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1099 Process in Cardinal

About the 1099 Process in Cardinal

In Cardinal, the terms “1099” and “withholding” are often used interchangeably. The 1099
process uses vendor payment detail data and creates withholding detail records which are used
to report to the IRS. Transactions flagged for 1099 reporting are posted into the withholding
table and are used to create the calendar year report (1099-MISC).

In order for transactions to properly report as withholding in Cardinal, the vendor must be
flagged as withholding and the transaction must be coded to a reportable ChartField account.

This document describes the 1099 process in Cardinal and includes the steps to review / update
/ add information to the withholding tables and produce the 1099-MISC documents and file to
the IRS.

Refer to Cardinal CAPP Topic 20320 Information Returns Reporting for State policies regarding
1099 reporting. Refer to IRS Publication 1220 — Specifications for Electronic Filing of Forms for
IRS communication procedures and transmission formats. This should be reviewed each year.
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Reportable Vendors in Cardinal:

Cardinal automatically determines whether a vendor is 1099 reportable when the vendor is created either
through the eVA interface or created online by the Commonwealth Vendor Group (CVG). If the vendor is
reportable, Cardinal checks the withholding checkbox displayed on the Vendor’s Identifying Information
page.

When a vendor is created in Cardinal with the following combinations of vendor class and vendor type,
Cardinal flags the vendor as a withholding (1099 reportable) vendor:

Vendor Class Vendor Type

Supplier Proprietorship

Supplier Partnership

Supplier Estate

Supplier Trust

Supplier Other

Supplier Reportable Corporation

Board Member Partnership, Proprietorship, Estate, Trust, Reportable Corporation, Other
Non-Vendor Payee Partnership, Proprietorship, Estate, Trust, Reportable Corporation, Other
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Review Withholding Vendors in Cardinal:

If you need to review a vendor in Cardinal:

1 Navigate to the Review Vendors online inquiry page using the following path:

Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

Favorites Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

Review Vendors
(SearchCriteria

*SetiD: STATE @, I Vendor ID: 0000041999 IQ

Name: Equalto v | Shorthame: Equal to - @,
Withholding Name: Equalto | Classification: -
Vendor Status: - Type: M
Sanctions Status: v Persistence: v
Alternate Payee Name Equalto - | City: |

Address: Equalto + | Country: @,

Customer Number: | State: @,

ID Type: (Invalid Value) - | Postal:

VAT Registration 1D: | Bank Account #: |

Withholding Tax 1D: |

Clear

Customize | Find | View 21| BV | 3 Fist T 44074 O Last

UEETA ST B Additional Vendor Info | Audit Information

Alternate Payee

SetlD Vendor ID Name 1 ShortHame Name Address City State Country  Effective Status
0Old Dominion .

STATE 000004199 Construction Senvices OLD DOMINI031 2559 Blacksmith oo opiang va  USA Active
LLC Shop Road

2  Enter the identifying information (e.g. Vendor ID, Name, ID Type which includes Employer ID
Number or Social Security Number). In this scenario, the Vendor ID is used.

3 Click the Search button. Vendors that match the criteria display at the bottom of the page.

4  Click the Vendor ID link to view the Vendor record.
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Fahrq_rrites Ma"nvh"lenu 3 ‘u’engors > ‘hfendorlnjormﬁon ;) AddeEdate > Review Vendaors

Flease select one of the following links:

|Mencurhﬂaintenanc§
endaor Conversation

Vendor Contact

. Cancel |

5 A page like the one above displays. Click the Vendor Maintenance hyperlink to open the vendor
record.

Favovrites MainvMenu b Venvdors b Vendorlrlfomﬂﬁon b Add!uvpdate > Vendor

 summary | EEETGGEN I E0 i Address | Contacts |[ Location |[ Custom |

[=] Related Information

SetiD: STATE Vendor Name 1: Old Dominion Construction Services LLC
Vendor ID: 0000041999 Vendor Name 2:

Vendor Short Name: OLD DOMINI OLD DOMINI-031 g

Classification: Supplier | GheckiorBuplicate mm| Open For Ordering

HCM Class:

Persistence: Regular

Vendor Status: Approved

| ExpandAl || CollapseAl |
Vendor Relationships
["| corporate Vendor [ interunit vendor
Corporate SetiD: STATE InterUnit Vendor ID:
Corporate Vendor ID: 0000041999 Old Dominion Construction Services LLC

Create Bill-To Customer

[?" Additional 1D Numbers
» Duplicate Invoice Settings
» Government Classifications

¥ Financial Sanctions Status

&

6 The Identifying Information page displays.
The Withholding box is checked indicating this vendor is marked as Withholding.

7 Click the arrow on the Additional ID Number line.
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Favorites Main Menu > Vendors > Vendor Information > Add/Update > WVendor

( summary |MEELG L e Address | Contacis \I Location I’ Custom |

SetlD: STATE Vendor Name 1: Old Dominion Construction Services LLC
Vendor ID: 0000041999 Vendor Name 2:

Vendor Short Name: OLD DOMINI OLD DOMINI-031 Withholding

Classification: Supplier | GheckdfonBuplicate | Open For Ordering

HCM Class:

Persistence: Regular

Vendor Status: Approved

Attachments (0

| ExpandAll ||  CollapseAll |
Vendor Relationships
O Corporate Vendor ["Jinterunit Vendor
Corporate SetlD: STATE InterUnit Vendor 1D
Corporate Vendor ID: 0000041999 Old Dominion Construction Semvices LLC

Create Bill-To Customer

[ Create Bill To Customer

+ Additional ID Numbers

Customer SetiD: STATE Customer ID: Our Customer Number:

sy | 4 r
I Humbars Customize | Find | anp B First Kl 4 or g O ast

8 The vendor’s EIN/ SSN number displays. To view the W-9, click the Attachments hyperlink. You
can tell if the W-9 has been saved to the vendor if the Attachments hyperlink indicates Attachments
(1). For this scenario, there is no attachment.

9 To access the Withholding information, click the Location tab on the vendor.

Favorites Main Menu > Vendors > Vendor Information > Add/Update > WVendor

E Related Information
( Summary N ldentifying Information ATd Address N Contacts B Location |8 Custom N

SetiD: STATE

Vendor ID: 0000041999 Short Vendor Name: OLD DOMIMI-031 Name: Old Dominion Construction Services LLC

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

Find | View All First EI 4.0f4 I3 Last

Location: MAIN Default RTVFeed Attachments (0
Description: Main Location
Find | View All First 1of1 Last
Effective Date: 02/03/2014 Effective Status: Active
| ExpandAll | Collapse All |
Options: Frocurement Sales/Use Tax Globali1099 Withholding

» Additional ID Numbers

| ExpandAll ||  CollapseAll |

[[5] 2 | [Gh Retum to Search | ] Notify | |2 upsaiemispiay | |5 include History |

Summary | |dentifying Information | Address | Contacts | Location | Custom

10 Click the Global/1099 Withholding hyperlink under the Details section of the page.
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Fa\rovr'rtes Mainylenu > WVendors > Vendor Information > Add/Update > Vendor
- - -
[~| Related Information 2 New Win

Withholding Vendor Information

SetlD: STATE Location: MAIN
Vendor ID: 0000041999 Description: Main Location
Short Vendor Name: QLD DOMINI OLD DOMINI-031
Name: 0ld Dominion Construction Services LLC
Withholding Options

Withholding Information s BB e B g gora T ae

FEGRUEE SN [ Overrides || Remit | |

*Default

| - = e
i“Wi'mhoiding Entity *Withholding Type ﬁ:!""f’".""g J“g:f:iz:on Withholding ‘;‘m:"m Description
Class

[irs @, [1009 @, [FED @ O [o1 @ [RPT @, Reporting Only = [=]
G5 i@, |[1099 @, [FED @, O o3 @, [RPT @, |Reporting Only =

[Irs @, [1009 @, [FED @ O o8 @ [RPT @, Reporting Only [#|[=]
[Rs @, [1099 @, [FED @, [o7 @, [RPT @, Reporting Only =
Withholding Reporiing Information Customize | Eind | View Atf B[ #E Fist Bl g orq I Lot

IR Additional Info |

i“hl'i'th holding Entity *Address Seq TIN Type Taxpayer ldentification Number

[irs @, | 1] & |F @, 607846625 ®H|=|

L | b= 35 = - |

| ok || cancel |

11 The 1099 withholding class(es) that have been set up for this vendor are displayed.

These are the classes that pull into the 1099 Copy B report that is sent to the vendor and the 1099 file
that is sent to the IRS.

