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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.

Vendor Information

] Cxisting Val

Favn:g’rtesfMainvMenu » Vendors > Vendor Information > Add/Update > WVendor

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

Maxirmum number of rows to return (up to 200} 300

setlD:

|STATE @

Vendor ID; egins with |DEIEIEII:IE1535

Persistence: |=

Short Vendor Name: begins with |||

Our Customer Number: hegins with |« |

Hame 1: begins with | |

Financial 5anctions Status:| =

L
Qa
QJ
QJ

W

[]case Sensitive

Search | Clear |BasicSearch [Ef Save Search Criteria

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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Fa\rovr'rtes MainvMenu » Vendors : Vendor Information > Add/Update > Vendor
’ \dentifying Information | Address | Contacts | Location | Customn
SetlD: STATE
Vendor 1D: 0000061635
Vendor Short Hame: KEESLING KEESLING-001
Vendor Name: FRAMK KEESLING
Order: KEESLIMNG-001 Remit To: KEESLING-001
11903 FOLLY LANE 11902 FOLLY LAME
LOVETTSVILLE, VA 20180 LOVETTSVILLE, WA 20180
Status: Approved Last Modified By: V_COMNY_LOAD
Persistence: Regular Last modified date: 11112011 3:14FPW
Classification: Mon-Vendaor Payee Created By: V_COMNY_LOAD
HCM Class: Created Date/time: 1112011 3:14PM
Open for Ordering: Yes Last Activity Date: 111112011
Withholding: Mo
|[F] save | |G Returnto Search | =] Natify |
Summary | [dentifying Information | Address | Contacts | Location | Custom

5 The Vendor's Summary Information is displayed. Click the Identifying Information tab.

Favorites - Main Menu > Vendors > Vendor Information >

[ Summary i Identifying Information

Add/Update

[ Address \E Contacts (

Vendor

Custom \

*Vendor Name 1:

Vendor Name 2:

Check for Duplicate |

-

Vendor Relationships

Corporate Vendor
Corporate Vendor ID: 0000061635

SetiD: STATE

Vendor ID: 0000061635

*Vendor Short Hame: [KEESLNG | KEESLING-001
*Classification: Mon-Vendor Payee

HCM Class: -
*Persistence: Regular -
*Vendor Status: Approved -

InterUnit Vendor ID:
FRAMK KEESLING

[FRANK KEESLING

'\lilhholding
Open For Ordering

Aftachments (0

| Expand All

Collapse All |

InterUnit Vendor

| @,

Create Bill-To Customer

» Additional ID Numbers

» Duplicate Invoice Settings

¥ Government Classifications

¥ Standard Industry Codes

» Additional Reporting Elements
» Financial Sanctions Status

} Comments

| ExpandAl || CollapseAl |

Create Bill To Customer

6 Click the Withholding checkbox.
7  Click the Location tab.
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Fa\rovr'rtes MainvMenu > Vendors > Vendor Information » Add/Update » Vendor

ERE|EHEC| Information @NEWWMUUW
" summary || Identifying Information | Address || Contacts | [N 0 Custom |

SetiD: STATE

Vendor 1D: 0000061635 Short Vendor Name: KEESLING-001 Name: FRANK KEESLING

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

Find | View Al First K1 1071 D Last
*Location: JaAn Default RTV Fees Attachments (0 =]
Description: |Main Location

01011901 B Effective Status:

. EpandAl | CollapseAll |

Options: Payables Procurement SaleslUse Tax Globali1099 Withholding
¥ Additional ID Numbers
» Comments
¥ Internet Address
VAT

. ExpandAl CollapseAl

[F) save | (b Retumto Search =] Notity | (B Add | | Upateepy| | inciude History |

Summary | Identifying Information | Address | Contacts | Location | Custorn

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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:Fa\rovr'rtes Mahvl'«'lenu > Vendors > Vendor Information > Add/Update » WVendor

| Withholding Vendor Information

SetiD: STATE Location:
Vendor ID: 0000061635 Description:
Short Vendor Name: KEESLING KEESLING-001

Name: FRANK KEESLING

Withhoaldina Information

customize | Find | View 20 [ B 1 H First © g orq O Last

*Default

*Withholding Withholding *Withholding Default . 2 *Withhold 2
Entity Type Jurisdiction Jurisdiction ":I:::O‘d'"g Status LS
[ Q, | @ | @, [ @, &, [+|[=]

Withhaldinn Ranarting Information

13 Fret B g0 O Last

Customize | Find | View A1 [ &

rﬁah i ool Addtional info
. . Taxpayer
X
?::‘%"0“‘“9 5‘:“"“"” P"' . Identification PAN No. PAN Ward Date of Birth
| a yp Humber
al Al e REE

10 Enter information

a.
b.

o

2 @
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Withholding Entity — IRS (Main Information Tab)
Withholding Type — 1099 (Main Information Tab)
Withholding Jurisdiction — FED (Main Information Tab)
Default Jurisdiction box — Checked (Main Information Tab)

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

Withholding Status — WTHD (Main Information Tab)

Hold Pay Indicator — Specify at this Level (Overrides Tab)
Hold Payment — Hold Withholding only (Overrides Tab)
Withhold Rule Indicator — Specify at this Level (Overrides Tab)
Withholding Rule — RULEL (Overrides Tab)

Withholding Condition — Not Applicable (Overrides Tab)
Withholding Entity — IRS (Withholding Information section)
Remit Withhold to Flag —Entity (Remit Tab)

Remit to Location — MAIN (Withholding Information section)
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0. Withholding Entity — IRS (Withholding Reporting Information section)
p. Address Seq — 1 (Withholding Reporting Information section)

g. 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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