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|. 1099 Process Overview

Monitoring 1099 reportable transactions should be part of regular maintenance to allow for timely corrective
action and to ensure the integrity of the data. Additional Information can be found at the Tax Compliance

and Reporting website.

UW 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 or 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 Taxpayer Identification Numbers (ITINs) for non-
resident aliens as required by Federal law.”

In general, a taxable payment to a Supplier that is not a corporation, is a payment for a service or work
performed, including parts and materials. We are required to obtain a tax identification number for all
Suppliers receiving a tax reportable payment.

Process Frequency Monthly and Annually

Dependencies N/A

Assumptions Users know how to run queries

Responsible Parties Tax Staff at each institution and SHARE Supplier Admins
Alternate Scenarios N/A

NOTE: Controllers from each institution will be required to certify the 1099 report and the 1042S
balances by the beginning of January. The Certification form is at the end of this document. Notify
uwsaproblemsolvers@uwsa.edu when complete.

A. 1099 Supplier Information

Before entering a new Supplier, an institution needs to request a W-9 form from that supplier. The
information on the supplier’s W-9 should indicate if the supplier ought to be set up for withholding.
Enter supplier withholding information by selecting the Withholding checkbox on the Supplier
Identifying Information tab or on the New Supplier Request page and entering information on the
Supplier Location tab 1099 link or New Supplier Request 1099 section.

SFS_AP.5.01.01_Working_with_1099_Transactions.docx Page 3 of 44



https://www.wisconsin.edu/financial-administration/special-topics/tax-issues-2/
https://www.wisconsin.edu/financial-administration/special-topics/tax-issues-2/

UNIVERSITY OF
WISCONSIN SYSTEM

TN

Shared Financial System

University of Wisconsin System

SFS Business Process

Supplier Identifying Information tab:

AP.5.01.01- Working with 1099 Transactions

| S Y l [ i ]| Address l | Contacis } | Location } | Custom l
. . ——
SefiD SHARE Supplier Name |STEWAR1, =
Additional Name | |
Supplier ID 0001013422
‘Withholdi
*Supplier Short Name |STEWAR'I STEWART, M S
Open For Ordering
*Classification | Individual/Sale Proprietor ~| [ Check for Duplicate ] [ VAT Registration
HCM Class | v *Supplier Audit | v
*Persistence | Regular ~ ‘ O supplier Audit Template ID | 0;‘
*Supplier Status | Approved w ‘
W3 on File? Yes
l Expand All ] [ Collapse All Attachments (0)
Secure {1
New Supplier Request page:
=
New Euppiler Rgst
BEbD: SHARE | Chack for Duplicats | *Buppilar Mama: |. 1K LLT |
Buppilar I DOgiEsEEs Addifional Name: | |
Eupplier Short Hame: ROCH w002 I B Withiciding I
*ClacsHlontian: | 5 comeratoniLs v | O Lw aftiiits
Croafed Datefime: 0312020 Z:28FM
sFarcictanos: | Resgular hd | AtaEhmants (D) Created by: P —
Seoune Atachmants (1] Lactupdatnd date:  pogcon 2onpm
EBuppller 3imtus: Mokt Subeithad
uRplier Aretae ) Approved and Supalisr Crestsd? Lactupdatedby:  gossszs
Supplier Location
Looatian: L]
Desaripbion: CHE
Suppilier Andraze Q 1art WView Al
Addrecs ID: 1 + - Aucitional Payment Imfanmation Suppliar Bank Account
Daceription: |\.\‘:I.-lDI:IRESS | Pay Mathan Optias: | DOINE M Hgner Lo e | Dasariphan: | |
country |USA B | Unitgd States PoymantMothod: | | Bank Name: | |
Addrecs 1| RH DR | Layout Opdion: | sa Back ArcourtDe S | Branoh Mama: | |
L t: Q
Adarece 2 | | e | | Bank ID Quaiifar:
Addrece 2 | | f—— | |
oy, | Branoh I2: |
County |mmw | Postal |531; | ::T“kb::nwni | |
Ascaunt Typs: b
Etain |"‘" Q| wiscansin | |
Dispatoh Emall ID: | | ¥ Payment Hotiflcation
O Owerride Address Verifloation
Tax ID Informaticn
¥ Paymantwithholding &It Mamas o
¥ g Entity Typs  Jurcdiotion 1 nﬂr"'l.l Dataust 1098 3mtuc
urisdiction
Clace
L5} s FED |n7 Q| nonE
TIH Typa: Taxpayer Withbolding
Idambifioation Comtrol Nams
Numbar
|F Q | | W Oy
. Approval Team instruotione: N
Commenis: ad i
b #
- | Refurn ic 2aarch | | Pravicue In Ligt | | Hext in Lict | | Nedity | Updats/Dlispiay
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Supplier Location Tab/1099 link must have the withholding class codes entered and saved for them to be
carried over to the voucher page. Only ONE withholding class can be set to “Default Jurisdiction”, however,
more than one withholding class can be entered on the supplier. If creating a new SHARE supplier and more
than one withholding class code is needed, the supplier must first be entered with only one class code. The
other withholding class codes will need to be added after the supplier has been approved. The withholding
class corresponds to the reporting box on a 1099-MISC form. (Please see diagram at the end of section B.)

Supplier Location tab, 1099 link:

Aooress

tive Date | 061012016 i) Effective Status | Active =

Collapse All

Withholding Supplier Information

“Entity “Type “Jurissiction “1099 Status  Withholg Type Description

IRS Q{099 @ FED a = a7 Q | NONE Q| None +| -

If the Supplier is identified as 1099 reportable, any vouchers for the Supplier are automatically identified
as 1099 reportable. This can be overridden by deselecting the withholding checkboxes on the voucher.

1099 Voucher and Payment Information

Validate the voucher is set to withholding by selecting the Withholding link on the voucher. If the voucher
does NOT have a withholding link, the voucher is not set to withholding and will not be reportable.

To change the voucher to not withholding, select the withholding link and deselect the TWO boxes
Withholding Applicable and Applicable. After the voucher is paid, the voucher withholding status can only be
changed by using the VoucherLine Withholding Update page.

The information on the voucher will be used to insert information on the appropriate box on the 1099-NEC or
1099-MISC form. For 2020, the IRS will require a new form 1099-NEC (non-employee compensation) and has
revised for 1099-MISC. All non-employee compensation payments will be reported on form 1099-NEC and
other payment types will be reported on the 1099-MISC form.
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In the example below, the voucher is set to report on class code of “07”-Non-Employee Compensation. The
new 1099-NEC form will have the total amount for Non-Employee Compensation (class code “07”) paid to the
supplier on form 1099-NEC (Non-Employee Compensation).

s onzae

Withinokding Option

Invoics Lins Withhoka information a = -
-4 Dosercton 557 ADY REVEWER
vemacsang coce womaing Roissts
Witnnoiang ostass
LI ”
» Copy From soures Document e
wemnnng
contrct e ooty
ey W snsston s et E= . . sppronie

voics Lines (2

S - pr— O

~ Distribution Linss

= a

[ | [ o ren || s || mem |

o (RN P [ -
. P — -

l:] CORRECTED (if checked)
PAYER'S name, street address, ciy or fown, state o province, cout OB e 13430118
ZIP o for ode, and te .
or foreign posial o ephone 1o Nonemployee
UNIVERSITY OF WISCONSIN SYSTEM 2020 Compens ation
780 REGENT STREET ‘ Form 1099-NEC
MADISON, WI 537152635 [ onsmpleyes compensaiicn Copy B
$ 100000 For Recipient
FATERS T TECEETS T H
263 3
RECIPIENT S name 3
N This is important tax
BN nformation and is
being firnished to the
‘Street address (including apt 7o) 4 Federal income tax withheld Tnternal Revenue
¢ - VE Service. [fvouare
required fo fle @
s retum, 2 negligence
pecalty or other
sanction may be
City or town, state or province, country, and ZIP or foreign postal code: impﬂmdnn‘-m“fmg
I w1 ncome i tavable
_ fhe IRS determines
T that it has mot been
ried.
“ocount number (see instnuctions) 5 Siale tax witkheld & Sisie/Payer's site o, 7 Siate moome
I B TWI/036539888880801 E S
3 3
Form 1099-NEC (ieep for your records) v irs gov form 1099NEC Department of the Treasury ? Internal Revenve Service

If the class code is “03”, the amount will be inserted on the revised 1099-MISC in Box #3 (Other Income used
for Prizes and Awards). If the class code is “06”, it will be inserted in Box #6 (Medical and health care
payments) on the 1099-MISC.
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E CORFECTED (if checked)

PAYERS name, street address, city or towr, state or province, country, 1 Rents OMB No. 1345-0115
ZIP or foreign postal code, and telephone no. s Miscellaneous
UNIVERSITY OF WISCONSIN SYSTEM 2020 Income
. 2 Royalties
780 REGENT STREET -ocico oo 5 555.55 || Form 1099-MISC
MADISON, WI 33713-2633
3 Other income 4 Federal mcome tax mthheld Copy B
$ $ For Recipient
PAYER'S TIN RECIFIENT'S TIN 5 Fizhing boat proceeds 6 Medical and health care payments
39 3 $
RECIPIENT S name 7 Paver made direct sales of $5.000 or § Substitute payments in lieu of -
more of consumer products to a buyer dividends or interest This is important tax
(recipient) for resale . mj'orm;hun and is
I:l being furnished to the
s Internal Revenue
5. . If e
Street address (including apt 10) 9 Crop imsurance proceeds 0 Gross proceeds paid fo an aftomey Sequired o e
123 SOME 8T l:l return, a negligence
penalty or other
 sanchon may be
?it_\' or tuwju,‘:‘;ate or provinee, country, and ZIP or foreign postal code 11 12 Section 4094 deferrals :;’aa]:d]:n S'Dﬁ;fa%:
the IRS determines
Accoumt number (zee instructions) FATCA filing 13 Excees golden parachute payments 14 Nongualified deferred compensation that it has not been
requitement reported.
3 3
15 State tax withheld 16 State/Payer's state no. 17 State mcome
% eetememcmecemeocaeao.o . WI/03633368888880L . %_

Form 1099-MISC (keep for your records)

www.irs.gov/form1099misc

Department of the Treasury ? Internal Revenue Service

C. Type of Payment and Reporting Level for 1099 Reportable Transactions

Only one 1099-NEC, 1099-MISC or 1042 form will be sent to a supplier from the University of Wisconsin

System. Even if a single payment from an institution falls below the taxable threshold amount, it should still

be reported as taxable, because payments from all campuses will be consolidated for tax purposes. For

example, if UWEAU and UWGBY pay the same supplier $400 each, it would appear to each institution that
the payment would not be reportable. However, the total amount of $800 paid to the supplier is above the
threshold and will require UW System to provide a tax form (1099-NEC, 1099-MISC) for reporting.
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Type of Payment Federal UW Consolidated
Law Reporting Level
Services, including parts and materials (Code 07) $600 $600
Payments to Research Subjects, Prizes and Awards $600 $600
(Code 03)
Rentals (Code 01) $600 $600
Royalties (Code 02) S 10 S 10
Medical and Health Care payments. (Code 06) $600 $600
Payments of attorney’s fees for services (Code 07) $600 $600
Payments of gross proceeds paid to attorneys All All
(Code 14).

