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Introduction

The Galaxy software can be used to generate 1099-MISC forms that are prefilled by the system
with relevant data for the appropriate reporting period. You will also be able to add amounts
for boxes 4, 9, 15a, and 15b manually (see Employee Supplemental Info Setup beginning on
page 14). If you need to generate 1099 forms other than 1099-MISC, you will need to use
another means to do that.

*You are responsible for printing your own 1099 forms. If you use the Galaxy software to
print your 1099-MISC forms, you must verify that the information contained on the forms is
accurate.*

Galaxy does not provide legal or tax advice and will not be held accountable for any tax
related fines and/or penalties that you or your company may be subject to as a result of
incorrectly entered or setup data in the Galaxy system, erroneous form filing or lack of filing,
incorrect tax payments, and/or late deposits that were your responsibility and that may have
been completed based on any advice or assistance from any Galaxy employee.
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Verifying 1099 Recipient Settings

In order to be able to generate a 1099 form for an individual using the Galaxy software, you
must make sure that their information is set up correctly in the Employee/Vendor setup
section.

1. To do that you will need to Select Employee Setup, then Employees from the Company File
Maintenance section of the main menu (Vendor Setup, then Vendors in Accounts Payable).

Reports

= Earnings - Tax Reports and
\5 Reports \% — & Other Reports

b b b

Company File Maintenance

B » K i
. - Tax Forms
| T General Setup 1& Employee Setup .;ﬁ} Setup

Employees

Ernployee Payroll Specifics
Ernployee Withholding Info
Employee Types

2. Once you are on the main Employee/Vendors screen you will need to find and highlight
each person/company who should be marked as a 1099 recipient. Next, you will need to
click on the Edit button to the right of the screen.

Payroll / Employees | ﬁ Ceveland Rocks, Inc. 4

B Master |%Delail I Bh Custom Fields I B Departments | 1] Attachments |

Close

Emplayee Type |Emplopment

> YIE -Full Time |0

3 Franklin, Aretha F333-33-3333 783-366-37EG Default F-Ful Time  01/01/2013 100
1 Freed, Alan M 111111111 2165557625 Diefault F-Full Time  01/01/2013 100
4 Hally, Biuddy M 444-44-4444 E47-344-9783 Detault F-Full Time  0/01/2013 300

[ Lee, Laser M BEE-BE-GEEE Datault F-Full Time  06/01/2014 300

1 Lewis, Jemy L M B55-55-50%5 8435455370 Default F-Ful Time  01/01/2013 300
H Presley, Elvis & M 222-22.2222 2165555464 Diefault F-Full Time  01/01/2013 200

m

Import....
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3. Once you are in Edit mode, please verify that this individual/company is set up to be a form
1099 recipient. This is identified by marking field F1099 (1099? In Accounts Payable) with
Yes. There are other 1099 form related fields available to be completed once this field is
active (F1099 Account and 2" TIN not. In Accounts Payable only you will also see 1099 Box,
a setting that allows you to ignore invoice settings and designate all invoice payments as
1099 payments, and a setting that allows you to classify all standalone checks as 1099
payments). If they apply to your situation, please complete them as well (1099 Box in
Accounts Payable must be completed). Once you are done, please click the Accept button
on the right of the screen.

Payroll / Employees | é Cleveland Rocks, Inc.

B Master  ER Detail l@Custom Fields ] EH Departments ] 1] Attachments ]

[ Payment Settings
Ermplayes 1D 7

Ermplayrment @) Full Tirne () Part Time
a - Date Hired 01./01/2014
First Hame General —
= | Date Last Hired 01./01,/2014 Q
Last Mame | Cantrachar
Employes Type Drefault
tiddle N arme
- - Current Type Date o020 4
Gender I Q
D ate Terminated
55N 321-65-4987
Date of Bith | Q| [Fioss @ es ] ONo
Contractor TiYes @ MNo F1033 Account -
Address 1 112 Main Street - 2nd TIN not D)¥es @ Na
R Current Use @ Ye: (Mo
City | Cleveland
State OH Q2P |#4111-
Phone 1
e Save and go to Withholding Info
Phane 2
Phore 3
Fau
E-mail
User 1D Q|
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Verifying 1099 Payment Amounts

Before you try to print 1099 forms using the Galaxy software, please check the payment
amounts that the system shows for each of your 1099 recipients.

