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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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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 ldentifying 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
Supplier
Supplier
Supplier
Supplier
Supplier
Board Member

Non-Supplier Payee

Rev 12/10/2024

Supplier Type

Proprietorship

Partnership

Estate

Trust

Other

Reportable Corporation

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

Partnership, Proprietorship, Estate, Trust, Reportable Corporation, Other
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Review Withholding Suppliers in Cardinal

If you need 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.

AraTas v Nar) Vi « Batekan - Eappiu foerion « AXNUpoel « Niwwy Zuppdan
| o o |
Review Supgliers
Semcy Cuern
SattD | STATE X Sepphat D (0000819 Shert Nomw
Nome [E2a0 E v] [E < a
WD chaMg Mam | S0 X | ClessiScanon |_ )
Suppler Scans v Tyee v
Sanciars S| d Persivoace
AT Papes oW ~
Aodress LS b v City
Camtrerar Nereber Coustry
0 Type| draao Vaual vl Sizte
VAT Negtewanen I0 Poxg
Wiibatiieg Tac 40 Bask Accoun ¥
Maz Row .
eanth 7 - )
W Ty
------ -~ o ‘Las vt Vs pon Reww Addeny ey v
™ Jexx rasrd A L Achm
Murte
Maraan Suppber Coswer ]
Farwoen Seppier Contact

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

Supplier ID| Q

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

Search

4, Click the Action dropdown button.

Actions SetiD

v Actions I STATE
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Step | Action

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

__~wActions  STATE 0000041999

Maintain Supplier

Maintain Supplier Conversation
Review Supplier Contact

The Summary page displays.

Summary |dantitying information Address Conlacts

SetiD STATE

Supplier 1D 000004 1500

Order OLD DOMINI-O31

2559 Blacksrmith Shop Road

Goochiand, VA 23063

Remit To CLD DOMINI-D3Y
2559 Blacksmith Shop Road

Goochiang, VA 23063

Status Approved
Persistence Reguiar
Classification Suppaer
HCM Class
Open for Ordering Yes
Withholding Yes

Favames - Main ianu » > Suppliars « > Suppfier Information »

Cystom

Supplier Short Name OLD DOMINI OLD DOMINI-O31
Supplier Name Old Domirvon Construction Services LLC

AdofUpdate » & Review Suppliars > Supplisr

Last Modified By AA_CARDINAL_SATCH_AP
Last modified date 0GNGR016 1:32AM
Created By V_CONV_LOAD
Created Dateftime 11102011 7:328M

Last Activity Date 01242017

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

|

Favorites v i Main Menu v > Suppliersv > Supplierinformatony > Al

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

The Identifying Information page displays.

Favintss - Nan Ménu »

M Mentitying miccmanon

HCM Class

Perestence

Coeporate SetiD

Corporate Supplier ID

Supplier Rating
Supplier Logo

Adabicewd 10 Numbers

Salld BT

Suppiier Snon Name OL0 COM

Cassification Suzpler

Supper Status Aper

Glo(tns - Sugotme Inlormatin -

Addrps g

Suppler ID 0000041509

20D

ol

Corpocate Supphar

STATE

00041999

Create Bill To Cestomar

A pae -

IR0

Expand Al

Ruten Sunphecy Bnter
Supplef Rame oy, Dorminen Comructon Sanices |
Acdinonsl Karmw
¥ Withholdng
+ Open For Osdaring
Sepplier Audlt pgrs
Supsier Audt
Cofagme A
Ahacnmants ()
Interunit Supglicr
oertnit Suppder ID
Suzpser Hhevarchy bt 36

Withholding.

I v Withholding I
¥ Open For Ordering

Supplier Audit pasayit
| Supplier Audit

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

Click the Expand icon for the Additional ID Numbers section.

SuppBer Rating
Supplier Logo

Additicnal ID Numbsrs
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Step | Action

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

Favorites v Main Menu v

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

SetlD STATE
Supplier ID 0000041299

Supplier Short Name OLD DOMINI OLD DOMINI-031

Classification Supplier
HCM Class

Persistence Regular
Supplier Status Approved

Expand All

Supplier Relationships
Corporate Supplier
Corporate SetlD STATE

Corporate Supplier ID 0000041909
©Old Dominion Construction Services LLC
Create Bill-To Customer
Create Bill To Customer
Supplier Rating
) Supplier Logo
rAdditional ID Numbers
Customer SetlD STATE Customer ID

Personalize | Find | View All | 20| B

1D Numbers
Type SetiD 1D Number DUNS Number
EIN 851128659

Duplicate Invoice Settings

> Supphersv > Supplierinformation v. > Add/Updatew > Review Suppliers

First ‘&' 10f1 ‘&) Last

> Supplier

Supplier Name o4 pominion Construction Services LLC
Additional Name

v Withholding
~ Open For Ordering

Supplier Audit pafayi
Supplier Audit

Co#iapse All
Attachments (0)

InterUnit Supplier
InterUnit Supplier ID

Supplier Hierarchy ~ Suppiier 260

QOur Customer Number

ISO and SEPA Information

9. To view the W-9, click the Attachments hyperlink. You can tell if the W-9 has been saved to the

attachment.

Expand All Collapse All

Attachments (0

Supplier if the Attachments hyperlink indicates Attachments (1). For this scenario, there is no

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

Summary Identifying Information

Address Contacts Location Custom
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Step | Action

The Location tab displays.

