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“Mastering your 1099’s in VRM”
With special Guest 

Michelle Smith
Of Virtual Resort Manager
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Meet Michelle Smith
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1099 Setup-
1) To set 1099 for All Offices- System Configuration> Financial> Misc. tab> 1099 Setup for All Offices> click the 1099 Setup button

2) To set 1099 for each office- System Configuration> Company> Offices tab> select the Office> click the 1099 button

 

 

There are two ways the 1099’s are set up 
 
• If you only have one office OR if all offices are under the same Tax ID# 

then set the 1099’s up for All Offices 
 
• If the offices are under different Tax ID# then the “1099 Setup for All 

Offices” box  should be unchecked.  Then the 1099 info would be set up 
for each office. 

 
 The offices only need to be set up separately if there is a different tax ID# for 
each office 
 
**The 1099 screen to complete is the same under both areas  
 
If filing electronically you will need the Transmitter Code from the IRS 
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1099 Info tab

 

 

1099 Info tab 
 
First screen shot is with the 1099 Setup for All Offices. No 
need to select an office the system defaults to all offices. 
 
Second screen shot is with the 1099’s set up per office. You 
will have to select the office prior to populating the tax year 
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Owner & Vendor profile review

 

 

Review the Basic Owner List & Basic Vendor List 
 
Owner profiles 
-make sure the SSN/Tax ID# is correct and the State is abbreviated correctly 
 
Vendor profiles  
-make sure the “Print 1099” box is checked for the vendors that need to 
receive a 1099, that SSN/Tax ID # is correct and the State is abbreviated 
correctly 
 
 
**It is very important that the State is abbreviated correctly when filing 
electronically 
 
If something needs to be changed that would be done on the owner or 
vendor profile 
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Populate & Print 1099 Summary

 

 

The tax year always needs to be populated before pulling 
the reports.  
 
To populate the tax year go to Accounting> 1099’s> 1099 
Info tab> use the drop down to select the year> select the 
office (if applicable)> click the “Populate Tax Year” button. 
Once that populates then click the Back button and click on 
the Print Summary button. 
 
The 1099 Summary should always be reviewed prior to 
printing 1099’s 
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1099 Summary report

 

 

If the owner has more than one property the 1099 
Summary will be a combination of the Rental 
Income for all properties (unless there are multiple 
owner profiles for the owner and each profile has 
one property applied) Keep in mind this is for Short 
Terms and Long Terms 
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Compare Owner Statement to 1099 Summary

 

 

The 1099 Summary should be compared to the December owner 
statement. The amount showing on the 1099 Summary should 
match the Rental Income YTD. 
 
 
-If you use the owner referral fee- the money being given back to 
the owner will show under Other Credits on the Owner Statement 
and will be included in the Amount on the 1099. The reason the 
owner referral is included in the amount on the 1099 is because the 
full commission is taken from the owner then a percentage is given 
back.  When the owner does their taxes they will expense the 
entire management commission, then since the owner was paid 
back part of the commission it is included in the income since the 
owner is taking the full commission as an expense 
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New report for 2015

Accounting> Reports> Reporting Services> Payable By User Batch report 

 

 

VRM has created a new custom report is available to all clients.  
 
The report is located under Accounting> Reports> Reporting 
Services> Payables By User Batch 
 
Select the Starting Date & End Date 
 
Payee Type: can select one of these or All 
 
The “Print 1099” checkbox  was added so clients can pull this report 
for just vendors that have the Print 1099 box checked on the 
vendor profile 
 
The report will show all vendors that have the “Print 1099” box 
checked however the vendor will only have a 1099 populate if they 
were paid $600.00 or more in the year. 
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Payable By User Batch report

 

 

The report will display all checks for vendors that have the “Print 1099” box checked.  
A 1099 will only populate for a vendor that has the “Print 1099”box checked if they were paid 
$600.00 or more in the year.  
That being said you may see a vendor on the report that is not on the 1099 Summary report. 
** Keep in mind the Payable By User Batch report will show voided checks.  
This custom report differs from the stock report in that the voided check amount will not be 
included in the Grand Totals for the actual checks that were not voided. 
Grand Total amount for the vendor should match the amount on the 1099 Summary 
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Compare Payable By User Batch to 1099 Summary

 

 

Compare the 1099 Summary to the Payable By User report 
for the vendors 
 
The first report is the Payable By User Batch report which 
will show all the payables for the vendor and give a Grand 
Total for each vendor. The Grand Total amount should match 
the amount of the 1099 
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1099 Record

 

 

The 1099 buttons 
 
Back-this will return the user to the original 1099 Info page 
Edit-this allows the user to edit the 1099 entry 
Add-this gives the user the ability to manually add a 1099 record 
 
These options can benefit new clients that were using a different software 
for part of the year.  
 
Edit-this will allow the user to add the amount of the Rental Income for the 
owner and/or vendor form their old system so they can print just one 1099.  
 
Add-this will allow a user to add a new entry for again an owner and/or 
vendor that may not have income in VRM but did out of the old system used.  
 
**Make sure to pull the reports and do the proper review of the information 
from the old system used. 
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1099 Record-Cont.

