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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
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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.

Favorites + ‘ Main Menu « > Suppliers» > Supplier Information~ > AddiUpdate~ > Review Suppliers
| New Window | Help | Personalize Page | i
Review Suppliers
Search Criteria
*SetID[STATE Q Supplier ID 0000041689 @, Short Name
Name |Equalto v Equal te v QU
i ing Name E9ual to ~ Classificati ~]
supplierstaus|___ V] Type| ~]
Status. hd Persistence V]
Alternate Payee Name
Adaress City
Customer Number Country Q
ID Type |(Invalid Value) ~ State QQ
VAT Registration ID Postal
Withholding Tax ID Bank Account #
Max Rows | 200 [.Seah [ clear |
Search Results Personalize | Find | view a1l | 20| & First ‘4" 1-a0f4 M Last
Main Information Additional Supplier Info Audit Information
Actions SetlD Supplier ID Supplier Name Short Name Alternate Payee Name Address City State Country Effective Status
OId Dominion
5
~Actions  STATE 0000041999 Consiruction Services  OLD DOMINI-031 289 Blacksmil— Gopcniang A usA Active
LLC Shop Road
Maintain Supplier !
N - Qld Dominien ,
Maintain Supplier Conversation | Congiruction Services  OLD DOMINIg31 014 Deminion Construction - 2859 Blacksmill— goocpang  va usa Active
N LLC Services, LLC Shop Road
Review Supplier Contact
Qld Dominien REQ Qlarckemith

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.

4, Click the Action dropdown button.

Actions SetiD

» Actions STATE
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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 > Suppliers~ > Supplierinformation v > Add/Update v
[ Summary | Identifying Information || Acdress || Contacts | Location |[ custom |
SetiD 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

RemitTo OLD DOMINI-031
25509 Blacksmith Shop Road

Goochland, VA 23063

Status Approved Last Modified By

Persistence Regular Last modified date

Classification Supplier Created By

HCM Class Created Dateitime

Open for Ordering Yes Last Activity Date
Withholding Yes

> Review Suppliers > Supplier

AA_CARDINAL_BATCH_AP
D6/16/2016 1:32AM
V_CONV_LOAD

11/10/2011 7:33FM
01/24/2017

6. Review the information as needed and then click the Identifying Information tab.
Favorites v ‘ Main Menu v > Suppliersv > Supplier Information~ > A
 summary || Identifying Information | Address || Contacts || Location || Custom

Rev 1/16/2025
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Step

Action

The Identifying Information page displays.

Favorites v ‘ 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

Suppliersv > Supplier Information v > Add/Update v > Review Suppliers

Address || Contacts || Location || Custom

STATE
0000041299
OLD DOMINI OLD DOMINI-031

Supplier
Regular
Approved

Expand All

Corporate Supplier
STATE
0000041999

Old Dominion Construction Services LLC

Create Bill To Customer

> Supplier

Supplier Name o4 pominion Construction Services LLC
Additional Name
~ Withholding
v Open For Ordering

Supplier Audit pefayit
Supplier Audit

Collapse All
e Attachments (0)

InterUnit Supplier
InterUnit Supplier ID

Supplier Hierarchy ~ Supplier 360

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

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 + > Suppliers» >
Summary | Identifying Information || Address | Contacts | Location || Custom
SellD STATE
Supplier ID 0000041930
OLD DOMINI-O31

Supplier Short Name OLD DOMIMI

Classification Supplier
HCM Class

Persistence Regular
Supplier Status Approved

Expand All

Supplier Relationships
Corporate Supplier
Corporate SetlD STATE

Corporate Supplier ID 0000041588
Old Dominion Construction Services LLC
Create Bill-To Customer
Create Bill To Customer
Supplier Rating
P Supplier Logo
Additional ID Numbers

Customer SetlD STATE Customer ID

Personalize | Find | View Al | | Q

ID Numbers
Type SetiD 1D Mumbeer DUNS Number
EIN 251128659

b Duplicate Invoice Settings

Supplier Information ~ > AddUpdate~ > Review Suppliers

> Supplier

Supplier Name. o5 pominion Construction Services LLC
Additional Name

~ Withholding
~ Open For Ordering

Supplier Audit pafayt
Supplier Audit

Collapse All
Attachments (0)

InterUnit Supplier
InterUnit Supplier ID

Supplier Hierarchy  Supplier 360

Our Customer Number

First (4 10f1 @ Last IS0 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

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
p 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.

