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V4 AP312B 1099 Processing

1099 Process in Cardinal Overview

In Cardinal, the terms “1099” and “withholding” are often used interchangeably. The 1099 process uses
Supplier payment detail data and creates withholding detail records which are used to report to the
Internal Revenue Service (IRS). Transactions flagged for 1099 reporting are posted into the withholding
table and are used to create the Calendar Year report (1099).

In order for transactions to properly report as withholding in Cardinal, the Supplier 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 documents and file to the IRS.

Refer to Cardinal Commonwealth Accounting Policies and Procedures (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.

Note: Please note that there may be a Notify button at the bottom of various pages utilized while
completing the processes within this Job Aid. This “Notify” functionality is not currently turned on to send
email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

12/16/2025 Updated screenshots for the following pages: Withholding Supplier
Information, Withhold Adjustments, and Withholding Table section.
Updated 1099M to 2025M and 1099N to 2025N in Step 13 of the Adding
Withholding Adjustments section. Updated the form screenshots of the
Miscellaneous Information form and Nonemployee Compensation form in the
Creating the 1099 Copy B Reports section.

3/1/2025 Updated the screenshots of the Search pages (Section 4, after Step 1; Section
5, after Step 1; Section 6, after Step 1; Section 7, after Step 1; Section 8, after
Step 1; Section 11, after Step 1). Added reference information to the Overview
of the Cardinal FIN Search Pages Job Aid.
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Reportable Suppliers in Cardinal

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

When a Supplier is created in Cardinal with the following combinations of Supplier Class and Supplier
Type, Cardinal flags the Supplier as a withholding (1099 reportable) Supplier:

Supplier Class Supplier Type

Supplier Proprietorship

Supplier Partnership

Supplier Estate

Supplier Trust

Supplier Other

Supplier Reportable Corporation

Board Member Partnership, Proprietorship, Estate, Trust, Reportable Corporation, Other

Non-Supplier Payee Partnership, Proprietorship, Estate, Trust, Reportable Corporation, Other
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Review Withholding Suppliers in Cardinal

To review a Supplier in Cardinal, follow the steps in this section.

Step

Action

1.

Navigate to the Review Suppliers online inquiry page using the following path:
Main Menu > Suppliers > Supplier Information > Add/Update > Review Suppliers

The Review Suppliers page displays.

Favorites = Main Menu =

Review Suppliers

Search Criteria
*SetiD [STATE Q

Name

i ing Name |E&5”°—‘

Supplierstatus[ ]
Status.

Alternate Payee Name
Address
Customer Number
F N E—7
VAT Registration ID
Withholding Tax ID

<

<

<

<

Max Rows | 300

Search Results

Main Information Additional Supplier Info

Audit Information

> Suppliers~ > Supplier Information~ > AddiUpdate~ > Review Suppliers

| New Window | Help | Personalize Page | i

Supplier ID (0000041809 Q Short Name
Equal te hd
Classil ion [ ~
Type‘ ~
v]

Persistence

City
Country
State
Postal

Bank Account #

[.Seah

Personalize | Find | View All | IE'\ E

L L

Clear |

First ‘4" 1-40r4 &/ Last

Actions SetiD supplier 1D Supplier Name Short Name Alternate Payee Name Address city State Country Effective Status
Old Dominien
3
vActions  STATE 0000041999 Construction Services  OLD DOMINI-031 é‘@i Backsmifl Goochiand VA usA Active

Maintain Supplier !
Old Dominion -

Maintain Supplier Conversation | Consiruction Services  OLD DOMINI-p31  Oid Domimion Gonstruction - 2859 Blacksmiln - goorpyang v usA Active

N LLC Services, LLC Shop Road

Review Supplier Contact

Old Dominion EER Dl bemith

Supplier ID|

Enter the identifying information (e.g., Supplier ID, Name, ID Type which includes Employer 1D
Number, or Social Security Number).

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

Actions SetiD

» Actions STATE

Click the Action dropdown button.

Rev 12/16/2025

Page 5 of 58




ﬂj Cardinal Accounts Payable Job Aid
V4 AP312B 1099 Processing

Step | Action

5. Click the Maintain Supplier link to view the corresponding Supplier record.

v Actions _ STATE 0000041999

Maintain Supplier

Maintain Supplier Conversation

Review Supplier Contact

The Summary page displays.

Favorites v Main Menu v > Suppliersv > SupplierInformation v > Add/Updatev > Review Suppliers > Supplier

[ Summary | Identifying Information || Acdress || Contacts | Location |[ custom |

SetlD STATE
Supplier ID 0000041999

Supplier Short Name OLD DOMINI OLD DOMINI-031
Supplier Name Cld Dominion Construction Services LLC

Order OLD DOMINI-031
2559 Blacksmith Shop Road
Goochland, VA 23063

Remit To OLD DOMINI-D31
2559 Blacksmith Shop Road
Goochland, VA 23063

Status Approved Last Modified By AA_CARDINAL_BATCH_AP
Persistence Regular Last modified date 06/16/2016 1:32AM
Classification Supplier Created By V_CONV_LOAD
HCM Class Created Dateitime 11/10/2011 7:33PM
Open for Ordering Yes Last Activity Date 01/24/2017

Withholding Yes

6. Review the information as needed and then click the Identifying Information tab.

Favorites v \ Main Menu v > Suppliersv > SupplierInformationy > A

Summary | Identifying Information | Address Contacts Location Custom
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Step | Action

The Identifying Information page displays.

Favoritesv |  Main Menu v >

Summary || Identifying Information

SetlD
Supplier ID
Supplier Short Name

Classification
HCM Class

Persistence
Supplier Status
Supplier Relationships

Corporate SetiD
Corporate Supplier ID

Create Bill-To Customer

Supplier Rating
Supplier Logo
Additional ID Numbers

Suppliersy >  Supplier Information v > Add/Updatev > Review Suppliers > Supplier

Address || Contacts || Location || Custom

STATE
0000041999
OLD DOMINI OLD DOMINI-031

Supplier
Regular
Approved

Expand All

Corporate Supplier
STATE
0000041999

Old Dominion Construction Services LLC

Create Bill To Customer

Supplier Name ;4 pominion Construction Services LLC
Additional Name

~|Withholding
~| Open For Ordering

Supplier Audit pefayit
Supplier Audit

Collapse All
B Attachments (0)

InterUnit Supplier
InterUnit Supplier ID

Supplier Hierarchy ~ Supplier 360

7. Review the Withholding checkbox option to identify whether the Supplier is marked as

Withholding.

I ~| Withholding I
~| Open For Ordering

Supplier Audit paszy
| Supplier Audit

8. Click the Expand icon for the Additional ID Numbers section.

Supplier Rating
- Supplier Logo

b Additional ID Numbers
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Step

Action

The Additional ID Numbers section expands and the Supplier's EIN or SSN displays.

Favorites + Main Menu + >
Summary | Identifying Information
SatiD
Supplier ID

Supplier Short Name

Classification
HCM Class

Persistence

Supplier Relationships

Create Bill-To Customer

Supplier Rating
P Supplier Logo
Additional ID Numbers

Duplicate Invoice Settings

Suppliers ~ >  Supplierinformation ~ > Add/Update~ >  Review Suppliers

Supplier Status Approved

Address || Contacts | Location | Custom
STATE
0000041990
OLD DOMINI OLD DOMINI-D31
Supplier
Regular

Expand All

Corporate Supplier

Corporate SetlD STATE
Corporate Supplier ID 0000041589

Old Dominion Construction Services LLC

Create Bill To Customer

Customer SetlD STATE Customer ID
1D Numbers Personalize | Find | View Al | | E
Type SetiD 1D Mumbeer DUNS Number
EIN 251128659

First ‘&' 1of1 ‘& Last

> Supplier

Supplier Name. o5 pominion Construction Services LLC
Additional Name

~ Withholding
~ Open For Ordering

Supplier Audit pafayt
Supplier Audit

Collapse All
Attachments (D)

InterUnit Supplier
InterUnit Supplier ID

Supplier Hierarchy  Supplier 360

Our Customer Number

1S0 and SEPA Information

Click the Attachments link to view the W-9. Users can tell if the W-9 has been saved to the
Supplier if the Attachments link indicates Attachments (1). For this scenario, there is no

attachment.

Expand All

Collapse All

10.

To review the withholding information for the Supplier, click the Location tab.

Summary

Identitying Information

Address

Contacts

Custom
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Step | Action

The Location tab displays.

Favorites + | Main Menu > Suppliers= > Supplier Information » > AddfUpdate~ : Review Suppliers > Supplier

Summary Identifying Information Address Contacts Location Custom

SetlD STATE

Supplier ID D0ODD0419%9 Short Supplier N\ame CLD DOMINI-D31 Supplier Cld Dominien Construction Services LLC
A supplier location is a default set of rules which define how you conduct business with a supplier.
Location Find | View All First (&' 10f1 2 Last

Location MAIN /I Default RTV Fees Attachments (0}
Description Main Locaficn
Details Find | View Al First ‘4 10f1 &) Last
Effective Date 0&/15/2018 Effective Status Active
| Expand All || Coliapse All |
Options Procurement Sales/Use Tax Globalf1039 Withholding

P Additional ID Numbers
 Comments
Internet Address

P VAT

[ Expand Al |[ Collapse All

11. | Click the Global/1099 Withholding link within the Details section of the page.

Global 1089 Withholding

The Withholding Supplier Information page displays in a pop-up window.

