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Background

Taxable payments (or 1099/1042S reportable payments) to Regular (not
Employee) Vendors requires additional set-up at Vendor Entry. It is always best
to start with the correct information for a vendor prior to entering a voucher for
payment. Link to UW-System Financial Administration Personal Services
Payments Policies: http://www.uwsa.edu/fadmin/fppp/fppp31.htm

Our policy: “The University of Wisconsin System will report taxable payments to
the IRS, Wisconsin Department of Revenue, and the individual receiving the
payment and withhold federal and state income taxes from payments as required
by Federal and State laws. Also, the University of Wisconsin System will require
social security numbers or Individual Tax Identification Numbers (ITINS) for non-
resident aliens as required by Federal law.”

In general, a taxable payment to a vendor is a payment for a service or work
performed, including parts and materials. We are required by law to obtain a tax
identification number for all vendors prior to making a tax reportable payment.
When a vendor submits a service-related invoice, parts and materials are to be
marked as Withholding. Account coding must comply with the rules set by
Accounting Leadership at each campus. It is recommended to use the
appropriate account for parts and services. In SFS, account codes do not
determine 1099 reporting; the vendor set-up determines 1099 reporting.

Exception to the Rule: Payment for Medical Services, account 2630, is
reportable for corporations. An excerpt from the IRS instructions for form
1099-MISC. “The exemption from issuing Form 1099-MISC to a corporation
does not apply to payments for medical or health care services provided by
corporations, including professional corporations. However, you are not required
to report payments made to a tax-exempt hospital or extended care facility or to
hospital or extended care facility owned and operated by the United States (or its
possessions), a state, the District of Columbia, or any of their political
subdivisions, agencies, or instrumentalities.”

Medical Services (account 2630) must be coded to Withholding Code 6.
Payments to Corporations are included and must be reported. Services are
always reportable, including supplies, if furnished as part of a service. Regular
medical supplies, for example, bandages, medications, etc, that are consumed
by campuses are not reportable unless related to a service. Query

UW_89 1099 ACCT_2630_MD_SVC was created to help campuses monitor
these payments. Periodically review these payments to ensure reporting
accuracy and compliance

NEW — Payment to Research Subjects, account 2637, is reported as code 3.
Identify these payments through this query UW_89 1099 ACCT_2637_RES_SUB.


http://www.uwsa.edu/fadmin/fppp/fppp31.htm

Type of Payment and Reporting Level

Because 1099 and 1042S reporting is consolidated at UW-System as one institution, all
1099 and 1042S payments are to be reported by each campus.

Type of Payment Federal UW Consolidated
Law Reporting Level

Services, including parts and materials $600 $600

(Code 7)

Travel on Account Code 2162 Not Reportable

Payments to Research Subjects, Prizes $600 $600

and Awards (Code 3)

Rentals (Code 1) $600 $600

Royalties (Code 2) $ 10 $ 10

Medical and Health Care payments. (Code| $600 $600

6)

Payments of attorney’s fees for services $600 $600

(Code 7)

Payments of gross proceeds paid to All All

attorneys (Code 14)

Scholarships/Fellowships Payments to NRAs are

(NRAs only, see Appendix 7) reportable as 1042S

The following information is required on potentially reportable payments:
e legal name
permanent home mailing address
e United Stated Taxpayer Identification Number (TIN). This can be a Social
Security Number (SSN), Individual Taxpayer Identification number (ITIN)
or an Employer Identification Number (EIN).

Sufficient description about the payment is necessary so the correct classification may be
determined. This information is required for all payments on reportable categories listed
above, regardless of amount. For Vendor categories of Individual/Sole Proprietor,
Partnership/LLC, (whether the campus vendor file classification is used or not). If no
social security number or tax ID is provided, payments may be subject to withholding
(see withholding* link for further definition).

Non-reportable payments (scholarships/fellowships and student loans to UW students)
require social security number for financial aid reporting purposes. If the student does not
have a social security number, student ID number is required. Mailing (Home) address is
not required on these payments.

*Withholding link = http://www.bussvc.wisc.edu/acct/policy/tax/taxwith.html#back



http://www.bussvc.wisc.edu/acct/policy/tax/taxwith.html#back

W-9 and Determining TIN Type
IRS W-9 Form Instructions

Information for internal use only
Direct Vendors to the IRS web site if they have questions http:/www.irs.gov/

Fomn W'g Request for Taxpayer Give form to the
[Rev. October 2007) requestar. Do not
Damarmen of oty Identification Number and Certification sond to the IRS.
Imemal Reverus Service
MName (s shown on your incoms tes returm) H
o : = = Line 1
@
g Businees name, if differant from above .
Line 2
5
;E Check appropriate bos: ] Individusl/Sole propristor J Caorporation (] Partnership: Exampt
é ] Limited liablity company. Enter the tax classification (D=disregarded entity, C=comporation, P=parinership) = _ L [ payes
53 [] Oither jses instuctions B
E § Address (number, street, and apt. or suite no) Requester’s name and address (optional)
a3
£
E' City, state, and ZIP code
g List account numbans) hars (optional
AT  Taxpayer identification Number (TIN)
Entar your TIN In the appropriate bow. The TIN provided must mateh the name given on Line 1 to avolg | Social security number
backup withnolding. For Individuals, this Is your soclal securtty number (SSM). However, Tor @ resident ' ! S
allen, sole proprietor, or disregarded entity, see the Part | Instructions on page 3. For other entitles, It Is
your employer ldentification numbar EIN. If you do not have a number, s2e How o get 2 TIN on page 3. or
Note. If the account IS In more than one name, sea the chart on page 4 for guidelines on whose Employer identification number F
number to enter. ;

LUl  Certification

Under penalties of perjury, | certity that:

1. The number shown on this Tom s my comect taxpayer identimcation number (or | am walting Tor a number to be Issued to me), and

2. lam not subject to backup withholding becauss: (a) | am exempt from backup withholding, or () | have not been notified by the Internal
Revenue Service (IRS) that | am subject to backup withnolding as a result of a Tallure to report all Interest or dividends, or (c) the IRS has
notined me that | am no longer subject to backup withnolding, and

3. lam a U8 ciizen or other U5, parson (defined below).

Certimcation Instructions, You must cross out ftem 2 above If you have been notified by the IRS that you are cumently subject to backup

withnoiding becaussa you have falled to report all Interast and dividends on your tax retum. For real estate transactions, Item 2 does not apply.

For mortgage Interest pald, acquisition or abandonment of secured property, canceliation of debt, contributions to an Individual refirement

arrangement (IRA), and generally, payments other than Interest and dividends, you are not required to slgn the Certification, but you must

provide your comect TIM. See the Instructions on page 4.

Sign Signature of
Here LS. parson B Data »=

Name on Line 1 is the Withholding Name that must be used to match to the TIN.

Business Name on Line 2 generally must be the name on the vendor file to match
invoices and purchase orders.

Remember to select the correct TIN Type. EIN is F, Social Security Number is S. A
mismatch occurs when the TIN does not match the name or the TIN type is not correct.

Individual/Sole Proprietor is ALWAY'S a Social Security Number. It should not be the
“Doing Business As” Name. IRS strongly prefers SSN.

Limited Liability Company — if vendor selects C (Corporation) - not 1099 reportable. If
vendor selects P (Partnership) or D (Disregarded Entity), vendor is 1099 reportable.

LLC (Non-Corporations) may have an EIN or and SSN. We must rely on the vendor to
follow IRS instructions. If the SSN is given, the Withholding Alternate name must be an
Individual’s name when the vendor name is a business name.




How to enter 1099 information for a New Vendor

REMEMBER: The PeopleSoft term for 1099 processing is called “Withholding”. This
does not imply that tax is withheld from payments to these vendors.

Navigate to Vendors, Vendor Information, Add/Update, Vendor
Click on the “Add a New Value” tab and click Add.

[ \dentifying Information {__Address | Contacts j Location |

SetiD: UWMSEN Check far Duplicate |

Vendor ID: MNEXT
*Wendor Short Hame:l:l
*Vendor Hame 1: | |
Vendor Name 2: | |

*Status: *Classification: | SUPPlier v
*Persistence: HCM Class:

[CIVAT Registration Registration VAT Default WAT Service Treatment Setup
I withholding Expand All | Collapse Al
Open For Ordering

[] corporate Vendor [ interUnit Vendor

CorporateVendoriD: | |R  interunitvendorm: | |

Customer 0: L a

Our Customer Number: | |

SetlD ID Number DUNS Number

Type
[ = | | F &

Expand All | Collapse Al

B save | [=] Notify | 4 Refresh | Es Add | Update.l’Displayl Z Include History | [&# Correct History

Identifvinn Infarmatinn | Addrezc | Cantacts T neatinn

Defaults for vendor entry are shown



{" Identifying Information ' Address ) Contacts J" Laocation Y Cuostom

SetiD: LISk Check for Duplicate

Yendor ID: MEXT

“fandor Short Name: FUBLICJOHM

[PUBLIC JOHN @

“endor Hame 1:

Yendor Name 2. I

Select
*Status: IApprnved [ *Classification: Ind/SolPro
S —— e

*Persistence: IReguIar :‘v HCM Class:

™ VAT Registration Registration VAT Default YWAT Service Treatment Setup
v Withholding
PEN ol Ordering

Expand All | Collapse Al

CheCk the Corporate Vendor [ InterUnit Vendor

WitthIding porate Yendor ID: I Q InterUnit Vendor 1D; I ,O\
Box Do not use this field for tax identification
omer ID: | Q numbers for 1099 vendors. If there is a

| TaxID in this field it does not have to be
removed.

Our Customer Humber:

Customize | Find | Views Al | i

Type SetiD ID Humber Dyl umber

M a | gle

After the Shortname, Name, and Vendor Classification, check the “Withholding” box.
This will enable marking vouchers to the vendor as “withholding”

NOTE: The Id Number field is used for non-withholding vendors’ TINs. For
example, Employee and Corporation (exception - for Medical or Legal Services)
would not use Withholding. A Partnership or Limited Liability Company (LLC) is
not necessarily (or usually) a corporation for tax reporting purposes. Tax reportable
payments to Employees and Scholarships (57XX account series) to non-resident
aliens are appropriately handled through the W-2 or 1042S process — not covered in
this manual.

Vendors classified as Student, Attorney, Partnership/LLC or Individual/Sole
Proprietor are entered as Withholding if a taxable payment is made. Vendors that
exclusively supply parts or goods but never services may be entered without
checking the withholding box. This will prevent the necessity of manually
unchecking withholding on every voucher with this vendor and the requisite manual
clean-up when this is not done correctly. Accounting Leadership determines this
policy at each campus.

In the case of a 1099 vendor supplying “vendor value-added” goods, such as
printing or custom-imprinted apparel, we would err on the side of caution and
include this as a 1099 record. Since the goods are enhanced by the vendor, a service
has been provided.



[ Identifying Information | Address { Contacts ) Location |

Setip:  UWMSN
Vendor: MEXT Short Vendor Name: Hame:  PUBLIC JOHN Q

Vendor Address Find | View All First ) 1 o1 [/ Last
Address ID: 1 ®[E=

Description:  |REMITTO

Eind | View All First 504 -7« L2l | ag

Effective Date: |070205 E t =

Status: Active v
Country: USAIQ Uniteq states

Address1: | 123 REMIT ST |
Address 2: | |
Address 3: | |
city: |REMIT CITY |

County: | | Postal:
State: O‘

Email ID: | |

Customize | Find | view All | 2 First " 10f1 " Last
*Type Prefix Telephone Extension
| ol I | | E
B save | [Z] Motify | s Refresh Es Add Update/Dizplay | &) Include History [ Correct History

Identifying Information | Address | Contacts | Location

Click on the Address tab and enter in the payment address and other addresses for the
vendor, if applicable. The panel above has the payment address. Click the plus sign ([+])
of the Vendor Address section to add the permanent address (circled above).




