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Welcome to MediaWeb
1099 Module

Key Features in MediaWeb 1099 Module include:

e The ability to print 1099s to plain paper or preprinted forms.

e The ability to combine 1099 data from multiple databases.

e Update General Ledger data on the spot.

e  Ensurethat Vendor Addresses match across multiple shows.

e Ensure that Production Company Addresses match across multiple shows.
e Importvendorinformation from outside source.

e  Createthe electronic file to send to the IRS.

Important Dates

All Recipient (Copy B) 1099 forms must be postmarked by January 31, 2025. If reporting

non-employee compensation (Box 7):

All Federal (Copy A) 1099 printed forms must be postmarked by January 31, 2025.

All Federal (Copy A) 1099 electronic filing must be uploaded to the IRS site by January 31, 2025. If NOT reporting
non-employee compensation (Box 7):

All Federal (Copy A) 1099 printed forms must be postmarked by February 28, 2025.

All Federal (Copy A) 1099 electronic filing must be uploaded to the IRS site by March 31, 2025.

If you plan to file electronically, (required if over 10 vendors are being reported), the Transmittal Control Code (TCC) must be
obtained from the IRS prior to sending your information in.

Where to order forms:

The laser 1099-MISC form can be obtained from a variety of forms suppliers (ie. Staples, Office Max, Office Depot, etc). NOTE: You do not
need to purchase 1099 forms if you are filing electronically and printing to plain paper for vendors.

IRS Web-site (filing electronically/not magnetic media) https://www.irs.gov/e-file-providers/filing-information-returns-electronically-fire

Need Assistance?

If you have questions, please call Software Support at (310) 440 9670 or (800) 738 0409.



https://www.irs.gov/e-file-providers/filing-information-returns-electronically-fire
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Access 1099 Module

When you log on to MediaWeb, you will see a button labeled ‘Consolidate 1099’. You can click on this button, or access the 1099
Module within your show. If you have multiple shows assigned to the same Production Company, the 1099 information will
automatically consolidate. Be patient as this might take a minute or two depending on the number of shows you access.

Select a Show:

1099 Demo 2
1095 Demo 3

The following screen will appear if a Production Company name is missing either a Federal Tax ID or a TCC. You can enter the
missing information (make sure to save your changes) or click cancel to leave this screen.

The following shows are missing a Federal Tax ID

Enow Hame Broducton Comony Exsernl Tax 0 | =2
1056 Deme 1 1096 Proguctiens. saTes
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Company Maintenance

Maintenance -> Company Maintenance

Click the expander button beneath the Tax Year (A).
Click on the Production Company that you want to review.

You will see a list of addresses stored for your Production Company. Click the radio button next to the address that you want to use (B).

Click the “Update all with selected address” command button (C). This will update all of your databases with the
selected address. This is the address that will be printed on your 1099s.

Tl T Tl T/oman T]comcms Tjos  T|mems T
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Transmitter Maintenance

Maintenance ->Transmitter Maintenance
The transmitter information will appear in the electronic file that is sent to the IRS.
Click the expander button beneath the Tax Year (A).

Click on the Production Company that you want to review.

You will see a list of addresses stored for your Production Company.

Select the address that you want to use (B) and click the Save command button. You can also

create a new address by clicking the “Add” command button.
Please note that you cannot edit an existing address.

1099 TransmetierPayer information
v | e e A
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Missing Tax ID

Maintenance ->Missing Tax ID

incentives

Click inside the blank area (A) to input the Federal Tax ID for any shows that appear in this screen.

The followarkg shows are mssmg a Federal Tax ID @

Show Name Ersduction Comany Fataen T 0 e

1009 Damo 4 1095 Productions A saTe
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Edit Screen

The Tax Year is based on the item dates within your General Ledger.

Below the year, you will see your Production Company listed. If you have multiple companies, you will see
multiple listings.

Click on your Production Company name to see transactions from your General Ledger. The summarized grid will sort by Payee
name by default. Clicking any of the column headers will sort by that item. Clicking the filter icon will allow you to filter the
visible data.

Click the Expander to see the details and modify 1099 codes. Charges can also be applied to another vendor if desired using the
V1099 column.

Click the Filter icon to narrow down your search. You can look for a specific word or look for anything that
contains a value.

You can edit the Vendor Address, 1099 Code and V1099 Payee as required. Don’t worry, all updates will be automatically
reflected within the show.

Include vendors with Taxable Only amount under reporting limit (A)

Check this box to display all data from the General Ledger, regardless of dollar amount.
Uncheck this box not to display vendors whose Grand Total (total by vendor for all shows) is less than the Required
Reporting Amount.

Include Corporations (B)

Check this box to see vendors who are setup as corporations.
Uncheck this box to remove vendors tagged as corporations from the list.

Hide non-taxable only vendors (C)

Ataxable vendor is one who has transactions tagged with a 1099 code.
Check this box to only show transactions that have lines tagged with a 1099 code. Uncheck this
box to show all transaction lines regardless of the 1099 code.

