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We have screens in SFS to facilitate entering new 1099-Misc and 1042’s as well as updating existing 
documents.   
 
The following screen prints go through the navigation within SFS to Add and Update 1099-Misc and 
1042S records.  Log in under the URL for SFS Production is:  
http://sfs.doit.wisc.edu/support/ 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADD/UPDATE 1099-MISC/1042S RECORDS          
 
 

Click the Production 
IAA (SFS) and enter 
user-ID and password 

Saving this as a Favorite will save you a lot 
of time when logging in. 

http://sfs.doit.wisc.edu/support/�
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Navigate to— 
SFS Extensions 
Tax Processing 
Use 
Update 1099, 1042S Rcds  
 

Update 1099, 1042S Rcds  
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1) Add a new 1099/1042S record. 
 

 
 
 
 
Fill in items except Item Number.  Do not change the Item Number as the system automatically 
generates this number. 
  
There are two panels (tabs)—1099 Address and 1042S Tax WH.  To add a 1099-Misc click on the 
1099 Address Tab.  Enter address, codes if appropriate, etc 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tab to Add a 
1099-Misc  

Enter Year 

Enter Tax ID  

Enter Business Unit Click to Add 
 

Leave Item  
Number blank 

Enter Name  
For individuals enter:  Last name 
space First name space Middle 
initial. Commas should not be used. 
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.   
 
 
 
 
 
 
Enter Voucher Number, IRS Code for 1099’s, Account and Amount. 
 
For U.S. and foreign addresses, please enter as follows: 
Addr 1 = official street address 
Addr 2=supplemental information as P.O. Box in addition to street address 
City=Enter city or town; DO NOT enter a foreign postal code in this field 
State=enter U.S. state code; otherwise leave blank 
Postal Code=enter valid Zip Codes 
Province Code=enter Canadian province code; otherwise leave blank 
Country Code=enter country code from IRS Foreign Table. DO NOT enter U.S. (see pages 10 and 

11 for IRS country codes) 
Foreign Ind=Must be checked for a foreign country address 
 
CLICK ON SAVE ICON AT BOTTOM.  

1099 Address tab 
Add address, 
City/Province, 
State, zip and foreign 
country code (see 
below for further 
information) 

1099 is active 

N=No--Automatically 
uses most recent address  
Y=Yes--Uses address on 
this record  

Check if Address is 
a Foreign Country 
 

1099 Status 
Information 
used by UW 
System only 

Change to  
Employer ID 
if a business 

IRS Code:  
1 RENT 

2 ROYALTIES 

3 OTHER 

6 MEDICAL 

7 NON EMP COMP 

14 ATTORNEY 

 

Check 1099 
(or for 1042S 
see page 8) 
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US State and Possession and their abbreviations 
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2) Navigate to find an existing 1099-Misc: 
 
 
To retrieve a record by known variables: 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter Tax Year and 
Tax ID Number or 
first three alpha 
characters of last 
name to get list 

Click on Search 

Use first tab for 
updating info 
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To retrieve a record by using the Search capabilities: 

 
 

 
 
 
 
 
 

Enter Tax Year 
and Business Unit 

Click on Search 

Scroll to find name 
Click on name 
Click on OK 
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3) After UW System uploads all 1099-Misc records on SFS the first of January, we will contact all 
campuses to add the 1042S records for non-resident aliens.  Change the 1099-Misc record to a 
1042S record by clicking on 1042S in the 1042S Indicator box and navigate to complete the 1042S 
Tax W/H panel information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check 1042S Tax 
Indicator (don’t 
click Save just 
yet) 

Then navigate to 
1042S Tax WH Tab 
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CLICK ON SAVE BUTTON WHEN DONE. 

1042 Record Tab 

Enter Income Code 
(see below) 

Enter one: 
0-Non-exempt     5-Int Exempt 
1-US Trade          6-IntermedWH                   
2-IRC      7-W/H Foreign 
3-Not US             8-US Branch 
4-Tax Trty           9-Rep Inc Exempt 
                                   

Enter Withholding 
Rate (ex. 30)--Percent 

Enter Country Code 
(see pages 10 and 11) 

This amount is 
calculated  

None 
01-Individual 
02-Corp 
06-Gov Org 
07-Tax Exempt Org 
08-Private Fndtn 
09-Artist/athlete 
10-Estate 
11-US Branch 
17-Auth For Ag 
20-Unknown 

Enter Fed Tax  
(Dollars=xx,xxx.xx) 



Instructions for Processing 1099_1042S Records.doc 10 

 
Country Codes from the IRS Instructions for Form 1042-S 

Note:  Country codes that are lined through are US Territories and should not be used (see 
State abbreviations above) 
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