‘Withhalding Supplier Information
| Help
SetiD STATE Location MAIN
Supplier ID 0000041999 Description Main Location
Short Supplier Name OLD DOMINI  OLD DOMINI-031

Supplier Name Old Dominion Construction Services LLC

Withholding Options

Withholding Information Parsonalize | Find | View All | (21| [ First (4 10-120f12 (1) Last
Main Information Overrides Remit |

. i - Withholding - *Default - “Withhold
Withholding Entity *Withholding Type Defauit Jurisdiction il gy Description

Jurisdiction Status Description
IRS Q, [2025Mm Q, |FED Q ] 03 Q_ Other Income [RPT Q Reporting Only =]
IRS @, |2025M Q, FED Q. (] 06 @ Medical and HealthCare Pyments RPT ), Reporting Only =
IRS Q, |2025N Q FED Q. 01 Q_ Menemployee Compensation RPT ), Reporting Only =
Withholding Reporting Personalize | Find | ViewAll | 21| 52 First (4
Information 10f1 (b Last

Main Information Additional Info \

Withholding Entity *Address Seq TINType | JaXPayer ldentification
RS a 1 @ [F_|o [so0569834 =
[ ok |[ cancel |

The 1099 withholding class(es) that have been set up for this Supplier display. These are the
classes that pull into the 1099 Copy B report that is sent to the Supplier and the 1099 file that is
sent to the IRS.
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Step | Action

12. Click the OK button to return to the Location tab.

‘ Cancel |

13. Click the Custom tab.

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

The Cus

Favori

HlSave

tom tab displays.
tes | Main Menu - > Suppliers» > SupplierInformation» > Add/Update» : Review Suppliers > Supplier
| Mew
Summary || Identifying Information || Address | Contacts || Location || Custom
SetlD STATE
Supplier ID 0000041939 Short Supplier Name CLD DOMINI-031 Supplier Cld Dominien Construction Services LLC

Supplier Field C30A 0 ISuppIiel Field C30 F 10{1512014'

Supplier Field C30 B VA Interfaced Vendor Supplier Field C30 G

Supplier Field C30 C Supplier Field C30 H

Supplier Field C30 D Supplier Field C301

Supplier Field C30 E Supplier Field C30J

|&h Return to Search | |[Z] Motify JA Update/Display || i Include History
Summary | Identifying Information | Address | Contacts | Location | Custom

®

C30 A: TIN Match Code. This is updated by the IRS TIN Update Program. Potential values:
e 0: Name/TIN combination matches IRS records.
e 1: Missing TIN or TIN not 9-digit numeric.
e 2: TIN not currently issued.
e 3: Name/TIN combination does NOT match IRS records.
C30 B: Indicates if the Supplier is an eVA Supplier or a fiscal Supplier:
o eVA Interfaced Supplier: means the Supplier is an eVA Supplier.
e A blank field or “N” means the Supplier is a fiscal Supplier.
C30 C: W-9 Received. Indicates if a W-9 has been received for this Supplier.
C30 F: TIN Match Date. Indicates the date that this Supplier TIN was matched with IRS records.
C30 H: Date W9 Received. Indicates the date that the Supplier W-9 was received.
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Withholding (1099 Reportable) Transactions in Cardinal

Suppliers 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
Supplier is not marked withholding at Voucher creation and should have been, an adjustment will be
required to the withholding table.

The V_AP_1099_REPORTABLE_ACCTS query can be used to review the current accounts set up in
Cardinal for 1099 reporting.

V_AP_1099_REPORTABLE_ACCTS - 1099 Reportable Accounts

SetD | Q
Withhold Type (M or N or G)

\ View Results |

Row Account Account Description Attribute Withhold Type 1099 Class Value 1099 Class Value Description
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Reviewing Withholding (1099 Reportable) Transactions in Cardinal (Queries)

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

V_AP_1099 WTHD DISTRIB_AMT

V_AP_1088_WTHD_DISTRIE_AMT - Withhold and Distribution Amt

Supplier Setip [ |Q

AP Business Unit I:|Q
WH Declaration Date Frem | &
WH Declaration Date To| |

Supplrs (¥ =WHar % for Al [ |
Show Amount Diff Only (Y or N)[_|

View Results

Supplier ID Supplier Name Classification Type of Contractor TIN Type Withholding Withhold Class Withhold Amount Distribution Amount Difference

This query displays a listing of Suppliers, the total amount posted to the 1099 withholding table for the
Supplier, the total amount paid on Vouchers with reportable accounts for the Supplier, the Withhold
Class that the amounts are reported in both on the withholding table and the Voucher, and the
difference between the two amounts. Any Withhold Adjustments that are made will be reflected in this
query in the Withhold Amount column. This query is very useful when determining the adjustments
that may be needed for 1099 reporting.

The following parameters are used in the query:

e Supplier SetID: “STATE”

e AP Business Unit: Agency Business Unit

e WH Declaration Date From: usually the first day of the Calendar Year
e WH Declaration Date To: usually the last day of the Calendar Year

e Suppliers (Y = WH or % for All): “Y” to show results only for Suppliers currently marked
withholding, or “%” for all Suppliers

e Show Amount Diff Only (Y or N): “Y” to show only difference amount between withholding
amount and withholding distribution amount. “N” to show all withholding transactions during the
given period
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V_AP_1099 CANCEL_PYMNT_DTL

V_AP_1099_CANCEL_PYMNT_DTL - WH and DIST Amt for Canc Pymt

View Results

Supplier ID

Suppliersetb[ |Q

AP Business Unit I:|Q_
WH Declaration Date From [ |
WWH Declaration Date To l:|@
Cancel Date From l:l@
Cancel Date To l:|@

Supplier Name Classification Type of Contractor TIN Type 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 Suppliers 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 Suppliers 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 in the query:

Rev 12/16/2025

Supplier SetID: “STATE”

AP Business Unit: Agency Business Unit

WH Declaration Date From: usually the first day of the Calendar Year
WH Declaration Date To: usually the last day of the Calendar Year

Cancel Date From: choose cancel dates in January of the following Calendar Year to
capture cancellations that may affect the Calendar Year 1099 reporting

Cancel Date To: choose cancel dates in January of the following Calendar Year to
capture cancellations that may affect the Calendar Year 1099 reporting

Page 13 of 58



/;/ Cardinal Accounts Payable Job Aid
V4 AP312B 1099 Processing

V_AP_1099 VNDR_ADDR_DTL

V_AP_1098_VNDR_ADDR_DTL - Withhold supplr address detail

Supplier SetlD |:|Q

AP Business Unit I:lQ
WH Declaration Date From | |
WH Declaration Date To| |

Supplier ID Supplier Name 1 Supplier Name 2 Supplier Addr Eff Dt Address Line1 Address Line2 City State Postal Total Withhold Amount

This query displays all withholding Supplier 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:
e Supplier SetID: “STATE”
e AP Business Unit: Agency Business Unit
e WH Declaration Date From: usually the first day of the Calendar Year

¢ WH Declaration Date To: usually the 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

Supplier SetiD|_ |Q
AP Business Unit :Q
PaymentDate From[ |5
Payment Date To l:|@
1099 RptAccountt [ |Q
1099 RptAccouni2 [ |@,
1089 RptAccounta| | @
1099 RptAccountd [ |Q
1089 RptAccounts | |@,
1099 RptAccounts | |Q
1099 RptAccount7 [ |,

Supplier 1D Supplier Name Classification Type of Contractor Withhold Account Voucher ID Total Distribution Amount

This query displays a listing of Suppliers and shows the total amount paid on Supplier Vouchers for
specific reportable accounts.

The following parameters are used in the query:

e Supplier SetlD: “STATE”

e AP Business Unit: Agency Business Unit

o Payment Date From: usually the first day of the Calendar Year
o Payment Date To: usually the last day of the Calendar Year

e 1099 Rpt Account1 — 7: user can list up to (7) 1099 reportable accounts to query the
amounts paid to Suppliers for the payment period

The V_AP_1099_REPORTABLE_ACCTS query can be used to review a list of the current 1099
reportable accounts in Cardinal.

Rev 12/16/2025 Page 15 of 58



/;/ Cardinal Accounts Payable Job Aid
d

AP312B 1099 Processing

Adding Withholding Adjustments

Entries on the withholding table are based on the Supplier being flagged as a withholding Supplier and
the Voucher distribution account being 1099 reportable at the time that the Voucher is created. If a
Supplier 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 an adjustment needs to be made to the withholding amounts for a Supplier, follow the steps in

this section.
Step | Action
1. Navigate to the Withholding Adjustment page using the following path:
Main Menu > Suppliers > 1099/Global Withholding > Maintain > Adjust Withholding

The Withholding Adjustment Search page displays.

Favorites v | Main Menu + > Suppliers« > 1089/Global Withhelding v > Maintain+ > Adjust Withholding

Withholding Adjustment

Find an Existing Value

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

Search Criteria

@RECGN Searches [ Choose from recent searches v [] Saved Searches [Choose from saved searches v] &

S—— .
Supplier ID | begins with v~
Supplier Location

A Show fewer options

Search | | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter “STATE” in the Supplier SetlID field as needed.
Supplier SetlD|= v| Q
3. Enter the applicable Supplier ID (Supplier that needs adjustments) in the Supplier ID field.

Supplier 1D |begins with v || |
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Action

4. Click the Search button.

Clear

The Withhold Adjustments page displays.

