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1. TASK 1 ï VERIFY CALENDAR YEAR  PAYMENTS ARE POSTED 

1.1.  Overview 

Before a college can begin processing 1099ôs for the previous calendar year, the college must confirm 

(verify) that all prior year calendar payments are posted in AIS.  To do so, the college should run public 

query VX_AP_PYMNTS_UNPOSTED_THRU_DT in AIS Production.  The query prompts for ñcollegeò 

and ñPymnts Throughò date.  

1.2. Verify Calendar Year Payments are Posted ï Run Public Query 

VX_AP_PYMNTS_UNPOSTED_THRU_DT 

Navigation:  Reporting Tools, Query, Query Viewer 
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Step. Action 

1.  Enter the query name in the Search By field 

 

 

 

 
 

 

Step. Action 

2.  
Click  
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Step. Action 

3.  

Run the query to HTML  or to Excel  by clicking on either link. 
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Step. Action 

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

 

 

5.  

Enter your collegeôs GL Business Unit in the prompt 

6.  Enter 12/31/xxxx (last date of prior calendar year) in the 

prompt. 
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Step. Action 

7.  

Click  

8.  If all payments for the previous calendar year for your college have been posted, you will receive the 

message No 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. 
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Step. Action 

9.  If all payments for the previous calendar year for your college have not been posted, the 

query will return all payments that have not yet been posted for the previous calendar 

year. 
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Status = Unposted 

 

 

Step. Action 

10.  If the query returns results for payments in the prior calendar year not posted, you must 

open an AIS, AP, Functional Issue Trak to document the collegeôs payments not posted.  

Fiscal Services 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. 
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2. TASK 2 ï RUN POST WITHHOLDING  PROCESS THROUGH 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 the voucher and 

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, 1099/Global Withholding , Maintain, Post Withholdings 
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Step. Action 

1.  
Click  tab 
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Step. Action 

2.  Enter a Run Control ID: 

 

 

3.  

Click  
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and     

Please continue to step #4 below showing the appropriate Post Option of ñPost by Business Unitò If 

you accidentally leave the post option defaulted to ñPost All Transactionsò you will post all college 

data.  Please allow each college to post their own data! 
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Step. Action 

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

 

 

 

 

Field /Button Name Values 

Request ID Post 

Description Post Withholdings 

Process Frequency 
 

Post Option (IMPORTANT:  Post by 

Business Unit)  

Through Date 12/31/xxxx (Prior Calendar Year) 
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Step. Action 

5.  In the Business Units section enter your collegeôs Accounts Payable Business Units inserting 

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

 

 

 

 

 

Step. Action 

6.  

Click  
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Step. Action 

7.  

Click  

 

 

 

Step. Action 

8.  

Click  

You will be taken back to the Withhold Transaction Post Process Request Page. 
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Step. Action 

9.  
Click the  link to be taken to the process monitor. 
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Step. Action 

10.  
Click the push button occasionally until the process AP_WTHD has a run status of 

Success. 

 

11.  End Task. 
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3. TASK 3 ï RUN WITHHOLD CONTROL REP ORT (PRE-UPDATES) 

 

3.1.  Overview 

The Withholding Control Report (APY3012) is an optional report that enables you to track withholding 

activity. Run the Withhold Control Report after you have run Post Withholdings (i.e. Task 2) and before 

you make updates/adjustments/corrections to 1099 applicable vouchers/vendors and then again 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, 1099/Global Withholding, General Reports, Withhold Control Report 
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Step. Action 

1.  

Click  tab. 

 

 

 

 

 

Step. Action 

2.  Enter Run Control ID: 

 

 

3.  
Click  
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Step. Action 

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

 

Field /Button Name Values 

SetID Your collegeôs Set ID  

Control ID Your collegeôs federal tax ID 

From Date: 1/1/xxxx (Prior Calendar Year) 

Through Date 12/31/xxxx (Prior Calendar Year) 
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Step. Action 

5.  
Click  

6.  
Click  

You will be taken to the process scheduler request page. 
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Step. Action 

7.   Server Name:   Click down arrow and select PSNT.  

8.  
Click  

You will be taken back to the Withholding Control Report Page. 
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Step. Action 

9.  
Click the link 
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Step. 
Action 

10.  
Click the  tab  

 

Step. 
Action 

11.  
Click the push button occasionally until the  report link is 

active. 

12.  
Click on the link to view the report. 
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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 4-characters of  
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4. TASK 4 ï 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 1099 Object Codes Report.  This 

report lists all payments for a GL Business Unit (college) within a specified date range.  The report is used 

to review and identify payments to vendors that could potentially be 1099-applicable payments.  The 

report is run for the previous calendar 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 be made in AIS to vendors or individual 

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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Step. Action 

1.  
Click  
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Step. Action 

2.  

Enter Run Control  

3.  

