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1099/1042-S Tax Bolt-On Process Overview 
 
The annual IRS 1099 and 1042-S tax reporting is produced from data that is stored in the UW 1099 
Bolt-On table. 
 
When requesting a new supplier, each campus is responsible to request a W-9 form. If, based on 
information from the supplier W-9, any payments might be subject to 1099 reporting, that information 
must be entered into the SFS Supplier Request.  This is done by checking the withholding box and 
completing the additional 1099 fields.  This information is then carried over to any vouchers entered for 
the 1099 supplier. If the supplier is identified as 1099 reportable, any vouchers to the supplier are 
automatically identif ied as 1099 reportable. This can be overridden at the time the payment is 
vouchered. This is discussed further in the PO Voucher Entry and the Non-PO Voucher Entry business 
process documents on our SFS Training and Documentation website.  Institutions should notify the 
Share Supplier group at  when they become aware of any changes needed to a supplier (i.e. new W-9 
information, withholding flag needs to be updated, etc.)  They must certify 1099 reports and 1042S 
balances to UWSA at the end of each calendar year so that the data can be loaded into the UW 1099 
Bolt-On table. UWSA document ‘Working with 1099 Transactions’ is supplied to Institutions at the end 
of the year with instructions for the 1099 process in SFS. It is also available on the SFS Training and 
Documentation website.   
 
After UW System Administration (UWSA) uploads the 1099-Misc records on the Bolt-On table in SFS 
during the first week of January, UWSA contacts all campuses to complete the 1042-S panel for 
nonresident aliens.  Additions and changes to the 1099 record in the Bolt-On reporting application for 
1099-MISC and 1042-S records are the focus of this business process document.  
 

Process Frequency Annual tax reporting for IRS 1099 and 1042-S 

Dependencies None 

Assumptions None 

Responsible Parties Institution staff responsible for 1099/1042-S tax processing with support 
from UWSA 

Alternate Scenarios None  

 
 
Process Detail 
 

I. Search/Update for Existing Value 1099 MISC / 1042 Records on the Bolt-On table 
 

Navigate to Accounts Payable WorkCenter, Tax (1099/1042S), select the Update 1099, 1042S 
Records Link 
 

https://www.wisconsin.edu/sfs/sfs-9-2-training/
https://www.wisconsin.edu/sfs/sfs-9-2-training/
https://www.wisconsin.edu/sfs/sfs-9-2-training/
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OR 
 
Navigator> SFS Extensions > Tax Processing > Use > Update 1099,1042s Rcds 

 

1. Click  for a specific 1099/1042-S record using any of the criteria shown below: 
 

 
 

2. Enter  UW Tax Year 
3. Enter MIF Taxpayer ID Nbr or enter the first letters of the MIF Taxpayer Name (Last) 

4. Click  
5. Select a record to review.  

Notice that a MIF Taxpayer ID Nbr could have several records with each record identified by 
a unique Item Number. The example is JINDRICH JENNIFER A who has Item Numbers ‘1’ 
and ‘2’. 

6.  will display the MIF Taxpayer header record information for review of a 
specific Item No. (number) that should identify a 1099 or 1042-S payment. Notice the 1042S 
Indicator will identify the record as being a ‘1099’ or ‘1042S’ record.  
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7. Select  to review 1042-S tax information.  If the  

1042S Indicator identifies the record as being a ‘1042S’ the  must have 
valid information related to the 1042-S payment. 
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8. The  information and  information can be updated. 
9. After UW System Admin uploads the 1099-Misc records on SFS to the Bolt-On during the 

first week of January, all institutions will be contacted to complete the 1042S panel for Non-
Resident Aliens. 
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10. Change the 1099-Misc record to a 1042S record by clicking on ‘1042S’ in the 1042S Indicator box  

 
 

11. Navigate to complete the  information.  
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12. On the 1042S page, enter First Name and LAST Name 
13. Enter the Income Code (see screen shot below for valid values). ** Important - the logic of 

other codes on the page key off the Income Code selected. 
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14. Enter a Q1042 Exemption Code 

  
15. Select a 1042S Recipient Cd 
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16. Enter 1042S Tax Rate.  This is the withholding rate (ex. 30 Percent) 
17. Enter 1042S Country Cd.  (See Country Codes list at end of document 
18. The 1042S Withhold Allowance f ield is calculated and should equal zero.   
19. Enter Vendor Form that you have on file. 

a. W-8BEN 
b. W-8BEN-E 
c. W-9 (review whether this should actually be 1099 reportable vs 1042-S) 

20. Check the Form 8233 box if you have the form on file. Individuals performing services must 
complete Form 8233 to be eligible for treaty exemption and lower withholding rate. 