Adjustments

Main Information Transaction Info Payment Information

Short Mame *Business Unit *Enfity *Type
Override 15100 Q. |IRS Q |2025M | Q
Cwverride 15100 Q. |IRS Q1 |2025N Q.
Save ||[@" Returnto Search ||[=] Motify ||#* Refresh

Favorites = | Main Menu « > Suppliers » > 1099/Global Withhelding ~ > Maintain » > Adjust Withholding
Withhold Adjustments
STATE Supplier 0000027555 IMAIN Project Performance Company LLC
Search Criteria
Business Unit| 15100 Q
Entity Qy Type Q Start Date |01/01/2025 |[5]
Jurisdiction Q Class Q End Date | 12/21/2025 |[]

Personalize | Find | View Al | (2| B4

Adjustment Reasen
*Jurigdiction *Class Description
Monemployee
FED Q o1 Q Compensation
Monemployee
FED Qo & Compensation

| search |
First (1) 1-20f11 () Last
*Rule
RULED |Q [+ [=]
RULED |Q = =

This page only displays for Suppliers currently flagged as Withholding.

5. Enter or select the Agency Business Unit in the Business Unit field.

Business Ul\it:Q

Year.

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

6. Click the Search button.

Rev 12/16/2025
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Step

Action

The page refreshes and transactions on the Withholding table for the defined Supplier and Search
Criteria display in the Adjustments section.

Favorites -

Withhold Adjustments

Search Critaria

Adjustments
Main Informaticn

Short Mame “Business UPnit  “Entity “Type = Jurisdiction *Class Description “Rule
Original 21100 O, [IRS o, (20284 O [FED a, (o1 0, Renls RULED |3y, +] =]
Legacy 21100 |y [IRS o (20254 | [FED o [o1 o, Renls | IV I [ =

Main Meanu - >  Suppliers » > 1099/Global Withholding ~ >  Maintain- > Adjust Withholding

STATE Supplier 0000115462 BAIN 31 LLC
Business Unit 21100 O
Entity Q Type o, Start Date 120172025 )
Jurisdiction O Class 0, End Date | 1273172025 [ Saarch
Personakze | Fina | view2 | {2 | [ First (1) 1-2072 (¢ Last

Transaction Info | Paymen! Informaticn Agusiment Reasen | [F8

1) Save

[of Feturn to Search 5] Motify o Refresh

@

“Legacy” in the Short Name field indicates a transaction entered as an adjustment.

“Original” in the Short Name field indicates the line is from Cardinal payment transactions.

Click the View All link or use the Arrow to move throughout the listing and view the Lines not
displayed.

Personalize | Find | @

eason ==

When making an adjustment, a new Line must be added. Do not make any changes to the
existing Lines.

8. Click the Add (+) icon to add a Line.
RULED |Q \;I
9. The page refreshes and a new row displays in the Adjustments section.

Enter or select the applicable Agency Business Unit in the Business Unit field.

*Business Unit

Rev 12/16/2025
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Step | Action
10. Enter “IRS” in the Entity field.
*Entity
C——&
11. Enter “2025M” or “2025N” in the Type field as applicable.
*Type
—a
12. Enter “FED” in the Jurisdiction field.
* Jurigdiction
13. Enter or select the applicable class in the Class field based on the following guidance:

For Type “2025M”:

e 01: Rents

e 03: Other Income

e 06: Medical and Health Care Payments
For Type “2025N":

e 01: Non-Employee Compensation

*Class

—1a

The type of payment being adjusted dictates the Class selected.

14.

Enter “RULEOQ” in the Rule field.

*Rule

S

@

The rule used for 1099 — zero percent is withheld from the Supplier. The Commonwealth does
not withhold any amounts from Suppliers for 1099 Reporting.
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Step | Action

15. Click the Transaction Info tab.
Adjustments Person
Main Information | Transaction Info I Payment Information Adjustment Reason |

The Transaction Info tab displays.

Adjustments Personalize | Find | View All | | E First ‘4’ 2-30f3 '»/' Last
Main Information Transaction Info Payment Information Adjustment Reason

Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
1000.00 0.00 0.00] 11/2072017 11/30/2017 [+] [=]
350.00 0.00 0.00 [12118/2017 ) 121132017 el (+] (=]

[F]save ||[Eh Returnto Search ||[=] Nofify || Refresh

16. Enter the reportable payment amount in the Basis Amt field.

Basis Amt

Do not change the Basis Amt field on the “Original” Line. To adjust an “Original” Line
o amount, key the same data as the “Original” Line in the added Line with one exception. The
Basis Amt field on the new Line is entered as a negative amount to offset or reduce the
original amount or a positive number to increase the original amount.

17. Enter the amount of backup withholding that is owed to the IRS in the Liability Amount field.

Liability Amt

18. Enter the portion of the backup withholding amount that has been paid to the IRS in the Paid
Amount field. An amount of “0.00” means that no withholding has been paid to the IRS.

Paid Amount

19. Enter the applicable date in the Payment Date field. Defaults to the current date but should
be changed as needed to reflect the appropriate reporting year.

Payment Date
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Step

Action

20.

Enter the same date as the payment date in the Declaration Date field. For IRS reporting
purposes, this date must be the same as the payment date.

Declaration Date

Bl

@

The Declaration Date field 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 Supplier.

21.

Click the Adjustment Reason tab.

Adjustments

Main Information Transaction Info || Payment Information Adjustment Reason

The Adjustment Reason tab displays.

Favorites = | Main Menu « >  Suppliers » > 1099Global Withholding » > WMaintain= > Adjust Withholding
Withhold Adjustments
STATE Supplier 0000003533 IAIN Apple & Eve
Search Criteria
Business Unit|15100 Q
Entity Q Type Q Start Date [01/01/2017  |[H]
Jurisdiction Q Class Q End Date [12/31/2017 |[ [ search

Adjustments Personalize | Find | View Al | 1 | E First '4' 2-30f3 '}/ Last

Main Information Transaction Info Eayment Information Adjustment Reason

Creation Date User 1D Description
121062017 Af_CARDINAL_BATCH_AP IE |E|
127182017 W_AP_COWVA_1099_ADMINISTRATOR This amount was not included due to error Ii—l I:—I
'E]Save 1 E\-“ Return to Search | |[=] Notify || £ Refresh |
22. Enter a descriptive adjustment reason in the Description field.
Description
23. Click the Save button.
[5]Ssave | [@* Return to Search [=] Notify || £ Refresh
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Step | Action

If it is determined 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 (inputting the correct class in the
Class field).

Important Points:

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

If there are multiple adjustments to a Supplier, but to different classes, make the
adjustments using different declaration dates for each class.

If the transaction on the withholding tables is from accounts payable payment activity,
the Short Name field will be “Original”. If the transaction on the withholding table is
from an adjustment, the Short Name field will be “Legacy”. Adjustments should not be
made to the “Original” Line. Always add a Line and follow the steps in this section to
make adjustments.

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.

Rev 12/16/2025

Page 22 of 58




/’) Cardinal Accounts Payable Job Aid
V4 AP312B 1099 Processing

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.

Step | Action

1. Navigate to the Withholding Adjustment page using the following path:

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

The Report Control Information Search page displays.

Favorites | Main Menu = » Set Up Financials/Supply Chain + > Product Related v > Procurement Options + > Withholding~ » Report Contrel Information

Report Control Information

[@ Add a New Valug|
Find an Existing Value @7

8earch Criteria

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

@RECEN Searches | Choose from recent searches v [] Saved Searches [ Choose from saved searches v]|Z

*SetlD Q
Control ID | begins with v

#~ Show fewer options

Search Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

2. Enter “STATE” in the SetID field.

SetiD[ = v| al

3. Enter the Agency Control ID in the Control ID field. A Control ID is set up for each reporting
entity.

Control ID| begins with ~

4, Click the Search button.

Search
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Step | Action

The Payor Data tab displays.

Favorites + | Main Menu = > Set Up Financials/Supply Chain » > Product Related » > Procurement Options » > Withholding » > Report Control Information
Payor Data Suppliers and Business Units Piogyback States/Mumbers

SetlD STATE Control ID 15100

Transmitter Information
= g Supplier Software Indicator
Transmitter Name 1 |[COMMONWEALTH OF VIRGINIA
Transmitter Name 2 |DEPARTMENT OF ACCOUNTS
Tax ID 671042484
Transmitter Cntl Cd |36C33 Media Number
*Contact Name1 Andrew Short

Contact Email Address |andrew_short@doa.virginia.gov

Payer Information Find | View All First ‘4 1of5 ' Last
= g [Jcombined Federal State Filing FHE]
Payer Name 1 |COMMONWEALTH OF WIRGINIA
Payer Name 2 |VIRGINIA BOARD OF ACCOUNTANCY
Control ID
Payer Tax ID | 100002834
Employer's Ref #
HMRC Office #
Accts Office Ref #

o The data within the Transmitter Information section is sent on the Transmitter (T) record.

5. Review the Supplier Software Indicator checkbox option.

Note: The Supplier Software Indicator checkbox option must be selected for any Agency using
Cardinal to produce their 1099 IRS file and Copy B forms.

Supplier Software Indicator

6. Enter the name of the transmitting Agency in both the Transmitter Name 1 and Transmitter
Name 2 fields.

Transmitter Name 1

Transmitter Name 2

7. Enter the transmitting Agency’s Tax ID in the Tax ID field.

T
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Step | Action
8. Enter the code that was provided by the IRS upon submission of form 4419 — Application for
Filing Information Returns Electronically in the Transmitter Cntl Cd field.
Transmitter Cntl Cd' |
9. Enter the applicable information for the Agency contact person in the Contact Name1 and

Contact Email Address fields.