Auditing Note

When performing your initial audit, we recommend that you check boxes A and B. This will give you a clear picutre of what
your data looks like.
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Edit Screen continued

Reporting Tools (left to right)

You will use these buttons to dictate what you expect to see on your 1099 Report.
Refresh Button — This will reset your screen to display only the Payee Name, Vendor Name, Tax ID/SSN, Taxable and Non-Taxable
and Taxable Only columns. The dollar amounts represent the totals per vendor.

PDF Button — This will export your screen selections as a PDF.

Excel Button —This will export your screen selections as an Excel document. Collapse All

Button — This displays the grand totals for each vendor.

Expand All Button — This displays the detail information for each vendor.

Click the Summary radio button along with the Expand All Button to see one line per vendor with the total amount for each
box, along with the Taxable Total for each vendor.

Click the Detail radio button along with the Expand All Button to see a line for each vendor, along with the Show Name,
Transaction Number and 1099 code.
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Auditing Process

1099 Codes

All vendors receiving 1099 forms should have a 1099 code flagged on each appropriate line of their transactions. This can
be done in the module in which the posted entry exists, or in the Tax Cycle/1099 Adjustment Entry area within each
Show.

If you have access to multiple Production Companies, you will need to select the desired Production Company, and then modify
vendor 1099 codes. Any updates made to this area will update within the individual show databases.

Individual Social Security Numbers

If the vendor is an individual, an accurate social security number should be listed in the Vendor Maintenance screen. This number
can be found on theW9 form that was submitted by the vendor. If a social security number is listed, an individual’s name, not a
company name, must be on file.

Non-Corporations with Tax ID numbers

If a vendor is not a corporation but provided a tax ID number instead of a social security number, ensure the correct
business/individual name from the W9 form is listed. When the IRS receives 1099 forms, they verify that the tax ID number listed
matches the name they have on file for the number. The vendor should have provided this information accurately on their W9
form.

Check for Duplicate Vendors

Sometimes a mistake is made, and two vendor accounts are created for the same person. Running the 1099 Reports within
the show, in Tax ID number order, will list possible duplicate vendors next to each other. If duplicates exist, there are a couple
ways this can be remedied:

If only a couple of transactions exist for the incorrect vendor, the transactions can be canceled/reversed for the incorrect
vendor, and then entered to the correct vendor’s account. The incorrect vendor can then be inactivated to prevent future
usage.

If many transactions exist on the incorrect vendor, the sum total of all items can be made in a single Journal Entry to the
correct vendor. The JE can debit and credit the same account, so as not to affect any reporting; however, only the debit line
will be tagged with the 1099 code. This will provide accurate 1099s; however, Vendor History reporting will have to be run on
both vendors.

Verify Addresses

1099 forms are mailed to the addresses on file. If they are incorrect, the vendor may not get their formin a
timely manner.
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Exception Report

Reports -> Exception Report

The Exception Report within the 1099 module will scan all databases that your user accesses. You should select the Tax Year (A) and
(B) Company that you will be reviewing.

The ‘Include Vendors with Amounts Under the Required Reporting Amount’ checkbox (C) allows you to determine if you want to
see all vendors, or only those whose Taxable Total is above the required reporting. While you will not be printing 1099s for vendors
with amounts under the required reporting amount, we suggest that you include them during your initial audit.

The ‘Include Corporations’ checkbox (D) allows you to determine if you want to see Corporations in your report. While you will not
be printing 1099s for Corps, we suggest that you include them during your initial audit.

You will see a list of Exceptions along with a Description of the Exception that can prevent your 1099 batch from

getting created.

Consolidated 1099 Exception Report
Filing Year 2018
1049 Productions
Taxable and Non-Taxable

o Include Corporate

* Popee liane Lsiod on kg TaziCs 0 The Ing paYeT NGNCS T USed 00 MURI S5 0 nuroes. (T My D8 33 eophon)
*  Pmgsa 1056 Arcont s Hegaiee 0 The bacsbis smour o ma e latd Baiod I8 Ragaive

A0S Oeials o6 T Payoe S50 Ta D 15900 Do dfiet Doberen S0 Skl o Lt (e AN YYE aiTe
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I M e TEE a




‘ mediaweb

Cast& Crew

media services

payroll accounting residuals software healthcare incentives

Exception Report Continued

Click the Expander to review the vendors causing the exception. You can make changes to vendors within this screen. The
example below allows you to check or uncheck the Corp box.

The example below allows you to select the address that you want to use across all shows for a specific vendor. You will see a column
labeled “Update all with selected address” (A). Click the radio button (B) next to the address that you want to use. You can also
update the address within this screen. Changes made here will be applied to all shows.

Ve T Pare T Two T S2n
RO Y RO

"@m:-aﬂ Addresad cay E= p Couniry ComFlig T Showhame T

) 2% WA STREET L Angeies oz —
123 WA STREET Lo A cA 2 us ] 080 D
138 WA ST Lo Angeios

125 WAN 5T Lo Angeies o2

123 i SE Los Angees o sz,



ction

‘ mediaweb Sceounting

Cat& Crew

media services

payroll accounting residuals software healthcare

Prepare Batch

Once you have audited your data, you are ready to prepare your batch. From the

Edit Screen, select the Production Company (A).