Favortse » Mab Mens Suophers -~ Eunpber Irfonmazon « AddUpcne ~ Review Suscbe Supober
Semmory | jowntteng imarmaton | Adorwes ocathn
Setld STATT
Supplier ID 0000021938 short Suppiier Rame OLD DOMIN-I31 Svpphar Ox3 Domison Comstructx sonces LLO
oh » Ol ped of rodes WHICh Selre how y0¢ CoNELCS LRnNess At 3§ SeToM
aly ™ Iy A f Lo
Locstion MAN ¥ Oetant BRIV Pene Aracnmsems (0
Descrption Man Lecaden
«<ia L L i | o
Effoctive Date 95152002 Effective States  Actve
2pend A1 2apis A

Opsons dstaki 038 Witholang
b Additionsl 1D Numburs
Comments

Internat Address

VAT

Expang A Cofazen A

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

Global/1088 Withholding

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

Vithhoimrg Spptsy Irfamiaton
FOUNIIY W U |

Short Sepplier Name LD

Seppler Rame Ol Do Comairuction Sevees LLC

Withhciding Options

Witkholding InSormation Forsonalan | Fid | Ve N1 I 1 &8

Man nformation

Nernoarg VItTnoalng wing Ce'aur " - ~ . -
ey T wh ' ot Mheotdeg C omrod T e
ety Trim harmedetian Dertwdicse Oulali Titohiog Chus mimoma -y -

Witsholding Reportmg Femonatce | Fng

Informarinon

Mun nformation

Wrtocksteg Dty Acrywes Sam ™ Te Tspayer Uectfizztor Mmoey

The 1099 withholding class(es) that have been set up for this Supplier display. These are the
0 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.

o[ e |

13. Click the Custom tab.

[ Sormmesy. | ey ommaion | Avese | Gontacs | oion | [icstoat)

The Custom tab displays.

Favoriss~ Man: Menu v » Supplers~ 5 Suppieriniomalony > AddUpde~ > Review Supplers » Suppler
| New w
Summary | Iidentifying Information || Address | Coniats | Lecaien || Custom
SetiD STATE
Supplier ID 0000041993 Short Supplier Name OLD DOMINI-G31 Supplier Cid Dominion ConsTuztion Services LLC

Supglies Field C30A 0 | suppiier Fissd C30 £ 106152014]

Supplisr Field CJ0 B VA Inferared Venoor Supplier Feld C30G

Supplisr Feld C30 C Supplier Field C30H

Supplier Feld C30D Supplier Field C301

Sopplier Feld C30E Supplier Field C30J

’ Retum to Search __—_ N:r*- = UpdaiaDsos = intiAudé';lstJ','
Summary | Idenifyng informason | Address | Coniacts | Locabion | Cusiom

0: Name/TIN combination matches IRS records

[}
e 1: Missing TIN or TIN not 9-digit numeric
e 2: TIN not currently issued

3: Name/TIN combination does NOT match IRS records

)

C30 B: Indicates if the Supplier is an eVA Supplier or a fiscal Supplier
e eVA Interfaced Supplier: means the Supplier is an eVA Supplier
¢ 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 H: Date W9 Received. Indicates the date that the Supplier W-9 was received.

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

C30 F: TIN Match Date. Indicates the date that this Supplier TIN was matched with IRS records.
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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 . 1080 Reportable Accounts

of Type OM ot N oe O)

Yiew Hes b
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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_1093_WTHD_DISTRIB_AMT - Withhold and Distribution Amt

Suppler SeliD Q
AF Business Uinit Q
WH Decisrstion Date From
WH Declaration Owie To
Suppies (¥ « WH or % oo Al |
Show Amount DFT Qady (¥ or N)
Ve Rewdn

Sepplier ID Sugpiier Narme Clasafizaticn Type of Cortracies IN Type Withhoklng Winhols Class Winhesds Ao Doatitaution Amount Desence

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 VVoucher, and the
difference between the two amounts. Any Withhold Adjustments that are made will be reflected in this
guery 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 on the query:

e Supplier SetID: “STATE”

e AP Business Unit: Agency Business Unit

o 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

¢ 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_1088_CANCEL_PYMNT_DTL - WH and DIST Amt for Canc Pymt

View Resufte

Scppiser SeiD

AP Busness Unit

WM Dectaration Date From )]
WH Declarabon Dude To D)
Caresl Date From W

Cancel Do Yo W

Supplier D

Scpplier Nane Clesaificaton Type of Contracter TN Type Wmhaldng Withod Class Withhol Amosnt Distritution Amount Differmrce

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 on the query:

Rev 12/10/2024

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
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V_AP_1088_VNDR_ADOR_DTL - Withhold supplir address detall

WH Declaration Date From

& @

W Declataton Date To
Vieow Resrdts

Sugpder ID Suppler Namw 1 Seppiar Mame 2 Svppdier Adar EX Ox Address Uinet Adceess Line? City Stamn Poata

Total Witshodd Amownt

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:

Rev 12/10/2024

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
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V_AP_1099 DIST_AMT_BY_ACCOUNT

V_AP_1083_DIST_AMT_BY_ACCOUNT - Distribution amount by Aczount

Suppler SetiD Q

AP Busness Ui v
Payment Date From 5
Payman Duke To G
1083 Rpt Accountt
1099 Rpt Account2
1068 Rpl Account)

L2000

1083 Rpd Accountd

. 5

1099 Rpt Accounts

1062 Rpt Actounts

P oD

1099 Rpt Account?
Vierw Results
Supgrier 10 Seppiier Name Classification Type of Contrasior Withho Acceunt Veueher 10 Tota! Dasringos Aol

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 SetID: “STATE”

e AP Business Unit: Agency Business Unit

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

e 1099 Rpt Accountl —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.
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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 you need to make an adjustment 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 v > Suppliers» > 1099/Global Withholding v > Maintain v > Adjust Withholding
Withholding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Supplier SetiD ISTATE Q
Supplier Location

Limit the number of results to (up to 300): 300

Supplier ID 0000003533

| = i
Search || Clear | Basic Search [2" save Search Criteria

Enter “STATE” in the Supplier SetID field as needed.

