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Job Aid SAo.

Step Action

1. Note: This simulation is an example of a transaction. For security reasons, some

financial information has been altered (i.e. Distribution line codes and supplier
information).

When entering a transaction in the live TeamWorks Financials system please select all

values and options based on your agency policy, paperwork on hand and current
situation.
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Step Action

2. Begin by navigating to the Withholding Adjustments page.

Click the NavBar icon.

Step Action

3. Click the Navigator tile.

My Favorites
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Job Aid

NavBar: Navigator ﬂ
~
News and Announcements >
Navigator SAO Technical N
B N
Supplier Contracts >
Recent Places
Agency Security >
* Customers >
My Favorites
Items >
Suppliers >
Procurement Contracts 3
Purchasing >
eProcurement >
Services Procurement >
v

Step Action

4, Click the Suppliers link.

Suppliers >

Page 4 Date Created: 12/11/2020 7:30:00 AM




Job Aid

NavBar: Navigator ﬂ
: Suppliers i
Navigator Supplier Information >
B, 1099/Global Withholding >

Recent Places Supplier 360

Step Action
Click the 1099/Global Withholding link.
1099/Global Withholding >
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NavBar: Navigator ﬂ
: ‘ 1099/Global Withholding * ‘
Navigator Maintain >
B, Review >
Recent Places 1089 Reports N
Step Action
6. Click the Maintain link.
Maintain )

Page 6
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NavBar: Navigator ﬂ

& Maintain

'

Navigator Adjust Withholding

] Update VoucherLine Withholding
u

Recent Places

*

My Favorites

Step Action

7. Click the Adjust Withholding link.

Adjust Withholding
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< Home

A =0

New Window | Help | I
Withholding Adjustment

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Supplier SetiD STATE

Supplier ID |begins with v
Supplier Location | begins with v

Step Action
8. Use the Withholding Adjustment page to search for the desired supplier.
It is important to enter as much search criteria as possible on this page to narrow the
search results and limit system processing times.
Page 8
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< Home

LO,

New Window | Help | I

Withholding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Supplier SetiD STATE

Supplier ID |begins with v
Supplier Location | begins with v

Search Clear | Basic Search @3 ‘Save Search Crileria

Step Action

For this example, the user knows the Supplier ID.

Click in the Supplier ID field.
Supplier 1D |begins with ||
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< Home

LO,

New Window | Help | I

Withholding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Supplier SetiD STATE

Supplier ID |begins with v
Supplier Location | begins with v

Search Clear | Basic Search @3 ‘Save Search Crileria

Step Action
10.

Enter the appropriate information into the Supplier ID field

For this example, type 0000000323.
Supplier 1D [begins with v||

Page 10
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< Home
Withholding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Supplier SetlD STATE Q
Supplier ID 0000000323
Supplier Location | begins with v

Search Clear | Basic Search @3 ‘Save Search Crileria

New Window | Help | I

Step Action

11. Click the Search button.

< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity Q, Type Q Start Date E1]
Jurisdiction Q, Class Q End Date [

Adjustments
Main Information Transaction Info Payment Information Adjustment Reason
Short Name: *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Legacy Q Q Q Q Q
[5lSave | o Retum fo Search [=] Nofify || £% Refresh

Personalize | Find | View All | | E First

Mew Window | Help | Personalize Page | i2

Search
& 10f1 & Last
Q ==
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Step Action
12. Normally a user would enter as much search criteria as possible. Users would want to

make sure they enter the key fields such as:
* Business Unit
« Start Date and End Date to search for the withholding row in the specific date range
in which it was recorded

< Home /ﬁ\ = @

Mew Window | Help | Personalize Page | =
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit (s}
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Search

Adjustments Personalize | Find | View All | 2| =2 First ‘&' 1of1 ‘} Last

Main Information Transaction Info Payment Information Adjustment Reason

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

Legacy Q Q aQ a [e} Q | =

[F]Save | |[GF Return to Search [=] Notify 3 Refresh

Step Action
13. For this example, the user does not enter any search criteria.
Click the Search button.
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< Home ﬁ = @
Mew Window | Help | Personalize Page | =

Withhold Adjustments

STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Enach

Adjustments
Main Information

Personalize | Find | View Al | 20| B3

Transaction Info || Payment Information || Adjusiment Reason

First ‘4 1-20f26 * Last

Short Name *Business Unit Entity *Type =Jurisdiction *Class *Rule
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ [=]
Original 42700 Q |IRs Q [1099 Q |FED Q [o7 Q [RULE1 | # =]
[F]Save | |[GF Return to Search [=] Nofify || Refresh
Step Action
14. The system returns 26 total rows in the Adjustments section. Notice however the

system only displays the first two rows.

