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Issuing Corrected/New 1099 2.0

Supplemental Job Aid

Date: 07/20/2016

Revision History
	Date
	Version
	Location
	Update Description

	07/20/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’.




Target Audience: Dept. 1099 Processor

Purpose: This Supplemental Job Aid provides the instructions for making adjustments to 1099 amounts in FI$Cal and then having the 1099 printed and mailed to the supplier. The adjustments can be either correcting previously reported amounts or adding new amounts to be reported.


Corrections to 1099 data in FI$Cal:
Step 1: Navigation: Main MenuSuppliers  1099/Global Withholding  Maintain  Adjust Withholding 
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Step 2: The Withhold Adjustments search page displays. Populate the following fields:
Supplier SetID: defaults to “STATE”
Supplier ID: <ID corresponding to Supplier that needs Withholding Adjustments>
Click the Search button.
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Step 3: After selecting the appropriate supplier from the search results, the Withholding Adjustment page displays. 
Populate the following valid parameters: 
· Enter the appropriate Business Unit: Department’s corresponding Business Unit.
· Click the Search button.
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Step 4: On the Withholding Adjustments page, enter the following information in the Adjustments Section: 

Main Information Tab:  
· Business Unit: <Department’s corresponding Business Unit>
· Entity: “IRS”
· Type: <1099 type [1099 (1099 Miscellaneous), 1099I (Interest), or 1099G (Government)]>
· Jurisdiction: “FED”
· Class: <The corresponding box number on the 1099 form>
· Rule: “RUL00”
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Transaction Info Tab:
· Basis Amt: <Withholding Amount>
· Liability Amt & Paid Amount: “0.00”
· Payment Date & Declaration Date: <Date should be any date in the current withholding year>
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Payment Information Tab:
Currency: “USD” (only currency used in FI$Cal)
Posted Date: <The Posted Date should be the date that the withholding transaction data gets written to the withholding table>
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Adjustment Reason Tab:
Creation Date: <Date should be any date in the current withholding year>
Description: <Any valid value related to the withholding entry>
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[bookmark: _GoBack]Step 5: After all adjustments are made, contact the FI$Cal Service Center and create a ticket to have the correct/new 1099 issued to the supplier.
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