[ gummary } Identifying Information }* Address | Contacts } Location

SatiD: UWMSN

Vendor: 0000500001  ShortVendor Name: LARSOMJANE-001 Name:  LARSONJANET M

Vendor Address Find | View All First Kl 2 or2 [+ Last
Address I0; ) =
Description: | WITHHOLDING - HOME > CCR Type: | |

Find | View All

Effective Date: |07/02/2005 El ®= =
Country: Q. United States

Address 1: g
Address 2; AddreSS
Address 3. bIOCked for :I
ay | Privacy ]
County: [ —|
State: o\ Wisconsin Postal:
Email ID: | |
[
Customize |Find | View All | 3§ First * 1of1 ° Last

*Type Prefix Telephone Extension

4| | | |E =

Bl Save | L4 Return to Search | [=] Motify | s Refresh | S Add | Uudatefl]ispla‘,r| 4 Include History | E4

Summary | Identifying Information | Address | Contacts | Location

This is an example of an address used for Withholding purposes. Note that this address’s
Description starts with “WITHHOLDING.” Every vendor marked for withholding
with multiple addresses will need to have the withholding address identified. The

address does not have to be labeled “Withholding”. The withholding address is
shown on page 16.

THE WITHHOLDING ADDRESS MUST BE SELECTED WHEN ENTERING
INFORMATION IN THE 1099 LINK ON THE LOCATION TAB. WHEN
THERE ARE MULTIPLE ADDRESSES AND LOCATIONS, IT IS IMPORTANT

TO CORRECTLY IDENTIFY THE WITHHOLDING ADDRESS - WHERE THE
1099 IS TO BE MAILED.



/" Identifying Information | Address | Contacls | Location

SatlD: UWMSN

Vendor; MNEXT Short Vendor Name: HName:  PUBLICJOHN Q
Avendor location is a default set of rules which define how you conduct business with a vendar.
Location Find | View All First %1 1 of 1 LEI Last
—— *Location: 0001 Default EHE]

ion: |RE|'\"”-|"|—':J RTV Fees

First 1] 1 of 1

— b “Effective Date: 070205 |5
Status:

Options: FPayables Procurement Salesilse Tax
+ Additional ID Numbers
~ Comments

Expand All | Collapse All

 Internet Address
* VAT

Expand All | Collapse Anl

S Add

UpdatefDisplayl JEl Include History | [ Correct History

Sl save | [=] Matify | % Refresh |

Identifying Information | Address | Contacts | Location

After entering the Location, Description and Effective Date, click the 1099 link.
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Withholding Vender Infermation

SetlD: WS Location: 000
Vendor ID: NEXT Description:

Short Vendor Name:

Name 1:

First [« 10f1 [+ Last

Customize | Find | View All | i

Main Information Y  Overrides Remit

e . v o Default *Default  *1099
ZEntity Type Jurisdiction Jurisdiction Class Status
IRS Q, [1099 |Q [FED Q 07 Q, [NONE |C, Mone =

1099 Reporting Information Customize | Find | View All | 58 First [ 4 or 1 (] Last
Main Information

TIN  Taxpayer Withholding Control

“Entity e Identification Number “2M03M  Mome
RS 2|/Q Js QL (123456789 F PUBL =

ok | cancel | Refresn |
In the 1099 Information line, enter in the following fields
Entity: IRS
Type: 1099

Jurisdiction: FED

Check the Default Jurisdiction box

Default Class: Enter in the default Withholding Code. This is usually 07, but may
be different code based on the type of payment. See page 24, Taxable Payment
Codes by Account Number and Withholding Code.

In the 1099 Reporting Information line, enter in the following fields. This is repetitive but
necessary.
Entity: IRS
Address: Enter in the address number if there is more than one. In this instance it
is address 2.
TIN Type: Enter in S or F. S is for Social Security Numbers and F is for Federal
Employer Identification Numbers
Taxpayer Identification Number: Enter in the SSN or FEIN.
Withholding Control Name: Enter in the first four letters of the vendor’s name
or last name. If the last name is less than four letters, only enter the last name.

Click OK to go back to the Location panel. DON’T FORGET TO “SAVE” AS
USUAL.

REMEMBER - CLICK ON THE 1099 LINK FOR ALL LOCATIONS YOU ADD
FOR AWITHHOLDING VENDOR, ENTER IN THE SAME INFORMATION AS
ABOVE. ALWAYS PAY ATTENTION TO THE WITHHODING ADDRESS SO
THAT A 1099 IS ISSUED TO THE CORRECT ADDRESS.

11



Final Message - If you forget to enter in the information on any 1099 tab of a Location
for a withholding vendor, this message will appear at Save.

Warning -- Yendor has been set to withholding but withholding information not provided.

The vendor has heen marked as withholdable hut withholding infarmation has not been provided.
] Cancel

ALWAYS CLICK OK and remember to go back and fill in the missing 1099 information.

12



Maintaining 1099 information for an Established Vendor

NOTE -TWO TAX IDENTIFICATION NUMBERS SHOULD BE TWO

DISTINCT VENDORS.

Frequently, a vendor is identified as 1099 applicable after the vendor has been added to

the vendor file. To change and maintain a 1099 vendor always use a new effective dated

panel. Using effective dated location panels will maintain the audit trail and is the

preferred method. Do not use Correct History. See Appendix 2 for further
information. For withholding updates, use the first day of the calendar year in
which the change is effective or a day later than the last effective dated panel.

In the next example, a vendor is in the system as “John’s Printing”. After receiving the

W-9, the vendor has checked Individual/Sole Proprietor so the classification needs to be
changed from Supplier. The Withholding name should be John Q. Public.

/ Surmmary_ " Identifying Information ' Address  j Contacts )" Location

SetlD: LAAADIM

Yendor ID: 0000005365

avendor Short Name:|/OHNSPRINT JOHMNEPRINT-001

Check far Duplicate |

Change vendor

“Wendor Name 1: IJOHN'S PRIMNTIMG

classification to

Yendor Name 2: I

IApprnved vl

*Status:

*Persistence: IRegular :‘v
" vAT Registration Registration  vaT Default

[~ wWithholding
: ot Ordering

I Corporate Vendor

,Classrﬁcatmn
~ "
HCM Class:

Ind/SolPro or other
appropriate
classification

VAT Service Treatment Setup

Expand All | Collapse Al

[ InterUnit Vendor

Check far Duplicate |

Check the rg/ Summary | Identifying Information Address Contacts Location
Withholding

SetlD: v AD
Box

Vendor ID: 0000005365

| “vendor Short Name:HOHNEPRINT JOHNSPRINT-001

IJOHN'S FRIMNTIMNG

I “Wendor Name 1:

Vendor Hame 2: I

[ I *Status: IApprnved jv *Classification: I Ind/SolPro ]'
E I *Persistence: I Regular :lv HCM Class: I :"
[
o I [” VAT Registration Registration AT Default WAT Service Treatment Setup
[ [+ withholding
I ¥ Open For Ordering

Expand All | Collapse Al I

Ehlu— L e -"\— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— —

Navigate to the vendor. Change vendor classification to Individual/Sole Proprietor or

other appropriate classification and check the Withholding box.

13



Click on Address panel.

/ Bummary Y Identifing Information | Address | Contacts | Location

SetiD: LWADM
Vendor: 0000005365  ShortVendor Name:  JOHNSPRINT-001  Name:r  JOHN'S PRINTING
endor Address First ET 1of 1 [ Last

Address ID: 1 =
|REMIT

Description:

Find | View All

e
Fir st ET 1otz O |ast

Effective Date: |10/17/2007 El

Status: | Active hd I

Country: [USA O United States This is where to add a new effective
Address 1:  [1099 1 18T STREET dated panel.

Address2 | What effective date to use? Use the
Address3: | first day of the calendar year or the day
city: [mADISON after the last effective date.

County: I

State: IV‘”—Q Wisconsin Postal: W

Email ID: | Use the same naming

Name 1:

Name 2:

convention as used for
vendor name, i.e. Last
, name, First name.

Withholding Name 1: [PUBLICJOHN 0 4=

Name 2: |

At the top right hand corner of the Details pane — click on the “+” to add a new effective
dated address panel. To enter a “Withholding Name”, expand the “Payment/Withholding

Alt Names fields. Enter the individual name in the Withholding Name 1 field.

Click on the Location tab. At the top right hand corner of the Details pane — click on the

“+” to add a new effective dated location panel.

/ Bummary ) Identifying Information } Address |} Contacts | Location

Setip:  WADM

Vendor: 0000005365 ShortWendor Name: JOHNSPRINT-001 HName:  JOHN'S PRINTING

Avwendor location is a default set of rules which define how yvou conduct business with a vendor.

. First |I| 1 of 1 |I| | ast
“Location: IDDDD1 ¥ Defautt =
Description: IRE“'"T BTV Fees
Loty EE  This is where to add a
“Effective Date: |10/1 772007 new effective dated
staws:  |Pte ] panel.
q
(D)ptmns. Payables Procurement SalesfUse Tax 1099 What effective date to
. use? Use the first day
5 of the calendar year or
Expand All | Collapse &l the day after the last
effective date.

Click on the “1099” link.

14




Withholding Vendor Information

SetiD: LAD M Location: ooooq
Vendor ID: 0000005365 Description:  REMIT
Short Vendor Hame: PUBLICJOHMN-001

Name 1: PUBLIC JOHNG

1099 Information
Main Information |

First [ 1af 1 [ Last

Customize | Find | View All | .

COwerrides Feemit

“Eni . s urisdiction  DEfault ‘Default  *1099
Entity Tvve Jurisdiction Jurisdiction Class Status
jrs @ [1oes  Q |FED aQ W [or @ [NoNE Q@ none =

1099 Reporting

T Custamize | Find | %fiew All | i First El 1 af 1 El Last
Main Information Additional Information

R N TIH Taxpayer Withholding Control

“Entity Address Type ldentification Number Name

[re @[ 1a s« [siz34se7 PUBL =
QK | Cancel | Refresh |

Hint — you can use Customize to select only the mandatory fields.
In the 1099 Information line, enter in the following fields

Entity: IRS

Type: 1099

Jurisdiction: FED

Check the Default Jurisdiction box

Default Class: Enter in the default Withholding Code. This is usually 07, but may

be something different. See page 31, Taxable Payment Codes by Account
Number and Withholding Code.

In the 1099 Reporting Information line, enter in the following fields. This is repetitive but

necessary.
Entity: IRS

Address: Enter in the address number if there is more than one. In this instance it

is address 1.

TIN Type: Enter in S or F. S is for Social Security Numbers and F is for Federal

Employer Identification Numbers
Taxpayer Identification Number: Enter in the SSN or FEIN.

Withholding Control Name: Enter in the first four letters of the vendor’s name

or last name. If the last name is less than four letters, only enter the last name.

Click OK to go back to the Location panel. REMEMBER - CLICK ON THE 1099

LINK FOR ALL LOCATIONS YOU ADD FOR A WITHHOLDING VENDOR,

ENTER IN THE SAME INFORMATION AS ABOVE. ALWAYS PAY

ATTENTION TO THE WITHHOLDING ADDRESS SO THAT A 1099 IS ISSUED

TO THE CORRECT ADDRESS.

DON’T FORGET TO “SAVE” AS USUAL. ALL PRIOR VOUCHERS AND
PURCHASE ORDERS NEED TO BE REVIEWED. SEE APPENDIX 2.



