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Manually Adding 1099 Information 1.0

Supplemental Job Aid

Date: 08/15/2014

Target Audience: Department 1099 Processor 

Purpose: This Supplemental Job Aid provides the instructions for adding 1099 information to the 1099 Withhold Adjustments page. This will record payments made outside of FI$Cal to vendors that are considered 1099 reportable. This will also record the necessary 1099 reportable information so that the vendor will receive a 1099. 

Manually Adding 1099 Information: 

[bookmark: _GoBack]Step 1: Navigate to the Adjust Withholding page:
· Navigation: Main Menu  Vendors  1099/Global Withholding  Maintain  Adjust Withholding
[image: H:\Job Aids\1099\1.PNG]


Step 2. On the Find an Existing Value tab, enter the following information:
· Vendor SetID: “STATE” 
· Vendor ID: Vendor number of the vendor for whom you are adjusting the 1099 withholdings 
Click the Search button.
[image: H:\Job Aids\1099\3.PNG]



Step 3: The Withhold Adjustments page is displayed.
[image: H:\Job Aids\1099\5.PNG] 
Step 4: On the Main Information tab, enter the following information to add withholding information to the vendor listed at the top of the page:
· Business Unit – “BU of user”
· Entity – “IRS”
· Type – Type of 1099 you are adjusting 
· 1099 – “1099 Miscellaneous”
· 1099I – “1099 Interest”
· 1099G – “1099 Government” 
· Jurisdiction – “FED”
· Class – Corresponds to the type of payment that is being recorded
· Rule – “RUL00”
[image: H:\Job Aids\1099\7.PNG]


Step 5: Click on the Transaction Info tab, enter the following information: 
· Paid Amount – Dollar amount being recorded
· Payment Date – Use either the actual date paid or the current date
· Declaration Date – Use the current date
[image: H:\Job Aids\1099\8.PNG]
Step 6: Click on the Adjustment Reason tab enter:
· Description – Description of the adjustment being recorded  
[image: H:\Job Aids\1099\10.PNG]

Step 7: Click the Save button at the bottom of the page.  
[image: H:\Job Aids\1099\11.PNG]
The record has been saved and the vendor now has 1099 entries recorded.
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