Supplier SetID|= v| Q

Enter the applicable Supplier ID (Supplier you need to make an adjustment for) in the
Supplier ID field.

Supplier ID|begins with v || |
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Step

Action

4.

Click the Search button.

| Search | Clear 7' Basic Search Elf?] Save Search Criteria

The Withhold Adjustments page displays.

Favories - Main Menud ~ Suppers ~ > 1099/Gobal Withhoiding v »  Mamntain» > Adjust Withholding
Withhold Adjustments
STATE  Supplier DO00D03533 MAIN Apple & Eve
Search Criteria
Business Unit 15100 Q
Entity Q Type Q Start Date 01012017 |5
Jurisdiction Q Class Q End Date 12312017 |G [ sSearch '}
Adjustments Personalize | Find | View a1l | £ ER First ‘4 12072 2 Last
Main Information Trarsaction Info Payment Information Adiestment Reason | [B9)
Short Name “Business Unit “Entity ‘Type *Juriadiction “Class *Rule
Legacy 15100 Q RS Q 1080 Q FED Q o7 Q |RULED Q + (=
Original 15100 QIR Q [1028  Q FED Q o7 Q RULED |QQ i =
il Save | |.2h Return to Search = Notity | == Refresh

This page only displays for Suppliers currently flagged as Withholding.

Business Unit| |Q

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

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

Click the Search button.

| Search |

Rev 12/10/2024
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Step

Action

The page refreshes and transactions on the Withholding table for the defined Supplier and search
criteria displays in the Adjustments section.

Adjustments Personalize | Find | View All | €| B First ‘&' 1-20f2 '} Last
Main Information | Transactioninfo | Paymentinformation | Adjustment Reason | [0

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

JLegacy 15100 Q [IRS Q [1000 Q. FED Q (07 Q RULED Q +] (=]
Original 15100 Q. [IRS Q (1008  |Q FED Q 07 Q [RULED |Q + =
o “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 &) B

eason |||IF=2),

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

Click the Add (+) icon to add a Line.

RULED |Q ';l

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

C—Ia

10.

Enter “IRS” in the Entity field.

*Entity

)

11.

Enter “1099M” or “1099N” in the Type field as applicable.

“Type

—R
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Step | Action
12. Enter “FED” in the Jurisdiction field.
*Jurisdiction
13. Enter or select the applicable class in the Class field based on the following guidance:

For Type “1099M”:

e 0I:Rents

e 03: Other Income

e 06: Medical and Health Care Payments
For Type “1099N”:

¢ 01: Non-Employee Compensation

*Class

&

The type of payment for which you are making an adjustment dictates the Class selected.

14.

Enter “RULEOQ” in the Rule field.

*Rule

Q

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

15.

Click the Transaction Info tab.

Adjustments Person
Main Information | Transaction Info I Payment Information Adjustment Reason |
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Step

Action

The Transaction Info tab displays.

Adjustments Personalize | Find | View Al | £ | E§ First % 2-30f3 }' Last
Main Information Transaction info Payment Information Adjustment Reason | |[FTTH
Basis Amt Liability Amt Poid Amount Payment Date Declaration Date
1000.00 0.00 000 11/3012017 1173012017 W + =
350.00 0.00 0.00 121182017 W 121182017 (W +] =]
) Save 2 Return to Search =] Notity « Refrech
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
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 back up 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

Rev 12/10/202
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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

9

The Declaration Date field must be within the reporting year to be picked up for that year’s
0 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.

Favoritesv |  Main Menu~ > Suppliers~ > 1099/Global Withholding v > Maintainy >  Adjust Withholding

Withhold Adjustments

STATE  Supplier 0000003533 MAIN Apple & Eve
Search Criteria
Business Unit[15100  |Q
Entity Q Type Q Start Date 01/01/2017 |
Jurisdiction | (e} Class | la End Date [12/31/2017 |[5] [ Search |

Adjustments Personalize | Find | View All | & | & First ‘' 2-30f3 *' Last

Main Information ‘ Transaction Info ( Payment Information Adjustment Reason

Creation Date UserID Description
112/06/2017 AA_CARDINAL_BATCH_AP = [=
12/18/2017 V_AP_COVA_1099_ADMINISTRATOR This amount was not included due to error ﬂ 1:]

[EJsave || RetuntoSearch || Notify || Refresh |

22. Enter a descriptive adjustment reason in the Description field.

Description

23. Click the Save button.

[F)Save |/[&" Returnto Search ||[=]Nofify ||<» Refresh
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Step

Action

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 (inputting the correct class in the
Class field).

Important Points:

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

e |f you have multiple adjustments to a Supplier, but to different classes, make the
adjustments using different declaration dates for each class

e [f 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

e [f 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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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 > Suppliers > 1099/Global Withholding > Maintain > Adjust Withholding

The Report Control Information Search page displays.