Withholding Supplier Information
DUppNEr U Uuouus TEEy UeEsLIpuun ividincucauun

Short Supplier Name CLD DOMINI QLD DOMINI-031

Supplier Name Cld Dominion Construction Services LLC

Withholding Options

Withhelding Information Personalize | Frndl\ﬂewAﬂI@[ @ First ‘4 1-30f4 '} Last
Main Information | Ovemides | Remit
Withholding Withhelding Withholding Default - -

Entity Type Jurisdiction Jurisdiction Default Withholding Class Withhold Status  Description
IRS 1009 FED 0 RPT Reporting Only
IRS 1009 FED 03 RPT Reporting Only
IRS 10049 FED 06 RPT Reporting Only
Withholding Reporting Personalize | Find | View Al | 20| B Fist 4/ 1

Information of 1 b Last

Main Information || Additional Info \
Withholding Entity ~ Address Seq TIN Type Taxpayer Identification Number
IRS 1QF 733871127

| oK || Cancel |

0 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.

o[ s

13. Click the Custom tab.

'gummary Identifying Information | Address || Contacts || Location

The Custom tab displays.

Favorites + | 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 C30 A 0 ISuppIier 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

7/Save | |G Retumto Search | (] Notity | 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:

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

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

SetlD || Q
Withhold Type (M or N or G)
| View Results |

Row Accoun it Account Description Attribute Withheold 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_1098_WTHD_DISTRIB_AMT - Withhold and Distribution Amt

Supplier St |Q

AP Business Unit :Q
WH Declaration Date Frem | |
WH DeclarationDate To| |

Suppirs (¥ = WH or % for Al [ |
Show Amount Diff Cnly ¢¥ or Ny[__|

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 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_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 on the query:

Rev 1/16/2025

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
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V_AP_1099 VNDR_ADDR_DTL

V_AP_1098_VNDR_ADDR_DTL - Withhold supplr address detail

SuppliersetD[ @

AP Business Unit I:lQ_
WH Declaration Date From | |
WH Declaration Date To|  |[H)

Supplier ID Supplier Name 1 Supplier Name 2 Supplier Addr Eff Dt Address Linet 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

e 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_1098_DIST_AMT_BY_ACCOUNT - Distribution amount by Account

SupplierSetiD[_ |Q
AP Business Unit :Q
PaymentDate From[ |
Payment Date To |:|Eﬂ
1099 RptAccountt [ |Qy
1099 RptAccouni2[ |Q
1099 RptAccount3[ |
1099 RptAccountd [ |Q
1099 RptAccounts [ |Qy
1099 RptAccounts [ |Q
1099 RptAccount? [ |Qy

Supplier ID

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:

Supplier SetID: “STATE”

AP Business Unit: Agency Business Unit

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

1099 Rpt Accountl — 7: user can list up to (7) 1099 reportable accounts to query the
amounts paid to 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 1/16/2025
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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 + Main Menu « > Suppliers = > 1099/Global Withholding = > Maintain = > 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[= ] STATE a
Supplier ID|begins with s |0000003533

Supplier Location | begins with s

Lirnit the number of results to (up to 300). |300

' Search 1 Clear | Basic Search EQ Save Search Criteria

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

Supplier SetiD|= wv Q

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

Supplier 1D [begins with V|| |
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4, Click the Search button.

Clear

| Search |

Basic Search [& Save Search Criteria

The Withhold Adjustments page displays.

Favorites v Main Menu v > Suppliersv > 1099/Global Withholding v > Maintainv > 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 |[3§)
Jurisdiction Q Class Q End Date 12/31/2017 |[31

Adjustments
Main Information

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

Legacy 15100 Q |IRS Q [1099 Q |FED Q |07 Q |RULED |Q = =
Original 15100 Q |IRS Q 1099 Q |FED Q |07 Q |RULED |Q & =
[F)save ||[@" Returnto Search [=] Notify ||<* Refresh

Personalize | Find [ View Al | & | E&  First (' 12072 @) Last

| Transaction Info || Payment Information | Adjustment Reason \

This page only displays for Suppliers currently flagged as Withholding.

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

Business Ullitl k:}

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
Year.

Click the Search button.

Rev 1/16/2025

Page 16 of 57




Cardinal Accounts Payable Job Aid

AP312B 1099 Processing

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 | | @ First ‘4 1-20f2 '»’ Last

Main Information Transaction Info Payment Information || Adjustment Reason

Short Name *Business Unit *Entity *Type *Jurisdiction *Class *Rule
JLegacy 15100 Q [IRs Q [1098 | [FED Q [07 Q [RULED |Q ] [=]
Original 15100 Q [IRs Q [1098 | [FED Q [07 Q [RULED |Q # =]

0 “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.
7. Click the View All link or use the Arrow to move throughout the listing and view the Lines not

displayed.
Personalize | Find | @

eason =Z2H

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 \;I

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—a

10.

Enter “IRS” in the Entity field.

*Entity

———¥

11.

