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Accounts Payable Vendor Report 

Running a vendor report to get the total YTD paid, verify all vendor information is entered, verify 
1099 settings are correct.  
 
1: In the A/P Module, select option 4 for “Vendor Master File.” 
 

2: Select More on the bottom of the screen. 
 

3: Select Vendor Report. 

 
 

4: Enter the reporting Year. 
 

5: Enter Vendor Range. (If you would like to see all vendors, leave blank) 
 

6: If you would like to filter by Name, you can enter a name range. (If you would like to see all 
vendors, leave blank) 
 

7: Choose your sorting preference, by name or control. 
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8: If you would like to see only 1099-Misc customers, 1099-NEC customers, or all 1099 customers, 
select the corresponding boxes. If you would like to see all vendors, leave the boxes unchecked.  
 

9: You then have the option to generate the file as a PDF or Export it to Excel.  

 

 


