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1099 Program 
(for 1099 MISC and 1099 NEC reporting) 

 
User’s Guide 

Version 8 
 

For Tax Year 2025 
 

IMPORTANT NOTE: THE IRS REQUIRES SEPARATE FORMS 
FOR RENT INCOME REPORTING AND NON-EMPLOYEE 
COMPENSATION. YOU WILL NEED 2 SEPARATE SETS OF 
FORMS – THE 1099 MISC FOR THE OWNER RENT REPORTING 
AND THE 1099 NEC FOR THE VENDORS (NON-EMPLOYEES). 
IF YOU NEED TO FILE MORE THAN 10 FORMS (COMBINED), 
YOU WILL NEED TO E-FILE THE FORMS) 
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Introduction 
Thank you for purchasing the Tenant File 1099 Software 
Program for your 2025 reporting.  This program is designed to 
gather the data and print on the IRS forms or export the data 
needed to report on the rental income received for the 
Owners you have set up in the Tenant File along with the 
Vendors you have made payments to.  You will be able to sort 
the information by Name or Tax ID and limit the information 
to include only specific choices. 

This program reports on the rental income that you have 
received for your Tenant File Owners by searching all Unit 
Ledgers under each primary Owner and totaling all amounts 
for the Income Categories you select.  You must have entered 
a Tax ID Number in the main program for each Owner or 
Vendor, or they will not be included. Keep in mind that only 
UNIT Ledgers are searched since that is where you should be 
posting the typical rental income to the Owners such as 'Rent 
Received'.  If you have posted the ‘Rent Received’ to the 
Property Ledgers in error, they will not be included. 

Vendor Reports are not derived from the ledgers at all, but 
from the actual printed check information in the Tenant File.  
For all Vendors in the system, the 1099 Program will total 
checks printed by payee name and report on the result.  So 
be sure you haven’t misspelled a vendor name, or it might 
show it as two different vendors. One important note: You 
must have entered a Tax ID Number for each Vendor in the 
Vendor information, or the Vendor will not be included.  This 
allows you to enter Tax IDs for those Vendors you are 
required to file a 1099 on, and to skip any other Vendors. 

Installation: If you are using the Tenant File Virtual Server, it 
is already installed and ready to use in the Tenant File. Just go 
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to Add-Ons from the Main Menu and click ‘Run 1099 
Program’.  

For DESKTOP users, you must first install it on your computer 
as per the following instructions: 

1. Double-click the downloaded installation file 
(TF1099800.exe).  Be sure to unzip the file first if it is in a 
zipped or compressed folder. Use the default folder, 
which is ‘C:\Tenant File\TF1099’. 

 

Main Screen 
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The Tenant File 1099 MISC Main Screen is where all of your 
reports and forms are created.  Once you have entered this 
information, it will be saved for later use.  Your choices are as 
follows: 
 
Report On: Select whether this report is for your Owners or 
Vendors. 
 
Sort By:  If you selected Owner in the previous box, you can 
choose to sort by Owner Last Name or Owner Tax ID Number.  
If you selected Vendor, you can choose to sort by the Vendor 
Name or the Vendor Tax ID Number. 
 
Report Type:  Choose ‘REPORT’ first to see a detail of the 
information your forms will be totaling.  Once you are 
satisfied with the 'Report', you can change this selection to 
'Form' and print the 1099 Form. 
 
Location of Tenant Files:  Here you must enter the exact 
folder or directory where your current Tenant File database 
(TFDATAFL.MDB) for the year 2025 is located on your 
computer.  For DESKTOP installations, it will be C:\Tenant 
File\TF4WIN unless you changed the default locations. Your 
company name will appear when the correct Tenant File 
database is found. If you have already closed out the year, 
you’ll need to choose the path to where your 2025 
transactions are located on your computer. For Tenant File 
Virtual Server users, the path is already displayed for you and 
cannot be edited. 
 
Payer: The Payer is your Company Name or whoever is set up 
in the Tenant File under 'Company Information'.  You may 
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select another company, if you wish, by using the arrow 
buttons (< and >) above the payer field. 
 
Payer Tax ID:  This information is not pulled from the Tenant 
File - you must enter it here. 
 