Uncheck the “Include Vendors with Amounts Under the Required Reporting Amount”
(B) and “Include Corporations” (C) Check boxes.

Check the “Hide non-taxable only vendors” checkbox (D).

Seonh 059 W09 TrangmstterFayer infemation
- P s i

1098 Batch Creation

Contact: Ueda Services TEC: SATeE  Tamilr Sh5080%54 Tramsmitting Tax I0: $5.58528
Los Aageies = ol HEHAR A

Fae Type
usts Unger he Rboursd Reparting Ancurt @ Crgnal

() Feiscanart

Check desired filters.

Click the “Proceed” command button.
Immediately after preparing the 1099 Batch, two things will happen:

incentives
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Prepare Batch Continued

You will see the screen below. This confirms that your batch was created and allows you to either open the batch
file or save it without opening.

(Opening 10092019 1099Productions011419135419 >

You have chosen to open:
| 109920191 099Produc tions011419155419

which is: Text document (15.4 KB)
from: blob:

What should Firefox do with this file?
®)0pen with | EditPad Lite (default) v
(O Save File

[ Do this gutomatically for files like this from now on.

oK Cancal

The next message is an alert to let you know that the batch was created successfully and saved to the default
download folder. It is important to note where this file is saved if you plan on electronically filing with the IRS.

Alert

Batch created successfuly. IRS upioad file saved to defau download foider.

0K
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Print 1099 Forms

Immediately after preparing the 1099 Batch, the screen below will appear.

Alternatively, you can access this screen as follows:

Generate 1099 ->Print 1099 Forms

Batches will appear in the order in which they are created. Your most recent batch will always appear on the top of the list (A).

You can select a single payee, multiple payees, or all payees (B). You can print

1099s to plain paper or use the Pre-Printed forms (C).

If you are printing to plain paper, you can select which copy to print (D): Copy B is for your files, Copy C s for the
Payee.

Click the “Preview / Print” command button to generate the 1099 PDF.

Please note that you can transmit the batch file to the IRS regardless of the number of vendors you have. If you
choose to print to plain paper, you will need to get a TCC Number from the IRS.

— 1099 Batch Selecti
Selected Batch Tax Year Creation Date Electronic File Name
Number
A 840 2018 11115/2019 109920191099Productions 11151912611
D 839 2018 1111512019 109920191099Productions 111519115523
O 838 2018 111612019 109920191099Productions 110619134222
D 831 2018 Ti32019 109920191099Productions070319174544
D 830 2018 512012019 109920191099Productions05201917361 v
— Payee Selection B
MICHIGAN VENDOR 2
WVENDOR 1
WVENDOR 1
VENDOR 10
VENDOR 10
[ VENDOR 13 hd
— Printing Options C Plain Paper Option [)
@ Print to Plain Paper O Print to Pre-Printed Forms ’7 o Print Copy B @ Print Copy C

Preview [ Print Adjust Printing Positions
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Reprint 1099 Forms

Generate 1099 ->Print 1099 Forms

Select the batch that contains the 1099 form that you want to print. Your most recent batch will always appear on the top of the list
(A).

You can select a single payee, multiple payees, or all payees (B). You can print

1099s to plain paper or use the Pre-Printed forms (C).

If you are printing to plain paper, you can select which copy to print (D): Copy B is for your files, Copy Cis for the
Payee.

Click the “Preview / Print” command button to generate the 1099 PDF.

r— 1099 Batch Selection
Selected Batch Tax Year Creation Date Electronic File Name
Number
A 540 2018 1111512019 109920191099Productions 11151912611
] 839 2018 111152019 109920191099Productions 111519115823
O 838 2018 111612019 109920191099Productions 110619134222
D 83 2018 Ti32019 109920191099Productions070319174544
O 230 2018 5120/2019 109920191099Productions05201917361
W

MICHIGAN VENDOR A
VENDOR 1

VENDOR 1

VENDOR 10

VENDOR 10

A1 VENDOR 13 W

— Printing Options C

(@) Print to Plain Paper () Print to Pre-Printed Forms () Frint Copy B (@) Print Copy C

’7Plain Paper Option [)

Preview [ Print Adjust Printing Positions
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Print 1096 Forms

Generate 1099 ->Print 1096 Forms

Batches will appear in the order in which they are created. Your most recent batch will always appear on the top of the list (A).
Select the batch.

Click the Preview / Print command button. The 1096 PDF will generate. Print this PDF and include it with the 1099
forms that you will be mailing to the IRS.

r— 1099 Batch Selection
Selected Batch Tax Year Creation Date Electronic File Name
Humbcr
D 840 2018 1111512018 109920191099Productions 1115191261
1 839 2018 11152019 109920191099Productions 111519115823
O 833 2018 111672019 108920491099Productions 110619134222
u 831 2018 Ti32019 1092PT 0319174544
A D /30 18 RIS 108920191099 Production= 05201917361
w

Preview
[ Show 1096 Form image When
Previewing

Adpust Printing Positions

Preview { Prink
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