1. To do so, you will need to go to the Reports section of the main menu, click on Tax Reports
and Forms (Vendor Reports in Accounts Payable), and then select 1099 Vendor Report

from the list.
Reports
& e |\ e (T, oterrens
[ Y Y
Company File Maint Payroll Tax Report
Payroll Tax Quarterly Report
X Payroll Tax Annual Report
i T General Setup Payroll Tax Summary Report
Payroll Tax Surnmary Quarterly Report
L Payroll Tax Summary Annual Report
Print Form 1096
Print Form 1099
1099 Vendor Report
Tax Forms

2. Onthe report options screen you will need to select the year for which you would like to
verify data in the Period section (From Date of 20xx/01, To Date of 20xx/12). Then, in the
1099 Type section you should select Yes. Once you have those options selected, click
Generate on the top right.

Payroll / 1099 Vendor Report [ é Cleveland Rocks, Inc.

1099 Vendor Report & Faciliy...
" Generate
From Date 2014/M Q.| ToDate 201412 Q
WVendor Type Order by
Vendor Type Q @ Vendor 1D () Vendar Mame
Yendaors
Include All vendars -

Employees

Include All erployees -

Appearance

099 Tvpe
1099 Type Show Heading on E ach Page
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3. The resulting report will show you all individuals set up as 1099 recipients who have had any
1099 payments for the selected period, with the dates and amounts of each of these

payments, as well as the 1099 Box where these payments will be reflected.

Zoom 100% - | |14 4 1 bl ﬂ B [E Print Print &l S Filter... '\ Setup.. _,ﬂ; Expart <= Back to Options

Cleveland Rocks, Inc.

1099 Vendor Report
For Year 2014
All vendors; All employees; 1099 = Yes; Order by Vendor ID
Vendor ID  Vendor 1099 Box  Box Desc. Date Trans No Trans Amount Limit Met
3 Franklin, Aretha Box 7 Monemployee Compens ation 12/31/2014 1067 1,500.00

1,500.00 Yes

7 Contractor, General Box 7 Monemployee Compensation 11/19/2014 1068 1.500.00

1,500.00 Yes

You will notice on the right side of the report a column labeled Limit Met. This column will
have the word Yes for every individual whose annual payments exceed the minimum
required amount for that box, and No for those who have not exceeded it for the year. The
Galaxy software will generate 1099 forms ONLY for individuals with Yes marked in this
column. The amounts that you see on this report are the same amounts that the system
will include on the 1099 form for each individual listed.

If the limit for the year has not been met, but you wish to issue a 1099 form to an individual
anyway, you will need to make a change in the 1099 Box Limits setup item (please see Checking
1099 Box Limits on the next page for more information).

If you believe that this report is not showing accurate information, please contact Galaxy
customer support for help. Setup issues may exist that prevent the appropriate data from
appearing on this report. A representative will be able to verify that and help you make any
necessary corrections.
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Checking 1099 Box Limits

The 1099 minimum payment amounts required to generate a 1099-MISC that are set by the IRS
are defaulted in the Galaxy software. Those amounts can be accessed by clicking Tax Forms
Setup in the Company File Maintenance section of the main menu and selecting 1099 Box

Limits.
Reports
Earnings Tax Reports and
"\& Reports \-% Eoie G Other Reports
19 h .

Company File Maintenance

1) 2 E
[= Tax Forms
| u General Setup 1& Employee Setup Sy Setup

[ b |; |

Tax Form Layouts
1099 Employee Supplemental Info
1099 Box Limits

Once you have the list of limits displayed, you can review them and make changes if you so
desire. If you would like to lower a limit in order to show amounts on the 1099 form that would
normally not be required to be reported, you may do so. Simply click on the dollar amount in
the Lower Limit column of the line that you wish to adjust. You will be able to overtype the
amount there. Once you have made a change, please make sure that you click on another line
on the list to save your change (the Post button on the right side of the screen will become

inactive).
Payroll / 1099 Box Limits | 3 Cleveland Rocks, Inc. x

1099 Box |BD:-: Dezcrption ||_DWEI Lirmit | -

|| 1093-MISC, Bow 1 Rentz $600.00

| |1093-MISC, Box 2 Royalties $10.00

| [1099MISC. Box 3 Other income $600.00 Eol
1099-MI5C, Box & Fizhing boat proceeds $0.00

n 1099-MISC, Box B Medizal ahd health care payments $E00.00

1| 1099-MISC, Box 7 MHonemployes compenzation D

] elete

| |1093-MI5C, Bow 8 Substitute payments in lieu of dividents arlnt $10.00

| |1039MISC.Box 8 Check box [Payer made diect sales. . $5.000.00

n 1093-MISC, Bor 10 Crop ingurance proceseds $E00.00

n 1099-MI5C, Bax 13 Excess golden parachute payments $0.00

| |1093-MISC. Box 14 | Gross proceeds paid to an attomney $0.00 B
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Setting Up 1099/1096 Form Layouts

Since all 1099 and 1096 summary forms must be printed on official red copy for IRS purposes, it
is necessary to acquire those forms from either IRS or an alternate vendor. Many office supply
stores, including Staples and Office Max, as well as various online stores, carry the forms. Since
the layout of these forms varies depending on where they come from, the Galaxy software
gives you the ability to make adjustments to the form layout to match your version of the form.

