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1. TASK 17 VERIFY CALENDAR YEAR PAYMENTS ARE POSTED
1.1. Overview

Before a college can begin processing 10996s for the previous
(verify) that all prior year calendar payments are posted in AlS. To do so, the college should run public
guery VX_AP_PYMNTS_UNPOSTED_THRU_DT in AI'S Producti on. The ¢

and APymnts Througho dat e.

1.2. Verify Calendar Year Payments ae Posted Run Public Query
VX_AP_PYMNTS_UNPOSTED_THRU_DT

Navigation: Reporting Tools, Query, Query Viewer

VCCS AIS8.9
user acceptance
[- Deal Management ;I
[ Risk Management
[» Financial Gateway
[> VAT and Intrastat
[> Excise and Sales TaxvAT Enter any information you have and click Search. Leave fields blank for a list of all values.
IND

[> Commitment Caontral “Search By: IQuery Mame 'l hegins with ||

[» General Ledger
[> Allocations Search
[ Statutory Reports _I Advanced Search
[> Set Up FinancialsiSupply
Chain
[» Enterprise Campanents
[> Government Resource
Directory
[» Background Processes
[ Wiorklist
[ Tree Manager
< Reporting Tools
= Query
— Query Manager

Query Viewer

— Schedule Guery

[ =TT RO TS
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Step. Action
1. Enter the query name in the Search By field
“Search By: |Query Name x| weginswith |
VCCS AIS8.9
user acceptance
[ Deal Managemeant ;I
[» Risk Management
[ Financial Gateway .
[ WAT and Intrastat Ouew Viewer
[ Excise and Sales TaxhAT Enter any information you have and click Search. Leave fields blank for a list of all values.
IND
[» Commitment Gontral “Search By: IGuer\y Mame vI begins with W _AP_PYMMTS _UNPOSTED_THRU_DT
[ General Ledger
P Allocations Searth | Advanced Search

[ Statutory Repors
[+ Set Up FinancialsfSupply
Chain
[+ Enterprise Components
[ Government Resource
Directary
[ Background Processes
[ Worklist
[ Tree Manager
= Reporting Tools
= Query
— Query Wanager

— Schedule Query

SN =T=T T P

Step. Action

2. Search |
Click —=11 ¢
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VCCS AIS8.9

user acceptance

> Deal Management

1> Risk Managemeant

[> Financial Gateway

[ VAT and Intrastat

[> Excise and Sales TawAT
IND

[> Commitment Control

1> General Ledger

[> Allocations

I Statutory Reports

[> Set Up Financial=iSupply
Chain

[> Enterprise Components

[ Gowernment Resource
Directory

[» Background Processes

[ Whinrklist

[» Tree Manager

[~ Reparting Tools

= Query
— Quen Manader

r
— Schedule Guery
[ PSinvision
[ Crystal Enterprise
— Report Manager
[ VCCS
[» PeopleTools
I Packaging

— Tay Center

Query Viewer

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

*Search By: IQuewName 'I begins with
Search | Advanced Search

Search Results

“Folder View: -- All Folders -- VI

WX _AP_PYMMTS_UNPOSTED_THRU_DT

Query Name Descril 1

Add to
Favorites

Owner Folder Bunto oo qule

VH_AP_PYMNTS_UNPOSTED_THRU_DT AP Pymnts unposted by college Fublic Schedule Favorite

Step.

Action

Run the query to HTML

Run to
HTML

HTmML

Run to
Excel

Eucel

or to Excel by clicking on either link.
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B9uact.vccs.edu/psc/ps_2/EMPLOYEE/ERP /q/?ICAction=ICOryNamelRL=PUBLIC.¥X_ AP - | EI|1|

File Edit Wiew Favorites Tools  Help | o

L
H eBack - -\_) - |ﬂ @ ‘_h | /:) Search ﬂ'{Favorites €‘3| <] = ; lJ_)-I - _J ﬁ ‘:’i

'| Address |i&] htepss) finsouact. vees edufpscips_2/EMPLOYEE/ERPjq/7ICACtion=ICQryNameLRL=PUBLLC vx_aP_PyiTs_unpo > | Y & |Links =

@ -
| VX_AP_PYMNTS_UNPOSTED_THRU_DT - AP Pymnts unposted by college -l

College: ||
Pymnts Through: I El
Yiew Results |

AP Remit -
Payment | Payment Payment | _ Payment - Remi .. |Remitti
I SetlD M Account Action | Method Reference . Statu Date Bu e ss | Voucher Vs?:t(l S Vind catio Addr

Step. Action

4. A new window will appear prompting the user for:

College: I
Pymnts Through: I [

5.
[College: | i

Enter your coll eget¢ . o ,|,,,, o opompt Uni t

6. Enter12/31/xxxx (last date of prior calendar year)n the
nts Th h:|
Fymits Throug £ prompt.
Virginia Community College System AIS 1099 Training
9
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=]
File Edit %iew Favorites Tools  Help | i ,'
eBack - -J - \ﬂ @ _;j | /__) Search “5:"( Favorites €}| < - :\?_ l)_;.| - _J ﬁ '3

Address Iﬁj https:.f,l'FinBQuact.\-'ccs.edu,l'psc,l'ps_SIEMPLO\‘EE,I'ERP,I'q,I'?ICActi0n=ICerNameURL=PUBLIC.VX_AP_P\"MNTS_UNPOj Go |Links = @ -
VX_AP_PYMNTS_UNPOSTED_THRU_DT - AP Pymnts unposted by college 1=

College: ITC 295
Pymnts Through: |1 213172007 [31)

Yiew Results |

AP Remit . L
Payment | Payment Payment ment _ Remit mitti
e o 2 g e

Step. Action

7. View Results |

Click

8.| If all payments for the previous calendar year for your college have been posted, you will receive
messag®&o Matching Values Were Found

Once your college verifies that all payments for the prior calendar year are posted, you may
proceed to Task 2 for 1099 Processing and skip Steps 9 & 10 of Task 1 below.

Mo matching values were found.

AP Remit . o
Payment | Payment Payment Payment - Remit _.._|Remitti
Iﬁﬁw Action | Method G Status M Date B“flll'::ss [T VE‘?:t(Iil‘)H Vndr LT Addr

Virginia Community College System AIS 1099 Training
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B9uact.vccs.edu/psc/ps_3/EMPLOYEE/ERP/q,/?ICQryName=%%_AP_PYMNTS_UNPOSTED

File  Edit “iew Favorites

=]
Taools  Help

| o
eBack - -J - \ﬂ @ _;j | /__) Search ‘5:"( Favarites €3| [_'\'v .,___\?_ l)_)] - _J ﬁ 'ﬁ

Address I@ https:;’,l'FinSQuact.vccs.edu,l'psc,l'ps_S,I'EMPLO\"EE,I'ERP,I'q,l'?ICerName=\u'><_AP_PYMNTS_UNPOSTED_THRU_DT&ICDuj Go | Links ** @ -
VX_AP_PYMNTS_UNPOSTED_THRU_DT - AP Pymnts unposted by college

=l
College: ITC‘295

Pymnts Through: |1 231/2007 [5]
Wiew Results |

Mo matching values were found.

AP Remit . L
Payment | Payment Payment|_. Payment . Remit | Remitti
IMHM Action | Method Reference Status Status Date Bualllllit:ss Voucher V:élttligr Vindr Location Addr

Step. Action

If all payments for the previous calendar year for your college have not been poste
query will return all payments that have not yet been postetiéqurevious calendar
year.

Virginia Community College System

AIS 1099 Training
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:/ /finB9uact.vces.edu/psc/ps_3/EMPLOYEE/ERP /q/?ICQryName=¥X_AP PYMNTS_UNPOSTE _ O] x|
File Edit ‘Wiew Favorites Tools Help | L

I
O Back = -\_) v \ﬂ @ : ;j | /-__\-' Search \j"\'( Favorites {‘3 | = L__f ] - _J ﬂ ﬁ
Address Iéj https:,l’,l’Fintuact.\-'ccs.edu.l’psc,l’ps_S,l’EMPLO\"EE,l’ERP,l’q,l’?ICQryName=VX_AP_PVMNTS_UNPOSTED_THRU_DT&ICDuj Go | Links **
VX_AP_PYMNTS_UNPOSTED_THRU_DT - AP Pymnts unposted by college

College: |E8284
Pymnts Through: |1 213112007 [5]
Yiew Results | i

) -

-

Download results in . Excel SpreadSheet CSWTextFile (25 kb)

Remit
Pam'nent Payment Payment Payment
| MM e s |

E5284|MPB (0086 E:;;rgn? 008200 |Paid  |Unposted |07/03/2007 |284BK  |0008200 |ES284 0000000208 |0
2 |ES284|MPB |002E Eg;;r:nf MaM o 009204 ;am/ Unposted |07/ 6/2007 |2848K 0008201 |ES284 00000003420
3 |Es284 |MPB |00G6 E:;;rgn? MAN DW/ Paid  |Unposted |07/ 82007 |284BK (0008202 |ES284 0000000055 |0
4 |ES284|MPB (002G E:;;rgn? MaN (008203 |Paid  |Unposted|07/17/2007 | 284BK  |ESBKS03|ES284 |0000000044)0

Status = Unpost

Step. Action
10. If the query returns results for payments in the prior calendar year not posted, you
open an AI'S, AP, Functional |l ssue Tr a

Fiscal Srvices will advise you at this point on getting the payments posted.

You may not proceed to Task 2 for 1099 Processing until you have verified that all
payments for the prior calendar year have been posted.

11. End Task.

Virginia Community College System AIS 1099 Training
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2. TASK 27 RUN POSTWITHHOLDING PROCESSTHROUGH DECEMBER
31, 2XXX (PRIOR CALENDAR YEAR )

2.1. Overview

You must post the withholding transactions using the Withholding Posting Application Engine process
(AP_WTHD) before you can create withholding reports. Posting withholding combines thevand
payment information in withholding transaction tables. The system uses these tables to generate the
withholding reports.

2.2. Run Post Withholding Process through December 31, 2xxxx (Prior Calendar Year)
Navigation: Vendors, 1099Global Withholding , Maintain, Post Withholdings

Virginia Community College System AIS 1099 Training
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VOgAlEY
development

Search: =l

b My Favorites Past Withholdings

[ Supplier Cantracts Enter any inforration you have and click Search. Leave fields blank for a list of all values.
[ Customers

I Partners / Find an Existing Value " Add a New Value

[ Products

[» Catalog Management

[ Promatians Run Control ID:| begins with j|

[» Customer Contracts .