Note: In 2020 and beyond the amount will show
up in box 10 if voucher has code 14 on it

Scholarships/Fellowships (Non-Resident Aliens - Payments to NRAs are reportable
NRAs) only as 1042S

The following information is required on potentially reportable payments:

e Legal name.

e Permanent home mailing address (the Supplier’s address identified on the default Location/1099 link
in SFS will be used as the permanent home mailing address and inserted on the 1099 Form).

e United States Taxpayer Identification Number (TIN). This can be a Social Security Number (SSN),
Individual Taxpayer Identification number (ITIN) or an Employer Identification Number (EIN).

e A comprehensive description about the payment to help determine the correct classification.

This information is required for all payments on reportable categories listed above, regardless of amount.
For Supplier classifications of Individual/Sole Proprietor or Partnership/LLC, if no tax ID is provided, payments
may be subject to backup 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.
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D. Account Codes Related to 1099 Reportable Transactions

In SFS, account codes do not determine if a voucher is marked as 1099 reportable; the supplier set-up
and what is carried to the voucher determines what will be marked 1099 reportable.

Institutions are responsible for review and maintenance of their AP Business Unit vouchers in SFS and 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.

Each campus should review the account codes for all payments to determine if they are correctly marked or

not marked reportable. A list of account codes with descriptions that are generally considered to be
reportable can be found in Appendix A.

Review Transactions for Correct 1099 Flags

. Vouchers Not Marked Withholding where Account Code is generally considered a

1099 Reportable Account Code

Run Query SFS_AP_1099_ACCT_NOT_WTHD. This query provides a list of all vouchers paid on an account
code that is generally tax reportable where voucher is NOT marked withholding.

The query includes vouchers with all account codes listed as reportable in Appendix A to Suppliers entered
with a classification of Individual/Sole Proprietor, Partnership, Partnership/LLC and Attorney where the
voucher is not marked withholding. The query also includes vouchers for suppliers entered with classification
equal to Corp/LLC, Corp, S Corp or S Corp/LLC where the voucher is not marked withholding on taxable
account codes 2630 and 2635 (Medical Services). Review these vouchers as they should be reportable.
Request a change to the Supplier withholding flag and 1099 info and make the change on the voucher flag to
‘withholding’ if you find the voucher must be reported.

. Vouchers for Medical Services (Account Codes 2630 and 2635) that are not

Marked Correctly for reporting. These must be coded to Withholding Code ‘06’

Run SFS_AP_1099 ACCT 2630 2635 _MDS. This query was created to help campuses monitor payments for
medical services. Campuses must periodically review these payments to ensure reporting accuracy and
compliance. Unlike most other reportable payments, the exemption from issuing a 1099 to a corporation
does not apply to payments for medical or health care services provided by corporations. Therefore, medical
service 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. Medical
service payments are reported in box 6 of a 1099, therefore, the payment must be coded to Withholding
Code 6. The query shows all medical service payments coded to account codes 2630 and 2635 where either
the supplier and/or the voucher is not marked withholding, or where the withholding code is not 6. All these
criteria must be met to be accurately reported on a 1099.
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C. Vouchers made to Research Subjects (Account Code 2637) that are not marked
Correctly. These must be coded to Withholding Code ‘03’

Run Query SFS_AP_1099_ACCT_2637_RES_SUB. This query was created to help campuses monitor payments
to Research Subjects. All payments to Research Subjects are to be recorded as a Withholding Code ‘3’.
Review the list to identify the payments not flagged for withholding or where payments to Research Subjects
are not coded as ‘03’. A payment or series of payments made to individuals for participating in a medical
research study or studies must be reported in box 3 of a 1099.

D. Vouchers and Payments to Fellows and Scholars (Account Codes in 57XX series)
must be reviewed

Run Query SFS_AP_1099 ACCT_57XX. Payments to Non-U.S. Residents from accounts 57XX must be
reported correctly. 57XX Account Series to nonresident aliens is not reportable as a 1099 transaction.

Payments to Non-U.S. Residents from accounts 57XX must be reported correctly on a 1042S. All payments
to students must follow the guidelines provided at Payments to Students. The Student Payment Guide and
Student Payment Tool provide assistance to users to determine the intent of a payment made to a student
and the proper payment mechanism to use. It also provides guidelines for correct payment procedures to
ensure compliance with all applicable federal, state, and UW rules and regulations. Payments to Fellows and
Scholars who are U.S. Residents are generally not reportable on a 1099.

E. Vouchers made for Travel Expenses (Account Codes 21XX and 28XX)

Run Queries SFS_AP_1099 ACCT_21XX and SFS_AP_1099_ACCT_28XX. These are travel codes. Check to
see if these travel expenses are reportable or not. Most of the time these expenses are not 1099
reportable. Certain travel and other expenses reimbursed to employees are considered taxable and
should be reported on a W2. See W2 Reportable Fringes Process document for details. Travel expenses
paid to non-employees are 1099 reportable when they are not supported by required receipts.

F. Vouchers paid using Payment Plus (PPL) Payment Option

Run Query named SFS_AP_1099 PPL_PAYMENTS. If the query brings back results, you will need to change
the vouchers on the list to not reportable. US Bank does the 1099 reporting for Payment Plus (PPL)
payments. Before the Bolt-On is loaded in January, the PPL payments marked 1099 reportable in SFS must be
corrected to reflect that it is not reportable.

G. Voucher made on Purchase Orders where the PO and Supplier Withholding Flags
May Not Match

Run Query SFS_AP_1099_PO_NT_WH_VNDR_WH. This returns a list of POs and associated vouchers for
Suppliers marked withholding, but the PO lines are not marked for withholding. Copied POs retain the
withholding status of the PO it is copied from. There may be issues with copied POs if the Supplier
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withholding status has changed. Voucher lines may also need to be reviewed for correct withholding. PO
description and voucher description are included in this query.

. Reviewing Withholding Vouchers by Supplier

Run Query SFS_AP_1099 DETAIL_FAST_RPT. This query provides the Detail Report of withholding vouchers
for a specific Supplier.

Making Changes to Voucher 1099 Flags

Vouchers are marked for withholding when created if the Supplier is marked for withholding. It is important
to review BOTH the Supplier Withholding Set Up along with the Voucher Withholding Flags. Before making
changes to voucher withholding flags, confirm the Supplier is set up correctly. For SHARE suppliers, requests
for any changes to the Supplier must go through the SHARE Supplier Admins at
ShareSupplierAdmin@uwsa.edu. Refer to Appendix B for Additional information on the 1099 Supplier
updates that are completed by the SHARE Supplier Admins.

How to change 1099 Voucher Status in SFS using the VoucherLine Withholding
Page
Clean up any vouchers that have incorrect withholding flags. Identify those vouchers by reviewing Section I

of this guide.

The VoucherLine Withholding Page will allow you to change withholding flags for Suppliers that have the
withholding link checked and have 1099 information entered in the Location Tab. Please check the Supplier
Set Up before continuing.

Supplier Withholding Flag:

Summary | Identifying Information Address Contacts Location Custom

SetlD SHARE *Supplier Name: | STEWART,

Additional Name
Supplier 1D 0001013422

Withholdi
*Supplier Short Name | STEWART STEWART ]

Open For Ordering

*Classification | Individual/Sole Proprietor e Check for Duplicate [ VAT Registration
HCM Class ~ *Supplier Audit
“Persistence | Regular - O supplier Audit  Template ID =
*Supplier Status | Approved e
W9 on File? Yes
Expand All Collapse All Attachments (0)

Secure Attachments (1)
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sunmay || wnimguromain || o[ comses | [omion ]| oo |

St SHARE
Supplier 1D 0001013422 Short Supplier Name  STEWART]

A suppt isa business with a supplier.

Supplier  STEWAR'

Location Q Tof1 View All

+| =
Default RTV Fees Attachments (0)

Fem

“Location |0001

Description | CHIC

Details Q

T
- - * -
“Eftective Date 01122016 Effective Status | Acive o
Expand A1 Cotlapse A
Options Payabes Procurement swestisotse L]
» Additional ID Numbers
} Comments —— : -
s N Withholding Supplier Information
» VAT
o ol SetiD  SHARE Location 0001
SuppleriD 001013422 Descrpton CHE
5] et seon | [_pronovs i | [ momin | vy R [ ————
Supplier Name _ STEWART,

1099 Options.

1089 Information

B Q

ot I View Al
Main Information H Overides H Remit ‘

- . o Detaut  |'Detaurt  |+10s9

Eniity Type Jurisdiction S | 205 Withihold Type Description

RS @ [ @ [rep Q o al|[noneEQ] ene *| -

1099 Reporting Information

5 Q 1401 v | View Al
Main nformation | | adaionllnfo || TIN Mich

reni . Taxpayer

Eniity ‘Address TINTYPe enifcation Beroer  Company

IRS a 14 s Q i0 Q o + -

oK Cancel

Navigate to the Accounts Payable WorkCenter, Tax (1099/1042S). Select the Update VoucherLine
Withholding link

OR
Navigator> Suppliers > 1099/Global Withholding > Maintain > Update VoucherLine Withholding.

e Enter Supplier SetID = SHARE (or UWMSN).
e Enter Supplier ID.
e Select Search.

Accounts Payable WorkCentel ¢ «

=

Wthd Voucher/Supplier Mismatch

Update VoucherLine Withholding

Update Withholdings

Adjust Withholding

Withhold 1099 Report Job
Update 1099, 10425 Records

Load IRS TIN Matching File

Main Reports/Queries Withholding Line Update
@ Links ¢ Enter any information you have and click Search. Leave fields blank for a list of all values.
b Vouchers Find an Existing Value
I Payments
I Suppliers -
o Tax (1099/10425) ¥ Search Criteria

Supplier SetlD | = |~ SHARE Q
Supplier ID | begins with |~ | 0001073781 Q
Supplier Location | begins with |~ Q

Supplier Name

[case Sensitive

Search

—_—

Clear

begins with |~

Basic Search & Save Search Criteria

SFS_AP.5.01.01_Working_with_1099_Transactions.docx
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Enter From Date ‘01/01/20XX’.
Enter To Date ‘12/31/20XX’.
Enter the Start Date ‘01/01/20XX’ for Tax Reporting Year.
Enter the End Date ‘12/31/20XX’ for Tax Reporting Year.

