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1099 Processing User’s Guide

This User’s Guide is designed to provide an overview of the tasks involved with 1099 Processing.
Within this guide, we will provide you with how to process 1099’s for a calendar year, as well as
how to complete tasks throughout the year for smooth 1099 Processing. Due to the possibility of
changes from the IRS each year, always verify that you are working from the most recent version of
this manual and the business processes.

This User’s Guide does not provide legal tax advice on what is and is not reportable. This guide only
provides guidance on how to process 1099’s. For more information regarding tax laws, please see
http://www.irs.gov/.

Topics in the guide include:
e What is 1099 Reporting
e 1099 Process Flow
e How to perform setup tasks for 1099 Processing
e Entering Vendors marked for 1099 processing
e Entering Vouchers for 1099 Vendors
e Posting 1099 Vouchers
e How to Post Withholdings
e Inquiries, Queries, and Reports to be used to review 1099 Item
e How to make adjustments and update the Withholdings
e Running the Withhold 1099 Report Post process
e Producing the IRSTAX.001 File
e Producing the 1099 Copy B reports
e Running the Withholding Sent File process

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Chapter 1: Introduction to 1099 Processing

1099 Reportable items are those items that are payable to unincorporated entities (individuals, sole
proprietors, or partnerships) for services, non-employee compensation, rents, royalties, or prizes
and awards. Each institution is responsible for tracking their 1099 reportable items, sending reports
to the individual vendors, and sending a file to the IRS noting the 1099 reportable items and
vendors.

What Is 1099 Income and Who Receives It?

Typically, employees of a business receive a W-2 form that lists the income they received
throughout the year. This W-2 form also contains deductions taken from that income in the form of
federal and state taxes, deferred compensation, social security contributions, etc.

1099 Forms are used for a number of reasons. Typically, they are given to independent contractors,
also known as freelancers, as a record of the income they received from an organization (if TIN is
provided). On a 1099 MISC Form, the income earned will be noted, but there will not be any
deductions for federal or state income taxes, nor will any deferred compensation, social security, or
medical deductions be taken. Since the 1099 recipient is not an employee of the institution, the
institution is obligated only to tender the income to the contractor without any deductions.

This 1099 income is also reported to the Internal Revenue Service so it has the opportunity to track
income from freelance workers. The freelancer is obligated to make his or her own tax deductions
and forward payments to the IRS.

USG Institutions produce 1099-MISC forms to report miscellaneous income to the IRS for the
following:

e Income earned by an independent contractor, but not an employee (also known as non-

employee compensation)

e Fees, commissions, rents, or royalties paid

e Payment for prizes, awards, or legal services

e Excess golden parachute payments

e Medical and health care payments

The most common type of miscellaneous income is non-employee compensation.

What Is the Overall 1099 Reporting Process?

The overall 1099 Reporting Process includes steps involving set up for the 1099 year, entering 1099
Vendors and Vouchers throughout the year, and processing 1099 reportable items. The flow chart
provides a visual path of how the 1099 Reporting Process progresses.

1099 Processing User Guide —v2012.0
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1099 Process Checklist

Note: Before beginning these 1099 steps for calendar year 2012, be sure that step 33 was
completed for the previous calendar year 2011.

1. _ (Optional) Review Al Annual Calendar

2. ___ (Optional) Review Withholding Entities Report; AP.070.180

3. __ (Optional) Review Withholding Rules Report; AP.070.170

4. _ (Optional) Review Withholding Types Report; AP.070.175

5. __ (Optional) Review Withholding Codes Report; AP.070.185

6. __ Setup/Review Report Control Information; AP.080.012

7. ___ Post 1099 Withholding Transactions (AP_WTHD); AP.080.020
Review

8. __ Review 1099 Vouchers by Vendor; AP.080.070

9. ___ Review Payments to Withholding Vendors; AP.080.080

10. _ Review 1099 Vendor Balances by Class; AP.080.060

11.  Run BOR_AP_1099 PMTS Query; AP.075.110

12. ____ Run BOR_AP_1099_JE Query; AP.075.020

13. _ Run BOR_AP_1099 NONRPT_CONSISTENT Query; AP.075.030

14. ____ Run BOR_AP_1099_MISMATCH Query; AP.075.115

15. _ Run Duplicate Vendor Report; AP.070.125

16. _ (Optional) Run Withholding Control Report (Optional); AP.070.115
17. _____ Run BOR_AP_1099_ ADJUST Query; AP.075.005

18. _ (Optional) Run BORRY010 1099 Reportable Transactions Report; AP.070.300

(If any corrections or adjustments need to be made, complete steps 19-23. Otherwise, skip to

step 24.)

19. _ Withholding Vendor Update if needed; AP.080.040

20. __ Withholding Invoice Line Update if needed; AP.080.030

21. _ Run Withholding Update Process if adjustments were made in Step 19 or 20;
AP.080.050

22. _ Adjust Withholding Manually if needed; AP.080.090

23. _ Complete review steps 8 through 18 after all adjustments are made to review your
changes.

(If any adjustments need to be made, repeat steps 19-23. Otherwise, proceed to step 24.)

24, Run Withholding Report Post (1099 RPT_PST); AP.080.100

25. Generate Withholding Reports (AP_APY1099); AP.080.110

26. Run BORRY010 1099 Reportable Transactions Report; AP.070.300
1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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27. Run BOR_AP_1099_SND_DTL_TOT Query; AP.075.035

28. Run 1099 Withholding to Send Detail Report; AP.070.195

29. Review reports and query from steps 26 — 28; if adjustments are needed, go back to
step 19.

If any adjustments need to be made, repeat steps 19-29. Otherwise, proceed to step 30.

30. _ Produce Copy B Reports (AP_COPY_B); AP.070.040

31. _ Review, Print and Send Copy B Reports

32. _ Send IRSTAX.001 file to IRS

33. __ After the IRS accepts your IRSTAX.001 file, run Withholding Sent File Process

(WTHD_SENT); AP.080.12

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Chapter 2: Reviewing 1099 Setup

The first step in 1099 Processing each year is completing the setup. Some of the setup steps
are optional, but they do give you insight into the 1099 Processing rules. In this chapter, we
are going to cover the following:

e Reviewing the Al Calendar

e Reviewing Withholding Entities

e Reviewing Withholding Rules

e Reviewing Withholding Types

e Reviewing Withholding Codes

e Setting Up/Reviewing Report Control Information

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Reviewing the A1 Annual Calendar (Optional)

The Al Calendar is the calendar the PeopleSoft Financials System uses when running the
Withholding Report Post application engine process to obtain the correct 1099 data. This
calendar is created and maintained by Shared Services, and is located under the SHARE
SetID. You will not be able to make any changes to the Al Calendar, and this review step is
optional.

To review the Al Annual Calendar, use the following navigation: Set Up Financials/Supply
Chain > Common Definitions > Calendars/Schedules > Detail Calendar > Find an Existing
Value

To locate the appropriate Al calendar, use the following parameters:
e SetID = SHARE
e C(CalendariD=A1
e Fiscal Year = the 1099 Calendar Year (i.e., 2012)

[ Calendar Periods {_Depreciation

SetlD: SHARE Calendar: A1 *Description: Annual Calendar-1099
*Periods in a Year: 1 End Date Default: @ Year ) Month ) BiMonth ) Quarter ) Semi-Annual ) Days Specify:
Long Description: Annual Calendar for 1099 processing -
~ Detail Periods Customize | Find | View All | # First [4] 1 0f1 [+ Last
*Year *Period *Begin Date *End Date *Period Name *Abbrev
2012 1 010112012 [z 1213112012 [#] 1099 Reporting Annual Calendar 1 =
~ Include Adjustment Periods Customize | Find | View All | B First (4] 4 or e [ Last
Adjustment Period Period Name Abbreviation
998 993 993 =
El save | [S\Returnto Search | +[Z] Previous in List | +E MextinList | [=] Motify Er Add | |

Calendar Periods | Depreciation

Figure 1 - A1 Annual Calendar

On the Calendar Builder page, you can see what 1099 Year is covered by looking at the
Detail Periods. In the picture above, this calendar is for the 1099 Reporting Period of
January 1, 2012 through December 31, 2012.

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Reviewing Withholding Entities (Optional)

Withholding Entities are used in the system to configure the Withholding vendor, file layout,
currency options, and applicable withholding rules and types. Like the Al Calendar, the
Withholding entities are created under the SHARE SetID and cannot be modified by the
institutions. Reviewing Withholding Entities is optional.

To review the Withholding Entities, you will run the Entities Report (Business Process
AP.070.180). To run this report, follow the navigation: Set Up Financials/Supply Chain >
Product Related > Procurement Options > Withholding > Entities Report. The only
parameter for this report is the ‘As of Date’.

|/ Withholding Entity *{_Entity Fields - Vendor | Entity Fields - Business Unit | Chartfields ",

Entity: IRS

Description: ||nterna| Revenue Service | Last Report Date: Q9M6/2010

Find|View Al First 1 1071 (] Last

“Effective Date:  |08/25/2008  |[&) *Apply Withholding:|Pa¥ment %] g e ==

*Wendor: |SHARE|Q|DDDDDDUDD1 |Q Internal Revenue Service *Currency Code: Q Dollar
*Location: MAIN L WMAIN-1099 Reporting Location *Rate Type: CRRNT|CL current
“Address: L1 File Layout: | US 1099 Misc ¥| *Round option: | Matural ¥

Find|ViewAl  First (1] 1 or11 B Last
“Type  *Jurisdiction *Class Min Amt to Rpt

F =
1099 |Q, |FED |a [o1 [} Misc, Setup 500.00
i
]{" Main Information \( Additienal Info \I
. . Create
*Business Unit - ) ) ] . *Hold
o Mendor Category Withholding *Withholding Rule Description e—_—
Cateqory Payment Payment
INOME |, |HOLD a 0O RULE1 . 1099 Standard Rule Mo Hold + =]
Zero Percent Withholding
INONE (@ |RPT a O RULEO | 2*° No Hold v =l
INONE  |Q |WTHD o O RULE1 Q. 1099 Standard Rule Mo Hold + =]
& save | ) Return to Search | [=] Notify | ris Refresh | [Es Add | | 2 Include History | E* Correct History |

Withholding Entity | Entity Fields - Vendor | Entity Fields - Business Unit | Chartfields

Figure 2 - Withholding Entities

This picture is that of the Withholding Entity page. Notice that the entity is “IRS”. The File
Layout for the IRS is the “US 1099 Misc” form. For the IRS entity, each Withholding Class is
listed. This picture is only showing the first class of “01”, which is for Rents. Each class will
specify the minimum payment amount required for each vendor to result in a 1099 report.
The Withholding Entities Report will list each Withholding Class.

1099 Processing
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved.
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Reviewing Withholding Rules (Optional)

Chapter 2

The Withholding Rules correlate to a standard amount or percentage that should be
withheld based on transaction amounts. Multiple minimum and maximum amounts can be
entered to define a range of values that are attached to particular percentages. Withholding
Rules are created and maintained under the SHARE SetID. Reviewing the Withholding Rules

is optional.

To review the Withholding Rules, you will run the Rules Report (Business Process
AP.070.170). To run this report, follow the navigation: Set Up Financials/Supply Chain >
Product Related > Procurement Options > Withholding > Rules Report. The only parameter

for this report is the ‘As of Date’.

Here’s an example of a Rule:

Withhold Rule

Withholding Rule:

Description:

RULED
Zero Percent Withholding Rule

Rule Information

First El 1of1 E Last

*Effective Date: 010111901 |3 *Status: Active

SurCharge %:

Customize | Find | View All | B
Percent Withheld Additional Amount

0.00 999,999,999,999.9 0.00 0.00

From Basis Amount To Basis Amount

0.00| additional Surcharge%| 2-90)  Additional Cess% | 0.00

First [4] 10f1 (¥ Last

[+ [=]

[+ [=]

Figure 3 - Withholding Rule 0

Pictured is RULEQ. The details of the rule include From and To Basis amount, the percentage

to be withheld from the payment, and any additional amount to be withheld.

There are four Withholding Rules:
e RULEO: Zero Percent Withholding Rule
e RULE1: 1099 Standard Rule
e RULE2: 1099 Rule for Royalties
e RULE3: 1099 Rule w/o Minimum

The most commonly used rule is RULEO, which is tied into each Withholding Class and
Vendor Category. Vendor Categories indicate whether the institution holds payment, only

reports the 1099 income, or actually withholds a percentage of the payment.

1099 Processing
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved.
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Vendor Categories

Withholding Type: 1099 1099 Withholding

Customize | Find | view Al | 88 First [ 4.2 0r2 [F] Last

F Description

HOLD Hald Fayment

RPT Reporting Only

H & &
[0 O [

WTHD Withhold

& Save | (A Return to Search +E| Mextin List | [=] Notify

Figure 4 - Vendor Category

USG institutions only report 1099 income (RPT). You can see how the rules are applied by
looking at the Withholding Entities Report.

