
 
Odyssey CMS Cheatsheet  

 
Topic:  1099 Processing/Printing in INcite  
Date:   1/8/2015 
 

Summary: This cheatsheet explains create/update/print 1099 forms from Odyssey distributions.  This process 
will generate the 1099 data for use with pre-printed Laser Jet 1099 forms. 
 
Important: Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain 
proprietary information that should not be disclosed to non-Odyssey users. 
 

Note that it is not mandatory that this process be used.  Odyssey does produce the 1099 report and a CSV file 
that can be uploaded into software to upload into 3rd Party 1099 software. 
 

Generating this data will require that you have a valid INcite user account as well as access to the “Odyssey 
1099” application.   
 

1. Log into INcite. 
 

2. Click “Odyssey 1099” on the right Navigation menu. 
 

 

Preparing/Reviewing the Disbursement Detail 
 

Upon logging in, you will be brought to the main screen.  Initially, this screen will be blank, but as you create 
new batches, this screen will begin to contain historical data as well. 
 

3. To run the 1099 report, click “New Batch”. 
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4. Enter report parameters.  This process is the same process as running the report in Odyssey.   

 

 
 

a. Enter the Date Range in the From Date and To Date fields.  Note that the report can be run for any date 
range and is not limited to the current year. 

b. The “Select W9 Filings Only” will report only money paid to PartyID’s that have a TIN added to the party 
record within Odyssey.  We do not recommend that you select this option, especially on an initial batch 
run. 

c. The Account Number is the Odyssey-configured bank account number.  This is most generally your 
actual bank account number printed on your checks and/or statement.  If this number is not configured 
within Odyssey, the process will not work.  It is, however, a simple configuration change that can be 
made. 

d. Notify Email(s) would be your email address.  The 1099 report is not emailed, rather this is a notification 
on the success/failure of the batch creation within INcite. 
 

5. Click Create.  At this point, the INcite job process is initiated and the Odyssey database is queried for the 
Odyssey 1099 information.  This process will likely take a few minutes to run.   
 

6. Click your browser window’s “Refresh” button (or click F5 on your keyboard) to see the updated status and/or 
completed batch.  When the batch is completed, you will see the completed batch as well as the total value of 
1099-able money vs. non-1099 money.   
 

7. Click Edit to view the Detail of the report. 
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You will see the detail information per party of the amounts to be 1099’d.  Note that the number available 
under the Party Name is the PersonID which will allow you to more easily search for that specific party within 
Odyssey. 
 
If the Odyssey party record has a TIN filled in for your county, that number will be imported into the TaxID 
column and the Party is automatically marked as “Yes” for 1099.  Note that we are not importing an individual’s 
SSN into this field and that the Yes/No option at this point should not be based on the dollar amount.  For 
instance, if you have a 1099able party that you’ve paid $300 to, you should still mark them as a “Yes”.  The 
ability to limit printed 1099s by dollar value will come at the point when you are preparing to print the 1099 
form itself. 
 
Filtering the List: 
 
To Filter the list, you can filter by either name or by Yes/No selections.  You may enter partial names in the 
“Name” box on the upper left and then click “Filter”.   
 

 
 
For instance, if I search for “Benton”, I get all of the parties that have “Benton” in the name. 
 

 

 

To clear the filter, blank out the name field and click “Filter” again.   
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You can also filter by the “Create 1099” status. 

 

 
To return to the main screen, click the “Earnings” link on the upper right beneath the INcite logo. 

 
 

Downloading the List 

You may download the data file to Excel by clicking the “Download” button to the right.  When you click it, you 
should be prompted to Open the file. 
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Updating Records As 1099able Or Not 
 
At this point, you can begin marking parties as “Yes” or “No” for 1099.  The value in marking parties as Yes/No is that 
when you run a future batch for your county, these Yes/No selections will already be saved and new batches created will 
carry over these selections.  If you run this report routinely throughout the year (or even from one year to the next), any 
parties that you have already reviewed can be filtered out so that you only review the “new” parties. 
 

8. To mark a party as not 1099able, select the “No” radio button. 
 

 
 

9. If a party should be marked as 1099able, they must first have a TaxID number.  This can be done in two ways. 
a. Update the Party record in Odyssey and add the number on the Additional tab of the party record.  This 

will cause you to need to reimport a new 1099 batch for this change to take effect. 
b. Add the TaxID number in the provided box.  When you tab out of the box, the “Yes” option will appear 

and can be selected. 
 

 
 

10. If you find multiple instances of the same party that need to be grouped together, you can select “New Group” 
to the left of the party record that has the Name/Address that you want printed on the 1099. 
 

 
 

11. Select “Add Group” beside any other party records with the same name/address.  Note that per our discussions 
with the IRS, we do not support grouping un-like parties (i.e. grouping attorney “Joe Smith” with “Smith & 
Associates”.) 
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12. Once you have added the additional party to the group, you will see the individual records that have been 

grouped.  When done, you can select “Close Group”. 

 

13. Note that the detail listing now shows one entry for the party record.  You can see that this is a “Grouped” 
record by the change of the button on the far right. 
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Printing the 1099’s 

INcite can print the 1099 data onto a pre-printed 1099 form.  The forms used must be compatible with your laser printer 
(Note: the carbonless forms obtained from the IRS are not compatible).  The forms generated will be printed one set at a 
time.  This means that all 1099’s will print for Copy A and will then be printed again for Copy B.   

Printing a Test Page 

We highly recommend printing a test page first.  This is necessary because each office is using a different make/model 
printer with different print drivers.  These may affect the margins slightly which will affect the form data placement. 

This can be done by clicking the Print icon to the left of the batch. 

 

For the first run, leave the Adjustment boxes blank and click the “Test Layout” option.  You should then be prompted to 
open a file that includes the test page, which looks like this. 

 

You can then print this on a 1099 form for review or print on blank paper and place a blank 1099 form behind it to hold 
them up to the light together to determine if the boxes are properly aligned. 
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If the boxes are not properly aligned, you can adjust the layout.  Go back to INcite and change the numbers in the Left 
and/or Top adjustment boxes.  Note that the adjustment is in inches, so if I wanted the form to shift to the right ¼ inch, 
you would put .25 in the Left Adjustment box.  If you need it to move ¼ inch to the left, you would put -.25 in the Left 
Adjustment box.  

 

 If you need the data to shift down ½ inch, put .5 in the Top Adjustment.  To shift up ½ inch, put -.5 in the Top 
Adjustment box. 

 

Then select “Test Layout” again to check the revised adjustment. 

If the whole form looks like it was “shrunk”, make sure that when you select “Print” form the PDF form, you select 
“Actual Size”. 
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Once you have the form positioned appropriately, return to INcite.  You will enter your Clerk’s office name, address, 
Federal ID and phone number into the form boxes.  This is what will print on the upper left of each 1099 form. 

Select the Minimum Balance to Print.  This will generally be $600.  This means that only parties that you have marked 
“Yes” with a total balance of $600 or more will be included.  Any party marked “Yes” to 1099 that has a total dollar 
amount under $600 will not be printed. 

 

 

 

Once all of the information is entered, select Save & Print.  You will be prompted to open a PDF again just as you were 
with the Test Layout.  You can then open and print the form. 
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