Each row displays a posted withholding transaction on the Main Information tab in the
Adjustments section. Each transaction shows the default information for the supplier, it
is important for audit purposes that users do not change any information in existing

rows.
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< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001
Search Criteria
Business Unit Q
Entity Q Type Q
Jurisdiction aQ Class. Q
Adjustments

Main Information Transaction Info Payment Information

Short Name

*Business Unit  *Entity “Type
Original 42700 Q, IRS Q1099
Original 42700 Q, [IRS Q1099
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

Personalize | Find | View Al | 20| B3

Adiustment Reason
*Jurisdiction

Q [FED

Q [FED

SUPPLIER,BOX

Start Date

End Date

*Class

a o7
a o7

A =0

Mew Window | Help | Personalize Page | =

El Search

First ‘4 1-20f26 * Last

*Rule
@ [RULET @ [+ =]
@ [RULET @ [+ =1

Step

Action

15.

Use the View 100 link on the navigation bar to view 100 rows of adjustments

consecutively on this page.

Click the View 100 link.

Personalize | Find || view An| &1 &

First

1 1-20f26 '*

Last

Page 14
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< Home /ﬁ\ = @
New Window | Help | Personalize Page | = ~
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX

Search Criteria

Business Unit Q

Entity Q Type Q Start Date

Jurisdiction Q Class. Q End Date [ e
Adjustments Personalize | Find | view? | C1| B Fist © 12607126 '+ Last
Main Information Transaction Info Payment Information Adjustment Reason
‘Short Name: *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Original 42700 Q |IRs Q [1009 Q, FED Q o7 aQ, [RULE1 @ [# =] o
Original 42700 Q@ IRs Q [1009 Q, FED Q o7 Q [RULE1 @ [ =
Original 42700 Q [IRs Q [1098 @ FED a (o7 o [RULET & [#[=]
Original 42700 Q [IRs Q [1008  |q, [FED a, o7 Q [RULET | [#[=]
Original 42700 Q, [IRs Q [109s  |q, [FED a, o7 Q [RUET |@  [#[=]
Original 42700 Q [IRs q [1098 |Q [FED aQ o7 @ [RULET @ F =
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ [=]
Original 42700 Q@ IRs Q [1099 Q |FED Q [o7 Q [RULE1 | [# =]
Original 42700 Q [IRs Q [1098 @ FED a (o7 o [RULET & [#[=]
Original 42700 Q [IRs Q [1008  |q, [FED a, o7 Q [RULET | [#[=]
Original 42700 Q, [IRs Q [109s  |q, [FED a, o7 Q [RUET |@  [#[=]
Original 42700 Q [IRs q [1098 |Q [FED aQ o7 @ [RULET @ F =
Original 42700 Q |IRs Q [1009 Q, FED Q o7 aQ, [RULE1 @ [# =]
Original 42700 Q@ IRs Q [1009 Q, FED Q o7 Q [RULE1 @ [ =
Original 42700 Q [IRs Q [1098 @ FED a (o7 a [RUET Ja  EHEY v

Step Action
16. Using the Adjustment grids scrollbar, move to the bottom of the page to review the

Adjustments.
Click the Vertical scrollbar.
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< Home /ﬁ\ = @
New Window | Help | Personalize Page | = ~
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX

