PeopleSoft to TRACK1099 User Guide

Processing your 1099’s for 2019

For year-end 2019 we will be providing the TRACK1099 software for your council to use to create, email
and e-File 1099’s with the IRS. This third-party service has a great reputation and years of history

working with not-for-profit organizations. You will still use the PeopleSoft Vendor records and Accounts
Payable Vouchers to gather the correct amounts needed to be reported.

The TRACK1099 website is found at WWW.TRACK1099.com . We have a master account (called a team)

set up with them called “TRACK1099BSA” and we will be emailing your council an invitation to join with
a link for you to set up your council in the “team”. The costs for processing, emailing and e-Filing will be

covered by the National Service Center, any additional services you use will be up to you to pay.

Preparing to File 1099’s

I.  Vendor Record Setup in PeopleSoft
Il. Voucher withholding flag and values
[l Query output for TRACK1099

V. Log back in to TRACK1099 or setup you council in TRACK1099

V.  Setting up the Vendors (Transfer from last year)
VI. Uploading into TRACK1099 and filing

I Vendor Record Setup

If you are using historical vendors that you have filed 1099’s within the past the records will not have
changed. If you are using a new Vendor or a vendor you have not filed 1099’s before you will want to

make sure these two items are prepared:

Is the 1099 Withholding Flag turned on?

Favorites Main Menu > Vendors > Vendor Information Add;’tlpdate > Vendor
Identifying Information Address Contacis Location Custom
SetiD: L =ta
Vendor ID: 75167
Vendor Short Name: DIPLOMAT T DIPLOMAT T-001
Vendor Name: DIPLOMAT TRAVEL AGENCY
Order: DIPLOMAT T-001 Remit To:
5
Status: Approved Last Modified By:
Persistence: Regular Last modified date:
Classification: QOutside Party Created By:
HCM Class: Created Date/time:
Open for Ordering: Yes Last Activity Date:
Withholding: Yes
11 Save H'Return to Search =] Nolify +Add

Summary | ldentifying Information | Address | Contacts | Location | Custom
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If not, the flag can be turned on by going to the Identifying Information Tab, checking the withholding
box and saving the addition.

Home

Favgrlhﬁ Mnin'Mmu > Vengors > Verdorm'l‘oma'lion > Md;‘lj'pdate >  Vendor
& New
Address _ Conlacts | Location | Cuslom
“Vendor Name 1: |DIPLOMAT TRAVEL AGENCY
Vendor ID: 75167 Vendor Name 2:
*Vendor Short Name: 'DIPLOMAT T DIPLOMAT T-001 [ withholding
“Classification: [Outsige Party | | Checkfor Dupicate 4 open For ordering
HCM Class: | ~]
*Persistence: | Regular ~]
“Vendor Status: [ Approved ~]
Don’t forget to SAVE
Is the vendor Tax ID information entered?
This can be found on the Location Tab, click on the “1099 hyperlink”
Favgﬁmsﬁalnﬁmuavengomxvmdorlnjanmﬁm>ﬁddfu'pdum>vm
(7 Ng
(_Summary | ideniifying information | ~Address | Contacis Lucatlon 1 Custom
SetiD: L
Vendor ID: 75167 Short Vendor Name: DIPLOMAT T-001 Name: DIPLOMAT TRAVEL AGENCY

A vendor location is a default set of rules which define how you conduct business with a vendor.

*Location: b1 [~ pefault RTV Fees Attachments (0)
Description:
*Effective Date: [01/0812016 i)  Effective Status: [Active ~] #=HE
= ¥ _ o -.I
Options: Payables Procurement Sales/Use Tax 1089
¥ Additional ID Numbers

F Comments
¥ internet Address
¥ VAT

| Expand All | Coliapse All

[save | [PRetumtoSearch | [ Notty | [ChAdd | | ZUpdateiDisplay. | | =) Include History | [ 2 Correct History |

Summani Ldentifuing Infarmation | Addess | Contacts 1t ocation | Custam
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This opens the Vendor withholding information page.

Favorites Main Menu > Vendors > Vendor Information » Ad:f!lipdate » Vendor
- - - -

Withholding Vendor Information

SetlD: Last Location: 01
Vendor ID: 75167 Description:

Short Vendor Name: DIPLOMATT  DIPLOMAT T-001

Name: DIPLOMAT TRAVEL AGENCY

1099 Options
1088 Information

“1089

“Entity “Type “Jurisdiction Default Jurisdiction ‘“Default Class Status. Withhold Type Description

RS @ [l q [Fe Q| @ [RPT @ ReporingOnly EE
1099 Reporting Information Personalize | Find | View A | B | B pipgy K1

“Entity “Address TIN Type Taxpayer Identification Number

liRs a| Oy — e

===

You will need to add the details highlighted above. NOTE: it is strongly recommended you use the
Magnify Glass option and select the correct options from the drop-down list. After this is all filled in,
click “OK” and the “SAVE” on the Location tab when you go back to that.

