RUN 1099 REPORT AND UPDATE 1099

CoDE ON AN INVOICE AFTER PAYMENT
QUICK REFERENCE GUIDE AP-38

AP

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide an overview and steps on how to Run the 1099
Invoice Maintenance Report and Update 1099 codes after the invoice has been paid in the North Carolina
Financial System (NCFS).

Introduction and Overview

To be able to run the 1099 report, the user needs to get access to the new NC AP Tax Reports role. Please
work with your agency’s Security Administrator to secure this role for agency staff who will be running the
custom 1099 Maintenance Report and the Printing the 1099 forms. There is no course requirement for this
role currently.

Report Overview

The NCFS 1099 Maintenance Report can be found in this location -> Shared Folders > Custom > FBR Custom >
Report > Accounts Payable > Tax Reports

This report contains Tax ID information for suppliers, keep this report secure.
Validate NCFS 1099 invoice lines that are marked at the invoice distribution level (Column R on the report).

Parameters to run the report:
e Select agency Legal Entity
e Select agency Business Unit
e 1099 Original Payment From Date = 1/1/20XX
e 1099 Original Payment To Date = 12/31/20XX
e Natural Account - Optional
e Supplier Number — Optional
e 1099 Corrections Payment From Date
e 1099 Corrections Payment To Date

Report will create a Detail and Summary Tab:
e Use the summary tab to see the Subtotal by Supplier TIN and Tax Code Type.
e Use the detail tab for invoice line distribution tax code validation.

See sample report for additional information.
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QRG AP-38 — Run 1099 Report and Update 1099 code

e Summary Tab sample — Original Invoices Only
o Original Payment Date Parameters — Dates for the Original Invoices

= 1099 Original Payment From Date — 1/1/20XX
= 1099 Original Payment To Date — 12/31/20XX

o Correction Payment Date Parameters — Leave these parameters blank to display only 1099
original invoices

North Carolina Financial
NCF ‘s System

Office of State Controller
NC Invoice Maintenance Report
(RPT-AP-022)
12/02/2024 D3:46:36 PA
=“Please nate that this report contains sensitive

Parsmerers
Tegal Bty TC OFTICE OF ToE STATE

CONTROLLER
Business Unic A1
1095 Original Payment From Dt U1,01/2024 10 ¢ payment from date
[19% Ooriginal Payment T Dase T27517303% 10 r payment to date
Natural Account Range Al
Sappber Namber A1
1095 Corectons Payment From Date
109 Corectons Payment To Daie

B Swpplier Mame | || SepplierNambq | SuppberTasID | Tocome TasTyR || 1095 Onignal Lnvoices Amauy | 1099 Comections Invwices Ama | o Ameart ||

9876543211099 Supplies 1 208575 111111111 |MISCE § 36.00] § oo § ac.00f

9876543211099 Supplies 2 205310 212, 7 AR $3,000.00] § 0.00] § 3,000.00|

THE 9764, 148104] J/AR $5,000.00( § 0.00] § 3,000.00]

THE 987654321109 Supphies 122802 4444a44444[DAU AR § 160.00] § 0.00] § 160.00]

THE 5 537654321 105% Supglier 5 21617 3335355355(GOV & § 14,136.00] §o.00] 14,1260

THE 572 537653211055 Supplier § T&5150 GE66668666| GOV & §27216.00] Fo00| F27 21800

THE 957654, 145682 TTTT|eov e $1,312.00] § 0.00] § 131200

THE 5 9876543211099 Supplier #4533 SE35638536| DAL, AR § 330,00 § 000 ¥ 520.00]

THE 5 537654321 105% Supglier & 130434] $889559558[MISCE §11.00| §o.00] §11.00|

THE 572 937654321105 Suppler 10 [EE TO00001000| DAL AR Ti58e51 Fo00| F156457
THE [T 172393 54[Dal AR § 334350 § oo § 334

F THE STA 987654321109 Supphier 145753 2244534434[DAU/AR. §15.00] § 000 ilss-m|
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QRG AP-38 — Run 1099 Report and Update 1099 code

e Detail Tab sample - Original Invoices only
o Original Payment Date Parameters — Dates for the Original Invoices
= 1099 Original Payment From Date — 1/1/20XX
= 1099 Original Payment To Date — 12/31/20XX
o Correction Payment Date Parameters — Leave these parameters blank to display only 1099
original invoices

NCES North Carolina Financial System
Ll Office of State Controller
NC Invoice Maintenance Repott (RPT-AP-022)

