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AP.080.090 1099 Adjusting Withholding Manually

	1.  
	Click the Vendors link.
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	2.  
	Click the 1099/Global Withholding link.

	3.  
	Click the Maintain link.

	4.  
	Click the Adjust Withholding link.

	5.  
	Click in the Vendor ID field.
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	6.  
	Enter a valid value e.g. "0000017297" in the Vendor ID field. 

	7.  
	Click the Search button.
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	8.  
	Click in the Business Unit field.
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	9.  
	Enter a valid value e.g. "27000" in the Business Unit field. 

	10.  
	Click in the Entity field.
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	11.  
	Enter a valid value e.g. "IRS" in the Entity field. 

	12.  
	Click in the Jurisdiction field.
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	13.  
	Enter a valid value e.g. "FED" in the Jurisdiction field. 

	14.  
	Confirm the current 1099 processing Start Date is populated. If not, change the date.

Click in the Start Date field.

[image: image7.png]01/01/2006






	15.  
	Confirm the current 1099 processing End Date is populated. If not, change the date.

Click in the End Date field.
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	16.  
	Click the Search button.

[image: image9.png]Search





	17.  
	If no adjustment lines are retrieved, begin entering adjustments on Line 1.

If adjustments are retrieved, ensure that there is no existing line for the 1099 Class/Code combination. If lines exist, modify the existing line by the amount of the necessary adjustment rather than inserting a new adjustment line.

	18.  
	Click in the Business Unit field.
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	19.  
	Enter a valid value e.g. "27000" in the Business Unit field. 

	20.  
	Click in the Entity field.

[image: image11.png]




	21.  
	Enter a valid value e.g. "IRS" in the Entity field. 

	22.  
	Click in the Type field.
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	23.  
	Enter a valid value e.g. "1099" in the Type field. 

	24.  
	Click in the Jurisdiction field.
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	25.  
	Enter a valid value e.g. "FED" in the Jurisdiction field. 

	26.  
	Click the Class button.
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	27.  
	Click an entry in the Withholding Class column.
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	28.  
	Click the Rule button.
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	29.  
	Click an entry in the Withholding Rule column.
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	30.  
	Click the Transaction Info tab.

[image: image18.png]Transaction Info





	31.  
	The Basis Amt is the amount on which the withholding is calculated. This is the basis amount that is reported to the withholding entity for this payment. It includes the liability amount and is typically the gross amount of the voucher.

Click in the Basis Amt field.
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	32.  
	Enter a valid value e.g. "1500.00" in the Basis Amt field. 

	33.  
	The Liability Amt displays the amount of backup withholding that is retained to remit to the withholding entity. The Paid Amount displays the amount of the withholding liability amount that has been paid to the withholding entity.

The GeorgiaFirst model is not currently using actual withholding from 1099 payments so the Liability and Paid Amount should always be zero.

	34.  
	For Adjustments, the Payment Date should be 12/31 of the current 1099 calendar year.

Click in the Payment Date field.
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	35.  
	Enter a valid value e.g. "12312006" in the Payment Date field. 

	36.  
	The Declaration Date displays the date on which the withholding is declared and is used for withholding entities who use a date other than payment date-accounting date, for example-to report withholding transactions.

Click in the Declaration Date field.
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	37.  
	Since we use the Payment Date, enter a valid value e.g. "12312006" in the Declaration Date field. 

	38.  
	Click the Adjustment Reason tab.
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	39.  
	Click in the Description field.

	40.  
	Enter a valid value e.g. "Online Journal charges that should be reportable for vendor" in the Description field. 

	41.  
	Each transaction row you enter is added to the withholding transaction table, and is added to or subtracted from the totals already in the withholding transaction table.

Click the Save button.
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	42.  
	Congratulations. You have just completed the 1099 Adjusting Withholding Manually topic. This topic shows how to manually adjust withholding for a particular vendor. After making Adjustments, rerun query BOR_AP_1099_ADJUST. Compare the spreadsheets from before and after the adjustments to ensure that adjustments were entered correctly. 

End of Procedure.
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