Range to Print: Leave this at the default to print all. This 
range is determined by your selection under 'Report On' and 
'Sort By'.  For example, if you selected 'Report On' = Owners 
and 'Sort By' = Name, then you would enter the last name of 
the Owner range you wish to include.  You MUST have a Tax 
ID entered for every Owner or Vendor in order for the 
information to be included. If you selected 'Report On' = 
Vendors and 'Sort By' = Tax ID, then you would enter the 
starting and ending Tax ID you wish to include.  If you do not 
enter anything, the program will include all Owners or 
Vendors in the system in accordance to your selections under 
‘Report On’ and ‘Sort By’.  This section can be useful if you 
need to ‘re-print’ a form for one Owner – simply enter the 
same Owner 1 Last or Company Name in both fields. 
 
Include Owner/Vendor Balances Over: You may enter a 
number here, and the program will skip any Owners or 
Vendors whose total income is less than that amount. 
 
Report On Dates:  This selection allows you to skip any 
transactions (or checks) that are not in the date range you 
specify.  This is especially helpful if you do not use a calendar 
year in the Tenant File. You can specify any dates up to the 
end of the current tax year. 
 
Number of Copies (including first page):  On laser forms, you 
will need to print out multiple copies for each form run, 
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depending on how many parts are included in the 1099 Form 
package and how many forms your state requires. 
 
Print Options: This area is very important, because it 
determines what will be printed on the 1099 Forms.  
 

 
 
This first choice is the ‘default’. It assumes that the primary 
owner (Owner 1) is the recipient of all income and prints 
100% of that income regardless of whether there is an Owner 
2, and any percentages entered for Owner 1 or Owner 2. 
 
The second and third choices allow you to run the reports 
based on owner percentage. You’ll need to run a full set of 
reports/forms for OWNER 1, then another full set for OWNER 
2. It will only print amounts based on the percentages 
entered in the Tenant File. BE SURE both percentages for 
Owner 1 and Owner 2 add up to 100 for the total within the 
ledger, and that BOTH Tax IDs are entered.  Note:  If you have 
one or more Owner Ledgers with percentages entered for 
Owner 1 and Owner 2 (that add up to 100%), you will need to 
make sure that in all other Owner Ledgers that have only one 
owner (Owner 1), you have 100 entered in the field called ‘% 
Owned’.  
 
By choosing the 'Select Printer' button you can change the 
default printer that will be printing either the forms or the 
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reports. There is also an 'Adjust Form' button which allows 
you to make changes to the print alignment for the forms. 
The software is programmed to print within the fields of the 
current 2025 IRS forms.  If you have an issue with the 
alignment, you may need to click ‘Adjust Form’ and change 
the top or left margin. The ‘default’ setting should work on 
most printers but BE SURE TO TEST IT FIRST ON A FEW 
PAGES USING BLANK PAPER. You may be able to also adjust 
the margin settings on your printer.  For Tenant File Virtual 
Server users, the printer settings are available when the 
report is displayed on the screen. 
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Selecting Income Categories 
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Since you have the flexibility in the Tenant File to add and 
delete or rename Account Categories at will, you will need to 
choose from your existing accounts which ones to include and 
total on your 1099 Reports and Forms.  Simply select the 
accounts you wish to include and click OK. Each time you enter 
the Tenant File 1099 Program, you must check to be sure that 
the correct account categories are entered. The categories 
that you enter should be in accordance with the requirements 
for federal and state laws. If you are not sure, check with your 
tax advisor.  We are not able to answer questions concerning 
the reporting within your state. 
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Printing Reports and Forms 
 

 
 
The first thing you should do is to print a 'Report Listing' to 
see what information is going to print on the actual 1099 
forms. Once you have chosen all of your setup selections, 
make sure the 'Report Type' is 'Report Listing', then press the 
'Start Printing' button. You will see a report similar to the 
report above for the Owner Report. Check the information 
very carefully to be sure everything is correct, and then 
compare the totals to reports you have run in the main 
Tenant File program, such as the Account Detail by Owners 
report (using the correct date range). 
 
Note: If there is an error in the Owner totals, you will need to 
view that information posted in the Unit Ledgers of the main 
Tenant File program and make any changes there. 



TF1099 Program       12 

 

There are several buttons across the top, which enable you 
to change how you view or print your report. From left to 
right they are: 

Close Button:  Exit the report and return to the Tenant File 
1099 Main Menu by clicking the ‘X’ in the top left corner. 