Enter a Vendor with two types of 1099 classes or codes. Occasionally a vendor will
receive two different types of payments. In these rare cases, add a new class by adding a
new line to the 1099 information pane. This vendor can have two classes on voucher
entry. As with many other options, there is only one default that will pull into the

voucher. Remember to use effective dating as shown in previous examples.
Withhelding Yendor Information

SetlD: UWADM Location: nooot
wendor ID: 0000005365 Description:  REMIT
Short Vendor Hame: PUBLICJOHM-001

Name 1: PUBLIC JOHMG

1099 Information

Customize | Eind | Wiew All | i First [4] 12 of 2 [¥] Last

Main Information Y Owerrides Remit
i . er s Default ‘Default  *1099
“Entity Tne Jurisdiction Jurisdiction Class Status
GE Q |10s8 @ [FED o W ID? aQ INONE Q, MNone =
GE Q |10s8 @ [FED QM |02 aQ INONE Q, MNone

1099 Reporting

ormatn Custarnize | Eind | view & | B First [ 1 o 1 D Last New Line added
Main Information | Additional Information

R N TIH Taxpayer Withholding Control
ity Dddress Type ldentification Mumber Name
[Re | 1[5 @ [sa1238567 [FuBL =

DON’T FORGET TO “SAVE” AS USUAL. DO NOT MARK MORE THAN ONE
LINE AS DEFAULT. TWO DEFAULT LINES WILL CREATE TWO
WITHHOLDING LINES AND IS VERY DIFFICULT TO FIX THIS SITUATION.

REMEMBER THIS RULE:

DO NOT USE CORRECT HISTORY TO WRITE OVER OR DELETE EXISTING
INFORMATION IN THE VENDOR FILE
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1099 Voucher Entry Transactions

Voucher entry with one line of taxable coding

Scenario 1: We have a Payment to Individual Report for vendor number 0000527905 in
the amount of $1,000.00 for Professional Services. Vendor set-up is complete. Navigate
to voucher entry as usual (Accounts Payable, Vouchers, Add/Update, Regular Entry)

[ Invoice Information _Fayments | Voucher Affributes

Business Unit:  LUWHISN Invoice Number:  |PIR110705
Voucher ID: MEXT Invoice Date: 1110712005 E:J
Voucher Style:  Regular
Vendor: 0000527905 a, Misc. Amount: = MNon Merchandise Sumrmary
Name: PUBLICJOHMN-001 Q Freight Amount: E Withholding
Location: 0001 Q Sales Tax: =
*Address: 1@ VAT: = VAT Summary
PUBLIC,JOHN Q Total: 1,000.00
750 FAKE ST Balance: 0.00
[JTax Exempt FlagTax Exempt Flag
Use Tax: 000 &
Comments
TEST CITY, Wl 53713
Advanced Yendor Search
*Pay Terms: DUR =] Accounting Date: |14;07/2005 |[= Action: ~| Run
*Currency: UsD| @,
Control Group: (&}
PO Unit: 2, Purchase Order: Q@ CopyPO Worksheet Copy Option: | Nane w
Find [View Al First [ 1071 [ Last
Line *Distribute by [tem Description Quantity UOM Unit Price Extended Amount =
1 | Amount s Q Q 1,000.00
Ship To SpeedChart
PETERSC|Q, @, [Juse One Asset IDUse One Asset ID Sales/Use Tax VAT
= #
J( GL ChartFields 1 | GLCharfficlds 2 || ExchangeRate | Stafistics |  Assets |
Amount *Account Fund Dept Program Class Project
1| 1,000.00| |2620 GQ, 101 Q. |020500 G 1 Q G &} [=]

Bl save | [=] Notify | %, Refresh |

Invoice Information | Payments | Voucher Attributes

Sk Add | Update.n’DispIay|

Enter funding information, as usual. Note that a new link is visible at voucher entry.

Withholding Thjs is the link to the withholding information. Click on the link and the
withholding information panel is displayed. Payments to a vendor set up for withholding
will automatically be coded to the default code selected at vendor entry in the 1099 link

of the Location tab.
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NOTE: ithhalding | ook for this link whenever entering a taxable transaction. If this box
does not appear, the vendor has not been set up for Withholding. Route this information
back to Vendor Entry or make the necessary update to the vendor file.

Withholding Information

Back to Invaice

Al WMSN Invoice: PIR110705 Vendor: PUBLIC JOHN Q
Voucher: MNEXT Date: 110712005 I 0000527905

Postpone WithholdingPostpone Withholding

Invoice Line Withhold Information Find|View1  First ] 1 or1 [ Last
. .
Line Description Withholding *Withholding Applicable FE
Code
: Q
Customize | Find | View All | B First (1] 1 or4 [¥] Last
* T 3 * T T 1 * EEM i
Entity Type Jurisdiction Class Withholdi Applicable
1IRs Q. |1009 |S  ||[FED |3 o7 |SL  |Payment [=]

Notice the “Withholding Applicable” and “Applicable” check boxes. These will flag the
transaction for 1099 processing. As long as the transaction is coded to a taxable account
code, do not make a change to these boxes.

It is extremely important to be sure that BOTH boxes are either
checked or unchecked. If both boxes do not match, there will be
reconciliation problems and a manual correction will be required later.

Be on the lookout for accounts that should have another Class. The code may be changed
if the Class field (Withholding Code) does not match the account — See page 31 for full
account/withholding code crosswalk. To change the Class Code, you will need to select
the new code in the “Withholding Code” field, located to the left of the Withholding
Applicable checkbox. This field overrides the vendor default of the Location Class field.

Note: A vendor must be set-up for each code. If you can not pull in the correct code
to a voucher, the vendor file must be updated by adding a new line to 1099 options.
See page 21.

Backlo Invoiceé Thyjs link returns to the Voucher Entry Invoice Information panel.

Continue voucher entry, as usual.
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Voucher Entry with two lines of coding, one is taxable, the other
IS not taxable

Scenario 2: We have a Payment to Individual Report for vendor number 0000500001 in
the amount of $325.36. $300.00 is for Professional Services and $25.36 is a
reimbursement for travel expense. Vendor set-up is complete. Navigate to voucher entry
as usual. (Accounts Payable, Vouchers, Add/Update, Regular Entry).

Voucher

{ Find an Existing Value { Add a New Value Y

Business Unit: ILJ'."','T.-EF ')
Voucher IO INE;{T

Voucher Style: |Regul:3r"-.-"-:|L||:her ﬂ
Short Vendor Hame: |L"~'.REDI‘-JJ.'~".I‘-JE-EIEI3 Q,

Vendor 1D IIIIEIEIDEEIIJEIIIH QL
Vendor Location: IIZIIZIIII1 'y

Address Sequence Number: | 1CL

Invoice Humber: [PIR101707

Invoice Date: |1n.-'1a.-'znn? [#]

Gross Invoice Amount: | 22536
Freight Amount: | 00
Misc Charge Amount: | 00

Estimated Mo, of ffivoice Lines:l 2

vl

Add

This is one situation where you will want to enter in 2 for the “Estimated No. of Invoice
Lines”. However, if you forget to enter 2 here, you can add another Invoice line on the
following screen.
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{" Imsice Information ' Payments j Youcher Atfributes |

Business Unit:  _ywhSHN Invoice Number: |F'IR1 m7o7
voucher ID: NEXT Invoice Date: I1 0182007 [5
Voucher StWle  Regular Action: | x| _Run |

PO Unit: | Q,  Purchase Order: | G, CopyPO | wWorksheet Copy Option: INnne

Vendor: IDDDDSDDDEH (o} *Pay Terms: I DUR vI E Basis Dt Type Acct Date
Name: ILARSONJANE-DDS Q Control Group: I &} Commeants
Location: IUUU1 Q Accounting Date: |1 0i18/2007 [#

*Address: I 1R advanced vendor Search  *Currency: IUSD Q Mon Merchandise =
LARSON JANET b Total: | 32536 _Caltuate | yipoiging
Address blocked for
privacy
. Packing Ship: I
Invoice o

Line(s)

ine ‘Distribute by  tem Description Quantity UOM Unit Price Extended Amow
1 |Amaunt j | a |F'rnfessi0na| Serices | I a | | a0

Ship To SpeedChart
INORTHP'{ Q I Q [ Use One Asset ID c
= B
]r’ GL Chart | ExchangeRste ) Stefistics | Assets
Amount Quantity *GL Unit Account Fund Dept Program Class
=] 1| 300,00 [vimsr & 2620 Q 1m O (011010 Q|1 Q| a,

Enter voucher as usual. However, we must separate the taxable portion from the non-
taxable portion. At the “Distribute by” line — enter ONLY the taxable portion. Enter the
coding for the taxable portion. Description is optional but it will assist the Tax Manager
in reviewing the transactions for this voucher.

Click the plus icon () if you need to add another invoice line, otherwise click the
arrow icon ('*]) if you want to advance to the next invoice line.

[#][=] Line -Distributeby HIem Description Quantity UOM  Unit Price Extended Amount
2 |Am0unt j | Q |Trave|- Reimbursement | I_Q | 25.36
Ship To SpeedChart
[MoRTHPEC | Q [ Use One Asset ID Calculatel
= Hi
J GLChart % ExchangeRete ) Stafistics |  Assels |
Amount Quantity *GL Unit Account Fund Dept Program Class Project
= 1 253 Juimsn & [21862 Q fror & for1010 Q|1 Q| Q|

This is a new line. Description is optional but this will assist in reviewing the 1099
processing at the end of the year.

Enter coding information as usual.
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lf Invoice Information Y Fayments Y Youcher Atributes

Business Unit:  LWiMSH Invoice Number: |F'IR1 o177
\oucher ID: MEXT Invoice Date: 1082007
Voucher Style  Regular Action: [ v| _Run |

PO Unit: I Q. Purchase Orider: I Q. Copy PO | Workshest Copy Option: INDnE

Vendor:  |0000500001 Q ‘Pay Terms: [buR =] &  BasisDtType AcctDs
Name: Im Q Control Group: I— Q Comments
Location: qum Q Accounting Date: Im !

"Address: |—1Q‘ Advanced Vendor Search  “Currency: ush & Mon Merchanc
LARSOMAMETM Totak Im Calculate |@
Address blocked for
privacy

Because this vendor has been set-up as a withholding vendor the non-taxable portion
must be unchecked for the Withholding Applicable checkbox.

Click on the “Withholding” link, circled above. ( Xithholding
Withholding Information

Back to Invoice

Unit: LWME Invoice:  FIR101707 Vendor: 0000500001  LARSONJANET M
VAT Entity: Voucher: NEXT Date: 106 852007
Postpone Withholding [~ Apply Withhold at Voucher Post [~
Imsoice Line Withhold Information
) =+ [=
Line  Description Withholding  yyyyholding applicable
Code
1 FProfessional Services I O‘ |7
Withholding Details Custamize | Find | View Al | B First (4001 0 Last
Withholding
N R R N © Contract |Rule
Entity Tyne Jurisdiction | *Class Basm_nmt Reference |Override ‘Mthhnldm Applicable
Owverride
1“IRS ||1099 Q||FED Q “02 Q“ || “ Q‘F‘ayment v |-‘EI
=
Line Description Athholding Applicable
2 Travel - Reimbursement I Q ¥
Withholding Details ze | Find | I First (0 1 o 1 [ Last

Rule Applicable
Override ‘Mthhnldm Ica

| aQ, ‘Payment 4 |- ‘ =]

Withholding
FEntity *Tvne *Jurisdiction | *Class  |Basis Amit Contract
- Reference
Override

1“IRS ||1099 Q||FED Q “02 Q“

Remove Check next to Line 2, Travel Reimbursement.
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Withholding Information

Back to [nvoice

Unit: WS Invoice:  FPIR101707 Vendor: 0000500001 LARSONJAMET M
VAT Entity: Voucher: MNEXT Date: 101852007
Postpone Withholding [~ Apphy Withhold at Voucher Post [~
Imsoice Line Withhold Information Find | Wiew 1 First [ 1.2 o 2 [ Last
} =l
Line  Description Withholding  wyshholding Applicable
Code
1 Professional Services I Q ~

Withholding Details Custormize | Find | Wiey .H||| Firs tE1 of 1 [+ Last

Withholdin Contract  |Rule
*Entity Tyne *Jurisdiction | *Class (B)ailfi:;rn Reference |Override Withhnldln Applicable

-

[E Q“mgg Q“FED Q ||I32 Q“ “ “ @, |Payment ~ ‘-|E|

=

Line Description

2 Travel - Reimbursemeant I

Wlthhnldlng Details Customize | Tund | Wie: £ First [ 1 of 1 [ Last

Withholding
Contract |Rule Apphy
*Jurisdiction | *Class Basﬁ.:;m Reference |Override Withholdin Applicable

‘ RS Q“mge Q“FED a ||02 Q“ “ ‘l @, |Payment ‘Cr) ‘-|EI

Note how the use of the “Description” assists in determining which line should not be
flagged as a taxable transaction.