£2/02/2006 03:46.36 AL

Flasse nare taxt

T iy

T G et P D

sy ey T 1 T Coros [ Dot | Dot

Federal  withhalding code f
witrolsng | appicabie

e Summary Tab sample — Original and Correction Invoices

o Original Payment Date Parameters — Payment dates for the Original Invoices
= 1099 Original Payment From Date — 1/1/20XX (Example: 1/1/2023)
= 1099 Original Payment To Date — 12/31/20XX (Example: 12/31/2023)
o Correction Payment Date Parameters — Dates for the paid Correction Invoices
= 1099 Corrections Payment From Date — 1/1/20XX (Example: 1/1/2024)
= 1099 Corrections Payment To Date — 3/31/20XX (Example: 3/31/2024)
= The correction invoice payments will start being entered and paid in NCFS toward the
end of January of the following year. This date will be communicated to the agencies
in the OSC Annual 1099 Memo. To ensure that all correction invoices are captured in
the report use January 1, 20XX through 3/31/20XX for the correction payment dates.

A -] 9 ) E r ] H J KL
NCFS North Carolina Financial System
Office of State Controller
NC Invoice Maintenance Report
(RPT-AP-022)
12/03/2024 07:30:17 AM
**Please note that this report contains sensitive

Paamerers
Tegal Entity NC OFFICE OF THE STAIE

CONTROLLER
Business Unit Eui
1099 Original Payment From Date: 1/1/2025 1099 Calendar year payment from date
1099 Original Payment To Date 12/51/2023 1099 Calendar year payment to date
Natural Account Range El
Supplies Number El
1099 Correction Payment From Date 01,/01/2024 1099 Correction inveices payment from date
1099 Correction Payment To Date 03/31/2024 1099 Correction invoices payment to date

Legal Eatiy I Busioess Unit |- | Business Unit Tax ID ] SopplierName ||| Seppier Numbef 7| Supplier T ID] | Income Tax Typd - | 1099 Orginal Iavoices Amoun] . | 1099 Coreetions Invoices Amot - | Toul Amount |- |

NC OFFICE OF THE STATE CONTROLLER | 1400 OFFICE OF THE STATE 566000752] 1059 Seppliee | REGH 135436 BINISC 6 §1027600 § (10.276.00] $00)

CONTROLLER
TC GFFICE OF THE STATE CONTROLLER | 1400 OFFICE OF THE STATE S36000732) 1059 Sepgiec 2 REE 2 E01[GOV € 000 § 102600 F1027600)

CONTROLLER |
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e Detail Tab sample — Original and Correction Invoices
o Original Payment Date Parameters — Payment dates for the Original Invoices
= 1099 Original Payment From Date — 1/1/20XX (Example: 1/1/2023)
= 1099 Original Payment To Date — 12/31/20XX (Example: 12/31/2023)
o Correction Payment Date Parameters — Dates for the paid Correction Invoices
= 1099 Corrections Payment From Date — 1/1/20XX (Example: 1/1/2024)
= 1099 Corrections Payment To Date — 3/31/20XX (Example: 3/31/2024)
= The correction invoice payments will start being entered and paid in NCFS toward the
end of January of the following year. This date will be communicated to the agencies
in the OSC Annual 1099 Memo. To ensure that all correction invoices are captured in
the report use January 1, 20XX through 3/31/20XX for the correction payment dates.