12 Click the OK button to return to the Location page.
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1099 Process in Cardinal

Favorites : Main Menu > Vendors > WVendor Information > Add/Update > WVendor
[~] Related Information 2 Ne|

Summary dentifying Information Address Contacts Location D

User Definable Vendor Fields

SetlD: STATE

Vendor ID: 0000041999 Short Vendor Name: OLD DOMINI-031 Name: Old Dominion Construction Services LLC
Vendor Field C30 A: 0 Vendor Field C30 F: 10/15/2014 I

Vendor Field C30 B: eVA Interfaced Vendoar Vendor Field C30 G:

Vendor Field C30 C: Vendor Field C30 H: I

Vendor Field C30 D: Vendor Field C30 I

Vendor Field C30 E: Vendor Field C30 J:

[§] save | [Sh Returnto Search | |[Z] Notify [Ch Add 1 Include History
Summary | ldentifying Information | Address | Contacts | Location | Custom

13 Click the Custom tab. The Custom tab on the vendor displays the following information:

C30 A — TIN Match Code - this is updated by the IRS TIN Update Program. Potential values:

0 - Name/TIN combination matches IRS records

1 - Missing TIN or TIN not 9-digit numeric

2 - TIN not currently issued

3 - Name/TIN combination does NOT match IRS records

C30 B —indicates if the vendor is an eVA vendor or a fiscal vendor.
e eVA Interfaced Vendor - means the vendor is an eVA vendor
e ablank field or the letter N - mean the vendor is a fiscal vendor

C30 C — W-9 Received - indicates if a W-9 has been received for this vendor
C30 F — TIN Match Date - indicates the date that this vendor TIN was matched with IRS records

C30 H - Date W9 Received - indicates the date that the vendor W-9 was received

Withholding (1099 Reportable) Transactions in Cardinal:

Vendors must be marked as Withholding in Cardinal at the time a voucher is created in order for the
transaction to be sent to the withholding table if the account on the distribution is reportable. If the vendor
is not marked withholding at voucher creation and should have been, an adjustment will be required to
the withholding table.

The query V_AP_1099 REPORTABLE_ACCTS can be used to review the current accounts set up in
Cardinal for 1099 reporting.
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Adding Withholding Adjustments:

Entries on the withholding table are based on the vendor being flagged as a withholding vendor and the
voucher distribution account being 1099 reportable at the time that the voucher is created. If a vendor is
marked as withholding during the year, reportable amounts before that time will not automatically post to
the withholding table. An adjustment may be required. The withholding adjustments are made directly to
the withholding table in Cardinal. They do not affect the voucher itself.

If you need to make an adjustment to the withholding amounts for a vendor, follow these steps:

1 Navigate to the Withholding Adjustment page using the following path:
Main Menu > Vendors > 1099/Global Withholding > Maintain > Adjust Withholding

Favqrr'rtES MainvMenu » Vendors > 109%/Global Withholding > Maintain > Adjust Withholding

Withholding Adjustment

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

Maximum number of rows to return (up to 300) (300
Vendor SetiD:  |= & STATE @

Vendor ID: Ihegins with 'l 0000003533

‘u’endnranatinn:lheginswithj

Search Clear |Basic Search [&1 Save Search Criteria

2 The Withholding Adjustment search page displays. Verify / enter the Vendor SetID — STATE.
3 Enter the Vendor ID for the vendor you need to make an adjustment for.

4 Click the Search button.
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Favorites Main Menu > \-’envdors » 1099}GIObaLWithhoIding > Maigmin »  Adjust Withholding

Withhold Adjustments
Vendor: STATE 0000003533 MAIN Apple & Eve
Search Criteria
IBusiness Unit: 50100 |O>
Entity: | @, Jurisdiction: [ @ |startDate: (011012012 |
Type: @, Cass 2 | €nd Date: [1213172012 |[5) | Search |

45
Customize | Find View Al B 1 %% First | 4] 1-2 of 2 | Last

Transaction Info Payment Information Adjustment Reason

Short Name *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Legacy [s0100 @, [rRs @, 1099 @, |[Fep @, o7 @, [RULED & [+ =]
Original 50100 & [Rs @, [1099 @, [FED @, o7 @, [RULED @ .:]

[E] save | [Sh Returnto Search | |=] Notify | |22 Refresh |

5 The Withhold Adjustments page displays.
This page only displays for vendors currently flagged as Withholding
6 Enter your agency business unit in the Business Unit field.

Additional fields either may be left blank or may be populated to narrow search results such as Start
Date and End Date to indicate what is being reported in the calendar year.

7  Click the Search button.

8 Transactions on the withholding table for the defined vendor and search criteria display.

9 Original in the Short Name field indicates the line is from Cardinal payment transactions.
10 Legacy in the Short Name field indicates a transaction entered as an adjustment.

11 Click the View All hyperlink or use the Arrow to move throughout the listing and view lines not
displayed.

12 Click the + button to add a line.
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Fa\rovriteséMain'I\"Ienu » Vendors » 1099/Global Withholding > Maintain >  Adjust Withholding

Withhold Adjustments
Vendor: STATE 0000003533 MAIN Apple & Eve
Search Criteria
Business Unit: 50100 @
Entity: [ @& Jurisdiction: [ & startpate: [o101/2012 |5
Type: ’7% Class: liq5 End Date: IW@ Search

Rl 23013 I Last

Customize | Find | View Al | B | 2 First

Transaction Info | Payment information | Adjustment Reason

Short Name *Business Unit *Entity *Type *Jurizdiction *Class *Rule
Legacy 50100 @, (Irs @, 1088 @ ([FED @, o7 @, |RuLED &, | [=]
ILegaq.r 50100 @, [rs @, |10e8 @ |FED @, o7 @, RuLED & (4] [=]

[

[5] save | |2 Returnto Search | |7 Notify | | Refresh |

13 In the Adjustments section of the page, on the Main Information tab enter the adjustment
information on the new line that you added:

a. Business Unit — enter your agency’s business unit number
b. Entity - IRS
Type — 1099

o

d. Jurisdiction — FED
e. Class — Select the appropriate value:
i. 01 (Rents)
ii. 03 (Other Income)
iii. 06 (Medical and Health Care Payments)
iv. 07 (Non-Employee Compensation)
The type of payment for which you are making an adjustment dictates the Class selected.

V. Rule — RULEO - The rule used for 1099 M — zero percent is withheld from the
vendor. We do not withhold any amounts from vendors for 1099 Misc reporting.

14 Click the Transaction Info tab.
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Entity:

Type:

Main Information

Fa\rovr'rtesél\"lainvl'«'lenu > Vendors > 1099/Global Withholding : Maintain > Adjust Withholding

Withhold Adjustments
Vendor: STATE 0000003533 IWAIMN Apple & Eve
Search Criteria

Business Unit: 50100 @,

@, Jurisdiction: @, Start Date: 01012012 |5
@ Class . End Date: 1233112012 |[5) . Search

Customize | Find | View Al | B | 2 0 23013 0 Last

First

'Traﬁadimhfn 1 Payment Information Adjustment Reason

Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
250014/ || 0.00) | 0.00 [osrMor012  E) [0BM92012 EH [#|[=]
35000 | 0.00/ | 000 [10r72012 [ [1012712012 E | (=]

[5] save | [Gh RetuntoSearch | [=] Notify | [ Refresh |

15 Continue to enter the adjustment information:

a.
b.

C.

Basis Amount — Payment amount reportable to the IRS.
Liability Amount — Amount of back up withholding that is owed to the IRS.

Paid Amount — Portion of the back up withholding amount that has been paid to the IRS. An
amount of 0.00 means that no withholding has been paid to the IRS.

Payment Date — Date on which the payment was made. Defaults to the current date but
should be changed to reflect the appropriate reporting year.

Declaration Date — For IRS reporting purposes, this date is the same as the payment date.
The Declaration Date must be within the reporting year to be picked up for that year's 1099
reporting. This date must also be on or after the effective date of the vendor.

16 Click the Adjustment Reason tab.
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Fa\rovr'rtengainvMenu 3 Venvdors b IUQ'QEGIobaIvWithholding 3 Maigmin > Adjust Withholding

Withhold Adjustments
Vendor: STATE 0000003533 WMAIN Apple & Eve
Search Criteria
Business Unit: 50100 @,
Entity: [ & urisdiction: [ & startDate: [o1/0112012 |
Type: N Class: . End Date: [123102012 | . Search

Customize | Find | View Al | B | 7 First K1 23 073 I Last

Kain Information Transaction Info Payment Information

Creation Date User ID Description
06/24/2013 FINUSERD1 |This was not included due to keying error. .i] .:]
06/24/2013 FINUSERO1 |This amaount was not included in error. [+]/[=]

| 5] save || [Gh Returnto Search | [Z] Notify | [ Refresh |

17 Enter a descriptive adjustment reason in the Description field.
18 Click the Save button.

19 If you determine that the Class is not correct for a transaction in the Withholding table, follow the
previous steps by creating a negative Basis Amt adjustment line to credit the incorrect line, and enter
a new adjustment line for the debit amount, and inputting the correct class in the Class field.