A quick way to see if the Withholding flag is set for your vendors is to run the query “LC_1099 VENDORS

Favorites  Main Menu > Reporting Tools > Query > Query Viewer ol

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
‘Search By [queyName V| pegnswih  LC_1099
Search | Advanced Search

Search Results

*Folder View |— Al Folders — v]

Personalize | Find | View All | ®

LC_1099_TEMPLATE_FOR_TRACK1099 lrack1099 export template  Private HTML Excel XML Schedule |LookupReferences Favorite
LC_1099_MISC_COPYB 1098 MISC Copy B Public HTML Excel XML Schedule Lookup References Favorite |
LC_1099_VENDORS _ Public HIML Excel XML 'Schedue LookupReferences Favore |
LC_1098 VENDORS_VOUCHERS Public HTML Excel XML Schedule Lookup References Favorite
LC_1099_VNDR_TIN_NUMBERS Public HTML Excel XML Schedule  Lookup References  Favorite
LC_1098_WITHHOLD_INFORMATION Public HTML Excel XML Schedule Lookup References Favorite
LC_1099_WITHHOLD_INFORM_DATE 1099 info by payment date Public iTML Excel XML Schedule  Lookup References Favorite
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LC_1099_VENDORS

SetiD: Lafi O
View Results

Download results In: Excel SpreadSheet CSV Text File XML File (10 kb)

Wiew All Fost ) 1850085 [ Last
SetiD | Vendor ID | Vendor Name Withholding Applicable
1 L le030 |2060 DIGITAL CHICAGO Y
2 Lk | 5665 ABA TREE SERVICE Y
T [2184 A-FIRE EXTINGUISHER SALES AND SERVICE Y
4 |Lea l6o11 |ABC PREFERRED PLUMBING v
E |7088 |AEROVISTA INNOVATIONS ¥
6 [l |0ooooooos7 ALL AMERICAN CLASSICS Y
7 | |005470 |ALL SEASONS MARINE & SERVICE Y
B |Lem 0092334 |ARAMARK UNIFORM SERVICES v

NOTE: This query does not indicate if the withholding information is on the record.

Il. Voucher withholding flag and value

The 1099’s are based on voucher paid during the calendar year, each voucher needs to be marked for
withholding. If the Vendor is set up for 1099 withholding the voucher will get flagged. You can edit the
vouchers if needed.

You can review your vouchers with the query LC_1099 VENDORS_VOUCHERS

[Lc_1099_VENDORS_VOUCHERS |

SetiD: T}
From Acctg Date: 01/01/2017  [i
To Acctg Date:  12/31/2017 [i)
View Resulls

Download results in :  Excel SpreadSheet CSV Text File XML File (84 kb)

View All First g 1-87 of 87 ] Last
SetiD | Voucher ID | Voucher Line Number | Vendor ID Vendor Name | Amount | Vendor 1099 Flag | Voucher Withholding Flag | Acctg Date | More Info

1 |Loew |0D027745 | 1]0000002240 |/, Frs P SmeAPHY 450.000] [IN] 05/3172017

2 | Joo025034 1]0000004159 |Gl Werainald i3 1250.000] ¥ 08/15/2017

3 |Losz Jooozests | 1]0000004243 | CubmLENS: FLCFEETE | 240000y Y 10/19/2017

4 |Lumy |00030018 1/0000004243 | Cinadm 1w : 480.000[Y Y 1013172017

5 [Loaz Jooozotoz | 1]0000004243 |CleAliisal T 240.000]Y 12 111472017

6 [Losw |oopaoios | 1/0000004243 |Clanm ey © 160.000]Y Y 111412017

7 |L0% |oopsos7e | 2|0000004243 |Cleal 285.000|Y b 12/18/2017

6 |Loax |ocosos7e 1/0000004243 |Cltnten 7 435.000]Y i 121182017

o [Leey |ooosoess | 1]0000004243 | Cinadin £ | 2s0.000]y | In] 1212712017 |

10 |LG#2 ~|00030658. 2(0000004243 | Clnl. il Miiarll B2 | 180.000]Y grg 12272017 1

11 |[Lo2x |00026784 | 1|0000003973 |DORALT SR S-EBINGTON 1726.750]Y Y. 03/28/2017

Keep in mind that not all vouchers for a 1099 vendor are reportable. We are only reporting the
nonemployee compensation. You may be billed for supplies from a law firm or an engineering firm and
those vouchers are non-withholding, so you can edit if needed.

Update Vendor Withholding
a. If you have vouchers Flagged as “N” on the LC_1099_Vendors_Vouchers query and
need to be changed as 1099.
Navigate to Vendors>1099/Global Withholding>Maintain>Update Vendor Withholding
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—
Faw:vrites MainvMenu > Vendors > 1099/Global Withholding > Maintain > Update Vendor Withholdings [5]
. - - -

Withholding Vendor Update
Withholding Update ID

Withholding Update 1D: UPDATE_VEMDOR_WITHHOLDINGS
Vendor Selection
*Wendor SetiD: L= a,
Tax Reporting Year
*Start Date: 0110112012 [+ *End Date: 1213112012 [5]

E First K qorq I fast

¥
A

Details Customize | Find | View A1l | B
- - e
VWA New Withhold Details |

*Wendor ID L i Busil Unit Current Withhold

1[oooooooiss | | i Q, (Cma Q |y =

‘\1 To change the current withholding for vendor 0000000164 from "N" to "Y" |

|B save | |& ReturntoSearch [+E] Previousinlist |+E MextinList | =] Notify |

[Eiotdd| [Flipdate/Display)

Vendors SetID: Enter the Business Unit
Start Date: 01/01/20XX
End Date: 12/31/20XX

Click on the Vendor Tab, enter the selected Vendor ID, Location and Business Unit, if applicable.