NCFS North Carolina Financial System
e Office of State Controller
i NC Invoice Maintenance Report (RPT-AP-022)
| 12/05/2024 07:30:17 AM
i **Flease note that this report conteins sensitive information (TTNs/PII)**
| Parameters
 TegalEatiyy TRC OFFICE OF THE STATE
CONTROLLER
 Business Urit En
1 1099 Original Paymeat From Date [oL70172023
| 090 Ogiaal Paymest To Date (gL
Natural Account Range A
Supplier Number A1
| 1099 Correction Payment From Date [01/01/2024
1099 Correetion Payment To Date [03/31 /2024
o] we | e || erName || erNumbe, Tald | i |pvoiee Dat | Towoice L | Tovoice ] | Iovoice Line lnei , | Ivoil _ | Imwoiee Correcion B [ Db ] ¢
T |~] DR o [~ Suppl [v]  SopoberNunbel, 5] SopplesTexl] . | - Sopplersie ., froeeDuf . | - IavckeLif ., | TamkeL{ . | T‘_‘_y:“lj | . P, | Do, | D | .
Flag Number
'NC OFFICE OF THE STATE CONTROLLER |1400 OFFICE OF THE STATE ‘366000732 1099 Supplier 1 143083 123456788 R 4FTZZ 10/09/2023 1 H B '53%000000| OTHER EXPENSES $0.00360 C
| |CONTROLLER Bax]
'NC OFFICE OF THE STATE CONTROLLER (1400 OFFICE OF THE STATE '32{ 1099 Suppier 1 143083 123456730 RA4PTZZ 10/09/2023 ¥ B ‘339000000 OTHER EXPENSES $000[560 C
CONTROLLER |BAK]
'NC OFFICE OF THE STATE CONTROLLER |1400 OFFICE OF THE SIATE 22{1099 Supptier 1 4308 1| R 4PTZE 0526/ 204 ¥ i mmw‘m
CONTROLLER [BAKT
'NC OFFICE OF THE STATE CONTROLLER [1400 OFFICE OF THE STATE 566000732 1099 Supplier 43083 125436 39| R MFTZL 1108 j 1] ¥ g '539000000| OTHER EXPENSES F000[360C
| CONTROLLER |BAKD
NC OFFICE OF THE STATE CONTROLLER [1400 OFFICE OF THE STATE 564000732 1099 Suppker 1 0 TEH|RPTLL 05726 5 b i [ 339000000] OTEER EXPENSES | FOM[3E0C
CONTROLLER [BAK]
'NC OPPICE OF THE STATE CONTROLLER {1400 OFFICE OF THE STATE ‘366000732 1099 Supplier 1 143083 125456730 R 14PTZZ 03/26/2024| 1] ¥ [¥ '339000000| OTHER EXPENSES $0.00[360 C
| CONTROLLER |BAKD
'NC OFFICE OF THE STATE CONTROLLER (1400 OFFICE OF THE STATE 3660007321000 Supptiar 1 143083 123436780 RI4PTZZ 03/26/ 2024 1] §276 GOV e ¥ [ 550000000 OTHER EXPENSES $000[560 C
| CONTROLLER [BAK]
] ———————— »
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QRG AP-38 — Run 1099 Report and Update 1099 code

Tips and Tricks:
e Export report to Excel and use details tab for distribution level tax code application.
e Add filter and filter by account to make sure that all 1099able accounts are coded correctly.
o Filter by column M (Invoice Line Income Tax Type) to compare to column R (Distribution Income
Tax Type).
o Differences indicate that the tax code may not have been updated at the distribution level.
o 1099 forms will only pull from the code on the distribution level and the tax code must exist in
column R or 1099 will not be created.

e Filter with specific suppliers to ensure that 1099 codes are applied to all invoices for that supplier.

Updating 1099 Codes in the Invoice

e Changes to 1099 codes on NCFS invoices can be made on the invoice at the distribution level
throughout the year to be included in the OSC Electronic Media submission to the IRS. The cutoff
date for each year will be communicated by OSC.

e 1099 Code QRG https://www.osc.nc.gov/documents/files/ap-33-1099-codes-and-descriptions/open

By January 31 of each year
e Agencies to print 1099 Forms.

e Agencies to mail 1099 forms to suppliers — Must be postmarked on or before January 31 of each year.
e OSC will submit the Electronic Media File to the IRS by January 31 of each year.

Steps to Update 1099 Code on Invoices After Payment

1. Navigate to invoice and click Actions > Edit.
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2. Click triangle to expand lines section of invoice.

Edit Invoice: 108480 &

4 Invoice Header
identitying PO

Business Unit

Sugplie LT
Sepplier Humber 111133

Suppler Site R 94PTA

1400 OFFICE OF THE STATE CO

Legal Entify  KC OFFICE OF THE STATE COM
vy odce Group
D Ines &
F Taxes
4 Totals
Mams
[

MTROLLER

NTROLLER:

Fraight
0.0

Biscotamous
00

Tax
208

Withholdiag

inchsded Propaymants

Appied Praps

VB BSOS v

Total
8450

e
BASD

3. Click the Distributions button.
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QRG AP-38 — Run 1099 Report and Update 1099 code