Important Points:

e Adjustments made on the Withhold Adjustments page do not update underlying voucher tables,
only the withholding transaction table.

« If you have multiple adjustments to a vendor, but to different classes, make the adjustments using
different declaration dates for each class.

e If the transaction on the withholding tables are from accounts payable payment activity , the Short
Name will be Original. If the transaction on the withholding table is f an adjustment, the Short Name
will be Legacy.

e If an adjustment is made after the file has been sent to the IRS, the adjustment will be either part of
the new calendar year reporting or a corrected 1099 will have to be prepared.
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Reviewing Withholding (1099 Reportable) Transactions in Cardinal:

The following queries were created to assist 1099 Administrators in reviewing their agency withholding
data in Cardinal:

V_AP_1099 WTHD_DISTRIB_AMT

V_AP_1099_WTHD_DISTRIB_AMT - Withhold and Distribution Amt

Vendor SetiD:
AP Business Unit:
VWH Declaration Date From: H
VWH Declaration Date To: H
Vendors (Y =WH or % for All):
Show Amount Diff Only (Y or N):

View Resulls

Vendor ID Vendor Name Classification Type of Contractor TINType | Withholding Withhold Class Withhold Amount Distribution Amount Difference

This query displays a listing of vendors, the total amount posted to the 1099 withholding table for the
vendor, the total amount paid on vouchers with reportable accounts for the vendor, the Withhold Class
the amounts are reported in both on the withholding table and the voucher, and the difference between
the two amounts. Any Withhold Adjustments that you make will be reflected in this query in the Withhold
Amount column.

This query is very useful in your determination of adjustments that may be needed for 1099 reporting.
The following parameters are used on the query:

a. Vendor SetlD: STATE

b. AP Business Unit: Your agency business unit

c. WH Declaration Date From: (usually first day of the calendar year)

d. WH Declaration Date To: (usually last day of the calendar year)

e. Vendors (Y =WH or % for All): Y to show results only for vendors currently marked withholding,
or % for all vendors

f.  Show Amount Diff Only (Y or N): Y to show all results, N to show only those vendors with
differences between voucher amount and amount posted to the withholding table.
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V_AP_ 1099 CANCEL_PYMNT_DTL

V_AP_1099_CANCEL_PYMNT_DTL -WH and DIST Amt for Canc Pymt

Vendor SetiD:

AP Business Unit:

WH Declaration Date From:
\WH Declaration Date To:

Cancel Date From:

= Z = =

Cancel Date To:

View Results

Vendor ID Vendor Name Classification Type of Contractor TINType | Withholding Withhold Class Withhold Amount Distribution Amount Difference

Agencies that stop payment on checks during a calendar year must establish procedures to reduce the
amount reported to 1099 reportable vendors by the amount of the stop payment. Cardinal will post the
cancelled payments to the withholding tables, but agencies must verify that the cancel was posted in the
correct reporting year.

This query displays a listing of vendors who had cancelled payments in the date ranges specified and is
used to assist with the determination of possible withholding adjustments due to the cancel payments.
The following parameters are used on the query:

a. Vendor SetlD: STATE

b. AP Business Unit: Your agency business unit

c. WH Declaration Date From: (usually first day of the calendar year)

d. WH Declaration Date To: (usually last day of the calendar year)

e. Cancel Date From: (choose cancel dates in January of the following calendar year to capture
cancellations that may affect the calendar year 1099 reporting)

f. Cancel Date To: (choose cancel dates in January of the following calendar year to capture
cancellations that may affect the calendar year 1099 reporting)
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V_AP_ 1099 ADDR_DTL

V_AP_108%_VNDR_ADDR_DTL - Withhold vendor address detail

Vendor SetiD: | Q

AP Business Unit q,

\WH Declaration Date From: H

WH Declaration Date To: l
View Results

Vendor D Vendor Name 1 Vendor Name 2 Vendor Addr Eff Dt Address Line1 Address Line2 | City | State = Postal Total Withhold Amount

This query displays all withholding vendor address details for a specific Business Unit within a

Withholding Declaration Date range. This query is used to assist agencies in verifying the address that
will print on the 1099 Copy B reports.

The following parameters are used in the query:

a. Vendor SetlD: STATE
b. AP Business Unit: Your agency business unit
c. WH Declaration Date From: (usually first day of the calendar year)

d. WH Declaration Date To: (usually last day of the calendar year)
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V_AP_1099 DIST_AMT_BY_ACCOUNT

V_AP_1099_DIST_AMT_BY_ACCOUNT - Distribution amount by Account

Payment Date From:
Payment Date To:

1099 Rpt Account1:
1099 Rpt Account2:
1099 Rpt Account3:
1099 Rpt Accountd:
1099 Rpt Account5:
1099 Rpt Accountt:
1099 Rpt AccountT:

View Results

Vendor SetiD: @,
AP Business Unit: @,

2 =

;.O ;.O ;.O ;.O ;.O ;.O ;.O

Vendor ID Vendor Name Classification Type of Contractor Withhold Account Voucher ID Total Distribution Amount

This query displays a listing of vendors and shows the total total amount paid on vendor vouchers for
specific reportable accounts.

The following parameters are used in the query:

a
b.

o

Vendor SetID: STATE

AP Business Unit: Your agency business unit

Payment Date From: (usually first day of the calendar year)
Payment Date To: (usually last day of the calendar year)

1099 Rpt Accountl — 7: User can list up to 7 1099 reportable accounts to query the amounts
paid to vendors for the payment period.

The query V_AP_1099 REPORTABLE_ACCTS will list the current 1099 reportable accounts in
Cardinal.
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Setting Up / Reviewing Report Control Information in Cardinal:

1099 Withholding Report Control is used to set up transmitter and payer information in Cardinal that will
be included in the 1099 Copy B reports and the IRS file. This information should be reviewed and
updated as necessary each year.

1 Navigate to the Report Control Information page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options >
Withholding > Report Control Information

Favnvrrces Mainlv'lenu » Set Up Financials/Supply Chain > Product Relted > Procurement Options > Withholding > Report Control Information

Report Control Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
N Add a New Value

Maximum number of rows to return (up to 300): (300

SetiD: =V STATE @
Control ID:| begins with W|15100
Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

2 The Report Control Information page displays. Enter the following information:
a. SetlD: STATE
b. Control ID: your agency control id. A control id is set up for each reporting entity.

3 Click the Search button.

Page 17 of 47 Rev 12/07/2016



|?_J‘CARDINAL" |

Accounts Payable Job Aid

1099 Process in Cardinal

Fa\.fuvr'rtes MainvMenu » Set Up Financials/Supply Chain > Product Related » Procurement Options > Withholding > Report Control Information

I Vendors and Business Units I Piggyback States/Mumbers

SetlD: STATE Control ID: 15100
= & [¥]Vender Software Indicator
Transmitter Name 1: COMMONWEALTH OF VIRGIMIA
Transmitter Name 2: DEPARTMENT OF ACCOUNTS
Tax ID: 576978403

Transmitter Cntl Cd: 36C33 Media Number:

*Contact Name1:

Vera Williams

Contact Email Address: vera.williams@doa.virginia.gov

&l 13

[+l [=]

= Q [Jcombined Federal State Filing
Payer Name 1: COMMONWEALTH OF VIRGINIA
Payer Name 2: DEPARTMENT OF ACCOUNTS
Control 1D:
Payer Tax ID: 546001736

Employer's Ref &
HMRC Office #:
Accts Office Ref #:

4 The Payor Data page displays. The Payor Data page:

Transmitter Information - this information is sent on the Transmitter ‘T’ record:
a. Vendor Software Indicator: Checkbox must be selected for any agency using Cardinal to
produce their 1099 IRS file and Copy B forms.

b. Transmitter Name 1 and Name 2: Name of agency transmitting
c. Tax ID: Enter your Tax ID for this transmitter

d. Transmitter Cntl Cd: The code that was provided by the IRS upon submission of your form
4419 — Application for Filing Information Returns Electronically

e. Contact Namel and Contact Email Address: Enter the name and email address of your
contact person for this transmittal.

f. Contact Address and Phone: You must include the contact address and phone information.
To review/update the addresses, click the envelope icon. To review/update the phone
numbers, click the telephone icon. The phone number is entered without hypens.