Click on the New Withhold Details Tab:

=
Faw)vrites MainvMenu » Vendors > 1099/Global Withholding > Maintain > Update Vendor Withholdings [g]
H - - -

Withholding Vendor Update
‘Withholding Update ID

Withholding Update 1D: UPDATE_VEMDOR_WITHHOLDINGS
Vendor Selection
*\fendor SetiD: LI Q,
Tax Reporting Year
*Start Date: 01/01/2012 [3] *End Date: 1213112012 [5]

um
| =

Customize | Find | View All|

B s - -
oroal| Mew Withhold Details |

t First f

- Hew . Hew New Jur Hew I
“Vendor ID Location Withhold Entity Ttz D Class Criteria

1//oooooootslm, [1 a [v | - [rs]a [wesla FED q 07 |@

|B save |)|Q RetumtoSearch | 4B PreviousinList | [+E] NextinList| [=] notify |

Vendor ID: Enter the Vendor ID number(s) selected from the query
LC_1099 VENDORS_VOUCHERS.

Location: Select the location.
New Withhold: Select “Y.”
Entity: Select IRS.

New Type: Select 1099.

New Jur CD: Select FED.
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New Class: Select 07 — Non Employee Compensation.
Click Save.

Updating or Changing the Vouchers

If you fine vouchers that are incorrectly flagged, you will need to update them using the

“Update Voucherline withholding”

You will need to enter the council number (1), set the dates for the business year (2 & 3) and

match those dates for the “Tax Reporting Year” (4 & 5)
Then click “Search (6)

Favgrites Ma'nvMenu > Vengors > 1099/(§obal'Wlthhok1ing » Mailltain > Update VoucherLine Withholding |2/

|
Withholding Invoice Line Update

Vendor

Vendor SetiD: Lig=§ Vendor Name: . wolm sl

Vendor ID: Location: 01 Withholding: v

"Business Unit: L @ *From Date: 01012017 B [ searh.| e
| Oetear Updated Withholding *To Date: e 12/31/2017 [

@ SetAlLinestoNoWihd

Jurisdiction:

Q
| Withhold Type: Q  class: [ Q |

Tax Reporting Year
\*Start Date: o 01/01/2017  |[5] *End Date: 62/’3112017 B

| Withhold Entity:

Set All Lines to Wihd |

Personalize | Find | View All | B | # mrot B g soren D ast

[T T~ New Withhold Details

Payment

‘ f,m::"d New Withhold  Entity Type  Jurisdiction Class Business Unit Voucher Line Invoice sl Merchandise Amt
1 I vl | a [ Ja | Q| || 00003979 fﬂ?ﬂz'(ﬁ“ 02/06/2017 330.0003:
\ 2 | .! v | Ja | o | o | 00003988 f{gez._‘,ﬁh 02113:2017. 750,0001
3 . v |l a [ Ja | a o= 00004025 1 ESE;GZ'ZEM 02123:2017. 555,000
4 I vl a [ la| | o | 00004051 1 3?:?;03{: o 0301/2017 sns,noa:?
5 I vl a [ Ja | a [ o = 00004121 qje01etsty 03/17/2017 850,000

EEEE TR

|[Flsave | |[cPReturnto Search | |=] Notify |

To make changes, click on the correct voucher line under the “New Withhold” column. You can
add the 1099 flag to a voucher or remove it. Make sure to add the Entity (IRS), Type (1099)
Jurisdiction (FED) and Class (07). Click “Save”.

PeopleSoft to TRACK1099 User Guide Page 6 of 25



T e e e e oy S E S Y S I g s
Favortes  ManMenu : Vendors > 1099/Giobal Wihhoking » Mantan ;  Update Voucherine Withhokdng

Withholding Inveoice Line Update

Vendor SetiD: L=l Vendor Name: g A b

Vendor ID: 10733 Location: o Withholding: v
“Business Unit: L= @ “From Date: CACELE T Seamn |

|| ciear updatea withnolding “To Date: fzmenT &

Withhold Entity: r S Jurisdiction: r Y Sel Al Lines fo No Wihd
Withhold Type: O, Clas: Q 5e1 Al Lines 1o Wind

Tax Reporting Year

sunome: @@ T §

Fapment
Date Mgrchantise Aml

o New WO Extty Toe  Jurkssiction Class  BusiossUni Voucher  Lme  doice
1 ¥ v lms o [tomq TED Qo7 1a = 00002979 1 3_‘:_”_2.“, . ozoezoNT
s o B T HNTOZA3
3 S — s
3 B al & Q QL 00004025 1 T2 papazery
1 M el ol e e e 00004087 V2708 oaizont
5 v al a o [ o e 00004121 AL 031712017

lSew bRenesewen | owy

330,000
|
750 000
|
555000
808,000

850.000|

When you click save you will get a message (See Below) asking you to verify you have entered

the full tax year. Click OK on the message.