Search Criteria

Business Unit Q

Entity Q Type Q Start Date

Jurisdiction Q Class. Q End Date [ e
Adjustments Personalize | Find | view? | C1| B Fist © 12607126 '+ Last
Main Information Transaction Info Payment Information Adjustment Reason
‘Short Name: *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Original 42700 Q [IRs Q (1098 |@ [FED Q o7 Q [RULET @ [# [=] o
Original 42700 Q@ IRs Q [1009 Q, FED Q o7 Q [RULE1 @ [ =
Original 42700 Q [IRs Q [1098 @ FED a (o7 o [RULET & [#[=]
Original 42700 Q [IRs Q [1008  |q, [FED a, o7 Q [RULET | [#[=]
Original 42700 Q, [IRs Q [109s  |q, [FED a, o7 Q [RUET |@  [#[=]
Original 42700 Q [IRs q [1098 |Q [FED aQ o7 @ [RULET @ F =
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ [=]
Original 42700 Q@ IRs Q [1099 Q |FED Q [o7 Q [RULE1 | [# =]
Original 42700 Q [IRs Q [1098 @ FED a (o7 o [RULET & [#[=]
Original 42700 Q [IRs Q [1008  |q, [FED a, o7 Q [RULET | [#[=]
Original 42700 Q, [IRs Q [109s  |q, [FED a, o7 Q [RUET |@  [#[=]
Original 42700 Q [IRs q [1098 |Q [FED aQ o7 @ [RULET @ F =
Original 42700 Q |IRs Q [1009 Q, FED Q o7 aQ, [RULE1 @ [# =]
Original 42700 Q@ IRs Q [1009 Q, FED Q o7 Q [RULE1 @ [ =
Original 42700 Q [IRs Q [1098 @ FED a (o7 a [RUET Ja  EHEY v

Step Action
17. Return to displaying 2 adjustment rows at time.
Click the View 2 link.
Personalize | Find [ Wiew2] 1] B8 First (4 1-260f26 */ Last

Page 16
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< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction aQ Class. Q End Date

Adjustments

Main Information Transaction Info Payment Information

Short Name: *Business Unit  *Entity “Type
Original 42700 Q, IRS Q1099
Original 42700 Q, [IRS Q1099
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

Personalize | Find | View Al | 20| B3

Adiustment Reason

*Jurisdiction *Class
a, FED a o7
Q, FED a o7

Q
Q

*Rule

YE

®

Mew Window | Help | Personalize Page | =

El

Search

First ‘4 1-20f26 * Last

H =
FH =

RULE1

Q
Q

RULE1

Step Action

18.
end of each row.

E=

Click the Add a new row at row 2 button.

Add a new adjustment row can be added using any Add A Row + button located at the

Date Created: 12/11/2020 7:30:00 AM
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£ Home /ﬁ\ E @
Mew Window | Help | Personalize Page | =

Withhold Adjustments

STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Enach

Adjustments Personaiize | Find | View Al | 2| First ‘4 2-30f27 (*) Last
Main Information || Transaction Info || Payment Information || Adjusiment Reason

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

Original 42700 Q IrRs Q [1009 Q, FED Q o7 aQ, [RULE1 @ [+ [=]
Legacy Q Q Q Q Q Q H =

[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

Step

Action

19.

Notice that the new adjustment row is designated as a Legacy row.

For this example, type 42700 into the Business Unit field.
*Business LUnit

42700 !

[ 1

Page 18
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< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class Q End Date E1

Personalize | Find | View Al | 2| B3
Adjustment Reason

Adjustments

Main Information Transaction Info Payment Information

Short Name *Business Unit  *Enfity Type =Jurisdiction *Class *Rule
Original 22700 Q [IRs @ (1098 |@ [FED a o7 @ [RULE1
Legacy 42700 Q. Q. Q Q QU
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

A =0

Mew Window | Help | Personalize Page | =

Search

First ‘4 2-30f27 * Last

Q H =
Q H =

Step Action

20. Click the Entity search button.
*EI‘Itil‘_If ]
IRS Q

[&]
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IYE

®

Mew Window | Help | Personalize Page | 5

< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit I:l(?\
Entity Q El
Look Up Entity

Jurisdiction| @
Supplier SetiD STATE

- . : Supplier 1D 0000554323
Main Information || Iransaction Info | Payment infor iy _
Withholding Entity [begins with v

Short Name *Business Unit  *Enfity
Look Up Clear Cancel | Basic Lookup
Original 42700 QRS @
iz 43700 al  |al Search Results
View 100 First ‘4 1or1 2 Last
|Fsave |2 Retumto Search || =] Notify || £ Refra ing Entity Descripti
IRS Internal Revenue Service

Search |

bist ‘40 2-30f27 * Last

Help

LEr | ==
a HE

Step

Action

21.

Click the IRS - Internal Revenue Services link.