Favordes - Man Menuw » Sel Up FmsncalSappty Chan « Produtt Related « Procurement Oplans « Withhadng = 5 Report Cantrdd Infoomation

Report Control Information

Ender any mformation you have and cick Saarch Leave Nelds Dlank for a list of all values

Find an Existing Value Ak & Now Valua

Search Criteria

SetiD = ~ STATE Q
Contro! 1D begns with v
Lirret the number of results % (up 1o 300) 300
= & . ¢
Seasrch Clowar Besic Saarch W& Save Search Crilera
Find an Existing Value | Add a New Value

2. Enter “STATE” in the SetID field.

SetiD[= v| | Q|

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 v

4, Click the Search button.

Search
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Step | Action

The Payor Data tab displays.

Favorites ‘ Main Manu » > SatUp Financlals/Supply Chaln v > Product Related v > Procurament Options »  » Withholding ¥ > Raport Control Information
| Payor Data || Suppliars and Businass Units H Plggyback States/Numbers
SetiD 8TATE Control ID 15100

Transmitter Information
[ [ Y [¥] supplier Software Indicator
Transmitter Name 1 COMMONWEALTH OF VIRGINIA
Transmitter Name 2 DEPARTMENT OF ACCOUNTS
Tox 10671042484
Transmitter Cntl Cd [36C33 Media Number |
"Contact Namae1 |Andrew Short

Contact Emall Address |andraw short@doa virginia gov

Payar Information Find | View All First ‘4 106 *' Last
- (] [=]
[ ’B [l combined Federal State Filing

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

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

5. 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 7

Transmitter Name 2

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

Taxio[ ]

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
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Step

Action

9.

Enter the applicable information for the Agency contact person in the Contact Namel and
Contact Email Address fields.

*Contact Name1

Contact Email Address

o

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 Manu ¥ > Sat Up Financlala/Supply Chaln v > Product Related » > Procurament Options » > Withholding ¥ > Report Control Information
| Payor Data || Suppliars and Businass Units || Plggyback States/Numbers

SetiD STATE Control ID 15100

Transmitter Information
== M supplier Software Indicator
Transmitter Name 1| COMMONWEALTH OF VIRGINIA
Transmitter Name 2 | DEPARTMENT OF ACCOUNTS
Tox 1D 671042484
Transmitter Cntl Cd [36C33 Media Number
*Contact Name1 |Andrew Short

Contact Emall Address | andraw short@doa virginia gov

Payar Information Find | View All First ‘4 10of6 *' Last

S g [l [=]
[ [CJcombined Federal State Filing '

Payer Name 1 COMMONWEALTH OF VIRGINIA
Payer Name 2 |VIRGINIA BOARD OF ACCOUNTANCY
Control ID
Payer Tax 1D 100008934
Employer's Ref #
HMRC Office #
Accts Office Ref #

10. | 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.

@Combined Federal State Filing
11. | Enter the Agency’s name in both the Payer Name 1 and Payer Name 2 fields.

Payer Name 1

Payer Name 2
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Step | Action

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

| Payer Tax D ||

The payer address and phone information is required. To review/update the addresses, click the
0 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.

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

The Suppliers and Business Units tab displays.

Fawonies » Man Meou - v -Set Up FnancalarSupoly Chan « Progult Redaied - Procoremant Oodons = & WINDHASNg = & Repon Control Infoemation
P Dts Suppliors and Business Units PRoytack StassaNumben
Find | View A4 Fist 4 105 Yawm
SetiD STATE Control ID 35100 Payer Tax 1D 100009924 COMMCUNWEALTH OF VIRGINA
o Al Supphers —linclude Diect Salos Suppliers
58 Urat Find | View A Fst & 1202 2 Last
3 =]
151P0 |} 3i=
o Save » Rewum lo Seah ] Nosly » A%
Payer Data | Sugplers and SBusiness Unis | Piggytisck States/Nunbers

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

II Suppliers

The Include Direct Sales Suppliers checkbox option should not be checked. This is not being

15. used in Cardinal.

| lnclude Direct Sales Suppliers
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Step

Action

@

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.

Favontes » Mam Meru » Set Up Financials/Supply Cham Product Related » Procwrement Optons « Withholding « Report Comirol imformation
Payor Dats Soppliers and Business Unds Piggyback States/Numbers
SetlD STATE Controf ID 15100
Piggyback States  Fing | View ANl Fist & 1.90r33 ! rast State Tax 1D Numbars Find | View Al At 4 10t b Lam
Piggyback States Process? Payer State Numbers
AL Alaboma 0 A g 2ll=
AR ANansas U
AZ Arizons 0
CA California O
Coloeado O
Connecticut (
CC District of Columbia O
ce Detowore 0
Georgls O
n) Save 2 Return to Search | Notify » Add

state 1099 filing process.

The Piggyback States section displays the States participating in the combined federal and

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

States need copies.

Process?

O

o

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

@

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.

Payer State Numbers

VA

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 with the Find an Existing Value tab displayed by default.

Favoritesv |  Main Menuv > Suppliers¥ > 1099/Global Withhelding v > 1099 Reports v > Withhold 1099 Report Job

Withhold 1099 Report Job

Find an Existing Value [ Add a New Value

Run Control ID[1099PROCESS X

Add

Find an Existing Value | Add a New Value

2. Enter the applicable information in the Run Control ID field. The first time you run this job, select the
Add a New Value tab and then create the Run Control ID.

Find an Existing Value | Add a New Value

Run Control ID b

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). You will need to update the appropriate fields on your
existing Run Control ID if using the Run Control ID you created for a subsequent run.