[ Order Management I case Sensitive

[ Pricing Configuration

I Custamer Retums Search | Clear | Basic Search [E) Save Search Criteria
[+ ltems

[» Cost Accounting -

= Yendars Find an Existing Yalue | Add a Mew Value

[ ¥endor Information
= 1099/Global Withhalding
= Maintain

— AdjustWithholding
— Adjust Period
Accurmnulation
— Update Wendar
Withholdings
— LUpdate “YoucherLine
Withholding
— Update Withholdings
[ Review
[ General Reports

Step. Action

1. . /—\‘
Click Add a Mew Walue tab

Virginia Community College System AIS 1099 Training
14
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VCCS AIS8.9 —
development
[Merw &
Search:
©)

|»

I My Favorites Post Withholdings

[» Supplier Contracts
[ Customers JEind an Existing Value | Add a New Value

[ Catalog Management Run Control ID:

[ Pramaotions
[> Customer Contracts
[+ Order Management
[+ Pricing Configuration
I Customer Returns Find an Existing Value | Add a Mew Value
[ lterms
[» Cost Accounting —
= Vendors

[ Wendor Infarmation

= 1099/Glaobal Withhalding

= Maintain

Add

Withholdings

— Adjust Withhalding
— Adjust Period
Accummulation

— llndata Vandnr

Step. Action

2. Enter a Run Control ID:

Run Control ID: |F'OST_WITHHOLDINGS

Add
Click

Virginia Community College System AIS 1099 Training
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VCCS AIS8.9

development

Search:
®

[ My Favorites
[ Supplier Contracts
[ Customers
[ Partners
[ Products
[» Catalog Management
[ Promations
[ Customer Contracts
[» Order Management
[ Pricing Configuration
[ Customer Returns
[ ltems
[ Cost Accounting
=endors
I Wendar Information
= 1099iGIobal Withhalding
= Maintain
holdings
— AdjustWithholding
— Adjust Period
Accumulation
— Update Yendar
Withholdings
— Update Youcherline
Withhalding
— Update Withholdings
[> Review

|»

I Fanars | Bamnre

Withhold Transaction Post

Run Control ID:

POST_WITHHOLDINGS

Report Manager

Process Monitor

Home

‘Request ID: I

Description: I

‘Process Frequency: | Dont Run

‘Post Option:

“Through Date:

Business Unils

| Paost All Transactions

014082008 [

Lef L+

First [4] 1 of 1 [ Last

Include
=

‘Business Unit

B save Motify

Description

Please continue tatep #4 belowhowingthea ppr opr i at e
you accidentallyleave the posbption defaultedt o
data. Please allow each college to post their own data!

APost

Al

M
Run
=]
E-rAddl UpdatefD\splavl
Post Option of

T r post allaallege on s O

Virginia Community College System
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Step. Action
4, Enter data into the fields listed in the below table:
Field /Button Name Values
Request ID Pog
Description Post Withholdings

Process Frequency

Post OptioIMPORTANT: Post by

Business Unit)

Post by Busin

Through Date

12/31/xxxx (Prior Calendar Year)

VCCS AIS8.9

development

Search:
®

[+ My Favorites

[ Bupplier Contracts

[ Customers

[> Partners

[ Products

[ Catalog Managernent

[> Prarnaotions

[» Gustomer Contracts

[> Order Managemant

[ Pricing Configuration

[> Customer Returns

[» ltems

[ Cost Accounting

= Wendors

I Wendar Information

= 1038/Glabal Withholding
= Maintail

thholdings
— AdjustWithholding
— Adjust Period
Accumulatian
- Update Yendar
Withholdings
— Update “oucherline

Withholding

Withhold Transaction Post

Run ControlID:  POST_WITHHOLDINGS Report Manager  Process Monitor Run
‘Request ID: IPOST Description: |[F 05T WITHHOLDINGS

‘Process Frequency: INWEYS Process j

‘Past Option: |F05t by Business Unit =

T “Thwough Date: [TzratizonT

Business Units c ize | Find First (4] 1 cf 1 [F] Last
Include ‘Business Unit Description

2 Q [ =

B Save | [ Natify | (B Update/Display

Virginia Community College System AIS 1099 Training
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Step. Action

5. IntheBusinessUnits ect i on enter your

rows until each AP Business Unit for your college is listed.

Business Units

Include ‘Business Unit Description

3 | Q

col | eg mgeting A

VCCS AIS8.9

development

Search:

®

b My Favorites Withhold Transaction Post
[ Bupplier Contracts

[> Customers
[ Parthers Run ControlID:  POST_WITHHOLDINGS Eeport anacer
[> Products

[ Catalog Management
[ Promaotions

Run

Process Monitar

[» Customer Contracts *Request ID: |F‘OST Descrimion:IPOST VITHHOLDINGS
[ Order Managerment

[ Pricing Canfiguration *Process Frequency: |A|WEVS Process ﬂ

[ Customer Returns - -

b iz *Post Option: | Post by Business Unit ﬂ

[> Cost Accountin —

S Vendors ¢ “Through Date: 123112007 [

[ Wendor Information
<7 1099Global Withholding

Business Unils

= Maintain Include H Description
— Ad usthhmdmg ~ Wo\ Central ¥irginia Federal Aid E|
7%% = IMO\ CY Local General Dishursement =
_W =2 lﬁo\ Central Yirginia =

— Update Voucherline

Withholding Notify Esned | B UpdateDisplay
— Update withholdings _I _I _I

[ Review
[» General Reports
[ 1099 Reports

[

Step. Action

6.
B s
Click CEQ

Virginia Community College System
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Step. Action

7. Run

Click

VCCS AIS8.9

development

New Wined

[~ Vendors
[ Wendor Infarmation

= 10990G1obal Withhalding

= Maintal

olr
— Adjust Withholding [o]'3 Cancel
— Adjust Period
Accurnulation
— Update Wendar
Withholdings

— Update VoucherLine
Whfithbmldine

Search: =1
b by Favoritas Process Scheduler Request

[ Bupplier Caontracts

I Customers User ID: FEDDINGTON Run Control ID: FOST_WITHHOLDINGS

[» Partners

b Products Server Name: I -] i ate: 01/08/2008 el

[ Catalog Management "

I Promations Recurrence: =l Run Time: 12:46:36PM Resetto Current DateiTime

[» Customer Contracts

[ Order Management

> Pricing Configuration

[ Customer Returns Select Description Process Name Tupe ‘Format Di:
[ ltems = =

b st Accounting | I Wiithholding Posting AP_WTHD Application Engine |Web J |T><T J Distribution

Step. Action

oK
Click

You will be taken back to the Withhold Transaction Post Process Request Page.
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VCCS AIS8.9

development

Search: =

1> W {FETENiES Withhold Transaction Post
[> Supplier Contracts

[ Customers
[ Partners Run Control ID:  POST_WITHHOLDINGS ReporiManager  Process Maonitor U
[ Products

> Catalog Management
[ Prormations

Process Instance: 70718

[ Customer Contracts ‘Request ID: IPOET Descripti :|POET WITHHOLDINGS
[> Order Management

[> Pricing Configuration ‘Process Frequency: | AlWays Process =l

1> Customer Returns - -

b terms *Post Option: | Past by Business Unit j

[> Cost Accountin —

- endars g *Through Date: 12/31/2007 [+

[>vendor Information
= 109%Glohal Withholding
=~ Maintain

— adjustWithholding 2 |292FA @ Central Virginia Federal Aid [=]

7??&?5;%: 2 IZEZLC Q¥ Local General Dishursement =

— Update Yendar v ft=fi ¥
Withholdings F [z8257 /@ central virginia =

— Update YoucherLine

Withholding B Save | [=] Motify Add | | UpdateDisplay
— Update Withholdings _I _I _I

[ Review

[ General Reports
(- 1099 Reports

Step. Action

Click the Frocess Monitor link to be taken to the process monitor.
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VCCS AIS8.9

development

Search: =

> My Favarites Process List \{_Server List

> Supplier Cantracts
[» Customers

R D User ID: [PECOINGTON @, Type: Twast: [ [Dare =]_Refissh |

[> Catalog Managermeant Server: | ﬂ Name: | Q Inslance:l to |
> Promotions Run ~| Distribution - i
[» Custamer Contracts Status: I J Status I J ¥ Save On Refresh

[: Order Management
> Pricing Conflguration

[ Customer Returns Process
q. v i
& Hems Select Instance Seq. Process Type Name User Run Date Time Run Status Status
v Susé““”“m‘”ﬂ — - ronie Application Engine AP_\WTHD PEDDINGTON D1/08/2008 1 245:36F M EST Success  Posted  Details
o Vendors

[ Vendor Infarmation
= 1088/Global Withholding
= Mainta

holdi
— AdjustWithholding
— Adjust Period
Accurnulation
— Lipdate Yendor
Withholdings
— Update Voucherline
Withhalding
- Update Withholdings & save | | [=] natity
[ Review .
[> General Reports Process List| Server List
[> 1099 Reports
[ Glohal Withhalding
Reports
[ Califarnia EDD

Go back to PostWithholdings

Step. Action

10.

Refrash
Click the:| push button occasionally until the process AP_WTHD has a run status
Success.
Process

Select Instance Seq. Process Type Name User Bun Date Time Bun Status
] 0718 Application Engine AFP_WTHD PEDDIMNGTON 01/08/2008 12:46:36PM EST Success
11.| End Task.
Virginia Community College System AIS 1099 Training
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3. TASK 37 RUN WITHHOLD CONTROL REP ORT (PRE-UPDATES)

3.1. Overview

TheWithholding Control Reprt (APY3012)is an optional repothat enables you to track withholding

activity. Run the Withhold Control Repaafter you have run Post Withholdings (i.e. Task 2) lagfdre

you make updates/adjustments/corrections to 1099 applicable vouchers/veridihvesnaagain once you

have completed your 1099 updates. The Withhold Control Report lists 1099 reportable vendors/vouchers
within a specified date range by Accounts Payable Business Unit.