*Contact Name1

Contact Email Address

The contact address and phone information is required. 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 hyphens.

=_&|

The information in the Payer Information section is sent on the Transmitter (A) record.

Favorites ‘ Main Menu = > SetUp Financials/Supply Chain = > Product Related » > Procurement Options = > Withholding » > Report Control Information

Payor Data || Suppliers and Business Units || Piggyback States/Numbers

SetlD STATE Control ID 15100

Transmitter Information
= @ Supplier Software Indicator
Transmitter Name 1 COMMONWEALTH OF VIRGINIA
Transmitter Name 2 DEPARTMENT OF ACCOUNTS
Tax ID|671042484
Transmitter Cntl Cd |36C33 Media Number
*Contact Name1 |Andrew Short

Contact Email Address |andrew.short@doa.virginia.gov

Payer Information Find | Wiew All First ‘&) 10f5 (M) Last

[#[=]
=& [l combined Federal State Filing

Payer Name 1 |COMMONWEALTH OF VIRGINIA
Payer Name 2 VIRGINIA BOARD OF ACCOUNTANCY
Control ID
Payer Tax ID [100003934
Employer's Ref#
HMRC Office #
Accts Office Ref #

10.

Review the Combined Federal State Filing checkbox option.

Note: The Combined Federal State Filing checkbox option must be selected if the 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.

Ekomb[ned Federal State Filing

Rev 12/16/2025 Page 25 of 58




/) Cardinal Accounts Payable Job Aid

AP312B 1099 Processing

Step | Action

11. | Enter the Agency’s name in both the Payer Name 1 and Payer Name 2 fields.

Payer Name 1

Payer Name 2

12. Enter the Agency’s Tax Identification Number (TIN) in the Payer Tax ID field.

| Payer Tax iD| [|

The payer address and phone information is required. 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 hyphens.

= &

13. Click the Suppliers and Business Units tab.

[ PayorData || Suppliers and Business Units || Pigayback States/Numbers |

The Suppliers and Business Units tab displays.

Favorites v ‘ Main Menu v > Set Up Financials/Supply Chain v > ProductRelatedv > Procurement Options v > Withholdingv > Report Control Information
Payor Data Suppliers and Business Units Piggyback States/Numbers
Payer Find | View All First ‘4 10f5 ‘* Last
SetlD STATE Control ID 15100 Payer Tax ID 100008934 COMMONWEALTH OF VIRGINIA
M Al suppliers [include Direct Sales Suppliers
Business Units Find | View All First ‘&) 1-20f2 ‘» Last
15100 |Q [+][=]
1510 |Q =HE
o) Save | /[ Return to Search [*] Notify + Add
Payor Data | Suppliers and Business Units | Piggyback States/Numbers

14. The All Suppliers checkbox option must be checked so that all withholding Suppliers that are
associated with the Business Unit are included.

VIAIl Suppliers
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Step | Action

15. The Include Direct Sales Suppliers checkbox option should not be checked. This is not being
used in Cardinal.

| Include Direct Sales Suppliers

The Business Units Section lists all Cardinal Accounts Payable Business Units that roll up to
the Agency Control ID for 1099 reporting purposes.

If multiple Business Units are specified, Cardinal will consolidate the balances of Suppliers that
have Vouchers spread out over the selected Business Units for 1099 reporting.

16. | Click the Piggyback States/Numbers tab. This page is populated if the Agency is participating
in the Combined Federal/State Filing (CF/SF) Program.

: Payor Data ' Suppliers and Business Units | Piggyback States/Numbers I

The Piggyback States/Numbers Tab displays.

Favorites « Main Menu » » Set Up Financials/Supply Chain + > Product Related » > Procurement Options » > Withholding + > Report Control Information
: Payor Data | Suppliers and Business Units Piggyback States/Numbers |
SetlD STATE Control ID 15100
Piggyback States  Find | view Al First ‘4 1.90f33 ! Last | State TaxID Numbers Find | View All First ‘4 1of1 ‘2 Last
Piggyback States Process? Payer State Numbers
AL Alabama U VA Q HE
AR Arkansas |
AZ Arizona O
CA California O
co Colorado O
CcT Connecticut a
oc District of Columbia O
DE Delaware U
GA Georgia O
[5)save ||la" Return to Search [=] Notify =+ Add ¥ Update/Displa

The Piggyback States section displays the States participating in the combined federal and
state 1099 filing process.
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Step

Action

17.

Select the Process? checkbox option for each applicable State. This indicates to the IRS which

States need copies.

O

Process?

Be sure to review the “IRS Publication 1220” each year for a list of participating States.

Do not enter any information in the Payer State Numbers fields within the State Tax ID
Numbers Section. These fields are used if state taxes have been withheld from the Supplier.

WA

Payer State Mumbers

Q
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Creating the 1099 IRS Reporting File and the Copy B Statements

Step | Action

1. Navigate to the Withhold 1099 Report Job page using the following path:

Main Menu > Suppliers > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report
Job

The Withhold 1099 Report Job page displays.

Favorites + | Main Menu + > Suppliers v > 1099/Global Withholding v > 1089 Reports + > Withhold 1099 Report Job

Withhold 1099 Report Job

|@® Add a New Value
Find an Existing Value .('97.

Search Criteria

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

@RGCEN Searches [ Choose from recent searches v # [] Saved Searches [ Choose from saved searches v #

Search by: Run Contral ID begins with
v Show more options

| Search || Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website in
Job Aids under Learning.

2. Enter the applicable information in the Run Control ID field.

Search by: Run Control ID begins with

The first time running a job, select the Add a New Value tab and then create the Run Control ID.

I@ Add a New Value

For subsequent runs of this job, use the Run Control ID that was created the first time the job
was run (Run Control IDs are unique to each user). Update the appropriate fields on the existing
Run Control ID for any subsequent run.

3. Click the Add button.

Add
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The 1099 Report Post / Report / Copy B page displays.

Favorites « | Main Menu = > Suppliers + > 1099/Global Withholding ~ > 1099 Reports~ > Withhold 1099 Report Job

1099 Report Post/Report/Copy

1099 Report Post / Report / Copy B

| |
Run Control ID 1029PROCESS Report Manager Process Monitor L Bun il

Language [Engish v
1099 Report Post

*Request ID: 1 Description: | 1099PROCESS

= Freq . [&lways Process ~ |

Report ID: US_REFORT

Report Date: 01/13/2021 Include Manual Overrides
*Control SetiD: |STATE |Q *Control ID; | 15100 Q COMMONWEALTH OF VIRGINIA
*Calendar SetlD: |STATE |O *Calendar ID: [AP |2\ 1099 Report Post/Copy B Cal
*Fiscal Year: | 2020/C [ use Report Date For Supplier
*Period: 1O Period 1 - 2020-01-01
1099 Report
Type of File/Return: [QriginaliCarrection hd Replacement Ch

Withholding Type Process Option

® Al
@] 1098-MISC, 1099-INT and 1099-G
O 1099-NEC
1099 Report Copy B Sort
Withhold Type: Supplier Select Option: [Select All Suppliers v |
O mask TIN AP 1099 sort order: | Supplier Id Sort hd
Supplier Payees Personalize | Find | View Al [ G| [ First () 10of1 (b Last
Supplier ID
1
|5l save ||[ch Return o Search 'TJ Previous in List 4=| Mextin List [=] Motify s Add H Update/Display

4, Enter “1” in the Request ID field. This Request ID of “1” can be used repeatedly. It is used
internally by Cardinal to track each posting request.

*Request ID:

5. Enter a brief description for the request in the Description field (example: “1099 Process”).

Description:
6. Click the Process Frequency dropdown button and select “Always Process”.
Process Frequency: | v |
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Action

7.

Select the Include Manual Overrides checkbox option. This is needed to include manually
adjusted or updated withholding transactions.

Include Manual Overrides

8. Click the Control SetID Look Up icon and select “STATE”.
*Control SetlD: E ‘
9. Enter or select the Agency’s Control ID in the Control ID field.
*Control ID: Q||
10. Click the Calendar SetID Look Up icon and select “STATE”.
*Calendar SetlD: |J
11. | Click the Calendar ID Look Up icon and select “AP” (1099 Report Post/Copy B Cal).
*Calendar ID: Q
12. Enter or select the Calendar Year being reported in the Fiscal Year field.
*Fiscal Year: 9'
13. Do not select the Use Report Date for Supplier checkbox option.
@Use Report Date For Supplier
14. Enter “1” in the Period field. The AP Calendar is an annual calendar and selecting Period 1

encompasses the entire year for this Calendar.

*Period: Ol
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15.

Click the Type of File Return dropdown button within the 1099 Report section and select
“Original/Correction” if the Agency has not yet sent a file to the IRS or if the Agency is sending a
Correction file after IRS receipt of the original file.

Type of File/Return: || v]

16.

Enter the Replacement Character provided by the IRS if they requested a replacement file in the
Replacement Character field. The IRS will send a Replacement Character to enter on this page
when running the process.

Replacement Character:

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.

The options in the Withholding Type Process Option section allow the Agency to create the
electronic files for reporting 1099-MISC without Nonemployee compensation, 1099-NEC without
Miscellaneous transactions, or both 1099-MISC and 1099-NEC. These options include
Corrections, if applicable.