Click  
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Step. Action 

4.  Enter data into the fields listed in the below table: 
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Field /Button Name Values 

Business Unit Your Collegeôs General Ledger 

Business Unit 

From Payment Date 1/1/xxxx (Previous Calendar Year) 

To Payment Date 12/31/xxxx (Previous Calendar Year) 

 

Step. Action 

5.  

Click  
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Step. Action 

6.  

Click  

You will be taken to the process scheduler request page. 

 

 

 

Step. Action 

7.  Sever Name:  click down arrow and select PSNT. 

8.  

Click  

 

You will be taken back to the Run 1099a page. 
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Step. Action 

9.  

Click  

 

You will be taken to the Reporting Manager page. 
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Step. Action 

10.  
Click  tab 

 

 

Step. Action 

11.  

Click push button occasionally until the  is 

active. 
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Step. Action 

12.  

Click the  link. 

 

The Selected Potential 1099 Accts report will appear in a new window as a PDF report. 

 

 

 

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 potential 1099 object 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 1099-applicable and whether the vendor is setup as a 1099-Vendor in 

AIS. 
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5. TASK 5 ï IDENTIFY PAYMEN TS BY PROCUREMENT CARD THAT ARE 

1099-APPLICABLE  

5.1. Overview 

You will use existing procedures to identify payments made by procurement card that are 1099-

applicable.   

5.2. Identify Payments by Procurement Card that are 1099-applicable. 

Use existing procedures to identify payments made by procurement card that are 1099-applicable.  

Procurement Card payments identified as 1099-applicable will be manually entered into AIS as a 

Withholding Adjustment. Task 11 describes how to add Withholding Adjustments for Procurement Card 

Vendor payments determined to be 1099-applicable. 
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6. TASK 6 ï 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 generated in Task #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 decisions as to which 

vendors/voucher payments should be reported as 1099 income for the previous calendar year. 

 If you determine payments to a vendor are 1099-applicable, you must insure that both the vendor is 

flagged as 1099-applicable and the appropriate voucher lines for the 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 discusses how to clean up duplicate vendors and 1099 data where vendors 

with duplicate tax IDôs exist. 

Task 8 provides instructions for running a ñVoucher/Vendor Mismatchò Report that will assist you in 

insuring your vendors and vouchers are flagged appropriately.  

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

Task 10 describes how to update voucher lines for a vendor from non-1099 applicable to 1099-applicable 

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 are 1099-applicable but are not flagged 

as 1099-Applicable in AIS as you review your Potential 1099 Account Report. 

CAUTION:  Though a vendor is established as 1099-applicable in AIS, the user has the option to mark 

individual voucher lines paid to the vendor as either 1099-applicable or not 1099-applicable.  However, 

in AIS it is not possible to create a 1099 for a vendor that is not flagged as 1099-applicable. 
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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 

collegeôs vendor SetID that have duplicate tax identification numbers.   

 

If your collegeôs Duplicate Vendor Report lists any duplicate vendors, you must update the vouchers 

currently flagged as 1099-appliable for the duplicate vendor you choose to no longer use in AIS as non-

1099 applicable as outlined in Task 10, Section 10.2. You should also inactivate this duplicate vendor 

that you choose to no longer use. 

 

Then, you must enter a positive adjustment following the steps outlined in Task # 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 
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Step. Action 

1.  
Click on  tab 

 

 

 

Step. Action 

2.  

Enter Run Control ID  

3.  

Click  
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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 

 

Search in all SetIDs  

(Un-checked)  

SetID Your collegeôs Vendor SetID 

  

 
 

From Date 01/01/xxxx (Previous Calendar Year) 

Thru Date 12/31/xxxx (Previous Calendar Year) 
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Step. Action 

5.  
Click  

 

6.  
Click  

You will be taken to the Process Scheduler Page 
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Step. Action 

7.  
Click  

 

You will be taken back to the Duplicate Vendor Report page. 
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Step. Action 

8.  
Click the  link. 

 

You will be taken to the Reporting Manager 
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Step. Action 

9.  
Click the  tab 
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Step. Action 

10.  

Click the button occasionally until the  link is active. 

 

11.  

Click the  link. 

 

The Duplicate Vendor Report will appear in a new window as a PDF report. 
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Step. Action 

12.  If your collegeôs Duplicate Vendor Report lists any duplicate vendors, you must update 

the vouchers currently flagged as 1099-appliable for the duplicate vendor you choose to 

no longer use in AIS as non-1099 applicable as outlined in Task 10, Section 10.2. You 

should also inactivate this duplicate vendor that you choose to no longer use. 

 

Then, you must enter a positive adjustment following the steps outlined in Task # 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. 

 

13.   

End Task. 
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8. TASK 8 - RUN WTHD VOUCHER/VENDOR MISMATCH -  WITHHOLD  

MISMATCH  REQUEST (REPORT) 

 

8.1.  Overview 

This task describes how to run the Withhold Mismatch Crystal report (APY9010). This report enables you 

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 voucher 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 have been 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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Step. Action 

14.  
Click on  tab 
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Step. Action 

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

 

16.  