3. Click the Add button.

Add
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Step | Action

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

Favorites « ‘ Maln Menu » > Suppliers » > 1089/Global Withholding « » 1099 Reports » > Withhold 1099 Report Job
1089 Report Post/ReportiCopy
1099 Report Post / Report / Copy B
- | Run
Run Control ID 1089PROCESS Report Manager Process Monitor
Language [English v |
1099 Report Post
*Request ID; | 1 Description: | 1089PROCESS
Process Frequency: [AlWays Process v
Report1D:  US_REPORT
Report Dater 01/12/2021 B2 Include Manual Overrides
"Control SetiD: |STATE |Q *Control 10 | 15100 Q COMMONWEALTH OF VIRGINIA
*Calendar SetiD: |STATE |Q *Calendar ID:[AP | 1009 Report Post/CGopy B Cal
*Fiacal Year: | 2020|Cy [ZJ use Report Date For Supplier
*Period: & Period 1 - 2020.01-01
1099 Report
Type of File/Return; [OrignaliCarrection v Replacement Character: |
Withholding Type Process Option
@ Al
. 1099-MISC, 1099-INT and 1099-G
L 1099-NEC
1099 Report Copy B Sort
Withhold Type: (AL~ Supplier Select Option: [Select All Suppliers v
(2 Mask TIN AP 1099 sort order: [ Supplier 1d Sort v
Suppller Payaes Personalize | Find | View AlL| (41| [[{]  First ¢ 1011 & Last
Supplier 1D
1
(i1 Save ||| Raturn to Search || 11| Provious in List | 4| Hextin List ||=] Notify | |2 Add || E Updata/Displiy

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”.

v

Process Frequency:
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Step

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 SetiD: \
9. Enter or select the Agency’s Control ID in the Control ID field.
*Control ID: QI|
10. | Click the Calendar SetID Look Up icon and select “STATE”.
*Calendar Setip: Q)
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: | gl
13. | Do not select the Use Report Date for Supplier checkbox option.
Use Report Date For Supplier
14. | Enter “1”7 in the Period field. The AP Calendar is an annual calendar and selecting Period 1

encompasses the entire year for this Calendar.

*Period:

q
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Step

Action

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 you run 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

- Aan

1099-MISC, 1008 INY and 1090.-C

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

e 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

e 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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Step

Action

17.

Click the Withhold Type dropdown button and select “All”.
1099 Report Copy B Sort

Withhold Type: | 1

18. | Do not select the Mask TIN checkbox option.

‘ID Mask TIN
19. | Click the Supplier Select Option dropdown button and select “All Suppliers”.

Supplier Select Option: R
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.

Run

Report Manager Process Monitor

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

User D A VA L f Run Contred ©

Run Date ! v n

Recurrence Run Time !
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Step

Action

23.

Click the Select checkbox for the “Run 1% 1099 Post, Rpt, CopyB” row within the Process List
section to run the IRS file, and to generate data for the Copy B reports.

Run 1st 1099 Post. Rpt, CopyB KRET_1009 PSJal (None) v None v | 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.

Favontes « Main Menu « > Suppliers« » 1099/Global Withholding» > 1099 Reporis~ »  Withhold 1099 Report Job

1099 Report Post/Report/Copy

1099 Report Post / Report / Copy B

1099 Report Post

Run Control ID 1088PROCESS Report Manager Process Monitor - RUN
Language [Engish V]

IPror:ess Instance: 13177969 |

*Request ID: L Description:  1099PROCESS

25.

Click the Process Monitor link.

Process Monitor
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Step | Action

The Process List page displays.

Favootes - Man Metu - Stppiamn « 1099 CGictal Wihhoking » 1006 Repons -

Process List

View Process Request For

User DV, AP COVA 1C]  Type v [Last ~ 1 [Deys -
Server v| Name 0,  Instance From Instance To
Run Status d Dintribution Status hl | Save On Refreah

Process List Personalize | Fed | View Al | 00| 5D

EST

Go back 10 Wihihold 1089 Repm! Jub

i Save 1 Nosty

Withhedd 1099 Raport Jon

Seleot Inszance  Seq. Process Type :“':;:" Usar Run Dasa/Time Run Status
13177500 FSob RET 10680 V_AP_GOVA_1060_ADMINSTRATOR [4292020 N ORI o sy

»  Paocass Mantor

Rofresh

Report Meansgsy

Fst & 1of1 o Last
Diatribution
Status Oetails
Pasted Dotyic

26 Click the Refresh button periodically until the Run Status field displays “Success” and the
" | Distribution Status field displays “Posted”.
v I Refresh I
Report Manager
| B  First (4 10f1 0L
Distribution .
Run Status Status Detail
Success Posted Detali
27 Click the Details link.
Process List Personalize | Find | View Al | 2| EQ First (¢ 1of1 () Last
Select Instance  Seq. Process Type :‘?"f:” User Run Date/Time Run Status gg:‘i:ullon Detalls
13177969 PSJob RPT_1099 V_AP_COVA_1099_ADMINISTRATOR 12202020 1108 20AM g 00055 posted | oetsiss
Rev 12/10/2024 Page 34 of 57




@Cardinal Accounts Payable Job Aid
d AP312B_1099 Processing

Step | Action

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 Name

Main Job Instance

o e B

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

=4 13177972 - AP APY 1099 Success
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Step | Action
The Process Detail page refreshes.
Process Detall
Halp
Process
Instance 13177972 Type Application Engine
Name AP_APY1089 Description 1009 Raport
Run Status Success Distribution Status Poslad
Run Update Process
Run Control ID 1080PROCESS Hold Request
Location Server Queue Request
Server PSUNX1 Cancel Request
R Delete Request
ecurrence
Re-send Content Restart Roquest
Date/Time Actions
Request Created On 12/26/2020 11.00.38AM EST Paramaoters Transfor
Run Anytime Aftar 12/25/2020 11:08 20AM EST Message Log View Locks
Began Process At 12/26/2020 11 10:.45AM EST Batch Timings
Ended Process At 12/29/2020 1110 58AM EST View Log/Trace
OK Canced