Message |

Withhold Update must process all transactions for the entire Tax Reporting Year (7400,122)

Please verify that the Tax Reporting Start date and End date are correct (for USA, you must enter the entire calendar year,

0UOVYYYY to 12/31/YYYY).
Failing to specify the correct dates will cause data errors.

Press OK to SAVE.
Press Cancel fo go back fo the previous page and verify/correct those dates.

| OK || cancel |

After you have saved the work, click on the “New Withhold Details” tab in the Details” section and you

can view your changes

Details Personalize | Find | View Al | & | £
Business Unit  Voucher Line  NewWithhold  NewClass HNewType MNewdJur Status
) ] |Pending
1| L 00003979 ulhd o7 1099 FED  Database
Update
| |Pending
2| L 00003988 1¥ o7 1099 FED  Database
| Update
3| L 00004025 1
4L 100004051 1
5 LiEE 00004121 1

|[F)save | [[aPRetumtoSearch | | /=) Notify |
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The other issue that could come up is the values reporting don’t match what they should be. This most
often happens when the vendor is not set up for withholding information. You can adjust the reporting
values by “forcing” in a correction for reporting purposes only. This does not edit the vouchers.

Fixing Voucher Value Problems
a. Before you begin adjusting the withholding you will need to know what the correct
“value” needs to be for the vouchers. This process is also used when voucher amounts
get doubled.

Go to the “Withholding Adjustment” process and enter the vendor you want to adjust vouchers for

Favgrites : MainvMenu 2 Ven_gors > 1099{G0ba1vW£thhodding 3 Maigta.in » Adjust withholding

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

Vendor SetiD:  |= v| | [

Vendor ID: [begins with w ||

It's very important you enter the needed information in the order as listed

Business Unit (council) 2- Entity (IRS) 3 — Type (1099) 4- Jurisdiction (FED) 5- Class (07) 6 — Starting Date
(01/01/2016) 7 - Ending Date (12/31/2016)

8 Search

9 Save

After you save, click on the “Transaction info” tab

Favgrites_ Maén_Menu 3 Vengom > lmfﬁobdvmhholding 3 Maigtain » Adjust Withholding

Withhold Adjustments

Vendor: L we gl 01 AETTRNCT DUSON, BLT
Search Criteria ; i : i S g ;

EBusinessunit: o s Q :

(s,
| Entty: RS @ Jurisdiction: o FED L start Date: emm_uzma el

!wpe: 1099 @  Class e o7 @ End Date: owawzma B

. Persbnalize ] Find | view 4 | B |

| _:'Mgin Information Transaction Info | | Payment Information Adjustment Reason =] |

| Short Name *Business Unit :*Ent'ny *Type *Jurisdiction \*Class *Rule | |
lovermde =3 @ |[Rs a [toea @ [FEp _ Q o7 a RUED |  |H|E=
|Override )  Rs & |ose @ [FED Qo7 C [RULED  |Q £ ﬂ‘

5] save | |[2bRetumtosearcn | (=] Nofity | | &% Refresh |
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From the Transaction Info Tab, you adjust the value of “Basic Amt” back to the correct value.

Favgma Main‘Menu ) \u‘engors > 1099}Gobademhmdding 5 Ma'Qtain > Adjust Withholding

Withhold Adjustments

Vendor: | i Ofir=miil 01 AWSTRmC T B Se0wmed, i L
‘Search Criteria X T -

Business Unit: L% Q |
Entity: IRS @ Jurisdiction: FED @, start Date: |0/o1/2016 |5 |
Type: 1099 @  Glass o7 2 End Date: 1213112016 |5
Adjustments e T Besinaie | pnd | View A B} VRGeS
Payment Information Adjustment Reason (=l ;
Basis Amt I Liability Amt Paid Amount Payment Date Declaration Date |
121160 | 000 | 000| 12/31/2016 [12312016 |5 _ﬂ;]j
T 80000/ | . = 000 | 000 1218112016 " [emmoe  H L+] t:]}

| Return to Search | [[=] Notity | | £2 Refresh |

Update 1099 Withholding information.

b. If you have made any adjustments, you will need to run the Update 1099 Withholding
c. Navigate to Vendors>1099/Global Withholding>Maintain>Update Withholdings.

Favgrites Main Menu > Venvdors > 1099!G|0balvwrthh0¥ding > Ma\gtzin » Update Withholdings

Withhold Update Request

Run Control ID:  Update_Withholdings Report Manager  Process Monitor

*Request ID: 1 *Description: Update 1089 Withholding Info
*Process Frequency: Always Process -
*Process Option: Process Only Vendor Updates -

El Notify | [E Add | | B UpdateiDisplay |

Request ID: Enter a value (e.g.1).