Arrow Buttons:  The inner buttons move throughout your 
report one page at a time, and the outer arrows (with a 
vertical line) move you to the first or last page. 

Page Count Display:  Shows current page number and the 
total pages in your report, such as page '2 of 10'.  If you have 
not accessed the last page you may see something like '2 of 
2+'. 

Square Button:  Stops activity of report.  Press the arrows to 
resume or exit. 

Printer icon:  Prints the report, first allowing you to select a 
page range and number of copies. 

Envelope icon: Exports the report to a file. 

Drill Down icon:  Opens or closes window on left side of the 
screen which allows you to 'drill down' on your report 
information.  Click on the '+' sign to drill down even further, 
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or the '-' sign to close up the tree.  Double click on any item to 
jump to that item in the report. 

Drop down window: Click on the arrow and select the 
percentage of a viewing size for your report. 

Record Information: Shows the percent (%) of report loaded 
during loading and the number of records accessed by the 
report.  

Once you are satisfied that everything is correct, you can 
print the actual forms themselves. 

We suggest that you first load plain paper in the printer and 
run a test to be sure the information lines up correctly to the 
actual form.  Click the ‘Printer Icon’ at the top of the screen 
and enter the ‘Print Range’ from ‘Page 1 to Page 1’ to view 
the alignment. The program will use the default printer, 
which you have set up in Windows. Use the 'Adjust Form' 
selection if you need to make changes.   

The Tenant File 1099 software is programmed to print on the 
current 2025 1099 form available from the IRS or your local 
office supply store. If adjustments in the printing are needed, 
you may need to also adjust the printer settings of your 
printer, in addition to the Tenant File adjustments available 
on the main screen of the 1099 Program. 
 
Remember, the selections that you make on this form will be 
used to report the information to the IRS. Make sure you 
have the correct Name, Address, Tax ID, Percentages, and 
other information entered correctly in the main Tenant File 
program.  If changes or corrections are needed, those 
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corrections will need to be made in the main Tenant File 
program.  You cannot edit the information pulled from the 
main program while in the 1099 program. 
 
Now you can run the actual 1099 MISC or NEC forms as 
shown in the following images: 
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The 1096 Transmittal Form 
 

 

 
 
The 1096 Form is required by the IRS and must be included 
with your 1099 forms. This form is a summary of all of the 1099 
information as selected in your printed 1099 forms.  
 
The Tenant File will calculate the totals for you and give you 
other options as well. Most of the information should be 
totaled by the program for you, but you do have the flexibility 
to manually input the entries yourself, if needed. Check the 
totals for accuracy.  This option is helpful if you need to make 
corrections on one or more owners and have to ‘re-print’ the 
form.   
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Keep in mind that the transmittal is tied to your selections 
under ‘Print Options’. If you choose Option one to print 100% 
of income for Owner 1 (the default), this report will total all 
amounts regardless of percentages entered. If you have 
Owner Ledgers in your main Tenant File program that include 
a percentage for Owner 1 and a percentage for Owner 2 and 
you choose Options 2 or 3 (the percentages), it will COMBINE 
BOTH Owners 1 and 2 to give you a total of ALL owner 
percentages of income. Remember that you MUST have 
percentages for ALL owners in the Tenant File. If there is no 
split, you still need to enter 100 under the field named ‘% 
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Owned’ under the Owner 1 section. Also remember you must 
have all Tax ID’s entered as well. 

Exporting your Data 

 
The Tenant File 1099 Program will also create an export file 
for your data.  This is the button at the bottom labeled 
‘Create Owners (or Vendors) Export File’.  
 
This feature is provided in case you need to file your 1099 
forms electronically (e-Filing), which may be required by the 
IRS.  In any case, filing electronically can save time and money 
over paper filing. The Tenant File 1099 program does not e-
File directly for you, however, it creates an export file that 
can be used with many 3rd party e-Filing companies. For tax e-
Filing, Tenant File has partnered with Yearli, a Greatland 
company. The name of the file created will be ‘1099-MISC-
Yearli and will have the file extension for the format you 
choose. (Example: 1099-MISC-Yearli.csv for the comma 
separated format). For DESKTOP users, the file will be located 
in the same folder as the database location. For Tenant File 
Virtual Server users, the file will be in your ‘Downloads’ folder 
on your local computer. Click the ‘eFile 1099s’ button for 
more information. 
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You simply need to choose the format that you want in 
accordance with the 3rd party e-Filing requirements and then 
click the ‘Create Export File Now’ button. All the other 
settings on the 1099 Screen will be used. On the following 
display, you will see a condensed sample of a CSV export. 
 