Payer Information - this information is sent on the Transmitter ‘A’ record:
a. Combined Federal State Filing: Checkbox must be selected if your agency is participating
in the IRS Combined Federal/State Filing (CF/SF) Program whereby the IRS will forward
State copies of information returns to other participating States.

b. Payer Name 1 and Name 2: Your agency nhame
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c. Payer Tax ID: Enter your Tax Identification Number (TIN) for this payer

d. Payer Address and Phone: You must include the payer address and phone information. To
review/update the addresses, click the envelope icon. To review/update the phone numbers,
click the telephone icon. The phone number is entered without hypens.

5 Click the Vendors and Business Units tab

Favovr'rtes MainvMenu » Set Up Financals/Supply Chain > Product Related > Procurement Options > Withholding > Report Control Information
- - - -

2 New Windoy
PayorData | I Piggyback States/Numbers I
L4 )
SetlD: STATE Control 1D: 15100 Payer Tax ID: 546001736 COMMONWEALTH OF VIRGIMIA
AII [¥lInclude Direct Sales Vendors
L4 12
15100 |@, (] [=]
151P0 (@, =+ [=]

[5] save | [oh Returnto Search | [Z] Motify |+ Add

Pavor Data | Vendors and Business Units | Pigayback

a. All Vendors box: Must be checked so that you will process all withholding vendors that are
associated with the business unit you specify.

b. Include Direct Sales Vendors: Do Not Check. This is not being used.

c. Business Units: Lists all Cardinal Accounts Payable Business Units that roll up to your
agency Control ID for 1099 reporting purposes. If you specify multiple business units,
Cardinal will consolidate the balances of vendors that have vouchers spread out over the
selected business units for your 1099 reporting.

6 Click the Piggyback States/Numbers tab — this page is populated if your agency is participating in
the Combined Federal/State Filing (CF/SF) Program.

Page 19 of 47 Rev 12/07/2016




?ACARDINAN Accounts Payable Job Aid

1099 Process in Cardinal

Favorites = Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options > Withholding > Report Control Information
Payor Data Wendors and Business Units Piggyback States/Mumbers
SetiD: STATE Control 1D: 15100
Piggyback States Find | View All First “ 1.9 of 30 I L ast || State Tax ID Numbers Find | View All First EI 4 of 4 I Last
Piggyback States Process? Payer State Mumbers
AL Alabama U va @ | =]
AR Arkansas O
AZ Arizona O
CA  Califoria U
co Colorado O
CT  Connecticut U
DC  District of Columbia O
DE Delaware O
GA Geaorgia D
j Save |§‘?“ Re‘turntoSearchj EI Motify EL Adcl U pdate/Display
Payor Data | Vendors and Business Units | Piggyback States/Numbers

7 Piggyback States section:

a. Piggyback States: Displays the states participating in the combined federal and state
1099 filing process.

b. Process?: Select the Process check box for each relevant state name to tell the IRS which
states need copies.

State Tax ID Numbers section:

a. Payer State Numbers: Do not enter any information. These fields are used if state taxes
have been withheld from the vendor.
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Creating the 1099-M IRS reporting file and the Copy B statements

Creating the 1099-M IRS reporting file:

1 Navigate to the Withhold 1099 Report Job page using the following path:
Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job

FEI‘."I:Ivr'rtES MainvMenu > Vendors > 1099/Global Withholding > 1099 Reports » Withhold 1099 Report Job

Withhold 1099 Report Job

Find an Existing Value

Run Control ID:|1098FPROCESS

Add

Find an Existing Value | Add a New Value

2 The Withhold 1099 Report Job run control page displays. Enter the Run Control ID. The first time
you run this job, select the Add a New Value tab then create the Run Control ID.

For subsequent runs of this job, use the Run Control ID you created the first time the job was run
(Run Control ID’s are unique to each user). You will need to update the appropriate fields on your
existing run control if using the run control ID you created for a subsequent run.

3 Click the Add button.
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1089 Report PostiReport/Copy B

Favorites Main Menu > Venvdors > 1099!GlobaLwrthholding > 1099 Rveports > Withhold 1099 Report Job

1099 Report Post/ Report/ Copy B

Run Control ID:  1099Reportiob Report Manager  Process Monitorl Run |
Language: English v

1099 Report Post

*Request ID: 1 Description: [1099process

Process Frequency: | Always Process

v]

Include Manual Overrides

[Juse Report Date For Vendor

Report ID: US_REPORT

Report Date: 12/05/2016

*Control SetiD: [sTATE @, *Control ID:
*Calendar SetiD: [STATE @ ~Calendar ID:
*Fiscal Year: [2015]@,

*Period: [ 1)@, Period1-2015-01-01

50100 Q, COMMONWEALTH OF VIRGINIA
AP @, 1089 Report PostiCopy B Cal

1099 Report

Type of File/Return: | Original/Correction

V]

—

Replacement Character:

IRS Options

IRS File Generate Option

® Al

[1Has the 1099-MISC containing Box 7 Hon Employee Compensation file been sent to the IRS?

() Exclude Non Employee Compensation
() Include Non Employee Compensation

1099 Report Copy B Sort

Withhold Type: 1099M v Vendor Select Option: | Select All Vendors V|
[Imask TIN AP 1099 sort order: | Yendor |d Sort v|

Customize | Find | View A1) B | 3§ First

Vendor Payees 1of1

Vendor ID

(5] save | (of ReturntoSearch + | PreviousinList .| MextinList (=] Notfy [Eladd| [Ftipdatemispiay|

4 The 1099 Report Post / Report / Copy B page displays. Enter run control information as
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1099 Report Post section:

Run Control ID:  1099Reportlob Report Manager  Process Monitor Run
Language:
*Request ID: |17 Description: |1099;Jmcess
Process Frequency: |.-°«Iwa\,rs Process v|
Report ID: US_REPORT
Report Date: 12/05/2016 [+]Include Manual Overrides
*Control SetiD: [STATE |@, *Control ID: [50100 1@ COMMONWEALTH OF VIRGINIA
*Calendar SetlD: WQJ *Calendar ID: Iﬁcﬁ 1099 Report Post/Copy B Cal
*Fiscal Year: WQJ [l Use Report Date For Vendor
*Period: [ 1@, Period 1-2015-01-01

a. Request ID — Enter 1. This Request ID of 1 can be used repeatedly. Itis used internally by
Cardinal to track each posting request.

b. Description — 1099 Process, for example
c. Process Frequency — Select Always Process

d. Include Manual Overrides - Check the box. This is heeded to include manually adjusted or
updated withholding transactions.

e. Control SetlD — STATE

f. Control ID — Enter or select your agency’s Control ID as set up on the Report Control
Information pages

g. Calendar SetID — STATE

Calendar ID — AP (1099 Report Post/Copy B Cal)
i. Fiscal Year — Calendar year for which you are reporting
j-  Use Report Date for Vendor — Do not check this box

k. Period —1 - The AP Calendar is an annual calendar and selecting period 1 encompasses
the entire year for this Calendar

Page 23 of 47 Rev 12/07/2016



?ACARD'N”'| Accounts Payable Job Aid

1099 Process in Cardinal

1099 Report section:

1099 Report

Type of File/Return: |OriginaIJ'Correl:ti0n V| Replacement Character: ’_
IRS Options
IRS File Generate Option
® Al i

() Exclude Non Employee Compensation
() Include Non Employee Compensation

a. Type of File Return:

i. Original/Correction - select if you have not yet sent a file to the IRS or you are
sending a Correction file after IRS receipt of the original file.

ii. Replacement — select if the IRS requested a replacement file. The IRS will send a
Replacement Character to enter on this page when you run the process.

iii. Test— select if you are sending a test file. It is recommended to send a test file each
year to the IRS. A test file is required when applying to participate in the Combined
Federal/State Filing Program.

b. IRS Options: Has the 1099-MISC containing Box 7 Non Employee Compensation file
been sent to the IRS? Checkbox

i. Select the checkbox once you have sent the 1099 MISC containing Box 7
Nonemployee compensation file to the IRS and have run the Withhold Sent
process. You must select this check box to properly produce your remaining
1099’s.

ii. You may leave this box un-checked while running the process and creating files to
verify your 1099 vendors.

iii. Note: Do not select the checkbox if you plan to submit all of the 1099’s at one time
on or before January 31.
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IRS File Generate Option section:

Type of File/Return: |OriginaIrCUrredi0n hd Replacement Character:

[JHas the 1099-MISC containing Box 7 Non Employee Compensation file been sent to the IRS?