Description: Enter a description (e.g. Update 1099 Withholding Info).
Process Frequency: Select Always Process.

Process Options: Select Process Only Vendor Updates.

Click Save Then Click Run.
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lll.  Query Output for TRACK1099

After any corrections made to the vendor and voucher files run the update withholding

=

Favorites . Main Menu > Vendors > 1099/Global Withholding » Maintain » Update Withholdings &

Withhold Update Request

Run Control ID: update_withholding Report Manager Process Monitor i|. Bup

*Request ID: 1 *Description: |update 1099

*Process Frequency: | Aways Process v

*Process Option: | Process All Updates v

ESM&I |[ZPReturnto Search | (=] Notify | [Aoa | | /lupdateiDisplay.

Next you need to run the Withhold Transaction Post Process

Note: the “Through Date” would be the current date, this is not a 12/31 date.

Favorites = Main Menu > Vengors » 1099{bealvwmhholding > Maintain > Post Withholdings (2!

Withhold Transaction Post

Run Control ID: Post_Withholding Report Manager Process Monitor ALY
*Request ID: 1 Description: |Post withnolding
*Process Frequency: | Always Process |
“Post Option: | Post by Business Unit v|

[ mamnan e

*Through Date: [01/19/2018 59

‘Business Units i B First & 1071 O Lact

Include *Business Unit Description
!L' ] Q eseTese PolFom | =
Lﬁﬂ Save | |[2MReturnto Search | |4 |Previous inList '_;u NextinList | |[=] Motify | | Eadd: | lUpdate/Display

After the Post Withholding you will need to run the “Withhold 1099 Report Job” to populate the data
fields for the query.
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It is best to follow the order of the numbers highlighted in the below screen shot (1 — 15)

Favorites | MainMenu > Vendors » 1099/Global Withholding » 1099 Reports »  Withhold 1099 Report Job o

1098 Report PestReport/Copy B

1099 Report Post / Report / Copy B

Run Control ID: withhold_109%_report_job Report Manager Process WMonitor

Language English e

1099 Report Post

*Request ID: 1 |-l_-’- F — e)egcripﬁqn: 1059 Load

Process Frequency: 3 -l ays Process “|

Report ID: US_REPORT

Report Date: 32019 [ Include Manual Overrides

*Control SetlD: e} *Control | /@, Lewis & Clark Council, Inc BSA
*Calendar SetiD: [sHaRE | *Calendar | 09. Q2019 1099 Calendar

*Fiscal Year: potgia [l use Report Date For Vendor

*Period: [ i@ Period1-2019-01-01

Type of File/Return: 12] Test e | Replacement Character:

IRS Options
D Has the 1099-MISC containing Box 7 Non Employee Compensation file been sent and accepted by the IRS?

IRS File Generate Option

13 O i)
O Exclude Mon Employee Compensation
O Include Non Employee Compensation

1099 Report Copy B Sort

Withhold Type: Al " Vendor Select Option: [ Select All Vendors ]
[ ImMask TIH AP 1099 sort order: [vendor id Sort ]
Vendor Payees B oA View Al THL R Eim B L
Vendeor [T
. I
E_ Save IEl@wmwl 4 |Previous inList | |4 [Nextin List | | =INotify | 4Add | | Update/Display|

PeopleSoft to TRACK1099 User Guide Page 11 of 25



After you click “Run” you need to select the “1099 Job” from the process List.

Favorites | MainMenu > Vendors » 1099/Global Withholding » 1099 Reports »  Withhold 1099 Repaort Job &

Process Scheduler Request

User D MCREAGH

Run Control ID withhold_109%_report_job

Server Hame| PSNT1

Recurrence|

v]

Time Zone o]

Select Description

- 109% Report Post

Print 1093 Copy B
XMLP:Withhold 1099 Report
XMLP: Withhold 1098G Report
XMLP:Withhold 10981 Report
1098-MISC Copy B

1089-G Copy B

1099-INT Copy B

DDD_;EEDDDDDDDD

1099 Report
1099 Copy B Sort
1099 Post, Report, & CopvB Sor

o e

F'_mt:ess Ha_._me
1089 _RPT_PST
APCOPYB
APX1099
APX1098G
AP 058
AP 088
APY1088G
APy 053]
AP_1059
AP_APY 1059
AP _COPYB_RPFT
RPT_1049%

Run Time 342:44FM

Process Type

Application Engine
PSJob

Bl Publisher

Bl Publisher

Bl Publisher
Crystal

Crystal

Crystal

PSJob

Application Engine
Application Engine
PSJob

Run Date [12/17/2018 e

Reset to Current Date/Time: |

Distribution

| Distribution

| Distribution

.| Distribution

+ | Distribution

| Distribution

«| Distribution

| Distribution

| Distribution

| Distribution

« | Distribution

| Distribution

*Type *Format
[Wep  |[TXT
||:N|:|ne]| v|| (None})
[wep . ][PDF
[web o |[PDF
[web  ~][POF
[web  ~]|POF
[web  o][POF
[web  +]|POF
|(Nun&} e | | (Mone}
[web  ~][mxT
[wen  +][ma
|(Nune} v|||:N|:|ne}

| Distribution
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You are ready to review the details you have for all your vendors set for 1099’s with flagged vouchers by
running the withholding control report. NOTE: this report will show you vendors even with less than
$600.00 total for the year.

