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Introduction

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:

What is 1099 Reporting

1099 Process Flow

How to perform setup tasks for 1099 Processing
Entering Vendors marked for 1099 processing

Entering Vouchers for 1099 Vendors

Posting 1099 Vouchers

How to Post Withholdings

Inquiries, Queries, and Reports to be used to review 1099 Item
How to make adjustments and update the Withholdings
Running the Withhold 1099 Report Post process
Producing the IRSTAX.001 File

Producing the 1099 Copy B reports

Running the Withholding Sent File process

1099 Processing

© 2014 Board of Regents of the University System of Georgia. All Rights Reserved.
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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:

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

employee compensation)

Fees, commissions, rents, or royalties paid

Payment for prizes, awards, or legal services

Excess golden parachute payments

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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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Introduction

1099 Process Flow Chart
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1099 Processing
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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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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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:

Reviewing the Al Calendar

Reviewing Withholding Entities

Reviewing Withholding Rules

Reviewing Withholding Types

Reviewing Withholding Codes

Setting Up/Reviewing Report Control Information

1099 Processing User Guide —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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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:
SetID = SHARE
Calendar ID = Al
Fiscal Year = the 1099 Calendar Year (i.e., 2012)

[ Calendar Periods {_ Depreciation |

SetiD: 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 A | B8 First [ 4 or4 [ Last
*Year *Period *Beqin Date *End Date *Period Name *Abbrev
2012 1 01/0112012 [5 1213172012 [#] 1099 Reporting Annual Calendar 1 [=]
* Include Adjustment Periods Customize | Find | View All | 8 First [ 1 or1 [ Last
Adjustment Period Period Name Abbreviation
998 993 998 =]
& save | L Return to Search I +E| Previous in List | +[E] Mextin List] [=] Motify J Er Adcil EE] Update y ‘

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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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Chapter 2

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

i
|Internal Revenue Service

Description:

Withholding Entity

Last Report Date: 09/16/2010

‘EffectiveDate:  |05/252008 |5 “Apply Withholding: Payment ¥ gpape, =
*Wendor: 'iﬁlg@%ﬁl Internal Revenue Service  *Currency Code: |LE:O~ Dollar

*Location: %_M-""N |2 MAIN-1099 Reporting Location *Rate Type: I@T'Q Current
*Address: L 1a File Layout: | US 1099 Misc %) Round Option: | Netural 13

Eind|ViewAl  First 4] 1 op14 B Last

*Jurisdiction *C] ass Wi n :ﬂ.LLr!I_.to Rpt =

IQ fm —IQ Misc. Setup f ;
= = =

f Main Information \( Qidli‘tiunallulnfn \: i B

E i Create

*Business Unit T ) - *Hold

e *Vendor Category Withholding *Withholding Rule Description

Category e Payment

NoNE |@ [HoD @ [ [RULET  |@ 1099 StandardRule | No Hald +| =

; = i : e A ———t

[MonE | |RPT laa o [RULED @ ’éirlgpemem Withholding 'ys Hotd (&) =

NONE  |@  |wTHD a 0o [RULET Q. 1099 StandardRule | No Hold +| =

Save ‘ S\ Return to Search J [=] Notify ‘ %) Refresh ‘ [Es Add ‘ | I 4 Include History I BE# Correct History ‘

Withholding Entity | Entity Fields - Yendor | 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

© 2014 Board of Regents of the University System of Georgia. All Rights Reserved.
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Reviewing Withholding Rules (Optional)

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: RLULED
DS [Zero Percent Withholding Rule
Rule Information First [4] 1 of1 [ Last
*Effective Date: [01/011901 |5 ~Status: | Active v =
SurCharge %: | 0.00) additional Surcharge®%| 0-00| Additional Cess®%| 0.00]
Customize | Find | view All | 8 First [1] 4 or4 [M] Last
From Basis Amount To Basis Amount Percent Withheld Additional Amount
' 000 |999,999999,9999 0.00| | 0.00| [=]

Figure 3 - Withholding Rule 0

Pictured is RULEOQ. 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:
RULEO: Zero Percent Withholding Rule
RULE1: 1099 Standard Rule
RULE2: 1099 Rule for Royalties
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
© 2014 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 All | 8 First [4] 1.3.072 [F] Last

F Description

HOLD | |Hold Payment =]
[RPT | [Reporting Only =
[WTHD | [withhold =
B save | O\ Return to Search | +F | E Nextin ListJ [=] Hotity |

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 SetID. 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:
1099: 1099 Withholding

1099G: Certain Government Payments
1099I: Interest Income

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

User Guide —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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Withhold Type

Withholding Type: 10499

Bl 1099 Withholding
Withholding Class Customize | Find | View 4] B First [1] 4.44 044 [¥] Last
*Class Description Contract Reference

[01 | [Rents O =
02 | [Royafies ] O =
03| [prizes, Awarcs, etc O =]
l04 | [Federal Income Tax Withheld O =
EIS éli'i-sl:ui'n_g___llél-nc-.ltPfocee-ds |l (=]
(06 | [Medical and Health Care Pymnts O =
|07 -_ ?NUI’]-EleU’fEE Compensation | E|
08| [sustitte Payments = =
T‘IU ;Croplnsurance Proceeds [F] =
‘13 él?icess én_n'l'd'en-I'-;arachuté%\',rmn't-s [ =
[14__ ] [sross Atomey Proceeds. = =

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’ SetIDs. 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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014
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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 |

SetiD: [= 1~

00
Withholding Code: ' begins with

Search Clear | Basic Search Save Search Criteria

Search Results

1-5of5 [}

SetlD Withholding Code Description

4300001 Rent

43000 02 Royalties

4300003 Prizes, awards, efc.

43000 06 Medical and Health Care Pmis
4300007 Men-Employee Compensation

Find an Existing Value | Add a Mew Value

Figure 6 - Withholding Codes

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

SetiD: 43000  Kennesaw State University
Code: a7

Description: E-Non—Emponee Compensation

Customize | Find | view All | 88 First ] 4 op4 [H Last
*Entity *Type Wtishold | Jurisdiction Jurisdiction Description Class Description
Description S
IRs  |@ [1098 |@ 1098 withholding [FED o Federal [o7  |@ MonEmployee & =

Compensation

Figure 7 - Withholding Code 07

Withholding Code “07” for SetID 43000 has been setup for the following:
Withholding Entity = IRS
Withholding Type = 1099
Jurisdiction = Federal
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 User Guide —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014

16



= FCA TOWE

(IBEQRGIAZIFST.