 

 
 
Note: If you are filing NEC forms for vendors, please be sure 
that you have entered Tax IDs only for the ones that need a 
1099 NEC form. If you have entered your own company or 
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any owners as ‘vendors’ be sure that you didn’t enter a Tax 
ID for them, so that they won’t get a 1099 NEC form.  
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Other Options 
 

 
 
Some of the other options in the 1099 Program include the 
items on the left side of your screen. The 'Create Owner or 
Vendor Export File' was covered earlier in this guide. This file 
will be located in the same folder as your database. 
 
The ‘e-File 1099s’ button will take you to our e-Filing partner 
site where you can order electronic filing of your 1099s. 
 
The bottom option is a convenient listing of your owners in a 
compact report which will allow you to see the items and 
totals which are going to show on the 1099 forms. This listing 
is affected by the choices that you make under the ‘Print 
Options’ selection. If you choose the default choice, you’ll see 
all owners that have a Tax ID entered in the Tenant File. Only 
the PRIMARY owner is considered in this report as 100% of 
the recipient of 1099 income, regardless of any percentages 
entered. 
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On either of the other two selections under the ‘Print 
Options’ you will see a report showing the actual percentages 
of the overall income that will be allocated.  
 
Here is a sample of the listing using the first selection: 
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Here is a sample of the report using either of the two 
percentages selections: 
 

 
 
 
This report only shows those owners with Tax IDs entered 
and a percentage of ownership. BE SURE that you double 
check the percentages to verify that they are correct and add 
up to 100% combined. 
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The information that you file with the IRS is dependent upon 
the information that you have entered in the main Tenant 
File program for the current year along with the options that 
you select within the TF1099 program.  It is very important 
that you review the information prior to filing. 
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TROUBLESHOOTING GUIDE: 
  

DESKTOP users: The Tenant File 1099 MISC Program can be 
installed anywhere on your computer.  You are required to 
enter the folder where your 2025 data is located.  Once that 
is done, your Company Name (Payer) and Tax ID (Payer Tax 
ID) will be automatically inserted in the correct fields. To 
insert the location of your Tenant File, click on the 'Browse' 
button under 'Location of Tenant File folder' > Browse to your 
Tenant File folder > Highlight the folder and click 'Save and 
Exit'.  (This is not necessary for virtual server users). 
 
If the Company Information is not correct, you will need to 
make the changes in the main program under SETTINGS > 
COMPANY INFORMATION.   
 
It is very important that you do not run the ‘Year End Closing 
Procedure’ on your main program prior to reporting to the 
IRS unless you know that you have saved the prior year in a 
different folder, and the 1099 Program can access it.    
 
Make sure that you are running the updated TF1099MISC 
program for the current year.  The TF1099MISC program is 
modified each year to work with the current IRS forms.  The 
TF1099MISC program from previous years will not print out 
correctly on the required IRS forms.   
 
If you are not getting your 1099 information there are several 
things to check: 
 
Where is my Tenant File database? 
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For Tenant File DESKTOP users: Right-click on the Tenant File 
shortcut on your desktop, then select 'Properties'. Look at the 
'Start in' field. That is the 'location' of your current Tenant File 
(ignore the quotation marks). 
 
Not bringing in data 
Erase any entries under the 'Range to Print' and let the 
Tenant File enter '(first)' and '(last)'. Don't type it yourself 
unless you are looking for a specific name! 
 
Make sure the 'Report on Dates' are for the year you need to 
report on. 
 
Make sure the 'Include Owner/Vendor Balances Over' field 
entry is either '0' (zero) or a valid whole number. 
 
Be sure that you are set the ‘Location’ to the path where your 
Tenant File database (for the current tax year) is located. 
 
Not finding Owners: 
Make sure the 'Report On' selection is 'Income to Owners'. 
 
Make sure you have chosen a valid income account under the 
'Select Income Categories' button. Be sure that you have data 
for that account in the Unit Ledger. 
 
Make sure all Owners in your main Tenant File program that 
you need to report income for have their correct 'Tax ID' 
entered in the main Tenant File. 
 