Reviewing Withholding Types (Optional)

Withholding Types allow withholding transactions to be categorized by classes. The
Withholding Types Report lists the Class and Description for each Withholding Type.
Withholding Types are created and maintained under the SHARE SetlID. Reviewing the
Withholding Types is optional.

To review the Withholding Types, you will run the Rules Report (Business Process
AP.070.170). To run this report, follow the navigation: Set Up Financials/Supply Chain >
Product Related > Procurement Options > Withholding > Types Report. There are no
parameters for this report.

In the system, there are three Withholding Types:
e 1099: 1099 Withholding
e 1099G: Certain Government Payments
e 1099I: Interest Income

We are primarily concerned with the type “1099 Withholding.”

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Withhold Type

Withholding Type: 1099

Description: 1099 Withholding
Withholding Class Customnize |Find | View 4| 38 First [ 444 044 [ Last
*Class Description Contract Reference

01 Rents O (=]
02 Royalties O =]
03 Prizes, Awards, etc. i =
04 Federal Income Tax Withheld ] =]
05 Fishing Boat Proceeds F [=]
06 Medical and Health Care Pymnts O =l
o7 Mon-Employee Compensation [ El
08 Substitute Payments ] [=]
10 Crop Insurance Proceeds F E|
13 Excess Golden Parachute Pymnts O [=]
14 Gross Attorney Proceeds [ El

Figure 5 - Withholding Type

As you can see, there are 11 different Withholding Classes for the 1099 Withholding Type.
The most commonly used class is “07” for non-employee compensation. However, when
setting up a 1099 Vendor, you can assign any class as appropriate.

Reviewing Withholding Codes (Optional)

Withholding Codes are used to group together entities, types, and jurisdictions. You can use
Withholding Codes when creating withholding-applicable vouchers. By doing so, you speed
up data entry and minimize data entry errors. Withholding Codes are created and
maintained under the individual institutions’ SetlIDs. Therefore, the number of Withholding
Codes available to you is dependent on each institution. Using the Withholding Codes is
optional.

To review the Withholding Codes, you will run the Rules Report (Business Process
AP.070.185). To run this report, follow the navigation: Set Up Financials/Supply Chain >
Product Related > Procurement Options > Withholding > Codes Report. The parameter for
this report is your institution’s SetID.

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013
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Wthd Code
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value {_ Add a New Value |

SetlD:

= v 43000 Q

Withholding Code:| begins with

Search Clear | pasicSearch Save Search Criteria

Search Results

150f5
4300001 Rent

4300002 Rovyalties

4300003 Prizes, awards, etc.

4300006 Medical and Health Care Pmts
4300007 Mon-Emplovee Compensation

Find an Existing Value | Add a Mew Value

Figure 6 - Withholding Codes

Chapter 2

As you can see, SetID 43000 has five Withholding Codes set up. The number of Withholding

Codes may be different for each institution.

Withhold Code

Setil: 43000  Kennesaw State University
Code: 07
Description: |MNon-Employee Compensation

S - i s .
stomize | Find | View All | &=

Withhold Type

Entity Type Description Jurisdiction Jurisdiction Description Class Description
RS |@ [1008 | 1099 Withholding FED |, Federal 07 |q MNen-Employee

Compensation

First [4] 1 or 1 [H Last

[+ [=]

Figure 7 - Withholding Code 07

Withholding Code “07” for SetID 43000 has been setup for the following:

e Withholding Entity = IRS
e Withholding Type = 1099
e Jurisdiction = Federal

e Withholding Class = 07

You will see the withholding Code in action when entering a 1099 Withholding Voucher. It

can be used to override the defaults already setup.

1099 Processing
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Setting Up/Reviewing Report Control Information (Required)

Chapter 2

1099 Withholding Report Control Information is used to set up transmitter and payer
information, such as company address, phone numbers and payer numbers, vendors and
business units that will be included in reports, and piggyback statues. This is something that
should be done for each year’s 1099 Processing, even if you ran 1099 Processing in
PeopleSoft the previous year.

To set up 1099 Withholding Report Control Information (Business Process AP.080.012),
follow the navigation: Set Up Financials/Supply Chain > Product Related > Procurement
Options > Withholding > Report Control Information. To add a new Control ID, select the
Add a New Value tab. You will need to enter your institution’s SetID and provide a new
Control ID. It is highly recommended that you use Control ID that includes your institution
and reporting year, i.e., “GGC_2012.”

The first page is the Payor Data page. Here, you will enter the information for the
Transmitter and the Payer.

[ Payor Data {_Vendors and Business Units | Piggyback States/Numbers |

SetiD: 40000 Control ID: GGC_2012

= & [ vendor Software Indicator
Transmitter Name 1: Georgia Gwinnett College

Transmitter Name 2.

Tax ID: 270124698

Transmitter Cntl Cd: 7U31 Media Number:
*Contact Name1: Pauley Julie

Contact Email
Address:

= & [C] combined Federal State Filing

Payer Name 1: GEORGIA GWINMETT COLLEGE

Payer Name 2:

Control ID: 202
Payer Tax ID: 270124698
Employer's Ref #:

HMRC Office #:

Accts Office Ref #:

Payer Information Eind|View Al First [0 4 oe4 [F] Last

F[=]

Figure 8 - Withholding Report Control Info: Payor Data

1099 Processing
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Transmitter Information:

e The Vendor Software Indicator checkbox must be selected for all USG institutions
using PeopleSoft Financials to produce their 1099 IRS file and Copy B forms.

e You must include the Tax ID and the Transmitter Control Code. The Tax ID should be
numbers only with no spaces or hyphens. ThTransmittercode is provided by the IRS
upon submission of your Form 4419 (you can also use the code used in the previous
year).

e You must enter a contact name along with their address and phone numbers. When
entering names, use the PeopleSoft Format (LastName,FirstName), using no space in

between the names. To enter the addresses, click on the envelope icon ( = ). To

enter phone and fax numbers, click on the telephone icon ( & ).

Chapter 2

Transmitter Address Page
Country: USA & United States
Address 1: 1000 University Center Lane
Address 2

Address 3

City: Lawrenceville
County: Gwinnett Postal:
State: GA Q, Georgia

OK Cancel

30043

Transmitter Phone Page

nnl Protic: |
Telephone: BTRMOT-5000
Phone Extension:

Fax Humber; 6TM07-5188

It Prafic
“Todphons:
Phane Extension:

Fax Humber:

GTRA0TSHSE

BTH40TSIBD

oK Cancel

Payer Information:

e When entering the Payer Data, the Control ID is the 1099 Calendar Year being
processed.

e You must enter a Payer name along with the address and phone numbers. To enter

the addresses, click on the envelope icon ( =1). To enter phone and fax numbers,

click on the telephone icon ( & ).

Address 1

Address 3:

Address 2

Payer Address Page

Payer Country: USA QU nited States

1000 UNIVERSITY CENTER LANE

City: Lawrenceville Postal: IBEIEIH
State: GA Q Georgia
OK Cancel

Payer Phone Page

Int'l Prefix: |
Telephone: 678/407-5000
Phone Extension:

Fax Number: 678/407-5188

OK Cancel

1099 Processing
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Vendors and Business Units

Chapter 2

{ PayorData | Vendors and Business Units | Piggyback States/Numbers |,

SetlD: 40000  ControllD: GGC_2012 Payer Tax ID: 270124693

All Vendors

Units

40000 O

Bl save | [Z] Notify

First ] 10of 1 ] Last
GEORGIA GWINNETT COLLEGE

[Tlinclude Direct Sales Vendors

Business Find | View All

[Ek Add

First 1] 1 of
1 [¥] Last

FHE

Update/Display

Payor Data | Vendors and Business Units | Piggyback States/Mumbers

Figure 9 - Withholding Report Control Information: Vendors and Business Units

On the Vendors and Business Units tab enter the following:

e Select “All Vendors” so that you will process all withholding vendors that are

consistent with the business unit you specify.

e Enter your institution’s business unit into the business unit field.

Piggyback States/Numbers:

|/ Payor Data | Vendors and Business Units | Piggyback States/Numbers '

SetlD: 40000  Control ID: GGC_2012
Pigayback States Al First 4] 12 o2 [ Last [Wstate Tax D
Piggyback States Process? Numbers
GA Georgia ] Payer State Numbers
Q
uTt Utah O

F[E

Figure 10 - Withholding Report Control Information: Piggyback States/Numbers

1099 Processing
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Chapter 2

On the Piggyback States/Numbers tab, you want to deselect the “Process?” checkbox for
Piggyback States. The GeorgiaFIRST model does not use the Piggyback States functionality.

[ Last

FHE

E} Add Update/Display

| Payor Data | Wendors and Business Units | Pigayback States/Numbers '
SetlD: 36000 Control ID: GCSU 2012
Piggyback States Find | View Al First [ 1.2 o2 [*] [ ast [Wstate T2 Find | View Al First (1] 1 o 4
Piggyback States Process?
GA Georgia [ Payer State Numbers
Q
UT  Utah O
B save | [=] Motify
Payor Data | Vendors and Business Units | Piggyback States/Mumbers

When done, select the save button ( % ) to save your new Withhold Control

Information for the current year 1099’s.

This concludes the setup you need to complete for 1099 Processing. In the next chapter, we
will review what you need to do throughout the year regarding 1099 Vendors and Vouchers.

1099 Processing
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Chapter 3: 1099 Tasks Throughout the Year

Though 1099 Processing is typically completed in January for the previous calendar year,
there are things that you must do throughout the year. This includes entering 1099
Withholding Vendors, creating 1099 Withholding Vouchers, and posting those 1099
Withholding Vouchers. There are also different queries that you can run year-round to keep
track of your 1099 processing.

Entering 1099 Withholding Vendors

In order to report Withholding on individuals, they must be set up in the system as a 1099
Withholding Vendor. Withholding information can be added to vendor information at any
time, but it is recommended that you add the information when adding the vendor to the
system. By identifying the vendor as a 1099 Withholding Vendor, all vouchers that you enter
for that vendor will be automatically flagged for withholding reporting.

To add a 1099 Withholding Vendor (Business Process P0O.020.030), follow the navigation:
Vendors > Vendor Information > Add/Update > Vendor. To add a new vendor into the
system, select the “Add a New Value” tab. When adding a new 1099 Withholding Vendor,
you need to select your primary SetlID (i.e., 27000), and not the one for your Banner
processing. Also, the persistence for a 1099 Withholding Vendor is “Regular”.

As you enter the vendor into the system, most of the steps will be the same as entering any
other vendor. Here’s a review of what you should enter for Identifying Information:
e Vendor Short Name
e Vendor Name 1
e Vendor Name 2
e Status: the status here will depend on your User Preferences. For some users, the
status may already be set to “Approved”. For other users, the status will be “To be
approved”, and another user will have to approve the vendor.
e Persistence: This status should be “Regular” for a 1099 Withholding Vendor.
e (Classification: Here, you would choose “Federal” for corporate vendors. For
individuals, choose “SSN”.

The biggest change on the Identifying Information tab when entering a 1099 Vendor, is that
you must select the Withholding checkbox. This turns on the Withholding flag in the system.

1099 Processing User Guide —v2012.0
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/ Mentifying Information '\ Address | Contacts ' Location ) Custom |

SetlD: 27000 Check for Duplicate

Vendor ID: MEXT

Vendor Short Name; HONMICHAEL
‘Vendor Name 1:  |MICHAEL HON

Vendor Name 2: | _
'Status: |Approved v ‘Classification; | Federal &

‘Persistence: |Regular  [v] HCM Class:

[¥]withholding Expand &1 | Collapse Al

Open For Ordering

Fl Corporate Vendor ClimterUnit Vendor

Corporate Vendor ID; | _Q InterUnit Vendor ID; | Q

I:l Create Bill To Customer

il e Bl B B

Expand All Collapse All

Figure 11 - Vendor Page: Identifying Information

Under the Additional ID numbers group box, you must enter the Tax Identification Number
(TIN). At this point, it is helpful to check the system to see if there is a duplicate vendor in
the system. The system checks to see if there is another vendor in the system with the same
name or TIN. If there is, you will receive a warning indicating that there is a potential
duplicate. It is recommended that you investigate to see if the vendor already exists, or if
there is an incorrect name or TIN in the system. However, this warning will not prevent you
from adding this vendor into the system.

On the Address tab, you will enter the vendor’s main address. You can also enter the
vendor’s email address and phone information. Also on the Address tab is the
Payment/Withholding Alt Names group box. You can use this section to enter an alternate
vendor name for payment and withholding purposes. If this information is entered in this

User Guide —v2012.0
01/08/2013
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group box, the system will generate payments for the location that uses this address and
will use the alternate name information on the payment forms. Also, if you specify an
alternate withholding name, the system uses this name on withholding reports instead of
the name specified on the Identifying Information page.