PO
X

Li-Frardty Tiprlrem o Coanr

Chapter 2

Setting Up/Reviewing Report Control Information (Required)

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

e = [#| vendor Software Indicator

Enter your
tax id
number as
shown (no
dashes)

Transmitter Name 1: Georgia Gwinnett College

Transmitter Name 2.

| | TaxiD: 5, 270124693

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

Contact Email

1099 Processing

Address:

= E [ combined Federal State Filing

Payer Name 1: GEORGIA GWINMETT COLLEGE
Payer Name 2:

Control 1D: 2012

Payer Tax ID: 270124698

Employer's Ref #:

HMRC Office #:

Accts Office Ref #

Payer Information Eind|View sl First 4] 4 op 4 [H Last

F[=]

Figure 8 - Withholding Report Control Info: Payor Data
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Transmitter Information:

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.

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).

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 ( & ).

Transmitter Address Page

Country: USA Z Unitzd Gtafes

Nidress 1! 000 Lnlversity Center _are
Address 2

Bultlress 5

Uty | Awr e nzille

County: Lawinnet Postal:

State: GA

Ok Cancel

A Georcia

2001E

Transmhtter Fhane Fage

mrr e |
Teeuhane:
Fhcas Cxtenzion:

ETOMIT-Z000

+ax Numbar 1M e A

| e
“Telephuome:
Facme CETanzion:

ET04075054
(e

+ax Humber

L |

Payer Information:

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

processed.

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

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

click on the telephone icon ( & ).

Payser Address Page

Payen Comntiy: USA €L o syee
Addiess 1: TOCO UKIVERS TY CENTER LAME
Address 2:

Addiess 3

Cily: Lawar =n evil Pustal:  [30043
Stale: [ P
0K Cencel

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

| Payor Datz )" Vendors and Business Units '{_Piggyback States/Mumbers |

Units

40000 Q

SetlD: 40000 ConfrollD:  GGC_2012 Payer Tax ID: 270124093 GEORGIA GWINNETT COLLEGE

All Vendors [include Direct Sales Vendors

Business  Find | Visw All Firz:ﬂil 1of

Bl save | [=] Notify [Er Add UpdaterDispIay]

First ] 1 of 1 [+ Last

1 ¥ ast

FHE

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

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

On the Vendors and Business Units tab enter the following:

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

consistent with the business unit you specify.

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

Piggyback States/Numbers:

| PayorCata * Vendors and Eusiness Units | Pigayback States/Numbers ',

SetlD: 40000  Control ID: GGC_2012

Piggyback States

Piggyback States Process?

GA Georgia [ Payer Stzte Numbers
Q
uT Utah =

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

1099 Processing
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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.

[ PayorData j Vendors and Business Urits | Piggyback StatesNumbers

SetlD: 36000  Control ID: GC3U 2012

Piggyback States ind | View A First K] 12 of 2 [¥] Last
Piggyback States Process?

GA Georgia ] Payer State Numbers
L §

ut Utah

Save | =] Nofify

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

First (4] 1 of 1
[¥ Last

[H]l=

E Add | Update/Disply

When done, select the save button ( w ) 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
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved.
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Chapter 3

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:
Vendor Short Name
Vendor Name 1
Vendor Name 2
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.
Persistence: This status should be “Regular” for a 1099 Withholding Vendor.
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 —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014

21



NxGEORGlAﬁﬂﬁgz Chapter 3

M 5= REFORTING =YSTERS FOA T
A sz 21 e U-Fbeobty Sppimm o caiain

[/ ldentifying Information Y Address ) Contacts | Location ) Custorn

SetlD: 27000 Check for Duplicate

Vendor 1D: MEXT

“Vendor Short Name: HOMNMICHAEL
“Vendor Mame 1:  |MICHAEL HOM

Vendor Name 2: |
‘Status: |Approved @) ‘Classification: | Federal v

‘Persistence: |Regular [ HCM Class:

[¥]withholding Expand &l | Collapse Al

Open For Ordering

[l corporate Vendor [ mteruUnit Vendor

Corporate Vendor ID: | _Q InterUnit Vendor ID: | O\

(I create Bill To Customer

v vl vl w

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 —v2014.0
01/06/2014
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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:
Entity = IRS
Type = 1099
Jurisdiction = FED
Default Jurisdiction = checked; this determines whether the Vendor Withholding
information defaults to the voucher
Default Class = this is most often 07, however, you can select the appropriate class
as needed
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:
Entity = IRS
Address = Vendor Address
Taxpayer Identification Number = this is the same number you entered on the
Identifying Information page

1099 Processing User Guide —v2014.0
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Withholding Vendor Information
SetlD: 27000 Location: Tl A1

Vendor ID: 0000021546 Description:
Short Vendor Name:  HOMMICHAEL-001

Hame 1: WICHAEL HOM

1099 information Custormize | Find | Wiew Al | - First [ 1 or 1 [M] Last

Main Information Overrides Remit

e n P e Default ‘Default 1099
~Entity e ~lurisdiction Jurisdiction Class Status
[IRs |y [1094 ﬂO\ [FED @ 07 |[@ |RPT |Q Reporting Only + =]

Custornize | Find | view &1l | B8 First [0 o4 [ Last

Main Information e Additional Information

‘Enti *Address Taxpayer ldentification Number
GEN SN L 1& |g87e5432 | E =
Qk 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: Reporting Tools > Query
> 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 —v2014.0
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View ~esults
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RHETNENY 1-1200f 2213 [ Last