Withholding Invoice Line Update

Vendor
Supplier SetlD SHARE Supplier Name CHARTWELLS DINING SERVICES
Supplier ID 0001073781 Location 0001 Withholding Y
Criteria
*Business Unit | UWSUP Q *From Date [01/01i2019 Search
[ clear Updated Withholding *To Date | 121312019 o) I
Must use full tax
calendar year
Defaults 01/01/20XX
Withhold Entity |IRS Q Wiithhold Ty Set All Lines to Ho Wihd through
ithhold Enti ithhold Type ines to No
12/31/20XX
Jurisdiction Class Set All Lines to Wthd
Tax Reporting Year
“Start Date |01/01/2019 “End Date | 12/31/2019
Details
B Q 1-5 0f 292 ~ e [ % View 100
Current Withhold Details New Withhold Details
Current New Entity T Jurisdiction = Class Business Voucher= Line Invoice Payment Merchandise Amt
Withhold  Withhold Lixs Unit Date
1 ~ IRS Q 1099 @ FED Q 07 Q  UwsupP 00165724 1 3059301579 01/04/2019 5.700
2 ~ IRS Q 1099 @ FED Q 07 Q UWSUP 00165725 1 3059301549 01404/2019 81.400
Search
e Click
Details
H Q 1-5 0f 202 ~ » 4
‘Current Withhold Details New Withhold Details
Crosut o5 Entity Type Jurisdiction = Class Blsisss Voucher= Line Invoice FLsi Merchandise Amt
Withhold Withhold Unit Date=
1 ~ IRS Q 1099 Q FED Q 07 UWSUP 00165724 1 3058301579 01/04i2019 5700
2 e IRS Q 1099 @ FED Q 07 UWsupP 00165725 1 3059301549 01/04i2019 81.400
3 ~ IRS Q 1099 @ FED Q 07 UWSsupP 00165740 1 4188300688 01/07/2019 230.000
4 2 IRS Q 1099 Q FED Q 07 UWsupP 00165741 1 4188300625 01/0712019 155.250
5 v Q Q Q UwWsupP 00165750 1 3059301604 01/08/2019 12,787.880
Save Return to Search Notify

The system displays ALL the voucher lines for a Supplier Location. If there is more than one Location, go back

to the search results to select the

next one.

SFS_AP.5.01.01_Working_with_1099_Transactions.docx
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To refine your search further, use the Criteria and Tax Reporting Year group boxes to enter the selection
criteria for the vouchers you want to update. Click Search when you have entered all your search criteria in
these group boxes.

Use the Details grid to view the voucher lines retrieved by your search and to select voucher lines for
updating. Caution: Select the ‘View All’ or “View 100” button to see more results.

Current Withhold Details
Tab displays the original withholding information for the selected voucher lines.

Current Withhold Details New Withhold Details
Gt Blew) Entity Type Jurisdiction = Class BUSRIESE Voucher= Line Invoice Ravment Merchandise Amt
Withhold ~ Withhold Unit Date=
1 ~ IRS Q 1099 Q FED Q o7 Q | uwsur 001685724 1 3059301579 01/04/2019 5.700)
2 ~ IRS Q 1099 Q J}"IFED Q o7 Q || uwsur 00165725 1 3059301549 01/04/2019 81.400]

The following are fields that appear on the Current Withhold Details tab:

Current Withhold Column. If the box is selected this indicates that the voucher line is currently marked
withholding and will be reported on the 1099.

New Withhold Column. Use this column to change the withholding on a voucher line. To change the
withholding status, select ‘Y’ for withholding applicable or ‘N’ for no withholding. If you select N under the
New Withhold column to mark the voucher as NOT Withholding, the Type, Jurisdiction and Class change to

blank. Select .

‘Current Withhold Details New Withhold Details

Current  |New : R Business " ’ Payment "
Withhold  |Withhold Entity Type Jurisdiction = Class Unit Voucher= Line Invoice Date= Merchandise Amt
1 N ~ IRS Q Q Q Q| uwsuP 00165724 1 3059301579 01/04/2013 5.700

In the New Withhold Details Tab you will see ‘Pending Database Update’. A nightly Update Withholding
process will run from first Monday in December through approximately January 7 of following tax year to
update all changes during the 1099 clean up period.

Current Withhold Details |Newwrmnord Details |

E:ﬁ'"e“ Voucher= Line New Withhold New Class MNew Type  Hew Jur Status
Pending
1 UWSUP 00165724 1N Database
Update

Make the necessary changes to each voucher line or all voucher lines.

To change selected lines to a withholding class combination,
New Withhold =Y

Entity = IRS

Type =1099

Jurisdiction = FED

SFS_AP.5.01.01_Working_with_1099_Transactions.docx Page 14 of 44
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Class = select appropriate class code. The only available codes will be codes that have been set up on the
Supplier’s Location/1099 link. Email SHARE Supplier Admins (ShareSupplierAdmin@uwsa.edu) if additional

class codes are needed.

Withholding Invoice Line Update

Vendor
Supplier Setld SHARE Supplier Name CHARTWELLS DINING SERVICES
Supplier ID 0001073022 Location 0001 withnolding ¥ Example for
Criteria Changmg one
*Business Unit|UWSUP | *From Date(01/01/2018  |[i Search voucher/row
S 8 from Not
[ i i *To Date|12/31/201 5 5
Clear Updated Withholding 0 Date|l1.-/ Wlthholdlng
Defaults TO
Withhold Entity RS Q Withhold Type Q | Set All Lings to Mo Wihd Wlthholdlng
Jurisdiction| Q Class| Q | Set All Lines to Wihd

Tax Reporting Year
*Start Date 01/01/2018 W *End Date|12/31/2018 ]

Sonalize | Find | view s | IEI| @ First ‘&' 110001279 ‘*' Last

Details
| Current Withhold Details New Withhold Details |
et law Entity Topa Jurtasitofion Class o Vouchers Line  Invoice Payment | Merchandise Amta
1 I v | RS J& 11095 & FED EETANEN E 00159149 13059301311 01/04/2018 16,918.230 &
2 — a ﬁq ':7q 7(1 UWSUP 00159150 13059301312  01/05/2018 15,340,260
3 I L2l Q Q Q Q  UwsuP 00159151 1 3059301310 01/D5/2018 27.085.160

i [ save |

After you have made all your changes, clic

You may get a warning message telling you should use the entire calendar year when entering information. If
you did so, select “OK” to save.

Message

Withhold Update must process all transactions for the entire Tax Reporting Year (7400,122)
Please verify that the Tax Reporting Start date and End date are correct (for USA, you must enter the entire calendar year, 01/01/™YYY to 120310,
Failing to specify the correct dates will cause data errors.

ﬂ Press OK to SAVE
Press Cancel to go back to the previous page and verify/correct those dates

I | cancel
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Click on the NEW Withhold Details tab.

Withholding Invoice Line Update

Vendor
Supplier SetlD SHARE Supplier Name CHARTWELLS DIMING SERVICES
Supplier ID 0001073022 Location 0001 Withholding

Criteria

*Business Unit|UWSUP  |Q *From Date 01/01/2013 |

Clear Updated Withholding *To Date[12/21/2018  |[]

Defaults

Withhold Entity IR Q Withhold Type a Set All Lines to Mo Wthd

Jurisdiction a Class Q, Set All Lines to Wihd

Tax Reporting Year

*Start Date|01/01/2018 |l *End Date|12/31/2018  |[W)

Details Persanalize | Find | View 5 | Y| [ First ‘&' 1-1000f278 '‘*' Last
Current Withhold Details New Withhold Details

Business Hew

Unit Youcher=s Line MNew Withhold Mew Class  Mew Type i Status
Pending
1 UWSUP 00158148 1Y o7 1088 FED Database
Update

The status will appear on the New Withhold Details Tab under the Status column.

If a Supplier is defined as a withholding Supplier and there are voucher lines that are not flagged as
withholding applicable or ‘Y’, the system will ignore these lines when running the 1099 reports. The amounts
will not be included in the Supplier's 1099 balance.

Caution: Conversely, if a Supplier is not marked as a withholding Supplier but voucher lines are flagged as
withholding applicable, the system will ignore these voucher lines for 1099 reporting. However, you should
still correct the voucher withholding status to not withholding if applicable to ensure data integrity. With
most institutions using SHARE suppliers, any changes to the Supplier file impacts other campus reporting.
Therefore, all changes to SHARE suppliers need to be sent to the SHARE Supplier Admins.

Note: If your analysis has determined that a Supplier is incorrectly flagged or not flagged for withholding,
notify the ShareSupplierAdmin@uwsa.edu. If there is no W-9 attached to the supplier, they will request that
you obtain and attach a recently filled out W-9 form. The SHARE Supplier Admins will then review the
supplier withholding status and change it if necessary. Please do NOT change the supplier withholding flag
yourself.

Run Query SFS_AP_1099 WTHD_UPDT to return a list of either pending or updated vouchers. The query
prompts for Business Unit and Pending Database Update or Database Updated. The Update Withholdings
Process must be run for the pending transactions to be updated. You must confirm the Supplier is marked
withholding for withholding updates to be correct. Contact uwsaproblemsolvers@uwsa.edu if you need
the process run real-time.
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SFS_AP_1099 WTHD UPDT - 1089 RECENT WITHHOLDING UPDATE

B. Correcting Withholding Adjustments in Error and Creating New Withholding
Adjustments

The Withhold Adjustments page overrides existing withholding transactions. Where the VoucherlLine
Update selects or clears withholding flags for a voucher line, this process creates/adds or changes amounts.

Some examples of why adjustments may be necessary:

e A Supplier might have a change in ownership and/or name, and you may not be notified of the change
until much later. The new owner may continue using the old name and/or accept payments made to the
old name. If the change affects tax reporting, such as a corporation sold to a partnership, you could add
payments inaccurately recorded under the old Supplier to the current Supplier record. Suppliers with the
same name but different tax ID numbers are different for tax reporting purposes.

e Another scenario for this process is to recognize a tax reportable payment to a Supplier when the original
transaction is outside the norm. For example, a payment is made to an attorney for distribution to a
client. We are required to report the taxable payment to both the attorney and the client. Since we can
only associate a payment to one Supplier in SFS, an adjustment must be made for the client Supplier.

e  Correction of amounts (in contrast to flagging or unflagging lines) that have been marked withholding.
This would occur when taxable and nontaxable amounts are combined on one voucher line.

Types of Adjustments you can make:

e You can adjust for transactions that have been processed through SFS where a voucher and payment
exist.
e You can ADD records only if the Supplier is entered in SFS and is flagged for Withholding.

ALL SUPPLIERS MUST HAVE WITHHOLDING BOX CHECKED ON THE SUPPLIER PAGE TO BE INCLUDED IN 1099
REPORTING. If you cannot find the Supplier in your adjustments search — check the Supplier Summary or
Identifying Information page on the Supplier and verify the Supplier is set to ‘YES’ for Withholding.

To adjust any withholding information:

¢ Navigate to Suppliers > 1099/Global Withholding > Maintain > Adjust Withholding OR
*  Go to Accounts Payable WorkCenter, Tax (1099/1042S) Menu and select the Adjust
Withholding link.
e ENTER Supplier SetID. Confirm the Supplier is set to Withholding BEFORE making any adjustments.
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‘ Summary H Identifying Information H Address H Contacts H Location || Custom ‘

setlD SHARE Check for Duplicate *Supplier Name | JATHLEER

Supplier ID gog Additional Name

> Withholding

_ Open For Ordering
*Classification | Individual/Sole Proprietor v O UW Afiiliate [ VAT Registration

*Supplier Short Name TKAT I KAT-001

e ENTER Supplier ID.
e SELECT . =®2M  3nd select the link to the Supplier.