Favorites  Main Menu > Ven'dors > 1099!GlobaIermholdhg > GeneraLReports > Withhold Control Report [al

Withholding Control Report

Run Control ID: Withhold_Control_Report Report Manager Process Monitor Run

Setid: Y

Control ID: |1 Q

From Date: |01/01/2017 39

Through Date: 1213172017 |3
[)save | [[GPReturnto Search | |1 |PreviousinList | 4 | NextinList | |[=]Notify Fvads.| (Flupsatemispiay

= 4+  Automatic Zoom

People Soft Accounts Payable
VENDOR WITHHOLDING BALANCES CONTROL REPORT

2nd TN Profession

Carificats number

Total for Entity IRS:

This report allows you to review the results with details.
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You can then generate your 1099 data in a query designed just for the TRACK1099 process. Query
“LC_TRACK1099_EXPORT” can be run and outputted as a “CSV” file

e
Favortes  Main Menu > Reporting Tools > Query > Query Viewer [l

Query Viewer

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

“Search By eginswin [LC_TRACK1098_BXPORT

[ Search. | agvanced Search

Search Results

*Folder View | — All Folders — ~|

Runto Runto Runto Add to
|Query Name Description Owner Folder Schedule Definitional References
| === | HTML  Excel XML Favorites
LC_TRACK1099_EXPORT track1099 export template Public HTML Excel XML  Schedule kup Referan Favorite

This query collects all the information needed to conduct the upload into TRACK1099.

|I.C_TRACK1099_EXPGRT -}.mm export template

Business Unit L3 0

Year: [2097
View Resuls
Download results in - Excel SpraadShes! SV TdFile XL Fils (20 kb)
View Al Frst g 1301 1) [ Lent
Payee Tax |Payes| Payee Emal Office Box | Box | Box | Box | Box | Box [Box| Box | Box | Box | Box | Box | Box [Box] Box [Bax
PayeaName |Typel iy ™ | ame | Address 1 US| | Simie]i 2poce o 2 B el Y B I e e v e e DX 18 [1em]
I
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IV. Log back into Track1099 or Setup you council in TRACK1099

Welcome Back:

As a returning user all you need to do is click on the “Sign in” box on the top right of the main page and
login using the email address set for your account last time and your password.

Tl'aCk1099 SignUp HowitWorks Pricing ContactUs

Welcome Back

Forgot password?

If you have forgotten your password, you can click on the “forgot password?” link and then submit your
email address and the system will send you an email with instructions

Track‘logg SignUp HowltWorks Pricing ContactUs Sign In

Forgot Password?

Enter your account email address

- Reset Password I

If you are a first-time user:

e-mail Mike Creagh at Michael.creagh@scouting.org and request to be setup in Track1099. You will
receive an email like this pictured below, double check the sender to verify it’s not spam. If you don’t get
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this, contact memebercare and we will resend it or update an email address. (Check junk and spam mail
boxes too)

Track1099 1099 & W-2 <no-reply@track1099.com> © Michael Creagh
Invitation to join Track1099

Retention Policy 3 Year Delete (3 years) Expires  10/16/2021
o If there are problems with how this message is displayed, click here to view it in a web browser.
Dear Colleague,

BSA1099 Account has invited you to join their team's account at Track1099 for managing IRS 1099, W-2, W-4 and W-9 forms.

Please click on the link below and sign up using this email address.

oin BSA1099 Account's Tea

You'll automatically be connected as a colleague associated with BSA1099 Account and may begin adding Payers and Recipients immediately.

Please send us an email at support@track1099.com if you have any questions.
We look forward to working with you.

Sincerely,

The Team at Track1099
Stanford, CA
www.track1099.com

Click on the “Join BSA1099 Account’s Team” button and set up your councils account

TI'aCk'lOQg" Welcome, BSA1093 Account &}

FAQ IRS Info State Info W-8  Videos Corrections

Full Name

Michael Creagh

Email Password
michael.creagh@sco | sraresnnes
Phone
6189802884

| have read and accept the terms and conditions

Sign Up

Already have an account? Sign in

Set your security question
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Tr a ck-logg" Welcome, Michael Creagh £}

FAQ |IRSInfo Stateinfo W-9 Videos Corrections

For your security, one last thing

Security Question

l Choose a question... v

€ i Answer
4

Get Started Now

Click on the Track1099 tile

Track"oggw FAQ IRS Info State Info W-9 Videos Corrections Welcome, & = "= Account £

New! Welcome to tax year 2019 Neves & Alesin
+ You can e-file prior years until Dec. 3.
Which form would you like to start using? IRS accepts tax year 2019 in mid-Jan.
Postal Mail service begins in Jan.
Tra‘:k Click "2018" in the top nav bar to
10 99 access prior year forms.
1099-series, W-2
940, 1095-B
1095-C, 1042-S W-8BEN
|
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In Track1099 the payer is the council, so you will want to select “Manual Entry or CSV” and fill out the
details needed to process 1099’s.