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

*Type

—

Rev 1/16/2025

Page 17 of 57




ijCardinal Accounts Payable Job Aid
v

AP312B 1099 Processing

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 | Payment Information || Adjustment Reason |
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Step | Action
The Transaction Info tab displays.
Adjustments Personalize | Find | View All | | @ First ‘4’ 2-30f3 ' Last
Main Information Transaction Info Payment Information Adjustiment Reason

Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
1000.00 0.00 0.00| 11/3012017 11/30/2017 e (+] [=]
350.00 0.00 0.00] 1211872017 &) (12132017 [ ] =]

[Flsave ||Gh RetumntoSearch |[=]Notify |[£ Refresh

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

Basis Amt

.y

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
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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

.y

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 All | &2 | E First '4' 2-30f3 '}/ Last

Main Information Transaction Info Payment Information Adjustment Reason

Creation Date User 1D Description

12/06/2017 AA_CARDINAL_BATCH_AP =l
127182017 W_AP_COWVA_1099_ADMINISTRATOR This amount was not included due to error IE IEI

[Elsave |[E" Retunto Search || Notity |[* Refresh |

22. Enter a descriptive adjustment reason in the Description field.
Description
|
23. Click the Save button.

[F)save ||[@" Returnto Search ||[=] Notify || &% Refresh

Rev 1/16/2025
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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.

Favorites = | Main Menu « > Set Up Financials/Supply Chain + > Product Related » > Procurement Options + > Withholding + > Report Control Information
Report Control Information
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value | Add a New Value |

Search Criteria

SetlD[= v] [STATE Q
Control ID| begins with ~

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

N o
| search || Clear | Basic Search [& Save Search Criteria

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 ~

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 #

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

Transmitter Name 2

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

) —|

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 Cdl |
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Action

Enter the applicable information for the Agency contact person in the Contact Namel 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 v ‘ Main Menu ~ » SetUp Financials/Supply Chain + > Produci Related» > Procurement Options = > Wiihholding » > Report Control Information

Payor Data Suppliers and Business Units Piggyback StatesfNumbers

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 | View All First ‘&' 1of5 ' Last
= @ [Jcombined Federal State Filing Eals
Payer Name 1 |COMMONWEALTH OF VIRGINIA
Payer Name 2 |VIRGINIA BOARD OF ACCOUNTANCY
Control ID
Payer Tax ID [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.

ECﬂmbined 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 ldentification Number (TIN) in the Payer Tax ID field.

| Payer Tax D ||

.y

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.

=E &

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.

Favorites v ‘ Main Menu v > Set Up Financials/Supply Chain v > Product Related v > Procurement Options v > Withholding v > Report Control Information
Payor Data Suppliers and Business Units Piggyback States/Numbers
Payer Find | View All First ‘&) 10f5 * Last
SetlD STATE Control ID 15100 Payer Tax ID 100008934 COMMONWEALTH OF VIRGINIA
Man Suppliers include Direct Sales Suppliers
Business Units Find | View All First ‘&) 1-20f2 ‘»/ Last
15100 |Q FHE
151P0  |Q #[=
‘HlSave ||[ah Returnto Search ||[%] Notify L4 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.
1I Suppliers
15 The Include Direct Sales Suppliers checkbox option should not be checked. This is not being

used in Cardinal.

| Iru:lude Direct Sales Suppliers
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Step | Action

The Business Units Section lists all Cardinal Accounts Payable Business Units that roll up to
0 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 StatesiNumbers .
SetlD STATE ControlID 15100
Piggyback States  Find | View All First ‘4/ 1-90f33 ‘*' Last |State Tax ID Numbers Find | View Al First & 10f1 "2/ Last
Piggyback States Process? Payer State Numbers
AL Alabama | VA Q =
AR Arkansas |
AZ Arizona a
CA California o
CO Colorado U
cT Connecticut O
DC District of Columbia O
DE Delaware |
GA Georgia (]
[5)save ||[ch Return to Search | |[=] Notify =% Add ¥ Update/Display

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

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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Step | Action

0 Do not enter any information in the Payer State Numbers fields within the State Tax ID

\_.'A

Payer State Mumbers

Q

Numbers Section. These fields are used if state taxes have been withheld from the Supplier.
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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.

Favoriies = Main Menu + » Suppliers» > 1099/Global Withholding » > 1099 Reporis » > Withhold 1089 Report Job

