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NAME OF PROCESS 

Use Case / Objectives 
 
This document walks through how to set up a vendor to be a 1099 vendor. 
 
Configuration, Training, and Reporting 

This document assumes you know how to perform basic Search functionality to find 
information in the system (i.e., F4 search). The steps for this are not included within this 
document.  

 
Menu options to access:  
 
General Ledger => General Ledger Maintenance => US – 1099 Report 
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Process Steps 
1. Log into the Roleplay Environment using your credentials. 
2. Select General Ledger menu from the left side toolbar. 
3. In the General Ledger Maintenance section, click on the US – 1099 Report option. 

 

 

 

 

 

 
4. The 1099 Vendor Report – Launch screen opens. 

 
 
 
 
 
 
 

 
 
 
 

5. The From date and To date is the date range you are running it for. 
6. Vendor # is if you would like to run it for one specific vendor. 
7. There are two types of 1099’s – MISC and NEC 

a. MISC is used for miscellaneous income that a person or company was paid in a 
calendar year. 

b. NEC is for nonemployee compensation. This is used for contractors. 
8. Use last year amt needs to be set to Y if you are using data from last year. 
9. You can include or omit certain vendor types. (O for omit or I for include).  
10. If you need to submit it electronically use the Save report as file. 

a. You should be able to use Reporter to download the file. 
b. Set the In library to be WSQRYxx where the xx is your company code. 

11. When you run the report with the date range and the defaults as they are it looks like 
this. 
 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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12. Press Enter and it will open a window asking for the Printer/Outq. 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. If you want to print the report, you will need to type in the printer name.  
14. If you want to generate a PDF you will type in your user ID.  
15. Press Enter to generate the report. 
16. Your report has generated when the orange indicator displays by the icon for Manage 

my files. 
 
 
 
 
 

17. Click on the icon to open the option Manage my files. 
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18. The file will display, and you can either double click on it to open it or click on the 
open icon.  

19. The report will look like the screen shot below based on the parameters entered 
above. 
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