Hold e
e e R B R
I=5

= 23200 UUUEEUUU3Q EIKDQIQITE el O (& S ¥ marl ortrEn T10ge FED \ 12mai2010
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9 23000 000CCO00G3|Grener.cshuaF & & ¥ MAM  |0W01AS0° 133 108 FED ¥ o7 RET D N D N 7 912002
10 | 73700 | nonccanoan|Rarg, Ryan Iy s |y MAM oS- 158 088 FFR ¥ o7 RFT [m m n n 1 400

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.
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Invoice Information % Payments | Youcher Afiributes
Business Unit: 27000 Imsoice Number: _'NVDEDSQDDK
Voucher ID: MNEXT Invoice Date: _.UEIDSIEDU?__.!?EJ .
Voucher Style  Regular Action: | Run

PO Unit: :Q Purchase Order: Q Copy PO Worksheet Copy Option: _- Mone ¥
Vvendor:  [DOODDTEISE QL *Pay Terms: [DueMow ~| T  BasisDtType InvDate

Name: TURNERJ-D04 |2 Control Group: | & Comments

Location: 'MAIN [ Accounting Date; | 162372007 |[5

“Address: 1 Q Advanced Vendor Search  *CUrrency: :USD:Q Hon Merchandise Sumary

2 [ 150,000  Calculate
% o il Total: 150000 Withhalding
1076 Lucky Street
Packing Slip:

Lincalnton, GA 30817

Invoice Lines

E| Line *lD.i_.strihl._r.te byl I_tem Descriptiun Quantrly UOM Llnil Price ) Extended Amount
1 | Amourt v | | & Speakerfarstudent event j la L 150, DEIEI
_Ship To SpeedChart
AN Q| Q [luse One Asset ID w
lr’ GL Chart ‘( Exchange Rate ( Sttistics | Aseels ”;. '
Amount Quantity *GL Unit Accnunt Fund D_em Program Class Project BudRef E
=] 1| 150.000]] '_2?DEIEI Q [751108 Q 1DDEIEI Q 1048200 |C, 14800 Q 11000 |3 jQ 2007 |
Invoice Lines
Misc Charge Amount |

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
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“Applicable” checkbox to deselect the corresponding Entity/Type/Class combination if
needed.

Withholding Information

Harkto voice

Unit: 27000 Imsoice:  WWOG0S2007 Vendor: 0000016158  TurnerJdack E
VAT Entity: Voucher: MEXT Date: asfoarzo07
Postpone Withholding
Invoice Line Withhold Information Find | Wiew All First [ 1cf 1 [+ Last
.
Line Description Withholding “Withholding Applicable HE
codd
1 Speaker for student event | _|O\
Withholding Details Custornize | Find | Yisw &) 2 First [4] 1af 1 [+ Last
' ‘Withholding ' i
i 5 @ | 2 Contract  Rule Apphs 4
A £l & * poa oLl plsali
Entity ; Type | *Jurisdiction *Class .Basm_nmt Reference Override Withholding Applicable
|Override
1|irs | (108 @ |[Fep |@ o7 || Il |1 & Payment =l

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:

Post Bank Account

Post Payment

Post Payment Method

1099 Processing User Guide —v2014.0
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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 ID:  PAYMENT_POST Report Manager  Process Monitor .
Request ID: 5'1
Description: E'Post F'a\,rments'
*Process Frequency: ;lAIways Process o]
*Post Payment Option: ;-Post Bank Account v
Post Payment List Find|ViewAll  First (1] 4 of 4 [¥] Last
SetiD Bank Code Bank Account Payment Method Payment Reference
198000 | [MBOPR |C, |oPER (& =
Save ‘ [=] Motify J Ls Refresh [Es 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:

BOR_AP_1099_PMTS
BOR_AP_1099 JE
BOR_AP_1099_NONRPT_CONSISTENT
BOR_AP_1099_MISMATCH

We will review how to run these queries and what results they produce in Chapter 5 of this
User Guide.
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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: 1099 Run

Eeport Manager Process Monitor

"Request ID: POST Description: POST WTHD TRANSACTIONS
*Process Frequency: Always Process -
*Post Option: Post by Business Unit -
*Through Date: 1213112011 [
s Customize | Find | view Al | Bl First [4] 4 or4 [M Last
Include Tﬁsi"e“ Description
¥ 23000 |, =
B save | S\ Return to Search I 18 F t| +E MextinList | [=] Motify B ﬁ\r_ldJ 5

Figure 17 - Posting Withholdings

Once you have finished running “AP_WTHD”, you can proceed to the next step in processing
1099s.
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Chapter 5

Chapter 5: Review 1099 Items

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.

First [ 1-10 of 10 [+ Last

Vouchers By Vendor
SetiD: 28000 VendorlD: 0000300401  TolleyToria Location: MAIN
Start Date: [01/01/2010 |5] EndDate: [12131:2010 |5
Withholding Transactions Customize | Find | View All | i
Basic Information Y More Information |
W Voucher 1D Invoice Number Invoice Date Entity Type
28000 04003295 103SCER400 04/12/2010 IRS 1099
28000 04003445 104PARE4021  05/02/2010 IRS 1099
25000 04004507 104CCER400 06/30/2010 IRS 1099
28000 04005104 TICCERA0D-  ga196i2010 IRS 1099
81910
23000 04005322 Emcmmm“”g 08/30/2010 IRS 1099
28000 04005568 1;1CCER4UWSEF’ 00/23/2010 IRS 1099
28000 04006173 JSEECER“UU’O“ 11/03/2010 IRS 1099
28000 04006343 EQECER‘DWNO"’S 111112010 IRS 1099
28000 04006481 ;;ﬁcmwmm“ 1112212010 IRS 1099
28000 04006482 112TATT103 11/22/2010 IRS 1099
Bl Save | J[LReturnto Search | [Z] Motify