3.2. Run Withhold Control Report (pre -updates)
Navigation: Vendors, 1®9/Global Withholding, General Reports, Withhold Control Report

VCCS AIS8.9

development

[> Products ;I
I Catalog Management
E E’UTU"U”% ot Withhold Control Report
> Oruc‘lse?h:l]:rr}a;:rr:ae;ts Enter any information you have and click Search. Leave fields blank for a list of all walues,
[» Pricing Configuration
& Customer Returns { Find an Existing Value {_ Add a NewValue
[ tems
[» Cost Accounting
=~ Vendors
[ Wendor Infarmation
= 1099/GIobal Withholding
[> Maintain
[> Review Search | Clear | Basic Search Save Search Criteria
= General Repors

— thd Youcherlend
W Find an Existing Walue | Add a New Yalue

Run Control ID: | begins with ~ | [

[ case Sensitive

[ 1099 Repaorts
[> Global Withhaolding
Repors

[> Califarnia EDD

[> Central Contractor
Registry

[» Purchasing

[> Sourcing

[» Engineering

[> Manufacturing Definitions
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Step. Action

1. i ﬂ_‘ldaNm\'WluE i

Click ——___ tabh.

wgaEy ..
development
[Menu &

[> Products ;I
[» Catalog Management
I Pramotians Withhold Control Report
[> Customer Contracts
[= Order Management

> Pricing Ganfiguration f FEind an Existing Value i Add a New Value \'.

[> Customer Returns

I lterns ; Run Control ID: |
[ Cost Accounting

= Yendors

[ Vendor Information Add
= 1099/Global Withhalding
[> Maintain
[ Review Find an Existing Yalue | Add a Mew Value
- General Reports
— Withd Youchertfendar
Mismatch

Report

[- 1089 Reports
[+ Glabal Withholding
Reports

Step. Action

2. Enter Run Control ID:

Run Control ID: |WITHHOLD_CONTROL_REPORT|

3 Click —2__|
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VCCS AIS8.9

development

[ Products
- Catalog Management
[ Promotions
1> Cugtormer Contracts
> Order Management
[+ Pricing Configuration
1> Customer Returns
[ ltems
[- Cost Accounting
= Yendaors
[> Wendor Information
=7 10849/51abal Withhalding
[ Maintain
[ Review
= General Reports
= withd Youcheri/endor

[> 1099 Repats
[> Global Withholding
Reports
[> Califarnia EDD
[> Central Contractor
Registry
1> Purchasing
I Sourcing
> Engineering
[ Manufacturing Definitions
1> Production Control
[> Configuration hodeler
[ Product Configurations

=

Withholding Control Report

Run Control ID:

Setid:
Control ID:
From Date:

Through Date:

WilTHHOLD_CONTROL_REFORT

[ a
[ &
[ormarzme 5
a0 &

& Save | [ Motity |

Report Manager  Process Monitor

Home:

[ bid UpdateDisplay

Step.

Action

4. Enter the following data into the fields listed in the below table:

Field /Button Name Values
SetID Your coll egebs S
Control ID Your collegeds f
From Date: 1/1/xxxx (Prior Calendar Year)

Through Date

12/31/xxxx (Prior Calendar Year)
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VCCS AISS 9

development

= General Reports B |
= Withd YoucherVendor )
tismatch

Withholding Control Report

I 1099 Reports
> Global Withholding Run Control ID:  WITHHOLD_GONTROL_REPGRT ReportManager Process Monitor

Run

Reports
[> California EDD
[ Central Contractor

Registry
[» Purchasing
[> Sourcing Setid: cv292 O
[ Engineeting
[ Manufacturing Definitions Control ID: 541268278 |
[> Production Conirol
I Configuration Modeler From Date: 011012007 [+
[> Product Configurations . e
& Quality Through Date: 12i3152007 Eﬂ

[» Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[> Grants

[> Program Management
[ Proposal Management —
[> Maintenance Management i .

[» Resource Management EI w' ﬂl £ UpieteiDisplay
[» Lease Administration

Step. Action

You will be taken to the processhedugr request page.
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VCCS AIS8.9

development

< General Repors -] Ne
— Wihd Youcherendor
Process Scheduler Request
ort
=l User ID: PEDDINGTON Run Control ID: WITHHOLD_CONTROL_REPORT
[> 1099 Reports
[ Global Withholding
Reports Server Name: I_:Iv Run Date: 0140872008 e
[ Calif EDD = N " i
b Cg;ﬁ;?gm"mm Recurrence: | =l Run Time: S:37:01PM Resetto Current Datefime
Ragistry Time Zone: I Q
e
[> Sourcing — ———
> Engineering Select Description Process Name Process Tvpe Tvpe ‘Format Distribution
[~ Manufacturing Definitions [V wiithholding Gontrol Report APYI012- Crystal Weh 'I IPDF ~ | Distribution
[ Production Contral
I Configuration Modeler
[ Product Configurations
[ Quality
(> Demand Planning
[+ Inventary Palicy Planning
I Supply Flanning 0K Cancel
> Grants _I _I
[+ Program Management
> Proposal Management —
(- Maintenance Management
Step. Action
Server Name: Click down arrow and select PSNT.
) Ok I
Click
You will be taken back to the Withholding Control Report Page.
Virginia Community College System AIS 1099 Training
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VCCS AIS8.9

development

< General Reports =] Mew Window | Help
— Withd Vaucher/endor
M\smamh

d Control Withholding Control Report

[- 1093 Reports

4 g:;:gv'mhmm"g Run Control ID:  WITHHOLD_CONTROL_REPORT Eeport Manager Process Monitor Run
b CEliEgi E0D Process Instance: 70731
[ Gentral Contractor
Registry
- Purchasing
[ Sourcing Setid: Cw2ea2 O
(- Engineering |
[> Manufacturing Definitions Control ID: 541266278 QL
[ Production Contral
© Canfiguration Modeler From Date: 01/01/2007
- Product Conflaurations .
& Quality Through Date: 1213172007
- Demand Planning
[+ Inventory Policy Planning
- Supply Planning
[ Grants
- Program Management

> Proposal Management |-
P Maintenance Managerment & save | | [Z] Natity Ebact | | B Updste/Display
> Resource Management

[ Lease Administration
[ Stafiing

[ Travel and Expenses

Step. Action

Click the ~“""* link

VCCS AIS8.9

development

= General Reparts
— withd Youchertendaor
Mismatch f

List Y Explorer J Administration j Archives |

[> 1089 Reports

[+ 3lobal ¥Withholding Folder:l_'l Instance: o Refresh |
Name: | Created On: B rasu[ 1 [Das =

Repaorts
[ Califarnia EDD
[ Central Contractor

Registry

[ Purchasing - Completion Report Process

E Eou.mng. Report Report Description Eolder Name DateTime m Instance
ngineering

[> Manufacturing Definitions 1 APYI012- WO GEREL General 01/08/08 5:39FM BA792 TOVN

o Deadnetinn Manteal REPORT
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Action
Step.
10. Click the."mminlsmnn ) tab
VCCS AIS8.9
development
= General Reports -]

— Withd Youcheriendar
hiistnatch |'(

List " Ewplorer | Administration | Archives

[- 1059 Reports

g : < : ~| Refresh
b Glabal Withholding UseriD:  [PEDDINGTON | Type: | =] Last: |_1|Days ] Refres |

Reports Status: f =l Fower:| | mstance: | to: |
[> Califarnia EDD
[ Central Contractor i H 1-4 of 4 ™ Last
Registry
[ Purchasing Select FHGIM mﬁnce Description Request Date Time Format Status Details
[> Sourcing —
> Engineering r §5792 70731  Withholding Control Report 0 /02/2008 Atrobat  pocted Details
[> Manufacturing Definitions 5.38:57FM (".pdf)
Action
Step.

11. i Refresh I i . winthholding Contral Report i .
Click the ———push button occasionally until tl report link is
active.

12. ) Withholding Control Reporl )

Click on the link to view the report.
Virginia Community College System AIS 1099 Training

28

Version 14




. s AIS Training Materials
?
\z)Vlrglmas
Community Colleges

AIS Implementation Project

4 adobe Acrobat Professional - [PeapleSoft: Tax Codes (APY0007)] _1®(x
. Fie Edt iew Document Tools Advanced Window Help -8 x|

P Fopen @ [ save

= Pt (B Emar ) searc
[

ReportiD:  APY3012 PeopleSoft Accounts Payable Page No. 1
'VENDOR WITHHOLDING BALANCES CONTROL REPORT Run Date 1/812008
Run Time 5:39:53PM

7 createpor - ) Review & Commert + () Secure - ZSlgn - [ &) Adverced Eeting -

J T select Tt =

=

[ Froes f Layers | Sonstures ff Bookmarks

Business Unit: 2921C
Vendor ID: Cv2e2 0000000783 ANN KOSTAL Location: 0000000001 LOCATION 1
Currency: usD
Entity: Internal Revenue Service
T o s o o R
N N 0.00
e
Vendor Address: ANNIE'S CATERING
134 WALTON DRIVE
LYNCHBURG
VA 24502
United States
Type: 1099 1098 Withhalding
# Jurisdiction: FED Federal Basis Ameurt Lianiity Amount Paid Amount
g Class: g Hon-Emplayee Compensation 26460 0.00 0.00
& Total for Entity IRS: 284.60 0.00 0.00
Report Field Description
Business Unit AP Business Unit
Vendor ID/Name Vendor ID/Name
Location Vendor Location
Entity (taxable authority) Internal Revenue Service
Name Control First 4characters of
Virginia Community College System AIS 1099 Training
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4. TASK 47 RUN POTENTIAL 1099 ACCOUNT REPORT WITH D ATE RANGE
OF 1/1/2XXXX THRU 12/31/2XXX (PRIOR CALENDAR YEAR))

4.1. Overview

The AIS Potential 1099 Accounts Report replaces the FRS Potential 1§89 Obdes Report. This

report lists all payments for a GL Business Unit (college) within a specified date range. The report is used
to reviewand identifypayments to vendors that could potentially be 1888licable paymentsThe

report is run for th@reviouscalendar year (i.e. 1/1/2007 through 12/31/2007).

The AIS Potential 1099 Accounts Reports also includes relevant AIS 1099 information that your college
will need to help you determine updates that might need to beimad® to vendors or indidual
voucher lines as you prepare your data for 1099 processing.