) Al e
() Exclude Non Employee Compensation
() Include Hon Employee Compensation

The options in this section allow you to create the electronic files for reporting 1099-MISC without
Nonemployee compensation, 1099-MISC with Nonemployee compensation as well as Corrections if
applicable.

These options are used to produce the appropriate file for the appropriate reporting dates (see the
IRS publication for specific dates).

Options in this section include:

a. All —select this option to produce one electronic file containing 1099-MISC with
Nonemployee compensation, 1099-MISC with Nonemployee compensation as well as
Corrections if applicable.

a. If you are ready to report all of your Vendors’ 1099 on or before January 31, choose
this option

i. This will produce a complete file for all your vendors

ii. The file created will include 1099-MISC with Nonemployee compensation
that is required by the IRS deadline of January 31 as well as 1099-MISC,
without Nonemployee compensation and Corrections, if applicable

b. Exclude Non Employee Compensation — select this option to produce one electronic file
containing all 1099-MISC without Nonemployee compensation and Corrections, if applicable.

a. This file also may include corrections for 1099-MISC with Nonemployee
compensation if you have already reported your Supplier 1099-MISC with
Nonemployee compensation.

b. This option is not available if the Has the 1099-MISC containing Box 7 Non
Employee Compensation file been sent to the IRS? box is checked.

Note: This option is used to run preliminary files for your review only.

c. Include Non Employee Compensation — Select this option to produce one electronic file
containing all 1099-MISC with Nonemployee compensation.

a. This option is used to meet the IRS deadline of January 31 for reporting 1099-MISC
with Nonemployee compensation.

b. This option is not available if the Has the 1099-MISC containing Box 7 Non
Employee Compensation file has been sent to the IRS? box is checked.
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Note:

e If you cannot produce one file for all your 1099’s in order to meet with the January 31 IRS reporting
requirement for 1099-MISC with Nonemployee compensation, you will need to run the process with
the Include Non Employee Compensation option, first.

e Once this file has been sent to the IRS and the Withholding Sent process has been run, you will need
to run the process with the All option to produce a second file for all of your 1099-MiSC without
Nonemployee compensation and Corrections, if applicable.

e This second file may also contain any Corrections to your 1099-MISC with Nonemployee
compensation if you have made updates to these vendors that were sent by January 31, as well as
newly added 1099-MiSC with Nonemployee compensation originals that occurred after January 31.

1099 Report Copy B Sort section:

1099 Report Copy B Sort

Withhold Type: 1088M W Vendor Select Option: | Select All Vendaors V|
Vendor |d Sort
Customize | Find | View 21| B | 5 Fist B 4014 T Last
Vendor ID
:
5] save] (G RetuntoSearch | 1] PreviousinList | NextinList | [=] Notity [Beadd| [EupdateDispiay)|

a. Withhold Type — 1099M
b. Vendor Select Option — Select All Vendors

c. AP 1099 sort order — Vendor Id Sort is recommended, but TIN sort and Name Sort
are other available options

d. Mask TIN checkbox — Do not check this box
5 Click the Save button.

Favc;r'rtesgrl-'lainvMenU » Vendors » 1099/Global Withholding > 1099 Reports : Withhold 1099 Report Job

1099 Report Post/ReportiCopy B

1099 Report Post/ Report/ Copy B

Run Control ID:  1099Reportlob Report Manager Process Monito]! i

Language: English W
1099 Report Post

*Request ID: 1 Description: |‘1099process
Process Frequency: |.Always Process v|
Renort Iy LS BEPORT

6 Click the Run button.
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Favorites - Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job
- H - - - *

Process Scheduler Request

User ID: V_AP_1099_ADMIMISTRATOR Run Control ID: 1099PROCESS

Server Name: I ~  Run Date: 12/03/2015 El
Recurrence: I “ " Run Time: 4:54:40PM . Resetto Current Date/Time |

[ &

[ Ok ] I Cancel

Time Zone:

Select Descripfion Process Hame Process Type *Type *Format Distribution
[ XLP:Withhold 1099 Report APX1089 XMLPublisher  [web  w|[PDF | Distribution
1099 Post Report & CopvBSor | RPT_1099 PSJab [one) || Mone) | Distribution

7 The Process Scheduler Request page displays. Select the 1099 Post Report & CopyB Sor

(RPT_1099) PSJob to run the IRS file.
8 Click the OK button.
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Favorites Main Menu > Venvdors b 1099!GIobaLwrthholding x> 1099 Eeports > Withhold 1099 Report Job

1089 Report Post'Report'Copy B

1099 Report Post/ Report/ Copy B

Run Control ID:  1098ReportJob Report Manager | Process Monitor]: Run |
Language: _Process Instance 4205388
1099 Report Post
*Request ID: 1 Description: |1099pr0cess
Process Frequency: | Always Process v|
Report 1D: US_REPORT
Report Date: 12/05/2016 Include Manual Overrides
*Control SetlD: [STATE @, *Control ID: [50100 @, COMMONWEALTH OF VIRGINIA
*Calendar SetiD: [STATE (@, ~CalendariD:  |AP @, 1009 Report PostCopy B Cal
*Fiscal Year: [2015 @, [[]use Report Date For Vendor
*Period: [1l@, Period 1-2015-01-01
| Criginal/Correction Vl Replacement Character: I_

Type of File/Return:
IRS Options

[JHas the 1099-MISC containing Box 7 Non Employee Compensation file been sent to the IRS?

IRS File Generate Option

® Al i ]
) Exclude Non Employee Compensation
) Include Non Employee Compensation

1099 Report Copy B Sort

Withhold Type: 10890 b4 Vendor Select Option: |Se|edNI‘ufendors v|
[Imask TIN AP 1099 sort order: | Vendor Id Sort V|
Vendor Payees Customize | Find | “Visw All| | R
Vendor 1D
1 [=1
9 The Run Control Page returns and the Process Instance number displays.
10 Click the Process Monitor hyperlink.
Rev 12/07/2016
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Favg‘rtengainvMenu 5 Venvdors i 1[199IGIobaIvWithhoIding 5 1099§eports » Withhold 1099 Report Job

View Process Reqguest For

User ID: [PPS_ELIZABE'@, Type: | | [Last M 1 |Hours ™
Server: Name: Q, Instance: | to |

Run Distribution (7] save On Refresh

Status: Status:

Customize | Find | iew a0l By g mar Kl g npa 1 Last

Process _ Distribution .
select Instance - Process Type User Run Date/Time Run Status =
Select Instance Seq. Process T Name User Run Date/Time Run Status Status tails

2915209 PSJob RPT 1089 |pPPS_ELIZABETH.LAKE|09/14/2015 2:07:52PM EDT Success Posted betails

11 Click the Refresh button until Run Status is Success and Distribution Status is Posted.

12 Inthe Process Name field, click the RPT_1099 hyperlink.

Favaorites Main Menu > Vendors : 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job

Process Detail

Process Name: RPT_1099

Main Job Instance: 2915209
Left | Right

E.é_ 2815209 - RPT 1099 Success
& 2015210-RPT 1099 JOB Success
@ 2015211-1099 RPT PST Success
2915212 - AP APY1099 Success
2915213 - AP COPYB RPT Success

13 Alist of individual processes that make up the 1099 Job display and each RPT or file is accessible.

Click on the AP_APY1099 Success link to view the IRS tax file.
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Favarites Main Menu > Vendors : 1099/Global withholding > 1099 Reports : Withhold 1099 Report Job

Process Detail

Instance: 2015212 Type: Application Engine
Name: AP_APY1099 Description: 1099 Report
Run Status:  Success Distribution Status: Posted
L ————
Run Control ID: 1099Process Hold Request
Location: Server Queue Request
Server PSUNXA Cancel Request
Delete Request
Recurrence: Restart Request
R ————
Request Created On: 09/14/2015 2:20:05PM EDT Parameters Transfer
Run Anytime After: 09M 442015 2:07:52PM EDT Message Log View Locks
Began Process At 09M4/2015 2:23:00PM EDT Saioh Tlmings
Ended Process At: 09M14i2015 2:24:28PM EDT View | ogiTrace

14 The Process Detail page displays. Click on the View Log/Trace hyperlink.

Fauovrites Main_l'"'lenu > Ven;dors ¥ 1{]99!GIobaleTthholding ¥ l{JQ'E)Eeports >  Withhold 1099 Report Job

View Log/Trace

ReportiD: 14555279 Process Instance: 2015212 lessage Log
HName: AP_APY1099 Process Type: Application Engine

Run Status: Success

1098 Report
Distribution Details
Distribution Node: finsit Expiration Date: 101442015
Hame File Size es, Datetime Created
LA = aq ag 156 09142015 2:24:28 301099PM EDT
IRS 001 50100 2915212 TX 1,425 398 09142015 2:24:28 301099PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User PPS_ELIZABETH.LAKE

15 The View Log/Trace page displays Click the .TXT file to view the IRS tax file.

16 Save the file to your secure directory as file type Text (*.txt). This text file can then be uploaded to
the IRS FIRE Production System. (see IRS Publication 1220 for detailed instructions on sending the
file)
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Creating the 1099-M Form Copy B Reports:

The 1099 report process produces the electronic file and moves data to a reporting table to produce Copy
B reports.

