
 Accounts Payable Job Aid 
  Backup Withholding 
 

Page 1 of 5                                         Last Updated 02/04/2013 

Backup Withholding 
The IRS sometimes requires backup withholding from all payments to a vendor.  The amounts 
withheld are forwarded to the IRS.   

Updating a Vendor for Backup Withholding: 
1 Navigate using the following path: 

 Vendor > Vendor Information > Add/Update > Vendor. 

The Vendor Information search page is displayed. 

 

2 Enter the SetID of STATE. 

3 Enter the Vendor ID of the vendor you need to update. 

4 Click the Search button.  
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5 The Vendor’s Summary Information is displayed.  Click the Identifying Information tab. 

 

6 Click the Withholding checkbox. 

7 Click the Location tab. 
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8 Click the + sign at the top of the Details section to create new effective dated information on the 
Location. 

9 Click the Global/1099 Withholding hyperlink.  Information will default if the vendor has been marked 
as 1099 Reportable vendor. 
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10 Enter information 

a. Withholding Entity – IRS (Main Information Tab) 

b. Withholding Type – 1099 (Main Information Tab) 

c. Withholding Jurisdiction – FED (Main Information Tab) 

d. Default Jurisdiction box – Checked  (Main Information Tab) 

e. Default Withholding Class – 07 (Main Information Tab) *Note this is the default but others 
can be added. 

f. Withholding Status – WTHD  (Main Information Tab) 

g. Hold Pay Indicator – Specify at this Level (Overrides Tab) 

h. Hold Payment – Hold Withholding only (Overrides Tab) 

i. Withhold Rule Indicator – Specify at this Level (Overrides Tab) 

j. Withholding Rule – RULE1 (Overrides Tab) 

k. Withholding Condition – Not Applicable (Overrides Tab) 

l. Withholding Entity – IRS (Withholding Information section)  

m. Remit Withhold to Flag –Entity (Remit Tab) 

n. Remit to Location – MAIN (Withholding Information section) 
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o. Withholding Entity – IRS (Withholding Reporting Information section) 

p.  Address Seq – 1 (Withholding Reporting Information section) 

q. TIN TYPE – Enter or select F for Federal employer ID Number, or S for Social Security 
Number (Main Information Tab) 

11 Click the OK button. 
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