Those adjustments can be made by clicking Tax Forms Setup in the Company File Maintenance
section of the main menu and selecting Tax Form Layouts (Tax Forms in Accounts Payable).

Reports

= Earnings ~ Tax Reports and
\'5 Reports \% Forms & Other Reports

[ e e

Company File Maintenance

¥ K ;
| 1 - Tax Forms
| ﬁ' General Setup IE Employee Setup .;ﬁ, Setup
A

Y 1Y

Tax Form Layouts
1083 Employee Supplemental Info
1099 Box Limits

The currently set up layouts will be displayed. Galaxy provides each client with a general layout
of the form that most closely matches the IRS version.

1. Select one of the forms and click the Edit button on the right to view the currently selected
layout and make adjustments.

Payroll / Tax Form Layouts l ﬁ Cleveland Rocks, Inc.

‘

B Master | B Detail I

|Year ’Ta:-: Farm ’Page ’Description ’ - Hew
Edit

2014 |1093-MI5C 1

Clone

Delete

Cloze
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2. In edit mode you will see a generic background image of the selected form and the system
fields with a dashed blue outline. You will need to have a scanned image of the form that
you will be using available in .jpg. Click on the Select Background button at the top of the
form and select your form’s .jpg image file. Your version of the form should now be
displayed on the screen in the background.

Payroll / Tax Form Layouts [ @ Cleveland Rocks, Inc. x

B Master  BR Detail ]

Tax Form 11035 Q|

Year 2014 ' Page 11
Drescription [
lﬂl Mew Frame... |:./,’ Edit Frame ¥ Delete Frame Iﬁ Page Properties. .. | E| Select Background... IEIearBackglound k_! Export.. 53 Import...

.
Do Mot Staple %% 7%
AL M. 1545-0106
wrn 1096 Annual Summary and Transmlttal of o
U.S. Information Returns 2014

m

For Official Use Only

OO M

thiz Foern 1086

4 Fecaral income tax withhad | § Total amount 18;

b, Blow o indicate T type el fann Geing filed. i B
106 106 = 1088 T 10857 A ICA% & | 10s O 1080 CAR| 108
b A a an 72 a5 ke at

REECRST

INJ | i

3. Next you will need to place your cursor on each system field (one with a dashed blue
outline) and drag it to the appropriate place where it should print on your form. Each field
shows a description in brackets, so you should have no problem identifying it. You can also
make each field longer or shorter by setting your cursor on the edge of the item and
dragging it left or right (your cursor will show as a double-sided arrow to let you know that
dragging will adjust the field size, versus adjusting position on the screen).

4. Once all of your fields line up correctly in the appropriate boxes on the image of your form,
click Accept on the right.

5. Repeat Steps 1.-4. for the other form.
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Adding New Tax Form Layouts

In each subsequent year that you use the Galaxy software and need to print 1099 forms, you

will need to add a new layout of each form for the new year.

1. Click Tax Forms Setup in the Company File Maintenance section of the main menu and
select Tax Form Layouts (Tax Forms in Accounts Payable).

Reports

I Earnings = Tax Reports and
\5 Reports \% Farms

r

e

G

Other Reports

Company File Maintenance

[N

i ii General Setup j@ Employee Setup
|y

[

ﬁv * Tax Forms
!) Setup

Tax Form Layouts
1089 Employee Supplemental Info
1093 Box Limnits

2. The currently set up layouts will be displayed. Select one of the forms and click the Edit
button on the right to view the currently selected layout.

Payroll / Tax Form Layouts I @ Cleveland Rocks, Inc.

‘

B Master | B Detail I

ear |Tax Form

2014 | 1093-MI5C

Fage |Description

1

n MHew
Edit

Clane

Delete

Cloze
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3. In edit mode you will see the current form layout. Click Export at the top of the screen.
You will be asked to save the layout. Please keep in mind the name and location of the
saved file and click Cancel on the right to return to the list of layouts.