29. | 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

Name AP_APY1008

Run Status Success

1089 Repont
Distribution Detalls

Distribution Node finsit

File List

Name
AE_AP_APY1099_13177972.log
IRS_001_15100_13177972 TXT

Distribute To

ReportiD 57725818 Process Instance 13177972 Message Log

Process Type Appiication Engine

Expiration Date 01/28/2021

Datetime Created
1272972020 11:10:58 510548AM EST
1272972020 11 10:58 510548AM EST

File Size (bytes)

Distribution ID Type *Distribution ID
User V_AP_COVA_1098_ADMINISTRATOR
Retum

Help

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

IRS_001_15100_13177972.TXT

o Save the file to your secure directory as file type Text (*.txt). This text file can then be uploaded

on sending the file.

to the IRS FIRE Production System. Refer to the IRS Publication 1220 for detailed instructions
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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 v » Suppiers v » 1099Global Withholding » » 1092 Reporis v+ > Withhold 1093 Report Job

Withhold 1099 Report Job

Enter any information you have and click Search. Leave figids blank for a list of all vaives.
Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with 1088PROCESS

[Jcase Sensitive
Limi the number of results to (up to 300); 300

Search | Advanced Search

Find an Existing Value | Add a New Value

2. Enter the Run Control ID that was used to create the IRS file in the Search by field.

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with{ |

3. Click the Search button.

Search Advanced Search
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Step | Action

The 1099 Report Post / Report / Copy B page displays with all of the parameters that were established

when the IRS file was created.

Favorites « ‘ Maln Menu » > Suppliers » &

1089 Report Post/Report/Copy |

1099 Report Post / Report / Copy B

Run Control ID 1089PROCESS
Language [Engliah __ ~
1099 Report Post

*Request 1D (1

1099/Global Withholding « » 1099 Reports » > Withhold 1099 Report Job

Report Manager F’mceszMonllor‘ Run ‘

Description: | 1088PROCESS

Process Frequency: [Alvays Process

Report1D: US_REPORT
Report Dater 01/12/2021
Q
Q

| 2020|Cy

*Control SetiD: | STATE

*Calendar SetiD: |STATE
*Flscal Year:
1|Q

‘Period: | Perlod 1 -

1099 Report
Type of File/Return; [OriginatiCorrection

Withholding Type Process Option

@ Al
() 1099-NEC
1099 Report Copy B Sort
Withhold Type: [Al v
() mask TIN

Suppller Payaes

Supplier 1D

[[if] Save || [ Raturn to Search || 1| Previous in List

L) 1099-MISC, 1099-INT and 1099-G

vl

Include Manual Overrides

*Control 1D: | 15100 | COMMONWEALTH OF VIRGINIA

*Calendar ID: (AP |Q 1099 Report PostiGopy B Cal
[Z) use Report Date For Supplier
2020.01-01

- Replacement Charactar; |

Supplier Select Option: | Select All Suppliers v
AP 1009 8ot order: [ Supplier 1d Sort v |
Parsonalize | Find | View All | (21| [[3 First 4+ 10f1 & Last
[ 14l Woxtin tist ||=] Notify | ([E5 Add | [0 Tipdaie/Dispiny

Click the Run button.

Run
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Step | Action

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

ocess Schaduler Reguast
e
User 1D V Af OVA 1099 ADMINISTRATOR Run Control 1D 1009PROCES
Server Name Run Date 12202021 "
Recurrence Run Time 1118 25AM Resat 10 Curren! Data/Time
Time Zone
Process List
Select Description Process Name Process Type Type Format Distribution
1 1000 M f I X100 81 Pu f ¥ v || PDI s | Distribubion
Withhyold 1099 NEC Repon APX 10900 8 Publishyor v i . | Distribution
n 19 i | 1 J N o) v Non e | Distnibubion
L8 L& L

B reports. One or both reports can be selected as appropriate.

5. Click the Select checkbox option for the Withhold 1099 Report (Bl Publisher) job to run the Copy

Withhold 1099 MISC Report APX1099 Bl P

ublisher
i#: | Withhold 1099 NEC Report APX1099N Bl Publisher

6. Click the OK button.

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

1089 Report Post/Report/Copy

1099 Report Post / Report / Copy B

Run Control ID 1099PROCESS

Favorites « Main Mani y Supplaers » 3 1088VGlobal Withholding « 1089 Reports «

Repart Manager Process Monitor

»  Withhold 1098 Report Job

Run

Language English v

I Process Instance:13177978,13177978

1099 Report Post

1

*Request ID: Description:  1098PROCESS

Process Frequency: | Aways Process v

8. Click the Process Monitor link.

Process Monitor
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Step | Action

The Process List displays.