4.2. Run Potential 1099 Account Report with Date Range of 1/1/2xxxx through 12/31/xxxx
(Prior Calendar Year)

Navigation: VCCS, VCCS Reports,Selected Potential 1099 Accts
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VECS ATSSs
c!evelopxneﬂr

[> Reporting Tools ;I
WCCE
[> Asset Managernent VX_1099A
b CARS ME”“ Enter any information you have and click Search. Leave fields blank for a list of all values.
[- Depasits Menu
[» Dishursements

b CIPPS Intarface { Find an Existing Value {_ Add a MNew Valug
[ Budgets
I ¥CCS PCard Run Control ID:|begins withjl
= WCCS Reports

— AP Report Parameters " case Sensitive

— CARS Additional Recan

Eeports
— Cash Report by Bank Search | Claar | Basic Search [E) Save Search Criteria

— Delete Trace Files

—Load CC TRAWS EC

— Pitd Report

— Bun AP Reports

— Accounting Feed Daily
Cyile

— Dept Staternent &
Summary Rt

— FBMOS2 Responsibility
ot

Find an Existing Value | Add 3 Mew Value

—WAGLADZS Anency List
Summary

— AP Daily Diagnostic
Eeport

— GL Daily Diagnostic
Eeports

— Daily Woucher Redister

[ %G8 Security i

Step. Action
1. . ‘q Add a Mew Walue
Click
Virginia Community College System AIS 1099 Training

31

Version 14




OVirginia’s
Community Colleges

AlS Implementation Project

AIS Training Materials

— CARS Additional Recon
Eeports

— Cash Report by Bank

— Delete Trace Files

—Load CC TRANS EC

— B Report

— Bun AP Reports

— Accounting Feed Daily
Cytle

— Dept Staternent &
Summary Ryt

— EBM092 Responsibility
Rnt

— WHGLADZS Anency List
Summary

— AP Daily Diagnostic
Eeport

— GL Daily Diagnostic

Find an Existing Yalue | Add a Mew Value

VCCS AIS8.9
development
[» Reporting Tools ;I
- WCCE
[» Asset Management VX 10994
[ CARS Menu -
[> Deposits Menu - rm
L Dishursaments [ Eind an Bxisfing Value { AddaNew Value
[> CIPPS Interface
I Budgets Run Control ID:
[ WCCS PCard
= W(CCE Reports
— AP Report Parameters Add

Step. Action
2.
Run Control I0: |POTENTIAL_1098_ACCOUNTS|
Enter Run Contrc. .
3.
. Add
Click
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VCCS AIS8.9

development

[» Repotting Toals =
=WCCE

I Asget Management { VX Run 1099a

[ CARS Menu

" [DERIEHS iy Run Control ID:  POTENTIAL_1089_ACCOUNTS ReportManager  Process Monitor _ RU0
[> Dishursements

[> CIPPS Interface Language: English
[ Budgets
[ VCCS PCard
= WCCS Reports
— AP Report Parameters

— CARS Additional Recan
Reparts ‘Business Unit Q
— Cash Report by Bank
- Delete Trace Files
o2 O TRANS EC ‘From Payment Date  [01r11/2008 [5)
-~ PIM Report
— Bun AP Reporis
— Accounting Feed Dail “To Payment Date 01/11i2008 [
Cycle

— Dept Staternent &
Summary Rot

— EBMO92 Responsibility

— WHGLADZE Agency List B Save | [=] Motify S tcid | UpciateiDisplay

Surnmary
— AP Daily Diagnostic
Report
— GL Daily Diagnostic
Reports
— Daily Voucher Reaister
[» VC T8 Security
[> General Processes

Step. Action
4. Enter data into the fields listed in the below table:
Virginia Community College System AIS 1099 Training
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___mRmee [ s

Business Unit

Your Col |
Business Unit

egeods

G

From Payment Date

1/1/xxxx (Prevous Calendar Year)

To Payment Date

12/31/xxxx (Previous Calendar Year

VCCS AIS8.9

development

[> Reporting Toals
= YCCS
[ Asset Management
[» CARS Menu
> Depogits Menu
[> Dishursements
[» CIPPS Interface
[ Budgets
[ WCGS PCard
=WCZCS Reports
- AP Report Parameters
— CARS Additional Recon
Repors
— Cash Repart by Bank
— Delete Trace Files
—Load CC TRAMS EC
— PiM Feport
— Run AP Reportts
— Accounting Feed Daily
Cycle
— Dept Staternent &
Surnmary Rpt
— EBMO092 Responsibility
it

—WHGLADZY Anency List
Summary

— AP Daily Diagnostic
Eeport

= GL Daily Diagnostic
Eeports

{ VxRun 1099a
Run Control Il POTEMTIAL_1093_ACCOUNTS Eeport Manager Process Monitor
Language: English

Report Request Parameters

‘Business Unit

oy293 Q

‘From Payment Date  [1/1/07 El
“To Payment Date 12631007 [E)

Home

B save | [=] Matify

Run

B add | £ UpdiateDisplay

Step.

Action

5.
=
ok 25
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Step. Action
6. Run
Click
You will be taken to the process scheduler request page.
VCCS AIS8.9

development

Home

[> Reporting Tools ;I
= vVCCs
[> Asset Management Process Scheduler Request
[ CARS Menu
[> Deposits Menu User ID: PEDDINGTOM Run Control ID: POTENTIAL_1088_ACCOUNTS

[> Dishursements
» CIPPS Interface
I Budgets Server Name: I | runpate: 011172008 Bl
[ WCCE PCard Recurrence: *|  Run Time: 116:59FM Resetto Current DateiTime
< VCCS Reports
— AP Report Parameters Time Zone: Q

~ CARS Addilional Recon

M Select Description Process Name Process Type Type ‘Format Distribution
— Cash Reporthy Bank Lescrintion L e Histintion

— Delete Trace Files 2 Selected Potential 1098 Accts V10984 Crystal wigh 2 IF'DF 'I Distribution
—Load CC TRAMNS EC
— BiM Report

— Bun AP Reports

— Accounting Feed Daily
Cyele

— Dent Staternent &
Summary Rt 0K Cancel

— FEMOS2 Responsibility

Step. Action

Sever Name: click down arrow and select PSNT.

OK
Click

You will be taken back to the Run 1099a page.
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VCCS AIS8.9

development

[> Budgets
[ WCCS PCard
= WCE Repors
— AP Report Parameters
— CARS Additional Recon
Reports
— Cash Repaort by Bank
— Delete Trace Files
—Load CC TRAMWS EC
— Pt Report
— BEun AF Reports
— Accounting Feed Daily
Cycle
— Dept Staternent &
Summary Rpt
— EBMO32 Responsibility
Fpt

— YWHGLADZA Aoency List
Summary

— AP Daily Diagnostic
Eeport

— GL Daily Diagnostic
Eeports

ET—)

[» Reporting Tools ;I
[~ VCC8
[» Asset Management { Vx Run 1099a
[ CARS Menu
I Deposits Menu Run Control ID:
[ Dishursements
[+ CIPPS Interface Language; English

‘Business Unit
‘From Payment Date

‘To Payment Date

B save | [=] Matify |

POTEMNTIAL_1088_ACCOUNTS

Report Mananer

cvz282 Q
0140142007 [3

1213142007 [3)

Process Monitar -

Frocess Instance:71283

BT | UnpdateDisplay

Step.

Action

Heport Manager

Click

You will be taken to the Reporting Manager page.
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VCCS AIS8.9

development

[ Reporting Tools ;I
I~ VCCE
[ Asset Management § ust Y Explorer ) Administration ) Archives |
[ CARS Menu
[- Deposits Menu
[> Disbursements
b CIPPS Interface Folder: [N ~| Instance: to: __Refresh |
[> Budgets l— l— - IDa 5 'I
ST PG Name: Created On: [ Last |_1 y:
= WCCS Reports
— AP Report Parameters
— CARS Additional Recan it Completion Process
Toman Report Description Folder Name
Fepots Report Report Description Folder Name DateTime lnstance
— Lash meport by Hank
- SZ;TER'I'Q@ES ::ilfsank 1 ¥x10804 igtﬁgTED POTENTIAL 1099 General 01/11/08 1:23PM 66273 71283
— Load GG TRANS EC s aann
Step. Action
10. [ Administration
Click tab
VCCS AIS8.9
development
[ Reporing Toals ;I
=WCCS
I Asset Management [ Lst y Explorer ¥ A ation Y Archives |
[ CARS Menu
I Deposits Menu
> Dishursements UseriD:  [PEDDINGTON | Type: | Tltast:  [1[poas  [v] _Refresh |
[ CIPPE Interface
I> Budgets Status: | j Fol(ler:l j Instance; | to: |

[ ¥CCS PCard
=WCCE Reports

— AP REQDI’T Parameters Report Prcs " Reg st P
— CARS Additional Recan Select D Instance Description DateTime Format Status - Details
Repors
— Cash Report by Bank - 66278 71383 Selectes Fotential 1099 Accts | 1 2000 gﬁcﬂf’ft Posted Details
Step. Action
11. Selected Potential 1089 Accts
. Refrash . . .
Click push button occasionally until tl _ is
active.

Virginia Community College System AIS 1099 Training

37

Version 14




S ) AIS Training Materials
OVHglnlas
Community Colleges

AIS Implementation Project

Step. Action
12. Selected Potential 1099 Accts
Click the link.
The Selected &ential 1099 Accts report will appear in a new window as a PDF repg

% Fie Edt Yew Document Tooks Advanced Window Help =8|
S Popen P2 s et (@ Enal @) search |- T createpor « o Revewa comment ~ () secwe + & sen + [y Asvanced Edtng -
") T select Text - @ - e s N CRH
D
£ =
g ‘ I i * .9 PeopleSoft Accounts Payable [
a ( llg nlas SUMMARY OF VENDOR PAYMENTS BY Page No 1
a \) Commitnity Collegies SELECTED POTENTIAL 1099 ACCOUNT CODES R Date 112008
w
E ReportID:  VX1099A RunTime  1:23:52 PM
B
&
- GL Business Unit:
From Payment Dt: 01/0172007
To Payment Dt: 1213172007
1099 Vndr WTHD
Account PO Number AP BU Voucher ID Payment Date Amount Applicable? 1098 Code Status
Vendor ID: 000000005 EIN: 010758626
JAMES RIVER COMMUNICATIONS INC
2517 GRENOBLE ROAD
RICHMOND,VA 23294
61262 DO884260 292ST 0001095 08/01/2007 40231 07 Y
61253 DO812528 292ST 0001203 08/31/2007 341672 07 Y
Total Vendor (JAMES RIVER COMMUNICATIONS INC). $3,819.03
g1 || S — T A O R A e s i i iiittitk ik

The Selected Potential 1099 Account Codes Reports list all vendor payments for your college whose
voucher lines were distributed to potential 1099 accounts per DOA potentiabbje@9 code
publication.

