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AP.080.012 - 1099 Withholding Report Control Information

	1.  
	Click the Set Up Financials/Supply Chain link.
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	2.  
	Click the Product Related link.

	3.  
	Click the Procurement Options link.

	4.  
	Click the Withholding link.

	5.  
	Click the Report Control Information link.

	6.  
	Click the Add a New Value tab.
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	7.  
	It is recommended that this Control ID contain the current 1099 calendar year plus your institution, so that it can be easily identified, i.e., "USO_2009".

Enter a valid value e.g. "2008" in the Control ID field. 

	8.  
	Click the Add button.
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	9.  
	Select the Vendor Software Indicator checkbox.

This checkbox should be selected for all USG institutions using PeopleSoft Financials to produce their 1099 IRS file and Copy B forms.
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	10.  
	Enter a valid value e.g. "Peachtree State University" in the Transmitter Name 1 field. 

	11.  
	Enter a valid value e.g. "586120059" in the Tax ID field. 

	12.  
	Enter a valid value e.g. "08G40" in the Transmitter Cntl Cd field. 

This code is provided by the IRS upon submission of your Form 4419. This can be up to 5 characters long.

	13.  
	Enter a valid value e.g. "Hilton,London" in the Contact Name1 field. 

You must enter a contact name. This name must be in the PeopleSoft format: Last Name,First Name, with no space in between the last and first names.

	14.  
	Enter a valid value e.g. "Peachtree State University" in the Payer Name 1 field. 

	15.  
	Enter a valid value e.g. "2008" in the Control ID field. 

	16.  
	Enter a valid value e.g. "586120059" in the Payer Tax ID field. 

	17.  
	Click the Go To Address button.
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	18.  
	Enter your institution's additional Street Address information in the Address 2 and 3 field if needed (ex: building name, room number).

Enter a valid value e.g. "1414 Peachtree Street" in the Address 1: field. 

	19.  
	Enter a valid value e.g. "Atlanta" in the City field. 

	20.  
	Enter a valid value e.g. "Fulton" in the County field. 

	21.  
	Enter a valid value e.g. "30023" in the Postal field. 

	22.  
	Click the Look up (Alt+5) button.
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	23.  
	Click an entry in the State column.
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	24.  
	Click the OK button.
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	25.  
	Click the Telephone... button.

[image: image9.png]




	26.  
	Enter a valid value e.g. "770-309-5489" in the Telephone field. 

	27.  
	Enter a valid value e.g. "770-309-5499" in the Fax Number field. 

	28.  
	Enter a valid value e.g. "770-309-5489" in the Telephone field. 

	29.  
	Enter a valid value e.g. "770-309-5489" in the Fax Number field. 

	30.  
	Click the OK button.
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	31.  
	The information in this tab will specify which withholding vendor you want to include as well as the Payables business units from which you want the system to select paid vouchers for each payer. 

Click the Vendors and Business Units tab.
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	32.  
	Click the All Vendors checkbox.

This means that you will process all withholding vendors that are consistent with the business unit you specify.
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	33.  
	Click the Look up (Alt+5) button.
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	34.  
	Click an entry in the Business Unit column.
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	35.  
	Click the Piggyback States/Numbers tab.
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	36.  
	Deselect the Process checkbox. The GeorgiaFirst model is not using the Piggyback States functionality.
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	37.  
	Click the Save button.
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	38.  
	You have just established the new withhold control information for the current year 1099s. 

	39.  
	Congratulations. You have just completed the Withholding Report Control Information topic. Below is the key concept of this topic:

- The first step for setting up for your current year 1099 Processing, is establishing your Report Control Information.

End of Procedure.
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