Process List

View Process Request For

Go back 1o Withhoki 1089 Raport Job

alSave | [Z] Notfy

Favorites» Main Menu = » Stpphars = » 1098/Giobal Withholdng = » 1088 Raports = »  Withhold 1093 Rapart Job

User ID V_AP_COVA 1@ Type | v [Last g 1 Dy ~| Refrash
Server v | Name C Instance From Instance To Report Manager
Run Status vi Distribution Status | Save On Refrash
Process List Parsonaliza | Find | View Al | £ | [ First 4 12002 + Last
Select instance Seq. Process Type ;::::” User Run Date/Time Run Status g:::::uhcn Detalis
13177070 81 Pubisher APX1086N V_AP_COVA_1089_ADMINISTRATOR 2302020 120783M 5000 pasted Datails
13177978 8l Pubisher APX1098 V_AP_COVA_1089 ADMINISTRATOR J220/2020 1Z0T83M gcoes  Posten Datails

»  Procass Manitor

Distribution Status field displays “Posted”.

v | | Refresh I

Report Manager

L_; First ‘4 1-20f2 » Last

Distribution .
Run Status Status Details
Success Posted Details
Success Posted Details

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

Go back to Withhold 1099 Report Job

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

The 1099 Report Post/Report/Copy B page redisplays.

Favorites «» Main Menu « » Suppliers« » 1099Global Withhoiding + » 1089 Reports » 5 Withhald 1098 Repart Job

1099 Report PestUReport/Copy

1099 Report Post / Report / Copy B

Run Control ID 1089PROC Report Manager Process Monitor Run

Languageifi L

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

Process Frequency: | Always Process v
11. | Click the Report Manager link.
Report Manager
|
The List tab displays.
Favorites » Main Manu « » Suppliers » > 1099Global Withholdng » > 1099 Reports » »  Withhold 1099 Report o6& »  Report Manager

List Explorar Administration Archivas

View Reports For

Folder | Instance to Redresh
Name Created On W [Last ~] 1 [Days v
Reports Personalize | Find | View All | (21| & First 4 140ofd4 » Last
Report Report Description Folcer Name g:l':”‘n'"'::’" Report 10 ;"‘::;::
1 APXi08aNdf  APX1099N - APX1080NPOF  Genersl el ST726831 13177979
2 APX1000GT ol APX1089CT POF General Sl 57726830 13177978
APX1090N st APX10SSN - APX109GN.POF  Ganacal o sT728827 13477977
4 APXI000CT Rl APXI005CT PO General 125020 s7rose28 13177076

Go back to Withheld 1089 Report Job

i Save

List | Explorar | Administration | Archives

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

APX1099CT - APX1099CT.pdf H
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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.
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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.
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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 page displays with the Find an Existing Value tab displayed by default.

Favories « ‘ Main Menu « » Suppliers» > 1099/Glotal Withholding « 1099 Reports » > 'Withhoidng Sent Fiie

Withholding Sent File

Eind an Existing Value Add a New Value

Run Controd 1D WithholdingSentFiie

Add

Find an Existing Value | Add a New Valuve

Enter the applicable information in the Run Control ID field. The first time you run this job,
select the Add a New Value tab and then create the Run Control ID.

Find an Existing Value || Add a New Value

Run Control ID X

was run (Run Control IDs are unique to each user). You will need to update the appropriate
fields on your existing Run Control ID if using the Run Control ID you created for a subsequent
run.

0 For subsequent runs of this job, use the Run Control ID that was created the first time the job

3. Click the Add button.

Add |
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Step | Action

The Withhold Sent page displays.

Favorites - Nan Naors - Supplienrs - 1099 Giobal Withixidng «

Withhold Sent

Run Control ID WihboldngSantFie Repo 0355

Details
Request 1D 1 Withholding Sent Fils
Process Frequency  Aways w

Report ID US_REFOR

SetiD STATE

Control D 15100

a Save Requn o Ssaech -1 Noofy

1055 Reports »

» Add

Withhciding Sant Filg

internally by Cardinal to track each posting request.

4, Enter “1” in the Request ID field. This Request ID of “1” can be used repeatedly. Itis used

ID field) (example: “Withholding Sent File”).

| Withholding Sent File |

5. Enter a brief description for the request in the Description field (field to the right of the Request

Process Frequencyl Vl ‘

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

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

seto[ Q)

Control ID|

al

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

9. Click the Save button.
\ah Return to Search || [=7] Notify

10. Click the Run button.

Run

A Message displays in a pop-up window.

Message

DO NOT run this process until you have sent your file tc the IRS and received confirmation from the IRS of successful

fransmission!

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

....................................

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

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

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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Step | Action

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

Ml “ heduler t

User 1D f 106 Mt i Run Control 1D T

Server Name

Run Date 12°% "
Recurrence Run Time Reset 10 Current Date/Time
Time Zone
Process List
Select Descriot Process Name Process Type ype Format Distributio
!
> (

12. Click the OK button.

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

Favoiios « Main Mor « Suppliomn - 1000 Gdabal ‘Withhalding « 1000 Roports « VAlhholdng Sent Filel
Withhold Sent
o~ . Ru
Run Control ID Withholding SentFie Raport Managar Process Monior ol
Il' ooans Irstarce: 13177061 I
Details
Request ID 1 Withhelding Sent File
Process Frequency| ANways
Roport 1D US REPORT
geuD STATE
Controf 1D 15100
) Save & Retum to Search | Natily » Add
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Step | Action

13. Click the Process Monitor link.

Process Monitor ||

The Process List page displays.