idit Invoice: 108480 %

Imvnicn Asons. w

Last Sawed 12022070 658 AM
d Involce Header sno
Kentiying PO Numgar 102280
Busintss Unit 1300 OFFICE OF THE STATE CONTROLLER L ren— 8450 b :‘. 2:- “
Supplier  MORTS INC Payment Terms  Net 30
N Type Teoms Date 122023
Supplser Mumber 3 Description Fecat b
Supglier Sife R HPTA otk Drdes 2 Hequestes
Losgal Entity WC OFFICE OF THE STATE CONTROLLER Atlachments - Morts 12212023 oot
Invosce Group wor [
4 Lines @
i B x m -'mmn Aot | * | Cancel Line
Bugeen Reference | Ta v | Aswe | Proi
£ b
Distritition Budgetsry Contral Huteranca Tau
" Numbsr T T T Amousnt
o b S o Aecaunting Date  ar e ot Budget Date  States Descripion Tan Classification  Ship-to Location Murstses
Pem Fesarved -
. "
¥ Taxes 3]
4 Totals
Hews Fresght MisceRanecus Tax Included Frepayments Total
£4.50 oo [T 000 000 S5
Feetainage Withholdag Appind Prepayments Dot
080 009 000 .50
4. Manage Distribution window will display, select the invoice line that needs to be updated.
Manage Distributions X
" f-- -] = - s | |
View v + X F = : Detach | Invoice Line | 1 ' v ' ] Reverse | Adjust Tax Recovery H Check Funds H View Results
Budgetary Control ~ Status  Purchase Order  Receipt = Tax ] All
1 Budgetary
Line " Distribution ~ Type Search h Combination " Accounting Date  Description
“ Budget Date
1 1 64.° ‘ OSC Fiscal Integrity A [
< G »
Distributions Total Amount 64.50
Remaining Amount @& 0.00
Line Amount 64.50

Save and Close ' ’ Cancel ‘
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QRG AP-38 — Run 1099 Report and Update 1099 code

5. Scroll to the Income Tax Type Field and select the correct 1099 code. To unflag a line for 1099
reporting select “DAU/AR Miscellaneous — Other”.

Note : If you do not see Income Tax menu, click on the View dropdown list, and include Income Tax
menu to the distribution view.

Manage Distributions

Viewvw <= ¥ F E & Detach Invoice Line ’ 1 v | Reverse H Adjust Tax Recovery “ Check Funds H View Results

Budgftary Control =~ Status = Purchase Order Receipt Tax Income Tax  Project

Receipt Tax Income Tax Proje
Line * Distribution * Type * Amount "
Jistribution Number  Line Type Type :::::ﬁg, Task Number 5:'?3:1:
11 e 6450 DAU/AR Miscel v |

< MISC1 Rent
MISC10 Crop Insurance Proceeds. Reported in 1099-MISC Box 9 from 2020.

MISC11 Fish purchased for resale

MISC13 Excess golden parachute payments. Reported in 1099-MISC Box 14 from 2022
MISC14 Gross proceeds paid to an attorney. Reported in 1099-MISC Box 10 from 2020.
MISC15a NT Section 409A non-taxable deferrais. Reported in 1099-MISC Box 12 from 2020.
MISC15a T Section 409A taxable deferrals. Reported in 1099-MISC Box 12 from 2020.
MISC15b Nonqualified Reported in 1099-MISC Box 15 from 2022.
MISC2 Royalties

MISC3 Other Income

MISC4 Federal income tax withheld
MISC5 Fishing boat proceeds
MISC6 Medical and health care payments
MISC7 Ni ployee tion. R in Form 1099-NEC from 2020
MISC8 Payments in lieu of dividend or interest

MISC9 Consumer Products for Resale. Reported in 1099-MISC Box 7 from 2020.
RETE/D Wi ing Tax E ion Based on i C

RETE/R Withholding Tax - Reduced Rate
TVA/47 VAT on Royalties (o be deducted)
TVA/55 VAT on Royalties (to be added)

6. Click Save and Close.

Manage Distributions x

Vieww <= 3 T E g Detach Invoice Line |1 | v | | Reverse “ Adjust Tax Recovery H Check Funds || View Results

Budgetary Control Status Purchase Order Receipt Tax Income Tax Project

Receipt Tax Income Tax Proje
Line ™ Distribution ™ Type * Amount Project Expendit
Jistribution Number Line Type Type Number Task Number Jtem Date

4 e Ld

Distributions Total Amount G4.50

Remaining Amount & 0.00

Line Amount 64.50

Save and Close | | Cancel |
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QRG AP-38 — Run 1099 Report and Update 1099 code

7. Click Save and Close on the Invoice header.

Sof

Edit Invoice: 108480 @ n Vabdsled  Invoice Atlions Save Cancel

Last Saved 1824 5241 PR

4 [nvolce Header  showmon

Wrap-Up
This QRG gives you an overview and steps to update 1099 code on an invoice after payment.

Additional Resources

Virtual Instructor-Led Training (VILT)

e AP101: Invoice Management
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