The report lists payments by vendor and includes the APBU, Voucher ID, Payment Date, whether or not
the voucher line was flagged as 16g%licable and whether the vendor is setup as a-Yea8or in
AlS.
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5. TASK 571 IDENTIFY PAYMEN TS BY PROCUREMENT CARD THAT ARE
1099APPLICABLE

5.1. Overview

You will use existing procedures to identffgyments made hyrocurementardthat are 1099
applicable.

5.2. Identify Payments by Procurement Card that are 109%pplicable.

Use existing procedures tdentify payments made by procuremeatd that are 1098pplicable.
Procurement Card payments identified as t89plicable will be manually entered into AIS as a
Withholding AdjustmentTask 11 describes how to add Withholding Adjustments for Procure@and
Vendor payments determined to be 1@@plicable
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6. TASK 617 DETERMINE WHICH AIS PAYMENTS ARE 1099-APPLICABLE &
ORGANIZE /PREPARE TO UPDATE 1099 APPLICABILITY FOR VENDORS
& VOUCHERS

6.1. Organize/Prepare

Using the Potential 1099 Account Report generaididhsk #4, review the potential 1099 payments for

your college for the previous calendar year to determine which vouchers/voucher line payments should be
reported as 1099 income for a vendor. Make notes on your report as you make your decisionghs to whi
vendors/voucher payments should be reported as 1099 income for the previous calendar year.

If you determine payments to a vendor are 18pplicable, you must insutkat boththe vendor is
flagged as 109@pplicableand the appropriate voucher linesrfthe vendor are flagged as 1099
applicable.

Task 7 provides instruction for running a Duplicate Vendor Report that will list all 1099 vendors for your
college that are duplicate and disassow to clean ugluplicate vendors antD99 data where vendors
with duplicate tax | Dbés exist.

Task8provides instructions for running a AVoucher/ Vendor Mismat
insuring your vendors and vouchers are flagged appropriately.

Task 9describes how to update a vendor from-A689 applicake to 1099applicable.

Task 10 describes how to update voucher lines for a vendor frorriL88 applicable to 1098pplicable
and vice versa.

Also, the Potential 1099 Account Report lists the current 1099 status for each vendor appearing on the
report. On the report, highlight vendors that you have determined aredfi@fable but are notayged
as 1099 pplicable in AIS as you review your Potential 1099 Account Report.

CAUTION Though a vendor is established as 1@@®licable in AIS, the user hasetloption to mark
individual voucher lines paid to the vendoreither 1099applicable or not 109%pplicable. However,
in AIS it isnot possible to create a 1099 for a vendor thatasflagged as 109%pplicable.
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7. RUN DUPLICATE VENDOR REPORT
7.1. Overview

The Duplicate Vendor Report is run by college SetID (i.e. CV292, BR291, etc) and lists all vendors in the
coll egebébs vendor SetlD that have duplicate tax identification

I f your collegebs Duplicate Ve mdsbupdaRthevouchersl i sts any duplicate
currently flagged as 1098ppliable for the duplicate vendor you chooseddonger usein AIS as non

1099 applicable as outlined Trask 10, Section D.2. You should also inactivate this duplicate vendor

that you choose to no Iger use.

Then, you must enter a positive adjustment following the steps outlifeskn# 12 for the vendor you
choose to continue to use in AIS & wish to receive the 1099 for the combined payments for the duplicate
vendors.

Navigation: Vendors, Vendor Information, Maintain, Duplicate Vendor Report

7.2.  Run Duplicate Vendor Report

vocparsy U
development

[ Customers ;I
[+ Partners
> Products Duplicate Vendor Report

[ Catalog Management
[ Promoﬁons 8 Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Customer Contracts

[ Order Managemant |/ Find an Existing Value {__Add a New Value
[+ Pricing Configuration
1 CSBmE (RES Searchby: RunControlDpeginswith][
[= ltems
[» Cost Accounting [~ case Sensitive
= Yendors
= Yendor Information
I Addilpdate Search | Advanced Search
= Maintain

— Conversations

— Inactivate Yendors

— Duplica endor
Repaort

[ Approve

[ 1099/Glabal Withholding

[» California EDD

[> Central Contractar
Registry

[ =TT

Find an Existing Value | Add a New Value
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Step. Action

L
Click on! Add a Mew Valug | tab

wogaEey
development

= Maintain =]
— Conversations

— Inactivate WVendors
- [ or

Duplicate Vendor Report

b Approve [ Eind an Existing Value_}" Add a New Value |

[> 1098/G10hal Withholding
[> California EDD
[> Central Contractor
Registny
[ Purchasing Add
[ Sourcing
[ Engineering

Run Control ID:|

[> Manufacturing Definitions Find an Existing Walue | Add a Mew value

[ Production Control
[> Configuration Modeler
[* Praduct Configurations

[= Cuality
Step. Action
2 Run Control ID:; DUPLlCATE_VENDOR_REF'OR'I‘I
Enter Run Control IL
3. Add
Click

Virginia Community College System

Version 14

42

AIS 1099 Training




Virginia’s AIS Training Materials

Community Colleges

AlS Implementation Project

VCCS AIS8.9

development

= Maintain = Hew i
— Conversations

— Inactivate Vendors

Duplicate Vendor Request

[ Approve
[> 1099/GIobal Withholding Run Control ID:  DUPLICATE_VENDOR_REFORT Report Manaer  Process Manitar Run

[ California EDD
[> Ceniral Contractor
Registy *Request ID: I |

[ Purchasing
> Sourcing ‘Process Frequency: I DontRun :I'

> Engineering
> Manufacturing Definitions
[» Production Control

[> Configuration Modeler SetiD: ¥ searchin all SetiDs

[ Product Configurations

[ Quality

[ Demand Planning TN  Name % One vendor has avoucher paid
[: Inventary Policy Planning r c o N
> Supply Planning Name Short Name Allvendors have vouchers paid
- Grants ' Address © Address From Date: El

- Program Management
> Proposal Management Through Date: |01/08i2008 @
> Maintenance Management [
[ Resource Management
[+ Lease Administration B save | [=] mMotity [Exadd | UpdateDisplay
[ Stafiing

(> Travel and Expenses
> Billing

[ Accounts Receivable
[> Accounts Pavable

Step. Action
4, Enter data into the fields listed in the below table:
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Field /Button Name Values
Request ID (first field) Duplicate
Request ID (second field) Duplicate Vendor Report

Process Frequency ‘Process Frequency: Al

Search in all SetlDs
(Un-checked)

SetID Your coll egebds V

" search in all SetiDs

*TIN

&+ Allvendors have vouchers paid

—a—
From Date 01/01/xxxx (Previous Calendar Year
Thru Date 12/31/xxxx (Previous Calendar Year
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= Maintain =]
— Conversations
— Inactivate Vendors

Duplicate Vendor Request

[> Approve
[> 1099rGlobal Withholding
[> California EDD
[ Central Contractor
Registry ‘Request ID: |DUF’LICATE |duphuate vendar report

1> Purchasing
> Sourcing ‘Process Frequency: | Always Proces ™

I> Engineering
[> Manufacturing Definitions
[> Production Control

RunControl I DUPLICATE_VENDOR_REFORT Report Manager  Process Monitor R

[> Configuration hModeler SetlD: [Cv292 O [ Search in all SetiDs

I> Product Configurations

[ Quality

[> Demand Planning @ 1IN  Name " One vendor has a voucher paid
I Inventary Palicy Planning ~ ~ &

1> Supply Planning Name Short Name * Allvendors have vouchers paid
[ Grants " Address  Address From Date: IUHUHQDD? [31)
[ Program Management -
[> Proposal Management Through Date: |1 29312007 Eﬂ

> Maintenance Management (3
> Resource Management
> Lease Administration B save | [=] Notity [Esadd | F Update/Display
[> Staffing

[ Travel and Expenses
[ Billing

[ Arrnnints Racrivahla

Step. Action
5.
Click 252
6. R
Click ——
You will be taken to the Process Scheduler Page
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= Maintain =
— Conversations

Process Scheduler Request

User ID: FEDDINGTON Run Control ID: DUPLICATE_VENDOR_REFPORT
[ Approve

[ 1099/Global Withhaolding
[> Califarnia EDD Server Name: [ ] 'I Run Date: 01/09r2008 El
b Central Contrastor Recurrence: vl Run Time: 11:09:00PM Resetto Current DatedTime |
Reqistry . .
- Purchasing Time Zone: Q
I

I Engineeting
I Manufacturing Definiions Select Description Process Name Process Type Tvpe “Format Distribution
1> Production Control W Duplicate Vendor DUP_YNDR PS.Job (Hone) 7] I(Nnne) +| Distribution

[ Configuration Modeler

[» Product Configurations
[ Quality

[> Demand Planning

[ Irventory Policy Planning
[ Supply Flanning

[ Grants oK Cancel
[> Program Management
I Pronnsal Mananerment

Step. Action

" CIickLl

You will be taken back to the Duplicate Vendor Report page.
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= Maintain |
- Conversations
— Inactivate Yendars

Duplicate Vendor Request

[+ Approve
> 1088/Global Withholding
[> California EDD
[> Central Caontractar
Registry ‘Request ID: [ouPLICATE [duplicate vendor report

[> Purchasing
[ Sourcing ‘Process Frequency: INW&W5 Procesj'

[> Engineering
[> Manufacturing Definitions
[> Production Contral

Run Contral ID:  DUPLICATE_YENDOR_REPORT Repor Manacer  Process Monitor Run

Process Instance:70939

[ Configuration Maodeler SetlD: |Cv2e2 O [~ Searchin all SetiDs

[> Product Configurations

[ Quality

[> Dermand Planning @+ TIN " Name " One vendor has a voucher paid
1> Inventory Policy Planning _
- Supply Flanning " Name " Short Name & Allvendors have vouchers paid
| Gl  Address  Address From Date: 01/01/2007 [

[> Program Management
[> Proposal Management Through Date: 1243152007 Eﬂ
[> Maintenance Managerent | —
[» Resource Management
[- Lease Administration & Save | [=] Motity Eradd | | F UpdsteiDisplay
[ Staffing

[ Travel and Expenses

Step. Action

Eepatt Manager
8. Click the link.

