the “Previous™ button below.

Select 1D Name: Country: Street: city: State: Zip Code:

12-3456789 TEST USA 600 E BLVD AVE DEPT 127 BISMARCK NORTH DAKOTA 58505

Select Filing Period

Select the filing period to key 10995 for and then click the “Next” button.

Select Period
31-Dec-2020
31-Dec-2019
31-Dec-2018

@ e Select all the forms to be keyed and then click “Next”.
A

(] (] ] -]

1099 Upload 1099 Payer Select Payer/Filing Period Select 1099 Types.

Select Forms

Select the forms to be keyed and then click the “Next” button.

Select 1099 Type

1099-MISC

1099-NEC
1099-5
1099-R
W-26
1099-8
1042-5
1099-INT
1099-0ID
1099-DIV

1099-PATR

@,@ 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.

1099 Add
1099 Upload 1099 Payer Select Payer/Filing Period Select 1099 Types 1099-MISC20
1099-MISC

Please click on the "Add 1099-MISC" link to add a new 1099-MISC record. If you wish to proceed without adding a 1099-MISC, please go back and un-check the 1099-MISC box.

Please add a 1099-MISC before moving to the next step!

1099-MISC20
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1099-Misc20 (- i

ID:

+ Add 1093-MISC X Delete 1093-MISC

Enter information for every 1099-MISC. Click the *Add 1099-MISC" button to create an additional record,
Once information for allrecords has been entered, clck the “Next” button.

[]VOID__[7] CORRECTED

PAYERS name sest s, oty or o, e o provce, iy, 2P | 1P S e orTe
e pou coce. and kpoara .
TEST $ 000 5. Miscellaneous
600 E BLVD AVE DEPT 127 o Income
BISMARCK ND 58505 s 0.00| fomn 1099-misc
S Gtariaae oo oo s
000|s 000, Copy 1
PRSI REGRENTS TN Srargbeapeesds | SWeiind e For State Tax
12-3456789 * 1D Type E Department
000|$ 000
REGPENTS e TP G| 8 S bl
$57cxmor o conser
s | o

 Crop neuance procesds |10 Gros procesds pad o an
oy

s 000|s 0.00
code [t 12 Soion 00A dearls N
s
s Componsiicn
s 000|s 0.00
17 St rome
s 0.00
Fom 1090-MISC v govFomTIGRMISG ‘Ooparmant of ha Tressr - el vente Sevs

+ Add1099-MISC X Delete 1099-MISC
Cancel Save Draft < Previous Next >

If you have other form types to enter, it will be on the next screen for you to

A complete. Follow the same steps to add a new form and click “Next” when
complete.

1099-NEC [+ Wi

ID:

+ Add 1099-NEC X Delete 1099-NEC

Enter information for every 1099-NEC. Click the *Add 1099-NEC” button to create an additional record,
Once information for all records has been entered, click the "Next” button.

Ovop [ CORRECTED

PAYERTS name, oot adess, oy or own, s o rovnce. oy, 2 e T
o troon pos coon ana erone
TeST e Nonemployee
#1-Dec-20201 - Gompensation
600 E BLVD AVE DEPT 127
BISMARCK ND 58505 Fom 1099-NEC
T orempres e )
s 0.00 For State Tax
avers recPaNTS ™™ z Dopartment
12-3456789 * .
W
B
Name Line 1
me Line 2
e ——— & Fadera oo s
*_Street Address
s 000
i o own.ste o rovnce ety nd 2P o oren s o3
*_Zp or Postal Code
~ L)
premp———— ¥ S mvines |6 Swwrasre e |7 Sawncne
lAccount Number
H L S
Form 1099-NEC epar

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.

1099 Add 31-Dec-2020

Tt
withhold@ndgor

1099 Add
». ®. ® ®. ®. o
Payer Select Payer/Fiing Perod Select 1099 Types 099-Mi5C20 1099-NEC Review 1099 Summary

Review 1099 Summary

1099 Summary Information for TEST (123456789
Pariod Ending 12/21/2020

Reviswthe falloning summary o the 1095 &ntersd 2 ensurs they sré camplets and sccurte

Total 1099-MISC Records: 1
Total 1038-NEC recorcs: 1
Confirm

N
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Once the box is checked, the contact details will show up below to complete. Enter

your name and fitle in the required boxes. Verify your email and phone number are
correct. Click “Submit”.

By checking this box | declare | have examined the 1099s and to the best of my knowledge and belief, the informaticn is true, correct. and complete.

Contact Details

Enter the following contact information and click the "Submit” button at the bottom of the page.

Name ‘ Title '

Required Required

Email Phone
withhold@nd.gov (701) 328-1248

Cancel Save Draft < Previous m

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

Confirmation

Your Request Has Been Submitted

The following is a summary of your request, which will be processed within 5 business days. You will receive an email when your request is processed.
Submission Information

Submission: 1099 Add
Confirmation #: 1-220-663-808
Submitted: 1/4/2021 9:23:08 AM

If you have any questions regarding this request, please contact our office by email at taxregistration@nd.go

v or by phone at 701.328.1241 and reference the confirmation number identified
above.

.
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