Accounts Payable WorkCenter 0 «
Main || ReporsiQueries Withholding Adjustment
% Links = o Enter any information you have and click Search. Leave fields blank for a list of all values.
b Vouchers Find an Existing Value
. Paym?ms Search Criteria
I Suppliers
= Tax (1099/10425)

' wWihd Voucher/Supplier Mismatch Supplier SefiD[=_¥ SHARE Q

T Update VoucherLing Withholding Supplier 1D begins with ¥ 0001000436
O Update Withholdings Supplier Location| begins with ¥
Adjust Withholding

‘Withhold 1099 Report Job

Update 1099, 10425 Records

Load IRS TIN Matching File

TIN Matching Inquiry

1099 Search & Print

Create 1042 Summary (APYQ3040)
Create 1099 Com-Sum (APYQ3044)
Create 1099 File (APYQ3038) -
Original

Create 1099 File (APYQ3046) -
Corrected

Create 1099 Summary (APYQ3036)
GLACIER EXT

GLACIER VIEW

Load SFS 1099 Data (APY(Q13035)
Report on 1099 data (APYQ3052)

Search Clear Basic Search |'-l"‘ Save Search Criteria

O oooooa

aoooooa

I Tax (W2)

e Enter Business Unit.

e Enter the Start Date ‘01/01/20XX’ for Tax Reporting Year.
e Enter the End Date ‘12/31/20XX’ for Tax Reporting Year.
Click Search

A search here will return all lines marked as withholding for this Supplier. Select the .20 link to bring back
all withholding rows for this Supplier.
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Withhold Adjustments Enter ENTIRE
CURRENT TAX

4RY D

SHARE  Supplier 0001000436 0001
Search Criteria

Business Unit UWSUP Q I

Type Q Start Datd 01/012018 |5

9

Entity

Jurisdicti or%

End Datq[12/31/2018 |5

Class ‘)

Personalize | Find | View Al | 7‘I E‘ First ‘&' 1-20of6 '*' Last

2

Adjustments
Main Information Transaction Info Payment Information Adjustment Reason =]
Short Name: *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Original UWSUP__ |a, RS o [08s o FED a, 7 a, [GENRL |y H =
Original UWsUR a, [rs o [1088 o [FED Q o7 , [GENRL |qq HE=
[ save ||[3" Retun to Search || =] Moi = Refresh
fy

If there are no entries, fill in all the blanks provided to add the adjustment. If there are entries, you can
modify an entry to adjust the dollar amount on the line or lines returned.
To enter a new withholding adjustment for a Supplier with existing lines, simply click on Ii]and enter the

necessary information.

Select data in this order:

Main Information
e Select . tab.

e Enter changes and additions.
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Withhold Adjustments
SHARE  Supplier 0001000436 0001 Sy B WERY D
Search Criteria select to
Business UnitJWSUP | add a new
row
Eniity[ @ wee[ @ Start Date
Jurisdiction| | cass[ o End Date[12/3172018 |5
Adjustments Personalize | Find | View 2 | £ | E First ‘4 B Last

| Main Infermation || Tranzaction Info || Payment Informafion || Adjustment Reason |

Short Name *Business Unit *Entity *Type *Jurisdiction *Class *Rule

Original [uwsur o RS |o, [10s8  |o [FED A @ o7 |a [GENRL [+ [=]
Original uwsur o, RS |o, [088  |a [FED o, o7 |a [GENRL & =
Original [uwsur o RS |o, [10s8  |o [FED o, o7 | [GENRL = =
Original uwsur |, RS |o [10es  |q [FED o, o7 | |sEMRL [+ =
Original luwsur — Ja RS |y [1098  |a [FED ey o7 |@ |BEMRL [+ [=]
Original luwsup la, [rs | [1098  |@ [FED o o7 | [eEMRL o [+] [=]
ILegacy [uwsur | RS |y [1099 |y [FED ey fo7 |, [GEMRL |oy [+ i:]|

|E save || Retum to Search |[=] Nofify |[2 Refresh |

. select the (TN «op.

Withhold Adjustments
SHARE  Supplier 0001000436 0001 W JE__y O
Search Criteria
Business UrlitQ
Eniy[ |Q wee[ @ Start Date[01/01/2018 5]
Jurisdietion |@Q, class, | End Date 12312018 |3

Adjustments Personalize | Find | View 2 | (2 | [ First ‘4 1-7of 7 '* Last
| Main Information || Transaction Info || Payment Information || Adjustment Reason |-

EBasis Amt Liahility Amt Paid Amount Payment Date Declaration Date™

[ 209579 | 0.00 | 0.00 06272018 [oerz720is | =+ =
[ 6651.50 | 0.00] | 0.00] 06/20/2018 [oerzoz018 |5 [+ =
[ 3237.00 | 0.00 | 0.00 047182018 [parnazoie 5 = =
[ 226179 | 0.00 | 0.00] 03212018 (| = =
[ 139900 | 0.00 | 0.00 02192018 [o2i1er201 = =
[ 334075 | 0.00 | 0.00 02/05/2018 [ozoszoie  m = =
I 333300 || 0.00 | 0.00 J11/02:2018 150 |11022018 | [ [+] [=]
|Esave || Retum to Search | =] Nofify [ Refresh |
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e Enter Basis Amount. The amount on which the withholding is calculated. This is the basis amount that is
reported to the withholding entity for this payment. It includes the liability amount and is typically the
gross amount of the voucher.

e Liability Amount — leave blank. This is the amount of back up withholding that is retained to remit to the
withholding entity. This amount may also be remitted to the original Supplier depending on your
business processes.

e Paid Amount. —leave blank. This is how much of the withholding has been paid to the tax authority. This
will typically be S0.00 since we do not pay 1099 taxes in advance.

e Enter Payment Date - This is the date on which the payment was made.

e Declaration Date can be entered using same date as payment date. This is the date on which the
withholding is declared. Declaration date is used for withholding entities who use a date other than
payment date—accounting date, for example—to report withholding transactions.

P t Inf tio
o The tab provides information on existing payments. No entry is required on this

tab.
Withhold Adjustments
SHARE  Supplier 0001000436 0001 RYD
Search Criteria no entryr
Business UnitlUWSUP |Q required on
Entity Q Type Q Start Date[011/01 payment
Jurisdiction Q. Class Q End Date | 12/31/ mformatlon
tab
Adjustments Personalize | Find | View 2 | = |

Main Information Transaction Info Payment Information Adjustment Reason | [F=H

Bank SetiD Bank Code Bank Account Method Payment References Currency
UWsuUP &35?5 4445 System Check 104443 uso [ =
UWSUP USETS 4445 System Check 104341 UsD =
UwWsup USE7S 4445 System Check 103684 usp [+ [=]
UWsup USE7S 4445 System Check 103418 usp 037212018 1‘ :I
UWsup USETS 4445 System Check 103051 UsD 021972018 [+ [=]
UWsup USBE7S 4445 System Check 102386 uso 02/05/2018 1‘ :I
usD 111022018 (]| =
[F save ||[@* RetumtoSearch ||[=] Mofify ||<* Refresh

e Enter the adjustment reason for the listed transaction.

e Select ES&.
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Withhold Adjustments

SHARE  Supplier 0001000436 0001 D
Search Criteria
Business Unit|JWSUP Q
Entity Q Type aQ Start Date[01/01/2018 |5
Jurisdiction Q Class Q End Date 12/31/2018 |[x Search
Adjustments Personalize | Find | View 2 | L2 | E First ‘4 1-7of 7 ‘&' Last

Main Information Transaction Info Payment Information Adjustment Reason | [F=5K

Creation Date User IDa Description

06/27/2018 MAESTRO + [=]
06202018 MAESTRO + [=]
D4/18/2018 MAESTRO +| [=]
032172018 MAESTRO + =
0271972018 MAESTRO +| =]
02/05/2018 MAESTRO +| [=]
1170212018 00583219 [Edaed Payment WH Adj | +| [=]
& Save ||[2 Retumn to Search =] Matify || =* Refresh

To include the withholding overrides (adjustments) to be reported to IRS, you MUST CHECK THE “INCLUDE
OVERRIDES” BOX ON the Withholding 1099 Report Job Process. Information on how to do this will be located
in the section for running the withholding 1099 report job process. This process should be run AFTER you
have fully completed the review of all vouchers and mismatches.

The withholding balance for a Supplier will include any withholding overrides that are entered. Run query
named SFS_AP_1099_ADJUSTMENTS to review the listing of all records where adjustments were made.

C. Process to Update Withholdings Runs Nightly — Monday through Friday (This is Run
Centrally by UWSA)
Caution: Before the Update Withholding Process is run you must first ensure that the withholding

information on the Supplier is set to withholding and all withholding information is entered on the Location
Tab/1099 Link.

This process is run in a batch process (centrally) every Monday through Friday night after 7pm. Email
uwsaproblemsolvers@uwsa.edu if you need this run at a different time.

The Withholding Update process will update the withholding transaction table and voucher tables with the
updated withholding information you have entered on the Withholding Invoice Line Update pages.

You can monitor your changes by running Query SFS_AP_1099_WTHD_UPDT to see what has been updated.

The query prompts you for Business Unit and transactions that are Pending Database Update or Database
Updated. Transactions that have been updated should appear in the ‘Database Updated’ query results.
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SFS_AP_1099_WTHD_UPDT - 1099 RECENT WITHHOLDING UPDATE

Busines Unit: pwosk
Pending (P) or Updated (U): | Database Updated e

Start Date (should be Jan 1): [01/01/2014 [
End Date (should be Dec 31): [12/31/2014 [
View Results

Download results in : Excel SoreadSheet CSV TextFile XMLFile (1 kb)

iew Al First [ 1-10f 1 [ Last
Unit Voucher Line Pending or Update: New W/H New Code Entity Setid Curr W/H Start Date End Date New Type  New .Jur Vendor Name Line Amount Withholding Y or N Code

1 UWOSH 00276169 1u N IRS Y 01/01/2014 12/31/2014 0000028324 40000 N

IV. Reviewing Supplier and Voucher Mismatches

We recommend you run the mismatch report after you have reviewed transactions and are confident all
vouchers are marked as needed. All Institutions will be responsible to review mismatch of withholding
between suppliers and vouchers and make corrections if necessary. This report does not necessarily require
changes to a supplier or voucher. An example where you may not need to make a correction is for a supplier
that is marked withholding because payments for services are generally tax reportable, however, certain
payments to the supplier are for non-1099 reportable items (such as travel reimbursement or fellowship
payments).

You can choose the option to run a process to create a pdf report OR to run queries to bring back information
where there is a mismatch on a supplier not marked withholding where a voucher is marked withholding or a
mismatch on a supplier marked withholding where a voucher is marked not withholding. You can use the
report output as a checklist to clean up the mismatches.