You will be taken to the Reporting Manager
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= Maintain
— Caonversations
nactivate Yendars

List Y Exglorer | Administration | Archives |

[> Approve
[> 1099/Glabal Withholding Folder: I - Instance: m
[> California EDD i I_Ll
b Gl GRTEEE Name: | Created On: B rast[ 1 [Davs
Registry
[ Purchasing
[+ Sourcing Completion Report Process
i Report Description Folder Name - i
> Engineering Report Report Description Folder Name Date Time D Instance
[> Manufacturing Definitions 010908
b Production Contral 1 DUP VNOR AE DUP_VNDR_AE General 65872 70940
! 11:10PM
[> Configuration Modeler
> Product Configurations 2 4P wTHD uppT WATHHOLDING LPDATE General 01/09/08 B:30PM  B5ET1 70938
b Quality PROCESS
> Demand Flanning WITHHOLDING UPDATE )
i 3 4P WTHD UPDT LG General 01/08/08 4:18PM G563 70836
[> Supply Planning
e 4 AP WTHD UPDT ‘ggé*gEOS';SD‘NG LPDATE General 01/09/08 4:08PM  B5I6E 70033
[ Program Management
> Propogal Management & AP WTHD UPDT \é\rgg&oslémwo WIPEITE General 01/00/08 4:0BFM  B5EE4 70031
[> Maintenance Management  [—
- Resaurce Management 6 &P WTHD UppT “ATHHOLDING LPDATE General 01/09/08 4:00PM 55963 70930
[ Lease Administration PROCESS
b Btafing WITHHOLDING UPDATE .
b Travel and Expenses 7 AP WTHD UPDT Lo General 01/09/08 3:47PM 65962 70929
& Billing
b Accounts Receivable & AF WTHD UPDT \é\rgg&oslémwo UPDATE General D1/09/08 Z45FM  B5E53 70802
[> Accounts Payahle
1> eSetlements Gn back to Duplicate Vendor Repart
[ Asset Management
[ IT Asset Management
[ Banking B Save |
[ Cash Manaoement
Step. Action
o [ Administration
: R ministration
Click the tab
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= Maintain -]
— Conversations
_naciivate vendors [ List " Ewplorer | Administration Y Archives |
[ Approve . . - . I—LI
b 1099/GIobal Withhalding UseriD:  [PEDDINGTON  Type: | Tlrast: [ 1[pays __Refresh_|
I California EDD Status: | =l Fol(ler:l | mstance: | to: |
[ Central Contractor
Registry Report List
[> Purchasing
& Saurcing Select %elm :]’ﬁ“ce Description Request DateTime  Format Status  Details
b EHENEEIiLE . 01/09/2008 Acrohat
> Manufacturing Definitions r 65873 70841  Duplicate Vendor o £rona Posted Details
[» Praduction Cantral 11:09:36PM {*.pdf)
[> Configuration Maodeler 0140952008 Teut Files .
G5H72 70840 DUP YNDR AE Fosted Details
[> Product Configurations r 11:09:56FM ]
> Quality i : 01/09/2008 Taxt Files )
[ Demand Planning | BA971 70938  Withhaolding Update Process 6:30°01 PM o) Fosted Details
[+ Inventary Palicy Planning .
> Supply Planning r B5959 70935  YWithholding Update Process 0. /02/2008 TetFiles  pocied  Delails
e 4:18:37PM bt
> Pragram Management r B5956 70933  Withholding Update Process 01 /09/2008 TetFileS  pocted  Details
[> Proposal Management 4:08:48PM ]
[ Maintenance Management | " . 01/09/2008 Text Files .
Withholding Update Process |, ° 2 Details
b Resource Management Il 65964 70931  Withholding Update Process 405 38FM * bi) FPosted Details
I Lease Administration ) : 0140972008 Test Files ;
Withholding Update Process |, ° -7 Details
E-?tam?g e - 65963 70930 Withholding Update Process A0026FM o) Posted Details
ravel ani HOBNSES .
& Billing - G5062 70829  Withholding Update Process gt{g?ggﬁf ;eb":n':”es Fosted Details
[ Accounts Receivable o |
> Accounts Payable F5853 70802  Withholding Update Process o /012048 TeRFIeS  pocted Details
[> eSetlements = 2:44:33PM (b
[> Azset Management v
I IT Asset Management Select All Ceselect All
[> Banking Delete .
[> Cach Mananameant _|Cl|ckthe delete button to delete the selected reportis)
Step. Action
10. I )
Refrash Duplicate Wendar
Click the ————= button occasionally until th link is active.
11. Duplicate Yendar
Click the link.
The Duplicate Vendor Report will appear in a new window as a PDiftrep
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22 Adobe Acrobat Professional _|=
% Fle Edt ¥iew Document Toolks Advanced window Help -5
f o Topen @ see (e (B enal P search || T crestePDF - ) Review & Comment - () Secwre = # Sen + | | Advanced Edting -
& Toseecten - fali |2 @ - | (L)) © 115% - @ ‘ OF O howTor -
2
H
E
3
é ReportID:  APY3215 PeopleSoft Accounts Payable Page Ne. 1
-l DUPLICATE VENDORS Run Date V8/2008
4 Sort by Run Time 11:10:55 PM
£
[
Address
E SetlD D Name Short Name TIN Withhaldi Name Seq# ADDRESS
il
r/:
&
&£
Step. Action
12. I f your coll egeds Duplicate Vendawpda® e

the vouchers currently flagged as 1e8$pliable for the duplicateemdor you choose to
no longerusein AlS as norl099 applicable as outlineéd Task 10, Section D.2. You
should also inactivate this duplicate vendor that you choose to no longer use.

Then, you must enter a positive adjustnfefibwing the steps outlined ifask # 12 for
the vendor you choose to continue to use in AIS & wisteteive the 1099 for the
combined payment®f the duplicate vendors.

13.
End Task.
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8. TASK 8- RUN WTHD VOUCHER/VENDOR MISMATCH - WITHHOLD
MISMATCH REQUEST (REPORT)

8.1. Overview

Thistaskdescribes how to run the Withhold Mismatch Crystal repoY(®010) This report enablegu

to identify voucher lines on which the withholding applicable flag does not match the withholding flag on
the vendor. You can update transactions using the Withholding Update process, and then rerun this report
to recheck the voumer line withholding.

Note. If you manually adjust mismatches reported on this report by using the Withhold Adjustment page,
the mismatches will continue to appear on this report even after you make the adjustments, although the
adjusted transactions halveen written to the withholding transaction table.

The report does not compare the withholding class combination on the vendor to the withholding class
combination on the voucher lines. It only checks the withholding flag.

8.2. Run Withhold Mismatch Request(Report)

Navigation: Vendors, 1099/Global Withholding, General Reports, Wthd Voucher/Vendor
Mismatch, Withhold Mismatch Request
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development

M R

[ My Favarites
[> Supplier Contracts
[ Customers

Wthd VoucherfiVendor Mismatch

[ Parinars Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
[- Products

[ Catalog Management J.f Find an Existing Value Y Add a Mew Value \'.

[ Promotions
[ Customer Contracts
I Order Management Search by: Run Control ID begins wwth|
[+ Pricing Configuration
[> Customer Returns
[ Itermns
[» Cost Accourting Search | Advanced Search
== Vendors
[ Wendor Infarmation . o
< 1099/Global Withholding Find an Exdsting Value | Add a New Value
[ Maintain
[» Review
= General Repors

[ Case Sensitive

hhold Contral
Report
[ 1099 Reparts
[> Global Withholding

Rennrts

Step. Action

14.
Click ont Add a New Valug | tab
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development

Wthd Voucher/Vendor Mismatch

—Wlthhold Control

Report
[ 1099 Reports [ Find an Existing Value | Add a New Value \ul
[+ GlobalWithholding
RIS Run Control ID: |

[> California EDD
[> Central Contractar

Registry Add
[> Purchasing
[ Sourcing
[> Engineering Find an Existing Yalue | Add a New Value

[ Manufacturing Definitions
[> Production Control

[> Configuration Modeler

[> Praduct Configurations
[ Quality

[> Demand Planning

[+ Inventary Policy Planning

Step. Action

15. Enter Run Control ID in the Run Control ID field:

Fun Control ID:; |VOUCHER_VENDOR_MATCH

16. Adld

Click
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= General Reports

~ Withhold Canfral Withhold Mismatch Request
Report

[- 1099 Reporis
[ Global ¥Withholding
Reporis
[» California EDD

[ Central Contractor .\ _
Registry Request ID: | |

1> Purchasging i : I—Q
I Sourcing Business Unit:

I Engineearing

[> Manufacturing Definitions Vendor SetlD: Q
I» Praduction Contral

I Canfiguration Madeler Vendor ID: Q

[ Product Configurations

I Quality *Start Date: El

[ Dernand Planning
[» Inventory Palicy Planning *End Date: 5
[> Supply Planning

[ Grants

[> Program Managerment
[» Propo=al Management |
[> Maintenance Management B save | =] mMotify | B Al | 4 UpdateDisplay
[> Resource Management
[ Lease Administration

Run Control ID:  VOUCHER_VENDOR_MATCH RepartManager  Process Monitor RN

[> Staffing
[> Travel and Expenses
© Billing
Step. Action
17. Enter data into the fields listed in the below table:
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Field /Button Name

Values

Request ID (first field)

Mismatch

Request ID (second field)

Voucher Vendor Mismatch

Business Unit Run report for e
% P B l_]] 0s [Comment [PE1]: Run for each AP BU
VendorSetID Your Coll egebs V
CVv292)
Vendor ID Leave Blank
Start Date 01/01/2xxx (January®lof prior
calendar year)
End Date 12/31/2xxx (December 3%of prior
calendar year)
Voo AlEs
CEr—
Search:

®

[ My Favorites
[> Supplier Contracts
[> Customers
[ Products
[ Promotions
[> Customer Contracts
[> Order Management
[ Pricing Configuration
[» Customer Retumns
[- Cost Accounting
= Yendors
[ Yendor Information
= 1099/Global Withhalding
[ Maintain
[ Review
< (3eneral Repors

—Withhold Control
Report
[- 1099 Reports
[> Global Withhalding
Reports
[> California EDD
[» Gentral Contractor

oo

Withhold Mismatch Request

Run Control ID:  \WH_MISMATCH

Process Manitor Run

‘RequestiD:  |WHMIS [ mismaTcH

Business Unit: |2925T Q
Vendor SetiD: |CV292 aQ
Q

‘endor ID:
*Start Date: 01/01/2007 El
*End Date: 12/3172007 El

B Save | LELReturn ta Search I [=] Meify |

[ tuctdl UpdateDisplay
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Step. Action
18. & seve
Click
19. Run
Click