Withholding Type Process Option

®) All
1099-MISC, 1099-INT and 1099-G
1099-NEC

Options in this section include:

® All: Select this option to produce one electronic file containing 1099-MISC and 1099-NEC,
and Corrections, if applicable. If the Agency is ready to report all of the Suppliers’ 1099 on
or before January 31, choose this option. This will produce a complete set of files for all of
the 1099 Suppliers

o 1099-MISC: Select this option to produce one electronic file containing all 1099-MISC
without NEC, and Corrections, if applicable. Cardinal does not produce 1099-G or 1099-INT
files

o 1099-NEC: Select this option to produce one electronic file containing all 1099-NEC without
MISC, and Corrections, if applicable.

If the Agency cannot produce all of the 1099’s in order to meet the January 31 IRS reporting
requirement for 1099-NEC (Nonemployee compensation), the Agency will need to run the
process with the “All” option.

Whatever selections made in the Withholding Type Process Options section of this page will
be marked as “Sent” when the Agency runs the Withhold Sent File. Refer to the Running the
Withholding Sent File Process section of this Job Aid.

The transactions marked “Sent” will not be produced or generated in any subsequent 1099 Job
Process runs.
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17. Click the Withhold Type dropdown button and select “All”.
1099 Report Copy B Sort
Withhold Type: | v
18. Do not select the Mask TIN checkbox option.
‘ Mask TIN
19. Click the Supplier Select Option dropdown button and select “All Suppliers”.
Supplier Select Option: bl
20. | Click the AP 1099 sort order dropdown button and select the applicable list item. “Supplier Id
Sort” is recommended, but “TIN Sort” and “Name Sort” are the other available options.
AP 1099 sort order: I VI ‘
21. | Click the Save button.
=]
22. | Click the Run button.
Report Manager Process Monitor Run

The Process Scheduler Request page displays in a pop-up window.

Process Scheduler Request

User ID V_AP_COVA_1099_ADMINISTRATOR

Server Name v
Recurrence V.
Time Zone Q

Process List

Select Description Process Name

Withhold 1099 MISC Report APX1099
Withhold 1099 NEC Report APX1099N
Run 1st 1099 Post, Rpt, CopyB RPT_1099

OK Cancel

Help
Run Control ID 1099PROCESS

Run Date | 12/29/2020 3

Run Time | 11:08:20AM Reset to Current Date/Time

Process Type *Type *Format Distribution
BI Publisher Web  v|[PDF v | Distribution
BI Publisher [We v | [PDF v | Distribution
PSJob (None) v |[(None) | Distribution
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23.

Click the Select checkbox for the “Run 15t 1099 Post, Rpt, CopyB” row within the Process List
section to run the IRS file, and to generate data for the Copy B reports.

O Run 1st 1099 Post, Rpt, CopyB RPT_1099 PSJob (None) ~ |[(None) | Distribution

@

This job needs to be run first to produce the original or corrected Copy B forms.

24.

Click the OK button.

| OK

The Run Control page displays and the Process Instance Number has been assigned.

Favorites = Main Menu v > Suppliers + > 1099/Global Withholding~ > 1099 Reports v » Withhold 1099 Report Job

1099 Report Post/Report/Copy

1099 Report Post / Report / Copy B

1099 Report Post

Run Control ID 1098PROCESS Report Manager Process Monitor Run
Language | English hd | Process Instance: 13177969 |

*Request ID: 1 J Description: | 1099PROCESS

25.

Click the Process Monitor link.

Process Monitor
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The Process List page displays.

Favorites ‘ Main Menu >

Process List

View Process Request For

Suppliers » >

1099/Global Withholding= > 1099 Reporis + >  Withhold 1099 Report Job > Process Monitor

Process List

Select Instance  Seq. Process Type

13177969 PSJob

Go back to Withhold 1099 Report Job

(5 Save ||[=] Netify

User ID]V_AP_COVA_1/Q Type | v] [Last V] 1| [Days v | Refresh
Sever _ v]  Name Q&  Instance From Instance To Report Manager
Runstatus| _ ~| Distribution Status Save On Refresh

Personalize | Find | View All | (21| [ First (4. 10of1 (» Last

Er:n::ss User Run Date/Time Run Status Igé:::?ul]on Details
RPT 1090 V_AP_GOVA_1099_ADMINISTRATOR ézsfig/zozo M0820AM g ccess  Posted Details

26 Click the Refresh button

[ ]

periodically until the Run Status field displays “Success” and the

Distribution Status field displays “Posted”.

I Refresh I

First (4

Distribution
Status

| B

Run Status

Report Manager

1 of 1

kL

Detail

Success Posted

Detai

27 Click the Details link.

Process List

Select Instance  Seq. Process Type

13177989 PSJob

First (4 1eof1 (b Last

Distributian
Status

Personalize | Find | ViewAll | (2] 5

Pracess Detalls

Mame

I RPT_1099 l/__ﬁP_COW\JUQEI__&DI\-IINISTFU\TOR 122912020 11.00.20AM

User Run Date/Time Run Status

Details

Suceess Posted
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The Process Detail page displays in a pop-up window. This page displays a list of the individual
processes that make up the 1099 Job and each RPT or file is accessible.

Process Detail
Help

Process Name RPT_1099 Refresh

Main Job Instance 13177969
Left | Right

B 143177960 - RPT 1099 Success

& 13177970 - RPT_1099_JOB Success
[} 13177971 - 1099_RPT_PST Success
K
=

13177972 - AP_APY1099 Success
13177973 - AP_COPYB_RPT Success

Return

28. Click the AP_APY1099 Success link to view the IRS tax file.

2 [13177972 - AP_APY1099 Success
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The Process Detail page refreshes.

Process Detall

Process
Instance 13177972
Name AP_APY1099
Run Status Success
Run

Run Control ID 1099PROCESS
Location Server
Server PSUNX1

Recurrence

Date/Time

Type Application Engine
Description 1099 Report
Distribution Status Posted

Update Process

Hold Request

Queue Request
Cancel Request
Delete Request

Re-send Content Restart Request

Request Created On
Run Anytime After
Began Process At

Ended Process At

12/29/2020 11:09:36AM EST
12/29/2020 11:08:20AM EST
12/29/2020 11:10:45AM EST
12/29/2020 11:10:58AM EST

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

oK [| cancel |

View Log/Trace

Help

29. | Click the View Log/Trace link.

View Log/Trace
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The View Log/Trace page displays in a pop-up window.

View Log/Trace

Help
Report
ReportID 57725818 Process Instance 13177972 |
Name AP_APY1099 Process Type Application Engine

Run Status Success

1099 Report

Distribution Details

Distribution Node finsit Expiration Date | 01/28/2021

File List

Name File Size (bytes) Datetime Created
AE_AP_APY1099_13177972.log 169 12/2972020 11:10:58.510548AM EST
IRS_001_15100_13177972. TXT 8,261 12/29/2020 11:10:58.510548AM EST
Distribute To

Distribution ID Type *Distribution ID

User V_AP_COVA_1099_ADMINISTRATOR
\ Return

30. Click the TXT file under the File List section to view the IRS tax files.

IRS_001_15100_13177972. TXT

Users must save the file to their secure directory as file type Text (*.txt). This text file can then be
0 uploaded to the IRS FIRE Production System. Refer to the “IRS Publication 1220” for detailed
instructions on sending the file.
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Creating the 1099 Copy B Reports

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

Step

Action

1.

Navigate to the Withhold 1099 Report Job page using the following path:

Main Menu > Suppliers > 1099/Global Withholding > 1099 Reports > Withhold 1099 Report
Job

The Withhold 1099 Report Job run control page displays with the Find and Existing Value tab
displayed by default.

Favorites+ |  Main Menu = > Suppliers + » 1099/Global Withholding v > 1099 Reports v > Withhold 1099 Report Job

Withhold 1099 Report Job

Find an Existing Value

®7Add a New Value

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

@RECEN Searches | Choose from recent searches v | / | Saved Searches | Choose from saved searches v | /

Search by: Run Control ID begins with
v Show more options

Search | | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

2. Enter the Run Control ID that was used to create the IRS file in the Search by field.
Search by: Run Control ID begins with] |
3. Click the Search button.

Search Advanced Search
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The 1099 Report Post / Report / Copy B page displays with all of the parameters that were established
when the IRS file was created.

Favorites | Main Menu = » Suppliers = > 1099/Global Withholding ~ > 1099 Repords~ > Withhold 1099 Report Job
1099 Report PostiReportiCopy
1098 Report Post / Report / Copy B
. | Run
Run Control ID 1099PROCESS Report Manager Process Monitor
Language
1099 Report Post
*Request ID: L1 Description: | 1088PROCESS
Process Frequency: | &hways Process ~ |
ReportID: US_REFPORT
Report Date: 01/13/2021 Include Manual Overrides
*Control SetiD: |STATE |Q =Control ID: | 13100 Q' COMMONWEALTH OF VIRGINIA
*Calendar SetiD: [STATE |Q *Calendar ID: |AP_|CQ 1099 Report Pest/Copy B Cal
*Fiscal Year: | 2020|C C use Report Date For Supplier
*Period: 13, Period 1 - 2020-01-01
1099 Report
Type of File/Return: [OriginaliComection d Replacement Character:
Withholding Type Process Option
® Al
O 1098-mMi SC, 1099-INT and 1098-G
) 1099-NEC
1099 Report Copy B Sort
withhold Type: LAI ~ Supplier Select Option: |Select All Suppliers ~]
O Mask TIN AP 1099 sort order: [ Supplier 1d Sort v ]
Supplier Payees Personalize | Find | View [ (0] & First (4 10f1 (b Last
Supplier ID
1
5] Save ||[2" Return to Search ) |1-] Previous in List H=] Mextin List =] Notify % Add

4. Click the Run button.

Run
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The Process Scheduler Request page displays in a pop-up window.