A. Run Supplier/Voucher Mismatch Report - Option 1 to PDF

e Navigate to Suppliers>1099/Global Withholding>General Reports>Wthd Voucher/Supplier Mismatch
OR

e Access the page through the Accounts Payable WorkCenter-Tax (1099/1042S) > Wthd
Voucher/Supplier Mismatch
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< Accounts Payable WorkCenter

Accounts Payable WorkCenter ## «

Main Reports/Jusnes

B Links c

I Vouchers
I Payments
I Suppliers
Tax (1099/10425)

0 Wihd VioucherSupplier Mismatch

Update VoucherLine Withholding

e Create a new run control (or use your existing run control), select ADD.

Wthd Voucher/Supplier Mismatch

Find an Existing Value Add a New Value

Run Control ID fWTHD_VCHR_SUPPLIER_MISMATCH

Find an Existing Value Add a Mew Value

e Enter Run Control information.
i Request ID (i.e. 1).
ii. Description - WTHD VOUCHER SUPPLIER MISMATCH.
iii. Business Unit — enter your institution AP Business Unit (i.e. UWMIL, UWEAU, etc.).
iv.  Supplier SetID — leave blank.
v.  Supplier ID — leave blank.
vi.  Start Date (beginning of Tax Calendar Year).
vii. End Date (end of Calendar Year).
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Withhold Mismatch Request

Run Control  WTHD_VCHR_SUPPLIER_MISMATCH Report Manager Process Monitor Run
1D
*Request 1D |1 IWTHD WVOUCHER SUPPLIER MISMATC
Business Unit I UWSUP QI

Supplier SetlD
Leave Blank

Supplier ID Q
*5Start Date JO1/01/200°

Use Current Tax Year
*End Date [12/31/20 .

Notify Add Update/Display

e Select RUN.

Process Scheduler Request x
Help
UserlD 00583219 Run Control ID WTHD_VCHR_SUPPLIER_MISMATCH
server Name [ SFsnTT -] Run Date | 09262019
Recurrence e Run Time | 1:25:42PM Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type “Type +Format Distribution

O Withholding Mismatch Report APXI010 Bl Publisher Web - HTM e Distribution

Mizmatch Report MISMTCH PS.Job IWeb w I IPDF e I Distribution

O Withholding Missmatch WTHD_MISMTCH Application Engine Web o TXT b Distribution
corn

e Enter Server Name SFSNT1.
e Select Mismatch Report and Enter Type = WEB and Format = PDF and select “OK”.
e Go to Process Monitor to confirm process has completed to Success and Posted.
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Withhold Mismatch Request

Run Contrel WTHD_VCHR_SUPPLIER_MISMATCH Report Manager | Process Monitor]l | Run |
ID
*Request ID | 1 WTHD VOUCHER SUPPLIER MISMATC

Business Unit | UWSUP

Supplier SetiD

oo P

Supplier ID
*Start Date | 01/0172019

*End Date | 12/31/2019

Save | Return to Search Motify Add Update/Display

Process List Server List

View Process Request For

User|D 00583219 Q Type N Last - 30| | Days -
Server w Name Q, | Instance From Instance To Report Manager
Run Status ~ Distribution Status ~ Save On Refresh

Process List

1-220f22 « | View All

H Q

Select Instance  Seq. Process Type Process Name User Run DaterTime Run Stas  gremoution Details
10214309 PSJab MISMTCH 00583219 09/26/2019 1:25:42PM CDT Success Posted Details

e Select the “Report Manager” link on the Process Monitor Page
OR

e Navigate to the Reporting Tools > Report Manager
OR

e Access the Report Manager from the Accounts Payable WorkCenter, Reports and Queries Tab,
Reports and Processes Menu and select Report Manager.

e On the Report Manager Page — navigate to the Administration TAB
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< Accounts Payable WorkCenter Accounts Payable WorkCenter

Accounts Payable WorkCenter # «
Main ReportsiQueries List Explorer Administration Archives
[El Queries [
S Query Manager View Reports For
= Public User ID | 00583219 Type ~ || Last e 1 Days h Refresh
7 Dutstanding Checks
Status - Folder ~ | Instance to
- Review Payments by
Vendor
= Check Details
. Vouchers by UserlD, Date Report List
Range
g H Q 111 0f 11 ~ | View Al
7 AP Payments
7 Cleared Checks by BU Select :T;pm :::I:m:e Description Request Date/Time Format Status  Details
7 Canceled Check Details
r Tax [m] 8062821 10214311 APX2010 - APX9010.pdf 09/26/2019 1:30:26PM Acrobat (*.pdf) Posted Details
O 8062519 | 10214310  Withholding Missmatch 09/26/2019 1:27:52PM Acrobat (*.pdf) Posted Details
ilh Reports/Processes
O 8062788 | 10214278 | Pay Cycle Process 09/26/2019 12:31:383PM Text Files (= td) Posted Details
= Reports to Run
Trial Register O 8062782 | 10214272 | Pay Cycle Process 09/26/2019 12:22:30PM Text Files (*.td) Posted Details
Voucher Activity
_ m} 8062781 10214271 Pay Cycle Process 09/26/2019 12:17-10PM Text Files (* td) Posted Details
= Processing Tools
Zrocess Monilor O 8062775 | 10214265 | PS/AP Payment Posting 09/26/2019 12:13:40PM Text Files ("i) | Posted | Delails
Report Manager

e Select the APX9010-APX9010.pdf link to open the report and open the PDF for your results.

People Soft Accounts Payable
Report ID: APX3010 i i i
ORACLE Withholding Mismatch Report

UWSUP LP 0001007414 00165815 24150 85381182 1 24150 09MNov2018 N
LIMITED 0001012546 00168012 870.00 108790412 1 27000 17.0ec.2018 Y

PARTNERSHIP
00166013 1,100.00 109825511 1 1,10000 31.Dec.2018 Y
00166117 2598500 109873689 1 2,595.00 14Jan2019 Y
00166118 1,740.00 109873703 1 1,740.00 14Jan2019 Y
00166363 170.00 108904150 1 17000 28Jan2019 Y
00166364 695.00 109908863 1 695.00 28Jan2019 Y
CENTURYLINK 0001013470 00165702 69222 INV 1 69222 11.Dec.2018 Y

e All rows provided are mismatches.

o Where the Line WH column indicates “N” this identifies a voucher that is marked not withholding,
however, the Supplier is marked withholding. These should be reviewed and if the voucher should be
marked withholding, a correction will be required.

o  Where the Line WH column indicates “Y”, this identifies a voucher that is marked withholding where the
Supplier is NOT marked withholding. This should be rare. In these rare instances, these payments will
NOT be loaded to the bolt-on or reported.
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NOTE: If the Supplier is not marked withholding and you believe the supplier is marked in error, collect

an updated W9 and email the ShareSupplierAdmin@uwsa.edu to request a change. Changes to
withholding for a SHARE Supplier will impact ALL supplier payment reporting for other institutions.
Please do NOT change the supplier withholding flag yourself.

o If the amount in the Gross Amount column and an amount in the Merchandise Amount column are

different, this means that the voucher is split between reportable and non-reportable amounts. In other

words, the amount in the Merchandise Amount column shows the amount which is non-reportable

or

not marked for withholding. The difference between the Voucher Gross and the Merchandise Amount

columns represents what will be reported for 1099 purposes. There are situations where some
payments, or part of the payments are not 1099 reportable.

Run Queries to download Supplier/Voucher mismatches as excel files — Option
Excel Format

e Navigate to Reports/Queries, Reports/Processes, Processing Tools, Query Viewer.
e Enter Query Name.

2to

o SFS_AP_1099_VNDR_WH_VO_NT_WH (Supplier set to wthd where vouchers are not set to

wthd)
Or

o SFS_AP_1099 VNDR_NT_WH_VO_WH (Supplier NOT set to wthd where vouchers are set to

wthd)
e Select Search.
e Select hyperlink under Run to HTML or Run to Excel

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search By | Query Name = begins with SFS_AP_1099_VNDR_WH_VO_NT_WH

Search Results

*Folder View — All Folders — >
Query
B Q 1-1 of 1 View All

Query Name Description Owner  Folder E'lil'rh:“‘_c E:tr:letlo )R('qull_Ic Schedule Definitional References ?:3;:;125
SFS_AP_1099_VNDR_WH_VO_NT_WH Vendor W/H but VO not VW/H Public 1099_CLEANUP |HTI‘ﬂL | Excel XML Schedule Lookup References Favorite
Enter AP Business Unit (i.e. UWSUP, UWEAU).

Enter Payment Date range for entire tax year (i.e. 01/01/20XX through 12/31/20XX)
SFS_AP_1099_VNDR_WH_VO_NT_WH returns a list of voucher lines not marked withholding for
Suppliers marked withholding. Below is a sample of query results. Review the list and identify any
records that need correction. You can download results to Excel.
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SFS_AP_1099 VNDR_WH_VO_NT_WH - Vendor W/H but VO not W/H
AP Business UnitjU!

Payment Date From] 0
Payment Date Through| 1
View Results
Download results in :  Excel SpreadSheet CSV Text File XML File (70 kb)
View All First 1-100 of 122 %" Last
Row SefiD  Supplier Supplier Class W‘tlih\;g\ddr\ng’l “vl“'::l;:‘”w Voucher 1% AccigDate Line DSRS0 Vehr Line Descr TORML Vehr | Voucher INs Descr Code sttus ATt
1 SHARE 0001002504 , mYLLC P Y N 00165728 C 01/0422019 1 1A 0 1224.020 82.300 2270 Service P 01/0472019 1224.020 02/01/2019
2 SHARE 0001002504 My LLC P Y N 00165728 C 01/042019 1 24 o 1224.020 62290 2270 Service P 01/04/2019 1224.020 02/01/2019
3 SHARE 0001002504 My LLC P Y N 00165728 C 01/04i2019 1 A o 1224020 28.440 2270 Service P 1224020 02/01/2019
4 SHARE 0001002504 » ATY LLC P Y N 00165728 C 01/042018 1 44 0 1224.020 80.820 2270 Service P 1224.020 02/01/2019
5 SHARE 0001002504 » ATY LLC P Y N 00165728 C 01/042019 1 A 0 1224.020 35.050 2270 Service P 1224.020 02/01/2019
13 SHARE 0001002504 , MY LLC P Y N 00165728 C 01/04/2019 1 6 A ] 1224.020 32.430 2270 Service P 01/04/2019 1224.020 02/01/2019
7 SHARE 0001002504 , mY LLC P Y N 00165728 C 01/0422019 1 TA 0 1224.020 2450 2270 Service P 01/0472019 1224.020 02/01/2019
8 SHARE 0001002504 MY LLC P Y N 00165728 C 01/042019 1 B8 A o 1224020 3.490 2270 Service P 01/04/2019 1224.020 02/01/2019
9 SHARE 0001002504 , mY LLC P Y N 00165728 C 01/0422019 1 9A 0 1224.020 29.030 2270 Service P 01/0472019 1224020 02/01/2019
10 SHARE 0001002504 . ATY LLC P Y N 00165728 C 01/042019 1 104 0 1224.020 55.670 2270 Service P 010412019 1224.020 02/01/2019
11 SHARE 0001002504 . My LLC P Y N 00165728 C 01/04i2019 1 114 o 1224.020 39.350 2270 Service P 4 1224.020 02/01/2019
12 SHARE 0001002504 . mY LLC P Y N 00165728 C 01/0422019 1 124 0 1224.020 36680 2270 Service P 1224.020 02/01/2019
13 SHARE 0001002504 . ATY LLC P Y N 00165728 C 01/042019 1 13 4 0 1224.020 27.520 2270 Service P 9 1224.020 02/01/2019
14 SHARE 0001002504 . MY LLC P Y N 00165728 C 01/042019 1 14 4 o 1224020 37.320 2270 Service P 01/04/2019 1224.020 02/01/2019
15 SHARE 0001002504 mY LLC P Y N 00165728 C 01/0422019 1 15 A 0 1224.020 38600 2270 Service P 01/0472019 1224020 02/01/2019
16 SHARE 0001002504 . ATY LLC P Y N 00165728 C 01/042019 1 16 4 0 1224.020 37.780 2270 Service P 010412019 1224.020 02/01/2019
17 SHARE 0001002504 . My LLC P Y N 00165728 C 01/04i2019 1 17 A o 1224.020 33510 2270 Service P 01/04/2019 1224.020 02/01/2019
18 SHARE 0001002504 . mY LLC P Y N 00165728 C 01/0422019 1 18 A 0 1224.020 28.830 2270 Service P 01/04/2018 1224.020 02/01/2019
19 SHARE 0001002504 . ATY LLC P Y N 00165728 C 01/042019 1 19 4 0 1224.020 30.760 2270 Service P 0110472019 1224.020 02/01/2019
20 SHARE 0001002504 . MY LLC P Y N 00165728 C 01/042019 1 20 & o 1224020 37.990 2270 Service P 01/04/2019 1224.020 02/01/2019
21 SHARE 0001002504 ., mYLLC P Y N 00165728 C 01/0422019 1 214 0 1224.020 37.700 2270 Service P 01/04/72019 1224.020 02/01/2019
22 SHARE 0001002504 ATY LLC P Y N 00165728 C 01/042019 1 2A 0 1224.020 37.990 2270 Service P 010412019 1224.020 02/01/2019