On the Location tab, you need to enter a MAIN location as the default location. The
Withholding rules that you eventually associate with this vendor are stored under the
Location. However, before entering the 1099 Withholding information, you should first save
the Vendor. Upon saving the vendor, you will receive a couple of warnings indicating that
you have not entered the withholding information. You will just click OK to clear those
warnings. After saving the vendor, your next step is to add the withholding information for
this vendor by selecting the 1099 link.

On the Withholding Vendor Information page, you will set up the following for the vendor
under 1099 Information:
e Entity =IRS
e Type=1099
e Jurisdiction = FED
e Default Jurisdiction = checked; this determines whether the Vendor Withholding
information defaults to the voucher
e Default Class = this is most often 07, however, you can select the appropriate class
as needed
e 1099 Status = This status should be “RPT”. GeorgiaFIRST institutions are only to
report 1099 Withholdings.

For each Withholding class that applies to the vendor, you will need an additional row
inserted here. For example, if the vendor will have a Withholding Voucher in which “non-
employee compensation” applies and another Withholding Voucher in which “Prizes and
Awards” applies, then you must have each class set up for that vendor.

Under 1099 Reporting Information, you will indicate the following:
e Entity = IRS
e Address = Vendor Address
e Taxpayer Identification Number = this is the same number you entered on the
Identifying Information page

1099 Processing User Guide —v2012.0
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Withhelding Vendor Information

SetlD: 27000 Location: T
Vendor ID: 0000021546 Description:
Short Vendor Name:  HOMMICHAEL-001

Name 1: MICHAEL HOM

1099 Information Custormize | Find | Wiew Al | - First (4 1 or 1 [¥] Last
Main Information Overrides Remit
Default ‘Default 1099

& T kS L) H H 1
“Entity Type s /U Sl Jurisdiction Class Status
IRs  |@ |1093 |Q |FED e} o7 |@ |RPT  |@ Reporting Onl [+ =

1099 Reporting

iantien Custarnize | Find [ viewall | B8 First B g op 4 [ Laet

Main Information Additional Information
"Enti "Address Taxpayer ldentification Number
R & : 1 Q |a@a7E5432 | & =
(0]:4 J Cancel | Refresh |

Figure 12 - Withholding Vendor Information

Once you have finished entering the withholding information for the vendor, save the
vendor again. You are now able to create withholding vouchers for the 1099 Withholding
Vendor.

Running the BOR AP 1099 VENDORS Query

To help you monitor your 1099 Vendors, there is a new query that you can run anytime
throughout the year. The name of this query is BOR_AP_1099_VENDORS, and it will show
1099 applicable vendors for a selected SetID (Business Unit) and Vendor Status.

To run the BOR_AP_1099 VENDORS query, follow the navigation: BOR Reporting Instance >
Query Manager > Find an Existing Query. In the “Search by” field, enter
“BOR_AP_1099_VENDORS” and then press the Search button. You can choose to run this
query to either HTML or to MS Excel. Both formats will open in a new window.

To run the query, enter the following parameters:SetID (Business Unit) and Vendor Status.

1099 Processing User Guide —v2012.0
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setiD: [psooo |2
Vendor Status: | Approved v]

View Results

Download results in . Excel SpreadSheet CSV TextFile (632 kb)

Wiew All 1-100 of 2

Default | Default Rule Last Activ
I i “M i fik s MM-

1 28000 0000000039 Okosieme NkiruD (A s i WAIN 0110111901 IRS 1092 FED ¥ D D 12/08/2010
2 28000|0000000044] Bloch Andreas A |8 [¥ MAIN 01011901 |IRS 1009 FED ¥, D D 03/10/2009
3 28000_0000000045 Caparario MarcoJ (A 8 B WAIN 01/011801/IRS 1089 FED Y o7 RPT D N D M 111112002
4 28000 |0000000065 |Chime Judith |a S Y AN |01/01/1901|IRS 1099 FED Y o7 RPFT D M D ra | 03092010
5 28000 0000000067 Martin Desmond 5 |A 8 i AT 01/0111901|IRS | 1099 FED ¥ o7 RFT D N D N 01172002
6 28000 0000000071 Okosieme NnekaD |A s k4 BAMMNER |09/06/2005 |IRS | 1099 FED Y a7 RPT D N D M 05/21/2009
7 28000 0000000071 Okosieme NnekaD |A s ¥ MAIN 01/011901 IRS  |1009 FED Y o7 |RFT D N B N 05/21/2009
8 23000|0000000077 CDnSEH:C\jmhia A g 1Y TAAIN 01/011301|IRS | 1099 FED [¥ o7 RPFT D | M 06/15/2006
9 28000 0000000083 GrenierJoshuaP A S ki AT 0110111901 IRS 1092 FED X 07 RFT D N D N 0719/2002
10 28000/0000000090 Berg, Ryan M A ] Y WMAIN 01011901 |IRS 1099 FED ¥, o7 RPT D N D N 1114/2001

Figure 13 - BOR_AP_1099_VENDORS Query

Entering 1099 Withholding Vouchers

Entering 1099 Withholding Vouchers is something that you will do throughout the year.
When doing so, you want to ensure that your vendor is properly set up in the system as a
1099 Withholding Vendor. The withholding vouchers are the primary means of how the
system keeps track of the amounts that are to be reported to the IRS each calendar year.

To add a 1099 Withholding Voucher (Business Process AP.020.040), follow the navigation:
Accounts Payable > Vouchers > Add/Update > Regular Entry. To add a new voucher, select
the “Add a New Value” tab. On the Add a New Value tab, you can enter the Vendor ID and
Vendor Location, along with the other fields if you prefer. Once you click the “Add” button,
the system will take you to the Invoice Information tab.

On the Invoice Information tab, you will enter all information that you would normally enter
for a voucher. When you are ready to verify or edit the withholding information for the
voucher, you will select the Withholding link in the header. If you do not see the
Withholding link, then your vendor has not been properly set up in the system as a
Withholding Vendor. Remember, the vendor needs to be flagged as a withholding vendor
and have the withholding information setup for them.

1099 Processing User Guide —v2012.0
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/" Invoice Information Y Payments '} ¥oucher Aftributes |

Business Unit: 27000 Invoice Number: _'NVUBDEEDD.?.
Youcher ID; MEXT Invoice Date: |0B08/2007 | .
Voucher StWle  Regular Action: | »| Run
PO Unit: |@  purchase Order: la,  copyPo Worksheet Copy Option: | Mone w
vendor:  |nooooigtse la, “Pay Terms: Due Mow  ~| = Basis Dt Type |nv Date
Name: TURMERJ-D04 | Q, Control Group: | I Comments
Lacation: 'MAIN | Accounting Date: | V5232007 |5
*Address: '

1 ' agvanced Vendor Search  *Currency: |UsD|Q Mon Merchandise Surnrmary

g Total 150000 _Caleulate | | withholding

1076 Lucky Street

Lincalnton, G& 30817 Packing Ship:

-E| Line *Dls‘lnbuteby Item Descriptiun Quantrly UOM Unit Price Extendednmuunt
1 | Amount V_?f | Speakerfurstudentevent ;Q' | 1SDDE|D

Ship To SpeedChart

MAN | Q [Juse One Asset ID Caltulate
s ST
. Iﬁ - .

]r’ GL Chart Y ExchangeRate | Siafistics | fssets |

Amount Quantity *GL Unit Accuunt Fund De[:l_t Program Class Project Bud
= 1 1SD.DDE|_' '_QTDDD Q T511DB Q 1DDE|D Q 1046200 Q 14500 Q 11000 Q jO\ 2007

Invoice Lines
Misc Charge Amount [ =

g

Figure 14 - Withholding Voucher

Once you select the Withholding link, the system takes you to the Withholding Information
page. Much of this information comes from the Vendor. For each voucher line, you can edit
the withholding information.

First, if your institution has set up withholding codes, you may select the appropriate code
to override the default values. However, this is not necessary. Next, you can select whether
the voucher line is withholding applicable or not. The “Withholding Applicable” checkbox
indicates that the payment for the voucher line will be included on the 1099 report that is
issued for the vendor. If you deselect this checkbox, the amount on that line will not be
included on the 1099 report.

Under Withholding Details, the Entity, Type and Jurisdiction should default to IRS, 1099, and
FED, respectively. You can change the Class if needed to match the purpose of the voucher.
However, the class must be added to the 1099 vendor if it is not there. You can use the

1099 Processing User Guide —v2012.0
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“Applicable” checkbox to deselect the corresponding Entity/Type/Class combination if
needed.

Withholding Information

Barlkto nvoice

Unit: 27000 Imvoice:  |MVOBOS2007 Vendor: 0000016158 TurnerJackE
VAT Entity: Youcher: PMNEXT Date: 0grg/2007
Postpone Withholding
Inwoice Line Withhold Information int iy 4 First E 1 af 1 IE Last
:
Line Description Withholding “Withholding Applicable - =]
Code
1 Speaker for student event L _.O\
Withholding Details Customize | Find | Yiew All | E First 4] 1of 4 [ Last
' [Withholding '
e by e i = Contract | Bule Apply .
Entity ; Type Jurisdiction *Class Basm_nmt Reference Override Withholding Applicabhle
Owverride
1ms_]&{[toss | [Fep J& oz & Il 1L Ja payment =

Figure 15 - Withholding Information for Voucher

Once you have finished verifying and editing the Withholding information on the voucher,
you can then save it. You will still need to perform the regular processing that must be
performed on all vouchers, including budget checking, document tolerance checking,
matching, and posting.

Posting Payments from 1099 Vouchers

After creating and processing the vouchers with 1099 Withholding amounts, it is also
necessary for you to post the payments from these vouchers before completing any
additional 1099 processing. By posting the payments, the system updates vendor account
balances and creates balanced accounting entries for all payment-related transactions.

To post payments (Business Process AP.030.050), follow the navigation: Accounts Payable >
Batch Processes > Payment > Payment Posting. When posting payments, you have different
options on what you want to process:

e Post Bank Account

e Post Payment

e Post Payment Method

1099 Processing User Guide —v2012.0
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You should not select “Post All Banks”, and you will receive an error message in the event
you inadvertently select that option. If you want to select all payments at your institution
for posting, select “Post Bank Account.”

Payment Posting Request

Run Control 1ID:  PAYMENT_POST

Post Payment List

Report Manager

Request ID: 1

Description: Post Payments
*Process Frequency: Always Process i
*Post Payment Option: Faost Bank Account -

Find | View All

Process Monitor

Run

First E 10f1 El | ast

SetlD Bank Code Bank Account Payment Method Payment Reference
98000 |C [MBOPR @ |OPER Q =]
B save | [=] Notify | i Refresh B Add Update/Display

Figure 16 - Posting Payments Request

After completing the payment posting process, the accounting entries from these payments
are available for General Ledger journal generation.

Year-Round Queries

There are four queries that you can run throughout the year to help you keep track of your
1099s. They are:

e BOR_AP_1099 PMTS

e BOR_AP_1099 JE
e BOR_AP_1099 NONRPT_CONSISTENT
e BOR_AP_1099 MISMATCH

We will review how to run these queries and what results they produce in Chapter 5 of this
User Guide.

1099 Processing
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Chapter 4: Post Withholdings

Here, we are going to discuss the process “AP_WTHD"”, which is the process to post
withholdings. This process combines the voucher and payment information in the
withholding transaction tables. The system then uses these tables to generate the

Withholding reports. Before running this process, all payments must be posted (see Chapter
3 — Posting Payments from 1099 Vouchers).

To run the post withholding process (Business Process AP.080.020), follow the navigation:
Vendors > 1099/Global Withholding > Maintain > Post Withholding. When running this
process, you want to select a post option of “Post by Business Unit.” The actual process
name that will be listed on the Process List and in the Process Monitor is “AP_WTHD".

Withhold Transaction Post

Run Control ID: 4099

Report Manager  Process Menitor Run

*Request ID: POST Description: POST WTHD TRANSACTIONS

*Process Freguency: Always Process -

*Post Option: Post by Business Unit -

*Through Date: 123172011 [
Business Units Customize | Find | View All | e First [ 1 or1 [*] Last
Include [asiness  pescription
2s000]Q =

B save | £\ Return to Search | +E] Mextin List | [=] Notify Es Add |

Figure 17 - Posting Withholdings

Once you have finished running “AP_WTHD”, you can proceed to the next step in processing
1099s.

1099 Processing User Guide —v2012.0
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Chapter 5: Review 1099 Items

Chapter 5

After posting withholdings, there are many tools available to you to review 1099 items.
While you may not use all of these review tools, we will discuss how to use each of these

tools and what information they provide.

Vouchers by Vendor

You can use the “Vouchers by Vendor” business process to view all of the vendor
withholding transactions by Voucher. For example, imagine that you want to review all
vouchers that were marked as “Withholding” for Vendor ‘ABC.” You could use this review

tool to accomplish this.

To review Vouchers by Vendor (Business Process AP.080.070), follow the navigation:
Vendors > 1099/Global Withholding > Review > Vouchers by Vendor. You can search using
a variety of criteria, but it is most efficient to search by business unit and Vendor ID.