Track1099" FAQ IRSInfo  Statelnfo W9  Videos Corrections  Welcome, BSA1099 Account £

2019 2018 2017 2016 2015

All Payers

Overview JEEEGGEVEURSEWEIE 2 Efile Al 3. Mail Al 4. Download All  Import Data

How will you add recipient forms for your new payer?
The payer is the company issuing 1099, 1095, W-2, 940 or Witholding Agent issuing 1042-S

%

Manual entry or CSV

All form types

Last
Year

Transfer from 2018

Import Options

able

Import 1093-MISC only. Add many payers at once
QB, QBO, Xero, Bill.com, LR
Intacct, or NetSuite For tax pros
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If this is your first year using TRACK1099 for the council, you will need to fill out the details and click
Save. (Remember, the payer is the council)

Tracki1099 FAQ IRSInfo Stateinfo W9 Videos Corections

2019 2018 2007 2016 2015

All Payers

oUW LR VISR 2. E-file All 3. Mail All 4. Download All  Import Data

Payer Name {Legal name, not DBA) Payer Federal I Mumber
Take Any Council 12-3456789
Payer Second Mame (Opticnal, DBA name) Transfer Agents Mame ({if applicable)

Attn Michael Creagh

| Foreign address Last year of filing for this payer
Address
123 Main St
City State Zip Code
Irving TX - Texas A 75015
Email for recipients’ guestions Fhone
mcreagh@bsamail org 972 580-249(|

B Filing ACA 1094/1095-B? Click here.
B Filing ACA 1094/1095-C? Click here.

? Filing 1042-57 Click here.

" Save
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At the bottom of the website there is a video guide library that is very helpful reviewing the upload and
filing process.

Check out these 2 — 4-minute videos:
Easy 1099 E-File Options
E- Delivery to recipients
CSV Importing all form types

Corrections

Video Guides

Easy 1099 E-file Overview CSV Importing, all form types Corrections
E-Delivery to Recipients ACA/Obamacare E-file QuickBooks Online Importing
Tax Pro Teams and Firms Online W-9s QuickBooks Desktop Importing

Pricing Postal Mail Xero Importing
IRS TIN Matching file Fixing Many Recipients with Errors Bill.com Importing

Track1099™ -

Ll 218 e 2013 a2
All Payers

2. E-fleAl 3 Mall Al 4 Download Al import Data

How will you add recipient forms for your new payer?

Pirpte = Cormparsy asryy 100 7 o0 WP At marg 15K

L]

Manual entry or CSV
ot
Track
w099

e el

et 1 MBS 8 prariner
N, OB, K, B com, irtaccs, oto

V. Setting up the vendors (Transfers from last year)
If this is not your first year you can transfer all your 1099 vendors from last year into the current
year. Just click on the “Transfer from 2018” button. NOTE: If you are going to use the Upload
feature you would not need to do this.
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VI. Uploading into TRACK1099 and filing

The query in PeopleSoft will output to match the CSV file template provided by TRACK1099.

You will cut and paste from your query, or, you can manually fill out the upload sheet.

Key Points to remember:

1. Do not rearrange the columns
2. Do not delete any columns, if they are blank, that is ok
3. You can make edits in the CSV template (such as adding email addresses)

You will click on the “Select file” and then import CSV

Track1099 CSV,upload tutorial
s Mifenidm Salvage Inc.

1. Payer 2. Add Recipient ~ 3. Forms Summary 4.E-file 5.Mail 6.Download [Rlyllelfs=iEs

CSV Import

If you can export a t of ploy from your i , we can import it to Track1099.

Watch our CSV video.

QB Desktop clients, please see our QB export instructions.

First: Download the correct CSV template for your forms.

1099-MISC w-2 1095-C More Forms... v

Next: In your accounting software, create a 1099 or W-2 report and export it to CSV format.
AR
Third: Copy and paste the data from your report to our SV template. Do not rearrange the columns.

Fourth: Save the filled-in template as a CSV file, not xIs. Check leading zeros in Zip Code.

Finally: Click Select File below, then Import CSV.

Select File None selected

These recipients will be added to Millenium Salvage Inc.

import CSV
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Select the CSV template

Favorites ~  Date Modified
E All My Files R csv_template,misc-starwars1 1KB  CSV Document

> iCloud Drive
@ AirDrop
11} siwcoffee
k= Macintosh HD
#% Applications
[ Desktop
M Documents
0 Downloads
[ Track1099
8 Pictures
[ Biue_Sky1099
Devices
() Remote Disc
ke Untitled
Tags
@ Red
Orange
Yellow
@ Green

@ Blue %

@ Purple

@ Gray |
J & Macintosh HD » I Users » % slwcoffee » 12 Desktop » I csv movie » csv_template_misc-starwars] L
iy

After you have uploaded into Track1099 you have a review screen and and it is reviewed for errors (such
as missing data or EIN’s that are not valid).

< VIEW ALL PAYERS

Millenium Salvage Inc.