Favrtos » Man Metu o Suppiers « 1080 Gotal WahhoiSng « 1006 Roports » Withhciseg Sart File Procees Monsor
Process List
View Process Request For
User ID VAP _COVA 1 Q Type atrosd
Server v Name L Instance From Instance Yo Maamnan
sport Manager
Run Status v Distribution Status v Save On Refresh
Process List Personafize | Find | View Al s - reu 181
[ Oratrtus
Salact valarce Seq Process Type vetees Uner Run Date Teme Run Status SE— Datats
Narme Statum
3177991 Aspcaton Encr D SNT V AP A ADA STRAT . Sesccan Dets
30 bach Wiahtotsng Sert Fie
S 1 Noaty

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

v | Refresh I

Report Manager

14.

Q First 4 10f1 » Laf

Distribution

Status Details

Run Status

Success Posted Details|

A Run Status of “Success” means that the files have been marked in Cardinal as sent to the

0 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. Runthe 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. Runthe 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 with the Find a New Value tab displayed by default.

Favorites v Main Menu ~ > Cardinal Interfaces v- > AP Interfaces~ > 1089 Extract Interface

1099 Extract Interface

Find an Existing Value Add a New Value

Run Control ID|[1099Extract x

Add

Find an Existing Value | Add a New Value

2. Enter the applicable information in the Run Control ID field. The first time you run this job,
select the Add a New Value tab and then create the Run Control ID.

Run Control 1D} x |

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). You will need to update the appropriate
fields on your existing Run Control ID if using the Run Control ID you created for a subsequent
run.

3. Click the Add button.

Add
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Step

Action

The 1099 Extract Interface tab displays.

Favorites » Main Menu «

1099 Extract Interface

Run Control ID 1099Exiract

Process Request Parameters
*WH Declaration From 01/01/20
Date:

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

*Control ID; [13600

) Save | =] Notify =+ Refrash

» Cardinal Interfaces » 5 AP Interfaces » > 1098 Extract Interface

Report Manager  Process Monitor Run

|24/

+ Add  #| Update/Display

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:

6. Enter or select the Agency’s Control ID in the Control ID field.
*Control ID: | 6]

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 Reques!

Help
UseriD v AP COVA 1098 ADMINISTRATOR Run Control ID 1009E xract
Server Name v Run Date 123002020 "
Recurrance Run Time 4065600 Reset 10 Cumrent Data/Time
Time Zone ' |
Process List
Select Description Process Name Process Wype Wype Format Distribution
1066 Exaract Interface V_APOT3_INT Application Engine | Web v || TXT v | Distribution
OK Cancs Refresh

The 1099 Extract Interface can only be run with “Web” selected in the Type field and “TXT”
0 selected in the Format field. The output will be in a .DAT format.

8. Click the OK button.

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

Favoritas = Main Meny « » Cardinal Interfaces ~ » AP Interfacaes » > 1098 Extracl Interfaca

1099 Extract Interface

Run Control ID 109%Extract Report Manager  Process Monitor Run

Process Instance: 13177982

Process Request Parameters

“WH Declaration From 01/01/20 [
Date:

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

*Control ID; 13800 Q

il Save |[=] Notify | &* Refresh | Add 2| Update/Display
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9.

Click the Process Monitor link.

Report Manager

Process Monitorl

The Process List page displays.

Favoriias » Man Menu »

Cardinal Interdaces
Process List

View Process Request For

Userio V AP COVA 10

Server >

Run Status D Destribution Status

Process List

Select Inatance Seg Process Type Frocess Name User

PR Applcaton
13177962 PP V_APS
Encins 3

3 INT V

ack 1o 1099 Exiract Interface

. Notify

v AP Interfaces «

A Type v

Name .

> 12302020 406550
AP COVA 1009 ADMINISTRATOR [oavedel LB SGPM

1029 Extract Interface ) Process Monior

Last - D:-,< - Rofresh
Instance From Instance To Report Managee
v

Save On Refresh

Personaies | Fnd | View All | 12 _‘— First toft Last
Run DateTime Run Siatus -~ Cetalis
Status

a7 Detats
£o

10.

v]

| Refresh I

Report Manager

Run Status

First ‘¢ 10f1 »

Distribution
Status

Last

Details

Success Posted Details

11.

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

Click the Details link.

Details

Details
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Step | Action

The Process Detail page displays in a pop-up window.

Frocess Detal

Process

Instance 13177082 Type Applicaton Engne
Name YV _APS73 INT Description 1090 Extract Interface
Run Status co Distribution Status Fosted
Run Update Process
Run Control ID 1099E 1 Hold Request
Location Sarver Queue Request

Cancel Request
Server PSUNX1

Delete Request
Recurrence

Re-send Content Restart Request
Date/Time Actions
Request Created On 1 1 IPM EST Parameters Transfer
Run Anytime After 12/30/2020 4:06:50PM § Mossage Log Viow Locks
Began Process At 12/30/2020 4:11.27PM EST Batch Timings
Ended Process At 12/30/2020 41V 41PM EST View Log/Trace

O 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

Help
Report
Report ID 57725834 Process Instance 13177982 Message Log
Name V_AP973 INT Process Type Application Engine

Run Status Success

1099 Extract Interface
Distribution Details

Distribution Node finsit Expiration Date 01/08/2021
File List
Name File Size {bytes) Datetime Created
13600 APS73 OUT 12302020 1611 001.DAT 52,213 1273002020 4:11:41,104544PM EST
AE_V_AP973_INT_13177982 log 170 127302020 4:11:41,104844PM EST
Distribute To
Distribution 1D Type *Distribution 1D
User V_AP_COVA_1099_ADMINISTRATOR
Retum

13.

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

Name
13600 AP973 OUT 12302020 1611 001.DAT)

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 titled AP973 1099 Extract is located on the
Cardinal website in Security under Resources.
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