Once you get to the Vouchers By Vendor page, you may need to adjust the Payment start
and end dates. They default to the previous calendar year. After adjusting the dates if

needed, simply click the Search button.

Vouchers By Vendor

SetlD: 28000 VendorID: 0000300401  TolleyToria Location: MAIN

StartDate: [01/01/2010 |5 EndDate: |12/3112010 |[5)

Withholding Transactions
Basic Information |

Customize | Find | View All | B
More Information

First [ 1-10 of 10 [ Last

Business

Unit Voucher 1D Invoice Number Invoice Date Entity Type
28000 04003296 103SCER400 04/12/2010 IRS 1099
28000 04003445 104PARE4D21  05/03/2010 IRS 1099
28000 04004507 104CCER400 0613012010 IRS 1009
28000 04005104 TCCERA00-  papgmp40 IRS 1099
819110
28000 04005322 1S1CCER”’W"‘“9 0812012010 IRS 1099
23000 04005566 1S1CCER4°°“’SQD 09/23/2010 RS 1099
28000 04008173 EEECER“UU‘OC‘ 1110312010 IRS 1099
23000 04006343 EEECER"'DWNO"’B 11112010 RS 1099
28000 04006481 ;;a%CER"'UWNO" 1112212010 IRS 1099
28000 04006482 112TATTI02 111222010 IRS 1099

B) save | S\Returnto Search | [=] Notify

Jurisdiction

FED
FED
FED

FED

FED

FED

FED

FED

FED
FED

Figure 18 - Reviewing Vouchers by Vendor: Basic Information
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On the Basic Information in the search results, you should see a line for each voucher with
1099 withholding that was paid to that particular vendor. Included on this tab are the
Business Unit, Voucher ID, Invoice Number, Invoice Date, Entity, Type, and Jurisdiction. On
the More Information tab, you will also see the Withholding Class, payment number,
Withholding basis amount, and bank information.

Vouchers By Vendor
SetlD: 28000 VendorlD: 0000300401 Tolley,Toria Location: LAIN
StartDate: |01/01/2010 |5 EndDate: |12/31:2010 |5 Search
Withholding Transactions Customize | Find | View All | 3 First 4] 110 0810 2] Last
| Basic Informaticn More Information
Business - - Payment Withholding Basls ank Bank Payment
G55 youcher ID Invoice Humber  Class p S Withholding Amount Y Bank Account Payment Reference
Unit Voucher ID Invoice Humber Class Description Number Amou Withholdi Amount Currenc 5 ﬂD Code Bank Account Payment Reference Date
28000 04003296 103SCER400 07 HAon L pioten 1 4792.00 usD 28000 MBOPR OPR4 192204 04/20/2010
Compensation
28000 04003445 104PARE4021 07 fon-Employes 3 26000 uso 23000 MBOPR OFR4 192421 05/03/2010
Compensation
28000 04004507 104CCER400 07 Mo Enmes 1 479200 usD 28000 MBOFR OFR4 193307 06/30/2010
Compensation
28000 04005104 | ICCER400- g o Sty e 1 958.40 USD 28000 MBOFR OPR4 193836 08MBI2010
8/9M10 Compensation
28000  0doosazy | 1CCER400MUG 47 SO mpien 1 95840 usD 23000 MBOPR OPR4 194082 09/01/2010
10 Compensation
28000 04008560 | 1 1CCERA00SED 47 fon-Cmployes 1 958 40 uso 28000 MBOPR OFR4 194287 09/23/2010
1 Compensation
23000 04006173 | I2ECER400OA o7 HoE S mimes 1 121160 USD 28000 MBOPR OFR4 194782 11/03/2010
10 Compensation
28000 04006343 | 12ECER400MNOV o7 Hon Employee 1 121160 USD 28000 MBOPR OPR4 194919 1111112010
810 Compensation
28000  0400g4gs |IZECER400MoV H0n - mpien 1 121160 usD 23000 MBOPR OPR4 195042 1112312010
2210 Compensation
28000 04006482 112TATT103 07 Hon=nployes 1 3500.00 usD 28000 MBOPR OPR4 195042 1112312010
Compensation
Save | LU Return to Search I [=] Notify |

Figure 19 - Reviewing Vouchers by Vendor: More Information

If there are withholding transactions that are missing, you will need to make some
adjustments. In addition, if there is a transaction listed that was not supposed to be a
withholding transaction, you will need to adjust that as well. Adjustments are covered in the
next chapter.
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Withholding Payments

Another review page you can use is the “Withhold Payment Inquiry” page. This page
enables you to review all payments, and the associated vouchers, made to withholding
entities by vendor. Unlike using the Vouchers by Vendor review, the Withholding Payments
review allows you to search for a range of vendors at one time.

To review Withholding Payments (Business Process AP.080.080), follow the navigation:
Vendors > 1099/Global Withholding > Review > Withhold Payment. On the Search page,
you can search for a range of vendors by Vendor ID or Vendor Name. In addition, you must
include the range of payment dates.

Withhold Payment Inquiry

“Vendor SetiD: 'ES_UU[JQ From Vendor ID: E-D_U_Uoéuam_'iq From Vendor Name: | L&}
To Vendor ID: :_UU_U_U3_UU_4U_Q ToVendor Name: | |
*From Date:  [01/01/2010 |5 *To Date: [1213/2010 |5

Reset Criteria |

Payment Details Find|ViewAl  First 4] 1 ore B L ast
SetlD: 28000 Vendor ID: 0000300401 Tolley Toria
Pay Method: Check Payment Ref: 192307
Payment Amount: 479200 UsD Vendor Liability Amount Paid: 479200 USD

First 10f1 [+ Last

Customize | Find | View All | #

Withholding Information Remit =

& ’ Payment Payment Gross Payment Withholding Basis T
Business Unit  Voucher ID vpe Withhold Liability Currency
Business Unit  Voucher 1D ol T A TOnE TGN Withhold Liabili Currenc
1 28000 04004507 1 Regular 4,792.00 4 792.00 UsD

Figure 20 - Withholding Payment Inquiry

In the Payment Details, you will see one row for each payment. The information listed
includes the payment method, reference and amount, voucher number and remittance
information. In order to see additional rows, simply use the page forward button. If you
want to search a different set of criteria, it is best to reset all of your search criteria and
reenter it by using the “Reset Criteria” button.

1099 Processing User Guide —v2012.0
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Vendor Balance by Class

Another review tool is reviewing 1099 Vendor Balances by Class. This allows you to review
vendor total withholding transactions by class over a specified period of time. Based on the
payment start and end dates, the system will total the payments per Withholding Class for
the vendor selected. Remember, withholding class indicates the reason for 1099
withholding, such as “Non-Employee Compensation.”

To review Vendor Balances by Class (Business Process AP.080.060), follow the navigation:
Vendors > 1099/Global Withholding > Review > Vendor Balance by Class. On the search
page, it is easiest to search by SetID and Vendor ID. For results to be populated in this
review, you must have already run the Post Withholding process.

Vendor Balance

SetlD: 28000 Vendor: 0000300401 Tolley, Taria Location: [MAIN

StartDate: [01/01/2010 5]  EndDater 121132010 |5

Business Units Eind|Viewall  First 4] 1 a1 [H L aet

Business Unit: 28000 Clayton State University

Customize | Eind | View All ] i First [A] 1of1 [ Last
Entity Type Jurisdiction Class Description Basis Amt Liability Amt Paid Amount Currency
IRS 1089 FED 07 Mon-Employee Compensation 19,854.000 0.000 0.000 USD

Bl save | L Return to Search | [=] Notify

Figure 21 - Review Vendor Balance by Class
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BOR_AP_1099 PMTS

You can use the BOR_AP_1099 PMTS query for a list of all 1099 Reportable payments. This
query lists all payments where both the Vendor and Voucher have been marked as
“Reportable.” The results include the Vendor, Voucher, and Payment IDs. When running this
guery, you should run it for both your primary and “B” Business Units. However, there
should be NO results returned when running it for the “B” Business Unit.

To run the BOR_AP_1099_PMTS query (Business Process AP.075.110), follow the
navigation: BOR Reporting Instance > Query Manager > Find an Existing Query. In the
“Search by” field, enter “BOR_AP_1099_PMTS” and then press the Search button. You can
choose to run this query to either HTML or to MS Excel. Both formats will open in a new
window.

To run the query, enter the following parameters: Start Date, End Date, and Business Unit.

StartDate:  [01/012010 [
End Date: 1211372010 |5
Business Unit: 28000 |,

View Results

Download resufts in:  Excel SpreadSheet CSVTextFile (477 kb)

View All 1-100 DIQ'EE Last
I T e = = e e
1 Muesoft Technologies, Inc F 0000017809 |MAIN |05126/2010 | 192720 04003826 1 1 Annual Medical Records Sub 727168 | 15331.000)Y Y 15331.000
2 003 Tolley,Toria s 0000300401 |MAIN 07 04/20/2010 192294 04003298 1 1 103SCER400 751110 4792000y Y 4792.000
3 003 Tolley,Toria s 0000300401 |MAIN o7 05/03/2010 192421 04003445 1 1 104PARE4021 751110 260. UUDEY e 260.000
4 003 Tolley, Toria s 0000300401 |MAIN 07 06/30/2010 | 193307 04004507 1 1 104CCER400 751110 4792.000|Y A 4792.000
5 003 Tolley,Toria S 0000300401 |MAIN o7 08/16/2010 193836 104005104 3 1 111CCER400- 8/9/10 751110 958.400 Y Y 958.400
B 003 Tolley,Toria s 0000300401 |MAIN o7 09/01/2010 | 194082 04005322 1 1 111CCER400/Aug 10 751110 958 d[IEI:Y Y 958.400
7 003 Tolley,Toria s 0000300401 |MAIN o7 09i23/2010 194287 04005568 1 1 111CCER400/Sep 10 751110 958.400 Y Y 958 400
8 003 Tolley,Toria s 0000300401 |MAIN o7 11/03/2010 | 194782 04006173 1 1 112ECER400/0ct 10 751110 1211.600|Y A\ 1211.600
9 003 Tolley,Toria s 0000300401 |MAIN o7 1111/2010 194919 04006343 1 1 112ECER400/Nov 8 10 751110 1211.600 Y Y 1211.600
10 003 Tolley, Toria s 0000300401 |MAIN 07 11i23/2010 | 195042 04006481 | 1 1 112ECER400/MNov 22 10 751110 1211.600)Y Y 1211.600
11 003 Tolley, Toria s 0000300401 | MAIN o7 11/23/2010 195042 104006482 1 1 112TATT103 751110 3500.000 Y Y 3500.000
12 008 Enrtep Serdar S 0000015995 |01 o7 |11/09/2010 | 194835 04006257 1 1 Mns Scr 10/27/10 751110 190.000 Y Y 190.000
13 008 Ertep Serdar S 0000015995 |01 07 11/19/2010 194958 04006381 | 1 1 Mns Scr 41H0/10 751110 205.000|Y Y 205.000
14 010 Emerginet SRMC F 0000300378 |MAIN 06 04/08/2010 192159 04003141 1 1 Med services- Danelle Douglass |727168 15.000]Y Y 15.000
15 010 Emerginet SRMC F 0000300378 |MAIN 08 04/20/2010 192264 04003282 ki 1 M. Phillips- G041211102 727168 53.400(Y Y 53.400
16 010 Brightpoint Urgent Care Center, LLC |F 0000300227 |1 08 01A12/2010 191288 04002042 : | 1 Med Sveslan 10 727168 336.000|Y ¥ 336.000

Figure 22 - BOR_AP_1099_PMTS Query
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Since 1099s only reflect transactions entered normally through the Accounts Payable
module, transactions entered through any other module or as an online journal entry are
not automatically included in 1099 Reporting. You can use the query “BOR_AP_1099 JE” to
list the journal entries posted during the selected calendar year to the “typically” reportable
accounts. These accounts include 719xxx, 7278xx, 7481xx, and 751xxx.

To run the BOR_AP_1099 _JE query (Business Process AP.075.020), follow the navigation:
BOR Reporting Instance > Query Manager > Find an Existing Query. In the “Search by”
field, enter “BOR_AP_1099_JE” and then press the Search button. You can choose to run
this query to either HTML or to MS Excel. Both formats will open in a new window.

To run the query, enter the following parameters: Calendar Year and Business Unit.