Payroll / Tax Form Layouts [ Bﬁ Cleveland Rocks, Inc. x
B Master B Detail |

T Form 1088 Q|

Year 12014 Fage 1

Description | # |

q} Hews Frame... E’ Edit Frame... X Delete Frame Iﬁ Page Properties... E Select Background... Clear Backaground |ﬂ Export...l & Impart...

»

P . I

(AL N 1545-TH08
rom 1096 Annual Summary and Transmlttal of o
| — U.S. Information Returns 2014
Iritzrmal Revenue Sendce
FILER 5 nara

m

For Official Use Only

G Entler an K" in only oz box below (o indicate e type of Fanm being filed.

wes [oar R R | InaRs | imaes | asa T | s a | s A it A
22 =0 &1 76 [ a 80 T3 T 50 &6
— T L4
gojo|gfgjoioig|ojgioiojg|ojg|o | K U
wan | emsn | oaeas a | ozas | s sa | aa AP e S Bt
PATR al an s =S 25 26 20 T2 ke

aggjfgjojajga|a|o|gjd

4. Repeat Steps 2. and 3. for each form that you need to set up.
5. Click New on the right of the screen.

Payroll [ Tax Form Layouts [ Bﬁ Cleveland Rocks, Inc.
E Master | BH Detai I

‘rear | Tax Form

x

Page |Description

| »
’;
Ne—

2w

Edit
2014 1099-MISC 1

Clone

Delete

Close
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6. You will see a blank layout page. Click the magnifying glass @ icon next to the Tax Form
field to get a form selection box. In the box select the form you would like to set up and

click Select.
Payroll [/ Tax Form Layouts [ szﬁ Cleveland Rocks, Inc.
B tMaster BR Detail I
T Farm | Q |
rear FPage 1
Diezcription |
o Mew Frame... [ Edit Frame.. 3} Delete Frame Iﬁ Page Properties. . [E] Select Background...  Clear Background k) Export.. & [mpart...

,
Tax Form

Hard-Coded Lookup |

1096

1095-MISC

Select ” Cancel H Clear

7. Next, click in the Year field box and type in the year to which the form applies.
8. Then, click the Import button on the top of the form, and select the file that you exported in
Step 3. that applies to the form you are setting up.

Payroll / Tax Form Layouts [ £3 Cleveland Rocks, Inc.

B Master  EH Detall |
Tax Form [10%8 al
fear 20149 Page 1
Description | r
on Mew Frame...  [# Edit Frame.. 3 Delete Frame Iﬁ Page Properties... [ Select Background...  Clear Background k) Export...

9. Once you see your imported form displayed, click Accept on the right.
10. Repeat Steps 5.-9. for all other forms you need to add.
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Employee Supplemental Info Setup

1. This setup will enable you to manually add amounts to boxes 4, 9, 15a, and 15b. To access
this setup click Tax Forms Setup in the Company File Maintenance section of the main

menu and select 1099 Employee Supplemental Info (1099 Vendor Supplemental Info in
Accounts Payable).

Reports

= Earnings ~_ TaxReports and =
\5 Reports \% Faorms Ny Other Reparts

[ e b

Company File Maintenance

- *
. . [~ Tax Forms
] ﬁ General Setup 1 Employee Setup kt, Setup

Tax Form Layouts

1099 Employee Supplemental Info
1099 Box Limits

2. On the detail screen you will then click New Year at the top and select the year for which
you need to add this info in the box, then click OK.

Payroll / 1099 Employee Supplemental Info [ ﬁ Cleveland Rocks, Inc.

Select Vear: :] MNew Year | Delete vear | Reload I # Facility... |

Employee ID IEmponee Mame IBox 4 IBox & IBox 15a IBox 15b

IForeign Tax Paid IForeign Country I

.
O NewDataVear L2 ) (e

Year 2014 =

[ 0K ]’ Cancel ]

“Fields Description:
Box 4 - Federal Income T ax Withheld
Box 3 - Paper Made Direct Sales of $5.000 or Mare
Box 15a - Section 4094 Defenals
Box 156 - Section 4094 Income
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3. You will now see all 1099 recipients who received payments in the selected year. You can
manually add amounts to the boxes displayed by typing them into each box for each
recipient. This data will then display on that recipients 1099-MISC form for that year. You
will need to repeat this process for each year to which it applies.

Payroll { 1099 Employee Supplemental Info [ 3 Cleveland Rocks, Inc.