You will be taken to th&rocess Scheduler Request Page
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Process Scheduler Request

Report User ID: PEDDINGTOM Run Control ID: WOUCHER_VEMDOR_MATCH
[ 1099 Reports

[ Glohal Withhalding
Reports Server Name: _:Iv Run Date: 01/08/2008 El
> Califarnia EDD Recurrence: El run ime: 210:41PM Resetto Current DaterTime

> Central Contractar
Registry Time Zone: Q

[» Purchasing Process List

[ Sourcing

> Engineering Select Description Process Name Process Type ‘Type “Format Distribution
[ Manufacturing Definitions I~ Apvaoio- APYA010- Crystal WWab -I IF'DF = | Distribution
[ Production Contral

[» Configuration Modeler r Mismatch Report MISMTCH FSJab {Mone) 'I I(Nnne) | Distribution
[+ Product Configurations

b Quality ™ withholding Missmatch WTHD_MISMTCH  Application Engine  |Weh 'I ITXT = | Distribution

[ Demand Planning

[+ Inventary Policy Planning
[ Supply Planning OK Cancel

[ Grants _I _I
[> Program Managernent
[ Proposal Management —
[ Maintenance Management

Step. Action

20 Select the Process (check the box in the Select column) listed below.

The MISMTCH Process is a PeopleSoft Job that will run both the Withholding Mismatch
(WTHD_MISMTCH) request and the APY9010WVithhold Mismatch Crystal Report

Mismatch Report MISMTCH PSJoh |tMone) x| |Mone) x| Distribution

21
Click —>—

You will be taken back to the Withhold Mismatch Request Page.
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= General Repons

o |d Gontrol Withhold Mismatch Request
Repart
[ 1099 Reports
b g'gﬂsuar‘t:\”thhﬂ‘dmg Run Contrel ID:  VOUCHER_VENDOR_MATCH ReportManagsr  Process Monitor -
[ California EDD Process Instance:70714
¥ Ceiiel Caiiieamy , . [mismaTcH oucher vendor Mismatch
Registry Request ID: I |
[ Purchasin
> Sourcing 8 Business Unit: I Q
I Engineeting
[ Manufacturing Definitions Vendor SetlD: ICW92 Q
[> Production Control
I Configuration Modeler Vendor ID: I Q

[ Product Configurations
1> Quality ‘StartDate:  |91/0172007 e

[» Demand Planning
[> Inventory Policy Planning 'End Date: |12I31I2007 E
[> Supply Flanning

[» Grants

[ Program Management

[ Proposal Managerment ]

[> Maintenance Managerment & save | [=] motity | Bk s Update.fDisplayl
I» Resource Managerment

[ Lease Administration

[> Staffing

I Travel and Expenses

Step. Action
22. Click the Bestiinas fink
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= General Repotts

wiithhold Contral
FReport
[ 1099 Reports
[+ Global withhalding
Reports
[> California EDD
[> Central Contractor
Registry
[» Purchasing
[> Sourcing
> Engineering
[ Manufactuting Definitions
I Production Control
I Configuration Modeler
I Produet Configurations
[> Guality
[» Demand Planning
[ Inventary Policy Planning
[> Supply Planning
[ Grants
[> Program Management
[> Proposal Management
[ Maintenance Management
[» Resource Management
[> Lease Administration
I Staffing
I Travel and Expenses
& Billing
I Accounts Receivable
[ Accounts Payable

[ ust Y Explorer ) Administration | Archives |

rolder: NN ~|  instance: to: _Reiiesh_|
Hame: Created On: Eﬂ Lasi:|_1 Days 'I

Report Report Description Folder Name %)INT Report ID

1 APYE01D- APYED10- General 01/08/08 2:1 5PM 5785
WITHHOLDING .

2WTHD MIGMTCH ISSATE L General 01/08/08 201 5P 65784

3 AP_WTHD WITHHOLDING POSTING  General 010A0B 12:48PM 65783

Go back to wthd Voucherhendor Mismatch

B save

List | Explorer | Administration | Archives

Process
Instance
70721

70720
70718

Step.

Action

23. Click the Administration taf=mr=een .
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Home

ot [ List Y Explorer y Administration | Archives |
Report
DA . UserD:  [PEDDINGTON  Type: | Zliast [ 1[oays =] _Reitesh
Reports Status: | x| Foder:| | mstance: | to: |
[» California EDD
[> Central Contractor Report List
Rengist
[ pur;galgmwg Select IRF&M :Tﬁnce Description Request Date Time Format Status  Details
ggﬁ;(ﬁ‘;jmg r 65785 70721  APYS010- 01/08/2008 2:14:52FM Acrobat (“pdf) Posted  Details
[> Manufacturing Definitions ' ' Text Files .
I F‘deuction_ControI Il 5784 70720 Withholding Missmatch 01082008 2:14:52PM o) Fosted Details
Step. Action
24, . Relresh i i ) . )
Click the push button occasionallyntil both the Withholding Mismatch
Request and APY9010 (Withhold Mismatch Report) have status of Posted and the
Description link of the APY9010s active “““**
25. Click on the*™™® Jink to view the APY9016Withhold Mismatch Report
The report will appear in PDF fimat in a new window on your page.
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2 Adobe Acrobat Professional - [Query Name: APY9010_WITHHOLDING_MISMATCH]

P File Edit ¥ew Document Tools Advanced ‘indow Help

Ek

S Topen @ sae (it (B Emel P Ssarch

- T createFoF -

) Review & Comment + B Secure Aiign = | ] Advanced Edting .‘

" [T select et -

& -

B D’i@ 115%

- ® ‘ o £D| 5] HowTa.2 -

W ReportiD:  APYS010

Business Unit ‘Vendor Name Vendor ID

PeopleSoft Accounts Payable
Withhelding Mismatch Repert

Voucher Gross Amount inveice ID

= f Lavers | sunetwes ff Bookmarks

Line Ne. lise Ameunt Invoice Date Line W/H
Report Field Description
Business Unit AP Business Unit
Vendor Name Vendorés Long Na

Vendor ID

Ve n d o #digisnunibér

Voucher

Voucher ID where voucher line(s)

1099 stats for the vendor

withholding flag(s) do not match the

Gross Amount

Gross Amount of Voucher

Invoice ID

Invoice Number for the voucher

Line No.

Voucher Line where the
voucher/vendor mismatch occurs.

Merchandise Amount

Voucher Line Amount

Invoice Date

Voucheroés I nvoi

C
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Line W/H Y = Voucher Line is flagged as 1099
applicable when the vend not
flagged as a 1099 vendor.

N = Voucher Line is1otflagged as
1099applicable when the vendis
flagged as a 1099 vendor.

(In the sample report, Vendor ID 0000000987 is flagg
as a 1099 endor butAPBU- 292ST; voucher ID
0001091, Line #1 was not flagged as a withholding
voucher line.

This typically occurs if a vendor is added originally as
non-1099 vendor and payments are made against the
vendorwith the resulting voucher lines are ntatdged as
1099applicable Then, the vendor is updated to a 109
applicable vendor.

The opposite can occur if a vendor is originally added
a 1099 vendor and payments are made to the vendor
where the resulting voucher lines are flagged as 1099
applicabke. Then, it is determined that the vendor is n
1099applicable and the vendor is updated to a-1699

vendor)

Step. Action
26. Using this report follow the proceduresTiask 9to update Vendors as 10@@plicable
if necessary; and follovhe procedures iflask 10 to update necessary voucher lines a
1099applicable or not1099 applicable based on the Potential 1099 Accounts Repo
generated iTask 4.
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9. TASK 97 ADD/UPDATE VENDORS AS 1099APPLICABLE

9.1. Overview

In order for a 1099 to be proded for a Vendor in AIS, the Vendor must be established as a 1099 Vendor.
Though a vendor is established as 1@@8licable in AIS, the user has the option to mark individual
voucher lines paid to the vendor as either 18pplicable or not 1098pplicalbe. However, in AlS it is

not possible to create a 1099 for a vendor thabt flagged as 109@pplicable.

Usingthe following information gathered, add/update all necessary vendors as 1099 Vendors in AlS:
ThePotential 1099 Accounts Repagnerated iffask 4
TheWithhold Voucher/Vendor Mismatch Repgenerated imask 7

The Vendors to which Procurement Card purchases were made from January 1, 2xxx through December
31, 2xxx (prior calendar year) determined to be 188@licable identified iMask 5

9.2. Add-Update Vendorsas1099-Applicable

Navigation: Vendors,Vendor Information, Add -Update, Vendor
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VCCS AIS8.9
development
Search: =
[ My Favoritas Vendor Information
[» Bupplier Contracts Enter any infarmation you have and click Search. Leave fields blank for 2 list of all values.
[ Customers
I Partners / Find an Existing Value {_Add a New ¥alue |
[> Products
[> Catalog Management
> Pramotions SetlD: = > [Tc2es Q
[> Custamer Contracts | - ——
> Ordar Management Vendor ID: |beg|ns WIthJI
[ Pricing Configuration Persistence: |: | | =l
[ Customer Returns
[ Iterns Short Vendor Name: |begins with j| &'}
[> CostAccounting . ; T
- vendars | Our Customer Numl]-er.l begins with J | &'}
= Vendar Information Name 1: |begins with x| Q
= AddUpdate . ) N
= - [ Include History I Correct History I Case Sensitive
- Review Vendors
— ¥endor User Search | Clear | Basic Search Save Search Criteria
— Define Yendor Lser
[> Maintain
[ Approve Find an Existing Value | Add a Mew Walue
[> 1099/Global Withholding
[> Califarnia EDD
[ Central Contractar
Registry
I Divebhaminm
Step. Action
1. To update vendors not currently established as a 1099 Vendor in AlS, retrieve the
. “Findan Existing Value
by using ¥ tab.
Ent er your cSetiDaedgeattsforthe veror you wish to update to-1
applicable.
Virginia Community College System AIS 1099 Training

64

Version 14




JV irginia’s
Community Colleges

AlS Implementation Project

AIS Training Materials

VCCS AIS8.9

development

Search:

| ®

[> My Favarites
[> Supplier Contracts
[ Customers
[» Partners
[> Products
[> Catalog Management
[> Pramations
[> Custamer Contracts
[> Order Management
[+ Pricing Configuration
[> Customer Retums
[ lterns
[ Cost Accounting
= Yendors
= Yendor Infarmation
vAddIUpdate

- RBV|ewVend0rs

—Yendor User

— Define Wendor User

[> Maintain

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

J Find an Existing Value {_Add a New Value |

SetlD:

Vendor ID:
Persistence:

Short Vendor Name:
Our Customer Number:

Name 1:

[~ Include History I Correct History | Case Sensitive

Search | Clear | Basic Search B Save Search Criteria

=1 Cv282 Q,

|begins Withj|

|= j |Regu\ar

|begins with | [1amES RIVER [C0

|begins Withj|

|begins Withj|

Q
Q
Q

=

Step.