AWithholding Applikable

=

It is extremely important to be sure that BOTH boxes are
either checked or unchecked. If both boxes do not match, there
will be reconciliation problems and a manual correction will be
required later.

The withholding flag has been removed from the non-taxable portion of this payment. If
the taxable and non-taxable portions of a payment are not separated into different invoice
lines, there is not any way to separate the amounts. ALWAYS separate taxable and non-
taxable portions into two separate Invoice Lines. Distribution Lines can not be
individually checked or not checked for Withholding and the manual adjustment process
is tedious.

Click on the “Back to Invoice” link ( BacktoInvoice ) tg return to the Invoice Information
panel.

Continue Voucher Entry as usual.
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Voucher Entry for Legal Settlements and Payments to Attorneys
— 1099 Implications

Background: Legal settlement payments to a claimant are usually coded to non-employee
compensation. Proper treatment and reporting of these payments involve keeping up-to-
date with latest IRS regulations and are reviewed by UWSA annually. In general, work-
related compensation settlements for employees/former employees are handled through
payroll. So be aware that there are IRS requirements to pay and report compensation
settlements through payroll processing.

When a payment is requested for a legal settlement, each campus must require that the
requester also include tax-reporting details of the settlement and verify that the request
should be appropriately handled though accounts payable.

Punitive damages are not taxable or reportable to the claimant and are appropriately
handled through accounts payable for the claimant. When an attorney is included on the
payment for the claimant, the attorney is reported for the full amount as withholding
code 14.

Scenario 1: A legal settlement payment includes both attorney and claimant.

The payment must be coded to Gross Proceeds to an Attorney or Withholding Code 14
and the Claimant named on a payment along with an Attorney is coded to Non-employee
compensation, or Withholding Code 7, subject to the provisions of the settlement
agreement.

Both the attorney and the claimant are to be reported at the
full amount of the payment.

As a suggestion, enter the claimant as the vendor on the voucher. PeopleSoft does not
have the capability of using two vendors on a voucher.

The Attorney vendor must be added to the vendor file and the staff performing 1099

maintenance must manually enter the payment information for the attorney vendor. To
include all payees on the check, use “Payment Alternate Name””:
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[ Bummary | |dentifying Information |~ Address Y Contacts j" Location

SetiD: LIVADM

Vendor: 0000005365 ShortVendor Name: JOHMSPRINT-001 MName:  JOHN'S PRINTING

‘endor Address Find | Wiew All First 1] 1 of 1 [ Last

FHE

Address ID: 1
|REMIT

Description:

Fin |view &l First 4] 12 B Lot

Effective Date: [10117/2007 [ =
Status: |Active -

Couritry: [US81 Q0 United states

Address 1:  |1099 N 15T STREET

Address 2: |

Address 3: l

City: |maDisorn

County: I

State: |W| X wisconsin Postal: W
Email ID: |

-

Mame 1: IJOHN 0 PUBLIC AND LEGAL EAGLES A'I'I'YSl
ame 2: |

Enter voucher as usual. Manual Entry of the Attorney 1099 record will be required so
have a communication plan in place to transmit this information to the staff performing
1099 clean-up.

Scenario 2: Attorney and Claimant are paid individually on separate checks.

The IRS rules state that when separate checks are issued to the claimant and attorney the
proper treatment for reporting is to report the attorney for only the amount of the
check payable to the attorney and the claimant is to be adjusted to report the
combined total of the two individual payments.

For example, a payment to a claimant for $2,000 along with a separate payment to the
attorney for $1,000 would result in 1099 reporting of $1,000 to the attorney and $3,000
(the combined total of the two payments) to the claimant. In this case, the claimant needs
to be adjusted by an additional $1,000.
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57XX Account Series to non-resident aliens is not reportable as a 1099 transaction.
See 1042S & W-2 procedures.

Reference - Taxable Payments by Account Number and Withholding Code

Account

Description

WIH Code

Comments

1909

Acad - NonSal Legal Settlement

7

Report settlement
payments to any

1944 Class-NonSal Legal Settlement 7 attorney payee as 14

2201 Telecomm Servi.ces—Centrex 7 Parts and materials - see

2230 Telephon.e Sgrwcqlnstall, etc 7 st [l

2260 Communication-Miscellaneous 7

2300 Rental of Land 1

2305 Lease of Land 1

2320 Rental of Space-Noncorp 1

2325 Lease of Space-Noncorp 1

2330 Rental of DP_Equip 1

2335 Lease of DP Equip 1

2340 Rental of Vehicles-Dealership 1

2345 Lease of Vehicle-Dealership 1

2350 Rental of Aircraft 1

2355 Lease of Aircraft 1

2360 Rental Equipment-Noncorp 1

2370 Lease of Equipment-Noncorp 1

2410 Leasehold Repairs & Maint 7

2460 Maintenance & Repair- DP Equip 7

2470 Maintenance & Repair-Vehicles 7

2480 Maintenance & Repair-Other 7

2610 DP Services - Outside Source 7

2620 Services - Professional-Indiv 7

2621 Services - Consultants-Indiv 7

2622 Collection Agency Fees 7

2625 Services-Guarantees 7

2626 Services - Athletic Officials 7

2630 Medical Services 6 Corporations Reportable

2637 Research Subjects 3 NEW reporting code

2675 Printing/Duplicating - Private Vendor 7 Parts & mat’ls — see note

2680 Service-Housekeeping & Janitorial 7

3111 Eye Exam for Safety Glasses 7

3710 Freight 7 Parts and materials - see

3740 | Advertising & Notices 7 note below

3750 Prizes & Awards 3

3750 Prizes & Awards-Cash 3

3760 Claims Awards 3

3780 | Conference/Workshop Exp. 7 NOTE: Service-related

3781 | Conf/Workshop Exp Educ Program 7 parts and materials are

3840 Subcontracts < $25,000-Indiv 7 marked withholding, coded
to the correct account, not

3845 Subcontracts >$25,000 7 a service account.

3860 Royalties 2

190 Land Improvements. 7 Parts and materials - see

4520 Bldg and' Attached Fixtures 7 o T

4525 Bldg & Fixtures-Cap Lease 7
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http://www.bussvc.wisc.edu/acct/codes/ccmaint.html#16
http://www.bussvc.wisc.edu/acct/codes/ccmaint.html
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html#3341
http://www.bussvc.wisc.edu/acct/codes/cccont.html
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3013
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3017
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3022
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3022
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html#3222
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html#3232
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3086
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html#3578
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html#3227
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3062
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3086
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3053
http://www.bussvc.wisc.edu/acct/codes/cccont.html#3053
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html
http://www.bussvc.wisc.edu/acct/codes/ccmisc.html
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Appendix 1 — Limited Liability Company - LLC

The LLC is a type of hybrid business structure that is designed to provide the limited
liability features of a corporation and the tax efficiencies and operational flexibility of a
partnership. A popular choice for sole proprietors who are looking to incorporate simply
to protect personal assets or secure additional loans, the LLC is thought to be one of the
easiest and least expensive forms of ownership to organize. The Limited Liability
Company (LLC) is now a recognized business structure in all 50 states plus the District
of Columbia. LLCs are gaining popularity with small business owners because they
combine the advantages of a corporation with the tax advantages and management
flexibility of a partnership. In general, this means that an LLC will be reportable for
1099 purposes unless it is also a corporation.

Important Note: An LLC as defined in this write-up is a United States registered LLC.
The distinction needs to be made because other countries have
different requirements for companies, corporation, etcetera that might
be less than what the United States recognizes. Only a United States
LLC can be considered an LLC and treated based on the criteria listed
below for United States tax reporting purposes.

What are the main advantages of forming an LLC?

e Owners of an LLC have limited liability for business debts.
e For tax purposes, the allocation of profit and loss of an LLC need not be
proportional to ownership interests.

e With an LLC, there is no double taxation threat since the LLC is not a separate
taxable entity.

e You do not need to be a US citizen to own or invest in an LLC.

Institutional Requirement for Reporting Payments to an LLC

e Institutions are required to report payments to an LLC in the same manner as
payments made to an Individual or Sole Proprietor.

o All payments to an LLC are reported for tax purposes at the end of each calendar
year on a 1099-MISC form for U.S. Tax Residents or on a 1042-S form for
NonResident Aliens.

e Tax reporting information required for payments made to an LLC are:

1. Full name of the LLC (i.e., XYZ Clothing LLC)
2. Home mailing address for the LLC
3. Employer Identification Number (EIN)

Wisconsin LLC or Corporation status can be verified at the Department of Financial
Institutions: http://www.wdfi.org/apps/CorpSearch/Search.aspx?
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Appendix 2 — Vendor set-up as
Withholding or not Withholding in error

Vendors can be set-up as withholding in error or a vendor can incorporate and no longer
be withholding applicable. When an established vendor needs to have a change in the
Withholding status, you must also review past vouchers in the current calendar year and
active Purchase Orders for this vendor in the current fiscal year.

Have a communication plan in place. Correcting an established vendor that requires a
withholding update change, either to set-up withholding or to remove the withholding
set-up, will entail cooperation between Purchasing, Accounts Payable and 1099
processing staff. Always use effective dated panels to update vendors rather than
correction mode as described in section: Maintaining 1099 information for an
Established Vendor

Purchase orders entered for a vendor that is Withholding will be automatically marked
for withholding. Changing the vendor to non-withholding will not correct purchase
orders. Purchase Orders retain the Withholding status effective when the PO is created
and must be manually updated. Additionally, copied purchase orders will also copy the
withholding status. Copied POs can be monitored for correct withholding status through
the queries listed below.

Purchase Orders — When the vendor withholding status does not
match the withholding on the PO.

This creates vendor/voucher mismatches.

Query UW 89 LSN PO NT_WH_VNDR_WH returns a list of POs and associated
vouchers for vendors marked withholding but the PO lines are not marked for
withholding. Copied POs retain the withholding status of the PO it is copied from. In
other words, there can be issues with copied POs when the vendor has changed from
withholding or not withholding. Voucher lines may be marked withholding or not
marked withholding. PO description and voucher description are included in this query.

Query UW_89 LSN PO _NT_WH_VND_WH returns a list of POs and associated
vouchers for a vendor marked withholding. Copied POs retain the withholding status of
the PO it is copied from. In other words, there can be issues with copied POs when the
vendor has changed from withholding or not withholding. Voucher lines may be marked
withholding or not marked withholding. PO description and voucher description are
included in this query.

If a vendor has been not marked for withholding but should be withholding, POs must be
updated to Withholding.