Calendar Year: | 2010

Business Unit: (23000 |G,

View Results

Download results in

View All

28000

28000 |01
28000 |01
28000 |01
28000 01
28000 |01
28000 (01
28000 |01
5 28000 |01
10 28000 |01
11 28000 |01

C IR Ry

12 28000 |01
13 (28000 |01
14 28000 |01
15 28000 |01

Excel SpreadSheet CSvTextFile (46 kb)

719100
719100
719100
719100
719100
719100
719100
719100
719100
719100
719100
719100
719100
719100
719100

122380
10000
12210
10000
10500
10500
12280
14000
10000
12280
10000
10000
12230
10000
20000

7020000
9210000
4400000
0810200
6410000
3810100
7020000
2830000
0410610
7090000
9210000
0410610
4000000
0610200
0810200

28100
17200
21100
11100
16300
15300
28100
14200
13110
28100
17200
13110
23100
11100
11100

43000
11000
42100
11000
11000
11000
43000
41100
11000
43000
11000
11000
42100
11000
61000 164

1-100 0f 124 [3] Last

| i ] meainco Liccuni] it | ] ogan ] ol ol iieparod Ljmous s Lot L et

205.600 0000466871 1 Jan 2010 Van Usage Van Usage January 2010 - Chevr
6.800| 0000466871 2|Jan 2010 Van Usage Van Usage January 2010 - Chevr
26.600 0000466871 3 Jan 2010 Van Usage an Usage January 2010 - Chevr
25.600/ 0000468871 4/|Jan 2010 Van Usage Van Usage January 2010 - Chevr
130.000 0000482086 1 Rents- Non-Real Estate 10/19/09 Bank ltems - Safe Dep
2800 0000430660 1/Van Usage march 2010 Van Usage March 2010 - Chevrol
86.400 0000490660 2 Van Usage march 2010 Van Usage March 2010 - Chevrol
6.800 0000490660 3|Van Usage march 2010 Van Usage March 2010 - Chevrol
17.400 0000490660 4 Van Usage march 2010 Van Usage March 2010 - Chevrol
55.000 0000490660 5|Van Usage march 2010 Van Usage March 2010 - Chevrol
1.400 0000490660 6 Van Usage march 2010 Van Usage March 2010 - Chevrol
26.800 0000490660 7 Van Usage march 2010 Van Usage March 2010 - Chevrol
4.600 0000420660 & Van Usage march 2010 Van Usage March 2010 - Chevrol
27.200| 0000490560 9/Van Usage march 2010 an Usage March 2010 - Chevrol
500.000| 0000493593 2 Renis- Non-Real Estate School of Nursing Ballroom Ren

Figure 23 - BOR_AP_1099_JE Query

From the results of this query, you will then determine if any of these items need to be
reflected in 1099 reporting. If they do, you will need to adjust the withholding manually.
This is covered in Business Process AP.080.090, and on page 44 of this User’s Guide.

1099 Processing
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In order for a transaction to be included in 1099 Reporting, both the Vendor and Voucher
must be marked as “Withholding.” The BOR_AP_1099 NONRPT_CONSISTENT query
provides a list of transactions that are charged to typically reportable accounts (719xxx,

7278xx, 7481xx, and 751xxx) and will not be reported, because:

e The Vendor is marked as Withholding, but the associated Vouchers are not, or
e The Vouchers are marked as Withholding, but the associated Vendor is not, or

e Neither the Vendor nor Voucher is marked as Withholding.

To run the BOR_AP_1099_NONRPT_CONSISTENT query (Business Process AP.075.030),
follow the navigation: BOR Reporting Instance > Query Manager > Find an Existing Query.
In the “Search by” field, enter “BOR_AP_1099_NONRPT_CONSISTENT” and then press the
Search button. You can choose to run this query to either HTML or to MS Excel. Both
formats will open in a new window.

To run the query, enter the following parameters:
e From Date
e To Date
e SetlD

To Date:

Setid: 28000 |

View Results

Wigw Al

28000 04
2 23000]04
3 28000 04
4 |20000[04
5 22000 04
5 |23000|04
7 28000 04
8 |23000|06
9 28000 06
10 |23000/08
1128000 08
12 |28000/08
13 22000 08
14 |23000/08
15 28000 08

Download results in :

From Date: [01/01/2010 |5

(127132010 |0

00000253931 Sasaki Associates, Inc
0000025931 | Sasak Assadiates, Inc
0000025931 Sasaki Associates, Inc
0000025931 | Sasaki Associates, Inc
0000025931 Sasaki Associates, Inc
0000025931 | Sasaki Associates, Inc
0000025931 Sasaki Associates, Inc
0000400160 | SALUAM Collaborative, Inc
0000400160 | S/LAM Collaborative, Inc
0000400160 | S/LAM Collaborative, Inc
0000400160 | S/LAM Collaborative, Inc

0000400410 | Pappas Gonsulling Group, Inc
0000400410 |Pappas Consulting Group, Inc
0000400410 |Pappas Consulting Group, Inc
0000400410 | Pappas Consulting Group, Inc

Excel SpreadSheet CSVTextFile (67 kb)

MAIN
MAIN
MAIN
AN
MAIN
MAIN
MAIN
MAIN

194284 04004482
193561 04004783
193778 04005052
193938 04005226
194212 04005484
194450 |04005785
194914 | 04006300
193168 |04004341
193169 04004342
193170 04004343
195035 04006472
192056 04002981
192350 /04003352
192751|04003842
193356 | 04004587

14850000
20110.000
57300.000
11380.000
9800.000
18460.000
14900.000
274684 000
60000.000
5680.670
16422320
11232880
8098580
17633200
27355.330

7
P
-
%
7
0
7
§
7
4
-
T
7
0
7

14950.000 [751103
20110.000(751102
57300.000 751103
11380.000(751103

9800.000|751103
18460.000|751103
14900.000 751102
|274684 000|751101
60000.000 751101

5680.670|751101
16422.320(751101
11232.880(751103

8098 580 (751103
17633.200|751103
27365.330|761103

07
07
07

Professional Senices
Professional Services
Professional Services
Waster Plan Update
Professional Senvices
Professional Senices
Professional Services
Proj 09199.00

Proj 0817410

Proj 08174.20

Prj #08174.20
Strategic Planning
Strategic Planning
Strategic Planning
Strategic Planning

1-100 of 143 [] Last

Voucher Gross Expected Wh Vndr Vndr Vehr $0
.m- YEEE .m-

F N N
F N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N
F N N N

Figure 24 - BOR_AP_1099_NONRPT_CONSISTENT Query

In the query results, the transactions that appear will not be reported unless both the
Vendor and Vouchers are marked as Withholding. As you review the query results, you will
need to determine if any of these items need to be reflected in 1099 reporting. If they do,
you will need to adjust the withholding using either Vendor or Voucher Line Updates.
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The BOR_AP_1099 MISMATCHED query lists those transactions charged to ANY account
where either the Vendor is marked as Withholding, but the associated Vouchers are not, or
where the Vouchers are marked as Withholding, but the associated Vendor is not. This
guery is different from the BOR_AP_1099 NONRPT_CONSISTENT query in that it is not

limited to only typically reportable accounts.

To run the BOR_AP_1099_MISMATCHED query (Business Process AP.075.115), follow the
navigation: BOR Reporting Instance > Query Manager > Find an Existing Query. In the
“Search by” field, enter “BOR_AP_1099_MISMATCHED” and then press the Search button.
You can choose to run this query to either HTML or to MS Excel. Both formats will openin a
new window.

To run the query, enter the following parameters:
e From Date
e To Date
e SetID

Setid: FRODO |0y

view Results |

i Al

28000 (02
28000 {02
28000 03
28000 |06
28000 09
8 |28000 (13
7 (20000 14
0 |20000 {15
¥

1

3

28000 |16
0 (22000 |18
28000 15
12 |28000 (15
13 28000 |20
14 |22000 |20
15 (28000 |20

From Date: 010122010 /n)

ToDabe: 12132010 W

Download results in ©  Excel SoresaShset oy TestFis (71 Kb)

BI0DOT4704 | Simmeans Eric H
000014704 | Simmans Eric M
0000021562 | Beatty,Clayton E
000400843 |Pro Acoustics, LLP
313 Waiker Valene
GHP Spaciaios
Worler's Cabinets and Woedworks
0000027335 |PAETEC
DUODOZTINE |PAETEC
0000027298 |PAETEC
0000027396 | PAETEC
0000300162 | Carler.Keynan L
DODUDTOSTE | Cathy Belaw, InG
BO00C10ETE | Gty Beluw, Inc
DO0ODOT0STS | Cathy Belew, Inc

o1
BANNER
AN
AN
AN
MaN
o1
o1
o1
o1

1
A
MAM
AN

193664 04004880
1951288 (04008712
194047 | 04005356
193557 |04004780
192644 | 04003711
192384 | 04002383
192660 04003735
191230 | 04001992
191364 04002138
181801 (04002638
192055 | 04002977
193963 04005267
191555 | 04002384
191555 04002304
191817 04002712

4960.000
4080 000
2830250
2651.870
36.000
AR08 000
£72.000
4025680
A028.190
4033 820
4095.320
21.750
1709.100
1708 100
1329.300

1| 4960.000 781191
1| 4960000781181
1]2830.250 219805
2| H12300|7T14100
1| 36.000 E51510
1| 4898 000 | 714100
1| 672000 714100
1] 4025600 | 771800
1| 4028180 771800
1] 4032820 | 771500
1] 4095320 771900
1| 21750 241500
1] 1708.100 651510
1{ 1708 100 | 753100
1[1329.300 727140

Fall 2010 Bd Sthirshp
Spiing 2011 Bd Schirshp

Higher dne Time-0u201002
ESTIMATED DELIVERY AND HANDUN
St Travel 57110

Spoel sacks for arinlaan
SuppliesDental Lab Rennoy
A0THISTS

41948753

42735431

ACC 158037

Relssus Ck#20714908

ASL Sves & Travel VS-1728110

ABL S & Trawol 15- 12810
Inderpreter Sendces

-m——m_mmm_

A Mm@ M TG T @ o m

7] 1-100 of 152 [F] Last

Y N H
Y N N
N Y N
¥ H N
Y N H
Y H N
H ¥ N
N ¥ N
N Y ]
H Y N
Y N N
Y N M
Y N N
Y H N

Figure 25 - BOR_AP_1099_MISMATCHED Query

In the query results, the transactions that appear will not be reported unless both the
Vendor and Vouchers are marked as Withholding. As you review the query results, you will
need to determine if any of these items need to be reflected in 1099 reporting. If they do,
you will need to adjust the withholding using either the Vendor or Voucher Line Update.
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It is recommended that you run the Duplicate Vendor Report. This report identifies
duplicate vendors that may require adjustments to combine Withholding totals for vendors
with duplicate Tax Identification Numbers (TINs). If these adjustments are not made,

multiple 1099s may be issued to the vendor.

To run the Duplicate Vendor Report (Business Process AP.070.125), follow the navigation:
Vendors > Vendor Information > Maintain > Duplicate Vendor Report. After entering a Run
Control ID, ensure that your Process Frequency is set to “Always Process.” In the Report
Request Parameters, make sure that the “Search in all SetIDs” selection is deselected. You

need to run this report only for your institution’s SetID.

In the Withholding group box, the most common selection is TIN. This “TIN” option searches
for vendors with duplicate TINs. If you choose to search using a selection in the Vendor
group box, you will not be able to use a selection in the Withholding group box.

In the Voucher Payment group box, select “All vendors have vouchers paid.” This will search
all of the duplicate vendors that had a voucher paid within the specified date range. You will

need to input the specific date range as well.

Duplicate Vendor Request

Run Control I::~ DUPYMDR Eeport Manager  Process Monitor

Run

*Request |D: 1 Duplicate vendor

*Process Frequency: | AIWaYs Proce: v

SetlD: |27000 |3 Searchin all SetlDs
@ TIN ) Name () One vendor has a voucher paid
) Name ) Short Hame () All vendors have vouchers paid
O Address ) Address From Date: 01/04/2010 |

Through Date: |12/31/2010 [[=]

Bl save ‘ Notify ‘

=y Add Update/Dizplay

Figure 26 - Duplicate Vendor Report Request

This process generates an application engine process, and then a Crystal report. Go to the

Report Manager to retrieve the APY3215 Crystal Report.

1099 Processing
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Report ID. APY3215
PeopleSoft Accounts Payable
s DUPLICATE VENDORS
Sort by: TN

Page No.
Run Date

1
121312010

Run Time 11:56:08 AM
581244003 Address
SetlD _ID Name Short Name TIN Withholdina Name Seq# ADDRESS
28000 0000400385  American Coach of AMERICANC 003 1 705 Lively Ave  Noreross GA 30071
Atlanta
28000 0000400547  American Coach of AMERICANC 003 1 705 Lively Ave. Norcross GA 30071
Atlanta
581682736 Address
SetlD _ID Name Short Name TIN Withholdina Name Seq# ADDRESS
28000 0000009814 Interface Electronics, INTERFACEE 736 Interface 3 P O Box 3680 Suwanee GA  30024-90
Inc Electronics 08
28000 0000400576  Petkov.Christopher PETKOVCHE 736 1 Institute of Framlington
Neuroscience, Place, NE2
New Castle 4HH. UK
University

Figure 27 - Duplicate Vendor Report

Withholding Balances Control Report

The Withholding Control Report is an optional report that lists detailed information for each

vendor with withholding activity.