Click  
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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 each of your collegeôs 

APBUôs. 

Vendor SetID Your Collegeôs Vendor Set ID (i.e. 

CV292) 

Vendor ID Leave Blank 

Start Date 01/01/2xxx (January 1
st
 of prior 

calendar year) 

End Date 12/31/2xxx (December 31
st
 of prior 

calendar year) 

 

 

 

Comment [PE1]: Run for each AP BU 
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Step. Action 

18.  

Click  

 

19.  

Click  

You will be taken to the Process Scheduler Request Page 
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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 APY9010 ï Withhold Mismatch Crystal Report  

 

21.  
Click  

You will be taken back to the Withhold Mismatch Request Page. 
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Step. Action 

22.  Click the  link 
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Step. Action 

23.  Click the Administration tab  
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Step. Action 

24.  
Click the  push button occasionally until both the Withholding Mismatch 

Request and APY9010 (Withhold Mismatch Report) have status of Posted and the 

Description link of the APY9010- is active  

25.  Click on the link to view the APY9010-Withhold Mismatch Report 

 

The report will appear in PDF format in a new window on your page. 
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Report Field Description 

Business Unit AP Business Unit 

Vendor Name Vendorôs Long Name 

Vendor ID Vendorôs 10-digit number 

Voucher Voucher ID where voucher line(s) 

withholding flag(s) do not match the 

1099 status for the vendor  

 

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 Voucherôs Invoice Date 
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Step. Action 

26.  Using this report follow the procedures in Task 9 to update Vendors as 1099-Applicable 

if necessary; and follow the procedures in Task 10 to update necessary voucher lines as 

1099-applicable or non-1099 applicable based on the Potential 1099 Accounts Report 

generated in Task 4. 

 

Line W/H Y = Voucher Line is flagged as 1099 

applicable when the vendor is not 

flagged as a 1099 vendor. 

 

N = Voucher Line is not flagged as 

1099-applicable when the vendor is 

flagged as a 1099 vendor. 

(In the sample report, Vendor ID 0000000987 is flagged 

as a 1099 vendor but APBU -  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 

vendor with the resulting voucher lines are not flagged as 
1099-applicable.  Then, the vendor is updated to a 1099-

applicable vendor. 

The opposite can occur if a vendor is originally added as 
a 1099 vendor and payments are made to the vendor 

where the resulting voucher lines are flagged as 1099 

applicable.  Then, it is determined that the vendor is not 
1099-applicable and the vendor is updated to a non-1099 

vendor ) 



  

                                                
AIS Implementation Project 

AIS Training Materials  

 

Virginia Community College System 

  

Version 1.4 
63 

AIS 1099 Training 

 
 

 

9. TASK 9 ïADD/UPDATE VENDORS AS 1099-APPLICABLE  

 

9.1.  Overview 

In order for a 1099 to be produced for a Vendor in AIS, the Vendor must be established as a 1099 Vendor.  

Though a vendor is established as 1099-applicable in AIS, the user has the option to mark individual 

voucher lines paid to the vendor as either 1099-applicable or not 1099-applicable.  However, in AIS it is 

not possible to create a 1099 for a vendor that is not flagged as 1099-applicable. 

Using the following information gathered, add/update all necessary vendors as 1099 Vendors in AIS: 

The Potential 1099 Accounts Report generated in Task 4 

The Withhold Voucher/Vendor Mismatch Report generated in Task 7 

The Vendors to which Procurement Card purchases were made from January 1, 2xxx through December 

31, 2xxx (prior calendar year) determined to be 1099-applicable identified in Task 5 

 

 

 

9.2. Add-Update Vendors as 1099-Applicable 

 

Navigation:  Vendors, Vendor Information, Add -Update, Vendor 
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Step. Action 

1.  To update vendors not currently established as a 1099 Vendor in AIS, retrieve the vendor 

by using  tab.   

 

Enter your collegeôs Vendor SetID and search for the vendor you wish to update to 1099-

applicable. 
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Step. Action 

2.  

Click  
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Withholding = No 

 

Step. Action 

3.  

Click  
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Step. Action 

4.  
Click the  tab. 
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Step. Action 

5.  
Select (turn on) Withholding box  
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Step. Action 

6.  

Click the  tab. 
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Step. Action 

7.  Update the appropriate vendor location as 1099-applicable (i.e. the vendor locations to 

which payments were made deemed to be 1099-applicable) by clicking on the   

link and following procedures for establishing a 1099 vendor located in your 

Encumbrance Management or AP Training Manuals. 

8.  The following snapshots show a vendor established as a 1099 vendor for the vendorôs 

Location 0000000001. 
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F = Federal Tax ID Number 

S = Social Security Number 








































































































































































