Run these queries periodically to avoid last minute corrections, the following illustrates
how to correct the POs.
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To correct a Purchase Order that is set to withholding for a non-withholding

vendor:
= Purchase Orders -]
I Stage/Source Requests Express Purchase Order
[ Acknowledgements
I Wanage Change Orders Purchase Order
[ Reconcile POs
[+ Review PO Information Unit: LM S PO Status: Dispatched A x
[* Reports
I BudgetYear End PO ID: B237355001 Budget Status: valid
B EI E Copy From: hd ™ Hold From Further Processing
ate -
— oot paate FUS
B Addiﬁvediﬁgﬁ?s *PO Date: 070372007 El Yendor Search Doc Tol Status: WValid
- Approve ChartFields Vendor IGORDONFLES-UU' Yendor Details Backorder Status: Maone Create BackOrder
— Resere PO DS B
— Wairtain Distibutions “endor ID: |UUUUUU”57 GORDOM FLESGH CO INC Receipt Status: Mot Recvd
— Lispateh PO *Buyer: HRD Hardirman Mike LWMSN *Dispatch Method: | Fhone ~]  Dispatch
— Werify Document
Tolerance PO Reference: I PO Type: IGEN &}
— Budget Check - T
- Emn Event Rgguggt Header Details PO Activit] A 0 aal=] Merchandise: fill o Calculate
— Create Backarders PO Defaults Documen _ FreightTaxmisc.: 0.00
— Approval Workdow L“"IE I .
— Effective Dated UOM PO Add Comments  Requisii Total Amourt: k0 00 UsD
Update
I> Receipts =1 I I Retriegve
[> Return Ta Yendar Purchasing kit Catalugl E} |E:||§| L 1o Q —I
[ Procurement Cards
0 Supplier Schedules - |
b ﬁ\iﬁg‘:{e Procurement Description PO Oty *UOmM Category Amourit
b eProcurement . 1 | =\ | Tooo0 [LoT| [asezr |
[ Services Procuremant
Click on the icon next to the Line number.
Express Purchase Order
Details for Line 1
PO ID: B237355001 Yendor: GORDOMFLES-001
Line: 1 ftem:
Category: 93927 Line Status: Active ¥ A
Category Desc: Copy Machine Maintenance and R Backorder Status: Mone
Category ID: OET46
Amount to Receive:  £0.000 usD Merchandise Amt:  60.00 ushD
Quantity to Receive:  1.0000 Doc. Base Amt: £0.00 JsD

Transaction ke Description:
haintenance far Canon IR 1630 Copier, SN
JRKOGE12 1D MAT33 installed 14605 chosen
from level 1 ofthe State Contract and
located in 108 AHABS

F60.000earincludes 6,000 copies peryear,
all maintenance and supplies, exceptp
Preferred Language tem Description:

[ Collapse All
Click on “Expand All”.
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Expand All Collapse All
o

Vendor's Catalog:

™ Device Tracking
Vendor em ID:

|
|
Manufacturer ID: |
|

a

UPH ID: ¥ withholding
Replenish Code: Standard thholding Code: I Q

Manufacturer's ltem ID:

This is where the Withholding check will default into a PO to a vendor marked for
Withholding. All vouchers associated with the PO will continue to be “Withholding
Applicable” and require additional work at voucher entry to “uncheck” withholding.

S

Yendor's Catalog:

™ Device Tracking

Manufacturer ID:

Manufacturer's tem ID:
UPH ID: olding

Replenish Code: Standard Withholding Code:

Uncheck the Withholding box. Scroll down and Click the OK button. This will return you
to the PO Panel. Remember to SAVE. A change order is not necessary.

|
Yendor ftem ID: |
|
|

To correct a Voucher that is set to withholding for a non-withholding vendor:

For vouchers that need correction, the staff working with 1099 Maintenance need to be
notified to make the appropriate changes. Adjusting withholding is discussed in the 1099
8.9 Processing Manual. Or withholding errors can be fixed during regular 1099
maintenance; each campus should decide what is appropriate. Ensuring the correct
vendor information is contained in effective dated panels is a best business practice.

Withholding Information

Backto Invaoice

Unit: LWME R Invoice: Vendor: 0000500001 LARSOMNJAMET M
VAT Entity: Voucher: MNEXT Date:
Postpone Withholding [~ Apply Withhold at Voucher Post [
Invoice Line Withhold Information ind | e A First E 1af 1 El Last
] =
Line  Description Withholding  yagenholding Applicable
Code
1 Supplies I @

Withholding Details Custornize | Find | View All | 58 vl 8 Firs ot (0 1 o 1 O Last

Withholding
- Contract |Rule

*Entity *Type *urisdiction |*Class  |Basis Amt Applicahle
Override Reference |Cwerride Withhnld g

1||IRS Q||1t|99 Q“FED Q |||32 Q“ | Payment W ‘-‘EI
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Note here that only the second Withholding applicable box is checked. This will be an
error on 1099 maintenance. Both boxes must be checked or unchecked — otherwise a

manual correction will be necessary.

Withholding Information

Backto Invoice

Unit: LIS Invoice: Vendor: 0000500001 LARSCM,JAMET M
VAT Entity: Voucher: MEXT Date:
Postpone Withholding ™ Apphy Withhold at Voucher Post [
Invoice Line Withhold Information First [4] 1of 1 (¥ Last
) (=]
Line  Description Withholding  spepholding Applicable
Code
1 Supplies I Q @

Withholding Details

FHTEI nlELn

Withholding
. R R . - Contract |Rule Apphy
FEntity *Tune *Jurisdiction |*Clags Bas:?islr!m Reference |Override Withholding Applicable

1“IRS Q“mgg Q“FED S| [iF Q|| || “ Q|Pavment ‘ W

Voucher Withholding after PO has been updated.

Updating Voucher Withholding in described in the 1099 processing manual.

EE
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Appendix 3 — Vendor with incorrect
Withholding Code

A vendor may be set up with the wrong withholding code. As in the case of a vendor with

two withholding codes shown on page 15, it is important to correct this vendor setup in
the right way.

Do not write over the old code in correction mode. This causes other complications

when the vouchers have to be fixed, instead, add a line as shown and change the new
code to the default code.

Do not use correction mode to add the new code. Insert a new effective dated Details line
under location.

Withhelding Yendor Information

SeflD: UWADM Location: 00an
wendor ID: 0000005365 Description:  REMIT

Short Vendor Name:  PLIBLICJOHMN-001

Add a line by
clicking on the “+”
sign.

First U 4.2 of 2 LI | a5t

Name 1 FPUBLIC JOHMG

1099 Information
Main Information

Customize | Eind | Yiew All | ]

Y Owertices Remit

e , . Default *Default 1099
ity Tyne Slurisdiction o diction: Class Status

GE Q |10s8 @ [FED ID? Q INONE QL MNone =
GE Q |10s8 @ [FED Q) |02 Q, INONE Q1 Mohe =

1099 Reporting

nformation Custornize | Find | view &1 | B8 First [ 1o 1 [ Last
Main Information | Additional Information

PR N TIH Taxpayer Withholding Control
Entity Address v  dentification Number Name
re @ | 1[5 @ [ar238867 [FuBLC =

After adding the new withholding code, be sure to change the default to the correct code.
Why is this important? Correcting the withholding code requires that both codes be

active. If the old withholding code is overwritten, the voucher lines to the old code can
not be easily fixed.

When an incorrect withholding code is discovered, update the vendor, analyze the PO’s

and vouchers already processed and make 1099 adjustments. Have a coordination plan in
place.

DO NOT HAVE MORE THAN ONE DEFAULT WITHHOLDING CODE PER
VENDOR. THIS WILL CAUSE PROBLEMS FOR 1099 PROCESSING.
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Appendix 4 — 1099 Implications - Interpretation and
Definition of Non-Resident Entertainer

Entertainers and Entertainment Corporations Not Wisconsin Residents
1099 Implications
NOTE: All Non-resident Entertainers are subject to State of Wisconsin Entertainer
Tax. Agents, regardless of the state of residence or corporate status, are required to
furnish all information for a Form WT-11 for the Entertainer. State of Wisconsin
resident entertainers follow the same rules as other vendors, i.e., non-corporations
are marked withholding, but entertainer tax does not apply.

Non-Resident Entertainer Tax for a non-US resident — If the Non-US Resident
Entertainer country of residence has a tax treaty with the United States and the income is
exempt for federal income tax purposes, the income is also exempt for Wisconsin
entertainer tax purposes. Link to UW Service Center Tax Treaty List from IRS Pub 901:
http://www.bussvc.wisc.edu/ECBS/itx-tax-treaty-table-uw1339.pdf

Non-Resident Entertainers that are corporations, and paid directly, are not issued a
1099 to the corporation even when state entertainer tax is withheld.

To summarize,

1. Non- resident individuals and non-resident corporations are all subject to the
State of Wisconsin Entertainer tax.

2. Earnings over the cumulative limit of $3,200 per calendar year are subject to
the 6% state withholding tax or a surety bond is required.

3. AWT-11in the legal name of the entertainer is required, even when payment
is made directly to an Agency. This includes Social Security Number.

4. The 6% withholding tax is made according to the WT-11.

5. 1099 reporting is necessary when the 1099 rules apply to the payment, i.e.,
refer to section on 1099 reporting.

Examples of nonresident entertainers include:

e The owner (sole proprietor) of a group of individuals who travel from one
engagement to the next.

e The individual members of an entertainment group, none of which legally own
the group.

e Anindividual entertainer or public speaker who performs at or competes in one or
more entertainment, public speaking, or sporting events in Wisconsin.

e A partnership comprised of corporate and/or individual partners which contracts
for one or more appearances of the partners in Wisconsin.

e An agent who provides an entertainer for an entertainment event in Wisconsin and
provides arranging or managerial services at the event themselves or through one
or more employees in Wisconsin.

e A foreign corporation which contracts for one or more entertainment, public
speaking or sporting events in Wisconsin.

o A foreign corporation whose employees appear in one or more entertainment,
public speaking or sporting events in Wisconsin.
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Interpretation and Definition of Entertainer Tax applicability. This is distinct from 1099
reportable transactions. For example, athletic officials are reported as 1099, Non-
employee compensation, but Entertainer Tax does not apply

Entertainer Tax Does Apply in the Following Circumstances

1.
2.

w

o

A dance or theatre troupe performs at a campus location.

A professional football team plays at Camp Randall. Includes the team and
coaches.

A person is hired to be an announcer for a radio or television broadcast.

A concert is performed by a musician or a group of musicians. Includes the
musician(s) and conductor.

An opera or a play is performed by a group of performers.

An alumnus, who regularly speaks for a fee, agrees to speak at the campus. S/he
does not charge a fee, but we reimburse travel expenses. If the expenses exceed
$3,200, the tax would apply.

An individual speaks or reads poetry at an event, such as commencement
ceremonies or a public lecture, which is open to the general public. This does not
apply to seminars or colloquia.

An individual performs a combination of services, including a public performance
and teaching master classes. If the total payment for these services exceeds
$3,200.00, it is all subject to the Entertainer tax.

Entertainer Tax Does Not Apply in the Following Circumstances (These payments

would still be reported as 1099 if there is a payment for services.)

1.
2.

3.

An individual writes music or poetry or a play.

A visiting professor or scientist speaks to a group mainly comprised of faculty
and graduate students about his/her area of research.

An individual is hired as a consultant for a research project and speaks to a group
of persons working on the project.

A musician speaks to a group of music students and may perform some music as
part of the lecture.

An individual speaks in a classroom or workshop setting, and the audience is
strictly members of the class or workshop.

A department presents a seminar or colloquium series, during which faculty,
graduate students, and/or visitors speak to colleagues.

A professional engineer speaks on his/her area of expertise at a seminar sponsored
by Engineering and Professional Development, for the benefit of other engineers.
An individual is hired as an athletic official for a sporting event.
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Link to State of Wisconsin Form WT-11 Nonresident Entertainer’s Application AND
receipt for Surety Bond, Cash Deposit or Withholding by Employer.
http://www.dor.state.wi.us/forms/with/w-011.pdf Special Reporting and VVoucher Entry
for a Non-resident Entertainer when payment is sent to an Agent or Agency

The State of Wisconsin has specified that when a payment to a non-resident entertainer is
made to an Agent or Agency, 100% the payment must be associated to the Agent and the
Entertainer is associated to the Entertainer tax deduction via the WT-11 and payment
submitted for entertainer tax.