Process Scheduler Request

UserID V_AP_COWVA_1099_ADMINISTRATOR

Server Name v
Recurrence v
Time Zone Q

Process List
Select Description

Withhold 1099 MISC Report APX1099
Withhold 1099 NEC Report APX1099N
O Run 1st 1099 Post, Rpt, CopyB RPT_1099

OK Cancel

Process Name

Run Control ID 1099PROCESS

Run Date | 12/29/2020 [#4)
Run Time | 11:18:25AM

Reset to Current Date/Time

Process Type *Type *Format Distribution
Bl Publisher [Web v |[PDF ~ | Distribution
Bl Publisher Web  ~|[PDF v | Distribution
PSJob [(None) ~|[(None) | Distribution

Help

5. Click the Select checkbox option for the Withhold 1099 Report (Bl Publisher) job to run the Copy
B reports.
One or both reports can be selected as appropriate.
Withhold 1099 MISC Report APX1099 Bl Publisher
| | ®3 | withhold 1099 NEC Report APX1099N Bl Publisher
6. Click the OK button.

OK

The 1099 Report Post / Report / Copy B page displays with the assigned Process Instance Number(s).

Favorites v Main Menu »

1099 Report PostReport/Copy

1099 Report Post / Report / Copy B

Run Control ID 1099PROCESS
Language Enélish v
1099 Report Post

*Request ID: L

Process Frequency: | Always Process

Description:

> Suppliers~ > 1099/Global Withholding » > 1099 Reports » > Withhold 1099 Report Job

Report Manager Process Monitor [0

I Process Instance:13177978,13177979 I

1099PROCESS

v
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Step | Action

8. Click the Process Monitor link.

Process Monitor

The Process List displays.

Favorites « ‘ Main Menu + > Suppliers~ » 1099/Global Withholding + > 1099 Reports v > Withhold 1099 Report Job > Process Monitor
| Process List |

View Process Request For

User ID|V_AP_COVA_1/Q Type | v [Last v 1 [Days ~ | Refresh |
server_ ~]  Name Q_  Instance From Instance To

Runstatus| _ v|  Distribution Status Save On Refresh

Report Manager

Process List Personalize | Find | View All | (21| [ First (4 1-20f2 (b Last

Select Instance  Seq. Process Type ;::::ss User Run Date/Time Run Status gi::]i:utiun Details
13177979 Bl Publisher APX1099N V_AP_COVA_1099_ADMINISTRATOR 12302020 1207:53PM g 00055 posteq Details
13177978 Bl Publisher APX1089 V_AP_COVA 1099 ADMINISTRATOR 12302020 1207:53PM g 00055 posted Details

Go back to Withhold 1099 Report Job
[[F] save ||=] Notify |

9. Click the Refresh button periodically until the Run Status field displays “Success” and the
Distribution Status field displays “Posted”.

v | | Refresh I

Report Manager

[  First (4 1-20f2 (> Last
Distribution

Run Status Status Details
Success Posted Details
Success Posted Details

10. | Click the Go back to Withhold 1099 Report Job link.

Go back to Withhold 1099 Report Job
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The 1099 Report Post/Report/Copy B page redisplays.

Favorites « Main Menu » > Suppliers v > 1099/Global Withholding v > 1099 Reports v > Withhold 1099 Report Job

1099 Report Post/Report/Copy

1099 Report Post / Report / Copy B

Run Control ID 1099PROCESS Report Manager Process Monitor R

Language|English v |

1099 Report Post
*Request ID: 1 Description: 1099PROCESS

Process Frequency: | Always Process v
11. | Click the Report Manager link.
Report Manager
The List tab displays.
Favorites v ‘ Main Menu v > Suppliers v > 1099/Global Withholding v > 1099 Reports v > Withhold 1099 Report Job > Report Manager

List Explorer Administration Archives

View Reports For

Folder| v Instance to \775&&7\
Name Created On E] 1
Reports Personalize | Find | View All | (21 | [53 First (4 1-40f4 (» Last
Report Report Description Folder Name g:tr:;).ll_;ﬁ:n Report ID l::::ﬁiz
ﬁgﬁ]gggm 4 APX1009N - APX1099N.PDF  General e 57725831 13177979
DT AU e B s o
ﬁgi}ggg“_; 4 APX1009N - APX1099N.PDF  General e 57725827 13177977
DT I B e o

Go back to Withhold 1099 Report Job
|[5] save

List | Explorer | Administration | Archives

12. | Click the APX1099CT - APX1099CT.PDF link.

APX1099CT - APX1099CT. pdf
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Step | Action

The PDF will display information for the appropriate 1099 (MISC or NEC) Copy B or may be
blank if there is no 1099 data to display.

Lentr e tions for Recipicst
Revipivat's taspyer sentiBieation mumber (TIN). For your protection, this forrm may shew only the bt fosr
sl secuity surshes (SEN), inlivial tutpay er slestification sumber (FTIN), alogtion tavpayer

sesebes (ATINY, or cmphoyer identification sumber (EIN), However, e payer bus seported your

w the IRS,

e, My sbow an sccinm oe eber usigue mmbes the payer asigmel w datinguish jusr weunl

e .unqm s selcomploy mient (SE) 1 Individusls sl see the Imtructions foe
Cuprorativess, fidbacaimies, or partmerdipes st roport the amisnt i ths appropeists

SO imenrroer? 18 this form is imcorret o buts becn staed i crvee, comtaet the payes. I you camat
cusr L, rehars asad repust your iak

E(Fue 1040 How cver, ripurt rents cm Schedale C {Form
creard. seikd 1l e s 3 b, cr serad persimal propery

L0400 if yus pron

a4 abismes, Sa

Bax 2. Repont royaltics from oil, g, or mincral propertics copyrights: and petonts ca Schedale E Form 1020).

Hirwsves, repost paymmcss for & work 18 the Scheduls E (Forss 1040) matractions, For
b

Sl | Forms 1040 sl ity

et ox wilbbulieg on Dol gasmives profits. Gencsally, s payer mist buckup
withihobd if yous dal ot Fsmish your TIN. Sce Form W29 and Pub. 505 for mvee infoomation. Report this st
cn Yo S i petiem s L withcld

oy 5. Shows the smounn puid 1o o
sclf-cmployod. Scif-cmplayad inliv
Bat 6. Fee mdividunls, repunt on Sche

fskiing bost erew sscssher by the opersnse. who coesiless you o be
st pepuos i ot e Schedalc C (Farm 140}, Scc Pub. 334.
C (Forss 1040}

Ban 7, I chovkend, comsimct products otalireg $5,000 or mase were seld o you for s, om by adl 3
depontcotresiniasn, o ofhes s, Generally, reset sery incomse fooms your ke of e produts s Sehedule
€ (Forn 1040)
B 8. Shss subitinute payments 2 b of divalend of et exampt interest ecaved by you brokes on yois
Tchalfus a rexukt o & boun of your scouritien. Report oo the *Othes incomse” line of Schodule 1 (Form 10401

Bax 9. Rcpors this aswowss on Schodale F {Form 1040

a1, Shoowes gross proceals pusd o i sormey = comnedion with lepal sevices. Repost caly the teuble put
5 mcorme o Yo selum.

B 11, Shows the ammount of cisch you seveivaal for the sale of Gk il you are in (e tradk of bisingss of calchisg
fuk

Box IE Muy sbow curvent yoir deferral as,
s thor! o sebbject G The reyircmeats of scctioe 409 plus sy cemings o currest md prics

™

Bax 13, I the FATCA filing sespaircrmet hos & chockal, B puyer is reporting on this Foem 1099 o satisfy #
sccuent reporling reqsirasest wader chapter 4 of the Intermd Reversse Code Yos may sho bve & Elag
seyusement. Soc the lastructions for Form 3938

Bax 14, Reervd for Satiare s,

Bax 15, Shows mcuems o 8 momcy e s NODC ples thut dies s e e nequisements of sectien
409 Any amount incloded i o wercsly maouable is ali includod in this Box. Report tis amount as
imome e yous s sabjet b0 subutsmriad sbdbaasesd tax G be reportisd on Farm
1040, TID-SR. cx 1060-NIL S Eae ittt S yoous Bt relien,

Banes 16 IR, Show stats or local imvns tas widheld frum the puyments.

Futere developmests. For eut kneermutaon abet developencats eelital to Furm 1090-MISE snd it
itractioms. such as Jopiskition craactod flcr they were publiahiod. po 10w ins o Formd (9FMISC.

Froe File Program. Go ta s i gowFreeFile i o if you qualify ir no-cost oalins fakral s preparaion,
-filing, asal divect depumit of et ptions.

L retimn. This b

D CORRECTED (if checked)

PAYER'S nume. stroct adadress, cily or lwn, stale or pos imoe, oouniry, ZEP or foroien poslal code, wnd 1 Remts. OMB No. 15450115
telephions s,
COMMONWEALTH OF VIRGINIA s Forss 1099-MISC 1
DEPARTMENT OF FORENSIC SCIENCE Miscellaneous
F00N. STHST. ¥ Raryaliacs (Rev. Apeil 2025) Inrormation
S 0.00 Fow calenis your
RICHMOND, VA 2025
LY er—— 4 Feuersd incume (xx wishichd ('np\r‘ B
S04/588-4055 s 000 | 0.00 it

FAVERS TIN RECIIENTS TN

§ Fuskimg buaat prossads 6 Modica] smud hoalh care paymones

S 0.00 | § 0.00

RECIPIENT'S same

T Payer mae drect aales
[ p—
comsemer prodact 1o
ram—" pn—

B St puytmals i e OF
dnvitknls or mirest

Seroct wblbess (inchling spl. 20}

T Crop imrwance proceeis T0 Gt procens pad i i aleney

For Recipient

This s importaat tax

information and s bei
I:l 3 0.00 | fumished to the IRS. If you
are required to file a return, a

neglgence penalty or other
sanction may be imposed o0

being.