SFS_AP_1099_VNDR_NT_WH_VO_WH returns a list of vouchers marked withholding for Suppliers
marked not withholding. See the section Making Changes to Voucher 1099 Flags for correcting
mismatches.

SFS_AP_1099_VNDR_NT_WH_VO_WH -Vend no WHNouch WH

AP Business Unit|
Payment Date from
Payment Date Through |1
View Resuts

Download results in:  Excel SpreadSheet CSV Text File XML File (2 kb)

View Al First 1-4 of 4 Last
Row SeiD  Supplier Supplier Class Vndr Withholding? Unit  Voucher Close Status Acctg Date Line Descr Merchandise Amt Vehr Ln Withholding Code Status Pymnt Date Pymnt Amount Cancelled Vehr line Account Vehr Line Amount
1 SHARE 0001014295 . HPSLLC W N UWSUP D0M67560 O 04/26/2019 1 COURSE BEGINNING 03/25/2019 172880.000 ¥ P 04/29/2019  172930.000 2620 172880.000
2 SHARE 0001014295 HPSLLC W N UWSUP 00168583 O 06/21/2019 1 COURSE BEGINNING 05/20/19 169200.000 ¥ P 0612412019 163200.000 2620 169200.000
3 SHARE 0001014503 | c N UWSUP 00166554 O 02/21/2019 1 IDH FLOOD LOSS 2012 5000.000 ¥ P 0272212019 5000.000 4860 5000.000
4 SHARE 0001014295 . HPSLLC W N UWSUP 00166520 O 02/22/2019 1 COURSE BEGINNING 01/22/2018 162180.000 ¥ P 02252019 162180.000 2620 162180.000

Creating 1099 Records for Reporting on a 1099 Form

Running the Withhold 1099 Report Job Process

Running the Withhold 1099 Report Job Process will populate the withholding 1099 table (WTHD_1099 TBL)
by extracting data from the voucher, payment, and 1099 adjustment tables and inserting it into the
withholding 1099 table. The PeopleSoft system uses the data in this table to load the 1099 tables that are
used to create the 1099 form that is sent to the Supplier along with the file that will be send to the IRS. This
process finalizes all the 1099 reportable transactions and includes updates on any adjustments made. You
should only run this process AFTER you have completed all your clean up and adjustment processing as this is
the last process run before the 1099 Bolt-On pages are loaded.

To run Withhold 1099 Report job process

e Navigate to: Suppliers > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job
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OR
Use the Accounts Payable WorkCenter>Withhold 1099 Report Job link.
e Create a new Run Control ID by selecting “Add a New Value” OR search for an already existing Run

Add
Control Id. If adding a new run control — select

Accounts Payable WorkCenter 0 «

Main Reports/Cueries Withhold 1099 Report Job
23t My Work O o~ :
% Links B (o Eind an Existing “alug I Add a New Value I
b Momnnare Run Control IDWTHD_1089_RPT
I Payments
1 Suppliers

Tax {1099/10425) .

B Wihd Youe her/Supplier Mismatch
B Update “oucherLing Withholding
Update Withheldings
B Adjust Withholding
E Withhold 1099 Report Job | Find an Existing value | Add a New Value
P Update 1099, 10425 Records
B Load IRS TIN Matching File
B TIN Matching Inguiry
1 1099 Search & Print
1 Create 1042 Summary (APYQ3040)
B Create 1099 Corr-Sum (APYQ3044)
= Create 1099 File (APYQ3038) -
Original
= Create 1099 File (APYQ3048) -
Corrected
1 Create 1099 Summary (APYQ2036)
1 GLACIER EXT
B GLACIER VIEW
0
1

Load SFS 1099 Data (APYQ2035)
Report on 1099 data (APYQ3052)

I Tax (W2)

e Enter a Request ID and Description
e Select Process Frequency ‘Always Process’

e |IMPORTANT: Checkbox

Adjust Withholding page.

Leave Report Date as is.

Select Control SetID (Your Institution, i.e. UWXXX).

Enter Control ID as “1099XXX” using your business unit, i.e., “1099STP”.

Enter Calendar SetID ‘SHARE’ (used for all campuses) (NOT your Business Unit!!!).

Enter Calendar ID ‘TY’ (Tax Year).

Enter Fiscal Year as tax year you are reporting.

Leave checkbox BLANK in front of “Use Report Date for Supplier”.

Enter Period ‘1’.

e Leave remaining values blank in 1099 Report Section and 1099 Report Copy B Sort section. We do not
use these because we load all 1099 transactions into the custom 1099 Tax Bolt-On.

next to ‘Include Manual Overrides’ if you want to include data entered on the
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& save

Select

| 1828 Repori PostReporiiCooy

1099 Report Post / Report / Copy B

Fun Coniral I TESTLF Repor: Marager Procass Monikor

Langusge | Ergiish | s

1055 Report Post Check this box if
vt | Desortolion: | 1093 FEPORT POST adjustments were
entered throughout
Prosess Fregueny: | AMaEys Frooess il the Year
ReportiD: Us_REPORT

Fsport Dads: 1042020 meoduds Mamual Onvsrrides

Comirod B UNEYE & ~Control ID: UMIVEREITY OF WISCOMEN SYSTEM
“Calendar SeliDy: || SHARE QL =alendar i ai fmar - Erre Yaar
“Fisoal Vear: |:| s Repori Dole Eotk
~Fariad: 18 MM
Select Current Tax
Year
10%5 Report
Thps of FllsFedurn: St Replscsment Characisr:
RS Options

I:l Has fhe 1080MI 5 contsining Box 7 Kon Employes Compsnsaiion ks been sent and soospisd by the IRE7

0

. Exciude Kon Employpss Compensation

3 Fiis Ganerate Option

O nclude Kon Empioyes Compensation

1035 Report Copy B Sort

WiEhbold Trpe: Al S Buppllsr Ladsod Opilon: S
I:‘ M=z TIM AF 10EE sorl order: S
Suppler Papsss
B q 1-1 14 W A
‘Eupplier I
1
fave Return fo Ssarch Previous in Lisi ot In Lisd oy Agd Uppclais/Tilsplay

The system uses the Calendar ID, Fiscal Year, and Period to determine which transactions to include in the
posting. The system will select all transactions within the specified period. An annual calendar has been

created for use with 1099 Report Posting. By doing so, the system will always pick up all transactions for the
year specified.
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In PeopleSoft 1099 processing applications, Fiscal Year refers to the calendar ‘Tax Year’, not the accounting
fiscal year; and the Period refers to the 1099 processing period defined in the 1099 calendar table, not the
accounting period.

Run

Select .
Enter Server Name “PSUNX”.
H ‘ 7’
Select - checkbox in front of ‘1099 Report Post’ ONLY.
Ok
Select .
Process Scheduler Request X
Help
UseriD 00583219 Run Control ID TESTLP
Server Name | PSUNX ~ Run Date | 11/04/2020
Recurrence v RunTime | 2:03:26PM Reset to Current Date/Time
Time Zone |CST Q,

Central Time (US)

Process List

Select  Description Process Name Process Type ~Type *Format Distribution
1099 Report Post 10899_RPT_PST Application Engine Web w TAT e Distribution
O Print 1099 Copy B APCOPYB PSJob (Mone) |~ (Mone) |~ Distribution
] VWithhold 1099 Report APX1099 Bl Publisher Web |« FDF ~ Distribution
] Withhold 1099G Report APX1099G Bl Publisher Web |« FDF ~ Distribution
] Withhold 10991 Report APX10991 Bl Publisher Web |« FDF ~ Distribution
O 1099 Job AP_1099 PSJob (Mone) |~ (Mone) |~ Distribution
O 1099 Report AP_APY1099 Application Engine Web w TAT e Distribution
O 1099 Copy B Sort AP_COPYB_RPT Application Engine Web w TAT e Distribution
O 1099 Post, Report, & CopyB Sor RPT_1089 PSJob (Mone) |~ (Mone) |~ Distribution

OK Cancel

Go to Process Monitor to view process runs to Success and Posted.
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Process List Server List

View Process Request For

User|p 00583219  Q Type v Last v 20| | Days |~
Server n Hame Q| Instance From Instance To Report Manager
Run Status b Distribution Status b Save On Refresh

Process List

H Q 1-28 of 28 View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [S)'émg"t'on Details
11445908 Application Engine 1099_RPT_PST 00583219 11/04/2020 2:03:26PM CST I Success Posted IDetaiIs

The system extracts the withholding transaction data and populates the withholding 1099 report table. The
IRS requires UW System to report all 1099 records under one Employer ID for all institutions. The source of
the 1099 information that is loaded to the SFS 1099 bolt-on system is the WTHD_1099_TBL. It is the
responsibility of each institution to use the PeopleSoft processes described above to provide accurate reports
prior to the load to the bolt-on.