How to handle non-resident entertainer paid through an agency:

Invoicing vendor = Agent. Entertainer is not required to be set-up as a separate
vendor but the Entertainer must fill out the WT-11 when contract (or accumulated
payments for a calendar year) exceeds $3,200.

Split the payment:

1° Remit to vendor = Agency. Agent of Entertainer set up as a separate vendor
2" Remit to vendor = W1 Dept of Revenue for 6% state tax, if applicable

See Page 39

Issuing 1099s to Agents/Agencies

According to 1099 instructions from the IRS general instructions for form 1099 when
payments are made to an Agent or Agency. These entities are defined as

Nominee/Middleman.

http://www.irs.gov/instructions/i1099qi/ar02.html#d0e388

Instructions to the Nominee/middleman for 1099s received. Generally, if you receive
a Form 1099 for amounts that actually belong to another person, you are considered a
nominee recipient. You must file a Form 1099 with the IRS (the same type of Form 1099
you received) for each of the other owners showing the amounts allocable to each. You
must also furnish a Form 1099 to each of the other owners. File the new Form 1099 with
Form 1096 with the Internal Revenue Service Center for your area. On each new Form
1099, list yourself as the “payer” and the other owner as the “recipient.” On Form 1096,
list yourself as the “filer.” A husband or wife is not required to file a nominee return to
show amounts owned by the other. The nominee, not the original payer, is responsible for
filing the subsequent Forms 1099 to show the amount allocable to each owner.

In other words, if an Agent or Agency is paid for Entertainment services (inclusive

of Total Contract Price) on behalf of an Entertainer, the status of the Entertainer
determines if a 1099 is issued to the entertainer.
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FORM WT-11 Nonresident Entertainer's Application AND Receipt for Surety Bond,
Cash Deposit, or Withholding by Employer

PART 1 - Department Copy Mail to:
1. Type or print all information — press firmly. This is a three-part form, no carbon paper required. Wisconsin Department of Revenue
2. Read instructions on reverse side of Part 3 before completing this form. PO Box 8906
3. Mail to Wisconsin Department of Revenue, along with the bond, deposit, or withholding. Madison WI 53708-8906
A Entertainer Stage or professional name of nonresident entertainer
Information

True name of entertainer

Check appropriate box and enter identifying number [ Individual (SS#) [J corporation (FEIN) [J Partnership (FEIN) [C] Other (FEIN)

Business address: number and street City or post office State Zip
B Employer Name Telephone number
Information
Address. number and street City or post office State Zip
C Performance Date of performance Total contract price Location of performance (city and state)
Information $
[ Amount withheld by employer [J Surety bond enclosed s < Amount of bond, cash depost, or withholding;
[ cash deposit enclosed 6% of total contract price above.
B> | declare that this return is true, correct, and complete to the best of my knowledge and belief.
Signature (see reverse side) Title Date
W-011 (R 4-01) This space for Department use only

Receipt for: [_] Surety Bond [] cash Deposit $

Sample WT-11 indicates the Entertainer status.

How to handle non-resident entertainer paid directly:
Invoicing vendor = Entertainer is set-up as a separate vendor and the Entertainer
must fill out the WT-11 when contract exceeds $3,200.

Split the payment:

1% Remit to vendor = Entertainer set up as a separate vendor

2" Remit to vendor = WI Dept of Revenue for 6% state tax withholding, if
applicable

See Page 39
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Appendix 5 — Important Links and information

UW-System Substitute W-9

The Internal Revenue Services (IRS) approved University of Wisconsin System
Substitute W-9 is located at http://www.bussvc.wisc.edu/purch/forms.html#tax. Look
under Tax Related for the link to the document. This document has all the University of
Wisconsin System numbers.

IRS Individual Taxpayer Identification Number (ITIN) Acceptance Agent

The Internal Revenue Services (IRS) only allows the UW to issue Individual Taxpayer
Identification Number (ITIN) to people that we make payments to.

State of Wisconsin Instructions for Form WT-11

http://www.revenue.wi.qgov/pubs/pb508.pdf

Tax Compliance:

UW-Madison Tax web page: www.bussvc.wisc.edu/acct/tax.html . This web page has
useful information regarding tax issues and concerns that are important to campuses.

Tax Advice

University of Wisconsin System institutions do not provide personal tax advice due to
legal ramifications. Taxpayers should consult the Internal Revenue Services (IRS) or
their personal tax preparer to obtain tax advice.

Any tax information contained in this document is not intended or written by University
of Wisconsin System or its employees to be used, and cannot be used, by the recipients or
any other person or entity for the purpose of avoiding penalties that may be imposed on
any taxpayer.
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Appendix 6 — Withholding, Tax Levies, Entertainer Tax,
1042S and Creating a Voucher with Split Payments for

Withholding

In the case of a Tax Levy or State or Federal Withholding, splitting the payment between
the vendor and the tax entity can be handled on one voucher. The following rules apply to
each situation. Campus should have a DOR vendor, IRS vendor and a UWSA vendor for

tax levies.
Type of Pay to and Additional Information
Withholding | send tax
W/H
check
and/or
forms to
Wisconsin | Payable to | Institutions must withhold 6% of payments based on the
Non- and send | total contract price to nonresident entertainers if
Resident check to | accumulated payments for entertainment services exceed
Entertainer | WI DOR | $3,200 (including travel reimbursements) in a calendar year
Tax with a and the entertainer has not filed WT-11 with a surety bond
completed | or cash deposit, or provided a waiver from the Department
WT-11. | of Revenue. Each institution must institute a procedure for
(Do not | accumulating payments to nonresident entertainers to
send a determine if the $3,200 limit has been reached.
copy to
UWSA.) | The 6% withholding must be sent to the Department of
Revenue with a completed WT-11 and a copy of the WT-
11 must also be sent to UW-System. Payees must be
marked withholding, unless a corporation, and we must
issue a 1099-MISC, according to the status of the payee.
The WT-11 and instructions are located at
http://www.revenue.wi.gov/forms/with/w-011.pdf.
See Appendix 4 for additional information.
IRS Tax Payable to | UW-System receives IRS Tax Levies and posts a list of
Levies IRS names to a secure file. Campuses must review the list of
Send the | IRS tax levies weekly. When a campus determines that an
check to | individual or company in the levy list is on their vendor
UW- file, mark the vendor “Hold for Payment” and immediately
System | contact UW-System. UW-System will contact the IRS to
Attn: verify that the levy is still active. UW-System will, in turn,
Bryan notify the campus. The campus will then withhold all future
Peters or | payments to the vendor until notice of release of the tax
Eric levy is received or verified with the IRS or take the vendor
Engbloom | off withhold for payment if the levy is no longer in force.
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Type of Pay to and Additional Information
Withholding | send tax
W/H
check
and/or
forms to
28% IRS Payable to | UW-System manages all payments to the IRS. Be sure to
Back-up UW- include vendor information. All Vendors must be marked
Withholding System | withholding and we must issue a 1099-MISC. IRS Link:
when vendor | Send the | http://www.irs.qgov/govt/fslg/article/0,,id=110339,00.html
will not check to | The UW Tax Information web page at
supply a Tax UW- http://www.bussvc.wisc.edu/acct/tax.html has the UW
Identification | System | Backup Withholding (28%) for Payments to U.S. Tax
Number Attn: Residents procedure. This Tax Information web page has
Bryan more easily understood specific information for campus
Peters or | users
Eric
Engbloom
1042S Payable to | UW-System manages all payments to the IRS. Be sure to
Non- UW- include vendor information when sending a payment for
Resident System | taxes to UW-System. Follow instructions on the Tax
Alien (NRA) | Send the | Information web page at
payments 1042S http://www.bussvc.wisc.edu/acct/tax.html under the
worksheet | flowchart in the How-To section. This flowchart will guide
and the | you through (1) what documentation is required for
check for | payments to NRA’s, (2) what taxes are applicable if no tax
NRA tax | treaties exist between the U.S. and the NRA’s country of
deduction | residence for tax purposes, and (3) if a tax treaty exists then
to UW- | what forms are required to take advantage of the tax treaty.
System,
Attn: UW-System must report all payments made to NRA’s. See
Bryan The UW Tax Information web page at
Peters or | http://www.bussvc.wisc.edu/acct/tax.html under Year End Tax
Eric Reporting/Responsibilities.
Engbloom

1042S — Special Reporting Requirements and Monitoring

Campuses must keep track of payments made to NRA’s so that at the end of the tax
reporting year these payment can be marked as 1042-S reportable on the 1099 Tax Table.
After each campus certifies the 1099 transactions, tax reportable data is downloaded from
SFS to the 1099 Tax Tables for IRS reporting. The campus tracking process must keep
track of the individual’s information (Name, home mailing address, type of payment,
account code, amount) plus all the information required for 1042-S reporting. This
includes the type of income (Independent Personal Service, Scholarships, Royalties, etc.),
person’s country of tax residence, type of tax payer (individual, entertainer, etc.), tax rate
or exemption code, and taxes withheld, if any.
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After UWSA loads the records from SFS to the 1099 Tax Tables, campuses are
responsible for updating 1099-MISC transactions to 1042S reportable on the 1099 Tax
Tables. UWSA sends each campus a notification e-mail after the records are loaded
along with links to the instructions for updating 1099 and 1042S records. The 1042S
indicator is also used to enter state tax withheld.

How to classify a vendor as Foreign Non-Supplier (Optional - This is not required)
Classifying NRAs as “Foreign Non-supplier” under vendor type options (Located under
Location, Payables, Vendor Type Options) is a convenient place to identify NRA
vendors.

[ Summary } ldentifying Information | Address ) Contacts | Location Y Custom |

SetlD: UWMSH

vendor: 000050 . Short Vendor Hame: Name:

Avendor location is a default set of rules which define how you conduct business with a vendaor.

Find[ViewAll  First ] 1 or2 B Last

*Location: |DDD1 ¥ Default EE]
Description: |REMIT TO CAMPUS ATV Foes
Find | View Al First (] 1 of1 [*] Last
O E +

*Effective Date: ID?-'Ué-'dUUC Bl #[=
Status: I Active :' I

] E d All Coll Al
Options: Payables Procurement Sales/Use Tax 1089 Xpan | olapse |
[>
[>
[>
[>

Expand All | dallapse Al

Click on Payablels Link.

*Location: IDDD1 Q) Description:

S 54 R4 IR R4 [5A 8S 182

Expand Vendor Type Options

Preferred Language: I Q

. . . | .
Customize | Find | View All | & First E 10f1

Primary *Type Service Type

= | Q| =

Frd |Foreign Mon-Supplier

Select . as Vendor Type from the drop-
down. Queries can be created to monitor these vendors if a campus decides to use this
feature.
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Using the split payment process

How to create a voucher with split payments
[ _gummary ¥ Invoice Information ' Payments ' Voucher Attributes )" Error Summary |

[TESTWHSPLIT

Business Unit: WS Invoice Number:
Voucher ID: 00544934 Invoice Date: 09302008 [+
Voucher Style  Regular Action: ﬂ _lR“n

Worksheet Copy Option: |Mane |

PO Unit: I Purchase Order: I

Vendor: IW Q, “Pay Terms: lm = Basis Dt Type AcctDate

Hame: LARSONJANE-003 @ Control Group: | @ Comments

Location: IDDD1 Q Accounting Date: |1D.-'D1.-'2008 &

"Address: |—1Q Advanced Vendor Search  *Currency: IE Q Maon Merchandise surmmary

LARSOMN JANET M Total: | 500.00 CaICLIli-m3| Withhalding

This vendor is the Invoicing vendor. 1099 withholding status of the payment and reporting
is determined by this vendor set-up. 1099 payments are reported for the invoicing vendor
not the remit to vendor. If the payment is issued to an Agency/Agent — the invoicing vendor
is the Agent/Agency. Entertainers not paid directly are not required to be in the vendor file,
however, a WT-11 in the entertainer legal name is required.