Jurisdiction

FER

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

Selilx 2E00]  vendori: 00DC2004C°  TolayToric Location: WAL,

StartDate: [JUD1/2010 |5 End Date: sezrch

vatnnoiding Iransactons

[ Ezeicln‘cimation i More Infermetion

., L il 3 i il gh i =y L= &

Lm‘t Mowche 1D inice Burmbeg lasy D piplion Rkt At Withleoldfng danounl Cupency Sofll Codo Bavk Avcound  Paymenl Refu apce Date
28007 [400339R INASCFR400 07 E;g‘ggﬂg{ﬁ | 4797 00 LD 28000 WMANFR OFR4 192764 aaInIa1n
28000 (4003445 104PASE40ZT 07 I@;m”{pgi'g;gﬁ 1 263,00 U3D 28030 M3OPR OPR4 9245+ 051032010
20000 C40ME07T fMdoCCRen o7 [T ETEeS 1 4792.00 usD 2000 MIOPR OPR4 <9207 06120/2010
20000 C4005104 JHISEERED o :ff:;f:ﬁ":’l’l‘jﬁ 1 95340 USD 20000 M3OPR OPR4 +92326 00/6:2010
28000 c40dgzpp |1TCRERINAD o :ﬂ:&*ﬂm‘mﬁ 1 95340 USD 23000 M3OPR OPR4 “04082 0010112010
28000 LeuaEss ];"'::ER‘UU"SED o g;g‘g:ﬂ;ﬁ 1 Yb2.40 usD JBUIL NZUFR OFHE ST VU0
PR LADIET 13 HQECERJUU’O" a4 g;;;g;':‘s':;z: 1 121160 usD LBUIL MSUPH OFRA “gassy 103010
28000 cagoeas |TCERAMNA g;:;;’:ﬂ';‘;:; 1 1211.60 usm 28030 M3OFR OPR4 ~9a319 11 1:2010
28000 C£006481 12121%"ER4°°’N:'" 7 g;pﬂ'ﬁé‘;ﬁ'gﬁgﬁ I 1211.60 UsD 28000 M30PR OFR4 *95242 11:2312010
28007 CenAdR?  11FTATTI0R e E;:ﬂ'ﬁg;‘;‘:’;ﬁﬁ I 250700 Lsn 2R000 MANPR OFR4 (9A742 11232010
B 3ave | SRetomto Ssach| T Hotify |

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: | 28000 |Q, From Vendor ID: E'U_U_u_uéuﬁq.u:iq From Vendor Name: | |,
To Vendor ID: :_DU_U_U3_UU_4U_O\ ToVendor Name: | _!Q
*fromDate:  [01/01/2010 [ *To Date: (1211312010 |5

Reset Criteria I

Payment Details Find | View All First [4] 1org Last
SetlD: 28000 Vendor 1D 0000300401  Tolley Toria
Pay Method: Check Payment Ref: 193307
Payment Amount: 479200 USD Vendor Liability Amount Paid: 479200 USD

First 10f1 E Last

Customize | Find | View All | #

Withholding Information Remit [==H
A 4 ! E! i o —
Business Unit  Voucher ID Payiieni ‘Pejuies: Gross Doyl Mtk Ry Porsss Withhold Liability Currency
Count Type Amount Amount
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 —v2014.0
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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 |50  EndDate: |12/13/22010 |5

EindJviewall  First 4] 101 [ L act

Business Unit: 28000 Clayton State University

Customize | Find | view &1l 8  First 1] 4 or1 [F] Last
Entity Type Jurisdiction Class Description Basis Amt Liability Amt Paid Amount Currency
IRS 1099 FED 07 MNon-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: Reporting Tools > Query > 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.

Sfart Dte:
L Datas
Rasinn-ss il (20000

Wlgws Reaiia
Dhowrloaed rosuts 00 Cize SpresdSrest ZovTestlile (477 ko)

By AT AT AR [ e
-m—m_mmmm eterence | Voucher [Line [Cistraon Ul beser [ Account] amount_[Vendor WD | Voucher Wi
1 *azmall Tl - alagice B F o eaanniang [va sl [nammond (100Tan rad0aaE | o o Mocs RoodsSan TETIRR | CRARITI0 Y I “A331 090
¥ Tollex 1ona LSS (L1 T LT I (1 R T X PR R 1 S * [ Es sk 11U | drgE D | 409 Ll
ERTE Tulez Towica £ (raioancan WAN (n7 [amAaon 190421 [r4a0adds| - - 1 04PAR=40D TR0 | 2R SO0 Y I¥ PR30
1 s Taller Tona 5 JLommsiat (YA U (DGOt | THsE0r [Laddnts | - * | MCCERAL U110 | A (i 18 LY
5 [ Talley Tarla n [mooancandt (wan  [r7 [anesncd [1aadf [radosins| - * RO R A TS0 | 856400 I AS0 470
G ooz Tallex Toria ) [CI03CCA0T (VAN |07 J04,2070 124082 |£4005322 T 75110 ace 130 ¥ 3 A5e 420
T |03 Tallev Tarla C  l02a030Ca0d (MR 67T [DaedEc 3 13 4005563 | = TSI1°0 | 950400 ¥ |* 950 430
& |0z Tulley Turiy £ C2030C401 WA 7 10220 |C4I06173 TEI10 | 12112 ¥ ‘2ZHEND
g U lolles 1onia S T T T R s B TV T PR R R - K AT ew U 4D 21100 |¥ AR
10 Tolley Torksi e |rmoaccant o o7 [cemana 195047 [rdoneesc | - <[ IPFn RO 22 17 7RG v 1 FI
1 vz lalle Toria e |rusuea (van o AR P TTT P NI 51170 i 0L Y
15 [ang =rea, Zertar e lraonnieans [0 7 116B3E |MAMNAZET | - TR0 ¥ 10 £30
T g =rea, 3erdar O (P e TR UF o UHBEETY T398E LA0UGSET 51170 T L LY
14 [0 Zrergines SRV S [r [caoaceame van (65 [3sbaccod (13215 [cadodia - [vedserdces-Dars = Dcuglass 727130 ¥ 1500
1E [0 S agine. SRY T iF (0220300378 VAN |05 0412002013 | 132284 (4003282 1 ¥ Phillips- Z041211102 Tavise s 52 4100
1€ [0 3 entaelnt Urgen: e Center, LD [T |£220300227 |- €3 [eH2e000 [13-200  [c4dozodz| - - [ved Seestian 10 TETI30 | 33E 100 ¥ ¥ 336 020