Withhold 1099 Report Job

Find an Existing Value | Add a New Value

Run Control ID([1089PROCESS X

Add

Find an Existing Valus | 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 « | Main Menu ~ > Suppliers » > 1099/Global Withholding » » 1099 Reports ~ > Withhold 1099 Report Job
1099 Report PostiReport/Copy
1099 Report Post / Report / Copy B
Run Control ID 1099PROCESS Report Manager Process Monitor Bun
Language
1099 Report Post
*Request ID: 1 Description: | 1099PROCESS
P Freq . [&lways Process v |
Report ID: US_REPORT
Report Date: 01/13/2021 Include Manual Overrides
*Cantrol SetiD: |STATE |Q *Control ID: 13100 @ COMMONWEALTH OF VIRGINIA
*Calendar SetiD: STATE O *Calendar ID: [AP_|C 1009 Report Post'Copy B Cal
*Fiscal Year: | 2020|C [ use Report Date For Supplier
*Period: 13, Period 1 - 2020-01-01
1099 Report
Type of File/Return: [OriginaliCarrection | Replacement Character:
Withholding Type Process Option
®an
C31099-MI5C, 1098-INT and 109%-G
O 108-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 v
Supplier Payees Personalize | Find | ViewAll [ G| [ First (4 10f1 (b Last
Supplier ID
1
[5)save ||[ch ReturntoSearch ||t] Previousin List | 4| MextinList |[(=] Notify Es Add || B UpdateiDisplay

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: b
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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 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”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
® 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

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: | 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
Recurrence v

Time Zone Q

Process List
Select Description

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

OK Cancel

Process Name

Help

Run Control ID 1099PROCESS

Run Date | 12/29/2020 5

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

Process Type *Type *Format Distribution

Bl Publisher Web  v|[PDF v | Distribution
BI Publisher Web  v|[PDF v | Distribution
PSJob (None) v [(None) v Distribution
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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.

O Run 1st 1098 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 1099PROCESS Report Manager Process Monitor Run
Language | English hd | Process Instance: 13177969 |

*Request ID: || _ Description: | 1099PROCESS

25.

Click the Process Monitor link.

Process Monitor
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Step | Action

The Process List page displays.

Favorites = ‘ Main Menu + > Suppliers» > 1099/Global Withholding= > 1099 Reporis + >  Withhold 1099 Report Job > Process Monitor

=
Process List

View Process Request For
Refresh

User IDV_AP_COVA 1/Q Type | ] [Last ] 1| [Days v

Sever _ v]  Name Q&  Instance From Instance To Report Manager
RunstatusL  ~]  Distribution Status Save On Refresh

Process List Personalize | Find | View All | (21| [ First (4. 10of1 (» Last
Distribution .
Status Details

HEEED Run Date/Time Run Status

Select Instance  Seq. Process Type Name

RPT 1090 V_AP_GOVA_1099_ADMINISTRATOR WEZS’?QOZO”:O“OAM Success  Posted

User

13177969 PSJob Details

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

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

26- | pistribution Status field displays “Posted”.
Report Manager
| B  First (4 10f1 (» L
Run Status Ig::;igution Detail
Success Posted Detai
27, Click the Process Name link.

Personalize | Find | ViewAll | (2] 5 First (4 1of1 (b Last

Process List
Select Instance  Seq. Process Type ﬁ':::” User Run Date/Time Run Status g:;ﬁ:"““ Details
13177969 PSJob IRPT_mse I’__ﬁP_COW\_1099__&Dh—1lNlSTFU\TOR 122912020 NOB20AM 500055 Posted Details
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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 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.

= [13177972 - AP_APY1099 Success
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Step | Action
The Process Detail page refreshes.
Process Detalil
Help
Process
Instance 13177972 Type Application Engine
Name AP_APY1099 Description 1099 Report
Run Status Success Distribution Status Posted
Run Update Process
Run Contrel ID 1099PROCESS Hold Request
Location Server Queue Request
Server PSUNXA Cancel Request
Delete Request
R
ecurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 12/28/2020 11:09:36AM EST | S Transfer
Run Anytime After 12/29/2020 11:08:20AM EST Message Log View Locks
Began Process At 12/29/2020 11:10:45AM EST Batch Timings
Ended Process At 12/29/2020 11:10:58AM EST View Log/Trace
OK || cancel |
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_APY1099

Run Status Success

1099 Report
Distribution Details

Distribution Node finsit

File List

Name
AE_AP_APY1099_13177972.log
IRS_001_15100_13177972. TXT

Distribute To

ReportID 57725818 Process Instance 13177972

Process Type Application Engine

Expiration Date 01/28/2021

Datetime Created
12/2972020 11:10:58.510548AM EST
12/29/2020 11:10:58.510548AM EST

File Size (bytes)

Distribution ID Type *Distribution ID
User V_AP_COVA_1099_ADMINISTRATOR
\ Return |

Help

IRS_001_15100_13177972. TXT

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

on sending the file.

Save the file to your secure directory as file type Text (*.txt). This text file can then be uploaded
to the IRS FIRE Production System. 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 » > Suppliers~ > 1099/Global Withholding~ > 1099 Reporis v > Withhold 1099 Report Job

Withhold 1099 Report Job

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

Search Criteria

Search by: Run Control ID begins with|1099PROCESS

[ case Sensitive
Limit 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 || Adda New Value .