To run the Withholding Balances Control Report (Business Process AP.070.115), follow the

navigation: Vendors > 1099/Global Withholding > General Reports > Withhold Control
Report. The parameters for this report include your SetID, Control ID, and the From/To

Dates. Remember, your Control ID should have been set up at the beginning of your 1099
Processing and should include your institution and reporting year (i.e., CSU_2012).

Withholding Control Report

Run Control ID:  1099_WTHD_RPT Report Manager Process Manitar Run
Setid: [28000 |@
Control ID: [csu_z010 |@
From Date: |o10112010 [

Through Date: [ 12/13/2010 |5

Save | L Return to Search | 1 Previous in List I +[E| Next in List ] [=] Notify I

[k Add

Figure 28 - Withholding Balances Control Report Request

The report will list the Withholding Vendors that have Withholding amounts during that
time frame specified in the parameters. The report lists the amounts according to Class.

1099 Processing
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Report ID APYI012Z PeopleSoft Accounts Payable Page No. 1
VENDOR WITHHOLDING BALANCES CONTROL REPORT Run Date 12/13/2010
Run Time 12:00:25 PM
Business Unit: 28000
Vendor ID: 28000 0O0OCOCO0ES Chime Judith Location: MAIN
Currency: uso
Entity: Internal Revenue Service
Mams Cantral TIN Type Tax ID Number: Znd TIN Profession Sex Birthdate and place
Chim 7 o
Company Indicatar Tax District Certificate type Certificate number Espiration Date. Direct Sales State Tax Withheld
L N 000
Children
0
Vendor Address: 1 Magngiia Cr
Jongsboro
GA 30238
United States
Type: 1093 1098 Withholding
Jurisdiction: FED Federal Basis Amount Liability Amount Paid Amount
Class: o7 Mon-Employes Compensation 660.00 000 000
Total for Entity IRS: 660.00 0.00 0.00

1099 Processing

Figure 29 - Withholding Balances Control Report
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BOR_AP_1099_ ADJUST

The BOR_AP_1099 ADIJUST query is one that you can run as needed. It lists all manual
adjustments entered for the selected calendar year. When you begin making adjustments
for the current 1099 processing year, we recommend that you run this query before and
after making the adjustments so that you can compare the results and verify the
adjustments were made correctly.

To run the BOR_AP_1099_ADJUST query (Business Process AP.075.005), follow the
navigation: BOR Reporting Instance > Query Manager > Find an Existing Query. In the
“Search by” field, enter “BOR_AP_1099_ADJUST” and then press the Search button. You can
choose to run this query to either HTML or to MS Excel. Both formats will open in a new
window.

To run the query, you will need to input the Calendar year you want to view the
adjustments for. In the query results, you will see the TIN, Vendor ID, and Vendor Name
along with the Payment Number, 1099 Amount, Adjustment Date, Withholding Class, and
the Date the adjustment was posted.

Calendar Year: 2010 |
Business Unit: [28000 |Q,

View Results

Download results in ©  Excel SpreadSheet CSVTextFile (1kb)

1-40fd

([ unit | TaxiD | Vondor | Location | Mame | Payment | 1099AMT | Holback Libity S50 | Holdback Amt_SBS0 | Dato | Class | _Posted |

128000 |025403155 0000300681  |MAIN Hynes Thomas J Dr Q000000002 950.000 0.000 0.000 12/31i2010 |03 04M16/2010
2128000 |025403155 0000300681 |[MAIN |Hynes Thamas J Dr 0000000003 950.000 0.000 0.000|12/31:2010 |03 04162010
328000 025403155 0000300681 |MAIM Hynes Thomas J Dr 0000000004 950.000 0.000 0.000|12/31/2010 |03 1041162010
|4 128000 (025403155 0000300681 |MAIN Hynes Thomas J Dr 0000000005 950.000 0.000] 0.00012/31/2010 |03 |0anar2010

Figure 30 - BOR_AP_1099_ADJUST Query
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The 1099 Reportable Transactions Report is known as the BORRY010. This is a report you
can run to show all 1099 reportable transactions, including adjustments. When running this
report, the data available is dependent on when you run it. Until you run the processes
“Withhold 1099 Report Post” and “Withhold 1099 Report”, not all columns on the report
will be populated. Only the “Amount”, “Amt Under Minimum”, and “Calculated Reportable
Amount” columns will be populated. The “Reported Amount” and “Difference” columns will
not be populated until the other processes are run.

To run the BORRY010 report (Business Process AP.070.300), follow the navigation: BOR
Menus > BOR Accounts Payable > BOR AP Reports > 1099 Reportable Transactions. The
report parameters include Business Unit and Calendar Year. You can specify a range of
Social Security Numbers if you wish. To run the report on all Social Security Numbers, leave
those fields blank. And, you can choose to print the mailing addresses of the vendors on the
report as well, if needed.

| 1099 Reportable Transactions
Run Control ID:  1099_REPORTABLE_TRNS Report Manager  Process Monitor Run
Business Unit. | 28000 &
Calendar Year: 'QD1U_§Q Print Mailing Address? il
From SSH: | Tossm
& Save | JS\Return to Search | +[E +[E] Next in List By Add
Figure 31 - BORRY010 Report Parameters
1099 Processing User Guide —v2012.0
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1099 REPORTABLE TRANSACTIONS
Clayton Stats University
Pags No. 1
Report IDs ECREY010 Run Date 12/13/2010
Business Unit: Clayton State University Run Time 12:06:45
From S8N: 0000000000 To 88N ZIZZZZZEZEZ Por Calendar Years 2010 Print Address: N
1099 SN MV Vendor ID  Nams WE WH Amt Under Calculatsd
Vndr SEN RI? WH? CE/Pmt Voucher Account €D CL Amount Minimm Reportable Amt Reported Amount Difference
003 0000300401 Tolley,Toria
003
192294 04003206 751110 07 4,792.00
102421 04003445 751110 07 260.00
193307 04004507 751110 07 4,792.00
193836 04005104 751110 07 958,40
104062 04005322 751110 07 958.40
104287 04005558 751110 07 953.40
194782 04006173 751110 07 1,211.80
104518 04005343 751110 07 1,211.80
195042 04006461 751110 07 1,211.80
105042 04006482 751110 07 3,500.00
0000300401 CD 07 Non-Employes Compsnsation 19,254.00 0.00 19,854.00 0.00 1%,854.00
008 0000015995  Ertep, Serdar
nog
104816 04006257 751110 07 100.00
104552 04006361 751110 07 205.00
0000015985 CD 07 Non-Employes Compsnsation 395.00 395.00 0.00 0.00 0.00
010 0000300378 Emsrginet GRMC
010
RI 102264 04003252 727168 05 53.40
RI 192159 04003141 727168 06 08 15.00
0000300378 CD 06 Medical and Health Care Pymnte 6840 58.40 0.00 0.00 0.00

Figure 32 - BORRY010 Report

The completed report will list each reportable vendor, along with their TIN and vendor ID.
For each vendor, a list of the payments and vouchers marked as withholding are displayed
along with their amounts, and subtotaled by Withholding Class. The Minimum Amount to
report is set according to Withholding Class and are:

01 — Rents: S600

02 — Royalties: $10

03 — Prizes, Awards, etc.: S600

04 — Federal Income Tax Withheld: $0.00
05 — Fishing Boat Proceeds: $0.00
06 — Medical and Health Care Payments: $600
07 — Non-Employee Compensation: $600

08 — Substitute Payments: $10

10 — Crop Insurance Proceeds: S600
13 — Excess Golden Parachute Payments: $0.00
14 — Gross Attorney Proceeds: $S0.00

The calculated reportable amount must meet the minimum for that Withholding Class in
order to be reported.

1099 Processing
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Chapter 6: Corrections and Adjustments of 1099 Items

After completing a review of the 1099 items, you may have found that some items need
adjusting. As we mentioned in the previous chapter, in order for transactions to be
reported, both the vendor and voucher need to be marked as Withholding. There are a
couple of different ways to make adjustments. You can adjust Withholding manually or
through Withholding Vendor Update or Withholding Invoice Line Update. Before making
any manual adjustments, it is a good idea to run the BOR_AP_1099_ADJUST query to use as
a comparison tool after you finish making updates.

Withholding Vendor Update

The Withholding Vendor Update process is used to change Withholding applicability, entity,
type, jurisdiction, and/or class. When you use this type of update, the system will apply the
update to all vouchers for that particular vendor. After completing the update, you must run
the Withholding Update Process.

An example of using this type of update is to change the Withholding class on a vendor.
Imagine that when you originally setup the Vendor in the system, you only applied the
Withholding Class of 02, which is Royalties, when they should have class 07 applied, which is
Non-Employee Compensation. To correct this situation, you would first make sure this class
is listed under this Vendor (see page 18), and then use this Update Procedure.

To perform Withholding Vendor Update (Business Process AP.080.040), follow the
navigation: Vendors > 1099/Global Withholding > Maintain > Update Vendor
Withholdings. You will need to enter a Withholding Update ID. And you will also have to
enter or verify your SetID and the Tax Reporting Year’s Start and End Dates.

In the Details section, you enter the Vendor ID that needs adjusting. You will also need to
select that vendor’s location. Remember, when we originally set up vendors in the system,
their 1099 Withholding information is housed under their Location. After choosing the
vendor’s location, you should see whether or not the vendor is currently set up as a
withholding vendor. First, enter your business unit. Then, proceed to the New Withhold
Details tab to update the information.

1099 Processing User Guide —v2012.0
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Withholding Vendor Update

Withholding Update ID: VEMDORUFPDATE

“\endor SetiD: 28000 |

*5tart Date: EI‘IJ'EI‘IJ'EEI‘ID |_1.! *End Date: | ‘12!3‘1!20‘10 |Ul

Customize | Find | View All | #H

Vendor Y MNew Withhold Details

First E 1 of1 E [ast

L, ; . . Current
Vendor ID Location Business Unit Ws—thhcﬂ d
10000024684, h ]l 128000 |QL y

[+ [

Figure 33 - Withholding Vendor Update

On the New Withhold Details tab, you will enter the actual updated information for the
vendor. You can change whether the vendor is withholding or not. You can also update the
Withholding class. To update additional vendors, insert a new row and complete the same

steps. When finished adding all vendors to be updated, save the page.

Withholding Vendor Update

Withholding Update ID: VENDORUPDATE

*Vendor SetiD: 2000 |@

*Start Date: 01/01/2010 [ *End Date: | 12/31/2010 |[
Customize | Find | View All | o First [4]

1 of1 El Last

Hew Jur HNew

* Hew . i
Vendor ID Location Wlthhcﬂ d Entity New Type {2[} Class Criteria
1[oooo0z2488d@ [1 @ [y v- IRs |@ [1009 |& [FED @ 07 |Q [=]
|

Figure 34 - Withholding Vendor Update: New Withhold Details

1099 Processing
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Withholding Invoice Line Update

The Withholding Invoice Line Update process can be used to update withholding
information for a withholding vendor at an invoice line level. In other words, if you only
need to change a particular voucher or voucher line, you can do so. You can change the
withholding applicability, entity, type, and jurisdiction per voucher line. Just like the
Withholding Vendor Update, when you are finished, you will need to run the Withholding
Update Process.

To perform Withholding Invoice Line Update (Business Process AP.080.030), follow the
navigation: Vendors > 1099/Global Withholding > Maintain > Update Voucher Line
Withholding. To complete the process, you can search by SetID and Vendor ID.

On the Withholding Invoice Line Update page, there are four group boxes along the top
above the Details section. First, there is the Vendor group box. This is a summary of the
Vendor you plan to update. The second group box is for Criteria. Here, you are going to
enter your Business Unit and the Beginning and Ending Dates of the 1099 reporting year.
Once you hit Search in this group box, all vouchers entered for this vendor during the same
reporting year will be listed in the Details section.

You can use the Defaults group box if you are updating many lines to withholding (Set All
Lines to Wthd) or not withholding (Set All Lines to No Wthd). You can enter the withholding
class combination you want to apply to your updated voucher lines. And in the Tax
Reporting Year group box, enter the beginning and ending dates of the tax reporting year.
The selection “Clear Updated Withholding” in the Criteria group box can be used to delete
all pending updates to voucher lines from the staging table upon save. This is for cleaning up
previous update requests.