Figure 22 - BOR_AP_1099_PMTS Query
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Chapter 5

BOR_AP_1099 JE

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:
Reporting Tools > Query > 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.

ralenenr Year | 2L
Busness Urat | 22000 |G

Vigw Fesuliz |
Diowrioad résUTs N Sue JpresdS-set 239 TedFils (45 lk)
Voo A 1700 1|y Last
| Uil | Twical W4 CO mmmmm BudgiPoricd | fanound | Jouwal D fLineE ] lwlesa | ea
1 20200 (0 '.‘ 13100 12200 7320000 4300( £15.600 CII04E2IT 1 JE’\ 2010 Yan L zaqe vanUsacs a1uar.-’20 13- 1208w
2 28000 |0 F00C 10300 |7 i6000 17200 Tooon AaOr| rnn.:r a7l e 2010 L g | g ||||||_,-'7nﬂ Cone
v PR i AL 1220 4200000 (21700 EVITS LEBOL LII04Ez 2 dzn ML van Lsage Wan Usace anuary SU1) - Cnewr
4 2ETIO (T FAHION 1000 |TRI0200 1100 1:000 A A0 CII04FFRT ] 4Lk 200 L s Vg ey 2010 Cone
b g g LR ERLUE RS ST LIV R P 117oo ASLOPL LI LIGE i) ‘E"’ -Mon-Hez =state “DHLE dars Hems - Z3%a Lap
fi 2ETIO 00 T1ron 0500 210167 15300 1000 JROC | TII04ETAR0 1fin llﬂ'\gr marrk & 1 n vanllsacn ¥oen 2000 Tanennl
f 200 ERERLA ALE0 [ AUZOUCD |EEtou 14000 SLAUL | LII0EL G0 & \-an Usage marck <J U Van Usaga Y201 2010 - Laaval
i) 2000 100 14300 (730007 {14700 4100 FAOC | II0457360 an lI%agF ~art 7170 2000 - el
g 28100 [Tt FAHOC (10000 240010 (1240 1:000 47400 04575360 4 Van Usage marck 2170 27 2010 - Shavsal
ic  |26z00 | 1300|1200 (FI900CD  (EIT00 43000 55,000/ 0230452360 S van Usaqge marck 23°0 207 200C - 2ol
1 28300 |G F1iac 10300 2210002 17200 11006 * 400 | C200452360 € [Van Usagy il 2370 S 2010 Shovl
12 (26320 |C- T30l AC00 |ZA0610 12010 1" 000 26.000 | CII0452360 7van USSQE "\arcr 20 =00 2010 - w3l
13 (28000 | T80 15030 4000007 (53000 40100 400 £)I04E7 380 A L Sl 2370
14 |2E_a0 U LRERLIS LS LU ey L1 S 1 17 0oL L7200 | LD 360 ¥ van Usaqge marck ¥1°0 vl
15 [28000 |6t T SRO00  |TEIAACT 14400 Fonr A4 FO0 007 | FA048258% SR Mon R Sl Srda e sing Fallooe S

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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BOR_AP_1099 NONRPT_ CONSISTENT

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:
The Vendor is marked as Withholding, but the associated Vouchers are not, or
The Vouchers are marked as Withholding, but the associated Vendor is not, or
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: Reporting Tools > Query > 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:
From Date
To Date
SetID

Frown Thabe:

EE =

Stk

Wiew Rl

Mwricad resns in - Zood Spesdfoec GEVTsIEL (G7 kb

RERE

Valrner Gross

Une( Amount |Account|

Aol

[muy|La [BU2sozse 1 Easan s L4204 | 1448l 14850000 1 1ausI00L cressions Geraess [ 5

B '|.c 31 [n4a047e3 actnoon| 2017000 S o Aot [ [5
oLt L LIRS 1 % : LeEIUOUL| 0 Gezinoon ssionz Hemcas [ [
4 |mon|te 0r70285 3 3 2 vizn0on| - 113371000 (F 17 L adatn [ I
L mont et lovz oz 112 DA VEIUOUC|  BEIADOL ssianz Hamcas i [
€ |20000|cs acz302880 154559 04235702 10430000 - 10433000 [retessions serdces I [
T80 |T4 lorzanzecs) [ 124314 04208302 | 14600.000]  © 14600.00C 75° 102 AL Senics H [
[ T o2 sani sy w Jlstaratiz, Ine wAM [1eive|uanaeaan LAARIAUDL|  2A8EIADOL| 50101 0f n 3
[ERETT T AEn [arn 400 150 £ Lol s VA | 1E3RA | NANIAAAT AERANOOE| ¢ AOCAYO0R FAC 101 07 In (T
||y JoLzaou 0 WAt 3 LLANGA] C LLELBA 001 0 [ [
11 78000 |A 067807130 S v | © ARsR R0 TA0 07 I [
1 |BoL |z OLHULAD F2apas L var Mesasl| ¢ Alesigel|ocm o7 I [
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11 |z8000(23 00200470 Feapas Cor = llig Grovs VAN [182751(0400381 17633200 ITE3R20C751108 07 e [ 3
15 |z0occ |23 00Z34D04°0 Teopas CorsngGrovs =z WA 193350434507 | Zma| ¢ s Ter o7 = ~anr - I "

UCD o 43 5] Las

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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BOR_AP_1099_MISMATCHED

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: Reporting Tools > Query > 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:
From Date
To Date
SetID

