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Obtaining Form W-9 Information from Your
Vendors for QuickBooks Online Users

QuickBooks Online provides a faster and more secure way for your vendors to fill out their name, address and
identification number themselves. Here are the steps:

1. Click Workers on the left navigation panel, choose Contractors tab on the top and Click the Add a
contractor button.
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2. A new pop up window will show to add a contractor. All you need to fill out is the contractor Name and
Email address and Click Add contractor button.

Add a contractor

Name *

Email

v

3. QuickBooks will send an invite via email to the contractor with a safe link to Add your details now.
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Craig's Design and Landscaping Services @ §iiickbooks. I
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few details for your 1099
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Create an Intuit account to
share info with your client

You can use this account for all Intuit products.
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4. Once they create a free Intuit account, they will be prompted to answer a series of questions in a
substitute W-9 form (their name, address and identification number). Once done, they click Finish and
the information is saved and submitted to your QuickBooks Online company file.

D ginckbooks.

Welcome! First things first—how do you file taxes?
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Complete your tax info for default

Just answer a few questons and your 1088 will be ready at b tme
Individual B singss;
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5. This is how it will look on your QuickBooks Online company file.
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Details

Personal details

Contracton lyps MName Disglay narme Social Security AumbeT

Individual Tim Example Tim SO 2 2 44
Ermnil Addreas
tm@example.com 123 Main Street

Arnytown, CA 54789

Another benefit for using this method is your contractors will have online access to the Forms 1099s that you
prepare for no additional charge. They won’t have to wait for the printed copy, or just in case they couldn’t find
the printed copy, they can always access the copy online. They simply need to click “yes” as shown in the screen
below.

Do you want 1o give contractiors online access to their 109987 (NEWT)

Meoew you can give contractory onbne scces bo thee 1005, They | be able to veew Bhae 1090s and use ther dats m
other appicatons, e QuickBooks Self-Empioyed.

Yeoa. Give my contracion onling access 1o ther 1095 through ther own Inbuil account. Loarm momes
And also dedver printed 1090s 1o all of rry contracion.

Ho. Onby delever primted 10598 1o my contraciors
{Be sure to finish up by January 27 50 we Can delisver thim on tme )

| Set up contractors for online access 1o their 1099s
Oniling access io 10093 is no axira changs 10 you oF yousr contracions. And we'l stil mal them a printed copy.

Contractors

Add any missng addresset here and we'll Bave them to your DuickBooks acoount.
Meod to T an address? Update it in OuickBooks Defore you file,

Hama Ermadl too dalivsry
Acrre Comporateon  somelboorniaralan (i
o D

If you need to fix a contractor’s email address, you make the changes in QuickBooks Online before you file.

For more details about Forms 1099 E-File Service, please check out the Intuit website at
https://quickbooks.intuit.com/payroll/1099-efile/
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