Look Up Eniity

et
sTaTE
000554323

Suppiier sean
Supgiler 1D

WannAIng Erty begins wit v

LoskUp || Glew | Comeel | pasicLookup

Search Resuits

View 100 Fisl 4 1ar @ Last
it Bty
RS

Page 20
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< Home
Withhold Adjustments
STATE  Supplier 0000000323
Search Criteria
Business Unit a
Entity Q Type
Jurisdiction Q Class

Adjustments

Main Information || Transaction Info || Payment Information

Short Name: “Business Unit  *Entity “Type
Qriginal 42700 Q, [IRS Q1099
Legacy 42700 Q IRS Q
[5lSave | o Retum fo Search [=] Notify || 7% Refresh

000001 SUPPLIER,BOX
(¢} Start Date
Q End Date

Q

Personalize | Find | View All | 2| B

Adjustment Reason
*Jurisdiction *Class
@, [FED Q|07

aQ

E]

First ‘' 2-30f27 * Last

*Rule

@, [RULE1
Q

YE

®

Mew Window | Help | Personalize Page | i2

Search

Q ==
Q = [=]

Step Action

22. Click the Type search button.

*Type
1008 |Q

Q
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< Home /ﬁ\ = @

New Window | Help | Personalize Page |

Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
BusinessUnit, @
Entltvl:|(1 Look Up Type *
Jurisdiction| |Q Hep |E F e |
Withholding Entity IRS
ing Type [begins with v bst 4 2-30727 (b Last
Main Information H Transaction Info H Payment Inforn
e e T “Entity Look Up Clear Cancel | Basic Lookup -
orgil oo o rs g Search Resulls e Ja =
View 100 First ‘4 13et3 B Last
E?
Legacy 42700 QIR Q| po— —— aQ E
= x parg 1099 1099 Withholding
o Save Return to Search Not % Refra
| H@ ”EI L HM 1099M 1099 Misc 2020
1099N 1089 Nonemployee Compensation

Step Action

23. Note: Users have the option to select 1099, 1099 M or 1099 N. Select the appropriate
option.

For this example, click the 1099N - 1099 Nonemployee Compensation link.

Look Up Type

1

R T8 Noreovoloves Compansaim]
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< Home /ﬁ\ = @
Mew Window | Help | Personalize Page | =
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Enach
Adjustments Personaiize | Find | View Al | 2| First (4 2-30f27 *) Last
Main Information Transaction Info Payment Information Adjustment Reason
Short Name *Business Unit  *Entity “Type =Jurisdiction *Class *Rule
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ =]
Legacy 42700 a_ IRS Q [100N | Q a [+ [=]
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash
Step Action
24, Click the Jurisdiction search button.
*Jurisdiction

FED Q

[a]

Date Created: 12/11/2020 7:30:00 AM

Page 23




Job Aid

Look Up Jurisdiction

Withholding Entity IRS
Withholding Type 1099N

tion [begins with w||

| Lookup || cClear || Cancel | BasicLookup

Search Results

View 100 First (4 1061 @ Last
Withholding Jurisdiction Deseription
FED Federal

Step

Action

25.

Click the FED - Federal link.

Look Up Jurisdiction

Withheiding Endly s
Wiithheling Type. 105

A e ] —
Lok Up Clear Cancsl  Basic Lookug

Search Resulls
Ve 100 Pt & o B

P —

Page 24
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£ Home /ﬁ\ E @
Mew Window | Help | Personalize Page | =
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Enach
Adjustments Personaiize | Find | View Al | 2| First (4 2-30f27 *) Last
Main Information Transaction Info Payment Information Adjustment Reason
Short Name *Business Unit  *Entity “Type =Jurisdiction *Class *Rule
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ =]
Legacy 42700 a_ IRS @ [1099N @ FED Q Q a [+ [=]
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash
26. Click the Class search button.
*Class

07 Q
a

Date Created: 12/11/2020 7:30:00 AM
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< Home

Withhold Adjustments

STATE
Search Criteria

BusinessUnit, @
S —1
Jurisdiction| |Q

Supplier 0000000323

000001 SUPPLIER,BOX

Main Information H Transaction Info H Payment Infj

Short Name *Business Unit  *Entity

42700 Q [IRS
42700 Q IRS

|Elsave ||[ Return to Search ||[] Notify || Ré

Original

Legacy

Look Up Class

Supplier SetlD STATE
Supplier ID 0000554323
Supplier Location 000001
Withholding Entity IRS
‘Withholding Jurisdiction FED

Withholding Type 1099N

Withholding Class

Look Up Clear Cancel | Basic Lookup

Search Resulis
View 100
Withholding Class Description

01 1099 Nonemployee Compensation

First (4 1or1 B Last

New Window | Help | Personalize Page |
Help
Search
402-30f27 '* Last
i [Q =l
Q E]

Step

Action

217.

e

Click the 01 - 1099 N Non employee Compensation link.

