
 

 

 

 

 

 

 

How Do I Produce a List of Suppliers Who Should Receive 1099’s 

 

 



The Supplier Master File within WinNetStar includes a check box for those Suppliers that you wish to track payments throughout the year for purposes of 

preparing IRS form 1099.  The following screen shots illustrate these features. 

 

 

 

Follow this menu path to open the list of Suppliers. 



 

 

 

The list will open blank.  Click Fetch to produce a list of 

all Suppliers or use the Pre-Fetch filter fields to narrow 

your search.  Double click on a line to open the Supplier 

Master form. 



 

 

 

Check the Vendor 1099 box on the detail tab of the Supplier Master form.  

Click the menu option “Save and Close” when complete. 



 

 

 

Once you have checked all the boxes for 

those Suppliers that should receive 1099’s, 

you can use the Column Chooser feature to 

include the column titled “Is 1099”, the 

Federal Tax ID column, and the various 

Business Address columns on your list.  

Place a check in the filter row to filter the 

list to show only those Suppliers that are set 

up to receive 1099’s.  Next we will create a 

list of Payments to these Suppliers to 

determine the dollar amount required to 

report on the 1099 form. 



 

 

Follow this menu path to open a list of Payments. 



 

 

Using the column chooser feature, create a list with the columns 

indicated above.  Select the appropriate date range (this will normally 

be “Last Fiscal Year”) and click on Fetch.  This will produce a list of all 

payments made for the selected time period.  You should then filter 

the list to show only those payments where the “Is 1099” column 

displays “True”.  Do this by putting a T in the filter row for that column.  

You can then drag the “Pay To the Order Of” column to the group by 

bar to group the data by Supplier name.  This will give you a report of 

the total payments for each Supplier for the selected time period.  If 

your report does not display the subtotal in the Amount column as 

seen in this example, you can right mouse click on the subtotal bar 

underneath the Amount column and select the Sum option to produce 

the subtotals.  See next page. 



 

 

 

 

Right mouse click here to see this drop down.  Select the 

Sum menu option. 



 

 

You can click on the + next to each supplier name to expand the 

report to show the detail lines supporting the subtotal.  By 

doing this you will see the Tax ID # and the address that was 

used on the payment documents. Since the address on the 

payment document may be different than the business address 

on the Supplier List, you will need to make a decision on which 

is the appropriate address to use on your 1099. 