B. Final Validations
To validate transactions that will be Loaded to 1099 Bolt-On:

e QuerySFS_AP_1099 DETAIL_REPORT is used to provide you with a list of vouchers that are set to
withholding and will be reported.

e QuerySFS_AP_1099 ADJUSTMENTS is used to provide you with a list of vouchers where you added or
updated 1099 voucher transactions.

e QuerySFS_AP_1099_CONTROL_RPT_QRY provides a list of records that will be loaded to the 1099
Bolt-On for 1099 Processing. The 1099 Report Post Process must be run successfully for the
calendar year you are processing in order to get valid results on this query.

e SFS_AP_1099_CANC_PYMNTS_QRY is used to identify any vouchers that may have been cancelled across
Calendar Years.

Compare results from the Control query with results from the Detail and Adjustments queries. Combine
dollar totals from the SFS_AP_1099 DETAIL_REPORT and SFS_AP_1099_ADJUSTMENTS results and compare
your total dollar amount with the total dollar amount on the SFS_AP_1099 CONTROL_RPT_QRY. They
should match. Comparing Detail and Control Reports ensures we pick up all 1099 transactions that are
reportable. Controllers from each campus will certify the 1099 Control Report.

Occasionally the reports will not match due to some anomalies. Review the mismatches to determine if the
vouchers need to be reported. You may make any changes in the 1099 Bolt-On after the transactions are
loaded.

Possible reasons for issues:

a. 1099 processes need to run to completion after clean-up and prior to running the reports or your
results may not be accurate.
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i.  The AP Post Withholdings Process (posts any payment activity up to the current date). This
process is run in a nightly batch M-F at approximately 9 pm.
ii.  The Update Withholding Process (posts any updates to payments up to current date). This is
run nightly M-F, contact uwsaproblemsolvers@uwsa.edu if you need it run.
iii.  The Withholding 1099 Report Job Process (posts all payments to 1099 Withhold table). This
is run manually by each campus.

b. Stale Dated (Cancelled) Payments. You can run query SFS_AP_1099_CANC_PYMNTS_QRY. This
query has a prompt for Business Unit. Results provide a listing of stale dated checks or re-issued
checks from a prior calendar year. Processing stale dated checks or reissuing a check from a prior
calendar year can affect current year 1099 balances. Look for negative balances in the detail report
and verify that the Control Report Balance and the Detail Report Balance match. When a stale dated
check is cancelled, with or without reissue, and the Supplier is withholding, negative entries from the
cancellation will be created in the current year. Review of the cancellation is needed because it is
possible the original payment was reported in a prior calendar year or new payments are reported in
the current year and may be understated by the negative amount.

Controllers Certify 1099 Report — 1099 Processing Checklist and Certification:

a. Sign the 1099 Processing Checklist and Certification form (click on link).

b. Send an email and attach a signed copy of the completed certification to uwsaproblemsolvers@uwsa.edu
on or before approx.. January 7, 20XX. See email notification for exact date this report is due.

c. Include the following in text of the email:

“Business Unit has been verified for 1099 processing for calendar year <20XX> (insert correct
calendar year) Certification Form was scanned and is attached to this document.”

d. Note: Institutions will be able to run Query SFS_AP_1099_LOAD_DETAIL to view records after they have
been loaded to the SFS 1099 Bolt-On.

e. Contact uwsaproblemsolvers@uwsa.edu with any questions.
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1099 Processing Checklist and Certification

|:| 1. Run public and private queries to review records.

|:| 2. Run the Voucher/Supplier Mismatch Queries.

|:| 3. Process Corrections to Voucher when Supplier Mismatches.

[ ]4. Process Withholding Adjustments, if needed.

[]5. Run Withhold 1099 Report Job Process.

|:| 6. Run Verification Queries (Control, Detail, Adjustments and Cancellation Reports)

|:| 7. Controller certifies 1099 report and will email UWSA that the Withholding records are ready for

loading. (This includes payments to non-resident aliens that will need to be updated in the Tax Bolt-
On to change them from 1099 to 1042S records.)

Institution:

1099 records have been analyzed and verified and are ready to report. 1042S records will be corrected in the
bolt-on after loading.

Report Preparer Date Controller Date

Please e-mail a scanned, signed copy to uwsaproblemsolvers@uwsa.edu

Tax Year Deadline Approx: January 7, 202X, 4:30pm. See email notification for exact date.

SFS_AP.5.01.01_Working_with_1099_Transactions.docx Page 35 of 44


mailto:uwsaproblemsolvers@maillist.uwsa.edu

UNIVERSITY OF
WISCONSIN SYSTEM

L

VI.

University of Wisconsin System

SFS Business Process

AP.5.01.01- Working with 1099 Transactions

Appendix A -Taxable Payment Codes by Account Number and Withholding Code

Account Codes Generally marked as Reportable — see Account Codes for all code/account descriptions:

SFS

Account | CODE/ACCOUNT TITLE
Number

1099/1042S
Tax
Reportable?

Withholding
Class Code

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.)

1909

Fac/Acad- NonSal
Legal Settle

YES

14

All non-salary related legal settlement payments to Academic Personnel. Requirements to
account for settlement payments made to an attorney or attorney and claimant. 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.

1944

Univ Staff -NonSal
Legal Settlement

YES

14

All non-salary related legal settlement payments to Classified Personnel. Requirements to
account for settlement payments made to an attorney or attorney and claimant.

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
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SFS
Account
Number

CODE/ACCOUNT TITLE

1099/1042S
Tax
Reportable?

Withholding
Class Code

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.)

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.

2300

Rental of Land

YES

01

All rental of privately-owned land from an Individual, Sole Proprietorship, Partnership, or
Limited Liability Corporation (LLC). Corporations are not reportable.

2305

Lease of Land

YES

01

All lease of privately-owned land from an Individual, Sole Proprietorship, Partnership, or
Limited Liability Corporation (LLC). Corporations are not reportable.

2320

Rental of Space

YES

01

All rental of privately-owned space from an Individual, Sole Proprietorship, Partnership, or
Limited Liability Corporation (LLC). Corporations are not reportable.

2325

Lease of Space

YES

01

All lease of privately-owned space from an Individual, Sole Proprietorship, Partnership, or
Limited Liability Corporation (LLC). Corporations are not reportable.

2330

Rental of DP Equip

YES

01

All Rental of Data Communication/Data Processing Equipment from an Individual, Sole
Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations are not
reportable.

2335

Lease of DP Equip

YES

01

All Lease of Data Communication/Data Processing Equipment from an Individual, Sole
Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations are not
reportable.

2340

Rental of Vehicles-
Dealership

YES

01

All Charges for rental of vehicles from non-corporations

2345

Lease of Vehicle-
Dealership

YES

01

All Charges for lease of vehicles from non-corporations
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CODE/ACCOUNT DESCRIPTION Check appropriate box on the processing form you are

SFS 1099/1042S . . .. . . .
/ Withholding submitting (PIR, etc.) if the payment you are making is one of the payments listed below as
Account | CODE/ACCOUNT TITLE | Tax . .
Class Code tax reportable. (Note: The word Services as used below means services performed by a
Number Reportable? .. o .
person not services in the sense of Utility Services, etc.)
2350 Rental of Aircraft YES 01 All Charges for rental of aircraft from non-corporations
2355 Lease of Aircraft YES 01 All Lease of rental of aircraft from non-corporations
2360 Rental of Other Equip VES o1 All Renta_l of equipment from an Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC). Corporations are not reportable.
2370 Lease of Equipment VES o1 All Lease'of equipment from'an Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC). Corporations are not reportable.
Maintenance & All Grounds maintenance and repairs from an Individual, Sole Proprietorship, Partnership, or
2400 . YES 07 . o . .
Repairs-Grounds Limited Liability Corporation (LLC). Corporations are not reportable.
Leasehold Repairs & All Repairs, maintenance or improvements to leased buildings, equipment and land, including
2410 Maint P YES 07 fencing and highway signs by an Individual, Sole Proprietorship, Partnership, or Limited Liability
Corporation (LLC). Corporations are not reportable.
Maintenance & All Structure maintenance and repairs from an Individual, Sole Proprietorship, Partnership, or
2420 . YES 07 . A . .
Repair-Structure Limited Liability Corporation (LLC). Corporations are not reportable.
Services and parts from maintenance agreements, labor, or other costs associated with
2460 Maintenance & VES 07 maintaining or repairing data/word processing equipment including software by an Individual,
Repair- DP Equip Sole Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations are not
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
Maintenance & L . . .
2470 Repair-Vehicles YES 07 other similar equipment. Include payments for maintenance, repair, replacement parts, tune-
P up, tire rotation, lubrication, washing, towing, registration fees, accessory installation and other
related expenses. Corporations are not reportable.
Services and parts from maintenance agreements, labor, or other costs associated with
2480 Maintenance & VES 07 maintaining or repairing other equipment (excluding vehicles and DP Equipment) by an

Repair-Other

Individual, Sole Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations
are not reportable
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CODE/ACCOUNT DESCRIPTION Check appropriate box on the processing form you are

SFS 1099/1042S . . .. . . .
/ Withholding submitting (PIR, etc.) if the payment you are making is one of the payments listed below as
Account | CODE/ACCOUNT TITLE | Tax . .
Class Code tax reportable. (Note: The word Services as used below means services performed by a
Number Reportable? .. o .
person not services in the sense of Utility Services, etc.)
All Services and parts paid for work performed by private contractors or vendors (Individual,
DP Services — Outside Sole Proprietorship, Pa'\rtnershlp, or leljced Liability Corpor'atlon (L!.C)) (Corporations are not
2610 Source YES 07 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.
All services (Professional, Educational, or Vocational) performed by an Individual, Sole
2620 Services — Professional | YES 07 Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations are not
reportable.
2621 Services — Consultants | YES 07 A_II s'erV|cgs r')l"owded by c'onsultants who are I'nd|V|dua|s, Sole Proprietorships, Partnerships, or
Limited Liability Corporations (LLC). Corporations are not reportable.
Collection Agency Fees if paid to an Individual, Sole Proprietorship, Partnership, or Limited
2622 Collection Agency Fees | YES 07 Liability Corporation (LLC). (Only Services portion is reportable). Corporations are not
reportable.
Services — All Miscellaneous services performed by an Individual, Sole Proprietorship, Partnership, or
2623 . YES 07 . - . .
Miscellaneous Limited Liability Corporation (LLC). Corporations are not reportable.
Services — Police and All Police and security services performed by an Individual, Sole Proprietorship, Partnership, or
2624 . YES 07 . N . .
Security Limited Liability Corporation (LLC). Corporations are not reportable.
2625 Services — Guarantees | YES 07 All Services — Guarantees
Services — Athleti
2626 Oef;i\::licaelz etic YES 07 All services provided by Athletic Officials (for example, referee services, etc.)
2627 Background Checks VES 07 A_II B'a'ckground checks performed by'an Individual, Sole Proprietorship, Partnership, or Limited
Liability Corporation (LLC). Corporations are not reportable.
Professional Design All Professional design services performed by an Individual, Sole Proprietorship, Partnership, or
2628 . YES 07 . - . .
Services Limited Liability Corporation (LLC). Corporations are not reportable.
All costs, including supplies, for medical services provided by hospitals, doctors, dentists,
2630 Medical Services VES 06 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.
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CODE/ACCOUNT DESCRIPTION Check appropriate box on the processing form you are