Select Year: Mew ‘Year | Delete Year | Reload | & Facility... |
pr—— — ™
Employes |D Employes Mame I?DH 4= IBDH g |Box 15a IBDH 156 |F0leign Tax Paid |F0reign Country _I
» Cortractor, General F
——

*Fieldz Description:
Box 4 - Federal Income Tax Withheld
Box 9 - Paper Made Direct Sales of $5,000 or More
Box 153 - Section 4094 Defenal:
Box 15b - Section 4094 Income

15|Page



GALAXY

hosted software LLC

Printing 1099 Forms

1. From the Payroll (or Accounts Payable) Reports menu select the Tax Reports and Forms
icon, then click Print Form 1099.

Reports

Earnings
Reports

&

Company File Maint

Ir

=

Tax Reports and :
Forms =

e
-

Other Reports

I' ir General Setup

Payroll Tax Report

Payroll Tax Quarterly Report

Payroll Tax Annual Report

Payroll Tax Summary Report

Payroll Tax Summary Quarterly Report
Payroll Tax Surmnmary Annual Report
Print Form 1096

Print Form 1099

1099 Vendeor Report

Tax Forms

On the form options screen select the year for which you would like to print the 1099-MISC

form in the For Year field. Make sure that All employees is selected in the Include field of
the Employees section (All vendors should be selected in Accounts Payable in the Vendors
section). Then, click Generate on the right.

Payroll { Print Form 1099 I §4 Cleveland Rocks, Inc.

Form 1099
— ForYear
Fortfear 2014 =
— Wendors
Include Mo vendaors -
— Employees
Include Al ermployess -

& Facility. .

[ onsems |
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Your 1099-MISC forms will display on the screen. There will be no background image of the
form there, only the fields that need to print on your 1099-MISC form. Click Print or Print
All at the top of the screen (Print will only print the current page; Print All will print all
pages). Make sure that your official red copies of 1099-MISC forms are in your printer.

Payroll / Print Form 1099 [ g4 Cleveland Rocks, Inc.

Zoom 100% - | 4 4 OREER W EE T %, Setup. L Ewport | <= Back to Options

Cleveland Rocks, Inc.
1 Rock Center

Cleveland CH 44115-
(216) 555-1234

34-1234567 321-65-4987

Contractor, General

1,500.00
12 Main Street

Cleveland CH 44111-

If you feel that the data on the form(s) is not correct, please call Customer Care and they
will be able to assist you.

If your form data does not line up correctly on your official form when printed, please
review section Setting Up 1099/1096 Form Layouts starting on page 9 to make
adjustments. You may want to make some copies of your official form to print a few test
pages until you are satisfied with the layout.

Once you have printed the red Copy A of the form, you should also print the data onto
remaining copies 1, B, 2, and/or C.
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Printing 1096 Form

1. From the Payroll (or Accounts Payable) Reports menu select the Tax Reports and Forms
icon, then click Print Form 1096.

Reports

\& Earnings
Reports

Tax Reports and

Forms

N

I
—

Other Reports

Company File Maint

| 51
I' l General Setup

Payroll Tax Report

Payroll Tax Quarterly Report

Payroll Tax Annual Report

Payroll Tax Summary Report

Payroll Tax Surnmary Quarterly Report

Payroll Tax Surmary Annual Report

Print Form 1096
Print Form 1099

1099 Vendor Report

Tax Forms

On the form options screen select the year for which you would like to print the 1096 form

in the For Year field and enter the name of the preparer in the Name field. Make sure that
All employees is selected in the Include field of the Employees section (All vendors should
be selected in Accounts Payable in the Vendors section). Then, click Generate on the right.

Payroll / Print Form 1096 I ﬁ Cleveland Rocks, Inc.

Form 1096

— FarYear

Forvear 2014 =

MHame of Preparer
|7 Marme

[
Preparer

— YWendars

[nzlude Mo vendors

~)

—
T Employees

[nzlude Al employees

3

o,

# Facility. ..
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3. Your 1096 form will display on the screen. There will be no background image of the form
there, only the fields that need to print on your 1096 form. Click Print at the top of the
screen. Make sure that your official red copy of form 1096 is in your printer.

Payroll / Print Form 1096 [ @ Cleveland Rocks, Inc.
Zoom 100% - | 14 4 1 (Y| | B & | F'rintAII '\.Setup.. ;A,Export | = Back to Options

Cleveland Rocks, Inc.

1 Rock Center

Cleveland CH 44115-
Preparer {216) 555-1234
34-12345a7 1 1,500.00

The data that prints on this form will be based on 1099 data.

If your form data does not line up correctly on your official form when printed, please
review section Setting Up 1099/1096 Form Layouts starting on page 9 to make
adjustments. You may want to make some copies of your official form to print a few test
pages until you are satisfied with the layout.
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