$ 0.00 000 | youifshis income is txxable
and the IRS ines that it
City o town. state or province, coumtry. and ZIP or foreign postal code TT Fols prarchuncd fox ol 12 Soctiom SR deferals Bas ot bees reported.
s 000 | 8 0.00
13 FATCA filisg 14 I 15 Noogualified defirrad componation
roquETmnl 0.00
A memiber (0 ssinsc T | T St 1o w ield T7 S Papers e o TR Sate s
s 0.00 5 000
s 3
Form 1099-MISC (Rev #2025 (kocp far your records) www irs. gov FormI9IMISC Dcpartment of the Trcasury - Intemal Rovenue Service

13. Review the 1099-MISC Copy Bs as needed.

If adjustments are needed, refer to the Adding Withholding Adjustments section of this Job Aid
for instructions on how to enter any adjustments identified to the withholding amounts for the
required Suppliers and rerun the Withhold 1099 Jobs to create the IRS file and the 1099-MISC
Copy Bs.

Repeat Steps 12-13 for the 1099-NEC Copy Bs.
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The 1099 Copy B displays.

Instructions for Recipient
You received this form instead of Fomn W-2 because the payer did not consider you 2n employee and
did not withhold income tax or social security and Medicare taxes.

If you belicve you are an employee and cannot get the payer to correct this form, report the amount
shown in box 1 an the kine for *Wages, salarics, tips, ctc.” of Form 1040, 1040.SR, or 1040-NR. You
must also complete Form 8919 and attach # to your return. For more information, soe Pub. 1779,
Independent Contractor or Employee.

If you are not an employee but the amount in box | is not self-employment (SE) income (for
example, # uim.umcfmcnnpw.\di. activity or a hobby), report the amount shown in box | on the ™
Other income” line (on Schedule 1 (Form 1040)).

Recipient's taxpayer identifi number (TIN). Foe your protection, this form may show caly the
last four digits of\\wur TIN (secial secunity number (SSN). individual taxpayer identification mumber
(ITIN). adoption taxpayer identification number (ATIN). or employer identification number (EIN)).
However, the ssucr has reported your complete TIN to the IRS.

Account number. May show an account or cther unigue mumber the payer assigned 1o distinguish your
account,

Box 1. Shows noaemployee compensation. If the amount in this box is SE income, report it on
Schedule € or F (Form 1040) if a sole proprictor, or on Form 1063 and Schedule K-1 (Form 1065) if »
partnership, and the recipient/partaier completes Schodule SE (Form 1040).

Note: If you are recesving pryments on which no income, social security, and Medicare taxes are
withheld. you should make cstimated tax payments. See Form 1040.ES (or Form 1040-ES (NR)).
Individuals must report these amounts as explained in these box | mstnuctions. Corporations,
fiducianies. and partnerships must repost these amounts on the appropriate line of their tax retums,
Box 2. If checked, consumer products totaling $5.000 or more were sold to you for resale, on a buy-
sell, a deposit-commission, ar other basis. Generally, report any incoms from your sale of these

products on Schedule C (Farm 1040).

Box 3. Shows your to1al compensation of excess golden parachute payments subject to a
20% excise tax. Sée your Lax return instructions for where 1o report.

Box 4. Shows backup withholding. A payer must backup withhold on certain payments if yeu did not
give your TIN to the payer. See Form W.9. ch\.:sx for Taxpayer Identification Number and

C . Include this amount on your income tax retum

for on backup
as tax withheld.
Boxes 5?7.5tate income tax withheld reporting baxes,

Future developments. For the latest information about developeents related to Form 1099-NEC and
its instructions, such as legislation enacted afier they were published. g0 to www.irs

govForml 09INEC.
Free File Program. Go to wwn. s gov
preparation, e-filing, and direct deposit o payment options.

D CORRECTED (if checked)

Me to see if you qualify for no.cost caline federal tax

FAVER'S aume, stecel sdiieus, oy o= b, 20 of provesce, country, ZIT or feecigs TrIE———
posal code, 3nd tedephens mo. MRS S-S
COMMONWEALTH OF VIRGINIA
DEPARTMENT OF FORENSIC SCIENCE o NG Nonemployee
700 N. STH ST. e .
o Compensation
(Rev. Apal 2025)
RICHMOND, VA
For calendar year
804/588-4055 2025
PAYERS TIN RECIPIENTS TIN ISN«nnnp\:ﬁ:ﬂnp:an (_‘op’, B
For Recipient
RECIPIENT'S asine 2 Payer made direct sales sotaling $3,000 or more of This is important tax
coesumer peodacts 1o recipicnt for resale D information and is
being furnished to
the IRS. If you are
Stret aldress (includng st s.) Iqsediofiics
4 return, a negligence
3 Excess golden parachute payments penalty or other
sanction may be
S 0.00 on you if
City or town, state ce province, country, and ZIP or fareign postal code 3 Federal income tax withheld this DNW:: l:‘:::
the &
determines that it has
5 0.00 not been reported.
Accrnt rarmber (e maraton) S Saatc tax washeld 6 Sasc Payers stac na T S moes
0.00 | va/ S 0.00
S S S

Foem 1099-NEC 2ev 4200 (keep for your records)

www.irs. gov Form 1 099NEC

Depastment of the Treasury « Intemal Revenne Service

14.

Open and save the final 1099 Copy B PDF copies.

15. | Print the 1099 Copy B forms for mailing.
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Running the Withholding Sent File Process

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

It is important that the Agency does not run this process until the Agency has sent their file to the IRS
and received confirmation from the IRS of successful transmission.

Step | Action

1. Navigate to the Withholding Sent File page using the following path:
Main Menu > Suppliers > 1099/Global Withholding > 1099 Reports > Withholding Sent File

The Withholding Sent File Search page displays.

Favorites » Main Menu « > Suppliers+ > 1099%/Global Withholding~ > 1099 Reports + > Withholding Sent File

Withholding Sent File

i o ® Add a New Value
Find an Existing Value

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

@Recent Searches [ Choose from recent searches V4 [] Saved Searches [ Choose from saved searches Vi

Search by: Run Control ID begins with
v Show more options

Search Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

2. Enter the applicable information in the Run Control ID field.

Search by: Run Control ID begins with | |
' Show more ophions

o The first time running a job, click the Add a New Value button and then create the Run Control
ID.

(¥) Add a New Value

For subsequent runs of this job, use the Run Control ID that was created the first time the job
was run (Run Control IDs are unique to each user). Update the appropriate fields on the existing
Run Control ID for any subsequent run.
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3. Click the Add button.

Add |

The Withhold Sent page displays.

Favorites « ‘ Main Menu + > Suppliers~ > 1099/Global Withholding~ > 1099 Reports v >  Withholding Sent File|
Withhold Sent
Run Control ID WithholdingSentFile Report Manager ~ Process Monitor | Run
Details
Request D 1 Withholding Sent File
Process Frequency| Always V]
Report ID US_REPORT
SetiD|STATE |Q
Control ID 15100 Q
[5] save || [ah Return to Search [=] Notify [FL Add # Update/Display

4, Enter “1” in the Request ID field. This Request ID of “1” can be used repeatedly. It is used
internally by Cardinal to track each posting request.

Request ID| |

5. Enter a brief description for the request in the Description field (field to the right of the Request
ID field) (example: “Withholding Sent File”).

| withholding Sent File |

6. Click the Process Frequency dropdown button and select “Always Process”.

Process Frequencyl vI ‘

7. Click the SetlD Look Up icon and select “STATE”.

seo[
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Step | Action

8. Enter or select the Agency’s Control ID in the Control ID field.

Control ID| QJ

9. Click the Save button.

[&h Return to Search =] Notify

10. Click the Run button.

Run

A Message displays in a pop-up window.

Message

DO MOT run this process until you have sent your file to the IRS and received confirmation from the IRS of successful
fransmission!

Do you wish to proceed further? (0,0)

Yes Mo

11. | Select the appropriate answer based on the following guidance:

o Click the Yes button if the Agency has sent the file to the IRS and received a
confirmation from the IRS that the file was successfully transmitted

o Click the No button if the Agency has not sent the file to the IRS and received a
confirmation from the IRS that the file was successfully transmitted. DO NOT PROCEED
UNTIL THIS STEP IS COMPLETED

For this scenario, the file has been sent and successfully confirmed. Click the Yes button.

Yes No

IRS file was created will be marked as “Sent” when this process is run. The transactions marked

0 Whatever selections were made in the Withholding Type Process Options section when the
“Sent” will not be produced or generated in any subsequent 1099 Job Process runs.
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The Process Scheduler Request page displays in a pop-up window.

Process Scheduler Request
Help
UserID V_AP_COVA_1099_ADMINISTRATOR Run Control ID WithholdingSentFile
Server Name v Run Date | 12/30/2020 [54
Recurrence v Run Time|3:32:03PM Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
WTHD_SNT WTHD_SNT Application Engine |Web v \ \ TXT v | Distribution

OK Cancel

12. Click the OK button.

The Withhold Sent page redisplays with the assigned Process Instance Number.