Action

Click

Search | l
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Search: =

®

[ hly Favarites

/ Summary {_Jdentifing Information ' Address | Contacts | Location [ Custom Y

[> Supplier Contracts

[ SetiD: Cy2a2
[ Partners Vendor ID: 0000000005
[ Products

Vendor Short Name: JAMES RIVE
Vendor Name:

JAMES RIVER CO
JAMES RIVER COMMUMICATIONS INC:

> Catalog Management
[ Prormations

[ Customer Contracts
[> Order Management

I Pricing Configuration Order: JAMES RIWER CO
1 CUSHIEN [FEUE 2517 GRENOBLE ROAD
[ Items
> CostAccounting RICHMOND, VA 23204
I~ Vendors ]
= %endor Information
= AddiUpdate Status: Approved
Review Wendors Persistence: Reqgular
— ¥endor User Classificat Supplier
— Define Yendor User .
> Maintain HCM Class:
[ Approve Openfor Ordering:  Yes

[> 1088iGIobal Withholding

I California EDD Withholding: Mo
[> Central Contractor VAT: Mo
Registry
[> Purchasing
[> Sourcing

& save eturn to Search | [=] Notify L Refresh
v

[> Engineering

Remit To: JAMES RIWER GO
2517 GRENOBLE ROAD
RICHMOMND, vA 23294
Last Modified By:  EARREOLA
Last modified date: 06/2042007 11:14PM
Created By: EARREOLA
Created Datetime: 062002007 11:14PM
Last Activity Date:  08/31/2007

P2 [ Elisplay Inclucke History Orred I=tory
Add | B Updsteisplay | ) Include Hist [ Correct Hist

> Manufacturing Definitions
[> Production Control

> Configuration Madeler

> Praduct Configurations
> Qnalite

Withholding = No

Surnmary Adentifying Infarmation | Address | Contacts | Location | Custam

Step. Action

3.
[B# Correct History |

Click
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Search:

®

[+ My Favorites

> Supplier Contracts
> Customers

[> Partners

[> Products

[ Catalog Management
[ Promaotions

[ Customer Contracts
> Order Management
> Pricing Configuration
[> Customer Returns

[ lterns

> CostAccounting

= vendors

= Vendor Information

< Add/Update

eview Vendars
— Wendor User
— Define Yendor User
[> Maintain
[» Approve
- 1089/Global Withhalding
[ Califarnia EDD
[ Gentral Contractor
Registry
> Purchasing
> Sourcing
> Engineering
> Manufacturing Definitions
[> Production Contral
[ Configuration Modeler

© Pradiet Canfinuratione

= Mew Windaw | b

{ Summary {_|dentifying Information |~ Address ) Contacts | Location ) Custom

SetlD: Cv292
0000000005

Vendor Short Name: JAMES RIVE
Vendor Name:

Vendor 1D:

JAMES RIVER GO
JAMES RIVER COMMUMICATIONS INC

Remit To: JAMES RIVER GO
2517 GREMOBLE ROAD

RICHMOMND, WA 23284

Order: JAMES RIVER CO
2517 GRENOBLE ROAD
RICHMOMND, WA 23284

Status: Approved Last Modified By: EARREOLA
Persistence: Regular Last modified date: 06/20/2007 11:14PM
Classification: Supplier Created By: EARREOLA

HCM Class:

Created Datetime: (06/20/2007 11:14PM

Openfor Ordering:  Yes Last Activity Date: 08/31/2007

Withholding: Mo
VAT: Mo

B save | E\Returnto Search

ity eiresl E3 ] UpdateDisplay Include History 5 Correct Histary
Mctit: 1s Refresh S Added B Update Displ Include Hist Caorrect Hist

Summary | [dentifying Information | Address | Contacts | Location | Custom

Step.

Action

4.

{ Identifsing Information Yta

Click the b.
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Search:
®

| v

[ My Favorites

[ Supplier Contracts

[ Customers

[- Partners

[ Products

[> Catalog Management
[ Promotions

[ Customer Contracts
[- Order Managernent
[> Pricing Configuration
[ Customer Returns

[+ terms

[> Cost Accounting

Summary_y Wentifying Information '\ Address | Contacts |~ Location )~ Custom |

Check for Duplicate

SetlD: Ccw29z

Vendor ID: 0oaooooons

“Vendor Short Mame:lJN\ﬂES RIVE JAMES RIVER CO

“Wendor Name 1: IJAMES RIVER COMMURNICATIONS INC

VendorName2: |

‘Status: |Appruved <
‘Persistence: I Regular =

[~ Vendors
=7 ¥endor Information
= AddUpdate

Review Vendars
- Vendor User
— Define Vendar User
I Maintain
[> Approve
[> 1099/Glabal withhalding
[> Galifarnia EDD
[> Central Contractor
Registry
[> Purchasing
[ Sourcing
> Engineering
[ Manufacturing Definitions
[ Production Control
[> Configuration Modeler

[7 VAT Registration Registration

™ Withholding
¥ Open For Ordering

[l Corporate Vendor

Corporate Vendor ID: Q

I” create Bill To Customer

‘Classification:
HCM Class:
VAT Default

I InterUnit Vendor

InterUnit Vendor ID: | Q

VAT Semvice Treatment Setup

Expand All Collapse All

[ Product Configurations 3
PEETY E
Step. Action
5. Select (turn on) Withholding bc ¥ Withholding
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[Er———]
®

[> My Favorites

[> Supplier Contracts

[ Custormers

[: Partners

[> Products

[» Catalog Management

[> Promotions

[ Custormer Contracts

[ Order Management

[> Pricing Configuration

[» Custormer Returns

[: ltems

[ Cost Accounting

- Vendors

= Vendor Information
= Add/Update

Review Vendors
— wendor User
— Define Yendor LUser
[> Maintain
[+ Approve
[ 1099iGlabal Withhaolding
[ California EDD
[> Central Contractor
Registry
[> Purchasing
[ Sourcing
[: Engineering
[ Manufacturing Definitions
[» Production Control
[> Configuration Modeler

Search: =

/ Bummary { Identifying Information % Address  j Contacts | Location §° Cuostom Y

SetlD: V292

Vendor ID: aooooooo

“Vendor Short Name:lJAMES RIVE JAMES RIVER CO

05

Check for Duplicate

“Vendor Mame 1:

IJAMES RIWER COMMUNICATIONS INC

Vendor Name 2: I
*Status:

‘Persistence:

IApproved -
|Regu|ar -

[~ wAT Registration Registration

[ withholding
¥ Open For Ordering

[” Corporate Vendor

Corporate Vendor ID: I €%

[ create Bill To Customer

VAT Default

*Classification:

HCM Class:

Supplier VI
jv

VAT Service Treatment Setup

Expand All Collapse Alll

I™ Interunit Vender

InterUnit Vendor 1D: @

> Product Configurations b
[: Quality =
I: Memand Planninn 1 o
Step. Action
6. ) Location I
Click the tab.
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Search: =t e iy
> My Favorites @ J Bummary ) Identifying Infarmation | Address | Contacts | Locatien | Custom |
> Supplier Caontracts
> Customers Seup: G282
E E?U'L”fcfg Vendor: 0000000005  Short Vendor Mame:  JAMES RIVER CO Name:  JAMES RIVER COMMUNICATIONS INC
[> Catalog Management
D Prnmnﬁnns g Avendor location is a defaull set of rules which define how you conduct business with a vendor.
[> Customer Confracts i First [4] 1 of 1 [ Last
- Order Management [+
+
> Pricing Configuration *Location: [oonoooooot [ Defautt HE
[> Customer Returns
b tems Description:  |LOCATION 1 BTV Fees
[ CostAccounting
[ Vendars i Al First ] 10f 1 [+ Last
= Wendar Infarmation
+
< AddUpdate “Effective Date: [01/01/1301 [ =E
" EZZ|
— Review Vendors Status: Active =
— Yendor LUger ! Expand All | Collapse Al
— Deflne Vendor User Options:  Payahles Procurement SalesUseTax 1099 [T ]
[> Maintain 2
[ Approve L
[ 1099/Global Ywithholding b
[ California EDD
I Central Contractor 0

Registry
[> Purchasing Expand All Callapse All

- Bourcing

> Engineering

[» Manufacturing Definitions B save | LLReturnto Search | Matify I %) Retresh Eradd | FUpdateDisplay | 4 Include Histary | =7 Correct History
[ Production Control

[> Configuration Maodeler surnmary | ldentifying Information | Address | Contacts | Location | Custom

[ Product Configurations

Step. Action

7. Update the appropriate vendor location as 188glicable (i.e. the vendor locations to

1089
which payments were made deemed to be Hjgficable) by clicking on the
link and following procedures for establishing a 1098dee located in your
Encumbrance Management or AP Training Manuals.

8. The following snapshots show a vendor
Location 0000000001.
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Search:

[+ hy Favarites

[ Supplier Contracts

[ Customers

[- Pariners

[ Products

- Catalog Managerment

(> Pramations

[> Custormner Contracts

(> Order Management

[+ Pricing Configuration

[» Customer Returns

[ ltems

[» Cost Accounting

= Vendors

= Wendor Information
= AddiUpdate

— Review Vendore
— Wendor User
— Define Yendor User
[= Maintain
[ Approve
[> 1039iGlohal Withholding
[> California EDD
[ Central Contractar
Registry
[ Purchasing
[ Sourcing
I Enninearine

|»

=
i
=

Withholding Vendor Information

SatlD: ovag2 Locat 0000000001

Vendor ID: 0000000005 Description:  LOCATION 1

Short Vendor Name:  JAMES RIVER CO

Name 1: JAMES RIVER COMMUNICATIONS INC

Remit
Default

‘Default 11099
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F = Federal Tax ID Numbe

S = Social Security Number
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