Page 26
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£ Home /ﬁ\ E @
Mew Window | Help | Personalize Page | =
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction Q Class. Q End Date [ Enach
Adjustments Personalize | Find | View Al || B8 Fist 4 230f27 * Last

Main Information || Transaction Info || Payment Information || Adjusiment Reason

‘Short Name: *Business Unit *Entity *Type *Jurisdiction *Class *Rule
Original 42700 Q |IRs Q1099 Q@ [FED aQ |07 Q@ [RULE1 @ [+ =]
Legacy 42700 a_ IRS @ [1099N @ FED Qo Q a [+ [=]

[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

Step Action

28. Search for or type the appropriate rule code in the Rule field.
Click the Look up Rule search button.

*Rule

RULE1 |Q

&

Date Created: 12/11/2020 7:30:00 AM
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< Home

Withhold Adjustments

YE

®

New Window | Help | Personalize Page | =

STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit I:l(?\
Look Up Rule
ety @ oip
Junsdiction||Q Withholding Entity IRS
‘Withholding Type 1099N
Adji i Class o1 bst 1/ 2-30f27 ' Last
Main Information | Transaction info | Paymentinfor  withholding Rule [begins with v/
Short Name: *Business Unit *Entity le
Look Up Clear Cancel | Basic Lookup
Original 42700 QRS |a LE1 @ =
Search Results g
w70 jaRs | =
s KLY QfrRs | View 100 First ‘&' 13ofz B Last &
Withholding Rule Description

|Fsave |/[2* Retumto Search || =] Notify || £ Refra

RULE1 1099 Standard Rule
RULE1 1099 Standard Rule
RULE1 1099 Standard Rule

Step

Action

29.

Look Up Rue

‘s vy s

AULEY 059 Sansarn e,
AuLEr 1050 Stansor e,

Click the RULE1 - 1099 Standard Rule link.

Page 28
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£ Home =
Mew Window | Help | Personalize Page | i2
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity a, Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search
Adjustments Personaiize | Find | View Al | 2| B First ‘4 2-30f27 (*) Last
Main Information || Transaction Info || Payment information || Adjustment Reason
Short Name “Business Unit  “Entity “Type “Jurisdiction “Class “Rule
Original 42700 Q |IRs Q (1099 Q@ |FED aQ [o7 Q [RULE1 | #[=1
Legacy 42700 Q |IRs Q [1099N  |Q, [FED Q (01 Q [RULET [Q H =
[5lSave | o Retum fo Search [=] Notify || 7% Refresh
Transaction Info
£ Home E
Mew Window | Help | Personalize Page | i2
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit aQ
Entity Q, Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search
Adjustments Personaiize | Find | View Al | 2| B First ‘4 2-30f27 (*) Last
Main Information || Transaction Info || Payment information || Adjusiment Reason
Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
100.00 0.00| 0.00 03/11/2015 03/11/2015 ] ==
0.00| 0.00] 0.00| [12/03/2020 [ [12/03/2020 e [+ [=]
[5lSave | o Retum fo Search [=] Nofify || £% Refresh

Date Created: 12/11/2020 7:30:00 AM
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Step Action
31. Use the Transaction Info page to review the withholding amount for each payment that
has an updated supplier's balance.
Users can also make the actual adjustment on the adjustment line.
< Home /‘\ = @
Mew Window | Help | Personalize Page | =
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit (s}
Entity Q, Type Q Start Date
Jurisdiction Q Class Q End Date Search
Adjustments Personaiize | Find | View Al | 2| B First ‘4 2-30f27 '}/ Last
Main Information Transaction Info Payment Information Adjustment Reason
Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
100.00 0.00 0.00 03/11/2015 03/11/2015 Ei] ﬂ j
0.00 0.00 0.00] [12/03/2020 [ 12/03/2020 &l E S|
[§/save ||EF Return to Search [~ Notify % Refrash
Step Action
32. The Basis Amt field should be populated with the adjustment amount. No other amount
field should be updated.
The amount entered for the balance adjustment will increase or decrease the supplier's
existing 1099 balance.
The sum of the Basis Amt fields on this page should equal the amount shown as the
supplier's balance on the 1099 Summary report or the online balance inquiry.
Page 30 Date Created: 12/11/2020 7:30:00 AM
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< Home /‘\ = @