1 Navigate to the Withhold 1099 Report Job page using the following path:
Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job

Favorites Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job

Withhold 1099 Report Job

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

i b Add a New Value
P

Maximum number of rows to return (up to 300): (300
Search by: Run Control ID begins witrI|1I:IQQF'ROCESS

[l Case Sensitive

Search | dvanced Search

Find an Existing Value | Add a New Value

2 The Withhold 1099 Report Job run control page displays. Enter the Run Control ID that you
used to create the IRS file.

3 Click the Search button.
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Favorites Main Menu > ‘Jenvdors b 1099!GlobaIvWithholding > 1099 Eeports > Withhold 1099 Report Job

1099 Report Post/ReportiCopy B

1099 Report Post/ Report/ Copy B

Run Control ID:  1099Reportlob Report Manager Process Monitor
Language:
1099 Report Post
*Request ID; 1 Description: |‘1099process
Process Frequency: |A1ways Process v|
Report 1D: US_REFORT
Report Date: 12/05/2016 Include Manual Overrides
*Control SetlD: [STATE @, *Control ID: [50100 @ COMMONWEALTH OF VIRGINIA
“Calendar SetiD: [STATE (@, “Calendar|D:  |AP [, 1099 Report PostCopy B Cal
“Fiscal Year [2015/@, [ use Report Date For Vendor
“Period: [ 1@, Period 1-2015-01-01
Type of File/Return: | Original/Correction Vl Replacement Character: l_

IRS Options

[T Has the 1099-MISC containing Box 7 Non Employee Compensation file been sent to the IRS?

IRS File Generate Option

®an
) Exclude Non Employee Compensation
) Include Non Employee Compensation

1099 Report Copy B Sort

Withhold Type: 10990 W Vendor Select Option: |Select All Vendors Vl
[ Imask TIN AP 1099 sort order: | Vendorld Sort V|
Vendor Payees customize | Find | View Al | BV | 3 First BT g 01 I ast
Vendor ID
1
[5) save [P ReturntoSearch ] PreviousinList ] Nextinlist =] Notify ENTIE

4 Click the Run button.

Note: When running this process, all 1099-M form Copy B reports are produced regardless of the
selection criteria in the IRS File Generate Option section of the page.
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Favorites Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job

Process Scheduler Request

User ID: V_AP_1099_ADMINISTRATOR Run Control ID: 1099PROCESS

Server Name: I " Run Date: 12/03/2015 il

Recurrence: " Run Time: 5:02:03FM . Resetto Current Date/Time

Time Zone: @,

Select Description Process Hame Process Type *Type *Format Distribution
XMLP:Withhold 1099 Report APX1099 XML Publisher [web  ~|[PDF | Distribution
Il 1099 Post, Report. & CopyB Sor RPT_1098 FSJob | (Mone) V| | (Mone) V| Distribution

.l 0K I Cancel

5 The Process Scheduler Request page displays. Select the XMLP Withhold 1099 Report job to run
the Copy B reports.

6 Click the OK button.

Favarites Main Menu > Venvd-::-rs > 1[]99!Gk:-baJvWithhoning » 1099Eeports »  Withhold 1099 Report Job

1099 Report PostReportiCopy B

1099 Report Post / Report/ Copy B

Run Control ID:  1099Process Report Manager I Process Munitol L.Bun
Language: English ¥ Process Instance: 2915224

1099 Report Post

*Request ID: |17 Description: [1099 Process
Process Freguency: | Always Process v|
Report ID: US_REFORT
Report Date: 09/114/2015 Include Manual Overrides
*Control SetiD: [sTATE @, *Control ID: [50100 /@ COMMONWEALTH OF VIRGINIA
*Calendar SetiD: [STATE @, *CalendarID:  |AP @, 1099 Report PostiCopy B Cal
*Fiscal Year: [2014/@, [l use Report Date For Vendor
*Period: [ 4@ Period1-2014-01-01

7 The 1099 Report Post/Report/Copy B page displays. Click the Process Monitor hyperlink.
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Favt)vrites MainvMenu > Vengors > 1099!Gk>bdvWithholding > 1099Rvepor1s » Withhold 1099 Report Job

View Process Request For

User ID: [V_AP_1099_AIT, Type: | | [Last v| | 11 [Minutes |
Server: Name: @, Instance: | to |

Run Orstribution ¥ Save On Refresh

Status: Status:

Process List # First K1 12072 0 Last

Customize | Find | View A1 | B

am
| =

Process Distribution
Select Instance Seq. Process Type e User Run Date/Time Run Status S Details
3136318 AML Publisher APX1099  V_AP_1099_ADMINISTRATOR 12/03/2015 5:02:03PM EST Success Posted Details
3136310 PSJob RPT 1099 V_AP_1099_ADMINISTRATOR 12/03/2015 4:54:40PM EST Success Posted Details

Go back to Withhold 1099 Report Job I

() save | =3 Noity |

8 Click the Refresh button until Run Status is Success and Distribution Status is Posted.

9 Click the Go back to Withhold 1099 Report Job link.

Fa\rovrites Mainvl'v'lenu > Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report Job
H - - -

1099 Report PostReportiCopy B

1099 Report Post/ Report/ Copy B

Run ControlID:  1099PROCESS Report Manager | Process Monitor'ﬂ]

Language: English W
1099 Report Post

*Request ID: |17 Description: |1099Process

Process Frequency: | Always Process v|

Report 1Dz US_REFORT

Report Date: 120032015 Include Manual Overrides

*Control SetiD: [STATE @, *Control ID: (50100 @, COMMONWEALTH OF VIRGINIA
*Calendar SetlD: lm@ *Calendar ID: ’F‘% 1099 Report Post'Copy B Cal
~Fiscal Year: [2015]@, [[Juse Report Date For Vendor
*Period: [1@, Period 1-2015-01-01

10 Click the Report Manager link.
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Favorites  Main Menu > Vengom > lmfchbd'\lv‘ﬁmhnldhg > 1099 I}repolts » Withhold 1099 Report Job

List Explorer Administration Archives

View Reports For
Folder: r V| Instance: | to: |
Hame:| Created On: |

e

. APX1099CT -
[! APX1000CT.PDE General

11 Click the XMLP Report link.

Fa\rq'rites Main_h"lenu » Vendors > 1099/Global Withholding > 1099 Reports > Withhold 1092 Report Job

Report
ReportiD: 15852220 Process Instance: 3136318 Message Log
Hame: ¥MLP Process Type: XML Publisher

Run Status: Success

APX1099CT - APK1099CT. pdf
Distribution Details

Distribution Node: finsit Expiration Date: 01/0242016
HName File Size {bytes) Datetime Created
APX1099CT . pdf 10,006,205 1210312015 5:06:40.636672PM EST

Distribute To
Distribution ID Type *Distribution ID
User V_AP_1099_ADMIMISTRATOR

12 Click the APX1099CT.pdf link to view the 1099M Copy B’s
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SUPERMAN STEELE
516 RATLROAD AVE. PO BOX 196

IRON GATE. VA 24448

Instructions for Recipient
Recipient’s identification number. For your profection. this form may show only d:e last four
digits of your social security mumber (S5, individinal axpayer dentification mmsber (]
identification pumber (ATDN). However, the issuer has reparted your complete identification

s o the TRS and. where applicable, to state and for local povernments

Acconnt number. May show an account or other umiqus pumber the payer assizned to distinguish
yoar account

Amounts shown may be subject to se]i*ngleomenl (SE) tax. If yous net income from

elf-a comput= your SE tax en Schedule SE

must report these s amounts as &
Sduciaries, or ips po 1
Form 1098-MISC incorrec m is incorrect or has been issued in ermor. contact the payer
comectly

real estate as a business, or

or mineral properties. copyrights, and patents on S
'mm= o(awark:n imterest 3 explained in the

repart iz amoust on, the ~Other income™ Ine of Form 1040 for Fa LO40R)
2 amount shown may be payments received as fhe beneficiary
e damages, Indian gaming profirs, or other Pty

this
I you camnot get this form correctsd, amach an swplanarion 1o your tas renm and repart yeus (ncome

Box1l. Repm m‘r_ls ﬁum Teal estat= on Schedule E (Form 1040). Hwe\u report rents on Schedule

chedule E
box 7 instractions

t is trade or business income, report this amount on Schedule C or F (Form

Report this amount nu Schedule C (Form 104J) See Pub 334

msi
\r.m'tel_m

s, report on Schedule C (Form 1040)
ou are in the made or businass of
is SE income
u recesved this

e amount in this beox
e SE (Form 1040)

t zat the

carching Ssh. box T may
i chedule

repart it an

form instead of Form
vou an employee and did not withhold mcome @ of secial
we you are an employee and canno

ver to correct this

s pay
form. report the amount Fom box 7 on Form 1040 line 7 oz Form 1040NE. line 8). You must also
complets Form 8019 and amach it to your renam. If you are not an employee bur the amount in this bos is

not SE income (for example
40NE.