Search Criteria

Search by: Run Control ID begins withf ]

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 | Main Menu = » Suppliers = > 1099/Global Withholding ~ > 1099 Repords~ > Withhold 1099 Report Job
1099 Report PostiReportiCopy
1098 Report Post / Report / Copy B
Run Control ID 1099PROCESS Report Manager Process Monitor LD
Language
1099 Report Post
*Request ID: L1 Description: | 1089PROCESS
Process Frequency: | &hways Process ~ |
ReportID: US_REFPORT
Report Date: 01/13/2021 Include Manual Overrides
*Control SetlD: |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
@ an
O 1098-mMi SC, 1099-INT and 1098-G
) 1099-NEC
1099 Report Copy B Sort
Withhold Type: Supplier Select Option: [ Selsct All Suppliers ~ |
[ Mask TIN AP 1098 sort order: [ Supplier 1d Sort v |
Supplier Payees Personalize | Find | View [ (0] & First (4 10f1 (b Last
Supplier ID
1
(5] Save |[[a" Returnto Search |[1] Previousin List ||| MextinList |[[=] Notify % Add

4, 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

Help
UserID V_AP_COVA_1093_ADMINISTRATOR Run Control ID 1099PROCESS
Server Name b Run Date | 12/29/2020 [#4)
Recurrence v Run Time | 11:18:25AM Reset to Current Date/Time
Time Zone Q

Process List
Select Description Process Name Process Type *Type *Format Distribution

Withhold 1099 MISC Report APX1099 Bl Publisher [Web v |[PDF ~ | Distribution

Withhold 1098 NEC Report APX1098N Bl Publisher Web ~ | [PDF v | Distribution
] Run1st 1099 Post, Rpt, CopyB RPT 1099 PSJob [(None) ~|[(None) | Distribution

OK Cancel

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
{®3i | 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).

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 1099PROCESS Report Manager Process Monitor | Run_ |
Language@ I Process Instance:13177978,13177979 I
1099 Report Post
*Request ID; | Description: 1099PROCESS
Process Frequeney: [ Always Process v
8. Click the Process Monitor link.

Process Monitor
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Step | Action

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
UserID|V_AP_COVA 1]Q  Type | v [Last V] 1| [Days v [ Refresh |
Server Name @, Instance From Instance To

Report Manager

Run Status Distribution Status Save On Refresh

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

Select Instance  Seq. Process Type ::‘:1::55 User Run Date/Time Run Status Ié)::::ils:ution Details
13177979 Bl Publisher APX1099N V_AP_COVA 1099 ADMINISTRATOR [230/2020 120753PM g o055 posted Details
13177978 Bl Publisher APX1089 V_AP_COVA 1099 ADMINISTRATOR 12302020 1207:83PM g ceaes posteq Details

Go back to Withhold 1099 Report Job
([Fl save ||=1 Notity |

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 12072 ) 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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Step | Action

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

Favorites « Main Menu » > Suppliers » > 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 AL

Language| English

1099 Report Post
*Request ID: Description: 1099PROCESS

Process Frequency: |Always Process v
11. | Click the Report Manager link.
Report Manager
P——
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]| vl Instance | | to [ Refresh |
Name | Created On| ] i 1
Reports Personalize | Find | View All | (21 | [E3 First (4 1-40f4 (» Last
Report Report Description Folder Name g:;:;).ll_‘en:i:n Report ID ]:rs‘:;ziz
ﬁgi]gggm 4 APX1099N - APX1099N.PDF  General e 57725831 13177979
T e B o oo
ﬁgi]gggm 4 APX1099N - APX1099N.PDF  General s 57725827 13177977
e exonet B o oo

Go back to Withhold 1099 Report Job
[5] save

List | Explorer | 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.

Lastructions fer Reclpieat
Reslplest's avpaver beification swmber (T1N) o your prmostion, i form may shows sl he bt fons

gt of ywur soxial sevusey mamber (SSN), i idual ipayer adca

ideatification masber (ATIN), o amplayer adestification mambes (EIN) Howeves, tho payer has sepested yoat
cormplete TIN 10 B IRS.

Adosant nambr: lay k18 boos x eles migic i poe egned  cnguch You sccomt

sy be vad iddaah Whocld e dhe Lemeruction for

s.muom:mnnqw....‘ fidacianes. wmuwnmrwmmu\humc"‘muu

lise of et Lax setan

Farm 107MISC wllﬁu ‘-mun‘nﬂ-\ldhkﬂ\mwdulm ovatact the payer. I you camaat

B o o

Bax 1. Repont scsts {1mru.mnxm>.h\hk£|lwn o Hoames .wummsmu;e

1080 if you provided wgmificant sorvices 3 the lenacs, sold real evtase 31 & Bosinens, o reansd permsasl propety

a5 & husiness. See Puh 327,

s froen el nd patcrn ca Scbodale £ (Ferm 10900

Foport paymments for & werking issrest  explaned = the Schodale £ (Form 1088 imructions. Foe
tuyabies oo Desber. coul. and iren ove. soe Pob. $43

e dumapes. ladun guniog ok, ar other ecabl iacomn. Sce P, 525 1 s e o Do Incomne,
repan this smoast oa S<hedele € or § e ).

