
This flowchart will help to determine when a 1099 Misc form is needed for a vendor.

Did this vendor perform a 
service, provide medical 
treatment/services, or 
provide legal advise for you 
or your business? Or did you 
pay rent to them? 

YES
Was the value of all services 
performed or rents paid 
during the past year $600 or 
more? 

YES Is this an individual as 
opposed to a company? 

NO Does the name of the 
company end in INC? 

NO
You must have a W-9 to 
determine if a 1099 is 
needed. Go to the next 
chart. 

NO NO YES YES

You do not have to send a 
1099 Misc. 

Was the vendor an attorney 
or provide legal advise? 

YES
You must send the vendor a 
1099 Misc. Also,set the 
vendor as a 1099 vendor in 
Profund. 

You do not need to send a 
1099 Misc unless the vendor 
is an attorney or provides 
medical services. Also, the 
vendor will need to be set up 
as a 1099 vendor. 

NO

You do not need to send a 
1099 Misc. 

Use this section after 
completing the first section 
to determine if a 1099 Misc 
is needed. Do you have a W-
9 on file for the vendor in 
question? 

YES Is LLC checked on the top 
portion of the W-9? 

YES Does the space on the line, 
to the right of the LLC check 
mark have a letter in it? 

YES
Is the letter a P? 

NO
You are not required to send 
a 1099 Misc for S or C Corp 
unless the vendor is an 
attorney or provides medical 
services/treatment. 

NO NO NO YES

You must have a W-9 to 
continue. 

Is C Corp or S Corp 
checked? 

You need to request another 
W-9 from the vendor. The 
W-9 form is either 
incomplete or an old W-9 
form. The safest thing is to 
send a 1099 Misc. 

You must send a 1099 Misc 
only for services including 
medical, legal advise, or 
rent. 

This vendor needs to be set 
up as a 1099 vendor in 
Profund. The AP clerk will 
un-check in payable if not for 
services including medical, 
legal advise, or rent. 

NO YES

If Parternership is selected, 
a 1099 Misc is needed for 
any services including 
medical, rent, or is an 
attorney. Otherwise, a 1099 
isn't needed. 

A 1099 Misc isn't needed for 
C Corp or S Corp EXCEPT if 
the vendor provides legal 
advise or medical 
services/treatment. 

1099 Help Chart

P= check 1099 box 
I= check 1099 box

* If a business has a DBA name listed on the second line of the W-9, use
the DBA name to set up the vendor and under the Contact Information
screen, enter the individual's name as the Company Name and list the
DBA name in the DBA box and list the address as shown on the W-9.
You will also need to add an Address 1 and list the DBA name in the
Company name column so that address can be used for check payments.
See following pages for screenshots of vendor setup.

1099 Codes
(A) Attorney Fees
(M) Medical/Health-for medical/
health services
(N) Non-Employment Comp-for 
independent contractors and/or 
individuals that are not employees
(O) Other Income-for any other 
payments for services not listed 
above including rent. 



 

 

 

 

This line is for the DBA name   

 

In Munis, go to Vendor and click Add and enter the following information: 

 

 

The Type can also be 
1. This vendor was 
entered for School 
Activity.  

 

 



Make sure to scroll down and enter either the Social Security or the Employer Identification # that is 
listed on the W-9. For this example, the EIN number was entered.  

 

Click on the General tab and enter the following information: 

Make sure that you select both the 1099 vendor box and the W-9 received box at the bottom of the 
screen.  

 

 

Here are the 1099 boxes codes that you will need to select depending on what service the vendor 
will provide: 

(A) Attorney fees 

(M) Medical/Health payments 

(N) Non-Employee Compensation-for independent contractors and/or individuals payments 
that are not employees 

(O) Other Income-for any other payments not listed above including rent 



 

 

 

 

 

 

 

This is the dropdown menu where you will need to enter either A, M, N, or O for the 1099 vendor 
type.  

 

 

 

 

 

 

 

 



 

To add Address 1 click on the Addresses folder:  

 

 

 

Put the DBA name as the Company Name and enter the address in the box shown above. This 
ensures that the check is made out to the company, not the individual, in this example Bristol 
Gardens and Grill.  
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