Box 10. Rapar this amoun: ou
Box 13 Shows your tota

1 compensation of excess

$5.000 or more of sales of consumer products was
_epqsu-camm,smr_ ar ather basis tlas amoun
2 o your sale of thess prods

unt does net have to
dule C (Form 1040)
A cFou-_nmo

tax. S22 the Form 1040 (or Form 1040NE) Ensmucons for wher to

Box 14 Shows gross proceeds
taxable pam as income om your
Box 15

lisu of dividends or @x-swempt intarest recefved by v
result of a loan of your securities. Report on the "Other income" line of Form 1040 (or

income from a sporadic activity or a hobby). repert it on Form 1044,

your broker on

aid to you on a buy-sell,
e shown Generally, report any

chute payments subject to a 20% excise
epart

id to an attorney in connection with legal services Report only the

curn.

May show current year deferrals as a nonemployes under a nonqualified deferred compensation

(NQDC) plan thatis subject to the requirements of section 4194, plus any exrmings on current and prior

Bo: 1‘-b ‘:bnn: income as a nonemployes
ion 4094 This amount is also
able is also incl

ox 1 5a that is carrently

inchaded

et ag NQDC plan that doss not mest the requirements of
box loyee compensation inchaded

Any amouns inc]
o subject to a subsantial
100 (ar

in ded in d'_ls box_ This inca
additional tax to be Izpurled on Form 1040 (er Form 1040NE). See ‘Tatnl Tax™ mﬂ:z?

Form 1040NR) sl

structions.
Boxes 16-18. Shows state or local income tax withheld from: the payments

CORRECTED (if checked)

PAYER'S name, street address. cify. state. ZIP code. and telephone no. 1Rents OMB No. 1545-0115
COMMONWEAL TH OF VIRGINIA 5 0.00
DEPARTMENT OF TRANSPORTATION ; 2 0 1 2 Miscellaneous
1401 EAST BROAD STREET e Income
5 0.00
Form 109 9-MISC
RICHMOND, VA 23219 3 Other incomne TIeTaTInCOmE T WY
B04/692-0359 $ ooo s 0.00
T Fishing boar proceeds ¥ s Tare Copy B
PAYER'S Federal identification mmber. RECIPIENT'S identification mumber payments For Recipient
546001730 01234567
5 0.00 5 0.00
RECIPIENT S name ) . . This is important tax
7 Nonemployee compensation jj?l:ﬂbxuiﬂe l?a)mer-‘s m beu of information and is baing
SUPERMAN STEELE ends of interest fumizhed to the
300.209.5
$ 309.209.53 s 0.00 Internal Reveme
Stre=t addres: el pt. no.)
aadeess (inclcing agt. no.) 9 Payer made direct sales of 10 Crop insurance proceeds Service. 1fyou are
516 RAILROAD AVE. PO BOX 196 $5.000 or more of consumer required to file a refum.
a negligence penalty or
] 0.00 other sanction may be
imposed on you if this
City, state, and ZIP code 11 17 income 15 taxable and
IRON GATE, VA 24448 the IRS determines that
Fcount mmber (ses memerons) T? Eocees 2oiien pasachas poymems T3 Gros: procesds paid o am aremmey it has not been reported
0000000258 5 000 |s 0.00
15a Secton 409A defemals 15b Sectron 4004 income 16 State tax withheld 17 StatzPayer's statz no. 18 State income
5 0.00 VAS $ 0.00
L 0.00 s 0.00 L s

Form 1099-MISC

(Keep for your records)

Department of the Treasury - Internal Fevenue Service

13 Review the 1099M Copy B's.
14

If adjustments are needed, follow the section in this job aid titled Adding Withholding Adjustments to

enter any adjustments identified to the withholding amounts for the required vendors and rerun the
Withhold 1099 Jobs to create the IRS file and the 1099M Copy B'’s.

15 Open and Save the final 1099M Copy B PDF copies.

16 Print the 1099M Copy B forms for mailing.
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Running the Withholding Sent File Process:

The final step in the entire 1099 process is to run the Withholding Sent (WTHD_SENT) Process. The
process finalizes the 1099 reporting and file creation process.

It is important that you Do Not run this process until you have sent your final file to the IRS and
received confirmation from the IRS of successful transmission. Cardinal uses this information that
you have already sent a file if you need to create correction or replacement files.

1 Navigate to the Withholding Sent File page using the following path:
Main Menu > Vendors > 1099/Global Withholding > 1099 Report > Withholding Sent File

FE‘.’IIIvr'rtEE MainvMenu » Vendors > 1099/Global Withholding » 1099 Reports > Withholding Sent File

Withholding Sent File

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

Add a New Value

Maximum number of rows to return (up to 200} |300
Search by: Run Control ID begins with |

" Case Sensitive

Search  |Advanced Search

Find an Existing Yalue | Add a Mew Value

2 The Withholding Sent File run control search page displays. If this is the first time you run this job,
click the Add a New Value tab to create a Run Control ID.
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Faw:uvr'rtesfMainvMenu > Vendors > 1099/Global Withholding > 1099 Reports » Withholding Sent File

Withhelding Sent File

Find an Existing Value '.' Add a New Valt -

Run Control ID; |\WithholdingSentFile

Add

Find an Existing Value | Add a New Value

3 Enter a Run Control ID.

4 NOTE: For subsequent runs of this job, the Run Control ID is the ID you created the first time the job
was run (Run Control ID’s are unique to each user). You will need to update the appropriate fields on
your existing run control if using the run control ID you created for a subsequent run.

5 Click the Add button.
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Fa*.rc;['rtes Mainvl'v'lenu b ‘v’enjcrrs 3 IDQQEEInbaLWithhnlding > 1099 Eepcrrts »  Withholding Sent File

Withhold Sent

Run Control ID:  WithholdingSentFile Report Manager  Process Monitor || Run
Details
Request ID: |‘I Withholding Sent File
Process Frequency: |.ﬂ.lway‘s j
Report ID: US_REPORT
SetlD: |STATE | @,
Control ID: 20100 @,
[5] save | = notity [k Add | | 5] Update/Display

6 The Withhold Sent page displays. Enter run control information in the Details section:

a.

Request ID — 1. This Request ID of 1 can be used repeatedly. It is used internally
by Cardinal to track each posting request.