ADD FORMS

1. Payer 2. Add Recipient - BBt %Jmmary 4. E-file 5.Mail 6. Download ImportData

Unscheduled Forms (4) | Scheduled & Sent (0)  Form Box Totals Type to Sear

RETREERET or (optionally) download your TIN Match file.

Recipient | Delete... Box 7 Other Boxes

& Good OK for E-Flle, No Email €3 Error Box Totals Report

Darth Vader £0.00 $3399.00

© Luke Skywalker $49998.00 $0.00

£ Luke Skywalker %0.00 $90088.00

& Yoda Master $0.00 $4938.00
Save Changes
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When you are already to file you schedule the efile date and the e delivery date (There is no reason to
wait after January 1%)

The Efile to IRS is scheduled
The E-delivery for those recipients you have email address for is scheduled
You will account for those you will be mailing

NOTE: TRACK1099 will charge you extra for mailing the forms, do not select this option as we are not
offering this service.

In addition to scheduling IRS E-file and E-deliver filing on the page you also review the cost, because you
are part of the “TEAM BSA 1099” the fees are covered by the National Service Center.

Millenium Salvage Inc.

1. Payer 2. Add Recipient ~ 3. Forms Summary REMISSil-l 5. Mail 6. Download Import Data

Neither 1096 nor W-3 are required when you e-file.

E-file to IRS © Schedule e-file date ary Total
MISC (with box 7) 2017-01-19 | (recommended) 1 -
MISC 2017-03-14 = (recommended) 3 --

& $13.96
E-deliver to Recipients Schedule e-delivery date arty Total
MISC 2017-01-02 = (recommended) 3 Free
Postal Mail to Recipients Mailing method QTy Total
MISC Print & mail yourself 1 $1.49

© We mail for you

Total: $15.45
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The E- Delivery looks like this sample. This is an IRS approved method for sending out the forms. A
recipient will get this email and need to click on the “Retrieve your 1099-MISC” button.

e =

Click here to enable desktop notifications for Track1099.com Mail. Learn more Hide

- a [1] [ | .- % - More - 1015267 <
- 1099-MISC from Santa Claus Inc. imbex BaE
IRS 1099 & W-2 10:21 AM (13 minutas ago)

Dear Donner Reindeer, Santa Claus Inc. has issued an IRS form 1089-MISC for y...

IRS 1099 & W-2 10:24 AM (10 minutes ago)
Dear Comet Reindeer,
IRS 1099 & W-2 ply @t 088, I .COM> 10:34 AM (0 minutes ago) L b
b (198) io prancer -
Dear Prancer Reindeer,
| ]
lends (T) Santa Claus Inc. has issued an 1% form 1099-MISC for you for tax year 2016 using Track1099, an IRS-approved vendor.
tatus (1... You may retrieve your form electronically by clicking on the blue bution below. Doing so gives Santa Claus Inc. a record of e-delivery, which is required by the IRS.

Unless you request it, you will not receive a paper copy In the mail.

Retrieve Your 1099-MISC
[

To validate your identity, you'll be asked to enter the last 4 digits of your Tax ID number.

By clicking on the securs link, you giva parmission to Santa Claus Inc. and Track 1089 LLC to daliver your 1089-MISC alectronically for tax year 2016. You may
riguez refuse or withdraw your consent by emailing ped@irack 1099, com. Please include the name of the company, Santa Claus Inc., your name, last 4 of your SSN or EIN,
your full malling address and a request for paper. A paper copy will then be mailed to you.

This form may look a little different from the usual 1098-MISC, butis an acceptable substitute according to IRS Pub. 1179,

Your 1088-MISC will remain avallable via the secure link until October 15, 2016 at which time it will become inaccessible.
You may update your information by emailing red@track1099.com, Please include the company name, Santa Claus Inc., your name, and the last 4 of your SSN or
EIN.

In order to access the document, you will need a suitable computer connected to the internet, running an intermet browser that supports 256 bit SSL encryption that
ing is able to view HTML pages and download a pdf file.

The Team at Track1099
www track 1099, com

The link will take the recipient to a link shown below, branded with your councils’ name and they will
need to verify who they are with the last four digits of the SSN or EIN

Online

Santa Claus Inc. iwsisc Track1099"
& Securty Cortr

Verify Your Identity Enter the last 4 numbers of your SSN Santa Claus Inc. has selected Track1088, an IRS-approved vendor, to e-deliver
or EIN. 1099-MISC forms.

+ We encrypt Tax |D numbers separately in our database for extra security.
+ Qur cloud security procedures are updated continuously to meet avalving

m threats, We are committed to being best in class.
-2 - file Jole ot =ull °5' Q)
s

Your records in your TRACK1099 Account will show the status of each vendor and their retrieval
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FOLE 2015 2014 2013 2012

All Payers

1. Add Payer 2.E-file 3.Mail 4.Download Import Data

b Q, Reciplents
Recipient Recipient
Payer | Dolete... Total Forms IRS Status E-Delivery Postal Mail CSV CPA
# SombreroHets LLO R s @ PYRET
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