
 
​Builder Incubator - E-Filing of 1099-Information Returns

 
 

This SOP will outline the steps to enable your company to electronically file (e-file) your 1099 information 
returns. This includes the following types of information returns: 
 

●​ 1099-NEC 
●​ 1099-MISC - Box 1 Rental Income 
●​ 1099 MISC - Box 3 Other Income 
●​ 1099 MISC - Box 6 Medical & health care payments 
●​ 1099 MISC - Box 10 Proceeds paid to an attorney 
●​ 1099 INT 

 
 

Steps for E-Filing 

 
1.​ Set up an account with the IRS to use the Information Returns Intake System (IRIS) 
2.​ Install the Gemini version 2026 (or later). 
3.​ Review vendors identified as INDIVIDUALS. 
4.​ Close the financial year for 2025. 
5.​ Create the 1099 e-files. 
6.​ Proofing the 1099 report – potential errors 
7.​ Upload the e-files to IRIS. 

 

Step 1 Set up an account with the IRS to use the Information Returns Intake System (IRIS) 

 
Companies that file more than 10 Information returns are now required to file electronically. For more 
information regarding the new IRS ruling here is a link and e-file-forms-1099-with-iris 
 
 
 

Step 2 Install the Gemini 2026 update 

If your company is running Gemini in our cloud - this has been completed, nothing for you to do. 
If your company is running Gemini on your local server or workstation – please install the latest version of 
Gemini before proceeding.  

 

Page 1 of 18​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Revision Date: 12/12/25 

https://www.irs.gov/instructions/i1099gi#:~:text=However%2C%20the%20e%2Dfile%20threshold,Form%201098%2DF%20box%209.
https://www.irs.gov/filing/e-file-forms-1099-with-iris


 
​Builder Incubator - E-Filing of 1099-Information Returns

 
 

Step 3 Review vendors identified as INDIVIDUALS. 

 
 
Part of the e-filing format has changed to identify INDIVIDUALS and place the person's name into separate 
fields for First Name, Middle Name and Last Name. Gemini has a new set of fields to capture the First-Middle 
and Last name. 
 

 
 
 
Gemini will automatically fill in the new First, Middle, and Last name fields upon converting your data to the 
2025 version, based on the following rules. 
 

1.​ Vendors with an EIN formatted number ##.####### are ignored. 
2.​ Vendors with a Social Security formatted number ###.##.#### will be converted. 
3.​ If the DBA Name field is filled in – it will be used, otherwise the Vendor Name will be used to fill in the 

First Name, Middle Name, Last Name fields. 
4.​ There are no changes made to the existing Vendor Number, Vendor Name or DBA Name fields. 
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Show Individuals Only 
A new filter checkbox has been added to the AP Vendor List Maintenance window to allow users to filter down 
to only INDIVIDUALS. Note you must be on the VENDOR # tab for the SHOW INDIVIDUALS ONLY to be 
active. 
 

 
 
Below the data is shown after the 2026 data conversion. Notice the individual’s name has been parsed into 
First name, Middle name, Last name. 
 

 
 
Review the companies marked as INDIVIDUALS to determine if the First Name, Middle Name and Last 
Name fields were converted properly.  
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Step 4 Close the financial year for 2025 

 
This process has not changed. Close your MONTH and or MONTH/YEAR following your normal year end 
procedures. Once the MONTH or MONTH/YEAR has been closed you can proceed to creating the e-files to 
submit to IRIS. 
 

Step 5 Create the 1099 e-files 

 
Go to: AP | REPORTS | 1099 FORMS/MAGNETIC 
Select the appropriate tax year 
Select NEXT 
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Select the MISC-NEC in the MARK BY TYPE drop down menu 
 

 
 
Select MARK and then YES 
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Notice the vendors are now shown as MARKED 
 

 
 
 
 
 
 
Choose the action: 1099 IRIS 
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Select CONTINUE to preview the 1099 proofing report 
 

 
 
 
 
This is the 1099 IRIS confirmation screen. 
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The top section indicates where the e-file will be saved. Change this location to a folder on your LOCAL 
computer. This will download the files to that local computer. In a later step you will upload to the IRIS portal. 
 

 
 
 
 
The middle section displays the current company settings. The phone and company email should match one of 
the contacts set up in the IRIS portal. These can be updated under the FILE | SUPERVISOR | 
CONFIGURATION menu. 
 

 
 
If your company is set up as a sole proprietor and a Social Security Number is used as your Federal Tax ID, 
the right side fields will become available. Enter the Payer Name 
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Select CREATE FILE and then YES 
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Select PREVIEW 
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This is the 1099 IRIS proofing report – print and verify all the information is correct before uploading the e-file 
to the IRIS portal. 
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Step 6: Proofing the 1099 report – potential errors. 
The IRIS portal has changed as of 1/10/24 and certain characters are no longer allowed in the vendor name 
and address fields. The Gemini E-filing proofing report will display those errors under each vendor listing.  
 
Please remove or replace the disallowed characters and rerun the proofing report until all errors are resolved. 
 
You can check the box PRINT ERRORS ONLY 
 

 
 
Below are examples of the non-allowed characters shown in the Gemini e-filing proofing report. Notice the first 
example has two errors: a “period” and the “hash mark”. 
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If you are rerunning the proofing report and you get the results shown below, TOTAL ROWS READ = 0. 
You will need to back up 1 step. Select CANCEL and then CONTINUE. 
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After error checking is completed, you can proceed with uploading the created file(s) to the IRIS site. Keep in 
mind you can Re-Create the files(s) as many times as necessary until all the data is corrected. If you keep the 
same file path (where your files are saved) each time you Re-Create a NEW file the OLD files will be removed. 
 
However, if you want to be certain you have the most recently created file, look at the file time and date 
stamp. 
 
The CSV file will have been created and saved in the location you defined earlier in step 5. 
 

 
 
Do NOT open this file. Opening the CSV file can change the file formatting. 
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Step 7 Follow the online instructions to upload to the IRIS site. 

The IRS provides detailed instructions regarding how to log into and upload the 1099 e-files to the IRIS site 
here https://www.irs.gov/pub/irs-pdf/p5717.pdf. Our support staff will be available to assist. 
 
To log into the IRIS site - go here 
https://la.www4.irs.gov/irportal/ 
 
 
 
 
 
The following screenshots are provided for reference only. The IRIS site may change these without notice. 
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After you use your browser to select your csv file the IRIS site will immediately evaluate the file for errors. We 
purposely created a file with errors in the recipient CITY field. Notice the errors shown below. 
 
If no errors, select the START button to continue in the IRIS upload process. 
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