21. Enter or Search the Visa Type in the Glacier Visa Immigration Code f ield. 
22. Enter the Date of Birth.  This may be found on the W-8BEN, Passport, Visa, or other 

documents required for payments to nonresident aliens.   
23. Enter Fed Tax Withheld amount (format should be (Dollars=xx,xxx.xx) 
24. Enter Comments 

25. Click  
 
 

II. Enter a New 1099/1042s records into the 1099 Bolt-On Table 
 

Navigate to Accounts Payable WorkCenter, Tax (1099/1042S), select the Update 1099, 1042S 
Records Link 
 
OR 
 
Navigator> SFS Extensions > Tax Processing > Use > Update 1099,1042s Rcds 
  

 

1. Select  for a specific 1099/1042s record using the criteria shown below: 
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2. Enter UW Tax Year: 
3. Enter MIF Taxpayer ID Nbr: Note: This value will be displayed with an encrypted value once 

it is entered. 
4. Note: Do not change the Item Number as the system automatically generates this number.   
5. Enter MIF Taxpayer Name:  For individuals enter:  Last Name space First Name space 

Middle Initial. Commas should not be used. 
6. Enter Business Unit. 
7. Enter Vendor ID if a vendor number exists. 

8. Click  to enter the record into the Bolt-On Table 
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9. Enter Pymnt Dt: Withholding Payment Date  
10. Enter Vendor ID is optional, this field should reflect the actual Vendor number if one exists, 

but no automatic link will be enforced. 
11. Enter Addr 1 = Official street address 
12. Enter Addr 2 = Supplemental information as P.O. Box in addition to street address 
13. Enter City = Enter city or town; DO NOT enter a foreign postal code in this field 
14. Enter State = Enter U.S. State Code; otherwise leave blank 
15. Enter Zip Cd = Enter valid Zip Code (For U.S. enter 5 or 9 digit Zip Code with no hyphen) 
16. If this is a foreign address, enter Province Code = Enter Canadian Province Code; 

otherwise leave blank 
17. Enter Country Cd = DO NOT enter U.S. (See Country Codes from the IRS Instructions for 

Form 1042-S) 
18. Check Foreign Country Ind box = Must be checked for a foreign country address 
19. Enter Use this Address? Y/N indicator: 

a. ‘N’ = No – Process will automatically use the most recent address. 
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b. ‘Y’ = Yes – Process will use the address entered on this page. 
20. Select TIN Type: (SSN, TIN), Note: If SSN is selected, then you must enter an individual’s 

name. 
21. Select Inactive Indicator (‘Active’ is defaulted) 
22. Select 1042S Indicator (‘1099’, ‘1042S’) 
23. The Error Type, 1099 Status, Sent Flag and Correction Printed Ind is used by UWSA only. 
24. Enter Voucher Nbr. Each entry must have something in the Voucher number field. If there 

was no actual voucher then enter a dummy voucher number (ex. E0000). 
25. Enter IRS Code for 1099’s 

a. ‘1’ – Rent 
b. ‘2’ – Royalties 
c. ‘3’ – Other 
d. ‘6’ – Medical 
e. ‘7’ – Non Emp Comp 
f. ‘14’ - Attorney 

26. Enter Account code 
27. Enter Amount 

26. Click   tab to complete 1042S Tax W/H panel information if Tax Bolt-
On record is identif ied as being a 1042S record by the ‘1099’ or ‘1042S’ indicator. 
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27. On the 1042S Tab, Enter the FIRST NAME and LAST Name.  
28. Enter the Income Code (see screen shot below for valid values). ** Important - the logic of 

other codes on the page key off the Income Code selected. 