Bay 4, Shoves backup withbolding o0 wehdolding oo Indian gaming peolie Grunarally, o payer st baskoap
Wb i o i Yot TIN. See Foron W9 s Pub. 505 o e edarmtio, Ragut s e
08 your inceree tax ronas sa bk widibeld

B 5. Shows he smeunt Fond 10 you 6 2 i Bt crew meraber by e aperats. wh o v 80 b

Ban 7. I chechod. comsumer prosdacts dotling $3,000 oe e were 5ol 1o you foe testle, o0 & buy-sel.

e ctber buain. Geacrally, scpart sy isceess fioen your aale of thene prodacss os Scholele
€ (Ferm 1030)
Bos 3. Shows subutinte peymcass i lice of Svidends of Mi-evermpe steres seceivol by yeu bodker o your
Debalf ai 3 pevel of a lowmn of your securien. Report e the *“Orher iacoms® S of Schotide | (Forms 10300
B 9, Ropon i amosst o2 Schdule F (Form 100,
Bax 1. Shows d 2 il services. Report valy e bl pon
2 incene on yuat setarn
Bas 11, Shows S arecsnt of cacd you recorved for tha sale of £k if you sre i the wade or bosiases of canching
b
Ban 12, Moy dbow cusrcat yese deferal . $bied dcfersed
INQOC) plan that s aubjoct 0 the of soxrion GO s asy ]
year deferrals
Ban 13, 1 the FATCA fifing roquiresnces box i chockod, the payer in repocsing on s Fors 1099 1o satisfy s

s cosnt Teparing oquarement seder chapes & of the lanermad Revine Code, You oy alio have o filing
requencnt. Sz the bsmuctons o Feam 3974
ompesastion of excess goldon pasachists payca: sabject 1.3 M exciie tas. Seo

OB X retiem (ractions S0 whese ) fepart

15, Shows iacome 44 4 soncmpleyos wadcr an NODC plia St oes e excet the sequieancnts of scctivn
WA, Ay amsanet inchadod is borx 12 thet s curmendy tanable is abuo iacoded = this Sex. Report this srmesst as
o on your St rerurm. Thes i0come bs aba subyect % 2 subsuncal addawal ax % be reponiod on Foan
1040, 1840SR c¢ 1048-NR. Sos the isseructions Sat yous Lis setarn.
Banes 1688, Show st o ocal iceens s wikhhdfhos the ey

- o Schedule C (Form 1048 See P 154
oty s servry ecpant s Schedule C (Foern 1040

For e ¥ 1O9ALINC nd 4
iesaructions. such & lepslitans cnacted afics ey w 9 60 waw 3 gouFiorm IOPIALISC
Free Pl Prograes. Gt waw. s e Fmef et s oy quuily o et s fodrel ot poopersion,

©ilhng. il divect depoit o Py unss ot

E] CORRECTED (if ehecked)

FAVERS farit, s0et shbese, €Ty OF WOWTL, SEa0E OF PRIt SOy, Z1P OF Tmgn postal cooe, wd = OME No. 1565011
i
COMMONWEALTH OF VIRGINIA s Form 1099-MISC 2
DEPARTMENT OF TREASURY Rev. January 202¢) Mlscc"anco“s
101 N, 14TH STREET TRoyahio (Rev. wary 2024) .
L3l Information
s 000 =
RICHMOND. VA 2024
3 Ouex wome 4 Foderal imcosse n wiidald (-'OPV B
B04/225.2646 s 000 | s 000 For Reci N
PAVERESTIN RECTRENTS TIN N

TTiheng ot proceds € Sicdical i besth care paymeres

S 000 | S 0.00

RECTHINTS nasae T Payer madke drwet sabes & Subiutate payments i bew of
sotaling S50 o¢ srwe of dividenh of et This is important By

. Jeodects 1o nformation and is being
secgront fo seale s 000 | furnished s the IRS. Ifyou

—— [Ty y—n W0 Gros oo pand o8 abrmey | 1€ feguired 1o fike a retum.
sazes cgligence peashy or ocher

sanctwn may be imposed on

you if this incemse is taable
and the IRS determmnes that it
B2 Sextoon SMA Setormas. b not becn

$ 0.00 000

City ox lows, state or province, country, and ZIP or forciga postal cods TV P pareaned or resaie

s 000 | S 000

TSFATCA faiey | 14 Excows poldcs paemhute paymcats | 1S Noiqualificd deferved corpesassen
requeee

s 000 | S 0.00

16 S L Wkl

N CCon PammSer 1 aDUNACEs) T Staie Peyers e e THSUE oo
0.00 S 0.00

S

W . gov Form  OPIMISC

Form 1099-MISC (Rev. 1-2024)  (kewp for your records) Department of the Trcasery - Intermal Revenue Senvce

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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Step | Action

The 1099 Copy B displays.