Not finding Vendors: 
Make sure the 'Report On' selection is 'Payments to Vendors'. 
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Make sure you have checks written and printed to those 
Vendors in the Tenant File for the year you are reporting. 
 
Make sure all Vendors in your main Tenant File program that 
you created and printed checks to have their correct 'Tax ID' 
entered in the main Tenant File. 
 
Where do I get the forms? 
1099 MISC and NEC forms can be purchased from your local 
office supply store or online. Tenant File does not sell the 
forms. 
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END-USER LICENSE AGREEMENT 
FOR TENANT FILE 1099 PROGRAM (Desktop and Virtual 
Server versions) 
 
IMPORTANT - READ THIS CAREFULLY 
This License Agreement is a legal agreement between you and W G 
Software Company, Inc.  By installing, copying or otherwise using 
the Tenant 1099 software, you agree to be bound by the terms of 
this License Agreement. 
 
LICENSE AGREEMENT 
The Tenant File 1099 software (“Software”) is protected by 
copyright laws and international copyright treaties.  This product is 
licensed, not sold.  This Agreement grants you the following rights: 

• Software - You may install and use one copy of the Tenant File 
for Windows on your computer. 

• Network - The Software may not be copied for use on more 
than one computer or shared among more than one computer 
on a network, unless the entire network is located at a single 
business location. 

• Transfer - You agree not to transfer or assign ownership of the 
software or documentation without our written permission 

• Back-up Copy - You may make a single back-up copy of the 
Software solely for archival purposes. 

• Rental - You may not rent or lease the Software. 

• Copyright - All title and copyrights in the Software are owned 
by W G Software, Inc., including copies of the Software and 
accompanying printed materials.  You may not copy the printed 
materials accompanying the Software without our prior written 
consent. 

 
This Agreement is to be governed by the laws of the State of Texas.  
If we should incur any legal expenses enforcing this Agreement, 
you will be responsible for our legal fees and other expenses 
incurred.  You hereby acknowledge that you have read and 
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understand this Agreement and agree to be bound by its terms and 
conditions. 

W G SOFTWARE, INC. EXPRESSLY DISCLAIMS ALL WARRANTIES, 
EXPRESSED OR IMPLIED, WITH RESPECT TO THE SOFTWARE AND 
RELATED DOCUMENTATION, INCLUDING, BUT NOT LIMITED TO 
IMPLIED WARRANTIES AND/OR CONDITIONS OF 
MERCHANTABILITY, PERFORMANCE, OR FITNESS FOR A 
PARTICULAR PURPOSE.  YOU EXPRESSLY ACKNOWLEDGE AND 
AGREE THAT USE OF THE SOFTWARE IS AT YOUR SOLE RISK.  THE 
SOFTWARE AND RELATED DOCUMENTATION IS PROVIDED “AS IS” 
AND WITHOUT WARRANTIES AND/OR CONDITIONS OF ANY KIND 
EITHER EXPRESS OR IMPLIED.    W G SOFTWARE, INC. DOES NOT 
WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE 
WILL BE UNINTERRUPTED OR ERROR-FREE, OR THAT DEFECTS IN 
THE SOFTWARE WILL BE CORRECTED.  IN NO EVENT 
WHATSOEVER SHALL W G SOFTWARE, INC. OR ANY VENDORS OF 
THIS SOFTWARE BE HELD LIABLE FOR ANY DAMAGES 
WHATSOEVER, INCLUDING LOSS OF BUSINESS PROFITS, BUSINESS 
INTERRUPTION, ACCOUNTING DISCREPANCIES OR LOSS OF 
INFORMATION.  W G SOFTWARE, INC.’S ENTIRE LIABILITY SHALL 
BE TO REPLACE THE PROGRAM(S).   TENANT FILE UPDATES, 
UPGRADES AND OPTIONS ARE NON-REFUNDABLE.  YOU ASSUME 
THE COST OF ALL NECESSARY SERVICING, REPAIR OR 
CORRECTION.  SOME JURISDICTIONS DO NOT ALLOW THE 
EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION 
MAY NOT APPLY TO YOU. 

Should you have any questions concerning this Agreement, 
please contact W G Software, Inc. by submitting a support 
ticket from the Tenant File website (TenantFile.com) 