Text field next to Request ID — Withholding Sent File
Process Frequency — Select Always
SetID — STATE

Control ID — Enter or select your agency’s Control ID as set up on the Report
Control Information pages

7 Click the Save button.

8 Click the Run button.
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Favorites Main Menu > Venvdors b 1U'99;‘GIObaIvWithholding > 1099 Eeports > Withholding Sent Fle

Process Scheduler Request

User ID: FINUSERDOA Run Control ID: WithholdingSentFile
Server Name: I 'I Run Date: lo2/06/2013 [+
Recurrence: I 'l Run Time: 7:50:054M  Resetto Current Date/Time

Time Zone: @,
I —

Select Description Process Name Process Type *Type *Format Distribution
F  WTHD_SNT WTHD_SNT Application Engine  [Web =] [TXT =] Distribution
OK Cancel

9 The Process Scheduler Request page displays. Click the OK button.

Favarites Main Menu > Vendors > 1099/Global Withholding > 1099 Reports > Withholding Sent File

Withhold Sent

Run Control ID:  WithholdingSentFile Report Manager | Process Monitor | | Run
Process Instance: 1086733
Details
Request ID; |'1 |Withhn|ding Sent File
Process Frequency: |Always j
Report ID: US_REFORT

SetlD: STATE &,
Control 1D; 50100 QQ-

(5] save |7 Notify b Add| | 5] UpdateMispiay

10 The Run Control Page returns. The Process Instance number displays.

11 Click the Process Monitor hyperlink.
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Favorites Main Menu > Vendors > 1099/Global withholding > 1099 Reports » Withholding Sent File
H v - w

View Process Request For

UserID: [FINUSERD1 @, Type: | = [Last = 1 [oas 3] . Refresh
Server I 'I Name: @, Instance:| to |

Run I vl Distribution I -I ¥ save On Refresh

Status: Status:

Process List

Customize | Find | View &1 | B | 8 Fist B g or4 I Laat

Process . Distribution
Select Instance Seq. Process Type s User Run DateiTime Run Status S
] 1086733 Application Engine WTHD_SNT FINUSERDO1 02/06/2013 7:50:05AM EDT Success Posted L etails

Go back to Withholding Sent File

(5 save =] Notity |

12 Click the Refresh button until Run Status is Success and Distribution Status is Posted.

13 A Run Status of Success means the files have been marked in Cardinal as sent to the IRS.
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Processing Correction Files after IRS Submission and Withholding Sent
File Process is complete:

If you determine that you reported incorrect data for a vendor or a group of vendors after your initial
submission, you need to create a correction file. To correct the transaction data within the PeopleSoft
Payables system:

1 Enter an adjustment on the Withhold Adjustments page. Follow the section in this job aid titled
Adding Withholding Adjustments to make your adjustments.

2 Run the 1099 Jobs to produce the IRS file and the corrected Copy B forms. The system generates
the 1099 report showing only the corrections and the appropriate 1099 Copy B forms. Follow the
section in this job aid titled Creating the 1099-M IRS reporting file and the Copy B statements to
create the Correction file.

3 Run the Withholding Sent File process after confirmation is received from the IRS.

Processing Replacement Files after IRS Submission and Withholding Sent
File Process is complete:

A replacement file is an information return file sent by the filer/transmitter at the request of the IRS
because of errors encountered by the IRS while processing the filer's original file or correction file. In that
case, the IRS may tell you what is invalid in the file either through contact information you provide or on
their internet page, where the file is stored. Make the necessary changes and resubmit the file.

You can create a replacement file only if one and only one original file was sent to the IRS.

1 Follow the section in this job aid titled Creating the 1099-M IRS reporting file and the Copy B
statements to create the Replacement file.

2 Inthe 1099 Report group box, select Replace in the Type of File/Return field, and enter the
replacement character provided to you by the IRS in the Replacement Character field.

3 Runthe 1099 Report Post and the 1099 Report processes. The system generates a new replacement
file that you can send to the IRS.

4 Run the Withholding Sent File process after creating the replacement file and confirmation is received
from the IRS.
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1099 Extract

The 1099 Extract is generated and used to view 1099-M reportable information. The 1099
Extract file can be used for different purposes, such as, processing in an agency system,
loading into tax software, or 1099 data analysis. The 1099 Extract is generated manually by
agency users online.

Running the Extract in Cardinal:
1 Navigate to the 1099 Extract Interface page using the following path:

Main Menu > Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

Favq_['rtES ’ Mainlﬂenu » Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

1099 Extract Interface
Enter any information you have and click Search. Leave fields blank for a list of all values.

i Add a New Value
I

Maximum number of rows to return {up to 300} |3I:IEI
Search by: Run Control ID begins with|1099Extract

[]case Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

2 Enter a Run Control ID on the Add a New Value tab.

NOTE: For subsequent runs of this job, the Run Control ID is the ID you created the first time the job
was run (Run Control ID’s are unique to each user). You will need to update the appropriate fields on
your existing run control if using the run control ID you created for a subsequent run.

3 Click the Add button.
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Fa\rgrr'rtes MainvMenu > Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

1099 Extract Interface

Run Control ID:  1099Extract FeporiManaget Process Monitor
Process Request Parameters

*\WH Declaration From Date: [01/01/14 [5)

*WH Declaration To Date:  [12/31/14 [5)

*Control ID: 13600 @,
[5) save (ot RetuntoSearch | Notify &% Refresh Bk Add| | A

4 The 1099 Extract Interface Run Control page displays. Enter values in the following fields within the
Process Request Parameters section:

f. WH Declaration From Date: Start date for 1099 reporting
g. WH Declaration To Date: End date for 1099 reporting

h. Control ID: Enter your agency’s assigned Control ID
5 Click the Run button.
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Favorites - Main Menu > Cardinal Interfaces > AP Interfaces » 1099 Extract Interface
- H - - -

Process Scheduler Request
User ID: MUWB0404

Run Control ID: 1099Extract

Server Name: I *  Run Date: porazo1s x [H _
Recurrence: I “ " Run Time: 4:11:56PM
Time Zone: @,

Resetto Current Date/Time

Select Description

Process Hame Process Type *Type *Format Distribution
10949 Extract Interface V_APSTI_INT Application Engine §| Web V| TXT ] Distribution

: Ok I Cancel Refresh

6 The Process Scheduler Request page displays. The 1099 Extract Interface can only be run with
Web selected as the Type, and TXT selected as the Format. The output will be in a .DAT format.

7 Click the OK button.

Favorites Main Menu > Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

1099 Extract Interface

Run ControlID:  1099Exract Report Manager |Process Monitor] [..RUN

Process Instance 2915265

Process Request Parameters

*WH Declaration From Date: [01/01/14 []

*WH Declaration To Date:  [12/31/114 [31]

*Control 1Dz 13600 @,

=] save | |5 ReturntoSearch | [ Notify | |

% Refresh: |:!|. A.dci h::ca:s-:@:;a_-:
8 The Run Control Page returns and displays the Process Instance number. Click the Process
Monitor hyperllink.
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Favarites :
v i

View Process Request For

User ID: [NUWG0404 @, Type: v | Last v

Server: Name: @, Instance: | to |

Run Distribution [¥] Save On Refresh
Status:

Status:

Main Menu > Cardinal Igterfaces > AP Intverfaces > 1099 Extract Interface

All W

L

Process List

a1 ™
Customize | Find | View A1 B | 3 First E g o4 I Last
Distribution

Hame — — I_;ml —
W_APST3_INT MUWE0404 0914/2015 4:11:56PM EDT SUCCESS Posted Details

Process

Select Instance Seq. Process Type User Run Date/Time Run Status Details

O 2915265 Application Engine

Go back to 1099 Extract Interface

[ save | =] notify |

9 Onthe Process List page, click the Refresh button until the Run Status is Success and the
Distribution Status is Posted.

10 Click the Details link.

Faw;'rites Mainflenu > Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

Process Detail

Instance: 2018265 Type: Application Engine
Name: V_APOT3_INT Description: 1099 Extract Interface
Run Status: Success Distribution Status: Postied

(Ron il UpdateProcess

Run Control ID: 1099Extract ' Hold Request

' Queue Request

Location: Server :

[ Cancel Request
Server: PSUMNX4 O
Recurrence:

' Restart Request

[ pateMime _________________________JActons

Request Created On: 09/14/2015 4:13:00PM EDT Parameters Transfer
Run Anytime After:  09/14/2015 4:11:56PM EDT Message Log View Locks

Began Process At
Ended Process At:

09M14/2015 4:13:43PM EDT Batch Timings

09/M14/2015 4:13:56PM EDT View Log/Trace

11 The Process Detail page displays. Click the View Log/Trace link.
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Favovrites Mainvh"lenu » Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

View Log/Trace

Report

ReportIlD: 14555297 Process Instance: 2915265 Message Log
Name: W_APOTI_INT Process Type: Application Engine

Run Status: Success

1099 Extract Interface

Distribution Details

Distribution Node: finsit Expiration Date: 092412015
_
File Size (bytes) Datetime Created
13600 APOT3 [L.IT 09‘1420‘15 1613 001.DATIG4 306 09142015 4:13.56.546041PM EDT
AE WV APOTI INT 2915265.log 157 09142015 4:13.56.546041PM EDT
Distribution I0 Type *Distribution ID
User MUWED404

12 The View Log/Trace page displays. Click the link for the file to review 1099 reportable data. The
extract file may be used for different purposes, depending on your agency — such as processing in an
agency system, loading into tax software, or other data analysis.

Refer to the Cardinal Website > Statewide Toolbox > Cardinal Interfaces > Accounts Payable >
AP973 1099 Extract for a template of the file layout.
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