1 [amaunt =] | Q, |Entertainer - 5% wh | I_Q | | 500.00
Ship To SpeedChart
[NORTHR: O | Q, ™ Use One Asset 1D Calculatel
= i
‘f GL Chart Y Exchange Rate Y Statistics Y Aezzetz \|I
Amount Quantity *GL Unit  Account Openltem Fund Dept Program  Class
= 1| so0.00| Juwnst & |2620 Q| Q |11 Q@ [o30500 Q1 Q | G

Create Voucher. Click on Payments tab, before or after save. Amount of voucher is for
demonstration purposes only.

40



/ Bummary Y Invoice Informatien | Payments Y Voucher Attributes | Errer Summary |

[TESTWHSPLIT

Business Unit:  LWIMSH Invoice Number:

Voucher ID: 00544934 Invoice Date: 09/30/2008 [

Voucher Style  Regular Action: j' _lRL'n
Total: 500.00

Vendor: LARSOM JAMET M *Pay Terms: DUR - | Schedule F'a;-'mentsl

First [ 10f1 ] Last

F[=

If a non-resident

represented by an
agency and the agency
is to be paid, not the
entertainer, enter
Agency vendor number
as “remit to”” vendor.

llessages

Payment Information Find | View All
Scheduled Payment: 1
*Remit to; |uuuusnnnn1 Q5 Gross Amount: | 50000 USD
Location: IDDD1 Q Discount: 0.00 UsD [T Discount Denied
*Address: | 1Q Late Charge
LARSOM JAMNET I cheduled Due: |1D.I'D1."EDDB @
Net Due’ el entertainer 1s
Discount Due:
Accounting Date:
*Bank: IUSEI.L"-.N aQ Pay Group: I Q.
*Account: ICHK &} *Handling: ICH QL
*Method: ICHK Q. Check *Netting: IN Q@
Message: |

Message will appear on remittance advice.

For this example — the vendor must have 6% withheld for State of W1 Entertainer Tax.
Dollar amount is for testing purposes only. Refer to documentation on Entertainer Tax for

applicable rules.

Reminder: If the paid entity (entertainer, agent or agency) is a corporation no 1099
reporting is required. Non-Resident Entertainer Vendors must be marked
withholding and we must issue a 1099-MISC, even if no entertainer tax is withheld.

The WT-11 and instructions are located at

http://www.revenue.wi.gov/forms/with/w-011.pdf.

How to handle non-resident entertainer paid through an agency:
Invoicing vendor = Agency/Agent set up as a separate vendor

1% Remit to vendor = Agency/Agent

2" Remit to vendor = W1 Dept of Revenue for 6% state tax withholding, if

applicable

The Entertainer is not required to be set-up as a vendor unless we make a payment

directly to the entertainer.
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[ Summary Y} Invoice Information } Payments Y Voucher Atiributes § Error Summary

[TESTWHSPLIT

Business Unit:  UWKSN Invoice Number:

Voucher ID; 00544934 Invoice Date; 09/30/2008 [+

Voucher Style  Regular Action: —LI _IRun
Total: 500.00

Vendor: LARSOM JANET M *Day Terms: DUR - | Schedule Pa'y'mentsl
Click “+” sign to add another payment.

Payment Information i W A First E 1 of1 |I| L:
~

F[=

Scheduled Payment: 1

*Remit to: IDDDDSDDDD‘I Q= Gross Amount: I 470,00 UsD

Location: IDDU1 Q Discount: 000 USD I Discount Denied

*Address: I 113 Late Charge
LARSOMN.JAMET I Scheduled Due: |1DID1I2008 [

Net Due: 10/01/2008

Discount Due: I
Accounting Date: I

“Bank: IUSEIAN Q, Pay Group: | Q,
*Account: ICHK Q *Handling: ICH Q
*Method: ICHK Q. Check *Metting: IN Q

Message: | Messages

Message will appear on remittance advice.

Since this entertainer will have to pay $30.00 in taxes to the State of Wisconsin, the net
payment to the vendor is $470.00. To add another panel to pay to the state, click on the
plus sign. The remaining balance is automatically calculated.

Payment Information

Scheduled Payment: 2

*Remit to: |Dunnsnnnu1 Q' Gross Amount: | 3000 USD

Location: IDDD‘] Q Discount: 000 UsD I Discount Denied

*Address: I 1@ Late Charge
LARSONJAMET I scheduled Due: |1mu1rzuua El

Net Due: 10/01/2008

Discount Due: I
Accounting Date: I

“Bank: [UsBaN @ Pay Group: [ Q
*Account: ICHK &} *Handling: ICH Q,
*Method: ICHK Q. Check *Netting: IN a,

Message: | IMessanes

lMessage will appear on remittance advice.

*Action:ISChEUL”E =]  Payment Date: I Hold Payment [~ Separate Payment [
Pay: I vI Reference: I Hold Reason: I Q

Reference Voucher: I Letter of Credit: | =

Reference Payment: I



Vendor: LARSOMN JAMET M *Pay Terms: DUR | Schedule F'ay'mentsl

Payment Information i i irst bl 2 a2 (M Last

Scheduled Payment: 2 FE
*Remit to: IUUUUEM?BB Q5 Gross Amount; I 30.00 UsD
Location: IDUUE a Discount: 0.00 UsD I Discount Denied
*Address: | 1Q Late Charge
WISCONSIN DEPARTMENT OF REVENUE  Scheduled Due:  |10/01/2008 51
ATTEMTION JOSE CARUS
Net Due: I1 0/01/2008
SUITE 6234 21N PARK
Discount Due: I
MADISON, W 53706
Accounting Date: I
Recommended to use
Bank  [Usman @ Pay Group: [« | separate payment for all
*Account: ICHK QL *Handling: ICO QL Wlthheld pOfthﬂS-

Message will appear on remittance advice.

*Method: WQ Check *Netting: IN—Q v 2
Message: |"-.-"r-JD 0000514788 6% withholding desga
*Action:lm Payment Date: I— Hold Payment [
Pay: I—;, Reference: I— Hold Reason: I_Q

Reference Voucher: I Letter of Credit: I a2

Reference Payment: I—

Change remit to vendor for the tax withheld to the appropriate vendor. NOTE: The search
function at “Remit to” is limited, so the vendor for the withholding portion needs to be
looked up in another manner. Since there should only be two vendors receiving
withholding portions, this is not a problem.

The second payment panel can be changed for handling code, scheduled due date,
payment message and even selected for separate or hold payment. Depending on the
preference of the campus — a separate or combined payment can be accommodated by
vendor set-up. It is recommended to handle withholding portions as separate payments so
that withholding is not combined but you will need to check the total reported so the
amount paid to the entertainer is fully declared on the 1099.
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[TESTWHSPLIT

Business Unit:  UWIEN Invoice Number:

Voucher ID: 00544934 Invoice Date: IDQBU-’QUUS

Voucher Style  Regular Action: I :I' ﬂl
Total: 500.00

Vendor: LARSOM JAMET M *Pay Terms: DUR ~||Schedule F'a'fmentsl

Payment Information

Find | Vie

Scheduled Payment: 1
“Remit to: Mﬂ Gross Amount: IW usD
Location: IW Discount: I—EIDD UsD I Discount Denied
“Address: [ Lats Charae
LARSON,JANET I Scheduled Due: |10/01/2008 |

Net Due: IM
Discount Due; l—
Accounting Date: I'1 0/01/2008

*Bank: M Pay Group: I—
*Account:  [CHK *Handling: fen |
“Method:  [CHK  Check *Netting: N ]
Message: | lessages

Message will appear on remittance advice.

*pction: | Schedule |7 |1nm1fzuna

Payment Date:

Hold Payment ™

Separate Payment [~

Pay: I vl Reference: |41 2249 Hold Reason: I
o=

Scheduled Payment: 2
*Remit to: IDDDDSH?BE = Gross Amount: I 30.00| UsD
Location: IUUUZ Discount: I 000 UsD [T Discount Denied
*Address: I 1 Late Charge

WISCOMSIN DEPARTMENT OF REVENUE  Scheduled Due: |1DID‘H2008

ATTENTION JOSE CARLIS

Net Due: |1DID1IZUUB

SUITE 6234 21 M. PARK
MADISOM, W1 53706

Discount Due: I
Accounting Date: |1DID1I2008

“Bank: IUSEIAN Pay Group: |
*Account: CHEK *Handling: ICO
*Method: ICHK Check *Netting: IN

Message: |"-,"ND 0000514788 6% withhalding llessages

Message will appear on remittance advice.

=pction: | Schedule |«

Payment Date:

|1IJJ'D‘1J'ZDDB
|412248

Hold Payment ™

Hold Reason: I
Letter of Credit: I

Separate Payment ¥

Pay: Reference:

FE

After Paycycle - two separate checks have been created.
After Withholding Post the 1099 record for the vendor has the gross amount of the

payment.
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Withholding Invoice Line Update

Vendor SetlD:  UWSHN Vendor Name: LARSOMN JANET M
Vendor ID: noposopopt  Lecafion: 0001 Withholding: ¥

*Business Unit: |U'."':'I.-ISF-J Q. *From Date: |D1.-'D1.-'2008 Exl
[ Clear Updated Withholding ~ *To Date: |12.-'31.-'2008 Ex

Withhold Entity: IIRS Q,  Jurisdiction: | Q Set All Lines to No Wihd
Withhold Type: | Q.  Class: [ Q Set All Lines to Wihd

*Start Date: IEI1.-'EI1-'2EIE|8 [5 “End Date: |12.-'31.-'2E|DB e}

First ] 1 o1 [ Last

Customize | Find | View All | i

Current Withhold Details ' New Withhold Detais

Current MNew . - Business . . " Payment
Withhold Withhold Entity Type Jurisdiction Class Unit Voucher ine  Invoice New Withhold o Amount
1 = vl IIRS Q, |1DQQ Q, IFED Q, ID? G, UWMSN 005440324 1 TESTWHSPLIT 10/01/2008 500.000

Final Processing:
Do not forget - 1099 record will still require a manual update for the
amount withheld at year-end.

1042S records must be updated after the 1099 records are loaded to the
1099 tables.

State tax withheld for Non-resident Entertainers is not reported on a
1099.

Useful Tools

Query: UW_89 RMT VNDR_NT_INV_VNDR

This query returns a list of payments to remit vendors that are not the invoicing vendor
when the voucher gross total is greater than the payment, i.e., when split payments exist.
There is a prompt for Business Unit and greater than Payment Date.

Monitoring specific withholding instances is much easier using the split payment method
of voucher entry.

Query: UW_89 SPLT PYMNT_VCHR
This query will return all vouchers where the Gross VVoucher amount is greater than the
payment.
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Appendix 7 — 57XX Accounts paid to non-resident aliens

Payments to Non U.S. Residents from accounts 57XX must be reported correctly. The
Worksheet must be used to calculate the amounts to be reported and withheld.

Link to the current forms: Payment for Scholarships, Fellowships, Participant Support

(Class 57XX)

Follow instructions for all payments from 57XX accounts made to non-resident aliens.

Excerpt from most recent notification on 2009 rates:
2010 Rates and Forms for Calculating Withholding Tax
for Taxable Payments to Non-Resident Aliens

The IRS has announced that the 2010 personal withholding exemption amount
has been increased to $3,650.00
(http://www.irs.gov/newsroom/article/0,,id=187825,00.html). This will result in an
increase in the daily prorated exemption amount used for calculating withholding
on payments to non-resident aliens to $10.00 per day (the 2009 rate was $10.00
per day). The updated forms which reflect the change in the daily exemption rate
are now available at the Accounting Services website at
http://www.bussvc.wisc.edu/acct/forms.html. The forms reflecting this change
are the Payment for Services and Research Subjects and the Payment for
Scholarships, Fellowships, Participant Support (Class 57XX).