Favorites « ‘ Main Menu + > Suppliers» > 1099/Global Withholding~ > 1099 Reports» >  Withholding Sent File
Withhold Sent
Run Control ID WithholdingSentFile Report Manager ~ Process Monitor Run |
I Process Instance:13177981 I
Details
Request ID|1 Withholding Sent File
Process Frequency| Always v]
Report ID US_REPORT
SetiD[STATE |Q
Control ID 15100 Q
[l Save |[h Return to Search [=] Notify -EL Add #3 Update/Display

Rev 12/16/2025 Page 49 of 58




/) Cardinal Accounts Payable Job Aid

AP312B 1099 Processing

Step | Action

13. Click the Process Monitor link.

Process Monitor||

The Process List page displays.

Favorites « | Main Menu + > Suppliers+ > 1099/Global Withholding + > 1099 Reports v >  Withholding Sent File > Process Monitor

T
Process List

View Process Request For

User ID|V_AP_COVA_1/Q Type | v [Last v 1| [Days ~ | Refresh |
SQrver Name @ Instance From Instance To Repart Manager
Runstatus|  v]  Distribution Status Save On Refresh
Process List Personalize | Find | View All | (2] [ First (4' 10f1 (b Last
Select Instance  Seq. Process Type :r::‘l::ss User Run Date/Time Run Status Igi::::uiion Details
13177981 Appiication Engine WTHD_SNT V_AP_COVA_1099_ADMINISTRATOR 12502020 33203PM g 00055 posted Details

[Go back to Withholding Sent File
5] Save | [£] Notify |

14. | Click the Refresh button periodically until the Run Status field displays “Success” and the
Distribution Status field displays “Posted”.

v | Refresh I

Report Manager

== First (40 10f1 (b La

Distribution
Run Status Status Details
ISuccess Posted Details

o A Run Status of “Success” means that 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 the Agency determines that incorrect data was reported for a Supplier or a group of Suppliers after
the initial submission, a Correction file must be created. To correct the transaction data, complete the

following:

1. Enter an adjustment on the Withhold Adjustments page. Refer to the Adding Withholding
Adjustments section of this Job Aid for instructions on how to make the 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.
Refer to the Creating the 1099 IRS Reporting File and the Copy B Statements section of this Job
Aid for instructions on how to create the Correction file.

3. Run the Withholding Sent File process after confirmation is received from the IRS. Remember
that the selections used in the Withholding Type Process Option section of the page must
match the selections used when the Agency created the 1099 IRS Reporting File.
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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 the Agency what is invalid in the file either through contact information
provided by the Agency or on their Internet page, where the file is stored. Make the necessary changes
and resubmit the file.

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

1. Create the Replacement file. Refer to the Creating the 1099 IRS Reporting File and the Copy B
Statements section of this Job Aid for additional information and instructions.

2. Inthe 1099 Report Group section, select “Replacement” in the Type of File/Return field and enter
the replacement character provided by the IRS in the Replacement Character field.

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

4. Run the Withholding Sent File process after creating the replacement file and confirmation is
received from the IRS. Remember that the selections used in the Withholding Type Process
Option section of the page must match the selections used when the 1099 IRS Reporting File was
created.
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1099 Extract

The 1099 Extract is generated and used to view 1099 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 1099 Extract in Cardinal

Step | Action

1. Navigate to the 1099 Extract Interface page using the following path:
Main Menu > Cardinal Interfaces > AP Interfaces > 1099 Extract Interface

The 1099 Extract Interface page displays.

Favorites ‘ Main Menu + > Cardinal Interfaces » > AP Interfaces » > 1099 Extract Interface

1099 Extract Interface

(@ Add a New Value!
Find an Existing Value @7.

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

@RECGN Searches | Choose from recent searches v | 4 | Saved Searches | Choose from saved searches ~ | V4

Search by: Run Control 1D begins with
~ Show more options

Search Clear

Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

0 For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled

2. Enter the applicable information in the Run Control ID field.

Run Control ID| x |

o The first time running a job, select the Add a New Value button and then create the Run Control
ID.

|‘@ Add a New Value

For subsequent runs of this job, use the Run Control ID that was created the first time the job
was run (Run Control IDs are unique to each user). Update the appropriate fields on the existing
Run Control ID for any subsequent run.
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3.

Click the Add button.

Add

The 1099 Extract Interface page displays.

Favorites = Main Menu « > Cardinal Interfaces + > AP Interfaces v > 1098 Extract Interface

1099 Extract Interface

Run Control ID 1099Extract Report Manager ~ Process Monitor | Run

Process Request Parameters

“WH Declaration From 01/01/20 |3
Date:

*WH Declaration To Date: | 12/31/20 |3

*Control ID: 13600 Q

[5] Save ||[=] Notify | &% Refresh [Ek Add || 5] Update/Display

AP312B 1099 Processing

4. Enter or select the start date for 1099 reporting in the WH Declaration From Date field.
*WH Declaration From
Date:

5. Enter or select the end date for 1099 reporting in the WH Declaration To Date field.
*WH Declaration To Date: E

6. Enter or select the Agency’s Control ID in the Control ID field.
*Control ID: I a

7. Click the Run button.

Run
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Step | Action

The Process Scheduler Request page displays in a pop-up window.

Process Scheduler Request
UserlD v_AP_COVA_ 1099 ADMINISTRATOR Run Control ID 1099Extract
Server Name v Run Date [12/30/2020 Bl
Recurrence v Run Time 4:06:59PM | Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
1098 Extract Interface V. AP973 INT Application Engine \ Web v | | TXT v \ Distribution

| OK || Cancel || Refresh |

Help|

selected in the Format field. The output will be in a .DAT format.

o The 1099 Extract Interface can only be run with “Web” selected in the Type field and “TXT”

8. Click the OK button.

| o« |

The 1099 Extract Interface tab redisplays with the assigned Process Instance Number.

Favorites = ‘ Main Menu « > Cardinal Interfaces + > AP Interfaces + > 1099 Extract Interface
' 1099 Extract Interface '
Run Control ID 1099Extract Report Manager  Process Monitor Run
Process Instance: 13177982
Process Request Parameters
*WH Declaration From 01/01/20 3
Date:
*WH Declaration To Date:  12/31/20 [31]
*Control ID: 13600 Q
5] Save |[=] Notify | i* Refresh L Add | Update/Display
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Step | Action
9. Click the Process Monitor link.
Report Manager |Process Monitorl‘
The Process List page displays.

Favorites + ‘ Main Menu

Process List |

View Process Request For

> Cardinal Interfaces + > AP Interfaces + > 1099 Extract Interface

IGo back to 1099 Extract Interface

5] Save |[=] Notify |

User ID[V_AP_COVA 1Q Type | v [Last 1| [Days ~ | Refresh \
sever 1 name Q  Instance From instance To Report Manager
Runstaws[  v|  Distribution Status Save On Refresh
Process List Personalize | Find | View All | (2] | [53 First (4 10f1 (» Last
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status Ig::}:]i:uﬁon Details
13177982 éﬁgl'rf:“"” V_APS73_INT V_AP_COVA_1099_ ADMINISTRATOR 12302020 406:59PM g co0q  pogteg Details

> Process Monitor

10.

Distribution Status field displays “Posted”.

™ I Refresh I

Report Manager

Lad First (4 10f1 (» Last

Distribution
Status

Run Status Details

Success Posted Details

Click the Refresh button periodically until the Run Status field displays “Success” and the

11.

Click the Details link.

Details

Details
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Distribution Status Posted

Help|

Type Application Engine

Description 10899 Extract Interface

Update Process

Hold Request
Queue Request
Cancel Request
‘Delete Request
Re-send Content

Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

View Log/Trace

Step | Action
The Process Detail page displays in a pop-up window.
Process Detail
Process
Instance 13177982
Name V_AP973 INT
Run Status Success
Run
Run Control ID 1099Extract
Location Server
Server PSUNX1
Recurrence
Date/Time
Request Created On 12/30/2020 4:11:19PM EST
Run Anytime After 12/30/2020 4:06:59PM EST
Began Process At 12/30/2020 4:11:27PM EST
Ended Process At 12/30/2020 4:11:41PM EST
OK Cancel

12. | Click the View Log/Trace link.

View Log/Trace
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Step | Action

The View Log/Trace page displays in a pop-up window.

View Log/Trace

Report

Report ID 57725834
Name V_AP973 INT
Run Status Success

1099 Extract Interface
Distribution Details

Distribution Node finsit

File List
Name File Size (bytes)
13600_AP973_OUT_12302020_1611_001.DAT 52,213
AE_V_AP973_INT_13177982.log 170
Distribute To

Distribution ID Type *Distribution ID

User V_AP_COVA 1099 ADMINISTRATOR

Return

Process Instance 13177982

Process Type Application Engine

Expiration Date 01/09/2021

Help

Message Log

Datetime Created
12/30/2020 4:11:41.104644PM EST
12/30/2020 4:11:41.104644PM EST

13.

Name
13600 APS973 OUT 12302020 1611 001.DAT

Click the .DAT link for the file to review 1099 reportable data.

Cardinal website in Security under Resources.

The extract file may be used for different purposes, depending on the Agency (e.g., processing
in an Agency system, loading into tax software, or other data analysis).

An Agency interface template of the file layout tittled AP973 1099 Extract is located on the
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