Instructions lor Kecipient
You received this form instead of Form W-2 because the payer did not consider you an employec and
did mot withhold income tax or soczal securty and Medscare tax. withheld, you should make estimated tax psyments. See Form 1040-ES (or Form 1040-ES (NR)).

If you belicve you are an employee and cannol get the payer to correct this form, report the amoumt Endividuals must report these smounts 23 explained in these box | imstructions. Corporations,
shown in box 1 on the line for "Wages, salaries, tips. etc.” of Form 1040, 1040-SR, or 10M0-NR. You fiducianies, and partnerships must report these amounts on the sppropriate kine of their tax returns.
must also complete Form 8919 and attsch it 1o your retum. For more information, see Pub. 1779, Box 2. If checked, consumer products totaling $5.000 or more were sold to you for resale, on a buy-

Note: I you are receiving payments on which no income, social security, and Mcdicare taxes are

Independent Contractor or Employee scll, a deposit-commission, o¢ other basis, Generally, report any income from your sale of these

If you are not an employee but the amount in box | is not self-employment (SE) income (for products on Schedule C (Form 1040).
example. it is income from a sporadic activity or a hobby), report the amount shown in box 1 on the * Box 3. Reserved for future use
Other income” bne (on Schedule 1 (Form 1040)). Box 4. Shows backup withholding. A payer must backup withhold on certsin payments if you did not
Recipient's taxpayer identification number (TIN). For your protection, this form may show only the  give your TIN o the payer. See Form W-9, Request for Taxpeyer Identification Number and
last four dugits of your TIN (social secunty number (SSN). mdividual taxpayer identification number Certifs for on backup h e Include this amount on your mcome tax retum
(ITIN), adoption taxpayer identification sumber (ATIN), or employer identification aumber (EIN)). as tax withbeld
However, the issuer has reported your complete TIN to the IRS. Boxes $27.State income tax withheld reporting boxes.
Account number. Msy show an account or other unique number the payer assigned 1o & hyour  Future d For the latest information about developments related to Form 1099-NEC and
account. s instructions. such as legislation enacted after they were published. go to wiww irs
Box 1. Shows nonemployee compensation. If the amount i this box is SE mncome, report 2 on gov/Form 1099NEC
Schedule C or F (Form 1040) if a sole proprictor, or on Form 1065 and Schedule K-1 (Form 1065) if a Free File Program. Go to www.irs. gov/FreeFile 1o see if you qualify for no-cost online federal tax
partnership, and the recipient partner completes Schedule SE (Form 1040). preparation, e-filing. and direct deposat or payment optons.

D CORRECTED (if checked)

PAYER'S name, street nddecss. Cify o lowi, state of province. country, ZIP of forcigs. R N 1S
postal code, and telephone g0 OMB No. 1545-0116
COMMONWEALTH OF VIRGINIA -
OFFICE / STATE INSPECTOR GENERAL Feem 1099-NEC Nonemployee
101 N. 14TH STREET = .
7TH FLOOR Compensation
B (Rev. Janvary 2024)
RICHMOND, VA
For calendar year
804/625-3275 2024
PAVERSTIN RECTPIENTS TIN Is\nmu'.pkn\n' compensation (‘opy B
For Recipient
RECIPIENT'S name 2 Payer made darect sales totaling $5,000 or more of This 1s important tax
consumer products 1 recipient for resale D nformation and 1
bemng fumished 1o
the IRS. If you are
St ddeess aclading ot 20) PPl
3 penalty or other
sanction may be
imposed oa you if
City of own. state of province, country, and ZIP or foreign postal code 4 Federal income tax withheld this income is :ult
and the IRS
determines that it has
S 0.00 not been reported.
Accoust summbeor (o€ InMnactions ) § State tax withbedd & Stase Payer's state no. 7 Stase mcome
0.00 | VA/ S 0.00
S S S
Form 1099-NEC (Rev. 1-202¢) (kecp for your records) www.irs. gov. Form1 099N EC Department of the Treasury - Intermal Revenue 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 page displays with the Find an Existing Value tab displayed by default.

Favorites v I Main Menu v > Suppliersv > 1099/Global Withholding v > 1099 Reports v > Withholding Sent File

Withholding Sent File

‘ Find an Existing Value H Add a New Value ]

Run Control ID[WithholdingSentFile |

Add |

Find an Existing Value | Add a New Value

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

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 Withhold Sent page displays.