Please pass on this information to the appropriate individuals as you deem
necessary, and instruct them to begin using the new exemption amount for
payments made in calendar year 2010.

View this information at this link http://www.bussvc.wisc.edu/acct/tax.html for
reference purposes.

Message from
José Carus, Jr.
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Appendix 8 — Vendor with Withholding Alternate Name

Withholding names: When a withholding name is entered for a vendor it must be
different from the vendor name AND the name must follow vendor naming conventions.
For individuals this means the format is last name, first name. The address that has the
withholding alternate name MUST be the 1099 default (reporting) address, otherwise, the
withholding alternate name will not be selected.

[ Bummary Y} Identifying Information | Address Y Contacts | Location |

SetlD: LAAWAD W

Vendor: 0000005385  ShortVendor Name:  JOHNSPRINT-001 MName:  JOHN'S PRINTING

‘endor Address Find | View Al

Address ID: 1
REMIT

Description: I
_ This is where to add a Withholding
Effective Date: [10/172007 5 Name if different from the vendor
Status: [active =] name.
Country: [U52 @ United states
Adress 1:  [1099 N 15T STREET Click on Address tab and the click on
adguress2. | Payment/Withholding Alt Names.
Address 3: l
City: |mapison
County: | Use the same naming
State: W Q wisconsin Postat: [aie convention as used for
Email ID: | vendor name, i.e. Last
v( ) name, First name.

Withholding Name 1: IPUEILIC,JOHN Q

Withholding Name 2: |

Use Query: UW_1099 VNDR_WTHD_NAME_CK

This query returns a list of vendors with information in Withholding Name 1. When the
1099 transactions are printed, Withholding Name 1 and Withholding Name 2 will be
printed on the 1099. If a vendor has more than one address, you may get more than one
line per vendor. It is important to review this list and look for any anomalies.
For example,

¢ Anindividual name must be associated to any tax identification number that is

flagged “S” or a social security number. FEINs can be associated to a business name

or an individual.

e Names of individuals in Withholding Name 1 or 2 must follow the naming
convention of last name, first name.

e Fixing the vendor file before January 1, 2011 will help to avoid last-minute
corrections.

e Acronyms must be spelled out according to the W9 in the Withholding Alternate
name — For example — IRS in the vendor file would be Internal Revenue Service as
withholding alternate name.
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1099 print names are determined by presence of Withholding Namel and
Withholding Name2. Otherwise, Vendor Namel and Name2 are printed on the
1099.
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Appendix 9 - Service and Other Taxable Account Codes and Account Descriptions

CODE/ACCOUNT DESCRIPTION Check appropriate box on
the processing form you are submitting (PIR, etc.) if the
payment you are making is one of the payments listed

SFS below as tax reportable. (Note: The word Services as
Account | CODE/ACCOUNT used below means services performed by a person not
Number | DESCRIPTION Taxable? services in the sense of Utility Services, etc.)

All non-salary related legal settlement payments to Academic
Acad - NonSal Legal Personnel. Requirements to account for settlement payments
1909 | Settlement YES ---> made to an attorney or attorney and claimant on page 29.
All non-salary related legal settlement payments to Classified
Class-NonSal Legal Personnel. Requirements to account for settlement payments
1944 | Settlement YES ---> made to an attorney or attorney and claimant on page 29.
All services (Professional, Educational, or Vocational) performed
Services - Professional- by an Individual, Sole Proprietorship, Partnership, or Limited
2620 | Indiv YES ---> Liability Corporation (LLC). Corporations are not reportable.
All services provided by consultants who are Individuals, Sole
Services - Consultants- Proprietorships, Partnerships, or Limited Liability Corporations
2621 | Indiv YES ---> (LLC). Corporations are not reportable.
Collection Agency Fees if paid to an Individual, Sole
Proprietorship, Partnership, or Limited Liability Corporation (LLC).
(Only Services portion is reportable). Corporations are not
2622 | Collection Agency Fees | YES ---> reportable.
2625 | Services-Guarantees YES ---> All Services - Guarantees
Services - Athletic All services provided by Athletic Officials (for example, referee
2626 | Officials YES ---> services, etc.)
Charges for all telecommunication services purchased from an
Telecomm Services- Individual, Sole Proprietorship, Partnership, or Limited Liability
2201 | Centrex YES ---> Corporation (LLC). Corporations are not reportable.
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SFS
Account
Number

CODE/ACCOUNT
DESCRIPTION

Taxable?

CODE/ACCOUNT DESCRIPTION Check appropriate box on
the processing form you are submitting (PIR, etc.) if the
payment you are making is one of the payments listed
below as tax reportable. (Note: The word Services as
used below means services performed by a person not
services in the sense of Utility Services, etc.)

2260

Communication-
Miscellaneous

YES --->

Miscellaneous Communication services not covered by other
account codes which are provided by an Individual, Sole
Proprietorship, Partnership, or Limited Liability Corporation (LLC).
Corporations are not reportable.

2230

Telephone Service-
Install, etc

YES --->

Non-recurring services charges for installations, moves and
changes for Centrex and non-Centrex local service, voice access
circuit charges (STS access lines) and the Consolidated Data
Network that are provided by an Individual, Sole Proprietorship,
Partnership, or Limited Liability Corporation (LLC). Corporations
are not reportable.

3740

Advertising & Notices

YES --->

All payments to newspapers, magazines, advertising agencies,
radio stations, television stations, etc that are provided by an
Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC). Corporations are not reportable.

2680

Serv-Houskeeping &
Janitorial

YES --->

All expenditures for services such as rubbish, garbage, and snow
removal, sanitation services, window washing, floor cleaning and
exterminator service that are provided by an Individual, Sole
Proprietorship, Partnership, or Limited Liability Corporation (LLC).
Corporations are not reportable.

3750

Prizes & Awards

YES --->

All Non-Cash Prizes and Awards (Note: Gift Certificates are
considered cash.)

3750

Prizes & Awards-Cash

YES --->

All Cash Prizes and Awards (Note: Gift Certificates are considered
cash.)

3760

Claims Awards

YES --->

All Claims Awards
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CODE/ACCOUNT DESCRIPTION Check appropriate box on the
processing form you are submitting (PIR, etc.) if the payment you
are making is one of the payments listed below as tax reportable.

SFS (Note: The word Services as used below means services
Account | CODE/ACCOUNT performed by a person not services in the sense of Utility
Number | DESCRIPTION Taxable? Services, etc.)

All rental of privately owned space from an Individual, Sole
Rental of Space- Proprietorship, Partnership, or Limited Liability Corporation (LLC).
2320 | Noncorp YES ---> Corporations are not reportable.
All lease of privately owned space from an Individual, Sole
Lease of Proprietorship, Partnership, or Limited Liability Corporation (LLC).
2325 | SpaceNoncorp YES ---> Corporations are not reportable.
All lease of privately owned land from an Individual, Sole Proprietorship,
Partnership, or Limited Liability Corporation (LLC). Corporations are not
2305 | Lease of Land YES ---> reportable.
All rental of privately owned land from an Individual, Sole Proprietorship,
Partnership, or Limited Liability Corporation (LLC). Corporations are not
2300 | Rental of Land YES ---> reportable.
All Lease of Data Communication/Data Processing Equipment from an
Individual, Sole Proprietorship, Partnership, or Limited Liability
2335 | Lease of DP Equip YES ---> Corporation (LLC). Corporations are not reportable.
All Rental of Data Communication/Data Processing Equipment from an
Individual, Sole Proprietorship, Partnership, or Limited Liability
2330 | Rental of DP Equip YES ---> Corporation (LLC). Corporations are not reportable.
Rental of Vehicles-
2340 | Dealership YES ---> All Charges for rental of vehicles from non-corporations
Lease of Vehicle-
2345 | Dealership YES ---> All Charges for lease of vehicles from non-corporations
2350 | Rental of Aircraft YES ---> All Charges for rental of aircraft from non-corporations
2355 | Lease of Aircraft YES ---> All Lease of rental of aircraft from non-corporations
All Rental of equipment from an Individual, Sole Proprietorship,
Rental Equipment- Partnership, or Limited Liability Corporation (LLC). Corporations are not
2360 | Noncorp YES ---> reportable.
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CODE/ACCOUNT DESCRIPTION Check appropriate box on the
processing form you are submitting (PIR, etc.) if the payment you
are making is one of the payments listed below as tax reportable.

SFS (Note: The word Services as used below means services
Account | CODE/ACCOUNT performed by a person not services in the sense of Utility
Number | DESCRIPTION Taxable? Services, etc.)
All Lease of equipment from an Individual, Sole Proprietorship,
Lease of Equipment- Partnership, or Limited Liability Corporation (LLC). Corporations are not
2370 | Noncorp YES ---> reportable.
All Repairs, maintenance or improvements to leased buildings,
equipment and land, including fencing and highway signs by an
Leasehold Repairs & Individual, Sole Proprietorship, Partnership, or Limited Liability
2410 | Maint YES ---> Corporation (LLC). Corporations are not reportable.
Services and parts from maintenance agreements, labor, or other costs
associated with maintaining or repairing data/word processing equipment
Maintenance & Repair- including software by an Individual, Sole Proprietorship, Partnership, or
2460 | DP Equip YES ---> Limited Liability Corporation (LLC). Corporations are not reportable
Services and parts from maintenance agreements, labor, or other costs
associated with maintaining or repairing other equipment (excluding
vehicles and DP Equipment) by an Individual, Sole Proprietorship,
Maintenance & Repair- Partnership, or Limited Liability Corporation (LLC). Corporations are not
2480 | Other YES ---> reportable
Services and parts paid to private vendors (non-corporations) for repair
and maintenance of UW/state automobiles, trucks, tractors, heavy
equipment, snowmobiles, all terrain vehicles and other similar equipment.
Include payments for maintenance, repair, replacement parts, tune-up,
Maintenance & Repair- tire rotation, lubrication, washing, towing, registration fees, accessory
2470 | Vehicles YES ---> installation and other related expenses. Corporations are not reportable.
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SFS
Account
Number

CODE/ACCOUNT
DESCRIPTION

Taxable?

CODE/ACCOUNT DESCRIPTION Check appropriate box on the
processing form you are submitting (PIR, etc.) if the payment you
are making is one of the payments listed below as tax reportable.
(Note: The word Services as used below means services
performed by a person not services in the sense of Utility
Services, etc.)

2630

Medical Services

YES --->

All costs, including supplies, for medical services provided by hospitals,
doctors, dentists, chiropractors, etc (Individual, Sole Proprietorship,
Partnership, or Limited Liability Corporation (LLC)). EXCEPTION TO
THE RULE: Corporations are reportable and supplies related to the
service must be reported.

3840

Subcontracts <
$25,000-Indiv

YES --->

All Sub-Grant And Subcontract Payments to Non-UW Employee
(Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC)). Corporations are not reportable.

3845

Subcontracts >$25,000

YES --->

All Sub-Grant And Subcontract Payments to Non-UW Employee
(Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC)). Corporations are not reportable.

3710

Freight

YES --->

All Charges for incoming and outgoing freight shipments by an
Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC). Corporations are not reportable.

3860

Royalties

YES --->

All Royalty payments to an Individual, Sole Proprietorship, Partnership,
or Limited Liability Corporation (LLC). Corporations are not reportable.

2637

Research Subjects

YES --->

All direct payments to individuals who serve as a research subjects or
provides blood, bone marrow, urine or other body specimens.

2610

DP Services - Outside
Source

YES --->

All Services and parts paid for work performed by private contractors
or vendors (Individual, Sole Proprietorship, Partnership, or Limited
Liability Corporation (LLC)) (Corporations are not reportable.) who
provide keypunch service or data processing service, the cost for use of
central processing units on a time/shared basis; the cost of hookups with
central information systems, tape cleaning, microfilm and microfiche
services; COWL-related charges.
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Notes:
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