 
29. Enter a Q1042 Exemption Code 
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30. Select a 1042S Recipient Cd 

 
31. Enter 1042S Tax Rate.  This is the withholding rate (ex. 30 Percent) 
32. Enter 1042S Country Cd.  (See Country Codes from the IRS Instructions for Form 1042-S) 
33. The 1042S Withhold Allowance f ield is calculated and should equal zero. 
34. Enter Vendor Form that you have on file. 

a. W-8BEN 
b. W-8BEN-E 
c. W-9 (review whether this should actually be 1099 reportable vs 1042-S) 

35. Check the Form 8233 box if you have the form on file. Individuals performing services must 
complete Form 8233 to be eligible for treaty exemption and lower withholding rate. 

36. Enter or Search the Visa Type in the Glacier Visa Immigration Code f ield. 
37. Enter the Date of Birth.  This may be found on the W-8BEN, Passport, Visa, or other 

documents required for payments to nonresident aliens.   
38. Enter Fed Tax Withheld amount (format should be (Dollars=xx,xxx.xx). 
39. Do not enter State Tax Withheld. 
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40. Enter Comments 

41. Click  
 
General guidelines for entry into the 1099 / 1042-S bolt-on: 
 

• For nonresident aliens that have applied for a TIN through the UW’s ITIN acceptance agent but 
not yet received it, enter APPLIED, and mark the TIN Type as ‘TIN required but not provided’. 

• No commas in the Name field. 
• Payment Date field uses a date in the current reporting tax year. 
• The City field cannot have numbers -- input the postal code in the Zip Code field. 
 



University of Wisconsin System 
SFS Business Process 

AP.5.02 – 1099/1042s/Tax Bolt-On 
 

 

SFS_AP.5.02_1099_1042_BoltOn.docx Page 16 of 19 

III. US State and Possession and their abbreviations 
 

STANDARD 2-LETTER ABBREVIATIONS 
United States and Its Possessions 

 
STATE Abbreviation STATE Abbreviation 

Alabama AL Montana MT 
Alaska AK Nebraska NE 
Arizona AZ Nevada NV 
Arkansas AR New Hampshire NH 
American Samoa AS New Jersey NJ 
California CA New Mexico NM 
Colorado CO New York NY 
Connecticut CT North Carolina NC 
Delaware DE North Dakota ND 
District of Columbia DC Northern Mariana Islands MP 
Federated States of Micronesia FM Ohio OH 
Florida FL Oklahoma OK 
Georgia GA Oregon OR 
Guam GU Palau PW 
Hawaii HI Pennsylvania PA 
Idaho ID Puerto Rico PR 
Illinois IL Rhode Island RI 
Indiana IN South Carolina SC 
Iowa IA South Dakota SD 
Kansas KS Tennessee TN 
Kentucky KY Texas TX 
Louisiana LA Utah UT 
Maine ME Vermont VT 
Marshall Islands MH Virginia VA 
Maryland MD Virgin Islands VI 
Massachusetts MA Washington WA 
Michigan MI West Virginia WV 
Minnesota MN Wisconsin WI 
Mississippi MS Wyoming WY 
Missouri MO   

    
Source:  www.siue.edu/postal/pdf/Abbreviation-List.pdf 
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IV. Country Codes from the IRS Instructions for Form 1042-S 
Note:  Country codes that are lined through are US Territories and should not be used 
(see US State and Possession and their abbreviations) 
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Revision History 
Author Version Date Description of Change 
Jim Backus  1.0 06/03/13 Initial Draft & Updated Screenshots and 

Content 
Susan Kincanon 1.1 07/24/2013 Formatted, edited, and completed 
Laura Parman 1.1 12/05/2013 Final formatting and linking. 
Eric Engbloom 1.2 12/8/2017 1042-S field and country code updates 
Lisa Fransee 1.3 12/16/2019 9.2 and SHARE supplier updates 
Laura Parman 1.4 02/18/2021 Updated Screen Shots, Added 1042S first last 

name entry requirements  
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