W eIl

Ciowrloed resulls 1. zxe Sareacdrse; 22v so-ge (7110

=130 91152 F Last

-mm__m ouchse Grass Amout | ina | umound | necount Vet i

I 28000 07 AAGNIATRE Fireon e FriczH 7 IR 14074380 SERATON| 1| 49R00CY TAIAT (FAIZA 0 F Schibel o [ E
2 20000 0% 3030714702 GirTansCiell o 13510€ |D4CIET1E 2830.000|  1]4360.002(731791 | SpAne 2671 3¢ 3airshg 5 ¥ " Jx
3 gLy s [ILIURAALS ey Lastor = ESHNZR 18017 [ILaL s ZE30EDL| 1|Zd30E00[27P0L | Higher Ora - me-OuaL D2 3 = i 3
& 2sorn oF WAOEALT Prr e 2| F HAL 1IAERT [IA0I4TAR ES1E70| B| 212300 74000 |FETIMATFR DL RESY AT HALT W | 1 ]

s 20000 0¢ 13030200313 Wtk il e MAN 132644 04023711 3000, 1| D8.0C3EZISIC | S Trewel STIC 5 ¥ n i
6 20000 13 13030200322 GNP Spediahies M 132364 04033003 SE30.000]  1]4390.003[77470C | Spert 2acks %or ar anfztor 2 B " |

£ o 1 JLUUHLH/ Wor sYs Uaomats Zne doocwors MAT  THELGE MU LOLLOL| 1| SSE0LY AL | SuppliesiDets _20 Renoy ] ¥ H

& 25000 IF AANTICR PAFTER ' T 101728 04017907 SEORER| 1| 492R AR TTINON |40TI0ET ) = H v

9 20003 1% I0INZTIES PACTZC [ 131364 040227 3¢ atzpden| 1) 43204%3 771300 |4 1l v .
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LB B 4R U CHLEA 455 PAR =10 o VEARE 4 AL A 1] 4180 AEUN * N X

1229003 16 ICIO0C7ED Tl Keznien L | 132087 94006267 aisc| 1| 207ealzaisoc 3 B H

13 2c06) 2¢ WAL 131555 04C32304 7390000 1[170903 E5131C F v i v
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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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Chapter 5

Duplicate Vendor Report

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 SetlDs” 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 ID:: DUPVMDR Report Manager  Process Monitor

Run

*Request ID: E éDupIicate vendor

*Process Frequency: | Always Proce: »

SetlD: QB?DDU _Q Searchin all SetlDs
& TIN ) Name () One vendor has a voucher paid
) Name ) Short Hame () All vendors have vouchers paid
) Address ) Address From Date: [o1/0112010 IED

Through Date: |12/31/2010 |5

Bl save | [E] Motify ‘

E Add | Update/Display

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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Repor:D:  APY3215 ) Fage Ne. 1
Pruphe3uil Aveuunls Payallhe Bun D 124315010
1 Data 4312
. DUPLICATE VEMDORS B
sortbv: T Hun lime 11:56:08 AM

381244002 Address
SetlD ID Namea Short Name TIN Withheldina Name Seq# ADDRESS
28000 Q0UD4003%y  American Coaczhof AMERICANG [UiE} 1 A05 Lively Ave Nercross GA 30071
Aflaata
28000 0000400547 Amitvicsm Cosachiad AMERICANC 003 1 705 Lively Ave Nercross GA 50071
Atlanta
FRIGEZTYG Address
SetlD  ID Name Shart Name TIN Withheldina Name Seg# ADDRESS
28000 0000009814  Turerface Clectron:cs, INTERFACEE 736 Inierfzce 3 T O Box 3689 Swwance GCA 30024-69
Inc Elcetronics o8
FRO00 0000400576 Ferkor Chrisiopher PETKOVIHR 76 1 Institute of Framlingroa
Menrnscience, Place, WF2
Mew Castle 4HH. UK
Unmercity

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 Contral I 1099_WTHD_RP™ Report Manager Process Monitor Run
Setid: [28000 |
Control ID: [csu_2010 [y
From Date: [t 1i2010 [
Through Date:  [12113/2010 |5
Save ‘ (£ Return to Search | +[F Previous in Lst ‘ 4] Nextin List | =] Notify | EkAdd ‘

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.
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1099 Processing

Figure 29 - Withholding Balances Control Report
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BOR_AP_1099_ADJUST

The BOR_AP_1099 ADJUST 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: Reporting Tools > Query > 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.

Calondar Year: [2010 |
Fiisimess |Inie: EBDDD =3

View Resuls

Diownlozd reculis in - Escel SpreadShest CSYTexFile (1kb)

1128000 025403153 COCC300081  |MAN Hvmes ThomasJDr 000000002 950.000] ocee 0.000 127312010 03
2|20000 025400155 CCCCI00BO1  |MAN Ilmes,Thomas J Dr 0000000033 950.020 ocec 0.000 12312010 02
3/20000 025403155 CCCCI00S01 |MAM  |IbmesThemasJDr 0000000034 950,030 0ECC 0.000 12312010 02
£]23000 025402155 CCCC200681 |MAM | HwnesThemasJDr 0000000035 |  950.300)] oece 0.000 12212010 03

1-40of 4

[ | unit | TaxiD | Vendor | Location Name Payment | 1039 AT | Holdback Liabiity-SH$0 | HoldbockAmt-SIB$) | Date  |Class | Posted |

044612C10
04MBI2C10
04HMBI2010
|04neizc10

Figure 30 - BOR_AP_1099_ADJUST Query
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BORRYO010

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.

f’ 1099 Reportable Transactions \ul

Run

Run Control ID: 1099 _REPCORTABLE_TRMNS Report Manager  Process Monitor

Business Unit: 28000 | Q&
Calendar Year: | 2010/Q, Print Mailing Address? []
From SSHN: To SSN:
& Save | S\ Return to Search +[E] Next in List s Add