 

 

Delete-this allows the user to delete a 1099 entry. If an entry is accidentally deleted you can 
click the Back button and re-populate the tax year to get the 1099 back. If an entry is 
accidentally deleted the user can click the Back button and re-populate the tax year to get the 
1099 entry back. 
 
Flag-this will flag the 1099 entry so the user knows they have to go back to that 1099 entry. The 
1099 entries can be sorted by the Flagged entries. This could be used if a discrepancy is found 
between the 1099 amount and the owner statement so the user know to go back and research 
further.  **The owner statement may have to be pulled for the year and review it for xfers, 
owner referrals, etc.  
 
**Selecting the “Flagged Entries” radial button will only display 1099 entries that are Flagged 
 
Approve-the Approve button is very IMPORTANT. When a 1099 entry is approved that entry is 
being flagged so when the 1099 info is re-populated the 1099 data will not change.  
 
**The radial button for Pending Approval will only display entries that have not been approved 
 
** If you edit or add a 1099 entry that entry would need to be approved in order for it to remain 
in the system when the 1099 tax year is re-populated 
***Every time the tax year is selected, office is selected and the “Populate Tax Year” button is 
clicked the system will collect the original 1099 data. If a 1099 entry has been edited or a new 



1099 entry added they have to be approved. A approved entry will not change if the 1099 data 
is reloaded.  
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Owner Referrals

 

 

We have a new feature available is regard to how the owner referrals is accounted for on the 
owner statements. If you would like to have this turned on please send a help ticket to the help 
desk. It is important to make sure you are done your 2015 1099s before this is turned on but 
also that it is turned on before sending January owner statements. 
 
This is a toggle that can be turn OFF or ON 
 
When this is turned OFF the owner referral will be accounted for on the owner statement as it 
has always worked. 
-the owner is charged the full commission then is paid back the owner referral percentage. The 
management fees are not reduced rather the amount given back to the owner displays under 
Other Credits and is added in the Rental Income on the 1099 
 
When this is turned ON  
-The owner referral still works the same in that the owner is charged the full commission then is 
given the owner referral percentage back but on the owner statement management fees are 
reduced by the amount of the owner referral amount.  
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Printing 1099’s

The documentation on 
adjusting margins for 1099s 
can be found in the 
Knowledge Base under: 

VRM Release Documentation> 

Releases Prior to 09/01/2013> 

4.2 End User Documentation

 

 

Once the comparisons have been done to ensure accuracy then it is time to print 1099’s 
 
To print 1099’s go to Accounting> 1099s> 1099 Info tab> select the tax year> select the office (if 
applicable)> click Populate Tax Year> once populated click the Back button>click the “Print 
1099s” button. 
 
 First thing that will show is the screen that the margins can be adjusted.  
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1099s

 

 

We suggest that you print the first page of the 1099s on plain paper then hold that up against 
the 1099 form to the light to see where the margins need to be adjusted. Play around with the 
margins and continue to print just the first page of the 1099s until it lines up with the 1099 form 
when held up to the light.  
 
The documentation for this can be found in the Help Desk, Knowledge Base under VRM Release 
Documentation> Releases Prior to 09/01/2013>  4.2 End User Documentation. 
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1096

 

 

The last page when printing the 1099s is the 1096. On the 1096 the 1099-MISC checkbox 
location has changed over the last few years so we have removed the check mark. This means 
that once printed the end user will just need to take a pen and check the box for 1099-MISC. 
 
**Important to print the last page of the 1099s which is the 1096 and hold that up to the light 
behind that actual 1096 to check the margins 
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Electronic Filing

 

 

MAKE SURE THE VRM SITE IS SET UP TO ALLOW POP UPS 
 
To create the Media File go to Accounting> 1099s> 1099 Info tab> select the tax year> select the 
office (if applicable)> click Populate Tax Year> once populated click the Back button>click the 
“Create Media File” button. 
 
The end user can do one more final review by clicking on Print Summary to check the 1099 
entries name, address, city, state, zip, SSN/Tax ID# and amounts.  
 
**Again the state must be abbreviated or the media file will be rejected by the IRS. 
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Media File

How to Save the Media in 
text format

Google Chrome-right click in 
the file and select Save As

Internet Explorer-click on File 
in the Tool Bar> Save As

Firefox-click on File in the Tool 
Bar> Save Page As

 

 

 
Google Chrome-right click in the file and select Save As 
Internet Explorer-click on File in the Tool Bar> Save As 
Firefox-click on File in the Tool Bar> Save Page As 
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Reminders-
1) Foreign owners receive a 1042 which cannot be printed out of the VRM system. Any 1042’s must be completed 
by hand.
2) The IRS has removed two more states from the Combined Federal/State Filing Program.

 

 

The VRM is set up to only allow the Combined 
Federal/State Filing for the state listed above which 
is directly from the IRS Publication 1220 
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Questions:
Use the Ask Question Feature in Go 
to Webinar and Brittany will ask it 

for you in our Q & A time! 
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With Special Guest

“How to Make Sure Homeowners 
ALWAYS chose YOU!”

Join me next month for…

Maureen Regan 
Vacation Rental Manager, Author of “The Vacation 

Rental Game”, & President Elect of the VRMA

 

 

To register for this webinar simply visit 
http://bit.ly/HomeownersTWBL 
 
 

 