1099 Processing User Guide —v2012.0
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Withholding Invoice Line Update

Vendor SetlD: 23000 Vendor Name: McDonald John J
Vendor ID: 0000021421  Lecatiom: 01 e

*Business Unit: 258000 Q *From Date:  |01/01/2010 |5 I

[Iciear updated Withholding  *To Date: [12/31/2010 s_t,
Withhold Entity: |IRS o Jurisdiction: la Set Al Lines to No Wthd |
Withhold Type: | & Class: [ __';o\ Set All Lines to Wihd |

*StartDate:  |01/01/2010 [+ *EndDate:  [12/31/2010 |&

First ] 150t 12 B Last

Customize | Find | View All | i

Current Withhold Details New Withhold Details

ﬁﬁ:ﬁ;ﬁi :]ﬁmm JEntity  Type  Jurisdiction Class E"”QSS Voucher  Line Invoice gié”“ﬂ Amount
1 [N #|rs Ja[ Ja[ Ja | |& 28000 04002198 11 1125M0 01/20/2010  100.000
2 [ ~|[rs @ [1008/@ [FED |@ |07 |@ 28000 04002505 11w 21810 02/25(2010 80000
3 [ ~|[rs |& [109e/a [FED |@ [07 |& 28000 04003004 11nv 212440 03/30/2010  90.000
4 [ ~|[rs o [100ee [FED |& |07 |@ 28000 04003388 104232010 0412902010 70.000
5 | ~|lrs |@ [1008@ [FED |@ |07 |@ 28000 04003805 105192010 05/26/2010  150.000

Figure 35 - Withholding Invoice Line Update

In the Details section are the voucher lines available for updating. The Current Withhold
checkbox indicates whether the line is set for Withholding or not. Under “New Withhold”,
you can set the new Withholding status. If you change a line from Withholding to Not
Withholding, you will see the Type, Jurisdiction, and Class fields empty. After saving the
page, you can go to the New Withhold Details tab to show what the new withholding status
is, as well as the status of the update. The status of the update will show “Pending” until the
Withholding Update Process is run.

Running Withholding Update Process

The Update Withholdings process must be run after making changes using either the
Withholding Vendor Update Process or the Withholding Invoice Line Update Process. The
Update Withholdings process is also known as AP_WTHD_UPDT. By running this process,
the system updates the withholding transactions that you adjusted and updates the
underlying voucher tables as well.

To run the Withholding Update process (Business Process AP.080.050), follow the
navigation: Vendors > 1099/Global Withholding > Maintain > Update Withholdings. On the
Withhold Update Request page, you want to select a Process Option of “Process All
Updates.”

1099 Processing User Guide —v2012.0
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Withhold Update Request

Run Control ID: - WH_UPDATE Report Manager Process Monitor B
*Request ID: \WH UPDATE | [WH UPDATE

*Process Frequency: | AWays Process v

*Business Unit: j_EBE”:”:'_ €8

*Process Option: | Process All Updates v

Figure 36 - Withholding Update Request

After the process completes successfully, you can return to the Update Vendor
Withholdings or Update Vendor Line Withholdings pages to confirm that the updates were
processed. On the New Withhold Details tab for both pages, the Criteria should show
“Updated” for those items you changed.

Manual Adjustments (Adjusting Withholding)

You can adjust withholding manually if necessary. This process is for manually adjusting
posted withholding transactions by vendor or adding withholding entries from a legacy or
third party system. Manual adjustments are needed if the transaction to be adjusted was
entered via a journal entry.

Whenever possible though, we advise that you make your adjustments through
“Withholding Vendor Update’ or “Withholding Invoice Line Update.” These types of
adjustments update the underlying Withholding tables, unlike the manual adjustments.

To adjust withholding manually (Business Process AP.080.090), follow the navigation:
Vendors > 1099/Global Withholding > Maintain > Adjust Withholding. You will make
manual adjustments for specific vendors when needed. First, you will search for any
adjustments previously made. To do this, enter the following in the Search Criteria:

e Business Unit

e Entity =IRS

e Type=1099

e Jurisdiction = FED

e Start Date and End Date = beginning and ending of 1099 reporting year

1099 Processing User Guide —v2012.0
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After hitting the Search button, any adjustments already made will be listed. If there are
none, you can begin entering adjustments on line 1. If adjustments are retrieved in the
Search results, you want to make sure that there is no existing line for the 1099 Class/Code
combination. If lines do exist with the same Class/code combination, you want to modify
the existing line by the amount of the necessary adjustment rather than inserting a new
adjustment line.

For example, imagine that an adjustment already exists for this vendor with a Class of “07”
and a Rule of “Rule 0”. If you need to make another adjustment for this vendor with the
same Class and Rule, you should simply modify the existing line instead of adding a new
one.

When entering a new adjustment, you will enter the following for each line on the Main
Information tab:
e Business Unit

e Entity = IRS
o Type=1099
e Jurisdiction = FED
e C(Class
e Rule
Withhold Adjustments

Vendor: 28000 0000009279 AN Watt Matt

Business Unit: 28000 | Q)

Entity: IRS a Jurisdiction: | Q. start Date: EI1J'EI‘IJ'2EI16IE
Type: (1099 Q Class: EQ End Date: 12’.31&016.&5 Search

First E 1 of 1 E Last

Customize | Eind | View All | i
' Payment Information j Adjustment Reascn

Main Information Tran=action Info

” X
W *Entity *Type *Jurisdiction *Class “Rule
Legacy [2000 |@, [IRS|@ [1009 |@ [FED |@ lo7|@, [ruLED|Q, [#]

Bl save | L Return to Search | [=] Motify I s Refresh 1

Figure 37 - Manual Withholding Adjustments: Main Information
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On the Transaction Info tab, you will enter amounts and dates. Under “Basis Amt”, you will
enter 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.

The Liability Amount displays the amount of backup withholding that is retained to remit to
the withholding entity. And the Paid Amount displays the amount of the withholding liability
that has been paid to the withholding entity. These two fields should always be zero, since
the GeorgiaFIRST model is not currently using actual withholding from 1099 payments.

For Payment Date, all adjustments should have a Payment date of December 31% of the
1099 reporting year. In addition, 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. Since we
use Payment Date, it should be the same date that we entered for Payment Date, which is

December 31° of the 1099 reporting year.

Withhold Adjustments

Vendor: 23000 0000009273  MAIN Watt Matt

Business Unit: 28000 | Q)

Main Information Y Transaction Info ”’ Payment Information "' Adjustment Reaszen

Entity: IRs |@, gurisdiction: | |, startDate: [01/01/2010 |5
Type: 1009 |G Class: /A Endpater [12/3172010 |5

First (4] 4 or 4 [F] Last

Customize | Find | View All |

Search

Bl save | L) Return to Search ‘ [=] Motify J % Refresh ‘

W *Entity  *Type *Jurisdiction *Class
Legacy [28000 |@ [Rs|@ [1000 | [FED |@ lo7la, [ruedla, @ =

Figure 38 - Manual Withholding Adjustments: Transaction Information

On the Adjustment Reason tab, there is space available for you to indicate why the
adjustment was made. The Creation Date is the date you are entering the adjustment, and
the User ID is the person making the adjustment. For the Description, you should include a

reference as to why the adjustment was made.

1099 Processing
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Withhold Adjustments

Vendor: 23000 0000009279 MAIN  WattMat

— 28000 |

Entity: RS | Jurisdicton:| |G StartDate: [01/01/2010 |5

Type: 088 |Q class: [ % enapate: [1zm12010 )5 _ Searh

First [4] 1 0f1 [¥] Last

Customize | Find | View All | i
Adjustment Reason

Main Infermation ‘I( Tran=action Info Payment Informaticn

Creation Date UseriD Description
121312010 WBLUINHM EOnIine Jrnl charges that should be reportable ! EI

Bl save | [\ Returnto Search | [=] Notify I s Refresh

Figure 39 - Manual Withholding Adjustments: Adjustment Reason

Each transaction row that you enter is then added to the Withholding Transaction table
(WTDH_TRXN_TBL). And it is added to or subtracted from the totals already in the
Withholding Transaction table. Again, it is a good idea to run the BOR_AP_1099_ ADJUST
guery before and after performing manual adjustments so that you can ensure the
adjustments were entered correctly.

After Making Adjustments

After you have finished making all necessary adjustments, you need to again review your
1099 items, as you did in Chapter 5. You will review, make corrections, and then re-review
until all necessary updates and corrections have been made.

1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013

51



§A§G§DRGIAEm/ﬁ§T

H
INFORMATION & REPORTING FOR TOMORROW
eeeee

Chapter 7: Running Withholding Report Post

Chapter 7

After all adjustments have been made and you have reviewed your 1099 items again to
ensure no more corrections are needed, you can proceed with running the process
“1099_RPT_PST”, which is the Withhold 1099 Report Post. The 1099 Report Post application
engine process populates the Withholding 1099 Table by extracting data from the Withhold
Transaction table and inserting it into the Withholding 1099 Table, if it exceeds the

reporting threshold.

The system then uses the data to create a file for the tax entity, or IRS, and forms for the
vendors. The system also uses the data to process corrections. You must run this process

prior generating withholding reports.

To run the Withhold 1099 Report Post process (Business Process AP.080.100), follow the
navigation: Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report

Post. On the 1099 Report Post page, you will enter the following:
e Request ID and Description: Enter an ID and description
e Process Frequency: Select “Always Process”
e Control SetID: This is your institution’s SetID

e Control ID: This is the Control ID your institution set up for the 1099 reporting year

(i.e., CSU_2012)
e Calendar SetID: This is the SHARE SetID
e Calendar ID: This is “A1”
e Fiscal Year: This is the calendar year for 1099 reporting
e Period: This is always “1”

1099 Report Post

Run Control ID:  'WTHD_1099_RPT_POST Report Manager

& Save | [=] Motify

Process Monitor

*Request ID: WTHDRFPST  pescription: WI/THHOLD REPORT POST
Process Frequency: ~/ways Process i
Report ID: US_REPORT
7 i
Report Date: 1211812011 Include Manual Overrides
*Control SetD: 28000 Q  scontrolip: ~ CSU_2011 & Clayton State University
*Calendar SetiD: SHARE C  =*Calendari: A1 S Annual Calendar-1099
*Fiscal Year: 2011 @
*Period: 1 Q. 1099 Reporting Annual Calendar

Run

E Add

Update/Display

Figure 40 - Withhold 1099 Report Post
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After entering all process parameters, you can save the page and run the process. When the
process runs to success and is posted, you are then ready to move onto the next step, which
is generating Withholding Reports.
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Chapter 8: Generating Withholding Reports

After running the Withholding Report Post in order to populate the Withholding 1099 table,
you can then generate the Withholding Reports. The Generate Withholding Reports process
(AP_APY1099) creates a flat file for the IRS and populates the “Withholding to Send” and
the “Copy B” tables.

To run the Generate Withholding Reports process (Business Process AP.080.110), follow the
navigation: Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report.
On the Withholding 1099 Report page, you will need to enter the following parameters:
e SetID
e Control ID: This is the Control ID your institution setup at the beginning of the year
(i.e., CSU_2012)
e Type of File/Return: There are three choices here — Original/Correction,
Replacement, Test. You will most often choose “0.”
0 O - Original/Correction generates the IRSTAX.001 File and populates the
following tables:
PS_WTHD_1099_COPYB
PS_WTHD_TO_SND_HDR
PS_WTHD_TO_SND_DTL
= PS_WTHD_TO_SND_PAY
0 T-Test generates the IRSTAX.001 File and populates only the
PS_WTHD_1099_COPYB table.
0 R -—Replacement generates the IRSTAX.001 File, deletes data from the
Withholding Sent Tables, and re-populates the following tables:
= PS WTHD_1099_COPYB
PS_WTHD_TO_SND_HDR
PS_WTHD_TO_SND_DTL
PS_WTHD_TO_SND_PAY
e Replacement Character: Leave this field blank.
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Withhold 1099 Report

Run Control ID: 1099 Report Manager

Process Monitor

Run

Language: English

T!E of Remacemel“
SetiD Control 1D File/Return Character
28000 Q Csu_2011 @ ola

Figure 41 - Withhold 1099 Report Parameters

After the process runs to success and is posted, you can retrieve the IRSTAX.001 file through
the View Log/Trace link. You need to review the contents of the IRSTAX.001 file and confirm
that the file meets IRS specifications. In the next chapter, you will learn of the tools available

to you to confirm your IRS tax file is correct.

View Log/Trace

Report ID: 1594977
Name: AF_APY1099

Run Status: Success

Process Instance: 2055261 IMessage Log

Process Type: Application Engine

AF_APY1099

Distribution Node: DNODE Expiration Date; I_

Distribute To
Distribution ID Type *Distribution [0

User WBUNMN

File List

Name File Size es Datetime Created
Redirected Terminal Output 279 1211312010 12:52:11.000000PM EST
IRSTAX 001 148 698 12/13/2010 12:52:11.000000PM EST

Figure 42 - Resulting IRSTAX.001 File from Withhold 1099 Report Process
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Chapter 9: Review 1099 Reportable Transactions

Once you have generated Withholding Reports, you can then review all 1099 reportable
transactions before producing the final reports. Once you have produced your IRSTAX.001
file, you should review the appropriate queries and reports prior to producing the 1099

Copy B forms.

BORRYO010

The BORRY010 1099 Reportable Transactions Report is the same report you ran in Chapter 5
(page xx). Previously when you ran this report, not all columns were completed because the
Withholding 1099 Report Post process and the Generating Withholding Reports process yet.
Now that you have completed these two processes, the report will show all columns as

complete.