SFS 1099/1042S . . .. . . .
/ Withholding submitting (PIR, etc.) if the payment you are making is one of the payments listed below as
Account | CODE/ACCOUNT TITLE | Tax . .
Class Code tax reportable. (Note: The word Services as used below means services performed by a
Number Reportable? .. o .
person not services in the sense of Utility Services, etc.)
All Hospital patient costs, incurred for impatient and outpatient treatments are reportable
. . (Individual, Sole Proprietorship, Partnership, or Limited Liability Corporation (LLC)). EXCEPTION
2635 H tal Patient Cost YES 06
ospital Fatlent Los TO THE RULE: Corporations are reportable, and supplies related to the service must be
reported.
2637 Research Subjects VES 03 All direct péyments to |nd|V|duaIs.who serve as a research subjects or provides blood, bone
marrow, urine or other body specimens.
Printing & Duplicating- All Prlnt!ng & Dupllcatlng—Non-Stét'e services (mcluc;lmg exPendltures fqr prlntl'ng', setu'p, ?hd
2675 YES 07 duplicating) performed by an Individual, Sole Proprietorship, Partnership, or Limited Liability
NonStat . .
Corporation (LLC). Corporations are not reportable.
All expenditures for services such as rubbish, garbage, and snow removal, sanitation services,
Serv-Housekeeping & window washing, floor cleaning and exterminator service that are provided by an Individual,
2680 o YES 07 . . . o - . .
Janitorial Sole Proprietorship, Partnership, or Limited Liability Corporation (LLC). Corporations are not
reportable.
All Event — catering services, including cost of food/beverage, allowable decorations, service
2893 Event — Catering YES 07 fees, gratuities or delivery fees performed by an Individual, Sole Proprietorship, Partnership, or
Limited Liability Corporation (LLC). Corporations are not reportable.
. All Non-Cash Prizes and Awards such as plaques and trophies, including engraving.
3750 Prizes & Awards YES 03 All Cash Prizes and Awards (Note: Gift Certificates are considered cash.)
3760 Claims Awards YES 03 All Claims Awards
3840 Subcontracts < VES 07 All Sub-Grant and Subcontract Payments to Non-UW Employee (Individual, Sole Proprietorship,
$25,000 Partnership, or Limited Liability Corporation (LLC)). Corporations are not reportable.
3845 Subcontracts >$25,000 | YES 07 All Sub—Gr.ant an<.:l S.ubcohtrz.@t Payments.to Non-UW Employ_ee (Individual, Sole Proprietorship,
Partnership, or Limited Liability Corporation (LLC)). Corporations are not reportable.
3860 Royalties VES 02 All Royalty payments to an Individual, Sole Proprietorship, Partnership, or Limited Liability

Corporation (LLC). Corporations are not reportable.
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VII.  Appendix B —SHARE Supplier Administrators and Supplier File
1099 Data Maintenance

The SHARE Supplier Admins will be answering questions for the maintenance of the 1099 Withholding
Supplier information. The following queries are used to maintain Tax Reporting integrity/information for all
SHARE Suppliers. UWMSN will be required to manage and maintain their own Supplier File for 1099
Reporting. It will still be the responsibility of each individual institution to clean-up any vouchers to ensure
that all 1099 reportable payments are reported.

The tasks listed below are useful in identifying any Supplier Entry issues that may impact 1099 Reporting.
These can be used to clean-up and ensure supplier data is accurate. For SHARE Suppliers, remember any
changes to Supplier Withholding Flags will impact ALL institutions.

A. Review and Validate Supplier Withholding Names.

At times a supplier’s withholding name may be different than its Name 1/Name 2. If a withholding name is
different than the supplier Name1l/Name2, a withholding name is entered in the Withholding Alternate Name
field on the Supplier Address page. If the withholding name is not entered, the Supplier Name 1 and Supplier
Name 2 will be printed on the 1099. If the withholding name is entered, the Withholding Name 1 and
Withholding Name 2 will be printed on the 1099. A query has been written to identify those Suppliers with
both a Supplier Name 1/Name 2 and a withholding name. Periodically the SHARE Supplier Admins will run
this query to review all Suppliers with a withholding name entered.

Run SFS_AP_1099 VNDR_WTHD_NAME_CK query (or AP WorkCenter tax query = 1099 SUPPLIER VS
WITHHOLD NAME).

The Query will return a list of Suppliers with information in Withholding Name 1 and Withholding Name 2
columns. If a Supplier has more than one address, you may get more than one row per Supplier. Itis
important to review this list and look for any possible issues. Use this output to review. Caution should be
used when making changes to any SHARE Supplier since the supplier is shared across business units.

SFS_AP_1099_VNDR_WTHD_NAME_CK - 1099 VENDOR VS WITHHOLD NAME

SetlD (SHARE or UWMSN) SHARE |Q
iew Results

Download results in :  Excel SpreadSheet CSV TextFile XML File (5832 kb)

iew All

Supplier Additional WTHD Name 1 WTHD Name 2
STALLATION, LLC STORAGE SYSTEMS MIDWEST INC SSM SERVICE STALLATION LLC

- G
GERIANNE NETTSTEIN GERIANNE
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B. Review and correct invalid or missing Taxpayer Identification Number (TIN) or
Social Security Numbers (SSN)

Run SFS_AP_ 1099 VNDRS_INVALID_SSN (or WorkCenter Name = 1099 INVALID TIN).

Records Query Expressions Prompts Fields Criteria Having Dependency Transformations Wiew SQL Run
SETID (SHARE or UWMSN) = SHARE

“iew All | Rerun Query | Download to Excel | Download to XML First ‘4 1-42 of 42 '} Last

SetlD Supplier Supplier Class Withholding Tax ID Last Activ Dt S5N

1 SHARE 0001006929 GENEWVA SCIENTIFIC LLC Partnership/LLC Y encrypted  D6/22/2018 NONE30%
2 SHARE 0001023773 PARAMORE, MIKE Individual/Sole Proprietor Y encrypted 06/22/2018  encrypted
3 SHARE 0001041051 KEYNOTE CONSULTING LTD Individual/Sole Proprietor Y REFUSED 0D6/22/2018 REFUSED
4 SHARE 0001043642 BARR, TODD Individual/Sole Proprietor Y encrypted  06/22/2018 REFUSED
5 SHARE 0001044412 DANNENMANN, KAAREN Individual/Sole Proprietor Y encrypted  D6/22/2018 REFUSED
6 SHARE 0001044414 SCOTT, GEORGINA Individual/Sole Proprietor Y encrypted  06/22/2018 REFUSED
7 SHARE 0001044416 MCDONALD, MARVIN Individual/Sole Proprietor Y encrypted  D6/22/2018 REFUSED
& SHARE 0001044455 MCDONALD, RONALD PETER Individual/Sole Proprietor Y encrypted  06/22/2018 REFUSED
9 SHARE 0001044570 BONDAR, CARIN Individual/Sole Proprietor Y encrypted  D6/22/2018 REFUSED
10 SHARE 0001046100 KANKA, ALES Individual/Sole Proprietor Y encrypted  06/22/2018 APPLIED
11 SHARE 0001047586 PALMATER, CANDY Individual/Sole Proprietor Y encrypted  06/23/2018 APPLIED
12 SHARE 0001047690 MCGARVEY. NEIL Individual/Sole Propfietor Y encrvoted D6/23/2018  APPLIED

The Query will return invalid or missing TINs and SSNs for a selected Business Unit. Use this output to make

corrections to the TIN or SSN on the Supplier/Locations/1099 link. Included is a query for “Last Activ Dt”
which will provide last date that any activity was entered for Supplier. Detailed instructions on how to
correct the TIN or SSN are available in the “Entering and Maintaining 1099 Suppliers and Vouchers”
document. Make corrections to reflect correct Supplier SSN or TIN.

C. Review and correct any invalid 1099 Class Codes.

Run Query: SFS_AP_1099_VNDR_INVALID_CLASS.
Enter SetID (i.e. SHARE or UWMSN).
Query will provide invalid class codes listed on the Supplier Withholding table.

The only VALID class codes that are reportable are:

01= Rents

02= Royalties

03= Prizes, Awards, etc.

06= Medical Services

07= Non-Employee Compensation

14= Gross Proceeds paid to an attorney

Review invalid 1099 codes for reporting 1099 information. Important: Do not use correction mode to add a

new code, you should add a new effective dated row to correct this.

Navigate to Suppliers>Supplier Information> Add/Update>Supplier OR AP WorkCenter>Supplier:
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Summary | Identifying Information | Address || Contacts || Location | Custom
SetlD SHARE
Supplier ID 0001012498 Short Supplier Name EDWINPROPE-001 Supplier EDWIN PROPERTY MANAGEMENT LLC

A supplier location is a default set of rules which define how you conduct business with a supplier

Location Find | View Al First ‘& 10of1 &/ Last
) F[=
*Location [p001 x Default RTV Fees Attachments (0}
Description |CHK L\\s
Details Find | View All First 4 10f1 &/ Last
*Effective Date [09/11/2017 |5 Effective Status[Active ] =
Expand All Collapse All

Options Fayables Procurement Sales/Use Tax

Additional ID Numbers
Comments

Internet Address

VAT
Expand All Collapse All
lSave ||[oP Returnto Search | [[=] Notify [Ch Add Update/Display 57 Include History | |[7# Correct History
Summary | Identifying Information | Address | Contacts | Location | Custom
Withholding Supplier Information
Related
SetlD SHARE Location 0001
Supplier 1D 0001012498 Description CHK
Short Supplier Name EDWINFROPE EDWINFPROPE-001
Supplier Name EDWIN PROPERTY MANAGEMENT LLC
1099 Options
1099 Information Personalize | Find | View All | 2 | First ‘&' 1-20f2 ‘&' Last
Main Information Overrides Remit
*Entity *Type *Jurisdiction Default Jurisdiction *Default Class ’S‘ll;f\fs Withhold Type Description
IRS Q [1089 |@ FED Q O [ Q@ [NONE|@, None =
IRS Q 1089 |@ FED Q o7 @ [NONE |, None [+ [=]
1099 Reporting Personalize | Find | View All | £ | o] First ‘4 10f1
Information b Last
Main Information Additional Info TIN Match
" Taxpayer Identification
Entity ‘Address TIN Type Number Company L\\;
IRS a a F o | ] [s% O HE
OK Cancel

In the above instance, the default jurisdiction box should be unchecked in the row with the default class code
of 04 and the default jurisdiction box should be checked for the row with default class of 07 since 04 is an
invalid reportable class code.

A. Maintaining 1099 Information for an Established Supplier.

To change and maintain a 1099 supplier 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. 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.
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New Supplier Request Entry Guide. This document provides instructions on Supplier Entry including how to

enter 1099 information for the New Supplier Request.
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Also updated screenshots for PUM31 upgrade

Laura Parman 4.1 11/15/2019 | LF Revisions made through page 10
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