Figure 31 - BORRY010 Report Parameters
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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.: $600

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: $0.00

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

Please note: If there is a need to update a vendor’s location and/or address for 1099’s,
make sure that the updates made in PeopleSoft are effective dated with a 2014 date
(12/31/2014) or before.
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Withholding Vendor Update

.Withh{rlding Update ID: VENDORUPDATE

*“Vendor SetlD: 28000 |

*Start Date: 0110172010 |5 *End Date:|12/31/2010 |[5

Customize | Find | View All | i

Vendor

First El 1 of 1 E Last

] I ) : Current
Vendor ID Location Business Unit Withhold
100000246840, b ]& 28000 |Q %

[+ [

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

Wﬂhhﬂlding Update l[i."-,"ENDORUF'DATE

*Vendor SetiD: 28000 |Q

*Start Date: 010172010 | *End Date: 12/31/2010 |5

Customize | Find | View All | i

Vendor % New Withhold Details

First [4] 4 014 [ Last

= : Hew - Hew Jur Hew
Vendor ID Location m_thhcr] d Entity New Type {:—[} C_iass

Criteria

[+] [=]

Figure 34 - Withholding Vendor Update: New Withhold Details
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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.
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Withholding Invoice Line Update

Vendor SetlD: 23000 Vendor Name: McDonald John J

Vendor ID: 0000029421 Location: 01 Withholding: ¥

*Business Unit: (28000 |G,  *FromDate:  |01/0122010 |5 ‘
[Iclear Updated Withholding  *To Date: [123172010 [

Withhold Entity: IRS 'EQ Jurisdiction: e Set Al Lines to Mo Wihd |

Wiithhold Type: | & Class: j la Set All Lines to Wihd |

‘StartDate: 010112010 |5 *EndDate:  [125312010 |&i

Customize | Find | View All | 88 First [ 150r12 B Last

Current Withhold Details New Withhold Details

uﬁd ?ﬁmmm Type  Jurisdiction Class %U‘oucher Line Invoice gié”"ﬂ Amount
1 N wrs & Ja| Ja [ |« 28000 04002198 1 Inv 1/2510 01/20/2010  100.000
2 [ w|[rs & [1009|@ [FeD | [07 |@ 28000 04002505 11V 21810 02/25/2010 80000
3 | ~|[rs |& [1099)x [FED |@ [07 |Q 28000 04003004 11nv 212440 03/30/2010  90.000
4 | ~|[rs & [t000/@ [FED |@ [07 |& 28000 04003328 104232010 04/20/2010  70.000
5 | ~|[rs & [1009/@ [FED |@ [07 |@ 28000 04003805 105192010 05/26/2010  160.000

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.”
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Withhold Update Request

Run Control ID:  WH_UPDATE ReportManager  Process Wonitor St
*Request ID: [wHuPDATE | [WH UPDATE

*Process Frequency: | Always Process v

*Business Unit; |28000 |

*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.

Note — ITS recommended approach is to run this in small batches if you have a large number
of changes. This will prevent the process from timing out and eventually failing.

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:

Business Unit

Entity = IRS

Type = 1099

Jurisdiction = FED

Start Date and End Date = beginning and ending of 1099 reporting year
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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:
Business Unit

Entity = IRS
Type = 1099
Jurisdiction = FED
Class
Rule
Withhold Adjustments

Vendor: 23000 0000008273  MAIN WWatt Matt

Business Unit: 228000 | Q,

Entity: |IRS a Jurisdiction: | @, start Date: |FEI1IEI1}2EI16_IE
e [10%9 | class R cndnate: [ERTEG] | Seaeh

Customize | Find | View All | 88 First [l 4 or 1 ¥ Last
Main Information Tranzaction Info Payment Informaticn Adjustment Reazen Zo0E

W *Entity *Type *Jurisdiction *Class “Rule
Legacy [28000 |@, [IRs|@ [1009 |@ [FED |@ lo7ja, [Rutel@, [ =

B save | JLReturnto Search | [Z] Motify | 4 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.

Withhold Adjustments

Vendor: 28000 0000009279 MAIM Watt Matt

Business Unit:| 28000 a,
iy IRS Q_ Jurisdiction: @ start Date: [01/01/2010 |[5

Type: 1004 2, Class: & End Date: [2/312010 |5 | Search

Personaize | Eind | View Al 1| 58 First K.

HMain Information i on inTe Payment Information Adjustment Reason =M
Basis Amt Liability Amt Paid Amount Payment Date  Declaration Date
0.000 | 0.000 0.000 [12:20/2010 [ [12r20:2010 || [#] [=]

B save | [\ Returnio Search | [[=] Motify | | Refresh

Figure 38 - Manual Withholding Adjustments: Transaction Information

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.
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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.

Withhold Adjustments

Vendor: 25000 0000009279  MAIN Watt Matt

Business Unit:| 28000 |,

Entity: RS |@ Junisdiction: | | startpate: [01/01/2010 |

Type: (1099 |Q Class: | /2 Endpate: [12i31:2010 |5y __Seareh

First El 10f1 E Last

Customize | Find | View All | 4
Adjustment Reason

Main Information ‘,( Transaction Info '}  Payment Informaticn

Creation Date User D Description
1211312010 WBUNN Online Jrl charges that shauld be reportable TE =

Bl save | L Return to Search I [Z] Motify I 13 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
query 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.
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Chapter 7

Chapter 7: Running Withholding Report Post

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:
Request ID and Description: Enter an ID and description
Process Frequency: Select “Always Process”

Control SetID: This is your institution’s SetID

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

(i.e., CSU_2012)

Calendar SetID: This is the SHARE SetID

Calendar ID: This is “A1”

Fiscal Year: This is the calendar year for 1099 reporting
Period: This is always “1”

1099 Report Post

Run Control ID:  WTHD_1099_RPT_POST Eeport Manager Process Monitor

*Request ID: WTHDRPPST  pescription: W/THHOLD REFORT POST

Process Frequency: Always Process T

& Save | [E] Notify

Run

Report ID: US_REPORT

Report Date: 1271812011 [¥]Include Manual Overrides

*Control SetiD: 28000 O *Control ID: C3U_2011  ©.  Clayton State University
*Calendar SetlD: SHARE L =»Calendarip: A1 L  Annual Calendar-1099

*Fiscal Year: 2011 Q

*Period: 1C, 1099 Reporting Annual Calendar

5 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:
SetID
Control ID: This is the Control ID your institution setup at the beginning of the year
(i.e., CSU_2012)
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
Replacement Character: Leave this field blank.