Favorites « ‘ Main Menu + > Suppliers» > 1099/Global Withholding» > 1099 Reports + > Withholding Sent Filg|

Withhold Sent

Run Control ID WithholdingSentFile Report Manager ~ Process Monitor =

Details
Request ID 1 Withholding Sent File
Process Frequency| Always M

Report ID US_REPORT
SetlD|STATE |Q

Control ID 15100 Q
[F] Save | |[ah Return to Search [=] Notify 'E“‘ Add #] Update/Display

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

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 SetID Look Up icon and select “STATE”.

seto[ Q4

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

Control ID| Qj
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Step | Action
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

franz=mission!

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

Yes Mo

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

Whatever selections were made in the Withholding Type Process Options section when the
IRS file was created will be marked as “Sent” when this process is run. The transactions marked
“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.

Process Scheduler Request
Help
UserID V_AP_COVA_1099_ADMINISTRATOR Run Control ID WithholdingSentFile
Server Name v Run Date | 12/30/2020 59
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
:ESave HEJ\?" Return to Search | |[=] Notify | [Eh Add || A Update/Display
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Step | Action

13. Click the Process Monitor link.

Process Monit0r||

The Process List page displays.

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

Personalize | Find | View All | (2] [ First (4' 10f1 (b Last
Distribution

Process List

Select Instance  Seq. Process Type :r::‘l::ss User Run Date/Time Run Status status 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 |

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.

== First (40 10f1 (b La

Distribution Details

Run Status Status

ISuccess Posted Details

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

o 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 = Main Menu = » Cardinal Inferfaces » > AP Interfaces » » 1089 Extract Interface

1099 Extract Interface

Find an Existing Value Add a New Value

Run Control 1D [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 10| 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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Action

The 1099 Extract Interface tab displays.

Favorites = ‘ Main Menu « > Cardinal Interfaces + > AP Interfaces v > 1099 Extract Interface

1099 Extract Interface

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

Process Request Parameters

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

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

*Control ID: 113600 Q
[5] Save |[[=]Notify || Refresh [ Add | 5] Update/Display
4, Enter or select the start date for 1099 reporting in the WH Declaration From Date field.
*WH Declaration From [34)
Date:
5. Enter or select the end date for 1099 reporting in the WH Declaration To Date field.
*WH Declaration To Date: m
6. Enter or select the Agency’s Control ID in the Control ID field.
*Control ID: e
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
Help|
UserlD v_AP_COVA_ 1099 ADMINISTRATOR Run Control ID 1099Extract
Server Name v Run Date [12/30/2020 [
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 |

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

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

| 1009 Extract Interface |

Run Control ID 1099Extract Report Manager  Process Monitor __Run

Process Instance: 13177982

Process Request Parameters

*WH Declaration From 01/01/20  [5{
Date:
*WH Declaration To Date:  12/31/20 |[3i]
*Control ID: 13600 Q,
|5] Save ||[=] Notify | i Refresh | |EL Add || 5] 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 > Cardinal Interfaces + > AP Interfaces + > 1099 Extract Interface > Process Monitor

Process List |

View Process Request For
User ID[V_AP_COVA 1Q Type | v [Last M 1| [Days ~ | Refresh \
Server Name Q_ Instance From Instance To

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 D:::Li:uﬂon Details
13177982 ’éﬁg}f:“"” V_APS73_INT V_AP_COVA_1099_ ADMINISTRATOR 12302020 406:59PM g co0q  pogteg Details

IGo back to 1099 Extract Interface
[5] Save ||[=] Notify |

Report Manager

10.

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

™ | Refresh I

Report Manager

Lad First (4 10f1 (» Last

Distribution

Run Status Status

Details

Success Posted Details

11.

Click the Details link.

Details

Details
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Step | Action

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

Process Detail
Help|
Process
Instance 13177982 Type Application Engine
Name V_AP973 INT Description 10899 Extract Interface
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID 1099Extract Hold Request
Location Server Queue Request
server PSUNXA Cancel Request
‘Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 12/30/2020 4:11:19PM EST Parameters Transfer
Run Anytime After 12/30/2020 4:06:59PM EST Message Log View Locks
Began Process At 12/30/2020 4:11:27PM EST Batch Timings
Ended Process At 12/30/2020 4:11:41PM EST View Log/Trace
OK Cancel

12. | Click the View Log/Trace link.

View Log/Trace

Rev 1/16/2025 Page 56 of 57




WCardinal Accounts Payable Job Aid
Ve

AP312B 1099 Processing

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 01/09/2021
File List
Name File Size (bytes) Datetime Created
13600_AP973_OUT_12302020_1611_001.DAT 52,213 12/30/2020 4:11:41.104644PM EST
AE_V_AP973_INT_13177982.log 170 12/30/2020 4:11:41.104644PM EST
Distribute To
Distribution ID Type *Distribution ID
User V_AP_COVA_1099_ADMINISTRATOR

Return

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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