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HOW TO MANUALLY ENTER A 1099-S FOR A TRUSTEE OF A TRUST 

 

 

 

In the Order Contact Screen, Enter the Seller as an Organization with the Type dropdown set to Trust. 

 

Add the Trustee(s) in the Corporate officers/signees by clicking the + icon. 

Enter all Contact information in the Add Corporate Officer/Signee dialogue box. 

 

 
 

 

This handout will outline a situation involving a trust when the individual trustees need to be issued a 1099-S. 
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IMPORTANT NOTE:  Mark the Order as Exclude order from IRS Submission. 

This can be done via the Express Order Entry Screen as well as via the Seller Proceeds & 1099-S Screen: 

 

 
 
 

 

 
 
 
 
 

 

  
 

STEPS TO MANUALLY CREATE A 1099-S FOR THE TRUSTEES: 

Navigate to Pro1099. 

 

1. Select New 1099 Record. (a new tab will appear, as 1099 record) 

 

2. Enter the File number in Order number field. 

 

3. Enter the 1st 4 letters of the Seller's Last Name (Trustee) in the IRS name control field. 

 

4. Enter the Seller's Last Name (Trustee), First Name in the seller name - Last, First field. 

 

5. Enter the Seller's Forwarding address (Trustee) in the Address/City/State/Zip fields. 

 

6. Enter the Property Address in the Legal description field.  Note:  The exact format shown below must be used. Street 

Address/City, State Zip). 

 

7. Enter the Trustee's Proceeds in the Gross proceeds field. (Should not exceed the total Sales Price) 

 

8. Enter the Buyer's part of the real estate tax as shown in the Buyer's part of R/E tax. (see screen shot B. This gives the 

total of the Buyer's part of Real Estate Tax.) 

Note:  This will prevent the system from automatically creating a 1099 for the Trust.  A manual 1099-S would 

have to be entered in to Pro1099 for each Trustee. 
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9. Enter the Social Security Number of the Trustee in the Tax ID/SSN field. 

A.  

 
 

B.  
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1. Enter the Trustee into the Seller Name field.  (See example below)  

2. Enter the Individual Trustee’s SS# in the Tax ID/SSN Field.  

 

 

Note: the 1099 record will reflect the Trustee name. 

Note: If the Seller name needs to be the Trustee of the Trust.   

The System will automatically create the 1099 Record for the individual.   

**You may have to manually correct the name in the Pro1099 Record. 
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To manually adjust the Pro1099 record:  

Navigate to Pro1099 and search for your record.   

It will have the information that was entered into your ProForm order.  

 

 

 

1. Enter 1st 4 letter of last name.  

2. Manually change the Seller name (Last name, First name)  
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