1099 Processing User Guide —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014

54



(M GEQRGIAF/ZST

REECEMNZ sYSTEWS FLA THWIE
A sz 21 e U-Fbeobty Sppimm o caiain

Chapter 8

Withhold 1099 Report

Run Control ID: 1099 Report Manager Process Monitor Run

Language: English ¥

——
Type of Replacement

SetiD Control ID File/Return Character

28000 C csu_z2011 Q o &

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.

View Log/Trace

Report ID: 1594977 Process Instance: 2055261

Name: AP_APY1099 Process Type:
Run Status: Success

IMessage Log
Application Engine

AP_APY1099

Distribution Node: DNODE Expiration Date;

Hame File Size (bytes} Datetime Created
Redirected Terminal Qutput 279 12/13/2010 12:52:11.000000PM EST
IRSTAX. 001

148,693 121312010 12:52:11.000000FPM EST
Distribute To

Distribution [0 Type

*Distribution (D
User

WEBLUNN

Figure 42 - Resulting IRSTAX.001 File from Withhold 1099 Report Process

To retrieve the IRS tax file IRSTAX.001

1. Do not left click to open the file
2. Right-click on the file and select “save file as”
3. Save the file to your computer

a. Do NOT Change the file name
b. Do NOT open the file in Excel

1099 Processing
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In the next chapter, you will learn of the tools available to you to confirm your IRS tax file is

correct.
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Chapter 9

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 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, 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.
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Figure 43 - BORRY010 Report

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:

SetID

Control ID (i.e., CSU_2012)

Fiscal Year: This is the 1099 reporting year
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1099 To Send Report

Run ControlID: 1099 Report Manager Process Monitor Run

Withholding ReportID:  US_REPORT

SetiD: 28000 3
Control ID: csu_2011 Q@
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.

To run the BOR_AP_1099 _SND_DTL_TOT query (Business Process AP.075.035), follow the
navigation: Reporting Tools > Query > 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:
1099 Year
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

1099 Processing User Guide —v2014.0
© 2014 Board of Regents of the University System of Georgia. All Rights Reserved. 01/06/2014

59



g@pEonprzﬁgz

TANCIAL NCRWATEN & REECRTING =
-

Chapter 9

STERS FCA TOMOF
U-Frardty Tiprlem o Coarala

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).
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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
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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)

Sort Option: You can choose how you want your Copy B Reports sorted — by Name,

by TIN, or by Vendor ID

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 ReportManager  Process Monitor 4"
Language: English ki

Withholding Report ID: US_REPORT Withhold Type: All -

*SetlD: 36000 ' Vendor Select: Specify -

*Control ID: GCsu2012 Q& Sort Option: Mame -

Customize | Find | View All | B8 First [*] 1 or 4 [M Last

Vendor 1D
1 Q # =

Bl save | S\ Return to Search | +[E Fre gt | +E] Next in List| =] Nutify] Es A&ﬁ] y=|

Figure 46 - Run 1099 CopyB Report Parameters
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Chapter 10

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: OlTCOX Run Control ID: 1099_COPY_B

Server Name: I - Run Date: 11/30/2011 ]

Recurrence: ¥ Run Time: 3:23:48PM Reset to Current Date/Time ]

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution

¥ Print 1093 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 ' SemverList !,

User ID: EIITCDXI QL Type: * Last: 1 Days = Refresh
Server: * HName: ), Instance: 1o
P = | Dastribution x [¥] save On Refresh

Status: Status
Process List Customize | Find | View All | i First [ 10f1 I Last
Select Instance Seq. Process Type Brocess User Run Date/Time Run Status e A Details
T e T T Name ST E e Tt L T
3101682 PSJob APCOPYB ONTCOX 11/30/2011 3:23:43PM EST Success Posting Details

Go backto Print 1099 Copy B

Save | [=] Motify

Process List | Server List

Figure 48 - Select APCOPYB Process Link
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After selecting the APCOPYB link, select the APY1099- Success link (3rd one in the list).

Process Detail

Process Name: APCOPRPYB

Main Job Instance: 3101682

% 3101682 - APCOPYB Success
2 3101683-AP COPYB RPT Success
2 3101684 - 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.
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View Log/Trace

ReportlD: 2592494 Process Instance: 3101624 Messagelog
Name: APY1099- Process Type: Crystal

Run Status: Success

1099-MISC Copy B

Distribution Node: DRODE Expiration Date:

File List

Name File Size (bytes) Datetime Created

APY1099- 3101684.FDF 31,1566 113002011 3:27:15.000000PM EST
Message Log ] 1113002011 3:27:15.000000PM EST
pasqglirace frc 497 113002011 3:27:15.000000PM EST
Distribute To

Distribution ID Type *Distribution ID

User QITCOX

Return

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.
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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:

Request ID and Description

Process Frequency: Set to “Always”

SetID

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

processing (i.e., CSU_2012).
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Withhold Sent

Run Control ID: 10949 Report Manager Process Monitor Run
Request ID: 1 WH Sent File
Process Freguency: Always -
Report ID: US_REPORT
SetlD: 40000 O
Control ID: csul2012 |Q

&l Save | J[S\Returnto Search | +F Fre : : 4+[F] Mext in List ] [=] Motify ] E Addi

Figure 51 - Withholding Sent File

Once your process has successfully completed and is posted, you have officially completed
your 1099 processing for the year.
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