Mew Window | Help | Personalize Page | i2

Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity (&} Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search
Adjustments Personaiize | Find | view Al || B Fist 4 230727+ Last
Main Information || Transaction Info || Payment information || Adjusiment Reason
Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
100.00) 0.00) 0.00| 0311172015 03/11/2015 [ = [=
0.00| 0.00] 0.00| [12/03/2020 [ [12/03/2020 e [+ [=]

[5lSave | o Retum fo Search [=] Notify || £ Refresh

Step Action

33. Make the adjustment to the line. To make a negative adjustment (-) use a negative
symbol. If it is a positive adjustment simply enter the number.

Click in the Basis Amt field on the second row.

Basiz Amt

100.00
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< Home

Withhold Adjustments

STATE  Supplier 0000000323

Search Criteria
Business Unit
Entity

Jurisdiction

Adjustments

Main Information | Transaction Info

Q
Q Type
Q Class

Payment Information

000001 SUPPLIER,BOX
Q Start Date E1
Q End Date Search
Personaiize | Find | View Al | 2| B First 4 2-30f27 * Last

Adjustment Reason

Basis Amt Liability Amt Paid Amount Payment Date
100.00 0.00| 0.00| 03M11/2015
0.00 0.00| 0.00{ |12/03/2020
[5lSave | o Retum fo Search [=] Notify || £ Refresh

) [12/03:2020

Mew Window | Help | Personalize Page | i2

Declaration Date
HE
H =

031172015 El

el

Step

Action

34.

For this example, type 50.00.

Enter the appropriate information into the Basis Amt field

< Home

Withhold Adjustments

STATE

Search Criteria

Business Unit
Entity

Jurisdiction

Adjustments

Main Information || Transaction Info

Supplier 0000000323

Q
(s} Type
Q Class

Payment Information

Basis Amt Liability Amt
100.00 0.00|
50.00 0.00|
[Flsave | o Retum fo Search [Z] Nofify || £% Refresh

000001

Q
Q

Personalize | Find | View Al | 22| &

Adjusiment Reason

Paid Amount

SUPPLIER,BOX

Start Date E1
End Date

Mew Window | Help | Personalize Page | i2

Search

First ‘' 2-30f27 '* Last

=
Payment Date Declaration Date
0.00] 0311172015 03/11/2015 &) [+ =]
0.00] [12/03/2020 12/03/2020 [+ [=]
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Step Action

35. The Payment Date and Declaration Date fields of an adjustment default to the current

date. These fields should be populated with the same date within the calendar year of the
adjustment.

In this example, the user accepts the default.

£ Home /ﬁ\ E @

Mew Window | Help | Personalize Page | =

Withhold Adjustments

STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity Q Type Q Start Date E1]
Jurisdiction Q Class Q End Date [ B
Adjustments Personalize | Find | View Al | 2 | B First '4/ 2.30f27 '»/ Last
Main Information Transaction Info Payment Information Adjusiment Reason
Basis Amt Liability Amt Paid Amount Payment Date Declaration Date
100.00 0.00| 0.00 03M11/2015 03/11/2015 [ =HE
50.00 0.00) 0.00| [12/03/2020 5 (121032020 [ # =]

[S]Save | |[GF Refumn fo Search [=] Notify % Refresh

Step Action

36. Click the Payment Information tab.
| FPayment Information |

Date Created: 12/11/2020 7:30:00 AM Page 33




Job Aid

£ Home /ﬁ\ E @
Mew Window | Help | Personalize Page | i2

Withhold Adjustments

STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity (&} Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search
Adjustments Personaiize | Find | View Al | 2| B First ‘4 2-30f27 (*) Last

Main Information | Transaction Info | Payment Information | Agdjustment Reason

Bank SetiD Bank Code Bank Account Method Payment Reference Currency Posted Date
42700 1200 1000 System Check 0001248786 uso 031172015 HE
usD 12/03/2020 =

[5]Save | [GF Refurn to Search [=] Notify % Refresh

Step

Action

37.

The Payment Information page displays the payments that have updated the supplier's
1099 balance. No information will be displayed for a manual balance adjustment.