The BORRY010 report shows all 1099 reportable transactions, including adjustments. And
the report compares the calculated reported amounts (before minimum applied) to the
actual reported amounts (after minimums) as compiled by 1099 _RPT_PST and AP_APY1099
processes in the PS_WTHD_TO_SND_DTL table.

To run the BORRYO010 report (Business Process AP.070.300), follow the navigation: BOR
Menus > BOR Accounts Payable > BOR AP Reports > 1099 Reportable Transactions. The
report parameters include Business Unit and Calendar Year. You can specify a range of
Social Security Numbers if you wish, or you can leave these fields blank to return all Social
Security Numbers. And, you can choose to print the mailing addresses of the vendors on the

report as well, if needed.

1099 REPORTABLE TRANSACTICONS
Clayton Stats University
Page No. 1
Report IDs BORRYO010 Pun Date 12/13/2010
Businsesa Units Clayten State University Pun Time 12:58:11
From SEM. 0000000000 To 88N, ZEEZEZZZZEZEEZ For Calendar Year: Z0l0 Print Address: N
1099 SsM MV Vendor ID Nama ADJ WH WH Amt Undar Caleulatad
Vndr SEN RI? WH? CE/Pmt WVoucher ? Account CD CL Amcunt Minimm Reportabls Amt Reported Amcunt Difference
0000300401 Telley,Toria
192294 04003206 751110 o7 4,792 .00
192421 04003445 751110 o7 260.00
192307 04004507 T5111L0 o7 4,792.00
103836 04005104 751110 o7 958.40
194082 04005322 751110 o7 458 .40
194287 04005568 751110 o7 258.40
104782 04006173 751110 o7 1,211.60
194919 04006343 751110 o7 1,211.¢0
195042 04006461 751110 o7 1,211.60
195042 04008482 751110 o7 3,500.00
0000300401 CO 07 Won-Employee Compensation 19,854 .00 0.00 19,854.00 10,854.00 0.00
ooe 000001538%5 Ertep, Serdar
ooe
194835 04008257 751110 o7 190.00
1943538 04006381 751110 o7 205.00
0000015025 CD 07 Non-Employes Compensation 382,00 395.00 0.0 0.00 0.00
o010 0000300378 Emsrginet ERMC
o010
RI 192284 04003282 727168 0s £3.40
RI 192155 04003141 727168 08 08 15.00
0000300278 CD 06 Medical and Health Cars Pymnts 62.40 £8.40 0.00 0.00 0.00
Figure 43 - BORRY010 Report
1099 Processing User Guide —v2012.0
© 2012 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2013

56




{1y GEQRGIAF/RST Chapter 9

wwwwww

1099 Withhold to Send Detail Report

The 1099 Withhold to Send Detail Report lists all the information created by the 1099
reporting process and is a replica of the data in the file that you are sending to the IRS. You
can use this report to review a summary of the data stored in the Withholding Detail table.
You can also run the delivered query “BOR_AP_1099_SND_DTL_TOT” after running this
report to obtain the totals which are not provided in the report.

To run the 1099 Withholding to Send Detail report (Business Process AP.070.195), follow
the navigation: Vendors > 1099/Global Withholding > 1099 Reports > 1099 to Send Detail.
The parameters for this report include:

e SetlD

e Control ID (i.e., CSU_2012)

e Fiscal Year: This is the 1099 reporting year

1099 To Send Report

Run Control ID: 1099 Report Manager Process Monitor Run

Withholding ReportID: US_REPORT

SetlD: 28000
Control ID: csu_2011 &
Fiscal Year: 2011

Figure 44 - Withhold to Send Detail Report

The resulting report is produced in PDF format, and is a replica of the data included in the
IRSTAX.001 file.

At this point, you should review the file and make sure that everything is correct. If it is not,
you will need to go back to Chapter 5 and make the adjustments. After making adjustments,
complete your review and re-run the 1099 RPT_PST and AP_APY1099 processes.

BOR AP 1099 SND DTL TOT

You can run the BOR_AP_1099 SND_DTL_TOT query to obtain reportable totals grouped by
class. These reportable totals should match both the total on the BORRY010 report and the
1099 Withholding to Send Detail Report. Once you have obtained the totals for the 1099
Withholding to Send Detail Report, you are then ready to balance and finalize the 1099'’s.

1099 Processing User Guide —v2012.0
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To run the BOR_AP_1099_SND_DTL_TOT query (Business Process AP.075.035), follow the
navigation: BOR Reporting Instance > Query Manager > Find an Existing Query. In the
“Search by” field, enter “BOR_AP_1099_SND_DTL_TOT"” and then press the Search button.
You can choose to run this query to either HTML or to MS Excel. Both formats will openin a
new window.

To run the query, enter the following parameters:
e 1099 Year
e Business Unit

From the query results, you will need to compare the “Sum Basis Amount” with the Grand
Totals on the BORRY010 — 1099 Reportable Transactions Report to confirm these totals are
the same for each Withholding code. You can also compare the “Sum Basis Amount” and
the “Count Setid” from the query with the totals in your IRSTAX.001 file. You can locate the
count and totals in “Record Type C” (Payor End of Data Record).

1099 Year 2010

Business Unit: (28000 |},

View Results
Download results in . Excel SpreadSheet CSvTextFile (1 kb)

1-4 of 4
T ewm | mEemeAm | comtses ]

639085530 182
201649.410 9
3800.000 1
860.000 194

N S
slwlol =

Figure 45 - BOR_AP_1099_SND_DTL_TOT Query

Differences in the count may be a result of vendors with multiple address sequences in the
1099 Withholding to Send Detail Report. The system will combine these vendors in the
IRSTAX.001 file, causing the IRSTAX.001 file to show a lower count.

The count provided in the “Count Setld” column is the number of 1099s to be produced for
that particular withholding code. Since the same 1099 may include multiple withholding
codes, a 1099 may be included in counts for more than one withholding code.

Once you have balanced and finalized your 1099’s, you can move onto the next step in the
process, which is producing the 1099 Copy B Reports for your vendors.

1099 Processing User Guide —v2012.0
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Chapter 10: Producing 1099 Copy B Reports
The 1099 Copy B Reports are the reports that you print out and mail to the vendors. You will
complete this step after you have made all of your adjustments, and balanced your 1099’s

as instructed in Chapter 9.

Run Process AP_COPY B

To produce your 1099 Copy B Reports, you are going to run the Print 1099 Copy B PSJobs.

To produce your 1099 Copy B reports (Business Process AP.070.040), follow the navigation:

Vendors > 1099/Global Withholding > 1099 Reports > Print 1099 Copy B. The parameters

that you must specify for this process include:

SetID

Control ID (i.e., CSU_2012)

Withhold Type: Select “1099M”

Vendor Select: You can choose to run the report for a specific vendor or all vendors

(Select All)

e Sort Option: You can choose how you want your Copy B Reports sorted — by Name,
by TIN, or by Vendor ID

o New for 2012: Mask Tin selection
Check this box to mask all but the last 4 digits of the recipients taxpayer
identification number. This is optional.

Run 1099 CopyB Report

Run Control ID: 1099 Eeport Manager Process Monitor Run
Language: English -
Withholding Report ID: US_REPORT Withhold Type: All -
*SetlD: 36000 Q Vendor Select: Specify -
*Control 1D: GCsUz01z G Sort Option: Mame -
Mask TIN
Customize | Find | View All | B First [*] 1 o¢14 [ Last
Vendor ID
1 Q [=]
& save | S\ Return to Search | +E| Mext in List ‘ [=] Notify | e Add |
Figure 46 - Run 1099 CopyB Report Parameters
1099 Processing User Guide —v2012.0
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When you run the process and the system takes you to the Process Scheduler Request page,
you need to select the correct PSlob, which will update the table used to print the 1099
Copy B reports and then produce the reports. The correct selection for this is “Print 1099
CopyB” (APCOPYB — PSJob). After clicking OK, you need to proceed to the Process Monitor
to wait for the PSJob to successfully finish and post.

Process Scheduler Request
User ID: QITCOX Run Control ID: 1099_COPY_B
Server Name: I - Run Date: 11/30/2011 E
Recurrence: ~  RunTime: 393 48PM Resetto Current Date/Time |
Time Zone: Q
Select Description Process Name Process Type *Type *Format Distribution
Print 1099 Copy B APCOPYB PSJob (Mone) - (Mone) + Distribution
OK Cancel

Figure 47 — Print 1099 Copy B PS Job

Reviewing and Printing 1099 Copy B Reports

Once the PS Job has run to success and is posted, you can select the APCOPYB link in the
Process Monitor.

[ Process List ' SenverList

User ID: OIITCOXj QL Type: ¥ Last: 1 Days + Refresh

Server: - HName: C, Instance: to

Run ~ Distribution - Save On Refresh

Status: Status
Process List Customize | Find | V First [ 1 o1 (¥ Last
Select Instance Seq. Process Type Process User Run Date/Time Run Status Distribution Details
I Name - — - Status I—

3101682 PSJob APCOPYB ONTCOX 11/30/2011 3:23:48PM EST Success Posting Details

Go backto Print 1099 Copy B

Bl Save | [=] Notify

Process List | Server List

Figure 48 - Select APCOPYB Process Link

1099 Processing
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After selecting the APCOPYB link, select the APY1099- Success link (3rd one in the list).

Process Detail

Process Name: APCOFRYB

Main Job Instance: 3101682

I_T"}_ 2101682 - APCOPYE Success
2 3101683 - AP COPYB RPT Success
I 2101684 - APY1099- Success

Return

Figure 49 - Select APY1099 - Success Link

After selecting the APY1099- Success link, go through the “View Log/Trace” link. From
there, you can display the Copy B reports by selecting the PDF link.

1099 Processing User Guide —v2012.0
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View Log/Trace
ReportID: 2592404 Process Instance: 3101684 Message Log
Name: APY1099- Process Type: Crystal
Run Status: Success

1099-MISC Copy B

Distribution Node: DMNODE

Name

APY1099- 3101684 FDF
Message Log

pssgltrace trc

Distribution ID Type
User

Return

File List

Distribute To

Expiration Date:

File Size (bytes) Datetime Created

731,156 1130020711 3:27:15.000000FM EST
0 1143002011 3:27:15.000000PM EST
497 1143002011 3:27:15.000000FM EST

*Distribution D
OITCOX

Figure 50 - APY1099 PDF Link

It is highly recommended that you review the 1099 Copy B forms prior to printing them. You
can compare the Copy B forms with the BORRY010 — Reportable Transactions report, which
prints in TIN order. And you can also compare the forms to the 1099 Withholding to Send
Detail Report, which prints in Vendor ID order. You also need to compare the number of
1099 Copy B forms printed with the number shown in the IRSTAX.001 file as part of the
finalization process. After you have reviewed and printed the 1099 Copy B forms, you can
then mail them to the vendors.

1099 Processing
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Chapter 11: Completing 1099 Processing for the Year

Once you have mailed your Copy B reports, you can then send your IRSTAX.001 file to the
IRS. In addition, you will need to run the Withholding Sent File process.

Sending the IRSTAX.001 File

When you are ready to send your IRSTAX.001 file, you will need to send it electronically to
the IRS. For detailed instructions on sending this file, refer to IRS Publication 1220. You can
find this publication on the IRS website: http://www.irs.gov/pub/irs-pdf/p1220.pdf. You can
also find more detailed information from the IRS at
http://www.irs.gov/instructions/i1099gi/index.html.

The due date for IRS Electronic Filing is March 31.

Running the WTHD SENT Process

The final step in the entire 1099 process is to run the WTHD_SENT Process, which is the
Withholding Sent File. This application engine process finalizes the 1099 reporting and file
creation process. This process records all the data in the file you have sent in the
Withholding Sent tables (PS_WTHD_SENT_DTL and PS_WTHD_SENT_HDR), and deletes the
data from the Withholding to Send tables (PS_WTHD_TO_SND_DTL and
PS_WTHD_TO_SEND_HDR).

Please Note: Do not run this process until you have sent your file to the IRS and received
confirmation of successful transmission. The system uses this information when creating
correction or replacement files.

To run the WTHD_SENT process (Business Process AP.080.120), follow the navigation:
Vendors > 1099/Global Withholding > 1099 Reports > Withholding Sent File. The
parameters that you must include for this process are:

e Request ID and Description

e Process Frequency: Set to “Always”

e SetlD

e Control ID: This is the Control ID that you have used through the current 1099 year’s

processing (i.e., CSU_2012).

1099 Processing User Guide —v2012.0
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Withhold Sent
Run Control ID: 1099 Report Manager  Process Monitor Run
Request ID: 1 WH Sent File
Process Frequency: Always -
Report ID: US_REFPORT
SetiD: 40000
Control ID: csul2012  |Q
& save | L Return to Search +E| Nextin List | [=] Motify ‘ E Add |

Figure 51 - Withholding Sent File

Once your process has successfully completed and is posted, you have officially completed

your 1099 processing for the year.

1099 Processing
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