The Posted Date displays the date the Post Withholding process ran in the nightly
batch flow.
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£ Home =
Mew Window | Help | Personalize Page | i2
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit a
Entity (&} Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search

Adjustments Personaiize | Find | View Al | 2| B First (4 2-30r27 *) Last

Main Information || Iransaction Info | Payment Information || Agdjustment Reason
Bank SetiD  BankCode  BankAccount  Method Payment Reference Currency Posted Date
42700 1200 1000 System Check 0001248786 uso 03/11/2015 =

uso 12/03/2020 [
[5]Save | [GF Refurn to Search [=] Notify % Refresh
Adjustment Reason
£ Home E
Mew Window | Help | Personalize Page | i2
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit aQ
Entity Q, Type Q Start Date E1
Jurisdiction (e} Class Q End Date Search

Adjustments Personaiize | Find | View Al | 2| B First (4 2-30r27 *) Last

Main Information || Transaction Info | Payment information | Adjustment Reason
Creation Date User ID Description
03112015 FSCMUSER FHE
12/03/2020 FSCMUSER ElE]
[5lSave | ot Retum fo Search [=] Nofify || £% Refresh

Date Created: 12/11/2020 7:30:00 AM
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Step

Action

39.

Use the Adjustment Reason page to enter the reason for the adjustment being made. It
is always important to be brief, but informative about why the adjustment is being made.

< Home

Withhold Adjustments

STATE  Supplier 0000000323
Search Criteria

Business Unit a
Entity a,
Jurisdiction (&}

Adjustments

Main Information Transaction Info Payment Information

Creation Date User ID Description
031172015 FSCMUSER

12/03/2020 FSCMUSER

[5lsave | o Retum to Search [=] Nofify || % Refresh

000001 SUPPLIER,BOX
Type Q Start Date
Class. Q End Date
Personalize | Find | View All || [
Adjustment Reason

L

®

Mew Window | Help | Personalize Page | i2

=
El

Search

First ‘4 2-30f27 '* Last

/=
=]

Step

Action

40.

Click in the Description field on the second line with the current creation date.

Description
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< Home
Withhold Adjustments
STATE  Supplier 0000000323 000001 SUPPLIER,BOX
Search Criteria
Business Unit Q
Entity Q Type Q Start Date
Jurisdiction aQ Class. Q End Date
Adjustments Personalize | Find | View Al | &2 | E§
Main Information Transaction Info Payment Information Adjustment Reason
Creation Date User ID Description
03/11/2015 FSCMUSER
12/03/2020 FSCMUSER
[F]Save | |[GF Return to Search [=] Notify || 2% Refrash

/ﬁ\=

®

Mew Window | Help | Personalize Page | =

El

Search

First ‘' 2-30f27 '* Last

FHE
=

Step Action

41.

Enter the appropriate information into the Description field on the second row.

For this example, type Data entry error caused adjustment.

< Home

Withhold Adjustments
STATE
Search Criteria
Business Unit
Entity

Jurisdiction

Adjustments

Main Infermation Transaction Info

Supplier 0000000323

000001 SUPPLIER,BOX
a
Q Type Q. Start Date
(s} Class Q End Date

Personalize | Find | View Al | 21| &

Payment Information Adjustment Reason

Creation Date UserID Description

03/11/2015 FSCMUSER

12/03/2020 FSCMUSER Data entry error caused adjustment
[5lSave | o Retum fo Search [=] Nofify || £% Refresh

w ®

Mew Window | Help | Personalize Page | =

Gl
E]

Search

First ‘' 2-30f27 ' Last

FHE
=

Date Created: 12/11/2020 7:30

:00 AM
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Step

Action

42.

Click the Save button.

< Home

Withhold Adjustments

STATE  Supplier 0000554323
Search Criteria
Business Unit a
Entity Q
Jurisdiction Q
Adjustments
Main Information || Transaction Info | Payment Information
Creation Date UserID Description
031172015 FSCMUSER
12/03/2020 FSCMUSER
[5lSave | o Retum fo Search [=] MNolify | |£* Refresh

000001 MORGAN,BRADFORD
Type Q Start Date
Class Q End Date

Personalize | Find | View All | 2| E§
Adjustment Reason

Data entry error caused adjustment

A =

®

Mew Window | Help | Personalize Page | i2

2]
Search

First ‘' 2-30f27 * Last

HE
[+])[=]

Step

Action

43.

End of Procedure.

Congratulations! You have completed the Creating a 1099 Adjustment topic.
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